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PC Packages (Windows, MS Word,
MS Excel, MS PowerPoint)

UNIT=I

MS Windows: Introduction to MS Windows; Features of Windows; Various versions of Windows
& its use; Working with Windows; My Computer & Recycle bin ; Desktop, Icons and Windows
Explorer; Screen description &working styles of Windows; Dialog Boxes & Toolbars; Working
with Files &Folders; simple operations like copy, delete, moving of files and folders from one
drive to another, Shortcuts & Auto starts; Accessories and Windows Settings using Control
Panel- setting common devices using control panel, modem, printers, audio, network, fonts,
creating users, internet settings, Start button& Program lists; Installing and Uninstalling new
Hardware & Software program on your computer.
UNIT-II

Office Packages: Office activates and their software requirements, Word-processing,
Spreadsheet, Presentation graphics, Database, introduction and comparison of various office
suites like MS-Office, Lotus-Office, Star-Office, Open-Office'etc.MS Word Basics: Introduction
to MS Office, Introduction to MS Word, Features & area of use.

Working with MS Word, Menus & Commands, Toolbars & Buttons, Shortcut Menus, Wizards
&Templates, Creating a New Document, Different. Page Views and layouts, Applying various
Text Enhancements, Working with -Styles, TextAttributes, Paragraph and Page Formatting,
Text Editing using various features ; Bullets, Numbering, Auto formatting, Printing & various print
options

UNIT=III

Advanced Features of MS-Word:” Spell Check, Thesaurus, Find & Replace; Headers &
Footers, Inserting - Page Numbers,. Pictures, Files, Auto texts, Symbols etc., Working with
Columns, Tabs &Indents, Creation & Working with Tables including conversion to and from text,
Margins & Space management.in Document, Adding References and Graphics, Mail Merge,
Envelops & Mailing Labels: Importing and exporting to and from various formats

UNIT=IV

MS Excel: Introduction and area of use, Working with MS Excel, concepts of Workbook &
Worksheets, Using Wizards, Various Data Types, Using different features with Data, Cell and
Texts, Inserting, Removing & Resizing of Columns & Rows, Working with Data & Ranges,
Different Views. of Worksheets, Column Freezing, Labels, Hiding, Splitting etc., Using different
features with Data and Text; Use of Formulas, Calculations & Functions, Cell Formatting
including Borders & Shading, Working with Different Chart Types; Printing of Workbook &
Worksheets with various options.
UNIT-V

MS PowerPoint: Introduction & area of use, Working with MS PowerPoint, Creating a New
Presentation, Working with Presentation, Using Wizards; Slides & its different views, Inserting,
Deleting and Copying of Slides; Working with Notes, Handouts, Columns & Lists, Adding
Graphics, Sounds and Movies to a Slide; Working with PowerPoint Objects, Designing &
Presentation of a Slide Show, Printing Presentations, Notes, Handouts with print options.
Outlook Express: Features and uses, Configuration and using Outlook Express for accessing
E-mails in Office

Prepared By Nitendra Tomar Page No-2



PC Package

UNIT-1

Q1-Window i 2 ? sua faf=r Version e S99 fadvarR faRed ?

Q2-Window Operating System & 3idita Desktop # wsRid 8= arel faff=1 Option &t ww=msA |
Q3-Windowd! =T &1 |fed quie fHifor ?

Q4-SRIEIRT s | MY F4T FHe & 2

Q5-Folder @ar € ? sw< Hefda faff=1 Operation &1 =y |

Q6-HgIel I9al | MY T WA & ? §6D &4 programs I A |

Unit-2

Q1-Office & M a1t ®TAT T SHA AT B9 arel Software & HAsST?
Q2-faf=r yar & Office suite & FH=zMgY ?

Q3-M.S. Office & siita M.S. Word & sy ?

Q4-M.S. Word 3 fafi=r Menus & ¥¥=11sT ?

Q5-M.S. Word # Toolbar & ¥4smsy ?

Q6-M.S. Word 5 srar Document s9 & =xor fafRae ?

Q7-M.S. Word 3 Wizard 3ik template Option &1 @1 SUdrT 8 JHsgY 2
Q8-M.S. Word # faff=1 y&rR & Page Views @& Layouts & G9smsg ?
Q9-M.S. Word # Attribute &1 S9=msy ?

Q10-M.S. Word # Font Dialog Box @I |#s1sy ?

Q1l1-Paragraph @ Page Formatting & g#snsy ?

Q12-M.S. Word & Auto Formatting & T®ssy ?

Q13-M.S. Word # & Bullets and Numbering @1 w#smgy ?

Q14-M.S. Word # Print &%= ¥ wwfug Option &) Fws11sy ?

Unit-3

Q1-M.S. Word # Spelling and Grammer Option &I |Hssy ?
Q2-M.S. Word 3 Thesaurus Option & HHsIgY ?

Q3- M.S. Word & Find — Replace Option &I \®smsy ?
Q4-M.S. Word & Header — Footer @ |®smsy ?

Q5-M.S. Word #Page Number 3% Insert o= & 99smgv ?

Q6-M.S. Word # Pictures @I 39 Insert #xd & ¥y ?
Q7- M.S. Word # f&=0t ga& File & Content &1 Suart &1 & File ¥ fa yerR Insert far Simar 8 ww=msy
5

Q8-M.S. Word # Auto Text @em Auto Correct Option &t J+sgy ?

Q9-Auto Text e Autocorrect ¥ 3R TSy ?

Q10-M.S. Word # Symbol Option & |q=18Y ?

Q11-M.S. Word # Column Option & SualT &I ¥Hssy ?

Q12-M.S. Word & Tab Option & ¥y ?

Q13-M.S. Word # Auto Shapes & w¥=msy ?

Q14-M.S. Word # Mail Marge &1 vanT &R Letter TR &= & Step fofay |

Q15-M.S. Word # Mail Marge @ grt Envelope e Lable f& avg s9mam <mar 8 |Hsisy ?
Q16-M.S. Word # Table @ Draw &%= e Sa9 |wfia faffi=r Option # |Hsgy ?
Q17-M.S. Word # Refrence awfaya fafi=r Option &1 99=m8y ?
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UNIT -4
Q1-M.S. Excel #ar & ? s Area of Use &I @#smgy ?
Q2-M.S. Excel # Working Environment &1 &#smsy ?
Q3-M.S. Excel # g@a Menubar &1 w5y ?
Q4-M.S. Excel & Toolbar & 3my i g#e € ?
Q5- aBgd TAT TP YIC ¥ iR fofay |
Q6-w7 T vada A Wizard @ SuanT &) g9smst |
Q7-vq v vadd A fAfd=1 Se1 <3y & ST @ 9EEnst |

Q8-tq ¥ tadd A A (Row) @ &rem (Column)®r faw waR Insert,Remove,Resize

RLEIEY
Q9- w7 g vaud Worksheet & fafi=1 view & SUIRT & 98T |

Q10- Excel # data wfafdre &= &1 faf=r go-lal & g9msy |

Q11. Excel # worksheet &1 Formate & Hsfird option & ¥HsIEY |

Q12- MS Excel # Auto Formating @=m Conditional Formatting @I ¥9smgy |
Q13-Worksheet # Borders & SualT & GHs=Y |

Q14-M.S. Excel # Work Sheet f&& ®ad 8 Worksheet & Hdfda wrat & @#smsy?
Q15-M.S. Excel % Work Sheet & Print &%= & H4&fég Option & ¥¥ gy ?
Q16-Formula #t wwsmse? Excel § Formula @1 «r use & ?
Q17-Cell & Hed & 31u Fr 9T € | §HsISY ?

Q18- MS-Excel & Functions & 9 ar 99sd & ?

Q19-MS-Excel # chart f&& @gad 8 | qem A f&a" 9oR 3 87 & |

Q20- MS-Excel § Chart ss & Steps e ?

Q21-MS-Excel # Data & Sorting & yoR & o 8 7 ww=i=d

Q22- Ms-Excel # Auto filter & SwarT & wasm=y |

Unit—5

Q1- Power Point & &9 @7 ¥HsId § ? SH®T S9ANT {1 &l & fdear oimar ® ?

Q2- PowerPoint & 'New Presentation® Create foar Siar 2 ? G9=msy |

Q3- Slide & faf= Views &1 T#=m8y ?

Q4-Power point & Slide @t Insert @<=t Delete &==r @emr Copy &% fbar wrar 8 | wwsmgy ?
Q5- Power Point @ Slide # Bullet List f&d &R Insert @t o1 |&a 8 | 99T ?

Q6- Power Point # Notes dar Handout 3 ama = W& € ?

Q7- Slide # Graphics, Sound @ Movies @ f&9 g&R Insert faar smar 8 ?

Q8- Power Point # Master Slide 3 amq wm w9s € ?

Q9- Power Point'® Presentation @ gvard S 3@ 3 View Hsftra Option &t w98y ?
Q10- Slide Transition = w9=z8Y ?

Q11- f&= Presentation @1 Print &= & fog Steps &1 w#=msy ?

Q12- Qutlook Express & amu @& w9eid € 399 E-Mail Account s9 3 Step &) 9H=IIgT ?
Q13- Outlook Express @ Folder @ Use & HH=IgY ?

Q14- Outlook Express & E-Mail 95m, 39 yia &= & Haftiag Option & |#smsy ?

Q15-. CC @ik BCC # =1 oick 8| |Heisy ?
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PC Package

UNIT-1

Q1. Window @1 § ? g9a faf= Version qer su&! faRvar foalkey ?

Ans :- Azarwme fds (Microsoft Window) Infherdt IR serwa(GUI) W smeniRd ta dieiUa sifarfeT fRveH
2 | g @ SIieTY e’ R I ST Rvew urar Wirar 71 39 Hew # wnww. fie (MS Window) &
daa fdsrer (Window) @81 ST & | 39 s ARl Faa- H 3 & @ |

fdsro @1 fdwsa (Evolution of window)

Window aifoxfeTr Rives mithad gork gexwd (Graphical User Interface am GUI) wR farare gy w4l &1 gRomA

T AT 1980 B 91C B TUD b URW § HA SIRIGT BRI gRT 39 v R oy fban 1am o' | oy & F 9 I8
g gorm & 81 3 ysps O arel ) Havae A€ S A199 gRT oEl & #edd ¥ HRe b A1 Halg dRAT ol
A AR 2| 39 HH A 5 GIOT & A1 Ul Sikiad R (Xerox star) e Hex Pl fadmrd fear | oifee
T Jok SeSRBY &I IRAfAd Al Ugar U dRed gRT ok § IaR ¢ #fea (Macintosh) Computer
gR1 Ut g8 Hh(MAC) M@ U Frqul SiforfeTT RieeH o, ST Uifthdhel Yok S TR JAERG o | Jfd I8 i
S HECl § 9gd €1 o, olfdb ArgAe gftc | I8 98d A%l R8T | Hob DI AHAdl Bl q@HR ASBIAHT DGR
= IIfha ok ST TR TR 319+ ATRET Rieeq &1 e fdhan, 6 werawet St Udbrer § 31mr |
SHHT FERUT fdSlST 3.0 URMS JH-e HFYeR W 98d A%hdl I8l | 918 H 894D By GhY THRY 4 31 |

fiee & fafi=1 wvepeor ok S9@t gea fawmand(Various Versions of Windowsand Their Main Features)
frforRaa & & IR SifRfET Riven & 319 & & Ui ARl IR I oM @ T3 s 9 faermarii &
AT AT B—

LRI BT AT SRI 8 BT aY S BENERIN

Window 1.0 1985 Gﬁ.q\gﬁ.&nulﬁd mw BT YHARDRITIMAITHAT TR HeT TR ]

Window 1.2 1987 T faSr R G fdet

Window 2.10 1987 ST T

Window 3.0 1990 JHITH HoR(BIg e HoR Gfden

Window 3.1 1992 AeOHIfSAT AT, Aead &Hdl, AlgNhe Hal

Window 3'11 1993 32fde “eafyT 32fic wea Red

Wind : 1995 quf 32fde TR RReH, ACICINGT, cdd &xay v BIsd A,
indowd5 1998 faeqRoT @7 Giaem

Window 98 2000 SC¥IC WX BRI PR Bl ARy et

W!ndOWZOOO/ME 2004 Jeaq g9 47 ey ﬁﬁ%ﬂ'\(’

Window XP AP & AT o favy gy

Q2. Window Operating System & sigifa Desktop # ysRia 8 aret faf=1 Option & wwsmsy |

Ans- swperg(Desktop)

Window XP load & S @ 918 T STIRTHdT @it 3ifF &1 8 & a1 d1.e1y, W) I URMA& Screen i@ gt

2, 99 Desktop et simar 2 | Window @1 &R &M ammiaar Desktop &1 €1 9% 8la1 @ | I8 SIdaR WINT @ S

areft. axgai. (Objects) &1 erafRerd w7 & U mar 7 | it Folder a1 ol av¥ IR—aR WANT @ ot €, 32

Desktop = ©re faar omar & | g9 yaR g8 Desktop fodt ar<fds Text &1 & Adhd &HRal 8 |
Desktop # @8 a=qq =il 2, o+ & wiga fforiRaa 8-

My Computer

My Documents

Recycle Bin

Task Bar

Start Menu

Files And Folders

Shortcuts

YVVVVVYVYYVYY
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Docurmenit

QCUMEnts icon

htemet Explorer

Program

Taskbar

My Computer-

g 9% TP BIc Computer & sTgai gRT ARl SRl & | g0 L

g%g H sfuas Computer # Store @1 75 UAS I TAT T Bl KT ML AT il —
SHEN Bt 2 | 39 avg (My Computer) R &1 &- & forg |

Ugel 39 Wil Wl & fbdl 9% & @i & feolw Mouse ¥
Haaas (Pointer) & I9a lcon wR o smar Double Click fear
e 2 a1 U@ 9R Click @was Inter Key ga1$ SIrcht 2 | W97 &vad
& Screen 'k My Computer @1 Window fe@rs geaht 2 |

My Computer &1 Window # a2 3R ts uedl &1t 8, R [ o 4L el u
ST Hrl AR el & link g § | Window & @y Wi @1 Lot

gm@ﬁ g (Conternts) @er smar &, forad FeafeRea awqy &l

3

HCH Coeai biski (D) SOFTWWARE (E:) OFFICE USE GNLY

Devices with Removable Storage

Other

Vi | ) 5 | i
9 My Computer

++ Document Folder @ Icon ..
++ Hard Disk Drive @& sl arcte=i & leon.
% ux% Redfea Disk Drive /S Floppy Drive CD Drive sife @ Icon.

