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Computer Fundamental

/’“7

The History of Computer

1642 Made a Machine “Abacus”™ It was the First Computer
in world

In the 1832 Made “Analytical Engine

Analytical Engine
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Size of Computer

1 — Main Fram Computer
2 — Mini Computer
3 — Micro Computer

4 — Super Computer

m_— — _,_‘~./

1883 Made ENIAC

(Electrical Numerical Integrator and Calculator)
It was first Electronic Machine

Ul TESS waEsS acEuirsu e By lEu
CImitermatiomal Basimess Macelhvime )

Personal Computer
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In1880 IBM +Microsoft made the
first operating system MSDos
(Microsoft disk operating system)

Computer Fundamental

Computer
//"‘/’- -\ 2 .
// .\\
P o
// S
Comput er
- /7 —
e e ——— — - = S —
The Mother of Computer Madam “ADA”

The father of Computer “Charles Babbage™

Madam “ADA” Charles Babbage”™
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Dafinination of Computer

Computer is an electronic machine which
accept the data manipulate it after give us
information or result

Electronic —Witch Based in IC Integrator Circuit (Chip)

r——

ik DU NN —

Data — Data are the rowfect it maybe
anyvthing just like

picture,voice, numbrical,

alphabets etc

Information

Drata Process Inforrmation

Co mFute iy
Hardware S‘Lﬁm Human wdre
Input Device Swstem Software User
Output Device Application Software
Backing Storage

Hardware

Hardwareis the machinery parts phyvsically component of computer we
can be touch and see called hardware.
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IIIPIIt Devices

1 — Kevboard o4 — 108 108 - 132 % —
PS2

I- Alphabets Keyv -
II - Numerical Key

III - Function Key
IV - Special Kev

=2 — Mouse - GUI

. ~—
4 - Light Pen
: /—
= — »»7-

6 - OMR — Optical Marker o

e —



. — = = _-K S /
;//______ =

- OCR — Optical Character Reader

Xy orm Per 1 3 g o Ar- Tt 3 < w3 2

Fomtm hoave @ Qrephic personesi i
Mlas < ™ T ot s = o . e T TS e R e = o
ABCDEFGHI JUK L MNOP2
abacade T A FJ< 1 mmopag
L= | CEs * & O

0
¥
N
W
Iy
i
ra
{7

9 - Joystick — As a game controler

Output Devices

1- Monitor — justlike a television

TFT - Monitor LCD Monitor
CRT - Monitor
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= — Printer — There are two types of printer

A — Impact Printer B — Non Impact Printer

A — Impact Printer
I- DMP - DotlMetric Printer
II — DWP - Dashy wall Printer

p— e e

P — — —_

B — Non Impact Printer

=4

ILeaser Printer

Ink jet Printer

3 — Plotter

Memory Backing Storage

1 — Primmary Mermorw
2 - Secondary Mermmory

1 — Primary Memwory — This is the temporary Menmyory

FAM - Random Accesshermmory

ROM — Read only Memory
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=2 - Secondary Memory — Storage Devices

1- Hard disk

2 — CD — Compact Disk
3 — Pen derive

4 - Zip derive

5— DVD —

6 — Pholophyv

Software

1 - System Software
2 — Application Software
3 — Language Software

1 - System Software -NMSDOS (Microsoft disk operating svstem)
Windows

Operating System

GUI

Windowsss . xp.vistawindow7 . WindowsS8

=2 — Application Software

MS office ,DTP , Tally

|y E

Microsoft: d—.a -~

ice
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Types of Computer Language

1- High Level Language — C ,C++ . Visual Basic. HIML . DHTML

Forton . Cobol . Java etc

2 — Low Level Language — Binary Number Codes,

e i : T T T it —

_—

There are three types computes in mse

1 - Desktop / PC Computer
2 — Laptop Computer
3 — Notebook Computer

4 —Palmtop /Tablets

Desktop Computer
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IL.aptop Computer

Palmtop Computer

Same Hardware Parts

CD - Compact Disk

HDD - Hard disk Derive
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DVD Room and Writer

A
 p— = S A"-K — - E—
-“”/ﬁ‘(;iller board
AGP Sliot
CMOS Battery Slot - PCI-Slots (x5)
Sowthheicns T - Northridge
IDE Connector (2x) {with heatsink)

20-Pin ATX Power =
Connector v

Parallel Port
Heatsink rial Port (2x)
mounting

points NS USB Ports (4x)
CPU Socket ~—— PS2 (Mouse + Keyboard)
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= Other Connector

—

I = B e e - — — —
= Hardware Parts Connect to mother board

Hard Drive

——



Os =
DOS =
GUI =
RAM =
ROM =
DVD =
TWRWW =
HTTIP =
HTML =
E-MAIL —
SMPS =
ISP =
ENIAC =
P -

O 0 0 0 00 0 % 0 0 0% 0 00

e = R

CPU =

ATM -
CuU1I =

Some Full Name

—

Operating System

Disk Operating System
Graphic User Interface
Random Access Memory
Read Only memory

Digital Versartile Disk

World Wild Wed

Hyper Text Transfer Protocol
Hyper Text Markup Language
Electronic mail

Sxwvitch Mode Power Supply
Internet Service Protocol
Electronic Numerical Integrator and Computer
Internet Protocol

Compact Disk Read Only Memory
Compact Disk

Hard Disk Device

International Business Machine
Wild Area Networking

Wisual Display Unit

Optical Mark Reader
Modulator - Demodulator
Magnetic Ink Character Reader
Ligquid Display Unit

Local Area Networking
Integrated Circuit

Far Away Xerox

Computer Aided Design
Central Processing Unit
Arithmetic Logic Unit

Liguid Crystal Display

Thin film transistor
Automated Teller Machine
Character user Interface

—

Generation of Computer

First Generation

Second Generation

Third Generation

Fourth Generation

- 1946 to 1953 (Vacuum tubes)
- 1954 to 1963 (Iransistor)

- 1964 to1o74 (L.C.)

- 1975 to Till Now (Pram 10,000)
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M.S.PAINT

$U®D <X 16 < BId © 3N 28 Hel} BId ©

i untitled - Paint
File Edit Miew Image Colors Help

00/ 3N
OR~pPEO3

= >
m ENENENEENFENENN

[T ErEN T e
Tolls-
1.Free from select- s@&T 917 3949 dex &1 freehand 9 select #¥@ wred & foru
fopar smar 2
2. Select- SHBT YA 391 Aex &1 didi} select ®X ®red & fog foar
SITdT 2
3. Eraser- SO&T YT 304 R & e @ foe fear simar 2

4. Fill with color- s9®T 9I19T 39+ fa 4 U& A1 $oX 934 @ fery foar wmar @
5. Magnifier- $a®T gaiT {5l BIdY image @1 9T o <@ & fag fear smar

2
6. Pick color- BT GANT AU bR Bl show P34 & ferg fHar smar @
7.Pancil- SHST YA A painting ¥ £B A foeq & fog fear smar 2
8. Brush- TE T P! R HId HYal &
9. Air brush- $9 gRT AU painting ¥ colorfull §s& Bis Wad @
10. Text- U g A0+ painting ¥ ®1F + 1 fore waa 2
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11. Line-

12.Curves-

13.Polygon-

14.Rectangle-
15. Ellipse-

a®T gAhT 9+ painting d &3 W agw ©=A @ fav fear smar
2

BT YA U= painting # &1 1 g9 E=q @ fav fear sman
2 U= 9% o34 &4 #Aled @ < dAls <t 2@

SHGT AT 39 painting ¥ ®is # @z =A@ fog fear sman
2 UX=g IE dlsd R Mmouse pointer @ |1 A9 A deldd] © oI
d% 89 34 Bls 8! qd oiel | &A1 Yo 3l o

3UBT YA ®ig ff sk 991 & foav fear smar 2
BT YINT Big H Marer fFa 591 @« forefear wmar @

16.Rounded Rectangle-

Print preview-

Page setup-
Print-

Exit-

Edit-

Undo-

Redo or Repeat-
Cut-

Copy-

Paste-

Clear Selection-

Select all-
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s9®T 9AIT dig H MererR i 91 @ fou fear wrar @ afe
ISP BI4 Mo 8id &

SUDT G A8 Bise @i @& ferefear wmar 2

BT YA save BIsel @ @icd & fav fear srar 2@
SUSBT YA U BIsedl Bl 9 D e foar wmar @
UGBTI AT AU GBI Bl Ssave & & fere fepar wmar @

SHBT YA AU save BIse I eli—2 A7 § save 1 & forg
far wimar @

SUDT YA U BIge A 949 Aex o Rerdl 2@ @ fou fear smar
2

TSI AT U4 U S set 9 margin B+ & fay fear smar 2
SUBT YT U4 A &l 99 9 Sard @ fae fear wmar 2
BT YANT AU Y™ A 9188 o[ & fog fear sar 2

SUGT YANT 39+ & gY AexX &l auw o+ & foag fear smar @
ggaT gaiT undo & fauRa w1 @ feg fear smar @

SHDT AT 37U+ #eX Bl HICHI (P I8 4 PleHR NI olile o
e & fog fear wrar 2

SUST AT U AR $l 1Y o (@ o8 4 O 8 o Wi
& feru fopam imar 2

SUST YA AT BIEd @ A &I Ul 9 Hc & & qig paste
command gy gy PR ©

a1 GANT Aufl Biga A g9 dex @i e & fag fear omar @

SHPT gANT AN Bisd @ R dex b v arer SeleCt g @ farg
far <mar 2@
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Paste From- SUGT AT U Bisd 9 dig Al picture a1 @i & fery fem

oTar ®

View-
zaaT gAiTT fedt tollbar @ 3o w15 & % WX e@+ & fav faa
oITdT 2

Image-

SHST AT 39+h drawing &1 % @ angle W g9 & fog faan
oITdT 2
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NOTEPAD

B Untitled - Notepad |_.. |r5_<|
N Edit  Format  Wiew Help

Mew Chrl4+m

Qpen... Chrl+0

Save Ctrl+3

Save As..,

Page Setup. ..

Print... Chrl+P

Exit

“Tistart [ = Localoskr) [ e otes " T office 7rnote.., | D Manotes, kae [ Untitled -hok... B T 5 &) s

FILE-

New- SUBT YANT A% Wisd @ias @ forgl®dr Sirar €

Open- SHST YA SaVe BIEd &l Widd @ forg fsar wmar @

Save- SUPT HANT I Brga at save X b T fpay Sirar @

Save As- SHBT YATT 3G+ SAVE Grda &Y ArelT—2 AT @ Save e & fae
fopam wmar 2

Page Setup- BT YA 3 O @i Setq margin BtsH & iU fpar wrar @

Print- SHST YA U1 Aex Pl 09 W} SaRA @ (¢ far <rar &

Exit- ST YA AU 9IU™E @ 9 o1 @ fae fear wrar @
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EDIT -

Undo-
Cut-

Copy-
Paste-

Delete-
Find-

Find Next-

Replace-

Go To-

Select All-

Date/Time-

Format-

Word Wrap-
Font-

VIEW -

Status Bar-
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SUET JANT 39+ & gY AeX & auw o+ & foag fear smar @

TSI AT 37U+ AT Bl HICHY P o8 4 HICHR GO oE o
o1 @ ferv fear wmar @

SUSBT YANT 30 #eX $I HIU e @ ofTe 4 a0 e o o
@ forg feam <mar @

FUBT YA AU BIged @ AT Bl HIW) 9 v HHA > 918 paste
command $T YT HYd @

SUBT YT AU BIsd A 94 AeX &l dred & foav fear wmar 2

SOBT AT AU ®wigd ¥ dig ot word ar Character @iei< @& fayg
fear wirar 2

ST 9T AUl Bisd A &is H word I Character @ivii & 919
arrerr word ar Character @i & ferv foar wimar 2

ga®T 9T vl wisd A fedl off word a1 Character &t 9ga4 @
fore foear wrar 2

SHBT YA U+l Bisa H fedl 1 line a1 page w® w1 & forg
far simar @

SHGT 94T 0N BIgad & QR Ak Bl Uab ard Select v @ forg
fear wrar @

SHST YA 39N BIsd 9 91 dAex d date and time sTaq & fore
forar simar @

SUST YA Ud paragraph & & line ® 3@ & ferg fear <imar 2

SYGT YT Y- AexX &Y 9IYI, AISol 9 Cled &l 9aa+ & foIU
far wmar @

SUBT YA status bar &1 hide, unhide %1 & forv foar wmar 2

Page 18



WORDPAD

Mew. .. e+ . %

Open... Chrl4+O

Save Ctri+5 ﬂ |1D v| |Westem v B £ U ,@ |%|
Save As..,

Print... Ctrl+P
Print Preview
Page Sekup...

Send...

