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Indians’ Contribution to IT

‘(‘\ : / ik
Image Source:
http://www.astec.gov.in/sci_tech/arya/

Pranav Mistry with SixthSense
prototype
(Photo credit: Sam Ogden)

Image Source:
http://www.iammadeinindia.com/?p=119
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Aryabhatais recognized as one of the
great mathematician astronomers. He is also
acknowledged for calculating = (Pi) to four
decimal places: 3.1416 and the sine table in

trigonometry. Above all, his most
spectacular contribution was the concept of zero,
without which modern computer

technology would have been non-existent.

Pranav Mistry is an Indian computer scientist and
inventor. He is from Palanpur, a small town
situated in northern Gujarat in India. He is best
known for his noteworthy work on SixthSense and
Samsung Galaxy Gear. SixthSense is gesture
interface device consist of data projector and
camera combined in a neck worn pendant. He has
worked with Microsoft, Google, CMU, NASA,
UNESCO, Japan Science & Technology to name a
few. Currently he is the head of Think Tank Team
(TTT)and Director of Research of Samsung
Research America. He has been honoured as one of
the Young Global Leader 2013 by World Economic
Forum.

Dabbala Rajagopal ""Raj" Reddy is one of the
early pioneers of Artificial Intelligence (Al). He
was the founding Director of the Robotics Institute
at Carnegie Mellon University. For his work in the
field of artificial intelligence, he is the first person
of Asian origin to receive the highest award
in Computer Science, the ACM Turing Award in
1994. In 2005, Reddy received prestigious the
Honda Prize for his pioneering role in robotics and
computer science, Reddy has been awarded by
The Vannevar Bush Award - the highest award of
National Science Foundation in United States in
2006 for his life time contribution to science and
long standing statesmanship in science and behalf
of the nation.
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Image Source:
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Image Source:
http://en.wikipedia.org/wiki/Vinod_Kho
sla

Ravi Sethi is an Indian computer scientist retired
from Bell Labsand president of Avaya Labs
Research. He also serves as a member of
the National Science Foundation's Computer and
Information Science and Engineering (CISE)
Advisory Committee. He is best known as one of
three  authors of  the  classic computer
science textbook Compilers:Principles, Technique,
and Tools, also known as the Dragon Book.

Vinod Dham, who is universally recognized as
the Father of the Pentiumchip. Vinod
significantly contribute to the development of
highly successful Pentium processors from Intel.
He is a mentor, advisor and investor. He is
considered as one of the Indian- Americans who
has helped shape America. In 1999 he was named
one of the top 100 most influential Asian
Americans of the decade.

Vinod Khosla is an Indian born businessman who
is currently listed by Forbes magazine as an
American billionaire. He was one of the co-
founders of Sun Microsystems, a company which
created the Java programming
language and Network File System (NFS) after his
departure as founding CEO and chairman in the
early 1980s.
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USML 1 : 51 2Rall URUA

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. wR¥ Basy

1.7.  Selye Baeu

1.8,  wBeye Basyu

1.9. ARARe YsIR

110, s1jeReil GuAdl

L1 sneeRe(l Halerd
112, Rt

G&al

AL Ys0Lell e sal uedl Qanelpl s1ejerell yaMs uRua Aol asd. s1uer As vgetell
Ao 313 Qs ® R Aol QA wAHL Aot QLAY uesl, stduslq, s1ejeRell AEAA vauet
UA Aol UsRAl WAl Anclly. s1e2 As WA 313 sl s3] 2@ & AR Asll ctal@sclell
oelae, [QQu elolls stal wa Aol Asilds ume ugl acly. srejeell @QQuU elllds [@Qewol Bu
3 YRAUR, Ry sy, saye Bauslo ua wBeye Bausllo adr ur Al 5319 dal st
GualoL ua HaAleRloll UAL UL 5319, &sHl, 2L USRS wA AR 51220l M YsiRell Wwals
RN URRA ug asal.

1.1 51220l uRuA

Hofr2l AU UHIS Ad Ulgll 8. a sMictoll AUAS1R 5l 23 B. A Rl Al Yol $cll 8 D ¥
Bl Ao Wclot A tloll AE. Palot A olotlalclloll urngLll 213 UAAl 4l UgR AR [B[Fecd
Soflilalol WURd HEAlYgor Yl usll 8. BRPecd sodiMast A s1ge YARDL 2R
SAsAAs Sof At ReH B, €35 UsRell siHoll R, HERA Anadl, WA Guaaoy,
R lo] catcRaust U Aot Yl WAl uslausal uR RBA 8. s1e Ul uR Ao ylsa
531 el Aol e sclloll &Ml YA B.
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B BH EUSIA UAR Udl A B AH dAH 512 dyal dy ellell A ayul ay WA oL
531 a¥ Aall olotcll oA B, $1-60l§ WA HBU cORsll 51Rj2el el AR Al WAZS §1120ll
UAR U Yl B ¥ ¥ ULl AXEL dURlelell €5 Ul Fal ¥ VCR, WRLHGUSEY, WAdt,
gol, WaR Wlleg, A3, ds, Ralul, VA AR Aol AUsSIRAML URL sla B, wl JAZS 511242
Wl % olloll 8l B A wWURl Wdololl €35 &gl yalldd 52 B, =l Yull ¥ xetl Yol 2us
alse, A3l got, AR AL 3 (Qaunsia sl ugl sieell Au@d i .

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

1.2 512j2R0{l El2Ae] colls2aL

sreeRoll WRAA A ysiz adllyd 531 asal e8AR WURA VA Al Yo / ARAR
AR VZRAL

1.2.1  s1Reell Ul aallsRnL: (s15AR WURd)

BlEAR UA 25l AUURA 511242 Aoll AlBl@lscll UefAR 5 @olMl [QeulBd 531 astaL.

Al wHwUA  25AA claldls Gelsral gl
YU L1945 AsyH Yo el sy, Al IBM UNIVAC Bas. .
ol . s, vllol GuAd(l - 1, ENIAC
1955 3 (QetGuA(, seul
Hlal
Bdla S 1955  2lodflwer seHl WoUGAl Ul IBM 1620
ol .0 sl olloll, UK[AS
1965 (Assembly) @ll™Lall
GUAdL, BSU AUlR
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Al UM 25AA claldls GelsRML

qcdlat €. 1965  Integrated SEHL ollotl, dAURAHL IBM
dl .2 Circuits (ICs)  ¥R01,Business HI2 360,PDP 8,
1980 GUAL(, As ysiell  PDP 11
Aol s11242

Al .U 1980 VLSI (Very ol staAl {2 AR,
ol .1 Large Scale Business Hl2 GUA(l,
1989 Integration) »sUl Byl
wud Hellot, worx
»suedl wBeye Aacl
AslA Acll 512

wadl €. 1989  Latest wQ 2y, AR IBM
ol Software Azad Ao, Weuld,  Notebook,
Qj't.ﬂ Technology & d s, Pentium
Anrtificial User Friendly Series,
Intelligence PARAM
(Al) 10000 etc.

122  s1eRe{l Ulallo) adllswl (Wouklal / WseAR R d)

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

Wl caldsd

yau wdell el Woullor Aoaxad Hallot AdAy ¥ cittssal’3 Ao 53 B. L UslRe{l AIMLH
g5l Gl % AL 0 Wal 1 ol GUAL U B, AL eltdloll GuoLedl 32t Al oflilalel MUalle]
sl uUR B, 51 FAsEs (Scusy slatell wl ysRedl [Buisl el ey b B.

Bl 2 WSl Wonfol crttal AWl AoAy 53 B. UBAs Rosell GUADL 53l wl Ao
Avtail aadl edl. @ setal Guestd adl sdl.

qlae w0 Youfol Aodxa slar Adet AoAx 53 B. UGl AU 1Bl WELet YELol

CCC-BAOU and CCC+ 3



Wl ce@sd

scllo] SIH S2L0Uels &q A wlloldal tauletdl Al Y eldletl As cldl A3¥ slaR
Add AoAyall ([Asl UL L Y% el Hllol AdAWHL Socté scll HIZ 2lodARRal
(Compiler or interpreter) GUAOL scUlMl (el glod@2Re] Yyt st BOA oAl
AW YuotAR (Instruction) H2llot AdAWUL S0l sclle] B,

Al UGl Youllor Addeui sU3oL Ae@ ¥ Yollotell Heatct el awt A A “How to do”
(&l A st sq)ell x0uR “What to do” (9 s 54) ol A sl 53l NAUA BsUl
olotlalcltdl 2cll. sQL (Structured Query Language) ¥ il Udle] GEl&RWQL B.

Wl a0 el Woullot AoAsHi “Artificial Intelligence’sll GURNDL ScUHL LA Al HIR
Youlot dodx A A daur satdl wdl ¥ Aul s1e? JolUHR ddR o AUl
AU Gyt Al wud a3, A Aual, st s, WEW ¥ [ABA uxs Aua
A, BSUL A e ARAZRA cd? H2 at Waulklol Addy GUA[ B. Botl HIZ Al
UEloll 511242 Artificial Intelligencesll GUIL scllMi . Artificial Intelligencesil GU20oLell
s12J2R ollig] Ao YR LR ol B ololl ] B AH sdaml w(A2A A otell.

1.3 5120l YsiRA
QY ysiRell 250UAWN GUAL 5l YU s1»J2ed oA Yoy B.

Blwect siped: ® s1e2 0 ual 1 AWAed ¥ (il
(Satdl) ugldoll GUAdL 52 B Aal BBecd srejed sd
D. weA 3 Rodl Bl HBARA cteselR 3UHL st 52
8. ul YslRall 511222 BsERAA YAN A Hllatstl stala
QAA s2a, Qan [ARad 3elg [AaMet sal, [Qeanel
sall 3 Sl sral Bal sl 52 B,

WollcAlol 51RJ2: Al YslRell 51je] dle@xell $U (AR,
522, vlgfloll Yw ARl GuAdl 52 B. Aed ¥ Al
Hellt Udd uRadetelld ellds uRmelell st i3
USSIAA %Y 52 B.

ALg(A 1.2 Wollclol 511242
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AU 1.3 ai8ldls sneye?

ALl 1.6 Udoled s11242R

CCC-BAOU and CCC+

alo(ds s1efedl : Al YsRell 5112422 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,

Hlol sigjed @l 512 NYalsH 512 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 (BHdAHl URad Aal fla . MU A Asll Guadal
AlFel stall sral W2, dasla sl sal W2 ¥ calsdold
sladl sall M2 AR B, AFEL SR scll HIZ UQL
YslRoll 1ol GUAL ARl B. Ul ysiRell sne?
Rreuul 8l-6l§, AAeR wa HGA GUAdL U B,



ugld 1.9 2o

CCC-BAOU and CCC+

AualU 512 Al YsRell s12jed uldoll 8lot, 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 SEHL 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 (@2t wflEe (PDAs) o33 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 B, Al YsRell 511201 5lol AHA Ild
2 ot A B. Aol olti, UReUHl, 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 olell URd Aul s1yeRell vieR » clrdlds
Sl-60lS ®q o el Sl-ell§ ysadl wAq A B. Ba
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 Hlolsd Slotoll BH Slat Ul ug Ak
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-
ylABa adl st 8. al s12jeal AUl ot seloll 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
A5, Aol Ass 3 ISl Assul Hwa .

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
el ARsA (dAlEs) alddl ual Aecdll & uratdl 53 o3 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 ML 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 SlEuyl
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cdlalsc (Qatd

Storage) B 2ots s vt % USA 8. oA decll WEl Ml 512zl slloisdl
RUUL AHES A B, &%Aoll AvaHl 28U s Uell As olloissl Basul
UG oA B, dal Wel weamidl As se ¥ U@l s112jeR alddlol ualm

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

ararR s3l sclloll 52l A A 51H scllofl WURl eHl AL UL QA A 0§ YA
Ascllofl el clle] 23 U 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 il Aol wUHA 52 O, Ul YUl Ax sl ol scllell YRl ot HA U

Yl s1eeR st s @ 8.

1.5 s12jeR0{l Agilds Am

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 A ¥ ud ARl alotiad]l
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 del GUR YR 53 Selialet AU 8. A udal WUl 32l e
BoslHalol 9 B A UAHBU.

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 e Bu 3:
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o AA ulawri woouidl ¥eo oL Anel.
o eR yooHidl ¥uo HiS Anel.

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.

8o8l2lel (Information): 32l UR sl 53l HOAl GU(l WRRIHA Bodlialet Al HalHl 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 scllHl dlleld s W@ WA EL.d AR, 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.
s12u el BolHalel Ylid sall M2 -

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

sal goglalel

UsSRAL AUl dllell AHe YeudRAd dlsAA dal

el GuA( ay Gua(l

oSt Hl 3UldARd 531 Astal (ARl Aal 12 GUAWHL | SRl

GuRell dMiH cllecdlal tallotHl AR Al 5122 As AE HBA © ¥ doll Hneld Uesl aye,
A3, AR Al wBeye A s 52 8.
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oty : 5122 WA S8 UGl UslRa] sl sRraal M2 Yrotdl qucl ud 8. auiasdia el
PRAARAA UHA scl MR Aol ARAIRA scl M2 512 SR A ysiRell calcal saUHl
ULl S B, Sotye sclloll wl cAcRUL S2l U YUARAR 51RJ2HL EIHA SAAUHT HEEIU KA
8. Bal Fatye Y2 ¥ AT AsH 53 B. Adal scllall AsHlal Fatye [Scusy s& 8. GelsW 33
HIGY, $l-6ll8, ¥olR cdR.

AU : Solye Baus s B A el sRal WA B Aol Aols s1ejerell Al aa B,
WANR : s1ReRell AU ALe €At WA v WARLL YFle ¥ YAUR gl [QQAu ysiRell
Yl saml wa 8.

ABeye: YARDLL YReul ylsaell A daR adi uRguHA wBeye Ye ad Guaalsdl umel
% sl WA B. BBaYe Bausell GeleNL : WA, Mer, wller cdR.

AR HuAd Yeslol et lul clle WU 6Q L sl $1ReMl sl sl ASAA B Aol GuR
tllot 3ol 53,

System Unit Screen Monitor

Speaker

Kiise Microphone

gl 1.11 5122 ot (QAQw ewdll

AUHA 1.1 51420l [QAAY el ldld B, L €5 @Ol rulotell Al Ag AL ¥ s11»jeR A
QUL Gl eolle] AMSEL B. L etdlell (Adtdalr AewU 53,

Rren yFle : Red Ye A 5112422 ReHall vieRell ol B, AHIA A AXARU AIsRe] s
AHRL 328 o(lAotl oMl SlA ® UL YRl SAsAEs ol ® % HIBA ulBaudi Gualoll B, v
aotell Al wottall ol AeA Agd NARDL Y2 (CPU) B s1ejerall Ml dIly sid 52 8.
GuRid ofloal ewol % AL Ylle ® A aAlst A 1R HURlol 2oL 52 B ugl 1 Al g dla
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Al Yl o, AR s1Y2 ol saHl A AR AHl Aol Wledl e s B. syl
Asell auR Bs Bausy ugl 8 & B Bs U RN e 52 B, 2AR $1Y2 ol AlA AR
ugL AL (335 MRl ots AW B.

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

CPU¢] sta: CPU A 511222 Reuall Al aoliall @lol B, CPUA 2Rl et (Qetd sal
uad B,

3.

. 53ld Y2 (cu): 52 Ylle A CPU ol As ol B. CU of sl AU dots =l WAl

el cldale B, dal Sl8ls 831 A YAl AUHA A A Blcle] B, A AR ¥3R US AR
ALU (Arithmetic and Logical Unit)ell HEE A B. Al Bttt ol % stlell scloeldl @
UGB ye AlUdle] st 52 Ylle 52 B.

et Ylleotl stal: 53t Ylle A dleauani YRARR Rl AU W@ dlett yeugell 002

BURU ol [doel Rwcle] st 53 B, Al YA g adl QY YgRle] clcrauust sna 8.

o YUsllal NIl Anacll Aol Aol YsR oissl s, Aoll UHA $A A 3l URRUHL
AR oLe sRAl.

o (Afu ewdtell MldAlott Yeugal Hdledat v,

o YUolldlle] MPeieet 54

o YIARe 28] (202l 524,

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

WARARs Al®s yYlle (ALU): ALU A s1ejerell Al ol § ¥ (AU dlds sial s? & wa
A0, GlLEGUS], JJRUSIR ol etdUsR Bl oullAs (Baul 52 B. A sle Uls (SBect ulse B
% QLA GEA B Wl URUHRBN UL 53 B.

AARs AlRs YFleatl stall: 5122 gl adl ddtedl otll & oulAs ua AlSs (sl Astl
glRl AR B, A HRell Bl YAUR 2922 Iy ol Assu s1e Al wddl Ana B,
HGA Ancal ugl Aol uR Ulsal s 8 ual doj WRRUH ALUSIL Baye AUl dosl B.
A ARalon clleotsl Bl (saual ugl 53 8. ARet a1l Ul L YlBleHi o L B.

2R Al As (AAY CPU UL &l Uls oLes 8. €35 MUddl uR ulsal aal A wauB A
UL ol B, GelsW dlF Al Avalell ISR sRclloll 8la dl oial vl YU wA
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UA Ag] URRUH URL RW2UL WA (RWR UL dlRdlds HIBAl GURid HBAll ots sl a2l
B A el WA ual AHi «HIA wx B.)

1.6 RRY¥ [SausAlo (Storage Devices)

Hiolcll 5188wl ustell HUdAlal ae AW B, HOEFHI 2dLs 53 B el %32 Ud AR dal Wl And
8. Al Ysi sreeul ugl 32t ¥ Wl dote aa 8. Nu3l ¥ @Ry A 5126l As elldlL B.
BHL S2l 5 YUt 40Le wd B.

g2 Aol Juat 2 ool B, UBHI AHZL el AssI AHIL u ol ysiRell Al wud
(Qatctalr e,

1.6.1 UlAH3l R (ulu@s oLe)

YleMs AoLsal Yud A% weall AHIL Ul sdcuHl w1 B.

YsHl Al A Aal ysRell AU B ¥ @ AlUly WA Acdd Al Ausul @ B. A 1Rl s
52 B, Ao YUl AU B U 3RAUA YHIA Aol BuRW 53 B, cttul % YsiRell M3, 32t ua
AAFAot A8l UglAUR AauslaA B. YBHI R 3 YsiRell sl B.

YlaH3l R1%
R|AM ROM Cache
Memory
(Random Access Memory) (Read-Only Memory)

RAM (RcSH AsA AHA)

RAM dolslol 8 FHl HURA @2 w2 B caul »sudl AsAU 531 Asl2A B, RAM A5 UslRa(l
AAasc AHI 8. dAesd AHIl Aed Al AHIL BHl 1Bl AsAU sall 1R logoll 33l ®.
Al A ellel flwoll Yt of Slat Al Aoteldct det wedl Hofl asA el

RAMail Jud & Ys(RL B.

1. Dynamic RAM: Slaa®s N3l Hedla &gl YRl ¥R 52 8. slaad®ls A €2 Ased &R
vt g3l Adal sl U3 B. A RRs 3 sl LlHl Ao ucl B.
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2. Static RAM: [R5 RAM AYQludl AL 5ol AWUR 8. Static RAM clloy diltet (WaR) Al

A Al YUl WRAA 12 52 B. RRs RAM Well ® Aol ay AGA cWUR 8. A3 Dynamic RAM
sl auR »sUl .

1.6.1.2 ROM (Read Only Memory)

A sl gsct aiqucloll YUl WA B, Gaulest UHA AML J2l el YAl {e A B A
Rl ysiRoll NHRL B, Anl WGl stall Al 2Aoe 53 astal d. Aul ¥l WAL s1pe? oiv
sAHL AUA Al UQL UAUS @ O, ROMHL 321 YUl sl olell waal AHl YU s Yt B.
ROM Jul3] astal otdl Al 32t AR scll HI2 219U B, ROM slaM HI2 HURA ats 52 8. losullall
sIU 8l A AHAUOUHL UL A HIB A 212 AW B, ol e Ut A stAHl U ollotl AAASAH D.

allot AlA2l8e AU ollot QASA AHILoll oA YsIRUL AHA2 2 B.
o YoRUd 3As el AHI (PROM)
o ol WaUAGA s Aol AHZL (EPROM)
o 8AsZlsAl SRHUA YauAHA s Mecll AHI (EEPROM; AUl $A2U ROM)
o 8Asdls Beedud s el AHI (EAROM)

32clls ROM ollot AlA2I8E B URd A-UAUH (reprogrammed) 831 sl ©:

o YUAAA s Aol AHI (PROM): A AHAA A5 YsR B, AHl UHRAS2R otiMall QR
AsH ad det-YalHal el wicl AU uR dvai wua 8.

o ol WARAUA s 3ocll AU (EPROM): A AU A5 YsR BD. dell GUR ARl
(ol UcgladAe el veell Auatell dal ol asta 8.

o 8asdlscll SR WolAud s el AU (EEPROM): YH GURe(l (Aol eftall 12
Ul dlfea e 8ARsA Yostetoll GUAIL UMl WA R A YslRe(l Axla
EEPROM & 8.

o UegldlRAR SRIoA WauAA s el AU (UVEPROM): ucalallDNA@e yYsial Guailoal
aLl @i%ﬂ ol el reprogrammed 53l asla 8.

1.6.1.3 Cache

Cache: Cache s &l® ¥ls AUIL B B CPU ol yYual AHIL A Al sla 8, Al sledl
GUAMHL Sl Al AUl $HBIL % AURIAL Sl dal 32l RR AU B, d HUUWBRS B s1RAL 5 d Yu
AU 5l 35Ul & URd Aoll BHd Yua AU sl auR dlaedl Aol R el AWl sl B.
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1.6.2 A5053| RNR%

U053 R 2590y, e B wa Aole Bl As yYsik B ¥ A2l 5122 gl Alul
Yol aedl. Asos3| @R HlB2ulell GELeWAML Hard Disk, CD, DVD cldlRell AMA2 A 8. Asll
AL A 0L ol AU Sl M2 AR B, $11J2R sIH AUUUHl w28l AU B, AR ASeS3IL
dote Bausd As otcll Rzed HIZ AsAU AoLscl HIZ cluRalHl wA B, o8 (S5 ol AARs 2u
Jusla Reuid uR s 52 ® AR CD, DVD el Blue Ray Disk Uslaloll Rgld UR s 52 8.
UG 511206{l A5S53 RNR%ell Feclls GELSRQL S,

A5s3 Ry (@atct

NoaRs 2u: l ysRell NoallRs 2u Ay Wdoll wlfRsell ugdl ¥ 2ol
GUR Iron Oxidee (Aol B&UBS )] 530l 53¢ SlaA B Boll AU MR
s@s cvll wal aidl asia B, 2uell dosatHdl (slousezdl A
Nououse Yol s 8.

gl 1.12 AABs 2y

scldl (32s: sclldl (335 gifa uwl stadl A Bl R sral R
GUALHL Actd B. sAAUl (328 27, 5.25” WA 3.57 ARl Sl B, Al
sAUlo{l oL atHdl 1.44 MB &l ®.

gl 1.13 sl Brs

silse (32s: As sLlse (3 (A1) BBect azudi 20320, (321,
AWRL A Wod HURAL s sal durga ®. 120 H{H{l A8l 700 Mb
RRY &Ml U B.

gl 1.14 s1As2 Brs

SAse (3esoll UslR:

(325 @Qotd

CD-ROM CD-ROM Hioll 32l s5ct cifl asta B, a 325 Gur uwdAdl et 818 scuml
A O WA AHell UR stored HIEBA otecll astcl «tl. A A2eud (30 A1
USoL 12 qurla B.

WORM/CDR WORM (Write Once Read Many) oll e 8 Ascalk cvll aAsA el WasalR
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Bs @atd
il astal. WORMsll cuRlAsclAA 5122 Ry A ASAA (CD-R)
sl GURoL 531l AMell Wdlell CD-ROM (335 vlottaiall M2 URclleto(l A B,

CD-RW CD-RW sL1Us2 (335 s3lell dat ASIHL cvll asta A W2 auria 8. Cb-RW A
Wl cD ® B D wolR gl @ull 2tstal . Cb-R (CD-2818) B ol uwl, Cb-
RW Rl cwtcd cvll asta ®

DVD SlellSla (3@t adeisa (3s wacl B@ea (@A (35 s& ® . stadll wuledl

A de M2 GUALN B, S8l Aol A 4.7 GBoll Houss Ml HRAA .

SIllS] olog-als watal A ool 8l A3 B U €35 ol UR A A 8

Coad B, A Rkaloll pvD 12 [@ABA, B, wA wed HIEAA 17 dlduciszu

N — Ul Asal uAln B,
(A 1.15
Slellslot [AR@QY ustA ASA,

Slelsl  ([Qatct

DVD-R DVD-R HIAL A % cllk HUBAL 288 531 28l 0l 4ol usdl 32t (325 uR stadl wioll o B.
Ul (335 olly ak uR 2818 53l Asld otell. DVD- R AWM A 4.71 GBoll als &Ml

uRd 8.
DVD-  DVD-RW Yot:GWIQl ¢l 0% §. DVD-RW (328 UR M3l SlEURl yUslRell ofslet [Asil
RW £R 531 aAslA B Wl AvAleit vl WS s3] AstA B.

DVD- DVD-ROM Digital cl2lect (335 AlMled A Hel As2AR slisHl RAR scll HIZ GUrllaL
ROM da 8. A s0Use Bs (CD-ROM) Bl % & UG R &Ml UAA &. DVD- ROM oll
32loll A9US Il 4.38 GBoll B.

Blu-Ray Disk o 2 Bs oflsl a3 v B. A og 2 (S AA{A2t (BDA) (A

(o4-2 Bas): IRl 5:0YHR BASARASU AU IR A5t A Aolldd old WRscA (325
e B, o ¥ Brs Yotulel Wal G duladieiol (AR HD Video
Playback A HIRAl et Yl dote, 8 ShL sal H [@Qsuicani
Al ocll. A Slellsl sl win ol ay AUseHAL AU 8. As ollSladl
dole el 25 Ul 50 GB Yeloll 32t wmcll a¥ decll sl 8. 500 GB <l
dots el uRlddl ogf R (35 sldl [QAsRA ag @l ®.
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8l8 stecl : o8 (35 As Yusla Bs B. Al As Hyod clsuul dlsacll
Alal ®. Bal 6l§ slecl sdalal ®. v 6l s CPU cllsuHl dlsclAl 8l
8. 5122 YUoll Yol sl§ (338 URe] cuugl aill o & ua cvll ad B.
gl 1.16 &8 g8 gERes Aol NoAdls ARAML well o HBA @R 52 B, Adl leellal
Yallg ol A ¥ 512 ol oit 53 ol wa Al ugl uel R1R gddl
HIRA 5€1 gl otell. Al Aal ells Ry Sausy s 8. 8 (38
AUl (335 sl ay 3sUl B. ay YHIQML 32l 2leds scl Hi2 wslrell
CPUHL USB W2 gLl %Sl asta acll vleeeld sl glefal wlstHl Budou
8.

(y ot glfcl: Wot glefcl il AHA Yol HBA Aval da B. As Aid
< 251G atss2 RAlAcy) date By 8. dsl ctural IR 818 Uyl AseArell

@ 1.17 Vst gl W3R ol Aol Hlel elololl 512j2A U Blslall M2 Yridld B.

As Vot glfel ARl (QandlA, catcaRs), Qe Asll ollell SE
5101 2l A slESuRl oAl GUAHL A ASlA B. sl 8GB, 32GB
U dotlel UQl dul AeHAl WA GUaedd B. L YsRel Aot SLEAH
AU, AR el Slel, Al A (Al3A ¥ (3emoall ual e s3Il asia
8. As Uol glfcoll s1Reell  YAAGl WEHl ol 3 wol ua @
Gus:Well FH BuAdL 531 AslaA & W} USB UWe U wA B. Vel glscell
Heedl B wRractell As Hallotmiall oflost HellotHl 2lotsR 531 asia B
GURld A otloll dlauell Ul ¥ vllauui e sl Aol gAvll asta .

1.7 Setye [3cus™U (Input Devices)

s12j2R0{l weR HURAL Hysall ¥ elHA scll Mol AsHA Fotye Bausid 58 B. Boll gLl 512Ul
32l 3 YUclllol @2l (Input) sl A 8. Solye GUsW 5112422 UR HEl wal [Raixl
Al vUal R duRld B, uUgl WU s1»JeRell 32dls Bdlell Sotye Bausd QA (el
Andly.

- Slols: Al wHLeA AR v ¥

Asfa gotye Bady  sl-a§ .
-ol§ srejeul Rl sotye w2
aurla B. sl-ol§ 82 waual 102 §l
wRAA B. 104 Slaton sl-60l§ o2
U [QoSlul Guciou B,

AU 1.18 4l-cl§
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Sl-oéui el (@AY Sloll GUABLAL AL 2t U Ancl 2std

uleslyALs 8l 5l AR (A-Z, a-z) Bl AvARA (0-9)all AHA 52 B.

uissisla A uissisla HRA ueal s WAsAl HIZ GUAL a2 . WM 3, A

(«3y03ls) $lUs. 17 Sl e Rl

§s9lot 8l UL Sl 5AR Wal Wlotal (Aol AW 8. Aul F1 ol F12 Ytlloll Sloll amal
A B.

AQad $l ¥l keyHl "Enter, Shift, Caps Lock, Num Lock, Space bar, Tab, and Print

Screen”oll AMAL AR B. Boll GUAL VI 3 M2 U B.

A4l Home, End, Insert, Delete, Page Up, Page Down, Control(Ctrl),
Alternate(Alt), Escape (Esc) Wa\ four directional arrow key (AR o R $loll)
UHLA A B,

HIG: HIGH Al ay cAsfa WéEol Basy 8. A ol
YuAld 532 (2ol Aol ©. AHLeA A, HIGH UR SLoll Aa
U tleol ollMoll G 6leal, ol WA Gl HELAHL sl B. HBY
Blot UR 53R RAQ @aiolal sral HI2 atudl asla 8.

il o
ST

(A 1.19 WG

larRs: Baures Hollell lot UR sARe] Wiat WASAL U2
GuALl B, ® [E Bagy 8. AaRes A ARA ([auul
WAL st B, AARS 512 HGU UHL B, A HuAd 512R
UURA (23180t (CAD) U 51Y2 AFH MMl duAA B,
(A 1.20 Hakes

alge Uol: clse Uol, Vol B o @A By B. A Ao
ulgeHoll ueoll eallcial waal Molle: Wlet UR R €lRal
HER GuaALl 8. A As ool atofldl yYsauuli wad WRsa
RreH B % CPUML ALl dnldl A3 AsA B.

Al 1.21 cue st
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28 ollel: g5 ollet Hlal eudl ollegfs 3 AulU 1Ml GuA(l
8. Al A oousR As olld B dall cllet UR ALl WAslA,
@Zas salMl WA BD. 25 Gl HIGU 5l WSl wo=ul A3 B,
As 25 olld As olld, AS oleol dUl As ARYU Bl (AlQw
VSIRHL A &

Wol? : Wolk As A BasSU B ¥ solnell HRAR st8slrs uR
s $Rcll HIZ dURlA 8. olsct UL 2AA HUSAHL AgeARsll
Heedl 352 53 asla 8.

BRecusxs:: BBecussn Asllcddl HBARA RBeet w3yl
%A 8. A s1eR sRl A olelldal W2 aAudl asia B. d
Al w RAoets HRAA ol solyeudl ¥RA 8.
BlRectgn 2ode waal Alsd 2oz d33 vlau B.

2 lol: 2U Wlot AURAASAT Slot UR RN el ALl Ul
glRlL s1eR Ul sral W uRdletd(l WA B, Hald
MR dAgotdld B. 2U Slot Sle As U Wlot Uold, (A2,
A ol§AR SR AHA B, 2U Wlotell GUAIL HIZ Wlol UR
sl ¥ ool Rdlal dell Gualol s3I asla B. 2ede ¥ ML
Slotul 22U lot A YAQAA Bausy .

t@atds 2ol (U85 Sll): HBS Sl GUADL Belye cllal
B¥ecdt w3UHl AR sl HIRZ A2 B, HBsEt As
HAHBal /lld HIZ Aaly GRRal ¥ Wld Msw W2
Gua(l B.

NARs 805 $¥522 ds? (MICR) : MICR HIEl dvaudi A5 UR
Yl scll AoslHl GUA( B. GloSoll 5lS oltl? WA AS olrR Al
Holloti ctill asta B, l dikel Yl NoalRs o5 3¥seR
28(0a2lel (MICR) $&cllil A 8. MICRell Hu clet A 35Ul B.

CCC-BAOU and CCC+
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gl 1.24 Blecusxs

k

-

ALg(A 1.25: 2 8lat

I

AULg(A 1.26 HWHH St

-
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uglQ 1.27 MICR
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AWlRse 3522 s (OCR): OCR [Uo2s GwiQl cidal HE2
Guaoll ®. O0CR AMEsAl UatR Wyot 53 B el AU UR AWl
Ao s B.

2us(d 1.28 OCR

ol 8ls 3s2 : otk 8ls s ok S1¥s HRAl (UL wa wlel T
A UM HBAD) diual W2 Guad(l At B, ok 813s "’
HIRAL e A yYresl, ol WAHl AW cdRHl cuRjA |

B, R 8ls 3SR wR 85 Wel 53 B ULl WEHYRRS YeAM J
da ¥4 8.

gl 1.29 6lR 8ls As?

AlRset 1§ s (OMR): OMR Qo wcl ARl scUHl wmears
AUAA Hiboll YsiR Aaval H2 GuA 8. st [@sclHiel ;
ude st 3 R gt WEA Foal M2 duAA B. olg
ds(@s udlatelt (McQ) sclletoll ustuRl W2 dauRu B.

Aulg(d 1.30 OMR

1.8 AlB2aye s (Output Devices)

wBaye Beusllo A Aal 512 s1SAR Aol B B 511422 &l AU AAA HBAA 2uGeye
30 WA B, UGl WU 3ects wBeye Basy QA B AR Yuad wBeye Bausuni
ol Yorotatl (ScusAall GUAlol Ul B.

1. AReR 2. @e2? 3. wer 4. Uwse? 5. allsd

e W22 A ABeye Bausye] Aell YURAA wal Gudoi Aald
Aol B, AUl WB2Yea 2(A[ANet Ball g9 lol UR %Y SRl WA .
HeleR UR wlal Had wBeye $5d ciddlell 3 2 ¥ B, Hle W
Rlal Hadl HBA A sl R Qe 531 asta B, We: U Hiddla
Yeld sal MR 3&ls R Yol (CRT) UslRell Hll2R ¥ Uldow LCD ¥
LED YsRall M[A2Rell GUAol scdl A 8. sl @QGAs (3ec
(32@ (LcD) ua cuse Aot stls (LED) 5ol ARt WAl s 1.31 50@22
@2 dell YU ool B, ul YsRell M2 sEHl Uldal, el ’

sAsl a B ol A3 BD.
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Qo2?: Moz Al Hecaygl aBeye Aot 8. Qo2 stolHl HBA viual w2 Gudl B.
Qoeetl Yuad ysiRal o{lA Yool (AR s3] asia 8.

Qo2 oll UsIR
1. Impact Printer (2052 (Qo2?)
a. Character printer (33522 @cﬁ?)
e Dot Matrix printer (Sl2 ﬂsﬂ&%l @cﬁ?)
e Daisy Wheel printer (3824 <8l @oﬁ%)
b. Line printer (8ol (Qo2R)
e Drum printer (SH @cﬁ?)
e Chain printer (A8t Moe?)
2. Non-Impact Printer (ellet 81052 [Qo2?)
e Laser printer (AR @062)
e Inkjet printer (805%2 @oﬁ%)

1. Impact Printer (81052 Mo2?): wl Qoeul MRl vludl H2 Roletsll GUADL sl wd B.
Rotel UR WA weRlal s U OlUclHl A 8. 3l MoeHl S0l A iUl HIall
W YA 35 (88| ol Ul BA @ol) Asollastoll lllds AUSHL w1 .

I EERIENE

o el ASL auRle wil

. VoL ALY 52 D,

. Al B UR weaoiu Qodlot W2 Guloll 8.
. [Qoe sal HI2 sl WA elllds Ausui aa B.

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

1.1.1 Dot-matrix Printer (Sl2 ARs™ MoeR): Sle ARsU [Qoe?
URell Ul M2 ARsU AR ysiRell Vaal Sl B, FHi Ulotoll
USP otssl (5+7, 7%9, 9%7 or 9x9) 53A A B.
SIAEL :

. cesofl (St

. cus Id durla B

. o Lol weRl vl asla ®

T A

AUlgld 1.32 sl2 HBsU Mo
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ANRGLAEL :
. HAL ARl Qo 531 asia 8.
. lall ol
. stotoll QoL oLt

2. Non-Impact Printer (ellel 1052 Qo2?): Ul Qo2 AW AHA A5 A&l O B. L UslRall
[Qoeul 519101 Wal WetA iual Hizoll Uetl Asollostoll lllAs AUSHL utaldl otell.
QI BERIENE
. oot QoA scti Bl
. AV Al sl otell
. G dRLeLtl.

. QRU floz WA WEBHL QBatell Ut

2.1 Laser Printer (%2 Qo2?): Aull &R iucl HI2 AuR yslalell Heedl (g Ael 53
sl Qo2 52 B.

SLAEL

. ay »sul

. A% oRleltll Lol ARl A JULglse] MG Ye.

. QAU oz ua WERHL [AlBatell UoLAsAL.

JRSLAUAEL :

sl 1.33 QU Mozz o ML

. As AU As USoll Wals olsAl Beua sl GUADL U ASLAl
a2l

2.2 Inkjet Printer (8582 Mo22):  ©5%2 Qo2 UHIQML olcll 25AA® UR MURA ollot S1Ase
Qo2 B. AV 501 UR 2Slell olloll Ul il AR Moz 52
8. 65%2 [Yoz A YQAUR U G dfplcldloll wBaye WA
®

SL2AEL :
o GRUIRATIUER Mol
ARHLAEL
Ul 1.34 BsBe Moe? o Y €ls Bud QA A ®

. A% Moeell uuHlHl Lllnt.
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Plotter (\cll2R) 1z’ A AU(FsA Moo B B, As wadl dy WARRs Vet A
. " AW, AU A SRy L Wl Jisell ololld B, EleR
URld G IAlejast WA (@g ol g A&l lral Guaioll
8.

ool plotterall GUAL 52 B s1RAL ¥ A Mo 5l SEH
dy Hlel Aol AssA 8. Aol Yuaud GUAL o5l Lo scll
Hle Ul B,

sl 1.35 wlle?
4. Projector (W%s2R): UBse? As uBeye Bagu @ 5122 wloal (A ua As

Aue Auwdl wR Aol W gl Uvse 53 w3 B, UBse?
UGUAHL GUAL sl AA B ¥ Bl Yad(Aullal UM €35
(5l A oA B,
WBs2ell USIR:

o 38ls R Yol (CRT) UBs2R

e [([AGas (Brect 3@ (LCD) W%seR

o (et ctse WAL (DLP) WBseR

AU 1.36 WBse?

5. ¥lsl:

, Allg0l GUADL sHRML ¥ WS LA L 281 UdA
SlSCcal AlMncl HER duRvA O, A A duRdl dAHY
gatsclloll Aatasdl Yl wd 8. A s1eul RR A sl
~ F o $2lal AotlcAlol SatMl el wales Vel 52 8.

gl 1.37 allsR

1.9 AseARell USLR

AeAR WA YUsllloll uYs. clllds Wl B B AslA B ddl uUsl Asta eld. $l-6l§,
Hlelle?, CPU cldRal 6L8AR & © AR HIA A ASIA U US| ot AslA Acl Mol Wg2AR 58 B
gl.cl. ARl Rren.

§12J22 AU sRAR

Rred AsedR AMAFAA AseAR
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Rren Agear:

o [RReH AWs2AR s Ul dy YIURIe 4Ye B.
A 5122 6l5ARq] [RaAAQL Wal Ascat 52 B, el AMABet AFLARA AAlcel HE WA
Y3 wsd 9.

o @ YR ReH Ws2ARell Aol B Al AAWBAR, SIUBAR, SITA AaxsNoe, ReH Y2l
Wal SloldlR (debuggers) el UMLAA Al B.

o ARl AUl ReH @A 5A R ReH A$LAR dHIRL 512feR UR UM A B,

o [RreH As2ARGU GeloWl: UL R Bl 3 (Aedl, NSl [Aotel, SLWSAHR, ot (328,
Asauu Y2lAlEl.

AMAZ et Ag2AR:

o A AUs AUl AY YL 40Le B,

e A duRlasdial AlssA sl sall WUl GHAal U2 HEE 5 8.

o AMi Yol M2 dARAAS 511 sl WALl AMLALL AU B,

o A[AFAA As2 AR GELSRWL: dAS WAUR, AWsale, 32, Holl2wel As2AR AR,

AMA3AA g2 AR ol RAreH W2 AR cAA dAoie: (BsA 1.38)

o [Rren WA As FoeBA Y3 WS 8 ol slA AMA3eet AR WA 23 B.
o RRen W2AR, 615AR U AMABAt YU <A So2¥A YA W B.

o [Rren Ag2AR A Al AMABt WU el ad 8.

APPLICATION SOFTWARE

zompder Games Soreadsheel, o Processer,
Dafapame Inlesrel Broyvsers)

HARDWARE
{CPU. DiskE,
Mouse Printer. eda)

gl 1.38 AlABAt AgeAR ol RAreH g2 AR ARA Aol
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BllUol AR A2 AR:

AR LS (et YoUH 8l5) GUast B, d AseARa A Ust AR N AR sdalHl A B.
AR slsHl auRasdl sl 38R 3l asla .

A Uat A WA WA A 8ls auRlasdl W2 ARl Gudsu 8.

AU Uot AR A$RAR, AuASAL HE A S YRL Wl 8.

AlUel A Agedrell GEl&WL: MySQL, LAMP, VLC Media Player, PostgreSQL

WUl AR A2 AR share (aABl) ua UslAct 53| Asla B.

1.10 5120l (QAY AR Guaal

slall otal AfArsR scllell Miotclloll dfladlotlt s a3V Al WAl 2l 831 a¥ Ae,
AURIAHEL AR U Al 22l 51RjeRell AR sl Al WUGL BeA ¥ L A2 AUURUL P clotall
sAL sl AU WA s2Al &.

§1RJ2R0ll GUolell A :

€2 UEA Ul Udl cltse ([Ad dal 2ASlet [Ad s1122R glRl dallr scUHl 2 B.

QAU @A cll Hizell A WA AR AlBoto] Iocalet ML WAL AL 53] s B.

(At uRl BozRal2ell GuAoLel 511242 sl % HRAML A B.

512220 colcdl slFurl ([Aetotoll SlEull sRAE 512Ul % oltvialtil A & Bl Aoll UR
ay (ol yind 531 asta wa dedl sRaulll [@Asict gl 8 A el WA ug And
sl

ARl uiballe B YRARE] sl daur saMi AUA B A Ul 5sHWRYRR Rl dadl 8l 23 B.
HUElo] QA BuUELot YELoL SRall M UL $11»42R0l % GUloL U B,

UslGe2, Ml (At ¥ A%l naglle] sl Ul s1124eR sl R B,

el Buede RN, aAul Guaot wal dMell gl AUl Aladl dxgallell asilal Aats Ul
S1R2R glRl UL B.

o) s Anofl 3xsUR 2otc AW B Rl Hecclotl HHRAR BsUl A [ALRQUAYds Y
U Ad.

RsARE we ugl WA, ds, (A, S1A%, AR 3 usde SRNeAl, A R3Aet, ARWE ¥ e dl
Ay cleelcAdslR Sl Aol Rl UR URQL AURAQL HIZ $12Rell GUADL Ul 8.

i, AMAZA, e 5 SlPUQL Wg2AR cluRall M@ QL $1»jeRell GUAlloL L 8.

U3l WA, @R ([Qsitusll satlatdl Aol R UQl s112j2Rall GUAdL 53 Welell
(ARAAA B0 AUR B,
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1.11 81-124]\820{1 el (Limitations of Computer)

(QuRaulsetell wetLel (No thinking ability) : 1122 gk QAR Asq atell. dR Al Wl 1@l
el YUoll AU Al AlssA WG WREUM Ul

YAl 53l s Axiedl ellwg otell: HRRie] 1oy od sl Ul dal Yuidla otq vl ok B,
uQl s122 QAR ¥ ugjetcll Asd ot slatell A aRalR ¢Al s ¥ B.

sl corR st 53 asd otell: s1eR A SAsAERs 2Ax B, Al dlegollatl Yrasl colR sid
53 Asd otdl. olly wly s1eR UG Sl Aol WAlets lawoll ¥l 27 A s A v 3
S8 ajsallet Al Al URRAAHL %8\ Uninterrupted Power Supply (UPS) &l dl clesoll st
Al UQl 512jeRal Sl clitl wWA o8l

1.12 LAl

Q1. ol Aetl Higll Ao @Qseu ude s

1.

ol ActiHiell s [Ascu Botye (Scuse] GelsRWL B?
A) Sl-cll§, HIGU B) ByolR, AARRs C) SAs2As 51§ s, SR D) AUAA dAHIH
§l-608 < sl ysiRell HIRA etma 53| asta 82

A) HOuRL B) sl C) sl D) AU AHIH

ENIAC ofl 20t $¢5 Ul Hi sallHl wul?

A) 1945 B) 1946 C) 1947 D) 1948

Al of Y3 ol 9 B?

A) Arithmetic Intelligence B) American Intelligence C) Artificial Intelligence D) None of these
§112 M1 5 iRl asta A ysRell AHIA g 53 B?

A) ¥ (RAM) B) AH (ROM) C) %25 Al D) staalls Ausl

Q2. Ao @seu ad wiel ot Y2l

1.

R 5112422 0 w1 A ¥ (828l ugldall Gulol 52 & Ax 58 B. (Bl@ect
$12J2R, AollAdL §1RJ2R, HlLUBA Slot)

AuAA, AissIAAL 1, HOURL 3 ol dgdla sdala B. (M, 32, )
32loll GuR YU 3ol 8oflilalot daur s31 BUl otal 58 8. (desyAer, sueeR,
HosA)

, §11201l HOLY 3% siH 52 . (HlleleR, sl-oll§, A Uly.)
dosralol B Bl MRl 212 A B e »suell AsAU s3] AslA B. (selcd Y[e,
Y, M[AeR)
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Q3. o{lAstl cltsel WA B ¥ vllel A 58l

1. ol SlBclal clURcl HIZ Bl YslRell Als2ARe{l %32 ud B.

2. sl-olSui F1 el F12 Yelloll 8l A $s5910t 8l séal 2ua 8.

3. AARS HuAd 511422 AUURA 3386t (CAD) U s112j2R A1 UAHL AuRA B.
4

2U Wlot cAuRASAA Wlot UR (A wadl 2AcElell U glRL 5122 U dlcdld sal U2

ycletd(l 1 B,
5. MBS ol Hlatal SASRNRARS HsHl S0l 52 BD.

Q4. A1~ Assi sl

A B
1. yad udl a. 2l

2. [alla 0l b. AsYH 2Yu

3. dcla Ul c. BERAA sl
4. Qe Wl d. A3 Al B 8ledalet
5. uiuHl Ul e. 8I2s UlBe

ogclloll

Ql. 1.D 2.D 3. A 4.C 5. B

Q2. 1. B®ect s1yyer 2. 32l 3. 512 4. CPU 5. M

Q3. 1. Uﬂg (False) 2. U{g (True) 3. U{g (True) 4. Ulg (True) 5. Uﬂg (False)
Q4.

yau U@l - AsyM yul

Bl QA - 2R

qdla Al - slIes ulse

Al WSl - A3 Al B Bl 2et

wial WGl - ARBZad sl
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Ys2ML-2 : HISsAse [QeSl 7 ol uRuA

YUrcllcell

2.1 (Ae8123-2007 A UREDL R URuA
2.2 [QeSl3ell Qs

2.3 (Aol 7 3282\U (Desktop)

2.4 A2 (Gadgets)

2.5 2180UR (Taskbar)

2.6 WA Uls (Aero Pick)

2.7 L& o] (Start Menu)

2.8 2AUR (Toolbar)

2.9 AwedlBalet 2isoiRMl Ulet (Pin) s¢cll
2.10 alldlS13alet ARl (Notification Area)
2.11 SLAAL lsU (Dialog Box)

2.12 QoS AAUIR (Windows Accessories)
2.13 @Sqﬁél DIER (Security Settings)
2.14 A

Geal

UL AsHoll weAM sl clle dN oA weuAcl Yl AN HlEdouR ual.

o [AeS12 7 58 AA URAcHl il AUy Aol Jecll ug@M & Aol AN YaMs Anes
Anasl.

o [AoS123 AUREDL RIReMoll YEL YEL GUON Bl ¥ 2RS0UR, W& Nof, 2AUR, Ulgl¥alat
AR, slAALL ollsy AR (A UM Anasl.

o (A1 7 3252\Uo] ASAUGsS GlEA], AES2 Glotlclall WA gAUR 56 A (3@ sal A d\
Qs Aocall.

o [AoS10 7 otl B2clls alall SlAR, Bl 3 AA Uls wal ARe (A el Aonasl.

o (Aol 7 BUREIDL RieMo] slletH Auctat s3] sl

o Aul et (BuA() YEAlZl Rour Bal ¥ USoe wal asUs AN Hledl Aol asal.

o RsyRE AR @A R Ancll asa.
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2.1 (A8l 7 UL R ol uRBu2

QoS 7 AWUREDL Rired HEH AR Rl Udadd 5112 HIZ slollactdi vl ® wal 2009 &l
AURIAML B. A wUGeL (Aedloll cdbel scll Ul olcll YAl U B, (Al 7 Yy AR UlgR
(Editions)Hi A B.

wcENe (Utimate)

Yl¥9lelA (Professional)

8H (Home)

(AoSlos 7 EH wgHL 32l YRell, cAckReUUs U Aedsblell 3ecls U aell, ® NHAolcd ua
UEEA2 ASLAAHL WA B; w2l A™ Bl 3eclls AH (RHA) SlH AS2ActHl Al B, ¥ WHAc
Aol otl; wau? Wl ARAAHL otell Slul Al B.

(oSl 7 BRAlA sRcll HIZ o{lA Yosolo] sl§AR vllags B.

o 32 ofle wual 64 olle 1 GHz waUcl ay BsUL VAR,

o 32 ¢l HI2 1 GB RAM ual 64 o{l2 HI2 2 GB RAM.

o 32 0lle W2 16 GB &S (335 UA 64 olle U2 20 GB &l8SIs.
o DirectX 9 (35U SlaUlgSU WA WDDM 1.0 A&lcll ulej glefalr

2.2 (A8 ol SAstx

olld dl2U (Bill Gates) U W At (Paul Allen) A 1975 Ui HIBslAge siuall ewollellui 23 s3l.
RURGLE WA AUAI Ul (QAoSlell ol Yostloll cdlel % SRAML LUl Scll.

bl ay  cdlel  yuaA cltell@sdl

| 1985 1.0  HB5As2 [QAoSlo 1.0 Hi MS-DOS ol 5HleS 21U $cllal HEQ
slsuel st sal 1oL “2glot” wdal "[QosSl” UR HIGY WA wa
GAs sA Acll YQAul ol Axx QU SIBet Nof, WAUR Wl
SLAALL Gllstoll GUADL YUH HIRlell WA cllucl HIZ R0
ecdl. A (AoSl cRA UdcUSl Aol a8 2Asd 6 AUy sl
Aoz, USe2, ([Aodl AR, olleUs, desygAer, 5A0s2, SAlS
ol NGHoAl URL UHLALL SUHL ALl &l

1992 3.1 ¥l (AeSl23 MoUGell adet scll alluuiat W3l s3], 16 20
U Welcdol A3 WA YURA WSSl YRAcd &d. AHl
YUH AR, slfc AawR, wa oz NalxR Bl YIoUH wal

DTS
ARRRBER
ALAAYANY
A S SV VNN Y
TOTERATR
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ALl ad  adfel YA clal@sdl
ay AeHall UMAA 5A &cll, AHl dleas AWe Ul ol
1995 95 (A8l 95 32 ofle wWUREDL RIeH &cdl VUL Fo2ale, slauct
UU AeadlFol, Aues sl§AR ol Ws2AR oA 5cll WAL AoS
A YA, HElHBa, Aot 5311242loL U AecSatell ylAut
ecll. A yaHaR AUl Noj, 2RSWUR, WIE Gleat, UA €35 (AodlA
Aass , AsAHUESRS WA [AosSla 6l Rl vleat &l
1998 98  [(AoSlos 98MI 5122 WA Ho2raAe URYl ay AUl H@A
Ancl astcdl sl Axs DVD (B33 ua YLlaid RAad o
(gRell) HRell YAu ua Youua Bsuedl udt sl 5As
Ao GlRell AHLA sRAUHT Ll &cll.
f'[ _}f 2001 XP A %sUl, AR wa A [Qogud Baiget unadl WUl
!-'f Rred ocll, Bl e Ao, 2RSGIR U Sclcd Vot Aeclh
e (@Qast§, B2 @R, Ycll AR wa BBec 512, e 3wy,
S Aosllalet @M U Asclledt aAec($ol AMy clAAY
Azas, (Aol AR, e R Bl YAuRA sdl.

2006 Vista Al M YRel, YR AWslBee sepldd, olle AR glga
Wosllalel, AM olg RUE teot AR 35 el Guctou odl.
2009 7 Al ay ol ds2U eSS 20, ARe Wl MAUYS WlR, ¥532S
!3 Y, U [Ae, 2 o, As A ¥U ol YAul 2Aet 8.
L ;_.,JT AcllBaotal arrsoiHl Ulot 831 asia B, wust Aot

ay ARl woladd Mey Aadl asia & dal oAdlgl3aet AR
axes AR Uls wleet udcll 8.
-- 2012 8 A AU ol Bulel YRIA B, UL HIGU Wl 2Uslaldl s1u 53|
Asld B, AUl (Aesl RAR, 5AIBS R, old 21ks AR, Wedl
.. " cAlARU (33052 cAdRall UHLA SRAUHL LA B.

2.3 [QAeS1% 7 33821U (Desktop)

(Aol 7 23 U ol Glle A YUH B Wlol 2wl B Aol 382U 58 B A Asld-2.1u0 eldc B.
AUl 2RSSR, ASAUGBS RN ¥ SAR, WSSl WUl WEse Ul dA UAE s AR ARl
AHA AlA B, A AU AL el el Aol (AN (Aot uHes Anclly.
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Al5LGes Ay ARe

(ENNRRRNN N
Monday

April 2014
2
o'\
9 3

4
765

R )

clrsOlR

Augld 2.1 32l

2.3.1 WS\l Icon

AZULAHL (AeSl2s Ay 1A AU sAGlotoll WBSlot £20A B UG dR Ao GUAL( 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.

LEVARIARD L
WMonday
ApIE 2014

18 Shared Foldes Synchianization
New

Screen fesaluticn
p Gadeetc

& Personalice

AlglA 2.2 3zs2lU 2liése Ao
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3382 U oll SlBURL GOl UR HIG™Ue] ¥HQ weel (AS scll wislA-2.2 Yyoio] As 2Wese Ao WA B
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

[
( )u ) » o | 4y || Searh Contrd Fanet

Control Panel Home

Change the visuals and sounds on your computer

Lhange de=kiop cons Click a theme to change the desktop background, window color, sounds, #nd screen saver all st once.

Change mouse pointers

Change yoar sccount picturs

Unsoved Theme

Ao Themes (T)

b i

Windows 7 Architecture Characters Landscapes

)
=

Sounds

Display
Taskbar and Start Menu
Ease G Actuse G W Teoubleshoot problems with transperency snd other Aero eHects

=N RCIE]

Windows Default

Ug(A 2.3 32U Bt KEC

Desktop icon:
: [¥#] Recycle Ein
[ Control Panel

[ Network

: : 8 '_-\::
L

Computer HIMANSHU MNetwork Recycle Bin
ffull)

ah

a
i,

=
Recycle Bin
(empty)

Change lcon... | | Restors Defaul

Allow themes to change desktop icons

o) Com ) [ om0

AUlglA 2.4 3zs2U WSt AR
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Ul Raetl wWsslot wotlaal M2 oA gWldd Ad AU, eld. Bl dHR HEHASE AsACal
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.

(EENEERATEN
Menclay

Troublesheat compatibility 2 8

Ungin from Teskber

Pin to Start Menu

L. Accessories
I Adobe Rastore previous versions

L ApacheTomed  cungg, 1 Compressed izippad] folder
| Games

} Google Chion Cut E Desktop (create shortout]

Copy [ Documents
b Java Developo ¥ Faxrecipient
D ) Mail recipient
{(®) | Beame & Local Dik(C)
Properties

Designar 2010

ath Filler 2010
OneNote 2010
t Outlook 2010
+ PowerPaint 2010

it Publisher 2010
S| Microsoft SharePoint Workspace X1
(¥ Microsoft Word 2010

1 Mscrosoft Office 2010 Tools

1 Beck

SRR |

Bl - o6 =

Ug(d 2.5 2lese olelladl

2.3.2 AsUGsS 0% (Background Image)

A5UGes SNY HEAC HIZ WIUG WUl (Ag(A-2.2 wal usA-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 £ollcldl dA i AsAR ¥R Udcll 8l A fles? RAse 531 a5 o
UA A SlesUL A QsURe ([Are o{lA A sl .

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

Clear All : $lc5ML WAA oLl QsUR Wel-RAS sl HI2.

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

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

Shuffle: % As 5dl ay QsuR AAse sl dlal Al AsAUR s <R eallaal HE2.
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GURsct (Ascdl udie 531 Save Changes ®2ol olladcl A Ad UL wlA B el Ue s (Ascu
WofAUR ASUGBS WA T HEAA O,

@Qvlu « Personalization » Desktop Background - [&, ’ ’ Search Contral Panel L0 [

Choose your desktop background

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

Picture location: {Windows Desktop Backgrounds " [ Browse...

[ selectal | [ glearal |

< Architecture (6)

d 3 Cpme | (Commm | (2
A
¢ ¥ SRR &
7
”’I’

4 Characters (6)

| »

m

(7 2] [ [} - [Z)

Picture position: Change picture every:

T, 30 minutes | [@shufie
RIS Fill v

Save changes ] [ Cancel

U 2.6 352U AsAUBos HEA]

2.4 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 5Q0S2 (Calendar), 5AlS (Clock) el (Aol M2l Ao2R (Window Media Center) €20Ac

P @l 5\ Qe oly scl HIER

AMe of Aot sal 12
B2 WAL Hle

Al 2.7 sclls AR UR HBU Avl
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Pagelofl & —— ay A lal Ml | Search gadgets L -

Clock CPU Meter Currency Feed Headlines
Picture Puzzle Slide Show Weather Windows Media... e 2ucl
wsl
Weather 1.1.0.0 Py Microsoft Corporation

& ©2009

Windows Live yww,galleny.microsoft.com

See what the weather looks like around the waorld,

\ AReq] aglet

Read the privacy staternent onfine

";' Hide details <—— ﬂiaoi C{Qio-i_ guLeLal HR g- 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.

2.5 cl¥sUIR (Taskbar)

UHLoAd: 21R501R0] let d2slUHl Wl olAotl U Sl B. (YA A 2.1) 2RSUR Ul ot
UR 8l%R A Hlall HAAl 8l 8. 21R50URA o{lA Yool [Aeld scUHl 2L B,

(1) RUE oleat : Ul (A5 5cll % wIé Ao WA & Bui A @scuiel wuusll 3Rauld Yosolsll
A3 et 3UBL ude 531 ASIRA GlA Ua staAllAd 531 wslA SlA.

(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 2SlA lA AHIA A (Aodlds BRAA 5cll % A WlB3R, M3l WAuR cdR ARA3 Ut
2RsGURHL ALl 2 A ol Hadl aa .

(3) wHQll olly vdHl RRen asH 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 AsLeSRB aUg 3.

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.

2.6 AA s (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 2L, 53| Show Desktop tleel £ollalcll oltll (AeSl BH ol Ax wedl Buual B.

IENSENNERRE)

o= L

A5 2.9 Show Desktop 2t
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W Uot (AosSloll ey oAlal U2 : w2AR A5 5cll AUR (AodSl WAL 8l RUR AR 2RSGURML AUACL
B A (AeSloll Sl UR HIGH AVl A aslA-2.10H1 el YA WHASAH d3F A Asl O
Bl Aul 9 Al e B Aol vl AUA AMY Aol UR (As 53 Asl RAse 531 Asl &l

WA &0 Document? = Microscrt Word
Wame | imscn Pogelmpaut  Refoencen  Mamngs  eew  View  Acobat
29 4 cu — T _ ) :
_E:Pup il i A R S Bl o EEIAL T | ppncnc]| astocde AaBBC aapboe AAB sasbce soavcn
Fesl ;;_\-.....; paintey | B £ L oabe x, o0 v A (B (S vz | INomst (nNoSsac. Headingl  Heading2 Title Subtitle:  Subtie Em.
e lihRusid Fout FpigeEh LA Ealing
[;l :: - . 3 [0 o =
v
.
([Eem = = o B BEIG

DI 3 B BB S @ % oo,
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 Uolcoll wsSlel GARL.

Wedld Ag AR 5A
3. 32U UR CPU Meter A3e GHRL A £ s
4. HISsRASE ddqj ése 3rs2lU U GRRL

5. ReeHell dARlw ua wH2A tedl
\ 6. U] ARH 80% A2 S

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

~

>
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2.7 R QOj, (Start Menu)

w@le Dojoll (weet) Ueeddl s1e? Wi, sisdt, (BRs23l (5les?), AR, BorAlAst cdR Wil
AsA 8. wlé Aojell audl Ul uiedll yYxololl ARAZA st scll dlat, s1ejer ol 5
alat, S8 Ul st 3 (3352l ucll 8l olal Slog ElHA sRcl Sl AR AR ALl 531 2slA 1A,
1e Aoj 2Rl A Asdlae 53 asla B Ml Al A Ust 531 AslA SlA,

1. slaRse HIGUe(l (5AS5 382U UR A e waat UR saledl A Asdlde A B.

2. Sl-ollSul wWAd e 8l UR aAs saell A Asdlde wla 8.

3. Sl-oll8ul sloll oy WAA ESC (ABU) dal CTRL (so2lcd) Sl cial As A YU 5l ¥ A
Asdlae aA B.

-
&' Adobe PageMaker 7.0 »

|r:a Microscft Office PowerPoint 2007 »

Adobe Reader X 3 e Rl
= Pictures
W4 Microsoft Office Word 2007 ’
] Music
|2 Microsoft Office Excel 2007 »
_p Games
._af,-')f_- Paint 3
i Computer
@ TeamVYiewer 8
— Control Panel
- J MNotepad »
: Devices and Printers
6 . Vodafone E3800
” Default Programs
?' Yahoo! Messenger
=/ ? Help and Support
»  AllPrograms
| |55.?':'f programs and files b |
B

gl 2.11 2UE Aqg
RAENo] AsZlA2 Ul % WUR wLE[A-2.11H1 A 2ASIA Al AH WA WAL AL 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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scl 8 A WlBael UR HBU gl AA cd8 ¥ Ase As sclell waal S1-6ll§ Uetl AR
olzotl RAse 531 Woe? scledl A ARAZAA 3ol AA O, WeA@ Al ProgramsHil U
wUR(l 23Rl Yool (5121l 6 A Yaol) ARABAct A Uat 53l sl 531 wslA Sl

3. @& Aoul 6y sl Ugldl wHRllolly Aol Wl YAl HAAl B, Ul SlsYAce,
Qsud, 1RBs, i, 3»eR, 53 Uoldd, Bausy Aos [Qodlol, Bflee YouH, dcy, 22 SIGat
AR (Ascu Blal HO 8. Uil Ul As Ul As [@Aseu (A uxA.

Documents: UMl A AU B Sl AR 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 oAdldR SsYNo2A ollHoll SlesUlL % AARA aad 8. Aol atel wuga wel
glacul 2 B, WA % A sloctal weledl Al o WUt 53a siH 59 8lal Al s3] wslA Gl
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 AUUA (Aol 7 Bodldd 53U Al R (B8 uYs ™A srejeul 2R
(RAUE) a8 A B. A UHA A wtll o JHA Games ollHoll HESHUL AR A Aol HA B.
Computer: Al wdlRle] 2 WA Computer. ((AoSloell WALAell cAdbelHi A My Computer 313
WAL &) 2L A BUURLA 32521U UR UQL Slall HA 8. B ws(A-2.12M0 ugl B8 AslA €l

Organize = Systern properties Uninstall or change a program Map network drive Open Control Panel B~ @
-,
i Favorites — 4 Hard Disk Drives (3)
B Desktop Local Disk (C:) Local Disk (D)
I8 Downloads w ——— | — : |
3 110 GE free of 152 GB [:-y 151 GB free of 152 GB
= Recent Places
VIMAL (E)
. . . = J
el Libraries | <3 11908 free of 161 B
5 Documents 0 i i
& Music 4 Devices with Removable Storage (1)
[ Pictures & _
. VD RW Drive (F:)
B Videos ==
7 4 Other (1
& Homegroup L M

Mero Scout
1% Computer B Systern Folder

&, Local Disk (C)
= Local Disk (D 7
HE-PC Workgroup: WORKGROUP

e ,'I Processon Intel(R) Core(TM) i3-2350M CPU @ 2.30GHz
| Memory: 2.00 GB

Aus(d 2.12 s1eR
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o AURL s1RjeRHl g B A Bsul Wlal HR el GulloL R B.

e COMPUTER WR sucl (5As saell A 2ust alal 8. BHl AUD $I8ct Wal S1es2 s aslA
gl

o ol ViER RWaU GlIRUL S2cll Bose (SO Wl HEsR) © wal A decll o A% & A ealld
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 J2cl eloL uisAL B A R AslA B.

o €35 AWML (SlesHl) s decll s B, Ses ® A W8 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 Ul SBUR SIBA ¥ SlesRall ollH ledall dlal Al olecll asla 8.

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

Control Panel: A&l U wg(A-2.1311 BleA glal Au siejerell Rreuul uRl dul 3912 sal
aal Al 52l Volcdoll UL scUHL AUA B, Aloll HEEl WU otall Slo2 BRAA 53| ASIA 1A,
Qo2 8 531 2SlA GlA. Sl WoUHA £ sl lal ¥ UaAtaRAA sl dlad Al 531 AslA A,
$2s2lUa] AIAUGBeS HEA] Slal Al url slecll aslA ¢l

Adjust your computer’s settings View by:  Large icons ¥
W ‘@i:‘, Administrative Tools @ AutoPlay
?y Backup and Restore r"-& BitLocker Drive Encryp:{ion LH,'I Color Management 2
@.’ Credential Manager | ) Date and Time @' Default Programs
@ Desktop Gadgets & Device Manager “3'03_{] Devices and Printers =
! Display |® Ease of Access Center Flash Player
] Folder Options h Fonts .af Gefting Started
i% HomeGroup ‘d@’f Indexing Options w {\:zlif? Graphiesand

@ Intel® Rapid Storage

g 2 Internet Options &, | Java
Technology = P =

Al 2.13 soglct Uolct
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(a)

(b)

(c)

(d)

(e)

Fonts: $3lct UolcAHl $lod ollMa] SlESR ol HA 8. UL SlEURL olal 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 AU 382 U] A5UBes AN ALl cecl ASA SlA. 2 GURA
UL AU AR 512 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 288 ofloy oud wul AUA
82, Al MR Asuu Aux w3RaAA Yol Hedl wel steeul cladl sla Al Al weell
(RRe(l YAl ual 5 AolcAHl Al HA B. B Backup & Restore 3l 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 5112422 AU AU (ASIQL) A Aol BU 3,
[Qo2?, 35, Welk IR URA ALl Bl 531 ASIA SlA. (sl 2.14)

Add a device Add a printer = - @

a4 Devices (1) =

 HK-PC

4 Printers and Faxes (6)

m

Fax Microsoft XPS PDF24 Fax PDF24 PDF PDF99!
Document Writer

3
3
3
3

As(A 2.14 Devices and Printers
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(f) Default Programs: (UQL AU WAIL 5] $cll HIZ WA HAI AL@Faatoll w3Raud 8l
A B, BU ¥ Aol GllBHR, HNAAUSAHL 38R (ASIEdL), 1Bs-[AdlaA, s-Asc Wscal <R,
UL HEZ AU AlssA YslRe] AR 529 Sl Al 831 aslA gl 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 AAdBt M HEA Anacd dla A dcu Al qWe
@scusll 3Raud uld ®.

(h) Shut Down: 3§(A-2.15H1 g2lcal Yool 2A2-5IGot et UR (5AS 5cll % A5 cllsA wlcll o B.
RH{ L User, Log Off, Restart, Sleep, Hibernate @Qscu Hlal 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 23 B.

s1eRal g3l e sRcll MR Restart (AsCU WUAA B WUl Alt+Ctri+Del Sl AsAUA A AR YU
salldfl uel s1peR g3l Reld U A B.

2.8 gGAlR (Toolbar)

(QAoSl Ui 2R8GUIR UR MIBUo] ¥ weal (5As sl wg(A-2.16 Yyolo] 2Ese Noj BUsl 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 [4 Address
| Links
Tablet PC Input Panel
Desktop

Cascade windows

Show windows ed

Show windows side by side

Show the desktop Mew toolbar...
Start Task Manager

v Lockthe taskbar
Properties

AUg(d 2.16 gAAR
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2AOUR GuallaL

Address Address E‘ e Swnawg comy
Bl 2AUR ol GUAL Sl AuiUlese BlUot scll AlA B, FHL SlouRl Aot A3U cull
Wo? Sl enlladdl A AolUES2 dAHIRL WIGRRHUL A Uat AL B.

Links UL 2AUR dHal Rl ¥alle (urieollell) Auiudeq] (Are olcld & Bl
5As scl A AolAUT2 WGBHUL W Ustl Ul B.

Tablet PC | ZE=| Toor: ~ A

Input

Panel - = I‘

Num Tgyrn Tweb
ul 2AolR AslAul eoical Yol Aatet olcdld ®, Bul Slell§all Gulol sal aolR
HIGU WSl HIGU J0L 531 gl 85 AUl aslal B, ¥ el 3l A B.

Desktop ' Libraries R Ul SHMR dHal slsuel douHHidl 32U
i FUIMANSHD ’ UR ¥ Méseo] [Ae Ucdld B Boll UR (5As
1M Computer »

G Network ; 531 A Yol AUt 531 AslA B.
@ Control Panel 4 "
| 5] RecycleBin 4 .
@ Control Panel o
I____._E Google Chrome ¥
= (] Microsoft Excel 2010
New
Toolbar... dA RAs2 s¥cl Slesell sl (Ae WA B AHY SlA UR (5As s3] Aal 3luet 531
AslA B.

2.9 A {132tet 215Ul Ulet sl (Pining An Application)

AR AN YUH dlR (Aoslos WlAl 6l IR Rl 8ozrade WAsUARR, (Aol HlBal 1AAR, (QAedls
AWSULARR Bl WIAUH 2RSGURHL WBHlot A3 WAL Sl & Boll UR BAS 5cll A YoM 3l Uet
A B, dN dRAR GUAWHL Adl 8l dcl WM dR e watoll sull ollgell 21R50URal
(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 $3A
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HIMAMNSHLU
{ Sticky Notes
Documents
% Snipping Tool
= Pictures
) paint Open

] ’.&' Run as administrator
% Remote [

D Pin to Taskbar
l':i' Getting 5 Pin to Start Menu

QII' WMagnifiei Remove from this list

Properties

.'ndu Solitaire

Devices and Prnters

W oA I Default Programs

» Al Programs Help and Support

(A 2.17-a Awelldatet Yot s2cll

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

2L PNV
o AnTMM

(A 2.17-b Aelldatet Yot s2cll

2.10 «2lgl32let ARl (Notification Area)

2lsuRl A3 R HRlolly UR AL AUBSooll UYeR ARGHAA ARA dAZ1F ol w1
8. AL UGSl UL 51J2R0ell 2 (A waal dl ays AR AsAN scllell YAuell 1l
gold B. AWed ¥ U B 2 UR HIGA ¢8 wSA Sl ¥ dRcd % doj ol £20A 8. dl Axl At
HIRA ugl el B, eld. asld-2.18 Ui AW GlA A, WUG ARJH 2 GUR HGUol ABe
6As 53 B A Ad €20 B ¥ Speakers 10% WA ¥ ARMo Ay 10 25l B.
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Speakers: 10%

(A 2.18 Acyu

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 Y 53t A Uot AU B,
dRllar R(Haet NRauMl ACAZA ¥ 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 (5As 5cll A oltSlall YoM Bwi .

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

(QoSltell 2uRA dNsaRl: AUURA WHR B B ¥ (Aol el Id WA B, (Mo A B) AP HEA
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 (oS
al®$s)

2.11 SLACAdL tllsU (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 ¥ §lesal §R 59 87?7 GURid AlAdael
Borelcd 53U @R A YAoll WA B BUL Next, Ok, Finish oleatoll UL sl U 8. AedA 3
S22 SIAAL GllsU HIRSA WURAL AL AW © dAxy yldeud ygl o o siejer anell
stdalgl 52 8. sludl sl AlAHss 3 AsAusns 531 astd otell uRd 3oL srauell dal WS
AslA B,

A3l youl@ ustAl

~

~

=

AHIRL 512U AL LS glFcloll ol Al AT (A2 vlotlcll
2. 2RSGURHL AJU AR GARL
3. documents SIGSRUL AMIRL ollHo] SE5R ol U Aal C:\ Hi SUl $A U Asl temp
ollH AW, 8Q A Slesral Belle 5 ua Raasa ollotiell ual Bclle s3.
K 4. Search program and filesell HE€l HIESHASE WARUWES o2 AL wal Aol AUt 53A. /
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2.12 ([QoS123 AAUI» (Windows Accessories)

(Aol yauHaur HiBeHl AlR] & R dltell AR S1Rse3l Al HAadl el Bul NAUI%, Aat
dall wed ofly A lRse3l Wlal HAadl ocll. A ctvtctell ARQAUZNS allidoll YUHL ABHJAXHT GUALHL
ulddl AMAduct Bl ¥ VLo, olleUs, aAsUs, dasyAer, Reu e cdRell AHIAA A B, BY
B UL RAeH Ascllod Ul 218 AH dAH AAUI olldoll YUMl ULl AMABAAHT JulRL
Axy olcll oicl ARABActal UHAA scll AN, uis(A-2.19110 [QAosSly 7HI AA AAUI YU
gelact B.