Mv DOCU mentS RELE N (& i1y Documents
Menu bar File Edit vView Favorites Tools Help oy
I8 e v folder R, f# amues gRr-Computer R (R faa g T 0 2 D e B
SIS BT @ ST FhAT © |-G Y, 370 Aol [BT 1 Folder # - Acressbp s [0 twarers — o> Bl
Store Eﬁ' W %", W 'qﬁ W Folder GARGIE] ﬁ ﬁ—q-[ %’[ aﬁ- qg File and Folder Tasks & >‘- 7 My Music
- - (3 Make a new folder
swgsi My Dcoument Folder %@ Store fear Sirar g | gfhum&h;hwdm N
ld Share this Folder ‘-rJ
oOther Places I‘b@ My ideos
gz::t:pmcuments Eﬁ' ?:'(%%D;:Unrmt
g My Computer
Recycle Bin s ==| TS ooumert
Details = e

Details

7% Window Operating System @1 v fa9ry Folder grar 2, fomaan
AL ¥ 39 Ul gerl g8 Files dem Folders &1 wxear & &= |ad € | Hard Disk &
gz g U ag (Obect) gz Recycle Bin # s/ & @it @ | 39 Bin @1 a9 arg # &+
Al et wahd © iR If smawas 81 O gl g8 avg @l fR | R 9E R Store o Wad ©
| Recycle Bin &1 q&l a8 @rell &)1 W1 %7 8 | W61 &3 9 Bin & 01 g¢ awqy fer @
ST 23 R & U e e T8 7 | Recycle Bin @1 s ol Hard Disk @ smar &
gFaT & Bl ufierd & wu 9 A fHar Siar € $9 Bin &1 smeR RId- a1 8hm, I8 a8
sarer gerdt T Files @1 Store v | wi@ Recycle Bin @ R @l 8, o1 =18 et 715 Files
& forg ore a9 & fo wed qrie gert g file @1 fer faar simar g
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Task Bar

Desktop & \ad =19 &1 yedl &1 Taxt Bar &1 SIrar 2 | &9 Y 39 dig YR @1e] -4 & a1 @is Window
Open grar 241 Screen wk w99 =g Task Bar # s Window &7 y=f3d &=+ arell & 9e e gsar € | 39
yeR Task Bar & w1 ar¢ Programm W dchle ugd @1 gfagm ue™ &xal & |FF d e’ IR il 2|
TP IR W IR} 3R B Ygell died I e Bl & | S9d g8 941 Yol Y 31fal are], g¢ Programm & fby
TUH—Teh dfad AT ged BT 7 | o 1 amg fE= Window & f&=ft g@y Programm @ Windiw & =1 =med &, ot
Pad Task IR § 39 U 71 fdei & 9T &I fdedd B <ITT | 79 3T fh=dY fdsr @ s/ &_d €, a5 e aR |
SHPT g TG BT Il & | MY Sl BRI R I8 8, 99 R R IR Y eRe dR & a1¢ diF, R bz R
FEd 8, H oy fug Y TS us Iad €, SN oud BUTs B & yad $Re arell fiflex a1 uridgd Computer welRia
BT b oY T 9t |erferm B o o feftvarsr & favard i 2

Each taskbar button represents an open
program (a “task in progress”)

A

Start Menu

T9 MY TG IR & 9i¢ RN W 99 Start Button @1 Click #=a €, dr spma)-Screen w Start Menu g S 2|
Ig 7Y 9ad § ¥ Computer ©R gfaursa Control @ g Computer & | &/ a1 fFardhemd ammIaar s
A 9 IR B O § | I8 Wy R @ oRe fawms <ar 2 | 39 Menu | &1 Column € | usd dfem H §8
IR—IR TANT {5 S aTcl 9l @ g e 91d 8 | 3 S99 4 LMl smgaa a1 fdas axa i
U Bl A7) % Fahd 2 | 39 dreM & el 91 § All Programm ferar gem va Option &7 g1ar 2, e |
Udh BT AR &1 fog 0 811 2| 5@ Mouse Pointer &1 @ &ur 59

gc WR RUBT AT B, o s99 amue Computer Hozenfid fbd gy allprograms [ Jan..

BT fFeTd IRDd IH URM R FHd & | HF UL Bl GHEl H T [22) oo ot (@] 1 off Compute
BieeRl H M1 AT © [S7d 39 AT UlgaR Bl VY fbdl droel 'R WFRS T il 2 i

A g, A e ARl sid SH wnfie YR @ AW Ud 99 3
& I H g o § |

Q3-Windowat 5= &7 afers goig #ifvre ?

fed) fder 9 w==mr (Anatomy-of a Window)

Window @& =31 SUATT dafell @ forg fasl) ISt @l weamT ol S9a & d@l el YHR FHST ol Maedd & |
Dls fdsi AT vgex &1 41 Sy, 1ear Screen &1 U& smaaiaR (Rectangular) wrr 2, f59H &I YR &=
YA FaRiq $¥eT € | SareraR faeie # 9gd § a9 B § | 98t g e St & fafit a1 aof 9 |

SIPT Heed dAT IUY inimi imi
3N _ Minimize, Maximize,
Title of Document Title Bar and Close Buttons

Document - WordPad

Menu BarmsFile Edil View lnset Fomat Help

Toolbar s D|ﬁ,“|ﬂ| 5\@ ﬂ ;¢|31'|E|'”| M|

Ih'erdana[v.fesbeullt"rjl EITE n|1|g|@|Ei|i|g-Fomat Bar
E---l---l---g---;---l---a---g---q-------g---RuIer
Document Word Processing Basics
Area - —

COne of the basic things vou do with vour computer is that  sesScroll Bar
you write something with It It could be a letter, a memo,

an essay, a poetry, or anything - even a book. The

software used for this purpose is called a word Processor, «|

Status BarmlPints the active document | [ MOM ¢




crEied IR

g% ISt &1 t& IRy 9m 8ar 8, 9 39 IR # e oran 2| S & 999 Iu 90T @l ued! & A ernfed R
Fed 8 | PH— fHA 9 B fIsi & ersfed IR ¥ 99 st & 99 Y fear gidr 8, 5 ) & far o &1
2 | Tl §9 a7ud HRYER B W19 R B3 [dsi Gl 8 Fabhell o, olibd U F9I H I74 § dhael U (dsi Al
gl B | fIel & crsfed IR &1 1 syt fgar gt fael @ esfed IRl & 1 IRt & 47 g2ar dgdr 9 1fde Rl 2 |

Held 9

JfHR Il & eEfed IR 3N BR W dF $eld 9ed a9 8 7, Nid 7 S9 gAaq, sehaa/RER an
g ge €| I 9 Ui ¥ HH H U O € (RgAAH 9ed WR U BT Nl a7 $(-) BT g1 & 39 9¢H & fddtd
T ¥ fISi 3Ry FI ¥ 4 BdR TP IR H U ¢4 & ©U H 98l Il = | Y 59 9 [Feld. D _fdei Bl
D Yd MHR W ol Fhd 2 | B3 UITH SRGIR H 924 & © # T O Rl Folar Eal &, b Iqal dig A
Gell 81 Bl © 3Afdhad g+ UR Ydb BICT a9 BUT BIAT & | 39 e dI fFdd 31 o A8l [ FbIF & aRIeR 8 Sl
g 3R 3AfdhaH ged RER 9e & U H 9aa o ¢ |

ﬂggaw

A IR famedl &1 U G Bl 2, [T 9 Aaegdhdl & AR BIs U f[Adhed AT Sl © | Ud [ddhed HH=IG:
el fam a1 AT &I o wRAT & [[FHERIAT 5 U IR B 3, forgH |l fdeed ga 8 e 3 IR 9 A &y
B 2 | fadwenl o Her ot B WR Sl WiEl # dfe fam ST 8, 8k URIE WHE HI e IR A @ ol g |

G IR

JAfereprer faerst smamRa gRmdl # <ot R @ Jfaar kil e ifedl fasi # e 9 affie < aR 1 8 9ad & | T dR
FB FeAl BT TS |IB BT 2, RN | uh% & gRT BIs fa9 &/ f5ar Srar 2 (39 9el & ¢ W &'l o 2|
Bl 91 a1 <o Bl fFad PR IR IO T SRS AT fBar UR™ 81 Sl © |

THId TR

AT U6 ISt # Q1 Wofa IR Bl 2.3 99 ol # fawrs o <& 9t &1 @®1 <@ # erss g 8| ARl &1
AMHR AT 8F & HRUT IEH FELAWHN I fe@Ts 81 gsdl SHfo Ush dR H I9 AR & U 91 & feemrdl adn
g RBid IR &I FeIdT 4 849 ol g8 B W I AT # <@ Fhd T | A IR T B Ghd 8- SEaerR q
&t |

el IR

IE IR U fdSi &/ Fqd A B Uel B wU H BT B | 59 dR H S [JSI fdr I9H Gl gy B xSl b an
# Fdaq gEear Ruafa yelRfa o ol 2 |

QA-SHIGiT ST | 3T F4T T9e & 2

SRIET SieE ) PRt FRer (Working With Dialage Boxes) SreifT dfaw gar _ N
RIRTY TR @ fief 217 ¥ | T Sqev YAt @ @ ardtama(Interact) wRem |

I B MRV U ®lE WY A8 BT 3R A b gAad (Minimize) an | s oo [
FfeeaA(Maximize) &1 Button gar ® [offhd 379 I 9ed 3@¥g BIAT § | :
SRIANT dfedl § AMAFIAr U yearad 8(?) arar d9ed o1 81ar §, Sl 9 d9¢d &

Fank calor: Underline style:

I 3R S Ugel UM W & | $9 9¢4 @I weradr ded(Help Button) w&r Sirar a9 o)
2 | foF # e 9 e dfed REmr T 2 | o9 W R A W B U | e Do

[ small caps
Double strikethrough [ Qutline all caps
L g o All cap:

fded g7 ST &, R v forg(...) 81, O S9 @cd & g9 W UF SAN | Domen o Coser Do
4 g Al & | ST diad &1 IuART FrefoiRaa wrat @ fofg far smar &— Otz ez

TR @A 010

This is a TrueType Font, This Font will be used on both printer and screen,
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Pl BRI BT B AT SR A B (Y TS A oAl |
fafr=1 fasedi @& S &A1 |

& gy fRwedl o gt # & & & g |

Ife fHT 3T BT UTerd HRA § Terdl 81 T8 slal

I g FHRAT AT AT ST |

5. System # ®I$ AR ITH B U MBI AGEH  HAT |

P w NP

6. I fHd MY &1 gTads 81 AT S FhdT df SHBT HROT g7 |

Q5-Folder 7 € ? 399 Hefda faff=r Operation & w#zmsy |
Blosl 3R BrEal R s s (Working With Folders And Files)

MY S © o Bl vFgex H 9918 S arell wigall &1 {6l Arem R R fdar siran 8, 9 Hard Disk, Floppy
Disk anfe Files & 91 w&m & &R 3= A= S9! a1 SrRaeRal # dfcady @ ST &, difd sig a9y B
g AR IABI TINT HRAT 3MAM &l | & Hrex H VAl I7 399 e Jordl gazern gl g | fdsar # f wigai &f
FIRIT B BT T AT BT IUART e e 2

a
[#] @ -
sl _u .
’J PGOCA Tally
Inkro Tomar.mpg

htril. dac irmgres. hkr

i wieer ¥ =1 wieex 997 (Creating a New Folderin.a Folder)

3T Ugel A 991 gU el ff Bieex # Ud 4T Bieex 997 ¥ad 21894 fory FrefaRad fearg anfom—

1. |99 Ug S Bleex $I IR ARl TN A 31 @ver forfore, foRa# . a1 wieeR 9941 @ed & | S99 S9
hieex &1 fIel W W gar el |

2. =9 A0Sl & A< IR ¥ wIsd [dhed B facid BINT | S99 BIsd &1 §d SIS 3= Gel Syl |

3. %ﬁ;{ﬁ?—rﬁ T # New ey IR 7199 digex @y | 399 New ded &1 sRAT 7=y a1 99 w4y fe@
. |

4. 39 3R 7Y ¥ Folder fawey i fded BIGTY | UHT &R B QR Bioex dI fdsi # T 3T 3ghia o
Sirg, e 7 New Folder @g = fazgmar e |

5. 31U Y Bieex & oI dig 9 €15y BIfoiy a1 yvex (Enter) $oil q415Y | 38 S A1/ &1 hiesk 941 (T

SIUIT |
39 UHR T fHd) ) Biesk H Big Al 3R fhad ) 77 Bleex 997 Ihd 2 |

fd BIgol AT Blesk &1 79 g1 (Renaming a File or Folder)

MY Rl WIS AT Hieex B A daaid: HB 1l @ Ahd o, IfQ S A B By TN BIgel A Blosk I
IMNT ™ & P BIget AT Blesx BT AH g B A 79 ydR 8—
1. 579 B a1 Bleex & A 31T ST A8 ©, SUD 3MSHIA Pl A9 & QY 93[ A fFaqd difog g6
o @1 oRE Ue Ulv U Y G AT |
2. 39 UMM 3 A= § Rename fased &1 faeid SN [SHY S9 BIgel IT hiee &I A9 T AT faw@rdl <
[
3. 39 WIgd IT Wleex &I 797 AM <I8T HIfog 3R yuex(Enter) fsi ga18T |
VAT BRA A BIse AT Bles? BT AT g8l ST iR 741 91 fRg o+ o |

fodl B A1 Biesk @ gemi(Deleteing a File Folder)

g fH=ft Y wIger A1 Bieex &I 3 Computer & geT Adhd 8 | S9! fIfr 3f1 R 8-
1. S99 Blcex &I Wiy, RTH 98 BIsal AT Biesy 8, TP 3T 8T arsd & |
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2. I BIgdl IT BIesk Bl fdadd PR g Aoy |
3. File Menu # Delete arcer €if5g a1 wieer @1 fdsi & wvse gat ar # Delete Button @1 Click @ifg |

frd Bl T Bloey B TR Blest d o WFT A1 7o deAr(Moving or Copying a File or Folder to Another
Folder)

Y fH=fl T wrger BT T fhefl Wieex & T 1 TR WieeR of O AHd €, I 9B Ahdd IR Adhd & | 39D
forg gw Edit Menu @ Cut/Copy @2 Paste el &1 ST &rd & | g9a et i gardt .= 2 |

BIgd AT Blesk Bl ¥ o8 o siar(Moving a File or Folder)

el WISe AT Bleex BT Th Blesy A FCTHR Al 3T Wieex # of M & fory fferRaa faamd sifdrg—

1. 39 wieer @ Il @ @rd iy, RT9H 98 wIsel a1 hieex 2, O™ 39 §AR Bies H of il 9igd o

2. I9 I B AP Bl fFddd Id IH A Aoy |

3. Edit Menu # Cut smeer €ifTg a1 cefar § Cut e &1 ot SIRTT | S99 98 9% WD Hol Bieex A BClaR

T WU ¥ TP T &F H @ & A | 39 & @1 fderuare(Clipboard) e swar &, i@t w@ Cut ar Copy
@ §S Il BT @ A1 B |

319 I Hieex & GIfely, STal MM I I8 BT o ST ared 2 |

9 wice @I fdei & Edit Menu # Paste smeer a1 ¢ aR 9 Paste e+ @i faeid Sy | 98 a9 T Hlesk H
fearg e ol |

Qe.dgIal I | oY T WS § ? 39D &I programs &1 HHsmsY |
w2l 3a(Control Panel)

o

- [[&|X|
Peter e RIS BT 7w W & Sl @ 9w i § ey $fe -
@ B B FHd T | I TSAIR AT Ahedar e ST, faer
a1 Ferd U § U YR a1 et gRifEd o €
FHeld o B ffel & 71 UsR @rer ST dHhar g
1. W ged @ fdcid PN g4 LE Y el Feball
SITQAT |
2. W 7 % siif sk @1 gect # Control Panel fawea &1
e G| 399 Feia e @ ISt o o dve ga
ST |