Exit

MM
office 7 note... | T IT5nakes, k.. | {§ untitled - Paint 2[NS %0 5 &) zam

New- SHBT GANT T8 BIgel @ie & forgl®dr wrar 8

Open- ST YT SAVe BrEdd &l Wiaq & forw far orar 2

Save- SHBT TART A0 BIsa &t save P B U faar wrar @

Save as- SU®T GANT Y- SAVE BIge Bl elT—2 - ¥ SaVe s & fory
foar srar 2

Print- TG JANT 39+ Hex & U9 R SaRA @ fov fHar omar @

Print preview- gwuaﬁaﬂ‘rﬁmﬁrﬁ?ﬁ Aex A Rercft @+ & forw fpar wmar

Page setup- 3BT YANT o7 U B Setq margin BIST & U ey Srar 2

Exit- $UGT YA 9 U™ 4 e} Wi @ fae fHar oarn @
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Paste-

Paste special-

Clear-
Select all-

Find-

Find next-

Replace-

‘S.
D
3

Insert-
Date/Time-

Object-

Format -

Font-

Bullet style-
Paragraph-

Tab-
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SUET JANT 39+ & gY AeX & auw o+ & foag fear smar @

TSI AT 37U+ AT Bl HICHY P o8 4 HICHR GO oE o
o1 @ ferv fear wmar @

SHST YA 34 A Pl HIUl o [P ofTe 9 ga e o o
@ forg feam <mar @

FUBT YA AU BIged @ AT Bl HIW) 9 v HHA > 918 paste
command $T YT HYd @

fsft gEr formatting & paste #33 & fog gUsT a7 &wd @ ¥
paste & a8 &I &l &

SUST YA AUl BIsd A 94 Aex &l e & forv foar wmar 2

BT GANT A0 BIsd & QR AexX B @ Aol Select w1 @ farg
fwar srar @

sa®T 9T AUl Bisea # &g o word ar Character @i+ & forg
far srar @

Sa®T 9T AUl Bise A &is o word a1 Character @ivi< & dIg
arelT word a1 Character @io{ & fore foar wimar 2

gg®T 9gNT 39+ wigso A fed «f word am Character &t dga+ @
fore foar wimar 2

Toolbar, format bar, rular, status bar & a@+ X By & forg
SO®T AT fHar wrar @

SUST GANT AN wIgd A 94 #ex A date and time Sre & fow
B B

SUST TIIT AUl gl # foedl 3= gl & "id &% Sad o
& o oy foar wmar @

SUST TINT AU AT, IS el, AIgol d HelX deold & oIy fHar
ST &

SHST AT 39+ #AeX 4 Bullet style 35 @ fearg fwar wimar @

BT YA 39+ #eR B eft, right and centre & set x4 & fag
foar <imar 2

FH®T YA 394 A A tab set 31 @ forv fear @ar 2@ iy ar—2
space ¥ sa1 @ forg fwar oar @
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M.S.WORD

We can create any application, bio-data and any documents, file etc.

O/ffice Button-

‘Er\\"‘ H9-0 e Documentl - Microsoft Word =
Review View ©
1 Recent Documents
New =L A= iz sE & Find ~
4 e =~ 4= - || B[] | abcer| aBbCar AaBbC, AaBbce AAB 4a AoBbCCD  AaBbCCD % et
e
EEE=Ets M e =
- 2 TS notes, kasna = |== ==\*_ [| Ly i T Normal | 1l No Spaci.. Heading1  Heading 2 Title Subtitle ~ Subtle Em.. Emphasis - Styl Iy Select~
3 COURSSE DETAILS | Paragiaph F] Styles || Editing
=1 | B =
Hiave 4 COURSSE DETAILS | —— e ey S T e 00 &
5 Edail =1 || " s v . ' ' V " . )
=] 6 Edail
H Save As »
7 UPPSC
‘4 Print >
0
ﬂ Prepare »
—ﬁ.ﬂ Send

o Publish »

3 Word options | X Exit word |

TS e T

Office Button -

New- SHGT YY1 A8 BIsd @idd & fore fear srar 2

Open- SHGT YA SaAVe BIsd &l @i & foru fear wmar @

Save- SHBT GANT AU BISel dl Save o3+ & forg fpar omar 2

Save as- SABT AT 9 save BISd &l T2 A/ | save a1 & forg
far wmar 2

Print- SDT AT U+ #eX B 99 wR Sar+ @ ferv fear wmar @

Print preview- gw GART AU BIEel 7 99 #Aex @) Rerdfl <wq @ fov foar siran

Prepare - SHGT YA AU BIgal s properties check &% & feore far war
2 EXp- pages, lines, size, words etc.

Close- BT GANT AU BIEd bl g7 Hx1 & forg fooar <imar 2
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Clipboard

. } office 7 notes - Microsoft Word = e
‘ Home Insert Page Layout References Mailings Review View (7}
i S A ATl S s e[ A N . HAFind ~
B wonopecosvo~{2t - [ (2] 1=~ 1 S R[BI] [ o] asmocar AaBbC aambce AQADB aasice aoebeeo appeen - A | e
53 Copy A ac
Paste = 2 Ao |[3B7 . JlEEEE vkl i i i i i _ Change
+" < Format Painter |BI I Ui-abe x, X Aa~|V- A~ |EIEE =\‘¢_ || &y~ & =] || TNormal |1NoSpaci.. Headingl Heading 2 Title Subtitle ~ Subtle Em.. Emphasis - Stylesg' Iy setect>

Paragraph f Styles ]} Editing

W=

Home—
Clipboard-

Page:30f4 | Words:149 | (6

| EEEIE

o

= AIE
H

Paste special-

SHDT AT 39+ #eX Bl P W76 d HIehY Gusl ofle o | &
forg far wmar 2

SHST AT 39+ #eX 3l BIdl $d (@ T8 |4 gl ofE o ol
& ferg foar wmar 2

UG JANT 0N BIId & A &I HIUT 9 He S & 919 paste
command &T 9JiI7T Hd &

foeft gEr formatting & paste #31 & foag &1 gIT &= 2 I8
paste @1 a¥e dR PxaT =

Paste as hyperlink-sa®1 g4 f& 7€ &ift 9 link sitsa & forg fear smar @

Format Painter-

SHPT YA 39+ Hex &1 & formatting | g8 formatting 9 <=
@ forg fear <mar 2

Office clipboard- $9®T YINT IR—4R cut 31X copy &4 € 94 & fery fobar wimar 2

3R 399 US Wi 24 CUt IR COpydR WHd ©
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Font-

Clear Formatting-

Change case-

Paragraph-
Bullet style-

Paragraph-

Shading-
Border -

SUST YA U AIYT, WIFd, WZH 9 Sk 9qd4 @ fag iR 8
effect st @ forw fdar smar @

SUGT YA Ju Bigad & Aex A srefl 1 formatting &1 e @
fore fear wmar @

3OPT YA 39+ sentence &1 fedfl ff YR & case ¥ ggad @
fog oxa 2

1. Sentence case

2.lower case

3.UPPER CASE

4. Tittle Case

510GGLE CcASE

ST AT 39+ #ex A Bullet style, Numbering 35 & ferg fa=m
EIGI

$OBT YA 39 AR @1 left, right and centre & set &34 & fog
X @9 # N9 &+ & fpar ar @

SUSHT YT U4 Fex @ N8 b} Sl @ forv fear war 2

SUHT YT 394 Aex A1 9ol o ig border srev @ fore fpar wan
2

Style and Formatting-

Editing-

Find-

Replace-

Select all-
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$AST AT U+ #Aex # headings ¥99 & ferg foar wmar @

$OBT 9T A9 ®BIsa A &ig Y word a1 Character @ie{ & forg
fbar wirar 2

SUPT YA AUt wisa A fedl Yt word a1 Character &' sca+ @
fore far wmar @

TSI AT U BIsd & X #eX & Ud a1 Select &34 & ferg
fear wrar @
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Insert -

office 7 notes - Microsoft Word

ICAEEER E i
)

Home Insert Page Layout References Mailings Review View ©

MElEECEET I REERE

@ é 4 A~ [ &Signature Line - T[ Q

) Date & Time

Cover Blank Page Table | Picture Clip Shapes SmartArt Chart | Hyperlink Bookmark Cross-reference | Header Footer Page Text Quick WordArt Drop :% X Equation Symbol
Page~ Page Break Y Art v ¥ v Number~ || Box~ Parts~ ¥ Cap '$d Object ~ N Y

Pages Tables Hllustrations Links Header & Footer Text Symbols
6 T —— TS T E N T ST
Page:4 of 4 | Words: 476 | 'EEEEE a&i5347.‘®§®
= T T~ |

AEEILCIEE;

v, = A = 5 A Dl

0z 508 Iz | BORY

Pag es-
Cover Page-

Blank Page-
Page Break-

Table-

Insert table-

Draw table-
Table tools-
Design-

Layout-

ST 9T 3Au Bisa & Front firster format change «v= =
forg far omar @ for9 ®ar 99 @ed 2

SUDT FAIT AUl BIsel A SlEl duiX & dal Grell 9o o+ & forg
foar wmar @

DT GART A BISd & U Pl aled g I gowr 9 aF B
fere foar wrar @

SHST YA AEEHATIUR table g9 @ forv fpar wirar & @il
fora=it 1 row afi® column =1fed & O&d 2

s9® gRI ufaa ¥ table a1 g&d &

ggal gAlT g table & format, color, border e & fau faear
ST &

FAPT YA 319 table # row, column, Cell @ #ex &7 set 9 cell,
table @ aisa @ forg, table o for@ 3l &1 ARIE) 9 @< o9 F
o @ fau foar wmar &
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Illustrations-

Picture-
Format-
Clip Art-
Shapes-
Links-

Hyperlink-

Bookmark-

ST AT His I picture A9 & forg fear smar 2
SAPT I AU picture A &4 & forg fa=am <imar 2
SHST YA dig 1 cartoons o1 & ferv faan <imar @
$9®T YA Hig I Shapes o1 @& forv foar simar 2

B yAT fedl e file &t gud files @ sied & fag fear swan
g

931 A filew marking &1 & fog fear wimar 2

EXP-3FR &1 I3 Ak Ue W= = R 419 7 & &3 &M us Wi al
&9 g8l ux Bookmark add &< 2

Header & Footer-

Header and footer- 9T 91T 391 S @& QU d 1A dIs -9 A1 H0 24 & fore foar

Page number-

Text -

Text box-

Quick Parts-
Field-
Word Art-

Drop cap-

Date and time-
Object-

Text From File-

Symbols-
Equation-

Symbol-
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ST 2
SUBT YT AU BISd 1 9 number @7 & fav fear wmar 2

S4BT gANT $is ol dexX @ text box # AT text box & Ax foa@+ @
fore foar wmar @

SUBT AT ko[ B3 & forg fear mar @

&1 9T HIg Y picture and style & 1w fores @ forg fear smar
2

SUBT YUNT U+ AexX B Uscll s &I Ugdl &R gl fora+ &
forg fooar wimar ®

g9l 9T AT Bigd d date and time stew @ foe fear smar @

SUGT YIIT AU B A fodl 3= 9 &l Eid S99 a1 &
& fore foar wimar 2

&1 9AT B gud viEe @ Ay & v wiza A a1 @ foy
foar wmar 2

SUST YA AN BRI A HIg equation 919 & fag fear sirar @

sg&1 YAl &15 W g a9 fag fean sman 2
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Page Layout -

‘i:!_?;) H9-0 ) office 7 notes - Microsoft Word - 8 X
- Home Insert Page Layout References Mailings Review View 2]
Aa K- [ l |}y Orientation ~ »= Breaks ~ 2) Watermark ~  Indent Spacing b gtoF 12 Align ~
""" — [y size - ¥ Une Numbers - | $H)Page Calor~ | EE Lett: o 2 || $= Betore: o0 pt 4y to Back 8] Group
Themes — Margins __ - =~ |y =
- [g]' - =8 Columns ~ be” Hyphenation ~ [N Page Barders £3 Right: 0 - | jam After: O pt w1 apping 24 Rot
Themes Page Setup T || Page Background Paragraph F} Arrange
1 g PR SO I S A 7 @

Page:6of 5 | Words: 887 | (B

ﬁ office note 2007 [Co...

Themes-

Theme- SH®T YA 39 Bisd ¥ back groundd ¥ ¥4 ¢ ek aTH B
fere foar <mar @

Page Setup-

Margins- SUDT GANT U+ U &l set 9 margin s+ @ forg fear wmar 2

Orientation- SH®T YA 39+ UW &l portrait 9 Landscape &%+ & ferg fawar
E1GI

Size- SUDT YANT U4 U &7 Size set ®31 & fog foar wmar g
Columns- SAST AT 39+ U ¥ columns 9919 & fag fwar Smar 2

Break- SHGT YANT Ul BGIsd @ Uol &I disd 9 AT Ul & ferg
far simar 2

LineNumbers-  SH&T YA 39l BIsd 3§ USl &R &I disd 9 g1 USl dF &
ferg foar srar =

Page Background-

Watermark- SHST gANT AU BIEd A dAeX B N8 H1E H name 7 picture
staq @ fag fear smar @ e print frera @@a |
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Page Color- SUDT AN (U Il 4 A & @18 dig I name, picture 9
color sre & fag fan simar @ fRrwat print 98 e aed

Page Borders-  s9a&T 9diT gl Bise & ®ig border 9 color srtev @ fore fosar
Sirar @ forar print fere w@a

Paragraph-

Paragraph- $9®T 9T 39+ Paragraph @t left, right and centre & set &34 &
forg fear <mar @

Arrange-
Arrange- SAST AT U+ box, picture 3mfe &1 set &3 @& forg far wmar 2@
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> Home Insert Page Layout References Mailings Review View ©
=% [SwAddText~ [/yInsert Endnote =l ) Manage Sources ‘:‘j |] Insert Table of Figures }*j.# (] Insert Index E+ =)
B 155 = = 1=
= |2 Update Table A§ Next Footnote v — lgé Style: APA v —I¥ Update Table L _I¥ Update Index 4
Table of Insert - Insert i Insert Mark Mark
Contents ~ Footnote = Show Notes Citation ~ @) Bibliography ~ Caption L] Cross-reference Entry Citation
Table of Contents Footnotes F} Citations & Bibliography Captions Index Table of Authorities
T T T R TR D TR T TR R TR ETT R Y o
. : A : : H ' . ' - : - . i =]

Page: 7 of 7 | Words: 1,172 | <&

:’.’ start & Notes T office 7 nates - Micro... T ITS notes, kasna [Co...