UGl AU UR AMAZAR (AA QA (1) WSo2  (2) ASUS  (3) FASYARR (4) WISl ollen

1 Accessories =
U Calculator
B Cornmand Prompt
32 Connect to a Network Projector
B Connect to a Projector
=1 Getting Started &
#) Math Input Panel
A:I Motepad
i“l Paint
'[;‘_:j Remote Desktop Connection
5] Run
‘%.: Snipping Tool
t Sound Recorder
I Sticky Motes
@ Sync Center
i Windows Explorer
Eﬂ Windows Mobility Center
= WardPad

. Ease of Access

m

L. System Tools -

1 Back

Tomprt - e il
| Search programs and files jol |

(A 2.19 (A8l AAudlos

2.12.1 AHA™Y U2 (MS PAINT)

UM A 88 UG UsRe] (Aot €lrall IR wecl %3RAU Yol Ags AR AUl AMY SURS
S8 Sl2loUs — [AsAML AYS olloll olloll 5520l ¥ AWIE0L sl MRl AMABActoll Gl
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scllHL WA B. B USoe AAABAA AR13 AMOuiA B, USoe WAAFAAA AHIA RAUIND ollHoll
YUHL sallHl Ul B.

UUA UBoe WAB2Aol A3 scl HIZ YU Start eal UR (5As g U3 B. Ul All ProgramsHl
HIGH IR Al AU ¥ SIGet A Sloll Heeell o AdlA SlA. ol WBUA A2 (AS sl wUal
ol Slesd utad B, Auiell Accessories ollHo] YU EWlA 8. Al ¥Ba Ao AUl o AAZ2Uol
gutad B, Auiell Paint otiMell AABA Bwlad B, 2l Aoz WUl Wo2 ollHoll WAAZAUt B Uat
Ul B. Start > All Programs = Accessories > Paint

il = Untitled - Paint - o IEEN
fome iew

E o 2oa [Cdl yonges Zo S I MEREE-RERE N

e

+ = 1) 1360 » 615 100% 1= @

Auls(d 2.20 Uo2 Wlot A-2G2

UGl ws(Q-2.20U B BN GlA Al Uz WAAZAstoll 2lot A-GB2 d3lF BOHclHl WA B.
YUH Al8etHl Untitled-Paint ARG & Aol 28R 313 Aamciil w1 8.

ol cAlgatdl Home, View AUAIL AL [AseU Euilal B A AojollR d313 wWaitaul w1 8.
QoS 7el AMABAstoll dsHl 38R UAA lall HA B. UGl A WA UAI Aol UYeA W
A3¥ A Hl MA BD. BHL Clipboard, Image, Tools, Shapes, Size, Colorsell UHLIA2 AL &. ULl

aslol AR WA B WA BdHl 2RsR [Ascu Al HA B.

WGl AU WA WAI 201 AMY Aof (A A el S8 Aof tulld otell UR ALT+F sl
Ulg(A-2.21H0 A8 ASIA Ag Nof Wlal HA B,
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Sawe as

rint E
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e
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=L
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L
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[
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|l
I
e
M
i
-
=l
3
1

I . .
Send in e-mail

m

Set as desktop background
K

" Properties

About Paint

af @ o oW

AUl 2.21 A2 Aoy

New: AUQ UtSoz AAAZAAHL otcll $LEE olollatall HIZ AL [A5EUaAl GUADL aUHL LA B.

Open: U8e2 AAAZAAHL olollACl SIBARA MUt scll HIZ ul (AsEUal GUADL $eMl wA B.
UlglA-2.22410 AsA GlA Au As staAlsH wlcl o B, Axiell uuell 3Raid yololl sl8c
RAse s3lal AUt tleat U (5AS 5cliy sl AU Ustl Al B,
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» Libraries » Pictures »

-

Organize + Mew folder =5~ £ @

5T Favorites Pictures library
Bl Desktop Includes: 2 locations
& Downloads
“El Recent Places

Arrange by:  Folder =

Ny

m

= Libraries

@ Documents Select a file to

Jl Music Sample Pictures preview:
|| Pictures —

E Videos

% Homegroup

M Com puter 2]

File name: | VIMAL] ~| [l Picture Files -]

[ Open | ’ Cancel ]

Alg(A 2.22 A uet SLAALL 6llsU

Save: Utee AABAAML sIH 53A lA A A slHA AURA (RAR) sl HE2 Al [@Ascusll Guallol

scHl WA B. Save sl wglA-2.23u ealcall Yool slAAL st WA 8. wel watldd
$L8Co] Wetdolol .bmp (olle AU 8N2) sl B,

& v Libraries ¥ Pictures »

-

Organize = MNew folder @

=] -
3 Favorites — Pictures ||bra|—y Arrange by:  Folder =
B Desktop Includes: 2 fecations
% Downloads

o =
| Recent Places

= Libraries
E'] Documents
J\ Music Sample Pictures
|| Pictures
E Videos

16& Homegroup o

Filz name: VIMAL

Save as type: | 24-bit Bitmap [*.bmp;".dib) -

(~ Hide Folders | [ sve ][ conca |

Ulg(A 2.23 Act sLAAWLL llsH

Save As: Utoe AAFAAHL Holldd $IEAH AUl ® W Aol AL 12 ¥ oflost attHell $lEa Ad

scl Slat Al Al [Ascusll GUAL sclMl WA 8. Al U png, jpeg, bmp, gif AR SHzHl Act
531 aAslA Sl
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Sawve as

Open and use it on your computer or on the web,

—| JPEG picture
Save Save a photo with good guality and wse it
on your computer, in e-mail, or on the web.

_—] i P | PNG picture
r-_; :ﬁ Save a photo or drawing with high quality
|

and use it on your computer,

; Erint » - GIF picture

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

= | BMP picture
- Save as F | | g ; . . :
E Il Save-any kind of picture with high quality
v
S

; 1] FIRLSEANTIEE AT et =] Other formats
Open the Save As dialog box to select from

= 1l ible file types.
'| Send in e-mail sl porsiiie sl Jypes

Set as desktop background #

Properties

<@ A i¥

About Paint

Exit

(A 2.24 save As [@scu

Print: U8c2 ARAZAAHL $18c ololl o2l Ul Aoll MozuiGe Aal M2 ul [Ascusll GUlldl scMl
ula B.

From Scanner or Camera: JUQI 51222 AU Vot AUl Al Byed 3ARA AU sal A wa
Axiedll 518 5120015U ez WAFAAML Al Sl Al ul [Ascusll Gualol sl ud B,

Send in Email: U8e2 ARAZActo{l AUt SIBARA SBULL ABdoll 8-A8H UR Hsccl 82l Al el
Guallol sl A &,

Set as Desktop Background: AU U2 Hi 518 AsUR clotlce] B WA dal 3es\Uoll AsAUGoS A3}
459 8l dl Al [Ascusll Gullol scUHl A B.

Properties: fHlol 3 UBoe WAAZAotoll clotts, USOUBSHL 3512 $RA SlA Al Aal HIZ Al
[@Ascusll Guallol salHl wa B.

Exit: U8o2 BA¥AHi wslR ollsncl {2 2 [Ascusll Guallol salHl w1 B.

TITLE BAR: 2l82AGIRHL wURA oflA YHIBloll WAL WAL R Blal HA &,

Save: Al 2 BUR (A5 sl UBo2 AAFAAHL GlallAE SIS Acd UL A .
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Redo: ¥l gl GUR (5As salledl U2 ACAZAAHT Uy s8R ol A Aol Udcl ® 8¥se 2wl
&3 d U HAL B.

Undo: L gct GUR (5As sallall Aug] s waul 6 AuRUYl B ylsa 53 A A wugel e20d 8.
Customize quick access toolbar: 3l [Ascus{l Heel WUR otcll $18A olotlcl ASIA SlA. ot
sloct AUt 53 ASlA GlAl g8ctal Acd 5301 ASlA Sl Qoz dg ASlA Glal. Qo Adl udal
Roz2uGe 3¢ 2wl A Qoe Dey 1l B ASIA A,

UL GURI AUt $8A S8 8-A8cd sl dlA dl Send in Email ofl Heeell Wscll AslA SlA.
Undo AM % Redo &8 A3 B. 2uioll Aysell cllgsat ¥ B o lotot LY WoflA A Axl RRauex
5cl & ¥ Dofoll ollA A8 wcll &l A Minimize the Ribbon e Show Below the Ribbon oll GU2lloL
aA 8.

b e ey |
Customize Quick Access Toolbar
New
Open
\f Save
Print
Print preview
Send in e-mail
\f Undo
[V] Rredo

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.

E Home View
Cop | (L1 Resize = D IN S OOD Qah - Fill g [ |
= | | r T LizE e B
Faste !_selvert | <k Rotate - FF 0 | Busnes || 5 o KOO coLmr cozlcr [T LI :E?oEs

Clipboard Image Tools Shapes Colors

AUlg(A 2.26 A2 2t
HOME TAB:
Clipboard: AlHle A Ve WAFAAHL AU SlBURL ogse RAAse s3la s2 3 sl scl s8R

Al yauH A ogse FEAUGSHE doUldct At B. wal @R Ul o olly wouA ad xdl sl B. wgl
AU SlBURl HRAA g2 scll dla Al BAUGS oMl ol Hadl cut [Qscusl Guol U B.
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Wl As ol Bl % ofly s1Ul sl 8l Al copy (Ascusll Gualol alad ®. Ul B U HE A
ysoll 8l @l 53R @8 W8 paste [AscU UR (AS sctl B A G 2ucll 2 B.

Image: ¥l WMl Select, Resize, Rotate, Crop ([A5CU %lal HA B. AMLeA A slsuel qoesgsesll s1Ul
sl 8lat, g scll flal IR Al AUBBHL ¥81R s dl, AssA (BoflAA ¥Radl sla 3 ctlRAell
@UOL £ sl Slal cl L BN 206ioll GUAL Al B, WL HI2 YUH Sl8URl wogseal HGUa(l Heeell
RAse sauHi wa .

Select: RAAs2 ([Ascuoll Heeell w3RAUA Yool ctdl WUB RAse 533 lal. gl ud As
Avltal AulA 1A 6 AUUBL Aol AUEAI AL A Aze s3A SlA Aal URRUH Blall Yl s3A.
UL o1l A Yoratoll 8¥52 AR % Alal HAA AR el RAse s

| "l Rotate *| el

"k Rotate right 90°
47 PRotate left 90°
Ji Rotate 180°

- Flip vertical

b Flip horizontal
gld 2.27 A2 sal {2 [Asedl

Resize and skew: W&l UUQ sleuURl vloBseoll ABBUL cuee scll gl AR Al wys SloflA
WEAA 8lA Al dal M2 Al (Ascusll GuaAL scllHl A B. wgld-2.28H1 X1 ASlA €lal Ax
AUQ woBs2al SRl (stoll el mill ol wecal M) s¥se wdl asta, dAdley a adlscll
OuRAl oA g Waal HR) s¥se Ul asia B. skew HR RSl ¥ adlsdt ugl wys
SLflA wectal Ag sall M2 Al [Ascusll GUAdL scUMl w1 B.

Resize
By: @ Percentage ) Pxels
+—

I:I Haorizontal: lﬂd

|:| I Vertical: 100

[¥] Maintain aspect ratio

Skew (Degrees)

+—F
i Horizontal: 0
QI Vertical: 0

[ ok || concat |

Ag(A 2.28 Resize and Skew SLAAWL Gllst
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Crop: ¥l ([Ascusll Heeell Slsugl woBseul wUYs & eldl RAAse s3la ocl 8Ay ololtacll sla Al
Ul [Ascusll GUAL scUML A B.

Tools: o2 WAAZAstoll SLE UHL (AsEU AHLA WL YUHT SRcUHT 2L B.

Pencil: ol HeEl UQ Slourl AuMl AsAR €1Rq dlat Al €131 ASlA A, wdl U sAA YU
WU B Aoll Heeell AL WA sERe{l Algat E1RAl sl Al el €131 aAslA ¢l

Fill with Color: (UGl SIBUGL AUSR Glolldcll 8 el A AUSRHL MU 6 Yl dlal Al Al
[@scusll Gulol saMl w1 B.

Text: Uo2 WARABAAHL SlEURL ABIRL drd 8l Al Ul [Ascusll GUAL sl WA B, wgl
WUUR B AUl Arclle] A3 s3A GlA ¥ dRd % ol 2 (gAGlR) el s B. Bl Heedl
WURL AMIQLetl Sloeoll RABE, Slozoll AUEB, ABIRLA Ulel $cl HIZ B 2C, AW Al scl HI2
| 3, AR JSREABel Scl M2 U A, AWl dA wslallget M2 @185y 2coll YAl
wudl 8.

Bd gl Rl BAs g2 $31Y ¥ el Text 20 GLBS (AUgAA) UL AU B, UGl AW o AL
WAL SAML AVl HIZ UAIL WA $EHR gEteall GUoL 531 AslA ¢l vusld-2.2941 2522 [@Qesu
H(2o] Text cot e2la B.

Home View Text

= W A
oS il efbpanuE
== 93 Copy jiAl Transparent |
Paste i1 ~|B . F U ahe | :
Clipboard Fant Background
Q---==- e a
DR. BAD :
‘AHMEDABAD  °
SRR o R R o

gl 2.29 2522 ([Ascu
Brushes: AUQl UoeMi ¢i2loll GUADL 5l 8l WA ¥ waloll Aol Aol weR»dl sl QsuR

dotlad 8l IR dl dews2all uwn won 585 ol As sA s A dal 1 wellal [@Aseu
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3R Yool wsR YSl ASIA Gl el wugld-2.3110 galcal Yol As AUsR RAAse s3la
Woe AMAZAAHL YAl B, 6A AHL AUUQ B AW AWG Sl A el dvll aslA Sl

UL olley YAul A Alal HA B 3 AUUD B SR Glolldd B A SRl A e $c Hla Al
531 ASlA Sl Aol asienl au-ue 530 ASlA Gl Q8ell clgatHl 38R 531 AslA SlA, Auey
USRAl e 5&R YRl &l dl A Fill [@scusll Heeell Y3l aslA €l
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i Solid color
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Matural pencil

‘Watercolor
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Sizes: WSl WURA A8 [Ascuoll YAul vitucuHl WA B. wusQ-2.32u1 2ud Ay AslA Al

3 UG B Ul 818 lose ool 1A Aol 1§ ¥ clttsotoll s sIEHl U il ([Ascusdl Heeell
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Al 2.32 W [@Qseu

Colors > Edit Colors: ¥l [Ascu UR BAs sl Algld 2.33 Yool stAADL olls WA B Boll
Heedll AUUB AW, 518 R dotlaatil ¥ ool 3 AsHi R Ul %3RAUA Ysololl SR
RAse 531 ASlA SlA, wuRlal g AL ¥ wudl AUUR(l 3R Yaruall Al 5AR ololladl & A
Aal 12 ABe s s [@Ascu AU B. Aol Heeell U %33 ol 5AR collcfladl GUADLHI
A8 AslA ¢lA.

Edit Colors
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Custom colors:
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Define Custom Colors > C""’ds"l'd Lum: 64 Blue: 21
[ Add to Custom Colors

AUl 2.33 scR [Aseu

View Tab: g(A-2.34M0 gallcal Yool L 2ot UL RH, 2 AR &lBS AMe Sl YU el

HA B.
- Home View
Q Q | Rulers ' ==
I—r | Gridlines =

Zoom Zoom 100 re Full Thumbnail
in out % [V statusbar | sereen
Zoom | Show or hide Display

gl 2.34 & 2at
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Zoom Group: ¥l JYUHL AUUQ 88 woeseal Hel wWIUHL Al &l dl Zoom In [Ascusll Gualal
531 2SlA lA. va 518 WeBs2A olloll AUHL Bl 8lal Al Zoom Out [AscUall Gulol 531 AslA
gl uA 88 wWoBseo] MGy g AR IR Al dlRellAds Buital Fcl A A lell M2 100% BH
oll GUDL 531 ASlA Sl

Show or Hide: UG Uoe ARAZAHL wYs o5z HIZ 3ARe(l Axy Iflsclleet (S ua Glell
Aol — WAHUAHL A B Adl) ofl %32 Usdl A B A Ao L Yuoll GUADL sReUHL uUA B.
UL 3t Ay sl UR (A sl o wlglA-2.35H0 eallcal Yool YlAul Wlatl wucll e

8. ol Ul AUl AUl w3RaUA Yrole] AWssU HU cdsal woBse clollcll AslA ¢lal. Rl |
ojatatrteld] wWogse olatcll AslA €l

)

1nn|

sl 2.35 AlscteSet

Display 20(: WUB ¥Wlol GUR 55 AoBse % Bl dlal Al Ml SHHl WA Full Screen [Ascusll
Guldl scldl UBoz AAABActoll WSURL 201, Nof ¥ 2RSHIR oldl Tl WURA 5 WoBs2
EULl. Aol WeSL Esc Sl Y sl o olliet il Ul ¥ A 2oBse K18 ASIA Sl
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2.14.2 Wordpad

AHLA A 58 UG AWML Aral MR, §Lselol sal U2, SIsyRoe slotlalal M2 Al AMAZ2Uotoll
GUAdL sRcML UA B, ¥ asUs ArABAt A31F vl B, ass ot Ul o vk usdl sl
8 ¥ Al AMA3AA A af YAUR (AWlEs yBas) 33 Waua 8. Al ARAZ At Rollcd uwl
s WSy M stollody el weR A ARA B Adl 8. asls A@daet A Al uddl ArA32et B
BUl 2cotl GUALell Auld ULS.Bs(A-2.36 AsUSs WAAF2Ustoll 5ot A-1Ge €2ld B.

B3 Find

I3 Copy 2%¢ Replace
Paste =  Picture Paint Dateand Insert .
- T ~ drawing time object (Ll Selectall

Clipboard Paragraph Insert Editing
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gl 2.36 aASUs lot Q-6

UGl UG UAL WAL 2061 Ay Ao (AN A Wl S8 Ao Eullg olell URG Alt+F sl
UlglA-2.37 Yo Nof lal UA B.

|
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3

Save as
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Page setup

- Send in e-mail

- JUNEC o S ool 4=y

-7 About WordPad

] Exit
3
sl 2.37 adQs Ao
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Open: A$Us AMAZAAHL HollAcdl 8ol AUt scll HIZ U ([Ascusdl GUADL sRcUHl WA B.
uglAQul AsA Gl Ax As stAAdl ollsy Al st B, Auidll wuuell s3Rad Yool sisc
RAs2 s3lal Blust vleel UR (5AS 5l S8 M Usl Al B,

save: d$Us ARAZAAHL s1H 53R SlA WA A slHaA BAURA (RAAR) sl HIR2 Al ([Ascusl Guadal
scUML AUA B, Ul ololldd $I8Ce] Netdo2lot i (A 252 §de) dlal §. uel AUU .doc
AaLo2lol Ul wUl aslA 1.

Save as: dSUS AAZAAUL Halldd $IBA Ul B WA dal wWetdl e ¥ ol anell 18t A
Ac 5l dlat Al wl [Ascusll GUAL sclMl WA B. A8l AU txt, rtf, doc <R Szl Act 53
sl A,

Print: cl$0s AMAZAAHL $18cA clofl o2l Ul Aoll MoziiGe Acl HIZ il [Ascusll Gualal sclM
ula B.

Page setup: W&l GAS scll aglA-2.38M1 alcal Yool SIAALL Glls WA B VUL Uy IR
Ao U Ui Wslot A 3cll A wRndlell ag ad A Hzell YAu Wil B.
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Source ’Auto Select vl
Crientation Margins (inches)
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e Paper: Size: w§(Q-2.39u0 galcal Yol Uy ofl WA U AUB Blall HA BD. AR,
A4, dlold, Wi 51§ A8 AR, B5lce WSy ol A AR &l B.

Size: [Letter -

16K
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Double Post Card
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—————PostCard
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e Source: W&l AUURA YD B ¥ Uy AR [MoauGe U R Acyucll gls 539 ¥
AWRANEs RAse . wel B8lee Auto Select % Aud Bl QoG caud As As
U ELUA ol sl U3,

e Orientation: gl YD B ¥ Uy (g Avg & ¥ Glef. B5lce Uy Portrait AeA ¥ B¢
a B, URd w3RAU Yu Al G AT 59 slaA Al wl [@Ascusll Gualal s3la
Landscape SQCj us 9.

e Margins: W&l AU WSy A stoll oy, wHR eily, GuRell vy, ollAoll ol Mxlet A
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(5As 5cll % %33 YURRA USA Uy B Uol AL B,

Send in Email: d$0s WA Uetoll AU S8R SBURL cA(Scdotl 8-ASAH U sl dla Al ul
@Qseucll GUalol scHl A B,
Exit: A0S AAFAAHIA wolR ollsnal HIE il [Ascusll GUADL sl w1 B.

TITLE BAR

2LB2AGURHL BUURL WAL AUA L Sl HA B,

Save: Ul 2 GUR (A5 sl aSUs AMAZAAHL Holldd $IBA Acl UL 2 B.

Redo: ¥l 2d GUR (5As scllell adUs AMABAAML Uy 53R vl 8 Aol udetl % s¥se wdl
& d URd HA B.

Undo: ¥ gct GUR Qs sallell Auy] 53R w2l 62 R Ul B ylsa 531 A A augel e20d 8.
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Customize Quick Access Toolbar: A§(A-2.40H1 €2lcal Yoo, 2l [Ascusll Heeedl U acll S8
watlcl aslA ¢lA. olatldcll sisat vuet 531 AslA Gl ssca Acd 53 AN GlA. Qo e
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Print preview

Undao

Redo

=

Show below the Ribbon

Minimize the Ribbon
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Clipboard Font Faragraph Insert Editing
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UG AU Sleugl HIRAA g2 sl Sl Al BAUGLS YUl lal Hadl Cut [Ascusll Guallol L
B. A As ol Bl ol S\Ul sl Slat A Copy ([Ascusll Gulol Al B, Ul % oA WAl
ysoll A @l sUR @8 WY Paste [Ascu UR (AS 5l B A HUEAl 2wl s ©.

Font: Wl oguu‘t Font Style, Font Size, Font Color, Bold, ltalic, Underline, Strikethrough A2 ([Ascu
oglal HA B.

Font Style: AUUQl ¥ AMIRl AulA ¢l waal dl Ls2lol s3AA Slal AUl floeeoll B @1BA
Bl lal A Al [Ascusdl Heeell s3] aslA .

Font Size: 2l (Ascusll Meedll U Al AMIEl AWlE 213 dlA Al dwlgll RAse s3la
Slooll B cdude s31 ASA GlAl A AvlEl of AWdd 8la Al ugAel » Sloeoll USRS
aissl s3lal A2 s3lal ysl AslA Gl

Grow Font: Al [Ascud(l Heedl RQAse s HURAA (Auual) Slozoll sy awdl adlA
gl

Shrink Font: 3l (Ascus{l Heedll RAse syt HBAll (ctwal) Hoeoll B ool 53l
AslA A,

B, I, U, abe: RASS AWl alal (olles), ol (sellds) 3 dsellsel ¥ wA8s-9 8352
Ul slat Al wl gctoll Heedl vl AslA A,

X, ul [@Ascus{l Heeoll oisle Uy a¥ 8. wl 12 cvtel dvll dlat ugl A RAse s3la
UL A UR (As sl Ausle dild wiBeye HA B.

X2l [@Ascusl Heedll YuRislie s A3 B, Al U2 Al Al dlul ugl dal RAse s3a
UL A UR (As sl YuRslie dd aGaye 1A B.

Text Highlight Color: GIWIQA SlBCLE2 $cll HIZ Al [Ascusll GUaol A B. Wl dvllala
RAse 53 Ul 2t GUR (5AS Sl AWIRL SLBClBe U 1l B, A2A ¥ ALl ALl 3l
uA B,

Text Color: % URL AR ARG B dol WEAI WA SAML e2laal M2 il g&all Gulol
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Ao AR ARl 531 aslA Sl

Decrease Indent & Increase Indent: AU(UGL SlEURL AWIEL AU &l Ul AWl Uy Hi
ASS WL 5 Won dlag sla dl Indent oll GUAOL UL 8. AWIRA Alg UL AY %
8l l Increase Indent GUR (5As scllell AWIG WWBUU AYs AR WU A B,
AWIRL % R US AL %] 6y &lal dl dol g claal Hle Decrease Indent g&t UR
(5ASs $cll AW WE Alcld o B, W AUIELL AU ¥ WO ldal MR AL gAsll
GuAdL A B,

Start a list: AMlo I AUUG 518 AUl AWl lBA ¢lA wWal AML Y&l sl Al AHl B A
cltotoll AL 818 st Hsoll US B, AL AstHl AU RIR ¥ wetoll st Yscll SlsA blA
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UL AHA el Argelt Yalal elaal e dle getoll GUADL scUMl WA B, L MR
YUH AWl RAse sclef @A UGl ul gd UR (As sdl wuslQ-2.42u0 €2l
Yosol As ollsy Ll end B,

wHl U B sl ASAl 8A A RAse 53lal Aoz UL B A RASe Altetsll wdLM
sl Ul o B, Ul Al odwoL, Al AMy wesoleall JHAA A B ¥ wuUd
Us[AHL Ay wAslA Gl
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UUA A Aol A 32¢f dR A2 539G B A atssl sclle] SlA B, WHIeA A A et
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e Left, Centre, Right, Justify: cl$-2010HL AR YslRell WA BaiNe Gudsd B.

o

o

o

o

Left: cwlRlell ollsctal stoll ouepell sz .

Right: cullale(l ollsawl -l cogell a B.

Center: AullRle(l oNsclRl HeAH Al B.

Justify: AWLRLe{l oNsARL Al W vid YUl cAdRAA L B.

UL U2 B ARl UdAYl % drg 8l dl dulglel RAse sal ugl 3Rl Yol B A gd
UR (5As srallell cwial a, sHRlloly ¥ wElsia Asal ud .

e Paragraph: U8 VRUsHL sloll oy Axes sHRll ol 3ecll Ul (Bode2) lscll B. AHy
QRoUgell YUH cAlgalml 32d vdR 8lsg B A A2 scl AHY Algel AR BdR A2 scll
dal AABelNo2 A2 scl HIS L VLS 2ol GUAIL Ml A 8.
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Indentation
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Line spacing: 115 x
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Wl AWl Avl UBAL Bodoe Ul clleel Aol Az 531 sl Sl wadl ¥l dvllel
AWls oG &l Al cdvlglel yuaH RAse 539 Ual URUIE wl e UR (As sl
wlsA-2.44 Yool stAALL ollst ALl A, ul cllsuHidll WUl s3RAd Yxotatl A2loL
B3, stoll olley deq v Olsal Ul cuivlell A3l a2, sHR(l oy ded vidR lsg &
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AUy A Aol do] AR Fed Avd B A RAse 531 ASIA ¢l ul GURAA vdHl WA
Alignment ([Ascu UR BAS scl B A AwlRla stoll wly Awg B, xRl wiy AMG B 3,
%Igla 5 B ¥ AR Awg B A assl 53 AslA A

Insert Tab: AUUQ SlEURL AMABAHL s11 59 &, Msu /8N ARl dla, AsUR wectd sl
wcll Qs /8Noell ABHHL 352 5l AL YUl GUA0L scUHL A B.

Picture: AU $1RJ2RHl oA d U S8 s8Ry dlal gl sAlUlil, AT, Vot glesaui sRy 3
QsuR 8l Al dal adUsHi claal H2 U Al 2dell Gualal 53 ¢l vusld 2.45 Hi €2l
Yorol Al g UR (5As sl AR (Ascu olal HA 8, BUL Picture 3 UR (5AS $cll QA Y® B ¥
58 oA ALYl 2l 3 sAAA Wlol UR claldl ® A Ul (Path) AUl AUURA %33] 8Ny gulld B.
Axiell 2o sAXA RAse 53 OK AUl A B8R ol UR wlcll s B,

I Picture |

' =| Picture
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Aus(d 2.45 AsA gat

UL A5 clk AU Ay el sl Ul 80 oectcdl 8l Al Change Picture 53l (Ascu ® Qoll
Heedl WUl A% oecll ASIA Kl

Wl MU Resize Picture 2ol Heel sNwell UBHHL ¥52 531 2ASIA Sl L HIRZ AR
RAse 53 Al gt GUR (AS sctl AR YA AR RAAsA wcll A B wUA A YU MGl
HEEYl R Al WBRHL 3512 531 2ASIRA Sl

Paint Drawing: ¥UGl cl§Us AMABAAH Sl WA AUl Vo WAAZ At 5E oW olotlalll
(S0l $9) B dl Aol M2 Al gColl BUADL SACAUML WA B, Ul g UR (A 5cdl adUsell B s18c
W Uol A AHL o2 AAABAct VUt UL sl . W ULl AUUQ wl ARABAAHL B Ul woBs52
olotlaldl 8lal A olotlcl ASIA Gl A cAdUs AAAZUototl cAslol ARAHL (GAS 5l Vo SIBIHI
R olollcd] A A aASUs AAFAAUL wicl 2 B,
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Date & Time: A0S AMAZAAHT MU B SIEAHL sIH 53N GlA A sscl wal s dla @
RreH 32 ol aleH (AW U UHA) Avlsa wcdl st Ag 59 Slal Al Al geell GUaL scUM
ulA B.

Date and Time &

= = =

Available formats:

4/21/2014

4/21/14

04/21/14

04/21/2014

14/04/21

2014-04-21

21-Apr-14

Monday, April 21, 2014
April 21, 2014

Monday, 21 April, 2014
21 April, 2014

2:05:29 PM

02:05:29 PM

14:05:29

[ oK ] | Cancel |

Als(d 2.46 32 Aos 2T SIAADL s

UL g BUR (A5 sl vUs(A 2.46H1 ealcaul Yool dlSlu wal AHAe{l WAL Al Slile wicl e
B, wl sileHiall AU B8l Sl U2 BAS 5l B A AW Aol UM sAR6{l worll UR Ll
A 8.

Insert Object: AA$USs WAAZAML Wl aAf, AsAA, WARWE2 ¥ o AAAZBAAHL 51 59 &l
Al Al getoll GUAL sAcUHT A B, 3l g UR BAS scll sejeul ¥l Watewdtol AfA3ast
AURLA 2uld B, A AMAZAA UR (BAS 5l Wlot UR 3 Uat a2l ® Aol AHl siH 53l adQs
ACABAAHL BGAS 5cll tlolldd WoBs2 AsUs ARAZAAML ucll s B.

Editing YU: 3l YuUoll Heeel wud adls AAdaotoll wUst sISAMl Slsull Aot A AslA
BlA, wedl 2wl 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 SIBSAHL AN A2ell WSy dlal Al Ul al [Ascu AUl qRkadAtdl
¥ A 2cE A AR Sl
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UL HUER UM A [@Ascu GUR As scl wslA-2.47u0 ealcal Yorot As ollst 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,

o —

Findwhat: | UNIVERSITY
[ Match whole word onty

[7] Match case

AULg(A 2.47 91805 SLAADL clls

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 €. el Replace WithHi DRBAOU clu{lal dlal. uedl wudl ol il
Slsyotl B o 38R 5 8lal l Replace All ¢ieot UR (5As sl US B. Bl clul o 2AGEl
GECLS A BD. U UYS % AcEHL ¥R sl &lA dl AUUB Find Next ¥l Replace ®2ololl
Gualol scl ud 8.

Replace

Findwhat:  UNIVERSITY Find Next
Replace with: DREAQL]
o Replace Al
|| Match whole word onby
_Cancel
[ Match 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

@_‘{ (:{ 1 | ¥ Ruler =+ Waord wrap =
T - D— 3+8 Measurement units =

Zoom Zoom 100
in out %

Loom Show or hide Settings

AUE[A 2.49 3 2at

Zoom YUz Al YUHL AU 518 woeBseal Hlal WIUHL Bl 8l dl Zoom In [Ascusll Guallol 53l
ASIA A, UA 88 BoBs2al alloll WUHL Sl &l Al Zoom Out [AscuUsll Gualol 531 ASlA
glal. wa 58 BoBs2a] wBeYe g Al AR Al didlds tulla ¥g 6 A Al M2 100%
Hall Guallal 531 AslA A,
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B A UAHA AL YUoll GUAL scllMl WA B, AL 3N AUy R2AGR UR (AS 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 ¥ wud e B dwigl dullad 8l a
A e 2wl 8. B BglAHl A ASlA SlA. Wrap to Window 2@ ¥ U] cwll (QAoslell
ot YHIBL 2ullal B. A1 Wrap to ruler Ae@ ABIGL 3cAR6(l 2R vt ©. % wUUB vugld 2.50H
e ASIA A,

3 ~
B | |d ® & 7 | Document - WordPad (E=HE=
ﬁ Home Viewe @ |

@:{ :_';& B | @ Ruter = Wordwrap - |

i m——
L_It J| Status bar ¥ | Mowrap
Zoom Zoom 100
in aut £ Wrap to window
:._.._.|; Ef.- w or hide Wrap to ruler

-3---|---]."""'2---|---3--|--r-.-':---|--5--|---|_=)---|---?'

DFR. BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

DR, BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

gl 2.50 word Wrap

Measurement Units: AUBl 3ARGAR SUHL, AodlHleUl, Weeuul ¥ Ulsiuul slal 1A B. vusld-
2.5110 galcal Yool ul Yuell ASA YLz ue 531 AslA SlA U Axl yej3u wigld-2.52
Yosololl 3R Hlall HA B.
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B 9 & = | Document - WordPad el S
= B L

Q C_{ =l ] Ruler Shword wiap -
i
l— | Status bar 341 Measurement units =

Zoom  Zoom 100
in out %

Zaom Show ar hide Settings

e N W RN SN S A NS A SRR .

DR.BABASHAHER AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD —

DR. BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

mn

|3+1 teasurement units -

v | Inches
Centimeters
Points
Picas

Aug(d 2.51 AN Yl
AR RN RN RS R KRR Y S
'g'"1'."2".'3"'.“"'5."'5'."7".'8'".9"'10."'11'.' 120130 140 1540 <160 1 170 1 18-
g ----- 36 - 72108 - 144 - 380 - 216 - 252 - 28§ - - 324 - 360 - - 396 - - Ae - 468 - - 504 -
RN SN T NS XN SR P SRR - X

Alg(A 2.52 el el Yl ealladl e

Al yould usiAl

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

Aot RU[oL 1.5 A2 $A U ARl AW gAe 33 gl
S BAML Aol AW Ay GARL

sl 516 AsuR GRARL

S8 AsSU AcEA B S8 2Ace Ad Wedl

g o

I OF
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2.12.3 Calculator

ScsAzoll wlogell UMAHL Wl UlcAsdl B, desygAee(l Heedl sleual ouldls, wadl4ls
oA BsUL Aol AR AL 531 ASA A, (Aes10s 71l dctsyAzoll ARl AR UQL A8
AslA A,

3csyde? WUsl scl M@ YUH wIE oleal UR g ud 8. R sed Asdlae yadl Al
ProgramsHi cllal B ol Ul WUURA Accessories ollMa] U Wl 8. l YUHL Calculator (AscuU
olal HA B. [Start & All programs = Accessories = Calculator]

3csyde? UR (GAS scl AMHA JAsyAer wWuUst Al 8. B gld 2.53-a Ul A8 AslA Sl
welell AUUB AR, 2RISR, alUsR, tlecltsl ARl 531 AR SlA, URd %l AUUB AssU
YsRell oAl sclloll Sl Al Aol MR el UAI AUAIN YsRell detsyAeRell @f Ay AslA
gl wA AMl ARA A dRLAdRA 53 wslA A,

UL AL WAL YSlRall b2l 3eAsyAeR Hlall HA & Aol HI2 View (Alt+V) Aojui ¥q ud 8. sl

2.53-bui gallcall Yool UAIN WA YsRell (AscU oglal HA B, Auiell wud s3RaAd Yoolo]
@Qscu RAse s3lal A0 uReuH B3sudl Andl adlA ¢l

[ calculator w 1|2 Calculator —El_ﬂﬂ
View Edit Help View | Edit Help

I @ Standard Alt+1

e Scientific Alt+2

! J Prograrmrmer Alt+3
e || || s || me || - | Statistics Alt+d
‘ — || CE || . || = ‘ o ‘ History Ctrl+H
‘ . || 3 || 9 || H o ‘ Digit grouping

@ Basic Ctrl+F4
‘ i || g || £ || |l,-x ‘ Unit conversion Ctrl+U
‘ 1 || 2 || 3 || ‘ ‘ Date calculation Ctrl+E
‘ 0 Worksheets

[ ity I I 'l

wga 2.53-a AU 2.53-b
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UGl AU Scientific 3A5YAR UR (A scll & wsld 2.53-cHl eallcall Yoyolo] SctsyAeq] A-
G2 AUlcl ama B. Boll Heell U dstilds 1AL Sine, Cosine, Tan, Int, Degree, Logarithm

aAd? BsUl A AR ALl 531 2l 1A,

Ul View Aoui ollgl [Ascu ® Programmer view. 3csyAze{l deeedl Slsugl WoiHa 2Ll
»sUl 53 Alssy URRUH Andd sla Al dal HIZ L %331 [@Ascu 8. wdl WU Mod, RoR, And,
Not, Byte cldlRell UL AR ALl 531 2SN SlA. % 2Udl wWis(A 2.53-dHL A8 ASIA SlA. View
(c]) Aol wo [Ascu B. Statistics ol Heell AU 2glA 2.53-eHl AR SlA A Aol @y
lal HAL B. Wl AU uisslaBell $52ololl GUAL AN ALl 531 ASlA SlA, wuglaAui vl

$59lot URL A8 Sl A,

[ Calculator

View Edit Help

7]
| @ Degrees () Radians () Grads ||I| F| |F| |F| |T|
Y = S |
(o fom) Lol o) 7 e Lo e =
|dms|i(osh||cos||x3' |1J.?x|| 4 | 5 || 6 | * l.-":(|

2xp | |woa | oo | 10]| 0 ||-_||_+|.;_‘

Aus(d 2.53-¢

L=
[zl Calculator o=l =

View E_d'rt Help

|0 - |mnliun

AU 2.53-¢

CCC-BAOU and CCC+

D Calculstor El_ﬂ
View Edit Help
0
2062 0AGG GAOR GAGE GAGA GOGE 0260  0DGG
g;aa pese  GlEB  B2GE ggaa BaGe  ©e00 993(2;
31 135 B
o | o] & [ o]
oo | Tl e el
) Ot syl
) Bin F.0L||ROR| " |L||i|i||L| %
@ Qword or || :-(clr| D | 4 |? |?| |_| 1/x
(! Dward — = =
awea |mllzs ]| 1 ] 2 [ 3 flea)
Z Byte Hat ||And| F | 0 | + | |
(A 2.53-d
ol Caloulator e — Ll i
| Wiew Edie  Help
¥ Seiect the type of unit you want to cormeert
Angle -
From
A Enter value
@ | |Degree -
e [ ]|
el e | 2
7|l &ll9][el= N
4 || 5 (6 ||&=|z=
1 ]2 1] 8 [l
0 | EEE

Al 2,53
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) NojHi Unit Conversion ([Ascu oslal HA B. el Heeel U 2uslA 2.53-ful W8 ASIA ¢l
Y2 soctodot ofl 2lot. Wl ¥Rl cllogell elotHl Y [Ascudi Yool AUA 8 ¥ d sl YslRell
YA olecdd B. ul HIZ YuH ([AscU UR BAS 5cll WA AUAN A ¢l B, Wl U Asq]
HIU AR (el edd 8. vl Yua [@Qscu Area RAs2 sl U3 B. Ul olly csanl y@ 8
HU A5 B, Blleadl ® ¥ o Qscunl 8. 2udl w8l AsHl B HIU AH 58l €A ua
Al AMGo2 el 53R SlA. BilAH el Y 8 ¥ olly cwetdl e20dd Hiual Aul 3UldRd
53 g B A 3UARA ol cAvclle] B. Wl WU AR Mer dvllAl €lA. Bq wAR M2 cvllA
SlA 3 ddd % UL cllol A B B AU AuLs(A 2.53-gHl A8 ASIA Sl

@] NojMi Date Calculation (AscU lcll HA B, (Aloll Heedll U 2usA 2.53-gHl A ASlA KA
32 3ctsyAalotoll lot.) Al xuRll ollyoll el yar [@Qscudi Yol AU B ¥ ddR 58
Adlw, s HRA wA §8 AU oWLddl 23 5l B A Alw Ul ettt sclell alat B, R
olost [@Qscunl Yyl 1A 8 3 dual §8 ARl Yelloll 2@l sl & A ARlW cval w1 B.
UL, WUl wslQ 2.53-hHl ol [Ascuri diRlw A2 530 B, yauH 1 A 2014 cAve) & wa oflostil

150 2014 AV’ B. Bdul Ul Calculate UR (5AS scl 3acll wsalldaul gal dal 3ecll ausl
AHAUA B A gl B,

=l Calcutntar (= |ﬁ L] Calculator | — e
View Edit Help Niew  Edit | Help
=l ks of the type af unit y t - Select the date calcuiation you wart
| Caloutate the difference between two dates
— Erom 15052014 (G e 150572004 [Glv
Difference fyeary, months, weeks, days
Cometz1 s Toum =0 2 : i
(%] Acres - 2]
= m T m 0 cays|
4 Y M5 || M i MC: || MR || s || M= || M
— = = GOT28.46336
— || can £E| B | — ||cam || ¢ =
Bauare mEters = = = et
o caiouiate |
8 (]9 3 | HEAE B
£ x| B 4 5 (| 6 [[:Ex|Zx
) - il i o || e
dd 0 | sdd
< ) g [ )
|| Calculator - - e ol 2| Calulator [T
View Edit | Help Wiew| Eot Help
1 Standsrd Al
Selrct the date caleulation you want S ez | Seieet the value you wenk to celes
Caloutnte the driterence hetween fwe dates - Brogrammer Alts3 || Petiodic payment
= 6| Statistics atted | poase valu
rom 1 T 1545/2014 [~
Fere s, day ¥
@ Digit grouping
i Basic ctik | ®
e || MR (| s (| me || m Uni conversion (=TI B
v A [FE Date calculation el |
-— AD | c -
| - | Warksheet: |
7 &l o Solonsi=g) T
ol s a5 s|lzlz
— L= L Fuel econamy (L7100 k)
1]l 2] 3 | o | s
o || 0 Aad
ALl 2.53-i ulsld 2.53-
4 14
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@ NojHi Worksheets (Ascu oglal HA B. Alell Heeel UG wus[A 2.53-H1 A8 ASIA A Ylle
soclodololl Wlot Sl B. Slsct dloy Acll dla Hslot I 53 At Al Slat A Aoll Ll A
@Qscusl Heedll Arnctell 531 AslA Sl

UdHl Help Noj wuclHl ] B. Aol Heeell url 818 [Ascu wmeal Y3l dla Al dal
ARl B, Al st Yol 531 2slA Sl

2.12.4 Sitcky Notes

+ * + x

| DR. BAOU

cce COURSE

ug(q 2.54-a (A 2.54-b

e el |
3|

DR. BAOU

CCC COURSE

ug(d 2.54-c As(d 2.54-d

+ byt

I Delete Note (Ctrl=D) |

AUg(A 2.54-e
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AHLA A WU HAR 52112422 AU s1H 53] @ oA GlA AR 818 dda ALlE AWl da R
Al AU B A AMABAAHL 5o $3A SlAl R AssU YsRell aloldlel ollua wojclle slal d
A ALURLA WL VLS| dlled GuA(l al 8.

RSl olledal B Uat sl HIZ YU LS ¢t UR ¥q Ud 8. @& wlea Asdlae actel All Programs
U el B Aol AUl WUURLA Accessories ollHo] YU Tl 8. Al YUHL Sticky Notes ([Ascu lal HA
8. [Start & All Programs = Accessories = Sticky Notes]

W8 ol UR (BASs 5cll BUslAd 2.54-aHi 2ultal B Al A scARe{l Ws UoRu{l Bl o2 B. wel
UH(A 2.54-a UL BBA Al Aol QL GOL WA B. A5 + Asll TuIA B. B YUA B ¥ olcll E1Sl ol
RSl slal Al Ul BAs sl o olcll VLS| ollext wicll s B. B slA 2.54-¢ UL A ASA Sl
Bl cleunl ol X dstt 2ultal B, waR Ul WSl dledell w3REad o 8lat Aol Al Bclle ¥
Aya ¥ g2 sl flal R AL Asll UR BAS sl (B 2Us[A 2.54-d Ul A8 A5 SlA) Ul yd
B 5 R WRUWR Al Rlslolled g2 scl B Al Yes ALY A dRcdl A Rlslolled sremidll g
AL 3.

UH, RS el WU % HEA dvtell 8la A cdull 2SN, Bect YHRHL RSl e HsA
Al YHIQML Aal olotlcll aslA ¢l wu A ARTEL sIRIHL 4Ys clloldl AL AWML ASLAZU Al
.

2.13 RsyRl3l AR Ul A s AR (Security Settings and Software)

Action Center: (AoSlo3 ANUE0L RARH S8 URL WMSAUQ PR GRIHR UA A HIRZ AsAdt Aoeell
3Rl sla BD. L WsAol Aoz A Al oA B ¥ B Y&l Uitll UHRA Blctl % Aal H2atl %331
WILARL d8 A B ¥ Rl (Aol uactell il as.

Windows Defender: (AoSl2 A2 AUD Bl 53N 1A R WAU % AotlRUAAR W s2AR
(Aol Sl¥05R BorAA UL A B. WUURL 51120 AR olaulalall el UL scUHL WA
B, AURAAR AUURA URL WeHR ol Sl U Bozale usl, AL ¥ Slellsl usl ¥ wot A wuel
S1R2UL ELUA Ul 8l B A AW Wl AecdRUAAR W$2AR (A1) S\Fos2 vt % Gudl YrRalr
AR B Ul AWURU 51RJgRell AL 53 B,

QoS S35 A A AwadR Ul ¢l B. (1) e 2leH Y2sdel AR (2) QoS SlEosell et
53l AUWAARYL s1j2ra arULl AslA Sl
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User Account Control: %12 %22 YOUHHL 518 325120l 3R dlA & R AsM(Ae: sauR
Al scllell 3 WOR A AL ¥RsRell YAl wUclle] sl Y3 AslBo A (UAC) 82 B.
GULslloll Rt Al & L 511 5 B, UURA B A[@SIA U sl A o A[AS1A AU
Guaal 531 AslA lAl. BU ¥ 8-Nsct As s:cll, 1BYBs AlMng, oal SIsyAe2 olollaal cdR. UQl
ol Ml 818 As UESIR ot Hlat Al A Ust U Asd otell 3 Aul 512l U8 Asd «tell.

Windows Update: (AoS123 3URZ[0l RieMHL A% AA% olcll ollotdl uacl YIAEIHL YulRl aulRl
VIR Al GAA UA A sl 8. Al AGURA 8 AUURIL WA cllAMers UL @M dlal el AHl
URL Alell YHUR-ALURL AU URl MMl A U8 s Ad 59 8l Al Al W2 (Aes\os
wUUd2 [Ascu ot Avig %33 B, Bell A WWNAUU JYURI-AURL AYsRL 53] A B Ul BRAA 53]
A 8. Bl 51122 atcll Rren WA U2 Wl 5.

Windows Firewall: UR] s11222 alzcld AU ASAA dla Al U ([QAoslos slauRdletsll %3 usdl
glal ®. WINDOWS Firewall UQUL s12jeRell 32l aAxy Ml o s1eell uUcl Ao
YouHell YA AN B,

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

Ul AsdlAe sal HER @I Ao UR (As s31 A ollsuul wglQ-2.54 Yo Parental Controls
vl Aoz WUl 2Us(Q 2.55 Ui eallcall Yorolo] cllsy wicll o B,

+~' See more results

|parenta|cu:rntru:u|5 % | | Shutdown | » |
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. % » Control Panel » All Control Panel ftems » Parental Controls

Control Panel Home

Game Rating Systems

See also

User Accounts

Choose a user and set up Parental Controls

What can I do with Parental Controls?

M A, One or more administrator 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,

Users

’ HKAC
|' Computer administrator
Mo Password

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

Why do [ need an account for this?

%Create @ new user account
Additional controls

If you want to use additional features like Web Filtering and Activity
Reporting on this computer, you need to install additional controls,

How do [install additional controls?

ugld 2.55

. —— —

IQE » Control Panel » All Control Panel Items »

£ Uy UpUUns
Internet Options
&2 Keyboard

B Mail

@ Mero BurnRights

| [ Phone and Modem

i Recovery

@ Speech Recognition
|| 7 Systern

I Troubleshooting

E Windows CardSpace
9 Windows Firewall

Adjust your computer's settings

Matification Area Icons

|| M Performance Information and Tools

Programs and Features

View by:  Small icons =

W UNLEI ) OTdpTics ariy viednd
Iél lava

Location and Other Sensors
# Mouse

ﬁ MNetwork and Sharing Center
& Parental Controls

E'I Personalization

3 Power Options

& Realtek HD Audio Manager

& Region and Language

™3 RemoteApp and Desktop Connections % Sound

@ Sync Center

L,I_ Taskbar and Start Menu
% User Accounts

B8 Windows Defender

& Windows Update

s 2.56

ulslA 2.56 Yxol 5 VotcMl URL L [Ascu WA 8. 5 UolAHl L ([AsEU UR Aoz WU
o s olcll [Aodl WUt Al2A B. B AlslA 2.57H1 Bl ASIA A,
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- - « ol

@uvh& € All Control Paneltemns » Parental Controls » Game Rating Systems

(71 Computer Entertainment Rating Organization
Visit the CERO website

2
s
!

BB HEHE
Cornputer Software
Rating Regulation

@ Computer Software Rating Regulation
Visit the CSRR website

m

(7 Entertainment Software Rating Beard
ESRB Visit the ESRB website

©

'.’G" sz 7y Game Rating Board L4
| Visit the GRB website

rrce syrmanty, (0 Office of Film and Literature Classification
LITERATURE =

CLASSIFICATION Visit the OFLC website

P'é/i 7y Pan Eurcpean Game Information
: - Visit the PEGI website

S barpran bng b faeme

[ QK ][ Cancel |

us(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 AAZAA U2se sl flal Al Aol M2 YuH dl AsMotall waad AAAd 8l %33l 8. uaa
Al AHAAR WU HEAAD AsA. gl wrasdl A o saAl sl A 818 uRl 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
Adall) el 531 ASlA SlA. B OK st (5As 53U GlA ¥ dRed otcll (Aodl w1 B. Boll ueeell
AUMUG 51124201 UHRL, A ol YUUal A2 531 wslA Gl

UG WUD 51122 (A UM UGl AU oitl U A A ol AHA A2 531 ASlA SlA. 58
A degf REL wUug A aissl 531 AA Gl Adl A WssU ysioll AMABAet s112M0 A
U Y5 AABA vl URL et (5LAAA) o U ¥ A A oclls (wesicl) AslA Sl

Al yould usil

1. MR wLtell st ofl L€l 18 olenl daur 82
2. We2d soald ol Heedl cllSloll [QAS1A AH Hcllel UH olssl 53,
3 desa@edddl Heedll As AU WAA [SHdA olloa aR@zui %24
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2.14 allb2aALA

Q1. A @seu ude s

1.

2l weet 3ecll A Asdlae 3 asta B2

A) 3 B) 4

C) 1 D) 2

51122 U1 8ol ULl HA UABRAA ¥ Iyl (§R) scll MR sl ([Ascusll Gualol el 872
A) $2lA Ul B) ReH Velct

C) $8A ol D) wHiel Asuwl o8l
5csyAeRell UHIAL sl YUML sRcllHl el B?

A) AAUI% B) 52l Qelcd

C) Reu Uslcd D) wHil Asunl o8l
UACe] Y3 olld g 87

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

wAR MR A2as WA ANsAA JA AR s1Ryeell Ye HR ol Astmidll sloll w3Rad
?’Al A B?

A) slARAlA B) Bo2Ral2

C) d$ AAZet D) il Asuwl o8l

Q2. Ao @seu ad wiell ot yRU

1.

2
3
4.
5

Wy olledoll AMAA _ YuHl scuml el 8.

33852 Uoll ASAUGoSHL B B8R WA B A ottHl uel auid 8.
2RS0URA Yy oLl (Qeued sRaHl wleR] B.

Wo AAZAAM Ual ollHoll e Kl HA B,

2lRselRUl A3 £ ULy WAL WSl UYEA ARy BacuHl 2 B.

Q3. o{lAell clls WL & § vlel A sél.

1.

2
3
4.
5

(Aol A Aot tall Ul DA WUl Reu B.

512H1 (U ¥ WolRal SRl scll 5 Votctoll HEE Acunl A B.
Vo2 WARAZAAML GlollAA L8] WeLolot .bmp SlA B.

adis AAFAeHl 2ce Aucl Hizell YAu wuatHi wadl aedl.

(QoS103 AAURE0L R H SEURL Hlcloll WSURL DR HRAGR WA A HIZ ASAt Ao226(l
AslA AcHl A B,
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Q4. A1~ Asst sl

A B
1 Paint a Find
2 Fonts b Save
3 Ctul+S c  Start button
4 Esc+Ctrl key d Control panel
5 Ctrl+F e Accessories
ogclloll

Q-1. 1-A (3), 2-A (52ld Uald), 3-A (AAUI®), 4-A (User Account Control), 5-A ($IARAA)
Q-2.  1-AAAAY, 2-AAVUR, 3-3, 4-8H-c), 5- R g3t MRl

Q-3.  1-Wg, 2- WR, 3-Wlg, 4-ulg, 5- w3

Q-4. 1-e 2-d, 3-b, 4-c, 5-a.
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Ys20L-3 : HIgslallse df 2010

YUrcllcell

3.1 o8 YRARDLLA URA2L (Introduction to Word Processing)
3.2 HIS5RASe aell URUaL (Introduction to Microsoft Word)
3.3 ngﬂaacr[l RUsll (Document Presentation)

3.4 SlsyAoeall BAUESAL (Document Productivity)

3.5 A

Ggal

UL AsUall veA™ sAl e AR

o d$-2010M slFA olollcll A5 dal Agf AHEOL (Formatting) 531 29l

o af§-2010¢ (AU 20t (Tab) oll GuA[cL Rl as2l.

o df-20106{l SLETAML AR Uy (Cover Page) GRIL 2520 Ua WSy A-uBe (Page Layout)
oedl asal.

o d$-2010H Rolel Customize 531 259l

o d$-2010¢{l s SlAH YHIA d0scll asa.

o d$-20100(l SISAML Watermark GR3L 252l

o d$-20100(l s18Fcs] Moz B2 A8 As2.

o a§-20100{l SISAML RA ua e GAZ asq.

o a$-20100(l SISAML 2elet BRRY , 20lce] SHEIoL (Formatting) 531 2s9l.

o d$-20100(l SSAML 2ol 32l UR sufcl Ul asal.

o df-2010 Hl ASA—HY (Mail Merge) oll GUloL 531 sl

3.1 d§ WARDL uRua (Introduction to Word Processing)

S5y Noe Glollalcll HIZ 591N U Uotoll GUAL UEA oll B. sletall SAsAAS oMl vuRl Wletl
Yclotoll €35 AU UACL 25a0AWell UOIHA AUURN WAl secdl & A Gdate B. s12jeR0ll
Heedl UM, UdAA ¥ Yrels 13U Aol Adts scl, AMi 38R scll dal dal YQd sal 1R
GuaAHL Adltell Baal a§ WRARGL (Word Processing) d3l¥ ol w1 8.

a$ DARDll ylbaHi Yuad AdAvgel (text) GUAHLE AclHl MA B. URd sletoll df NAMA
(Word Processors) glRl MRl GURid R, ©ollal, wus@a, stauoud, WA adlRell uel AetH
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GUADL A% B. Ysd E:clAWSWL (SIsYAoR2lol) HIZ Al dAHIH Mol Guolell af YARIDL
53 AUUAL $1»J22- Ul HA cA8-YIAMR (Word Processor) $&cUHl wA B. ccHlet df WNAue{l
stlatdlall Guol 831 wlll ARrecledl G djQlarl URlddl SlsyHoe olotlcll aslA B.

xAl@AMct Al Al 2lsuRAseRell GUAL 531 olollaallHl MUAA SsYAzall deottii ad NARDL
GlRL dAR scllMl WA SsyRozall dectis et oA eallcall -

o sl ARA AL (Simplicity) : A8 NAUR WYSIWYG UslR Gucou dla B, Bell ud 8: “What You
See Is What You Get’. A, d§ YRAMR SlsyHe2 clatlaall HIZ GUAISHA URId U0 GUI
(Graphical Users’ Interface) Mt Y3 Wd 8. Gualalsdl (Qotdl GRal wie wA declls (5As wa
R Ul uell o udcusAl vusts wA WdAue SlsyRoe dauR 531 wd B. aoll, aduiet
s12J2R ot S-Sl A% Flal B Boll gl WeESs A Aissisla WEAA ugll ssull ua
ARl GRZ st B. ul GURA Ul a8 NAUI el el ExcllABloll duR Hawi Yi W
8, BUl wuclHl HAC ayatizu HEAR o LRl WA dedlal 2L AHAHL A £xclA
daAR sal U B.

o YURIA sl (Editing) : WAscR SIsYAc dAR UG dRUl olle sAl@AMd ¥ algfuAaqll
Heedl dauR s SIsyNoeHi 38R sl s(Bol Sl B. Ul USR cotldcl \5YRAc2Hl B 3812
sclloll %32 Glell e Al SlsyRoeMi sRAML AUAA YURL SIsyRoeoll YeRcl Uald & waal Al
SlsyRoe Yot: watlaalloll Holct scl Ud B, & s s2l0Uxetls B Al AHAA U 3 B,

a$ YRARDLL gl dauRk sRaHl AUAAL SlsyRoeal AU 3 Yoad sdl uddl Asdl ay uHA
AWRl dat YUl asta B, cArtgl Al ot [QoLAML 38R sl Al [Aoldl GARAl Beq » UM
sl B, alfol sl adl gl Al A dRd@s AxaHl @QotdHl 2Ad ¥RsAA ugll
wdctsdl slsyRoeul ALl astal B. GRRA s (AQotdlell A slgFuel e oicll [Qotdl GARC
AsA B dal GRAL (Qatdl (o133 wuual Al Aal SisyRAceHidll £2 uel 531 asia . l-60§ uR
Guatou (AAu Slatt Gualal ad (Adtcdlal YulRelle] UQL AR ololl @ B.

o U@QslQ dar s:cll (Replication) : decllscllr WUUQA S1E SsyRNoeHl HIA WU YHIRHL 3RS
53| Wod SsYNo2 Gloticlelloll UQl %32 Glell el 8. GeleW d3l}, dHRL olloll AU ¥ tldatsll
WHE ol AR dR dark st AUHARUASL dHR Asl ay B 3 wouiclllzla Asad .
UL €5 llsca HsAAdMl Blcollk WHAQUASIML el eldle] AwiRl % @A, HI B-d
cl(Selotl ollH Wl URAHIHL ¥R812 scllofl »32 USA. Alall (BUHL el el Al ollH-
UellHl AA A5 o Ul Asel ay otscAloll %32 UsA. a NARDL Al AHA U cllesiRs Rs
a8 A .
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a$ AR Al yAuell uoey B Bul BUQ As % SlsYAo2oll Was aisclle] Geulest 53| ASA
lal. Geulled olsAHl UAER A 3% ULl 25U B, AsclR S\sYNoe dAR U s A Ul Aol
SRDA asA 531, AHl w33 32812 531, €35 olscloll Aols dal Qedlol s B.

o SlsyNo2all AUS (Storage of document) : A YRAUR SlsyNozoll (SB2c 3N s 52 B.
AHA A HBAlA dote 61868 Bl NoARs (325 ¥ UL/ SISl Bal WERsEH HIAH 6lRL
sRCAUHL WA 8. Al Hral €lel uma Yl W Aloll stanllell vitcddl A 8. stown gat elllds
i WR {AUAA HB Al uH2A ¥l cllcdlaRRell HAR Ul B WA Al UHAU WLE sl
Ol clotcdi HURAL otre Uy osclloll sl 23 B.

dgURL, 501 ¥ Yds a3V HEAloll oe elllds A aell ol A¥ B, »AUR BBect w3
At Ml AAd Qyd HEl aell 2 ogoauHi AHE ad B, WalSd Slotil ¥ 3aists Ao
GELSW B. Rl olloll sEatl L 5LSHL uRUl GB HUBAL ate scll aAsel B. &%1A ¥ vl Ulsll
YRl Wals ExcllARol dote ugll gl SISl 531 asia 8, Bl AdseUetoll AHRULG
(Qarel ad .

o [Aeuole{l 3uecll (Rearranging Sections) : WscllR S15YNoe daAlR U oAl ULl a YWAUR AM
wAcl @Qewdloll 3ruecll saell Yul Y wd 8. ugllar AX Ul olal ¥, (Qatdl GRRAA
dd Aell M otssl scllHl AMAA of dlal AUl Al cllcdlds USAHL AAA 3R$1RAA 518
GRRAl (Qatcdlett [Qewdllell sH wedaloll %32 Gell aal ad YRAUR ‘s2’ (Cut) ua ‘SIUU
(Copy)oll YAl YElot 53 B, Boll dd SlsyRoel WA ([Qelolal Aol Yo @Al g2 53 (52),
Wod WU Ysal (Ae)g] st uQ A w ey ololl ¥ B. ul CURd, decdlsar As
@Qewdtal A o A wecl Al AU $RH1A A o U Yselloll 32 US AR UQL A NAUR
gl YRU wsaldi wadl ‘SlUl (Copy) el ‘e’ (Paste) Y@Aulsll GUAdL 531 sl 8. Al
YAul gl GuAdsdl As ¥ sl $5qA 5 [Qeldlell UAsAR olscd 53 A ARAR 2lU
scllotl stlell Al o 8.

o Oll6clll (Formation) : $ YRAMR SlsyNeeHi ([Qoldl GRAl cle Al weRlell YsR (font type),
el (style), 29U (Color), dU6c@l (Alignment), 6ll§2 (Border), USES (Background) Bl olsctal
AR Wl WAl U8 a¥ B, ul ysRell dsarl SlsyRozoll WsHsAl Wl Yall_AAH
ol A s 8.

o sl Ual cASW YUIRQW (Spelling and Grammar Check) : A WAUR SlsyAceHl GARCL

Aol Asell Aol causl el tcloll Ame YuRalel YAu Yl wd 8. wu YAuell
Heedl SlsyRoeal dRll RRAA &lQR(Ed coticll asta B,
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o SlAMl Y€l el ARAURA Gl cotlelcl Ml WAL AaAs S YRAUA Guctetd 8, Ud Hlalelldl €35
a$ QRAAA g Y3l wsauui wadl YAuwl ua Aol st usld coteol AMlet sl 8. decis
Y@ a8 VAUl el (1A WA B -

Quickofficer

Mobilize Your Office~

Al 3.1 [QRQY a8 YAXR

o HTHASE SLURAA (AsuAct (3 AdoHi wWAd o
o ARsA SIURAA [AsuAd vuet AU AR

o UHES Aa 0S U BUce (5As5-A3U

o HESAS2 [QAoSlHl Ws AAUIL A3¥ Guciou adls
o 5Rc gl [Aswact a ulse

o As RARM HER UM A AUd AU

o OPIA 8GRl MLl JIIA SlsU

3.2 HIslAlse ddell uR AU (Introduction to Microsoft Word)

WA af A WIsAse Al alRl [@AsAutdatil WA Wl YAURA af AR B. HIgHAs
afal HISHMSS gl A YaUH 1983H1 BEAsU (Xenix) R HIZ HEAEl-2A A8 (Multi tool word)sil
olN %Y sRAML W} o UHAAR dSell Uas AU olelR WsalHl wcl B 1A [Qodlos
WUl RI2U % ald, URd As Bell Boad WU RIeH M2 Ul Gudou ol

sl Guetot HIgHAse dd A WESsAse W51 2010 As2AR Wyell As @ol B, USSR
B Wyul dS GURAd AsAA, WeRW o2 ua WGBS Bl ol A$2AR UQL AUUHL 1A B
Boll AeAY WU 6A Ugloll YsWAHL 5319, HESHAse W(3U A HASles urlad (proprietary)
AseAR B, HER dsll GUAL $ctl UdAl dof AlaMe A wRaul B,
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3.2.1 HISSAse Aol (@Sl (Microsoft Word Window)

s WG YouH _UMNA st sla A Hgsilse af (Aol 23 sal {2 oA e
SlESURL lctoll Gulol 531 asta ® -
e Start = All Programs =» Microsoft Office =» Microsoft World 2010 @scu wrie s3.
e Start & Run ([AscU &Rl Run StAARL cllsd WAl AMi WinWord sHLes vl OK olaat UR (55

53,

o % 3382lU UR Microsoft Word 2010 Hl2oll BSlel wUclHl A 8l Al Aoll UR sucd As

3.

AUg(A 3.2 WEslAge Ada] W slat

GuR eldd Slual Adoll Gualal 531 WSHAge A A3 sRAUML AUA R Al ARl 2usld
3.3u0 eallcal yeyololl (A0Sl 29 sRcuml 2 B.

sl A Ael-§

Nof  ©2el  “aol  6f2el //’

\ l"\
\ \ \ A
\ /

Poge 301 | Veersu@ | Eagheh AS) B

o RRus»

s

AN

f:
o

Citndod 31 - AW Mar W E-ECNE E® N T L siend ABbCe0d AaBbhCl AsBE

AUl 3.3 wslAge ad 20104 wR@s (QAes

‘AR “ael
T

X

e AaB

r ¥.a- H TR TR Noms I TNGIGAG  Meadepl  beadegl
o BN Qe a&''Exam = 1 TG S5ucng sdeg

s S e

TRAY ~ e 5 N
ARleb qu = AR Mt
e -

AFUT Y /
M2 weat A

/N

“ael

A

SN2 df 2010 A sRAUHL WA AR wuslAQui ealcaul Yool declis ues Wl UR %Y
sclHL WA B, S\sYAozoll Ul HIZ %33 Al €35 Uesell URUA AaA.
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2LS2AWIR (Title bar) :

=]

A Uk ——— T Document? - Microsoft Word ‘__h—"’f’a‘ -

Agld 3.4 etfeauR

WA A 20100l (Aol Well GUR WAL US|l U 2lFedUR 58 B. 2lfecolRoll Heaul
[Qlx20o1ef oltH Microsoft Word ol sleAHl WlAAML AUAAL S15YRo2o] ol UMl WA 8. AUS
ol sl dla Aall €xcllA%lal Document!, Document2... Adi oty WA eclclil A B, Al GURd
2led Gk UR SlsyRozoll RUcll sl M2 AUMleA Al 32cls olestoll YAul wuatl wcl .
alsecolRell stoll wlly WAA eolRa (A5 WsA™ AWIR (Quick Access Toolbar) S&cllMi AA .
UL AURHL WAL E8 Gaoio] ol wal GUAIL oA Yosol B :

e 53lc Aof (Control Menu) : 2l8f2c GllRell SOl ollogell R UR AUAA 53 Aojil (QAedlA 28lotatl
wYs el elaal Restore, dSoll (AodSlal WASIA lot UR W U Yscll Move, [AoSla] SE
UEAAl M2 Size, [AoSlA ofotcddH SEUL 21R5GIRML 21e8-0leat 3N g2lclall Minimize, (AoSlal
Ayl Slotoll 5€ WA e2llccl Maximize el dS (AoSlal il scll Close Bl [AscU wuaMl
Al B.

o Ad ®eel (Save Button) : AoUGaH YsHL 2wl olall Yosol, AR s1jeul (Adtdl GARAM
UA B AR Aall ol A weSHIl Al AoLe sraul A 8. [Qotdlell stal oLe el
HERZ Aol al8sles Bal sl diosralet UR e sAl w33 8. wl B ‘Ad $24’ (To save)
sSCUHl WA B. vl ¢t UR (A5 sl SlsyRoedl GRRA Ml Sl 23U At s
UA B, Al oleotell Asc Sl-60§ wRell Crl+S 2ése-Sloll Gudl uel s3l sl B, %l
GuaAdLsctl YuH dud SlsyRee Ade sl A Al Aol UHE Save As SIAADL GlsU %
sCUHL WA B, BUL SsyNozo] ol vl sl a3 (Aoldlell Adte 531 asla B, wl stAAL
Alstoll Ao [Asell 2ol Mlel 20U 2010 Ay,

o ol-§ Gleal (Undo button) : UQ QA ¢l ¥ af YNAUR AsAR SlsyRoeui GARC
HIG AL YuRell YAu Y3l wd 8. SlsyReeui GRRAL [Qatdl uR saltl wUAd ilAx (3aa
€ Sl M2 Wol-§ oleololl GUADL sRcUML WA B, Wol-§ olestoll Asl dy cuid Guadal
salledl @ sHul (Qatcdl GARL ¥ Yuldl dla Asll ([Agg suul As Ul As A (Bad e
gcllHL AUA B. Al Heotoll ([AsAA S-S Ul Ctrl+Z 2Wése-Slell Gualol ual 3l asta ©.

o JUle waal (Repeat button) : BCA sl AMAA (B2l YolRlaldd sall M2 L ¢estoll GUuAldL
gAML WA B, GElsW 3%, %l GuAIsdlal AsAHlel ARl GRRalel ¥ olsarl s2clell
%32 Ud cdl A M2l [Ascusll Gualal Asalrk sl olte AUle oleetollt GUAIYU Yotndldd a
A [@Ascuell uuR Andl Asta B. Al Uaatell [@Ascd s1-ol§ uell Cirl+Y 2WEse-Sloll Gullol 531
AslA B.
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o SRUER (5As WAsAU AR Nof (Customize Quick Access Toolbar Menu) : (545 WsAY
QAGIRHL AUAA Mol §R sl AUl oA ¢2ol GRRal Al Aojell GUAL SAML A B.
YdRuURA A udle saudl wAal geoze AU Wisll Ratsl K asia 8. ® A [@Ascu
UR 5As Ul Aal gAwiRHL ealcll ¥ waad wailcll asla .

(Aol 2URRaL ReHul el 35 [Qodloll BH s A 20106(l [Adlall 2lFeAGRHL URL
HR(l oty oA £2AA AR Gleot WUCUHL ulcaul & -

— K
[ﬁ@u& SJEREY] AL
AlAHES B

Aus(d 3.5 53\t o2

o [MAMERB ®eel (Minimize Button) : 3l ¢l2el UR (5As sallHl A AR M5 aell
dcdHlet (oSl ctHot olotlcll HEHASS [QoSlBell 2IRSUIRHL 21es0i2ot AN AoLscHL WA B,
2RSUR UR AUAAL 2502t UR (A5 53| 53 (AosSlal Yo seul clcll asia B, adsll SlsyRoe
WA 512l $cdl AW A £2Ulet Wod 5185 Ws2AR YWAUH ¥ (AdtAloll GUALe{l %32 UD AR L
oleat GUAL( ollad 8. Astell SsyRoeal gouHl uma MR Wl uel g2 53 asla 8, %
Slsyoeal ol 531 Yot: VIAUHL Ul AHA oA B,

e [RRR / AT oleel (Restore / Maximize Button) : Ml A HIESAse cASell (AoS)
Blotoll AYEL sEHL AHE & A 3l (maximized) 2% $RAUHL WA 8. U secllsaur adell wd
el HE As2AR Yol Wilell axl ul sl scllell %32 Ul B, Al AHA RRAR olest UR
sAs saell adell (Aosl 2wl Wlotal sle@ AWssA ol Yell HallRct Avll ealacuui 2 B,
Bl Wlotoll oA @olell GuAL oflst WseAR elaal 531 aAslal Al AHA RRR weet
HEASA ABEAHE R teot AU %Y sclHL A B, $3 wl % oleel UR (A5 scuedl (Aosla
Yot: AYQl 25let UR g2l wa B.

e SCA 6l2el (Close Button) : M52 cASell cldHlol ([QoSlal oitd scll HIZ L tleetell GUNDL
531 alslal B. Al olestoll [Ascu3n Alt+F4 WEse-Sloll Guallol el 531 st 8. %l ade{l AsHIa
(AoSl vildcuHl il sla U 5B weot UR (BAs saltdl WA dl A (AodSloll wA HSHAS2
a$ YoM el oy 52 8.
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e Rt (Ribbon) :

b

- @

“ Home | Tnsest  Pagetayout  References  Malings  Review

o : = s ; i #3 Find
shrut ifody €31 < 11 - A & w Bl W] 8 Aaaucmdlnaabccnd AaBbC¢ AaBbCe AaH : % %, Heplace

4

o My

B L 0o x x o A - - | - ThNormal [TMaSpacng  Headngl  Heading 2 Titie _| Change

nat Painter

Varagraph 5 Shyle

AU 3.6 Rotat

HESsASe dSell wdtoell ug(AUAHL WAL Aof WA ACIRA UL AL 20100{l @M (Rototoll
AHA sRaUHl vl B, Rutotl el el sl (task)oll qHe @3N 3ecis (Aewdl (2¢i/tab)
vl el B, sl AR Rototl olA g2ldct ws 2t UMl AUAAL B : File, Home,

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

Rototatl €35 20t gl Guaou sallHl Aladl QY YAuwd @A AAudl HEA AnclA. dun
@scquiell ay Heclotl [Qscll QA wudl (Qrgd udl 2010 GUR 539

HESRSS cASall 206 (Microsoft Word Tabs)

“_Hcms ]n.Eért Fagelayour  References Maiings Review View 2]
o e ’ 3 ; ;
- Information about Chapter-3MicrosoftWord2010

B save Az ) L
Chlsers\SaketyGoogle Drive! BababahebCOO\ Chapter-3Microsofiword2010.docx
&5 open
i Close .
o Permissions R,
i) 2
ﬁ}' Anyone can open, copy, and change any part of this document, Properties -

Protect Size 521KE

Recent Document -
Wo 1623
New
Total Edaing Time 645 Mirutes
- Prepare for Sharing b = -
Print 0 ] Before sharing this file, be aware that it contains ;
ag 1
Dacl pert thor's name and T £l =

i minand Check far Dacument properties, author's name and cropped out image data AL i .

lssies - Content that people with disabilities arc unable to read
Help

73 b

3 Options T Versions 14 11:31 AM
8 et '-1'_<,] &) Today, 8:14 PM (autosave)

Manage

Versions « Related People

Last Madifipd B wmall - 12010]
Related Documents
open File Location
-

AUs 3.7 Rotet UR A File 20t
1. File tab :
S8 2o UR (5As sclell wuslQ 3.7 ealaatil AAA Wlot 7 sallMl aadl. L (Qewdlsll
Gualal 53 SlsyHee AUA ASAA Feclls Hoed sl s3 asla B, Fal 3, ol S\syAee
oollaldl  (New), &Ald SsyRoz WA (Open), SlsyRozoll AAS $A  (Save), U8ld
S5y No2oll o ollH A AU Mo WUlel UR §3 3Le 5 (Save As), N\sYNo2al oitl s
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(Close), SlsgRoe (AA M@l Roadl (Info), GualatsdlA sl WA exclaxlsll ael e
aAuiel 58 SlsYAee WA (Recent), SI5YAc2a Y@ 5 (Print), S\5YNoeall Ads 53| Aal -
AP ¥ Aol HR$A HSAA (Save and Send), SlsYRo2 dalR scll A Hee Anddl (Help)
AR, AS[AHL Info (QewdtHl uUAd [@Qscdl elaaml vcal .

