| = b varv a“‘%%
, 03 v
ml—mﬁwfﬂmﬁm‘rsaﬁwmﬁwam%? e T e “.3425

What is the difference between windows 8 and 8.17?

SR—favE 8.1 Wﬁwﬁﬂaswﬁaﬁé@m%lsﬂﬁwmqﬁaﬁﬁéw% oTa- AppElT qz-?:lz

ﬂam%l wqﬁa%"%ﬁ%lﬁ"s‘rs
IH & | TH—

Start 929 : ﬁvg‘rtrrsfrc;{zmm@fwdaﬁrﬂﬁmmla?éwmaﬁ%rmmnﬁaéw%aﬁrrﬁmr

&l o, THAT [IST 8.1 7 T 927 BT W A dlsﬁmw%lmwwwwﬁmﬁmﬁﬁwd
BhH Wieg Bl 5, fET SUE S N die AR wEd @ @ e @ W e gy E

ezulzf{ﬁff‘ﬁ?.i‘ﬁ?“. T g7 | e 8.1 gy orfen?r*r IS

K BoottoDesktop ST T ST f2arsd =g e § A W S AT 5 & a9, ﬁvﬁ.—srm W%Fﬁm

32

»Wﬁ’fﬁ{»‘ﬂaﬁwﬁmwuﬁ@ﬁmgzﬁawvﬁa%mu%ﬁﬁqwﬁamw%uﬁmww'

THIT P UGN & H BT A8 W@ ¢ |

91.5¢ Snap Start Screen Apps :- [usIaT 8 ﬁwégﬁqa%%nwwﬁ?ﬁ@rwﬁmwﬁﬂagmﬁwam

39
VES

QW%TWHRW%@##WH?’%T&TIW81MWW%WOW\’TWWW?@%{WW%
Wﬁwqmmaﬁ@%w%l | | Q
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79 3 —WSI%WWWWWW—
Write short notes on the following for window 8.1 :
(i) Shut down, (ii) Sleep (iii) Hibernate
FT—(i) Shut down —(Turn your PC off completely)
fque 8.1 %ﬁmaﬁmzﬁraﬁq%ﬁﬂﬁmaﬁﬁamau start g2 Wusdﬁ?ﬁaﬁma{‘ﬁ
Fiare W Windows logo key + X gaTd | iR hi T &€ Th Start favgy qe Rarg 2| 59 R s
F & Start FIUST A 8/ M9 | ¢y Shut down T W =T foeh T & O Teh 21T S G o
) 39T 21d & | Restart 317 shutdown | 3/ Shut down W feTes ¢ a1 39 &KX 37X 19 & 319 Shut down
T & A R HYE dE B AT T GBR 1Y 0 R B I ST H A ¢ |
(ii) Sleep—(Open power options)
o RUSKeT 8.1 % RoT, TH & fhAI & swipe ¢ aT search 27 &Y (AfE 3T ST &1 Swdl & @ €, dF BHA
& SUli-ant B W UiEIT &Y, g WiEeX Bl A o A SR T R @ ar search FY), search S
% Power options ok @ AR IAh @@ Power Options T o7 a1 foreteh e § |
o g 3 EHIMT, TaaE AT AU T YA BT T &, af M7 Choose what the power buttons do Ft FaF
&t | fR o it 3 favet gerdt € 78 shutdown setting & T8 sleep &1 T8 & 3R IWS aic Save
'changesﬂ-?[ﬁfr\ﬂziﬁaflWmm-mﬁwaﬁsleepﬁl@ﬁﬁwmgl .
(iii) Hibernate—(To hibernate your PC)
o TS 8.1 & Tow, @A & fohe & swipe Y AT search 39 & (3R 3T 9req T SWHRT & @ €, @ BhiA
& SU AT FH W GRS HE, qed UiEed I "9 o e 34K {6 o H ar scarch &), search i
# Power options enter %{ 3R 8% arg Power options T 27 a7 fe &Y |
« Choose what the power button does & o ® I f Change scttings that are currently

unavailable & &elde & | R T 99 319 fooet el & 389 Shut down Setting & T&d Hlbcmdlcﬁw
&7 T B (A T8 IYa &) AR R save changes F g HL | ,
« T YR 3T ST A Hibemate 50 &4 ¥ | - Q

-
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79 11— Frofafaa W 7 g fadi-
- Write short notes on the following :
(1) Wikipedia (6)
(2) Typing Text in the Regicnal Language (7)
(3) Google map . (8) App}y for passport online
(9) D

(4)  Online Train Ticket Bocking

Booking online gas refill

Apply for PAN card online

(5) Online electricity bill pay

T—(1) z’Vlklpedla——W ikipedia T Free fIgaaisr & ot &¢ fait =fert am Edll B} ﬁ'@T ST el & | 39 SfTens
ﬁ-‘?ﬂﬂfﬁﬁ & TET O g, @i T Topics W g ¥ | Wikipedia & Articles 270 & o Sarer sra & Hig

gl
Wikipedia T 1 &a1g 41T & gr & forar a1 @ (Wiki-Siet) | 78 Seieiion &7 e QT wreas & o Jaarse
mﬁsmwﬁmmawaﬁm%lfaﬁsd’r%m%mmleﬁaﬁwﬂ 3BT S ey < & fog gfvar R &

@&l Volunteer 9T AR & & |
Wikipedia 1 {[&oTa aw 2001 F g dr | viafeT @t fafsfifar volunteer aiffdere fraa & ofR wmr & Edit

’ﬂmﬁ%ﬁmﬁmWlklpedlaaﬁ{mwmﬁaﬁonlmcpou.l'“{lWW%WWMW%MI?TW
STERT O ol ¥ |
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Marti's PGDCA Solved Paper Sem.;

{ ] X ~ ~
10] L i A TP (e, v, draxaisve) | 11
o s e |
ffedfea $ TET SR - . ! . . . )
« Rrpdtear © Red W AR h T TG & ae 8l . . AT UserlIiDI; :;;slsword 3R Captcha type T Login | piyn my soumey Cuzk Book
. BEiear & Homepage W 319 @ Topics & Articles 78 ¥ € . . bumop T clck A
wia . 3 wh‘gpﬁ‘ﬁ—gmpiciq%mﬁrm‘rmﬁé;mmwgl i Login & W & dT¢ A9 left side & Plan my Journey Uit
* Wi A& ge T il S R - A oo -8 3 B ST T .
. ¥d "h K < ﬁmm — gai; Reference Linkq—{ AT g\a% GIR website & content | &6l Plan.n-er tool W A Qzlrl, 99 \ﬂhlq:\x‘l‘ Cﬂ.‘ﬁ "I.-I.CL:C}
 feeeft ¥t Article & Content 31 s . =23 Booking ¥ related information fill £ & T97% 917 7 A1 .
F1 A 0 T4 6 1 et P AT T - 582
o omoy ey S 5 & Ry & % ST content % T & FE | . . . :
- fERT % Article & 721 S 1A volunteer {3 uploadﬁ ¢ AR | « From Station—3d field § 9T <4 station F | =47 ©4=
g A D " - 5 T f ‘name type FTT & F& A ST train H T, S Fiexible with Date
« ST S W T A wikipedia & @I F ST AT & T ¢ e i 4 T FRET T city % station name Fé GaT & AT | ToretTeoE E.xhet v
- THd =, T s o R W T A ol @ A aga ek Pt § s wikipedia W AeR 7% R google 7 & ¥ A & € 5 “railway N S N——
2 9% ¥ topics &1 ' ! station in agra”. -
Fafrditean 1 SuaTT- ¢ To Station—-=d ficld ¥ MW=l 39 station 7T Sutn | Resel|

& Link T C]leH.=>"upS.:” nain type &0 % @ W T rain & =™ =
Journey Daie—g field ¥ 3w dr Date Select
it & Forer o o Jourmey W SIFT TE 3, &7 IRCTC W Cnline Trein Booking 4 7&17 W67 7% %7

Step1 : Fad we 9 Wikipedia % J9815E W visit & & g &Y
www.wikipedia.org -
: 5% a1 amE Wikipedia.org 3a€RE H Homepag @ &R 39 English 7 T& T Search

Step 2
maﬁﬁ%ﬁm%&@zsea:chwﬁamEnterzi?az:fairmémrlwnarm?ﬁrﬁﬁh A Wl :
=1 T 9T & 4 “Read Wikipedia in Your Language™ T Click &1 21T | T &1 fewdy « Ticket Type—z® field & ST ST ticket F1 type choose F &, T type &l & E-ticket Tr 9
¥ qzer areq € f <@ Tab § =1 W Click FI ’ ST ticket booked BT Tl AT $U% mobile W TH message I, 154 a1 99 information Z7 Eilca
Step3 @ 71 W Click %3 % arz s fafwiifear % i 1 52 R Wikipedia Hindi Version 3=t licket ¥ @1 & ole-4 & message ST T ticket 1 1 M, ST train % A9 F71 3 TTE T

ticket AT AT ST SH message f@T T & |
TEY type T & I-ticket AW FF MY ticket booked T ST 7 Indian railway 3Tq% Famd 9 address
T ticket send HTW, &1 AT & S amET railway station 3 ticket counter @@ ferir 31
« @ information FA-E fill =77 % A% cubmit button W click FT 1
 « 3@ & Train Between Stations 3 table IR AT e st 1 TT train I T 4§ related
.’ information T ST ST 3% T T4 stations §¢ Taai €1
| « Select Quota—3as 9z § & General Quota Select S/aT & T el = 27 ¥ &9 I seats =

S S T 7 T box R R ferr & e <t RRpdiTar” S R W EE 0
STE GIFT & Search F WA §1 - : 3
(2) Typing Text in the regional language—f7& SUET (mobile, PC, Laptop) W regional JTdT &l i
FET AEd 99 W regional Language & eIt '
Keyboard % w1 regional language &1 977 & a1c , 99
ST regional language FT ST 3T § 22T &, T o
FH A F regional language T HTa5d SR T 3T

Try Google Input Tools online

Google Inout Teg's makes tanguage you choose anpvhzre

Hind - 3 L .
F T TG & 1 A1 A9 A KB 1 T § @ e E R quota ¥ 1T ¥, T30 ST Physically Handicap person, ladies, tatkal &1 quota ofi 73 €, ¥ quota
T S ST i % e, 4G AT gE Gar d l & o 9 wain T seats reserve TR &1
Hq= %, @ A A i we W faea free ?ﬁ:a 1 * Traii ivo.—3 tiain B T unique no. BT = T use T ST train & A H A TEA & |
" + Train Name—az! train & Name ST ¥, SIIGTI @07 train & S8 9 § & TFG & 1 train 320 &, B0

SIS ST TR X A & 1 AW G WG B | 5 4 " A 3w
{ spced?f el 8, 995 FTHN faciliiies & S@MR 1

& ATE, Y AR SR T%, F5aH, Google, T24d & (- ; S A

Pl e ot 3 22 7 50 reional laneuage B ' | « From—3ag S9! 30 station & code T ST Wor & AGan train § F&T 1

& W F WA - Bl F— ; « Departure —38 field & ST & a1 Tl § b from station & train FFAT T Twt it start 2rt fored
‘ i S T W station TET W FE seat T 5 A | : ‘ _

« To—7&t ST 3§ station & code T ST Tl W YT truin § SACT & 1 39 field § r;’].;la station

(3) Google Map—Tet it e 1 211 <oy Tar s wfbart & o o are et 4 e e |
code T M & @ T itk HY train W%H SOd TG To station & 1-2 stations & ah A arel i

Wﬁmm%mqﬁﬁmﬁrﬁ{qm%@ﬁmm@aﬁm,ﬁqﬁ%?meﬂq_ca QF” ;) i

;ﬁﬂgvaﬂﬁlgmg_mﬁlﬁmmm%wmm&mwmwéﬂﬁs%&m} ERERIRY
T ST S 9l FHA e & 6 A0 Smer-qrr g @ a1 dew, Teive, | « Arrival—3¥ field & 39T & TaT =Tw@l & Bh train station T Reaw a9t IET A1 | .