Footnotes-

Insert Footnote- 9T 9T [ A &ig M wHeRN) &1 By & fou fear sirar @
Insert Endnote- saaT 9w | & &I H 9He™) & fBu & forv fear wmar 2
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Captions-
Insert Caption-  g&aT gair fe=ft = picture &1 serial name 29 forg fawar wmar @

Mailings .-

Oa H9-0Q )+ office 7 notes - Microsoft Word - X
) - :
Home Insert Page Layout References \ Mailings ‘ Review View '@

CIE) S EamEan moImsim =i S e

2} Match Fields 2] Find Recipient

Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge s Preview | . - Finish &
Merge ~ Recipients ~ Recipient List || Merge Fields Block  Line Field 2] Update Labels || pesults | 5 Auto Check far Errors || pMerge -
Create 1 Start Mail Merge Write & Insert Fields Preview Results _||_Finish
...-§|1|2|3|4|5|>6‘|?a-|"
s o 4 1ol v e " L r v " i ar: o oY il It A NG
m
+
wn
v
~

B airtel (G:) Q ITS notes, kasna [... f_g office 7 notes - Mic...

Create-

Envelopes- ST v Bt #fr size & Envelope dax 89 W typing #X®
print F&eH @ fag fear smar @
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Start Mail Merge -

Start Mail Merge -
IUDT G U dleX @ 3MP dex 9911 & fory fvar wmar @

Start of mail merge
Letter anf mailing
Mail merge
Letter
Ngxt
Use the curreft document
Next
Type a new list
Create

Customize

A WY choose option SU® 918 = WX &I, WA @ 91 S= close ®X <l, S¥d dIq
save X ©d 2 Su® d1g select all R foera &< 39 2, fhx

Next
More Item
Insertfption
Next
Next
Edit individual letter
All

O

Write & Insert Fields or finish-
gaaT 9T A letters 991 & fav fear sar 2
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Review -

(= H9-0 X = office 7 notes - Microsoft Word - =
Toa

x
~ Home Insert Page Layout References Mailings Review View ‘\@
) Research &4~ Aj A Delete »;'_29 [ jj 2% | Final Showing Markup 1| [ Be ®2Reject - ﬂ 1 ‘ l o
&Thesaurus & ¥ Previous = ' 5] Show Markup ~ i‘l} Previous of —t’:l
Spelling & a8 New Track  Balloons o Accept Compare Show Source Protect
Grammar g Translate jag) | Comment —d Nexd Changes ~ - [P] Reviewing Pane ~ 9 Next - Documents Document
Proofing Comments Tracking Changes Compare Protect

]
4
il

Page:9 of 9 | Words:1,330 |

1
+y Start & 2 Windows Explorer > B office 7 notes - Micro... T ITS notes, kasna (Las...

Proofing -
Spelling and Grammar-

$UST AT u-t wiga A spelling check &%= @ fag fHar mar 2
Research- sadT yaT {4 word & 3ifere meaning St @& ferg far wirar @

Word count- $U®T gAIT Ul wIga A line, paragraph, word, page and charac-
ter 99 @ fog fear smar 2@

Comments -

Comments- SUST TINT AUl B3 @ AcY # &g Wl o= e & foru
forar smar @

Tracking-

BT GUIT AT BIgd 4 ot dig H comments @ BUH T @A
& fore foar wimar 2

Protect document-

SHST YA AU BIgd Bi protect AT password = & ferg faan
ST 8
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O\ H92-060Q )+ office 7 notes - Microsoft Word - 9 X
o - ==
Home Insert Page Layout References Mailings Review View ©
J -] \ (= @ = l = V| Ruler | Document Map C{ _|] One Page % New Window | )] View Side by Side % o
| = Gridlines Thumbnails | Y = @ 33 Two Pages || = Arrange All | L} Synchronous Scralling =2
Print |Full Screen Web  OQutline Draft Zoom 100% _ ) § Switch Macros
Layout| Reading Layout Message Bar =] Page Width | [ Split +14 Reset Window Paosition | windows ~ .
Document Views Show/Hide Zoom Window Macros

YRR O O D Jeae s U e g 4+ oo ke B e g e 7 o S
| SRR SEEEEEEE SIS EATE AT SN SRR

Page:11 of 11 | Words: 1,429 | <3 | B/ER = = |ek(-)

1
‘s Start f 2 Windows Explorer  » B office 7 notes - Micro... T ITS notes, kasna (Las...

Document Views-

Print layout- @I gAT A0 wisd & document etc. gy printfysrat & forg
far <mar 2

Full Reading layout-

SHST YA AU wIsd & 9 Page gy read o=+ @ foo fpan
oTdT 2

Web layout- SUPT YANT AU ®wIsa &1 Internet ¢ pagegx save swwt & forg
fear imar @

Outline- BT GART 39l BEe &1 dotss faeg e @ fag fbar wmar @

Normal- SHST AT AGN ®wrga B Normal view # Qw= & fav fear smar
2

Show/Hide
Ruler- @ AT Ular g 3w st fou @ fag fvar omar @
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Document map-

Thumbnails-
Gridlines -

Zoom-

Zoom-

Window-

Macros-

ga®hT AT headings 991 &Y S9a details e@9 @ ferg fvar smar
2

$OST YA pages I BIZ-BIT vul A @ & fay faan omar 2

SUBT YT A9 Bisd ¥ lines o @ fore fvar mar @ Raer
print 81 foraTell T W& |

BT AT AU BIgd &l % R @+ & fog fear omar @
BT YANT AU GBI & IFd yfaed <@ & fav fear smar 2

3T FIIT g4 fedt +ft Aex &1 31 save 3 @iaasr <9 Iaad
g



Short Commands in M. SWord

Ctrl+A = Select All

Ctrl+B =  Bold (Ctrl+Shift+B)
Ctrl+C =  Copy

Ctrl+D = Font (Ctrl+Shift+F/P)
Ctrl+E =  Center Align
Ctrl+F =  Find

Ctrl+G =  Goto

Ctrl+H =  Replace

Ctrl+I = Italic (Ctrl+Shift+l)
Ctrl+J = -

Ctrl+K =  Hyper link

Ctrl+L = Left Align

Ctrl+M = Tab speed (0.5)
Ctrl+N = New

Ctrl+O =  Open

Ctrl+P =  Print

Ctrl+Q =  Quite tab

Ctrl+R =  Right Align

Ctrl+S =  Save

Ctri+T =  Tab Speed (0.5)
Ctrl+U = Under Line (Ctrl+Shift+U/W)
Ctrl+V =  Paste

Ctrl+W =  Close

Ctrl+X = Cut

Ctrl+Y = Redo

Ctrl+Z = Undo

Ctrl++—Subscript
Ctrl+Shift++—Superscript

Ctrl+F1—Minimize Ribbon

Ctrl+F2—Print Preview

Ctrl+F4—Close File

Ctrl+F6— All Files open <1 one by one (one program)
Ctrl+F9—Bracket

Ctrl+F10—Maximize or Restore

Ctrl+F12—0pen

Ctrl+1—Single Line Gap
Ctrl+2—Double Line Gap
Ctrl+5— 1.5 Line Gap
Ctrl+0—before paragraph space
Ctrl+-—Select metter delete



Ctrl+[— font size se™ & fau
Ctrl+]— font size e & fag

Ctrl+Shift+<— font size sre™ & feorg
Ctrl+Shift+>— font size seq & fore

Ctrl+Shift+F5—Book Mark

Ctrl+Shift+F6—All files open ®=AT1 one by one (one program)
Ctrl+Shift+12—Print

Ctrl+Shift+ A—Change Case

Ctrl+Shift+D—Double Underline
Ctrl+Shift+E—strickthough with Red Color by backspace
Ctrl+Shift+G—>Word Count

Ctrl+Shift+H—Delete

Ctrl+Shift+K—Change Case

Ctrl+Shift+L—Bullets

Ctrl+Shift+N—Clear Formating
Ctrl+Shift+Q—Language Symbol

Ctrl+Shift+Z—Clear Formating

F5—>Go To

F7—Spelling &Grammar Check
F8—Select All

F10—Check Short Command for functions
F12—Save As

Shift+F3—Change Case
Shift+F4—Find

Shift+F6—Check Short Command
Shift+F7—Research (Ctrl+Shift+O)
Shift+F10—Right Click

Alt+F4—Close Program
Alt+F7—Spelling & Grammar Check
Alt+F8—Macro
Alt+F10—Maximize or Restore

Alt+1—Save as
Alt+4/3—Print Preview/New Page
Alt+=—Create Equation
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M.S.EXCEL

Row — 1048576 or 65536
Columns 16384 (XFD) OR 256 (1V)

Office Button-

"/é-\ = . o Bookl - Microsoft Excel e
W View -7

@
Recent Documents -
Hew i General - *:‘ %‘:H ’__"I 5= Insert = P % \?a
1 SHOBHIT_FEE_STRUCTURE NEW ON 11TH APRIL =] =3 2> 3 Delete ~ || @]~
2 COURSE DEDTILAS =l ||$% - % | %5 ;%8| Conditional Format  Cell o Sort & Find &
Open I > Formatting ~ as Table = Styles = L.;jF’-"'"“at ~ || &7 Filter~ select~

= Mumber F} Styles Cells Editing

LG H I ] K L M N o]

I

g

3
[ |

Prepare  *
Send 3

7 Publish »
ublis

Jﬁ Close

| 2] Excel Options | |X Exit Excel

157
16
17
15
19
20
21
22
23
24
25

=
M 4 > ¥| Sheetl ~Sheet?  Sheet3 ~%d [
Ready

74 start

Office Button -

New- BT G A3 BIsd Wia @ fov fear smar @
Open- DT YA save BIsel &l Wied @ forv fear sar @
Save- ST YA AU BIsdd Bl save &4 & fere fHar wmar @

Save as- SHBT YANT AU save BISe bl 3el—2 A 4 save d & fog
forar simar @

Print- AT AT AU #AeY P U WR IaRA & forv fear smar 2

Print preview- SUPT YA AT BIed A 949 dex o Rerdfl @ @& fav fear smar
2

Prepare - SH®T YAIT AT wIsal BT properties check ¥ & ferg fear siran
2  Exp-size etc.

Close- YD YA AU Bisel Hl 9 b1 D 1y fHar orar 2

f & Motes

f T 175 notes, k...

| T office 7 note. ..

B Microsoft Exc... f i untitled - Paint
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Home -

—
(On)
W

- Haome Insert Page Layout Formulas Data Review View

j ‘* Calibri bl D
N EE]

Paste g | Bd | T || S || |

Clipboard s Font

Bookl - Microsoft Excel - = X

(=B 4

;D
i
]

|_g] -
I|@'_'| = General T ijg‘ ﬂ —L;BI E ;: % [ﬁ

£ 5| = e | e Sort & Find &
iE i=| | bl - $ - % o |58 0 onditiona orma e (e ort & Find &
| E=ES] l || +a] Formatting = as Table = Styles = LZjFormat' T Filter~ Select~

F} Alignment (Fi Number {F Styles Cells Editing

114 -

A B o

00|~ |n (L0 | (W (K|

[N

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

T4
M 4 » M| Sheetl , Sheet? ~Sheet3 . ¥J [

(]
-

F G H I J K L M N (0]

il
I < |

‘4 Start

Ready
[ & nates

Home—
Clipboard-

Cut-

Copy-

Paste-

Paste special-

Format Painter-

Office clipboard-

f T 175 nates, k... f T office 7 nate. .