2. Home tab
Home | dnset  Pagelayoul  Referemces  Maiings  Pevew  View ~ 9
B : R 1 - T S — N ' A . - i =3 Find -
Times New Rom =11 = A" & | As b E-E-E-[EE NV Laakcend| asBbcedd AaBhCo AaBbC AdB g
: ¥ pinger | B oL W o- o o SW-A- ES == = b-w- Thormal | Mo Spacng  Headmg i  Heading 2 Titie i
ar m arsgrap 3

sl 3.8 Rotet UR WA Home 261

SlsyRoeHi GARAL culell alsal (1HEoL/Formatting) HIZ GUdou uals (Ascu il (QewotHl
AL vl B, BH 5, AMIRell ARl HAS GEAAL (Font), € WEA] (Font size),
wetAell Al wecdl (Bold/ltalic/Underline cdl?), AWIRlal %€l %€l AU AUl (Text effect),
AW Usl@d 529 (Highlight), AWIRle] ¥UlticdR 59 3 Aol atsct 5cll (Cut/Copy/Paste),
AW d06cld (Left/Center/Right/Justify cdR), cWlgldl oll§2 Ul (Border), GWIQLA
Sls o Hl 20uUg WA W AWIQL U WEA] (Find/Replace) cd\R.

3. Insert tab :

Fages Tables llystrations Links

gl 3.9 Rotot UR A Insert 20t

SlsyNoeHi GRRAL AR UsLAS Al W U5l GRRl M2l (Aetolell GUAL sclHl w1
8. ul (QAelol gl YUY (Cover page), WAL Uls] (Blank page), 26lct (Table), RA ua AU
e (Image/ClipArt), [A[AY WSIR (Shapes), WAW (Chart), Blolall Bullel (Screenshot),
SlURAAs (Hyperlink), 2 Wl 22 (Header and Footer), GUIQL Hi2ell olls¥ (Text box), 2ACE
Yalletel (WordArt), AH1500 (Equation) 3ol (A2l (Symbol) Ball dell uesl GAIL asta B.

4. Page Layout

) B D
. | watermark Page Page
! = Color = Darders B2 Right 07

Fage Background

‘U{l{s[a 3.10 (Retel UR wAe Page Layout 2u
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S5y No2atl Uletioll olsclgl HIR L ([Aewot GUA( 8. Wetioll YdlAulRd oUscgii $81A sl
e Al ([Qewol %33l wal B, Weticll dlld olectcl (Themes), slR2l (Margins), WA 2let
(Orientation), Llei'Lc!:i $€ (Size), Uloli-5His (Page numbers), cleRHLS (Watermark), Ulelioll 201
(Page color), Uletioll o082 (Page Borders), Bodoe el %R (Indent and Spacing) AR Bl wals
ol HEAl HIe Page Layout 2ol GUlIL sRlHL A B.

5. References tab :

AUl 3.1 Rotel UR WA References 20t

Slsyoe dalk Ul Ugfl AMi WeisH@\sL (Table of Contents) GARC, SlsYRoeHi UAA ¥H1A
YU AofsH@sIA e dot scl (Update table), WEY( (Footnote/Endnote) GRRll, djayR
(Bibliography) €2ladl, ells (Caption) GARG AR el Aas sl M2 wl 2eioll GUAIL UM
uad B.

6. Mailings tab :

Al 3.12 Rotet UR A Mailings 26l

AsyRozal cloflal ysal %33l Aal ue(Bal (Envelopes), UMl HZoll AGE (Labels) el
Ancalr Aol AEl Bal uesl dalr sal M2 Al (Qewdlell GUAdL scHl WA B,
Secllsclr As Ul Alsl 38R AUA Asel dy Al Mscclsll %32 Ud 8. Udlell Ynejd
AWRA. Y€l el Al olld WA UMl A RSl eladl YAua ASA-HY (Mail
merge) 313 AOHAlHl A B, AT HSoll YAl UGl uL [QeudtHi wuctHl vl B,

7. Review tab :

vV @ E 3 % ¥ =B Etlm
pefling Thesaurus  We Translate qe e t t Track

Grammar Court

lo

Froafing

AU 3.13 Rotet UR WA Review 20t

SlsyNoeHi WA AWIRIA SRl wal caus0Loll el Ysct scl Spelling & Grammar otllHoll
@Qscu 2 (QetdtHl yucHl A B. AL BURld 518 2oeall UMl 3 QAN 2eel el Aol
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UA HO AGE GleAAcl HIR (Thesaurus), SsYRo2Hl A Ulell, $51, llElRA, 20€l dal
UAo{l et AvAL QLA HIR (Word count), AR e GUMHL ojclle $Cl (Translate), 32l
Woglo{l UMl WEAA M2 (Language), olltl GRRcll M2 (New Comment), A ¥ dy €xcllA%lal
URullclal (Compare) HI2 U YRABA S\syNoeHi UAA 3R Blal dal wllsiRal ¥ of sl
Bl ([Ascll uel 2L (QetotHl YU wsatMi weaul 8.

8. View tab :

lo

“ Home Tnset  Pagelsyout  References  Malngs  Review
I EE @ |2 =
Prink | Fulf Scree 'eh  Dutine DOraft

Al 3.14 Rotet UR WA View 20t

syl (AAYU YsR (Views) lcl M2 Al (Qewdlell YlAul suuaidi wucdl 8. Modlol A1
SlsyRoeall Eulal Aol H2 (Print Layout), Ayl lot UR SlsyHo2 lal HIZ (Full Screen Reading),
Slsyoeal AWMUy 3N Bl U2 (Web Layout), SIsgRceHl A AR 2llus ua Vet-2lds
30 gallatal MR (Outline), SIsyRoeal o1s ¥ gl lal U2 (Zoom), As Wlol UR As ¥ Ay Yrs
olcll M2 (One page/Two Pages), S\sgRoeoll Asell dy (Aesl vlcdal daul wlot UR Y€l g€l 3ld
olscell M2 (New Window/ Arrange All), ol (AoSIMi el M2 (AU Windows) el ¥Usiixdlo{l
SRULOU 6L 818 (5l UM tlatlelall (Macros) HiZetl ([Aseu L [QetotHl AuclHl wical B.

o HIUUYl (Ruler) : SIsyRo2Ml SARS [ad HIU Yol sl scllell %32 Ud Al Qell (Vertical)
U WSl (Horizontal) HUUell YlAul wucidi A 8. ydEulRd a wuudl uR
A RauellA 2 (Inch) AsHHL sl B, B w3RaAUA Yol wecll asa 8. wuugdl uR
€2 AUSUL SAUl %R UR 201-RANU (Tab-stops) MUAUHL MAAL sl B. §l-60§ URe{l 2t
(Tab) 8l eottateell At ol uR flut o Ul asia 8. yd@uiRd Ad slsceunl udet
UL 201 UA el W2 HIGH ad Huugdl uR GaAs 53 asid 8. YydulRd 2u-Rua L
wsR od eolaaMi A B, &, 2ot $l gl s Aldlotl 2l (2uell Rl ULt UR
Y Ay i wad. oAl duglQul dectis 20U WA WSl (Horizontal) HUUgl
galcll .

||1” I 1 G s

A 3.15 2ot-R1U WAl 28| (Horizontal) Huugl
o sl (Work Area) : coll (AoSlHI $15A WAl Glle galclallMi Wl U¥E (AAML
sI1) [Qewdtd ale] st 58 B. SlsyRceHl GRRAML Wldellr i HUBA w8l
galcatdl wA B, sl As ¥ dy Ywul dducdl WA B. N A-uUG2” UslRell
Ui Ulell cdAoll o2l A AslA B.
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o WAWR (Scrollbar) : SlsyReeHl UH(AR dHd HIBA As o Wlot uR ealdl asa A
g2l s olell. Wlot scll AsYNoeoll B ay sla A AMA S\syRoeHi 3eclls HERA
g ¥ B, Ul HRA Rl w2 SsyRAceal GUR/ellA ¥ stell /gl oty WASIA g
33| olal B, L st W aSell (QAeSIHl AofsA Blell (Vertical) ol ULSL (Horizontal) WA
wRell YlAul ucHi ucll B, WAUReA A BSL UR A dlRell [Aauell uRladl vlest
WR A5 530 wlot UR SlsyAozal WASL st B. L o sl Bsuell scll MR WAUR UR
WAL WA Heolal HGUatl We2R dd 30U (MG SLof vlest (5ASs 53| HIGU Faldl) ual
531 astA 8. oflAoll wU[AHL WS\ (Horizontal) WAGUR g2llcall B.

ALg(A 3.16 WS\ (Horizontal) et 6lIR
o W2UGUR (Status bar) : cSell (AeSlHL WA oA Al wSL Uglad W2UUR A3l3
O UMl A 8. dduiet SlsyRee QAo declls Ml L @t UR ealaaumi 2 8.
ol Aell s(AHL RWaUR B Aol U2sl 2licaul B.

Ulell-5ULS a$-s1Goe I el WEL BH

= e VR

Fage: 10 of 10 | words:2.240° | < English (US) ElEE = = sl

AUl 3.7 ReH wR
HIESHAS2 S 201001l SlsYRoe i RWeAGIR oA WA HBEA e2ld & :
o ccHlot Uletl sHIs WA $A Ulelioll vl
o SlsYNoeHi WA A A€ol vl
o SRl Wal c_ASWL AUl Mo MBSl
o ccMlot aUM
o SlsYNo2all EUlAl GEACL Hl2ell ol (Print layout, Full screen reading, Web layout, Outline,
Draft)
o SlsYHoo] BH A (BH SoglA)

B AHH HUB A Reuotr |l Gudod [@Qscll uR (5As s3 olecll Ul asta . ugsAse a 20106
YREs wlotell R Al dle S\syRo cotlaal Mol Aol 32cls e olloldloll wedd
531,
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3.3 quﬂcacﬂ RUell (Document Creation)

3.3.1 HIsAse ddHl oAl $185A VAl A Act 52l  (Open and Save a Microsoft Word File)

adl stSd vl (To open a new file) : AUUR HIUG & AL ¥ AR HSHWE dAS 2010 23
sCAUML AUA B @R, As 513l S1FA GUAIUSAL UHEL 7 sRAUH WA B, AML GUAdLSdl U 518
o (AAM [Ascdlall Gualal sl (Aot (el GRRalle] 23 531 ¥ B, aASul otcll s1FA GRRal U2
ol RUAA ol GUol 53| asla © -

Retet UR AL File 201 UR (A 5A. M sclell sl 3.7 Hi eldct wuslQ yoruall As-os
@) R SRAHL UL,

&, sloll ey AAAL New [Ascu uR BAs 52A. el ol Aol 2us(@ 3.1841 g2llcaut Yool aicll 165
ootlaall Hizell (Qsedl YL wsadi uadl.

“ Home  Inset  Pagslayout  References  Madlings  Review  View Q
I Save >
Available Templates Blank document
&l SaveAs
& cpm fa Home
i Clase =
. ! (@)
Info y | 5
/ - {
Recent Blank 8log post Recent Sample  Mytemplates New from
document templates templates exsting
New
- Office.com Templates Search Office.com for témplates =

Print —
Save & Send Ql - @ =l /
Help Agendas Award Brochures Bucgets Business Calendars Cantracts

certificates cards
2) Options
3 Bt . —
2 "2 -

]| . el
s 24 = - ﬂ
Diagrams Envelopes Expense Faxes Flyers Forms Gift N
reports certificates J

cmmy Create

= o =r = = s ,‘

ALg(A 3.18 otcll s vldal el [Aseu

o A 3.18ul el Yyu SlsYRo olollccl HIZ AUAS YsRell enAY (Yd@UlRd
Howl) adHl Gludod B. Al dMH 21A2HL Blank document @2 Al ay GUALHL
Acl Aled U YdRulRd 2nae 8.

o %33l 2R Urie 531 wHR( wty o{lA WAL Create ot UR (5AS WL

o WAE 5 21nAR Yool SlsYRoe Wlol UR WA Hlal HAQ.

o GUAsd ulsaell [Ascl §l-o0§ uel Ctri+N $loll Gualol Ul $31 sl ®. Ctri+N Slall
GuALEl 51 S\syNe2 (Blank document) lot UR % &l .
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Sl-ollSoll Meedll otal WAl AL S\sYRoeHl A AWigl GARL Ul H2 AU A Hd
28U sclloll AUl sclloll B. GEleRWL AU 512j2Ratl @lol (A GARAML WA 1Rl w8l
WA 25l 3.19u eladct SlsyRoeui GAI B.

ASall SsyNoeHl (Qatdl GAR A urll o UM cllrtd B, aoll, WgFslAge ds cvil GRRAA cud
GRReAl cutlell SRl Aol causWUel @Al Ul Wud & B, gl 3.1911 galcal Yoo Aseloll
alQa cld 2tell Aldl ad wal causeell alda cllatl 201l Aldl ad ellacni 2d 8. HGUq
WeoeR ald uRiadl cwgl uR Al Ae GAs wuctedll ad gl A cuwgell Y& el YA
wUHD 2 B, Bl urie 53 Yo cdvgel JYuidl aslal 8 dal YAddAMl WaAdl @Ascua
wcRll uel asta .

@ Becumud Ve W T . - | i Sl

s g = A M
Aw da- @ E-IERE- #8 H Y napcod ABbcDd AaBbL( AaB AaB A | o eyl
R4k x X v.A-Esss Thoms U0 Sparng  Fesdn — '

520l et

// Aselell o
Parts of Computer : There are mainly four prt§of s computer system.

1. InputDevices

2. Output Devices
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.

o ;{lg[?l 3.19 otall SlsyReMi scll Sal-a;é{

slfctoll Aole 5l (To save a file) : WUA QA SlA ¥, AR s1ejeul MEAl GRRauul d &
RUR doll AUs WwsH AsAYU AU (RAM) ol ALl goudl AHIAHL sl A B, Yo 3
§12J2R oltl scll UdEAL Ul HUElA (s gl Bail st Aorerelet uR cvll Acll %33l B, 2 W2
A’ $HLeSell GUADL $cUHL WA 8.

Sl Aol sall 2 olA WRUAA Yol HfUIA ;

o File 201 UR (5A5 53| Save ([Ascu urle 5. M sclledll o Aol vugld 3.20ul €20Ad Save As
SLACOL oS % SRAMHL . Al YBaetl [@Qscd gl-00§ uRel Cirl+s 2lése-sloll Guallol
ueL 531 asta .

o Save As SIAAL llsUHl oA sRuAd YR Gullol 531 slScal dole 53 AslA B -

o SAAL ollsUell stofl oy Al QewdtHiell slcall Aole scl HZ WUlel [ABRld 5. ds-
sl YdQuUlRd A Document sltioll SlesML A sRAUHL WA B,
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e File name QU SIGot Aojuiell slFcte] ol URie 531 Asla B wUAl s3RAUA Yol olq oy
GN3 st B,

o YdUlRd A sl 240Le Word document 23U LMl WA B. Save as type U SIGel
Nojoll Heeel sl oA S UM (BH ¥ WSS dAS WalHell ool vgRA AUt
AUl 2d Aol wzuHl) Aate 3l st B.

e Tools Aofell [Ascdoll GUAL 531 SsYNoeHi WAL AAA U$RA sl Wl Al \sYA2 M
Yrel GRRal Bai sl 53l asia B.

o ctlH ARAA HBA GRaAl uYl save west UR (As 53 SlsyRozoll ST 3N Udle 53|
ASlA B. Ul Cancel vleatall GUAOL sl $lctal Aol sl (Aol Save As SIAADL Glls ol
goHL wa .

(W] Save A
| W| Save As . . ® -
" T -
UK_) | . » Libraries » Documents b
e
Organize = MNew folder
_ Documents library PR —
Fayortes Includes: 2 locations i i
B Desktop
I4 Dovinloads Name Date modified Type
M Soogle Drive Mo items match your search,
=+ RecentPlaces
| - Libraries
¥
- " Documents
4. Music B
TP u] A Ll t
File name: Parts of Computer v
Save as type: |Word Document A
Authors: Saket Dave Taos Add s tag
[C] Save Thumbnail
|
! = Hide Folders Tools = Save | | Cancel W
[t —

AUg(A 3.20 Save As SIACAWL ollsy

Ac 53cll g1t vlecll (To open existing document) : MRS dAS S\sYRoeall SISA 3N AAUS

52 8 A WU A, A ublell S AHAUL Al ST Wlot UR Wl lal uR oA euada

Waldial AR :

o Rolel UR WAL File 21 UR (5As 53| Open [Ascu ude sA. vuH scuell vugd 3.2140 g2l
Yosol Open SIAAL ollsd % scllHl A, wl Ylsalell Qs §l-6l§ uell cirl+0 2lése-
$loll GURloL uRL 531 st B.
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o UL SlAAL GllsAHL A sRaAUHL WAl $ISALll alel elaaudl WA . SERBA $18d Ue 3l
Open ¢2ot UR (5As lucltdl A stSAHL A HB A 28lot uR eallacuHl Ll

e Open SLAALL cllsAHl stoll ey Al [Qetotiell uot slesHl Al stFet Yl uslfl Aa
Wl asta 8.

o Open olestofl oliayl Al el Qauell U GASs 53| sIFc UA J2ctis [Ased WA Wl
AslA B, Fall 3, oL cil Asla (Read only) A 3ld st WA, ajsiet WA SIS gR3ct
531 Wl (Open and Repair) cdR.

— — — = 3 = . 2
@ Open n - [ﬁ
<~ <% 4 SsaEB s » . -
UO - | ‘. » Libraries ¥ Documents » v| 4y || Search Documents pl
Organize » New falder =~ O @
W MicrosoftWord | —  Documents library

. Arrange by: Folder =
Includes: 2 locations

i Favorites Name Date modified Type

B Desktop |

4 Downloads i ] Chapter-3MicrosoftWord2010 4/11/2014 1114 A...  Microsoft Word D...
2] Std-11 Chp-13 Current Trends and Techn..  3/11/2014 505PM  Microsoft Word 97..

i Google Drive

% Recent Places 1'_] 5td-11 Chp-13 Current Trends and Techn..  3/23/2014 450 PM Microsoft Word D...
| Libraries
‘.. Documents
4. Music
=L Pictures
B videos
~ 4 I " b
File name: - lAII Word Documents v|
Tools = [ Open |vl l Cancel l

Alg(A 3.21 Open SLAAWL clls

llés2-$l (Short Cut key) : MBS A Wals YAURM URA GUAsU 8. L YQAURA Aneal M2
Raeteti wAc [@Asedl wacl A AojHi WAL w2 2ol GUAL sRcUHT WA B, o YolH wHisll
el @scdl Wi aése-sloll Yaur ugl Yyl wd 8. iése-sloll Gualol sauell @ A ylAul ue
sl usdl oleat ¥ (Ascuoll unl adl uMa oAl aAsla B, clRalr GUAME AclHl Alaldl
AHH @Ased W ad aliése-sloll YlAu Yyl wd 8. wslllse ad 2010Ml Gucteu alése-slell
ALE], Aotl glRL AUUAHT YsaUHl wadl [@Aseu wal Aol AR el WBA (Aol 2t 3.1 Ui
vl 2l B,
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alése-S$l S$HLeS GuallaL

Ctrl+F1 Show/Hide Ribbon  (Ruiotal wg2U ¥ auHlel tlotlclal M2

Shift+F10 Show shortcut menu  U(52 Ues HIZoj aése Nof €alclal M2

F12 Save As Sl WoA ollH WA 5 VoA Wlol UR AU sl M2

F7 Spelling and 1SR A cautsWUoll ¢l Ul W YulRell HI2

Grammar

Shift+F7 Thesaurus ool UMl A (AR 2AGEL Mual daul Yo 2A6E
U el MR

Ctrl+A Select All sy N il WA dxid HBA e sal W

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

Ctri+C Copy ude 53t MRl GAusls (AHI)UL olsct sal M2

Ctrl+D Font weRlell (QQu ([Asell uRncd Font SIAALL ollsd WA
Hl2

Ctrl+E Align Center $5Ual Uletio{l 2 ollsclal HI

Ctrl+F Find SlsyRoeHi (AR cwiel Nucl 12

Cirl+G Goto SsyNoeHi (AR elet (Uloll) UR lul o uglual M2

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

Ctrl+l ltalic URAE S AWIRR ALY scll HI2

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

Ctrl+K Insert Hyperlink slURAAs GARal M2

Ctrl+L Align Left $521a Ulslioll stoll citey olsctall HI2

Ctrl+M Increase Indent $5Aoll Bodo cULRCU HI2

Ctrl+N New File olcll sl vlldal MR

Ctrl+O Open File Ad 5l sl vlletal HR

Ctri+P Print File S8 Qo2 sall M2

Ctrl+Q Remove Indent $520ll Bodo2 £ S M2

Ctrl+R Align Right $53Aal Ulailoll auell citey dsclal HI2

Ctrl+S Save File $l8coll AoUe sall HI

Ctrl+T Hanging Indent 520l 3RO Bodoe cltlRall M2

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

Ctri+V Paste EAUGLS (AHIHL éA HUBAl 53201l &t UR GRRAL M2

Ctrl+W Close Window (AeS) ol sall HI2

Ctrl+X Cut Wie 53 HIRBAA SlsyRoeuiell g2 531 GAUAS (AuMI)ul
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lese-5l sULS Gu2llaL
GARal HLe

Ctrl+Y Redo BCA VUMl MUAA SHIoSAl $3| WHA sl HI2

Ctrl+Z Undo BCA VUMl MAA SHIoSol MU €& sl M2

Ctrl+— One word right sARal As 2o B wHR ooy AL sl M2

Ctrl+— One word left sAA As e Bad] stoll olly A wsal MR

PgUp Page Up Slsyod As Wlot e GUR WASAL HI2

PgDn Page Down SlsyNoe WS Wlot B2 olA WASAl U2

Home Beginning of line acdHtot AlEloll 23udMl 53R @ gl HER

End End of line dcdiiot AElell vidul 502 @8 wal 1R

Ctrl+Home Top of document 5AR SlsyNoeoll A3UAHL &8 el 1R

Ctrl+End End of document sAR SlsYyNogoll WML A wall M2

Ctrl+Shift+D  Double Underline e 53 Aurllell oA suct A2l sal 12

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

Ctrl+Shift+A Al Caps URAE $¥CAL ABMIRloll dAMIH R 3Red sal HIR

Ctrl+Shift+K  Small Caps UUE AL AMIQell HeRl A 5w a3 golladal HR
(GELEWL : HELLO WORLD)

Ctrl+Shift Superscript ude st cdulelal lElell g GuR cwal M2 (BelsRWL -
X?)

Ctrl+= Subscript ude st duael dldlell g oA cdwal e (GelsW -
H,0)

Ctrl+ Erase formatting URLE S AUl A0 S1H(EoL € scll MR

Spacebar

Ctri+Shift+> Increase font size URE 5 AWIQLell W] SE el HIZ

Ctri+Shift¥<  Decrease font size ~ URE SRA AWIQLoll &R} SE ULSAl HIZ

Ctrl+1 Single line spacing  UdE 5 52l Al cA As Al weq WAL Avial
HLe

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

spacing e

Ctrl+2 Double line spacing U s $53Acll AlEll a2 A Al Baqf Wlat Awal
HR

Ctri+Enter Page Break sAR QA A A old Ulef A3 sal MR

Ctrl+Shift+8  Show/Hide SHEoL HiZell U e2lclal 3 Wad tlollalal HI2
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alése-S$l S$HLeS GuallaL

Ctri+Alt+ Print Preview [Qoe Adl Udcl SlsyRozall Bullel lal M2

Ctrl+Shift\G ~ Word Count SlsyRoeHl GARAL e, 2A6€l, ldll wal gs:All Avall
oLl Hie

Alt+Shift+D Today’s Date ol Alw ARl 12

Alt+Shift+T Current Time WcRARAl AH2A GHRAL M2

Alt+Ctrl+V Paste Special QA [Ascll WA VR’ sHLes UlB2L oleticlall HI2

Alt+Ctrl+F Footnote ‘s2olle’ GRRal HI2

Alt+Ctrl+D Endnote ‘Wosalle’ GRRAL M2

Alt+Ctrl+M Comment UAE S AWIRL HIS ol GRRal MR

20 3.1 Wgsldlge af 20104l Guciott 2lése-sl
SAsyNozall Ul £22Uol GUALIHL @8 st Adl sl el Yaed [@Asedl ual Aoll 2Wése-$l
@Al uAl sl alle A AU WSFsAEe aAS &Rl Y3 wsaunl aadl 3eclls QR yQu
QA sastl A,

A3l woulQ ustAl

1. wordHl ML dUH/2A3R AVl HRA e2ladl $ITA Gollcdl WA A AHIRL UM /ABR0lL
Al A 5

3.3.2 HISsIA e asui SHEloL (Formatting in Microsoft Word File)

d§ 3U (Word Wrap) : HIEsMEe A AWyl A& R ARl yAu Y3l wd 8. cuugell a

Rt WAL WL A dNsacloll A 1R el el [Asel ad3u sHLes gl Aacll asta B. as3u

YAuw As Gelgnloll Heeell AU,

o As olcll sIFA Wl Aui Aell 2@l $5A B2 AWIRL 2SU 5. Wl Retotdl WAL Insert 201
UR (5As 53 Al A Picture (Ascu urie 5. wH salell vusld 3.2240 elaaunl 2ad
Insert Picture SIRAGAOL Glls 9 ScllML ALl
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o

(W] Insert Picture ‘ - - ___ _ s . w

uo—|_~. b Libraries » Pictures » - |4y || Search Pictures <)
Organize ~ New folder = - _IJ a'

W Microsoftword  —  Pictures library

_ Arrange by: Folder -
Includes: 2 locations

| Favorites
B Deskiop | |

13 Downloads

i Google Drive

«» Recent Places

Sample Pictures

. Libraries
‘. Documents
& Music
=, Pictures
8 videos
File name: ~ [ A pctures v
Tools - l Insert |VJ I Cancel ‘

ALg(A 3.22 Insert Picture SIACIL 6llsy g2l @A GRRY

o RAnell %33 518t ue 83l Insert oleol UR (As sclll S\sYNoeHl R GRRaUH .
SsYNoui Aot GRAL Ul Wlotoll Builal 25l 3.22u0 g2l B,

o gl RAtell rw 3cl A dlsag A H2ell A ad3u Ay WamcHi wd 8. R
UR ad¥uell In Line with Text UslRe{l olscldl Yd@uiRd 3 st sl 8.

o [t ude sl Rutet UR Mlal HAAL Picture 261 UR (5As AUl Wrap Text wleel A&
AslAL B Boll gl cAIUsll WA ([Ascloll GUADL 3L sl B, Aol @scu 23U R Gur
A2 (As $30a Yl Sloesre NofHl WAL Wrap Text olliotl A Aojall GUAL UQL 531 sl
8.

o Wrap Text sl Roe{l ARUWAU AW dlsdal MR YRI wsal ddl [@Ascdell sux,
GUAoL A GELSW oA wUA 2 3.2H1 eallcanl B.
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Ao- o T o hantas karamehana Gandhi 2 October 1868 < Micrasont Word X

Home Insert Pags Layaut Feferences Maifings Review  View o @

|§J

% Replace
- TMormal  TMo Spacng  Heading 1 Heading 2 Titie i ;;T::Jf 4 select *

Farsgraph 5 Styles s | Eddting

= A . = T s R W BT e 2 Find
p A6 Times NewRom +12 + A & | Aav % == -F- # @8 T | jenend assbeend AaBbCe AaBbce AaB : M T

vaste B Z U -t A-w-A-[El=== 1=
x # Format Painter g~ % — e

Ciphoard T

5 3

» [

Mohandas Karamehand Gandhi 2 October 1869 - 30 January 1948) was the preeminent
leader of Indian nationalismin British-ruled l.m:ha. Emploving nonviolent civil disobedience,
Gandhi led India to independence and inspi for civil rights and freedom across the
werld, The honorific Mahatma applied !o him firstin 1914 in South Africa. is now used

worldwide He iz alzo called Bapn in India. w

Bom and raised in a Hindu, merchant caste, family in coastal Gujarar, westem India, and trained
in law at the Inner Temple, London, Gandhi first employed iolent eivil disobedience as an
expatriate lawyer in South Africa, in the resident Indian community's struggle for civil rights.
After his retumm to India in 1915, he zet about o _gpeasams farmexs. a.ud uthan labourers
1o protest against excessive land-tax and di inati d pof the Indian
National Congress in 1921, Gandhi led natienwide campaigns for easing pa&eﬂy_ expanding
women's fights, building religious and ethnic amity, ending untouchability, but above all for
achieving Swaral or self-rule.

(Taken from http:/enwikipedia.org wikiMahatma Gandhi)

Page:t af 1 | Wards: 167 | o English (UiS] ||El IR S = 90% Z': L

AUlg(A 3.23 SlsyRoel AWl A @A GARg

I+14 o v 4

In Line Rl ctutel 23 alsctell ol sl 3.22
with R

Text

Square C'lU{lQl;l Rl uR oY Mohandas Karamehand Gandhi 2 Octaber 1869 — 30 Jamuary 1948) was the preeminent

leader of Indian nationalism in British-ruled India. Employing nonviclent civil disobedience,

wortld. The honorific Mahatma
South Africa, is now used
in India.

applied to him firstin 1914 in

Bomn and raised in 2 Hindu,
Gujarat, western India, and
London, Gandhi first emploved
expatriate lawver in South
community's struggle i‘or ci\.‘il

Africa, in the resident Indian

Iand ta‘u.and disctiminati Assummg dership of the Indian National Congressin 1921,
Gandhi led nationwide campaigns for casing poverty, expanding women's rights, building

(Taken from http:/enwikipedia.org wikiMahatma Gandhi)

Tight C’tU{lQla [a?lc'ﬂ ul% O‘ll% HM Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent

leader of Indian nationalismin British-ruled India. Employing nonvielent civil disobedience,

world. The honorific Mahatma
Africa, is now used worldwide. He is

. applied to him first in 1214 in Scuth
\ also called Bapn in India.
LN

Bom and raised in a Hindu. ~ merchant caste, family in coastal

Gandhi first employed nonviolent civil disobedicnce as an expatriate
lawyer in South Africa, in the

for eivil rights. After his retum to
peasants, farmers, and urban labourers
discrimination. Assuming leadership of the Indian National Congressin 1921, Gandhi led
nationwide rampaigns for easing poverty, expanding women's rights. building religious and
cthnic amity, ending uptouchability. but aboveall for achieving Swargr or self-rule.

(Taken from http:f/enwikipediz.org/wikiMahatma Gandhi}

oﬂé clal ]_ué Gandhiled Indiato p and insp o for civil rights and freedom across the
worldwide, He 15 also called Bapy
merchant caste, family in coastal

trained in law at the Inaer Temple,

nenviolent civil disobedicnce as an

rights. After his return to India in

religious and cthnic amity, ending untouchability. but above all for achieving Swargs or self-rule.

é'la 3D.6 aell ]_ué Gandhi led India to independenee and inspired movements for civil rights and freedom across the

Gujarat. western India, and trained ' ::,5}_ e inlaw at the Inner Temple. London,

resident Indian community’s struggle
Indiain 1915, he set about organising
to protest against excedsive land-tax and
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[@scu

GuallaL

Through (Rte{l ueyeHl wAc

AWIRL A AL cslefe AN
glsal |

Top
and

Bottom

ARl Rotell GUR wa olA
ollsclal M2

GeLsRQL

Mohandas Karamchapd Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalismin British-ruled India. Emploving nomvielent civil disobedicnce,
Gandhi led India to independence and inspired movements for civil rights and freedom across the
world, The honorific Mahatma g applicd to him first in 1914 in South
Adrica, i3 now used worldwide, He is ™, also called Bapu in India.

Born and raised in a Hindu, ~ e merchantcaste, family in coastal
Gujarat, western India, and trained __‘, h:&{é in law at the Inner Temple, London,
& civil disobedience as an expatriate
resident Indian community’s struggle
for eivil rights. After hisretumn to Indiain 1915, he set about organising
peasants, farmers. and urban labourers to protest against excessive land-tax and
diserimination. Assuming leadership of the Indian National Congress in 1921, Gandhi lad
nationwide campaigns for easing poverty. expanding women's rights, building religious and
cthnic amity, ending untouchability, but above all for achieving Swaray or self-rule,
(Taken from http:/enwikipedia.org/wikiMahatma_Gandhi)|

!aw_\fer in South Africa, in the

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalismin British-ruled India. Emploving nonviolent civil disobedience.
Gandhi led India to independence and inspired movements for civil rights and freedom across the

wotld. The honorifie Maharma applied to him firsrin 1914 in South i3 new used

worldwids., He is also called Bapu in India,

Bormn and mised in a Hindw, merchant caste, family in coastal Gujarat, western India, and trained
in law at the Inner Temple, London, Gandhi fisst emploved nonviolent civil disobedicnce 2s an
cxpatriate lawyer in South Africa. in the resident Indian community's struggle for civil rights.
Afterhis 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 ethnie amity, ending untouchability. butaboveall for
achieving Swaraf or self-rule.

(Taken from http:enwikipedia. org/wikiMahatma Gandhi]

Behind

Text

RARA Aol wen s0setcl
e

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was th:prccmmcm
leader of Indian nationalismin British-ruled India. Employing lent eivil disol

Gandhi led India to independence and inspired movements for civil rights and freedom across s the
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ARl Wal caulsWL (Spelling and Grammar)

SlsyRoeHl GRRAUML WAA ARl ARl wal

Mol Al Ysct fla A Rl Fevo{la B, SlsyRoeHi WA syl ual causWell ¢l
Al YuRalell YAu WA dS 2010M1 wUAMl WA B. SlsyRoe tlollalclls] A3 sRUM
UQA AR % L YAuUl UBU oA B daUl BURL &lRL 21U scUHL addl €35 st ARl ot
HIZ dal €35 cllslal calls0Uoll oA HIZ AUSIMAHl wA B, wl 1R af Aul add ydreuld
€52 (Dictionary)sll UL 52 B, WsQoll Al HZ Al Lol WoSRASt Ul sl g
2 dlett R0tell WoseteSat gallacuul ua .

ad gl uatHl Al ot YUl ugl asia 8. WA ¢ 1R af Yot ugl (A 8. uL 1R ¥
A AcE UR AT2BAS UMl WA B, M salell wslQ 3.44M0 elcaAl Ysolo] s2see Aoy
EuLal,

organizing

Ignore
Mohandas Kara Ignore Al ober 1869 — 30 January 1948) was the preeminent
leader of Addto Dictionary  pationalismin British-ruled India. Employing
nonviolent civil putoCorrect R disobedience, Gandhi led India to
independence an - (e movements for civil rights and
freedom across tl Language ' &, The honorific Mahatma applied to
him firstin 1914 | %% speliing... - Affica, is now used worldwide. He
is also called Bag 5*\

Look Up | 4 “lf
Born and raised i ) merchant caste, family in
coastal Gujarat, v % India, and trained in law
at theInner Tem] . -— Gandhi first employed
nonviolentcivil ¢ & P.“te Options: as an expatriate
lawyer in South « =) resident Indian
community's stry er his return to India in 1915, heset
about organ}sing Additional Actions » \rhan labourers to protest against excessive land-tax and

discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide camg Times Ni - 12 - A", = = 1ding women's rights, building religious and
ethnic amity, enc - Ul for achieving Swargj or self-rule.
(Takenfrom http B £ U O tma_Gandhi)

(A 3.44 Asell YaiR

UEAHL A Asta B ¥ organizing Asesll (A clld 01ell Al B, B Bselloll getall [AE2 52 B.
Aol WR AT26As saell WAl Aoful af Aotl Aces2aMl WA A AsE organizing of YUsl
52 8. Nof gl o{lA weuAdl st 53 asla B :
AU AoE UR (A5 sclledl doll SR sl WA B WA SsYAceHl WA AGEA L AGE

A oledclHl w1 8.
Ignore ([Ascu e salell dd g ucudl AUAdl el waoll asta 8.
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o Ignore Al [@Ascu ude sauedl SlsyRoedl wWAc wl ASQ wRlddl dHd Aselell gea
ARl Aol oAl ctet A2l g2 sauul A B.

e Add to Dictionary (AscGUsll GUDL 53| 2le€al AcesAML BRI aAslA B. UR Ul a§ A 2ucesll
A5l Al Hia B.

SlsyNoe dAR UL dlaAl GlE AHL WAL AMIH AMRlell skl U cautsNL dwlladl Jual M2

Review S0{Hl MAA Spelling & Grammar [Ascu U 5As 3 asta 8. al ylsauell @scu 30 §l-00§

Wl F7 8l ugl eottcll asta 8. ull sHos SlsyRoHl AUAA AR 3 causWLell ot As Ul As

A B A A YurRal W2 w1yl 3.4541 g2l Yol Spelling & Grammar SIAALL 6llsd Tl

Spelling and Grammar: English {(U.5.) _— lM

Mot in Dictionary:

After his returnto India in 1915, he set A Ignore Once
about organising| peasants, farmers, and =
urban labourers to protest against excessive
land-tax and discrimination. = :
Suggestions:
iy + Change
Change All

- AutoCorrect |

Dictionary language: | English (U.5.) E

Options... I [ Undo ] Close

ALg(A 3.45 Spelling & Grammar SIACDL GllsU

L SLAAL s AUAAL (A AofAR A YUl ¥ Aol ASIA B dal AESAML slall 2AGE
GA3l ual st B.

SlsyNo2all Eullcl (Document Views) : HE5AS2 dS 2010 SIsYNoeal YL YEL VLU %lcllall

ylu Y wd B, Al S\syRee @ (Document Views) 313 wWacidl WA 8. d§ &Rl YU

UsallHl el e A doll ctetl@scdl oA galad B -

e Print Layout: SlsNo2oll ([Yoe QM WA RUR01 EWLAL AL @) GlRL 9 SAUML WA B, UL M
AsYNo2all clRcAlAs AHAUL (real-time) Bl galcalil WA B, wl Ui SlsyNoeall sl
UG Qs AR Fall uesl A i HBAL 8lot uR ealaai wua .
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Full Screen Reading: Sls3Ro2oll ([Aotcl Mot cliualoll Slal RUR Al @ Hecloll tlofl 23 8.
Ui alfedolR, Raldt, slRal, 3dR ddR Rall lot URell dHIM deslal uged clotlcll vl
lol UR HIA SlsyHoe e2lalaltil wUd B. Esc Sloll Guallal 831 il ) oitd 83 sl O.

Web Layout: S\sgRo2oll AxUES 3y ole srcllell YlAul adul Guetou 8. ul M2 sSAsl
HTML a3 0916 scllMl WA B. URd, l sl sdl Udcll, SlsyRoe wolladl dwad % ol A
Hlaell %32 Aell wa ¥ SlsyRee AWV 3N Axt GBRML 3 EWLA, dl A MR Al Yal
AUlsA olotlalatil wa B.

Outline: SIsYRNo2Hl GRRAUHL MAE HIA ARl ealaal HIZ L el GUAL sRAUHL A 8.
UL Yl SlsyRoeHi Al s (Headings) wal Velellds  (Subheadings) A€l w3
gallctcli WA & dal QA eallctcudi vddl otell. SlsyReeHi GARAL HERA $H GlEA
HIZ AL A B, L sl W ¥ A Yalell w1 e gAdesll Rauell uR As s3 Aal oL
soUHL wa .

Draft: Sl53No2al AHl AAA R, slen, 35, WS Qs ddR Fall desl g2 531 ealaal 1R wl
el GUAL sRAUHL A B.

UL AHIH el GUAL A A s .

1.
2.

Retet UR AAEL View 2uiall GUAL 53, (oA wuslA 3.14)
Aol (QoS\Hi ollAell s AHR il WAL BBSlotall GUAL 53, (3l sl 3.17)

AM (Zoom) : S\sYRoeHl HAA H(EARN o5 ¥ gl Hlal HE RBH sHIeSN GUADL sRAUHL A
8. Ul A Ale AwG w33 B ¥ Al sHIoSell WAUR HAL Slol UR aa B, AeA ¥ SlsyAeeal Mo
sl cutd Mol AR Ul ol M sHIeSN GUADL $cl HI2 View 26Hl WAA Zoom HGL2at
WR A scUHl A B, i saltedl vus(Q 3.4611 e2llcall Yol Zoom SIAAL 6lls Bl

-
Zoom

Zoom to
17 200% (") Page width
| 100% ") Test width
171 75% ("1 Whole page

Percent: |110%

Praviaw

AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz

5 — AaBbCcDdEeXxYyZz ‘

I oK | Cancel |
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%M SLAAWL clsAHL SlsYHoell cdMiot Eullal UojAR RH Acet elacunl wa B, Fal auugll

3RauUA Yy olecll Asla B, BH Adcls] HIU 251 (Percentage)Ml AUAML A B, uglanl

galcal Yoy 200%, 100% 5 75% M UAE 53| st B. wl Rclaoll MU M2 Percentage Wit

2slo] MU cull asta B wadl aul/datsl asia 8.

o Page width [Ascu ude sallell SsyRozs] BH Add Wetisll USSR tallotil AWl otssl
sl wUA B,

o Text width [Ascu urie saUell S\syRos] BH AdA AHl WA ARl USSR tauloti
Au{lal ots$l scuMl wa B.

e Whole page [AscU SlsyRozoll AL Ul AYel HIRA A& Slat uR g2l B,

o As Wlot UR Asl dy Uell AMAal HI2 Many pages eat UR (5As $31 yAAl AgjHl Wellsll
AvAl UE saMl AUA B. BeleWL d3lF, 2al Uetioll urieoll scuell Ewidl SlsyRoeall Eullal
ulslA 3.47H0 A AslA B,

(A 3.47 AQ Wt £20A A UsRe BH Adct

SLAAAAE s (Compatibility Mode) : HE5Ag2 Aol ool WgRHL tlottctetHl WA $15AH
A2 dS 2010H0 WAl st 8. WSsAR Wdloll As2AR0{ €35 olcll gAML YUIRL 52 B
dal otcl YAuRdal GAA el 52 8. 6d, ddell %oll wgRul At Al SIS 2R aASoll Welctat
AUGRH Wl wA B AR ddell sletell aig@ul Guateu Jeclls QAN YA 2l gleSeml
A AR cop wdl astcl otell. 2 stotdoll A sal U WSS dS 2010 L UsiRe{l
$lECloll 2LEF2AGURHL [Compatibility Mode] AWML £20Q B, %ol gll GU2Lsl Rl 23 B ¥ sletMl
WAl HAl sl 2AoLe adell ool g iRl sRaul vl B.

AsuU (Ascu (Backup options) : HUEAlo (3(Fed 230 2ole sclHl A AR Aol dcHdl As
Hoccloll s1(3 vloll a2t 8. Ad sl 15 818 sRQAUR B %31 Wlcll ot sl Al U] ofslot
Asg wd 8. adl, decllsar fadld sl gaedl ¥ gRetyds ald uslusandd wud AX ugl
o, 12U AUl HEA wedl ot Al aAscudl uas YFAA AHA 5N U B,
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WSS ASe aS 20104 AUAA Asuu YQuloll Heeel 2 RAA Rl asta 8. WlElll uRuRvloLd
HLtAM GURLA ot UAHA e s sRclloll Balal ‘AsuU 3 Bavatl A B, WSHA%
adui wadl Asuusll YAu Gualatsdisll QL oslR AQl slelldcll SlsYRoeall Wod (AR oUR
AoLe 52 8. UsBUA YA AsYNo2al gjsllol USIA dl L e el SlsYNoeoll asiset Yo Hdcl
el A B, AsuU U2e] eUlel oflA %RUAA WAL iRl decl asta .

e File 2uHl WAA Option [AscU UR (As 5.

e Word options StAAL dlsuMl stelletigell AatcAHl AUAE Advanced [Aseu uR As A, wuR(l

ooy AUACL [AsclHi oA W 531 Save [Qetdl 8lot U g2lldl. gl vusld 3.48.

f T = =T
Word Options = M s S S T o T (e
General Save e
Display _| prampt before saving Narmal template (1

| Abways create backup copy

Frocfing e
|| copy ramotely stored files anta your computer, and update the remats file when saving
Cav
save Zl Allow background saves
Language
— Preserve fidelity when sharing this document: | ] Chapter-3MicrosoftWord2010 E
Advanced | ?

___l Save form data as delimited text fil
Customize Ribben ] G
ESEEFREE Rl ¥ Embed linguistic data

Quick Access Tooloar
General

Add-Ins X
| Provide feedback with sound

Trust Center ? Provide feedback with arimation

| Confirm file format conversion on open
_7_5 Update automatic links at open

| allow opening a document in Draft view

Enable background repagination
| show add-in user interface errars
:J_l Show customer submitted Office.com cantent

Matling address:

11

File Locations.,. | [ Web Options.., |

Ok J | Cancel

ul{s[a 3.48 Advanced Save Options

o UL SLRAALL GlsUHL WUAA Always create a backup copy A5 ollsd UAE 5. M scuell U2
AR Sl AUs scUML A R Aol ASUU olsE WU dadlR scllHl A .

o %l A2db glL Sl vl Ml wll sl Al Copy the remotely stored file onto your computer, and
update the remote file when saving A5 ollsd UE scllell £2 RAA SIS AsuU UQL dalR
SAUHL WA O,

S\sioe BorUs2R (Document Inspector) : HESAS A8 2010 &Rl Y3 wsaunHl uadl SisyRee
8orls2? Y[Aul glRl SIsYNoei GARAl g cAle@sAlRll wWal viotd HEdloll dwt 53 asta
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8. As o SlsyNoeall GuaAdl Asel dy AMSL gl UG ASA Sl SRAL AHA I ulell
SlsyNoeal BAsBASAl Mo Wlol UR HSAAL USAl dl duwd s3] Al %33 olal B. A2
BorUs22 Gl S\sYRoeoll duwM sal HIZ o(lA wQuact WLl Adl %331 8. Al sHSN Gullal
5cll Udcll SsyRozell AsuU oisct dauR 531 Adl Aclsed] 8.

R s5yNoeell AW sclell Sl A WAL
File 264 UE 3| Info AojMi WA Check for Issues 2ot UR (5AS 53

UM sl WAL Aofui Inspect Document ([Ascu UR (As wUl igld 3.49U1 galaaml

WAA SLACL ollsA 2wl

Document Inspector | X

To check the document for the selected content, click Inspect.

[¥] comments, Revisions, Versions, and Annotations

Inspects the document for comments, versions, revision marks, and ink annotations.

[¥] Document Properties and Personal Information

Inspects for hidden metadata or personal information saved with the document.

[¥] custom XML Data
Inspects for custom XML data stored with this document.

[¥] Headers, Footers, and Watermarks

Inspects the document for information in headers, footers, and watermarks.
[¥] Invisible Content
does not include objects that are covered by other objects.

[¥] Hidden Text

Inspects the document for text that has been formatted as hidden.

Inspects the document for objects that are not visible because they have been formatted as invisible. This

[ Inspect J| Close

e -

Nl%fa 3.49 Document Inspector staclaL ollsu

(AU e2lcal YHIBl SisgNoe 8rUs2R AWEL YEL 8 YUsRell AU sclloll YAul uyAA B.

AU 23 scll HI2 Inspect ¢eol UR (5As 53,
a§ SlsyRozoll du 531 uReuM e2ladl. @ vusld 3.50u0 eallcal Yosolo] A& aub.
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Document Inspector

Reviews the inspection results.

& Comments, Revisions, Versions, and Annotations
Mo items were found.

& Document Properties and Personal Information
Mo document properties or personal information was found.

& Custom XML Data
No custom XML data was found.

& Headers, Footers, and Watermarks
i Mo headers, footers, or watermarks were found.

& Invisible Content
No invisible objects found.

¥ Hidden Text
Hidden text was found.

Remove All |

/1y Note: Some changes cannot be undane.

l Reinspect J [ Close

(A 3.50 Document Inspector gl glctami 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 SSAML dAMIR ollH watermark 313 GRR.
2. scHl 818 Aol gt Sl Al Asl YRl
3. dHRl si8dell Asuu sIUl daur e Adl A Az s32A.
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3.3.5 WIslAse aSHl S\syNe2ej QRO (Printing of Document in Microsoft Word)

S\syNo2s] QR (Printing of Document) : AR SsYAo2al Acl sAUHL WA B R Aol AUS
8838 ¥ Aol Ball FAsAS AoeReU UR scUHl WA B, Hl2leldloll AsYNoeal R Ul Qo2
531 sl UR wucloll %32 Glell aat ®. sl UR ol SsyReea slSslUl 3y wWonwalHl
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 2les2-Sloll Guallol ugl 531 astd. wg(Q 3.5140 €2cal Yool Print SIAALL 6llsy WAL

“ Home  Inset  Pagelayout  Reforences  Mailings  Review  View > @

ol Save

: Print i -~
B saveAs L';] 2 2
. Copies: |1 -
I Open
Prrt
4 Close
Printer ) £1mA=z YT (Docames Properties) 751415 2 2000w 3
Info era wEd Slaion Tradloed Graslle vt
W@ P Lacerlet Professional M121.., -
Recent S reaay
Frinter Froperties
New

Settings

g e i

Print the entira dacumeant

Save & Send pages: '

Help [[Z5] Print One Sided sl Documest Froperse:
I izl s Sl T rened el wade bl wfl s

Only print on one side of the pi..

:] Options d ollated .
Bl Ext B i 123 123
] Portrat Onentation - =
Ad
| iy — x = ereFed v (Aufes of domesy
e b sl iy Bl ek 43 Shew A ropucies Bis Gtz G2n o s 3.
Custam Margins hd
----- ad
=
H 1 Page Per Sheet -
hd
Page Setup 4 |45 ofeD » 53% (=)——- o=

gl 3.51 Print SLACL 6lls

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 A Bl UAcl [Morell AEL Print weotoll oA Printer (Qewotl wuaml
AUA B. Bl w33 Qoeef ol e 531 Asta B.
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ue 53t [Qoerell clletl@sdill tecal M2 Printer Properties (Qosell Gualol s31 asia .
[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 6121 Doz g1 GUAME AciHl ldatR slolne] s€, AL (Source), QlEatsll
oRLeltil Aol Aol UAA URLE 53] ASA .
SlsyNoeoll 52Ul Ulell Moz sclloll B Aoll [(AEA sl M2 Print SIAAL Gllsell Setting
(QewotHi WA Pages 25RAllsUML Ulell ololk 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 Ancdal MR SlsgRoe YUDell GUADL sl A B. File 26l UR (A sclell
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etcll ol wHRl sty acdilol syYRoeoll [Qoldl AUl WUAA sl B, wcll As olysatizu
(Aot usld 3.53u0 g2l ®.

L

Properties *

Total Editing Tieme O Minutes
Title

felated Dates

Related Peopla
foir i
hadifies 8
Related Documerts
i 1l atior
Show &ll Propertie '

vu%[a 3.53 Document Properties
glanl eallcal Yool SlsgRoe YUEML SlsyRoesll vAell atuadct WA Y3 wsadi 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] 2AlMs 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 ©.

A3l youl@ ustAl

1. dR dolldd $l8cts] QoeuGe AL
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3.3.6 HIFSIRIS2 aSHi 2ol (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) ol 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 Sloe 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, dud YAul AsAUA Aodal U Font SIAAL Gllsoll UL scUMl WA B. Sloe

sl cllsy Wietal 1R o{lAo{l Aol Guallol 531 asta .

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.

CCC-BAOU and CCC+ 123



o Font : (Aol U2l RreHMl GUAot MM Hlodatl ottt L QLU SIGel RofHl UM
Al B, UG Hloz UAE scUML WA RUR Preview (AGUHL olyoll d31¥ 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.

e Font Style : UdE 53¢t AaRlell Al slectal HIZ2 Al RASAst cllsoll GUAL ScHL A B.
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.

o Size : U&RlY € olssl scl HR l (AscUsll GUAL scAUHL AUA B, AHIA A Al wa
UHLA AR Asollonell Wetol eallaal M2 el el € UE salMl A B.

e Font Color : U¥E S A&Rlell L Hedal HIZ o2 AR ([Ascu GUA( B. Slo2 s QU
SlBet Noj UR (5As 531 wasQu 200el uedll Aol asa B, dal w AAHL AUAA WL
GURld dy AYs Anddl MR More colors [As GUR (As Ul 831 aAsla B, wdl A Al Aw

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

For
Font | Advanced
Latin text
Font: Font style: Size:
Times New Roman |l Regular 11
|Reguiar _ [PEIE -
Talc 10
Baold X
Complax scripts
Font: Font style: Size:
i +Body CS E Regular z‘ 11 E[ -
i All text i
Font golor: Underline style: Underline color;
Automatic |v| (none) [=] Automatic - "
Effects
| ! |
|| strikethrough || 5mall caps
[ [ ouble strikethrough [] &l caps
[] superszript [] widden
i [ Subseript |
Praview
|
Samplc GELs?WL )
|
This is the body theme font for Complex Seript text. The current document
theme defines which font will be us=d.
Sat As Defauit | I Taxt Effacts... | | DK ] | Cancal

Ag(d 3.55 Font SLAAL 6lls

CCC-BAOU and CCC+ 124



Underline Style : UdE $3ct cullalell oA el el usiell llél sal e 2 [@Aseu Guoll .
HoL 2oElefl o{lA (Words only), @l sold, 32 AR ysiRell eSSt Al u QU SIGat
Aojuiell ule sauml 2 8.

Underline Color : AUIRlal AUAHL MAA WeSAALelall L UAE scl HIZell VA2 Al 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 GUu cutal HI2.

GELSRMQL : 19, 2™, 3¢, X?

Subscript : &Rl 8l st GUR cval H2.

GELSRAL : H,0, X,

Smallcaps : dHIH A& 3RecHl 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.

Font Advancad
Character Spading
sale: 100% =]
Spacng:  Hormal zl By:
Fostion:  Marmal -l By
l || Kerning for fonts: % Paints and above
(|
|| | DpenType Featuras
Ligatures: Kone -
L f‘ f
Number spacing: | Default - I
rumber farms: Default T;
Stylistic sets: Drefault = '
T use contextual Alternates
Preview
L Sample - Geleze _‘
This 1s a TrueType font. This font wall be used on both printer and screen.
Set As Defoult | | Teot Eifecte.., | [ o Cancel

AULg(A 3.56 §lo SIAAWL sAML WA Advanced 261
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e Scale : UdEe $¥Al WeRlll USlOUS cedal HIZ B [@Qscusll GUAL scUHl wA B.
YdRuRd A Betoll Bud 100% Aval wAdl sl 8. Aol ay Bud weRlel usous
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 AU ay woisl [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~| =

P
4

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 S ABULRIHL dAHIH WeRlal JUA olollalall HLL.

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

Capitalize Each Word : UME $C¢ ABIRHL dHIH AEloll YUH AetRal 3[Qed clollalall HIS. (Rl
YsiRal 2lfed 3 313y uel llowal Ml wd B)

tOGGLE CcASE : UE 5¥C¢ AMIRQHL dAHIH AGElll 3U olecal H2, A2A 3, 3Rec waRa
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
uls(q 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 slEAlSe 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 slcllese Aojuiell Stop Highlighting [AscU Ule scalml w1 B.
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il
|

| | s

M

.. m
HER

o Color

1=

bll§[a 3.61 Text Highlight Color
Addl walld ustAl

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

3.3.7 HIESIA e dASHl $5Uo{l dscRl (Paragraph Formatting in MS Word)

$5210{l 6l (Paragraph Formatting) : SIsyNe2Mi GARAL $52U0{l dlscl H2all (AAYU & Home
26Ul AL Paragraph UMl UMl el B. 2sQ 3.62H1 Home 261Hl WA Paragraph YU

gl B.

o
il
il
- =

1]

4
1
i
1

4

4

Paragraph Tu

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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WY 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 . . -
Nonel.‘o!.I*‘O:OE
> Y]
Docuumlitsullnis ' :
- -|o/|alol e
O -
. Define Mew Bullet...
g(A 3.63 Bullets
— Numbering  $(s A€l GRRal HIZ 3l (Ascusll GUADL sRcUHl WA B, wl A
2 .
i— 7 oleatoll oltogHi Al dlRell Rauell U GAs s aelsll win
gallctcl Ml wldalR s URle s3] sl w3l slA 3.64
:'Nlnwl:m'iﬂgI.llﬂ-sr:,I
' [
None 2 2
3, e | 1.3}
I A a)-
I B 0)-
[ -| e - ey
b i
Document Number Formats
1 a
2 b.
- C
1 G:Elin-e Mew Mumber Format..
Ml%(?l 3.64 Numbering
— Multilevel  A$ $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 HIZ L & UR] Moccle] B. Y&l
U Vetyaloll I YscHl BldalR 3is ¥ [Rauolloll uieoll w2 2
actoll olopl AAA dlRell Rauell UR BASs sauHl WA B, Y wusld
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VL Slot alld GuAlaL
3.65
Current List |
1
a
List Library i
1) 1
None 3) 11
i) — 111, —
3 Article | Headm | 1 Heading | ~
> Section 1.01 Hea | 1.1 Heading 2
=——— | (a)Headhng 3 1.1.1 Headhng 3
- geﬁn; Paew Wulmievel List.
Define New List Skyle,..
As(d 3.65 Multilevel list
= Decrease  $52loll dAMIH MR AR 3d? sloll ds WASA H2 Al [Ascusdl
- Indent GURADL scllHl A B,
L Increase §53oll AHIH AWIRA ARl d? ¥HRQNl Ry WASA 2 Al [@Ascudd
= ]
= Indent Guallol sallHi A B.
A 1|r Sort 2ot 33U oo AA WA sHog sal HER A [Ascusll GualoL
&

sRCAUHL WA B, Al A sleot UR (As sauell wisl@ 3.66Ml e2idd

Sort SLAAL 6llsU % SRAHL AL

= —_— ===
Sort by
Il [=] Type: et l':i._] Ascending
Using: Paragraphs m () Desganding
Then by
I E Type: Text E (@) Asganding
Using: Parogrophs |ZI (") Descending
Than by
| |;| Type: |Text iv] (@] Ascending
Using: |Peragraphs ;z] (| Descanding
My list has
(@ Header row () Mo header row

| [ concal

s 3.66 Sort SLAALL Gl

UL SLAAL sAUHL AUAL Sort by LU SIGel Aojiell B Ml sM0ls
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MR G

allH

Gualol
sclloll 8lA dof (365 Ue sraUML WA B. Ascending ([AscU URe
scllel Wl Al sHHL dlscll 2AslA © el Descending ([Ascu
HIRAA GRel sHHL 206Q B. Then by [Ascusll Gudlal 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 dMscal H2 AMlal d dedls colefe AU GAR B,
Ul wololl GUAWIYUL Al R el el YslRell colefe AU A
AslaA . GELENU ¥ ol RUU) HIR2 2U§ (Sl2) dall 260 HI2
{lRell Qauell eallatauni wa 8. wel A ollu Adl %33 B ¥ SlsyRoea
Ul awad wl G2l sl uR ealatauHi sadl otell.

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 wLd 8.

Justify

§520ll AMIH AMIRlAl 3ol Aorulal Sloll M wHRl il dR$
AUl ogoaul AV dsalal HIZ AL oleetall GURADL ScUHL WA 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 2w Aouiel 1.5, 2.0 ¥ Al 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
3.67H1 g2llcaul yaolo] Paragraph SIRACIOL cllsd alal HAQ.
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MR G ollH

r = A
Paragraph ‘ ——— - I 2 X
— — -
Indents and Spacing | Line and Page Breaks

Genaral

|| Aigrmere:  EETER— v |

Dutiine level: ;Elody Text B

Indentation |

Left: ;-U" Special: By:

l (none) EI |

Right: om

[4[¥]

Mirror indents

Spacing

Before: iD pt Line spacing: At

Single E' | __-f—

[ Don't add space between paragraphs of the same style

After: |0 pt

Preview

Sampe Text Ssmgie Texz Semple Text Semate Text Sampse Text Sampie Text Sampie Text Sampe Text Semme
Text Fample Text Semple Text Samge Text Sempie Text Sampiz Text Sempe Text Sempie Tert Sampke Text
E

Tabs... | I Set As Default ] i OK ] I Cancel

= —

Ag(A 3.67 Paragraph SIAALL 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 : $530o{l Mol yaH e stoll ouogotl si@auell sHRll d2s
WAl Ml
Hanging : $5lo{l Y Rataell dmd dldlAa stell ouegett silRauel
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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MR G ollH

Gualol

Theme Colors
H EEEEEEN

Standard Colors
[ ] | EEEEN

Mo Color

i More Colors...

Alg(A 3.68 Shading Aof
Ropuiell slgugl Rdlell weoll sl A WL ddHlet  gs:UAall
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 ealdl astal B. No Border [Ascu $5A WA SR £ 52 B.
g5l UR dRgell cll§ WA e2lclal H2 Al Borders (Ascusll Guallal
SAHL UA B,

CCC-BAOU and CCC+
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3.3.8 HIFslRS2 a$Hi 2ote{l dlscRl (Tab Formatting in Word)

2otoll ollsal (Set Tabs) : 2o’ Ave A URYUl ARl Wl B. SlsYNoeHi 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 2at dllsctclll sRal Sl-6llS U wAd 2ot Sl gl Al o
A WUlel U A8 S AslA B. (A wslA 3.15)

HESHAS2 dS 2010 WA UsRell 2otell YAul Yl wd B. 2eioll YsiR sledal W2 d§ (Aeslu
Al SRR A 3cRell B Sloll ool Aol HIBUe{l (BAS dUAUH AUA B, HSFHASS ASHI
Guaol 2uall ollM, GUAoL U BELEWL o(lA Yol B :

1.

Left Tab: ¥l YUslRell 20iall GUALY MR 2ol Ue{l MRl il dlsclalMl AA 8. GELeRNL
a3,

Hello Friends

This is a demonstration of

Left tab stop.

Right Tab: 3l UslRell 2oiall ULl criRlal 2ulUsll stoll ol dlscallHl wA B. GELeWL
a3,
Hello Friends
This is a demonstration of
Right tab stop.
Center Tab: 3l Uslall 2ol GUA ABllRlel 2elU <A 2% A 3lA sllsclauHl wa B.
GeleRel 33,
Hello Friends
This is a demonstration of
Center tab stop.
Decimal Tab: 2l 26loll GUQ0L WA s yalls AvauRl GARAL MR sRelHl WA . L 2utall
Gualotell GRRAMl Alcollk dHid HyRls Avaulle] eaial Ra Adet A olscll asia B.
Gels dll3,
12.34
12345.67
0.1234
-5.234
Bar Tab: ¥l 20l &Rl SIsYNoeHl A et a2 Glell A8l ealacuni A B. cwiral Aell dldl
A AWAIL AUl HIZ Bl YSLRall 20loll GURNDL ScUHL A 8. GElsWL 3L,
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This is This is

First column. Second column.

SlFURL 20lal £R sRcll M2 3UR Aol UR Al 2ololl [Aauellal 3ct2ell 3oL sauni wd B.

3.3.9 HISHRASe adHl 82 ua AlSoL (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 Wl Shading Rojsll
GUADL sRaUHl AUA 8. oll§R ual Aol A ay (Ascdlell GUADL scll 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.

" —— e @ |
Borders and Shadin uﬁ
" esesall =« & . R —
Borders Page Border | Shading |
Setting: Style: | Preview
""" ‘ ‘ - Click on diagram below or use
None |':_| buttons to apply borders
i
............................................................... "
e | | wesseseesee E
Shadow e A g s
| = I
Color
3-b
L 3 - | Automatic E[ i
| _ Width: i |
é = | cusom | | g
LLL | Apply to:

| Paragraph B |
| DOptions...

| Horizontal Line... [ oK J | Cancel l

i 4

ALl 3.70 18R wal Aol

Border and Shading SIRLAIL 6llsd 2AQL UOLHL AdUAG B:

1. Borders: 3l (AR G121 $5Aal Box, Shadow e 3D UsiRell 6ll§2 wuUl astal ®. oll§e{l el
o€l Al Ude sal H2 Style tllsuell GUAL scllHl WA B, ll§Rall 01 Ual USOUE URLE
sl U2 BaisN Color A Width JU SIGel Aofoll GUADL 531 AslA O, Ude s lld]
yalladset Preview (el s3l asia .
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2. Page Border: Y@l Weillal 6ll§2 wucl M2 Page Border (Aetdlell GUAOL UM uA B.

sl 3.7140 Page Border 20l £2(lcy] .

| Borders | Page Border | Shading

Setting: Style:

.. : Horne B |:|

i | ==
| .| Box e
D Shatow TSR E SR
calar
B -
Width:
g Custom 310t =l
wEm -

Horizontal Line,..

Borders and SMHQ__W

Automatic -

Preview
Click on diagram helow or use
buttons to apply borders
= = i |
T e _®
m 7|
Apply to:
il ¥
Whele document E!
Qptions...
Ok l Cancal

WS[AHL B\ sl B 3 Page Border 2oiHl WAAL (AsEU Border WMl AAcl [Ascu Bal % B
URd Al 26Hl AUQAA [AscU L Ulatial AR 52 8. L GURAd L [QAewdtMi Art bordersll [Ascu

BUAHL WU B Boll gL Uletial 3eclls vusys oll§ a1l asia .
3. Shading: Border and Shading SRAAL ollsdHi %l (Aewdl Shading ® Bell gl 52Ul

A5G HL 9L Y3l asl B. g 3.72H Shading 2ot e2llc B.

2 . i
Borders and Shading v el | 28
Bordars I Paga Bordar | Shading !
Fill Praviaw
o Color B
gz Theme Colors |
= |
Il EEEEEEN ]
-IllIIIIII
Standard Celors
EE EEEERE
| . N Color
3 More Colors...
Apply to:
|Faragraph -
I OK Cance/

Horizontal Lire...

Aug(A 3.72 Shading
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3.3.10 HISSIA %2 aASHl A2 ual 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: s1RAed (Bulleted) Al
$Ms (Numbered) 3 6l UsiRe(l at€l QA Ml 2rct 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
Ul astat, wH saell ol wus@ 3.7340 €20t Define New Bullet SIAAL cllst 2. ojAd2oll
[Rauell d313 ay [@sedl Andal M2 uL SlAAL GlsUHL WUAAL Symbol olzel UR BASs 5A. usld
3.7441 gallcal Yool Symbol SIAAL st WAHA B el YEL Slodoll USIR UE 31 AMl wAd
uas (Aol U8l 200 [A2ellell Guat ¢Ae 3} 531 astal.

Symboi . @Iﬁ
.Eunt:W'mgdings E‘ I
50| CR| for|n |2l - (o |- (OO 0@ (@ O] = |04+ & °
! LR IR AR AR A AR A RS O e I Lol LRy !
OO O S G % 2D XEE RN LR B %
QIED| <> | A|7|C 2|00 2PNV R |[A|L | N |€
eal A AL IR IR TR e e R S B e e 17 T R
e _
Becently used symbols:
l—-fel e[ [e]m+]2[=|=[- | |=[u[a]p]
Wingdings: 183 Character code: 183 f'rDm'.IISymbo!.(decimaIJ |L|'
Lo ) [ ||

?J{lfg[a 3.73 Define New Bullet

Defire Mew Bullet | & L
Sullet charactar
symbol, | | oot | [ Font,
alignmart:

Freview

| oK Cancel

sl 3.74 symbol
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Home 264 UR A Numbering Rojoll GUAL 53| SlsyRoeHl sMs €l GAIL astal 8. AWM A
sMls AElMl AUAA AHIH UBloll 5Ho] Boled Heel Sl B. sMs A€l GARcell I 2uc 3.4M0
galadcl ®. % vusld 3.64.

aSoll SlsyRoeil sMs AlEloll YAAUIRA 25l cecll sl 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.

: 5 ]
Define New Number Format = |ﬂh}
Humber format
Number style:

s . R E Font..

L
iy iy
£, B, C, ...
a b, c
1st, 2nd, 3rd ... i
Praviaw

ak | | cancel |

Ag(A 3.75 Define New Number Format SLAGAWL 6lls

As yYsRell aelMl ofly a€lall GuAL UQL AsU B Bal Multilevel list dd OHaAHL WA B.
HAElAdd (Areoll sl sall ViAol MUl 2us(A 3.75HT UM wudl B.

RISA (Style) : HIESSAs2 A 201011 cwla SIEat uucllell uas At Gucto 8 Aoll (A
AUUA URuA AncAl. cUdU@s salloll exctlacsl B3sudl oletlaal HIZ2 asHl declis dar ol
Ul Gudot 8 Bl RASA d3F ol uUa B, RkIFcsll Gulol salledl SisyReti AAA
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 .
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AaBbCeDd AaBbCeDd AaBbCe Aapbee AaB

1 Mormal Na Spacing  Heading 1 Heading 2 Title

| AaBbCcl AaBbCcld AoBbCcDd AoBbCcDc AaBbCeDe
Subtitle subtle Emp Ermphasis.  Dtense Em.. Strong
AoBbCeDd AaBbCcDo AABECCDD ASBRCCDD AABRCLDD

Quate Intense Cat.,  Subtle Refe., Intense Ref.. Book Tile
AoBbCcDd
1 Lisk Parag..
Save Selzction as 3 Mew Quick Style.
I glear Formatting

Y Aoply Siyles..

gl 3.76 Style

GuAILsdl Wdllal Aofsn Al olcll RS Ul daR s3 2¥ B, Ue sl WA RScml
%51 scll M2 Home 261 UR IACL 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 ot austl

1. R oolldell SISAMD AMHIRL AUHML AL $Ral claus Ul aLEl ojdzell g2l
2. dHFL slEScoll AMRlal Justify AN WL
3. oAz d3} 58 RUONA A dAHIRL AUHML WAL SRl cls Ul ALE]l tlaill.

3.3.11 HISH A2 aSHi Aol 30 1Sl WA 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 AMIRlell clidatell (A5 R Bslacls] ay ude sl la 8. At 30 Hiedl
GRRalell SlsyNozoll HBAUMRA UA 2sHsdl auldl asia B, WSHAL dS 201041 ULl
ysRe{l RoeHs 1B GRIL astal B, Boll QA ol Astt (Qewdtmi HBA vuucuHl 2l B.

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

. . Clip Art * K
sclldl B SlA Aal Rl gxclawsul i
) s ]
GAJl aslal . Insert 2{Hi WA Picture Rt shoui e
. All media ik Lrpes v !
oleel UR (A5 AUl slSd 30 douldd W p—

R G asia B, ull wusld 3.22
uglAnl eallcadl Yol Insert west UR (A
salell  wde sl Roal SlsyRoeul
GRRAHL A B.

2. Clip Art: HIS5se af 2010 decis darR
RAAl AW wgA B Fal AUME
AAR (ClipArt Gallery) 313 ouicalMl
A 8. Insert eol UR WAL Clip Art ®eat

wR (@s 53l GAuuE A3 vl asta . e
AU sl gl 3.77u0 eallean 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 2UQRA %32 BD. Ul WU GELW ¥ Animal Ace Al A2 8l eattcll B. AU
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QAR Gudsd Yl videtl RA wslQul B st B. slugl @A UR GAs 53 Aal SlsyAeeHi

GR3 asla ®.

3. Shapes: HIF5MS2 oS 2010 Aals UsRell WSR SlsyReeHl GARclel yAu wrd B.
sy N Ml ¥ WU wslR GARCA Sl A Ul 82 AV Insert 2o1Hl WAE Shapes Gl2ot UR
(5As scMl WA B, wuslQ 3.78M1 galcall Yool als SR Nofoll (Ascl 23N galctauni
uld B.

I

’ l—l_j—) T smarthrt . Hyperlink
“h Chart A Bookmark

Shapes |
- iag+ Screenshot = | |'#) Cross-reference

(I

#

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——

gl 3.78 (ALY 2us12

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 %8 FOU 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 AlsRa] $€ GleAal MR Aoll BogolleyHl WAL AFE Wiatl ABe Woz UR HIGUsl
Weoe? odd 391 831 asta dal Ylai 0ttt ARe WSozoll Heedl vustoll AcllHi 32512 53l
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
WUE-E oA AWAHLAL AN YR WS B, L AUSRUL Avlgl 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

| | st A
L q
= i B = —

[ =T i =
3 Process = =
T Cyde S
ol LY -] e
B Hierarchy -] o
ﬁ Relationship DE‘ T
Matrix Ilﬁ - .o -

Pyramid
Basic Block List

b, =

=

e

I.E Picture Lt M “ﬁ -1-1-1 I'ﬁ Use to show non-sequential or grouped

blocks of information. Maximizes both
11 horizontal and vertical display space for

= shapes.
= |
= |

(G =N
(B EuE |

[ ok ][ cancel

ULg(A 3.80 BUE W

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 sallll sl 3.8110 ealcaul Yool el YElL s WAW UAcd Insert Chart SIAALL
olls WAL
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Insert Chart

Templates

Calumrn

Line

Pie

Bar

Area

XY (Scatter)
Stock
Surface
Dioughnut
Bubble

BremEEZEMe XEN

Radar

I_ Manage Templates. .. ] [ Set as Default Chart J

MR PEELET
Ao s8] 108 0 s Jah | 144
EEEEEEE

] L] [l L) sleal

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 HIZoll WAW dR sl B B AlslA 3.82H1 A& sl 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 ot austl

[ 1. dHRL dUH/28Re{l [@Qotd gallacl RAsUR, BAUME, AU, 3HLE e M AL colld.

3.4 S1syNo2oll GUESCL (Document Productivity)

L Qoo HUd 2oictall Gualol dcll Aa s, 3R Yol 2edMl YurRl-auRl ¥l da
scll, 26lcatl 32l A AssU sHML 3cll IlA dlsctal wal AT U (A 2ully).

3.4.1 26lcell U342 (Introduction to Table in Word)

2UA A 2D slaARAlet/[GURHIGL HURleld HOY B, USUE Al QLAY A 2olctatl A (2) SlARN6AUol
8. 2ulcMl 32l 2ok Aeui ollscll sl B. L 20YdR §lile S Areloll sl 1A,
SLE5 Yol HIZ HL wad GulR de(l HUEAL, Bt ANABAH oloR W 8-S AZA AR a8 Au¥
8. 201l ¥l 32t ay AR A aldl asia 8. vl SlsyRozell YA 2ullel URl dy AR AL B.

2HAHL 28cl 812 Al A (Row) Al el o SIAH (Column) A31¥ JOHaHL MA B. A Aal SIAHH
Asollostal B AXA A (Cell) 58 BD. SHAHL 321 AWo2R $cl HIZ d2l AAHT AwalHl A B. oAl
ulsld 2uc g2ia B.