+ Dist. (kn)—3 field & STOHI GM1 stations (to-from) & I # e distance % T gar I 81

T F T ST ST | T A9 A weE A G A E 9 SR S de T % o oM B A |
« Travel India—38 field & TG 3 T 6T & 75 SWOHT 10 station ¥ from station T TG 7 AT

amzmgqﬁmpfﬁm‘m_mw@sqrmwmh&m%ﬁnﬁwﬁmm%wﬁaﬁ
m@)(;l fore off @ % faw wive & aar 2w fepcrtT & T | Tl
nline Train Ticket Booking—aad 9ea /9 ¢ i 7 oTR T ' E8 - | g5 e
T URL type &, https://www.irctc clon§1 STTH e ST computer ® browser open i #i f#R address bar * Days—S¥ field § ST1 51 ol & 5 table 3 e wains Trw<ar & et (Monday-Sugday)
ircte.co. mm<mmwﬁmwromwaﬂ@mmwf0ﬁnﬁ %ﬁﬂﬁm—ﬁ?ﬁﬁ?qﬁﬂaé|ﬁ\'{{daya§‘rlrainm~%EHWriglllWﬁﬁmmim?I -

——
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12|

%% 1A Sleeper Class (SL), ¥irst Class AC (14), AC
Class '(13) AC Chair Car (CC) 3T Ge""'mlmﬁ a
iy % & ang I budget & farg

"« Class—& train & T type ¥ coaches (=)
Two Tier (2A). AC Three Tier (3A), Sentcr. (23
7 Class ¥t 323 £ | & Coach 3 ticket rate 3 Facilities S-S B

Choose T TF ¥ | A _ .
. ?raC:r? ﬁmoous-:in% AR FE T E SR) row # ARE A W:ﬁ 2 class & link W click ARy
3 i ick fxm &1
33 Adman Express Train @ Slecper Class (SL) ¥ click 4 . ’ .
o 31T TR u'ainrl,)cm'ecn statioas IY table & TT SMTHH choose B & tmmﬁ'{ CI.EISS??T i:‘-ﬂ\ m,:zbll];ly
R S TR (fare) TR MG | SRR seats T & & TR WL (Waiting List) T & §$ mber
forar w arqm Jike WLS Y train & s 2800 S8 & J84 S seats W booked & TA &, 3K seats

©

g ¥ & ST available 3 e & of v o W fr ot P seats available ® like AVAILABLE.

010 T 3t train § 10 seats T €1 _ o e .
&3 &t seats available & @ seats book FTT MY A SR waiting list 10 seats & 31X & T booked

F A A i aga F A AT tickess cancelied () F W ¥ 3 st confinn seats frer

i, e o R (day) ST T O AT ST € st availability 3@ FT S date % A1 Book Now
Link W click 7 &Rl | . : . ‘

« ¥T WS WA TS form T QT Frad SmE! Passenger Details type Be| % Details type &7 &
T 919 4Rt @ ¥ information 3T TEY & TGS T AH capicha Select HIW & f® Next Button T
Click & 1 : . ) . .

« @ 3% W Journey Details, Passenger Details, Availability Details 3R [are D.et:n!s T S,
ST Y Details Wt & & 39 Process & ST 9g7 § & AT 579 3T Payment Option JTERT 3Tt
Payment Method (F=), select & Y T 33 % an Net Banking, Debit Card With PIN ¥ payment
N EHRA B :

« 3% & Payment Tronsaction T & AT &M 3197 267 IRCTC AT website T ToF (redirect) BIEUEE

& AE AT booked FY T ticket T AT, T T T A1 54 print ¥ I THY & D A
mobile T T SMS ¥ ST & 1 ‘
{5) Online electricity bill pay=35® T Steps Fr=1 -
- « HE o ST HaTsd § Paytm app 3G ST S Rt o R & e & fog A o a fAwe
R T W 29 AR
o 7T T Ve T AR A | SED IR AE TR G 1 PR WS T F 0w § ot fawedt 9t afdw
W AT &t 7q Tl  forer & &, wed arg =7 e faan €, 8 @93 = | it BP numbes/Consumer
ID W, 3 off oo w8 & B il fem v & A ores e Ra @1 e &, & e §
| '
o A VY H I & W, 7w SR, R e o B win @ fam & T wh e e swan iy
few 9% 7 3 e AT o R @ vme & $ faer F A
* &9 T AWF paytm I FT 1A @ a1 | F M) DT & Arem a1 ft ¥1 SR Promo FE ¥ 4T
- % U9 de ¥ O o O S

* AT R F Riv SR e 9w F & & o Use Payim Wallet & &Iy aa & i o1 @ €1 7R /)|

T & @ ¥ A o wow o st e s eRA B
) mmﬁmm%?ﬁmqﬁm%'ﬁ"ﬁm:%W,@Wmimﬂpaytm

& forere @ fost s fan o e B ,
-m:smmmaﬁéaﬁmﬁﬁm‘. AT Fastell & faa o & g B 1 e g & Rl
I % ez W fow § fear g fm

(6) Booking Online Gas Refill —af% sTq 993 w=ew & itz vy, i Redieg & R FAT A=

%ﬁ;ﬂ%ﬁmmSzepsﬁmmmmmﬁvﬁﬁ;mam%mnﬁﬁﬁmﬁ
ed ) |

§ [ D (@, w, TRz : |13

« LPG & RiFe” 3% T % DT TR S 771 My LEC. in W A 95 1 396 T 7EH
5 B .
To Jein PAHAL(DBTL}) 2nd A~=% of Rz zulsr LFG Services
Online Please Enter Your * -Lizit LPG ID Balow
(Click here iz Ko

v p————

: fax

« 51T e R T 3 ) ave 17 i @ qad 1D WA A ¢ 9 SR et D 9ar Té E at
{6 here 3T TRRT 1D W Reies ¢ STGAT 1d 519 &4 & | .

« LPG GAS Booking ID 9% & a1¢ §3152 927 T i 3T &1 :

« T 9% AGH FFL T AT E7 | TR SAGH AT TR A% AR 1D | |01 3 F & | T FA
B 9% SH I A1 GR AR Ffeer e ad Tudial. GAS Booking FF & 4 3R o7 feeeq
roilecaid] .

* 3& 91 AT A SITE Book Now T W s Hth [GeI73 &I T BT §5d & |

7. Apply for PAN card online — .

A 2 H AR S i PAN & T2 3= SfiFamret it  for <1 et e foyeiem & | 30 & waedt
NSDL (National Securitics Depository Limited) St Tt UTHTSLE | 35 31 @i & aid g 39+ PAN
% gUR/aTad ST AT PAN & Riq e &< a5 £

* @ Tew NSDL @ 398722 & 30 I 1 o199 9o § 39 &i-
https : /tin.tin.nsdl.com/pan/form49A html

*+ TS AR AT SR “Apply-for a new PAN™ &t 19 F@ “individual” W B® #1350 a8 ATH
* T & O H SMIRN T A AFGI WE A -3 A, W F77 A, S99, 99, gender TR |
* TD AR B TF R @ G ME AO BT W 2, AO FI3 § Hawd FRE uft & FE 3w
TE T2 AET A & | AT AO T3 T [T T IR 9T X &— https : Min.tin.nsdl.com/pan2/
servleVAOScarch |
* S foish W SR 31O ST & et 3 alphabet % ST o9 18T F AO Fi3 UaT 3 0% &1 AO F1S
W & AO FT I Hiad H AT I T HIT T | s
* TR AR HH & a1 THe &1 A ST & PAN 20 FT ©100 B | 39T 5110 T b 8T FT 870 |
A W G &1 Hise/sfe a1 R IFn § Afd ¢ amd 7)o Ui dus gi .

* ¥z FE G & 9% AT submit W FRrE 72 % 1 Submit & 92 UF AR G A 3G o 05 FE
Frs AT T A1 A8 & | AR B T Ia9 & a1 submit T FFTE 3
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14 Maruti's PGDCA smv%

» YT QOTITEs T B & a8 s T “acknowledgment form” f&@ | 38 acknowledgmen for i
) 1smm@§mm%mmﬁPAN%@WWW%WWWWWE;.-
T acknowledgment fcrm &7 e e 1 .,
» e P & 91 96 Wi W & T Ee Wi attach H <
* Bt T fU O wE W AT wwER a d |
mmmﬁmwwmmmxwmﬁwmmﬂ'W‘Fﬁ%w
application for PAN R & ITD @ St 1 7 Wi aiams % & 15 R & ofat et fean VT Sty |
] Applv for Passport Online—zaa@ RT steps fr1 §— '
* TG TEN T qraQd dar @ aRwHRE 396 hitp : /www.passportindia.gov.in W friE &Y
* AR ST FW P 9IS * ‘Newuser”mﬁwwwﬁmmmmﬂmaﬁ WW%
Ut 39 By |
. Reolstrauonﬁvrqwqumtﬁémﬁqn‘qﬁmﬁ@rgﬁaﬁmwﬁmwaﬁ mé
mmqmﬁmw(sumame)gﬁfloﬁDOBE{ﬁWfNN"ﬁﬁWﬁfﬁfgﬁl (el
I =1fen) | 39 & YD A EMAIL, qmaganﬁwaﬁla’rﬂﬁWRemstrauonWﬁﬁww
T § I 3 qle § WY ,
. mmmaﬁﬁaﬁmaﬂﬁwﬁ%mmmwﬂéwwﬁﬁmﬂﬁam
* Registration T R W 37Ma9aqe% oA R & 916 Register W i @ |
. WWWWQW? I MY ERT PassponSevaWWG{T‘Iaﬁ'{ Logm?lﬂq'(ﬁﬁﬂ?am
- * Login Y5 W Login ID & 3197 3w ugd (Email Address) ST 2R continue W fekeieh | 1
sa%aﬁmméﬁaqiqwaéaﬁtcapmhaqaﬁmaﬁﬁamaﬁr 2
* 379 i SATYH HIE I & Germ @ i “Apply for Fresh Passport/Reissue of Passport” ‘R’ﬁ?ﬁi?ﬁili
"G AL 9 o fame E-
* R 3T GH P STSTAE &b I TR ATAS BT T & il “Click here to download the soft copy<
~ of the form” fa&heq @I g | |
« TER T & ST BT T S & O ah E, mm&mwmg—‘r“cmkheretoﬁume?
application form online” faehed &1 T | T& AU ACS & &1 Fad I(AT TXHT & | g
-mmm,aaﬁW@mwwmﬁqmﬁmﬁ%MW%%ﬁﬂﬁﬁwgﬁaﬁ—
e New passport or Passport Reissue
* General or Tatkal ‘ : ' |
R AT Y GG & o7 STREH T @ & o ST “new passport or passport reissue” aTel fHered &y GREll
B | :
« 54 15 Next W foRkieh o, Sl d9-U97 Gl | 96 W 0! Aa92eh Mot STehiiar & (39 =, gar, 39
3AIR) SR B R o & aIg Mad e Rl &% a9 Submit Application Fo7 W frerer @ |
o B apply 81 a1¢ f & @ 7 & AR View saved/Submit Applications R e ¢
* 3 d1G M7 A submit fhd T YrAUIE ST Hl <@ T |
* 36% arc Pay and Schedule Appointment 9% faTe &1 |
* &g Online Payment fqeq &1 fiwae ¢ 3t Next W T & |
mmamsmaﬁwaquwmﬁm#ﬁaﬁzﬁﬁwﬁmq%ﬁamm aqﬁ@rm
mﬁaﬁqzﬁl . 7
« Captcha @I 8% qlieh- & ¥ 3R Next W forier i | 3Tl U1 & 39 Pay and Book Appomtmemq'{
fereTeh e UHE Ted W g S 98t | e JHe F |
(39 9ie & fau 7 dfew, Hise a1 e w1 w1 sLmT F FHd 8)
o J9 & e ghadrgde T SN 3y PassporlSevaEﬁBﬁ?ﬂﬁEWWq@Wl
e 3[q 39l PassportSeva Kendra @ &% & Appointment Confirmation f&e ST |
« 31 39 Print Application Receipt W % @ a7 Appointment Confirmation &1 fieanse o o |
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(9) Download eBook—szaes fou steps frr $— _ A
- I Ted A T decide B o 9 B A g U w1Ed & A7 SISEIS HAT AEd o |
R . Eﬂmﬂ.w_@ww%my\_ooswgaﬂ%wﬂmwmﬂﬂﬂﬂ_
A AIE: 5] W § AT eBook T UZES BT & T SIS FE El
* Moon Reader Tiib9 = &l 39T Y | |
* 919 9 § SR Net Library W fores ¢ |
* 309 g F AN ST A BT I8 W fRren @ TR ‘Add new catalog” @ Sifeg W RRE Y|
* &AM 99 H ‘Hindi Yaar’=i5q &% ek URL 39 4 hitps://tuebl.ca/catalog argy Exd
* AT OK W feRTes Y qMMh heal g o A | - y
‘ ...wﬁ?@m@wmﬁ.ﬂaznﬁtgﬁzﬂﬂm%&ﬂd@mwﬁ;ﬂ%ﬁ?ﬁ%ﬂa@%ﬁﬂ_
. * 39 search bar § 3T HT o7 ebook T &Y gHa ¥ ,
° ST STkl S THE Bl Ioh A AT a9 T W sy FF |
* AT AT RS T W Ak Fieb S0 SIS B G T |