@ Microsoft Exc... | 4 untitled - Paint = Lo

TSI YT 37U #TX Bl P o8 4 HIcHY gud oile o oil| &
fore foar smar 2

TSI AT 39 A &Y Bl I [P o8 ° g ofE o oI
& fou foar wimar @

SHST 9ANT 0N BIEd & #eX &1 S 9 ¢ I & 918 paste
command &T 93T S &

fslt g@R formatting ¥ paste #37 & fag sUST AT Hd @ 48
paste @1 A8 dI HAl ©

SHST AT AU HeR &I P formatting & 88 formatting 9 <m=
@ forg far simar =

SHST AT IR—9R cut 3R copy &+ € 994 & fag fovar simar @
3R 39 US I 24 cut R copy IR HdHd B
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Font-

Border -

Alignment-

Merge-
Number-

Style-

SUST YA U AIYT, WIFd, WZH 9 Sk 9qd4 @ fag iR 8
effect st @ forw fdar smar @

SOBT AT AU Hex a1 99 9X $is border erev & fog fsar sar
2

SUBT YIIT U+ AeX B 9], WIS d, IIsH, dax, diex Ife A<
&+ o fere fear wmar 2@

3BT YA & 9 3ifered Adl & e &y & forg forw foar wmar 2

SABT YN 391 numbers @ A< &1 & forv fear wmar @

Conditional Formatting—

Auto as Format-

Cell Style-
Cell -

Insert =

Cell-
Row-

Columns-

Worksheet-

Delete -

Cell-

Row-

Columns-

Worksheet-

RCSA INDIA

SUPT YT AU BIScd A A —3TedT T UX 3l T—3eli T HelX
formtting @ @ fay fear smar 2

$H®T 9T 9 971§ 1 table # §® ¥ gy format & mH & ferg
forar wmar =

BT YA 394 cell, table TR ®ok oA & forw fear war 2

ST FANT AT BIsed d dig @rell Cell @ & fav fear smar @
ST YART U BIEd § Sz @rel Row @ & fag fear sar 2

SABT YA AU ®BIsd A &g @refl column @1 & fere fvar smar
2

SHST YANT 30N BGIEd A &S @rell worksheet a1 @ fore far
ST &

SOHT G AU Bigad 4 ° @dig Cell delete &3+ @ fore fovar
ST 2

m;ﬁw ATt BIgd A ¥ HIS row delete ¢ & forg s
ST

SUDT YA AU BIgad § 4 &g Column delete &< & fow fpan
ST 8

SUPT YT AU BIse § A dig sheet delete %7 & forg faoar
ST &
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Format -

BT YA AU wrga d | et Cell, column, row, sheet &t size
HeH q 9¢1 a1 feu 9 t@qd @ fov fear war 2

Protect Sheet- SHST YA U IS HI protect AT password et & ferg faan
EIGI

Editing-
Function- SUDT AN AU BIEd ¥ BiFHd o+ @ fog fear smar 2

Fill- FUST AN U= GRASAT a1 G&a1 &1 left, right, up, down sk
fedy Y series &1 forma & forg far wrar @

Clear- SUPT YAIT AU BIsd & Hex, Bidey, X did<d o e
fore fear sirar @

Sort- FUBT JANT AU BIgdd § ford idl & IRIE T IJaxid o9 A
foreq & forv fean <irar 2

Find- SABT AT AU+l wisa A wIg ot word, Character, Number sy
oA & forg fear wimar 2

Inser

Bookl - Microsoft Excel - = X

D) H q -
- Home Insert Page Layout Formulas Data Review View = 4

5 B | B8 P B ﬁimﬂﬂ'ﬂl_‘.)@ﬂ-jﬁﬂﬁ@sz

PivotTable Table Picture  Clip Shapes Smartart Column Line Pie Bar Area Scatter Other Hyperlink Text Header WordArt Signature Object Symbal
= Art = = = = Charts ~ Box & Footer = Line -
Tables lNustrations Charts £l Links Text

| H11 - £

A B C D E F G H I 1 K L M N o

0|~ (o || ||
] < |

(N3]

10
11 I .I
12
13
14
15
16
17
18
13
20
21
22
23
24
25

1=
4 4 » ¥| Sheetl Sheet2 ~Sheet3 %1 [ il
Ready =0

:l‘ start I Notes I T 175 notes, k... I T office 7 note. .. B Microsoft Exc... f i untitled - Paint A0 f 4| 4 ', 2:05PM
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Tables -

Pivot Table- $U®T YAl 3rerT—3rerT candidate @Y details <@= @ fog fean
SIrar &

Tables- gw g 3rg-t Tables 4 +ig formattingsva @ fere fear smar

Table tools-
$UPT AT AU table 4 formatting &< @ ferg fear sirar @

|llustrations-

Picture- $UST 9ANT His HI picture &9 & fov fear smar @

Eormat- $ABT 9ANT U+ picture 9T &4 & foy f&am wmar 2

Clip Art- $UST yAT H1g H cartoons @1 @ farg e wirar 2

Shapes- $APT YA Hig H Shapes o+ & foy foar mar 2

Charts-

Chart- $U®T 9T 9= class report, salary sheet anfawt chart® w4 4
eEq & foay fear wmar 2

Links-

Hyperlink- ;z}w g1 ot ¢ file®d g files 9@ wied & forg fear man

Text -

Text box- SH®T gahT &3 HY A 1 text box # AT text box # AR forwq &
forg foar <imar @

Header and footer- $@@&r 9T 319+ 46l & SUX 9 1A I3 9 AT Ho <4 & fog foam
AT &

Word Art- éﬂﬂﬂ gair &g A picture and style # am faeq & fog fear sran

Obiject- FHBT YA 0N ®Bigdd A Sl 31 g &1 @id 9 il &R

& fou foar smar 2
Symbol- g1 YT &5 H g &1 fav fear wmar @
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Page Layout-

!-/65;\\1 HY--(8 )= \ Bookl - Microsoft Excel - F X
jj/ Home Insert Page LayMit Formulas Data Review View @ - = x
n Colors = |:| E Ij LIE iJ ’;\ ‘_Zj o Width: |Automatic ~ || Gridlines |Headings || " Bring to Front = Align ~
== Fonts ~ - ! : 1 -;Id Height: Automatic - W View | V] View 4} Send to Back EGIDLIP
Themes Margins Crientation Size Print Breaks Background Print S X X X

- Effects ~ - - - Area - Titles ] Scale: 100% - Print Print % Selection Pane 5 Rotate
Themes Page Setup P Scale to Fit {F] Sheet Options (F Arrange
| F20 - e |

A B C D E F G H I J K L M N o} P Q

) CLASS REPORT

3 |S.NO. MAME/SUBJECT HINDI MATH ENGLISH DRAWING SCIENCE S.SCIENCE TOTAL MAX MIN AVERGAE COUNT RESULT DIVISION

4 1 AJEET 45 59 49 79 78 96 406 96 45 67.67 5 PASS  FIRST

5 2 |MUKESH 69 68 65 59 59 78 398 78 39 66.33 G PASS  FIRST

6 3 MANOJ 52 35 43 38 46 50 269 52 35 44,83 5] PASS  THIRD

7 4 MOHIT 55 69 57 58 59 49 347 69 45 57.83 5] PASS SECOND

8 5 MONU 96 39 59 64 78 65 401 96 39 66.83 5] PASS  FIRST

9 6 AN 37 46 96 68 64 68 379 96 37 63.17 5] PASS  FIRST

10 7 | RAHUL 39 EL 34 35 38 15 197 38 15 32.83 5 FAIL FAIL

11 8 | ROHIT 85 49 76 56 79 49 394 85 48 65.67 6 PASS  FIRST

12 9 SAMNIAY 78 65 30 59 58 78 418 80 38 69.67 G PASS  FIRST =

13| 10 SALMAN 63 61 83 45 95 59 408 95 45 68.00 5] PASS  FIRST

14

15

16

17

18

19

20 I .I

21

22

23

24

25

e

M 4 » M| Sheetl  Sheet? - Sheetd ~¥J [ il

Ready 5O 100% ‘E;)_G_(;)‘

— .
iy start [ & nates [ @ 2 Microsoft Office... ~ (B Microsoft Excel -B... | i untitled - Paint

Themes-

Theme- ST JART Al BIEa 7 back ground¥ B a9 Y Fok AT B
forg fam <imar @

Page Setup-
Margins- TSI AT U+ U &I set @ margin Bisd & fag fear smar @

Orientation- SUST YA AU« U B portrait @ Landscape %4 & farg faam
EIGI

Size- SUST AT U4 U Fisize set HH & fog foar simar 2
Print Area-

Set Print Area-  S9®T YIIT &V area set x4 & forg & fHar wmar 2 fora+ area &1
Print fr&Ter=m grar 2

Clear Print Area- S9&T Y31 Set Print area &1 geH & fog fear wimar &
Breaks- 3OPT YA 39+ oW 7 columns S5 & fau fear wimar @

Background- $UST YA a0 #fic & background ® $1¥ $e} @ Wicl afe @
& ferg foear wman @
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Print Titles- SUDT YGIT 3(U B rows, columns @ #Aex &l & 49 WX o1 &
ferg f&ar wmar 2@

Scale to Fit-

SHST YANT 39 BIsel &7 Size HH AT SATRT HXa print Fdred &
forg fasar mar 2

Sheet Option-

Gridlines- ST YT 39+ Bwisd 4 lines ged @ fov fear wiar @

Headings- SUBT YT A9+ BIsa ¥ rows or columns ¥ numbersge @& fag
fear srar 2

Arrange-
Arrange- ST 9ANT U= box, picture anfe &t set &= & forv foar mar 2@

Formulas .-

H9--4 )+ Bookl - Microsoft Excel - B X
Home Insert Page Layout Formulas Data Review View ':@ - 2 X
f % AutoSum + ﬁ Logical = f_:'%> Lookup & Reference = A=) Define Name ~ ‘E}:'Trace Precedents @ Show Formulas j "_"| @
ﬁr Recently Used = iA Text = @ Math & Trig = £& Use in Formula ~ l='CfTrace Dependents ‘j) Error Checking = & A4 B
Insert - - . Mame . Watch Calculation [T
Function @? Financial ~ ﬁj" Date & Time ~ ﬁj More Functions ~ Manager B Create from Selection ,-l), Remove Arrows ~ l& Evaluate Farmula | window || Options - LE
Function Library Defined Mames Formula Auditing Calculation
I 115 - e |
A B C D E F G H I J K L M N (0] P Q li
1
5 CLASS REPORT
3 |5.NO. MAME/SUBJECT HINDI MATH EMGLISH DRAWING SCIEMCE S.SCIEMCE TOTAL MAX MIM AVERGAE COUNT RESULT DIVISIOMN
4 1 AJEET 45 59 49 79 78 96 406 96 45 67.67 6 PASS  |FIRST
5 2  MUKESH 69 68 65 59 59 78 398 78 59 66.33 6 PASS  |FIRST
6 3 MANCI 52 33 48 38 46 50 269 52 35 44.83 6 PASS | THIRD
7 4 MOHIT 55 69 57 58 59 49 347 69 49 57.83 6 PASS  SECOND
8 5 MONU 96 39 59 64 78 65 401 96 39 66.83 6 PASS  |FIRST
9 6 ANUI 37 46 96 68 64 68 379 96 37 63.17 6 PASS  |FIRST
10 7 RAHUL 39 36 34 33 38 15 197 39 15 32.83 6 FAIL FAIL
11 8 ROHIT 85 49 76 56 79 49 394 85 49 65.67 6 PASS  |FIRST
12 9 SANIAY 78 65 80 59 58 78 418 80 58 69.67 6 PASS  |FIRST =
13| 10 SALMAN 63 61 85 45 95 59 408 95 45 68.00 6 PASS  |FIRST
14
15 :I
16
17
18
19
20
21
22
23
24
25
T4
4 4 » M| Sheetl - Sheet2 - Sheet3 %1 0| m
Ready =z e 1008 (=)0

i4 start | % motes | @ 2 icrosoft Office... = @ Microsoft Excel-B... | i untitled - Paint

Functions Library-
$9aT 9AT &g @Y Formulas e @ feg fear <mar @
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Formuls Auditing -

BT GANT AU BIgd d ot formula gRT Sited, g anfe 3idl
®l a9 ® forv fo 899 dlI—a19 | dl ww formula < mar 2

ﬁf,\ = B B Bookl - Microsaoft Excel - = X
'jj/jl H T s Pi Li it Fi I Dat Revi Wi (7] = 4
ame nse age Layou armulas ata eview iew L2

5 From Access o o ﬂ ] Connections 4l ‘E ]? { Clear % g2 = |2 Data validation f>ﬂ|'§ \‘JEE gu =
S From Web =T =l L= 27 Properties “ FAES - Reapply SE= g [ Consolidate L= L= 2 ==
B From Text From Othver Existing Reﬁfrevsh VT %l Sort Filter Y/A.dvanced Text to Remove T TR Gr-iup UI’"Ing":lLI[J Subtotal
= Sources Connections Al Columns Duplicates =
Get External Data Connections Sort & Filter Data Tools Qutline e}
A3 - £ | s.NO.
A B 5 D E F G H | J K L M N o Pi
5 CLASS REPORT
NAME /
5 S.NO. SUBJECT HINDI MATH ENGLISH DRAWING SCIENCE S. SCIENCE TOTAL MAX MIN AVERGAE COUNT RESULT DIVISION
4 1 AJEET 96 39 59 64 78 65 401 96 39 66.83 6 PASS FIRST
5 2 MUKESH 85 43 76 56 79 49 394 85 43 65.67 6 DASS FIRST
6 3 MANDI 78 65 80 59 58 78 418 80 58 69.67 & PASS FIRST
7 4 MOHIT 69 68 65 59 59 78 398 78 59 66.33 6 PASS FIRST
8 5 MONU 63 61 85 45 95 59 408 95 45 68.00 6 PASS FIRST
9 6 AN 55 69 57 58 59 439 347 =] 49 57.83 6 PASS SECOND
10 7 RAHUL 52 35 48 38 46 50 269 52 35 44.83 [ PASS THIRD 1
11 8 ROHIT a5 59 43 79 78 96 406 96 45 67.67 & PASS FIRST 1
12 9 SAMNIAY 39 36 34 35 38 15 197 39 15 32.83 7] FAIL FAIL
13 10 SALMAMN 37 46 96 68 B4 68 379 96 37 63.17 6 PASS FIRST
14
15
16
17
18
19
20
21
22
2]
24
4 4 » ¥| Sheetl ~Sheet2 ~Sheet3 -~ %] [ - I . 0
Ready Count: 15 [)[EBI[O 100% (=)

sl
74 start [ & Notes [T office 7 note.. | T ITS notes, k...