— Column —
First Name Last name DOB City Mobile No.
Rows Akhil Dave 12/1/1990 Rajkot 1234567890
Bhavin Pandya 24/5/71991 Ahmedabad 1234598760
Mitul Bhatt 10/3/1990 Surat 9876543210

Aug(d 3.83 2uc

GURell 26lcAMl First Name A Ws SlAM B. Last name A olly Sldd 8. DOB (382 g ol of
gsla3l B) A Aly slan B. ey A AU ASA & ¥ City Wl Mobile No. UGL SIAH B.

Akhil Dave 12/1/1990 Rajkot 1234567890 3 YaH A B. w1 3l
Bhavin Pandya 24/5/1991 Ahmedabad 1234598760 3 o{l%) A &.
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Akhil (Qauello] ot yam S\AH (First name) 2ol YaM A oll DEINQl AAH AWHl WA B.
vl Akhil ol Y Acdell e dratHl WA B aAH sél astal UM A Act A At Ajudl
Al sl B, AHA A slette] o westaedl wa Aof oltd el dviatil ua B, wuel
SletHo] ol A, B, C adR &lal ¥ Aol A of ol 1, 2, 3 AR &ly Ad. Al YHIQ il First name
SlAd A ® ol Yaur A oll ololR 1 82l el GURell 26IAHL Akhil AA AT HI AWML A B AU
olRll atstal. AAML HIAL As ¥ YsRell Al cdurcl AR Bl Suctall GUAWL dWLAIl ua
YeasWl (Analysis) Hi2 A3 A 53| aslaL

3.4.2 olq 20lA Glellclq (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.

File Home Insert Page Layout References Mailings Review View Developer PDF
B T B = = o EE LF'_'“ 1 [ =L
15 | m— i — rrre ol = =
g 1= B e 2 ot @ = Bk
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference
Page~ Page Break x Art .
Pages Tables Ilustrations Links

uglA 3.84 : Insert 2ot
20l Bou $cl HIZ SHE B Slototl AA UR (AS $cll S WURLA 201A collalall H2 ol Aol
(Qscd 2 B.

Insert Page Layout References

| od B8 @

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 201 oll S

oo
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2uA olellalal HI2 insert table ... ([AscU UR (A5 $3| AslA © WU insert table @Ascuni 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

’E B 28 P =

Table Picture Clip Shapes Smar
At s

W
b
w
-
]
g
1]

00000000
000000
0000000
000000
000000
0000000
INERRNNN

IRENE
IRNE

Insert Table...

Draw Table

Excel Spreadsheet

Cuick Tables -
1

Hal R @ 00000

lg(d 3.86 3 x 3 2ud

Insert 20lall insert table (AsEU UR (5A5 $Rcll insert table SLAADL GlsA WA B. L SIAALL GllsuHl
AU Fedl SldH wal Fedl RAoj 2elet olollclalle] B A otssl 530 aAsiaA B, As dwd 261d ool oLl
Ul A wa sl awtdl ¥ datsl uel asta 8. 20id UES» oissl sl M2 Number of columns Hi
el sldd AU B A Ao 531 Asta B, WlolR 52lctall GUAL 53] 2ecHl 3ecll A wa sldH
Al B A assl 53 sl 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 SIAAOL GlsUHL 2 Yyt [Qewol 8l 8. it Al Yt (Qeudl B:
. 20d WS 2. AWAGe @dlQaR

2ud e ol ueeell wugll w3RaAUA waAR A W sleraly 2 aalldll st 8. As duld
olofl ol alle AUUR(l w3RAA WofUR 2oictoll A ¥ sletdul au ¥ dalsl 531 asta B.

wlgle ollddlar Acul A AR 58 A cud A Hzell wotas Y3 ud 8. (Bsus slan @Qsa
WA sldHell udloue (s, (sus sldd @Qsa ofl oerHi AU RAAR $2lcoll Heesll sldmsll
ualoug AsASYds Ul asla B el AU old Ul R s3cdl uslouaell (Bud Ao
53 asta B, (3sus sl [Qgami 2l (auto) dlal Aoll e A B ¥ SletHoll USOUES AWIRL AUR
od adl ¥ udl ad. wWa Aed 2ucoll wtlly SldHell udloug As UHet olld. 2uctell welles
sletioll UBloueS AsAHIet 8l URL AF Aol of Ul 8l (ssus sl [Asani >l Yull Wud 3SR
ol 53 @l Yl slesll udloue aleclldl aiedl.

Auto fit to contents (A24le g Soeeet) (AscU SlAAMoll USOUE Aol AMIQL YHIEL AHAAIU HEQA
.

Auto fit to window (A2gle g (AeSl) [Ascu €35 slamoll udlous aulidl 3 walsl 2ud A2
QoS gle 52 . wlgle 2 [AoSl [Ascu B AR UAN-UAIL dURAASAL 6l 201A Blalletl dlaA
U AR @scu ololl 23 ® sty cauRlasdloll Wlet WS WA —HA2L A A3,

UL GUA As A5 ollsy UL dlal . %l L As ollsUHL AsHLS 53l OK weat UR (AS s 6 Al
ad 2uctell AR (A A SlAM otl UML) Al AV A ULl oid 201A catlalalil WA AR
Azcll A AR SlAH of 2UA Hallaldl,

As Al 20l ool atall ULl 2eictoll AAHL Avllel Av{l st B, AHL ololR, 25 (AaRl), AsAUR
3 A S UQL AoBSe Ao 531 ASA B, AAHL ARAL ARl uel SIEaL il asta 8. Al
ARl AU oL sal HIZ @ A 2eE cdR Slee(Font) M WRULS(Paragraph)ell GURA0L
AA B A % A AdHL ARl AR B ]l asta 8. il HIZ AdHL ¥ dvllall RAse
531 RURMULE RSl [AscU UR BAS 5l A YsRe] SRl el B. 2ucall S8 As A AU A
$cll At A Ul AsAA SR 531 st . As sdl AU Actal AsuA  HAEaL uual
HERZ A ol % RAse sal Ud. As sl dulR A AsAUA RAs2 scll HIZ HBUef  sloll oleyo]
oleat el Al RAs2 sl HDdIAL AA UR HIBYU A8 %d AU, RURGUE % HGBU  sloll
Wlo] weol Y5t 59 ATA. Wl UglAal 30U WS IU (Drag and Drop) 53 B. A5 sl AR A
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AsAA RAse sall H2 S1-6l§ uell @ge(shift) Sl eoltcll AL AA Sl (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 olagetll yaH Act UR 3. %l
53R el Aol Bectl WM ollagell sl UR sl wal 20l 8l eollaalHl AUA A As ol wicdl A
20lAHL GRRA B. 2uid UR 18 Al wHR(l ouerell stoll ollagell A UR all HIZ2 Qg2 wal 20l Sl
AsAA eollalallHl A B. AR SlURl A RAS2 sRAHL A B @R A A slclse Al 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.

3.4.3 EO{C'tOj %J%ﬂ@{d (Formatting a Table in Word)

WAs cllR 20ld olofl oAl vl wy] 2olct 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 saHi A 8. AR 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] 2eld RAse U8 »¥A. RAse 4Ad ud slFcllese
UL %9

&
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-vllG2 (Layout) 26t GRRAE .

|| TableTools |

Cresign Layout

LAaBbCcDce | aaBbccDe AaB
T MNormal T Mo Spaci... Headir

AULg(A 3.91 Sty AA A-uG2 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

WEHY-0 == | Gujarati by Contant EAOU CEC [Compatioility Mode
“ Home Insart Page Layout Raterancar Mallings RevlEw view  Adddne Design Layout
&) HeaderRow  [F] First Column - o e _ﬁ.hanmg -
Total Row [77] tast Column Eﬂarders? ={ ¥
- 4 == re
[zhiz Style Options able Stytes | a Bord
_|I|_| ) RS WD = #1 o o1 2] 7 [ 2 2 MR 1=
= First Name | T DOB City Mohile No.
= Akhil Dave 12/1/1990 | Rajket 1234567890
|_ Bhavin Pandya 2451991 | Ahmedabad | 1234598760
| - Mitul Bhatt 10:3/19590 | 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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3.4.4 26l A-SlAH GARCl Aol R scll (Insert and Delete Row/Column in Table Word)

2UA of A-vllB2 26l WUQ 2UA HIZell YRl A-wBe (Asedl ol ¥ otcll A ¥ Sldd GARC],
20lcoll L AUl A 5cdl dUlR AA HY (Merge - A A&cl A 5cdl dulR A AdU 31 As Add
ololladl) sal,vlalgle ollddlar, Actoll SR cectcl, AU WA AMIRIA A SoNoz MU Wl
UM ¥ 32lal Adldl AYs Ysaulel [Aseu yruud 8.

Call Si2e

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
scll HI2 Mobile No Sl 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 wLll sldd RAse Uy A .

: 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 - Il [= Document3 [Compatibility Mode] - Microsoft Word (Product Activation Failed) [ |
Home Insert Page Layout References Mailings Review View Developer FDF Design Layout
N Wl e s | e = s . . ===
; ~ T e | r B : 4] Heignt: 0.22 BF mistribute Rows -
Select  View Properties  Delete | Insert Inset Insert Insert = Merge Split  Split AutoFit :"‘ Width: 0.98" 'II' Distribute Columns
il Gridlines b Above Below @ Left | Right Cells Cells Table -, é = =
- Table Rows & Columns 8 Merge 11 Siz
Q| [] insert Columns to the Left [N 311 [ 5 R - I N 'W;)_I_\E D
L Add a new column directly to the
s left of the selected column,
111 First Name | Lastname | DOB City Mobile No.
- Akhil Dave 12/1/1990 | Rajkot 1234567890
; Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
- Miral Bhatt 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 Sletnell stoll suaR 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 s31 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

gl 3.96 As otcll Sletdt E-mail Mobile No. Sletd ofl stell ciyA 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 20t Higll wslA 3.97 Yo oué (A (Insert Below) [Ascu Uk HGYU AS
sl A,
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mailto:adave12@yahoo.com
mailto:Bhavinp1991@gmail.com
mailto:Mbb10@yahoo.co.in

Haome Insert Page Layout Reterences Maiings Feview View Developer POF Design Layout

L\: E ﬁ _;\ 'fl :rp:l Q-E | i E- :‘ El:‘ e 1] Height D4 2| ZF pistribute Rows ;iz g J
Select  View Properties Delete | Insert |Inseit | Insert Insert | Merge Split  Split | AuteFit  —lywigrn: = !jDi:L'IDu[:CrJun'r:: o Text Call
Gridlines v Abowe | Below | Left  Right Cells  Cells  Tahle - o =l = = orection mMargins
e o S Calvmine R odisil L3 I Lol Elignbent I
Ei Insert Rows Below C O + 2 [ PR T - . S E [ [
I ] TUYd | L4 1YYL | ADTIEUADEC | DOAVITID LYY LG QINAILOUTIL | 14340¥8 (DU
Add a new row diredly below the =
Sefected 1o, natt | 10/3/1990 | Surat | Mbbi0@yahoo.coin | 9876543210
In the same way user can also any row between two rows. User can add any number of rows ar
columns by selecting multiple rows or columns. For example, user would liks to add three rows
below to the record Mitul Bhaat. Then user select &ll the three rows. Then dick on insert below
option from lavout tab.
First | Lastname | DOB City E-mail Mobile No.
- Name
= Akhil | Dave 12/1/1990 | Rajkot adavell@vahoo.com 1234567890
n Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp199] (@ amail.com | 1234598760
= Mitul | Bhatt 10/3/1990 | Surat Mbb10@vahoo.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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Insert Page Layout Raferencas Mzilings Reviewr View Devzloper PDF Design Layout
i [ - T | — = z : ==
le ij EE=Cal BT = r:\rgl "H & fl ‘EI == 3| Height: 04 B Distriute Rows BE3 !
\IU'T P'I-'T Dalet | rt t .I | T Lt Split Split toF e o :J_J_J
= View operties | |Delets | Insert Inse niert Inse zrge  Split Sl AutoFit | =1 width: T Distribute Columns
Grdlings * | Apove Below  Left  Right | Cells  Cels Table - B = = _—l
ae LB peetecem.. b5l Mene .
[L] @ Delete Columns i3 | N SR = |
+ = Deletz Bows |
il DeleteTable !

Figure 3.15 Insart three rows below to the last row.

First | Lastname | DOB City E-mail Mobile No.
| Name
H Akhil | Dave 12/1/1990 | Rajkot Adavel2@vahoo.com | 1234567890
B Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp1921(@gmailcom | 1234598760
Mitnl | Bhatt 10/3/1990 | Sumat Mhb10@yahoo.co.in 9876543210
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

s(d 3.100 Beell AQL A clLe AL olte 2o

Ul A As 3 A5 sl AUR SlAH R (Delete) URL 531 sl BELSA dAlF WU E-mail SlAH
£2 sl HI2, E-mail Sl RAs2 5 wal URUIE s(d 3.101 Yol A-wGeHiell Sldlle (Delete)
2ol sldlle sl (Delete Columns) [Ascu UR (A5 scll AESA. E —mail SlAH £ U8 d1_AA
uls(A 3.102U1 A AslA B.

Home Insert Page Layout Retarences Mzthings Qeview Wiz Daveloper POF Design Layout
[ - el 7 0 B EH e : e EEE A=
3 I — P T f| Height: 0.4 - _]_];Blst'l-au{c Raws siear
SEI:: % Fr:nnﬂla Eﬁte Ir’_T‘r_tI I:‘Eﬁr Insert E E l\;ﬂli E AutoFt | — widthe  1.91° T Distrinute Columns = T E
- Giiglines v | Aboue Below Lem Right | Ceils Cells Tabie - : TR = = b= pirection margins
fable | 3% Delete Celis. - Mergs Cell Siza Allgnmen:
Le]] ¥ Deltegolmns LU C [ [ET 1 [E] £ K B SE[ o qES
=*  Delete Rows
i Al Delete Table
%
% First | Lastname | DOB City E-mail Mohile No.
: Name
B Alhil | Dave 12/1/1990 | Rajkot Adave 12(@yahoo.com 1234567890
m Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp1991(@ gmail com | [ 234598760
ES Mitul | Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 0876543210
U 3.101 E-mail Sl olle s2C(l
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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

3.4.5 SUAHL AA HY A R sl (Merge and Split Cell in Table Word)

UL 3RAA UoUR WUD 2elctoll AdA M (A AUl A 5cll AR A A2 531 As Add
ololladl) ¥ RHe (Split — Ws AA A A 3 Al dwR ewdtHl adudl) s3l asta 8. wA 3 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

sl 3.103 At 1A AL Udel

A ABC School ¥ 2llds slauell 20U Aal 2oictell wtlly slensll dA Amg B, el Ul
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

g 3.104 Act UF AL UL 1o sl HdLAL A RAse wAct B.

cURGLE glA 3.105 Yo Q-G 2umidll 1 AR (Merge Cells) [Ascu UR (As 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 AGall AMIRA Aoz (Center) WA N2 UQL AL 25 O W w1s(A 3.107
Yosol ctlRiell VY slelle 3 AsAU 8l gl g2 53| asiA .

Insart I"i:Jc Layout Reterances Mailings Review N
I : el S beighe 03 - || @I nist _— =]
|/\T . ; :‘;.__l &-JJ _‘l_jl IEI = = & | 5[] Height 03 * [ Distibute Row =
Select  View Delet: T Isert Insert | |Merge| Spit  Sglt | AUteRt £ wiamn = || 1 Distribute calumns
a Left F:‘Iqh: coe| co gL - i ER T =
Tat 1] ‘
L [E L=V | Merge Cells | TR SRR RN - CR O -
Mergethe seiccted cellsinto one 1990 | Rajkot 1234567890
e 5 1991 | Ahmedabad | 1234508760
Mitul | Bhart [ 107371990 [ Surar 76543210

s 322 At uef 22 UBEL U Bl ok He A ada .

*
ABC School
= First Name | L DOB City Mobile No.
= Akhil Dave 12/1/1990 | Rajkot 1234567890
= Bhavin Pandya 24/3/199] | Ahmedabad | 1234398760
— Mirul Bhatt 10/3/1990 | Surat 9876343210

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,

U A As A o G2 530 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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File Home Insart Foge Layout References Mailings Review Wiew Developer FDF Design Layout

L\i‘ E ;i }_q ‘l === EE[Es R ﬁ =l | 41 Height 03 +  Hfoistibute Rows
Seled  View Properties | Delete  Insett Insert Insert Insett  Meroe  Split  Split ALlioF:t oF Width: 457" " :'j Distribute Calumns

*: Gridlines . fbove Below Left  Right “ells Cells  Table i

Table Rows & Columns ) Merge Cell Siz w i
i e e T B e UG Py A Vi

&4 e
N ABC School
= First Name | Lastname | DOB City Mobile No.
= Akhil Dave 12/1/1990 | Rajkot 1234367890
= Bhavin Pandva 24/5/1991 | Ahmedabad | 1234598760
= Mitul Bhatt 10/3/1990 | Surat 9876543210

Number af columns: |2

;,! Mumber of rows: i1

Merge cells before splic
| o [ oo

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
(Number of columns) i 5 el oloiR g A% (Number of rows) Hl 1 Au{ly] Wl RUGUE OK weot
W aAs 5319,

4 4 9- o S .

Haome Inzert Page Layout References Mailings Reviewr View Developer FDF Cesign Layoul
. AT e =L T e N m s . = -; = =
|.n§ E M N | = ET:l Juz: E* B B ':.: &7 Height: 0.3 +  Ffoistribute Rows _'Jl_J j —'A_. i
Select  View Froparties | Delete | Insert  Insert Insert  Insert ETOE  SpHE  Spit | AutoFim | =g Ny = ™ pictributa Columns e : Teyt cell
Grdiines - Above Below Lem  Rignt el:  Cells  Table - sy Wi |4.57 > || o Bstribute Columns | (g g 1o oireetion Marging
Table Réws & Columns ] Merae Cell Size = Aligrment
| O o S S S R T
2 |
ABC School
: First Name | Lastname | DOB City Mohile No.
] Akhil Dave 12/1/1990 | Rajkot 1234567830
= Bhavin Pandva 24/5/1991 | Ahmedzbad | 1234598760
Mitul Bhatt 10/3/1990 | Suzat 9876543210

Mumber of columna: gl

Humber of rows: 2

Mengs cells befors sgiit

i oK Caneel

ULg(A 3.100: At R sl W2 Fecll A WA el A Fe 52l 8 Aoll (Qotet auucll

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
20ldal WU A 2oldMl R ([Qeud) sal HR 2udsll decll A A RAse s3I wusl@-3.111
Yosol A-ullBe 2ol RTHe 20l (Split Table) UR (5As sl 20lct Re Uy As solcdHiell vusld

3.112 Yool A 2olcddl (Qeuyd

UL %9,

I Gujarati My Cortent BAOU C

File Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
B 4 - o E : e L [ = ) ) = =
L\\\ :@ d el :'i}f‘ ‘:El fuai ;_vll‘ ':' ‘V‘_V‘r‘ 4 "- 71l Hzight 019" : | B¥ pistribute Rows ; ;
Select  View Properties | Delete Insert  Insert Insert Insert | Merge Split Sphit || AutoFit j Width s 'II‘ Distribute Columns
Gridlines = Above Below Left  Right Cells Cells | Table = = EI
_T=nle. Eallimin: el Mirge — Erll oize
e
]| b g I+ &L | spiitTable O
i~ Bhavin " + unedabad | 1234398700 |
B S Splitthe table into two tables. = =
Mitul - = at [ 9876543210 |

ABC School
B First Name | Lastn DOB City Mobhile No.
= Akhil Dave 12/1/1990 | Rajkot 1234567890
= Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
— Mitul Bhatt 10/3/1990 | Surat 9876343210

The selected row will become the
fiest row of the new table,

P 52l GlIE

wedle 2ud [dsen ol ueeall (Sphic Table) 24018l 2cal vuclle sd) aster &
Gelgril o3 uel 2ud o wiusl o 2oeul welle(@etipa) 52dl 12
2oidlell Becll ol 2l Rdse 53 Ad-2ube exuidll vclle eolE (Split Table) 1
5cll5 s2dl 2ed velle ao W 2ocuidl o 2ucul Qouwd as 9l

ALl 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+

157



3.4.6 ool A W SlAHs{l GALY el udlousS sectcl (Modify Height and Width of Row and

Column in Table)

2o oofl ol ugl Aol A wa  slemsll udlous wecll asia B, 2ucHl Aol AUy Aua
zuctell slamoll ugloue alecal M2 A-wBe oMl At We» [@Qscurisl Aol AUy wa
zucell slamell udlous olecl asta B, Aol QU oledal HER2 A RAs2 531 Ad WS»
@scuriell Aell QsHl GRS BHA Wo2? 5l Ude 5L Aol QLU Hecls ¥, GeleRWl
A3y gl 3.113u galcal Yool ollost oleRall Aol QA 0.5” 5cdl A 0.2” &l adlla 0.5” aUeS ¥
¥ sl 3.114M0 e2lAdt B. Wy I 2oictell sleaell uslouds uel vecl asia 8.

" tatio 00 m

Home nsernt Fage Laynam References Waiing: Review Viewr ann-ng Design

L{f '*:"1 & : E »ﬂ 5_,—_i E|| Hegne 02 2 Distribute Row 3
5=I'e: " " raperties  Deleb nses sert ”rllq |:Spllt. r‘nﬂd L k Fii —'l, et - "'JDm:nL;mr(_ciumm zJ
T D “ R RN RS -.‘!?.-.“.: 3 :..“.J..: L ]
- ABC School
First Name | La DOB City Mobile No.
| Alkhil Dave 12/1/15990 | Rajkot 1234567890
Bhavin Pandya 24/5:1991 | Ahmedabad | 1234508760
Mhitul Bhatt 10.3/1990 | Surat QB76543210 :
(A 3.113: 2atctoll A ol a2 aeadl
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 3.114: 2atctoll Aoll slfe secau sute

2old olofl ol ugdl Aol GG WA SletHoll USloUE HeEAl Mo [AsEU ULl B, ul HIZ 2HAR
RAse 53 WGUAl A2 (A5 sl 2ot WUEB UR BAS 5l 2ot WU stAAdL ollsy WA
B, 2otd WUl stAAL dlsuHl 2, 3, SletH, A £3s0ll YRl tltl ([Ascu Blal HA B. GelsrWl
HER AUU R slddell udloue aleclly). w MR 2uda RAse 53 HGUll ASe GAS sl 2oicd
WUl uR GAs scdl uslA-3.115 Yool 20t WUl slAAdl st WA 8. 2ol WUl
staclol cllsuuiedl Sldd 2o UR BASs scl slA-3.116 Yol Sldoll USloug oledal Hizell
@scu Ha B.
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[ Table Properties IM ]

| Table | Row |Colgmn | Cell Iﬁ]tTEl(tl

Rows
Size
[¥] specify height: 50.4‘ I 3 Row height is: Atleast B
Options
[7] Allow row to break across pages
[7] Repeat as header row at the top of each page

l‘ Previous Row ] |' Mext Row

— o |

sl 3.115: 2ot WUElns siacldL ollst

Table Properties M
com | e[ Akrest
Columns
Size
|H| preferred width: |1 | mMeasure in: |Inches

[il Previous Column ] [Di Next Column

e

“e— —_—

gl 3.116: 2ot WUl staAcldL ollsuul slemalt [Aseu

8 % sldHoll udloue oectcll dlal A Slad RAse sl e YA Sl (Previous Column) %
Aske S\AM (Next Column) ®2el UR (55 5cli As-AUs sl sloll oy 3 smell oy ol slad
RAAse Al el ®. % U City SleHoll udloueS el dlat Al Aste Sl UR AR dik (5As
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scll city Sl RAse a8 oA 8. oA glA-3.17 Yo Yl [Asu (Preferred Width) Hi ®2cll
usloug il sla deal yeauoll Aogl scll AU, ABA 8ot (Measures In) Hiel WU Su Hi
(Inches) UG B ¥ 2511l (Percentage) UG & A atssl 831 OK oleat (A sl Urie s Slemsll
UAOUE e U B B wls(A-3.118HL A& aAslA B.

Table Properties Iilﬂ
Column Cell | Alt Text
Column 4:
Size
T g |2 - e o
[¥] Preferred width: |2 | Measurein: |Inches E|

[il Previous Column ] lﬂi Mext Column

ok ][ conea |

-

gl 3.117 2ot WUl stAAdL sllsuul slemell usloug secaltl @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

lg(A 3.118 2ot WUl slAAdL sllsuml Slemoll USlOUE GERIL BlLe U

3.4.7 20lctell RAQ A WASANR (Position and Alignment of a Table in MS Word)

UM R¥A Aol RAQ UA 2elctoll A At Aell Ul (Margin) UGl 3Rl Yol slecll
AslA B, Aol AAHL 1A AW @A (positon) Hedal HIZ Boll RAQA wedcl ® Azcl A
RAse $A ol ARGIE A-uBe suuigll w3RaUA BofARell [AseU UR BAS scll UE SRl
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AdHl darRlell RAQ olecllss oA, GeleW 33 WU 201AMl SleHotl dslol Adtell wAwR
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,

w9 - o e -

Home nsert Page Layout Hefarences Mailings Peviaw Wiew Develaper PDFE Design Layout

hEE XSl EEE = [

| B istrioute Raws ==
=

Select  View  Properties | Delete  Insert Inmsert Insert Insert | Merge Split  Split + | B oistrinute calumns

Gridlines Abore Below Lleft Right | Cells  Cells  Tabie =l =l = pirecion Margins
Table | Rows & Columng | Merge Call Size Alignmeant
IIT] O A R A AR 3 KA -2 RN - ErETa T
il e i
w3dlaict woizel [dacu Uz BAs s2q0 Bdsza beet del swgolmemee
wecte w3l Gelen adld 2l el sleidet dsloo AaA azalleizl 2oue §.
: g 4 2l Adse 53 A-wEz el M 23 o Bscu uRie 52dl
- RAs 53¢t 23leoy Actell czdl gy el w3
w15l 3.37. Enoll cieiel welSelse g
ABC School
| First Name | Lastname | DOB City | Mobile No.
= Akhil Dave 12/1/1990 | Rajkot 1234367890

LA 3.119 oAl AWURA WSR2 HIUG

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 GULE

Ul GURA AdHL ARl HAL culalell (B oedal HIZ UQl RSN 2oiall GUAL AL .
GeleRRl AR} WU 2oldHl SlAMoll 3Slol Adtell cduvltalell R oedal W2 A A RAse sdl
wlsA-3.121 Yorol A-uB2 2uHil 2522 Sl2ARS6t (TextDirection) oll [Ascu Ue sdl RAse scd
3slot Actell Rau 2ug(A-3.122 Yoyl slecllsS Q.
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G i o 840U GO e s e M P

Dresign Layout

Home Insert Page Layout References Maifings Review View
[ e e B L BRI EE=R| E| EEH =] | Wi = EE A
L\T JEHE Eds5 = o ‘:'?:l ;H l._ﬂ :I :I:‘ == * || HE mistrinute Rows =E= = J
Sefect  View  Froparties | Delete nsert  Insert  Insert  Imsert | Merge  SpEt Spilt = H pictibute Col s L] Te cell
: l:r|.1|||"|es I = ;e;r Right -Tpuur lFF_IIS :,ah:= 2| i TeEbste Colk =l =l = nlra_rtr'nn Margins
e ! ST ¥ Merge. | Eehane At
|T|| R SR (ACSRBRNCN - | SSNRNAR) | KB BN SRS SN | SR RO
ABC School
First Name | Lastname DOB City Mobile No.
. Akhil Dave 12/1/1990 | Rajkot 12345678%0
= Bhavin Pandva 24/5/1991 | Ahmedabad | 1234358760

Al 3.121 2aetctoll dviglell (Bau aeecll

ABC School
(4] ) .
E £ - 2
b4 g (@) *? o9
% % a © 3
2 4 o
[TH - =
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

2oldMl 28 A A Al ¥Rl (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 VA %R dulRal ¥ dalsall M2 Ad RAse 531 wsd-3.123 Yool A-uG2 20 Ui
®¥A A UUFot UR (5A5 $cll U WU (Table Options) SIAAL GllsA WA FHL Actoll GUR
(Top), «llA (Bottom), Stoll el (As2) ¥ HE(l ol (Right) 3ecll ol AUl & 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

Alg(A 3.123 2otctoll At ARA{ w2 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 GuR (Top), «llA (Bottom), Sloll oltey (Ase) ¥
Ul ey (Right) A WUl OK oleol UR (BAS scdl A HUFol 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

Ag(A 3.124 2ol Ad Aol w2 GEERUL GULE oll Bullal
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3.4.8 WML 32l dlsclal (Sorting of a Table Data in MS Word)

2oleHl ¥ delal UBdl (AAGRIL — Ascending) 3 Bl ((3AGFI —Descendnig) sHHL sl sl
8. ul HR 2oidell slarsll RAse 53 A-wBe 2omidll Ae (sort) (Ascu UR (As scll wusld-
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
Sl 2 RAse UAA & WA Lastname W 252 YslRall 32t dlauell agfuni 2522 RAse ydcd
olcleldl. GlgHL AU Sl Al sHHL RAs2 s2c B.

&A ¥} (OK) weol UR (5A5 5cli Lastname SIAMHL A 32l UBcl sHHL dNsclleS . WSl A
asta B 3 WML MA Lastname U AUUAA SlaA URG Al HIA A SlAH UR «ll@ URd 2udell 32l UR
cl Wd 8. well 88 (Qauelell B aectdl el

ABC School
f irst | Lastmam | p,p City | Mobile No.
Name e
Alchal Dave 12117199 | Rajkot 123456780
0 0
Bhavin Pandya 24/5199 | Ahmedaba | 123459876
1 d o
Mitul Bhatt 10/3/189 | Surat 087654321
i} 0
Sort el |
ity [Help] |
\Eolumn 2 [=] Type: Text @) Ascending
Using: :Paragra.phs E 2 Besamiding
Then by
l E Type: Text @ Ascending
Using: fli‘aragraphs E1 ) £eccendng
Then by
Type: [Text @ Ascending
- T Descending
Using: |Paragraphs
My list has
(") Header row (@) Mo header row
Options. ., [ ok || cancel |

U 3.125 2etcloll Lastname SlaMal Ul sHHl 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 asui 2ed glRL cetlall.
2. (532 8o oltd A5 otcll A GRIL Act UK 53] BRASHL Alell Gur gl

3.4.9 2olctall 32l UR slRjcll wucll (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.

CCC-BAOU and CCC+ 165



Tabie Tools | Gujarati My Content BAOU CCC |

Ratarences Mallings Reviaw View Add-Ins Deasign Layout
H— = T - - [=7]
B §_| B ; Tl Heighe: paer % HE oistribute Rown ;‘l - =2 f‘,
rt Insert Inse Spt = Width: ‘078" x E:i.;[ ibute Calumns ; Sort tepeat  Corwert Formula
Let  Right Cells i 2adel F 1o Test
umns Merg | _ Cefl 5 Data
(i MR RO {RMNIS 0 RN CCRCRT 7 0
SrNo. | Item Name | Unit Price | Quantitv | Net Price
1 Ball Pen 23 4
2 Pencil 10 3
3 Eraser 4 3
4 Sharpener [ 3 3
Total
Farmula [E
Formuia:
=SUM{LEFT)
humber format:
Peste function: Faste boskmark
[ o ]| concel

(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 Us ol aRld3] sal 2 a2 Ulsd sl yad A 53R Al A-wGe
otuiell sdetl uR (As sl SuRjAl Sl sy WA B. oA Sl SIAALL dlsUHL AU
Yl YsA(Unit Price)  uUA A3l (Quantity)oll ORISR sclloll dlatell Ve $52ol (Paste

Function) Migll Ulss2 $s2lel (Product Function) RAs2 scll (Product) A ugld 3.128 i ealcal
Yool gl HA O,

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 lﬂ&r
Eormula:
=SUM{LEFT)PRODUCT()
Mumber format:
Paste function: Paste bookmark

Als(d 3.128 2otctul el
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& stoll sltegell ol SleHsl oJaUslR sRclloll latell PRODUCT ol ollogMi Slaul Left cvlly wa
SUM(LEFT) o Slclle 5319 = sl Awcl s(Baud 8. well s sdetl slacol ollsy sl
3129 YXol Glotdl.

' b
Formula |i|éj
Formula:
=PRODUCT(Left)|
Mumber format:

Paste function:

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 sl A2 Ulsell 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 GURe(l wiefley 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 li'ﬂ_hj
Formula;
=5M{ABOVE)

Mumber format:

Paste function: Paste bookmark:

ALg(d 3.131 SUM §slel

&A OK Lol UR (5A5 5cli GUR ¥t wtlloy 5Hall Ucllell U8 Ul et Hofl % B wusld
3.132 i ead .

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 cvitell AESA. Sr.No. SIAH ol A, Item Name SAM & B, Unit Price Sldd &\ C,
Description & Sl D, Quantity ® SIAH E, Net Price ol SIAH F ol 2% A yan A o 1, ol
A A 2, adR owcl. F2 Al 512 Al ufcll UR BAS scl 5Jcll slaAAL ollsA WA BAl
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slfelll c2xE2 cull OK oot UR (5As scll slz lguoll o3l ue 3l ugl Net Price 2 Unit
Price 3ol Quantityoll 2JRUsIR Slatell U ugA-3.133H1 C2+E2 AW B. Penciloll Net Price dlGlcll
U C3*E3 culaL Ay A €35 281§ M Net Price o[ 2Lslal.

W Y- i=-gal- | 1 | Gujarati My Content
Hame Insert Page Layout References Mailings Review View Add-Ins Design | Layout
L@ E :M % %l %J E === ﬁ EI] B=| | il Height: 029" 3| H¥ Distribute Rows
Selet  View Properties | Delete | Insert Insert Insert Insert = Merge Split  Split AutoFit {__'_J‘:Width: 078" = tﬂDistribute Columns
= Gridlines # Above Below Left Right Cells  Table =
Table Rows & Columns Merge Cell Size
EJ |-1---.---m---|§|---1--|m---z-|§|-|---z|$|-.--|%---./@-ﬂs
|| -+
B Sr.No. | Item Name | Unit Price | Description | Quantity | Net Price
. 1 Ball Pen 25 Cello 4
B Z Pencil 10 Natraj HB | 5 50
= 3 Eraser 4 Camelin |3 12
[ 4 Sharpener |3 Apsara 3 15
= Total 177
N Formula:
: |=c2E2
Number format:
% I =
: Paste function: Paste bookmark:
: oK | Cancel j
ALl 3.133 2 sdeu 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 113

Alg(A 3.134 sdau B uble 2uc

3.4.10 2HUAA 252 Ml 50l 89 (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 g 252 SLAAL ol WA Al stAAldl 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) [AscU 6lRL

A3l youl@ ustAl

1. WBROIS HIR olotlAcll 2HAML 1ol gt 1R 5l gl g2l
2. WRGS U2 collAC 2HAML ElHatl LAl AR et SuRfel glRl g2l
3. WRALS HER collddl 2HAa 2e AuReRe{l Heedl 25l ¥dl.

3.4.11 ASA U (Mail Merge in MS Word)

AR WUQ S SlsgRoe Ml AWIRL AR 8lal Aol A SlsgRez ANclollA WUAIN-UAI A(SAB sl
QIR ASA Ul BUAol Ul B, GELeWL Ad AU 5l Aol Mol U AMA gl Al Uste]
AWIRL URY % 8l URl Ul Anceilk wESIEAGA ollH, URellHD 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 AUURL WA 32ABHL oltH, UMD , Hlot olui?
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 AU@EsElA ust dscll astat 1ol 3 Ul ol Aol WAl URladl SlsygRoe ol ASA HSH
GUADL 5l B. GELSWL M2 AWUQL Al ARl 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 ABADL Mol [Aseu HAO. Al AU 21E RS Mo
(Start Mail Merge) [AscU UR (5As scll AH(A-3.137 Yol N8 U HRell [Ascu vl Al
(Qscl Sl AU RYU clld R 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 (ALS  (Step by Step Mail Merge Wizard) UR (5A5 S5cll AURA YaUH YU HAA ¥ ws(d-
3.138 Yol Slsgloe Hi w¥HR(l ollyy ABSA 1Y Vot WA BHL WU sl YslRell SlsgRo 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 sleol UR (As 5319

=-fdl= Gujarati My Content BADU CCC [Compatibility lMode] - Microsoft Ward

Wiid9-
“ Home  Tnsert  Pegelayoul  Refersrices | Meiings  Review Viewr  Adddns
- 5 Rl

Metge |Recipients . ne Flalds § ) " 9] Update Labels
@ Lettens A Wiite & insert Fisids Previzur Resuits | Finln |

S o E-mail Messages

Epl

1 Enyelopes..

4| Labels..

B Dpiredory

(W] Mormal Wora Document
)

Step by Step Mail Merge Wizard, .

There iz a meeting for annual academic palnning on 1/42014. You are informed 10
remain present in the meeting.

ALl 3.137 VU oA U ABA 1o [ABLE  (Step by Step Mail Merge Wizard)
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4] Update Labels

o

Mait Merge X

Eh

o=
There is a meeting for annual academic palmning on 1/42014 You are informed to = Sclect document type

remain present in the meeting '.‘.I::; ly;-e:\f'_‘t..mmén: are
WOrRINg on:

| Letters
11 E-msil messages
Enveloces
® Labels
Directary
Labels

Print address Bhek fior 2 group
mziing.

Cick Next to confinue,

_| step1ofs

# hext: Sterbng docunient

g(d 3.138 Mail Merge of UaH RU

- . " . . . salect starting document
There is a meeting for annual academic paloning on 142014, You are informed to e

- £ : Fow do you want fo getup your
remain present in the mecting. |

lettars?
 Use the current document
i Siert from a tempiste
! Stert from existing document

Use the current document

Step2of 6
-

& Next: Sslect redpients

L] # Pravicus: Select document typs

g 3.139-a Mail Merge of [BcflaL U

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 2lsu A o Adle (Type a new list) Hi (532 (Create) [Ascu UR
sAs 5319
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" Select redpi

© s exstng st

1 Select from Dutlook contacts
®) Typ= & new list

There 15 a meeting for annual zcademic palining on 1/4/2014. You are mformed to
remain present in the meeting. |

Type a new list
Type the names and addresses of
4

E.‘Crei?te._

Step Jof 6
@ Mewt: Yrike your lecher
4 Previous: Starting document

AUlg(A 3.139-b Mail Merge of lla @YU

&A Create ([Ascu UR (5AS sl 2UglA 3.140 Y¥®l New Address List SIACOL G5 WA, L
SLAAL ClsUHL AUDL BA U HisAclloll B Aol HBAl Ao scuMl i B.

e 3
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
1 1 1 |

< I

Mew Entry | Eind... |

QeleteEntr!_fl Customize Columns... |

AUl 3.140 Mail Merge Ml otd AZA cllze
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UL SAALL A gl WU Customize Columns ol Heedll Slam SlAe s3I asla, Sl 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 WU 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 wUQU SlsgReti 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

AUl 3.141 Mail Merge i otd A3 (A
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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.

AU 3.143 Mail Merge Ml M (365 8oue sl wle
RURGULE 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.
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Mr.
Abhzy Sharma
Park Avenue

Navrangpura
Ahmedabad - 380009

There is a meeting forannual academic palnning on 1/4/2014. You zre informed to

remain present in the meeting

Ml§[a 3.144 Mail Merge Hl preview letters

»|

Eraview your lettars
one of the marged leiters iz
previewed here, To preview
arother leter, dick one of the
flowing:
e Redpiznt: 1 [5»
9:‘1 Fird a redpient...
Make changes
You can alse change your
=l redpentist:
:{‘ Edit recpertlist. ..
Exciuce this recpent

\When you have frishad
previewng your letters, cide
Mext Then you can print the
merged letters or edt individual
letters to add personal comments.

RURGUE Next ¢eol UR (A5 scll U wu5(A 3.145 Yoot 1Y YAl Ul (o2 3] st Al
Al e YURL clRpA UL 531 sl B.

Mr.

Abhay Shama

Park Avenue
Navrangpura
Ahmedabad - 380009

Thers is a meeting for annual academic palnning on 142014, You are informed to

remain present in the meeting,

A3l ol ustAl

AUlg(A 3.145 Mail Merge MU preview letters

-

Complete the merge
Mal Merge is reacy to produce
your etters

To peraonalizs your leters, didk
“Edit Indwidual Latiers.™ Thiz wii
open a neyw documert with your
merged letters. To make changes
to al the letters, switch badk o
the original document.

Herge

B print .

2 Y Editindivicusl lztere,.

Step 6 of 6

# Previous: Previen your lethers

1. dHRL sllasoll Wdd WETHL dAHRL Wl AR aHARL Wsaldl Ual A Hofedl olotlall.
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3.5 Rellbal2A

Q1. A [Aseu ue s3A
1. Word Aicll3atat ollAottuiell Aol gt ol 531 sl oell?

A) File 2oiiell Exit [@scu B) Alt + F4 Sl Y scuell

C) Title bar UR X oleel UR 5As sclell D) File 2wHiell Close Sub Menu ([Ascu (5As sl
2. Ylelol ddRall Slodal 9 56 B ?

A) serif UslRell $lo2 B) sans serif YslRoll $lo2
C) Scientific Us(Rell o2 D) AUAA dHIH
3. Portrait ¥l Landscape 0.
A) Ugfos AR 2ot B) AUR WS
C) Ux A-uGe D) GURell ol [Ascu
4. oflusuuiell s ([Qseu U HFotoll YsiR o1ll?
A) Left B) Right
C) Center D) Top

5. 52 (ASCU Insert Table Auto fit behavior Hi GUcsd otl?
A) Fixed Column Width B) Auto fit to Contents
C) Auto fit to Window D) Auto fit to Column

Q2. A ([Aseu ad wiel ol YU

1. A font style olell.  (llES, YR, YuRrslwe)

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

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

4. Shimmer, Sparkle text, Blinking Background AR A3 A .
(Slog RISAY, Hloe T¥52, 252 Th52)

5. 20lcoll A U sl Asollstadl HA Aol 53 B, (Ad, AR, 2u)

Q3. o{lAell cltsell WL B ¥ wlal A s8l.

1. R Word 20104l A5l Wl AS| oletRell o HIS WA WAL headar e\ footer A2 53| 2S5
e\,

Left Indent Marker UM AleSel Rclt2d oltSlell AlSetoll Bodod SoRlA 53 B.

Insert 2uHill ClipArt BRI asld «tell.

Word 2010 Hi 2t olofl a2l cle AHi otcll sl BRI asicll «tell.

201ctell 32 ol 8185 Sl YHIRL ABL ¥ Gl sHHL dlscll asta B.

uu A W
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Q4. A1~ Assi sl

A B

1. Word Hl ¢lelldcll st Aat sl Ctrl + S
2. Sl WMo ollH U ¥ Aol WUlol UR LS $cll HIe b. Ctlr + V

o

3. WRLE $C ARl ellel (Darken) SRl HLS c. F12
4. 51Ul 53 AulRL Ve sl HI2 d. Ctrl+F
5. SIsyNoeHi (A cwiel Nual Hi2 e. Ctrl+B
ocloll

Q1.

1. D [File 2uHiell Close Sub Menu [AscU UR (A $ci]
2. B [Sans Serif UslRall $lo2]
3. AUy ARAc2et]

4. C [Center]

5. D [Auto fit to Column]

Q2.
1. Yugle 2. qolgle 3. .docx 4. 25 8352 5. Ad

Qs.

U3
wig
wig
U3

u A W N

Q4.

1. Word olalcll 18 Act 5<l -  Ctrl + S

2. SISl Wl ollH U ¥ oA WLl UR A2YS Scl M2 — F12
3. UAE $CA AMIRLal Y2l (Darken) $cll HIS - Ctrl+B

4. Sl 53 ARl Ve scll M2 - Cilr + V

5. SlsRoeHl (ABld cvwlal ual M2 - Ctri+F
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YUsWU-4 : HIEslUSS ASAA 2010

YUrcllcell

4.1 AsAd 2010 uRUA

4.2 32l (Data) ElHA $cl Aol Asj SHELOL (Formatting) $2¢

4.3 Aot (Saving)

4.4 (Bt (Printing)

4.5 81Jcll wal §s2el (Formula and Functions)o{l Heel oQLAA sl
4.6 aslle, 2, slatd Wal A (Worksheet, row and Column) W& s1H $q
4.7 2uc 92 (Table Format)

4.8 AL (Sorting)

4.9 [(5ceR (Filter)

4.10 32l & (Data Tools)

4.11 AGBeclSaU (Outlines)

4.12 [cle 2 (Pivot Table)

413 UL, AUScUSel A AUEsU (Chart, Sparkline and Graphics)

4.14 3y 2 (Review Tools)

415 $l-o§ aése (Keyboard Shortcuts)

4.16 WA

UL AsUall veA™ sAl wle AR

o AsAA-2010H1 HERA el 53 asW dal Aol olsarl 53 s AMx Aof SHEloL
(Formating) 531 2520 ol cdols wal adalled] sleletd AUcat ugl 531 asql.

o AsAA-2010 cbofsal WAL WAL SHNeHl (Format) Ack AH Doz 531 asell.

o el el UslRell oalddl 5¢ A scll Amesr »sUl ual AssU ARAZNRA scl (AU §52lotall
GuAdL ¥cfl A sl A AHY sl

o HBARA Gcrdl, Ul ¥ 8 Wssu sHHL o6l A5 AHy wtl HIB AR ol wsl
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4.1 AsAA 2010 URBuA

UM A AU Wse AWE, AcR ¥ e S8 3cldx culclloll dlal AR HESsRse aASall
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AsAA-2010 (Excel-2010) A As Wl GUA( Ws2lle (Spreadsheet) WU B ¥ HIgslAse AU
RJgoll (Microsoft Office Suite) ¥ GOBRA AAA B. WAsAA-2010 oA Yool sl sal W2
Gu(l 8.

o SlFURL UslRell oLl ARl s:al

e ALE (Chart) Glallalall

o AELRA sailacal

o UG cstidd HUEAlA Gulol s2cll

. 31[[38%{ (Graphics) Ul SLRADUH (Diagram) o{ollelcll

o Asloll (Macro) Heedll ol slaAl sal HI2.

AsAA-2010H1 4UGe{l wg@ 5cll Ul olcll cta@ szl GRReuHl 2l & Bl 3:
o AUSAS AL (Sparklines)

e USUR (Slicer)

o [z 2uc(Pivot Table)Hi 1oL Hizetl [Ascu.

o AUBAU oot (32 oll oA As Ry ch

o soSlastd SIElL (Conditional Formatting), $o52lot (Function) 3ol €A% (Image) Hi 3% dy
AR 3l 83 asia .

o ool 81 alldlal (A ¥ Acl M2 @ol 3R A (Screen Capture Tool)

o U 5cll Udcl A ¥q Wl A wWIUGYUL A& sl B. (Paste Preview)

o (Rutotuli ot 201 BRI 2slal B. (Ribbon Customization)

o 2L AWl AHY 3R sl HIZ 8sAel W32 (Equation Editor).
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CCC-BAOU and CCC+ 183



Home Insert Page Layout Formulas Data Review View Load Test Acrobat Team

I save I
Information about Book1
5 Savs As
[ open Permissions
- :
= Close Lﬁ Anyonzs can open, copy, and change any part of this workbook.
P Protect
ks Workbaok ~
Propertiss ~
Recent :
Size
— Prepare for Sharing Title
New fET Before sharing this file, be aware that it contains: Tags
Document properties, printer path, author's name and related dates Categories
Print Check for
e~ Related Dates
Save & Send Last Madified lever
. Created Today, 10:41
Help | Versions Last Printed Today 10:43
; ; 3 iz te aday, 10:43
-;_a 5] There are no previous versions of this file, ssrnte ooy,
s3]l Add-ins - o
Manage Related People
2] Optians | Mesmis Authar HIMANSHU
B Exit -

Last Madified By

Show All Properties

U 4.4 As R @

Retel (Ribbon)
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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 WAUANLS e (2.71828182845904)0ll WUA ololR Fcll Uld Ml 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 WUAUALS T (3.14159) ofl (Eud el B.

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 WY No2 (Al WAA olttAoll YR sl AURLA B.

CCC-BAOU and CCC+ 205



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

Bote §52ot SHloSo{l Heeedl d Sl §s52l0t ALl AB Bl AU $52l0t HIRZ wUPAc2 UE 31 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 r'y 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 BoUS §52Aat SIAAWLL GllsU

o ¥ AUl 5520l Aulclle] Sl A Ad RAse 5A

o A 30Ul £AAA Boe §520l 5US Eollclcdl Ws(A 4.31 Yyololl Boré §52Uot SIAAL U
WA ® Bol Heedl R §52olo] ol 28U 31 Go wesl eulldcdl A olldeld] AUl Aol Bl
ollH YRleldl §52lotq] (ARe 21 B.
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o [Areuidll $5210t RAse sl olle OK el golleldl A §52ot M2 %33 w0fRe2 Aarclall 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 | =

ARalO scll 3% RAse 53 Ul A Al

= 233 <«ARAOU ol ol
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. AslA 4.28 Yool AsAA 22 sotlcll 5ot 1S wal 251 SJAl WA §52lotoll Heedl N
2. €35 [AMAML AYdH U HedH HIs A

4.6 ablle, A, SlaM Al A WA s1U 59

dA s AsAA 2010 A3 $A AR A As wWicdl abols % 52 & Bul 2l aselle wadl sla
8. i oA decll abelle GARl waudl g (Delete) 531 ASL AMY Aal aboysoll iR Al sl O
AU Aol $H 38R, olsc wUdl WASL UL ASL 8Bl dguid asallea Yu wa sty 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 Wal £2 ASL B Aol AS]l wal utsl s 81, Asll QRUE WA udloues wecll
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 Glls WA B BUl ot 2euiedl abelle @Qscu urle 3l
OK weat gallaldl As ol adelle GRRAAU B.

3. Shift+F11 ecllelcdl Al d 2lle usctl As oicl adelle GRAx B,

adelle A A slelle s3l asel ® (Delete)

1. ® le Sllle sl Ala Aol lle 2ot UR MG/ WUR weot (As scliulglQ 4.33 10 eallca
Yool 2llése Noj A Usl Al B BHE Delete URE sl A 2lle Sllle aa .
2. Home = Cell 9 Delete < Delete Sheet 5As s2cll A2l 2lle Slelle aa B,

oo (Bl ol 2lleml wilell sl A AsA el Slclle sl UdEl dMal AHEA Yy B.

asale of ottt A A wecll aslA ® (Rename)

1. % dblles] ol wedd dlaA Aotl e e UR HIBUe] w¥HY oleol BAS sl wisld 4334
gallcadl Yoyt ése Nof WA B BUil Rename [Ascu urie sauell 2lled] o RAsSe °y
8 RURULE old ollM 28U $31 o2 WUl ollH GlEAA B.

2. % aballed] ol slecq Sl detl 2lle 201 UR sulet 5As (Bsu Ul A aR (ASs) sl 2l2q] oint
RAse U8 U B RURGUE old olld 2leU 531 o2 WU ol HEALA B,

asalle 20t oll 5ER HeAA

afolleanl vod 2leell wetdl eallaal Aall 2otoll sAR (1A gallcall Yool alecll asta B.

1. adle 201 UR MIGU wHR tleol (A5 sl 4.33 11 eallcal Yoot Wése Ao WA & Bul
Tab Color ([AscU URIE 531 B 562 5 8lad Aol UR (5AS $Rcll 20loll 5ER GEA 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 b

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 WAl ¥ slUl scll dla A abelle 2ot UR MBUe] WHR 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 asle 58 asysui, s¢8 olle udetl, 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 9olle GRRC ®
To book:

Book1 W

Before sheet:

Sheet?
Sheet3
(move to end)

585 olle i RAse sdcll Ale GRRCA B?

[ Icreateacopy ¢ — ool Sl s2al As 53
conc

ALg(A 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 adalle 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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ARl 2lleal wedl Buusal we asalle 2ot UR HIGUo] w¥HY weot (5As scdl dusld 4.33ul
gallcadl Yool 2lése Nof WA & Bl Unhide (AscU Ude scdl R Hide sl 2lled] (A2 e2ladl
sl cllsy WA B aiel % 2lle Buiscll slat A ule 531 OK UL 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 = 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 WEN (Cascade) AR Il A 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

g(d 4.35 Arrange Windows SLAGL clls

Microsoft Excel - T n
Formulas  Data  Revew view | Aoobat Team = @
: 5 S = S Espit L] View Side by Sl =3 o= =
s @ JH B HEET s & B @
L ariaines [ esaings B0 n | Winaow A Fanes~ (2 \mse | 2 et on | wonspsce Wingows+ | |
Show winda
| c2 J':[ =B2*5ES2 It
2 Firial-1:1 = B & Final-1:2
A [ B E g = Ho0 = A B E o E F = H I
L 5 ubaw |
2[Rl 53.95) 145.7: 2.70| | X 1,245.07 | T 113.30 | £ =
58.39 T 1,255.4 1 EHeRLITE] i | sl wE ol Wk 2% SCAL% Uiy
4595 T 1.584.12 a
29.98 T 113161 5 M3d
5128 T 102451 & elad s EE) 56
39.53 T 108114 7 TEellu 96 55 65
64.81 T 1,557.2 B - R 66 22 ag
707 ¥ 1,388.97 T3 uig 78 - e
56.00 % 1,296.85 7 Hell 58 55 67
54.15 ¥ 141124 = A “old 78 &6 &3
42.89 ¥ 1,623.80 3 EEl S ) B
15 eglan 5L46 % 1,055.25 IEED a7 78 a5
14 | ek 83.78 % 1,576.79
15
16 | Aellegz Ae tpea wany Al sdlal cuy weold ol
L7 (wRU% 5E7 A 254 uR Sla A e Eodldn A idluind clls as ma
18 18
13 19
20 20
a1 21
n 22
pr S
W4 von| Inoduction . Col Basics  KeyBoards | Paste Specal | Wil4 ' LA & ® W] Troduchon - Cell Bagics | KeyBoaids - Paste Spechl | Mumber Forrat | Simphe Formuls oAb
figagy, | G L ] {x

ULl 4.36 As o adoysell A Wl wadl adlle A (QAaHL Gell ANl
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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
GURYL R oMl adAl & B AU S8 As UMl WA 5l oflost euol sRau Twia B.
AR %320l Sl U View & Window = Unfreeze Panes $cll dclol aballe gullal ©.

Final-1 - Microsoft Excel - a n
Formulas  Data Aeview | View 2 @ao =
[¥] Formula Bar r’-\: _|; - = | EE ?’3
& Gridlines [F] Headings Zoom  100% . j S n\'nirpﬂ(i ‘Vls“;:m“ Matos
Show Zaam o Unmeeze Panes
: r | Untzck all rows and columns to scrall -
AL : | : : p— - theaugh the entirs workshe k. | - — _________
A [ c o E—F 6 H 1 | X = Y. Pr—— I AD | AE | AF | AG | aH | ale]
29l 1 et a2l 3 Hl : _oliing
2 2s0rui|dellg? |yd o 6% 5,000.00 [ € 61000| *Filter wil ' 2
3 worn[ie:  [yd adlz 65\ % 1,755.00 [ 94250
4 osorn|Ueee  [ud Yoy 64T 1,728.00 [T 92800
5 wotn|leez  [yd A 63| T 1,701.00 |2 91350
6 17-o1-u[ee?  [ulH [sle0je 62[%  1,674.00 [ 895.00
7 _1roufees  [Bdz  [Bud 61| % 1,647.00 |% 88450
8 2-01-11|[Uezz  [ulln [Bua 53| T 1,566.00 [ 84100
g apot-mflfee?  [edlln  [ollam 56/ 1,512.00 [T 812.00
10 2roe1|lee? [yd My 56{ % 1,512.00 [ 812.00
1L 10-01-11 2 ulin ucuql 63| ¥ 144900 | ¥ 693.00
11 0501112 yd FlE)oL 60[ T 1,380.00 [T 660.00 |
13 2p-01-11ee uldly [Bua 53T 1,357.00 | % 643.00 { 1
14 sor-n[dedd Wiy [Flay 53| 1,373.00 % 58275
15 1-0-11|lee [uliln [adlz 43T 1,323.00 [T H0s0
16 zs-or-11|dleuda [yd Bac 62| T 1,302.00 | T 579.50
17 1sorndslze [ulEd [udlo 53(%  1,298.00 [ s90.00
15 or-or-u|deldd [yd udlel 61[T  1,281.00 [ 564.25
1% 13o1fdedz? [Bdz ydla s7{T 1,254.00 [T 50
0 1ot G4z [gRw 56T 1,232.00 [ 560.00
21 1s-011ifEe eallo [wdlz 53| % 1,219.00 [ 583.00
22 2011tz (Bdz alz 64{T  1,216.00 |3 51200
21 osorn|dedd [eellm Judla 57|T 1,197.00 |2 52735
24 130111 el [udlz 52[T 119600 [T 57200
25 23.0011|Ue2?  [UBlH [BlE0jal 44| % 1,182.00 | ¥ 63s.00 | e
k| Fice Special | PG r Simple Formuta | Abslite Reference || Saledan | Sal=reh | Sort | riter . Sparkine %@ []4 il Al
Rendy | 55| L jooss (=) } )

g(A 4.37 Freeze Panes (Ascu
dAHdl yould usiA

1. ASAAHL $15A clollell Aal Myworksheet ot Act 53,
2. AsAAHL atcll 2lle GRRA WA Aal Mysheet ot AU Aol Aoll 20t SR G 53,
3. Mysheet ol YaH 22 U WASL A Aoll S1UL Mysheet-1 313 $3.
4. Mysheet o\ hide $3] ¥l RUAULE Al unhide $3.
A al SlAM WA 814 8

AsAAHL dA As Actoll WAL, 2l A mac wwll Stdd GAZ Aues g2 53 sl 61, A wal
SletHal ActSl wal utest 2usl a8l 91, Aofl GLUE wal SletHell udloues olecll sl .
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A wWal sIAHH GRRal

AsAAHL A wal SleHoll Avaul WIUG wRllcal Yool AlssA B Wl AR X A GAA AR wlislell
A oA WA B U Becll A £ AA B AHY SIAH GRRl cllslotl sleH sHRl ity 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 Aoll A oleR UR HBUo] WHY vlal (AS scll 2Wese Nof WA B
BUL B [AsEU URLE 5l A GRARA 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 Acteoll stoll ol As sl GRRAA

| CS)

A Aol sl §R sRcll

% A wUcl SlAHol 3R ol Sl Aal gR 53 AstA B. A A § sl gaell slelle ag oa A Aa
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
lése Nof WA B BHL Unhide (AscU e scll A A/slAH Wl 2w .

SlAHo{l USloUE A Aol GLRUES cectcll

slettell UBlouE WSoeHl HuaHl wa B. yaed A, e3s sledell uslous 64 QsAUL (PX)
wcll 8.43 WEoe AUsH B2l sl 8.

o{lA ealacd slsunl I stcHe(l udloues oecl asia 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 AUcl SlcHe(l udlousS Well ctiolt cwiel
gl aa .

4. SlAHoll MRl oltgell o§R UR sHA BAS sl AUDUU A SletHell udlousS Well died dvial
gl aa .

1A ealdcdt Sleurt A Aol QU aecll asia .

G WBo2R Sl o{lAsll 82 uR 2Aull +ua 9L (st¢f et goltcll Wudl) s3.

2. Home = Cell & Format =»RowHeight W€ 53| StA0L clsuHl usloue .

3. Home = Cell & Format = Autofit Row Height ¥Ucll SldAHe{l usloue Al ciolt cvual g2l
aA 8.

4. sldMoll wuell olegell oll§R UR sud (BAS scdl WU A Sl udlouss Aell 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 golldl,
o RAs2 53 A UR HIBU] wMY oleal (5As 53| Copy ([Ascu Urie 53
e Home =» Clipbaord = Copy Qs 3.

Ul A WSl dlal Ul oA elad 51¢5 Ul As 3lA Wre 532A.

e Ctrl+V gollcl.

o RAs2 53¢ A UR HIGBU] ¥HY vleol (5As 53| Paste [Ascu Urie s3.

e Home = Clipbaord = Paste Hi2l (Ascu ude 31 Aol UR (5As 53, ASAA W 5l UdAl
dHal A 3d EWld d ugl wcdld 8.

e Home = Clipbaord = Paste (5AS 53, WSRAA dHal 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 2ua oy SUEloL Wee A ©

Formating g5 SISl Wre a2 B.

Paste Link SIl svcll Act Bl o el wad ® 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
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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 slsuet As A 2l asta ©.

e Review =& Comments = New Comment Ule scuell

o At UR HGA Avl wHEl (A sl 2Wése Ao WA B BHi Insert Comment ([Ascu urle saudl
o Shift+F2 galtacuell

RUIRULE 5Ace 218U 531 Al asta .25l 4.39 Ad UR HIGU WS A8 »dl tuldl 5N
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 Acllscll AUl EWLscl Review =& Comments & Show/Hide Comments oll GUL Al .

4.7 20ld S\ (Table Format)

32l 3o uR UdcUsl slH sal HIZ dA dal 2ecd Slle 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 AU sl UR LIl udcusdl 53l 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 261 WA B.

eCptions. |  Tabl e 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 .

yaH sldu vilAn ls‘lau
A B C D

1 Al g dAR g tA g U g
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 |«—— Qs A
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 o el olecll asLal
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 gile
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zolciell gucllde A A Al dal g sal wsld 4.40Hl e2lcal Y Remove Duplicates (Ascu
ude 83l astia B % wsld 4.42u0 ealcal Yyl slAAL st olcdld B BHL 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
(ot AUy, 2act sz g2 531 delal AHA A Iwul 3ctcl wslQ 4.40ul ealcal Yl
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

4.8 2L (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
AEDHE dN dHRl @re Yool deta 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

)

o]

A
Z

2. Data = Sort & Filter »Sort 291

GuRHiel 818 As (Ascu ude sl wWslA 4.43 Yool A SlAALL dlsd WA & Auey AsAA
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 stAAL s

4.9 (3ce? (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 YHIQl el (3ceR s3l asl ¥l % 32l ($eeR 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

sl 4.44 32l A (3ceR sal udal wal wislQ 4.45 Hi delad (3eer salole A (ol (3ee: Hisll
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 B C
1 | RollNo | Name |Date of Join
2 1 Jatan | 01-05-2001
3 2 Sanjay | 06-08-2003
4 3 Kiran | 07-05-2007
S5 4 Savan | 09-01-2002

6 5 Nisarg | 05-06-2003
7 6 Flaguni | 02-03-2002
8 7 Anal 01-05-2001

£ 8 Devyani | 06-08-2003
10 S Ajit 07-05-2007
11 10 Mitesh | 09-01-2002

gl 4.44 (deer wrRw udal

A B C
1 | RollN ~| Mame ~ |Date of Jo ~
2 1 latan 01-05-2001
3 2 Sanjay | 06-08-2003
4 3 Kiran 07-05-2007
5 4 Savan | 09-01-2002
i 3 Misarg | 05-06-2003
7 3] Flaguni | 02-03-2002
8 7 Anal 01-05-2001
9 a Dewvyani | 06-08-2003
10 9 Ajit 07-05-2007
11 10 Mitesh | 09-01-2002

gl 4.45 (3ee2 RAAse sAl oue

1

A

RullNlEl Mame ~ | Date of Jg ~

B

‘-ﬂ, Sort Smallest to Largest

il

Sort Largest to Smallest

Sort by Color

Mumber Filters

Search

1
2
3
4
5
[
7
3
g

[

CCC-BAOU and CCC+

[ (Select Al

0K

Equals...

Does Mot Equal...

Greater Than..,

Greater Than Or Equal To...
Less Than...

Less Than Or Egual To...
EBetween...

Top 10...
Above Average

EBelow Average

Custom Filter...
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ALg(A 4.46 oo (Bee?

— Custom AutoFilter E E A B C
1 1 | RollN-T| Name - |Date oflc ~
GmcE a3 2 Sanjay | 06-08-2003
ey e 4 3 Kiran | 07-05-2007
o || s 5 4 Savan | 09-01-2002
gl 4.47 (e W 32t wud 6 5 Nisarg | 05-06-2003
7 6 Flaguni | 02-03-2002
8 7 Anal | 01-05-2001

AUl 4.48 (3eer 2 3at
3elotl YUslk YHIB AsAA (ololR, 32 ¥ 25e2) (3ceR ealld ® sl 461l Roll No. H2 oloR (ceR
UAld B Boll UR 818 ([Ascu ude sl sl 4.4710 e2lcal Y@l stacldl s WA & Bl
%33 2Rl el 531 OK oleal enllaldl dal (3e2R aa B. (32 udd 32t wus(Q 4.484i e20ad ®.

A3l youl ustAl

1. Al 4.41 Yool AsAA 22 olottel Auiell ot sl Adle adl sl adl guellde dal g
53l

2. 32lal olld ol ol URWL Sl l 22 YyHIdl Ae 5.

3. [(Aotauelt 5000 &l ay AAWL clow 32 25 U olrR (3eeall Heedll el sA.

4.10 32l QR (Data JC)

32l gl olA Yorootl [@Ascu HAL B.

= %
& 2 = 4 =22

Textto Remove Data Consolidate What-If
Columns Duplicates Validation ~ Analysis v

il il E

(A 4.49 dat e

Data =»Data Tools =»Text To Columns:
AHGA A B vl wAdl HBA ARl dal & Al AR A SleHHl dlsddl HIZ

@Qscusll Gualol aa B. Al [Ascual WHAlSW 8¢ 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
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Columns UR (5A5 scli As ollst wlcll st B % Alsld 4.514 A ASlA Sl 501 252 g SlAM
3 RuHl Yol e .

UGl AUUQ As GELEWL ABA AHYA. AlslA 4.50 ML ealcal Yool WU 32l elHd s3A 1A
BUL SlAM #3319l NAME, AREA, SELLING €20Act B uUa €35 Slad 3ol aAuey _AuRUS el B (3l
5 258 elud s¥A B Aal sl () dsiell wedl elad B, ul Hiledl As AMi As 2l B Aal
Aol 10 Bl 8§ el s3A. @Rule wl HBA (e RAse s3AA. (32l A RAse sal
HIGUoll uRl U@ Gualal 531 sl ¢l waal A sl-olSell s 8l Al ellge ual AA $loll
Heedl HIBAA RAse 53l adlA ¢lA) Wl RAse U8 duL olte AUUBL Aal QL ML AL
SlMHl sledd B dl A M2 32l EUHI Text To Columns [Ascu UR (As scl Ul B, udl As
sl AglA 4.51 1l ealcaul Yoyl As clls Ul A B

A B C D E
1
2
3 NAME, A  SELLING
4 ASHOEK, $?3UR, 35000
5 ASHOK, SARANGPUR, 25000
b BAKUL, VADAJ, 9500
7 BAKUL, SORDARMNAGAR, 41000
8 DIPAK, GIRDHARNAGAR, 12500
9 DIPAK, GARDHANVADI, 35000
10 GAURANG, NAVRANGPURA, 36500
11 GAURANG, NARANPURA, 36000
12 JAY, ELLISERIDGE, 25000
13 JAY, MANINAGAR, 15300
14 MEEL, KHADIA, 15000
15 MEEL, JAMALPUR, 36000
16 RAJESH, CHANDLODIA, 12500
17 RAJESH, MEMMNAGAR, 36500
13 VIREN, RAM ROAD, 18000
19 VIREN, U iI""-"ERSIT"F, 25500

Ag(d 4.50 32t
Ul AL llsuHl yad AAse st HRloll o AE aslA Gl Ul wUuglel A @Ascu y®
.

Delimited: ¥ HU@Al Rcse 531 B A sl 3 20t Sl lat A 2 [Aseu uR 5As sl ud B.
Fixed width: ¥ HUe{l RAs2 531 B AUl AU slad A AL [Ascu UR (5As sl Ud B wWaal WU
B Hecdl & A MU SlAHell dolte Yoot A2 UL oA dl d {2 u [Ascu uR (As sl ud 8.
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el Delimited [AscU UR WA BASs 53N SlA. @R Ul stacdol cllsyMl ol Aefl syl wAe
Next ([AscU UR (5As 5cll A5 otq cllsU Ll B. B vUslA 45241 8 AslA Sl

Convert Text to Columns Wizard - Step 1 of 3 o

j The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type

Choose the file type that best describes your data:
[ i -Characters such as commas or tabs separate each field.

(") Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

AME, AREL, SELLING -
I , BAIPUR, 35000 B
, SARANGCEUR, 25000
, VADAJ, 9500

., SARDAONAGAR, 41000

Cancel < Badh [ mexts ][ Einish

g(d 4.51

UGl AU stell ol Delimiters Y® 8. aAul U@ sl [Aseu uR (As 533 €lA, s10% AUl
HIG AR sl Asttell wetol e20Ad B, Al B sl Asitell wetol e20Ad B. Al B Sl Asll UR
5As s3AA SlA ¥ dcd llsUMl o{lAoll dRy sl Yol WAl uial B. uRolle $31l Next vlest
(@scu) UR BAS scll As old ollsd wlcll s B. B 2s(A 4.53 U B8 ASIA 1A,

This screen lets you set the delimiters your data contains. You can see how your text is affected in
the preview below.

Delimiters
Tab

[ semicolon [T Treat consecutive delimiters as one

Text qualifier: [ IE]
D Space L 5
[l other: g

Data preview

[AME LRER SELLING i
HOE | RATPUR 35000 l:l
HOE | SRRRNGEPUR 25000

VRDRJ 2500

SARDRARBNALERE | 41000

-
1

| cancel || <Back |[ pext> | [ Finisn

g(q 4.52
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Convert Text to Columns

This screen lets you select each column and set the Data Format.,
Column data format
@ General

‘General converts numeric values to numbers, date values to
() Text dates, and all remaining values to text.

= I

) Do not import column (skip)

Destination: | 653 =5
Data preview
neral
SELLING -
35000 (i
25000
8500
41000 -
3
Cancel ] [ < Back Next =

us(d 4.53

UGl WUl Y® B ¥ Bl General, Text, Date sl Slenl uitcl s, 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,

A B C D

1

: [
3 MNAME AREA SELLING
= ASHOK RAIPUR 35000
5 ASHOK SARAMNGPUR 25000
& BAKUL VADAJ 9500
7 BAKUL SARDARNAGAR 41000
3 DIPAK GIRDHARMNAGAR 12500
9 DIPAK GORDHANVADI 35000
10 GAURANG MNAVRANGPURA 36500
11 GAURANG MARANPURA 36000
12 JAY ELLISERIDGE 25000
13 ny MANINAGAR 15800
14 MEEL KHADIA 15000
15 MEEL JAMALPUR 36000
16 RAJESH CHANDLODIA 12500
17 RAJESH MEMMNAGAR 36500
13 VIREN ASHRAM ROAD 13000
19 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 32l RAse s3A SlA. RAse sal ugl 3al geuMl WA 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 Roll No [Mame Course
2] 1jMayan MCA
3 2|Rekha BCA
4 3jAjit MCA
5 | alvijay MCA
6 5|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 m

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?
(1 Expand the selection
@ iContinue with the current selection!

[&ernwe 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
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U Ul Al B HIRA RAse 53 & deal % ewoHidll suellde 258 £2 sl ® W2A Continue
with the current selection (AscU UR (5As $31A 1A, Ul Remove Duplicates UR (5AS $2cll % olcll
sl s Slal 1A B. B sl 4.57 UL 18 AslA Sl

To delete duplicate values, select one or more columns that contain duplicates.

My data haz headers

| §= selectal | Unselect Al

Columns

Mame

ug(d 4.57

UL AU %l A5 sl AUl Sl RAAs2 531 ald Al Aoll oltd AHURA %Blall HA B. 1l GURid
wudl RAse s slaxHiedl 88 sldMa UtRAse (RAsA g) 59 dla Al 531 AslA 1A,
Ul OK oleat ([Ascu) UR BAs sl 2gld 45840 galcaul Yorolo] dilAH URRUH HA B. wEl
AU B ASIA A ¥ wsld 4.55 Bl 458U et 8ol Avauml yalsl UAA Hlal HA B.
Ul AglA 4.59u10 ealcal Yool ectl grellde 88 odl A g2 sal Aoll Avau g2l B.

Name
MNayan
Rekha o 1 duplicate values found and removed; 9 unigue values remain.
Ajit

Vijay
Kamlesh Was this information helpful?

Rl 5[ 4.59
Bhavesh

Brijesh
Samir
AULg(q 4.58
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Data =»Data Tools = Data Validation (32l Acll3alet)

AU et st MBI Assu usRell HaleRl ysdl da Bl woa WREA GAAA
estadl astal wgadl dal wUAol Wl st d HR 32t Acl3stoll GUAdL selMl WA B, Eld.
QAL (BHct 15000 ol 35000 <A Sl AU, UL UUR WS GELSAWL WA AH)L.

ulslQ 4.60M1 ealcaul Yool oltd, ARA, AL MGz adR HEAl udAd etmd sl B. g
UG A A B 5 15000 Ul ay U 350008 ALl Slat Acll BHA U ABGeS UB A WUcll
Al AL A3 wa.

| A B c L b E F H I ) K "
= 7 =
- Data Validation JER
2 [ —
3 NAME AREA SELLING REGECT Settings | Input M | Error Alert |
g AHOK RAMPUR 35000 Validation criteria
2 ASHOK SARANGPUR 25000 Allow:
6 BAKUL VADA 9500 |WE[EEBEI’7B Ignore blank
UETE] BAKUL SARDARNAGAR 41000 :
8 DIPAK GIRDHARMNAGAR 12500 [3
U DIPAK GORDHANWVADI 35000 Mlnlmum :
10 GAURANG MNAVRANGPURA 36500 ;LEUU[J : =
11 GAURANG NARANPURA 36000 e -
= Maxirmurn:
azZ JAY ELLISBRIDGE 25000 (25000 3
13 JAY MANINAGAR 15800 T
E NEEL KHADIA 15000 |_| Apply these changes to all other cells with the same settings
15 NEEL JAMALPUR 36000
il Clear Al [ ok || concel
16 RAJESH CHANDLODIA 12500
\FE RAJESH MEMNAGAR 36500
18 VIREN ASHRAM ROAD 18000
13 VIREN UNIVERSITY 25500

Aus(d 4.60

VUl HERZ yaH AU Al wHIGBozadl RAAse 53 Sl wl WHIGBee RASE U8 dRUl olle el
gl 32l adl3aet GUR BAs 531N Ll Aed wugld 4.614l ealcal Yo As ollsat wcll
B, Al 32l Aclldtet clsuHl 23l 20l Alall HA B. Settings, Input Message e\ Error Alert

Settings: L 26{M AU AI32ot 3 Y 8. Allow [@Qscunl xellstad Wl oA ysiz y® 8. gl
WUB Aol wHIGoell ald 5313 ¢l WeA Whole Number UHE 5 8. SELU %l 518 AU
(Buct ysalell 28l a8 sl Al Aoll UcoWlell scll HIZ AL Ignore Blank [Ascu AU & =l 2ls
s salell .