i |
1. YT TTW FG9R ST Y |

2. ebook.bike/search I 9T fifse He |

3. search box & fhdT I ebook W & Y| - |

4. Reiee o €4 & 1% 99 % & EPUB Wite ¥ sravdles &7 o | , |

, ,m.%@amm%&mv:w@ﬁ_%ﬁﬂﬂﬂﬁ@%ﬁﬁwg Q

| R AT P AR ECIELS MH& T uw; S 10S, .%Ea.oému Mac, MU.O, Laptop,efc. 99 9 I8 A9 Bfer
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g7 12— Windows Accessories 0 it fafir graemel @t fadem wifsd)
Discuss the various facilities of Windows Accessories group. :
Tat—Windows Accessories JU {aUSIeT &1 Teaqel Wi & | RvSe # Windows Accessories & sl weaqel 9
| gqa?.aé:l?f ¥ R & STl STasdedl & SN 77 FBIIAN JINT e & | Windows & Start Menu TX Click
H & I9AIq yafst fore ¥ Programs Option &l & Hid & a1 39 W Mouse@r Click Y & | 36 Y9 Programs
& Sad wefdf foee ¥ § Accessories &l Select T & qdr =9 9T Click 35{?1'%, dar g9 Group% s=ata fafs=r
el 2 T SR A ¥ 1 R e o 4w 9 g et & >
o &{@eT HU (Character Map)—%{@eX A (Character Map) Windows i we UEr gl & e TanT
o T S & G 6 6w wive # R ofeR & 1 Keyboard W SI-T Key a7 Key Combination &
feetiter Tendn T £ 159 Q0 Hl I & ford Character Map thion ¥ Double Click & | Screen W
e & Windows TSR BT & | 38 Windows H 37T ®ive & Ry R Keys @ 2@+ & fad Font &
e 3 ™ Text box & & AT & & S RCIEE 0 W Click &% & @ DropDownListQ'dﬁf?f Bl 81 39
DropDown List & faf¥= Fonts &1 Tl qeRfe 8T ¥, 50 gt § & 3R Font & I & T 9198 Character

Map Window T &1 & $T Close button T Click Hd 2l - |

e %T—l’ﬁmfa—d’{ (Calculator)—Windows H 9l Accessories J9 ¥ SulRed 59 el <hl THRT &9 SRR T
meﬁf@ﬁﬁﬂa Z1 %ﬂcgﬁd{aﬁﬂﬁﬁ%ﬁﬁScreenW@‘W%ﬁ@ﬁﬂ?ﬁﬁﬁﬁT%l
ELs| z?;aagﬁa &% H1eA9 § &9 Arithmatic Operation G W &Y Hehd &, 3qeh a1 & e TR (Scientific
Calculation) 3T &Y qFT &1 295 07 wieh? 9 digit T % button 21d € | +, —, /. X buttons T 29 & et waiT
WW%@W%IW%Gﬁﬁﬂﬁﬁ!ﬁiﬂbuttonsﬁﬁ%ﬁi%aﬂ:ﬁmmmm%l

e weUz (NotePad)—NotePad Program RIS &7 TR TR BT € | 38 7aT 89 Windows 5 Text File
qﬂﬁ%ﬁam%lmwm@mﬁ?ﬂExfellsion.txtﬁw%l.ﬁ(ﬁgﬂ%mﬁwwFile
# o 29 NotePad § @Id HFa & | NotcPad § il 74T File @7 Size 64 KB 2T =R | NotePad U BRRT-4T
% TEET digeda) &1 399 File, Edit, Format, View @41 Help Menu B B T

o ¥ (Paint)-Windows Accessorics J7 ¥ SUfERT Paint Tool $T=1 TEAT o6 ¥ | 59 < dl e 9 o
for, e e TE IR qAR AT FH ¥ 2 Paint brush 3 &3 € | Paint brush § Toolbox Window

s
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ﬁJT%ISHToolbmffﬁf‘}i_’Tookﬁf % ot 39 29 149, mewﬁﬁﬁﬁgf gaq
T Drawing Program 2IaT & | aﬁm—.ﬁ:wmwﬁqﬁw 73T 3T & &7 4 Y951 &d & I A= "T
4 =, Yaes aa T 59 Garl F Z | Paint brush & @l 1T File &7 Exteusmn 99 bmp’ﬁﬂ' |

o TSUT (WGI‘dPad]—ﬁldqs "T w o geqs o e & Hr"{ Text Editor &l & 198 q7 Windows &I a5
TR S 3 GetE § w=7 U 4ig T & @ GHd &, aih 95us B oK 3 Sifr =7er & 9UEk
X Ghd & | T2AS B IFEL AITUL =r ST Features 217 &; S—WordPad % 3=t Sélected Word, Live €1
Paragraph Formatting &Y gohd 2, SiEks NotePad F 3=<{ Selected Word, Line Ff‘d’JT YIS & BIETET
("omatﬁi'zv)q’ga‘?{m%l IEUE % &Y Text &l (A= CoIorsT-TQ'T-‘iln T FFhd & adich qieUE & F}
Text @1 Color &l 9&d Tahdl 2 |

e T (Games) —Windows Accessories & =TI (AT~ 9&K & Gamas SUW=] &I & [vive 89 SBIaR Select
T GEd 2 gur Computer 97 Games &d @ohd gl o
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Write short notes on the following :

(i)

Recycle Bin.

(ii) Media Player.
™~(iii) NotcPad.

3T (i) Recycle Bin ~Rvart i e § Remsa R (Recycle Bin) @ eyl Tool € | ﬁ"?faamﬁ"f
ﬁmﬁ%@ghmﬁmﬁhm%amﬁ%@mﬁawﬁ?_m%|ﬁv§1§rmﬁ,WTEWZL?{
B 3 o o TRl S 1 e ) e e A 4 Gt qer Biesd 48 4 82 K §, feg & Rt fa A
W A ¥ AR o ErEe U Wi @) T A e & o 37 Rarsa o 8 O AT 6 WA
Gf;mgl Recycle Bin & @ @ 1l 24 Icon W Double Clickﬂﬂﬁ%lmqﬂaﬂﬁ“ﬂmmaﬁm SL:reen
T TRiT 8 ¥1 Recyele Bin & HEE A1 et 1 AT A1 F i o Pt Steps 1 e T@d ¥-

Step 1
Step 2

Step 3

. YRt fver & weRfd Ramee o & aMgeT W Double Click &id € | ,
. Reramd & Window B8 T TeidiT 2l & 1 38 Window & 37X fafte= qrammi @t feefie &t Tt

: -5—«7%_'%Fmrﬁrsamv(ﬁ@?aﬁmwmﬁ%?ﬁ%ﬁwmmqﬁ@@rSelectiﬂ'@i

T T Mouse "" Right button EREAEEGRA Popup Menu q El'q’fﬁﬁ ﬁﬂ?f ¥ ¥ Restore Option &
Click %70 &, &1 Hra [: 310 T W 96d Sl & |

(ii) Media Player—Media Player Windows % Fnicriainment Group ¥ SuRerd %F‘IT!! <l HE HG |
Affeay, el qar TARYM FEe dl T ared # 7 9% foe 29 @S ¥ Entertainment Tools § Sqeesr Media
Player Tool &l Wi &¥d & 54 3¢ 7ge § el %1 I 4@ ?ﬂ'eﬁ’ g, @ 38% f@ Media Player @ gRT WL
T A 7@ §ahd & | Windows ¥ Media Player &1 T & {o&l Friiehe Steps T SIERTT i §— i

Step 1

Step2

Step 3

: TR 781 % Tk A W WEidid Start T Click &Y AT windows + C key Rﬂﬁ |
: &9 Search Box & Accessories @l Type ¢ SEH T 3T Accessories B 3T Entertainment option

T Click &% & @ [afi= Entertainments Tools TEf3fd 21 &, T8 & Media Player & Select
2 41 38 W Click H § |

+ T U Media Player favst ef3ier Bl & 1. 388 31 File Menu @ =X Play Option @I Click

H T WA AT TR S, Az @ Chiorr wred @t Play o ¥ {

|
-

iif) NotePad —Windows &f¢{é fimq % NotePad By default Text Editor ¥ | fielis 92 SafdT g & Rraa

AT 29 Text File 99 % fdl e )
Top WX Title bar 211 % forq wt wiza 71 sy W& X & | T8 A9 Mey
View @47 Help Menu 21 # | ‘

U3 g T TR Extension Name .txt BT & | A2 & 31T BY
AT F A B St 64 KB TR @ G A aad E ) Al i

7

W bar BIT & | Menu bar ¥ File, Edit, Format, -

File Menu & s=wid feifofaa Submerus 813 €—
o New—New Submenu & %A1 NotePad 7 T WIS & TN B o frar AT B
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e Open-Open Submenu &t El?iﬂ'fr NotePad § Existing File ! @l & fora fopar Simar gl

e Save—Save Submenu % YT NotePad T WIET H AT (Save) T B o B gl

e Save As—Save As Submenu & gIT NotePad & Ygal & Save &1 T BIgel &l A9 98e & [ad F Bl

e Page Setup—Page Setup Submenu FHT g NotePad & Page & fafir= fraRer @ & fog far S gl

Edit Menu & 3<% M=feiag Submenus Biq - |

e Undo-Undo Submenu & Y917 HrelT # year g R T g @ e e @ oy forar ST B

o Cut—Cut Submenu T I Y5 ¥ Rdiere Rl Text o gaa e & wery & Ry R ST 1 et & geman
AT Text Clipboard W Copy 8 ST & : '

e Copy—Copy Submenu ®T Y417 Select R T3 Text &y 308 WF[ W & g4 fausis E?)'.Clipboard WX Copy
He @ ford foham o1mer 3 | ' | -

o Paste—Paste Submenu &7 SR Selected Text & Cut AT Copy &% @& U] Destination & T W Paste
© o & (o fRaT ST B ) T ‘ °
‘o Del—Del Submenu %7 Y41 Selected Text & &1 & iy &y &) -
e Select All-Select All Submenu T YT HEd & T Data &7 Select FE & Ry 0 &1
° Tim%/Date—é'Hﬁ?EWEEf JART g mé{'_%wq?aﬁ#ﬁmamaﬁ@ﬁﬁ@hﬁ% fordr femam
e Word Wrap—Word Wrap Submenu & Y41 79 B g 99 Feus # Text Type fRaT ST &, @ Next Row
F q9 e AT AT & 99 o 1% Enter Key &I 99T 7 fRar Gﬂ'&,_ i< 87 Word Wrap Option &l _gﬁ?f g
NotePad & Text & & Tl @8 § 4gq 9wam &1 - | ‘
o Font—3d Option %1 FINT NotePad # for@ T 21e1 @1 Bold, Italic, Underline T SR &I 950 & R asg
¥ , i a7 '
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7v7 14 —  Windows TN fmen & sy Frfafas s S 1?7 @0smsd |
How do you perform the following works in Windows Operating System? Explain.
(i) Copy, Cut and Paste. |
(ii) Create a Folder and Shortcut. _
F@—(i) Copy, Cut and Paste—fveir ST fye & wige ol Biest I Copy T & 3 ilh 213 eq
RS TR % AT & File a7 Folder & Copy X & df 3@ fordl 89 f=ififae Steps &1 STERYT &Y & |
S B9 FISd Bl CopyEETﬁ%FfT Copy qar PasteOptionﬂv‘fWa?{?f%?[ﬂTWE‘TW &l Move &I & d Cut
9T Paste Option &I TA1T P & | 3qeh ford R Steps @1 Follow & &—
Step1 : TAYIH TH FIE &I Select X & Ry Copy HUT AT & |
Step2 : WiEA % Icon &l Select T & g Mouse T Right button Click Eh'{?r g Popup Menu Jef3fa
BT & |
Step3 : 4 Popup Menu® & Copy Option &I Cllckaﬂ'?f g e \risl B REL EF?T CopyEb'FiT & 81 W Mouse
T Right button I Click P
Step4 : g?[ Popup Menu Jef3d &Il & | 38H Q?{f\f‘d Options & ¥ Paste Option WX Click &3 &, @ tE!SFf
7t vET Sl 8 1
File #T Move &% @ il Cut 4T Paste Option & ﬂ?ﬁ g1 79 ford ﬁ'f‘:lﬁTf'\@H Steps Al Gﬂ'HTUT P o—
Step1 : 39 WA Hl Select F ¥ F Move &% & @1 Mouse ® Right button Click #d &1
Step 2 : Popup Menu gaﬁafﬁ T 2| 285 Cut Option &l Click % | |
Step3 : Mouse® Cursor @l @@l Click &Y % el W 39 Paste AT & | 981 T g Mouse &I Right button
Click HT 2 | |
Step4  : Y Popup Menu YalQfd 21T & | 389 Paste Option W Click F3d & | WISd J8l W 3T Sl & |
Copy 3 I¥ WIZd 21 €I W &l 8, Tarh Cut 3T Paste EhT-?f ¥ Hrsel Destination 9 &l &, Source Place
{2 A6 2