Sort & Filter -

Sort- BT 9AT g wigel d fo@ 3wl & ARIE 9 @d A A
foem @ fav fear wmar 2

Filter- $HST 9AIT f& us @) report <@ @ forg f&ar wimar @
Data Tools-

Validation- SUST YANT GV area select v SUH §B ABT I WA @ Y SN

areaﬁwd;ﬁaﬁé’rmﬂﬁéawﬁaﬁﬁwﬁ$ﬁ
fore g@a @

What if annlysis -

Goal Seek- SH®T YA 379 class report 31X Salary Sheet 9 &t t& candi-
date @ 3® g™ q e & fay fear wrar @

Scenarios- $HST AT 9= class report 31X Salary Sheet # select f&d T
candidates @ 3® d¢H 9 gcH @ foay fHar <imar 2@
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Out line-
Subtotals- 91 AT 8 formula e & fag @&xd 2|

Formula of Subtotals

=Subtotal(1,f4:f13) @1 93iT average <@+ & fay fear smar 2
=Subtotal(2,f4:f13) saa®1 uAi7T numeric cells &t count d%= & ferg fvar smar @
=Subtotal(3,f4:f13) sa®r gt total cells &t count #34 & fearg favar <rar 2
=Subtotal(4,f4:f13) a1 gaiT maximum 2@ & fae fear smar 2
=Subtotal(5,f4:f13) sE&T =T minimum <@+ & fav f&ar smar 2
=Subtotal(6,f4:f13) s&a&1 AT multiply == & ferg fear smar @
=Subtotal(8,f4:f13) sE®T YT &I &I S & & fog fHar wmar @

Review-

(On) - -3 )7 Bookl - Microsoft Excel - = x
. il =
- Home Insert Page Layout Formulas Data Review View W - @ X

% Lj,i l_iu a% ‘j _‘I w—_J —M_J _d Show/Hide Comment '__:E' LLL:"% R’__—;;:J @]Protectandshare\'\forkbook

"z Show All Comments @Allow Users to Edit Ranges
Spelling Research Thesaurus Translate Mew Delete Previous Mext Protect  Protect Share

Comment Show Ink Sheet Warkbook Warkbook Lg# Track Changes ~
Proofing Comments Changes

I E15 - e |

A B C D B E G H 1 J K L M N o] i
1
5 CLASS REPORT

NAME /

g S.NO. SUBJECT HINDI MATH ENGLISH DRAWING SCIENCE S.SCIENCE TOTAL MAX MIN AVERGAE COUNT RESULT: DIVISION
4 1 AJEET 96 33 59 64 78 65 401 96 33 66.83 G PASS FIRST
5 2 MUKESH 85 45 76 56 79 45 394 85 45 65.67 G PASS FIRST
6 3 MAMOJ 73 65 80 59 58 78 418 80 58 69.67 G PASS FIRST
7 4  MOHIT 63 63 65 59 59 78 398 73 59 66.33 G PASS FIRST
8 5 MOMNU 63 61 85 45 95 53 408 95 45 68.00 6 PASS FIRST
9 G ANULJ 55 63 57 58 12 45 347 63 45 57.83 G PASS SECOND
10 7  RAHUL 52 35 43 38 G 50 269 52 35 44,83 G PASS THIRD 1
11 3 ROHIT 45 59 45 79 20 96 406 96 45 67.67 G PASS FIRST 3
12 9 SANJAY 33 36 34 33 18 15 197 33 15 32.83 G FAIL FAIL
13 10 SALMAN 37 46 96 68 G 62 379 96 37 63.17 G PASS FIRST
14
15
16
17
13
19
20
21
22
23
24
M 4 » M| Sheetl Sheet2 - Sheet3 - ¥1 E! I
Ready Calculate B (O M| 1003 ==
m | & motes f T office 7 note. .. f T 175 notes, k... B Microsoft Exc... f 1 untitled - Paint 2
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Proofing -

Spelling and grammar-

ST gAhT U wige A spelling check &7 & fow foar mar 2
Research- sa®T AT f&E word @ 1fred meaning Si9 @ ferg fosar wimar @
Comments -

Comments- SUBT YT AN Bigel & dAex A dig H w@aN B & fou
forar smar @

Changes-

Protect Sheet- SH®T YA AN B &1 protect AT password o & forg fovan
T 2

Views-

,‘f ?\\ = R Bookl [Shared] - Microsoft Exeel - 7 X
;‘?/ Haome Inzert Page Layout Farmulas Data Review Vigw @ - =7 x
I—l J | Page Break Preview Ruler ¥| Formula Bar ';% l_} lﬂ C Newr Window =] Split 1] - % —

I':JJ' Custom Views V| Gridlines | Headings e = = amange A1l I Hide G j‘ =
Narmal| Page Zoom 100% Zoom to Save Switich Macros
Layout = Full Screen Message Bar selection ;ElFreeze Panes = ] Unhide | A4 Warkspace Windows = -
Warkbook Views ShowsHide Zoom Window Macros
| Fi8 - fe 2
A B C D E F G H 1 J K L M M Q li
) CLASS REPORT
NAME /

; S.NO. SUBJECT HINDI MATH ENGLISH DRAWING SCIENCE S. SCIENCE TOTAL MAX MIN AVERGAE COUNT RESULT;DIVISION
4 1 AJEET 96 39 38 o4 78 63 401 96 39 66.83 g PASS FIRST
5 2 MUKESH 85 49 70 56 79 43 394 85 49 65.67 6 PASS FIRST
6 3 MANOI 78 B85 80 59 58 78 418 80 58 69.67 L PASS FIRST
7 4 MOHIT 69 68 65 38 59 78 398 73 59 66.33 6 PASS FIRST
8 5 MONU 63 61 85 45 95 39 408 95 45 68.00 g PASS FIRST
9 [ ANUI 35 659 57 58 12 48 300 69 12 50.00 6 PASS SECOND
10 7 RAHUL 52 35 43 38 35 50 258 52 35 43.00 5 PASS THIRD A
11 8 ROHIT 45 33 43 79 20 96 348 36 20 58.00 6 PASS SECOND 1
12 9 SANIAY 39 36 34 35 18 15 177 39 15 29.50 g FAIL FAIL
13 10 EALMAM 27 45 £l 68 6 68 32l 96 ] 23.50 6 PASE SECOND
14
15
16
17
18 I

=

19
20
21
22
23
24
W 4 b+ Sheetl Sheet? < Sheets %3 0L I
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f,’ start [ & ryningmaster (019 r [ 2 Microsofe Office ... - B Boold [Shared] ¥ & )% ¥ aman am
Workbook Views-

Normal- $ADT YA U= ®BIse B normal view # 2@ & fav fear smar
2
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Page Layout-

SU®T YA AU Bigd &I page layout view # <@+ @ fag fear
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Full screen-
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Formula bar-

Rular-

Gridlines-
Headings-

Zoom-

Window-

Macros-
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$U®T YA Page &1 disaY SU&T preview s & forg faar sirar
7 fora Page WX &+ & fHar gam 2

IR B BIs AcX Ue X2 = X 9 A & $Is &M Us oA dl 89

g8t R} mark @7 maR @ file & save &% @& fav saar yahr fear
SITaT 2

SUSDT YA U BI§d &l Hd I R @4 & fag fear oman 2

SHBT YA 39+l sheet & formula bar &1 <&@+ T fous & forg
fear srar 2

SUST FAIT 9T sheet ¥ rular &1 3@ 9 fBuq @« ferv fear smar
)

DT YA AUt sheet ¥ lines &t g™ 9 &1 & fav foar wiar @

$UPT YA A9+t sheet & columndrow & %X &I & 9 a1 &
fore foar simar 2

FHGT YA AU BISel & % R @+ & fog foar omar @

SUDT YT AUl BIsd d $s Ufaey a@d & fau fear wmar 2

BT AT g+ fedl # dex @1 fa471 save fFd @iaedx 3@ goHd
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Class Report

,-153-, H9-t-4 )+ Bookl [Shared] - Microsoft Excel - 7 X
-Q Home Insert Page Layout Formulas Data Review View ':@ - g X
u J Ll Page Break Preview Ruler V| Formula Bar C{ L} E 3 New Window [ Split RE| - % 3

IE Custom Views V| Gridlines ¥ Headings | % = S Arrange All — Hide TEH j‘ _ ==
e L::gjt [= Full Screen Message Bar foom  100% f;ggi‘t; QﬁFreeze Panes = [] Unhide | 14 Wof:::ace Wisr:\élgcwhsv I\dasros
Workbook Views Show/Hide Zoom Window Macros
I Fi8 - |
A B C D E F G H I J K L M N o) i

) CLASS REPORT
, S.NO. SNUABTEEC{I' HINDI MATH ENGLISH DRAWING SCIENCE S.SCIENCE TOTAL MAX MIN AVERGAE COUNT RESULT DIVISION
4 1 AJEET 96 39 59 64 78 65 401 96 39 66.83 6 PASS FIRST
5 2 MUKESH 85 49 76 56 79 49 394 85 49 65.67 6 PASS FIRST
6 3 WAMNO] 78 65 80 59 58 78 418 80 58 69.67 6 PASS FIRST
7 4 MOHIT 63 68 65 59 59 73 398 73 59 66.33 6 PASS FIRST
8 5 MONU 63 61 85 45 95 59 408 95 45 68.00 6 PASS FIRST
9 6 ANUI 55 69 57 58 12 49 300 69 12 50.00 6 PASS SECOND
10 7 RAHUL 32 35 43 38 35 50 258 32 35 43.00 6 PASS THIRD 1
11 8 ROHIT 45 59 49 79 20 96 348 96 20 58.00 6 PASS SECOND 3
12 9 SANIAY 33 36 34 35 13 15 177 33 15 29.50 G FAIL FAIL
13 10 SALMAMN 37 46 96 68 6 68 321 96 6 53.50 6 PASS SECOND
14
15
16
17
13 I .I
19
20
21
22
23
24
4 4 » M| Sheetl - Sheet2 - Sheet3 %1 [N m

Ready
4
+y Start

2) Microsoft Office Word
- 'E Bookl [Shared]

@ typingmast i unkitled - Paink

FORMULAS FOR MARK SHEE

Total—> =Sum(cs:ha)

Max— =Max(cs:ha)

Min— =Min(c4:h4)

Average— =Average(cs:hs) a1 =total*100/600

Result— =if(i2>=200,”pass”,”’fail”) ar=if(15>33,”pass”, fail”)

Division— =if(i2>=360, first”,if(14>=280,”’second”,if(i2>=200, third”,*fail’)))
a1

=if(1,>=60, first”,if(ls>=45, ’second”,if(1s>=33, third”,"fail")))
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Salary Sheet

,-"ﬁ? HY-- )+ Bookl - Microsoft Excel - 8 %
-Q Home Insert Page Layout Formulas Data Review View W - = x
S e e e[ — S R (e | 2o Ap
_j o Calibri 11 |A a7 = :\la.g}“_ | = Number g i‘jﬂ g;_f S+ Detete - | - ﬁ
g BB oA S | S (S S St | | - % T

Clipbaard T Fant & Alignment ] Humbsr & Stylss Cells Editing

| P - { J | =1a1.75% |#]

A B [ D E F G H | J K L i

5 SALARY SHEET

S.NO, EMP EMP NAME FATHER'S NAME DESIGNATION BASIC | HRA | TA GROSS PF Eslc NET
3 CODE SALARY 40% 30% SALARY 12% 1.75% |{SALARY
4 1 a0l AJAY SHARM A DHARM PALSHARMA G MAMNAGER 35000 14000 10500 39500 4200 1041 54239
PRODUCTION
2 502 MANOJ KUMAR |SACHIN KUMAR 28000

5 MANAGER 11200 8400 47600 3360 833 43407

] 3 03 MITHUN GAUTAM DHARMENDRA SALAS MAMNAGER 32000 12800 9600 24400 3840 952 49608

7 4 504 PRADEEP MAGAR AMIT NAGAR FORMARN 12000 4500 3600 20400 1440 357 18603

s 5 505 LALIT KUMAR GAJENDRA KUMAR SUPERVISOR 11000 4400 3300 18700 1320 327 17053

9 5] 506 ROHIT BHATI SAMNJAY BHATI WORKER 8000 3600 2700 15300 1080 268 13952 =

10 7 507 SATISH KUMAR VIKASH KUMAR SECURITY MAMNAGER 22000 2800 BE0O0 37400 2840 655 34106

11 8 503 MANIU KUMARI  JANMAYIAY ACCOUNT MANAGER 33000 15200 11400 64500 4360 1131 58910

12 9 509 AJEET KUMAR FRANMOD KUMAR PEORN 6000 2400 1800 10200 720 179 9302

13 10 510 MOHIT KUMAR AJAY QUALITY MANAGER 20000 8000 BO00 34000 2400 595 31005

14

15

16

17

18

19

20

21

22

23

4 4 k M | Sheetl | Sheet2 < Sheet3 %3 ([l I

Ready Average: 634 Count: 10 Sum: 6337 B[O O paoossn (=0
—_—— - . : = =
74 Starnt | @ typingoast... | B ms office [ @am . |1 untitled - ... (7 5 &)U nosam
v

FormulaFor Salary Sheet
H.R.A(House Rental Allouncement)—»=f,*30% (Bs*30%)
T.A(traveling allouncement)—=f,*25% (Bs*25%)
Gross Salary —>=Sum(fs:ha) (Bs+TA+HRA)
Profit fund—=Fs*12%
Net salary—=(Gs-PF-ESIC)

Per day —=f4/30
Per hour—=perday/8
Extra money—=mas*ns (per hour*over time)

Holiday money—=04*p4 (per day*holiday)
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Short Commands in M.S.Excel