()73 gt 91 wemaer w&=An(Installing New Programs) e

Jdstart

Tnweorg., | DUnsd,. | uniede., @ Cocl Y mES PP ABPy, 22

fISrst # w8 UM Usel ¥ WG 814 g, O gsUs, UUe, badhelcy, Seic UaHWIRY, IR 3Mfa | $9& 3faTall 31
MMITH TSI GHTH 3ifh, SR ¢ MM BT M9 ¥ 3efud = Awd € [ v 6=t Floppy a1 CD R 89
ey | fISieT HoPpiE W U 3y el fd fa=7 7 =l dad | Y Bl R < | BIE UMW Tl ad
Hepd [$Af. IAD! [Agdes Ifid HRA1 3Tawgs BIdT 8 3 YAl B WIiUd & &l fafy fr=1 g @
1. e ugdl e #g # Control Panel fdwe &1 fdas oxa dgial I9a @l faer & @ fifoig | 39 fder
$T SN F foF @) ave fe@ry q |
2. 39 fdsr # Add or Remove Programs lcon &1 Click @ISy | s@% 9@ fdsi =3 @1 dvg ga Sl |
3. 59 fdsr ¥ ugel ¥ @fUT Y gu UMl &1 g el Sl € | $96 ATdl T U RIUd &-1 & oy
YT & 3MgHH BT faers BN 399 9 IS T U & dRE 8 SIRAT |
4. 39 i 7 A< IR gard) ey 94 &I faaa $ifo | 38w smuar Install Programs @1 ugerm Dialog
Box srrifra form @1 dve faar S|
5. /9 I a1 el R YU e T 21 S 99D $18d H sy R 39 ST 9 H dad Next>

MY g4 Bl faad R Y | 399 IS 99 wemdl a1 Wil # e & g Setup.exe a1 Install.exe
BT I GO 3R A S IR SHRT M Uh ST dfed § @R | afe smg S & =l =med 8, dr
I W@ B Al R |
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B Add or Remove Programs

-
@'j Add a program from CD-ROM ar floppy disk
eramar 7 L. Toadd aprogram from a CO-ROM ar Foppy disk, click O or Floppy D or Flappy
Remave \Ejj
Programs

Add programs From Microsoft

i To_ add new Windows Features, device drivers, and system updates over the Internet, click wWindows Lindate
3 ‘windows Update

Add Mews
Programs

(2)zenfia W ger=m (Removing Installed Programs)

aﬁmmﬁﬁéw\mwWalq:uwﬁﬁwé,ﬁmwmwglﬁm%@mmﬁw
AIAH AXHRUT AT ST aed §, ad Wl

EQT‘A‘T AEPROT D YITH BT gel oAl EUHEI B Addor Remove Programs - B>
faerat # zenfud Ul & geM @ fafdr snr a

JHR %._ ﬁj Currently installed programs: [ Show updates Surt by:

Change or ' pTorrent

1.fuse daeE # qarh = A ¥ Add or Rarve
. rograms cli S

Remove Programs @ fiel @1 @t i, ' rr_ _ y

\_)_ﬁ 1%‘7)[ Ef?[ (_‘Rg @Tﬁl m q‘?ﬂ-ﬁﬁ ﬁ?_a g_q r Ta remaye this pragram Fram your computer, click Remave,

UTITH EI% Qﬂ?‘i ﬁ_@ﬂ'{ﬂ \_yﬂ_cﬁ §'| Add%w [ Adobe Flash Player 12 Plugin Size  3304MB

support infarmation.

2.3 f5)1 I @1 BT AR €, 9D AW | U adobe Faosheker 0 See 172,008
BT fFdp ST | 399 S99 UM & 99 b @ B Adobe Photoshop 7.0 Sze  136.00MB
1T gl IR g Change T2 Remoe &9 | adrenoee B #cdabe Reader X1 (11.0.06) Sie  129,00MB
M, o fisal oo R RY A o # | e D Size  B0.0ZME
femmr T B | &8 Aissesaft POF to Image Converter 3.1.3 Ske  50.30MB

3R BT 8cM & folv Remove ey ge+ @’ @) tissesof: Total Media Converter Ste  35.86MB
3 fFes HINT | S eMud! o & dvE setProgram | ask Toolbar See  3.76MB
gCH HEl gfte &1 ST dfad faam S |

4. IfS MY aRad F S YT B ESHT A18d @, A1 39 S didd 7 yes g dI fdaid H) Y | 399 98 WIm
FHFYeR ¥ g2 & forg Uninstall grms ey e s |

(3)fiex &1 werfia s (Installing The Printer)

B fl PR W DS IHMAI IR PR o & 918 BUaH & foy FFgex 7 fier &I wifid &A1 maeds & | afe
3mues Gl # ISt 3 v | wfid g1 gdl © ik S9d fiex wnfua w8l 2, a1 afmus! < aars s fafr 9 fiiex
MG B o1 A1V | 39 ol Hew Ugel ek @ diae= &1 @7 3w U & fuaiRa v w o fte | ere
fiier @1 39 B 9 R BURN $ oIy BITeT o RTT | 819 3y fiiex wfid &vw & R 8| s9a fory fmfalRea
famt sifog—
1. wer€ #=g ¥ Printers And Faxes famey @1 fdad @I | A1 &=d &1 =3 @ ave e Us b 3 fdsi
ga oot | 39 fIel # wnfud g g e’ & smga fawm 9 2 |
2. 91 AR @i ued § Add Printer smcer &1 fawa #ifoig | g@w Add Printer Wizard Programm ==t &
SITQTT QiR SHeT Ugell SIANT diad o &1 TR ol ST |
3. 39 AT 9 § New>3mcel 9e &l et HIoTg | S99 39 IR &1 -1 SR diad forF &l 78
e ST

. Add Printer, Wizard
"® Printers and| Faxes

Install Printer Software 0
File Edk Yiew Favorkes Tools Help The manufacturer and madel determing which prnter software to use. Q:./

- ®) - ]
'lﬂ eaaCk </ Lﬁ o Search || Folders U\ Selet the manufacturer and madel of your printer I pour prinker came with an nstallation

disk, clicl Have Disk, I your printer is nal isted, consult your printer documentation for

I, Address |Cq‘a Frinters and Faxes IR
Pty -
) I \ \0 flicrosaft GFfice| Dncument

Printer Tasks # = Image Writer ]

] A || | sy A | Finter &
[Z] Add a printer W JAEFAA:cuSet 523 W

& Set up Faxing Y\ PDFConwerter i‘““ ¥ ABFA-ACcuSetSF vE2.3

i = o 5 AGFAAcouSet B0
Printers and Faxes = ! Ao =

Ready 4PSPS ) | SFAGFA Aot BIDSF V523 2
EgF This diiver is cigitally signed.

Tell me vehy driver siqning is important

<Back_||__Mewt> | [ Cancel |

(4) i=| # = &3 (Installing Modem)
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Hred it Modulator-Demodulater @1 wfere w9 8, T U
RETell § goe <ar €, difd SW el argHl a1 U 8 S B g e s
M ¥ BN GX-gX OF U1 O W TG 6T & @ qE

3R ¥ 9IS B drel TN RETACl @l 3ol Srer § daefdx
S SR BN Aol <dl & | AreH B Gl el e
aie | el I 8, Sl S avE oi 379 g R s © | e .

13ee 49 H Control Panel &1 fdeie SISy, 9991 MUl Wb WR deled Uel B TN e
fdsi ot st |

239 fd=i # Phone and Modem Options Icon &1 Sda faeid HINTT | W7 dR- IR B9 TS AfeH AT &
STACIFT dfe’d el SITgT |
339 ST dfed § Modems Tab &1 fdeid o @ifery | 399 I8 Saefic o @ oe fowmd-<aft |

439 99ie § AT AIeH Wfd &)1 & ot Add...9eq &l fdcde SISV | 399 MUdT HIeH WRITIT &I Ul
SRIGERT §fd o &1 avg feam e |

(5)wive wnfia -

ﬁs‘wwucemﬁmﬂaﬁwﬁﬁﬁaﬂﬁfﬁﬁmmwﬁﬂﬁ@@mFloppymsmrﬁ’l%m
W TP BIsd & wU H BT AMM2Y | 3fF IW IART 1 gaol A & =3 @1 dze Bive et o1 @iferg
IR R f=forRea feamd sfog— y
1. wive fder # File Menu % Install New Font ameer €ifsit | s99.Add Fonts-Dialog Box @1

2. 39 ST dfad | Drives List @1 @iferg ok S8H 9 9 gigd 1 g, o/d T »ive =R

fpa T €| Add

3. Folders fore # & S wiesk @ gy, R T3 wive_#fiet 2 | Fonts .

4. ¢ Copy Fonts to Fonts Folder 9@ dfaq Je-=-81, dI 3 fFad oxh de IR AT |

5. List of Fonts List Box # 391 wivel &7 gfw 9@ iy enfid o= ared € | Ue 9|

3If® Wive I & oy FHeldl Foll BT AN IR e Ak fFdd BIRTT | 3 5

6. Install =1 @1 faets HIRTT " 399 T g HIve AT EFT U™ &1 ST | T Ly

KSR WP Gresk WP Greek
] Century [ Cowrier ...

(6)gsr vrse §9r1 (Creating User Account)

W9 319 fISIS BT gEell AR AU HFCR H Whfid A €, 1 98 YT UEed IoR gcm\scav‘reg\wﬁﬁuﬁ’é‘daﬂﬁa?
HEAT & | 18 H 31T AAHIA B AR 3T Yok YHISC a1 Fahdl 3 | fHl JoR UHrSe H IHST JoR =¥, UTdds,
fafr=r Afd srgafot ik ufvey wfa B 2 | o fasar a8 a@ axar 2 & (50 Suaidal @ di—ad 4 B
PR SR AT BT SYANT A BT MUDBR ¢ | Al O § 7 A= TR & JoR Three a9 S Fad g—HrYCY

vsffge(Computer Administrator) iR ferfics(Guest) =@t faRmat 71 TaR §—

1. PYCY TSFIFREER YOR THEC H $Is STANTEHAT RiveH & AR 3R BTSIIR, 3 STANTHISI Bl
IqA - B dTell BISel H IRadd & Fohdl ¢ | 2 User Accounts
AT [ISIe BT UG B qA7I Fa9 Ug el

FATIT ST aTell Yok UHISe HAIex USHfREeR

Eﬁﬂ—r %‘ | E?]U ccccccccc ks
2. ﬁvlﬁré@' o TPree 3 BT STIRTHAT Phddd RIRTH %E;T[;fjjﬂ!::‘m Pick a task...

ﬁ q— qq W é" Erg Change an account

Red o |feT IR FAl 3= &1 Afdad wrgal

- . =3 Create a new account

# oI uRadd T8l HR FHhar |

Change the way users log on or off
(Lfafcs JoR Taee sie or pick an account to change
from g € & oo foaw ot RS UhTSe 9910 §, S8 | sl Compt st el S
i Passwol tecte R

AHY fIfcs IoR UHSe 8W @y | Ried @ : =

freqaar 3R WRem R @W & oy 98 onawd ¥
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W STINTHAT e § Bz WihedIR WU 78] o) Aad 2| 731 S JoR thke a9@ @t faf /4 ger 8-

1T de Bl [dad DINY | $899 LIS A=Y Gl SIg |
2%ee 5= # Control Panel &7 fdee #1591 derd U9a @l fasi o Srgh |

3B UFa a1 el & denfias = § User Account Icon @1 faeia ®ITT | 399 sl R @1 dRE JoRR Tareed
@ fdst <1 Simet |

New Account féis Type a name for the new account:
B WE T PR || |
THee & oy IoR A9 ufd #A onfe & forg ugenm

Sluoﬂ'” GI\'I'q,\H ﬁ—zn' U‘”QJ” I ..................................................................

5. 39 SHALT dfed # CRedlad H T UHISC BT ok -9 TISU BIfTY 3R
Next ge &I foerd FHINY | /A MBI SHH AT SFAQT dfad @

(& Lomputer administrated (O Limited

TRE fear s T |

6-W SIRIS I Elua{ ﬁ :Pj Qai 3-6 Eal as—qcompUter AminiStrator SE]) With & computer administrator account, you can:
Limited ¥c #ifdre &k Create Account Button @1 facie #IRTg ™ g4 =1a1 e e aeeounts
JoR T 3c 997 fear SIQIT | IR Rvew ¥ 99 gV T W Pl q:fcﬁ ool & Instal programs and access al files

Il R o W o & a)E 8 fears Sl |

7.91¢ 3T T UHISC B oY URIae AT AT A1 ©, €l 59 Gdl 5 M- IoR ThSe & M &I fFetd HINY - 599
I9 G H DS Fh dTell AT & G Tl Ul R & T 7 @ R’ <1 A |

834 Create a Passwprd Link &7 faee aifoig” s o @ aRE

a1 Password dc &7 & ol SaRe e ey oTmest | S

939" Ugd ST dfa H UNAdS <ISU_@INTY &R TR Save dfad H 5= Compaser aderisraior
) 98 UIde <T89 HINT | AfS MY URIgE & (o1 hlg Fhd ded o, | B osseassmed

Tl 98 TN CRe dfad H Tisu R oy | 319 Create Password | g chenee e peore

MY g B! fdeld PINT |97 9 Thise B folv urgds e dHR
faam ST | 3R 98 ST ST dve B SIS |

10. 31 UHR 3MMaIDH BN WR A SH-THISC HH [Ty 37 P off [ B oekis e ecooun
PR b ¢ |

11. IoR UHTee B A€l B g7 &1 & oIy IHS d< g &l facdd dr AT |

Change the account type
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P.C. Package
Unit -2
Q.-1 Office # M a1 BT T SHH FWHATA 8F arad Software s THEY?

Ans. &0 W st &1 S IUH UaSE a1 SO H BN el $IAT @ FaRAT BT AR [ WA W AR
G BIAT 2| 39@ ot 99 $Red H A= UeR @ FoeRll &1 ddhad, aifiaxvl iR [@—=@re f&ar S § 1.7
AR & MR W & IdAM IR 9= & IR # Aifcrra Aoty fog oma €1 &k aro g 9918 oIl € | 39 UhR 3l
FHTTT ae WRGRI & Al ol e W a1 ufs™ & o g 811 21 ©p 99g g4 d@ 3 W B
HHATRAT §RT dadt 81T 9 fhy O o | Wed: g 9 fHy 9 9l SRt &1 e A B €, e ar g Iy
3Ifers T B, ORI ITAfadl 8 &1 |qRTEET ST gl 2|