A WRISUW N A - o
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Wmaﬂ'ﬁﬁm%l%ﬁéﬁm%v 1
ﬁw%%ﬁsleps a

(if) Create a Folder and Shortcut — Windows & ®ieet
VST qeRrvT ar FYR | Create FX T & | Windows & Folder &I Create T & fay

& Follow 33 T— -

Step 1  : Windows Explorer a1 My Computer § Mouse T Right button Click %I 7 | _
Step 2 : 3H% UvEIq Popup Menu NefdfT €T & | 58 New Option W Click %3 &, 1 20 wafify e 1

: ¥ ¥ Folder Option 9X Click & & | , ' - | I
Step 3 : IHS ST Uh IMSHT Bt & & § Wi &ar &, fraesr a7 New Folder & | TEH
- G -t - o . :
FHT YRR Shortcut FF Create FF & o F=ffaa Steps @ Follow & &— | :
Step 1  : 3HAT Window &I Screen YT Mouse T Right button Click %% € | | - 2y

Popup Menu Y2Rfd 21T &1 za yefifd Menus § & New 9¥ Click 3 gl 1

Step 2 ° :
‘Step 3 : THH WaRRid fre & § Shortcut Option W Click FJ ¥ | Screen T Shorteut Dialog box S Bien
CE 399 9 39 Programaﬁ ﬂ"ﬁ ¥ forgepT Shortcut AT 2 9«1 Finish button 9 Click 3 &1 aac'la[ ]

Screen X BHIX &RT SHMAT 74T Shortcut F&ffe & Sl & | v et s
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Mows fofen faeen ¥ Desktop, Taskbar T Start Menu i faw™ GRCLEIER]

Explain Desktop, Taskbar and Start Menu of Windows operating system in detail.

m—éw“rqmesktop)—ﬁ@aﬁg@w%mqmﬁ%ﬁwmaﬁwwméﬁag@i i
Wﬁﬂﬁ%ﬁ@ﬁﬁ%lﬂgﬁﬂaﬁmaﬁ?{wwqﬁm(OnScreenWorkArea)%ﬁl’ﬁﬁ?@’ﬁ.@’c’ﬂmq 1
I A € | 3BT W R 2 A e for i (WallPaper) RS ¥ | 36BN W O ST ff
ﬁ@éiﬁ%ﬁlﬂﬁ%ﬁ?ﬁrwﬁmﬁﬂmmwwﬁﬁmgﬁw%IE"YMWQWMQWﬁb‘&ﬁ‘iﬂﬁmﬂ ]
A I B SRAT A T ¢ | 36 W A Y A G2 Tehar el $ 1 R

ST (TaskBar)—HFF AR W favsir & A ot avedt aftrr w2 it wré 92 2T &, 2 Feardt |
%1W%memm,aﬁ—ﬁﬂﬁmaﬁ@w,waﬁaﬁmmwW(Restaﬂ)m-
SIS T & ATAR § B € gAid 3§ AR Fed ¥ | O B e v B e ot oad Roer qrepan
ﬁﬁwﬁa@ﬁ%,gﬁgqﬁmrﬁa%@zwﬁHﬁmﬁﬁ.%ﬁmﬁﬁmﬁ%%q@%@ﬁﬁvﬁrq?mm. .
| %’lamﬂﬁ'aﬁ@ﬁméwamaﬁaﬂwﬁma@a?ﬁ%ﬁrmwaaﬁﬁmﬁ%,Wﬂé’rwwﬁ'ﬁzﬁ
mﬂmﬁﬁ?wm(DateandTimePropertiés)EmTlTEﬁWEﬁrW%ﬁiﬂﬁ%’qmaﬁmﬂ‘@f@ T
T I ThA ¢ | TERAR N ASH S ek el o T W o SR R S s T S

Wﬁiﬁﬁﬁ?ﬁ@ﬂ@%ﬂmw%ﬁmm(NoﬁﬁcaﬁonArea]WﬁT%ﬁlﬁﬁm 3
%%sﬁmﬁm; ﬁ'@f—ﬂﬁﬁ'ﬁﬂ@ﬁ(Vo]ume Control),@-m S & 9iidwe (Shortcuts) 5@ 0 & Prg '
grrswhmaﬁrm:ﬁ@r@am%lw%&%&m%ﬁﬁﬁwwﬁﬁsﬁma@%ﬁwm@h

Wq%mm%ﬁ%mﬁaﬂq@w%aﬁ{aﬁaﬁmﬁ(<)aa=rqrﬁﬂa3€51%3@rg'«r:uﬁsﬁa%mmm
sl |

, w_ﬁq(Sthenu]—mﬁwimqtﬁﬁmwm@ﬁ%wﬁqw‘éﬁqmﬁn%,zrs' b
WHWWW%IWAllProgramsﬁﬁ@éﬁﬂﬁﬁﬂ“ﬁWﬂ@ﬁ%ﬁﬁé‘ﬂ?ﬁw’q@ﬁ

o e o i o et e, - e s, e v o Rt e
Wﬁﬁmm'ﬂ'ﬁ@%ﬁﬁ@am%‘lmaﬁiﬁaaconﬁ-olpanem%mmﬁ@ﬂaﬁﬁﬁwq%ﬁam i |
T 3, ConnectTo%gﬂTQ?ﬁ?mﬁﬂTW%, PrintersandFax...El\w‘ERTWS@H%@TW%{HeIpund
Suppoﬂ?ﬁ“ﬁﬁﬂﬁ%ﬂmiﬁmﬂ%Searchm%mgqﬁﬁﬁ{mamﬁﬁﬁﬁ?@m%lRuh
FHIUS & G &9 fohdl T &l @ frafaa o0 aey & |

Wﬁﬂﬁmmamﬁm%mwamﬁﬂmﬁ@mﬁ%mm
& @i 8, 37 F fhel W ok B B 0 g T Y @ e ¥

RS
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%WBW:EEUQ{{{EﬁI@W%ﬁr@{TumoffCompﬁterWﬂW%ﬁq‘W%\_ - Q
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What are the various services of WWW? )

e ST A WWW et ot e 3 g e e ¢ o P 96 A 9T 5 A
ﬁﬂﬁ&ﬁl@ﬂ%ﬁmﬁ%ﬂﬁm,ﬁwaﬁwﬁwﬁs&%ﬁ%mﬁwmaﬁﬁﬁﬁwmwm
| mwwﬁﬂwﬁwfmﬁ?ETgmﬁng‘ﬁeﬂw%lW,mw#m%ﬁﬁﬁ
R AR G, Jeg-Gal, T o & ST employees, dirgctorssmﬁaﬁ@?fﬁmﬁﬂﬁﬁﬁﬂﬁm
g . | ‘
(i) Tfet e STE (Graphical & Easy)—~Te Tiftheal Zo0 gwebd 1 gl a1 &, forad i B T
ﬁm@ffaﬁrgﬂ%ﬁa{rﬁmﬁéﬁ%lhméﬁwﬁﬁz@'mm%maﬂmﬁaw?@@mﬁmw/
Frf AeH X el e o | ' AOF
%mm‘%mmﬁm,mwmaﬁ@ﬁaﬁm%ﬁm%nmmwﬁm
%@ﬁgﬁqﬂ%ﬁr’ﬁﬁ@%ﬁ%la@a&mm'm%%ﬁs%wmmwm%—m.m
T T | Y i T Y R T SR T i & g i, T O & QR O T At Wl
qoT W qeh @ AT EEA Bl - , _ _—
C (i) TS SRS TR faeew (Hyper Text Information System) —WWW S ERW SoRe SR faed
ﬁW@rmeaﬁ%ﬁ%@ﬁﬁﬁ(Rigid)aarfémwaw@nearsﬁucmre)ﬁq@%aﬁaﬁaﬂ—m@
-‘wa@%wmmw.m%mwmmm%ummammm%@-
| S WO G E 9T 90 S B UE W § R S 96 W Te e € |
uﬁmsza%’rwa@ms%w@ﬁqﬁ%aﬁ%ﬂagmﬁrém%aﬁwﬁmwwﬁw‘eﬁ
% g 3@ T ¢ dl o T 78 69 9gd FHIs e LT '
- (iii)%ﬁgwc?'e'(Distributed)—a'srs?Fﬁamqmﬁwgﬂﬁqmm%mﬁ%%w(Information)
_wﬁmmﬁ:@ﬂgﬁr%lmmmwmﬂw%%ﬁmr@?ﬁ%ﬁm_waﬁgﬁ .
e A1 fo o ot o 3 1 Pl off ST e AT AT O daaIee T S @I & et e 9@
%@maﬁm%lmmmwam%aﬁmﬁmﬁﬁnmmﬁmmaﬁaﬁ%|§W%@'¢‘f%ﬁmaﬂqa?r
aﬁaﬂ-wmmaﬁmw-mmamﬁaﬁquqwﬂé’fﬁ?ﬁaﬁmmwwmwﬁmm

Bl 81 _ , |
(iv) 8 Wewd (Cross-Platform)~37<tie & 957 & a1 World Wide Web-WWW a1 St @ielr 31 Jebct

‘%;qgamaﬁg’qmﬁraﬁz@?ﬁﬁsmwwpcwmm@%awwagaﬁﬁu@mmﬁw|WWW
Rl e &1 e @) Tl orr P T & R & AIS S A & e go A ¥ 1 A9 9of &Y & i e
ST e e B A o & fp oy a9 @ T o BT & e W fre of st fwew & e -
Reey off YR & fol & WY QoI Y Wb ¢ | ‘ o
(v) 31 Hard (Other Services) ~Z7IIE W ek QaTd SUeT it €, T —FTP, Gopher, Usenet News, WAIS

databases, Telnet T2 e-mail -3t & ST & SRIER JIRIET G & Q& H~T-T3=T TehTR ehl AT 91t &t o Tofq STerT-a7aT
T o T.OT B W ST TS & | 37 T g o bid F ST ATl HHIOGE AT SFA-Sier B & | 9T IR
(5 Tree TR) 95 T T (61 ¥ | 3 B 3 2o ol PR § SRl e bl Tavaehal Tl ardl & i
o A el T 39 SISOR ST U & T € 1 39 & O W by FwHIH Rieew 8 & ane & 96 T b Fee
Ve SA—-HTTP o 8 & | 39 SIS0 SUehl S TebX h 3vexe Wi el wise Uon bl Giaem i Jar i
¥\ A FOR BN e W AR YR @ ST F REn & g e SIerT-orerT ave & URL 34 8 1
Hferisr URLs 1 &aT hitp:// & B & o 78 ey & fF o Frell 99 W1ge @1 ®1sel <@ 9ed €
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— S

: Wpéﬁvm%mm%mmﬁ@ﬁm&wmmwg—
fip://mame-of-site/directory-name/file-name _
ﬁam%ﬁaﬁﬁwaﬁwﬁ%%%@%ﬁﬂmﬁaﬁﬂmm%—
gopher:/mame-of-gopher-server/file-name | .
(vi) SEAT® (Dynamic) -39 R IT4EE 6 Wﬁiﬁmﬁ aqg‘;i q?zqg;r; :;Tmfamgm 3

W AR A G I e WA 3, e 9w gEe whn | SIS Y T e
mmmaﬁéwwaﬁgmﬁmmaﬁ%aﬁwam%zmﬁmwﬁ%mm%
aﬁmm%lmmmmmmwwww@wm%'Wmmé’fm%
THAEE 3 AW E | o S . '
(vil) Wfefear & GRIET (Facility of Multimedia)—Afediear seeefadl & & AT AT e o
T B B 1 3 SRR A %, & 3 e A 4 g ar PR qet 991 A e F R B K 3 g
\Wﬁl‘rﬁ%l@WW%WW%@W?%W%W&T@‘ﬁWW@@W