Ctrl+A = Select All

Ctrl+B = Bold

Ctrl+C = Copy

Ctrl+D = Fillup down or value down
Ctrl+E = -

Ctrl+F = Find

Ctrl+G = Goto

Ctrl+H = Replace

Ctri+l = Italic

Ctrl+J = -

Ctrl+K = Hyper link

Ctrl+L = Create table with filter
Ctrl+M = -

Ctrl+N = New

Ctrl+O = Open

Ctrl+P = Print

Ctrl+Q = -

Ctrl+R = Fillup right or value right
Ctrl+S = Save

Ctrl+T = Create table with filter
Ctrl+U = Under Line

Ctrl+Vv = Paste

Ctrl+w = Close

Ctrl+X = Cut

Ctrl+Y = Redo

Ctrl+Z = Undo

Ctrt+1—Insert Format Cell
Ctrt+2—Bold

Ctrt+3—Italic

Ctrt+4—Underline

Ctrt+5— Strikethought
Ctrt+9—Hide Row

Ctrt+0—Hide Column
Ctrt+-—Delete cells, columns, rows

Ctrt+F1—>Minimize Rebbin
Ctrt+F2—Print Priview
Ctrt+F4—Close File
Ctrt+F5—Restore file
Ctrt+F9—Minimize file
Ctrt+F12—0Open File
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Shift+F2—Comment

Shift+F3—Insert Formula

Shift+F4—Next cell

Shift+F5—Find

Shift+F6—Check Short Command for functions
Shift+F7—Research

Shift+F10—Right Click

Shift+F11—Insert worksheet

F2—Curser in Cell

F4—Delete worksheet

F5—>Go to

F10—Check Short Command for functions
F11—Open Chart

F12—Save as

Alt+F1— Open Chart
Alt+F2—Save as
Alt+F4—Close Program
Alt+F8—Macro

Alt+4—Print Preview/New page
Alt+=—Sum Formula

Shift+Alt+F1—Insert worksheet

Shift+Alt+A—Check Short Command for functions data
Shift+Alt+F—Check Short Command for functions office Button
Shift+Alt+H—Check Short Command for functions Home
Shift+Alt+l+1—Insert hyperlink

Shift+Alt+M—Check Short Command for functions formula
Shift+Alt+N—Check Short Command for functions insert
Shift+Alt+P—Check Short Command for functions pagelayout
Shift+Alt+R—Check Short Command for functions Review
Shift+Alt+V+V—Custom View

Shift+Alt+W—Check Short Command for function view
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M.S.POWERPOINT

Office Button-

B;’}ig = ITS-COMPUTER_FUNDAMENTAL - Microsoft Office PowerPaint (Safe Mode) = e
iew View @
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D New = == - =3 £ Shape Fill - 34 Find ‘
1 ITS-COMPUTER_FUNDAMENTAL 4= 2| . ‘_D

W i
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= 7 Shape Outline - || 3, Replace ~
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* - - Styles ~ = Shape Effects ~ by Select -

Editing
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Drawing

ﬂ Save As >
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@ Send 4
‘;g/ Publish »
d Close ‘

IQ PowerPoint Options ] lX Exit PowerPoint

AR Click to add notes

Slide1 of 25 | “Flow" |

/,’ start @ Local Disk (E:) 1';3 1TS notes, ... g office 7 not.., ft O... i untitled - P...

Office Button -

New- UGBTI YA 93 BI3d @iad & fov fear smar 2
Open- SUST YA save BIsd &l @lda @ fore fbar simar @
Save- SUPT YANT AU BIEd $I save w4 & ferg fHar mar @

Save as- SUDT YIIT AU save Bise $I He—2 A 9 save o1 @ forg
far wimar 2

Print- THPT GANT U+ AR &1 99 W) SarA & fag fHar smar 2

Print preview- SUDT AT AT Bisd A 99 Aex o1 Rerdl 3w @ fov fear smar
2

Close- SUPT YA AU BIsel Bl d< d1 & ¢ fHar wiar 2 |
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HOME-

C!n, ™ B o ITS-COMPUTER_FUNDAMENTAL - Microsoft Office PowerPoint (Safe Mode) - =
oD
‘ Homel Insert Design Animations Slide Show Review View

New
J || siide~ % Delete

Clipboard ™ Slides

= X% 5= Layout ~
Cdloss

) Shape Fill ~ 24 Find
4% [ shape Outline - || 33, Replace ~

uick
es - = Shape Effects ~ Ly Select ~
E Editing

Home -
Clipboard-
Cut-

Copy-

Paste-

Paste special-

Format Painter-

Office clipboard-

SUDT YA 39+ AR bl P W 4 dlch) g Wi o SlF @
fere foar wirar @

TSI AT 39 A &Y Bl I [P o8 ° g ofE o oI
@ forv fear simar 2

SHST YA Ul BIsd & A &I PIUl B I3 & 91 paste
command &T YA &d @

feet g formatting o paste #¥1 @ v sH@T 4AT H3d 2 IE
paste @1 d3e SR HIAT =

SH®T YA 39+ Hex & ab formatting ¥ 881 formatting # @
3 foay fear wimar 2@

SHPT AT IR—9R cut 3R copy ®=1 9 ¥94 & farg fear oar @
3R 399 US |1 24 cut 3R copydx UHd B

Slides-

New Slide- FH®T YA AU+ B8 & new slide 1 & fow fvar wmar @

Layout- S9BT GAT U wigd 7 slides & o4 formate= & fag faan
STt 2
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Reser-

Delete-

Font-

Clear Formatting-

Change case-

Paragraph-
Bullet style-

Paragraph-

Columns-

Drawing-
Shapes-
Arrange-

Quick Styles-

Shape fill-

Shape outlines-

Shape effect-

Editing-

Find-

Replace-

Select all-
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ST YA AU Bigel @) slide &1 default @ w9 & a1 @ forg
fear wrar @

ST 9T AN s 3 slides &1 delete &1 @ fog fear smar
2

SUDT GANT AU AINT, TS, W39 9 HeR 9ad+ & oy AR 7B
effect srtav @ fore faar wrar 2

UG JANT 30N BIsa & #Aex A sreft g formatting &1 e @
fore foar wmar @

BT 9INT 394 sentence @l fedl Ml ydR & case ¥ 9+ &
foag & 2

1.Sentence case, 2.lower case, 3.UPPER CASE, 4.Tittle Case
5t0GGLE cASE

ST AT U+ #Aex A Bullet style, Numbering 33 & ferg fasan
T &

SUST JAIT 0w #Aex &1 left, right and centre & set &1 & ferg
IR g A 1Y oA @ far o 2@

SUDT YT 394 uw # columns €911 & fag fear wrar 2

U1 AT HIE WY Shapes a7 & fag fasar omar @

sHST 9ArT &g i picture & position BT set X B fag fH
E1GI

SH®T 9T ®is T picture @Y styles a1 Border e & fag faan
SIrar &

saal AT fedr shapes # &Is pictute = color set &= & fag
forar simar @

saaT gai & shapes ar picture &t lines =mlines color set &=+
3 foru foar smar @

saaT g feft shapes am picture w1 shadow degisn set &=+ @
ferg foar <rar @

3BT YA IO BIgd A $ig i word A Character @iv & forg
fopar wirar @

BT YANT G BIsd A fped)y oy Word oy Character rLanguage
F 9o @ fav fear wman @

muaﬁaﬂ:ﬁma$q§ﬁaﬁwmuseledaﬂﬁ$ﬁw
far wmar @
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@ g ¥ ITS-COMPUTER FUNDAMENTAL - Microsoft Office Power... | Picture Tools | ey

Home \lnsert ] Design Animations Slide Show Review View Format

Table Picture Clip Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object ‘ Movne Sound
At Album~  ~ Box & Footer o & Time Number
Tables | INustrations Links Text Media Clips

{E\_l E PP el AR4dEE e & ¢

-

———

‘* The History of Computer

1642 Made a Machine “Abacus” It was the First
Computerin woorld i

JIH'- "H—N—

Click to add notes

7 - - @r-.q“;r.:.::c;ﬂ; Office ... \% untitled - Paint

Table-

Insert table- SUGT AN JEeadHargar table o @ fav fear smar 2 ek
fora=it +fr row aix column =1fed & dad &

Draw table- s9® gRI Uftge @ table 941 wad ©

Table tools-

Design- sa®T gair u-r table & format, color, border steq @ ferg fear
ST &

Layout- sa&T I gl table & row, column, Cell ge2m Aex @1 set 9
cell, table =t ais @ fay, table # ford i®l &I IS T @)
39 % &4 » fou foar wmar &

Illustrations-

Picture- SUGT AT Big 1 picture @91 & fog fdar smar 2

Format- ST AT 379N picture W€ x4 & fearg far simar €

Clip Art- SHGT 9aIT &is A cartoons 91 & fore fear wmar 2

Shapes- SHBT YA &g W Shapes a1 & fag fean imar @
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Links-

Hyperlink- saaT 9AiT fedlt & filewdt @l files @ wisa & fov fear wmar
7

Text -

Text box- ST 9T His H Aex &1 text box A AT text box # Ak for@ &
fore fear wirar @

Header and footer- saar YA 309 W & SUX 9 14 ®ig A1 A1 <0 5 @& forg foar
ST 2

Word Art- SU®T AT Bis I picture and style # w1 foret @& fag foear simar
?

Date & Time- ggaT g Date & Time @14 & fore foar wrar 2
Slide number- SUGT GATT B AU TS UR WY Slald & felv &xd 2

Equation- SUST 9ANT U BIEA ¥ B equation TN F g fopam omar 2@
Symbol- $H®T AT &13 A g A7 fag e smar 2@

Design-
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1642 Made a Machine “Abacus” It was the First
Computer in world
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Slide 3 of 25
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Page Setup-
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Orientation- SUGT AT 39+ U &I portraitd Landscape &34 & fog faar
EIGI

Themes-

Theme- SUST 9AIT 30N wIgd A back groundd ®% 91 gY $elk oM b
fore far wimar @

Font- SUST AT Ul BI§d & matter @Y language formatting change
o3 @ fog fear wiar 2

Background-

Page Color- SHST YANT U BIsel A Aex & N8 @13 +f picture acolor 1=
& fog fear wrar 2 e print =8 fera ad

Animation-
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: i?i {3 Animate . g i _ :._ — . ¢y Transition Sound: [No Sound] - gAdvance Slide
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Preview Animations Transition to This Slide
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Click to add notes
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Transition to this Slide-
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forg foar imar 2

Slide Show -
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From Beginning- s9®T 97T 3ma+ presentation file &1 first page & full screen W
<@+ @ fay fear wmar 2

From Current Slide-

SH®T 9T 39+ presentation file @1 Current page & full screen
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SITdT 2

Set up-
Set up slide show- s€®T 9ANT 319t slide ® round ® gaH & ferg fear smar @
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Normal- BT YA AU BIgd & normal view 3 2@ & fou foar simar
2

Slide Sorter- SHST AT 0N slides Bl BIC &Y § q@d & ferg fbar wimar &
Slide Show- TAHT GAIT 39N slide B Gl W9 W @ & forg fear smar 2

Show/Hide

Ruler- SUST AT rular &1 <@+ R BuR @ foe fear vmar 2

Gridlines - SUBT YT AU BIsd ¥ lines oM @ fau fear smar @ frasr
print =&l fr@Ten ST @

Z0om-
Zoom- SUDT YT AU BIsdd B % U owd o forv fear siar 2
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Color/Grayscale-
gaa1 g colorfull slide &t black & white slide & fere=t & feru

foar wmar @
Window-
SUBT YT AU B & D3 Yfowd awd & foIv fhar wrar 2
Macros-
?WHWWWﬂTﬁEYHﬁﬁWS&VGﬁT& Glidddr o ad
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Short Commands in M.S.PowerPoint

Ctrl+A
Ctrl+B
Ctrl+C
Ctrl+D
Ctrl+E
Ctrl+F
Ctrl+G
Ctrl+H
Ctrl+1
Ctrl+J
Ctrl+K
Ctrl+L
Ctrl+M
Ctrl+N
Ctrl+O
Ctrl+P
Ctrl+Q
Ctrl+R
Ctrl+S
Ctrl+T
Ctrl+U
Ctrl+Vv
Ctrl+W
Ctrl+X
Ctrl+Y
Ctrl+Z

Select All
Bold

Copy
Duplicate

Center Align
Find
Replace
Italic

Hyper link
Left Align
New Slide
New

Open

Print

Close Program
Right Align
Save

Font

Under Line
Paste

Close

Cut

Redo

Undo

Ctrt+1—Insert Format Cell
Ctrt+2—Bold
Ctrt+3—Italic

Ctrt+4—Underline
Ctrt+5— Strikethought
Ctrt+9—Hide Row
Ctrt+0—Hide Column

Ctrt+-—Delete cells, columns, rows
Ctrt+F1—>Minimize Rebbin

Ctrt+F2—Print Priview
Ctrt+F4—Close File
Ctrt+F5—Restore file
Ctrt+F9—Minimize file
Ctrt+F12—0Open File
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Shift+F2—Comment

Shift+F3—Insert Formula

Shift+F4—Next cell

Shift+F5—Find

Shift+F6—Check Short Command for functions
Shift+F7—Research

Shift+F10—Right Click

Shift+F11—Insert worksheet

F2—0Open

F4—Delete worksheet

F5—>Go to

F10—Check Short Command for functions
F11—Open Chart

F12—Save as

Alt+F2—Save as
Alt+F4—Close Program
Alt+4—Print Preview
Alt+=—Sum Formula

Shift+Alt+F1—Insert worksheet

Shift+Alt+A—Check Short Command for functions data
Shift+Alt+F—Check Short Command for functions office Button
Shift+Alt+H—Check Short Command for functions Home
Shift+Alt+1+1—Insert hyperlink

Shift+Alt+M—Check Short Command for functions formula
Shift+Alt+N—Check Short Command for functions insert
Shift+Alt+P—Check Short Command for functions pagelayout
Shift+Alt+R—Check Short Command for functions Review
Shift+Alt+V+V—Custom View

Shift+Alt+W—Check Short Command for function view



M.S.ACCESS

We can keep Database Record exp.Companies, Colleges, Institutes etc.