ATl @ Rerfd # 991 er & [l 3/e8 BRI &I Houl 8l B S Adhdl | Sl g9/ Hex R gal
iR 81 T € 6 ugdl S BRI qwdl A B W fBU O W@ o 379 ' HFYSR W AN by A o Sy H
JUYNT 8 dTed ge=d Software g9 TR & —
(1)Word Processer :- @13 Word Processer ta w1 Program grar & faar SuanT {6t ol &R @ Print &=+
A | DI IR B & g fhar Sirar 21 9 Program # J&ad: gy &1 Ufde &R, Ifed &R+ AR BT
@ FAE Giag] gril § | ugel 3 Hrd Type Writer gRT 811 9 fby &d 91, | 3R Us &1 Doeument @1 s1fere ufct
T8 B9 ST el ol | uv] Word Processer @ gRT 3fdfeid WRel 3iR 3= <[ &l 147 |
(2)SpreadSheet :- w5 Spread Sheet v tam Program & Wil &w=ex &I &4l &rreil Work Sheet &1 avat
aral 2| a8 fHedl WorkSheet &1 dfaqal ok afami # dfer Smar 21 RiFa dntersection ¥ a1 dwn # Cell a9a
21 g% Cell # &9 va Hweas aerar ured Data wR wad 21 Cell # wrjen ot w) o wad 2| S a1 Cell # w
8¢ Data w =1 oMmg qenm fearg &= &1 Spreadsheet Program . &1 WART |m=gd: ToMmel 5 arfeies,
Ienfe qr o w oreg wife € & forg fham Sar @1 Window R wEger 'k MS Excel ta drai
Spreadsheet Software 2|
(3)Presentation Program :- @I uwgiaxvr Program ta Gt Software sidm & e G & Y sl &
qHE yd A S grerr dig Afere Presentation GdR fbQ. ST -8 | T8 Ugciprv a3 Slide v amenRa
B0 & 3R U™ @ WErIdT | 319 3731 Slide w7 ¥@dd $U W IR W) Aohd 2 | YAd Slide R urgy & A
‘ﬁﬁaﬁaﬂﬂﬁawaﬂﬁa%gﬁmwazﬁ?ﬁéwlideaﬁﬁ@ﬁﬁmﬁq@@ Projecter & @grIdr ol S
NELUE]
(4)Data base managment program :- @i Database managment program t& var Software gar g e
Hergar 9 Database a7 wed €1 Sg¥ Data ¥R wad 1 ¥ g Data @1 sac |ad €| sFeawgs Data @1 ger
Hahd 2 IR Suae Data & MR &R ot dIR 9 dad @ | Database & &aRT acad Data eerar File & w1
HUg 9 & o faew fafyr & sqarft Data w=1 <iram &1 Window memRa &vgex .k M.S. Access T& didmiig
Data Base Managment softwars =1
(5)Graphics Program:-
HIE AMhd Jgc P VAT ATCIIR BT &, [rd! Tl 9 &4 A UaR & &7 iR Y@ daR @R 9 & I8
IR Al 3T U oY IS GIRINIRI &1 U WIRT 81 Al & 1@l wWad w0 i A1 7T far o d&ar g 1Ex-
PhotoShop, Coral Draw.
Q.-2 faf=19yarR & Office suite & THzEY ?
Ans. Office # 87T fhy W™ aret fafi=1 g&R @& Office suite 9 UaR &—
(1) Star Office :- I8 |7 wis&! Red 9™a ww+1 g1 fawfia fear ar Office Suite &1 MS Office @ arg o2
e 1ffe vaferd 1 98 % Operating System o1 Window Linux 3fk Solaris R @et w&ar 21 a4 Files @
%{aﬂggwaﬁgﬁmﬁwmw 2| s AfaRed gad A, SITar MRl § B aRA @ gl W Sude avig

|

(2) Open Office :- a8 ta w1 &g Operating System R & &4 # 9Ad I&o © S |9 A3d] RIeA g’
|l & forg gud Suael SR T © | I Star Office W amenRRa €1 sk s39 =9 9gd ¥ Yol ol MS Office &

Formate arell Files @1 uew g IR &= &I Jfaar <1 78 2| s9d1 Source Code ST 2000 # |1 & forg Sy
foar T 2}

(3) K — Office :- =g vt Office Suite & ST % v Team gRT IR fawam Sam 2 39 Linux ememRd & ger W
Desktop aramarvr & forg Ue W= dlsd= & AT o IR U] ST AT & |
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(4) Lotus Smart Suite :- 7' e var Office Suite g€ <1 IBM A& &=t & Lotus Software Group gRT IR
fear wrar 21 Lotus Smart Suite Window 3meniRa ##ger R Il Sl & s9d (efeiRaa Programe |ffera
fy U § -
(@  Lotus Word Pro
(b)  Lotus 1-2-3
(c)  Lotus Frelence Graphics
(5) M.S. Office :- M.S. Office ur: &+t Personal Computer # 9ram <= arerm @t og Application Package 2|
s9&T 1 A™ Microsoft Office Package 21 so@r wew ifde gaferd dwmeor XP g g@a 9gd ¥ Version
Markate o Sucter & —
(@  M.S. Office 2003
(b)  M.S. office 2007
(c)  M.S. Office 2010
g% i qr= wu & fA=feRaa Application Program sma € —
e M.S. Word
e M.S. Excel
e M.S. Powerpoint

Q.-3 M.S. Office & sigta M.S. Word & §¥=1sy ?

Ans. M.S. Word M.S. Office @& ofasfa wa var Application Program g e g1 faf=r Editing @ @t &1
Computer # 1 & &) |ad 2| M.S. Word &1 Open &+ & forv Start Menu &1 Click &=d 2|

9@ geara All Program # Click @&=a g dem M.S. Office sidwia M.S. Word @1 Select @< 2, fora#
M.S. Word @t Window Screen w g&fRfd & 9l 8 S 39 gbR @il <l 2 |

[
| @Documentz - Microsoft Word

pfe  Edit  Wiew Insert  Format  Tools  Table ‘Window  Help Type a question for help <
Title Bar DEHRIERIVEH BS9-0- Q0% - @] dHeat [ Close Button
A4 plermal + Impar = Impact -2 -| B I U == L= iz (W, AL, .t
Menu Bar. o ' 5 ] = K laximize Button

o

| Lt 235 sz ese oo qummmm~| | Minimize Button
Standard Toober I e -
Formatting Toolbar |
| I nmn \RUIer
INSTITUTE OF GOMPUTER =
: Address-Hear Bus Stand Barela
H + | Drawing Toolbar
- —~
N E LK /I_>|r
Draw = Lg | AutoShapes= ™ ™ [] O [A4] «-ﬂ{:ﬂ gl & & v Zr A== E [ 'jj ASENSBar
Page 1 Sec 1 11 AL 4.4" Ln 4 cﬁn_mé "

Q-4 M.S. Word # faf=1 Menus &I S#31sY ?

Ans... M.S. Word Microsoft &1 & gr1 Iuerer a=rar a1 Word Processing Software 21 M.S. Word # &1
File @ s, File # w<eq &=, File @1 Format &<, File # Picture Set = anfe &R WReardsd o) dad 2 |
M.S. Word # File @1 Document *t @z & g@a@1 Extension Name “.Doc” grar 21 Word # &1 &= & forg
Document Window @ Top @ Title Bar @ == Menu bar gar & 39 Menus & 3=z Sub Menu 8 21 g9
Sub Menu &1 vt %Ra g Document # 31T &1 ORT AR Fahd € |

M.S. Word & fR=ferRaa Menu gid & —
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(1) File Menu :- M.S. Word # &4 s/ Document Open @&=d g dr top W g&fid Menu bar % wauem g9 arer
menu File menu gar 2 s Menu & 3icx File @1 Create, Open, Save ta File name @I change &=+ anfe &
Submenu [T S € | File Menu & a3 %@ main option s9 ¥R & —
e New :- 59 Option &1 swarT M.S. Word # a1 Document s= # &ram ® ss9a1 Key bord Shortcut
Ctrl+N 2
e Open :- 39 Submenu &1 ¥ 98l ¥ §1 Document &I Open &=+ # &1 &, key bord Shortcut
Ctrl+O 2|
e Close :- s Option &1 v Document &7 Close &= # &IdT 2|
e Save :- g8 Option &1 IuarT g7 M.S. Word # s9¢ v Document @r Save &=+ # BIdi'g, gddI
Shorcut Ctrl+S 2|
e Print :- 9 Option &1 swarT M.S. Word document @1 Print &= # grar € Shortcut Ctrl+P 'z |
(2) Edit Menu: - Edit Menu &1 swar Editing & Related @rit &1 &1 & fore far sirar @), ga# - feaferRad
Option 2|
e Cut :- 39 Option & grr fedT Text a1 Image @1 Select @& Cut &R IHd & I I gER WIH W
Paste &= wad € |
e Copy :- 31 Option &1 3yarT Select fy 1w Text @1 Copy &= & forg famsiar g1 Copy foy 1w
Text @1 paste Option & gRT f&H< Y STg fvae €1 IR Paste &% 9 2 |
e Find :- 359 Option @1 37T Document # f=ft fagiy Word &r'Search a==1 & ferg fasar Sirar 2|
(3) Insert Menu :- Insert Menu @ grrT g1 Document # Page No. @ Picture insert &x d&d & s+
fa=ferRaa Option &1 € |
e Break (dren) Break Optin @1 suarT Document # Page break &= @ ferg fasar Siram 21
e Date and Time :- 1 Option @ grT Document # Date and Time & insert @& |&d 2 |
e Picture :- 3@ Option @& g~ 81 Document H-Picture insert &= Fad % |
(4) Formate Menu :- 39 Menu # &g v Option & gr1 89 Document # Formating &l &I &R d&d @
s+ f=faRaa Option 8d € |
e Font :- 39 Option & gr1 84 Text @i Size, Text &1 Colour 1d Style I wad 2 |
e Paragraph :- s Option & gri*M.S. Word # Paragraph @1 Set &% &d 2 |
(5) Tools Menu :- g&# fam=ferRad Option B & —
e Spelling and Grammer :~'Spelling and Grammer @ grr1 Spelling Check &= wa&d 2 |
e Letters and Mailing :-ga Option-@ grT 81 Mail Merge & ST &R Ao ¢ |
(6) Table Menu :- Table Menu# fa=faRad Option 81 & —
e Draw Table :- g8 Option & grt M.S. Word Document & grt Table @1 Draw @R |ad 2 |
e Insert Option :- Insert Option & grT 81 Document # Table Insert &= | ¢ |

Q .-5 M.S. Word# Toolbar & w9=m8y ?

Ans. Toolbar M:S.Word % Menu bar @ /= ueRf@ g €1 Toolbar & g=t 81 M.S. Word & fafi=1 Option
& ITART.Short cut 9e+if & w9 § &R F&d 21 J bs UHR & aid = | View Menu & Toolbar Option & Srax
g4 faf~1 Toolbar &1 M.S. Word Window # usRRid &x |&d 2 | $o ds@yel Toolbar &1 Ui 84 $9 UbR &R
ahd ©§ =

(a) Standard Toolbar :- s Option % Menu & faf=1 Option 814 & SH®! B dcHl & TN 9 UGR 2T |

Standard v x
YR YR 4 - -
qT

0%~ (g | dRead

s+ fmferRaa Option & € —
e New Blank Document :- s ge9 & grT 81 M.S. Word # =1 Document &1 &d ¢ |
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e Open :- 59 Option & gRT g4 Usel 9 &1 File &1 Open &R ¥ & |
e Save :- 39 Option & grT &4 File & Save &R da&d © |
e Print:- s Option & gr1 89 Document @1 Print &% wa&d 2 |
(b) Formtting Toolbar :- & Option # fay v Option @& gRT 81 Formatting & |wfd &l & A
A IR Gahd 2| g8 Toolbar 39 waR fe@iE <l 2|
39 Option # fa=ferRaa Option g0 § —
e Font :- 39 Dropdown list &1 T Font &1 g== & fore faam Sirar 2 |
e Font Size :- s Dropdown List &1 g3 Font @1 Size &1

Formatting
"!Ll Mormal + Bold  ~ Garamond ~ 10 - E i |
====E|l=- iz zEE - A-

e Numbering :- g8 Option &1 IuarT Paragraph @1 Number List # s forq fdar Simar © |
e Border :- s Dropdown s @1 warT fdr Table @ Cell % fag Border gam-a fofw fam Simar &
e Font Color :- @ Drop Down List &1 SuanT & g+ gu Text &1 1 98 & fofg fhar S ¢ |

Q.-6 M.S. Word # sar Document s99 & =T falRag ?

Ans. <@ &1 Microsoft Word @rerd & @ s sl & &’ forg =g File g@rh &l @ afes awsa
Information arerar Data &5 File % &€ sv1a €1 &R Files @1 gu. & Document weatrar 2| fadt File & 9aR &=
@ faferRad a=or 81 € -
o Type &xAT|
o SHDI UTHR SHDI HIAAT T HAT|
e 3sH®M Formatting &r|
e Formatting @1 foft Disk ¥ grfara &3]
e THHT Printout ure & |
s Document IR &y & foTT I8 Ugel S Wi gsal © | 9 I7 o a7 Document w@re
Ao © A1 feer R Document &L @Eicey S IR B Fad & |
% M.S. Word % ar Document 411 :-— ar=ra: M.S. Word U=+ a=+ &R & =41 @reil Document 3mas
3T G S © | afe Mg fhxdl a1 Document R &R &) w8 & iR va 771 Document T amed € o
File Menu # New Option @ Dlick @fSg | srerar Standerd Toolbar % New Option @1 Click @13 |
s99 M.S. Word @1 Window Taskpan # New Blank Document Option = Click @=a & ot o
M.S Word# =€ File Screen wR faarg <t 2|
% Designing The Document :- f&dr Document ©R &1 &=+ 3ifd SHH Text a1 3 ARl o 9 ugel
39 _Design & o1 =fze | M.S. Word # File Menu # page Setup Option % grt g1 Document &
Size 3¥a Margin 9 Layout sife &1 91 &R |ad ¢ |

Q47 MS. Word & Wizard sk template [ : - i
Op tion BT T f % ? _| Shart What is your name and mailing address?
Style Mame: |Nitendra Tarmar
AnS MS WOI’d ﬁ E@ @ Program % \_Tﬁ. EEB— | Type address:  |Mear Bus Stand Barela Jabalpur|
foery @l a1 Wear 9 R A TR el BRd © | Address

d Py U UYBIR BARI YA oM o © AR b
ITAR B BRI W= R <d g1 W Program &t
Wizard @=1 Smar = SR & forg Form Wizard
gfr fay Data Entry Form TR &R <ar g1 3R

Phone: 9301114038

Fax! |

Email: |nitendra .neti@gmail.com

Firiish
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Web Page Wizard s~ fag Web Page TR &R <ar 2| st @xe Mail Merge Wizard &1 Mail Merge
Project ¥Rear & &1 <ar g1 s Mailmerge Wizard &1 warm Mailmerge s99 & fog &=d €1 S0 UK
Resume Wizard @ gRT &4 3199 Resume §gd = & &1 9 & | Wizard @t kg Template +ff M.S. Word
@ o gfaem 21 w15 Template va WA File a1 Files @1 w9 grar & forad fssft Document &1 Format =1 File
TIR R & folu araedd 9 afe ulRifa it 2| fdel Tamplate & g==1 & 9 1 f=m 39 Document 5
SN & W g | Serexl & forg MLS. Word @1 @18 Tamplate fa=ft Word Document @1 afRwifdd sfik Format
axar 2| aam d1s Frunt Page Tamplate f=t Web page &1 aR¥ifya sik Format @xar 2 |

Ex-Click MS Word File Menu>New>0n My Computer>Other Document>Resume Wizard
Q.-8 M.S. Word # faff=1 @R & Page Views @er Layouts &I |Hsmsy ?

Ans. M.S. Word & amg srg Document &7 &8 w0l § 3@ Fhd 8 I8 59 d1d IR R @xar 2 fd amg
Documents W & UdR &1 I WX 2 & | BIRET g7 32 & BT & oIy IR &R I8 2-IT @ddd Document &1

g I8 &1 59 &l & forw Document ¥ sre—arer View Suerer &1 M.S. Word & View Menu & =R View
It © O 9 PR & —

1. Normal View :- a8 View ugd &I yfde &=, dwrfed & iR Format &1 & forw wdss 21 g4
View # Header-Footer fors 3R ofa feas &t <d |

2. Web Layout View :- a8 View fa=fi Document @1 Scregn W Tgd & folv Suctel &R AT 2| $¥H
Page Break =ik Margin fazrs wgi < | 394 Document &1 U+ aa 8T © |

3. Print Layout :- 3& View # Document d%1 & fe@ig <ar g o1 @8 B4 @ d1¢ fa@rg <ar g1 sfeig
Document &7 BUTE &7 BRI BRd 97 59 View . &1 STarfl gir 2 |

4. Reading Layout :- 39 Layout @1 s9arT Document &1 fbdre @& o= & @Rg Yed & fory fhar Siram g

5. Outline View :- 39 View # @ ®Wx@l & wy #-Document fiwrg <ar 21 a8 View 89 999 98d
e & o9 g Document @ URMI$ IRAET QIR AR I8 2| 3mg 3 Document R Rl wRd qHY
3o Gl & AR Bz N View T Fhd Bl AR HH N oI gfdem | ged dad 81| View A AT
gge @ fau View Menu & & SRT faden @1 g1 =1fev | s@a sfafRed Word Window 3 &fts worat
IR B g8 3R View geq W fou Wrd & | 399 9 Sfid e o1 Click o%a 89 View & 9ea 9ahd 2 |

Q.-9 M.S. Word # Attribute = |53y ?