Data (Ascuoll udeoll Yol Aol ollA whel [@Ascu olectad B, gl WU 15000 dy el
35000 $cll Wl Al (Bt yscloll & N2A Between ([Ascu RAse s3A lA well Maximum
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U Minimum (EHd Y® 8. il %0 AU QiR sct 51 cntallell B, a 281 cull el ugl
VULLL Input Message 201 UR w83l ¢l

Setﬁng Input Message | Error Alert |

Show input message when cell is selected

When cell is selected, show this input message:
Title:
[REGECT
Input message:
"E.I';'.RD"R| R -

o ] [ oo

(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
YHR A Aoll o slaclol lsUMl olclalel M2 2l [@Aseusll GUADL sRalHl A B, Al M2 2AQ
RUASA (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. w8l 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 5As scll % (A 4.6311 ealcal Ysoio]

wBaye ALl st B, FHi Wl Aot AMIBe2 clonl 258 UR AlA 5ERe] Sl wcl o B.

AUURL AUAA VI8l WAl UR A Al 560 USA §R 59 &l Al 32l 2atatl del Aclldalot Yui
Clear Circle Validation [Ascumi (5As scll A g2 A B.
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e

Diata Validation

[ Settings | InputMessage || Error Alert|

Show errar alert after invalid data is entered

When user enters invalid data, show this errar alert:

Style: Title:

I Information El iREGEET !
Error message:
ERR.OR -

o

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
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Data =»Data Tools=»Consolidate

el el adalle uR wAd HUEAl uRuuAlell wwRial As adlleni (uaal Hie: daslle) AsBAd
(Consolidate) s2cll L ([@Qscu GUA( B, ® aslleni N AR HEA AsAd sA & A %
abopsHl HReR adelle d3ly wudl Al U abefs Hi Q& A} 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 ¥ wed A As abelledl 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 2llemi e 32l e YUell Consolidate [AscU UR (AS s:cl
As SlAALL lsU WA B, B sl 4.65H 20Add B. wél ¥ 32l AsAd s:cllell B Aol UR 53
§59lot cAlURg B A Ul alr $cdl o lleriell 32t AAse 530 Al Reference Hi A U ADD
5l Ud B. wal Ul OK oleal YA sl % ol llesll AsAd det A 2lleHl 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
Auls(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. (A 4.50 Yo AsAA 2lle 32l A As SlaxHiedl .l SlaHHl 3Rl
2. 2AQL Sl 3Reul ot Bof Acllot 15000 Al By Slat dalt L8 UR cllet USA s2U.
3. 2l AR 88 WISall grellde 1S BRI Remove Duplicates [Ascuell g2 5.
4. As ledl QuiRAAN AHRs wa olly ellel A ¥ (QaudlAAl vHRs udlawstt ulReux
K @8 Aa Al el AsBld (Consolidate) 53U

~

)

CCC-BAOU and CCC+
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Data =»Data Tools=»What-If Analysis =»Scenario Manager (ot ARR)

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 ALl ot B BHL Add et 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 Alg 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 AUl Add weat 5As sl Al GRAU A B. w1 LA 30000, 40000 A
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 AlaAZlRAML 32512 531 aAstA B, ¥ oA Al sl
Aal RAs2 531 Show et YA sl AleHl A AlottAel BUd B A Ad 1R ucll 2 B.

Scenarios:

Twenty Thousands
Thirty Thousands
Fourty Thousands
Fifty Thousands

Chanaging cells: |$|5.$2:$ﬁ.$3

Comment:

Aus(d 4.70
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Summary t2et (BAS5 sl AUEA 4.71 Yool oll SIAALL 65 WA BHL Scenario Summary [Ascu
URie 83 Result CellHl 51Jcl ctoll Actoll 3o UL OK oleat UR (5AS sl el el AloUAML
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 Sl olal 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 oAU lBct Actoll sletsll (Bud, At Yridell (Brd 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 A (AscU WA 8l B, BHL Set Cell, To Value, By Changing Cells
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Rlall HO 8. Set CellHl % CellMi % Formulasll GUlal saAl Slat d o At AJA AUl sl B. To
Value Targeti Targetoll (5Hcl autucliell 8l ®. %412 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 AUUBL A5 GELGR WIS

UL GELERQHL YO (BHct, cllwall €2 el Fectl ay Hz Y3l A3t B wal dgf culey e HA © A
R eldd 8. el Yed (ARUA AHGe2) 3. 250000 B. calxall €2 10 25l B dal 3
HIZ 2 H H3C B, o] Ul ual M2 UEL U] Y2 (1= P + R + N/100)o{l Heedl caue elell
AS|A lA. Al s 75000 3. Hlcll HA B.

F 5 H | | K
PRIMCIPLE AMOURNT 250000
RATE OF INTEREST 10 ) GoalSeck | ! % :
N OF YEAR 3 _
75000] | | Seteel: Ga Fi
a1 d |
To value: 50000

|
1

S !

By changing cell: | Gg|

[ oK ] l Cancel

e

Aug(d 4.73

URd &A AU 3. 75,0000(l %924 3.50,000 Ul HA A U HR g 59 Ud? sl 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 A5 5l 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 5l % As ollsU WA B FHL Set CellHl WU (SHA (AA AJU) AMIBa
ulcll 2 B. To ValueHl 4O QUL Yool HUB 9 Rz Anad & A (B dwaudl wa B.
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 8l A Acal RAse
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SCAUHL A B) Bl A Acle] WIA AL Aol el o2 B. Aol OK oleol YA scdl o %33l
uReuH Holl e B, WM A wal AE sl BAle scllall sl IR il [Ascusdl Gualal
dlR usdl lal HA B.

4.11 BG2AlEel (Outlines )

29 i SRS = Cp o e
Q‘EH @‘{j = Show Detail
= o “3 Hide Detall
Group Ungroup Subtotal
Out ()

(A 4.74
AR abllenl HEdlg Ml auR da @R A ay A3 Ad Bl W UEASd dHal
HIG AR oelml (ul) dNsatell Aol Aol RAURGUE YU Yol MRl oldlaal uaal guidal el
YAul WA B, wAR %32 ol slad AR dN HRAA gumiell £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 eallcall Yorol Y€l A€l calsel AEL EL GAULE Soll Hlcto] AU 5 B. Al
g8 cllsdoll HBAl @ A A A Nsarl sl dlat A AMA YUH Data = Sort (Ascus(l
Heedll ol Yool WL sl A ARUYl stlly U RAdse 53l wWBzclsat 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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s(d 4.75

UL sl 4.76M0 ealcaul Yosol }UUAL A ¥ SIAH 5L Y06l YU olotlald B oisSl scllo] B.

Group

L2 ||

Group
i) Columns
| ok || concel
usl 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 ouey As st ERIGA Wl A B, Boll GUell % + (LHAU) dal
olAell dRg — (HIBatU)oll sl Al oA B, Ul HBAU UR BAS scdl HEAl 8l8s (Rlcle %)
U8 AN Aol WA UR (A5 sl % AAle AAA HUBA wuURA 2lot U Wil el HA B el
[AscQ wBecttet Al sHRlelley Hide Details WA Show Details 531l [Ascu WA .

UG YU olottedl Ul stoll oiey glotl AU 1 2 ([Ascu ol HA B, Al A Wlelde YUt 52
5 U As sl AUR YU clollel A dl dal UG As UGl As ololR UR (5AS sl ¥ A YU
R ol 8.

Data =»Outlines = Ungroup

AMLeA A WU B Sl Ul HRA BUR YU 53 & Al 6 AHIA () 59 Slal Al Axl MR
UG2AB ML AUAA WolofU [Ascu UR BAS scll ¥ wuglal A Vel [@Ascu Yy 8. ¥ sl
4.78UL A8 ASIRA SlA. Agl % AY o Clear Outline 531 68U Al W unl clloll %32 Bl otell.

B

@rs] EEE
] P

Ungro up| Subtotal

4 | Ungroup...
Clear Cutline
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
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U AUUQ YU AAYUH wcllof L AUUBll YA ¥ A Yol YU od 5 sl Hxol 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; uedl ot wal Aotelecllol gR 3l asta B.

Data =»Outlines =» Subtotal

Subtotal ([Ascusll GUAL AL HIEAlA %€l %€l A wBeciSat 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 s3la 32l el w8 Al WElol sl wiaus
8. MRl A8lot e a2 ugdl uHa MR RAse sA. % uusld 4.79ul e20dd ®. Wl RAse
UL oAl UlE AHAed [Ascu U (5AS $cll % ol SlAALL 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

Al 4.80
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At each change in Hi %oll UR 2ol 53] &lal A SlAAM 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 B. %l WIUG subtotal S
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 oleol UR (5AS5 5cll AlslA 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
g(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
Aug(d 4.82
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WUR 2 olelR GUR (5A5 scll % sl 4.83 UL 18 2AslA B A A clsclotl 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 Euwlal B Ag % wGeye wuRlel g3l e
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
ug(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. (Qeuello] ottt wa Aol 2Rl (AN ol HIsT BRI et MisA Aol 25l AL AUl YEL YEL 251
Bud Andal % A [@Ava di dlaal usdl Hisd ollat-lsell Heeell a0kl

2. [Quellott Misotl el el RotlRA wottcl Aoll M2l wottdl.

3. (A 4.60 Yosoloil 32l BRI ot Y AAdLe] Uol-2lect WA,

4.12 Qe 2 (Pivot Table)

o] S

JJ _ 1=

s==) gy PivotTable| Table
[IP2g === S

PivotTable Table i3 PiotTable

% i3 PivotChart
A5 4.84
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Uldle 2oiet W2l Avauii AAA delo] AR steall, (A2l sall ol Yddl MR woi 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 A GELEQUHL WEL WEL BAULET] (SCUY AR $00a]) WEL EL EAML AAUWQL 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
uslQ 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 BUR x8a (5As sRcll % lotil stoll ey As wgld 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 20id (3¢5 AdleHi Row Label d3l3 GeWlest B, SlAH QoA 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 U SIAHML WUAA A HIZ §A AURL BHAal ARalol

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 2uci sHQll oy (3es [@e [@Qscu AUAA B BUL A UR (A5 sl % wisld 4.89ui
gallcall Yool As WU-AU Nof WUl AU B BUL Move oll Yel Yel [Ascuell wud (§esal 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 WAl 0o olul EAHo] A AAWRL €20 A

Qe 2ue oletldl.

413 uté, AUSALS ol Wl Oll[gs&%l (Chart, Sparklines and Graphics)

e Syl )

Column Line Pie Bar Area Scatter Other
- v v - v v Chartsv

&)

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
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UL olotlaall M2 YUM Insert 2ol GUA0L A B. L 26l 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
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
HGHl uaL 32 RAse us 23 B.)

32l RAs2 a8 olaul (e AU sl YslRall U (AS) tlolladl & Aoll
ydeoll srclell ®. yaur U SldH s RdAse s Gl Rl
SlAH AULs GUR (As s3A SlAl ¥ dRd o Aul el @Ascu yd B ¥
AMl 3al yUsiell sldH s AleA 8. B oflAoll wuslQ 4.92u1 A
AslA B.

Gl AU yuH ¥ [Ascu RAse sdl ¥ (A5 sl ¥) wusld
4.93ui glcal Yoololl AU (UL) sloflal il 2 8.
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UGl B AULS HA B ¥ dRcd % Wlot GUR AU 2t Wl o B % ws(A 4.94H1 A8 ASlA A,
Design I P

bt kbl ki b bd ki b

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 58 lledl WASA B A 2lle RASE sl & AL oA woUR Wl 2 B. 2
ulslA 4.95 Ui R AslA S,

| Move Chart - l_w
Choose where you want the chart to be placed:
LH'_E 71 Mew sheet: |Chart1 |
==
= i ' @ Objectin: Sheet?
BETE Sheetl .
Sheet3
g(d 4.95
TIEERaE
| T
|- L ke oo
: B | A 5| -
Change  Save As Switch Select |iﬁ -D_i—l]_.- ﬂ‘j—___—,u‘l _i
Chart Type Template || Row/Column Data - - - ! [
x u:___ﬁ_' =i | -'.'-'.:_.:F-.:- = = U =i
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UE gAML YUH A UG B Change Chart Type. Boll Heel AU SIAM gl 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
- .
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M Series3
GAURANG
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DIPAK lSEriesl[
BAKUL
ASHOK
T T
] 20 40 &0 a0 100
Lg(A4.97

U Al ofly 2 AU B Save As Template. ddloll Heell AU aUg (A)A Act 31 ASIA
lal. UGl B ol wWUlg A ottHell olg Ack AN A A $BC] AsASoAot .ortx WA B, B Alsld
4981 A8 AslA Sl

] Save Chart Template o -

E = = “a— 4 = =— = ——

Organize v Mew folder = w @

& Google Drive 2 Mame Date modified Type

B Libraries Mo items match your search.
| Documents
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[&5] Pictures

m Videos 3

1™ Computer
&, Local Disk (C)
o VIMAL (D)
& COLLEGE (E)

| i | ’

File name: o

Save as type: ’Chart Template Files(*.crbx) v]

(~ Hide Folders Tools v [ Sawe | [ Cancel |
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AS Al Ay gt B U Row/Column. UM A AU L GELERWQML A Yol (Aed ¥
(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 ’ I._lﬂ
- * .
Chart data range: =Sheet218C53: 86510 Rz
;' | N [ E Switch Row/Column I y I
Legend Entries (Series) Haorizontal (Category) Axis Labels
| Hadd | Sfeat | X Remove | _ | HEar |
Series1 ASHOK I
Series2 BAKLIL I_.=
Series3 DIPAK | N
Series4 GALRAMNG
JaY =
Hidden and Empty Cells ok || cancel

g(d 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 HEE wUB A R 2ASIRA SlA ¥ g {2 AU 3ecll 2 RAse 53 sdl
(Rl AA SIEAH). BUHL AMUD ¥R 5l dlal Al 531 2aslRA 1A,

Edit Series 18—
Series name:
HISTORY [B] selectrange
Series values: I
=Sheet2!$ES3:4E610 = 88, 65, 76, 45...
Lo J[ concel |
Aug(d 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 BGAS s3lal ot wlecll AslA Sl sl
4101 eallcall AU RARBe st olecll AR Gl sl 41011 ealcal Yol RRRG
oA (An2all ollH AWISA wLcll st B.
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W HISTORY
DIPAK = COMP
BAKUL
ASHOK
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AULg(d 4.101

UE AUl USle] 2 & Chart Layout. el Heeell WU uéal atsed AUl aslA lal. aeui
AUUQ uissislal Rl Aed ¥ [Anal Yool Hib uel ealcll asla €l AR 2l aslA €l

R ol Aol (AlA 2uslAHL W18 ASIA A,

UGl AUURA AUASL UL et UL €lul B Boll Heedll wud kA alect Ul AslA A,
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IDR.BAOUI

B SANSKRIT MENGLISH MNHISTORY ®COMP

VIREN 87
H ‘J'
RAJES = 65q
—
NEEL k 78
JA'llf -_— " - ;;
et —T] 56
GAURANG 48
DIPAK 13 76
BAKUL > Eg
ASHOK 88
DR.BAOU
ASHOK
0 20 40 60 80 100
ASHOK | BAKUL | DIPAK GANLéM JAY MEEL | RAJESH| VIREN
W SANSKRIT| 54 65 34 24 77 53 55 12
B ENGLISH 77 23 43 56 66 32 54 87
B HISTORY BB 65 76 45 77 23 56 77
ECOMP 66 54 26 48 69 78 59 18
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AUy 4.105
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UGl UUA A0UGBe] % GELEWL AsA lal. wl HR wUud (Qeanellott oid, QAU @vasi M,
AR Ul ARAA YSl B, AL U 51242R ([Anotl bl AU olotlacl B, 2l U2
Y s12R ([Anaell Hisd RAse sal Ud 8. URUSl clgel Al RAs2 scllell B. Ul Yyau %
el A €20A B Aol BUR (AS sl o AL ealcall Yololl FuSAB Ul 2 B, wgl
YU RUSALStHL BISL Algsol AU WA B U UEHL w8l WIS] Algelal £ sclloll [Ascu UR Els

5l % $5cd AUSAB % vl B, Bl UG AUl 3RAUA Yol WBRUL 3R 531 AslA
gl

90 O 0 O
80
70
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50
40
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——COMP

Aug(d 4.106

AEL UL AUURL WAL HAL 318t RASE 53 ¢ Aol RUSAISU Aol ASIA €A,

N R [ A

[ series "COMP”
| Value: 58

ugld 4.107

AULSABUA SIAEL AW B ¥ ol A A% . oflay WU B A (olg U HBU A8 ¥BA ¥ dd %
Aol HUSA dal (Qua eld ® ¥ GURell sl A8 AslA Slal. well uScsaUa Sl ua
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AUXl AN W@ V. wAR SIAH, U ol Vel AUSHL FRU AUR A Aol 38§ ol M2 v
AHA FA sl B,

A3l ol austl

1. sl 4.27-b Yool 32l elHe 53 ol U et HIs eladl Sled U wotlal. )

2. wslQ 4.54 Yorol 32l elMA 53] cUlsclell glRl §AH AURLEL 2l 2sl AU 2AA & A Wl
Aol M2 W WS ol

3. sl 4.27-b Yoyl 32l LA 53] ollH €35 HIS HIR A SlAMotl vldMl RUsclgel elotlcll.

)
4.14 3 g (Review)

w Lf)i [ ' a& ‘ Q "} Show/Hide Commant ;E ‘4,5% 2 1 G-l Brotect and.Share Workboak 3

“y Show All Comments @Allow Users to Edit Ranges
Spelling Research Thesaurus Translate New  Delete Previous Next o Protect  Protect Share i
Comment ShowInk Sheet Workbook » Workbook ¢ 1"ack Changes

Aug(d 4.108

Review 9Proofing & Spelling (31c3)/yglot /20cloL)

AH A U SBUR HRl cutdl s Sl @R Al ecd 8 xdl 8a B. A gesll
VA AVl Slsl R Aladl ol el stesuel HlEl cvll dlut oite AAAlDL GlRAUR dwadl ® ¥
gl A As scll U2 el A Asoll YAul vl 2wl ],

UL [@AscU U Review ML YFloL [Ascunl lal HA B, ol M2 Wése 8l ¥ F7 §52l0l
Sloll URl GUADL sRcAHL WA 8. BHL UG B AMIRL ARA 6 AHL AceUs A A5 59 W £33
E35 AGE M@ A Wclloll Aot AWUA ¥ 4l RACALoll w20 L AL 88 24F B. A s ¥ o
llslRal A AU GlLlold B. UG A (512R) dotl AcES\2AHL (Dictionary) MR €% Ut Wlot UR
Bl %l Yot ellsRg 8l Al Change UR (5A5 5 U B el of xclls1g 8l Al Ignore AU
% A ALl A0t A5 scll HIZ %A WA ol o HBAl As AL d2U Klle Spell Check Complete
A cAulsa ul s B.
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Spelling: English (United States) [

Mot in Dictionary:
!abme | [ Ignore Once ]
Add to Dictionary
Suggestons:
-
Change Al
- AutoCorrect
Dictionary language: |Eng|ish {United States) Izl

j
:

AU 4.109

Review =»Proofing =» Research

AHWA A AU B 518 2AcE Sl WA Aol AL WU 65 WOR Al A AsEsll elleld YHxA
Aal Al (Ascusll GUADL sclHL AA B, AL HIZ UG As GELERWL glRl UHPHA. AU As
AGE AV B: Above. Al AGE UR Alt 5l YU 53l HIGUe{l (BAS 5cll o A cllsU W Uet U, Wal
AHL AUURLA 30U 05 AU 2AGE ellallel URRIH 30 HA B,

Review =»Proofing = Thesaurus

UG AU B 20 RAs2 sAL SlA A Aot UMl 2o HA BD. L HIZ Aol GUADL $cUML
UA B, WU As GELSA gl UHYU. WSl Above 20E AWRN & ol Thesaurus UR (5AS 5l %
Aol AA WAHI AL 2AGE Alcl HA B. B sl 4.111 Ui A AslA B.

Review =»Proofing = Translate

YW 2AcEoll WU oA 2ol GUMHL 3UIARA 59 8laA Aal HIR ll [Ascusll GUAdL scllMl
UQ B, Ll HER UG A5 GELEWL AW, Al this AGE AW B. Aol FoU UMMl 3ULARA 59 &
WeA Al Aot AVl Translation [AscU UR (5AS scl & cllsU Alcll st B, gl YW AGER 58
UMM 3ULARA 529 B Ao cllze Ul Slal HA B, Auiell Wudl 3oA el RAs2 s3A ¢l
U o2 WUl ¥ AUUQA %330 URQUH HA & el this AGEll A MM A WA wEeYe
gald ® (usld 4.112).
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Research - X
4 | Search for:
|.ﬁ.bove |
|.ﬁ.JI Research Sites |

All Reference Books

Encarta Dictionary: English (Morth America)
English Assistance: US

Thesaurus: English {1.5.)

Thesaurus: French (France)

Thesaurus; Spanish (International Sort)
Translation

Bing
Factiva iforks™
HighBeam (TM) Research

This service could not be
searched because you are
not connected to the
Internet, Please connect and
try again.
4 HighBeam (THM)
Research (Mot Searched)
This service could not be
searched becsuse you are
not connected to the
Internet, Please connect and
try again.
[+ Can't find it?

&) Get services on Office
Marketplace

ﬁ Research options...

“ O w4

Augld 4.110

Search for:

|abnue

|

| Thesaurus: English (United 513'|E|| |J5J| Reference Books

[@sak|~] (@]

Rt

= on top of (prep.)

an top of
over
higher than
below (Antonym)
= more than (prep.)

m

more than
greater than
higher than
beyond
exceeding

below (Antonym)

Try one of these alternatives
or see Help for hints on

refining your search. >

ﬂ Get updates to your services..,
4 Research options...

gl 4.111

Search for:
|1i1is|

|

(=]

|@Eia-:k |v | |-.§_>) |v |
JTranslation -

Translate a word or sentence,
From

\English (United States) [
To
|Fren::h (France) IE”

Translation options...

Mo results were found.

-

ﬂ Get updates to your services...
[ = N Y R
Aulgld 4.112

Review =»Comment

AHA A WssU A€ A 518 dulRell sAeeU AVl sl Al cdvll 2SI €l Wl sN2UHI
UA AcEall cleltd, AcEadl 2o AR AVl AslA SlAl. sNe2UHl As5U 32Cl AGEL Aulal
Bl A glet ald atell.

Review =»Comment = New Comment

AR SleuRl 2e BUR sHoad AWl dla dl cvll 2slA ¢l w12 Ul sl 4.13 1 AlsA
gl AH ABOVE 216€ UR 53R Al Review ToolsHi Comments (AsEU U (5As 5ctl % A5 olls
Ll oA B, @l AU B ARl Arg 8l 8 A cvll ASIA lA wA vl Avll oru ugl e
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Ad UR (5As5 5cll % ABOVE 26e wdlnn MRl ollyy GURell dRg cle scRML Sle ulcll .
oAl WU 5AR AY Acll % Aal AAXL AR SN2 %18 ASIA 1A,

% e 2
<7 DRBAOWU: CCC COURSE
3 ‘

& i b

wsld 4.113

above

Review =»Comment = Delete

AU sNoed AWl 8l Aol g2 sall HIZ L ([Ascusll GUaAdL sl WA B, sHe2d ARA A
WA 8ol L [AscU UR Aoz UL % %331 URQUH HA B @ ¥ sNoed £ UY A B.

Review =»Comment = Previous

WURL A5 % AqleHl As 5l c? 5N vl sl v WU slAMl B N2 AVl B. Aal wed
Aol udclioll sRc2 ANl Al dlat A Al [Aseusdl GUuAoL sRaHL wd B.

Review =»Comment = Next

U As % AleHl As sl AUR sNe2U AVl dlal U cRisRcdl ctll & sRoed Al dlat A L
(Ascustl GuAoL scUHl wA .

Review =»Comment = Show/Hide Comment

AUUA ¥ AdHL sRe2d Avll alat A sNoe Bl 8lat ¥ Actisl Bl fla Aal HR2 L [Aseustl Gurllol
2 B, L HUR AU YuH B A Ad GUR ¥q ud B. ugl Al [Ascu GUR (As sl AsaR
Aoz EWIA Wal ol clR 5N A 2 B.

Review =»Comment = Show All Comments

wu{l lleni otell & sRoed Al HE wl @Aseusll GuAdL WA 8. U [Ascu GUR (5As sl %
el well o sRe2 A ASIRA A,
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Review =»Changes =» Protect Sheet

AU dlear N2se scll flat. S8 Aca Ulzse sl dlal AssU SldHa Wese scl 8l dl el
GUaloL sclMl WA 8. R 518 detal s\l ot 531 ad, Setl 518 ¥R ot 531 2d A M wWud
Al Ylzse 59 %331 B. L U@ Al [Ascusll GuAdol aA 8. gl sl 4.114U0 AR Ax As
el 1A AN B.

4 A B G D E 3 G H 1| J | K L M
i
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2 | Protect Sheet L2 €|
3 NAME AREA SELLING - d

4 ASHOK RAIPUR 35000 it Patsucnd m Frotect workshzet and contents of lacked c=lls

1| Paszword to unprotect sheet:

5 ASHOK  SARANGPUR 25000 R Fesmn tomoteeireh)

6 BAKUL VADAJ 9500 e o

7 BAKUL SARDARMAGAR 41000 = Aliow all users of this worksheet to:

g DIPAK GIRDHARNAGAR 12500 Cauton: [f you lose or forget the password, It cannotbe [Fl|seect Incked c=lis

—— recovered, [t & advisable to keep a list of passwords and [¥] Sekect unlocked cells
Al DIPAK GORDHANVADI 35000 their corresponding workbock and sheet names in a safe [ Formateells

10 GAURANG NAVRANGPURA 36500 place, fHemenley ok passherds e cash S hsive [T Format columns 3

|| Format rows

11 GAURANG NARANFURA 36000 o ] At
12 1AY ELLISBRIDGE 25000 [l insert rows -
13 18Y MAMINAGAR 15200 | | | ' 1 Elndsert hvierlinks
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11 NEEL KHADIA 15000 || |[Elpelete rows 5
15 MNEEL JAMALPUR 36000 |
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17 RAJESH MEMMAGAR 26500 L J
18 VIREN ASHRAM ROAD 18000

13 VIREN UNIVERSITY 25500
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ULl Review toolsHi Changes [ASGUHL Protect sheet %lall HA ®. Al [AscU UR w8l Aoe?
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8 3 Al AL WAdS desole AUy JAIs ool 818 A3 8. Al Asalk waas Wl Ao
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WHAS UMt o Avclloll Jla B Aol Ul F wuUl o 2le Wese uy o 8. udl 8le Satell sl

sell 831 asd ¥ slcdle otell 531 asd. »l Slelle sal o2l A dRd 2us(d 4.11541 ealcal Yool Ay
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Microsoft Office Excel m

The cell or chart that you are trying to change is protected and therefore read-only,

_.’_lﬁ_ To modify a protected cell or chart, first remove protection using the Unprotect Sheet command (Review tab, Changes group). You may be prompted for a
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(Ascusll Gullol salHl wa B.

Review ToolsHl Changes (AscU AUA 8. FHL Protect Workbook (Ascu 8. L [Ascu UR 5As sl
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Workbook =

Restrict Editing

Protect Structure and Windows
Restrict Permission
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Manage Credentials
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Ctrl+Shift+Page Up
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e PowerPoint Presentation (.pptx)

e PowerPoint 97-2003 Presentation (.ppt)

e PDF Document Format (.pdf)

e PowerPoint Design Templates (.potx)

e PowerPoint Show (.pps, .ppsx)

e PowerPoint 97-2003 Show (.ppt)

e Windows Media Video (.wmv)

e GIF (Graphics Interchange Format) (.gif)

e JPEG (Joint Photographic Experts Group) File Format (.jpeg)
e PNG (Portable Network Graphics) Format (.png)
e TIFF (Tag Image File Format) (.tif)

e Device Independent Bitmap (.bmp)

e PowerPoint Picture Presentation (.pptx)

e Open Document Presentation (.opd)
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E Relationship B y
: Co—
— mmmes D III E_IEI
|
A pyramid !
S, T I Basic Block List
5 o SIS
E Ficrge e < L it Use to show non-sequential or grouped
blocks of information. Maximizes both
@ effice.com harizontal and vertical display space for
shapes,
sac HEE !

gl 5.31 e sLAAdL ollsy

1) sl 53240 elcal Y AUSSHL WAA SmartArt WESet U (BAS 5l Ul Wéué GRIl

sl V.

WLE wE GRRA WSl As 5

=

1Al (= insert SmartArt Graphic
| S O
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e Hl o{lA g20Acl sl Gueod au B.

SLAUULH Gyl

(@Qze (List) ol s, R U ealcal axes st ua ylsauell sH ealaal

YA (Process) 5185 vl Aaall YBaHl uH2a WA <l Al 35 L & A allet scll HI2.

s US (Cycle) A3 Wl vid cdRe{l usla yould 20 B. AUl WA vid, AUl A@Ad
uesl ealaal

dtdls:a A8, (Qewol, U o Al dA tIs0L Al adlol W2 AMey Aal Aol
(Hierarchy) gallalal BHl As (el wacl (Bal wed dRs €13 A B.

RAlsA (Matrix) €L EL AR (Aelol cA Aolu g2la B,

REE YRR MUl 50 Aot eala .

(Pyramid)

R (Picture) $1201154 WA RN AHA2 & B Al (AN olotical 2.

Office.com Office.com. Ul (A[Au ysiell ws(A SIGaAcAls scll M2

wsA 5.33-a Hi (Hierarchy) Usle{l & e2ldct B. Asclk RAse salolle UWRW o2 dHal
SmartArt TabsHi U8 5.34YMIA Design ol dUs(A 5.35YMIB Format ¢ ccdld & Bofl Heell
AEBUSHL ¥R 53 asla B.

TS WL

[Text]

[Text] l [Text]

[Text] | }| [Text] | | [Text]<

— o5 Aulall
wdl (5As s

AU 5.33-a BuEAE WA eSS

w5l 5.33-b AEUEHL 2522 GARLAL lleoll eSS €20a B.
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THS wle

VC

Director Registrar

Non Teaching
Staff

Asst.
Registrar

Teaching Staff

ULg(A 5.33-b WUSUEUL 2522 AvAL BlLeo(l UESS
(Sasteset 20t o{lA e2lact [Ascu w B,

1) WAl 58 AU ollast Ausll AL, WON, GUR Ml olA AU GARA WUl £ 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)

_[ﬂl H9 0= Presentation - Microsoft PewerPoint - o
Home Insert Decign Transitians Animations Slide Show Review View Acrobat Design Format (~ 5]
] Add Shape ~ < Promote # Maove Up 1 == == Ta __ - =
S addfulet & Demate b Mave Down I ﬂn:s — T ] mg | ﬁ. l_l!-l__“ [\,__‘l__l_ _1F,_|[ 5] [ = zil.—’
5 ] Cn ' I | ' —1 | Reset G 4
T]TetPane I Righttlo Left 7 tayoud [ b mgt ” | C:l E‘ — |5 G|-:;T'|i(. e
Creste Graphic | Layouts Smartart Styies Reset

(A 5.34 Boaget 201
sile 2o oA e20ad [Ascu w B.

1) WU ol AU WSR HEA, Aol Ued AU $cll alle] ¥ WG e2laq (Shapes)

2) AUl A Bl ¥ Bt scR, §R R, 352 slectcl (Shape Styles)

3) esReall $AUR, WG AlSololl 5AR ol Eulal WEA (WordArt Styles)

4) Aua ol Qusll UL WA A %4, YU $F, o wAcl YUIloll WHWAH FRaqg AdR
(Arrange)
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5) AuUol WP el

Presentation] - Microsoft PowerPoint - o I
Insert Design Transitions Animations Slice Show Review Wiewr Aerobat
L3 Shape Fill - Teut Fill - Bring Forward = |2 Align = | o
= = . . _A =pe Fi L T Fi [ Bring Fanwar |.=- ign 3] Height: 1257 em 2
| Abc | he s l ahe | Abo Abc L shape Outline * il 4 «| &2 Tent Qutline * | Y Send Baceward + [ Group -
L ] A J ‘ J — = 2, % = width: 2286m 7
< Shape Effects * | ¥| [ TextEfMects * | i, Selection Fane Al Rotate ~m b
Snape Styles WordArt Styles a| Arrangs | Slze .

us(d 5.35 élifa eul

A3l youl@ ustAl

1. YoseletMi W/ 8lA%/2AdR0ll Ml alg) 2oict BRI Slosieset 2utoll Heell SRl
53,
2. Udoelatl WA/8lA%/2&R0(l o HIGAlA el ol

5.9 RALSSHL ALéall Gulal

WeRWSoe (QAQYU ysiell ué GRRClell dadd wA 8. Ul Heedl A, clelludlA 3
oAl WisSAloll A, Aol BOlRUAL, Aol Mo dABl UHFCl M2 Ul @ B, EUSSHL AL
olAstHiell slupt As A GRI sl 8.

1) InsertdChart $cll ws(A 5.36 Yxololl SIAADL s AUt Al B, FHIl ULl USIR UE
531 OK oleol gollalcdl AE GARIA B, aAHx wsld 5.37u° ealcal Yyud As acll (Aos\Hi
AsAA YA B BHL 32l Aoz 53| oltl sclAUEHL UQL S2l Yool 38R Al & (Ul 5.38).

2) sl 53910 eallcaul YHIA REAUSS UR WA AULE MESlol UR (5AS 5l URl Ué GRRAA

Insert Chart B < |
3 Templates __Colum_n - - - - - 2
o] e |@ mf| AR a9 43 33
& Pie ] T | ] T oo
) |lnl |08\ BB |Ldea) Jad | 144
e ovee || 1 A A | b
Surface e —
el | 254 )t |

Radar

F e e

| Manage Templates... | |_ Set as Default Chart | | Ok | | Cancel

AUl 5.36 AUl UsIR
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T P —— 5 - . it
Lhart Toals k (™ ket Chartin M cro cel

Home | Insert  Pagelayout  Formolas  Dale  Resw View  Load Tert  Team aﬁ-n

& caibii | Sminert- | E - AT
_mﬂ ﬂ' e e e

w‘—' H Deiete - | [ - -

. Culek PFasle pe s | i =

Chart Type Templale  RowrColumn Data  Dats Lm.ut— Shles - o | B 3! A =~ MElFomae | G
Tne Dits | cnant Layuuss | Chart Stytes Cliptissrd s i |

Cells. Eoiting

tegory 1 43 24
Category 2 3 A

Click to add title |Category 2 a5 o1

%4 a5 2.8

Terrasize chart data ran g, drag lower right corner of range.

R )

Click to add nates “M | i P! I S
: i e gt 1

Iﬂ'? ﬂl* e P AP
I“ Homs Inmllocslun Transith | Animati | Side St | Resbew | View | Acrobat |Denqn|

ﬁ% B RSk

Las'out:'F'urn{a{| o @ | nme

| calibr

Insert  Page layoll  Formulas  Data  Review  View LleadTast Tesm o @ o=
@gﬁ General = | & Heingert - X - 4T~

= B LU~ = - %o 2% Delete - - #-
Change  Saue ds Switch  Select  Edit Aelish G i i = = ? | Stites i
ChartTyme Tmpla.he RowtCaluma Daia Data ot | Lot Shjles= = g R e e % 0 © | Bl Format~ | 3~
Deta | Chart Enyouta) Chart Sites “ahgoment | (Mumber il Editing

SN T N5 T T

AvE. Avg. Avg.
‘Marks of Marks of Marks of
lathstd  sthstd gth stda

2 Maths | 613 143

g 568

4w 1
Gujar\all 475

T resize chart data range, drag lower right comer of range.

o Avg. Marks.of 4th 5td
W Az Marks of Sth st
W avg. Marks of th 5td3

@ume

Click to add notes

AU 5.38 321 elwat sl olE
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Click to add title

T e
i UL GRRaL A8l

sAs s3
j.;i__il

AN

>

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 38R sall A RAAS2 5cdl Uk We2 Chart Tools 261 YU
g2ld ® BU( Design, Layout el Format 26l Eulla ©.
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Bosteet 20t o{lA Yosololl [Ascu wQ B.

A= I R L Presentation - Microsait PowerPoint i 1] -
ﬁ Hame Insert Coesian Tianzitions Animations Slide Show Review Miew Amobat Design Layout. Format
AR L ”
Switeh  Select  Edit I]—E'I_F [IHJE I i | Ij i_] i ‘ L ‘ IJ | L | h ‘ I_ [l

cn T _,rp 1 m;m awiColumn  Data
e | nata | Chart Layouts nart Styles

u@[& 5.41 (S8t 201
1) Acell YsR WEAA (Type)
2) AULeall 32l ¥R%1R sal (Data)
3) AUkell A-UIB2 UEA (Charts Layouts)
4) el S olecdcll (Chart Style)

A-ulBe 2¢ o{lA Yol oll [Ascu A B,

Pl 9- 0= Presentation - Microsoft PowerPoint | Ghat Tools
: File | Homea Insart Dasign Transitions Arnimztions Slide Show Review View Acrobat Deasign | Layout Format
. |

Chart Area . - Ig I-[j) m @ @ !jn.ﬂ

{% Format Selection
= . Picture Shapes Text Chart  Axis legend Data Data Axes  Gridlines Plot Chart Chart 3B Trendline Lines Up/Down Error
&4 Reset to Match Styie - Box Title v Titles¥  +  Labels~ Table~ b - Area~ Wall - Floor~ Rotstion - Bars Bars~

Current Selection | Insert | Labels | Aies Background | Analysis

(A 5.42 A-wuGe 2t

1) A RAse scl elolell Szl 32812 sl (Current Selection)

2) U AA QsAR, AU ¥ 252 eled 5l (Insert)

3) Uq] alfed, Ulall Uelo] (Axes) 2lfect,AleHl cAURAAL 3atoll Bud ealacl axey e W
Sel 2 g2laq (Labels)

4) Uloll Welo] AUl Ay B)s cldet galadl (Axes)

5) Ulee] AsUGBeS WEA] (Background)

6) WS (AsAMEL H2ell [Ascu (Analysis)

Sz 20t oflA Yoyololl [Ascu W B.

Eliid=- 0= Presentation? - Microsoft PowerPoint st Toot - a
E Heme  Irsar Transitians animations  Slide Shew 2uie View  Amaobat Design Layout | Farmat
Chart Area 2 Shape Fill = ATt Rl - Jy Bring F 2 dinn e o asen
Wy Format Selection . . . | Abc . | Abc |- E_r,’_shnr\e outling = A A AN |- @ retoutine~  Chs ward = 12| Group

z \ . : Sw 25 c

- = [ TestEffects = | B, Selection Pane [ Rotate - | S
Resetio Mkhsl)i ) Shape Effects - - 3| Test Effect Selection Fa Gk R 5y Widthe [28dem 5
ordirt Styles i) Arrange Size C

Alg(q 5.43 Qi[a 20{

1) UE RAse s Lol SLeHl $%L12 s (Current Selection)
2) ULsell Adlell (3 5c&t?, oll§R 52 AU %52 Ul (Shape Styles)
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3) AUcell 2522 ol Sz sl BH ¥ 22 5CR, e oll§R, esve E52U (WordArt Style)
4) Ul RAs2 sl ewdtsll dNsall (Arrange)
5) Aol WSAHL 3812 (Size)

sl UL AHLeA A LU AUl A Al statstdl 2eE-5.1 Hi AUAA B.

AL Guallol

AR (Area) (ALY 32oRHL BHA qa A ¥l A auue WA B Ao wdcsel w
BHAHl 32812 Alal.

ollR (Bar) (@Q@Qu 32atlMl BrAlell uma di, Asollost WA AuwHE sal Gualall ®. L
URHL HBA 28l udlA gl yelld e 8.

GlO{Gl (Bubble) L AHML URW2lell HIU A elotatl AeA™ 6l HUEdle] @Alaa sra Guloll
8.

Sl (Column) AWM 3, [QAu 32o8ldl (Budloll U wdi, Asollst W uvuHRll s2cl
GuAL[ B. 2 weHi 32t Gell slan gt yeldld s 8.

Slete B aHaL estadletl o3 glaal Guloll .
(Doughnut)

AlESat (Line) ErAHl dH2a WA 3l A auue al B A Kl duRpA B, 32l As el gl
yelold wa 8.

wes (Pie) BHAA UL estalett eoz eallaal Gualoll 8.

R (Radar) el As Jodla (g Actoet ullatel sal GuAll 8. wl weHi Wl dodla
(g wRel Aad Weez U dNsAA 2wt 8.

XY 322 (@l uissisla HEAAAl ddRl uesle satat Gulall .
(XY- Scatter)

@S5 (Stock) As el Bl EEs, Acles waal alls decl 3s1R A B A xlal

GuAl 8.
URFU HEAl wal BHA dRoll Aol 3D AWl UR el el 1L d3y ealaal
(Surface) GuAL( B.

20lA 5.1 Aléall UslR

5.10 AUSsUL slauAds GRC

RAUSSHL slswR(As GRRal SRS, Aulse AUl Boeae URYl HIBAlA »sudl AsAU 53
A3 B, AsAolotl WIUHL SLBURACAS, EUBS AHL WO AH% WO AUl AU EALESS UR el
H2 Gu(l B.
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sleUR(@s GARAL M2 Bode oMl A (@As Yuoll GUAdL & B. Insert D Links & Hyperlink
Qs sl wglQui-5.44 Ui ealcaul YBloll slAADL AsAHA B. BUL slsURAAs0(l 252 AUy 5l
@s aucl ® A A3 cvll oKotest eollaldl sl 5.45 Hi allcaul YA sleuRAAs GRRAU A B.
AR S W UG A AR A [As UR BAS scdl S Wl UBH WiASER W Usl YRAARIESA
Aolese A Ust A 8.

Insert Hyperlink

R < |

Link to:

Existing File ar
Web Page

Place in This
Document

Create New
Document

E-mail Address

Text to display: |Visit BAOU Wehsite

ScreenTip...

- Bookmark...

Look in: | My Documents vl |CH '& Lj
, Add-in Express
%ﬁi’:t . Adobe Captivate Cached Projects
, Any Video Converter
; AVS4Y0U
Browsed , CyberLink
Pages . DVDFolder
, Google Talk Received Files
Recent - History
Files , hp.applicatons.package.appdata
hp.systermn.package.metadata hd

Address: http://baou. edu.in

AU 5.44 8o slAUR(AS sAADL 6lls

BAOU AuAleS2

» Visit BAOU Website

Aus(A 5.45 slauAds Wo{l :eS's

CCC-BAOU and CCC+

294




US9ol ol2el GRRa

WAt vl2otoll GUAL RALTSHL AU 5 WO ¥l 3 515 YIAUH A Uat sall Al 8. AsAet tl2sl
GRRall Insert>Shape=>Action ButtonsHigll B AU (ws(A 5.46) HSFA flad Aol UR (AS sl Ao
AAES UR (A sl (A 5.47 YHIGl SIAALL ollsA A Ust Ul B,

™

Action Buttons

=] (= [0 1] [ [0 (] (=] [ (6] (5] L =

AULg(A 5.46 Asalel cleot

Action on dick
(Z Hone
v
() Run program:
| | Browse,,,
' Run macro:
' Object action:
I v
[IPlay sound:
EN?Sound]
[¥] Highlight dlick
| OK | | Cancel |

AULg(A 5.47 Asalet AR stACL olls

Bl dAHR HGUAl (A5 53 [As 2 Ust 5cl Slal Al “Mouse Click” 2¢tall GUNIL $A URG Al dHR

@5 uR ol HGU Aral [@As wWuet 5l slat Al “Mouse Over” 2olall GUADL 5A dal ol Asil

@scu e s3A.

1) None: slguel Asalel o2l Al

2) Hyperlink to: il ([Qscu Wi 3l AR QU SIGat [Qedidll (As scdl dRd UL, dRct
wenell, yan, iAu ¥ egs ol YA sal Bal [@scu urie 531 sl ol

3) Run program: Ws3el oleel UR (5AS $cll 5l o wldal U [Aseu Guloll ®. Browse
ol  dA B NAUH Wlddl dla dell wad Al 2tsl .
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4) Play Sound: A5 ollsd UR (As s3] olcdll eSS YA AR UdAl 88 Al (BH ¥ dlollxAleg
U@clEat, 2|, Ucot A Wl ¥ Wod Wclly) couscl dlad Al A s1jeul Aats sl
AAIL uiedll urie 53 asia B.

RURGILE OK 2ot Eallelcl Asol oleat ARl Y3 a B,

5.11 Quelld GRRA

Sll§ UR o lal HAdl sl GARAl Boué 20l WAA RuGlA SHIoSol GUAlL AR B,
Insert> Symbols>Symbol UR (5As sl ws(A 5.48 Yool SIAALL GllsA WUt AL BD. BUL %
Ruellet GRARAL 8la A RAs2 53 Insert oleot eullcldl @ Ruolld GRRLL 2l B. Font JIU SIGet
(@Qreuiell el el Sloe @AASS 531 asia B. ® Rulldd GAIA A Recently Used SymbolsHi GRRdl
o2l © Bl g3 caltual {2 A ssuedl Holl ad.

Symbol ?
Font: | Symbal v
DY |<| /|| flale|v| ool T+
Oi"ljxx@t—;ts:..‘—.J
NIJ|R|p R DD n|ulDoT|c|cle|¢
Zlvieleo™Ofl - [=[Alv]el =]V
ol ¢|®@le™|z=| (I [T L] L]
o T I LT R o,
Recently used symbols:
VI |~ o |€|E£|¥|©|®|™|t|2|s|2]+]|x
Symbal: 214 Character code: | 214 from: | Symbol {decimal) | w

—

A5 5.48 RQuollet staclol sy

5.12 RUSSHL Y2l / 8sAAt GARG
Yo GARAl MR Insert 20iHl AAA RIGNA YUoll Equation SHleSell GUADL &l ®. Equation

editoroll HEEl R USSHL AHL oUERUAs w{lsu0 GAZL 28 6l AMe dAHIRL Wcllotl dlArauygl
U500 oletlalal HIZ Aol GuAL 531 sl oL,
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Insert = Symbols =» Equationeil 6{2ol
WR (BAs scll sl 5.49 Yol el
el Yd calluAl@Rd Yol YsiR tuld
B Fuill slsuel As U As sl A
WRWEe2 GAZL & 8.

AHR ol ¥ GG dA Al Bed
gulldl [Ascu “Insert New Equation”
UUAl sl 550 Yool eSS
Bulad 8. old Yo GARAl Rutotull
Equation Tools 2ol GRRAAU B BUi
DesignectMiel R % yHl@o Y
g &a A Structures sHeS YuHidl
ude 83l 32l alu 53 Asl 9l Auxy
Symbols Juiell el el Ruollcd uul
GRAL a8l ol

T & @

Equation|Symbal Video Audio

- -

Area of Circle

Binomial Theorem

(x+ @™ = Z (:)xka."_k
k=0

Expansion of a Sum

nx nin—1)x2
(‘l+x)“=‘l+i+72! +

Fourier Series

LT . NTX
i + b, smT)

fix) =ag+ Z (r:z“ cos
n=1

Pythagorean Theorem

[+
TC  Insert Mew Equation
AULg(A 5.49 yd cava@ed Y2
Bl ®- 0= 232 - Micrasoft Poweraint Dy ook |; ot ER-E ¢ |
m Home  Inset  Des Acrobat Format || Desgn & i@
& ,. : —— z o m : o
T g 2=l IEER. 5 efax L. & o ee g gn AT
Euanan :;Ng__ml . E a|[][F][F][v][a][e][=][-][F [_?| |T| ’_1_! - Fragon Sewr Aagiml integral DDL:r':t;r' Bracket Function Arcent lIT:un:\U apertar Marrty
Toals Is Structures
Shdes Outlire x =
) — al
i
== 0 -
| Type equation here.
-
b
= PR |
i
| I
z Bl 14 52t o L
| Clickto add notes :
Siide 7 ot7 | COMiceTheme | &4 Gulamn |EEm e e e |

AUg(A 5.50 YA A oletlag
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5.13 eUEs ANt wug

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 [AUBSA cllAUHl A0
olollalall HIZ 531 astal B. AlANAet AUcll AANAet 2oioll GUADL UA . ARANA U HIR

A yu 2sRe ¥ vllowse RAse sg ud ®.
AENAAR glA 5.51 1L galcaul YHIQ YuAcd AR YSIRHL adqucMl w1 B:

Entrance: ASSHL SlEURL cdoll yadel uglda (AR 52 B.

Emphasis: SlEURL dd REALSS UR 8lad R wl AlANAet &l

Exit: RAUSSUL SlFURL cdell ot Ugldal [RURd 52 B.

Motion Paths: 2A8S ¥leR As YRR Ul UR clrgal udlaal 12 Guloll .

Naone
Mone
Entrance
* kK ¥ o 5k
N g o 1 Fal )
Appear Fade Fiy In Flaat In Split Wipe Shape Wheel
o ot a2 8
. Fra i W
Grow & Tuen Zoom Sl Bounce
Emphasis
8 A N L B L ’
Pulse Caolar Pulse Teeter Spin Grow/Shrink Desaturate Barken Lighten
A
- e 3
| g ¢ = " ¢ - & o B
Object Color  Camplemen..  Line Color Fill Coalor Brush Color Font Calor Underling Bold Flash
Vave
Exit
= A [
r Rk yr K & 5k
V = Y J
Ditappear Fade Fiy Out Float Out Split Wipe Shape Whaal
L (T, & %
. .
L Y
Shrink & Turn Zoom Swrivel Bounce
S More Entrance Effects...
5 More Emphasis Effects...
#E  More Exit Etfects...
gf} More Motion Baths...

Ag(d 5.51 AlAR At UsIR

Randam Bars

Teansparendy

B

Eold Reveal

e
X

Bandam Bars

WeRWS2HL AN At HIZell [Ascu Urie scl ws(A 5.520 (AN At 2ol GUADL ALA D.
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B o= 232 - Microsat: PowerPeint |'P["--';L.':_"j:i[i"-'-:'- - ol

m Haome Insert Design Trarsitions Animations | Slide Show Review Wiew Arrobat Format i
*b 4 e T : = i “Hsnmatonfane | b Start | On Click - Rearder Animation
,t * \A" ——* [ T o -f{ * -| # Tnager = © Durstion: 0050 = | = Move Earhar
Praviety Mane Lppear Faile Flyin Roatin  saiit Wips shage Wrieal =| 1::[“:‘ M“:*aﬂt?m‘ 4y Animation Fainter | @ Detay: W 5| w Movetster
Preview Animation M| Advanced Animation Timing
@ AN 2
wULsla 5.52 ot cGl

ARN A 261Ul 261 5.2 Yorolotl [Ascu AL Sl B.

ﬁ Ul seol UR (5As 5cll ANt 58 A Twld A eUs A U sal
Bretien USAL B8 sl Ol
Animation dHal AL Rl YHIBlell AARN At Btucllell Y[Aul 1 B,
Aﬁ 3eclls ANl ¥s2 M2 [@Ascu sla B B dR secdl Asl Ol F%s52
Ertect HZell [Qscu AANAotoll YSIR Yol GEAA B, BH ¥ MUSSHL dg
Options ~ WA B A (B RRAd 53 asl &l
:i UG AN AANA GAF 25 Bl UA ARl % A 3 EWIA A & ASL O
Add
Animation =
[Egﬂgnimatinn pane] Aol UR (5As sl (A 5.53u0 ULl oy eAct ARt Ust WA
B A2l dR ANt KA Wal gl sHHL U A [RRAAA 53] 251 O
47 Trigger = WAUSSHL B Aose UR (5As 531 Ao{lNaol 23 59 8la A «ssl 53l
AslA B.
&, Animation Painter WEANAA ASo2Roll Heedl As clrg URe] AEAAt 6l crgal 2l
sl el
b Start On Click - AR AR 23 U, Fedlar WA Aue wdLne ARRAA Y3 ue
D Duration: 0050 T oy ugdl decllan® a3 A A 0l asia ®
@ Delay: oooo
Rearder Animation lell Heeddl AAN2AA VatHi RASE s WAN At 5H e 25 O
& Mowve Earlier
w Move Later

20ld 5.2 AlANet 2otell [@Qscu

ddl As 5cl ay ARANAA As A AU 25 Bl dR ANt WS 53] 28l 6, yaladlset s3l
A8 Bl AHy ARANAA 56 A 2A3 AN A A J2cl AHA WA A otssl s3] 28l Sl
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(Bl 7- 0= 222 - Microsoft PowerPaint o s =y - |

Home Insem Design Transttions ARnimaEtians Shde Show Review View Arrobat Farmat 2 Q
i 2= — [ animationPane| b Start On Cilck * | Reorder Animation
ye =a @g A sl i =R
i o 4 = wr " - éi
: 2 1 &' " 4 = | £ 1 b W = Trigger * & Duratior: 2| & MoveEame
W ¢ i Hppear " iy In Float i W ) et Add . . =
= Ll LA ‘fipea Ll Fylr s (L Hipe SIS |5 options v | Animaton- Mg AnimationPaintze | @ Delap 0000 & v MorsLaler
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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
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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 ...
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YUrcllcell

YsWL 6 : 512 A2k

6.1 uRu2A

6.2 HAReI uesl

6.3 5122 A2abYl Al $lUEL
6.4 51RJ2R alzclboll UsIR

6.5 URAIRQlell HLItAM

6.5.1
6.5.1.1
6.5.1.2
6.5.1.3
6.5.2
6.5.3

AR /S CEo] HIEAM

Wolellds 2cles VSR (Unshielded Twisted Pair)
S-AAAA 36lA (Co-axial Cable)

$le012 AR S $0lA (Fiber Optic Cable)
ARRA™Y HILAM (Wireless)

Guals /A2 (Satellite)

6.6 5122 Aedd M2all BusWl

6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.6.6
6.6.7
6.6.8
6.6.9
6.6.10

A2ab s1§ (Network Card)

H3H (Modem)

&0l (Hub)

2l (Switch)

AsAU W82 (Access Point)

ofloy (Bridge)

2LB2R (Router)

dead (Gateway)

Anclglar & AleR (Amplifier and Repeater)
sIloL 2 (Crimping Tool)

6.7 aAzas WA

6.7.1

6.7.2
6.7.3
6.7.4
6.7.5
6.7.6

oy QA% (Bus Topology)

oL 21l (Ring Topology)

N3l AW (Mesh Topology)
2R AWA (Star Topology)

fl QA (Tree Topology)
slesolls 1WA (Hybrid Topology)

6.8 5122 A2ald HISEl (Computer Network Model)

6.8.1

S$ClBe2 AR HISA (Client-Server Model)
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6.8.2 YlaR-g-UlaR Wset (Peer to Peer Model)
6.9 a2

Ggal

o 5122 aleddell URAUA A AHY Aol YsIR %Ll
o 51RRR dledd HIZ dAURldl YAREL Mt loll WA Aaadl.
o 51222 Aeadul duRldl QY Gusell AR 1B Anadl.

6.1 uRaa

Azcts acedl WU W URRA ¢l (AQu ysiell A2ad Fal ¥ As Aead, dolld Az, A ¥
ol aeds, 2Aslel Aecds Bal 2AGEl MU GUAMHL Al el Gl Asclal Uuelal yan
elaslell Uas olall 2AcEl Ball ¥ HBA Azad, AWRAA A2ds (Social Network) WRUAUHL el B.
Azad Wed b Asollat A AsOUAA USloll AME. AL UHEHL Hol 3 Ul Bau s ad 8.
g5 ues AT Hscal ¥ wlsRal HIZ ded dlA . AR AU $1»eR aledd (Computer
Network) 206€ clUIIA R 2l wtl Yesl [QAAu ysiell s1ejeR, AUuaU ¥ 202 8l 8. AUA, &
AUUQ 5122R Aecldoll (Qrclryds weAl 3.

6.2 ARl sl (Elements of Communication)

UL (Aol AU 512 dledd HIZ duRdl A6Elell uRUA Aadly. xauR ugl A ¥ ddl ay
5122 HUEloll u-A 52 B @R oA g0t AL Yol Ul dlal B, WA AUUG AURs
25l 313 uRl AL S8 A,

(a) A& (Message): % SCL—HL@Cﬂc’i Ycl2el (Communication) & da ® dal wWud AAx
(Message) 313 oA ¢l aecs yrauld gl oie, s1e2 el wuu-a s3l o4y 8.
AR URQL AUUQ As 12l ol 512 UR 8t SlUl 831 A, IR A As ABel 3
cgot Ucl Al B. €35 ATAs] Ws WAl AR U2 (Packet) totcdl A . wl U2 8As@s
[Rostct (Electric Signals) A&l 0L (Waves)oll 3U el §112J2R UR USA B.

(b) MSCollR (Sender): ¥ §12J22 UL HSA B Aol Sender W UC Source §1RJ2R sdclld O.

(c) llslRellR (Receiver): ¥ $112J22 AT NAA B Aal Receiver WUl Destination S B,

(d) YAURQL MLLAY (Transmission Media): WAL WAL §1122 clRA J2l-HIBAlol 2uu-A 1R R
3 oall3Ul HitaMoll %32 sl 8lal B, cllAR gl 32l 8As(2s Roolcall UMl ddel 53 B AR

USLAHL A dRdletl 3UML Agel 52 B. WOLAell (Aewdtl (Section) HitaAMoll ([Qrctiryds Al
s B.
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(e) QAN UYs (Protocol) : UAlSlel: AR $12R &lRL ARG YlA Ud Sla AR wYs
AssU YHIRA [Aarlle] Uidol 5 s dlaAd B, GElgNL d3ld R sleunl A cldd dld
5cll 8lA AR AHA 58 clldlell Yol scll, 32cll UM Yl wcloell As Al cdR ([
GUAHL wadl 8 8. Acly A Sender Wal Receiver A AHA Aol UHeA taulatHl
AulA Jale] Yl uq A B. €35 512 wl UsRell Yd QulRd [Rad yud st sl
A ®; yHQld Qanl dat stictdlalletl oWl WS\ (Protocol) S3cllH wld 8.

alltl: §122 A2abMi $1RRR/dbR At Ul AGEL Bl ¥ SR (Host) AUl ollS (node)
3% uQL A2 B. Host ¥ Node, Sender 3 Receiver 8l&S 3 B.

1A e2lAct uYs YAlSlcroll UBL Al HEEWA BUADL 5l Slesl ¢l

HTTP -Hyper Text Transfer Protocol
FTP -File Transfer Protocol
SMTP -Simple Mail Transfer Protocol
IMAP -Internet Message Access Protocol
TCP -Transmission Control Protocol
P -Internet Protocol

el Message ™

(File "abc.txt")

Transmission Media (Cable)

P— Receiver

Protocol (Rules)
1) Acknowledgement not required
2) Send data in the ASCII format

ALl 6.1 AAReU us

s12J2R sleasHl 32l Yool 35U Aoscllat (Bandwidth) sl2L UQL 9 scUHL AUA &, AU
BH clgotoll BsU HE (.Hl/scsel AsHaAl GUAdL s3A ¢GlRA A A el yellet Hi2 oA
Yosololl WsHL GUADHL Al sl B.

Kbps = Kilobits per second

Mbps = Megabits per second
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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 AUl bytes

(1 byte = 8 bits)

AR URL 32l Ycllotoll BSU 256 kbps 3 At &l ”UR Axl 6lsAeS (Broadband) sdcllal .

6.3 51J2R azctbell Ul slAEL

£3s 512Ul Wans H(BAloll dots 531 aAsiaA B, vl HBA As sreyeuidl ol s1ejeml
Anaal M2 @Ry Hlslaul (Storage Media) Bl 3 CD, DVD ¥ el Sl&cl (Pen Drive) oll GUAL U
A¥ UQL L UlBAML AHA AUl oARlioll cud ay Ul flal B.URG ¥ Al o s1RjerA Aead dd
lsaltil AUA Al sleurl UsRell 1A (File) 3 BHL B 8l & Aol UU-A ol ARAAYds U
ad .

5122 WA ¥ S8t (Microphone), ¥Us2 (Speaker) ol AudM (Webcam) S3cl &l Al
Azcdoll HEE gl Aals cABARA alcdlattu ¥ HldloL 53 a¥ B, wud % A 2Aslt ¥ Awse
gRU A sl SR ¢glA Adl o Ad s1e aedbell Mee gl 2cllslot Slogo{loL
(Teleconferencing) ¥ (A3 8losc{lol (Video Conferencing) $31 sl &, el &R A ¥ Ay
BB oyl WA As-ollast WA cldld 531 2A¥ B. A As-ollesadl s11242206(l lot UR (gLl
uel ok 9.

slougl AWML wals sHARL sl scdl Sl ugl Mt etdl Qo2 /3R Bl dtas wtlal Y3l
wsaHi wadl otell. 5122 Aeas gl ol sHAURL Qo2 /Belk Bl Sausu adl (Share) 23
8. A 55 A5 Qoo Aedd WA sl Bdl, wod s11Y22 Ul Ul Qo2 518l AslA B. 511242
Azcd sleunl AU AUAU 3EAU olotictall W2 AL3U AAd a8 a3 B.

UG AUUQ s1122 A2asll Udl slaueloll deay sAl, UL AUUQ ASls dy AAA{RA Awll
ugl 33 eal B 50 $12R slead glRl cAlgR (Virus), A (Worm), 2%at (Trojan) Fcll &lollsiRs
YoUH USABY YR B. GURd alead el cllll s1peetl datoll yYrew M2 ay yYAudlell «32
U3 B, AURL vtetdll 32t Aol 518 Bt B8 ot AF Aoll vt ABELI] Aml usdl ala ®.
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6.4 1R a2cbell UsR

s12J2R Azcs Auell sl dal elloll@s (QArcllr YMIB Yy 5 YsIRUL (Category) (et sali
WAA B. ULA AUUB Wl €35 Categoryell WeUY 53N,

(a) AsA ARA Aedd (Local Area Network - LAN) : %R UQL 12 alecld sy BRSIHL &
HSlolHl WAl SlEURL drULell olloll F1UHHL SlA Y Aol Alsd AR A2ds (LAN) sdcltHl
UA B, LANell 51j2R Asolldl uall ows 8l B. GeleW ¥ Slsull wal ¥ slAxsll
s12jeR0{l AollRedlal LAN 58l alstal.

(b) AW lest ARA A2as (Metropolitan Area Network - MAN) : %R SlEURL 23 HIZ $1»2R
Azcdoll Aotl scUHL WA B AR Al MAN 313 vt B, GelsWl 3y «rrw@st ¥
RJARUWEAE 51242R0] Aects wadl B.R.T.S.qll 5112j2q] aedb.

(c) s ARaU Aeas (Wide Area Network — WAN) : WANHL 511222 aects v walal ellollds
(AQRAR el A¥ B, Slsul AU, oMl ¥ udl visul 3cdd sree azds WAN d3l3
Aol astal. wl A2as 50-100 (B.alll Hisla vas AwA Al 2 Al Ad B. GelsWL
3% oAl AU GSWAN RA%Us(l €35 HHAAERS(] 5A3A %13 B. Al A etRedof NIC,
ERNET (. WAN alzald 8. 40L0tell YsMi Ul Internetoll 2l 5319,

(d) Udeld AR A2ad (Personal Area Network - PAN) : AURUL URRIAHL wals ¢ wacl
URAR 63 Bl YRMl As 5cll Ay 51120l GUADL 5l Slal. Al YsRell URHL s A ¥
Al ay s1ea Ssaldl A AR Al Udsdd AR Azds (PAN) s&l 2slal. PAN §5d As
uR Yty Halled s 8.

(e) Sl ARA A2c§ (Body Area Network — BAN) : %S 2HE Slotoll GUADL dtll el BD. AaS
(5t ME Hlot WA AlRAY 358lotoll GUAL 5cll Hlaltdl A B, ¥ 6cfg (Bluetooth)
25olAall GUAL 52 B. s2R8 A3l Wdllell QUMW (Laptop) A 3HLE Hlot Blscll dal B.
UL YsRell alzasa ollsl Adlal A2ad (BAN) d31F o 8. 23R WA Asnudd GusWlej
aA2cs AeA BAN.

Aeas Uslk  ([ArcllR (A2R) | Yrauoll w3Raud  calddell Avau

BAN 1-2 Hlex el s

PAN 1-20 Hle? WSl SEAVIELTE:
LAN 1-100 Hle? HeAY alloll el
MAN 1-100 (3(. ay AUH/IR/ABR
WAN 100 (5013 ay | ay AA/EA.......

2ud 6.1 512 alecboll UslRell AR
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6.5 YARBLell HIEAH (Transmission Media)

s1RJ2Ral AR Aol WA AsclMl (Connect) HUA B R Ul 5112422 slead st 83 ad B, ul
YslRe] 552l (Connection) $cll HIZ2 AHIA A A [Ascu slau .

(a) dlRAR/50A GlRL ASIRL s

(b) AWRARAY (Wireless) 513l $3q.

SlEURL Acdul AR UQL 51eAR Asy wRUAN WA sclloll Sl Bl Aal clRalR ¥Ralclsll
%3 ol Sl RURYUAQ cllAR/30lcell GUAL Al . URG %l 518 [(AnauNel sl wal A% AHal
$1RJ2R & AURLU ABal WAL WAL HRAUN $Rcllof Sl Al ABOUHL AWARAYU HILAH dy A0
Al 8. AU, 6 AU AL ¢ YUslell HiAHlel (Qotcatr uRFu2a Ao,

6.5.1 cllaR /30 CEo] MILAM (Conducted Media)

UM A AARAM ¥ diollell GUAL dlaAR olollaal MR AUl dlal B, Al YsRell tldal Ul
§5822 (Conductor) 313 WaullA lA ¥ Foll gl (AYd Aldcde] asel . w¥uUR A ¥ ay
s1R2Ral SAHL AA AR 6l8AR Aol Wgede{l Heedl snyeell del sAssct Rooied
(Electrical Signals) ¢lo{l cll2iRell HItAM G AU Al B ual e 51122 Yl UsA B. Al
clARML 522 Yol olldad slanell e cdlalall e Al stedl.

cllAR WEAIL HUAI YsRall dlal 8§, BHY (Aot HIZ cURAA clR WA 82l ® B AUl efles
UL (Twisted Pair) $SlA ¢lRA. AR T.V.HL dURlAl AR (B Slal/AeealtHill Set-top-box Hi
s B) 5-A(AAUA (Co-axial) SUA 53l B. WASIA Conducted cllARa{l %RUl WRSA $LBUR
%01 (Optical Fiber Cable) @8 R6ll 8. QAU UBONHL AUAIN-HAI YSRell clllR /FHcall GULDL
ol 2w B.

6.5.1.1 AotAlAs 2cllies USR (unshielded twisted Pair - UTP)

Ul YslRell claMl ecllze (Twist) dlaell Aa edles VSR sdalal 8, UHL $A 8 Uldol claR sl
8. B A-A ol s YHIA an AslelatHl AU B. (Twist sclHl A B) ecles USR 3ol LAN
HER duRld B, yds AoslHleR €l Aalaatdl wAdl dnell dvaul ¥ ay, ax UTPell djaiadl Gl
8l B. UTP 30ld a5 UslRell 8lal 8. BHF 2(ASlel HIZ WM A CAT3 3old duRpAA B. »AUR
$URJ2R 2as MIS dURlcl 3Gl CATS5, CAT6 wdUcl CAT7 UslRell 8l 8. CATS, CAT6 uadl
CAT7 UslRell 3olctMl 32l asat sclloll &Ml CAT3 sdl ay sl B.
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UHAUR CATS5 ol CAT6 B0iCt 5122 AeadHl ay wlal HA B. AR Ul F6A 6L $1J2Ra
Rsclll A R doldoll HedH douss 100 Hle: &lal a3 8. Wl 3 100-250 Mbpsell 32l
Yellel (Data Transfer)oll 35U A B.

ulglAul eladct UTP dold 8. claRoll wslRell clly YRauMs wdRRL 8l B. Ll YsRell dolca
§1R22 UL Hscll HIZ RJ-45 salseoll GUALL U B, %l 6ldlRe{l Gy WUCARQL Y YREUHS
Aa dar 4dd da Al dal AB’s ecllRs VSR (Shielded Twisted Pair-STP) 30lct sdcllal 8. WUR
HAAL UTP 3ol AcdlHleR €ls ay an ustade slatell A ay A3l opeladl uRleldl sl .

gl 6.2 UTP Cable AUls(A 6.3 UTP 3elel RJ-45 salser WA

6.5.1.2 Sl-A(A A 30l (Co-axial Cable)

Aol AHAML WL YSIRell AlAR $12J2R sleds M2 dURldl &cll, M3 SlAHl doll GUAdL S
U8 R V. Wl YSRell FUE URL LAN HIZ cUR 8. 3UA T.V. HIZ dURldl 30 Ul sl-a(@act
olet ala B, slAul ealcal YHA doictoll clslRefl cliy UldREl (Plastic Sleeve) 8l B. UQl
aAYl As S| Uldell claR delo] deel scl HIZ 8l 8. ¥AR  S-A@AA Sudell Guadlal
sAHL AUA AR SBURL A 511242 A HetH R 5 Bl Yl slau ad B. ul 32t Yeuotoll
$SU 10-100 Mbps Yl HA B. sl-A@AUA Fold HZ AUl 552 BNC 5522 t3l¥ allaw
8. UTP dolctoll aRuuHeldl sl-a@ad dold st ay ul slaedll aue dell Eweun qwclell
dUA dy el A Aectl YU otell. URg S-A(AAA Jed wUYs UTP 3ud sdl dy [Quulia
A deld yudat 53l 2¥ 8.

72

5l 6.4 sl-ARAA doe Ul 6.5 sl-A(Auct Joiet BNC sase wd
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6.5.1.3 L8612 MRS ¥06lA (Fiber Optic Cable)

25allcdlell [Asiual Al u-5IAd As olall YslRell SUA olsRHL Bl HA ® ¥ OFC 3% uwl
A B. Al YsRell doldd sl Rl Ueldell dal & ual A 3alo] Yot Ysialetl (500 sl 53
8. (Mol A ¥ aueuedl g2, 88 calsd Ada ug-oiu s3] Az 2l 8L B.)

WA 5l Yds dallr sc Al 36lE Uslalell R0l (Light Rays) cgot s3la 32lof Ycllol 53 B,
ystal docoll wslR ollsull of o2l Al d3eldl AvatHl WA sl 8.

U Secoll UuuHRlHl OFC dolctoll 32l Ycllaatoll tdl uas ol ay & dxy A Wl ay
Qadla 3ol B ¥ Boll glA 58Ul JR coR 32l Destination 5122 Yl USlA B. URd OFC
S0 Ao Sectoll ARUHRQIHE ay WAl Sl B, L UsRell Sudal 1Ml Bsall M2 SC sl
ST UslRall salserell GUlal Ul &l 8.

74

Ul 6.7 OFC 3o salser WA

gl 6.6 OFC Juel

6.5.2 cllARAY HILAH

AlRARAYU (Wireless) o€l UQ A URRA 1A, FM Radio W As cl2RAU 250lAe] GELSRA
B, BHL d0loll HitHAl AdAetl e ietofl asal B. uRetl AHe s2lct, Hlose Slot, S8c
Slot AR cAlRAU 25alAY €lR sl 52 B. wl €35 GUSAAHL Rl U AL AlgRall
(Frequency) GUloL &l B. M dl UG YslRell Rl clolsl s & BUY A3A Acl (Radio
wave), HI85l Ac (Micro wave), X-Ray, Usl2lell dR9L (Light Ray) (A2, UQl 511222 Aeabul Yuad
A3 Ad wal MiBslAcoll GUAL A D.

AUUQUL 51RJ2R, AUAU ¥ 20A2al dlaR ¥ 3ucloll HeE cdR AcabMi Sl aAslA B, ul ol
GUS2Wa AUMLeA A 3G Aeadd WA Wi-Fi alectd UA Alscl s SlA, ¥ dlRRA™ A2ds ©.
A Actoll A9 glRL d2la sl sl Yllet 52Ul astal 8. (@AY ysRell 250l BHE Wi-
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Fi, GSM, KliMax, Bluetooth, CDMA cld? 2320 Acle{l AU WAL Frequency UR sl 5l sla ®
2 Axell clal@s il el et dla .

% A WU FM radiooll AUAIL WA Aotct (91.1FM 3 uedl 98.3 FM) Aieto{lal ¢la A » dlad
ARARAY 51RJ2R aleasHl Glul $1RJ2R WAL UL Frequency UR 32loj Ucllol $cll Sl 8. €38
ARARAYU 250l A WA HUAI Alg(d UR sl sl dlauell Auotl eloll@s (ArcllR (Range) dall
Bandwidth AUl 8l B, GElsWL A3} cllARAYU Aot AUl Wi-Fi 2500EA%) 300 Mbpsell »suell
aAxe 100 HleRell URuHl 3ale] ylast 53 a¥ 8 AR ofgoll HedH 3o 10 HleR dux 3al
Yot scllell &Hdl 700 Kbps &l B.

dlt: ¥ 5122 ARARAYN 2salAlYell GUADL 52 B Al A YsRell sl8ARe{l %32 usdl dla B.

UM 382U sHWRJRRHL AARAYU H2e] 8l8AR &lg otell AR Aualu ¥ 2oA2 Hi AL YslRall
8l§AR 8ot-(Ace (Hardware in-built) 82l .

@" % G000CA0000000 g g
Oienty (B—— (&

AUg(A 6.8 Wireless Media

6.5.3 GUals/ (AR - Satellite)

Guotsell Meedl Ul 3elo Ycllol U8 AF B. $5c AR GULeell HeE ad glRaloll SlEURL VRUML
32l walASl asta B, % A DTH glRl ARl TVHL Aas Aotcl Guaedl Ad B A % A Ulsll
51220l glalell wals 512 WA AL AslA B, wl 5l wol & Wl slauedl sreer
Al2aldHl GUILEall GUADL Woia AL YHIQHL SlaitHl A 8. Gudeell Hee dd snejera Aea
U A5l 25e0AWA VSAT (Very Small Aperture Technology) (313 ol 1 &.

CCC-BAOU and CCC+ 318



6.6 512J2R aleas Ml2ell BUsW (Network Devices)

$1R12R Al2asHl Wals UslRell GUSRWN (Devices)oll GUAL scllHl wlddl A 8. aeabdul sl
Ys(Rall Devices cluRall A [l ol Aetl Yol tulatil Avllal Aaunl 21 B.

o 5C ¥ecl 31 Aue (Acslal B.

o €35 3H-(AcSIol Ao} AR

o Jal YslRell 5322 AU (Desktop/laptop)

o sl YsiRell Aead AWAY B. (Aecs AWAell [Qotdaur uAl 6 ugloll [Qewoti Aeg))
o R-A AU ol S8 AU U WIS scllo] B ¥ o3

o $1RRR aledd gl saA-sAL stAl scllall B.

o Bo2al2g] ALY 5Rcllof B ¥ olld AdR..