Office Button -

()~ Table Tools Databased : Database (Access 2007) - Microsoft Access - = x
(?)
1 Recent Documents i 9
New que o —
1 Database4 | Require :K% T==)
~ 2 Assets Relationships Object
.y or = Dependencies
3 amit kumar fting Relationships
4 Database3
Save 57
5 \...\New Microsoft Office Access 200...
| 6 \...\New Microsoft Office Access 200...
Z durvesh
8 Database2
F % g
;,34 Print Aoy
2 Ajay
[ Manage
l‘:]: 5 E-mail
Publish
| Close Datab
‘ ] Access Options | | X Exit Access
Record: 4 1ofl ] § Search |

Datasheet View

R =

Num Lock £
- AM
LB

Office Button -

New-
Open-
Save-
Save as-

Print-

Print preview-

Close-

SUDI GIIT 93 Blsd @idd & fov fear srar @
SUPT AT save BISd &l @i & fore fear smar @
SADBT AT AU BIgd Bl save &+ & ferg far wmar @

SHGT GANT AU save BISe &I Ae—2 A save a1 & forg
fbar wirar 2

IUPT G U HeX &1 99 W Sar+ & fau fear orar @

SUDT AT AT Bisel A 94 dex o Rerdfl 3@ @& forv fvar wrar
?

SUBT YANT AU GBI B 97< HX & forv fopar wmar 2 |
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]/@ Lo B AT SR Databased ; Database (Access 2007) - Microsoft Access - g X
L =
Home Create External Data Database Tools @
M’ = | G = e == =| = -.___” = @ | = New 2 Totals Al ? V7 Selection ~ Lﬁ 24 Replace
1 o Y || g |
i = e - —— . L ‘ =8 save »:c Speliing ﬁl YjAdVanced v = GoTo~
View Paste | - - - ||EH - = 1= (b2 Refresh Filt ind
B : 7 /B I U Iié Hg Hﬁi“ ‘ ‘;— —” | emyle's X Delete EMore ¥ 27| == W Togale Filter " Wy Select ~
Views ||Clipboard Font F] Rich Text Records Sort & Filter Find
All Tables « <« || =3 rabtes | =3 ranie2 | 31 quen2 | , ,_ )
Tablel 2 Stu Code - StuName ~| Addess =~ | MibileNo ~| Course -~ Fee -
E0 Table : Table R rRam kasna 9789798 PGDCA 8000
Table2 P | 501 Ram kasna 9789798 ADCA 6000
55 Table2 : Table 502 Dilip kasna 87987789 PGDCA 3000
502 Dilip kasna 87987789 ADCA 6000
504 Om prakash  noida 4456465 PGDCA 8000
504 Om prakash  noida 4456465 ADCA 6000
Record: M 10of6 [ 3] i No Filter | Search

Datasheet View | CapsLock  NumLock || e i sou 44
= -

Lol

View-
Design View- SO®T YA table 1 @red & forv foar wmar 2

Clipboard-

Cut- SUDT GANT U1 #AeX &l TP W8 4 PICHY G 8 o olH @
fore fvar <mar 2@

Copy- SHEGT YA 39+ #eX 31 Sdl $xd (P o 4 gl o8 o o
& ferg foar wmar 2

Paste- SHST YA U BIsd & AeX &l Sl 9 ¢ I3 @ 91§ paste
command &T 9IIT &d 2

Paste special- fdft gEv formatting # paste &1 & Y SHST YINT I & I8
paste @1 a¥e SR PxaT =

Paste as hyperlink-gaaT1 gaiv f& ¢ &1t 9 link sitea & forw fear simar 2
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Format Painter-  s®@®T 9T 39+ #Hex &1 U formatting ¥ ga<r formatting % <=
@ foau fear smar @

Office clipboard- s¥®T YA IR—AR cut 31X copy &%+ 4 I= & feary fpar wmar 2@
IR A UE T 24 cut FR copydR UdHd ©

Font- SUDT YA (U AIYT, WIFd, WZW 9 Sk 9ad4 & fog iR 8
effect st & foru fear smar @

Record-

New- SHST YA 39 table @ new entry &%= & forg fear wmar @

Save- UG YA 9= table AT query &1 save %1 & forg fear wrar @

Delete- SHST 9ANT 9= table a1 query & &1 record &1 delete 31 &
forg far wiar ®

Total - SHST AT 39+ table AT query @ &3 formula @< & forg fear
g

Spelling and Grammar-
SHST gAIT 39l wisa A spelling check &% & fag fam <imar 2

More- BT gAT 391 rows AT colomns &7 size TeM AT 9e1 & forg
far wmar @

Sort & Filter -

Sort- FAPBT AT AU Bigd A fa@d siwl &1 ARIE T I@Ad $9 A
fae = fav fear wmar @

Filter- a1 gAiT fd te @ report d@H & fag fear omar @

Find-

Find- SUGT 9ahT U wiga & Big # word I Character @iw™ & ferg
forar simar @

Replace- 3BT 9T Ia- Bisd A fe<ft #ff word Im Character &1 s3a4 &
fore foar wmar @

Select all- SUDT YA (U BIEd & YR #ex &l g a1 Select &3+ & ferg

far wmar @
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Create -

(D)) = = ( &)= Table Tools Databased : Database (Access 2007) - Microsoft Access = = >
) =
Home Create External Data Database Tools Datasheet @
. e ] - = = I
= = E =] ii3)PivotChart ﬁ f==| [ Labels e | _ﬁj:—] @
8 I =EE e i e g = S Sl s )
=2 _1Blank Form =) f_| Blank Report == =]
Table Table SharePoint Table Form  Split Multiple Form Report ,__ Report | Query Query Macro
Templates~ Lists~ Design Form Items = More Forms ~ Design i Report Wizard Design | Wizard Design -
Tables Forms Reports Other
Tablei v | « || =3 vabler | T Quenz ' x
= Tablel: Table Stu Code - | StuName -~ Addess ~ | Mibile No ~ |Add New Field
1 Quen2 501 Ram kasna 9789798
502 Dilip kasna 87987783
504 Om prakash noida 4456465
*
B2 1527525
Record: 4 4 Totals »ob { Search |

Datasheet View

== ANED

Tables-

Table- SUDT AT AT Bisd & tables o & forv fvar wrar 2

Table Template- sH&T AT 39N BGIsal ¥ HB I gg entrysa @ ferg fvar smar
2

Page Break- SUDT YA AU BIEd & U &l dlsd 9 (U4 g 4o o &
fore foar smar 2

Form-

Split Form- SOPT AT g table ar query &1 € vy # @+ @ fav fear
E1GI

Multiple Items- g1 Ao 39+ table ar query & size g formeting change &<+
@ forg fear <mar 2

Other-

Query Design-  s&aT 9air el tables  wite &+ Query s & fog fdar sirar
B

Layout- sua1 yair ag-n table s row, column, Cell ger siex swisetg cell,

table ®t diss @ forg, table # for@ 3i®l &1 IR 9 Iaxisdl &9 d
&+ o fere fear omar &
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Start of m.s.access

|

Go to Blank Database and Save File Name

|

Click to Home and View

|

Click to design view

Open table 1
!

I (a2 HY-®~- 3 )+ Table Tools | Databased : Database (Access 2007) - Microsoft Access - = x
==Y
- Home Create External Data Database Tools Design @
E %] N 5, ZeaInsert Rows Eﬁ@ E‘_;
i y - = Delete Rows - =4
View Primary|Builder Test Validation Property Indexes
- Key Rules ‘:@L'}jk“p Column Sheet
Views Tools Show/Hide
x

@ Security Warning Certain content in the database has been disabled Options..

Tablet |« e S

5 Tablel : Table Field Name Data Type Description -
bl . Codel Number El
Stu Name Text
Addess Text
Mibile No Number

Field Properties

General [Loakup

Field Size Long Integer
Farmat

Decimal Places Auto

Input Mask

Caption

Default Value Afield name can be up to 64 characters long,
Validation Rule including spaces. Press F1 for help on field
Walidation Text names.

Required Ma

Indexed Yes (Mo Duplicates)
Smart Tags

Text Align General

Design view. F& = Switch panes. F1 = Help. | Mum Lock ol | D

— 2l o= - ——————— ; =
O |7 =] e | o IET = - 7 2%

Primary key to lock table 1
!

Click to create and table 2

Click to home or datasheet

!
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Click to View
|

Click to design view

!
Open table 2

Do) HY-~- 3 )+ Table Tools | Databgsed : Database (Access 2007) - Microsoft Access - = x
FeE
Home Create External Data Database Tools Design l
E %} o, ZsaInsert Rows
= = Delete Rows
View || Primary Builder Test Validation Property Indexes
- Key Rules @Lookup Column Sheet

Views Tools Show/Hide

x
@ Security Warning Certain content in the database has been disabled Options...

Teblel T [ = e =S

5 Tablel : Table Field Name Data Type Description -
| stuCode Number %
Course Text
fee Number

Field Properties

General [Loakup

Field Size Long Integer
Farmat

Decimal Places Auto

Input Mask

Caption

The field description is optional. It helps you
Def.ault.\c'alue describe the fie‘ljd and is F;’Iscn displayedp;ny;:he
Validation Rule status bar when you select this field on a
Validation Text form. Press F1 for help on descriptions.
Required Ma
Indexed Mo
Smart Tags

Text Align General

Design view. F& = Switch panes. F1 = Help. Mum Lock ol |

e ™
Yad = C - o . u—  L23PM
= =EIEF s LT <. <. = or,

Primary key to lock table 2
!

Save to table 2

!
Click to table 1 and opfn table 1 and fillup entry
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V- -+

| Table Tools | Databased : Database (Access 2007) - Microsoft Access - = x
Home | Create [ Toaols ' b | @
% i ‘=8 il puotchart ==  tobets == &0 @
= —Blank Form == f_| Blank Report == ==
Table Table SharePoint Table Form Split  Multiple Form Report Report Query Query Macro
Templates~  Lists~ Design Form Items L= More Forms - Design i Report Wizard Design || Wizard Design  ~
Tables Forms Reports Other
Tablel ~ | « || 3 Tabler \ =
55 Tablel : Table || Stu Code - | StuName - Addess - | Mibile No ~ |Add New Field
= Quen2 L] 501 Ram kasna 9789798
502 Dilip kasna 87987789
504 Om prakash noida 4456465
1.527525
Record: M 4 [Totals | » M b= [ G lo Filter [[Search
Datasheet View

Num Lock || 1B @ 5

w1224 PM

Save to table 1 and Close to table 1

!
Click to table 2 and open table 2 and fillup entry

oo\ H 9 -y ) | Table Tools
[t )

| Databased : Database (Access 2007) - Microsoft Access
| Home | create Data I Tools D, !

- =2 x
@
| = == e =1 = New X Totals 21 V7 Selection ~ 2 Replace
% EE e Ll — & Hg gz”i] “@ =Bsave  Fspeling | %l ? V) Advanced ~ m
v | e |l 2 wA @S =l e
Views | Clip 7]

= GoTo~
Filter
Allv X Delete ~ E More ~ Q\, W Togale Fiter L} Select ~
Font e Rich Text Records Sort & Filter Find
’e Security Warning Certain content in the database has been disabled Options... X
Tablet -« M
= Tablel : Table | | StuCode ~| Course - Add New Field
501 PGDCA
502 ADCA
¥ 503 DCA

Record: 4 4 30f3

[ » » b= [ N No Filter [ [Search
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Save to table 2 and Close to table 2
|

Click to create and query design

|
Select to table 1 and table 2

!
And click to add option
!