Ans. Text ¥ gART areqd Attribute 31 gART a6 Text & IR @R 89 a1l 349 Al 9 8 R 9@
wY 9ael ol 2 | 39 ofaetd 39 Text # Font @7 Size, Style, Color =nfg o1 omd 2| 37! g & Text &l
Format =11 ®&1.o7ar & | I8 &1 JErada: Format Menu @ Option ar Formatting Toolbar & fafé=1 se grr
fpar Sirar © | Formatting Toolbar &1 SuanT axa &4 60 I g7 §U UIed &1 3Ma UeR | Format ax |ad 2 |
Formatting Toolbar MS. Word Window & Standard Toolbar & = ﬁ@n‘s‘ < g1 afs g Toolbar =8 g

& & g View Menu  Toolbar Option e s
Formatting Toolbar @& Select &1 w M.S. Mormal + Bold - Garamand - 10 - - B|7z U

1—1-
3—1-

Word Window # Formatting Toolbar femrs <<t
21 7% Toolbar 59 yoR femrs <<t & —
9. Formatting Toolbar # fr=faRad gz Option 39 U&R & —
1. Font :- s fau v Option & gr~r 81 Document & Text @ Font &1 Change &= wa&d & | 599 fafa=
g&R & Font @1 List 8l 71 g9 o ff Font &1 =g 39 Select &) dad 2|
Size :- 39 Option & gRT Text &' Size &1 fufRa &= Fad 2|
Bold :- 5@ Option & g~1 &9 Text &I Bold &) dad 2 |
Italic :- 35 Option & gr1 &4 Text @ Italic a1 fiReT W Fad T |
Underline :- s9& gR1 89 Text & i Underline Sat &= \&d 2 |

Prepared By Nitendra Tomar Page No-18

M pe
I
Il
L]
[11
ki

! == EH - W - A -

o @D



6
7
8.
9.

. Align :- 39 Option & grT 89 Text &1 Left, Right ar Center Allign &R |&d 2 |

Numbering :-s5 Option & gr1 g8 Text # Bullets&Numbering Apply &= @& 2 |
Border :- 39 Option & gr1 g9 il Text % Border Apply @x Sad % |

Highlight :- 55 Option & gr1 g9 fa=f Color & Highlight @= wa&d €

10. Font Color :- s Option @ gr1 &8 fa=dt Text &1 Font Color Sat &= & 2 |

Q.-10 M.S. Word # Font Dialog Box & |#=mgy ?

AnS.

amy fedr Text &1 Format &=+ & forg Formatting

Toolbar &1 START &R A& 2| A Aerrar g9 fdr Text
a1 Format Menu @ Font Option @ g=1 I Format &=
wad ¢ Font Dailog Box @1 Open @< & folw Format
Menu @& font Option w Click @x& Open @x d&d |
arerar Key-Board Shortcut Key, Ctrl+D 9 @=a& +ft Open
%R Add ¢ | I8 Dailog Box 39 UeR fe@rs a1 g —

Font Dailog Box # fa=feiRea Option g1 § —

N o o > w

Font :- 39 Option & gr1 g9 Text @ Font &1 Set
R IHd g T8 R A= ysR & Font @t List <
gs B T g 9 A f& 9 Font @1 Select ax
DB © |
Jrev T — Impact

Times New Roman

Font Style :- 39 &y 7w Option @& (gRT_&89 Text
@I Font Style &1 change &= s&d g | 9.— Bold,

Italic, Regular

Font

Fank | Character Spacing I Texk Effects I
Faonk:

Fonk style: Slze

HE

[Bald

Reqgular
(Gaut arni Ikalic
Geargia
Gigi
Gill Sans MT

Eiold Ttalic

Font color; Undetline skyle: Underline colar:

Aukomatic j |(n0ne) I Aubomatic v

Effects

I sStrikethrough [~ shadow [~ small caps

™ Double strikethrough [~ Qutline [~ &l caps

I Superscript [~ Emboss [ Hidden

[ subscript [ Engrave
Preview

Garamond

This is a TrueType font, This Font will be used on bath printer and screen.,

Defanlk I Ol I Canrel I

Size :- 39 Option & gRT 89 Text &' Size HI'9ea Fad 2 |

Font Color :- s#& gr1 89 Font &1 Color s5a & % |

Underline Style :- sa& gr1 84 Font @1 faff=1 Underline Style &1 s5a |ad 2 |
Underline Color :- s& Option % grt &1 Font @ Underline Color &1 g&a S ¢ |
Effects :- Document # sa faf=1 usR & effects srerdr Text &1 iR ywrEr 91 dahd © | Effects s&@

JhR & —
e Strikethrough :-

9 Effect & gr1 fodt Text & 99 & ta line fewrs <t 21

e Double Strikethrough :- fa=ir Text # Double @iz fears <t 21

e Super Sciipt :- s9@ g1 &1 fdl Text &1 fhefl R Text # ofier SR @1 3R yeRia &= dad 2|

X4y

e Subscript :- 359 Option & gRT &9 f&dl Text &7 fodl X Text @ -1 usRid &R A& & | ISTERI

H,SO,

e Shadow :- 39 @oiyas & gRT &9 fddl Text esa Shadow (erar

) Effect T d&a €

e Outline :- s9@ grT &9 f&=lr Text @1 Outline & wu # i@ Ao £ |
e Emboss :- 359 Option & gRT &9 faell Text &1 S9RT g7 9T Teiid &) dahd & |
e Engrave :- 39 Option & gRT &9 fasedt Text &1 o<1 g3 &1 Ui & Fohd ¢ |

e Small Caps :- ga Option & gRT U& faRw ysr &1 Effect Apply 2ar 2 =t &+ Text e feari

Td B

e All Caps :- 55 Option @& grT Text @1 Capital Letter # yafRid far &1 |ahar 7 |
e Hidden :- 39 Option & grT &4 f&=0 text &1 hidden &= F&d 2|
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< Font Dailog Box # arrer Tab gt 8 Character Spacing for# famferRaa Option g € —

1. Scale :- 8@ Dropdown List # &9 3eRl @1 dres Set &= d&d © | 100% s M-I & a_ER 86l © |
T 39 0 9 600% & 9 Set o) Fad B |

2. Spacing :- @ Drop Down List Box # 3 Option 2 f5=#% & Normal Option Rl & d/= 9™
IR & forg Expanded fa@en sieRi @ 919 JRTel e @ forg dem condensed fa@ed steRri & 4= g0

B B B foy SR By I €
3. Position :- g8 Dropdown List Box # 3 fdwed & f5 & Normal feed seri s Refd § @+ &
forg Raised fa@wed 31eRi &l 3MER Y@ ¥ oISl HW @9 & forg dar Lowered Option &1 IUART 3feRT &l
MR T | ST A1 - & oy STl v € |
M.S. Word # &7 urga w 81 Animation wra +ff st wad €1 39a forg Font Dailog-Box: @
Text Effects Tabsheet @1 SuarT fam wiran 21 g9 Tabsheet # Animation List Box, #.@s Animation u+ra
Iuerel B0 & | g8 | &4 foedt ft Effect @1 g1 Select &= waa €1 o1 — Blinking Background, Shimer

Q.-11 Paragraph @em Page Formatting @ |#snsy ?

Ans. (1)Paragraph Formatting :- \™=d: &I Paragraph @3 arai &1 &g 8ar 2| ofé M.S. Word #
Paragraph te arq, e fos a1 @rell Line &1 1 &1 w&ar g1 afe fa<il @& o= & Paragraph fas q amar &
Text Type &=d w#a Enter Key sa@ 9 I8 g a1 WIran 2| iR us Paragraph s#ma g/~ =71 Paragraph
UR™ B Sl ® | 9Eeaa: Paragraph fore g =181 uedn, =g afeemu s9.q@ ared & o Standard Toolbar
# Show Hide sea @1 Click &= g1 @ig a1 Paragraph 9 gd ¥Ral @ s9& foly ®ad 3yl Enter Key
S BRI 39 e 9 Jfd &1 gl @ dra § Enter 99 qdidby My fdhdl Paragraph @7 drseR Mg &l
Paragraph *I 991 |&d 7 | 9T oRAdR &I IR Enter samax @rell @rsa &1 Paragraph +t a1 W& 2| Paragraph
Option &1 swHe &4 & foy Format menu & Paragraph Option # Click @=a 2| f599 @1 Paragraph
Dailog Box Screen @x Open &I sirar 2| 39 Dailog Box # fr=1ferRaa Option 8 2 |

(a) Alignment :- s& Option @& gRT &9 Paragraph @l Left, e HE
nght a1 Enter Allgn PR Fhe %| Indents and Spacing |Line andEageBreaksI

(b) Indentation :- s&@ Option & gr1° g@-Paragraph %  general
Margin @ arremar Left § frol ofe oiewr =gy & gy | Mawens  UGEMC]  ownelvh [podytec ]

Right # o=l Se sreamed 811 9 Indentation & Set |

IR Ahd 2| s Wi #Special List Box # & First Line = et = speca -

B FAHR 3R SHS AT Y AT Spin Box # Margin Set & (- e (CIONA =
IR MY Ugell ufdd @ fog fawe Indent Set % Fad Tl spaerg

arerar g1 List # ¥ hanging Option & gaex iR SHd o Por = lnespacng:  an

e @ Spin Box # =R Set a% @ ong Iy ufal @ forg A e fenee ] =

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

Indent Set &= e < |
(c) Spacing :- Spacing aret 9rT % Paragraph ¥ ugel o qrg Preview

H {Y @il I Bled & forg saer: Before dem After &
Spin Box # Setting @' Il €| 41 wiT % Line Spacing
List Box # & 3ford@ fasea gax ama Line Spacing T Set
PN ThA 2 |

Paragraph Dailog Box Format Menu @ Paragraph Option @

Click =1 w fewr$ <ar 2| a8 Dailog Box 39 yaR g <ar & —

Tabs... QK I Cancel

(2)Page Formatting :- M.S. Word # f&dt Documents @& Page @1 Format @<= & ferg Page Setup Dailog
Box &1 wanT far smar 21 59 Dailog Box @1 File Menu @ page Setup Option W= Click &=t o= 3§ Dailog
Box fewrg <ar 81 s@d 9 Tab 810 € ux@ Tab &1 SUanT 39 UaR © —
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(1).Margin Tab:- & Tab # f&g 7y Option & g~1 g0 Page @ Margin @ Set @) d&d | 3aH

faferRaa Option & € —

Margin
e Top :- 394 &9 Page & $w1 Margin @1 Set #= dad 2 |

e Bottom :- sw& gRT Page @ Bottam Margin @1 Sat &= dad 2 |

o Left:- s9a grT g9 Page @1 Left Margin @1 Sat &= sad ¢ |

e Right :- 5% grT 87 Page @ Right Margin &1 Set &~ ¥ad £ |

e Gutter :- 39 Option @ grT &4 page # Binding @ forw Space B dad ¢ |

e Gutter Possition :- 94 &g v Option & gRT g4 Binding @er W <@=1 =red g, S Set.@xd ¢ |
Binding Left # +ft &= W& €1 &7 Binding @1 Top # +ft &= 9 €|

Orientation

Portrait :- g8 Option &1 Select &= w g=rar a1 Document Page @1 or=ms # Print grar 7 |
LandScape:- s Option @1 Select &=+ W= g=rar @1 Document Page @1 e # Print grar 2|

Pages
Multiple Pages

Mirror Margins :- g8 Option @1 Select @z = g1 Document
@ Multiple Pages # Mirror margin Apply #=.\&d | 89 fa@e
B FAH W A & T8 Selc o 2 | 1l afar Margin Inside
Margin & ST 2 den <far Margin Outside Margin s St = |

2 Pages Per Sheet :- g& Option &1 U&GRT &EGT & U6 & 0+ W
31 U8 BIOH & forg v e 2|

Book Fold :- & Option & UarT @4 f&ar S1ar 8 o9 89 SRSl &
THh & ¢ U= R B Document & @S g BTOAT @Ed & | S9H
gl Bl by UHR ¥ Sat [Har a8 6 9 SIS B Al Wl
Page @&l @9 # 3 9| g9/ fdbed @ g4 WR Tdb I W Box
yde B ol & R Book # gwjat e Set @t Sl © |

Preview :- 39 9'H @ad wa List Box Apply g 2 s a8
Set far smar 3/f g9 TabSheet # @1 7€ Setting Document @&
e AT W= 8rfry

(2)Paper Tab :- s Tab sheet @1 yam Page @1 Size 3fR Source
Set'@x1. @ for far Smar g1 s Tab sheet v fAm=ferRaa Option
B8 |

Paper_Size :- 39 YT % page &1 Size Set f&ar smar z1 sE9@
Dropdown List Box # &% ugel & iR Size Sueter ¢ | afq List
¥ gART qifsa Size €1 © a1 89 s99 Custom Size Option &7 gax
IR MHR A @ Spin Box W= Set ax% wad 2 |

Paper Source :- 9 w1 & List Box # ugdl dm g g @l

Source Set fhar AT B 1 I8 9 9HY SUIRT g w9 Printer § te 9@
Jfp IRE B BT I B AT T3 T ¢ Bl & |
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Page Setup
Margins | Paper I Lawout |
Margins
Top: Im 5‘ Bottam: |1" 5‘
Left: |D.38" 5‘ Right: |D.63" 5‘
Gutter: ID" E‘ Gutter position: ILeFt vl
Crrientakion
| |
Portrait Landscape
Pages
Multiple pages: INormaI j
Preview
Apply to: ——
IWhoIe document j =
Default. .. | ok I Cancel |
Page Setup ﬂ

Margins | Paper ]| Layout

Paper size:

ILetter

Width: |8.5" 5‘

Height: 11"

=

Paper source

Firsk page:

Multi-sheet bypass Feed

Cther pages:

LI Multi-sheet bypass feed LI

Preview
Apply ko:
Ith-Ie docurnent j

F Print Options. .. |

Default. .. |

%

Cancel




Preview :- I wiT Margin Tab Sheet arerm &€ g | serfa 1 Tabsheet # enfier & fa=il +ft Tab sheet # ga#
3Is Setting #=1 R I\&T g9@ ¥4 Tab Sheet W usar g AU SHGI IR—AR Set HA &7 AEaIdHar el © | I
Dailog Box s ysR few@rg <dr @ —

Q.-12 M.S. Word # Auto Formatting ®1 |5smsy ?