AA A AUUG UM A AURIAML Acllcdl wYs $112J2R aclboll GUsANA URUA AR,

6.6.1 A2cls Bo23U 5LS  (Network Interface Card)

Azad Bo2%¥U 51§ (NIC) A As wlAcd Bt B. NIC 5120l UGS (Motherboard) A&
AslAG 8lA B. NICa] Huat sl s1»jeRell 32l (¥ bitdl 8l B) 8Asdls RostcMl (Electrical
Signals) 3UldRd $31 cllalR &l weUdl dR0L glRL (AARAU) o $1Y22 UR UdlAUlscle B. %
§1222 Receiver & AMiell NICo] sl 8AsEs Rlct MU R0l $3Lel bitsHi UARA 52 B.
U Ao sl s? B,
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UESIEA €S $11J2R ¥ AUAUHL NIC Aol HURWS (Motherboard) UR AUAG &lal B. AR AU
A2ad sl External USB Dongle (SI9LE)ell 3UML HOlcL Sl B.

6.6.2 134 (Modem)

Ul §12J2Ra AAUR Bo2RA2 (Internet) VA ¥ d@s
Azads AA Ascloll 232 U @R H3HA GuAdl U
da B, Wddell GuAI YRell 512JeRe]  2AAH
Algotoll HIEAHYl Ao SEUQL 5122 U AHSEL UL
AF V. AUcA $URYRHL UQL aleads sl 3 H3H &g
%33 ©. als UsRell HI3H WUl Al HA B B3
sldAAU HI3H (Dial-up Modem), DSL, ADSL, ADSL+ g e e
AAR...ull W3He] qual sl WAl Rosicde] Slwed @ 6.10 WIN
Rovtcdl wA Slyed [Rootcle] WAl Rosteul

3UldR sRcld] O,

6.6.3 861 (Hub)

AeasHl €s s1ReA As-ollat WA sl
scl 66 ollMell BUsWLall GUAL 53| sl
£3s s1ReRell qeas stéuidl oelk olsacu
S0 0l AU ASAA sl B, =AU slsuRl
512 Ui HIsA @R A &0l GRL WA
s1uReR Yl usludl sl .

As(d 6.11 g0t

6.6.4 (|21 (Switch)

llag st sut B ¥ Ha B, URd A e scdl ay Bsuedll st sral UeH A B Ay Ay
s1RJ2R Azads U Wlsal AaH da B, sut scll U Al ay Well Hadl s B. g5 Asy
U 64 51RJ2Ra WSl A3 B, A AcaAdMl dy s1Rjerell 3R Qa A YEl el wlua Asollst
B3 Uals $112R Hs| AslA B.
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(A 6.12 =l

6.6.5 WsAU W2 (Access Point AUl Wireless Access Point)

ARRAY™ deabul ool ¥ U Bq sl cdlRAA AsAU WS 52 O, AESIA 20A2, MKl
QAR Gualol atll &N B. L YsRell Slaugfumi clRAU aAeaboll ylAul slauell A Wi-Fi sl
5122 sleats U sl AF B, vall ARNWHL Wi-Fi dzcd Blef scll clRAY AsAU W2 ol
%32 Uscl dla B. AsAAY Woeall A5 dolet [A WA ASIAA Sl B B UMY ULl $12JeR0]
Sl Y3 WS 8. sleurl AHA AsAY WSe2 alRl 4-5 5 Aell ay $112J2R cllR cdR URl Aabul
RS A5 B.

AUs(A 6.13 cARAY AsAU o2

6.6.6 ofl* (Bridge)

AR SlBURL A LANG] slEl $¢ dlal R oflogell GUllol selMi WA 8. GELEWL HI2 YRl 3 A
WAL (AAeSToHl A LAN B Aol dHIR wL ! LAN <l 1S3l 524 &t cl Bridge ollHoll Device glRL
L A 8.
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6.6.7 AB2R (Router)

%R UGL 518 LAN of %1SIQL WAN UL AUcll HUAI HAI WANa] sl 59 Slal IR Router
slldoll GUsRWlell GUAIL Al B. Router U oissl s:clle] (Route Discovery & Forwarding) st2l U@l
§2 8. AR 518 Device Bridge A% router, ¢ialo] 512l 52 IR Aol BROUTER sdcllad 8.

sl 6.14 Router

6.6.8 dl2d (Gateway)

A2 A As AG Baft B 3 B A AN WA YsRell Azcbe] Al 52 B, GeleW 33
512J2R aleclfo] sl Melsd Azas ¥ Aot dedd A 5. WS GlXRHL GUAGYU Router
Axs SwitchHl Aol AR YAl sla B.

6.6.9 A{lslaR A AUleR (Amplifier & Repeater)

cl2ARall GUADL AR §112R aeasHl salll A AR dudoll dolg tauetHl Audl AsA. Al
UTP 3uc 100 HleRell ay cote UAA Al Al dget Ul Electric Signals ololol US| 2% & walcl
sl dstal od B, ulall ARUHE AcllstaR  (Amplifier) wal SlUle? (Repeater) Signalell 23
a3 Auioll vl g2 831 AL AR . Al YsRell Gusle sl Wdlol Rt Bg sl .

Repeater

Ulg(A 6.15 Repeater
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6.6.10 slUlol &t (Crimping Tool)

UTP 30IAML 5a182R sl M2 USSS Ball Crimping Toolell GUAL AUl &lat 8. Al & glRL RJ-45
Connectoral UTP 30ict A oLl 18l asta .

Ag(A 6.16 Crimping Tool

6.7 Alectd lWA% (Network Topology)

LANHL elol Adl QY s1zge? As-ollat A& 3cl A AslAcl 8, A R aAzds WAy
(Network Topology) S&cllHl A 8. oy, oL, A, wIR, 2l daUl slsedls ad? ysRell A
YA B. wy-slct Heleldloll 512 slzcdil 1R AWA dY YHIQHL ol A 8. WA
8A AUUA €35 AWA vt uRua AadlA.

6.7.1 ol 2LUA%) (Bus Topology)

UL YsRa(l WA Udcloll MMl wolyr YURAA sl AL ol 5122 A5 Yyl 30l (Bus)
AU AslAc da 8. (% A AAH wellell weu 35 U AA HslAA slA ) A AHA Co-
axial cablesll GUAL aY YUAd &dl. Bus TopologyHl As (AR ysiRe] Balgd Bal Ut
(A2ixts (Central Controller) sdcllal B, A URL Bs1AG Sl B. AabHl SlEURl A 122 AR Ws-
ollat WA 3alef Yot scl 8Vl Sl AR A oA s dA U Adle s Central
Controllers] 8. L UsRe{l cudzaHl SleURl UHA $5d A $122 Communicate $31 A5 & AMe
s12j2R0{l vl Al aeado] sl Ll oA A B. A Yyt claR (bus)d &ld USA A Ayl
azad ol Uy A 8.

6.7.2 oL WA (Ring Topology)

UL AWAYHL €38 5112R dAduusiR I As-As WA Connect AACL S B. L YsRell Ul
GU (Loop) URL s3cllMi 2UA B. Ring TopologyHl 32lof Ucdllalol cldAMl $5c Aso [Bauul as A3 .
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SloURl AHA §5c A 51J2R A 32lo Ylldal U8 A3 B Axx As A Al ay s1nee? 3eldg
Yedldot 531 ol AF A M2 Asol UgGlAoll GUADL selHl WA B, 2lsol cAcRAUML €5 $1RJ2RaA
AssU UHA HER AR-5RcAl 2lsot UAUH] AUA B, ¥ s 2R WA 2lsol flal $5c A ¥ $1»eR
Uc s1RJ2Ra 32l Hlscll 2% 8. Ring TopologyMi gl slzad Ll aldell stal s 8l & Auey
LoopHi &l uglA Al Ayel slead oitl usl st ®.

6.7.3 N2l 2l (Mesh Topology)

Aol QWML ER8 SRR ol Gl 51222 U BISIAC Sl 8. E§ §1RJ2R Aol 512 U
WEAI AU clAR glRL BSAG Sl B, L YslRell AWAHL (AAM YslRell Network cardell %32
uscll 8l B 3 Bl Asdl ay claa W3l Aslal. Mesh Topologye] UHALSEL Wolx uUUz B, AHY
BU cdy $122a Asclloll Yot scll AH dyal dy Jelctoll w3Rald ud .

6.7.4 R1R A WA® (Star Topology)

UL YsRell AWAUL €35 s12jeR As (AR ysiRell B WA HsAc s B. ul By
sut ¥ flu gl a¥ 8. sut/xcllU [aiats Bq st 52 B. £5 51242 As-ollat WA sl waal U
AUQ ASIACA SlA B AHY Selo] Ycllel UG doll iRl UG 8l B.

Ulslel Heleldletl A2asMi Star Topologyell GUADL ay slallHl wA B. Yuucd Switcholl GUA0L
Ul A ® AH UT Cablegll tltll 112241 /A A& Connect $RAUHL WA 8. eut wal <[l
wRHL ARA ALl Guctou gl Al due azad 3sUl oAl stal s dlatell w AWNAY dy
YA[@Ad 48 B. Star Topology oll Hu SlAEL A B ¥ %l 518 Cableal &lld USA A §5d As 5122
azabell Disconnect UE A B AAUR W 511222 A2cdHl 512 scll ¥ B. UG Al &0l AUl
el ol usl oA Al AML Azad st s ol wy Ak B.

6.7.5 a LAl (Tree Topology)

AR s12J2Rell Jsall Aot getoll wsR A R Fl AWAWe(l UL sdclal. L YsRell Ul
HER sARs Asel ay WA UL GUAL Ul B. AR cy AvAHl $1»J2a dzas A lsal
8lal UR Tree Topology &lRL Al sl ARl ug o .
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6.7.6 sl8olls LA (Hybrid Topology)

saARs Asl dy AUWAY &Rl Azds UM AUA B, WUAN-UAI LAN o glscuell As g e
olal ® BHL €35 LANo{l L 1WA 8lat o 8. wlcl ABAHL %A Was WA GUloL
scllHL AUA AR sleudls WA sdal B.

T o%e

Bus Star
Token ring Ring Mesh

Tree

AUglA 6.17 deas WAy

6.8 51J2R alezcls MISE (Computer Network Models)

5122 Aeadal doll sl yeudlal tauetil Avlla A ol adAl asia 8.

6.8.1 SClB2-UdR HISCE (Client - Server Models)

®AR UQL A2abHl Was Workstation SISURL Server UA ASIAA &lal R A Client-Server HISA
Yy st 52 ©. UdR A (s gifad (sl udR), Qo2 (Qo2 UdR), AUl A2ds 235 (Aead
AR of Aot sal HIz UHAA Abdauoll segeA waadl YBard B sauR sdldee A PC
uUal dbR2AoN B Boll UR YA dell YAUH UAA B. scllo2 i, GUsN, ol NARDL 1R
AR UR AR AW B.
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AUl wans Hedlall dole UdA dla B, scllaee vl HUBAl Anaal M2 Request (€M) HIsA

® U Server del A% Response (UcYR) bllhlqi ala 8. wl Client-Server Model, Request—
Response qulcﬂé’ﬂ sl 52 B.

Server PC PC PC PC

Printer Network Switch ADSL modem
bufg[?l 6.18 Client-Server Model

6.8.2 Ylar-2-Ul2R Msc (Peer—to-Peer Model)

Ylaiz-g-UlaR HsctHl €8 Workstation $112J2R el Workstation $112J220l request Hlscll ¥ Axy
o Workstationl Response AUl 23 8. Ll MIAHL €35 511201 €91 UHlot Sl B, L HWsA
UAdld Sl8URl Aeasul UdR &ld otell. GelsWl 33 Bit torrent WASIA L WUSAHL s1] 52 & Bl
gL Sleul Aecad WA $18A Upload 3 download 531 sl ®.

6.9 Rclltald

Q1. Y [Ascu ude s

1 Soral2 Yslaj sleas 8.
(A) LAN (B) MAN
(C) WAN (D) PAN
2 s1eR Aeadul Sal yrldsll Bsua sdalHl w1 B.
(A)  Jlsla (B) Qosclla
(C) dRal (D) WA
3 Basu Rostctsll AlBd au .
(A) A3 (B) RIB2R (C) é&u (D) ArcflglaR
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4 AU A HL Hub ¥ Switchall U200l U sl 8.
(A) STAR (B) BUS (C) RING (D) MESH
5 YUsRell 3ud Sal Yclladel HI2 Yslalell dRollell UL $2 8.
(A) UTP 30l (B) Co-Axial3®cl (C) Fiber Optic 364t (D) STP 3G

Q2. A [Aseu ad viel ol YA

1. 5122 alecdul YHIQld [anll dat stdaudlaletl ol sdclldl W B.
2. YslRe] 512J2R alecld Ml Yrallld udd s B.

3. RJ-45 a2 YUsRoll SeAHl GUAHL AaltHl U 8.

4. Wi-Fi a2db YslRoll YAREL kMl GUAlaL 52 B.

5. R1R AWAUL QAU s122a Asal U2 GusRQlell GuAdL AR 8.
6. AWARAYU A2adui U Bq st Basy s 8.

Q3. o{lAoll clsell WA & ¥ el d s&l.

(1) ® [3cusSU Bridge AH% Routers] 5121 52 & dal Brouter sdcllad 8.

(2) sluRl AUl Wlad(l Accadal BAN sdclld B.

(3) Wi-Fi alects yallld s2cl HI2 Gatewayell %32 usdl 8la .

(4) Client-Server ModeIOj sl request-response qulGﬂ@ﬂ aq‘ sl .

(5) Crimping Toolo{l HEE A3 Fiber Optic SGHAHL sAs29] BIsIQL $3| AslA B.

Q4. A9 Assi %S\

1. RJ-45 Sals2R a. Fiber Optic 3¢
2. BNC $al52? b. GUaLs esallcdlY
3. SC/ST sals2R c. SlAA-AUU Sal59al
4. VSAT d. UTP 3uc

5. HI3H e. Co-Axial 36c
ogclloll

Q1. 1.C (WAN) 2.B (Qoscllat) 3. D (Arc{lsl2R) 4. A (STAR) 5. C (Fiber Optic 3G1Cl)
Q2. 1. QASld 2. MAN 3. UTP 4. dlalRAY 5. &0 wacll [l 6. Wireless Access Point
Q3. 1wy 2.Wlg 3.uWlg 4. w3 5. W@

Q4. 1. RJ-45 51822 - d (UTP 3UA) 2. BNC $9l822 — e (Co-Axial $01()

3. SC/ST $als2R - a (Fiber Optic $0lc) 4. VSAT — b (BUILs 25allAl)
CHSH - ¢ (SLAA-UMU $aAS2Uot)

(0,1
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Ys20L 7 : So2al

YUrcllcell

7.1
7.2
7.3

7.4

7.5
7.6
7.7
7.8
7.9
7.10
7.1
7.12
7.13
7.14
7.15
7.16
717
7.18

uRua

Boealeell Al

Bo2ale WJA

7.3.1 e L. A3 (IP Address)

7.3.2 18 AJU (Mac Address)

7.3.3 W& AJU/ W olelR (Port Address / Port Number)
AU Add S\IAYet (Top Level Domain)

7.4.1 NSt AH RH (Domain Name System)

7.4.2 q@tfﬂﬂ RAR A3e? (Uniform Resource Locators - URLS)
Bo2al2 UM sclloll uglQall

W82 (Browser)

uBes (Outlook)

8-Nec GARAL/50501R scl (Adding and Configuring E-Mail)
8-NSAHL oflstl el AEl (Attachment and Signature in E-Mail)
WG sHL 5ASR (calendar)

B2 sHL AReHL (Contacts)

5121 Wal ot (Task and Note)

aJdad wsde slead (virtual Private Network — VPN)

Ul HLUL %i%&ucrﬂ yRaua (General Security Concepts)
glaRAlEA (Firewall)

ALULRIU HLOwLSl2L Y& (Infrastructure Security)

A2 QHCi%J[éOL (Network Troubleshooting)

e AU

o Bo2a2 AHY Boae Acloll HEAl Anacl

o Hoza UM scllell Ugld (A M Anelcll

o WBHell GUALLAL AHy Aoll YAullell MeulH sC.
e E-mail QAR AHY HEsAS2 wUBasell WeA $:.
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7.1 URBua

Azcdfell URL aAzdd ol MU Bo2Rale 3l WAlA Sl Bo2ral2 2AcE A AcElell Gl B. INTER
Connection Aol NET Work &sHi 8o2a1e (INTERNET) 2@ Aso{lost W AlslAcl s112jeall (Aaun
UYE B, UM A Bo2al2 glRl BSIA $1122 AR M (scllof MlElet YElat 531 A3 B. WP
AaLedL (Aol Ml eldlell 22l Bozrale AU AsnAcl B.

Bo2al2oll [2A2gl HI2 88 Ass Arele] URA« olell, Ao] (A2 Bo2ale U ASIAA cUSAA,
2y e, AUl UERA ddR glrl Al . 32clis 2N Bo2ae HISoll [arl Ay [Rixel
YAl B dal wUYs URRAAME Rlatell ual Rotaus sl 8. oz A Al Bsuell @sta wndl
51222 A s RER UMlet B. % Becll wys adlloll gl €2 YHIA Bo2ale dURlal scllall uis
A Al olsotl elQruul % Yool URell €35 ol Bo2ale UdEdoll GUAIL 5l A AH Hlatg
UQAA(BA o3 Al o8l

go2aeall Geolcl: Boa2oll Gesildoll AR R oIlA Yol B
1962: YUH 51»J2R alectboll du Uy,

1964: U¥e Aol Nu us.

1965: SlAUR esw2o{l N us.

1969: BRULA2o(l AU U,

1972: TCP/IP OlotlclallHl ).

1984: o212 allHI@ ot &2,

1989: WWW GloilclellHl AR,

Al yauH 196911 AUARSLell el (Qewol il Asclled RUA Wwse Awall (Ul — ARPA) iRl
ARPANETe{l 2Uoll scllMi Alcll. cdledl 8.4, 197001l eUsIHL vulaeall ay [@Qsid Yl W dof
oA 2 A UG ASIQL U, ATUAHL wL AeaASHl yol o WSl AB2AU A 51»J2R AsOUACL
&cll.

8..198001l JUGUHI BITNET el CSNET Bl ollt alects wRAcMl wical. o dvell wdHi
51A% Axe Alust ([Aewoll Asollest WA UABBIRS A ASY AF A dGUR UARSIHL Aot
AU 51God2ot Gl YUR 51»J2R A2cld NSFNET ofl Uil salltHl wldll. Gualoisdlullal ay sl
AoLASl Y3l wsal MR daUl Boale GUR sl sal HiZell Assd LRGN olssl sal I NSF
(A2 Al $1Gcd2Uol) GlRL 1993ML INTER NIC (8o2a2od A2cld BogHalot Ao2R) otlHell As
olcl el NSFoll sAIl ATRT el NSI (decs Aot SoslURAet) oll AUsA%all ¥ 5121
.
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WRlS\A (Protocol): AlMeA Id 8oz HIZ Huad WASA d3¥ TCP/IP duRla 8. ull Rt
NETBEUI, PPP (W8e2 ¢ W&e2 WaSA), SLIP (RIAac cigel 8ozrale Walsld), SMTP (Rud
AYol glors YlASlA), FTP (SI8A glodsR Jlalsled), TELNET (2lletdd ©3jAalet UalslA)ell
gozazall YlAlsld d3l} Gualol ug ok B.

WLGMBR: Bo2a2Hl Aol UB2Y Alall Hie UlBRReU (BROWSER) GUAIL scllMl A 8. FHL wUUd
® A duges] ol Arlal Aoz Sl AUAL % A Aol WBeA WUt AU B, U L Ad AB2U]
ol AWl @R udell WWw (acS alss Aol) durg Ud B. M, Aldl ¥BA dl o2 GUR
RV Aot Ay Asollost WA stauell Bu oAl 8. Rl U (el D GuAdIslell Sliejeul
ULl ¥ B. acs cAlys Aol GUR Rl wtll Aut UBe 512 aeds, 512 ReHoll Heeddl e
AAA 8l B. o2z HIZ %33 Axt UFx dAR scll H2 (AU YslRell 2cloll GUAL $CULHI
WA B. BUL HTML (Sl8UR 252 HEHU AdA%), DHTML (SIgaldlls leuR 252 HiSuu Aode) Al
uol % Heccloll Al YAURAA el B, 3l GUdt Art UFxa el MR AU AcdldleR, Boeale
WSUALARR AR Bl WIBRR GUAGY B. FHI o2z WSULARR dtllR YHIRHL yu@Ad B.

goeale AsAWARR A 5d: AUMA A Boeae ASULARA WBSlol 51RJ2ell 3s2AU UR
Ul 2 A SlaA B, AH Ol U Aol AUAA YUHHL Borale AsUWARR 3ol 2 elel sl B
@l Aoz Sl Ul % wsA 7.1-aMl 2lcall Yool Yoz WSALARR W Uol AUl B, BHL Address
BarHl AUUQ ¥ A AclAseHl %¥g & A Acsea] alld Aull We2? Sl WUl & A Aol W
WUl AA B, UL A5 U Aas AclUsed 3llUst 531 ASIA 1A,

httpsy/fvwr.gocgle.coint

+You Gmall Images 222 m

X
A faster way to browse on

@ Windows
Install Google Chrome

Google

India

Googlc Scarch m Fecling Lucky

Google coin offered in Hindi Bengell Telugu Marathi Tamil Gujeratl Kannada Maleyslam Punjabl

AU 7.1-a Soerole WAsUUARR WBEBR
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o222 SlAElo(l WA U NGLAERA UQL B . Boal2ell HI2l ASAEL d5lol B. 852 3 Al
ABd B ¥ A AdR GUREl Heccloll HEl ARslazUR A ANA B dal Aol §R s GUAL 53
8. adll, 8oz Wlal AR Adcsl wal Bsudl 3l 8. Sz GUR declls w3 Al
Ul el HA B, Ul UM AHx Uil cl2l UL B, wl GURAd Bo2a2 glRl HE i, AsAUd
Bl AetHel Al Ul sligeul alaRy uglAtsallel sl ugl udctsedl ag a¥ 8. Al
A0 YAR HIZ Bo2ra2 HEcclo] HILAH ololl 213 B,

7.2 8o2a2e(l Al

UM A BozrAzall GUAL 8-ABA, AL, YU slksol, (AN Sloge, lot-clgat UL
AM HollRael Hle cllUs YHIQHL Ul Klal HA B.

i) MRl wastoll: AU A AG sdald B ¥ Bozaole WA AYaHl WA HBAA foLs.
WU Qe sleugl i, utel, cauldd, 2abls, dalds, Axdla, glacol, aglol, e, ¥
U S8 Aol MU oQlell sl Al wys o ASSHL AU A ciestellat ABdRell Mzl
A B,

i) 8-Asc: 8AsAAs At A Boeaeall ol % QM Gulol B, wl Aol Heedll As cauldd
ol caulsd, Area R, Ay ¥ Avigal [Qaetl sleugl waud Wscll 9 8. ual A ugl Aud
sl BHA . 8-A8A M2 WU Wdle] WS YA ue.5l. 8ld %33 B, AHA A A ul
I;U-U@ @El 0. baou@rediffmail.com QU baou A Account Holder's ID, Rediffmail.com 3 Domain
Name Mol @ o Separator 5& ®.

S-RSAML AURLAL 2AGEL

e Outlook Express: wIG2¢s YU 8-A8A SCAlAR 8. wBa¢s AetYua] Yuau sl 8-Asct
dar s2dl, ofly 88 cABd ¥ U wWUR HWsAAA 8-As8A cidal, dsll YR dal
33| €Ay sl

e Inbox: AUUGL B-ABEA AR6UHL UR WA WAl U6 $q $lesR B,

e Outbox: ¥ 8-N8A &% HsAclloll WSl B, Aol e 53| AW Sles B,

o Sent ltems: UG WUA ¥ UQ 8-ABA HSAA &l Aol AoLe 83 Awd Sles: B,

e New Mail: otdl 8-R8A dAR 5l HI2 L sleetall GUAL AUl B.

e Send: dAR 5¥CAL ABAA HSEACU S Al Heotoll GUADL AR B.

o Deleted ltems: UGB £ 53| £lAct AYalctall AoUe 53| Avd Sles? 8.

e Attachment: 8-28co{l U SSURL $18Ca] BSIRL 53R MWsEcl HEZ Wl ol2oioll GUAL AUl
.

e Addresses: 8-A8A ActlHlall AUS $3 Aviall HZ 2L B Lelotall GUADL seUML A B.
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i)

iv)

v)

Vi)

vii)

Aot Yalloll M2 20l RAUYE g B Boll Yol GUAL UL @ B, Ao ASl WA Ausul
dcl HI2 Aol duRlA B. G.EL. Facebook, Whatsapp. dlHlel Ild Aol Ae@ Aso{lost 913 AUH
AR ARl Ul Aub. vl HER 8-R8c B3 8lg %330 B. wlell cdullR UusAl GUAdL AeUY
scl (QaudllRA sl sl ®. Bul As o UHA As UA A5 scdl AR =Bd WA cveedl
cldAld 531 aAsta B, A A uQl @Qasll sleugl WA A3l cauldd WA dN 8w decl UHA
Yl cdvell meedll alcdfd us a3 .

@slal slogellol (YU [Besalel): g2 Wcll UG Asollstal R U cld s3] ¥ Aa (Asla
Sloga{lol sdaa B. A yo GuAd(l B. G.el. Skype, Webex. UUQ Ul clR o Ao UR
Bl lal AH fos s Aol RSAHL QB B Ul AAUEELAL B A U Yol AL AUl Sl
B Wl A alcdlctu 31 62Ul 8lal B Bl WU A Ul A GlA. Ul GURAd 518 SlaARs2R
UARsHL A U Aoll SUoll sURdAHl A Al A AR lcdaldl HeA Aol (EyHL Asl Asl
ARAHL Aol @SN WA cwal dlcdAd uel 530 243 B Ax auel (Al Slese A3
vl AslaA AN Bo2c URL MSIE Al % A Acuml el e B, 2w, LA LA s
(QARA slogore] AAQL dAtld A B, W ol UHAHL MQlall H2 HUARSL, dsat, el
gclldl ted ALl o A U Asl o clsd sYe{l3astoll Heedl alRldR @8 st ddll, sl
WAL Gl A 8 ¥ wl AR Asoly ol slaeild gal aldloll WuUA ROl 53 asta
8.

Wlot-cllgel UL s U sleual ysiRell WIlel sl sl Al 818 gslal wcllell %32 &ldl
oell. $5ct UL MUY BozRal2 2R Sclle] Slal B. wal AMl Blat-clleset MULoL 531 wudl ugll
otll Suc{lloll Aot-weed A B A Ac-ABAHL wcllo] A B, A AclAUBUHL ¥Bal 210
e, ¥ @ dig wilealoll A A ude 831 Asla B wA Al ¥ SR Ul asta B, 2SR
U Y5 ¥ AEAML A dxg wuel dR YUl B A susllell Aoz Ul A B, ool
Heedl vugal uell well uieollall Holl 23 B. As AL UogAR WARSIHL slet Udl WLl
5 40% B2l WIlEl 8o2rale USl Al B, Al Blot-clset WUoHl Al ay yURA wse
3% www.amazon.com ®.

sl lual: 818 sUsll 3 draual 818 sHARA %32 8l Al S22 gl Wdlell 3Rl
#32Acd 531 AF B Ul w3AAHE Al WY 531 AF V. Bozrale UR dl ollsIl3ll M2 vxloll
8. A YA Quul dlsdlell dsl Gasan 53R WA B, B U2 UAs AclUleeH slad 8. FUL WU
Ul (Qatdl Y8l Bl AANEs oltl3el slofl st B wal ULl UL 8-A8A GUR Aol (A
(AR HURA el %1 B €l.cd timesjobs.com

Holl2oel: AUURLAL $2l0l Al flal $85 Holl2uol HIZ (5eH, HEUAUR, UA cldRell lele

HRLA 8l Al A wel AR Al Rocll aslal 8. Bal HIZ AU AU Aol sl B.

viii) 3 dal o of$al: Ry HIE Heledl ASl A dal U3 ¥ uietdll vy, gldciell

Gualol s B. Adl of$ol IR csetdl Glell Wl dy UHA cAldd scldl HEA  Bo2Ral2
Wttt ¢f(3otel YAl QA B. G.EL Ircte.gov.in
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ix) %Al MRl Bo2aA2 WURA %L (location) (AA HBAl A B daul Aotl slet el B. G.eL.
Google Map

x)  AMAR: ol glauml 9 a8 @ 8, A Aual UURR Soeae Ul Al Holl 28 8. G.eL
Divyabhaskar.in (Gujarati), Times of India (English).

xi) o ¥ sldwui yal Aaddl: uiedllsll ot ¥ sldxdl Yy RAaddl HIR Bo2ale Wl o
HEE 52 8. B.EL. baou.edu.in, gtu.ac.in, siksha.com

xii) Wl loot: (AR 3 BaMi o ¢M@l sal H2 2 A ¢f$ol sl yaud awa B. Gl

Yatraa.com

A%0R% el PHclatHl veEl GUAN YUAA B, L GURd U duidlal otted, oflost Ba-2dul
oAl olte(l-112] e, GURid weA HZoll ([QQuuer HIRA AU Gucteu adl s ®.

7.3 8o2Ral2 WIAU (Internet Address)

B AUUQ Wclloll R Yell udlAal 2 wol & AsAE A Rl el AJA Yol A adlA
Ay A Bo2rA2 UR WAL €35 5122 Aol ASIQoll oot WAL M2 AZYU 33 B, Aal
Boeale AJU sdcll B,

Qb @ (| Do vt | [ ot

Ak |6 Nenwerk Commecins a3
B — {1 i Sy et
| S Loealaren cirrection

Carniecked, Finsweled
1\ Reslbek Prle GEE Famiy Cork.,

Frapety it |

,151 e Type: Marnselly Canlir=d Pryical Addieas 83754409010
=N 1P Addiess 132 168101109
1P i 152, 158.101.703 i Dbl
St Mk 26626500 Diefaalk G atewy
DHE Server 192168900100
Ciefeil Gatemy: WIRE Banar
Diatak...
. o A peoblenns wih b -
corm=cio 1| poo 1, click (__Fopai
ARY i F=paic
o My Camputes
Dl
Local Area Connection
LAN cr Highr-Speed Intemet
Conrectsd, Fressalld
Reakek Pl GBE Family [ |
Cantiolker
[F Bddress: 192 16EADL. 109
Subret M 2552650,
Meruualy Confiared
14 start & 2~ [ 70 onai-mobex - masila,, ) e o Chrectitker,, | BB intainet = feiwark Cormectins L Lo nrichn... | ) DOGUTEERL - s Tle:

ALg(A 7.1-b Bo2al2 A
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ul GuR eldd BWlot vl M2 Soplcl Qo AUl My ComputerHl %slcl RUGE Network
Connection UE $A. $1122R B2l Sl AUA ASAA 6 A e2ld B. L WlolMl “Local Area
Connection” ollHell ConnectionHl %SIAA 8. Boll UR SUA (AS $cll dof Status WA, AM
Supportdi DetailsHl Qs 52U Al olley StAAL 6llst WA BUL Physical Address, IP Address,
Subnet Mask, Default Gateway, DNS Server AH% Wins Server O olllle{l HUBAl e2iact &4l

7.3.1 2.l A3U (IP Address)

go2al2ell YHIBld NASAa IP 53 B. Bozale U RSIAA €35 51RJ2Ral ololR UMl WA B.
Bal “Bo2a12 ol61R” 53 8. ol 32 bits Sl V. Pl AR CUOML cldUA B. WA ¥ As CUOHL 26 (8
bits) Sl 8. L €35 8 bitsHi 0 &l 255 Yol S5 Avaul %Y 5 B. M, oLl L (AU {8
8la B, IP AWJUo] GELERWL 203.52.42.36 O. IP AJU Bo2Rale UR €5 ASIQL WotaA I vl
HER duRga 8. ol As Hllel dQll SoeAe WISl URpAcd A dl A Asx Hllotd Ul Soerale
AJU 8l o B.

7.3.2 15 AJU (MAC Address)

MAC Address 2@ Medium Access Control Address. A2cl5Hl UACL €38 511422 slSARG Al Y[s
W33 (5FaUol olelk ® B 48 Bits WUC 64 Bits Bozole WsUR Ul 515 V. L Sls A HER
WollAct YAA SlA 8. B dleadd 823U SoRlAwll (NIC) Noy35U 6l UWAA slal 8. Aol ull
AU IEEE (Bodlede s 8Asdlsd ANos 8AsIAs Aeollal) gl eldal (@Rl yuud
WU AL A B,

7.3.3 W A3 / W& «ieR (Port Address / Port Number)

§12J2R aecls AU SoeraAeHl (AU AaAl (Services) Bll ¥ SBA 2o, 8-ASE, At ULl
GUAL Ul gl B. €35 AT W2 yd RuilRd We Guadl Ao B B 815 Aval &l
WOHAHL A B Aol WE AWJU 58N lal. BelsW ¥ SI8A 2loUSR (FTP) HIZ 21 ololRell WIE
iR © AR HTTP HI2 80 ol 8-AsA HIsAcl HE (SMTP) 25 GUAHL Actd 8.

sleuel Acll Firewall sl U3 3 QARBaA scll W2 WE AJuall GUADL %32 olal B.

7.4 2lW Qe SNl (Top Level Domain)
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IP AJUA ALE AW Y % AUz B. Al Aol AR otd ety Ul udcusell ae Al asia
Ul ARA otiH dUclell Udlas Boeal2 Blell $31 wal sl sl DNS (Domain Name System)sll
BWULUAl 4. B €35 IPal SIASalHl 3cdl ocll. Bozale sl AU GUAGY SAAU V. A YHIBlell YEL

®el S\IAGel oA YA 8.
EEKN

.gov Government
.mil Military

.edu Educational
.com Commercial
.org Organization
.net Network

B-ad 2ol {2 ollA YA ULl SINSet ol AUWA .

.in India

.au Australia
.us America
.uk England
.ca Canada

QAQu AuSea 1P Address sl ale AWl wul saell SIS aAn Bl W utuld
@Qsuacui wcdl B, wuel google.com, yahoo.com, baou.edu,in, gswan.gov.in, Gujarat.gov.in %cll
AR oMYl WU Hals AcSe Wil ASIA. edlsdHl €35 AL S18al S8 IP Address §l3L
st sl gl B.

Command prompt U o{lA Yrodall SHIeS &lRL SSURL SIAS Ad MR Agj 1P AZA Rl sl B.

C:\> nslookup gswan.gov.in

7.4.1 S\ASet AH R H (Domain Name System)

AR AUUA 88 Aotge WA IR Uy $11»22 SRSt ad e (DNS) UdRa {ub 53l %
A AudALESes] IP AZA ANA B, RUGUE AU 51122 ANAA IP Ajuell Heedl Auuegest udR
(webserver) URel Aol Uy ollGRARUL Als 5 B. Al YAl DNS RA2stl (resolution) 3l
O CUHl A B, (A 7.2u0 ealcall Yool WUY 512J2R AR Example.com AolAlEe WAl
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HL &R [QQY DNS AR glRl A Aoldges 1P AZA Ancla 8. sldl gllaueiRul &1 DNS

AR URACH B.
} ?’ Ald dln 4R
DNs ud? / |—] |

UI

(.

.COM ol »R

example.com

DNS 224§ oM AR

Aug(d 7.2 DNS AR

7.4.2 g[afsb-i A Aze? (Uniform Resource Locators - URLSs)

Uniform Resource Locator (URL) ol UGl Aol A3A ¥ uel ol ¢l €25 dotuse (Qldu
AuUYRell AMs Sl . Al €3 A6l WY (Webpage) So2al2 UR ol (unique) A waudl
AslA AHY AU dal At GIB3UL A 2ASIAL Gl wl €35 AWUSwal AMwal M2 URLell
GuaolL Ul 8. URLHL Ylalsld, duse (SIAEe1), Wl (Path) dAHY $EEa] ol GUAHL dalld
8. sl8URl AclAES2all YAs AUy o vlloucll M2 URL HEE3U U8 A} B.

GelsQl dll} 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

bllfg[a 7.3 Uniform Resource Locators (URLs)
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A3l youl@ ustAl

/ 1. % AR 51ReR dlead 5 Poerae WA AsAA &l Al doj IP AJA ASLAL \
2. %l dHl3 5PRRR Poerale U HSIAA 8lal l nslookup $HLsS &l2L google.comd] IP
U3 el

3. o{lAell AnueSeoll Yausid AL

www.baou.edu.in
www.gujaratuniversity.org.in
www.pmindia.nic.in
www.hostindia.net

K www.ril.com /

7.5 BoeRae AU scllo{l uglQ

®oo oo

Qs 2500y Y Bo2rale U Blsiaall Hizotl [Asedl oA Yool B.
i) stadse Al clget (Direct/Leased Line)

i) e stAA-AU (Remote Dial-up)

i) SLIP/PPP

iv)  SIHRRAA wletcteel U (Commercial Online Services)

i) staRse / dloy cligel: Ul A5 Algolall GUAL 53] Bo2ale WA AL AslA B AUy Aell
gl oL ol 5AR Yrw Aos(AseU (Bandwidth), Yool vl el Aell ddal wWUR otssl Al
gl 8. AL A o Aol sAsAAHT AR WA L B.

i) e SlAA-BU: wAR ISP (Internet Service Provider) glRl d2-A §11222 ¥ (A8t saAsélllél
HRlelg SlA R Ueld $1»eal ¥ Al UMl A © Asl Remote Dial-up $& B.

i) SLIP/PPP: 3112 SlaAA-3U glRL BSIAA $1»22 UL sclllez PPP (Point to Point Protocol) &l
ASLE AX B el Bl sClUoe L W2 AReAl BUAIL Host Computer UL slslalall & 52 8.

iv) sluellac Alstctget UlU: Online Environment el Internet Service SAllAoead Y3 Ulsd 8lat .
A Ul slot UlU gLl sclloeoll AsE Sleal U MUl Belotoll Host Computer UL B3 B.

7.6 WLGRR (Browser)

AU o2 dl WA 53], U Aol Gulal sl RAata clet ot Ancll astal. Al BoerAe WA
glstall HIZ GllGAHR GlotlclcllHl L] Boll GUADL Bozale clucll M2 Al B. A A e
Slol el AUAUHL WIG3R lal HA B. WlBxRell UslR oA aulcu B.
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i) Line Browser: 3l As Acll YsRoj GllBPBR B ¥ ¥ 5HIoS Al o223 Yol A B, dal
WG glRl %5 5 32l (3A alad B. Ul @ot U olAoll cliyA Wals sHIeS wal Aoll
GUABLAL AU Sl B. Boll Heeell YR A Wals st 53] A3 B.

i) Graphical Browser: GlEel WIG»3R gl HEAlHIBa 32t Fal ¥ alEs, QS wa AWSRAA
gllcl aAscl olell Boll 2 2l AUBsA UGB clotlclldl B. $5cl S1-60S UR % WUIR ot Avcll A
HIGUA Ul UFol cwd GUAML A8 A¥ B, AMe ul allGxsdul slauRAds gel-gel scell
yealld 531 a¥ B, Y (Asoll GuAIEY 53 AcUSx A A B A osell ad & sed %
AHA A sluR(As o2 scRell da B wA W et (visited) [@s A Aucll scRel ol
8.

i) Java Enabled Browser: ¥l Us ?3.% WBX% 8. % Java Languageo:ﬂ Gualol 531 AudR Hiel Java
Appletsal SIGlAlS ¥ sCllozoll $112J2RHL R0t (Execute) 531 ¥ 8. Boll 6lRL Dynamic Contentoll
Alet Al glBxR ul Andll asia .

AULg(A 7.4-2 YEL YEL AUBBR

UL GURell glot MMl AR Hua wiBxR ealdel B.
i)  Se2ale WsAWARR (Internet Explorer)

i) Ml $laARSISU (Moxzilla Firefox)

i) 9o S\H (Google Chrome)

iv) ust3l (Safari)

UL ARA G Yyl ¥ Yvlld B. BUl Soeole WARALARR wtl (Aodlos s1peul uddedl o
UAA A B. FozraAe GBB ad WU AcAUE2 Al SlsA Slal. oUGBRUL uals YAuA
GUAoY 8l B. WAL UAIN GIGAHR dlal 9l Ml eldlell YRAURA olul WIGRHL Ut 8l B.
& UG Al LAl w1 YQuA uRua Ao,

(a) Back e Forward Button: 3l ¢l2ol od 3UA Aet €Ul WOUGeAl Aol-UUA A8 ASIA
gl Ao wAlelledll Navigate $31 asla .

(b) Refresh/ Reload ¥\ Stop Button: Refresh/Reload ®2et GlL UL S8 UBl Awl V% ol browser
Ui s3lell Als 531 asta AUy sARSs S8 Aol WS A AlS Uil dy AH2A ALLA &l Al Aa
Stop oleet gLl A8 sl .

(c) Zooming: Browsersll AH&R olloll ¥ Hlal $3| sl .
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(d) Home Button: GilG2RUl Blank Page wacll l AUUQ] 58 Home Page (Default website) AlS 531
AslA B.

(e) Search bar: So2al2 UR U Aot aAd Sl8uRl $l-af (keywords) HZoll HUBAl 2Qual M2
Search bar oll GUallal 3| aAslA B.

(f) Address bar: AuillEFeal AJU GURHL 28U sclldl A WlGBHL AlS AL B.

(g) Status bar: %2 SlBURL AnAUS2 WGBHL AS Al sla AR Aol Yalld RWeU-GURHL A8
AslA B.

(h) Pinned Websites: HotUie doideal Uet salell [@Qosly 76l 2lrsuir Ul A Auuese
oAl Wil asia 8.

(i) Bookmarks: HolUe Aulefeal el slHoll Aol Ay ofsuls scllell ollGRR dal Ale AW
8. Axy AR AU wo 58 wlBADL Aot (Session) E12lot ¢YsHIEHL wBal AS 83 AslA B.

(i) History: So2a2 ollGAlaL £12lel Yeusid dlAcdl Auuee o WG B (History) ¥ ale
AW B AUy o 818 (2 el tlGAoLell (Aotd History sl Racll asta .

(k) In private Browsing: %R AUUQ 511222 Wl 8oee APl sl SlsA ¢lal R vl
(82l A 25 32l olBRBRUL Save U ¥l Sla B. AdR 51RJeR UR Al YslRell S2l Ad Al
A Ao ol el allGRRell ul YAl Uscctoll AN U8 2¥. Aol GudL el wual
5122ML SlBURL UsRall 3el ¥ (RFl Ac adl otell Bl 53l U] wiGoAlol A2lot YAAA @
8.

(I) Internet Options: WGP 01 Configuration aAxe H@Ol C{’U{doi Behaviour (ClciQLS) aissl s3l asla
8. WlGRR oll [AlAY waALD Bal ¥ Ryl (Security), (833 (History), So2o2 (Content) [(AdNRe]
(Qotctau? Configuration 53| st .

2 shoutTabs R OX) S e Tab

Your most popular sites

View downlpads ik
Manzgz add-ons

F12 developertonts

Gotopinned sites

Inéemet nptions

About Internet Bxglover

AUlg(A 7.4-b Fo2a12 ARUARR (Internet Explorer) UlBRBRell ool Al 2ot
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[ 1
Internet Options Iilﬁ

e

i General | Seaurity | privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings.

@ & vV O

Internet Localintranet  Trusted sites  Restricted
sites

Internet

e This zone is for Internet websites, Sites
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... H Default level I

I Reset all zones to default level |

o J[ concel J[ seny |

—
Ug(A 7.4-c o2 [@AsEU (Internet Options)

A3 wolld usiAl

1. Google.com a\ default UeS% 3% A2 $3A.
2. www.baou.edu.in A2 WA AUAI WIBAHR Bl ¥ IE, Chrome, Firefox AAORHL A
53

7.7 }B2¢s (Outlook)

UlBeds A MR 6lRL GlollaclMl W) 8. BHl E-Mail, Calendar, Contact, Address o\ Create
UA Store scll Mol YAul B. SFozaleUd RSl MBasoll S-AFAal AUl 3 Aall M GUloL
531 aslA gl WBeds WalHel SlUEl A B 3 F-AFcal Foala cdR URlL R ASlA . WD
uUBeds Urll Suollii auRvad 8. Boll GUAIL Yl % ARA B. B AUUQ K&A.
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ugld 7.5u0 elacd wlot dA AR WG2ds WA Ag dRel % lal Nl AU Wlot UR AR
Aol UsA. el oA A3 YouHHl ealcaul Yool o NojolRell dNscRll . @UOL-1Hl dHaA Mail
@Y HRA Sl HAd. AUl AR ¥ 58 RAs2 s A elot-241 slall 1l dL-14L Inbox 8. Al
alol-260{l  A3ULAHL Inbox AR B. oflast glRl HAA E-A8E InboxHl Save Ul 8. @UIL-2HL ABAH
UR (5A5 $cll ¥ Aoj ollo] Preview GILOL-3 L olcllcldl. Mol GLIL-4Mi Calendar & % GUOL-1HL UQL 8.
Calendarall GUAL HIA ALZlu el %. o8l URd, 58 AW g st sRcllef B da Slell wd AloL
8, oldell stHoll ALEl cdR save $3| AslA B,

3 Inbox To-Do Bar » X

April 2014 3

5

| waail Foider
2] & Bl ttems -

4 2 Personsl Folders
Deleted tems 1]

 Mail
T catmndar
4| contacts
o/} Tasks
R

A Rams Sendifeceive Complets G

AUlg(A 7.5 WBeels AsUY™A

7.8 8-N8c GRRcl / 5[0 $cll (Adding and Configuring E-Mail)

F-18d AeA SALAs ASAH (SAsLAs 2Uld). So2aeell Heedl S-S gll BsuUl slsuLLa
aule Wscl asta B, S-AFd Andal HIR S-ASA AJU (S-ASTc E.Sl) 8lg % BTN B Wote
A B, wBedsdl F-ASc WsAal ¥ Al M2 A configure $clloll %32 U3 B. Configure M2 A
o cduld sclloll %32 Ud B. WBeds ol WlAdl R¥et UR Configuring Outlook ollie] SIAAL GllsA
Blal 1O, URGLE ol wBaes Startup UA. AHL Next UR (A5 5A. il E-mail Account (A
Yool wUa. %l R Configure scll AR & ol (Yes) &l otelct? ol (No) UR (5As s

CCC-BAOU and CCC+ 341



4 .
8 Account Information

No account available. Add an e-mail account to enable additional featu

Meodify settings for this account and configure addit

F.L

@

Account

Settings ~
Outlook Add Account..,
‘ Options ! Add an e-mail account or other

connection,
Exit ’_-‘,) Account Settings...
&’7: Add and remove accounts or change

existing connection settings

U 7.6 2wBeefs WAV 2010ML 8-ASE WS s2cll (Add an Email Account to MS Outlook 2010)

&d, wGegfsHl HiotaHl wddl Hlddlell [Qotd cvll @URGUIE Next UR (5@ $A. ol %l Configure
UsOAYds a8 %A Al Finish UR (5As 53| 22 olgldR Error lcllad,

RURULE Wdllo] otq AslGo2 Wleall M2 stoll oy Aell GUR wWBagsHl Sign 6. Aol UR (AS 53|
ProfileHl %d. AMi Info ol InfoHl Add Account UR (5A5 5. AHl tHIZl (Qold HdteuHl wad A
Y@l (Qotct el vite AHA YA ol dl W2 8l WSl Al dHL3 AslGee GRRAL

7.9 8-N8cMl oflstgl Aal U8l (Attachment and Signature in E-Mail)

8-NBAML 518 sloc ¥ Salal GARC HI2 Insert Noj UR %8 Attach UR (BAs 5cll ual s18cd RAse
sl A A STA dAMRL F-RSAHL Attach AAAL Slall HAA A Wloll SlBURl S A S
Ascl astal.

6d, 818 cUBdal 518 S8 ¥ SleuURl did HsAAl M2 A YUH FilesHl %8 New UR (AS 53A Wal
GuR e2lAcll @t WA RURGUE Attach File UR A 53 6B s3] slctal wUat $A ol Attach
dall €], UM, ST, ARl ¥ wod A1y drglle] H1SIL (Attachment) AU ARa Ll 531 aslA
Sl dal Wscl ual aslA ¢l

-AFHl A8l GRARal M2 Signature UR GAS 53| RSl HIBA Rl U8l daur ue 3. w2 s\
- WSAAUHL AUA B R F-AEHoAL ABILRLoAL A dH] Ul GRRALS s B.
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=] ~ Untitled - Message (HTML)

=R
|
‘ Mescaga hsert Options Farmat Text Review Developer Adid-Ins MyTab
s (¢ e | @
1 = = 23 ;‘li‘\ u 10 7 ‘) ¥ FollowUp ~
| E R = Bl = (P
Ry ¥ HighImportance
Paste B /7 U i, = = = | = iz Address Check | Attach |Attach |Signature Assicgh .
B : Book Mames file |Item = * Polic] - ¥ Low Importance
cliphoard : Basic Text | Names ! 5 pusiness Card » 245 a Zoom
. i calendar...
From ~ offdevdx@microsoft.comn =
L Y outlook tern
=1 = i
Send \. A
Cc.
Subjedt:

Ul 7.7 8-ABAHL AL AN
Al wauld ustAl

1. dHRL §-A8c AUl YHBlef wBeds sl¥R 52U
2. wGeds HiEll dHRlL Aol §-RSA s
3. Geds Hidll dHRl MAAal Signature WA Attachement GAZL AFA 53,

7.10 3}B2dsUl 5AS2 (Calendar)

5QoS2 (Calendar) [AscU UR (5A5 5cll dMal A Yool @ol Ml HAA B U 5Ac5R B 62
Axl ul sleell all adl tn-usn ¥ sl uel Heell ¥ Akl caiacll sla B, FHl 58 ARl UR
AU 9 5LH scllo] B ¥ 5A1R 5:clle] B? A dlef AHAUAS daAuR 53 sl B, Al ik GARC

i) New tlaal UR (5As scllell olcll Window WA

i) Action AofHi %8l New Appointment [Ascu UR (5As sl oicll Window WA

i) BHL wUL, UHAY, AR, $1RQL Y, d cndlel 3.

UHA 7.8M0 5A0sR €At B BHL €35 HEolloll €35 ARlW AR B. Aol va WE U B. A
€35 AlRlW ¥ Radal dRalRk AE of sal AU AHl Wdllef sl Aoz 531 ASlA lA wua
AoutAogatl steloll auistdl Aadl asta 8.
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i

Ble Edl Mlew Goo Tools Acions  Hip westionfurbeb.
Huew - b ¥ B g ooy ([ cesheddembode - g8 o
Calendar Day | ek Mot Detail () towe O Medtiom O igh
& 2 April 2014 fikd
« here b enable [nstent Search
Mar 30 3 Aprl 1] 3 4 5
5 ‘
(3 7 & :.n ~10 1 12z
E ‘ i
F 1
g C £ 14 15 16 17 18 18 g
= | | =
i Fieve Group a2l = -
& ; "'-'E_‘;'! o 0 y ) Meating 3t BaP Appontrant -l
# i =" | appointment | Dsert Format Taxt _‘.‘.
L H e e LECE i [~ E N G @ Mo D Ay ) —
[ s FE X et o : - =y g mportance S
i Savely e Apporiment Scheduling & Reminderr 15 minutes » Pecurrence Time  Categonze Spelling | Meeting
o Cings” Attendees —g Fonwmrd = i il Tomes - # lgwimparance # Rotes
) = Artiant S aOptians i Eredtiag | [Onenate
T catendar Subject: | Maeting 3t 840U
2 T T
Al Logtion: | Uni nipus - Shmedabad
8| contacs i —
Zasa % Start time: | Wed £9:2914 CREEL) o ]t day evens
g Endtime; | wed42:2004 o [4z0em “w

77 erhd sttt nim.

UM colmndy Moot Cakndsy -Merosslt .

T Irkeimes A e e

B rreeting & DA -5,

AU 7.8 WB2fsUlL 5AeS?

7.11 AG2SHL UMl (Contacts)

olcll 8-A8cA cvllal Hscal olle A 8-A8cd AJAU aloll calsdoll WA ¥ ottdt Auldd sl ylAu
UG sHl B. Address Cards List Y0l Aol Current ViewHl Phone List Select $2cll Phone Numberail
list YHIQL Rl HAA. AHl AsAA 8 Ascal Ude 531 %331 HIRA eRale] 53, A HRA @3l save

Wa Close §3.
jreip= ki,
WX N s

[iriried = Contact

Inser

87y B3, L B @ ;) ] Y ﬂ
e | B EH @R i = | [
Saue & Delete Save & Forsard DneNots | iGenersl! Details E-mail Meeting Mare | Address Check  Business Fictore | Categorize Follow Private
Close New= = =] 2 Freds - Bask Names  Card - - up=
Actiant hay nmmemicate Plames Options ags Zoam

R |
il |

Full Hame...
Company
Tob hife:

File as:
Internet
(L) € -mail...

Displag ax

Piates
Web page agdress:

Business Fai, | —

obile =

&rddresses
Business...

L this 15-the maiing
Stdress

Ul 7.9 wBeefs Ul URey GARG
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7.12 513l el ol (Task and Note)

F]
Bile Edit ¥iew Go Iom

2 pew - | ML X

I Actions  Helo

Tasks %

¥ Teo-Do List

2] A Task rems -
[ Mty Tasies
W Ta.Do List

& Tasks

| Current View

Simple List

By Category
Lasignment

By Persan Respansible

TOOO00CDOD

plebed Tasks

) Server Tasks

SAC

| Cutiook Cats Files

@ To-0o Ust

Add Nex

Custonize Current Yiew

-} Mt
_ﬂ Calendar
8] eontacs
| Tas

(8

westien e L
To-Do Bar iz
] Apnl 2014

SMTW T F'S

1 2 F 435
& 7 B8 10wz
13 14 15 16 17 18 19
032 2 B3I D
27 1829 30

FilterApplied- 0 ems

AU 7.10 Task in 2Gecs

|-|_,1 o Ngsting atBADP - Ta =
= - -
" Task Ingar Farmat e L7
i I [ ~ feL o Mo uproming apgoméments
T x i L& L = |
Save B | Delete Task | Detanz REQITTENCE ) FoHow Prvats Speting
Ciase k v
ot Pitkng
Dl today Auanged By Due Cale |
Subject | Meating at B2oP
Start date: | Status |ot Started -
Dus dats: | Pricrity [High | % Complete; |0% =
[Elreminger | wenam=z01a ~ | 202 P R [E Oumer | 2mit
I i

x

Task (512]) oleol UR (A5 scll AR Ylloll wtll el slcatd 8. £35 sloll Beell diflu 58 B A
ugl 20 B. otg st GARAl New UR (BAS scl As slAAL sy slal HAQ. sllell (Qatd A
sAR A3 59 ol Vel ARlw 58 B, A el Ml GAZ Save and Close UR (A5 53A. Bl
A MRl A o staclol cllsAul Euwldl algldl GARIAAL wlal 1l

[Eiribion - Microsch ca
Elle | Edit Wew Gn
[
Qren

Charz A0l hems
Laider
Tmpart =4d Bxport...

apnine..

Fage Setup

gl et
YioIg Cifine

Esit

=) walt

Dats File Management.,

tizl

Iock  Zcions  Help
3 AailMesage
(%] Postin This Foider

[ Falder

IZ1 Seaich Folder

saf TaskBequest
A joumal Enisy
o] Mot

3 ternetFax

= Chgose Form,

Sutleiok Daa Flle...

1y chaosz [nepath For

m

=N
el +Shitt =5
Cri+Shitt<E

il =5hit-F

Chri-Shitt-Ul
Cirl= Shife-)
Chi<Shift-B)

can-Tht-

il ShifteT

) sendRegee + al e ebies ks w g

Be|x

ap

T catengar
4| cantacts

7 e

SELE
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AU FAoSel BUllol 531 €RA%0] st e ASIA Slal. URg R ¥ auguell As R o ot sl

Al Ay @Qsyet Assla ma B, Al WBasHi Task &l B. B wUR sIH M2 UG dal
AN WEA aucll & B wa A sEla ¢cll ¥l slucaHl HEE 52 B.

wWBesHi Al YAu Guasd B ¥ Rl Y23 AMal AHAAR s:cllall 516l (Qatdar «llu “Note”
Ui 53 23 © el ABas 6l Ao AU UL 53| AslA B.

To-Do Bar ted

-
Team ftheeting ot BAOP today
af 3.30 pm .

7} Calendar

o (B | R L
1

e )R

Alg(A 7.12 M6 olle (Reminder Note)

Adtdl woul ustAl

1. BGESHL dAHRL M2 slctoll HEello] RlsYA olatlal,
2. BB sHl dAMRL Hl uuuletl AeMEot 1R e o2 olollal.
3. wBedsHl dAMRL Al Wl Contacts Hi GRR.

7.13 ajuc wde a2dd (virtual Private Network — VPN)

VPN U8l GelgQdl AHxclloll Yot 5309, YRl 3 818 sUslloll A wwil B guiell As vl
S HaRUL A & AR ofloy Wul JuesHl B, UG wl oA ALl dA As aeas yalld

54 B. ul A2abal WU Private network 313 Au{ly s1R5 A s5d sUoll Yd RRA 8. 2
YslRall Alsial Wi 2l @seu ®.

CCC-BAOU and CCC+ 346



(i)  GRA Wule] ARAR GlRL HSLRL 59
(i) R Wulef GUILe ol AslaL 839
(i) AR Wule] Sozaleatl HituH el sl $q

GUR wRUA [@scquiel (i) wat (i) volx wAlo [Ascu & Aue wys ASONHL AUAs2A Ul 8l B
AR [Ascu (i) MRl Aol AHy HRO GuA B.

VPNHL Sl8URL AU AUAIN-HUAI A2cldo] SRl Soeralaall HItAMH gl scUMl Aldd sl 8. A
As Private Network slallell el @alal e cAlBd Aol Gulol s3l s o3, VPNHL Slsuel
Areloll AN-UAIL WL R 32lo] Yol So2aleoll HILAH gl Uq &l 8. VPN HIR 3alsll
yrell Wl ay %33 olal B, 503 Arelell Wiodll 32l Soerale glRl dsel Al sl B. VPN Hi
Saloll el HR IPsec Bl 25allAlell GUlDL Al 8l B. IPsecl 32l Encrypt (clill ot astad Ad)
U Internet UR MsAUHl QA & Bl A et 58 Ul 1A & A 2nell astg otell. 3at
destination networkHl US[22Ul GILE Decrypt (MOl RAIUML ¥Rclq) scllMl WA B. VPN yallld s:cl
AU GlRL WAL YslRell VPN Routerell GUA0L UAl 8l B.

Regional ﬁ Internet
Office )

Head-office

Regional
Office

Remote / roaming users

(A 7.13 aRfue WAz A2ad (Virtual Private Network - VPN)

VPN oll UslR: VPN Hucd QL AB0HL cluRaldi A 8 Rl VPNall 2@l Ysik &l 8. WA

UURL AL €35 YsIRall Al LMl uRUA Aol

(a) dRJUA Wede SlAA-UU a2db (Virtual Private Dial-up Network - VPDN): %2UlR dReUlell 58
sHAR weRouMl drele] Aeas GuUaAldl Al ML R A VPDN sdclal. B-a sHudl
Wellell $112240 Internet AU Sl AUl AeadHl Aot 531 a4y B, w W sl
§1J2HI VPN 5Clloe A $2AR Barelel UACG &lg e,

(b) So2AA2 WURd (Intranet based VPN): A2 sleunl dredlell A 3 Aell ay wwiA <A VPN
WU scUMl WA AR Aal Site-to-Site VPN 53l 8. AHl delell As LANA o
Aol LAN 0 Internetoll HItAH a3 1Sl .
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(c) o2ral2 WHURd (Extranet based VPN): %R UAIN-UAIL Ar&Ulotl LANG] BSIQL Soeal2all
HIEAM glRL SRalHl WA UR Al Extranet based VPN s&cllal 8. GELERML 313 sleul Suofletl
ULesall (Customers) A2cld wal HIA HSAoARs (Suppliers) A2cl&a] ASIQL $2d.

7.14 AlHl2A %i?&{lo-ﬂ yRua (General Security Concepts)

€35 5122 HIRlol eislR 8l & ¥ BUl cauldclold wadl slsurl Wrasll Yy uddlall ioLe us
¥ B. il Watetoroll MEAl vistoll 8l B ¥ B UMl ASll Ml wod Al YRAA
Al 233 clal B, Yl HBall YRl MR B BH ¥

o 51220l Yel

o A2cboll YRet-ulledll Azabal olelRatll ASLE YAAA 59

o Yclol Acll datoll YRl

o UcA AR UR 3l aloll Yrau

GUR eldct AN HIRZ WAIN-AHAI YslRe(l YRell cucRalell GUlol Udl Sl & BUF Username
U Password glRL Al YHIR(S0 cucRl MUl Encryption Wl Decryption sl YA A 32l
Yel2ot (AR, A UG AL €35 wAMA [QdldaR A A8Y:

AULg(A 7.14 AL YReUall URUA (General Security Concepts)

wdadell GuABlcl: AU %X UQl Gmail ¥ Yahoo maildll GUAIL 5ctl SlsA SlA U2
Username 3ol Password Ws Lol ¢Asl A B. doll gl 51422, B-d clldcs] YyuldlsWL
(Authentication) 52 8. wYl SlBULL A5 Bl S-ASAH Ao 58 RABA B ot 2AF. RN YHIA
Username 3ol Password UA-UAIL 8la 2¥ B. GELEW 313 AUUQL Uell $12a YAAA
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Aval HI2 % username al passwordOﬂ Gualol sAl 8lal A e-mail oll Username ol Passwordell
UL Sl Y B.

sARS SISAA YAAA AWl HR 5 Passwordell %3R2AUA ¥ 8. Usernamesll GUADL sl
Al otell. AYs ASONUL Username, Passwordell A& WolsAHl SMS &l wWAA OTP (One-time
password) o{l %32 uQl ¥l dla B.

WURL Username WA Password %l ol S8 Sl Rl U8 ostal dl auel vitetd(l 3etell
UAAHA @ 8. Weletdl Usemname ofl QL wod S8l UL A3 ULL Password H2ll YRAAA AW
Slea. Password W5 UsRell ULl of SIH 52 B 3 Boll glRL WU 5122 AM d2lal YR 53l
AslA A,

ol Helewololl AUl FLulsll (Captcha) GUOL Ul ol B ¥ BUL WUBL MUY S YUSIRall WER
wlnulal 2leU scllell slad B, Captcha val Password WAl WA Ul B, Captcha oll GULL
HIBAL 8185 caulsel glRl % WA ScllHl A B Aofl Wil sall auRrlL B.

wWHAS UdE sRal Hizell YAl

e Password Yol olloll Sl BN o3

o Q] Password 6-20 W&l Slcl .

e PasswordHl 3§ (0-9), WeR (a-z) AHY WA sllall (5, @, #,) A3 GUAdL AAA A S,
o Password 518 A6E512ell (Sleteat3l) 2AcE ot Sl WA (3.

o HOUBA olrtR, US| ololR ¥ ¥oH cllutell GUADL WS HL 5 (3.

waadell GelgML

Username Password (@Qatd ‘
Mahesh Mahesh BAAHA
Mahesh Mahesh123 AACUHA
Mahesh M123 WACUHA

Mahesh 9879100000  AH™UAIHA

Mahesh 29feb AACAUHA
Mahesh GJ-6 UACUHA
Mahesh Vanilla BLAYCAUHA
Mahesh Iw@nt2fly AAHA
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Username Password @Qotd

Mahesh Lx2%$a33pqgr HCUHA

Mahesh TobeOrNotzb HUALHA

Mahesh  Trouble$hooting  CUHcl

Yud§ alleQ taulotdl el Bl sliotd:

o WUAS [BlaAct UHAAL VAR HEACAL 3.

o A5 SlA dl AUAN-UAI ASIBo2 B A5 WS AUl oi(3.
o WMASA saRaA uel dullal wd ¥Raal o(3.

o Wa$ Slsa sdal ol3.

7.15 $lARAEA (Firewall)

Network Firewall glRl AUQ $112J2R01l 32lal YAl Avll 2N SlA B, slaARAC HURU $11»J2Ra
(Bectt Bl Yrew yelot 52 B Bl s1je1iel network UR ¥l HUEAL An networkHiell s112j2ul
ulddl HERA YAAA @ B A “Great Wall of China” Ulotell Y&l 52 B Al A slRAA
ULURLL 51122201 AM networkal YRABA A AMAHL HEEIR B.

YA $lARAA Configurations: ASM(Age? ARt gl U slaARAAA U5 (on) vl A%
(off) 531 2SN lA. Yuat A A slARAA s(H9R (Configure) 531 s

(a) Start ¢12ol = Ccontrol Panel = Windows Firewall Icon Qs s2ctell
(b) Left Pane UR As sctell A% “Turn Windows Firewall On or Off’

Computer Network &1 JURWL $11J2M1 wAR ¢elRYUl 32l WA R 8alwlBeS $aAs2Uot (Inbound
Connection) Sdcllal Aol AR WURL 1Yl 32l wslRall sleds UR o AR AUGB2ulGes
$a152lol (Outbound Connection) $&cllHL LA 8.

$lARAE Configuration €£320lol AUUGL 5L YSIRell 32lal $1RJHL wldal Edl B AHY sl YslRell
32lal olelR wcl tal B A lg %33 wal B, BUZ Hitp sl wlcldl delal ucllotdll uudl aues
Hitps Gl dlelcdl 32tal uRdlletd(l wudl URd Fip gL alaldl 3alal uRcllotoll of sudl. 2t ysiell
g5 Aead UlTU (Network Service) HI $lACA Configuration <3 (A3 (Rules) olatlcll st .
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/‘-:‘ - » Control Panel » All Control Panel Items » Windows Firewall -

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.
'F:!" Change notification settings How does a firewall help protect my computer?
B Turn Windows Firewall an or What are network locations?

off = 5
) Restore defaults . ﬂ Domain networks Connected (¥
) Advanced settings &3 i =
¥ : . .ﬂ' Home or work (private) networks Not Connected ()

Troubleshoot my network =

. 'g' Public networks Not Connected (¥

See also
Acticn Center
Network and Sharing Center

Us(Q 7.15 sLARCAA oll basic Configurations

&l B < All Control Panel ltems » Windows Firewall » Customize Settings =

Customize settings for each type of network
You can maodify the firewall settings for each type of network location that you use.
What are network locations?
Domain network location settings
;a] @ Turn on Windows Firewall
y [~ Block all incoming connections, including those in the list of allowsd programs

[¥] Netify mewhen Windows Firewall blocks a new program

@1 () Turn off Windows Firewall (not recommended)

Home or work (private) network location settings
Vi @ Turn on Windows Firewall

[7] Black all incoming connections, including those in the list of allowsd programs

[7] Motify mewhen Windows Firewall blocks a new program
'_@II (71 Turn off Windows Firewall (not recommended)
Public network location settings
:al @ Turn on Windows Firewall

[7] Black all incoming connections, including those in the list of allowsd programs

[7] Motify mewhen Windows Firewall blocks a new program

'_@.I (71 Turn off Windows Firewall (not recommended)

[ OK ] I Cancel

AUl 7.16 sttt (A Configurations
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Firewall Configurationell Advanced Settings: ®tal ([A[AY YSlRell Inbound Rules AH% Outbound
Rules olotlc[l Aol 5(cX912 (Configure) 531 sl B.

ol 512J2R A2cSHl Uals 51J2R lal el €% 512 UR AUMlel [ Ao sl Sla Al yun
511222 UR Rules ¢ollcfl Aol Ao s12j2R UR SlUl 831 aslal & Al HR Firewalloll Advanced
SettingsHi&ll Import Policy &cll Export Policysll GU2loL 531 asta 8. (pusld 7.17)

$lARAA gl §5d BoAullBoS SasAot WU $5c WB20UBeS SasAt A Uclletd(l ULl Ul st
B. $lARAA §lRL Log S8 Rl olotlcl asta B Rl s slsunl ysiell ulAe9e{l2l ueallal Log
Al ol (Record) 531 sl AR UL WURL clelldd @aMle] Gecitlot scllall Yol Al
R Aoll [Qold log SLESAML dole a8 ¥ B. (pUs(A 7.18)

Fule Action View Help

«=|@ BE
P AT N LIRS Windows Firewall with Advanced Security on Local Computer Actions

g I(')‘:::;"u‘:‘z‘::es + | Windows Firewall with Advanced Security ... &
B Connection Security Rules e Windows Frewall wth Advanced Securtty provides network secunty for Windows computers. & Import Policy...
B2, Monitoring 4a| Export Policy...

Overview - Restore Default Policy

Domain Profile is Active Diagnose / Repair

& Windows Firewal s on, View N

G Inbaund connections that do not match a nde are blocked. & Refrech

@‘ QOutbound connections that do not match a rule are aowed. =

[Z] Properties
Private Profile B Hep

@ Windows Firewal is on.
Q Inbound connections that do not match a rule are blocked.
@ Outbound connections that do not match a rule axe alowed

Im

Public Profile

@ Windows Firewal is on.

© Inbound connections that do not match a nde are blocked.
é‘(t‘ Qutbound connections that do not match a rule are alowed.

Y Windows Firewal Properties

[ Getting Started -

Authenti . hely

Create connection securty ndes to specfy how and when connections between computers are authenticated and
protected by using Intemet Protocol securty (IPsec)

BY Cornection Securty Rues

View and create firewall rules

Create firewal ries to allow or block connections to specified programs or ports. You can also alow a connection only if

it is autherticated. or f # comes from an authonzed 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
P — hlncke tham

<7 - ] N K8 il =+

AUg(A 7.17 $LARAA ol Wsclled Configurations
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Domain Profile | Private Profile | Public Profile | IPsec Settings |

Specify behavior for when a computer is connected to its corporate

domain.
State
i F Firewall state: |On {recommended) 'l
Inbound connections: Block: {default) -
Outbound connections: Allow (default) bt
Protected network connections: Customize.., |
Settings

| Specify settings that control Windows E i
== | Firewall behavior.

Logging

Specify logging settings for
4 troubleshooting. omize...

Leam more sbout these settings

U 7.18 $LARAA  inbound/outbound AM log filestl configuration €2lclcll dialog box

A3l youl@ ustAl

1. MRl 512u0 SRRAA UBA B ¥ ol A As 5A. A sl2RAA (A (off) & Al Ax
s (on) sA.

7.16 AURIU- D Y&l (Infrastructure Security)

Alslel Heledloll Ay WA Wdlloll 51J2R aeas yrallld adct s 8. duell suee?
el dal cul BUsWAA A HIOUL dAZ1F sl wA 8. Sleurl Mol Hizell Yrel cucrala
AU A eawl adAl aslA -

(a) @lllds Y&l (Physical Security)

(b) 32lell Y&l (Logical Security)

lllAs Y&l (Physical Security): dreUloll 5112422 AU o GUSAWAA el WU Bl 3

URlSY, alauAg, cRule QAR YAAA Avial BleA. Aues wLell, RUMEGL €1l A ofslet
ol USA Aoll st Acll W, wl GuURld AUl $1URL gl GUsWla sl of USA ¥ Aol A3
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ol =8 WA A dBelR] ugl Awcll usdl 8l B. elllds Yol Wt BRAH A ULl & ¥ 58 uglainl
Anoll ARl 53112422 ¥ o2 Aroll ARl WUslR ot AlUR.

IDS

= Corporate
Router ‘ Firewall LAN

s fe—
[

AU 7.19 BRI HowwuslA Yrau

32loll YRell (Logical Security): BH 5112j2R sl§ARA YR Awal A Aclos I del ual Hilsdloll
YRl cacRaUl 33 olal B, AreUlell vietd(l 32t vlslRell ASl HA AUy Selal cliRUl ofslet o
USA Aell sty AWl %33 wa 8. 3elell Yrau 3q QA ysietl Aluall ue WU B. Bl 53l
32l UM Ay YAAA @ A M2 YyHells:0L (Authentication) ol AUES(ASWL (Authorization) Bl
Ugld GuotHL Actal B, L UglAQallell ek A3A@MR (Cryptography) Bl dse{lsl uR &lat .

Authentication: 3l YBal duRAAsdl ofl Bl Wid3l 52 B Rl A sl Altlet quRn 531 A3 & A
sssl A8 ¥ B, YHIlsL USRS YRall HI2 33l 8.

Authorization: 3l Y(sal duRpsdiell W gl Al QAU AA (Resource) clluRall M2
URclletd(l WA & Wl HalleS $HLA B,

Cryptography: d3c@Ul A WRcdloll Yrau 12 cdvigal aidl o astal Adl A 3uidRd (Asilzre)
53 8. Fal HIZL WS It Sl Gl AUEL ARl (Hadl Blsie) ¥l asta 8. wykls Addlul
Y5l YA ol vl Aoilde UAA AR WRA salRs AU (Al sl Al sl B.

sIH(l3lol cacras{l Y&l (Operations Security): SleuRl AUl Ells 5103l YA It wa

QAU A3 w53 A MR B-aA WA o{lA Yeyololl YAl tllet UR Aall %331 B:

(1) 512 AU doll GUAL U2 oA (Policy) dauR scll. dal Aol AU Adl ddeldl
Awdl.

(2) 3elett Guol SIA ¥l dlA sal Acl RN (Standard) ots$l scll Ay o{l(Aetl wHAls0L
HSoll HR00 daur s:cll
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(3) €35 st ue, [QQAu Yustl sH: dauR 8l AsA Aol Aol YEARA (Procedures) A3l 3lA
vl alell e,
(4) ol[A @Quas Holellst (guidelines) dauR 8lcl A,

Wraslal Y&l (Organizational Security): U(ARol Y&l cAuckeUlal dY A dy Uxwod sclloll
3R Gell udl 2% B. SlBURL el 51122 A2cbal Was UslRall sl8AR AUy ARAR &Rl
YAAA Al sl B, Yeu W GUAME ActHl dladl Juad Ag2AR oA Yo B,

(@) $lARAA (Firewall)

(b) Intrusion Detection System (IDS): ® oll@5c cAldct ¥ WoUHaA 5122 Aabul YAl Udl
Al o2 8.

(c) Intrusion Prevention System (IPS): % wall®lgd cAldct ¥ YlolHal s1»jeR aleasHl YAl Udl
wesld 8.