Insert to table 1 and table 2 options

|

Click to Home and view and datasheet view

|

Save to Query

I{E? ‘ (= R R Q 5 Database5 ; Database (Access 2007) - Microsoft Access - = X
~ Home | Create External Data Database Tools @
% M‘\' f Calibni -lu - |[E=E | |[EE ] H@ ii”.e%w iTot-als zl ‘ 7 Selection = [?a 3l Replace

. — | = T =8 Save ¥ Speliing || %1 : V3 Advanced ~ : = GoTo~
VISW fede S /B 7 U ”A '“9 "l@““1 " [i= = Hay | ReAfﬂefh X Delete EMore ¥ 27 At W Toggle Fiter Find W Select ~

|| Views ||Clipboard ™ Font iF] Rich Text Records Sort & Filter Find

@ Security Warning Certain content in the database has been disabled Options... o2
Tablel A StuCode - StuName ~| Address =~ MobileNo ~| Course ~ Fee -

5 Tablel: Table n AJAY KASNA 897987 PGDCA 8000
Table2 N | 502 SONU NOIDA 4564456 PGDCA 8000
55 Table2: Table | 503 MONU GR NOIDA 2132 PGDCA 8000
501 AJAY KASNA 897987 ADCA 5000
502 SONU NOIDA 4564456 ADCA 5000
503 MONU GR NOIDA 2132 ADCA 5000
501 AJAY KASNA 897987 DCA 3000
502 SONU NOIDA 4564456 DCA 3000
503 MONU GR NOIDA 2132 DCA 3000
Record: 4 10f9 [ 3] L to Filter | (Search
Ready | Caps Lock  Num Lock || &5 @ sou) 44

Iz || P sccre | Y . ¢ P i

|

Click to run option in design menu
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\ ﬂ M) O E], ,] s : Database (Access 2007) - Microsoft Access

QueryTools | DatabaseS - =7 X
Home Create External Data Database Toals j Design [

(7}
% ' ‘ %' +' A % x' @D Union | = Zealnsert Rows  Insert Columns (& Property Sheet ‘
[ i * * * ® @ Pass-Through ‘ 3 Delete Rows #' Delete Columns
| View Run } | Select | Make Append Update Crosstab Delete Show | Totals ]
v Table aZ, Data Definition || Table SN\ Builder 0 Return: \éll - Tl Parameters |
Results || Query Type 18 Query Setup | Show/Hide
’Q Security Warning  Certain content in the database has been disabled Options... 22
All Tables Sl n
Tablel X
5 Tablel : Table | Tablel Tablez
| * *
jlable?s 2 % StuCode % StuCode
& Table2: Table Stu Name oo
Address Fee
Mobile No
b4
4 [ »
Field: |Stu Code [Stu Name Address Maobile No ]Course Fee :‘
Table: |Tablel Tablel Tablel Tablel Table2 Table2
Sort:
Shows: ] ] ]
Criteria:
or “kasna®
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Short Commands in M. SWord

Ctrl+A = Select All
Ctrl+C =  Copy
Ctrl+F = Find
Ctrl+H =  Replace
Ctrl+J =  Cell’s entry delete
Ctrl+N = New
Ctrl+O =  Open
Ctrl+P = Print
Ctrl+S = Save
Ctrl+W = Close
Ctrl+X = Cut
Ctrl+Y = Redo
Ctrl+Z = Undo

Ctrl+F1—Minimize Ribbon

Ctrl+F4—Close File

Ctrl+F10— Check Short Command for functions
Ctrl+=—New Entry

Ctrl+-—delete entry

F7—Spelling &Grammar Check
F8—Select All
F10—Check Short Command for functions

Alt+F4—Close Program
Alt+F7—Spelling & Grammar Check

Alt+4—Print Preview



Internet
Definition of internet-internet is the group of web network server

(Channel) start of internet 1969

Web sjte-Web site is the group of web page that is called web site
Web page creates in the html (Hyper text markup language).

Home page-Web site first page is called home page

Google-Google is the web search engine

‘2 Google - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help L
1 \ A B | : 3 A
€ </ |ﬂ @ Ij /LJSearch “}:( Favarites 6} [:v = |9_;| M ':’i
Address |€| http ffwnana. google. ca.inf V| Go  Links *
Search |mages Maps Play YouTube Mews Gmail Drive More v Wb Histary | Settings ¥ | Sigr in
8India

Advanced search
Language tools

Google Search | I'm Feeling Lucky

# Make Google my homepage
Google.co.in offered in: Hindi Bengali Telugu Marathi Tamil Gujarati Kannada Malayalam Punjabi
Advertising Programs — Business Solutions  +Google  About Google  Google.com

2012 - Privacy & Terms

&] Dore 0 Internet
—'_ -
+y Start

' 0 175 notes - Microsoft ... | M issch.exe - N Disk INTEX Speed 3G /) Google - Micrasaft Int...

Links | G ) @ 11:13PM



Some important search engines-

1. Google
2. Altra vista
3. Msn messenger

Ivpe of network- LAN, MAN, WAN

LAN-Local Area Networking
MAN-Medium Area Networking
WAN-Wild Area Networking

E-mail Id — E-mail is personal User Account User use E-mail Id in personal

Work

1. gmail.com

2. yahoo.com

3. rediff.com

4. orkut.com

5. facebook.com
6. hotmail.com
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Use for create account-
1. Create an account
2. Sign up

A Google Accounts - Microsoft Internet Explorer

File Edt View Favortes Tooks Help o
B . AN O A - IS I N
@Back \J @ @ xh 7 Search S‘/\(Favontes @ i/ g ﬂ} i i
Address ’.@J https:/faccounts.goagle. comfSignUp?service=mail&continue=https%3A%2F %2Fmail. google. com%2Fmail%2F % 3Ftab% 3Dwmeltmpl=def ault V‘ Go Links ?
&
Create a new Google Account 3
& M Name
. ‘ First ‘
. " | Last ‘
| . & Choose your username
(L; ) ‘ ] Egmail.com
EJ |
Yﬂll Create a password =
Tube \
Confirm your password
Your Google Account is e
more than just Gmail.
Birthday
‘Munth Vl ‘ Day
se Google products from Gmail to | Yea '
Google+to YouTube, view your search
all with one username and Gender
d, all backed up all the time and lam.. @
easy to find at (you guessed it)
Grogleccom Mobile phone
Your current email address
v
I 1 -
| )

5 @ mtemet

14 start sch.exe - o Disk INTEX Speed 36
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1. Sign in 2. Log in

2 Gmail: Email from Google - Microsoft Internet Explorer

File Edt ‘iew Favortes Tooks  Help ?,'

@Back M 'J @ @ \f_h pSearch *Favnrites @ Ej:?v :\ﬁ Is’_;| - .ﬁ

Address |@ https:|accounts, google, comyServicelogin? service=mailkpassive=truedrm=Falsedcontinue=https:/imail, google, commail Ttab®% 30wmiscc=1&kmpl=def aul:&tmplcache=2 V| Gn | Liks ?

@)
Gmail
A Google approach to email. Signin Google
Grnail is built on the idea that email can be mare intuitive, eficient, and useful. And maybe Username
even fun. Ater all, Grail has: || |
Password
Lot s E—
Over 10331.068206 megabytes (and counting) of free storage.
m O Stay signed in
Cant access your account?
Less spam
Keep umwarted messages out of your inbox.
! Mobile access
Get Grail on your mobile phone. Learn more
About Graall - Mew featuresl  Switch to Gmail - Create an accourt L
Gmail runs fast in the Chrome browser
Chrorne is & fast, free browser made for the rmodem web.
b

Dowriload Chrome

a Dane é O Internet

14 start @4 175 notes - Microsaft .. | I issch.exe - o Disk ! 30 7 Gmail: Emall from Goa. . % A 1114 PM
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Use for send mail-
1. New
2. Compose mail

$cx A gs data &1 3t e-mail € <irsd & ford
1. Attachment 2.Browse

4 Gmail - Inbox - Microsoft Internet Explorer

Fle Edi ‘iew Favortes  Tooks  Help

@Back M J \ﬂ @ h /:\J Search “3:1'\'( Favorites &j{ [-:v L:_\; W o K_ [ & ':*j

Address |@ https: mai, google. commailfhjudft70agy 91k 78 V| Go  Links *
Search Images Maps Play YouTube Mews Gmail Drve More » rpicollegebilaspur@gmail.com | Account | Settings | Help | Sign out )

Some important features may nat work in this version of your browser, sa you have been redirected to the Basic HTML wersion. Upgrade to a modern brawser, such as
Google Chrome.

L ]
GM Il | H Search Mail H Search the Web ]—Lg:‘::::?’f’ifthef fions

bylaoogle
Compose Wail [ Archive ] ’ Report Sparn ] [ Delete ] |M|jre Actions.._ v| Refrash 1-220f22
Inbox {1 [ me, Mail 2) STUDENT REPOART RAJENDRA PRASEAD INTER COLLEGE BILASPUR - Delivery tothe &7 4:56 am
:te%mhi:f [ Weetray Developers Fuwid: First Floor Plan (Alt-1).pdf (31KE), First Floor Plan (At-2).pdf (31KE), Ground F... - Dear Sir @@ 1220 am
Drafts (3) [ Weatrag Developers Fuwd: Alt-3First Floor Plan(Al-3).Ground Floar Plan (A1-3). - Dear Sir Please find attached Map, & 1219 am
All bail [0 Amit Sharma letter of education diractar - - On Sat, 15112112, Amit Sharma <amit197802@ vahoo. co.in= ﬁ 1211712
Spam 0 me AJAY - Image0001 JPG 1211312
Tresh 0 me@) MARK SHEET - [mage JPG 12113412
Contacts [0 Amit Sharma extramark list with phone no & 121312
Labels [ KOMAL RANI (no subject) - HIll | Abt SONU KUMAR & 121212
;Zr:eoinj 0 Amit Sharma amit sharma all file print complesory & 1210112
Jﬁ\’:l O Amit Sharma & 7N BT & ZR FTw amit Ao
Edt labels [ SsC Online Form Submission - Dear GAJEMDRA SINGH, You have successfully submitted your online 11415412
[J  Amit Sharma EDUCOMP LTD. AND EXTRAMARK COMPANY OF LIST - — On Fri, 29512, Amit Sharma & 1152112
0 Amit Sharma Far CM Past Card - AMIT SHARMA FROM MEERLIT & 1000012
[ Amit Sharma FEIH T Teee W o & o - AMIT KUMAR SHARMA FROM MEERUT 1019412
[l Amit Sharma CM Gyapan Sharma Gut ﬁ 1048412
0 Amit Sharma all computer teacher service end & 101412
[0 Amit Sharma sachiv letter coppy from amit sharma & 80012 v
@ é 0 Internet
e .

A Gnail- Inbox - Micros... | 1o 46% of . Address Links @) BEPR', 0 ® 14zeM
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1. Sign out
2. Log out

A Gmail - Inbox - Microsoft Internet Explorer

Flle Edit ‘iew Favorites Tools  Help -ﬂ'
e Back - \_/J \ﬂ @ | h /.._\J Search “;:( Favorites 6‘3 [_: - :_\; IV_J-| - |K n '3
Address |@ hitps: ffmail, gonale., commaill hiudft 7 Dagy ki V| Go Links *
Search Images Maps Play YouTube Mews Gmail Drive More » ipicollegebilaspur@gmail.com | Account | Settings | Help | Sign aut~ #
Some important features may nat swork in this version of your browser, so you have been redirected to the Basic HTML wersion. Upgrade to a modern browser, such as
Google Chratme.
L ]
M | l | H Search Mail ] ’ Search the YWeb ]M
Create a filter
byad "‘.'Sl“'
Compose Mail [ Archive ] [ Report Spam ] [ Delete ] |Mnre Actions... v| izl 1-22 0f 22
Inbox {1 [0 me, Mail 2) STUDENT REPOART RAJENDRA PRASEAD INTER COLLEGE BILASPUR - Delivery tothe &7 4:56 am
:tartrehj‘f [ Veetrag Developers Fwi: First Floor Plan (Alt-1). pof (31KB), First Floor Plan (Alt-2).pdf (311KB), Graund F._. - Dear Sir @ 12:20 am
erit hai
Drafts (3 [0 Weetray Developers Fwd: Alt-3First Floor Plan{Alt-3).Ground Floor Plan {(&1t-3). - Dear Sir Please find attached Map. & 12:19 am
All Mail [ Amit Sharma etter of education diractor - - On Sat, 15112112, Amit Sharma <amit197802@ vahoo. co.ins & 121712
Spam 0 me AJAY - Image0D01 JPG 1211312
Trash 0 me@ MARK SHEET - Image JPG 1213112
Contacts O Amit Sharma extramark list with phane no & 12113112
Labels [0 KOMAL RAN (ho subject) - HIIl | AM SONU KUMAR & 1211212
Personal
Receints [0 Amit Sharma amit sharma all file print complesary & 12110012
J\;ﬁ“’:' (] Amit Sharma 2l waAR FpAl & el A amit & 12112
otk
Edt labels [0 s8¢ Online Form Subrmission - Dear GAJENDRA SINGH, You have successfully submitted your online 1145412
[0 Amit Sharma EDUCOMP LTD. AND EXTRAMARK COMPANY OF LIST - - O Fri, 20/5/12, Amit Sharma &2 114212
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Requirement of internet server-
1- 1.S.P- Internet Service Protocol
1. Reliance
2. ldea
3. Airtel
4. Vodafone
5. MTS

System is the big company in area

BSNL is the big company in India for network

Software of the Internet-
1) window internet explorer
2) Google chrome
3) opera mini
4) Mozilla fire fox

Modem-It is the internet device modem modulate signal analog to digital

Some important Web Site
(1) WWW.upboard.nic.in
(2) WWW.uppolice.gov.in
(3) WW\W.upschoolarship.com
(4) WAWW.upmsp.nic.in
(5) WWW.ccsu.ac.in
Note - all work depend upon Web Address

1. You tube 2.fun maza.com 3 Tubidy.com
SIMS for send phone SMS-
1) Sms7.com 2) Fullonsms.com
3) 160by2.com 4) Way2sms.com
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Analog computer Digital computer Hybrid computer

Analog computer- I8 $¥YeI U6 9T H UH & &1 Hal & o, a8F Hiex
(ge arem)

Digital computer- a8 &*=ex multi purpose &1 solve X drel 8ld & I8 SR
Binary system ©X &1 &xd © o drs® 4 o Hiex, dgiad vrg &1 Hiex

First digital computer- E.N.I.A.C (Electronic numeric intragated and calculator)

Ig 1883 ® WdYYUW HRd A I91AT AT AT
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