Ans. M.S. Word @1 Auto Format gfaer &1 amu sot Document @1 ugel & M.S. Word w Set'Style &
3rgER Format &1 wahd € | g9 I8 ¥t wgawen © Auto Format @ gRT fay 17 GuRl 9 98 a1 S /S WaR. A
IABR fhar s wawar g1 Auto Format of Option &1 39 YR SWIHTA fHar ST |dar g | g9a forg frefoRad
Steps @1 Follow &= € | s el Step 2 —

Step-1:- 3o fam Format feam gam Document & ofd & |

Step-2:- Format Menu # Auto Formatt @1 Click @#=a € s Auto Format @& Dailog Box Screen @

yf3id 8Ia1 2, o 39 YR foxarg <dr & —
AutoFormat @

Word will automatically Format “Document1”,

Formatting completed, You can now:

* Accept or reject all changes., .
Reject all |
" BueoFormat now * Review and reject individual changes. =

o i )
AukaFormat and rsview each changs * Choose a custom look with Stvle Gallersy,

Please select a document type o help imprave the Review Changes Style Gallery | cancel |
formatting process: = t = r
IGeneraI document j

Options. .. | Cancel |

9 Dailog Box # & Radio @e & | ugel-Option Auto Format Now @1 g== ©r Documdnt M.S. Word grr
= Format &= faam SIQem a1e # B! S daA BT AIBT T8l AT S |

@)1 Option Auto Format and Review each-change @1 Set &= Wk Format &%= & a5 3P UJd YR
P WHR AT 9GS BT JqER (AT ST | $FHT ITIANT w1 9 ggal 3y Auto Currect Dailog Box @1 Auto
Format Tabsheet # 3= Option @I Set &R |&d % |

| e Setting &7 & 9@ @ ged R Click &7 R amuer Document Format & Sirgem | afe ama
qRadHl bl WieR B @red 8 @ g9 Dailog Box # Accept All &1 Click @ifsig| afe smu &+ aRed=i ol
¥ge a3 ared & ar Reject All sea @R Click iy |

Q.-13 M.S."Word # ¥ Bullets and Numbering @t

2 Bullets and Numbering E3
Buleted | pumbered | Outine humbered | List Styles |
Ans. ®g IR g U iRl g usl ® RH g aw] Bl . o
T 3Tt ofgd ¥ fodl favy fore o9y @e1 fawg a1 @vf & @rer None . 5
feaman Siar 21 39 faest @1 Bullets ik 3 gfert &1 Bullet . 5
List @er Siar ©1 31 UBR 99 89 IRl B HH Al |
foama € @ S g &1 Number List @gr omar 81 M.S. | 3 » v
word # Bullet List sk Number List s== @7 ufgar sa@ |, | + & > v
THR 8 — + - » v
1. Bullet List s&m=m :-M.S. Word % g 31 ysR 9|
Bullets List &1 wepdt € | usell fafyr # amy Type &=d Clstoriz=, |
| e oo

~J
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g @ Bullet List o1 @t §1 ok qud faf # O

Type @=+ & a1c 39 Bullet List # sca dad 2|

. Bulleted

dl Outline Murmbered I List Styles I

Type @=ad w#a Bullet List 99 & folq |ad ugell

axg a1 arm Type axa Enter Key samd| a9 & :
M.S. Word Stare &1 Type &x+ ® §5 41 Type &< |

ar 99 Bullet List & sga <o) afe amu List @1 3
GY usd & Tipe &) B T I 99 H W g <9

Bullet List % sga ad © | 39 o0 S9 & & A1

RIY SfeT—3eT dem Paragraph # g9 @ify| S
Bullet List # gea= & ol ysel 97 |1 qvqail o1 g
ifsrg f Formatting, Toolbar % Bullet sea @1
Click w=d € =ar Format Menu @ Bullet and
Numbering Option @1 Click &= €1 ¥a1 &=+ W &

1. 1) l.

¥ Restart numbering

Mone 2. 2 IN.

3. )] M.

A a) a. i
B. )] h. ii.

[y C. iil.

("'Continuepreviouslist CUISLOTEE e |

| Reset |

[ o 1|

Cancel |

39wt @ v Bullet List a7 wireft| Bullet and Numbering @1 Dailog Box g9 U&R @ <ar g —
Number List 51 :- M.S. Word # Bullet List @ @’g ama Numberd List a1 |ad & | U1 gt
W FH GEG 12,3 AT Tl Wl & Type &xkd 977 W & 991 @ foy ugell axg 9 3% ugd U&
G qUT 9 d1e (1) A1 SR dred Tab Type @ifsiw| M.S. Word S9 dfdd & @ 9™ &R < 31T
DI I3 UR ITell BH FEATY 3fU M9 & o wew | g9 89 Format Menu & Bullet And Numbering
@ g1 yeffa & @ Dailog Box & Numbering Tab @ gR14ft a1 Wda ® |

Q.-14 M.S. Word # Print &== & w=f¥@ Option &1 |#smsy ?
Ans. &gt Document Print @&=1 & forg &4 File Menu.@ Print Option @1 S9arT @xd g | File Menu @&
Print Option = Click &= X Print Dailog Box Screen & g9 ysR i@ <ar 2|

31 Dailog Box # fe=ifeiRaa Option &1t € =
Name :- List Box # Printer &1 =1 &1 Siar & 1 89 Box @ dR & s aret ®ic 9ed R Click &1 w=
amaes Computer o= wrifid 8 ga @91 Printer @1 g &1 S 8| 99 9 3mg g Printer @1 g9 w@ad

1.

g
Page Range :- Paragraph # _fr=ifaifra Option g —

e All :- 39 Radio gc7 &1 Checked @==1 wx Document & ¥+ pages @1 Print out faerar 2 |

e Current Page :- 89 Radio s [Em HE
® Chaced @9 WX ®ddl dcAT | [Printer
Document & Print gidr21 f:”;e: Im? echnoPbEMG o _opates |
abus: = ) :
e Pages i~ w9 Radio @ed @1 Type: Werox Phaser 1235 PS m
N \ here: FILE: [~ Print ko File
CheCked WX ' 3 j{ 1 \gjmment I Menual c||;|
: E plex
Pages Eﬁ Range Eﬁ Print ‘hN ~Page range riopies
W % | 0 all Mumber of copies: |1 5‘
. . . [ Current pzge = Selection
e Number of Copies :- T4 87 & | | & pages: W Colite
TUdh Document Eﬁ' W El'f%r ﬁ? Enter page numbers andjor page ranges
. . separated by commas, For example, 1,3,5-12
HRAT 1A & S99 Set R T & |
e Print What :- 59 Combo Box | Pintuhat: [oomument i
¥ Ry o Option & g g | O P e e -
Document % @1 Print &xamr et paper st o scsing =l
zﬂ%ﬁ % B@[ Set X Haié §-| Cptians. .. | [ I Cancel I

Print :- Print Dropdown List

Box # &1 Even Pages a1 Odd Pages @ select @xa @#er: Even a1 Odd Page Print &R & % |
gaa ggard OK g R Click #==1 = Sat fg 777 Option & g=r Document Print & <irar 2 |
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P.C. Package
Unit -3

Q.-1 M.S. Word # Spelling and Grammer Option @I |#s1sy ?

Ans.M.S. Word # durga Type @xd 989 IfC 3MUsdl dls we Type &=d @ wil M.S. Word &1 T g8
Dictionary # =& g/ 1 o/ g1 817 & M.S. Word S9a 919 ol 3T 9 Udh duieR os+ &g ar g, dife
JMIHT U I Y fdh 98 e Ted 2| T aR<g H 98 R TeAd Type I © Al I Kl Bl AT 81 Sdb B
wad 21 Spelling Checker = @& forg @k @ Document @& 3% # of wirsy s/@ Standared Toolbar., #
Spelling and Grammer @ Click @fstg srerar Tools Menu # Spelling and Grammer Option< &1 Click
Hiferg | arerar Function Key F1 @1 gargy var a=a @ Spelling and Grammer @1 Dailog Box SCreen o &ga

o 1 = Dallag Box = s fears 2o &
za Dailog Box # f=ifoaq Option fawgrg ot nbicdtonary:
Yy E - {_‘umph?l| ﬂ | Igrore Once I
1. lgnore Once :- s Option &1 IuAMT oAl |
9 far ofar 8 9 8 Type U gg I |
Ieg Bl FEl AFA & 3R S VAT & |  Add to Dickionary
TG AEd § f 59 ged R Click swa  2uddestions:
%\;I Change |
2. lgnore All :- g9 9c9 W d9 Click  |compesr Change Al |

#xd © o9 ¥ Document # IE we=
BleT =Ed 2 | =l AukoCorrect |

3. Add to Dictionary :- afe &4 Type Dickionary language: IEninsh (.5 j
fhy ¢ e @I e Dictionary fscheckgmmm
StreqT ared & arfe ML.S. Word emt ; Optiors... | unds | cancel |
Y 9 & DI TeAd 7 9+ ar Add To
Dictionary ge= &1 Click ®=a & | a1 yrr: eafaaai aiR et & 1 & forg fasar <imam 2 |

4. Change :- 9 9c9 &1 SUAN 84 T4 @ & oid gAR §RT Type fdar mar wera wee Not In Dictionary
AT ¥ fe@mar Smar g 1 SR S¥a A @ Suggest T # S fAdd S 9el ¥ BT 9T T 7 | e sy
3 Tl # ) s B W HEa € s Click axa g7 oY | 399 ol Weg @ ST 3MUS g
AT AT e W& WR ST 2 |

5. Change All :- 59 97 R g9'ded Click &=d € 519 89 9gemd @ Document # U@ 61T &= A6 2 |

6. Auto Correct :- afe'3m™ =red 2 & T Type far T @18 ¥ 3R 39 dgel H AT AT Fel ¥
amya Auto Currect gfaen % s e a1 g9 Dailog Box # Auto Correct sed @1 Click @=d & v=r
A W 9 HT AT S Tead T b Type Hear or Word amw 3mg wE) osg H 9ot | 89 fbdl TTerd fby

3¢ Word &1 Right Click @=a +ft 81 @) sad & | Right Click @&==1 = T Suggetion @1 List ysfia it
2 |

Q.-2 M.S. Word # Thesaurus Option &I SH=sY ?

Ans. gg M.S. Word @1 041 gfden 2 Rorde! derar 9 g o Text & a1 g1l a9 & oy |8l wreal &1
A PR Whd © | I8 AT D! (AT Terdl BT AR Favd 8l bRl dfod AUD! ATGARAT 81 IR FBRIAT Ut

IR & | Thesaurus &1 IUART &= &1 A 71 gaR & —
1. TS99 oreg &1 a1y |WEl &A1 ared 2 39 W Right Click 1w s/ Popup Menu ge Simge |
239 Menu & Synonyms ¥ Mouse Pointer @ o= Sub Menu # 39 ¥ee & waREMEl o @ 9 % |
I Mg 399 | fHll U e &1 YT AT ared € ar 9 Click #3991 a8 emuas Tipe fu Ty oreq
?Wﬂ; gmm Thesaurus Menu @1 S9arT g1 Tool Menu @ Research Option =+ Click &=&
IR |
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Q.-3

AnS.

M.S. Word # Find — Replace Option &I |#sisy ?

g Word Processer # @ig f3ar 11 U6 a1 e g+l AT I [l EX UGy IT ¥’ Bl gl Bl e

& O 21 39 gaer & ST A1 A U Ifa¥R W A1 ST B W9 BIS e TAd ol AT B AT Al S R
Document # a&er=T 21|
Text @1 ge & forg Edit Menu & Find Option w Click &=a g | 89 smuat Screen v Find — Replace

Find and Replace H

Find |Rep_|ace| Go To I

Dailog Box w=sfRfd & & S 39 UaR d@rs <ar 8 —

Find Replace | GoTo

Find what: I j Find what: 4
Replace with: w
™ Highlight &ll items Found in:
IMain Dacurnent j Less | Fird [ext I Cancel
ancel

Search Options Search Options

Search; al - S h: Il

I” Match case |:e|a|:‘1catl_ch case : =

I Find whole wards only. I Find whole words only

I™ Use widcards [ use wildcards

I Sounds like (English)
™ Find all word forms (English)

[ sounds like (English
] Find all word Forms {English)

Find

Replace

Formak = Special * [o Farmatking

[ Farmat = ][ Special =

Find Tab Sheet s @ Find What Text Box # ag Text Type f&ar siar g forae! sma <=1 arsd 21| Search

Option @ Search Drop Down List Box # gga @1 f&ar o1 ifid &= arel fdden Ry Sd & | 99 89 wa &l
7 Fhd & | 39d 1d v Check Box a9 g & Wk &muast e a1 AR o € 57 Check Box &1 SuanT g4

JhR &
1.

2.

Match Case :- g9 Check Box @ Check &7 & U 7 uiga & BIC IR I8 AR BT AT
HAFHR ITDI Slh—3Idh AT SITQT |
Find Whole Word Only :- s5.Check Box & Set % & R &ddl X I &1 §¢ oigdl | Iarexvl & forg
RAM &1 gg7 k RAMESH g1 g S |
Use Wild Card :- sa Check Box @1 Check &<+ w fau g Pattern &1 ggr Smgm | fdl Wl Ua aeR &
forg ? &1 WAt aRd € Safh oy Rl @ forw *

Ex-  Computer,Cursur,Corner,Cutter  C*r C???7r
Sound Like :- g8 Check B0ox @I Set &+ WX &9 U S SRl dlel Il Bl GG ST | J&TER0T &
forg To &1 gg+ wk Too, Toe, Two 3nfe |+ vreg g fay STl |
Find All Word Forms :- 34 Option &I Check &% R T& ¥ & | ©U g QU I | IR0 &
forg Go @1 ggd w Going, Went, Goes, Gone T gg &y il | &1 amaeass Setting &=+1 3R gl oA
aren Text ar-aeare Find Next geq @1 Click @Ifow| v &=+ wR afe a8 Text <1 78 e@l & JgdaR
gL ST, AT BRIR g8l Uge PR dh SIQT |
Replace Tab Sheet :- 39 Tab Sheet % Find What @er Replace With a1 Text Box g R &#er: et
S 9Tl TAT IFd d8dl @[ S dled gred W1 orar &1 Move geq @1 Click &~& g1 &1 far &1
fafd @1 arel fdwen femm o € af Find Tab & oIR8 €1 s9a uwand Replace e+ @ Click
@3 § ot @ Text Replace & <irar 2|

Q.-4 M.S. Word # Header — Footer & w#s8y ?

Ans. Header and Footer amaa Document & U&id U5 TR BTU S dTell gaisil &I &al ol & | Header g &
FW Margin w iR Footer el Margin wR s1d1 SI1dm 2 | 379 d1ed SR o <l it 81 ¥ahd © | Sa1evvT &
forg omu Uw R, ARg, d &1 Logo, Document &1 ¥fide wwoel &1 A emfe Header siR Footer # &
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|ahd | g ¥ Document # ta S Header 3iR Footer Y @ |ad g | irar fafi=y wmil & oy sreRT—atert
Header aik Footer Set @= wad & | Header 3k Footer a9 & fog f=feiRaa Option &1 STt - € |

View Menu # Header—Footer Option @I Click @xd g s99 @&k Header Area # dam S@m| 3R
Document @1 il el few@rg <31 | s@a Ay @ Header—Footer Toolbar +ft smuast Window @R e S |
? Toolbar @ faft=7 seAl &1 warT Header—Footer s= @& forq fovar Smar €1 91 Af= 9ei &1 YT §9 UaR

Header and Footer Toolbar # f=ferRaa Option &1i & —
1. Insert Auto Text :- s Tool se= &1 3T header and Footer § @15 Auto Text sre & forv fhan Sirar

g1 ga@ Click &1 w Sucer [T

Auto Text @1 = g IR B | : : : -
ama g\ g # W faefl Y Option Ingert AutoTest » H oM EE 9 | i & er -15] EP Close

@1 Click &% g7 9ad 2 |

2. Insert Page Number :- 35 sea &1 Click @<= & Header a1 Footer # &*R & em9 wX page Number
Print foar <iram 21

3. Insert Number of Pages :- s s @ Click &= & Header @1 Footer @39 @ Document #
Pages @ g wam BTl STl € |

4. Format Page Number :- 58 se &1 Click &=+ & Page Number Dailog Box & Sirar 2 fora# sy
3R ) W T 9 UR™T BN Gahd 2 |

5. Inser'EgDate - 39 geq @l Click &< & Header a1 Footer #/&dR & 9 WR addM dRIG BT ST
Hhdl B |

6. Insert Time :- s se= &I Click &% & Header a1 Footer & &R & %9 WX acH= FHT BT ST ¢ |

7. Page Setup :- 39 scq &I Click &3 & Screen ©x PageSetup Dailog Box Qe S = |

8. 1S%\;vaich Beéween Header&Footer :- 359 s &1 wa@T Header Area & Footer Area & 3 o9 & forg

ST B

9. Close :- 39 sea @ Click &%+ & Header—Footer - Toolbar s=< & <ar 21 iR #ax v 4 Document

Text Area % gga ITcT 2 |

Q.-5 M.S. Word # Page Number &% Insert & & |#smsy ?