(d) AodlallaAY Ul Aedl HIAAR (Anti-Virus WA Anti-Malware)

AreHL 818AR AU YRell H2 wDARSs (Biometric) GUsW0all Hlel ¢itd Guallol Ul wlall HA
®, A GURld Smart Card, RFID (AA? Bl A58 uQl GuoHL Aatal B.

AUR Y&l Communication Security: AR d2lo] Ylldol U @ Sl R ual QAU yReu
Ug(A tautotmi Al s AR 3alo] Yol U @ 8l R olA Yosololl Y&l cacal sl
SleA.

(1) 32t wiotdll 2% U Wl 818 (3 A Be ¥ «l[@. (Confidentiality)

(2) 32l GlECU® ot 1 (Integrity)

Yedldot UAAL d2l oflA Yoololl HIUES AAN Aol WA sl AWl AeA.

(1) 32l snal Guolc lal KSR (Availability)

(2) 32l &N YAR(sct Slal W\&A (Accuracy)

(3) GUALWMHL AaAd del YHIRA Bt WAL Andd 8lal 83 (Authentication)

allel:- https Y28\ hitp WalSlctoll 20U cly Y&l YElsl 52 8.

7.17 a2ad guc (2ol (Network Troubleshooting)

Azad 2ol U2 AHIe 3lA Gaadl AHRAUL U Agf (RIS (A A B,
Y3sl: Cable Unplugged oll A% 3d B.............
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GlR:

(a)

(b)

yua A 5201l Cable Unpluggedall A% Ll 2%

Azad 51§ UA ASIAA J0lclo] sASAA GRIKR of Hlad Al AUcl doldt &l =AA da Al
L HERZ AU 3o stdla g3l 18| sl

sol Al LU Bus sl slad Al URL L YslRell A ucl ad B.

st 512 AeadHl yrAld Ud ot 8 dl..........

GdlR:

(a)
(b)

Y-
GdR:

(a)
(b)
(c)
(d)
(e)

$1RJ2HL IP address WU of Sl AHUA DHCP  Server oltl 8lal cl U $1»JeR 3uic
B3¢ Slall Ol Aeabul sl 5 olld. wL HE:

2920 IP Address el Subnet Mask Configure $2cll %331 ©.

%l UUo{l UM DHCP Serversll UL Ucll &l dl “Obtain an IP address Automatically”
ude s

§1RJ2R aleadul YUl €A & Uyl Soerale Al ol B,

-So2ale ot Elalloll wAs sRENL alad ¥, ollA Yxololl $IRE1 dAURall AHY dof ([AASRQL

dlaal Yalel scll

IP Address WU B URL Gateway Hcll DNS Server Configure 53¢ otell.

slARAA Higl Sozrale AcA oiu 53| dlaA

ARARY WUl HIAAR $1RJ2RHL AUAA slA

ol AU HI3H AUl USB Donglesll GUAIL 5l 8la, dl dAHell Configuration clUlcll
ISP ol AclxAl 22Ut UAA 8l (Internet Account Expire) &g 913 &l

7.18 LAl

1

Q1. olAeunigll Ao [@Ascu ude $2A

o2l GUalaL scll ol ActiHiell g sWALAd &g HBlBA?
A) WGB3 B) MBSl WU  C) WBs D) UB-58 (Wi-Fi)

Y AR AL (URL) of 4y oltid 8.

A) YEsss RAU Aot B) Y51 R Ader
C) YA RAA los D) 3Ylisss RAU dlos
8- AJU abc@baou.edu Hi SIAYGel ollH B.

A) abc B) .org C) baou.org D) None of above
olAauiell 53 Aclls Ause AJA B?
A) www.baou.edu.in B) www.baou@india.baou

C) wwww.baou.india.uni D) wwwbaou.university.com
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5 Boaleell HUAS 8.
A) USA (ARARSsL) B) UK (Yalleses (5o1sH-(@eat) C) India (BUR) D) No body (AsURl «igl)

Q2. A [Aseu a wuelevaul YA (Fill in the blanks)

1 AU Aeet ol (o, wuBeds, 9[oLA)

2 ABeEs __ glRL Y3 WSl A B. (LA, AU, HIBs\s)

3 ®o2Ra2] HISLAl GlRL UM A a8 Asd ool (ceS-5185, dlerUle, sul)

4 Bo29l2 ___ glRLASAA UB Asq otell. (LIS, MellA, RosuAlet 51R)2R)

5 Bo2al UR AUl As2AR AclFalot 313 o, (3s2ly, Ao, NAlSA)

Q3. o{lAstl [Qtuell WL B ¥ vilel A ».UC (True or false)

1 ol HoUBAMl Bo2raA2 sASAsL Sl B,

ol 8-NBA WUGB2GSHL Bo2Role Sals2lol cR URL Y ASLA B.
AU A GIBHR B,

sloul dusla AucllFaet UR gorale $AUld ALAG 8.
e Ul A3ue(l dotleHl 12 AissL slal gpAld B.

u AW N

Q4. Al A1ssl %S| (Match the pair)
A B
! a. $lRARSSU WAL (Firefox Mozilla)

2 b. Se2a2 WSUWARR (Internet explorer)
3 c. %{Sl‘ﬂ (Safari)

4 d. 514 (chrome)

oclloll

Q1. 1. A (Browser) 2. B (Y[ RAA A¥eR) 3. D (None of above) 4. A (www.baou.edu.in)
5. D (AsUQL aél)

Q2. 1. WGBeHs 2. HlBs\Als 3.800 4. RoSUCA 5122 5. Aol Al

Q3. 1.Wg 2. W3 3.uW3 4. Wg 5. W3

Q4. 1-b, 2-a, 3-d, 4-c.
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UsWL 8 : WRARLS L

8.1 Windows-7 WA0OLs alltaul

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. (AoS12s 7Hl SleuRL ABeell GUADL Glctlal.

Q7. olleUsHi 51¢F VRoUs 2leU 531 Aal SIUl 531 adUsHi W 53A wal VRAUSA S .
Q8. WISl sllal wolUoll stHoll ALE] vlotlal.

Q9. 3csA2? UUHa 2iselRHL ot 82U,

Q10. dHIRA 32U UR df, AsAA Wl WelRUWSoeall 2lese wallcl.

8.2 Word-2010 - YWAPls cltaut

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 olA AleSet 5.

(4) QRIAUSHL A Lot Aol 22Ul 1.5 83,

(5) ollost oloiRell VRS “These Stories... the story.” & o0([9l odo 2ol WL
(6) 20E “lesson” 4 message AGEl HEA (AU — 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:
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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 gl ol s 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 gellNoeHi Aot Rdicoll
Sl8AAUl Wotall WA olSIA A Ulotoll 3¢
ARSI ARl Yslocl -5, s-¥, 3-08l
Ulwad 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 R ARSI AuHiell wll xdi
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. ollost Azui
gl RSN wsMs U ddlald Al ¥-
el dls Ancll scl, welell ARSIEA s

CCC-BAOU and CCC+

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 Q@S 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, Wl otsictal AMVAUA @ sAUM
ulcll ocll. R¥IA atsled Ual 38 [ARAS3 cA
U UL Ysludl odl. asld [RRSEA
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 Usetl guuauoll
dscllsuidl o3l ygell @ WA
WlUotoll sl8elAHl cladBsl WAl YslKCl
aud HZl Ulsell guwlcl AUl U ol Ba
$10L &lRall AHA sl Us2A &cll.

AA olle @QRSIEA sg 3, a1 W3l yau
Hied 1,000 §weld odl BA @y § usl
AURA sl A gl ugl W3 s3l edl
Ulsotl £ulall GlLE URL alSIEal 2552 Alucllell

yart saAl edl, URd olSIA WAER M
galll ol

(Reference:

http: / /www.sandesh.com/article.aspx?newsid=2939088)
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8.3 Excel-2010 U10Lls ettt

Q1 olA Yol HRA AsAA aballedi A $A U oA WAA YUoll Yx¥H QAT 53

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 : ?

(1) DA ofl alald3l Pay+GPell 90% 2131
(2) HRA ol oWt Pay+GPell 20% 1Bl
(3) MA ol 21ldt3l Pay+GPstll 1% 2130
(4) TA oll o ld3l Payeil 10% 210

(5) 1T ol 213l Payell 10% 210

(6) GPF ofl aald3l Pay+GPsil 12% 213l
(7) PROF. TAX

(8) % TOTAL EARN 0-6000 &2 cll 100
(9) % TOTAL EARN 6001-12000 & dl 150
(10) TOTAL EARN >12000 &l dl 200
(1) oltSloll Sl 1 A2 $A
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(12) Total Earn, Total Ded. sl Net Pay ofl al@lct3l 53U
(13) HRdA aARat sA
(14) Nov-2013, Dec-2013 M2 Al 2l aaticll AQ 2llesf Yu s

Q2 oA Yl 1Rl AsAct adellemi etuA $A Bl AUAA YAstl Y0l 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)
(2)
(3)

(4)
(5)
(6)

(7)
(8)

Quiellott set 1S sadeusll .

Quiellott est Su2jettell N ua % Hile wa A 3AUA WSo2 UL

Quielloj uRour M W gct 2 QuiellRA €35 (Quami WMl WL 40% Andal %331
8. %l (Quiell Wt 8l Al Result Hi SC ol ol Ul 82 dl NC €2lal.

Qutelott 32tal 251 YHIAL GARcll sHHL o6

Ul Acll QA soslatste AHEolell Heeel clet scell galldl.

(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 A cCC-4Ml oltl [Quuelloil UAA (Average), AT (Minimum) ol
HeTH (Maximum) HIsL §s52lotoll 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 QAUSU 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 E 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 01/10/2013  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.
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(7) AQR U2 AWUSUR WS collal.

(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 ou 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
Axes SR slecul «i(3.

(6) Sl pdf SITA A3 A 53,
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8.4 Powerpoint-2010 URNOLs ettt

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 ugl Ad( 53 asl. WA 00
Ad alscll sy dauR sA.

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 &8CL Spelling $Hlosall GUlaL 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 UL 53,

(7) Custom Slide Show $Mles cd N wolldcll eUssU{l %l %el uAedll 531 2l o Yro2aotuiell
%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) AEASS Sloasel W

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 352 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
* CCC-InService
Certificate Diploma Bachlor Master Vocational
5) 6)
WS e Rucllcd ua YA
. 1
l ‘ f x2dx
VC 0
\ J

l Director
I I Non Teaching
Teaching Staff Staff

l Registrar \
Asst.
Registrar

CCC-BAOU and CCC+
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7) 8)

25 sld@aL AU GARdl

* Bold

* [talic

* Underline

* Shadow

* Loose Character Spacing

8.5 Outlook WML clltauld

Ql.  8-28c WSS wal ol [Qold wBegsHl As 3.

Q2. &-RcHl RoAR dotlall.

Q3. 8-ABAMUL 5A05? UR (QdLA Ao sA.

Q4. AUGBes B-ABAH UR 21§ ol olle wallal.

Q5. ABedsdl dHRL WA A As WA A-ASA {WsAL. [[8o2: CC ol GUAL 5]
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ys0L 9 : YAEl, 2ucylRal, BelAet Ao A2 UslAA

YUrcllcell

9.1

9.2
9.3
9.4
9.5
9.6
9.7
9.8
9.9

HESsAse WU 8> 5 (Microsoft Office Indic)

TBIL 32l $oclé? (TBIL Data Converter)

el el A% (Scllefuall GUADL (CD, DVD, Pen Drive)

LAN Rl s18cd sl ual Ve scll

FTPo(l Heedl So2ae UR LA UU-AS A SIGaAls scll
¥yl (Scanner)

8o2lA2lot (Installation)

e Usdll (Best Practices)

2uA(@aL (Troubleshooting)

9.10 URud SlsyRee slHe (PDF)

G&al

UL AsHoll weAM sl dlle dN ol Aol YaA (AN AHs A2l

oAUl 2l sall U2 HISsse W(EA Sldsa SIGAAS $9, BorelAel 5 Wa %331
ARl sall AMey YL EL UslRatl Sloll§ (AN HdduR sl

s AlRcdlA UM HL ARA ABLRLA Aol ARl QUMIHL ¥Rl AHY WS % ANl A S
slileuiell Ao Szl Jacl H2all Ws2AR TBIL of SIGaAS, BorelAlel Wl GUAL.

(A8l 7Hi CD, DVD, Vet gleSatdl 32t SIUl wal Ve s2dl.

(Qo81 71l MR s1jeuill Aoll WA LANML SUSIAA Aot 512422 UR slfetal SIUl waal
Wre sdl.

(AoS123 71l Sozrale UR sl SIUl wal Ve sall FTP WalSlA ol Gullol s¢5 A sdl.
QsAR, £3lA% ¥ wod MBI Wotell Gullotell 112Ul Wt 529,

(QoSlos 71l 3(3u-2010, o, Moz ¥ SlBURL &l8AR 58 A BRAA $G AU sleuRl
AU ARA Wol-Bor2 A $.

Ws2AR VAU, AUIYS A cddlol BRAA SRcll, AU WA Wodl s, Wol(Ss ol AsUY
@Y WA Anas.
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9.1 Gujarati Indic Input Method Editor (IME) 5.1

www.bhashaindia.com &0 9%l cttdl gl Al RAAE dvll 25 A 1R WA YsRall Sl
GlollalcllHl wlcdl &, L U2 Gujarati IME (Input Method Editor) Indic 8aeld 59 %331 8. A 8adlcd
sl ol AL 1 sl HIZ $12ML Alsts AR sal Ul ©.

Indic IME A 3lUst AR Ylgse . Aed el W2 S8 cladotoll %32 ldl atell. steni urllottll
GMHE A GuAod B. Al As2AR SIBelAls scl HI2 YUH hitp:\\www.bhashaindia.com 4lg2 GUR
ocllo] A & ol ALYl Wl AFAR SIGaAcAls 531 ASIA Sl

' 1 ez All Formated - Letter © = g € Know Your lurisdictionn = % Tﬁ_\ Googie Translate:

%= & [3 wwwhbhashaindia.com/Downloads Pages/homeasp
Punjabi Dowrload Download Downlea
Tamil Downlozd Dovenload D
Telugu Downlosd Downizad B

¢ 2003 of Windows Server 2008

Assamase

Cownlozd

Bangla

Gujarati Download Download
Hindi Download Download
Hannada

Malayalam

Marathi

Mepali Download Download

Odia Download Dowinload Download

Punjabi Download Download Download

Tamil Download Download Download |
Telugu Dewnload Download Dawnload |

e for
1 Gujprtindiciput? 6..5ip  ~ || {i Gujaratindic inpit3..3p 7| @8 languageinterfacepa. e § Show all downloads..

(A 9.1

8 AU Indic IME WseAR 3l A 8eeldt 531N A HSA. AotaueSe Ul Indic Input 2 $EA
SIGAClS UL oAl Ul L AU (zip) SIEA B Al wet-oU sl UsA. al HER2 AU A UR
s 5As sl A AsAse (Aol-2fU) UN WA olcl (33523 H UL $IEA WA B,

UGl WU Setup.exe cllofl 1A UR sud As sclell B, WEl sold (BAS 5l % sld 9.2ul
gallcal Yoy As Wlot Al HA B,
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Welcome to the Gujarati Indic Input 2 Setup
Wizard

The installer will quide you thraugh the steps required to inzstall Gujarati Indic Input 2 on your
camputer.

WARMING: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of thiz program, or any portion of it, may result in severe civil
or criminal penalties, and will be prozecuted to the maxinmunm extent possible under the law.

ugld 9.2

UGl AUUBL Next oleel UR (5As scllell oldl SIAADL ollsy WA B B Udl: ulsld 9.3HL A
AslA A,

Select Installation Folder

The inztaller will ingtall Gujarati Indic Input 2 to the following folder,

To install in this folder, click "Mext". To install to a different folder, enter it below or click "Browse".

Falder:

C:\Program Files [«86])w ebdunia\Gujarati Indic Input 2% Browse. ..

Ingtall Gujarati Indic Input 2 for yourself, or for amyone who uses this computer:

() Everyone
(®) Just me

AU 9.3

UEL Next teol UR (A5 sl gl 9.4 Hrololl SLAALL sy WA B.
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Installation Complete

Gujarati Indic Input 2 has been successfully inztalled.

Click "Cloze! to exit.

Cancel

ug(d 9.4

WGl AU Close U (5As 531A WeA Indic IME WAAZ2U SR UL w1l O,

9.1.1 92Ul eu™l Mg Aeuu

UL oAl Gl Arall HIZ UUR $oRlcd VotcAMi % US & @l Region and Language (Ascuni
o Ud B B AU ws(Q 9.5M0 A aslA A,

vlﬁ + Control Panel » Clock, Language, and Region - | 5 | | Search Control Panet 2 |

Control Panel Home Data and Tirke

Setthe time and date | Changethetimezone | Add clocks for different time zones
Add the Clock gadget to the desktop

Systemn and Security
Metwork and Internet

Hardware and Sound $ Reglnn and_ Lang‘,jage . "
L '@.‘Install or uninstall display languages | Change display language | Change lecation
Programs Change the date, time, or number format | Change keyboards or other input methods

User Accounts and Family
Safety

Appearance and
Personalization

¢ Clock, Language, and Region

Ease of Access

sl 9.5
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wgl wu@ Keyboard and language tab RAse SQC{LOj 8:. ugl Change keyboards... UR 5As s2cll
s 9.7 YHIAL ol staAAloL ollsy Ll oA B.

e | Region and Language @
Keyboards and Languages | Administrative

Keyboards and other input languages
To change your keyboard or input language click Change keyboards,

Change keyboards...

How do I change the keyboard layout for the Welcome screen?

Display language

Install or uninstall languages that Windows can use to display text and
where supperted recognize speech and handwriting.

[ @h;tallfuninsta\l languages...

How can linstall additional languages?

ug(d 9.6

Wl Add “eat (BAS scl vl 9.8 YAl staAdL cllsd wlcll oA B Bl enAlell auglniell
Gujarati (India) Hl Gujarati Indic IME (AscU e 531 OK AUl ws(A 9.9M0 oldieal Yool 382U

UR oAy ollR AUl e ASlA el AoAe el el Ude 531 Ul oAl A vidpul
vl dull sl

- Text Services and Input Languages @

General | |anguage Bar | Advanced KaySeﬂings|

Default input language

Select one of the installed input languages to use as the default for all input
figlds.

[Engiish (United States) - US -

Installed services

Select the services that you want for each input language shown in the list
Use the Add and Remove buttons to modify this list

E_ﬂ (United States)

i w Ik Comection

[ ok J[ cemeel |[ fepty |

wsl 9.7
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. AddInput Language =]

Select the language to add using the checkbaxes below. |T|
- German (Switzerland) a
-Greek (Greece)
-Greenlandic (Greenland) |F_‘rE\rT|
- Gujarat (India) B
- Keyboard
{ E----DGujarati
.[¥|Gujarati Indic IME 1 [V 5.1]
E----DHindi Traditional El
o] show More...
=) Other
E----|:|Ir1k. Correction
H-Hausa (Latin, Migeria)
H-Hebrew (Israel)
H- Hindi {India)
H-- Hungarian {Hungary)
H
H

H- Icelandic (Iceland)
H-Igho (Migeria) -
[ Tl | 3

Ce O e O OO0 e OO g O e B

51 SRR | = | LA NN N N

EN English (United States]
v GU Gujerst (Indi=)

. Aaoem |
5717/2014

sl 9.9

A2y gk Higll ¥ ¥ 9Acl etnitell urieoll 531 asta B. gAML 92l el Ude A
0.
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9.1.3 9RUcl Sloll§ o ulRu

uglanl eallcat Y@ Gujarati Indic IME ol yosotatl SlollSoll YlAul A 8. Becl [@Ascu As
sl ude st Sloll§ A-uBe gl 9.11 ol YyHd Is2lU vt B, %l yuH [@Ascu urie
53t 8l dl ull [Ascu Gudeut otefl adl.

S emid

Gujarati Transliteration
¥ Gujarati Typewriter

Gujarati Typewriter (G)
Gujarati Inscript
Godre Indica
Remington Indica
Special characters

Gujarati Terafont

Show Keyboard
ugld 9.10

Gujarati Transliteration: 3l Sl60lS Slaldls &, Bul Y% AGEL WUDUU AU Y9 2AGEL A
2ABU AU . AR M Sl AsEall RAALL wPHl wASA 8l U Aal AUl 218U 59
Al R A voly GUALN B, AML BH dA 21U 5A AH el SALL dCU (On-the-Fly-Help) sl
9.11-a Hi elcll YHIQ HA 8. €l “s1R" U scll M2 dAHIR k+m+p+yoo+Ta+r 2lU 3¢
Usal. oflA AUl HIZ dy GElsNL A$2ARel Help Manual Higll WAl B

Input Output |

auShadhee allyel

Rtu Bd

Ofar U{TSQ

Anukulan WMl §Clol

sangeet Aol

atH At

shuddha s

vidhya BE

satyam HcAH
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slnzge? |

ra raa

ree

[ ln]

rai o

raud r

¥

rRa

Help

z 2L [

4

¥ il il

Ul 9.11-a

Guijarati Typewriter 3o Gujarati Typewriter (G): 3l $l6ll$ A-2G2 %Al 28U AF2R Slll§ B o

aa B,

(Gujarati Typewriter |
ol zf2 sz S :fF afg z2]3 &0 5] a2l EF 4=
& 1 2 E] ¥ ! 9 & & 0 =] @ s €
' g flw tle efr w2t oy 2lu o ali o odwfo  |p e
& tf u| ] ul 4] =] a] a 5 p; o
el Ht ) alh i CETH (TS A
Caps Lock o 5 u, ol al % o, % Pl H A
2
ALx £l [= s -lb jn Afm 7|, | ir .
Shift 5l 5 n u £ 3l el o, gl
Space Bar |
(Gujarati Typewriter (G) I
Coell1 glz #lz x = elz als 2]la slo s al- 31-::3::(_
& 1 2 2 u u 5 9 (& & O M o &
e 17 A e o At oy Eu T efe e I =l
T | M o . 7, aL 2, & 3 2
a t¢ls |d It alh i ek ® B, =@ = Enter
L i o, 5 Y, ol al K o & ol . @
Shift z Alx ®e HYv -|b vn #fm 7|, <gf. i 0 Shift
L1l 5 ol W, = &l 1, o
Space Bar
gl 9.11-b
1A g2iadct SlellS Aol UR e2idc $l yHd sid 52 B.
Gujarati Inscript
~owLfz &3 er = A7 alg m[g (o o:==l-='thl1(_
4 2 3 U g a (4 & a] - 2 ol )
& g wllw #fe wijr &t @)y sMju sli dwjo mw Bl &l o
&l & al &l @ ol & aL E. b 5 o
a di|s fW|d w|f o Blh 5| Eowfl znf; af
N Enter
| - o 4l 3 2 [z 2 2 5 i i
| x &le uwly b nooufm gL . o - Shitt
=hil & u, il < L . AL
Space Bar
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\Gujarati Godrej Indica Typewriter |
ozl 4 2F 3 ¥P wlf off eff <P el? of = &' | &
b 5 ? i - a [ & 5 2 B !
q9 gfw 2 eft aft ¥ v afi af® pogll zfI ¢
Ik 1 wl  om u d al o 2l i $ @
a8 gff afd a|f 29 b ofi kM Gl = 2
P= Loy wl = o xf a4 | < o A ] 3| Eter
2
- al* sofs I -lF wfr Elm sl ¢ Af ¢ !
Shift 2 5L i L W £ B L M o "
Space Bar
\Gujarati Remington Indica Typewriter
R R R O G G G G G G G G O O
¢ & @ q | 1 wl = 2 5 5 a '
%
4 oaw «f= ot At ¥y s|v afi a2 .fP gl E|
[ . 7 ] ] o al o i & [ 3 %
2
ofs 8 gt 9 <|b sl ok ! G ] ®
| prs Lo ] 5 uf ol o 4 al A ) % "
| Z gl sl Il -l o 2l o2l el sl s
=hift 21 Bl 51 ul W E &1 e B u{ el
Space Bar
\Gujarati Terafont Keyboard
Coglt W2 %[ 34 w5 e 7 ol sla cfo el of= AR er|
| ® & gl | 4 w] a é & 5 a 4 &
q o|w e @r x|t Jy  fu 3l e qp & FQ &
I s 4 al e w]l a] ozl a] = 5 _ 3| o
a o= |: d if j g  eo|lh M clk 2|l k| =l z
Caps Lock ol 5 ul e Al o« 2l sl 4] w e
b
| r Blx 2=c Il -lb wn fm 72[, ¢, dff o )
shift el E 5 U.l Ul.l El 6‘L1 E‘Ll ] 1 o, e
Space Bar
gl 9.11c
ulslQ 9.11-d elAct Slell§ oA ML WAL W R HI2 U B.
Gujarati Special character Keyboard
> ol ol @tz s s 1 AR =lB oflp (o i < =P =
! 1 (% I:'|:||: = :|| ( :I i +| } l|II ; = ¥
Tah l'::I || —j8 —|f t T N o f [ 1
5 bl o
Capz Lock ls_u -4 d I g h I 5 k 3 I ; Enter
5] #
Shift 2 2 P F F P TR P Shift
3 :
Space Bar ;
gl 9.11-d
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9.2 TBIL (Transliterater Between Indian Languages) Data Converter

As Rl euriell olly el esiHl HRAlA 3UdRd sal Hize] AseAR Aed@ TBIL. il
As2AR U8l Word, Text, Access StScAHl *cl HUEAl ASCIl / UTF / ROMAN / UNICODE S\¥eui
A Aal olly etrcdla ettdiHl 3UildRd 531 asta B, sleHl HRUR Al M AWE 52 . Al
AR AUal AA B, % glul SIGelcAls U8 A¥ 8. wl A$2AR www.bhashaindia.com Ul
SIGACAS s3] aslA A,

TBIL M2 (Aol XP ¥ Aottell R A3l 20Ul e aldll 33l 8. dal Hgslse d(3o]
codel 2000 AUl Aol $cll AR 8lg %33 . TBILA BoRlA Scll HIS setup.exe ST UR SOIA
(5A5 sl BorA\A2t UG UY 1A B Wal AUl Finish UR A5 5l Aol WSt 382U UR
ulcll e B.

TBIlConverter Setup

% \idelcome to the TEUCanvertzr natalation program.
=1

Setup cannot instal system files or update sared Ses if they e in use,
Before proceeding, we recommend that you dose any applicztions you may
be running.

Setup will add items to the group shown in the Program Group box.,
‘fou can enter & new group name or select one from the Existing
Groups list,

Existing Groups:

Accessories
Administrative Tools
Dropoox

Glarysoft

Google Chrome
Maintenance
Metzcafe
"S“EE'IZ%E""_

TBI Corvs
WinRAR

Continue I Cancel ‘
usl 9.13
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WUBL A5 GELSWL WA AHA. WU A5 $IETA collcl B Axl WU ol 5¢ etHl 3uldRd
sl ©. L MR yuH U TBIL BsSlel UR (5As 53N lal WA wus(d 9.14 Hi eallcau yoyoroll
lot wlcl st B.

-‘!-5 ﬁ Data Converter l @

TBIL Data Converter

(Transliterator between
Indian Languages)

Select One of the Conversion Options
") Doc Files () Access (MDE) Files  (Z) Excel Files

L

(A 9.14

RUGUE WSl BUSAML BwlA & AM Text, Word, Excel, Access $l8ca RAs2 s2cllell slat B. ugdl Go
oot UR (5As salell wusl@ 9.15 Hi galcall yrd As staAAL sy wicll ot B, BUL Source
Font Selection Wizard lcll HOL .

TBIL Data Converter - Font SE!ECEOI’I‘ S——— m
Select Source Language, Source Font and Target Language for Conversion.
BOECE EMpEIge | Gujarati _:J
Source Format ] Unicode _v_]
| Source Font | Shruti _:J
[ Target Language I Hindi :J
[
Target Format l Unicode L]
' Target Font l Mangal Lj
[ Mext ” [ Back ]| [ About ”
f
Aus(d 9.15
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WML o{lA Yosololl ([Aseu slal 1A B.

Source AU B el HBRA cvll 8l A el RAse sclloll 8. Bu ¥ (30€1, oAl ¥
Language dRd ¥ e 58 eunl.

Source Wl AUURA ASCII, UTF, UNICODE [Ascu lal HA B. AHLeA A Unicode 3 ASCII
Format uR As sl

Source Font AU % ellMlell Slogall GUDL 5 ® A RAS2 scllall B.

Target AU B el s18cte] (MUEcdleg) 3uidRel sal HidlAl ¢l A eltdlle] ol A8l
Language RdAse SQC{loj .

Target WGl Ul  ASCII, UTF, UNICODE [Ascu oslal HOL B. UHe A Unicode
Format ASCIl UR (sAs s2dl.

Target Font % US(Rell SleaHl U 3UldRd sal Hid(A €lA A Sloe RAASE scloll B. Elcl.
(3o€l Sloz el RAS2 sclloll B Al UG Mangal oz RAs2 5319

Ul RAsAA U A Ul WU Next oleel UR (BAS 5l olcl SlAALL cllsd ALl o2 B R
ulsld 9.16 Ui Buua ®.

TBIL Data Converter - File Selection (Select Doc Files) x|
Source Language : Gujarati Source Font : Shruti
Target Language : Hindi Target Font Mangal

Click Browse to select DOC file(s) to be converted to Unicode,when done Press Convert to start..
[ About l

[ Remove Al Files l

| Remove File |

[ Exit ]

Browse, J | convert ]l [ Back |
AUl 9.16

Ul Browse ([Ascu UR (5As s3lal Word, Excel 3 Access oll $l5d RAse s3la Yscll Ud B. URAUIE
o Convert UR (5As sl uldal Yol ag ol olle ¥ Wl A0 B A Wl GUR soclé YA $15A
glal HA B.
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TEIL Data Converter - Conversion in Process., . EE

Cocument has been converted successfully!!

fr—
TR D e o e
|| T T 1 1T 1 1 1 1 1 1 T 1 T T T o

6.| Document has been converted successfully!!

Mote: Converted files are saved at their current location with suffix of
_TEIL_Mangal to their original names.

gl 9.17

9.3 %EL YEL RRY [SatsfU o0l GulaL

CD-ROM / DVD Hi 32l Awal (Burning Data Disc)

CD ol DVDHL 32l Arel HR2 (QAodly 7 Ul (Aodls WsRARReA GUaL e B Rl 53l A oflent
5122 Ui NS waal Ul 531 astad. [QAcdl) dial A flileul del dwralell YlAul W .

1) dfd sfd Red S (Live File System Format): 3l 82 (Aol xP ¥ uedloll 20uR2loL
Rren alow s1ejer UR 32t dtural Guaall 8.

2) HRRR e (Master Format): Sl&UQL 51122 UR ¥ CD, DVD ¥ Blue-Ray WAR UR 32l lal/ 1A
sl HI2 ul Sz cuRga B, Al SleHl del dral HIRZ dMFl ol§ (BsHi BHi cvlals B A
Basoll W sctl ol ol wicll Sl %33l B.

Alsd sl8d Reu Sl ui 32t dwel

1) Bl cvll stz Al (Writable) CD % DVD MRl $112j2Rell CD ¥ DVD AFeHL 345

2) CD 5 DVD RA2RHL YScll Autoplay SIRAAL olls A & FHL Burn files to disc using Windows
Explorer U sAs s3.

3) Burn a Disc SLAALL clsuMi (338 2lefeci cllsuHl (380] oltd 2lesU 53, Like a USB Flash Drive
5A5 5A WA Next A5 $A wWH sclledl 35 clfa 18t Rren Sledl Sle A ® ua
(32s0] vilcll Sles? ol B.
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4) dHR ¥ sl scl sl Al As Ul As Al As WA vitell (328 5165 Ui 39U 5, BH R
SIS 39U 5l %2 AH AH SIS AU [BsHl SLUl audl %2

5) (AoS128 WsKARR Hi CD 3 DVD Sl UR (5As 531 gAWRHL Close Session UR (5As 53 &
dR (325 oflot s11222 UR awudl wsl &l

HiReR slieul dal dwal

1) Bl cvll st Al (Writable) CD ¥ DVD MRl $12jgRell CD ¥ DVD AeSeHl Y5\

2) CD 5 DVD RAF2RHL YScll Autoplay SIRAAL olls A & FHL Burn files to disc using Windows
Explorer UR Qs s2.

3) Burn a Disc SIAAL 6llsuMl (325 alfecmi ollsuMi (3250] ol 218U $, With a CD/DVD player
(5As 5A U Next (A 5

4) dAHR B Sl sl 8l Aal As ugdl As wal As WA wicll (335 sles? |l JoL 52,

5) &A QAGIRML Burn to Disc UR (5As 5 ua [QAxEHL Al RUA wojAA. GUell U scuedl
st Basui SIUl ae %, a2 [BsHl 32l Avle ot R (325 AR 2 WA B Ual dA (38
Wl @ Aol oflat 511222 UR MUl CD b DVD WAL clusl sl 8.

Vot slefal

LAl Al elé3asHiell s185ct, Aot gleSani sl 83 st .

1) sl8Bsuidll S8 A ([AeSly AsRARRY RAse 531 MBUe] ®¥HY oleal (As 531 Wese
NAojuiell Copy (AsCU URiE $A AUl Ctrl+C WU Aol Uot glFelall W RAAse 531 A fles Hl
HIGUo] R cleot (5As 531 W2 WU AUl Ctrl+V WUAL A SIFA ot SleSaui sl ag s
9.

2) sfda (Aol As AU RAs2 531 HIGU] WM weot (As 53 Aése NofHigl Send To
(@Qscu urie 53l (AreHiall Aot SIS RASE $cll A Vot gleSanl Sl us 2 .

o{lAe{l A Vot sLSaAHiY 18, 8L (s U sIUl a8 23 B.

1) Usl gfcoll sl (Aodloy AR RAse 531 HGUo] ¥HY oleol (As 3| 2Aese
Nofuill Copy [Ascu ue 5A wUdl Ctrl+C W A &l8[3sall W RAAse 531 A SlesHl
HIG™Uo] WUR weot (A5 53] Are W AU Crl+V BUAL A ST sl8Slrsul slUl aug L 8.

9.4 LAN WRYl s s1Ul Aal W2 sl

(QoS\os 7 Ui Aeatd 5112JeR URAl SIS dAHRL s1>feMl SUL scll W2 o{lA Yool RU AR
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1) Windows Key + E €Gilcll &lcll Start = Computer UR (A5 5 Bl sl AsARR Wl

2) stoll ey AUAA Network AR WESlol UR (BAS $cll MRl 511422 AU BSIAAL $1»2R o
Qe 2w B.

3) dHR ® 512 WYl sic Sl sclloll 8lal A s1ger uR [@remiell urie 53 sud GAs 5.

4) %Al A $1eR YAAd 6 Al As SIAADL s WA BUL YARe] ol el WA WY 2wl
OK AUl A $12R UR AR (Share) e $les/8A WIS BHIEA MR ¥ stctoll 3R
gl dal sl s

5) Ul 52 SlFARA dAHRL $1RJ2R UR Ul AN Al W2 53

QoS 7 ™l MRl s1eR Rl Aeads s1fe? UR slFdal SIUl sall U2 oA Yxololl RU
WA,

1) Windows Key + E €GiLcll &lcll Start > Computer UR (5As $A Bl SIS ARARR Wl

2) MR B S8 sIUl scl Sl Aal st AsclRR gl sl sl

3) stoll ol A Network AR WBSlol UR BAS $cll dAMIR 51142 WA ASIAC §1»20]
Qe 2ua B.

4) dHR ® 512JeR UR $FA Ue sclloll Sla A s1»jeR UR ([Areuiell ude 53 s (5As 5.

5) %l A 512 YRAAA A Al A5 SIAAL GllsA EWIA FHL Y2R0] ol A WS A wudl
OK lUdl a $1»2R UR AR (Share) 5 eS/SIEA EMlsA BHLl AHR B $18A ol 3R
8l Aa sl s

6) oG wuucaAl YHIA Sl 53 SlSA A s1eul W2 $A U Al HIZ B 5122 UR sl
U scloll sl Ul dvtaltell uHlelet (Write Permission) %33 ®.

9.5 FTP ol HeEYl SoraA2 UR SIEA AWU-ELS Aol SIBalEls s2¢ll

FTP (File Transfer Protocol) S 2lodsR Ylalsletoll GUAL Hoale UR sl o As s1ejerl
ol 512 UR WAsA/SIUL (RAUALS ¥ SIGalAls) SRl HIZ Ul 8. SlBURl fip U2 of AJA
fip:// ol A3 WA B

$LEA SIGalEAlS $Rcll HI2: Soeale WSRUARRHL (Internet Explorer) % efe Ul 32t SIGatclls 54l
gl A W2 AFU 2sU sA eld. wsld 9.18 Ml galcal Y fip:/ /ftp.microsoft.com. WM
scllell A A2 UR GUAsH S1EsR Ual SIS of (AR tldld B Boll UR (A5 531 Aol A sl B
AHe SIS/ 8165 GUR HIGUG(l wHEll vl (5As 53| Save Target As WUl SIGatclls 31 asla .
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ftp://ftp.microsoft.com/

/ [ Index of / x \ _
&« C' [ ftpy/ftp.microsoft.com

Index of /

Name Size Date Modified
bussys/ 28/04/2010 19:21:00
deskapps/ 28/04/2010 22:17:00
developr/ 28/04/2010 23:14:00
KBHelp/ 28/04/2010 23:15:00
MISC/ 28/04/2010 23:15:00
MISCL/ 29/04/2010 06:54:00
peropsys/ 29/04/2010 08:47:00
Products/ 29/04/2010 17:10:00
PSS/ 29/04/2010 17:13:00
ResKit/ 29/04/2010 17:22:00
Services/ 29/04/2010 19:51:00
Softlib/ 30/04/2010 08:37:00

ug(d 9.18
S8 UU-AlS sl HR: ST 5 fip W2 UR HUU-CAS scl M2 B A Ae U AssA
ulatet Slcll 33| B. ul GURAd Aot scll W YR aAd wa Wuad Sl 33l 8.

1) $ISA ASRKARML (Internet Explorer) ¥ A2 UR ol 32l SIGaAAlSs sl dlaA A U] AJA
21U 5A €l.ct. sl 9.19 Ui galcaul YHIA fip://ftp.microsoft.com Wal We? UL A UlESe
ya 8.

T EN English (United States} (2] = EI ¥
G-l 2]
Organize « B - .@.
- Favorites | e eicie —
BE Desktop J File folder f\ File folder
& Downleoads
Z] Recent Places | DEVCAST | devutil
.I File folder | File folder
il Libraries 3
i - drg \ dtiib
j Documents |I Eile folder f File folder
@ Music
E| Pictures | fortran | fox
B Videos J File folder i File folder
usl 9.19

2) Alt gollcll $15A Aofuiell Login As... UR BAS sl Aot SlAAL cllst aLell o B,
3) BULAY  YBR Wl WAAS WUl Log On wUAl R Aot U8 wstal Ol 6A R fip A2l
SesUL ST UU-ALS 3| 28l 6.
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ftp://ftp.microsoft.com/

Log On As =
f? To log on to this FTP server, type a user name and password.
i

FTP server: ftp.microsoft.com

User name: hd
Password:

After you log on, you can add this server to your Favorites and return to it easily.

& FTP does not encrypt or encode passwords or data before sending them to the
server. To protect the security of your passwords and data, use WebDAY instead.

[ Log on anonymausly [ save password
s(d 9.20

9.6 ¥yel? (Scanner)

UM A AU SlBUL Sl2loUsA s1y2R0ll e Byed Sileul 2AoLe sal HER Wotell GUAloL
s3AA SlA. s Al Aol Rt Slougl dulel axey ARE3e ¥ o 58 Ul WA s1ejeml
Bed 3N UUBA sl HIZ Wololl GUADL SRAUHL MA B, SLAML d05-3¢S WolR, $AAS (Flat
Bed) ¥Wol2 el a5 Wold UL WA AUBPoll GUAGU B. WU B Wolo{l w3R2aUd sl A
BolR Agel AUUQ $1J2HL YUM Borelc 529 US B. wUUQ AR ol cdsA ¢l R Aol A3
BolR Borelcd sl Hio{l LS| adl Sl B. at LSl UL s11242ul 6t sRcUHL WAl WotR
Boelcd UB A B.

BolR BN UL AL WlE 8 WU 88 Sl (392t w3uHl Al B, Al yaH Slelousa
Wotul YR Sl RUGUE WotRell WBSlot UR (5As sl ¥ WU YD B ¥ Scan Picture. 3l
oleel UR (5As 53 ¢lA Aled ASls & &l slelouse(l Ao let GUR Eula B, s WU ¥
Ry Euld B Aol RAse 53l B A %33 ARAZAAHL BURA 531 ASIA A WM A wel
WU jpg, .pdf, .bmp, .png AR WAL AL SHHl AU 531 wslA 1A,

9.7 8a2lA2lat (Installation)

9.7.1 HISHAse A3 82 A2Ll (Microsoft Office Installation)

Microsoft Office 8o2lA $cll HIZ ollA Yyololl RU 8. Al HIRZ -l WA WAl clus sl
alcll x33l ®.
1) Office 2010 oll AU YIAUH R0l 5cll ollA Yool SIAAL 6llsA WA B
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1 s e s 10 =

2) BUl WA AscllsA UR (A5 53 Continue tleat gllelcl ol Yool SIAAL olls A B.

[ Microsoft Office Professional Plus 2010

Read the Microsoft Software License Terms

To continue you must accept the terms of this agreement. If you do not want to accept the
Microsoft Software License Terms, close this window to cancel the installation.

PLEASE NOTE: Your use of this software is subject to the terms and conditions
of the license agreement by which you acquired this software. For instance, if
you are:

« a volume license customer, use of this software is subject to your volume
license agreement.
* a MSDN customer, use of this software is subject to the MSDN agreement.

You may not use this software if you have not validly acquired a license for the
software from Microsoft or its licensed distributors.

EULAID:014_RTM_VL.1_RTM_EN

1 accept the terms of this agreement

g(d 9.21

3) Install Now 0l2el gollalcdl 8e2lAlotoll LA ealaldl SIAAL s 1A B.

CCC-BAOU and CCC+

@g% Choose the installation you want

Please choose your preferred type of Microsoft Office Professional Plus 2010
installation below.

Install Now

Customize

sl 9.22

@

386



1 e ot w0 =

@J Installation Progress

1 |
Installing Microsoft Office Professional Plus 2010...

s(d 9.23

4) Bq SelA2let Yol & Rl o olA Yol sl 2w B,
i s ot o i 210 =
:. Lx | ' Microsoft® 0
~aOffice
Thank you for installing Microsoft Office Professional Plus 2010. To use an Office

program, open the Start menu, find the Microsoft Office folder, and dlick the program
icon.

Complete your Office experience

= Store and share your documents online
= Get free product updates, help, and training

" Continue Online

sl 9.24
5) AsdR B US A ULl W(FAA AsElAe 5 U B Boll Wz glAui ealcar yud
Microsoft Word 2010 213 83\
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Microsoft Office

|£| Microsoft Access 2010

|¥]| Microsoft Excel 2010

|I| Microsoft InfoPath Designer 2010

|I| Microsoft InfoPath Filler 2010

|E| Microsoft CinelMote 2000

|9} Microsoft Outlook 2010

|E| Microseft PowerPoint 2010

| B| Microsoft Publisher 2010

ﬂ Microsoft SharePoint Workspace 201 Help and Support

|W] Microsoft Word 2010
Microseft Office 2010 Tools

Computer

Control Panel

Devices and Printers

Drefault Programs

1 Back

| Search programs and files D | ‘S-'huf__dnwn T

6) S8 2ol Ml dcu UR (5As scll wHRl otyoll ¥loAHi Change Product Key UR (5As sl
AsdlAglet Hizoll Ylsal 23 Al 8. aL A Ylbul £l So2rA2 sas2lot %33 B,

Document] - Microsoft Word

a2 Office

™
Recent & y
New - P
e ¢
(G- - if you rh ChangeHicuus
print PR  Officc bt his p
5 D for futi
e & Send
ol About Microsoft Word

Check for Updates
Get U falest upcates vailable for Macros

e

sl 9.26
7) BUR Yol (5As scll As SIAAL 6l WA B BHL dAMIR Usse Sl altwcloll sl .
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r
. Microsoft Office Professional Plus 2010 (S5

1&." Enter your Product Key

Need to find your Produd Key?

Your Preduct Key is 25 characters and is typically found in your
product packaging. If you cannot find your Product Key, dick
the "Learn more about Product Keys and see examples” link.

Learmn more abaut Prodict Keye and ese avampisc

Contnue

s(d 9.27

8) Ulsse §l WoeR sl GllE Continue vleel UR (55 $cll Configurationsll YlBaul 23 a2l B BHi
o{lA Yorololl SlAALL GllsA Buld .

r

& Microsoft Office Profassional Pius 2010 X

m,j Configuration Progress

Cenfiguring Microsoft Office Professional Plus 2010..,

sl 9.28
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9) AR AsdlAdotell yBa Yol ug s AR oA Yool SIUALL s Ewld B, Aues
goralAglet ofl Yldaul ugl Yol e B. o 81 AGA Yo vecll sla Al Al o 53 83l 23
sl U3 © ¥H ¥ wud ad 2010 oit 531 23 529 usdl.

-
« Microsoft Office Professional Plus 2010 ld_:i-J

~aOffice o

The configuration for Microsoft Office Professional Plus 2010 is complete. To make your
changes take effect, exit and restart any open Office programs.

Close

s(d 9.29

9.7.2 M2 8o2\A2let (Printer Installation)

AMLeA A yaH WU 53 Loz Ad B wadl Al dly & Aol HRA 8l waus B, sldHi Sle

NsU, Bos%2 dal AU [UoeRe] UARL AR Hlal HA . L oleltHl UQl AUR Moz alR 235Ul

U AR opladiver URRUH A 8. Al Qo Yyaur s11222 AU SRl sl wA B, Qo2

A A SR scUHl WA B,

(1) sl sl Ul Qo2 clcal 889 Asll 3 As Alsl AAdl 8. A A 512Ul 6t gAML
UA B, UL AUQA A5 ULl A WA AHAL [AseU el sdl sl B A £35HL Yes, Next
WUl clle] Sl 8. vidMl o2 B2 UL U B.

(2) QoeRell AL s12ul el sal ugl AU 53 Aol LQoeell [Ascu gl B Ul wsa
Add Printer UR (A5 s31A glal. Me@ yuu $Uolloj oltd Y 8, ugl {sc ook YR 8 A elwa
sl o 5122 WWAUU Qo Bl sclle] sl A3 52 B, Qo2 Bl 5l dwa
AUULA YD B ¥ [oeal sleadul Ae sclle] B ¥ Udelcd o Awclle] B, Al Ul 3Rl
yorololl [Ascu RAs2 531 ASlA Al vldul Finish oleat UR BAS 5l % [MQo2R B U
A 8.

CCC-BAOU and CCC+ 390



9.7.3 $lo Be2\lA2el (Font Installation)

(Aol 7 Hi Hloe oAU (GRRA) WSEH U B, (AeS123 7 HL 1QU oltll Hloe UBAYL % B2\

(GRRAL) 8l B URd otall Sloe GARAl Aoll Hlog sl wURl WA &lcl %33 B. flo2 BorRlA HRcll

HR ol U oA Yool B.

1) % o Sl sall dlal A s siUl 53

2) Start = Control Panel =» Appearance and Personalization = Font UR (5As sl b{l§[a 9.30
Yool ofl SIAAL cllsy AUt Ul B,

3) oHRll olly $Sloeo] [Are WA & AML Wre sA. wH scllll slAAL sy WA B A o2
BorelA2lot Yol ala 8.

=
i

@(}9 A » Control Panel » Appearanceand Personalization » Fonts » - |+'f || Search fonts P|

Control Panel Home cay o ; s x -

Preview, delete, or show and hide the fonts installed on your computer
Font settings
Qrganize = = -

Get maore fort information 5 == @

online ke

Adjust ClearType text = ., - |E|

Find a character ;'ig_lq Ahg ﬁBG

Changefont size =

Adline & Regular Lgency FB Aharoni Bold Algerian Regular Andalus Regular
Angsana MNew AngsanalPC Aparajita Arabic Anal
Typesetting
Regular
Abg Abg

See alko - — - —

Text Services and Input Arial Rounded Arial Unicode MS Baskenvlle Oid Batang Regular BatangChe -

D PR R R P’

s 238 items
Personalization )
s(d 9.30
Installing Fonts “
Installing Adline A (2 of 2 fonts)
Stop
sl 9.31.
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9.7.4 $oglcd UolcAHil WolH Wot-Bor2l

so2lct AoAcAHIl WNAUH §R (AUA-8R2AA) scll M2 A YUH So2lcd Ualcd 23 $A. Al (2 Start D
Control Panel UR (5A5 53 Bl so2lcdd Aatct (AoSl WA B,

- | 5 | | Search Control Panet

{ 9[\-) - @ » Control Panel »

Adjust your computer’s settings View by: Category ™

System and Security

Review your computer's status

User Accounts and Family Safety

% “&' Add or remove user accounts
Back up your computer ‘.ﬁ' Set up parental controls for any user
Find and fix problems
. Appearance and Personalization

Network and Internet % Change the theme
Wiew network status and tasks Change desktop background

Li

- Choose homegroup and sharing options Adjust screen resolution

/ Hardware and Sound
View devices and printers

Clock, Language, and Region
Change keyboards or other input metheds

Add a device Change display language
=% Programs @ W Ease of Access
¥ | i < 5 ings
h .QJ Diinshall a:program N Let Windows suggest settings

Optimize visual display

ug(d 9.32

GURAsct (AeS1ML Uninstall progam UR 5AS 52l olA yxotoll otcll [Qosl WA B.

mv » Control Panel » Programs ¢ Programs and Festures - |$’ | |.§c:rr1' Programs and Features P |
Control Panel H :
e Uninstall or change a program
View installed updates To uninstall @ program, select it from the list and then click Uninstall, Change, or Repair.
' Tum Windows features on or

o1t Orgenize = Uninstell  Change HE -~ lﬁ
Mame * Pubiisher Installed On - Size Version
[=7 Adobe PageMaker 70 Adobe Systems, Inc 4725/2014 7.01
EApache Tomcat 6.0 Tomeath (remove only) 3/27/2014
€ Google Chrome GoogleInc, 3/27/2014 3401347137
[ Gujarati Indic IME 1 ¥3.1 Webdunia.com(india) Pvt, Ltd. 51772014 LOgME 51
[ £/ Java 7 Update 55 Cracle /1772014 118MEB  7.0.550
|22 Java SE Development Kit 7 Update 51 Cracle 3/27/2014 182 MB  17.0.510
52 Microsoft .MET Framework 4 Client Brefile Microsott Corparztion 47972014 JEEME 4030314
[ Microsoft MET Framework 4 Bxtended Microsoft Corporation 4/29/2014 519MB 4030318
44 Microsoft Office Professionzl Pius 2010 Microsoft Corporation 372672014 140.4753,1000
[F1 Microsoft Visual C++ 2005 Redistributzble Microseft Corporation 3/27/2014 344 KB 8050103
[ Dracle VM VirtualBox Guest Additions 4.2.18 Cracle Corporetion 3f26/2014 42180
[¥ postgresql 8.4 PostgreSal Global Developmen...  3/17/2014 264 GBE 84
B WinRARSOL (22-bit) win.rar GmbkH 3/27/2014 5010

,’(' Oracle Product version: 1.70.510 Suppor link: http:/fjava.com Size: 192 MB
=7 | Help inke hitp:ffjavacommelp  Update information: hitpy//www orzcle.com..

sl 9.33
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Buiell B Yol g2 5l A Al RAse 531 Uninstall 6laet ollclcdl A WAUH §R Ul B.

9.7.5 olq &L8AR SLTAR BerelALUt

AR AUUQ 8 olg slEAR 51422 U WA Sl AR Agj gl AAR GARG US & % Aol
A AU D ¥ pvD il waudl Al A sl8AR wailaddl $1uslloll Aotuge uedl Ancll asia B.
UL old Slagy GRRl AUl AUUZ2 $Rcl Start D Control Panel & Hardware and Sound 2
Add Device UR (5A5 5l oA Yool [Aos) Buual &

Choose a device or printer to add to this PC

Searching for devicas

Mesct Cancel

s(d 9.34

BUL AHRL 511222 AUA SV SlaSA A [Qoee] Qe wA B FHidl dUR ¥ Slasd ¥ Qo
8ol 59 8lal A UE 53| Next et gollclcdl A oflA Yxololl [Qodl WA B WA A BRAA AL B.

Installing device...

Flease wait while Setup installs necessary files on your system. This may take

o E several minutes.

sl 9.35
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9.8 Udelcd s12jeul dlre Ysl{lY (Best Practices for PC)

9.8.1 WA, AUUIS, el et

WA AU A AeAML 6 2 Ad ¥R A, AHRA WUl Y&l AHRAGS g2 scl MR
Glollelel Ml A B AR Ude ARARML 585 duRAell YAul wedl ay A3 A st sal 1R
Gollalel M A B, AR S8 ARl gl Wl Yol A Hadl 518 A g ud @R
AU alotiatelloll @32 U B. wUde AAR sUall Wdloll A$2AR ol ay AR YlAul ducl wude
UUA gl B. UM A W2 AU Fozal gl WA ¥ wUde B2 53 AslA B.

As2AR cddel €35 AS2AA As WAS (Unique) oletx U 8. cddel 6l YsRell sla &, AR Aal
HBR (M2, olRl). Ml A ddbel olod? UBAL SHHL AUAUH MA B wal A WA Hi {2

U alloll 38R YAA B. ddlelal olr? uuclioll el el At oA Yoy .

1. 3R&R AUWURA sH0lg ddel ololR (1.3.1, 1.3.2, 1.3.3, 1.3.4... 1.4.1, )

2. AS2AR daAUNce WHURA dddet oiolR (0-ulles, 1-ollel, 2-3cdlos 3o8132, 3-51E5act)
3. Rl AUURA adel oleR (EL . Ubuntu 11.10, A 4s2AR, 2011 oll 2% U &d).
4

o AUUR A cdbet oletx (RAUSU 2010, A3 2013)

9.8.3 (335 scllot-24U (Disk Cleanup)

AHIRL 512R UR ¥ (Aotx33l sifctal
£ sl R QoS 7 dHal (33
scllotnuoll YlAul A & Rl A3l &8
B2 UR dy wWRy U AZ Bl MR
sz »sudl st 53 ad. (Bs scllau
auRiell st Rl ¥ 2R sA
(Temporary), JlAESsA (Aol Bclle v
A U U ([Aots33 SITA A £R 52 B,

(325 scllatmusll Heesll s g2 sRcl
wslAul ealcal yHd uA ollsuui (38
28U scdl oMMl Disk Cleanup il
o B Boll UR (AS 5l olA sl 9.37
Yosololl SLAALL sllsd WA B.

CCC-BAOU and CCC+

Programs (2)

=, Disk Cleanup
[ Disk Defragmenter

Control Panel (8)

3’4 Create a password reset disk

%el Protect your computer by encrypting data en your disk
Create and format hard disk partitions

@ Manage disk space used by your offline files

B Free up disk space by deleting unnecessary files
Defragment your hard drive

[53d Play CDs or other media autematically

B Check the Windows Experience Index

P
- See more results

disk x| | Shutdown | » |

sl 9.36
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Disk Cleanup ==

= Disk Cleanup is calculating how much space you will be

- able to free an (C:). This may take a few minutes to
complete.

Calculating...

———— I
Scanning: System emor memary dump files

us(d 9.37

=, Disk Cleanup for (C:) ==

Diisk Cleanup

You can use Disk Cleanup to free up to 124 MB of disk
space on (C:).

Files to delete:
" ] Downloaded Program Files 0 bytes S
=) Temporary Intemet Files 243 ME |E |
[T 38 offline webpages KOKB —
] ﬂﬁ Recycle Bin 0 bytes
[C] | ] Setup Log Files 165KB .
Total amount of disk space you gain: H43MB
Description

Downloaded Program Files are ActiveX controls and Java applets
downloaded automaticalty from the Imtemet when you view certain
pages. They are temporarty stored in the Downloaded Program
Files folder on your hard disk.

[ @]Dean up system files ]

How does Disk Cleanup wors?

| oK || cancel |

g(d 9.38

BUl dual Bclle 531 asta Adl s18cts] Qe 2wy & Buiell %32 of sl Adl st As 53| oK
ool golladddl dMal vuglQul 9.39u eallcall Y QA MR YpIl. Delete Files ®eol golleldll
RAse st s Bclle U8 %12l B. Clean up system files ¢t €ollaldl (o133l R $ISA

Bclle 53 asia .

CCC-BAOU and CCC+ 395



Disk Cleanup ==

Are you sure you want to permanently delete
these files?

[ Delete Files J[ Cancel

sl 9.39

9.8.4 cllaRY U WodlatdR 3 %19)(Q (Virus and Antivirus Awareness)

clRU: AUYEs YotHl €35 AN Computer & Internetell GUAL GEAL YHIRME UA lal HA B,
s1rR2Ml %331 Mecll, dausla QoA it Hledl ual WgedR dla B. B UAUHA uA YR(&d
UAAY W@ A UG 819l SleA Sl

Virus: ( Vital Information Resource Under Siege)

claR™ A 5122 [AWUAl gl dollaldet As slollslRs Program B. B $11J2R0ll d2loll ollal
Ul WrcARRA 53] ol B,

® A BlAs caU As calsduiel ol ABAHl YR B, Adl & Jd s1ejer alad Ul As
sl oflot s1eje? ui sAAlUl3Rs, 6803 ¥ Votglescl (Secondary Storage) SRl YA B.
UL GURAA B %A ool slal Rl URL Bozrale gl clay yall ad 8.

UHA A wUYs 512 AWl claRM QUM Assy AR, AssA AHA Aol od
Asdlde A A A setladdl s B, Bl ugl $1eMl AssU UHA clRY AsElAe Adll
Blall 1A B.

SURJ2R AllARY 5120l ALg2AR UR gHA 5R.

32clls claARU MU (Games) HAUA 2A6E YBAS (Word Processor) Ball UMl U Gldlol
GUAdLell WsAR U WU ¥ ARl ANBA UQL HysaUHl adl da B, wAR s1ReR
GuALsAl el YoUHA SIGAAS 53 ¥ atscl 53 AUA AR dRel YalHel A s At
claRY WALH URL WURA Asdla aug o2 B. A ugl cltau™ Wlclloll sttt AHIHL load 5 ©
U AL 23 ol YalHal WA B wa Al ofs2llat USRS B.

gl cllaRY o ALl 518 YoUH HA Al el & d WOUHHL YR B el ARL YLoUHA UL 6loUd
8. €l.cl. Morris Worm, Melissa, Rontoubro  cl3? Wol % $ullcl cllAR¥oll olli 8.

AR ™AL YSIR : HuAA $1RJ2HL 2AQL YUSIRell cllARY lal HA 8.

1. oje As2R Virus

2. A3\ Virus
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3. 8-Asc

1. o2 As2R dlARA:

o AU YSRall clARU L8B3 AUy 512 Al sRal HIRZ AUl sAUSEotl waal slsual
As053| RAR%ell Hud AL ¢f2 88 (Boot Record) ol ajs2llel 52 B.

o AR S1RYRR AR SACAUML WA ¥ dRcl % A AWMU AUHAML wcl a2 B.

o oj52lol UAE Boot Disk 512201 UG scll % W2slA B Ag URL Wl HA B.

2. Asl cdlaRA:

o Al AU W WS Macro ¥ Script ® A Wdlal $lFA ¥ 2ruAe AUA %Sl & B, adl x2R A
$lECtoll GURNDL scll AHIIHL cllalaltHl MA ¥ dRcd % U BSIAA Macro ¥ Scriptell WHA 23
U oA B.

o HI2AUA\ Macro cllaR¥ Microsoft Word WAAZAsL aj52llol 52 B Wl AML ol RSl 2AcEL Y5l & B.

3. E-Mail dlAR:

o UL Virus E-Mail AzRAell druwd g2l 52 8. 5120l F-AFA AJU osHigdl WUAR ©-
AP AU A8 Wellell 2 -t WsA B, Aol A A As snpeHidl oflat s1eeul
Wellell 3ccl 52 ©.

AlARY el sLSA:

o X2CS cllA™ UM Il .Com ¥ .Exe Bl YoUH SISA W sl .

o 32CUS clARM .sys, .ovl, .prg A .mnu URA Bell HHA HEZ @Qoicdl <l Ud Aal slsuwl
YouHa gRA 52 .

a352lelsls We2AR: F2clls YoUH Al 8l B B 5112 HIZ ofslalsRs 8l B, B UALR dl2AY
oI edl ol vl YUK Soeale UL SIBAESOL drd YR B, lall cllRY W g2 ARML YUWACL
8lal B, dlRY Rlaalsll 512jgRa ofsllotsdl Wg2AR oA Yool B.

Malware:
o HEAR W AUs YUH, SITA wAdl YAUloll UY§ (Code) B, ¥ GuAIsdloll
WRallatdl cdR §122Ral ajsallel 52 B.

Spyware:

o AURAAR YIUM cllARU 5cll WEL USRall B, 32cllse] cdel alaRU Bq ¥ &l B.

o AL AA YIUH B B ULl s1jeRol HGA @l scll ual Axt ndAA sl s1U{l waucl
o U YRl U5 USRAS AL ¥l AUURL 5121l wlcll xa B.
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o AURAAR AUURN uRaltetdll (Aot ol Ul 2Bl cdlR o s12Ml ALl oA B.
o WA oz WYl HIBA SIGAAS s2cllell A ¥ Ul Qu-wuU Qe 818 [@Ascu As
scllell ulcll e ®.

ald (Worms) :

o AL YAUH Asilds AQ ctaAA HOA WA B. A clladR¥etl YoUHML JURL-CLURL 53 B.

o ALY Ao WAUHHL YUR-AURL 5l otell, URd Aal WEA A clRAR Wdlell aya dy oscd
Glell sl & 8. vlal (Aot33] Wourell dvall A st audl 2 B ¥ Bz B 5122 ¥
aead uR Al A Sl A LIA-A L3 usq A B Wl vdHl 512 it UL WA B.

o A, Aol gHAlol HA GRA cllRY 5cll YEL B. clliloll YA §HALAl @Ol G 512R 3
Azcboll dHIH A UAA WM 53] dal [AeiGulol veticicllall Sl 8.

2logat gl (Trojan Horse):

o A clARUel BH YAURAA YW edL B.

o 2lyat SRl Yut GRal GHARlA $1R2R0{l ot HUEAl uslusaall 8. oot Sl YAUBNHL
Aot 8lotoll e M YupU A ¥ B. wuR GUALSAL 51R2HT YR-uBS| Aol WHAS
2BU 52 Aed dRd ¥ d AR UY YB-WBS| WAl WAAS GuAdisdloll el sk Aa
Al A B UA A We ABAA uslul & B.

olBMBR slE¥S (Browser Hijackers):

o WIBMR &lFRSR A Al YIoUM B B wUURL $122R0ell ollGxBell dNsaQlll tecdl al & Al
Boll Aot GUR ¥clle] ot dlal Al ugl Al Aotge wWust 531 U B.

o Hl2lAloll WIBAHR slEFBSR (S5lce a1 Uy Al U USx¥A olecll sltrcl sl B.

FULH (Spam) :

o U HlaL (Spamming) A lAwela AR WA Hscal SAsBGs Azl Usldall g2 GuloL .

o S-ATAH WUH B WUARDA F-ATH AU WUARDA SIHERIA S-ASAH A3 uQl vl 8.

o A RacdollRell AHeA [AYyet YHIHL arRalR titigla ([Qotdl Aol WARDA F-AFe Hsccloll
sIHO(l3L B. U wesialal MRS AUUQ AURIL ASA WLl UM 2US (Spam Guard) d06cld U
B, vlall URARDA F-ASTA UM H\ESHL (Spam Folders) %A B Ul weondl sidl «tull
sl A,

atauYl oAt ; crkA A sAldl, sl8l3s, ot siecl, AlSl, Boeale Bal wlll ol HILAT gLl
YAR 8. clRl olédl M2 wRHl Yl dul AlRdlRY WAL Gudod 8. Ud %l
Al a2 Wg2ARA [AauMd A wude 59 wol o %331 8.
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ARl AeBlet2RU SIUUR, A2AR, sclls &l cAdR B, B $11Y2Ml Ucdcl QA AUl Sl B Wal
SlBURL clRY Boerale USl ¥ sAQUl, US|, Aot siesct Ul dlcddl A¥ B, 32lal Wel 53 B el ULll
o LNl sllaldl sal & .

9.8.5 ¥ol(325 Y8l (Scandisk Utility)

AHA A ARl dasatHdl unadl stoani uell atk wRle Ase Ll saell siésles el
Al gl B, (HRLeL AseR vlldcle] As SR\ WAs SASILS ALAl oltd Uclle] UG 88 A} B)
Ul WRAH AS20] YHIRL dtal Al AR 3elal AARA dcil dsclls audl sla B, il {2 wud
AoleetHdl Hddl AUl sl8Sles, sAUl Slks clORal UHAAR cAdRAA fleHi dlsacls(l
aw3RaAd ”_A la B. Al slésles cicll UM oAU AUA. dofl, B A uA scuml el »su
?’cAl Su B,

UL HRZ AU BotslRs oltiell YIAZ (Buolscl M2 w3RaAUA Yosololl AABAA ¥ Fal WU
Y3AZl 313 vl €lA) ol Gullol s31A el ul YRASloll GUalal sal MR C:\ Yl WR
oq US B. Bal WUR UERSlel UR wcll 2 Start [AscuMl Run s3lal [Ascu wd B AHl slarse
ule dull AslA €l Wl Prompt (AsEU UR atsal URL UG SCANDISK SLescl aAx wdlal augl
A ugl ut Y2AZA Gualal 531 AslA ¢l

Ul YA A GuAol sl Ul dRel o UHIL Alal HA B, BUL slSSlesul el WRK As2R &dll.
32l 58t B, decl fles? B, cdR HURl Ay AslA ¢l

9.8.6 Asuu Yllldl (Backup Utility)

UM A sleug WAl s1reul S 8 A YA A sla o & U 3alell awR yeau 1R
ALl ol % $TAR o2 U AUSL AWl WA, Bl WUR( WSl AsuU A31F ou{lA
gl Ae@ SlBaAlR 5122 otdl 2R WIR Al uYs A ol sllle us a8 sl Al Ul
AsuU A ala dl B ad 33 st wedl clcll aslA €l

AsuU AHRA A Aeedd sifa, QelgleSel, ASIHL @8 AsAl A B, A GURd uellawr
ARAZAotoll HitauH U8l AL o AsAU Al slad Al A URL A8 sl B, Boj HlelHl 1g GELeW &
3210 NaxyNoe @red. U8l B Ul 818 HRA qaulRd YA A B Aal dal 313 vlowatl wad
B, Ul 32ANB NalxNoz Wg2ARHL AUANY o AsuUs{l caucral sla B. Ul ARAZAAML % (Ascu
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VUAHL AAA Sl B, AL AsAHU UR (A5 5l o A1l HIBA ol 88 sissa, slesul Uouddt
g sl B, wl GUR AsuU MR olloll olloll YEUAS uQl Alal HA B, Botiell uud 3Rl
Yorotofl $LESAoll AsAU YA A cde ASIA Sl

9.9 QO{Gl%j\[éol (Troubleshootings)

sl uRllettll alk AU WRARN Geetaddl 8l 8. wl AHRUMA g2 scll Mol w(dA
UG WA Al %33 B. BA 2rtdgdlol A3 WM alHl A B. WU AHLeA olloldll (A AR
 gollell 51122 UG Ul dsclls usdl da .

(1) $12Rell Gl % Fold HRAGR SlsA $AAA B ¥ olgl A dwg 33l 8.

(2) s1eRell Yuad dolcd (81s) 8Asdls (dlaryRasl) AetaMl A1 A eld A 8 ¥ olgl
dug 33l B.

(3) B8AsES ULAU GRAKUR W A HIZ cdllacllHl MAA UPS (Uninterruptable Power Supply) 2091
Ad oNeclldd ® ¥ gl Aux AMall 8Asdls Al oRIR B ¥ ogl waal YUl 3
AN wRrell otell A dwg 33 B.

(4) WML (RAM) wRloll Geatcl dlat waal I HURGASHL olRleR A2 U8 of dla dl uel wiHl
Al sl B.

(5) HWSSDNAURMUL WLl Geetcll dlat.

(6) ALY Fot AAA ot Slat WoR Al wRKell Gaatdll slat.

(7) HURGASHL uALets wWRlell Gaetdll flal. waal AsleHl 51 wil sl

(8) SMPS (Switched-mode power supply) ¥ ¥ $12j2Rell YEl el @Ol 8AsEls Aeid YA
Wsell A & Aul dsclls waal vidl Geetdl sla.

(9) %l 5122 Accdul sl dl Aot 518 HURWS UR GlRIeR A2 53 B ¥ ogl A dug 33l .

(10) ¥l GURAd UGss 51§, Alds s1§, Sl-6§, MWolleR Jud, HGU Jud, Mo dold, WelR dud
AR Boldt GRAGR A oA o A2 52Ul B ¥ olgl A dug w33l 8.

(1) As A Al Yl Aoy Ay Batye daul wBaye AUltollal Ag sal. SRA% A AMl Yo
2 Al AU B A Altol cAdef wolsd sl B.

(12) AR $1J2Rall GUAL 531 R WAL IR l Uull UG AU 33 .

(13) S8R ol 8l8AR BorRAlA Sl SlBA R UYL GRIKR Boeld YA o A A dscls
Geetal sl B.

(14) 5122 Aot scll A $11J2R UL WRLH & Al 5122 Ulsal 5 otell. L AHA wuugll
WA uRAL Riedell o2old (335 waal WUl RieHall Asuu U3 8lal dl A drd %
g3lell 51122l BRAA sl & Wil (el asta B,
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(15) $1RJ2R oldlscllotl Mot SIREGIHL LAY UQL AIlRlell MOl HAA B. cllARYal 1R\l §1R|2R
tly usl aa B, wYsalR AMABARA g2 53 ol B. STAA ojsAlet 5 B, AR U2 clARY
FAUER Sl B. Al WU $1e Ml Wotl cllARU Wg2AR &lg 33l B, Bl w wtll
aletcdlell ¢l st B ual 12 dy YA 8l 2 B.

(16) sl 3R scdl atRlell asill st QAR A g scll 33l B, ([Aotas3sl
slctoll AoLe salloll 3R atell. Al HER olloll ool YEAAL wg GuAL Yo wa .
BU ¥, 512Ul Aol astill SISAA g2 sal HIZ $lis (5A1AU (Disk Cleanup) 8. W%
Bausuml (st8sles) 88 atsiil AseR wlcll daul ol IR Al Aal GRAUR sl B Al Welslrs
(Scan Disk) ®. &l§ SlasHi M3l 2R A x2uA dNsctAd dla Axl As ULl As cAARAA
ollsclall M2 AssU AHAAR S1FoNee Slecl (Defragment Drive) $¢ %331 8. otlell oitll o
IR cucAct slscua B. Bl 1l ucl AR wA B3sUl vlal B.

9.10 Weud SR §le (PDF)

Wend S\sNoe Sl (PDF) ASIl R21d g1 tollalclMi wAd A Usl RUesS s18c Sz B, %
BuRHela exciaosl 2% sal HIEZ dUAA &, PDF A sleull slalsy UR e sl §. PDF
A2 dHal el el IARARet, Flo2, AlsU, 5AAA ol SAYPU HRlddl ExcA% cotlciclloll
YAul w B.

ULl YSANML tlleal Yol o, AsAA ¥ UWdRWSeeH-2010 Hi olellddl sl PDF Sl
3% A s3] asta ®. sy s s o[l Aol ctlal@ s drid 8.

o HEl-WS: Aal slsurl WAL ke Bl ¥ AR, [Qodl, YAat cdR UR A st
Aues [Qoe 531 asia 8.

o HIBAlll auisdl: As Badu/siye: U oelldcdl PDF slfd Slsul s1ejer /(Scuguul
SlEURL lctoll 3% AR S AslA BD.

o HIBAAl Nu: 2522 HRA Hiell 5 o, ofsHls, ua dal (3es udcuaell Aucloll YAu w
9.

o HIBAl Yaoidl: PDF €xclA Uslaus sallcdloll Heeell wUal Al Hiz HIRL Yaal weticial
HEE SR B,
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Ys20L 10 : HIEsIAlse WBse 2010

YUrcllcell

10.1 U%s2 ofl 3uRull
10.2 Project 2010 URu2L
10.2.1 UBS2CBS AlASH (Project Lifecycle)
10.2.2 [Q[AY TOOL Bars, Menu el 2c ol UM
10.2.3 Y52 5Qc52 (Calendar)
10.2.4 (A ] (Resource View)
10.2.5 A2ab <) (Network View)
10.2.6 o2 ALE 3] (Gantt Chart View)
10.2.7 U¥s2 2SHAS L @) (Timeline View)
10.3 Project 2010 Ul%se (A€ 9ot
10.3.1 2138 (Ao8lol (Task Linking)
10.3.2 Ag2AR UlBse SaAcUNee Usll
10.3.3 Mol (Milestone)
10.3.4 R SLUIC{Qﬂ (Resource Allocation)
10.3.5 Ul®se B3IN2el dal 2500l (Project Estimation and Tracking)
10.4 UBse RUéd Qoo
10.4.1 [A[QYU ysiRell RUEU
10.4.2 [Qogud RWeu
10.5 LAl
10.6 U%52-2010 YAl el

UL AsUoll oA sl GILE AR

e Project 2010 Ul%Bs2all %€l €L Aol (A, WBse clss UAsA wal ([QAYU TOOL Bars, Menu ,
dal geto(l ux Anaal

o Project 2010 Hi 5Qo50{l o5l Al AMi 33| 38R scll A HEA Rnael Axy UBs2a
WA AUAI A Slal HEZ Ul Y Bl ¥ RAA @), sleald c@f, Aoz U 3, 2ABH Aot c@f
AR QA yH Ancal.

e Project 2010HL A 2RRs clRAg] AsIEL, UBse dcduNeHl (AU dotsst, Rl s,
VRl AELY AM UBse Bl0et YHIRle] Heuisat adR 1 ll asel.
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o Project 201041 olotlcll astcl el el RUWE QA (el Aol asa.

10.1 Wws2 ol 3uull

Microsoft Project 2010 glRl YlBs2 Aacll S& otcll Ysseq] el (Planning), UlBsesal U2 %331
Wlo] (Cost) AUl (AR¥No2) el YBse AsY@dl (AHAUAS) HIZ Wolldd UBse AawNoe
UM .