%%Q,ﬁﬂ%mﬁ%ﬁ?ﬁﬁmﬁmﬁmﬁﬁﬁm%ﬁ%mmm‘ﬁlﬁﬁm?@@m%

T ST H T Y AH , Xl e & ey € R oy o oty A § O ST I AR © A1 M iy

mam%mﬁﬁmm@mﬁnaaugmaaﬁzﬁmm%a‘rasmzﬂﬁﬁmmw

o Tl R B T W A SO I T ¥ ) v Sqeedt A uf @ g iRt (Forms) T ST X R -
(a) ST USRI GRT AT I i & forg (6, die omfe) | . '
(b) T & IR | YAl & IW A & o | :

(c) 9 W I aEgel qen Fawedt & e sfensT iR i & e .
T R (Mailing List) T 317 #i=h{aT f&q (Conferencing Systems) & & ferg forad SIS Ures

A BRI TEIC T 99 & AR F e 0 ¥ 6| 56 R gp Q8 Reed off 9 ar-aehd € o o

qresh 7 4% SOy Sy oF Uredh! @ off e X Aehd € | - =

qeEm g1 | o 0
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v 17 — - WWW 1 87 Web browserﬁ-? W Basic features faf@a =

What is WWW? Write some of the basic features of web browser

IT-WWW @ World Wide Web %aa ¥ =& Short form & www T web F&d & | www 3201 T AT T

Wﬁm%lﬁwwﬁWﬁmmwmﬁtﬁmWﬁmwﬁwmua&
i, sRforea eI e i e s uo it ok g SifaReR e SRp, Still BRI B SAIH

FRT B WWW(WorldwldeWeb)saﬁzwm%mﬁm‘rmagaaaw%l WWW &7 &i~< European

Particle Research Centre, 9 gftrg w9 § CERNR'%T% Wﬁﬁmﬁ%ﬁmw aqr | 3STHS W WW u

% R 39 U g Flexible T Exciting T ¥ | WWW (World Wide Web) W 90T e & Tod oam 38 U=l

F 2T & R FeR (Browser) T T TN 9 & Rifh FToor &1 T4 99 457 &1 View HT & {0 H &
W%ﬁwm(Webbrowser)a%’?f%lQWW%W%WWW%?{HW (Web browser)

SUCE T | 99 qeoR Frfaiad UR & giaud Suee Hd 8-
1. g URLAddressE??aﬂﬁﬁlnformatlonaﬁmma\?ﬁﬁ able'&ﬁ?f% lWW%ﬁW%ﬁW

37 2 o 9o HTTP Sietpicl T JA e 9 Feil & §19 Communicate FX o [ S Herw €1 e |
2. iy d At faf= gEmell & T@d & S FIP ol M §eRl 1 aard goie g IS, E-mail 3
2l €, STGeR e g Gael %I Communicate HY T FEIhIT T el &l Communicate & Thd & | J&

BT F W B T A OiqeR 3 aeeR P E-

(i) ncSA Mosaic—%% YT I JIvieh + ncSA Mosaic I SISO i ﬁ%ﬁlﬁ fohaT &1 ST hIthl tnga? g7 Mosaic
el YUET A Colour TMfthebel STST I TT Instrumental T Bl 3 I, T § {UIE e e &7
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TMEWINT \MOD, CUNTUT, YU IRvG ) .

(if) Lynx—Lynx 39 189 @7 & § UNIX Siffr R & Ry Rargsr frar mar a1 ) 75 Jr3s Text only
o7 | S0 WIS BT W a1 87 Colour AT Graphics Information @ 8 @ @@ o

(ili) Netscape Navigator—Netscape Navigator @ Netscape W &&d & | 78 g8 Windows, M acintosh @47
Xwindow System W F& areit Unix & R Versions & ford gueer |

(iv) Microsofl Internet Explorer—Microsoft &9 & &RT o o T A9 FS EE AT (Internet
Explorer) Windows Sifem R & wainr frar @ arer oraftrs 9Rg aer gmasier 3 | Internet Explorer ATHII-
Tft GUI AT Ry W ge arem a9 $ook B |

AT ASTW & ATH WieR FAfafaa 8-

1. I § 99 $etHT H U Subject ¥l

2.

| T AT | 5 R Gl i TR 0 3 R S w0 I T e 3

A9 FARE FNEfiad IR qrl & et S9 BT 5
(a) SEREMT T FARIS FYK | |

(b) T TG TS T Fee AT TraTgst |

(c) B T TR HgH |

(d) B Vead S 5 AT FHEE B A H Sl ¥ |

iR 37 Fecie B & W ¥ g 75wl Frrdl qen wenl B A w E
9 Archives, File download, File upload, File Transfers 34T Multimedia Data @T Yefid & geme sl giaem

TG P ATIGhaT Bl © | Q

N
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* What is Search Engine? How you can search on the web?

m-wmmmm%ﬁmwwmaaﬁamawﬁmm“?fmaj'W*ﬁmﬁ
Ww%lﬁamﬁ@maﬁmm%uwﬁsﬁwzﬁ'aﬁmﬁﬁ?m%'W STSVTTH Search
W%Wéﬁ&hmaﬁ@wmﬁ%lwgﬁm.aﬁaﬁsﬁ?(séarchEngine)m%'%fa“ﬁfﬁ?:f‘ﬁsr{-

%WWW%I@WSearchEnginesﬁqmﬁ%—, : - L
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HotBot 7% & 57 a9 W%W die & TXE Index HQJTEIWHFRHT%I HotBot Search & YHR g
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(i) Ordinary HTML

(i1) .Activex _ . .

HotBot QTeIRoT Ke);word 4T Boolean &I GO e & | . ‘ ’
Web Crawler—Web Crawler U 9fatse & 30 2 | 98 Us 39 4 & 7y 38 WebBot 3T &g &
ST @l 99 Twaraeil & Keyword Index 3T Create T £ | Robot HTML SIS & < & e I3 el

& T T T A e F R URL # FE F7T 31 Web Crawler, Web Roulette & Bt |
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Mamma &8 el 974 1 Tt 3 S o1 A et T ¥ | e RN 0 ® B e 0 e o e
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HATIRT FIES GROT oy AT & | 3Aferd 3] Aer-gd ESEl (Meta-search Engine) Yt &l orar ) FHRT
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Excile—1% § S Twtesil & o Text Search & Index 3 Ryl g R sty &1 e et 9 Spider
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Infoseek—7% TF UIYeR T 55 & S Robot A ARyl & S HTML T2 PDF seamsit @ aifre aar 21
gg Full Text &l E%W AT & AT I TEITAST &l e arer @y TR (Generate) &Il 1 Infoseek '

gd 399 3T, IoE T TAT Web FAQs Searches &t Allow &ar
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* 10. Google-’flﬁ (Google) sraftir B
e 99 S0 ¢ R o @\w |3 hewnondecan ©

%mﬂﬁwmm%lsﬂﬁ.

& Unique iR &; I g R
TN & qN GO HY T BT
Ted €, 3 fr 3 e @
URL Address bar & Google &
URL address www.google.com
Type Hd & TT Enter Key Press

& &, Al Screen U Gd_ogleEFI s

ﬁﬁﬁﬁﬁ@ﬁ%lGoogle%@qﬁﬁ

WX Search box H HE&IT %1 I Type
EIGIS T Search button T Click
U & | T 39 T & Frafeerd wfy
q1E2l &l HY b T I Indexed
WiF H YT B 2|

wople Rimbwe Irierron Taplctar

e Hempe. 1A
B:btum rmm mh udn _ ) L
W& [Fomt ﬁ |87 &t O Qw3
Wobmr.l:ummmﬁmlmm' : Eipada | Sion in
ghdlu
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[ Cuagnssarcn || imFesing sy ] Larapanz T

Search: © 1he web O pages from Inda
@ongfe.co.in offered in Hindi Bengali Telugy Mauhi Tamil Gujarati Karneda Malayalam Punjabi

MG Faaxx -

S et v s -

Fig: Wﬁmmgﬁwﬁa

ﬁmmmﬁuwmm%mmﬁww(Google)%lwﬁﬁ?ﬁ@maﬁseamh

& & o 7

Step 1:

Step 2 :
Step 3.:

Step 4 :

Steps &I Follow &t %_

IS THRIRT ?-bL T3 91 | WWW, google com Web address @I Type EhTET g T Enter Key @0 Press

T B

3’8’% QA I (Google) Eﬁr Website FT 8F 997 ®hi9 W Teifd aar &)

UK (Google)ihL B U9 YEiia Search box H I 91T AT Type ®d & Rrger od & 8, 99 fed
fayataenad, SFET 6T ¥ ST | 36 918 Search button W Click #%d ¥ 1

Search box ¥ Sl T 91&% & AT AT T4T feich Screen U YEidfd @lﬁ o |

Q
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CIRC LR G I | | ‘ el

What are the functions of control panel? Explain the process of opening it and explain about

its menu.

¥~ Control Panel REivT T i ool wwT ¥ | Rrvder a1 Freiar st Swmr & 2iar & 1 Control Panel & &RT

Bl B9 310 reX | fohdl 7 ST8adX &l TG AT Tohd & | ControlPanel%ﬁ":fﬁf@ﬁgﬂ@m@ﬁ%—.
e AT TSoRR TTua &IT (Installing New Hardware)—ﬁﬂﬁlﬁffaﬁngg@mmﬁammgﬁ ;

€ @ g o &7 Control Panel Window &7 WaIT e ¥4 . ‘
34 B % Parallel Part W7 S8 3T 9F TS=X

% & S g & Zip drive H G H G E Al _
I IR F e A & T HE B ST H3 & | 3T RIvSiT B 97 & W & Control Panel F B35 T4 Add

New Hardware Icon T Click %% | BT W Add New Hardware Wizard Tei3fd 21 & | =q fver # e 297 w4 -

W@ﬁ%%%ﬁamwﬁmﬁﬂémﬁmgﬁﬁaﬁ@aﬁwmwmﬁ%l Zq Screen & Next
button TY Click %% | Next button W Click &% & ST Window FeRfa 2t & Rrgd &4 Wait %9 6T 99T 21ar

® T G5 3 A e vt T v e A & e g g # i T e o et W A 3
$HH § T4 B B YT & T Next button T Click 7 & | S8l TX& WihaT 7 1 T21T & a1 3T ¥ Finish

9T W Click BT &1 -
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foraHardwére Device)-Rve & wiq e System % Rereq @y Fe R i a7 e
qﬁw%miﬁﬁﬁammmm%%ﬁmw_% uE

ger, Hardware Profile @9 Performance 34 32—
ﬁﬁrﬁg&,’mmmﬁuﬁmaﬁ?—w%qﬁw
ST wefdfa oy 3

DeviceManager—gaﬁw%mmémWaﬁﬁﬁmﬁmmm%mmm%nsﬂmﬁfm
mﬁwﬁmgﬁaﬁaﬁ@mﬁﬁ%r s : '

Hardware Profiles—3# Dialog box & &% R Hardware Profile SE@MT e & g1 e & ford FreiRg
mmﬁ@mﬁ%lmmmﬁﬁ%?ﬁmm%mﬁﬁwmm
& g SR eI e W & T Rl ey, ‘ :

Performmce—ﬁﬁmqﬁwzﬁfﬁmﬁﬁﬁmﬁ@?ﬁ%l%ﬂ%ﬂ'ﬁmﬁﬁﬁ%ﬁmﬁ
wa&mwr&a?ﬁ%,aﬁ%ﬁmmmm%aﬁwmaﬁnﬁﬁmml

o U hi TTfira & (Installing a Program)—faveie o ﬁv‘&ﬁ Y & Install FF & Ry Fr=fafaa

¥ Sl RAM fRaet Wi o o o 32 onfy &)

L] (Steps)aﬂiaﬂﬁm BTG %‘, , » SR :
Step1  : WEWAUF Start button W Click & &, S‘H’% ST Setting W Click F7y &, 389 Control Panel W
Click #d &1 - S

Step 2 : Control Panel Window Yei3fd Bial & | EH Window ¥ Add/Remove Programs &l Double Click Fa

2 91, Add/Remove Programs TR S TR 2t )