Ans. &9 Header-Footer @& grt Document # Page

. Page Numbers
Number Insert ax e | s s @ o

frmfaRaq @@ & Document #.Page Number Insert — Eosition: Previcw
N Thd & — Bottom of page (Fooker j — —

(c) Insert Menu % Page Number Option W  Alignment: = =
Click #1f7w g&=t Page Number Dailog Box  [outside - =] =
Screen W JCISINEIE ¥ show number on first page — —

(d)sw Dailog Box=# Postion List Box # 7= Earmat... | oK Cancel
HELRI B ¥ a9 fdHar Siar & a8 a1 Option
g —

e . Top of Page <1 v Page Number Header Area # B1d1 9Tar € 3R
o WV fdmew < w Bottom of Page Number Footer Area # ®rar Simar 2|
3. Alignment List Box # g7 g¢ Area # Page Number @' Rerfar Set @1 @it 2| s9# dfar Option & —
o Left
° Right
e Center
e Inside
e Outside
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4.

5.

Q.-6

ADnS.

Format sea @1 Click @% wk Format Dailog Box @ge wimar & forad ama Page Number @1 Format
IR Fhd 2 |
a1 # Ok ge=1 &1 Click #1fSig ss1 Page Number Insert &1 Sirgem |

M.S. Word & Pictures @ @9 Insert @=d & |9smsy ?

M.S. Word # faf=1 w&r & Picture,Clipart, word Art anfe &7 &4 3= Document # smar S nsert

I} Fhd ¢ | M.S. Word % 37 =raii &1 Insert @<=t & forw Insert Menu @ Picture option &1 STaRf&ar sar
2 39 aria fAmferRaa Option fewrs <a € —

1.

Clipart :- 9 Option = Click &= ww M.S. Word @t Window # Right Side # Taskpan usf¥fq rar
21 39 Taskpan # g9 Clipart &1 Search @ @a&d g | g9 g4 o9 Clipart @1 Search &1 @mgd € Sua
Key Word Type @=c & T Location feiRa &= & geara Go sed &R Click #xan& R @ fafi=r
Clipart Taskpan # fewrg <t 2| o+t Clipart @1 g4 s Document #7Insert &= =@red & S
Click @=a g f5=1 @t 98 Clipart R Document # Insert & ST 2 |

From File :- s Option = Click &%+ w &4 31 Computer # Store f&¥t ¥ Image @1 a1= M.S.
Word Document # gefRfd &r @ad g g@a fow Insert Menu @ Picture @ siasfa From File Option
@ gAd 2| dor uefia & = Dailog Box # s9 Picturd @1 Select @< € o1 89 e= Document #

Inser% FHT Fred & | @ Insert e w Click &= w= Select @' ¥ Image g~ Document # Insert &
ST B |

From Scanner of Camra :- 5@ Option & grr 84 37 Computer & Attach Scanner , Camera
Devies & I Picture @1 3w Document # Insert &X s\ g4 s6-Option w Click &%7 ®® afe &R
Computer == Scanner 3ik Camera Device Connected 2 dI S@al Images faws &t | 3R <l 9
g9 3+l Images @ Insert @ wad € | Ceert | Fomat Todk T

New Drawing :- 39 Option w Click- &3 u &9 &1 [ N B 1
Document wx New Drawing Canvas @i Insert. &= da&d 2 |
39 Drawing Canvas # fafi=1 y&R @i/Picture & Insert ax
AHA & AT 3 TR 8 Drawing &9 Sad B |

Break. ..

Page Mumbers. ..

Date and Time. ..

Auto Shapes :- g& Option @ gRT g4/ smM.S. Word Autorext ’
Document % faf=1 yr & AUto.Shaps @' Insert &= e Eeld...
ymbal, ..

21 39 W Click =1 w Autoshapes @1 Toolbar Screen =
ueRid &1ar ¥ g wal faff=T Autoshapes =i & g9 & | = Comment

fdr 1 Autoshapes o' Click @& &d 39+ Document W | picture 8] ..

Insert ®x Had € | &% Diagram... l EromFie...

Word Art :- & Option & grt &7 M.S. Word # Word Art |5 Text Box :’3 o
&1 Insert @ wed €1 39 w Click w1 wx Word Art Insert File.. @ autoshapes

¥ B fag o Window Screen o yafRid eIl 1 $9H O | @ hypertk... colek |4l et

ft Word art &1 Select & A = AR Text Insert &= v 5% Organization Chart
W %| ﬂ Chart

Organization Chart :- s Option & gRT 89 3= Document wx Organization Chart @1 Insert @<
AGd 2| 3BT ITANT 5l 0 YdR BT FHfiador gam aren dreil &f Insert a== & forg fasar iram 2|

Q.-7 M.S. Word # fas g&t File @ Content & SuarT 81 %@ File # faw yer Insert f&ar wimar 8 w#ssy
S

AnS.

M.S. Word # Insert Menu & File Option & grT &0 f&=ft @<t File @ Content @1 Working File #

Insert &= \ad 2| s9@ forw Insert Menu @ File Option w Click @=xa € /s @1 File &1 Insert &= & forg
Dailog Box u=fRia grr ¢ | 58+ 89 39 File @1 Select &z & /4 5@ File # Insert @<= argd g1 den Insert
File ae7 # Click @=a g o @=d & SuanT &1 @1 File # Select @1 7€ File @ ¥ Content Insert 81 9t € |
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Q.-8 M.S. Word # Auto Text @mr Auto Correct Option & |#smgy ?

Ans.Auto Text:-M.S. Word &1 Auto Text gfdem & gr1 &4 3 Document o ugel & 9+ g Text &1 Insert
PR Ao & | Auto Text Option &1 ITART &= & 84 Typing =& &=1 gsar aor1 o Text &7 89 U+l aR—aR
Document # Insert &=A1 @ed § 39 Type &7 # 999 d9dfg 78] o311 usdr | daal e Click &= ) 39 Text
@I g9 39+ Document wR 3T ¥ Insert @R |ad © | 39 foy F=faRad Setp @1 Follow &=a & —
Step 1 :- Insert Menu @ Auto Text Option w Click #xd € s991 S9a sfavia &4 fafi=r Sub Menu g <o
2| e siava fafr=r Text g g1 =7 o Click @=a 39 89 3w Document @R Insert & dad 2 |
<= — Sincerly Yours
Respectfully
Best Reagards
Auto Text ygfte g9 :- &9 3 gRT i Auto Text @t ufafte a7 davd € ok S0 9fas & SuanT & fog grférg
TG FHd § gdd! Ay fFrrgar 8 —
1. 99 Text &1 gMu 59 amg Auto Text # gRfera &=am =rgd €1 dor s9a ugeng-Insert Menu & Auto
Text Option @& ar<rta New Option @1 Click @&=xa g foraw Create Auto Text/Dailog Box usfid
BT 8§ |
2. 39 Dailog Box # Text Box # - ufdfte (Entry) @<= =msd & di 89 Type @ifvie OK e W Click
&= WX muat Entry Auto Text # Save & gt | @em g8 Auto Text @ List & Normal Option &
et fearg <t § |
Auto Correct :-Auto Correct M.S. Word @1 t& W11 faviyar 2/ e, gRT urga Type &=+ # gHI arell |
Taferal @ e ey 1w A e 21 Spelling @t gga A Tafadt g Typing @ 1fq & 9er 8kt 81 o -
the Type @xd—a&<ct &4 teh Type @) 9 21 iR is Type &—a<d si Type ax i g M.S. Word # Typing
@1 QAT AT BT U MY & Tehlel St B o1 Bl GIAET T 7|
g § Auto Correct gfder |F=g wU | 8 dlell Typing. @™l &1 v Dictionary # I@dr g | s9H ugd
A & gaRl Entry w1 g8 21 uQe ufdfe # wwiE Ted S QAT SR IS 9ol S drell el W AT N & |
Type &=d 9 919 &1 39 fhell oreq a7 31eR %91 Spacebar Enter ot <ard g @ Auto Correct S w71
SHS WM R gRAfe & IgaR WEl e I <dl | 3 39 Dictionary # v wies ft Siie 9&d €, g@a fafd
TR B —

AutoCorrect AutoCorrect: English {U.5.) [}
AuboCorrect | AutoFarmat &s You Type AutoText I AutoFormat | Smark Tags
AukoTexk | AutaFormat | Smark Tags AutoCorrect AutoFormat As You Type
v Show AutoComplete suggestions [V Show AutoCorrect Options buttons
To accept the AutoComplete suggestion, press Enker
“Enter AutaText entries here: [V Correct T'wo INitial CApitals Exceptions... |
I Add | |v Capitalize first letter of sentences
- PAGE - - [V Capitalize first letter of table cells
- Delete
Attention: o
ATTH: . . |v Capitalize names of days
mser |
Author, Page #, Date ¥ Correct accidental usage of cAPS LOGCK key
Eest regards, h b
Biect wishes, Show Toolbar —I¥ -Replace text as vou type
EE)RNTFII'E)IESTTAALIL Replace: With: €% Plain bext € Formatted text
(Confidential, Page #, Date LI I I
Preview
(o) f’
(r} ®
(k) ™
=
: Add | Delete |
Loakin:  [All ackive templates j
¥ automatically use suggestions From the speling checker
Ok I Cancel |
QK I Cancel |

Tools Menu # Auto Correct Option w Click @fsg s@1 Auto Correct Dailog Box Open &R |
7 Tabsheet # Replace Text Box # S wrsg &1 Ry S ur: Terd Type forar Siram 2|

With Text Box # 39 s &1 9RY G Type 891 @1i2Q | 31Iid Hel 26 Sl Teld ¥ea & dael XTSI |
Add Fe71 &1 Click #1fSq s394 9 wfafte Dictionary # Sire <1 SITQafT |
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5. OK wea &1 Click @ifsu|

Q.-9 Auto Text @ Autocorrect # faR FHIEY ?

Ans. M.S. Word @ Auto Text gfaem +ft Auto Correct gfaen I fierlt o 8, 379 <1 9w 3fcR & —
1. Auto Correct 3ra= 3mg srrid Automaticly @™ &rar 2| Safes Autotext & SUIRT &R BT 3 QAT
TSl % |
2. Auto text @1 oI¥ ygfe ¥ 1 == srrfd Autocomplete & forg dad <t 81 O &1 31T ¥ & QIER
Type @xd & I8 AU 31T YT HI BT MG <ol 2 |

Q.-10 M.S. Word # Symbol Option & ¥+=mgy ?

Symbol

Ans. e Fonts # agd | U el o faRiy forg

Symbols | Special Characters |

g & f9a fog Key-Board # #1§ Key =& &rf|
M.S. Word # w1 forel @1 Keyboard grt Type &= SO &
9gd WRel ® | 9@ forg ar ar Symbol Dailog Box NI
Short Cut Key @1 SuainT fdar Sirer 2| L ¢ @ @9
Ife amu w18 fauy fos W udlies emuw Text # ,ﬁq\,ﬁ@ﬂ
ST Ared & ar A= Steps @1 Follow #1fsg — ecenty used sy
1. Insert Menu % Symbol Option w= Click [ |®|G ||| eroV| Al O] €|m]a|1]7] 7]
B Symbol Dailog Box urei BT | AT Webdings: 32 Character code: 32 From: [Symbol {decimal) =
Dailog Box 39 waR fa@mE <@ & | putocorrect,.. | | shortoukkey... | shertaut key:
2. 39 Dailog Box @ Symbol Tabsheet# Font = [

Dropdown List Box # @& Font gfe R
&g fomg e Insert o= @red €1 Dailog box # 7= v Font # Sucay &+ forg s <<t 81 waw
wgrer yaferd e Wingdings dem Web DingsFont # Suerer 8l 2| Font eaier oMd g3N Iuated foregl
DI GG FHd ¢ | MY g Text T - ureg # wfiel &1 arsd & 99 Click #Ifoig derm Insert sed
Click #1f1g | @9 a8 Symbol Document = weRRid sar z | afs s9 forg &1 @18 Short cut g@r & ar
Short cut Key @<t & dA+ fawars <ar 2| oy 39 g @1 Short cut Key Press @xa i 3@ Aadd 2 |

Q.-11 M.S. Word # Column Option & SualT &I FHST ?

Ans. wmr=ga: Word 3 g4 it Document IR &-d € @8 Us & Column & w9 ¥ &rar 2| sfrfd arg Margin 3
¢ Margin d@ @1 91 drers 4 v Column Bidam 2| 3faeddhdr M WR 3 :u+ Document &1 §HER 93 &l

el o ke ds Column # dfc 9ad § —
:
1. Standard Toolbar & Column Tool sed w Click i Ll

o = e el el
2. Format Menu @ Column Option &1 ST & | |§ |§§ |§ |§ |§§ _ cancel |
ggehl Ry — Column @@ @& faw Standared Toolbar @& | o0 ' e L EEE
Coumn @et @1 Click #RT| 8 S0 aed & 99 1@ o = Pt
Dropdown Box germ| fs Mouse dcd &1 TaaR AIS™ W'dt;”::spaz:;th: e Preview
Pointer &1 i g7 3Maedd AT § Udh 9 ©: ddb dicd a1 RO = =
| E | = | ——
@ A — 39 Ay & g=1 Column €=M & Step 39 UaR € : | | = =
1. Format Menu # Column Option w Click @fsrg | fasl oo wis ——
s amual fa @ a)e column Dailog Box fawrg — aphvie:  [uhols document =] T Start new column
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ST

2. 39& Number Column Spin Box # 3ma Column & S&a &1d &R |dd & | 3T W AT Y ITIRT H

A B v B gT FHhd T |

3. 3l 3my w1 Column &1 s_eR dIers &1 Set == argd € ar Width and Spacing wm1 3 Equal Column

Check Box @1 Set &% €11 | afe ug Box Set 9gf & a1 31U SHd! drels Tl SHd §Id Bl AR YT

TTRIBT B ATAR B AP ¢ |

4. Column @& 9= % Line Wi== & ferw Line Between &1 Set ax €170 |
5. Apply to List Box # a4 g8 aa1 9ad g f& amue gR1 @ 78 Setting Document & 5 wiT_oR @]

grfl | g9a forg List @7 @raax uer fded g7 oifoTg |

6. OK se7 w Click #ifste f/ga gRT 8mas Document w® Column €9 <o |

Q.-12 M.S. Word # Tab Option & w#smsy ?