S8 UQL UslRell UBs2d BH ¥ ot Ws2AR tatlald, ol tR/5A2 dellalcl, oldl (AR 23 524,
QAU Gy U olcll ol A3 $cll, AR sNal AHA HALEL (Schedule), AR/ WA dal
512182 (Scope) @ tulotdl Avllal MRAURA a2 B. vusld-8.1 GURAsct Alarllal ueds sl e
8. Use Ao AAlwelyds st AU scl HIZ Yol Alcaus B.
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ALg(A 8.1 Wpse AAgllell 3uRu

AHA BA%el (Time Management)

Bl AUUQ S UlBse/Ulsse olollaall MLl S8R Al UlBseo] s Hetice] ol uHA HAleL
(Deadline) 8l &, % stal UM HAlel BER YRl AU Aof o HEcel 23 B, AUUQ SAR S UFse UR
sH sl SR AR sl Yol sRelloll una Hallel wodd 513 [etacs(l u0el Acua B.

AHA HaAlel veR s yYul sal MR «(lA gldd areid AHcllall Yot s3A:
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o MR dRAUEl Aot ude Ure] e @il AG B.

o odl UWsse A olsRHL Y5l UBAl olesIHL R wousal A Ao YAR sal U HELlo
(Marketing) Q H(3ollo{l 2ig2 Yul s2cllef B.

o ol Ag2AR Ylsse A5l U2 veell Ysal udetl suoll WA udlagl 1R 15 [Rauel M 8.

sl /ollaUslaL wlset (Cost Management)

Ugse Aatoe BAQle] olly Hecclo] WY Cost (W, Asl) B. Wl Cost AUA plld ¥ (Ala
dd, GuAdMHL Aladdl Aual, w3RAUA ol R dal Aal WAl AUl Aslel dal W ol
Ao Al sl A 1R 5lkeq] Al e 33 B,

sleatl ARl dal st YA HAERA (Constraints) oll [QAAY GEleRL:

o odl AuAE2 tlollaall M2 WAUN WMl A AUl B.

o $Uo{l gL WEEL 1R 3 75000/ of K2 slAA B.

o SUollol otcl 20GlA 23 sl 512422 Wileal HeHH  1,00,000/-oll sl asa &.

S8 ugl Ulwse He WAl el Hecctoll Halel @ B. suRs o] tallel ol AWIA A YBsesil
wHAls0HL Y3l wwa B.

stlast (Scope)

ol W52 A3 cll USEL dof sAAAA UHxG ol %33 8. Uwses] 5@ 8¢ otcll Ylsse (El.cl.
Ws2AR wlatlalg) wadl olcfl Acl (El.cd. otcll 2@5H Aa) 23 sal W2 GUA[ B, oicll Wsse
vl UBse sRall GUAIslell YAua taueti Al 23 (Launch) A .

Ulwse sl@ot (Rslu) Ulsse uaal Aall A3 scl Hizall slRl@nta g2l B.
gse Ul Halellall etwctdl oA ealdd B.
o Rl $Uolloll olg g cBlAR clles olsRUL 23 52A % &31s SUsllall cueSsell 20% Ad &laL.

o dMRL [@cslot ol ayui ay GRUY 80 g2 otssl U B,
o olcl Ulsse clollaal HI2 R HIA SUo{loll % 2Ls oll GUallol 53 sl ol
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UlBse dal Ulsse BU Wl o1s Al AsAA B, UBse BU Ul Usse WU s wetdl Avl
astal o8l Wgse sl ygl gd S8 did wUdl dlds yg@edl RAAd  (SeAswRUA
WU/ Intellectual Property) Ulss2 ﬂ(ﬂc[l%j.

10.2 Project 2010 URu&

Project 2010 W$2AR M5l g2 Sl 2ol (Ag2AR WM oll UHE) A }UUHL dleld Yooy
YeR A GUAL[ UBse AN A$2AR 8. Project 2010, Project 2003 L&l Project 2007 Yol Ho]
YRS cAddel B B v dQrader, AR daul GuA[ seua B. Hietdloll dlys wasc ¥
QYU dotssiAHl aduAct B, A A Project 2010 URL otcll Y52 A Yul 831 ol Wsse Anaal
HI2 AUAL WA dolsstalHiell U aa 8.

10.2.1 Ul%¥s2 ALBSS AASA ( Project Lifecycle )

A YuUH AUUQ YBse Alss ASscA QA ald 533 UBse Yuad oA eldet uid dussiziHiel
(Stages/RPHU) UAR AU B, UBse ofl %32 YHIA QA R £12Ulel ol 3512 AsU D.

1) U¥seell &q (Objective)

2) W%se wellllol (Planning)

3) UBse AsY(@dL (Scheduling)

4) Ul¥se UA Ael YURL (Modification)
5) W®s2 Yalcll (Completion)

GuR £20Ac duisstBA Project 2010 GIRL A clat ololl WS ASO (Successful) WIS (MM HAELM],
SLAAA KBl Wo3U Ul SIRJ2RAEN) tlollalall HIZ W qU2  AWLELL AU B, WU UBs2
NalorNoz (AA esestdl Aacl. A 8 WU Project 20104l (AQUARD dal Aol stugld QA
alellell Yot s3A.

MS Project 2010 23 s2dl e

e Start > Programs = office > Project 2010 (5&s 53]
o GURsd e2ldd Ruell AU Project 20100{l YaUH lolal 213 53A

AU As AYEl ol UBse slotlaclloll 885, uL(A-8.2H1 New Projectdl RAse s3A, el otal
UBseoll ASISAH YR Bo2FAU (Graphical User Interface GUI ) (AoSl el HAOQ
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Resource

Project

View

Save As
ﬁ Open

Lj Close

Info

Recent

Print

Save & Send

Available Templates

Ll

Blank project

Mew from existing

ﬁ Home

Recent

| templates

My templates

e

T g‘//
L .'.':_!_L_)/'-" =

/

New Blank Project / otcll %52

|—"Open Existing Template / MSUl%®s2

2R

Your own Template/ dMl3 A2
New from Already existing Project

ool UBseoll 51Ul olatlael

Import Project data from MS
Excel Sheet

Mew from Mew from Mew from
Help existing Excel SharePoint
project waorkbook task list AUSAA 6l golye Aal

Save Project/Qdl
sal Hie

Open Existing Project / USCGL Wolldc Y%Bs2

AUlg(A 8.2 WBs2 2010 2R sl M UUM ol

GUR collad (AQu @seu 2rct-8.1 Hi aulcu B

Nof AUY
New ol Ulse 23 sl M2
Open VIUEG Wolldd Ul%s2 Open $cll ML

Template WAl U WAA OlallAA STAH B S UMl HI2

Save AHAAR 5ol 511242R0{l 618 Slasul A sall MR

Save As  olall olHYl UBse Act scll HI2

Recent  o1%Soll AHA Hi Holldd YBseUa $3| cllk A Uet $cll M2
Print Ualldd UBse sl UR Qo2 sl HIZ
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Visualizel

abels

olcdl U%se 23 sl HIZ2 WU Blank Project @As2 sl %331 ®. U Ayel A ol Uwse
AR sl 8l& New RAs2 scli, Project 20100{l GUI (AU(E5E YRR Bo2¥U) €2l wsld Yo
QUL

Quick Access Toolbar/ .
New Schedule/ otqf ASYE Glollclall HIZ

(sas eyaa SAUR
Text editing Ribbon / 3lolel
|
|E‘ = = | Attt CharkToois Projectl - Microsoft Project
- Resource Praoject View 3 y
E' 3 & alibri *, 1 = - . o Inspect ~ - 9 Summary
N Sa- vig & Milestone ‘
| CGhaart L BIU|&4Ar cduie | [ Mode - = crabic 5

Tasks Insert

Sat4/12/14

Duration _ |Start =

[apre, 14 |Apr 13, '14 |Apr20,'14 |Apr27,'14
sIsM[TWIT[FIS|[SIM[TIW]T[F[S[S[M[T[W[T[F[5[s[M[T W

-

Gantt chart / o2 AU

Gantt Chart

4[]

Ready | #* Mew Tasks : Manually Scheduled,

(

BEEEES

Status Bar / w2 Gl :

Shortcuts & Zoom / Ul%52 w2 LUl BH

Alg(A 8.3 Project 2010 YUM ot

UBs2q] 51124231520 23 scll HIR Project 2010 ol (AU (Ascll (Options) ol Ml %33 B, Bl
e3s ealaa st ugldal Yeaudrdd Guaal 53 aslA.

gAR AUUQ Al UBse A3 3 AR Ag] A g (Slslee) 5A05R US English U2el YHIdl
gallctcumi 2 8. QY BML wsalds vstetl (R (Week End) AHeA A AR el AR
g B, WUl UBse/Usseall 3R, stdaldsll %3 dal Aol Guallcl, WBse Yol sal e
SLAA AMA Ul Aol Yol sall U2 Ul GUALR cdR Yallal Lalletdl |8 UBs2a] 5Aes2 A
scllo] 2% B. Yul Noj Ui ealcal Yol UBse wlotoll UWRHIAL (Size) Bl scll MR (Zoom in)
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dal duRal M2 (Zoom Out) 531 st B. [QoSlell wHell otey olA (Right Bottom) AWIU GUIR
(Address Bar) UE scllell dy uecll el YUl HL 2lot atlefl W3 (Adjust) 531 asta B.

10.2.2 [Q[AY TOOL Bars, Menu ,dall g ofl UMy

WURL A8lAL MS PROJECT ol %331 2idlal ARnclell el Yot 53N,

@ULdL aglet

Ribbon/3lotst  Project 2010M RetatHi 2oioll UHe wAc da ® Bl (A WMéseu wAcl B.

Task Tab/ 2138 (s2) Nojul < 2138, AL 215 Wal WUl A2 sall U2 Gua(l

2Rs eul

Resource Tab/ st sal W2 el AHAAl (R stncell RIAZAt), RAA WU, stal
RA 2w UHA (Work Hours) H2 Guala(l

Gantt Chart stal, RA, Asyet AlFsc 30 (GUI View) d3¥ olal M2

View

Format Tab/ Aoz AULeatl (AlAU e3U A2 sl HI2
slle 20t

View Tab/ RAR, awis, sleeotl (QAY Ml A2 scll HIER
) 20l

2ud 8.2 [AlQu Nefoll AUy

GuR e2lad (Al 2otoll Slot WA dUl Aotl B 2le AUUBL A,

2Rs HISARlet eallaal 2lks Asycllol 12
2Rs Nof

BE9-6-5 ‘i;,g:'gjj;,"i_fu'-_.‘_;‘ J Bﬁ\OU-PrUJect-Demu-Soﬁware-De;-I‘inC/Q(Project
Resource  Projec View Format

= /M § o Naa & |5 MarkonTradk - 9 Summary
E ' Calibri MU i
- 23 Copy - — 5f} Respedt Links 0 Milestone
Gantt || Paste e = Bs | e d5 Task
Chaar:tv F Format Painter |£‘ 1154 S af | Defiverable
View Clipboa}d, Font I Sthedule Insert
252 Ul AsAUGes A2 sl 2Rs Bodot sl HI2 2les HIRAl Anaal

AU 8.4 218 Aej olt [AlAY W2l
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2. RBA 2u

Sliol AR 2lrsA A AR sl HIZ éla}ei aduell 1

= harEToois BAOU-Project-Depro-Software-Dev - Micros
Task Project View Farmat
@ ' & & )] Leveling Optiar
A e »@ Eﬁ Clear Leveling
Team AsEi Add = Level Level |,
Planner v | Respurcg HUrCE Resource ANl Jilti Next Overalloce
View / Lssignments Insert Properties Level
- y 4

2les o AR AAR sal MR UASL A B8

AULg(A 8.5 RAA Aot W2 RAR Ay w2 QA el

3. Ul®se 2ol

218 Noj Wid, UlBse SlslEes gles As sal UL UlBse el AsY Ae sl Me
UlBse AU

Farmat
. Status Date: =3 =
L i S=== i
e T ‘3 Er :ﬁ‘l 2308 .= 2IJ
Subproject Change Calculate  Set Move Update Syncto Visual Reports Compar ir
Waorking Time | Project Baseline * Project Project Protected Actuals | Reports Jects
Insert Schedule Status = P
i o
ab QsSIGet RUR A As (A RWEx oettaal HR2

AUl 8.6 WBse Af ofl (At uieall
3. & 2u

2lzs, RAA ﬂv[}lqcl%tai "2 2lzs R SARal walet
= ‘ i Taols ‘

BYOU-Project-Demo-Software-Dev - Microsoft Project
Resource Project View Format

_“}\! B Highlight: '[No Highlight] = [ Timescale: ¢ 4 Zoom =

I Task
3 Er-letwork Diagram ~

[@] Timeline Time

E Calendar = Y Fitter: [MNa Filter] Days b @Entire Project D Details
JST:;E. ﬂOtwas ¥ Planne v ':' Group by: [No Group] &7 Selected Tasks
Task Views Data Zoom Splitvi
AARL AcBatet, GuAllaL 1R
2135 YRy dal [QQu wWele
U 8.8 cf Nofoll UM
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@ STz il Aoz U vlotlelal HI2

4. slile Ao

|E|\ "] = BAOU-Project-Demo-Software-Dev - Microsgft Project ‘ o B
Task  Resource  Projedt  View Format A 9 &

% @ a uiu ,§!§ = ‘;d\ v”f E Critical Tasks E._ _G o] E g — g ey B D Outline Number LI_J.I

d @Column seting = = D Slack = lE; ;:;l = = = &= = \—| Project Summary Ta o
Text  Gridlines Layout | Insert Basehne Shppage Drawing

Siyles Column i Custowields 5 D Late Tasks @ ¥ ¢ ¢ ¢ ¢ ¢ ¢ :

Format 4 1 Bar Styles Gantt Chart Style Drawings

[ \

2 dal slad sLBalL Awtely

e

Ulgse U3l elrsd

Aug(d 8.8 glile Aogetl @Ascu

10.2.3 Ul%s2 5AQcS? (Calendar)

Ugse RUWe etlllole] As HUsclo] WR| Calendar
days), %ol (B (Holidays) el Ascds sl

B.UlBseoll (Ead, siHssell (aA (Working
alx, 2Q (Weekends) dul E@s sl scus

(Working Hours) Y@ELd (Scheduling) 3@cS2 &lRL UL A¥ 8. 5A05 UBse NaANo of Wol % %331

wy 8. oA ealdad 2uslQ Ywse Q052 g2l B,
Ulgse 2ol

Calendar 'Standard' is a base calendar,

BE9-c

Click on a da

Resourc: Legend:

April 2014

y to see its working times:
Working times for April 17, 2014

-

A T

— l; I s l_ + 5500 AM to 10:00 AM

== WBse |33l Yol 2l

L AECERE: A |

L L . E =
Subproject Project  Custom Links Between W

Information Fields Projects Details g iBcaurt]
Insert Properties
@ il
= s 2 2
H] start [
= Man 4/14/1
Tuesday

Set working time for this wark week

(@ Use Project default times for these days.

= _— lendar ‘Standard'.
() 5et days to nonworking time.

(71 Set day(s) to these specific working tipee:

Finish - Resource Names Wednesday
Thursday
1| Mona/21/14 i/ .
. T
=
| ¢ Delete
| © E sat4/26/14 D
| 3
3 e
4 Sat 5/3/14 i\
L1 —
5 Wed 5/7/14 \
l.e SLga Met
. SPECITY HOIIady 1 CI Ck Ok
)
Ready | Q‘ Mew Tasks : Manually Scheduled A

ULl 8.9 FA52 A2 sal W2

WAI WAI UIse HIZ Asclll3s 9uull Al Al A waual Hot Acr 8l B. H(@ell €120t
el @ 2l Ul UBse etllolol Higll ML scll HI2 Calendar View of UCLE (Exception)
@scu Guaall el 8. ul GURid 3ABR @ gl AU [QAY 28 (Tasks), RAell (Resource)
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stactell aglse sle gl e aslal B, 3A32 A2 scl AUl VIEW scllll welllelol dal A1HA
$cllMl (Execution) A0l @ B.

old 3Ao32 Ae scll UI2

1. U%se ﬂoj (Go to Projects)

$lHoll AHA GLEA (Change Work Timings)

slHoll wsallSaul UE sR¢ll (Select Work Weeks)

slHoll (8l URlE $Rcll (Select Working days as 5, 6 or 7 for particular project)
sleloll UHA UAE 5 (Select Work timings for all days)

osAlell (Bl Ule s2cl (Select holidays)

(55 OK (Click OK)

N o 1w

A3l ot AustA

[ 1. HSlol tlollalall HIZ ol UlBse Glollall.

10.2.4 RAA @] (Resource View)

WA (34 A Aaclat

n” Resource
es Pool~r

Motes Details Levkl

Assignments Insert Properties

ssign Resources

Jo task selected ’_ [Apris, 14 [Apr20,'14 [Apr27, 14
BResourceI_istnpﬁons Q%n{i aen%%[o‘l _v_W|T|F|5|5|M|T|W|T|F|5|5|M|T|W|T|F|5|5|M|T|W|T|
!

Filter by: ; Share Resources w

[ |AalResources v More Filters...,

Resources for ‘Project1’
[] Available to work | 0k = J
= @ se own resources

Add Resources Use resources (requires at least one open resource pool)

Fesoucese o Doaiactd

va Erarm:

|
!Resource Mame R Units Cost

On conflict with calendar or resource information
@ Pool takes precedence

") Sharer takes precedence

Help £ k. i [ Cancel

ul§fé_8.1o RA ey, RA 8let
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Resource WA ®(Ad waucl @oflcl B, Wgse sl (Task) scll WA A2l RAA 3Bauct 28
8. sldal Ao A yul sal U2 s3RaAd Yoyl RAell stnarl (AAF2t) Wol Heccla] sl B.
RAA g gl 2ud oA Yololl Wl Al AR RAN stlnnagll ¥ st (Task) R
A Ssaul wA B, g saedl stal yul satell eratoteldl R uR Yl asta 8. aud «1Q
gldcll 2ud R Aclldatat GuAHL sy, aus(A 8.1 RARL g Hioll A €2l B.

R A3t 2lle

Resource Initi  Max. Std. . Accrue At Base

Name als Units Calendar

Management Work M 100% Rs. 0.00/hr Rs. 0.00/hr Rs. 0.00 Prorated Standard

Project Work P 100% Rs. 0.00/hr Rs. 0.00/hr Rs. 0.00 Prorated Standard
Manager

Analyst Work A 100% Rs. 0.00/hr Rs. 0.00/hr Rs. 0.00 Prorated Standard
Developer Work D 100% Rs. 0.00/hr Rs. 0.00/hr Rs. 0.00 Prorated Standard
Testers Work T 100% Rs. 0.00/hr Rs. 0.00/hr Rs. 0.00 Prorated Standard
Trainers Work T 100% Rs. 0.00/hr Rs. 0.00/hr Rs. 0.00 Prorated Standard
Technical Work T 100% Rs. 0.00/hr Rs. 0.00/hr Rs. 0.00 Prorated Standard

Communicators

Deployment Work D 100% Rs. 0.00/hr Rs. 0.00/hr Rs. 0.00 Prorated Standard

Team

2ud 8.3 R staagll

=i L e e -
N R esori saect ool Tevecpment-Project - Mhcrosort Project T —T ]
[ e [ soutce View f A@@ =
Teadk ¥ - ml] - Sp— — . 9 Fina -
= & cut o =TI X Y wack Py - % 5B - - " & ?{\ Fina
4 Copy b v & Mitzstane —— =] Details 2 Clest ~
Gantt  Paie - A - ) Inspect Move Mode sk Informs S
Santt Fromaivairi | B L L B A- R (dh w032 : nopect Move Mode | ek WS Sy W -
0 b Font A Sthedute sk nsert Briopetties Editing
[E m Post implemantaton
= Stane Training Y

|Resource tlame v Tipe

Project Manager Work

. 3
3 Analyst Work A 100% || Gepesl Costs | Motes | Custom Feids |
: o |
@ Developer Work D 100% T pen—
3 @ Testers Work T 100% || = =
it +1
& &  Tralners Work T 100% C“‘F:“':" ST . e S
rates, mnter 5 yalue or & peroentsge nyease of decresm e prevousra
AR Technical work T 100% Fistance, £ resaurce’s Fe Lise Cost 13 raduced By 20%, type -20%.
Communicators
aperedd B Je Ja. Js |
8 Deployment Tea: Work D 100%

50,0061
SffectveDate  StandardRate  OvertweRate  [Per Use Cost
$0.00 1$0.c0

Costacoual: Frerated  «

(A 8.11 R Aol ey
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GURscl st sall M2
1. RAA 2u RAse 524,
2. Assignments Ogl-ll-lléﬂ Assign Resources (Ud.

GURAS SHIoS AUl Ag(A 8.10H1 £20AA Assign Resources SIAAL sy ulcll .

A3l youl ustAl

[ 1. HSslot ololldall Mol WBsaHl 33| RA6ll staaell s

10.2.5 alzad <) (Network View)

Aecs < (AlAu sl (Tasks) dall Altlel WHIAA (Resources) ws(A (Diagram) slL %lsclle] st
52 8. 2ks, RARY, stlall R daul 2Rs ol RARall oltd 2slA 23U 2wl B. deds <@ €35
2125, RARL dall AU WAL YgRa (Activity) Bsclle] sl 53 .

Software-Development-Project - Microsoft Project

View

Resource Project

B Summary

& Milestone

@ wm e 3 MrkonTudks 3 B [ B
» #54 507 794 1007 ] 2 LE} B
53 Copy ~ 5% Respect Links ¥
Paste = i i

.
Inspect Move Mode Task Informati

B I U 5| EREs

¥ Fe at Painter Schedulz i
Clipboard Fornt Schedule Tasks Insert

e Traininge

Netwark Diagrarm

__________________________________________________________________________________________________________________________________

z»ug;[a 8.12 A2ad
A U QY au(¥sc o Ul Project 2010ML YR Bo2¥Uoll (User Interface) (AlAu ([Ascll
(Options) @a oA,

CCC-BAOU and CCC+ 413



10.2.6 o2 AULE ] (Gantt Chart View)

Aoz UL 3] Project 20100] W (@A AUSISA @] (GUI) B Foll gl AUUQ s, RA, ske dal
Al UBseHl BSA Sl doz UL @ UR el HIZ View SHHl Task Views YU 5AS 53|, Gantt
Chart ¢2el UR (5As 53,

Rlld9- -+ —

Task Resource Project- | View

?!: |:_§ Resource Usage

= @Resource Sheet
Team
Planner ~ ﬁ Other Views ~

| Resource Views

Gantt Chart E——— Fritf2z1

I
Tracking Gaptt F
I
Reset to Default ‘

Save Wiew...

More Views... ¢ Manually Scheduled |
e 3 =3

sl 8.13 e we

10.2.7 UBs2 2ASUAS @)

&A AUUA Project 201001l (AAu Wlatll HEAUR US wcdl U s UHIA elHcldl A3l
53, WUQL ol YBs2 23 sclloll Slal R Aofl callvall olssl Al ©. WBse A3 scdl U 213
yctofl (Start Date) ol YQl Ucioll (End Date) 3w atucioll &lat 8. GURlsd sl sl As otcll
ALSUAS A ] Project 2010 WlatHi gullal 8. As W st (Task) UL ol Vel Al (Subtask) &l
W B, Ulsse/ulgse [QAu ales glRl ool B. aATHASA @] GUASd UBseell (AU dolssizlal
As Allksc szl (Gul) eld B.

Properties Schedule Status Reports
Tue 2/3/10 Wed 3/3/10

Testing

=
-z
|z
-
=

ALg(A 8.14 WBs2 oll 2FHAS A €3]
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10.3 Project 2010 W%Bs2q] (A€ot

&d WU oA ealdct 2otd Hl WAA HEA YHIA Project 2010HL sLlell 2A3uld 53R WU
§QAos? cYoll AU €12Ulot W] ¥ WsclBs 12, A& 1 (Public Holiday) (AAY UBse dal
Anoll sl 3R Yorot A2 sclloll Hlat B.AUUQ A YaUH otcll Ygsesll AUl sl UBseall
stal Ana (al$a alggu) Ae 539

£35 UBse 23 sl AMA Aoll A3l (Start Date) el Yalgloll Alw (End Date) Ul®se
ool €12llot  ots$l sallHl WA . Task (2Rs) AUAA (Automatic) Wl sld (Manual)
Wl A2 531 sl B, oial YsRal AU 51 AHclloll Yot s3A. oA £20AA WloAHl YU
AUUA 2iRsoll Acyucd Aogl 531A. olcll slfctal BAOU-Project sllHell At s31A.

yar sl 40 AWl U 2s Aopl A3 3B WURL 2RSA A, B, C, D Adl oltd AUl 2lrsaAH
(TaskName) allMell $lesell Bl 23 s31A. {A e2lAd uslAaAl Slo12le 218 APl £2A B.

IEI v | : D015 | Projectl - Microsoft Project
Task Resource Project View Format
= = ; = 1% NN N e I H;l 2 pect L
[T _1 & Tl 0w 254 504 75 I0Dw gf O
= N Mave
Gan Faste B I U |3 A S 5 £S5 ) Manually| Auto . Task
. - S © = Inadivate Schedule|Schedule % fe -
_';'ie-_u Clipboard Font Schedule | Tasks Insert
c
28 US| || =
E Start |
BEN  monafaig
. |Duration _ \Ytart « (Finish = [Apri3 A TNJAp
WITTF[S ]S [T WITIFIS N,
1 4 days
2 6 days
3 3 days
4 7 days
et 2days Shaded Color
6 9 days
5 ays /oA

Manual Task setting

AU 2R Duration / ¥Hl dUG

Enter Task Manually

AULg(A 8.15 2les Als, 2les A Ul alzs Yl sal HR

1. GUAS wslAMl WU A, B, C, D, E, F dall G allMeall 2l2soll Aol sl 2lzs W sqj AZlaL
Ao Aol HNdl. 2k Aol WAL s ULl 531 sl 8.
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2. 2’8 Wogl U ¥l A UG Aoyt HsHL 8l (8 cloll AoFl scl USA. AUl (Start Date)
dall Yol salloll il (Finish Date) Rofuct WS gR120at Wl 23

3. Jlog AL As AU «a B.

4. 215 Gl Wogl oy Y, olRell (AAY sEARA Wlall HAQ.

&A WUB oA Hs Aodlal AUAARS (Ascu UL 21 32 dal Wos d2oll Aol 6A UAA
Ul . ul GURL 2lesell o2 UL ol 5AR g (Aclls sctR) A 8. oA eldct wusldul airs
sl AARRs Ruellet, dAflw ootd A2, dal Aoz W AAls o] sARell BwlaA & B ot HISH
wdL sl

I= tiinsiz e Projectl - Microsoft Project =
Resource Project View Farmat &
) _ = : — T -
& T i  oeesassm Mark on Track ﬁ | % \} Y o |
By~ =2 Respect Links - =
B 7 U | %~ A~ | Sug | 68| el _ ) Manually| Auta | Task Information ... |E
7 s —Inactivate Schedule [Schedule! fg- 2 =
Jard Font ™ Schedule Tasks Insert Properties
e : : ] Finis
/ \ Thu 4
e hame - IBiration Start « |Finish & 114 Apr 13, '14 Apr 20, "
| | | [[TIW[T[r]s|AM[TWIT[F]S 5|M|T\
A 4 days Mon 4/14/14 Thu 4/17/14 fll —
B 6 days Mon 4/14/14 Mon 4/21/14 [—
G 3 days Mon 4/14/14 Wed 4/16/14 —
D 7 days Mon 4/14/14 Tue 4/22/14 =
E 2 days Mon 4/14/14 Tue 4/15/14 o—
F 9 days Mon 4/14/14  Thu 4/24/14 K
G Sdays  \Monj/14/14  Fria/18/1y/ —_—
SN,
lew Tasks : Man\ally Scheduled / |I_a;@ B # (=)
\ = / L
UAARS 21s 21zs WAARs A Date AAARS 2 QAclls ol

AUg(A 8.16 W2AARS Task Mode AWt (Eci el schedule %l A2 U

AHA At WBseell [QlAu sl As oflt WA AsAA sl ® U (A[AU Tasks WA WAL
AHA A3 Ul Yol Ucl Sl B, 28 As AUA As o AHA AR Al Yol A AR UBse Wl
88s ot dlaoll ascl B, As st Yol sal ugdl olley 23w, A s As A WA Aol Rl
yalisld ugdl otq atzs 23wl
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UL sl GUASA ElHAHL A2 sRal MR Predecessor (YAUHL) d&ll Successor (ofoudll) ofl
3Rt Qell aa B, GURsd gAML 238 A 2125 B oll YAouHl 8, ual 2lzs A Yul adi 28 B
AR AURA B. 218 C A 28 B oll WoUHl B. oA e20Act 2us[AH Predecessor (YAouH) (es ui
AU 218 B oll YAouHl A 2izs ealladl Aoll Task-1d 1 dlatell B oll predecessor SIAHML 1 AW,
Ul YHIEL ¢ ol YAouHl B galctctl oflA yowatofl 2l Mal HOA, GUAsd Acyoll Aol 52cll Ao
UG As oflost A Wlsial His.

™ B R Projectl - Microsoft Project
m Task Resource Project View
= = . ) = = Mark on Track = > @ 3 Inspect ~ 9 Summa
A B* om b - Teses T p B e By v
=3 By~ 53« Respect Links =2 £l Move @ Milestone
antt Paste = | e = R e S X 0 B Task
aitr - 3 B U &-A @ &8 | B 22 = mnactivate 5 hedule [ Mode = = Deliverable = AddtoTi
W Clipboard Font = Schedule Tasks Insert Properties
| £5/10/14
Start |8
o Task = Task - |Dure_ |Start i Finish = Predecessors - |Pel o 14 |Apr i3,'14 /iqqp—rzul = w
(1= [ ore: FiName T ) o |[TIWITTETs|s [mM Pt [e[s s [MITIWIT ]S ['s [M]T [WINE
= A 4days Mon 4/14/14 Thu4/17/14 | . ¥
b= 6days Fria/18/14  Fria/25/14 |1 e
2 3days Mon 4/28/14 Wed 4/30/14 | 2
= 7days Frid/18/14 Mon 4/28/14 | 1 |
2days Frid/18/14 Mon 4/21/14 | 1 \
= 9days Thu5/1/14 Tue5/13/14 |23
= Sdays Fri4/18/14  Thu4/24/14 |1
T T

—

Yol ugl atrsell 23l

2l clRAel Yol

Ug(d 8.18 2ls RAtlluU .

10.3.1 2135 (AoSloL

UPlal AUUB 13 ¥ Tasks Relation ([ALAY 2lsell Aoit) A2 Udl 2125 A WA wsRe{l (A2l
glRL sl AA B, AA 2ks Alos 53 8l AR % Al HA B. 2iks YAouHl e aegoul
UBseoll 3Rald Yol dlsclld B. elc. Sl Ydsal URg sal HIZ YaUM dgf cugl ad, ugl

Aol s12ul 32l Aogl s, Yg AL 529, wal AW Axl iucle st aa B, 2ks As ol
AU A AA A A o[1A eldct QAU sl v 8.

2les Aalel ALY

Finish-to-start (FS) (el g 22t youlell yaleld, aepouslell azauid yua 8.

Start-to-start (SS) L& g @& Yol task wofourlell 23uild otssl 52 B.

Finish-to-finish (FF) (32t g 2eté  yRoulell yaligld uepourlloll yplsla «tssl s2 .

Start-to-finish (SF) @1 g $lollat  ydo aiesell start date wofoudlell finish date otssl 52 8.
2ud 8.4 : [AAY 289 sl
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Predecesso

MBI R EEETE:

A WU dURlell SlAH GRRAl H2a] Wlot ATA. GUAsct s 2lks Vot e 53 WBs2ul
3R YHIA olcll Sl audl astal B, ul st WU 2125 Nof, 28 Sl 2ot AofHi Aol gl
yel Andl asia 8.

Ed9-¢-|= | tt Chart Toois

Task Resource Project View Format

|%’]‘ E E Netwaork Diagram ~ & g Resource Usage ~ ‘%l Sc m‘%s—a 0&3@ 2l 110&0{
el |l = calendar - i [ Resource sheet = B o
| Gantt | Task Team L
|Chart =| Usage ~ j.other Views = Planner~ _g Other Views & Ta o.lc[l Q.C’t]'l qule Cu ]_ué
Task Views Resource Views
£
= Start |
E Mon 4/14/14
Finish - Resource Names{ . Add New Column 3

> |t

Thu 4/17/14 | [

Mon 4/28/14

(=]
| €
| @
(R
g
o
=]

| Tuea/22/14

| Mona/28/14
| Wed4/30/14

(] Ml

ALg(A 8.18: otcll Slem arRal (As) sl M.

DN EYETEIEIEY aé\sec{t 524 A2 s2cl

BlH9-&-|= ‘_ _Id_‘ Projectl - Micro??(aject

Task Resource Project i .
WY T% o=
= i

- Calibri =111

T _JI B~ il General ! Prede&ssorsi Resourc Advancedi NotK Custorn Flelds
Gantt | Paste B 7 U | &~
chatr | » F = -

Mame: Duration: | 4days

: [ Estimated
Clipboard ]

| 500 l=al

— = | Percentcomplete; | 0% ority:
D Inactive

Allocate Resource / AR AAZ U

Finish:  Thu 4/17/14 =

=

Schedule Mode: (7 Manually Scheduled
@ Auto Scheduled

2 |5tallll Dates
= m Start:  Mon 4/14/14

B 6 days Fridi
c 3 days Fridl [ Digplary on Tmeline
|E D 7 days Frid gHide o
I Rall
I E E 2 days Maojl -
C
| 3 F 9days Tug
| G 5days Mol
Help K Cancel

- lena[és 21

-

: 2les ABal ol [AfAw MWwletn

2lRs o8l Hoclal HI2
AUlg(A 8.19: 2lrs Boflilalt
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Aoz AU ol

GURS sl sl HIZall W ULell

1. Project tab / Ul%Bs2 2ot RAs2 $q
2. Properties group / YUl YU RAs2 $:q
3. Project Information / U%se 8oslialet ((As $q

Aoe U ) ol Aoll wslAHL £2AA B. Ao2otl WAHI WA @] RASE Sl HI2 2RS @foll Ao <]
[@scu UR (A5 sl (AU Slot W\ sl B.

More Views
.

%  BAOU-Project-Demo - Microsoft Project

/V
q Views:

Bar Rollup
Calendar

Gantt Chart
Gantt with Timeline

Lewgling Gantt
estone Date Rollup
i lestone Rollup

Multiple Baselines Gantt
A Metwork Diagram

— | Brk on Track ~ ;ﬁ, - 3 Inspect ~ "
G [fore |
———=—J | Bpect Links =] Mave ~
| Edit | ) Manually | Auto ey
2T gctivate Schedule |Schedule! £ Mode = clSs QO{G{
—— Tasks 1aEt
|. Copy... | E a LIAEEL
| Organizer... | t

ALg(A 8.20 clldl A Aolet Al MR,

v

RS

doe AL < Ui SI2BA Aoz @l RAAs2 5l Wl ol 5cR 2 ((385A) UA o (ollot ($ElsA) A
8. Al GURAd Sile Aoy, flle RASE scll (1A Yoyotoll lot Al HAO.
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T5101745701 - software-development - Microsoft Project

OFEEEEE
Task Resource Praoject View Format

% @ P ENE| = Ly Tottialless (2 @ e gy gy gy gy gy p—y gy gy p=—p
“E R coumsetings - = [ stacc = .- 21 %l a _ = =l 2l gl ﬁ 21
STt;)\C:s Gndv\mes Layout CI:\slfr:n ;ﬂi]custom e For‘mat D Caketare Basfllne Snpgage & & & & & & & & & Py
Format | Columns | Bar Styles | Gantt Chart Style
hu 12/31/09 at1/16/10
Training
1"‘4;:?;’;"‘10 el 3-‘17‘.{12:?;:'55‘-‘10
[ T— n

C ol FermatBar

‘? Bar Shape  Bar Text |
IS
I
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Right Resource Names
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|Task _ |Task Name . |Duratf WedJan6  |Fridans Sun.
jioae | | s2mete: 21z |12 [z [ 42
= ~ Scope 3.5d A4

= Determine project scope Ahry ) Resource Names pent

2 Secure project sponsorship {anagement

1 da | Project Manager
Reset OK. Cancel

= Secure core resources = ] l l [ = ] rhlp'ﬂw"‘ Manager
= Scope complete 0days TRUI777I0 TRU I 77105 7

= = Analysis/Software Requirements 14days Thul/7/10 Wed 1/27/1(

= Conduct needs analysis 5days Thu1/7/10 Thu1/14/10 6 At

= Draft preliminary software 3 days Thu 1/14/10 Tue 1/19/10 8 At

specifications
= Develop preliminary budget 2days Tue 1/19/10 Thu1/21/10 3 Pr
= Review software 4 hrs Thu 1/21/10 Thu 1/21/10 10 Pr
specifications/budget with team M
4[] aitam|
Busy \ " Mew Tasks : Manually Scheduled ‘
- = e — = e g = —

AU 8.21 oA A Qaulol el 12

Ulgse Aaclolr 1 atesH Al

¢g ol Wwse Hi Ewldl ud ‘

M Min Minute / Hl{le

H Hr Hour / dR (SCUS)

D Day Day / 3 ((Bad)

W Wk Week / dls (Uscll(3y)

Mo Mon Month / H& (H@ﬂ)

20el 8.5-a WBse 2lgH Adlal

UM} AsYA A2 scll HIR2 o{lA Yoy 539
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File menu =» Options =» Schedule

® =

=

Project  Cust
Information Field

Resource

Subproject

Start [
Mon 4,/14/14
| 6 Task v]
| | Mode
1 .
2 s
=
5
(-] 3 ‘-T:‘.:>
g
= —
(] a "..’,'>
= -
5 =

]

Busy | " MewTasks: Man
L = n A

General

Display

Schedule

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ASYA A2 sl M2

[E
i Change options relatpl to scheduling, calendars, and calculations.

ASU-Project-Demo E

#lendar options for this project: Eﬂ B

[=]

Fiscal year starts in: | January EI

Week starts on: Sunday

Use starting year fop mbering

These times are assigned to tasks when you entera ¢
finish date without specifying a time. If you change i
consider matching the project calendar using the Ch
Working Time command on the Project tab in the rib

&:00 AM

Drefault start time:

Default end time: | 5:00 PM

Hours per day: 8 =
Hours per week: 40

Drays per month: 20

Schedule

sl (B ol electal

[v_ﬁl Show scheduling messages
Show assignment units as a: | Percentage El
Scheduling options for this project: Et;] BAOU-Project-Demo EI

New tasks created: Manually Scheduled |ZI

Auto scheduled tasks scheduled on: | Project Start Date El
Druration is entered in: Days EI
VAP S § 5 kst s (TR

g(d 8.22: 2tz lAaletellu

g2lAd 5A0s2 Ml w3RAA Yol 1B dal 3R el Rl A2 A 8. GUR eldd 2uglAul
QU @scdle] adlet oA Yoo B

CIERTELY UBse wello{lol 2 eR12ulel UBse w1 32

Brsct 2R sllauslaL i

R 2TH sl 23 sRalall uHA

WS 2STH stal Yol acell 1M

wcd wR dls Uscll3s sCells, Bse w3Rauld Yol A2 s3] AslA
AASA2 Y[ AU st (ab UUBAe 21R8)

$Y9let Yot ad AA3Aet Y2, AHA scls Y2

201cl 8.5-b 2lks Al A2 scl HI2

5QAc5R A2 UY wcll 6A WUR WIBs2 g woln atflal. A AU olq Ws2AR dcAU sl H(2all
Use AYRl Hel oA 2oemi e2ddct B, A sMlgUR s31g Bl UBse ugldell Ayel HEdouR

dadlA.
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10.3.2 Software Development Project Structure :

Tid Task Name Duration Start Finish Predecessors Resource Names
1 Scope 3.5 Mon Thu
days 174714 1/8/14
2  Determine project scope 2 days Mon Mon Management

1/74/14 174714

3 Define preliminary 1.5 day Tue Wed 2 Project Manager
resources 1/5/714 1/76/14
4  Scope complete O days Thu Thu 3

1/8/14 178714

5  Analysis/Software 10days Thu Wed
Requirements 1/8/14 1/28/14
6 Conduct needs analysis 6 days Thu Thu 5 Analyst

1/8/14 1/714/14

8  Draft preliminary 4 days Thu Tue 6 Analyst
software specifications 1714714 1/719/14
8  Analysis complete 0 days Wed Wed 8

1728714 1/28/14

9 Design 8 days Wed Tue
1728714 2/16/14

10 Review preliminary 8 days Wed Fri 8 Analyst
software specifications 1/28/14 1/29/14
11 Design complete 0 days Tue Tue

2/16/14  2/16/14

12 Development 18.5 Wed Thu
days 2/18/14  3/18/14

13 Identify modular/tiered 3 day Thu Thu " Developer
design parameters 2/18/14 2/18/14
14 Assign development staff 3 day Fri Fri 13 Developer

2/19/14  2/19/14

15 Develop code 10 days Mon Fri 14 Developer
2/22/14  3/12/14
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Tid Task Name Duration Start Finish Predecessors Resource Names

16  Developer testing 2.5 Thu Thu 15FS-85% Developer
(primary debugging) days 2/25/14 3/18/14
18 Development complete O days Thu Thu 16

3718714  3/18/14

18 Testing 14 days Wed Mon
2/18/14 4/26/14

19 Develop unit test plans 8 days Wed Mon 18 Testers
using product 2/18/14 2/22/14
specifications

20 Develop integration test 8 days Wed Mon 18 Testers
plans using product 2/18/14  2/22/14
specifications

21 Unit Testing 5 days Thu Thu

3/18/14 4/8/14

22 Test component modules 5 days Thu Mon 18,19 Testers
to product specifications 3/725/14 3/29/14
23 Integration Testing 5 days Thu Mon

4/8/14 4/26/14

24 Develop training 5 days Wed Fri 22 Trainers
specifications for end 2/18/14  2/19/14
users

25 Documentation 8 days Wed Wed

2/18/714  3/31/14

26 Develop Help 8 day Wed Wed 24 Technical
specification 2/18/14 2/18/14 Communicators
28 Pilot Test 6 days Wed Wed

1/28/14 5/5/14

28 Develop software 6 day Thu Fri 26
delivery mechanism 1/728/14 1/29/14
29 Pilot complete 0 days Wed Wed 28

5/5/14 5/5/14

30 Deployment 5 days Wed Wed
5/5/714 5712714

CCC-BAOU and CCC+ 423




Tid Task Name Duration Start Finish Predecessors Resource Names

31 Develop deployment 1 day Thu Fri 28 Deployment Team
methodology 5/6/14 5/8/14

32 Secure deployment 1 day Fri Mon 31 Deployment Team
resources 5/8/14 5/14/14

33 Train support staff 2 day Mon Tue 32 Deployment Team

5/10/14 5/11/14

34 Deploy software 1 day Tue Wed 33 Deployment Team
5/11/14 5/12/14

35 Deployment complete 0 days Wed Wed 34
5/12/14 5/12/14

36 Post Implementation 3 days Wed Mon
Review 5/12/14 5/18/14

35 Create software 2 day Fri Mon 34 Project Manager
maintenance team 5/14/14 5/18/14

36 Post implementation 1 days Mon Mon 35 Management,
review complete 5/18/14 5/18/14 Analyst, Project

Manager

38 Software development O days Mon Mon 36

Project Complete 5/18/14 5/18/14

20lA 8.6 AeAR SdcduNe2 U%se 2le

W2 AR SadU sl M2 Rl 3dcdulee AlSs AaAsco(l 3URuL olA Yoy B.
o AseAR WU (deldg)

o WA Aol AscuaNoe (As2AR oll ¥3R2Ulcq] (A3latrl)

o AKAR SRS

e AULAR ddcun

o AseAR 2210l (AgedRell stelugld staial Hi2)

o ARAR SlcllaNoe (5142R Hi UL §2))

o $lsAs / 3y (A$RARY sl dat Guaolldt asacll)

sl Uugldur Al Yz A Yol sral Wi Ayel 3uRul (etlet) %330 8. GuR g2ldat yuat stalloll
AU Aol W1s1Act VatstAl (subtasks) A2 scllall $ O,
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AGE ud
Task Id st2l WA ASAA Y5 (otod) WSS

Predecessor Ul%Bs2 2leso(l USCL WA 2138

Task name  llof ollH

Duration AHA sAls / [Bau

Resource  2lsal $11Act RA (st AH, Y, casdl adR)

20l 8.7 2138, Yo2lRs ol uieo(l

Hul 2125 A3 Aol UK Alscll HI2 Taskld Automatic A B. A Task Name ollHoll (SCSHI
AUUA B s sclle] B Aol Wodl s3A. AR UL WU Task nameoll Wodl 5319 AR oA
el Bud (slflee Acy) As Rt (1 Day) 8. A YauH GUR A3uldHl WA 2RsAMU{l Text
entry $cll , 2l250] olld &l Gantt View %l 1-day YHIBQ tlotcll AL AU elA ¢l ¥ vy
stAl WA Aol Vet sl AsAcl B ,BH ¥ Project Scope Hud 51l U Define Software scope WS
UU2RS B, Meet Budget Requirement URL A5 VaLsld 8. Aol elaatmi 2 U Vetstal (Subtask

) &\ Indent $319].Tool Barsa] L Rl Indenting HIZ HEEIU B.

Indent AR Ulgsed sl R1allol a3l walal yalsl st 8. Outdent (ualsal) scudl $3l azs
Aoll O @Ru UR A B. olA el UBseul Task oll Entry sl Utfl Axl Gantt Chart GUI sL2L
A AslA B. A Indenting Y&l Al AU (@Al A Yuatl el A 2izs QA HEAdUR ¢l
ucMl elad sleM predecessor (YAoUHL) 2iks Ae s3AA. S8 Ul UBseoll A3 S Hu
stdell adl slu .

Ul stAl Alogotl YU As ugdl As, Asl duR st AsAA (parallel) UG A3, wUYs st 2A sl
HIZ Aol w0UGq] sl 23 wucl Yol €A 8lg 33 dla 8. ale AvlA ¥ yYRAouHlui Task name
AU ASIAA Task-id Predessor SIAHML wuclloll 8l B. Predecessor task A2 Uclloll WA % Gantt
chart view oll Bars A56{l%stoll U Arrow glRL Uscal WA . Task ol (A5 sal W2 link, unlink, oll
GUAdL Aok UR 831 Aslal B. Automatic Task A2 $¥A &l Adl (3RUHL Duration Hours (&t
YHIA 3A3HL A2 sl sla A A2 (Reset) scl AU 8. oA eldd 2old As2AR UIBS2
S URceell Rl olsawl g2l B.

Resource Name Type Initials Max. . Ovt. Rate Cost/Use Accrue Base

Units Rs./hr Rs. At Calendar

Management Work M 100% 0.00 0.00 0.00 Prorated Standard
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Project Manager Work P 100% 0.00 0.00 0.00 Prorated Standard
Analyst Work A 100% 0.00 0.00 0.00 Prorated Standard
Developer Work D 100% 0.00 0.00 0.00 Prorated Standard
Testers Work T 100% 0.00 0.00 0.00 Prorated Standard
Trainers Work T 100% 0.00 0.00 0.00 Prorated Standard
Technical Work T 100% 0.00 0.00 0.00 Prorated Standard
Communicators

Deployment Team  Work D 100% 0.00 0.00 0.00 Prorated Standard

2old 8.8 RA AAB 2t 2ucd

GUAsct e2lddt 2ud [QlAu st sal W2 GuaA(l RAY, AAZ2et 2oicd Hi RAe] o1 Resource
Name $lesHi dal A3uldell AR gsul eallaal W2 GUA([ B. WBseoll w3Rauld Yo RAA
218 AcBalol 531 Ysay] sal W2 Ysalledl €2 ealcdl asia .

|E| i R ols: m-ﬂr\)‘lect-Da’nu-Soﬁware-Dsr- ’\lu:rosnﬁprq_
== i ; B =5 e = KD . .
=) & cot e = IMark an Track {y, ._I.J\ I.?.JI __’__| ‘o " \:=|
= —! s copy - =2 Respadt Links i T W e s t =] petz
Gantt Paste kx| 1 5 B - Manuall Auto Inspect Move Maode Task Information - -
Chart < # Format Painter Bl 7 m| S A T = nactvate s(thJ.z Seheduls B 5 2 & 1 b g
=] Jipboard | Font “ | Schedule | Tasks Inserl | Propertie:
£
? start |
i - TaskMNamz Durstion | Gtart Finich |Prad W |Apris 'is lfpr20. N | #pr 27, 148

SIS IMITWIT[FIS/S [T INITIE[S[S[M[TIW

2ls oAl

2lzs U3l

L wlTam
Peady | =" Mew Tasks: Manually Scheduled |

U 8.23 Huad AA Ut 2lesoll UUH ozl TWlal
URL BRAAARS 2lzs A sl Duration el ddlw eolld ®. YUH 21§ AWopl
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@: H9-t-= Gantt Charklools BAOU-Project-Demo-Software-Dev - Microsoft Project

¥ Gantiinart

Task Resaurce Project View Farmat

i~ z é‘: P T - eeses z Mark onTrack d 3? % %}Inspecr Y| e summary _‘J Mot
E3- e i G Respect Links 1_“@] Move ~ @ Milestone 3 =5 Det
CGhaar;Lttv Pavste ¥ B 7 U | M- A v Cao | @8 | e s v 21?1:§1|||f,_5£§1_igg: 4 Mode - Tavsk B— Information @Ad(
View Clipboard Font P Schedule Tasks Insert Propertie
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e - \pr 1 Apr 23 | May 1 sat May 3
Bl sunazoia ..ﬂ
| L4 _T_ESk p T _Duratmn 7 _Start T j Hl&fc't%ad BT _R‘ 'T1|$N'|T [F]s J:p|rniT'Tl|S\r\ T[F[s
2 days Sun 4/20/14 Tw p——y
Ul elS days Mon 4/21/14  Tue4/22/14 —]
1.5 days Mon 4/21/14 Tue4/22/14 [—]
4 0 days Sun 4/20/14  Sun4/20/14 \‘I 4 4/20
5 Software requirement 10 days Mon 4/21/14  Fri5f2f14
B Conduct needs analysis 6 days Mon 4/21/14 Mon 4/28/14 ]
7 Draft preliminary software 4days Mon 4/21/14 Thu4/24/14 —
specifications \
Ul 2lks = Analysis complete 0 days Mon 4/21/14 Mon 4/21/14 ¢ a/21
{Eﬁd}r | o New Tasks : Manually Scheduled | |[ZE]E f

(A 8.24 2lrs WAARS, sy2auet Ul o, WeRdlet

A3l youl ustAl

[ 1. HSlol olollcall HIZoll 21k GRRA Aal Al 280 ([AlFoL 53,

10.3.3 Milestone Settings

Ugse sl selRs (o, HEetl waal ¥3Rald Yol tlal sl dy AHA A8 A3 B, UBse o
AHA HAlEL Yol sRall daUl AHAUR Time, Resource L@l Coste] WSE (AAUNo2) WA %33
B, lal (Bl stlygldl MUES (MBAR\el) Target el Work A scete] sl 52 8. agld
8.24M s12l (Task) el 512l (subtask), W cdR AR] YBse lolil ElUA 53| B. Task Entry U8
%l A Task Execution HI& GUA( RAA (wld/Refla) stncill %33l 8.

WS Rt A2 5cl Task D Insert D Milestones 5AS 53¢

10.3.4 Rl stncell (R AA¥s)

AGURHL Resource AUl Resource o{l Resource view UR (A% SQCj. Resource allocation oil A4lcloll
AcEla el dsA
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GE U

Resource ID (RAL AUE])  s11242ul ot A2 adl Ay (2l violR Ac))
Type (W) RAA A ysiR

Initial RAR A gsui auial Hi2ell AeRl

Standard Rate $CALs YHIAL slloll €2 (cll$ol wa? YyHIdl 22)
Cost s WL

2old 8.9 RA stoaell w2 @Qau udeall

2olet 8.8M1 £2ldd RA(l APl Ul RAA W AR 3AAUNE YUBs2HL UL vUs(A 8.25Hi
galdd ot lal HOAL.

DI ERE | reouiciisneet Tours
Task Resource Project | View Format

B | B Netwaik Diegrem - . [ Resaurce Lusuoe Al |% o @ Highlight: [No Highlight] -~ Timescels: [ T WY ¥ Timeline | Timeline £
- B calendar = T Resotriestects| | L =/ ¥ Fitte:  [MoFilter] = Dar - " [0 Detaits =
Garitt Task Team Sort Outiine Tables o= o d N
Chart - Usage - Lk Other Views = Planner - BB Other Visws v 2 - B Group by Mo Group] Wir
TarkViews L5 Pesource Viaws I Data Spit View
Scope Training
16fL- 10714 /13114 -4/2314 Fasting

s 2/19/14-4/38/14
—~ cid

Software devel|

Project Com)
@ [Resowcehome  ~ Type  ~ Material = [miils > Group = Wax  ~ Std Fate = |DvkRals ~ [Costlise > Accrus = |Sase ~ Code = | Add New Calume, = |
Indicatnrs M 100%  50.00/hr  50.00/hr 50.00 Prorated Standard

Displays Indigatoes that give e 100%  $0.00/hr  S0.00/hr $0.00 Prorated Standard

PR e {4 Wrorhoton A 100%  50.00/hr  50.00/hr 50.00 Prorated Standard

zbout atack or recource.

D 100% $S0.00fhr  S0.00/hr %0.00 Prorated Standard

@ Press Fi formore heip. K 100%  50.00/hr  50.00/hr $0.00 Prorated Standard

:® Trainers work T 100% So.00fhr  S0.00/hr %0,00 Prorated Standard

03 Technical Work T 100%  50.00fhr  50.00f/hr £0.00 Prorated |Standard
Communicators

Deployment Teal Work 1] 100% S0.00fhr  S0.00/hr 50,00 Prorated Standard

AUgld 8.25 : R slmc{gﬂ dal dRAlds R alle

RA UUBANo2 Task SHHL % U AF BD. UGU] ¥ ¢eol 5AS 5cll Look Up Table Select 531
(Bt aucuell Resource lookup olal B. GUASd W Ulell LLQi $cll Resource Allocation @\ Gantt Chart
View Hi %1 asla 8.

UsA 8.26 RARL S Aal 2125 of Asctot £20A B,
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Task View Hl Warning Q0{l2R B. 2R 818 ugl RAA «3Rad s0dl ay Guallol A AR A
AR Ads A B, Acl Buul Yol Ruelld (Icon) %lal HAA.Aal £ Scll HI2 MU Resource
dulRall GURld SlHell 5CLS (Working Hours) cltlt3l gatell uel AcRAls el Al B. €35 2lRsal
Sloe Ul sl Ao3U EWRW UL 6lal B. YA 21k HIZ %\ Notes assign $3A l 28U
ALBolcy) UHAA A Kol B,

(Bl i 9 - T
“Task Resource Project View

Team Assign  Resourc
Planner ~ | Resources Pool~

= & (] 1] Leveling Options
e »@

% Clear Leveling
Level Level "
o Resource  All  illi Mext Overallocation

tes |Details

View | Assignments | Insert Properties | Level

1T Software-Development-Project B R
o [ Task = Task Name = Duration i Start = Finish = :Predecessursv Resource Names = Jan 10 10~
. ol . . Sl | FSIS[WITIW=|
1 = = Scope 3.5days Mon1/6/14 Thu 1/9/14
2 m 2 Determine project scope 0.5days Mon1/6/14 Mon 1/6/14 Management
4 = Secure project sponsorship 1 day Mon 1/6/14 Tue 1/7/14 2 Management
t I = Define preliminary 1day Tue 1/7/14 Wed 1/8/14 3 Project Manager
G resources Manager
S
é 5 < Secure core resources 1day Wed 1/8/14 Thu 1/9/14 4 Project Manager
6 = Scope complete 0 days Thu 1/9/14 Thu1/9/14 5
7 2 = Analysis/Software 14days Thu1/9/14 Wed
Requirements 1/29/14
g = Conduct needs analysis 5 days Thu 1/9/14 Thu 1/16/14 6 Analyst
- = FR = R R 0 AR Y P 1Y R wll £
N |4 »
MName: | Project Manager | Initials: |P | Max units: | 100% f Previous ": Next
Costs Base cal:  Standard -
Std rate: §0.00/h Per use: 0,00 | Group:
E Ovtrate: '-50.00!!1 | Accrueat prorated v  Code:
& [project D [Task Name | Werk leveingDelay| Dely | ScheduedStart | ScheddedFinsh | -
g Software-Devei 4  iDefine preliminary resources 8h 0d: od: Tue /7/14 wed 1/8/14|[ |
Software-Deve! 5 iSecure COre resources 8h Od Cld Wed :L.’B,FHE Thu 1/9/14
E Software-Deve; 10 iDevelop preliminary budget 16h Od Cld Tue 1;"21;"‘145 Thu 1/23/14
 [SoftwareDevel 11 iReview software specifications/budgeti sh Od Cld Thu 1;"23,."‘145 Thu 1/23/14
Software-Deve: 13 Develop delivery timeline 8h 0d: od: Mon 1/27/14: Mon 1/27/14
Software-Deve: 14 Obtain approvals to proceed {concept,i4h Od Cld Tue 1;"28,."145 Tue 1/28/14
Software-Deve; 15 iSecure required resources 8h Od Cld Tue 1;"28,."145 Wed 1/29/14
SoftwareNevel 73 i0htain annroval o nroceed 4h nd: od: Tue 2i181141 Tue 2018/14] -

| < New Tasks Manually Scheduled |

Ul 8.26 RAA S Aol Y

10.3.5 UBse 3N ael Ual 2519 (Project Estimation and Tracking)

YBse Soglilalel (5As sl Wgseo(l Hddl Anacl sl o B.

WBs2a] U3 (Project Tracking): UlBs2al AHAUR $LOAA (Allocated) R etl GuLl olssl s
el Yol sal M2 AR Asll Progress Track $cll %331 8. 2@l Howusla crgll Track
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59 25U 8lat, Aol BrRUHL slnAct UBse 3o A3ulldl vid Yl w3Rald Yorel YuRiedl (ssed)
WsAol Gl AHAHAEL AUl tF2al Ao3U Yl 5 AsU wlal B.

Ugse 23 sl ugdl calsasll Ad? , @Ay R WL AHaAA? audl A B ddl BrUMl WBse
e AU UBse NaxRee AGARML UMlddl HIZ (include $cll) 8l8s 2RsHL dY WL (Actual
Cost) Uclloll AsUAAL B, B WA 213 s2cllell B.

Wiew
| sy P | Status Date: | |Gl r
| == @ } ll’l !EI;
: == 4 Ll ﬁ4r’21:’14 | ®
Links Between WES Change Calculate Set Move Visual Reports Comp
Projects Working Time Project Baseline = Project rte Reports Praje
Properties Schedule Status Reports

Project Information for 'BAQU-Project-Demo-Software-Dev’

Start date: 500 4420/ 14 = | Currentdate: Mon 4/21/14

Firish date: Fri 5/9/14 ~ | Statusdate:  NA

i }dﬂeﬂﬁ;: Project Start Date * Calendar: Standard

/ All tasks begin as soon as possible. Priarity: | 500 :_:-:
Enterprise Custom Fields

1. Ulgse N, {| Department: |
2. UIBs2 SoslHalet @) : I

I =

(A 8.28 WBs2all Aysl Wl (Project Information)
gl yalld ustAl

[ 1. Uslol dlotldall HiZell YgseHl WA Rol A2 5 U dof 250l 53

10.4 W%se R Aual Qelat

Project Reportoll 3 UAI WA AMA s 53] ‘el AS UBse welllelol dal \Bse AaeNoeoll
Ayel wledl AR sl UR AU WUl Aadl 2y A ddell WAL WAL 2ASU ol RUeU
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(UdAA) ololtell AstA B, WBs2 Aoj oll RUEU [AscU UR BAS 5cll WA WAL YslRetl RUWE
glall HA 8.

(B =9~ AU PIbject-Demo-Software-Dev & Microser roecti

N :

Project stom Links Between WEBS Change Calculate Set Move
Information Fields Prajects > Warking Time Project Baseline = Projed

Insert 1 ’m@&p Da-l Properties Schedule
- i Al oI}

E

Subpraject

| I \C.
o :;:E - |Task Name l . .- ; : 3 1=, =
1 % B = Scope ] : T . g
2 | =1 Determine Project Scope
3 =] Define Preliminary scope Overview. .. o] Costs....
4 2 Scope Complete
E + - Software requirement 4 ; 6 L
6 2 Conduct needs analysis @ B
7 = Draft preliminary software }1 EXNE usiR RAsatet
specifications Assignments... Warkload... Custom...
8 2 Analysis complete L TS I T OS2
g P - Design 145 days — Mon 37217 Trs/oTT
10 | 2 Review preliminary software 14.5days  Mon4/21/14  Fri5/9/14
specifications
1 | 2 Design complete 0 days Mon 4/21/14 Mon 4/21/14
12 =3 = Development 1day Mon 4/21/14 Mon 4/21/14 3. @mé 28U
13 =1 Identify modular/tiered 1day Mon 4/21/14 Mon 4/21/14
design parameters
14 | = Assign development staff 1day Mon 4/21/14 Mon 4/21/14
15 | = Develop code 1day Mon 4/21/14 Mon 4/21/14
16 | b= Developer testing (primary ~ 1day Mon 4/21/14 Mon 4/21/14
debugging)
17 | =1 Development complete Lday Mon 4/21/14 Mon 4/21/14
18 b= = Testing 1day Mon 4/21/14 Mon 4/21/14
A m - a 1 r ’m

(A 8.28 (AU RUEH ol usl?

e Guallal

Overview (3lcdRe}] RUE) UBse A1 @) / Ygse AduHied (Al sal Hie
Cost (512 RU2) Ulgseetl Wlell (Qotd audl RWe

Assignment (HUSoANee RWE)  2ks, RAMAl Wuell U SANR)

Workload (csclls RUé) RARDS A Ul wAd stdelr

Custom (s:2H RWE) UBse 32l Yruel RWE

2old 8.10 (AfQu RBWE ust?

ARy RWeatl ysik ealddl wlat wusQ 8.29ul elAdct B, dcrey RUWE €35 YslRell 2R8q]
ARI (M) WA B. oA elA Ui YsiRetl wdRey] RUEUs] MRl (Generation) 2s B.
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e IR om— e :
Overview Reports - ‘ w -

Subprojed Update
bt Project Frc
Insert Status

Project Summary

— ——— 14

Mon4/21/14  Mon 4/28/14
Mon 4/21/14 Thu4/24/14

Conduct needs analysis .E-days
Draft preliminary software  4days

AUl 8.29 Alareyy RUEN

e Gu_laL

YlBse UMl AYLl UBseq] Al [A3laa

AU Aad 2s Hul 218

B3lsc als sllsc 2lks —ald SR

HIS AR @QQu azs yul a2 ot stiygldt [Aausl
aslol 3¢5 stelodl (Ea

— —— T =

Task Resource Project View - Famat

i;l Save
ﬂ Save As
= Open

|'j‘ Clase

AU QA 2les e

Info

- b
| Samsung ML-2160 Series (USRO0Z) @.66? TrtTH=te
Recent ) e

Printer Properties s )

MNew

Settings

~ | Print Entire Project

"N print the project from start to firish
Save & Send
Ts 4/20/2014 | to 15/9/2014 -

Pages: |1 : to 2 3

B E @ Landscape Crientation hd
m ca a.dj, Letter -

B5"%11!
Page Setup \ - /

N -
AUl 8.30 21s Aact RWe
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AUUA oA W AR JddUNee UBseoll U Add 2iks RWeall [Qoz csA. L A wWUB HAMI
gldd GURASc UBse UMI, AU Add 2Rsd, (38lsc airs, WSt dal al$ol 323 / stalall
Radl RUWE woRe s3Il asia 8. wy Y Yud Aofell sl RUE, $02 RUE, MU ToANRU Ul
ascls RUe ARndLell sloticll asta .

g2 2las RWe

i Reports [z
3 ‘ _ Select 4 [Apr 20,14 |Apr 27, '14 [May 4, '1
== = [WITTFTs s [M[TIWIT[F[s[s[M[TIW[TTE[S [s[M[T
- Close i ——]
i Current Activity Reports =
gl Overview... \ Current / Costs... —
~
Select >
[ I I == = q
3 :’j . =y | =
' %7 \/ﬂ | DDDD : I'_-—-:'-"-a_,‘f |
i | Close |
Assignments. .. Workload... Custom. .. e
14.5days  Mon4/21/14 Fri5/9/14 L]
software 14.5days Mon4/21/14 Fri5/9/14 11
0days Mon4/21/14 Mon 4/21/14 Completed Tasks Should Hawve Slipping Tasks
1day Mon 4/21/14 Mon 4f21/14 \ Started Tasks g
ared 1dav Mon 4/21/14  Mon 4/21/14

ug(d 8.31 s22 2lrs RWeE

Reports

R bR,
| | =
| | =

| =Q

Overview... Current
=
‘%. @llo | lon)
Assignments. .. Workload. .. Custom...
14.5days  Mon 4/21/14  Fri 5/t

iew preliminary software 14.5days  Mon4/21/14  Fri5/'
sifications
ign complete 0 days Mon 4/21/14  Mon 4
ypment 1 day Mon 4/21/14 Mon 4
itify modular/tiered 1 day Mon 4/21/14  Mon 4

Close

=

-

[a] [Apriz, 14

|Apr 20,'14

|Apr27,'1

[sIM[TIw[T[F[s[s[m[T[w[T[F]s[s[M[T]
i .

S

Cost Reports

B

Edit...
[ Cose |

Cash Flow

Budget

Overbudget Earned Value
Resources
N

Overbudget Tasks

AUlg(d 8.32 slwe RUE ol QY si2

GURASH 5l RWE gll WBseHl dUAA olQU WA ¥ 32 $cl, Ulgse oge RWE, A wxe
(URRL $cdl ay W) YAA UBse 2iRs, dy dURAAA RAL dal WBse gkl sHAd 3Rl
RUE GuAsd Wlot 2le Yol elaal AsAt B, wl GURAA AU s stlancell (ab UASeNo2)
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RUE, dal ascls RWE Uyl ol 8. UBs2 2010 YIBse WellolRell 3Rl Yool (s2M) RUe
YL Gotlalal HiE A&H 8.

10.4.2 [Qogud RWeu

UBse 2010 ([Qogud RWE gl aldset RUWE alotlalal Aetd 8. Al YsRell RUE olollaal M2
gl 8.33ul eallcall YHIA Visual Report SISALL ollal WA & Bul AWeal ysik ude 531 New
olzel UR (5As 5cll WS alollcll aAslA B,

; E - - Tiﬁ = = e [ staw pate ﬁ;‘ &l %
) |= = |'ss F a4 1
Subprojec Project  Custom Links Batween (a él -lé e protah Visual PRfports Compare | Spelling
Intormation  Fields Frojects 1 aﬂc‘t u ~ Froject Project Fr Reports Projects
Properties L SR

7

ADOEs LBl i
J Visual Reports - Create Report ﬁ

Select Template
: — Show repert templates created in: [ Microsoft Excel || Microsaft Visio
| 1;5: v |TaskName | rask summary I F.esoLrce Summary | Assignment Summary |
: %q"e' = e B Al | TastUsace | ResourceUsage | AssonmentlUsage |
Mew Te fe. ..
z = Determine Project Scope (2 Baseline Cost Report \ _—_E" empla
| = = 5
3 < Define Breliminary sconel l-—':-_-]B“e"”EWD'k Report
4 | = Scope Complete ey, sk it
N [ St A audget Work Report
5 bl Software requirement & cash Fow Report Sample |
(3 - Conduct needs analysis [E Earned Value Over Time Report i
F ﬂ__:) Draft preliminary Eom.a"/@ﬂcsourceCc!st Summary Repeort
T q L";_'] Resource Remaining Work Report
/ lg_ﬂ Resource Work Availability Report
; 2. Q L-l]_é al&su 2 = Resource Work Summary Report
5 ] |
P =4 = S
‘; = Review preliminary softw)| \ / l l U
fgc“ specifications
= Design complete
= ~ Development
- Identify modular/tiered Select level of usage data to include in the reports  eeks -
design parameters
Enp [C] include report templates from:
= Assign development stafi [Tsarra |
| Modify,
2 Develop code 3 Gei @mé oy
2 Developertesting (primal)|
debugging)
< Development complete
? = Testing [ b (S=venanus )

Ulg(d 8.33 : [Aoyua RWE

Qo RUE QQu auglset (Gul) 3l slke, af, wge sl RUWE, cdR U6 uAul sal Yoo
RUéua auisys A eald B.

ARl waul ustAl

[ 1. HSlot olellaall Hi2ell UBs2 M2 Business Cost Report 01 Qe wGe A
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10.5 LAl

Q1.

1.

10

Q2.

w

uos

Ao [Aseu ude 52U

Project 201041 (A(AY 2Nése YRR 5cll A WIR of ollH 9 B?

A) 2liscy} B) Aotet C) RAA &) D) Gantt Chart View

UlDse of ASS ARASA 32l dAolssA HASURAG B7?

A)3 B)5 C)4 D) 7

Project 2010H1 olcll WBs2 A3 scll HZall ([Ascu o[ Aott Higll 520 B?

A) File>New B) File>Save C) Task=> Insert D) View

slel sl W2 Aldel AHIA (RBARD) ol staagll RAc3et), AN WUl stal a2 (b
R /workhours) HI2 52l (Ascu GuAo(l B2

A)elks] B)RAA gy  ¢) sdeNsy D) Rolot

Ao AU catlalcll MR 53 2w GuAloll ©?

A) Format B) View C) Tasks D) Project

1], Altlet AHIYL, stdatl Ba 2l sl . Altet WHIAloAl ottt QA 230 sl A st
87

A)aeads ] B)Aee UL @ C)RAN < D) UBse

ATUASA ) URse st ue 3dl Ala Guadll ola .

A) U2 23 aclloll ual Yol acloll dilu auat B) UlBsesll AHAN oissl scll.
C) €38 2lRSal AHA Ul D) GUR oll ¢l

UBseal dHA HAEHl Ygl scl dil UHAAR Aoj time, Resource ¥l Costo] WISCot
(AAAN2) sl H2 9 GuA(l B.

A) Milestone  B) Duration Hours  C) Gantt Chart D) Resource View

@QQu auglsct (Gur) A slke, af, vge sle BUWea sl ealld B?

A) ke RUE  B) Qo RWE ) sed RWE D) ATz RUE

sl RUE €35 28 oll YSIR of Ud UMl (AHI]) (A3l ol B?

A) Ryl RWE  B) slke RWE  ©) dabcdlls RWE D) sed RWe

vl ol yRA
Project 2010 $l8co] Aeeo2ol ©. (.mpp, .mpt , .xIs, .ppt)
UlBsea] olg AHAUAS Glollclall 2 ol %32 Ud B. (3ASR, 21’8, Iutat, RAR)
Y@ AssA yg@ udatl Yol et el AgA. (yAoudl, wgjoul, ais, was)
Aol o Yuau sl WA Hsal 12 oll GUoL U B. (Outline, Inline, Task Set)
BOUG Alacdl 2lsal __ el Ul aadl aisal __ sdaa 8. (yRoudl, ugl, usjouad],
uwen)
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Q3. o{lAstl cltsel WA B ¥ vilel A 58l
1. stlal Attot AHIAL WA Asal HER 218 UBUSANR 529 %33 B.

2. Use Yol sal e AHA Halels] Wt 5q %33l otell
3. Al AsY(AdL glRl v 1 Ae A B

4, AR & gl 28 A2 s:cllo] st a8,

5. < Nof 4l UBseell QAU RUEH Rz i B.

Q4. A1~ Assi sl

A B
1. Finish to Start a. SF
2. Start to Finish b, Rojuct

3. 2lks HIS c. FS
4, BWEA Uslk  d. From Excel
5. Import UBs2  e. (Aot AW

6. Finish to Finish . Ydos o{l ygledl uepousll ol yalisdl «tssl s2 &

gclloll

Q1. 1. B (Ratst) 2. B (5) 3. A (File > New) 4. B (R <)) 5. B (View) 6. A (A2a§ <))
7. D (GURell i) 8. A (Milestone) 9. B ([Qosyet 31WE) 10. A (iR AWE)

Q2. 1. .mpp 2. 5Q0S2 3. YAOUHl 4. Outline 5. YA2WH], uspourll 6. cue, 2t

Q3. 1. W2 2.Wg 3.uW3 4. Wg 5. W@

Q4.1.-c (FS) 2.-a (FS) 3. - b (AYUA) 4. - e ([Qoyet W) 5. - d (From Excel)

10.6 Project-2010 YIRS et

Q1. oA e20dcd UBse sl A UL MS Project 2010 12 Guallol 531 oA g2lad st 5A

Activity 1D Activity description Duration (Days) Precedent(s)
A sl s13 of clelet al

1 New Office Branch (Summary Task) - -

2 Recruitment of new staff 6 -

3 Finalize required equipment 2 -
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Activity 1D Activity description Duration (Days) Precedent(s)

Asdldl st of clelet al
4 Finalize computing items 4 -
5 Specify office layout 3 -
6 Training the employees 10 2
7 Purchase equipment 2 3
8 Purchase computing items 8 4
9 Modify office sitting and ambience 8 5
10 Install purchased items 2 7,8
11 Inaugurate new office branch 0.5 10

CURASd 2t ML e2lAct otcfl Al 23 sal W2 o{lA e2lAc st 5 produce a Gantt Chart;
o 21385 Aol 5A

e Network diagram olailell

o Ul%se oli (53lsc W / Critical Path 204l

o UlBse ofl AHA HATEL AN 2l YIBs2 WELD SR 2A3 AN A 180

Q2. olc{l WAURLEL slollalall HIZ dAHR UBse tlolladcl B. 3l el o{lA g2lAc st 53

A ] 2 Yoy . Al M2 ool L, Wllol olollcll, Wellot A stllld olotldll, w52 s2.
e Select Site / UEF2 AW

e Select society type / A2AL ol ysi? ‘?{Qllcﬂ

e Develop Plan / olcl QRUAE ol WAdlol tlotlcl

e Implement Plan / WCllel YW sl 531

e Identify Architect / l($2s52 M ellot ool

e Start society registration Process / Alaadl Q@Q%Ld 59
e Issue Certificates / YHIBL U2 AU

o(lA Yol of 5121 MS Project 2010 Mi $R¢

1. Calender oll al$at 323 5 g2l

2. Set start date as May 26, 2014 and finish date as 31 August 2014.
3. Tasks / s ofl Wl 5A

4. Bl s ol HISARRet d3l} eallal

5. AoUG Alalcll 21’ o Yd / Predecessor i3y g2l
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