Step 3 :'uggm?rﬁwa“rcma‘rwﬁﬁﬁmﬁm%‘lﬁr%uWﬂmﬁﬁn‘fﬁﬁmﬁmaﬁlnsmumm%,sﬂ%
fR’ Install button W Click Fd 2, T BHF W Install Program from Floppy disk or CD ROM PR
o faus™ Fwi= @ Siew o1 gem (Adding or Removing a Windows Component)—Rvar swires
I SIS A 2 & o ffeRaa Steps @l Follow & &— J‘E
Step1  : Add/Remove Programs Properties ST e '@ﬁ?rl?f gl | Ba‘wm‘ésﬁ%
Step2  : TEH 93t Windows Setup Tab @l Select FA & | REY 942503080

W TF ‘__‘v“'”
Step3  : T 9T 31 Components &l Click & & (€ &q ST AT BT 'ﬂﬁ;%,l-
Step4  : &7 F OK button T click & ¥ | .. 4
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- What are Virus ? How do we identify, find and remove virus ?

w—mwﬂmwm%ﬁmzﬁﬂwaﬁaﬁmm%léﬁﬂﬁmﬁﬁ A & fop amr
+ff Computer THITH & &1 & 3R T o 1o §® Wand St & | afy aeRd 3o &1 B & Fahel & faT
%WW%W%@W%%&QT%%W& Higehel Ui~sial (Michel Angelo) a/&@Td 6 AW &1 22T
T AT &, HITh ST TR 3 78 [y 3ol wmfeq fopar & - a2 vear e ffyaa &y B oner 7 B=is 6 9
? A1 7, AR STR T 6 AT & ol a9 I fowp et & R 1@ e & uforenfid &Y | awerE § o= gt @
RFT ST T AT T T e et ¥ 1 e Bl AT GHITT T ST Bl & 579 89 S8 %IH"‘H?FHT’FTH"QT
% & o % COPY wwrvs forelt fa9w wige & e 9 a9 & Ry & oy &1

5 T &9 S E B i off 9 =9 & Execute T & ST S 99 dcﬁ%éﬂﬂﬁéﬁ’cﬁzﬁr?{lé% 9T YR
Wﬁmqﬁmx‘ﬁ?ﬁ'{%m?ﬁﬁmExecuteﬁﬁT%ﬂTW@ﬂﬂﬁﬁWWExecuteEB'{%W A 931
T E T off IR ST AR H AU & FK W Execute T BT 30D [0 arawe Fafar U aeim
ST el € oy foh oo ot T TR e bt fohaTa & web | Siftieher wRRtafRE § ard ved & Hiog Sharva
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mmamm%mmwmrxmmmmmmmmmmam%l
Uﬂiaﬂtﬁﬂ‘é{mngr'nnliucmcﬁm%ﬁ'fq%@Wﬁ‘?ﬁm%mwmﬁmﬁémq}
Ry a1 aiftr TEAT WOW SR AT 8 | ET arre o SR-ei ST ey gt Brarr A e # i

WWW%&“WWFWWWNWWWW(Exccuuon)ﬁﬂr% ﬁraaqgr{{fmzqq&ﬂ "
I B

T Preied YR @ S B TR & e | . ‘ ]

. e A M B FA RN v BEF W T I JRH T |
. ITEE GEARH P AL H A ‘ * UG & Execution e &
o FH-AE A BT B B /A o | o ORI TO7 AT Higell 1 STeT GG |
. e 3w @ wide & . FBEE B NHR § agard H o |
. T | @ B . a;mgaa?rzsr&:faw‘@rhl

T D8 Betal &7 (How Virus Spreads?)

(1) fgdtae g wrsam | (Through Secondary Storage Device) =5 Eli’l's£ zreT fondt Henit fecliae 90e Aread
3 FI0 (Copy) FRAT T 33 7R &Y FRY T Data & e e & A I o FH &1 Wt &
(2) TR R (Through Internet)—3T §X i A H T dTed A AT 5, mﬁﬁsaa o & A
TR AT ARG ¢ UG WY A A b Rafq s el ¥

(3) a‘ﬁfm&némaﬁwﬁ (Using a Pirated Software)—ﬁaaﬁémww@fwmw
aaaar?hﬁﬁwwz‘ra%m%&‘s’a)uamd)m%@nq@ﬁsamﬁmaﬁmrmmw
g

o™ fREes 9 (Anti- VlmsPrograms)—%W%%W%m%mﬁmmﬁ
W%Wémﬁﬁwm(Annvlruss()ftWare)%mm*aﬁwwﬁﬁmal

WE=T qUT = W (Preventer - Check Summers) i

QT&WW?}%QEEW%mwm%mmmaﬁmﬂa%a«ﬁm%ﬁﬁm-
‘élmm%ﬁsmwmmqamwmqﬁW|ﬁﬁwmwmﬁmﬁﬁ%WM
TR AT AEREEUT FER i 3@ & | i Frlied 9o & @ 95d o, g 98 30 o'l Memory # ®IH 8
¥ @91 Computer System @1 TR &y ot &0 &Y 3 E qoT Y GRRE H off U TH # oA wam 39 2|

aﬁw@mmﬁﬁwm%mmaﬁﬁwmmwaﬁﬁmmaﬁ@
¥ Hed®d ed el ;

afmm(Checl\Summels)mmmmmaﬁmﬁmq@a&@mw%nwaﬁgmw 3
% X YA AT & Al I8 SMAYAh & § har=<a wgal § dearg ol 81 39 e ¥ 9% 9 fharaa am
FIell o ﬂgﬁT §'s£ EED TH (Check Sum) 34T CRC (Cyclic Redundanecy Check) g SEEL G2l KERI T am »
&g TEAE BN T GO I e BT & | T TR ToR H A Iead & T H Gid Y Gl 8, TR T8
ﬁﬁé’rﬁm%wamaﬁwq@’rWW|Wm(&eanhvlmses)a%g%ramﬁ%lzswam%rﬁr
Qe &l B |

T (Scanners) —&bT W AT TT T HIEw o IURed ared SRR & aR 7 o 6l 9o & qu

mﬁrﬁaaﬂ%%ﬁswwﬁﬁamﬁ?aﬁwmﬁﬁﬁwmmﬁmmglwm

erzmwaﬁ % | T8 WHUT B FAIG el BT Tehd Hhatl (Mcafee) TT LM (N’\%h‘\t)%ﬁﬂ'{%WWT,
T (Scan) 4T J31 &b (Nash Scan) 31

e (Renlover)—mmmmﬁWﬁﬂﬂ%ﬁ%ﬂ@ﬁﬁﬁﬂ@%mﬁ?ﬁwm<
?‘r?rgsnmgﬁmnmﬁmmzwmwwﬁmmmﬁmmmsvu?sr(
% YN &0 Anti-Virus Program &&d & | NORTAN Anti-Virus Program 37 ST § T Tebid AW & |

NORTAN Anti-Virus (NAV) & ERT SRSt ATl i GehgT 1 Hebell & | T8 $-3T b W AT 50 AEf hl
A ST § T3 Febal & | NAV 6 W@ &1 a1 &1 Thsht 38 wdr a1 eré {3 § &em 81 af NAV &
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NAV @1 Bpaifad HT—Program ﬁ#{esaﬁ@lﬁ NORTAN Anti-Virus 9 Click &3 § yaisid 94 3 Norton
Program Scheduler T Click &%a & | & Scheduler [t ®69 W Y= gt 8, Rrad geidid SCAN €29 X Click
mWNAVWWaﬁWSﬁa%ﬁmmw%m%\ ‘ | |
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Explain various types of virus in detail.

S Re v Rl I DI * YEHR (Types of Computer Virus)— -

FR T 3 PR & e &, & Frarofag E-

(1) WEN 29 S (Partition Table Virus)—s& W & arawa o7 f5w @1 wféy &aa #1 JHar
T © | T FPR % ST W &S B Tl el | 9 are R § Are e Reptd (Master Boot Record) T T
F & T AR T Rl & Ie7 Yrafivepar a1 @ O SO NG BhATead ded &1 98 W (RAM) FT 49T I

FH A A & | MW 290 I 366 & giqe/anseye P o & . 3w # &
(2) 9T WX 9RRE (Boot Sector Virus)—3q Y&R & arawd Frdl (Floppy) @@ 8¢ & (Hard Disk) &

T A (Boot Secto Emﬂmww_ﬁ%ﬂﬁﬁﬁﬂﬁwwﬁﬁ%@ﬂ%%ﬁng% A

¥ it aft fre T ST Riew & @ e 3, A9 98 Fe & qE wiE I @ anud H @ § |
(3) TTEel AT (File Virus)—3q YR & 91a%d SR (Exec Q:uﬁﬁw%mwﬁaﬁ?@mﬁi

w~ﬁm§§§%wﬁﬁﬁ$wﬂﬁm%ﬁ%§%ﬂ§mﬁﬁm _

' (4) uifemifther aTRE (Polymorphic Virus)—difemiibe 9 <91t Poly o Morphic & Pt a1 &

frT Poly @7 3t Many @ Morphic T 37 Shapes &; 3rdfd 78 AraRG 319 SUH IR-AR TG0 ST 4T @
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TEa & | |
(6) T STRH (Stealth Vi :Tmﬂmﬂﬁ@ﬂﬂﬂ@g%z%nmﬂﬁiﬂ%@i%d

T AT A &1
wﬁﬂzﬁ%ﬂl

%@ﬂ%mﬂﬁ%%%%&ﬁﬁwﬁgwwﬁw%wmﬁgﬁwﬁﬂﬁﬂw .

%, qaft g e vgam @ fafty e ek 31

ma_“_.Aﬁo_ﬁmulmﬂnﬁgw%%mﬁ%mﬁ%ﬂaﬂﬁwﬂﬁﬂﬂwmﬁ@sﬂm@w |

S W e &1 A T & | 7B 36 BN & d1a%g GehiAd Bid & (YT Hid el hid dfeh U a9 IR
3R FE RYw R sreran et oM & 91g afshg 81 € qem H7et Y T UEAIT &; i —eTE 3% &l Wi & |
wfeth Z ST STYT AT ST i &l Tl 1@, 50 HeIS qAT Hi Al Tl & A Wehall | feoheg 48 @Y
ey TE T ST T € T S aRafash dTaRd b ST9ET fera W ST & | SO T Ue FE 9aTeter PKZ 300

2, T ¢ gord 3 g8 GUEieht Sreals (haTl i 98 PKZ 1P &l a1 G&h{0T 8 | -
o0 (BOMBS)—3H =T YU & four 3 U Routin e QI 1 Rt ifere sy orerm R e

& 9o g FhaTiead AT ST ¥ | HiReRR # o S & Saredr A fied €, @i afe 9 @ T wieedar
T fopaT W i 9 I URY @ aTS o & fier 3| araea o 2o S ke € o T &t off arver s £ aifs
Ta off @A ST B Y EHAT B B |

ANSI & o7 31e) 7 (Letter BOMB) Ye5i dr 3o it 2kt & Rt ANSI @y ﬁ%ﬂ@m%%w
ST b B BT T e B ford Gordl bl AR SR 6L & | IETeX0T & fordl, ANSI a9 F3 Key & ®iffe
S % fordr g o Foham & 9 goR &/ F3 Key T@ 9IM W T8 3%k ®HE &1 HROr a4ar &1

Mt (WORMS)—aTd s gResior & areRd & THIar 3@l 8, Hiifh qE ff A T TS ST YT ST
H HY & T 2, ﬂdﬁmﬂﬁ%ﬂm%@ﬂﬂﬁ%&ﬂ%ﬁ%ﬂ%ﬁa_ﬁﬁzﬁg
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T 81 I S e Ve g e e i o 6 e o v 9 e b et g o W
D WA AW Y1 T Faw e B v 7 e e foen e At A 3

7§19 (E-mail HOAXES)—%-3% i (E-mail HOAXES) S &1 g 9gd & @ & | Bis 7

WWaﬁﬁﬂi’f@w%wﬁmiﬂ%wg@raﬁﬁﬁaﬁr%ﬁaﬁsﬂmﬁmﬁrﬁﬁm
€ | S IO A B R G35 T b ot S g ey AT e g S e o g T & | 59 A
I T 5 L A T el e g e of woR m @ ety T 3, Teg 9 TR F A R
ST & o S a3 WA S R W S AT ¥ o 36 ong Sy @y AR ort et #Y A & o | 54
SRR - B, A B AL B W AR R H R I a9 e B |

T RIS ATEE H A |

1. S8 (Die-Hard) = Program Virus ¥1
2. 3T @9 & (I Love B). © - — Boot Sector Virus g |
3. Joshi A Virus J — Boot Sector Virus &1 .

4. Boza S Boot Sector Virus & |
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|
|
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" What is MS-Word? -

ST -UHUH-935 (MS-Word)—TE T I8 TR Yebot &, Fores |remer e doraaer § et Seneia aRanim &
mﬂ%gﬂ%gﬁﬂgﬂdﬂww_mﬁm%?ﬁ%m%w_ﬂﬁq%Amwmnr_mnmvwﬂﬁﬁ_ﬂ@wﬁﬂmﬁ

THIH-AE T AT F T T et A & | S TR AT T ol vewt & it & e & et @ g
Al ST T | YA TR H e 92 o B €, T & Tk ol i oMt & TR 21 ¥ | e e 9o
AISH WiEver § fomeh Y 3 U FIlveret TSt I &1 St o, Forerdy i anef fearm vt & | Sameror & ford, vl S
T IS BT, TehiT TS oh GRS oAl a1 ST S e ST Fefeeret S+ &t Click 3Tk S Toaw ot §ehe & | THUa-ae
- H e s qen A At giour off Suesd €, S o e ey SR St wXa S e ¥
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- What are the features of Microsoft Word (2013)?
ITO-EHRIR T2 (2013) # Jga o Prdwant S o€ § 3 a9 HRRT A, F HY crop B, TG 7 T2
offects | S81 improved navigation pane ' a¥ ¥ St mr 8, -

1. TheMark as Final Command— a2 2013 & mark as final command ¥t szt 7ar &1 57t 44 2003, 07,
IOﬁﬁ?lWmﬁémmmmmmaﬁqlmrc&ﬂ'ﬁ%ﬁﬂf&ﬂ‘r'ﬂﬁ%ﬁﬂ
2iaga=e | change 9T & @ 3T mark as final command option T AT H & |

2. Image Compression and Cropping Feature—3nR 3y a¥ Sieqive # fRel forer a1 i ey ot
S /e g IF AN & | T 2013 § 30 e A1 G v v &, 56 Rewred vy v e o for
resolution &9 T okt ¢ | far fast @ quality & @ | 2857 compression Riaw &Y off A T8 2013
§ produce fFaT T & cropping e & @rer) :

3. & UsfeTm (Text Editing)—wwug-a€ # et 2oz &y foraem, ford & B0 SR I Ul e, fEeie
&, mmm@waﬁmﬁmmmﬁﬁa@amﬁmmm%mﬁmﬁmﬂ
a2 F fea & A e foan gan SR Rt a1 & oreus w9 § ©R tear ¥ o 9 4w a7 39 2, dr BRTE

. G § % fRAT ZoN IR & W B |

4. WHE TS (Format Text)—Taug-a< # foheil 3o 1 9T & 1 TR & 9 Fatret & Hifewhre
(Modlfy) T Th © | AT YR B =& BT YA 0 T @ TUISR (Appearance) & G Fehel
Zl

5. 3uguey (Indentation)—gUSUey T AT Uo7 &Y ARVE AR IR & I & IR q %I D T
ammﬁammﬁaqﬂmw%ﬂqmmmmm%l

6. US mﬁ@%m‘—r (Page Orientation)—UaUg-I2 ¥ 3 YR F T JRUTIH B 2-
gfaer afeesE (Horizontal Orientation), S®aeR MUY (Vertical Orientation)

THHT JATT Rl 2129 fohU BU 2R @l U Alfael 091 H a1 Feafer 9 § fime & & faw frar omer )

7. wigue ws Rw™ (Find and Replace)—Taua-ag # 2y fby 7 dwre # ol fadi dveer o gr
Hmamﬁmwmglmmmmaﬁwm 15 T Rl g it o TR
FadT ST AFAT 2 | .

8. WA <k (speu(:heck)—gaﬁ@rﬁ’vr mwmwmaﬁgﬁwﬁ T UE S
(Aulomallcally) AT 3R I (Grammar) &l Tdfqdl @l ear & aar 38 9er 97 @ear 2

9. W (Thcsaurus)—sﬂwﬁﬂaﬁmﬁﬁﬂﬂﬁwﬂﬁ (Comprehensive Dictionary) 3R T
ZAT Z o1 U 91 F FE garardl (Synonyms) T 2|

ﬁ A UUE T (Bullets and Numbering)—38 ST & 31a Y & gored (a9 whR & foee)

W W T (AT & 3, T sish ST SN & ofer) 8 € | RoReRt winT s Oo B U foer S HE

c';’deqﬁvamgrzrzmmsmq W 1@ hRd © |

he TEA-T (Mail Merge)—ia o maa-a2 &1 ag qfaer 2, S s o o s et /e T
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What is an office package? Explain various office suites —MS-Office, Lotus Office, Star Office and Open
Office Comparatively.
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Explain the Wizard in MS-Word. .

 ger_fawE (Wizard)—wAua-ad § oF T W ¥ o g fdw Breit B ST & 3T e we F E
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. =it fT A 9 AR Y AT B 36 avE Al faeE i A Wieee SRl | 4T ST € |

o o o o R T 3 5 O S e O Rl A ¥ | Bl e 6 g 3l

wﬁaﬁmﬁaﬂﬁﬂﬂ%ﬂ_ﬂw_%%gﬁmﬁﬁ,ﬁ%wﬂ@mgﬁmﬂwﬂﬂ%%ﬂﬁ
AT & T FE Hedw Swae fhEl AW U AR ST BIHE HET § 1 e 0

ed with OKEN Scanner

G Scann



Tl - ThesaurusWWﬁﬁW%ﬂTWW%’ |

How can Thesaurus be used i in Word?
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9 9 Document &l FormattlngEh‘{?r g BAN BRI Typeﬁi??r T Document & £ Word U9 &iq & o ar § e
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Step2 — E'FE% 9] Rlbbontr{ ﬁﬂﬁ Revnew‘T{ CllckEh_{?f%l QEE% 3T Y Prooﬂnggq Eﬁf\iﬁ Bl %I : |
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Explain page-break operation in MS-Word.

ST — Page-break—Page-break &1 YA &7 37 SIS § Pages & T break TMUT H3F & 010 B0 ¢ | MS-

Word & S1q &7 fopat SIRIH Bl TR HT & af &4 Pages & T break TIMNG BT B JEITSHaT 247 3 | 355 T

B9 Page-break 3T &I TART A & | T QM T TAT & & {10 89 Ribbon T RS Insert 33 & o &3

W | 9 29 & 3ideid geidfa Pages qq H SUReT Page Break 31799 9X fais &3 & ar nmu_ﬂwa( Page-break &1 JTdl
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- Explain about the Mail Merge facility of MS-Word. | |
- Ms- Word § 5 ferdy Letterﬂﬁ@‘@ra{fﬁz};mﬁaﬁfaﬁﬁwa fﬁgﬁrsﬁm-w Typeaﬂera%’ramaaﬁr
Tel Bl ¥, i Letter 3 Body THIT BIcll & | &haw Letter Head 3eiT-31e 819 & | werge%
Wﬁ"T &R fANT 2RT 399 Document & Merge & & & | T SRR &1 BT TS (Mail Merge)ih%?r gl
e It (Mall Merge) ¥ Sl YR & Documentﬂmmm%—l Main Document, 2. Data Source Document.
Main Document & &7 39 TextEﬁr Insert F% &, S % TOF Letter & weRfa a7m1
Data Source Documentfr Merge Files & Insert %% € | Form Letter ¥ Letter &1 WIel e aTar Eﬂﬁﬂ'q}f & 1
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Write the steps for recording a macro in MS-Word. How can one run a recorded macro?

FT-MS-Word ¥ B 31T Matter Y oiTeheias & & R 3 Ridt MS-Word & &I STl el T FTET o1 FrT
e & | MS-Word § ST ST9eohagai Document 1 str e et &7 & R @ Grer-aTe 372 FT et
oft e ¥, T0h o fafer gl o swereer ot o 21 5 gt 4 @ & T o Aoyl e X
s 5501 € | MS-Word & ST T Documenit &7 R s ot amz-ame 21w 2, a1 58 TRt &0 9 e B ford
MacroEBTWﬂ?{?f%IMacroMS-Worda%mH@maﬁwagWﬁm%ﬁﬁ?Wﬁlﬁiﬁﬁﬂﬁﬁqﬁﬂfﬁa
B 1 T: € F S| T 87 MS-Word % Reelt Document & Faert F & a7 36 Document &1 BIH{ET H
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% fd & T% 741 Document 41 & | MS-Word § Macro 91 & fdr fr=ifeifaas Steps o STaReT e 8- |

Step 1 — MS-Word %I Open X &, 38 3= T& New Document I £ | _ o
Step 2 — 387 Text Type #Xd & qoT Y9 WIE W Cursor &7 T FT & | 3@ YA Ribbon & View
¥ R Click 4 ¥ | A
Step 3 — View & ¥ WeRfd Macros T & Macro T Click & E1 .
Step‘4 — Macro ST 13 Yeiid Bl %, B'H'ET View Macro 3T’ Record macro... TWET dfRT Yeiid &ar 3 |
~Step 5 — Record Macro SRII. & # Macro &l 7 d & | Build In Macros & WeRid Macros & fiRad |

Step 6 — 3T YA Macro HI Save Hd 21 by default Macro T Extension Name .dat &1dT & |

Step 7 — Macro &I Save & & ford Store Macro in Box & Macro &l A Type & & a4 Description box 9
¥ Macro @ freReT 3 ¥ | 3% 999 OK button W Click & &1 L

Step 8 — Ife Macro @1 Button a1 Keyboard S Assign ST ?ﬂ%ﬁ g zoa ol Assign Macro box &l
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Step 9 — Close button T Click X | - ' A -
Step 10— 39 U] Y Action 9 RS HE TR &, 38 Record H € qar Stop button WX Click & € |

)

Step 11— 38 9 &F Macro & Run & 2 | Macro &l Run & & ol maro & 1T S99 § view macros ;
R Click & g1 ‘ ' | i

Step 12— 38 TR Tk macro ST Sied YRId Brar %1 39 Window ¥ macro Name box ¥ IH Macro [5
&0 W o & R Run &M § | 9@ 999 Run T Click &% 1 o d
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What are the different cell-addressing methods available in MS-Excel? Explain in brief.
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16 — Excel W chant % v ®Y wwmmy

A Explain the components of chart In MS-ELceI.
_a@ @ T (Components of ' a1 =7 H B3

ﬁfﬂTé , of a Chart)-Rry ster & omur wx ¢ a1 FEn S ¥ FHh A

e £ 1 5T A3 23 0 e < 3 v o ey oyt 63 P 1 7
ot (Titles) : <1 S Sk At amif (X o v) 3 s @ ¥ ) wr i s & o i o
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TS W iy firs =y
Sapna Sules Agency, Panchkula | T
80 : .
-70
60
§%
£ 40
30 |-
g 20
10
0 [
, Financial Year ] )
|4Purchases meses | Fphiai)
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Fer U RIS Y e et 2, fores A 1 vy ¢ it fegeit &RT Ry o ¥ | Sereww @ feg,
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21eT ATTAT (Data Series) : 12T AT I 91 ﬁ\@?ﬁ %, ot &9 = # fegmn =med € | 98 @l (Purchases)
S Rl (Sales) a srer St %, o Pt T & Wt a RE E B
fire @g (Grid Lines) : ¥ 7B Yumds are A B | T8 &y =er S & qET T SR uar g & 1 B
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| 19 - WﬁﬁﬁﬁmMWorkbookwﬁ%ﬁw&WWﬁ“ﬁ'E,'Im , Foret e itz oy
© HAYEE W g

- nd ea '
What steps will you follow generate your own Workbook with multiple sheets a ch shegt
containing some meaningful information?

AT (Or) - WO w@WiT F SEEROT T AU FRE
- Describe the concept of workbook and worksheet. : N '
STT— MS-Excel Spreadsheet Txficha BiTedaR & | T8 31X &9 &Y File 99T & 94 Workbook F&d ¢ | Q?Eagorkboo;(
% SR U 2 Nl I B'W.Worksheetiﬁé?f R WOF"’-"’OOkE;’x &< by defquItEfFT Qﬂzm
€1 Excel 2013 by default sheet 1 & @t ¥ | 39 sfiRet & 3K Worksheet Create 3. Sehel g | MS-Excel & gary
TS WIS T Extension Name XLS 8T ¥ | MS-Excel & YeR¥d STeT Rows G4 Columns @ & # BT & | 9845 Column
% Field e & TT Field %Y A, B... e AB....etc. % &9 § FeRfd fram o & | 56 a¥E Th Rovgjcﬁ[.éﬁw [dentifier
H PR R S 1 Ms-Excel # Workbook I & R & Freififad =xoll &1 q8 &d &—
- Step1 — Windows Operating System ¥ Start button T Click ¢ g ELSEY = TR feree wefdfe & g
T & Programs % 3FX MS-Office & af% MS-Excel T Click & & | .
Step2 — MS-Excel #t Windowﬁ?f-‘?h BT B sw?r Ribbon ¥ Yefifd File 37 W Click & g .
Step3 — File 39 % 3T WeRfi Submenus & H New W Click % £ | _ - 8
Step4 — Screen T -FHR MY Workbook WaRfd &t ¥ @ by default T Worksheets blank 2 & R
¥ BTl Worksheet Screen T Yaffar &t &1 , : .
MS-Excel ¥ Data Row T Column & &q & YfRf 1T ¥ | Row @4T Column 3 Intersection &Y Cell & & | To%
Cell T Address &l &G sear & @ u Address, Address bar 03 yefdfa &ar &1 98 Address Row @7 Column
g foee? 947 arar g; TH—-A1, A2 .... etc. ' ' .
ST Worksheet % T Cell 3 Address A1, Rl &7 A2.... 7y BT &1 fT Cell § &7 Data I ¥TEq &
" T8 Active Cell BIqT & | Keyboard ¥ Rerq Arrow Keys & ermar & 29 g9 Cells® 9T 3 & | U Cell § Data 3T i@y
% Y99I Next Cell & ST & R Keyboard & Enter Key &1 Press &% ¥ 1 Cell 3 T2ar & Ry &Y Data ® WeH W
Step1 — Mouse & Pointer ' Worlsheet & 3§ Cell 1% Point &% & fT Cell T Data SR T £
Step2 — Cell & Cursor I @M & %& T Function Keys § & F2 Function Key <l Press 3 € |
Step 3 — SHeh YT YA & fOT@ i STT @Y Backspace Key T Delete Key & 2T & @&l AT Data Type &
Ctrl+S Key Press td & Fo@ waliferd a1 &3 ST Save & rm 31 :
MS-Excel § ahsliz i Save &t = idl Frfad Steps &7 ITTECT B §—
Step1 — MS-Excel # ahsfie @1 S % T9aTq Ribbon ¥ WeRHT File Tab W Click #e¥ ¥
Step2 — File 39 & 372X W Submenus & & Save As T Click T ¥ L _
Step3 — IG% q1E Save As THGNT i YT 2T %, 39 Dialog box & File Name box & File &T 919 Type

A & AT Enter Key Press i €|
Step4 — Worksheet & Title bar & File &7 1 YR &t SR T ¥ & File FY Save fBaT &1 File &1
Extension Name .XLS ﬁ'ﬂT % | ' a

~ Ne A i
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How to Build and Edit a formula in Excel ?
STi{—Creating Simple Cell Formula—
Uﬁﬁﬁ%ﬁ%ﬁ%&@ﬂﬁ%lﬂﬁ%ﬁcellsﬁﬁﬂzﬁﬂ@wﬁ% Y 3T held TR T
(=) TET &, UEd I H1 g, wwm(ﬂaﬁ@%@amw#mﬁnaw%mﬁﬂﬁﬁmwm
R@TE S &, SEF S0 5§ Wi R ufde off o @ ¥

* Build a formula—

- Step 1 wﬁﬁwﬁﬂmﬁmﬁmm@rﬁmﬂwﬁ%l
- Step 2 : Type =

Step 3 mewg%ﬁ%awﬁawﬁaﬁwﬁﬁﬁmﬁﬁﬂﬁmmm*
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A B ¢ D E F G H
v S

2 | January

3 Hour

¢ Day  5:00AM 6:00aAM  7:00 M 8:00AM|

'5 -. 11 2117 1989- 1544 2408|=SUM(C5:F5) =" 3
6 | 2l 1128 1109 1354 1115 |

7 3 1228 1350 1662 1758

5 4 2295 2496 1964 1793

9 , S 1866 1631 1631 1136

10 ‘ 6 1234 1536 . 2348 - 1208

i1 7 1608 1825 1851 1037

12 : | :

. ’m

Step4 : Enter &1 Press & | |

+ Edit a formula— .

Step 1 : 39 I0 W fommen = B AT edit HET T &1

Step 2 : T B IH TN FAAT HL O T HHA TR F edit FE =Ared F |

Clipboard font Alignment
IF v i X W Koo =SUM(CHFS) 2
A B C D - SUM(numBéH,»[numbt:‘r.?], )

q‘ ’ -
2 | January
3 Hour |
. Day  5:00AM 6:00AM 7:00AM_ 8:00 AM| | _
5 ] 4] 2117 1989 1544 2408 =SUM(C5:F5) =m—t— 1
6 2| 1128 1109 1354 1115 .
7 | 3 1228 1350 1662 1758
S 4 2295 2496 1964 1793 ‘

[ 1 0LL 10514 L9 111¢C

e

Step 3 : W gaaTd T HTAT AE & & &4 L |
Step 4 : Enter @1 &I press < |
Qa
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- How to create a new workbook in excel? | ; 3 |
?T—Wtﬁlsﬁa?fworkbooks%ﬁm?fm%lW’ﬂmmﬁﬁwwwﬂ—w aTGTFTHt{?h'
5 workbook M #F saggEEaT 2 | Excel 2013 # workbooks & F HET IF B & &5 a0 g1
create a new workbook I wara ¥ ar ?ﬁ ‘Open an ex1stmg B G- Th 2
T New Blank Workbook T B forq: =T Steps @I-Hidl Hi—
‘Step 1 ': File tab 1 = %, ft5¥ N7 T Backstage view R@m |
Step 2 : 3T AT New & Blank workbook TX f1F #¢1
Step3 : 39 GJTEIEI% T T T Blank Workbook ﬁ@l‘a‘ i
An Existing Workbook @t & fim—
Hé workbook&ﬂ T & F‘«rq STIRT TR QEB Workbook@ﬂ#réﬁ% S ‘F’?f ﬁ‘ 3 9. FHT TG e & |
Step 1 : Backstage view T AT Eﬁi' f%¢ Open o fRI® &1
~ Step 2 @ HPYI B T B, O Browse T R &¥ | Twfes ®7 4, g OneDrive T Stored FTsl &I
, @ @ R OpenDrive (R wedt SkyDnve?%:rmﬁﬁﬂﬂTﬁlﬁT%) T 9Fa &1
Step 3 : WJWWWWI 39T Workbook T 9aT @G IR T, R Openq'(ﬁﬁ%ﬁl
Step 4 : 50 WEHN M9 an exmtmg workbook I @I §Hd & | Ci

LY Ao

o " A LY "~~~ o R N Y
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Explain printing of workbook and Wworksheets with various options.
(1) To Print a Worksheet

@ﬂﬁﬁmﬁ?@?m%mﬁw&epmmmm_
Step1 : Wqﬁﬁletabﬁﬁmﬂﬁﬁﬂwﬁﬁ%‘wmﬁl ‘ ‘
Step2 : m“tmmmWNWPnewewma}ﬁq ﬁﬂg“t%‘vﬁ% ‘Next Page” aT Prevnoue

Eal

Page” W foig &Y | .
Step 3 Wmﬁ?mﬁ%ﬁlﬁ % fie 721 w R 2
(2) To Print a Workbook

@aﬁworkbookaﬁﬁzmﬁ%ﬁmﬁw&epsiﬁrtﬁﬁﬁmm—
Step 1 : I pane W e a%, e aifdq Rizy a7 o | |
Step 2 : I SRl (copy) A e aef F fr oMy AR (Print) O WE |
Step 3 : aﬁmw@ra‘raﬁé%ﬁaﬁmmemngsgm e

Step 4 : ﬁzww{ﬁmaﬁu

(3) What to Print

‘ﬁmﬁfﬂﬁfﬁ?m%m m%aaaﬁmamaﬁﬁamm%—
Step1 : mqﬁﬁcellsﬁranoewwﬁﬁ%mﬁﬁmﬂ@%l.
Step 2 : Print 8w & @&, Select Print Selection & T4 &Y |
Step3 : Wﬁzmﬁ%ma@ﬁzmwmam
(4) To Print Multiple Copies
% gfodt Hiad (copy Print) # & fg, ﬁﬁStepsﬂ?fﬁWﬁH?ﬁ—
Step 1 : Copies box & T ¥ R & TANT HL |
Step2 : Uﬁ@ﬂﬁﬁmﬁﬁéﬁ%ﬁmmaﬁ?aﬁﬂ%%fﬁiﬁfkﬁmmzlm
& forg, afe o 6 wfcat i & &, ﬁmﬁiﬁwgﬁ%ﬁﬁzm?ﬁﬁﬂ‘{&iﬂﬁm
TS | Y55 1 T 6 Fierdt, Uo7 2 Y 6 ot gente fe owar &1
(5) To Print Active Sheets
Selected B9 W gahfie Active AT ST &—
Active 9T @ /e a0 & fw 77 Steps @I il Bi—
Step1 : wmﬂzwwﬁﬁﬁmﬁzmm%lmwmﬁ?m%ﬁmmmﬁz
TR forerh Y, 1a @rars WX Crl it Zard, O fehalt areg arehofie W formen Y, ﬁlﬁﬁmm?ﬂ%ﬁ
2l
Step2 : fﬁ'c'paneq?ﬁﬁfﬁ?aﬁ Rt At foeex &t a9 &)
Step 3 : fiic 97 Fiu-sreT @Y & fie active §fie &1 a99 & |
Step 4 : fiT g7 W o &L | .
(6) To Print a Selection L
Selection T Print & & foTq =T Steps &l ®idl Hi—
Step 1 : &1 cells 1 999 &¢ e aq e wem @ § |
Step2 : fiic pane W AT &)
Step 3 : fiiz 7= $fU-3reT A= & Print Selection &1 T7 F1
Step4 : Preview Pane # 9% 99 &1 U& Preview T+ fe@ré 3
- Step5 : Tgw fiT & forg iz @27 W R @)
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How to change the font color?

 IW—HE H Fal I B ﬁrlkT =T Steps & widET B
Step 1 : 39 cells &7 EIZFT H e T modify FHTAT Ared %l

A - S 8

Webinar Training Log & |

3

&

2 Ema;;ﬁddress Last Name
3 heidilee@vestainsurance.com lee

4 josie.gates@vesiainsurance.com Gates

o

. Step 2
_Step 3

Home%aqrwwwmg%wﬁﬁ%aq-m?ﬁrwmzﬁl Colorﬁqﬁ@rs'évrr
: Desired 1T % &1 F97 X | TT Bz FeR H Th wI2d preview fexars & it o faf
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Step 5
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. \, What do you understand by MS-PowerPoint. Ex plain its advantages and area of use.

ﬂznzm?s rPoint—dleR@TEoE MS-Office Yot & srrid T T 3, Rrad a1 &7 TRl T ey
Presentation i:_@ﬂﬁﬁﬁwéﬂﬂaﬂg%ﬁﬂ%q@%ﬁsﬁﬁﬂ%mﬁa@ﬁzﬁ
a&z@ﬁw BIEH T SR B STy o Refer ey & 2Ty G &l 21
qrerdieve % TReqeieneor At SR R & i e o ST R ST 3, S MS-Office . 31 SO 3
MS-Excel, MS-Wor Qwu%%iw_ﬁﬁﬁﬁ%uﬂgﬂgmagﬁgﬂﬂ% g@lqﬁﬂaﬂ%ﬂ
%%ﬂ&qﬂﬁmﬂ%%wm%ﬂﬂdﬁw_ ) _
VRSS9 & WG @ O winT & e frefieg - L ’
® TI3T (Slide)— n&%ﬂﬂ%ﬂﬁm&ﬂ%ﬂfu@%ﬂﬂwﬁ%ﬁﬂwmﬁ%mﬁ
& Tl € | T&F TeS FRE RIS ara @7 owReT & R aer ot 8 Se-afe e e o & Re
FEICAIBRT T T8 €, T Ueh &A15S & ot &7 A1 3, Tad Tiiss § U & 35899, %ﬁ@mﬂ@m@
| T, ST TR AT ot WSS 991 9 g £
@ & & TIE (Speakers No ote) -7 UHT FEAM & ST IerT Bl Tl B qHY ﬂ@m&uﬁw%wmwa_w
ar ST § | 3 | %ﬂﬁ%mﬂ%gﬁﬁﬁi@%w;&ﬂﬁﬂ&ﬂﬂwm&%
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