Ans. \ERY G IR &) H Tab 980 9vd @ik depial gfden <d 21 M.S. Word # Tab & gR1 39 65 14

BRI A B Fhd & Sl SRS WR T8l fHAT S FdheT |

S — Tab @7 wgmar 1 M.S. Word # tar Data 9aR &= 9ad g 591 3ma Spread Sheet Data base @erm 09 &
T Program @ rer Share @ wad 21 v M.S. Word Document @ folg g% Paragraph & forg srerm Tab

& SUART & 2 | M.S. Word # dofg g&r & Tab Stop & & —

o Left

e Right

e Center

e Decimal

e Bar
Ruler grT Tab Stop &= :- Ruler @ wgrqr & Tab Stop 9 @
faw Ruler @1 3 3R ¥ gy Tab Stop de1 &1 wanT fhar Sirar © | e 4
78 L maR &1 gar ® o9 ey g9 Click =g’ € a1 a8 &+ Right,

Center, Decimal Tab # sga Sirar 21 39 534 9&R &1 Tab Stop s
gred € 39 ded @1 Click v gy s’y # @rsd | fx Ruler # gt Tab
Stop == @ a8 Mouse Pointer % Click @1 g9 St yaR &1 Tab
Stop & ST |

Tab Dailog Box :- Format Menu.# Tab Option w* Click &1 =) t&
Dailog Box Open gram z| & Dailog Box # Tab @ #1a g=ai # 0
STt 21 R v 4R ey Tab AT @med € Swa Tab Stop Position
Text Box # &fw ik Alignment wrim % I|ar Alignment sam areft
Radio sea 1 Click & Set #Ifoy |

Leader v+ I8 70 fdhar irar & & <1 Tabs @ §a # Raq w= @f o4
YHR ¥RT SIGT | SH-9TT & IR Adey gt § 9 oy fear ot 9T &1 Set
PR Fhad. & | o # Set g w1 Click #Ivw 399 89 w9 w—® 1 Tab
Stop a9 ST | ST TR Y fha € Tab Stop €1 o £ |

Q.-13. M.S. Word # Auto Shapes & w#s1sy ?

Tabs I
Tab stop position: Default kab stops:
|| fos =
;I Tab stops to be cleared:
=
Alignment
* Left " Center " Right
" Decimal " Bar
Leader
¥ 1 Mone LRI g
Ca_
Set | Zlear | Clear all |
[ul 8 I Cancel |

Ans. M.S. Word ¥ sgad 41 vafera smafadl & a9 &1 U faey gfdem Sueter & it Drawing Toolbar @t
FERAT W g9 WR AfSd FHY ol & | VAT 98d 1 anpfrdl & |rer Text &1 Sirew &l 1 Jfaam Sudter & 349 garar

&I Auto Shape &&d |
Auto Shape @1 Document # /=1 g&R  Insert &=mm Sar 8 —
3. Cursor &I 39 9 W W w8l Auto Shap Insert &=+ 2 |
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4. Insert Menu % Picture Option & SubMenu # Auto Shap (Toolbar) Option w Click @15y e
Auto shap Toolbar Open & Sirer 2|

5. g9 Toolbar # %8 ge S— Line, Connecter basic shapes, Block arrow, Flowchart anfe | </g +t ama
e gea1 @1 Click a=d § a1 59 ot 31 snafodt fewg <7 @ €1 Mouse Pointer &1 = @max foreht

6. 3Mpfd @ Iad € aifad Document W od € 3k Mouse AutoShapes .

Pointer ve fre # 9&ot i &1 e Mouse Pointer @1 ierd gf E E;] % o %
gU SfBd MHR &) nafd 997 Fad € |
7. 91 H AR b ARI 3R T BUSAl bl HBIAT I IAD! He! ATDHR ﬁ

# g1 A | 9T IMGfa vd Text &1 71 Wl 95 dahd &
Q.-14 M.S. Word # Mail Marge &1 33T &% Letter 9UR &=+ & Step fofay |

Ans. Mail Marge M.S. Word @1 g8 gfden & f5ie gR1 3y U & Letter &1 ame adfdeqdl db 9ol Fahd @ |
AT FE FIAAN daeid gy bl SRS B o iRl bl Whd 8| 39 BRI 4§ I WIgcll § @ o oldx S
e # e a1 Merge ar<fde Document R far Smar g | s979 &1 v File @1 Data Source @wed 8| R
name, Adderess @I 3 g aTell A B8Rl § | g9 File @1 Main Document @sd 2 forad Rer Text =
LA Bl |

Creating Mail Merge Project :- Mail Marge R &= @ fog gx ffolRaa &t oxd € —

TR SIS DI AHYT IR BRAT |

Data Source IR &R |

Data Source ¥ J=={ w=T|

T swaal 4 Data source @ Field @& Am-sier |
Marge & 9t g dTel S¥rdast &I Sat i@l Print &= |

o > DN =

MailMerge Wizard :- s@& gr~1 Step By Step Mail Marge W &1 Project WRadl o IR &R 96 & | 39
Program &1 UR™ &1 & forg Tool Menu & Letter and Mailing & SubMenu @1 Mail Marge Wizard
Option F=d & | 399 amuat Word Window-# 315 ik Mail Marge Taskpan Open &1 Simar 2| i) |srmar
A Mail Marge Project ©: Step # I 9 IT &R G 2 |
Step - 1 Select Document Type :- & Step # ama Mail Marge Project @ H&a sxdds &1 Type Id 2 |
TR W UM UHR & Sxardol SUdEl & —

1- Letter

2- Envelopes

3- Labels

4- Directory

5. E-Mail
Letter o= @<= & forw Letter Radio sed wR click @v& Next Option w® Click #xa € forasy awran Step
fazgrg a8l
Step — 2 Select Starting Document :- s& Step # Main Document Select &= & &9 fdwed 87 21 I
3= Letter acda= Window % Type f&ar g ar Use the Current Document Radio ses &1 gt 2| af ugal 9
I SIS BT TANT AT ared 2 dr Start From Existing Document Radio se9 &1 gt €1 39 =ROT § I8 a
Option 1% wewqui & Jaf 89 Current Document &1 g=d g vd Next Option w Click &< 2 |
Step — 3 Select Recipients :- s Step # Data Source sraifa Letter & gradiali & gd & | 3698 W 09 fadwey
g € R 31 fdded wegel 21 afe sy ugel 9 &= Data Source &1 9aRT &= arsd & o Use an Existing List
Radio se &1 g91a &~ ¢ | vd Ife amy 75 Data Source List daR &= =@med g o Type a New List Radio
geq @1 g1d B4 & | e Create Option few@rg <71 orar &1 f w click @v& New Address List Dailog
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Box Open @=< ¢ | 59 Dailog Box # faf=1 Field Name Insert @xa s@ Data Source @1 f=il /7 & gRfara
= far simar g v Next Option = Click a=d 2 |

Step — 4 Write Your Letter :- smua gR1 daR fdg g Letter % Recipient Information &1 Sired & fog gem@
o & o - Address Block, Greeting Line, Electronic Postage, Post bar, Code, More ltems &% & &4
More Items w Click &%) v y&a Field @1 Main Document # 39& Title & @rr Insert &% | Field
Insert @<= @ are Next Option &1 Click @=d g |

Step -5 Preview Your Letter :- s=mg v Document % Marge gu Record @1 Previwe & Step # <ar <
| € | 39 Step # % v Riciplent Details fazars <<t g | g8t ama Recipient List @1 Edit 7 @) @&d © IR
Record <&« & forg Next Option &7 AT &R dahd 2 |

Step — 6 Complete the Merge :- s Step # 3mue g1 &=¢ 10 Document @1 QR fbar ST Ahare | 31

Print far <1 w&ar & ¥+ Record # sea@ &3 & fog e Edit Individual Letter-Option &1 WamT s =
Ah E |

Q.-15 M.S. Word # Mail Marge @ grt Envelope derr Lable f&9 avg 9 Sirar 8 99=ms¢ ?

Ans. Mailing Label iR forems a1 o= gdR & g Document 81d & g 9= & forw fw=forRaa Option @1
ST B S 2 —

Labe] SR e i Label i e 1 R P o € -
1. Tools Menu % Letter and Maling @ Sub menu & Mail [""" "~
Merge Wizard Option @ Click #=a &) 99 g9 || Obstmstix
. o (#) Laser and ink jet Tray: |Default tray (Upper tray) L
Window =) 3R gt I 7 |

Label infiarmation

2. 39 Taskpan # Document & Type @& %u #H' Label &I | tabeloroducts: |avery standord v
gy &k Text Starting Document @1 Click, ®ifoTg. gy | Podemmer o iomatin
label = @ Step 2 Open & S | B460 - Removelen e
. 6466 - Remove'Em ' f
3. /9 g & v Label g9 amed 3'S9 Set -1 & fIY | 467 - Removerem with: 2,63

5490 - Diskette Page size: Letter (8 14 x 11in)
v

Label Option @1 Click #foiq | g1 Label” Option @1
Dailog Box Screen wR fe@g <ar g1 9 Dailog Box #
faf=1 yeR & Label @7 §& &' 9l B 1 394 9 AT U
a1 Select v OK gewR Click @=d g

4. 39 Step # Next gca Select:Reciplents ges @1 Click @xa 21 ga9 Next @=or &1 Taskpan Open &
ST B |

5. 39 Step # 3IfId Data Source @1 g1 a1 a8y 3k Next, Arrange, your Labels @1 Click @13 |
o st Next Step @1 Taskpan fewrg <t 21 e Word @ Window # Label g5 & forg Box
fewers <l 8 )

6. 349 Step:# 3y ugat Label & Box # dwr Address dar ifste skt ema Label # Print @=em @med £ |
weoar folg Mail Merge et s Address Work @1 Click @1fsig s&=1 Insert Address Block Dailog
Box g« wrgm| g9 Dailog Box # Address @1 Block dar @ifsig sik OK geq @1 Click iy | g8
g @1 Block & Box # @71 wirgam| v &€ Block s+ Box So # @91 & forg Mail Merge ue<ct #
Update or Label e @1 Click @1fsg | s a1 Boock s+ Box So # &+ <y |

7. amua Label @1 <@+ & forg Next Preview Your Label @1 Click @fse st smaar Word Window #
g arel Label fe@rg <

8. Next Complete the Merge Option @1 Click @=a g ot @1 Label R &1 Sirar 21

[ Details, ., ][ Mew Label, .. [ QF ][ Cancel ]
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Envelope SR &A1 ;- oo GaR &=+ @1 fafr Label TaR &=+ @1
fafr & w9 €1 ® g9 fAforRaa Step € —

1. Tools Menu # Letter And Mailling & Sub Menu # Mail
Marge Wizard Option w= Click #Ifg| ga- smyar Word | | Emvelops sze:

Window # it &k Mail Marge @1 Taskpan Open & smar 21 || = (250 x 353 mm) -

2. g9 Taskpan # Document & Type & %4 # Envelope @i

Select @vad & sk Next Starting @1 Click &= 2| o«

Envelope a9 @ farg Step @1 Taskpan Open &1 ST & | el b

Envelope Options

{| Printing Options

If mailed in the 154

. From left: |Auko £
3. 9 oRg & 3 Envelope 9 =@med € W Set &1 & oy N P —
. . . rarm bop: -

Envelope Option @1 Click @ii5g| s s9a&1 Dailog BOX || return address
Screen W faw@rE am §| Fromlef: |fute s
fuka E

4 Dailog Bosx # fafir= ser & Envelope @ Size & wrft &1 || FLom top:
g 5 geR & Envelope s=m @med € 99 Select axa € @en
OK e w Click a=d 2|

4. Next Select Recipients sea &7 Click &:d € $8H 3MUdT 37Tal L
=Ro1 &7 Task pan fawrs aar 2 —

[ CF ] [ Cancel

5. 394 3fad Data Source @1 gy a1 91 iy afik Next gea wR Click @157 | S99 MBI FTed AT Bl
Taskpan fewrg <ar g1 gom Word @ Window # fomm @b @ forw Box fawrg <ar 21

6. 39 Step # 2y formms @& Box # 997 UF GUR HINTY ST @MY folwhI, R BTYT aTed & |

7. fomm <@ @ forg Next Preview Your Envelope @1 Click @Sy s a9+ atett fofwre i@ <ar 2 |

8. Next se wr Click @iy sa91 @1fs & forwrs Print o) et € |

Tools | Table ‘window Help Mail Merge v X Mail Merge
%% speling and Grammar... F7 @ @ A (SN NN L
;li Research... Ale+Click,
. Select document type Select starting document
Language » )
What bype of document are you warking an? Howe do you want ko set up your letkers?
Shared Workspace. .. ® Letters ® Use the current document
| Letters and Mailings » | | Mail Merge.. ) E-mail messages {_ Start Fram a template
Customize. .. Shows Mail Merge Toolbar ) Envelopes 3 Start from existing document
B ) Labels
Options... =1 Erwelopes and Labels. .. O Direct Use the current document
rechor
¥ Letter Wizard, .. v Start Frorn the document shovn here and use
= Merge wizard to add recipient information.

Letters

Send letkers to a group of people. You can personalize the
letter that each person receives,

Click Mext to continue.

Mail Merge
Step 1 of 6
(S N ey Step 1 of ool
% Mext: Starting document . .
select recipients = Mext: Select recipients
 Use an existing list 4 Previous: Seleck document bvoe
2 Select From Outlook contacks New Address List
- Type a new list ~Enter Address information LI
Title: | =
Type a new list First Name |
Tvpe the names and addresses of recipients, Last Name |
] Create... Company Mame I
Address Line 1 |
Address Line 2 I
City |
crara |
=
Mew Entry I Delete Entry | Find Entry. .. | Filter and Sort... | Custaomize. .. |
Wwiew Entrie:
Step 3 of 6 Yiew Entry Number Fitst | Previous Il Text | [ ast |
& Mexk: Write vour letter Tatal entries in list 1
& Previnne Skarkinn daenirmenk
F Cancel |




Q.-16 M.S. Word # Table & Draw &%= derm S99 9wfd fafi=r Option &1 |#smsy ?

Ans. 31§ Table & Ul sgdiaR oy 2, o &9 dfaaal ik Column # =g sgaRerd &_d €1 S ®,
anfdfer RuE, gea |, amaf srer anfa | sy M.S. Word @ Document # s=ell o Table @@l i a1 |abar 2|
Table &fas dfaadl e SeaieR dfem o gl 81 Row @@ Column & &R & g9 aret @i & Cell @ e 21
Cell @ ga dw@n ufdmal & fa d@r @ik column @ §&1 &1 [ohe 8]

=l

Table s9MT :- Table f=feiRaa Option & gRT g=rT STl B |

1.

Menu gRT — 9 U&R @1 Table 9 & forg Table Menu &1 g3t

fear mar &1 Table Menu & Insert Option % Sub Menu @ Table
Option &1 g 2| g Table a9 @& forg Box weffd g 8, ot 39 |

" AutoFit ko contents

ypR fearg adr 8 —

9 Dailog Box # Column @em Row @1 @ &#er: Number of Column
@er Number of Rows Box # Sat @ <t &1 g9 Dailog Box # Autofit
Behaviour s # @ Option 814 & —

Fixed Column Width :- & Option &1 Sat &<+ 5= &+ Column a1
A TR W T Ol 2 | 39 fadwew @& | @ Epine Box # Auto &1
Sat w<1 w Column @t @reE Word @ @3 &) ofdr 2|

" Table size

" Mumber of columns: |§ 5 l

T |

Nuriber aof pows: |2 5‘

AukoFit behavior

%' Fixed column width: I.ﬁ.utn 5‘

= AutaFit ko window

Table style: Table arid AukoFormat, . |

™ Remember dimensions for new tables

o4 I Zancel |

Auto Fil to Condents :- 9 fa®eq &1 Sat &= w-Column. @ @tsrs g9R grT Sell # wr 717 Data ©®

fodv e 21

Auto Fit to Window :- s& Option & Table @1 @irers Window @1 @leiE & S8R daekil <&l &, Al

g8 Table Window # g1 diers # faarg < 9o |

Table @ Toolbar grT s9m1 ;- Table ¥ 3« @At & fore Table Menu & ararar Table and Border

Toolbar &1 warT fHar S@m 21 I8
Toolbar Standard Toolbar & Table

and Border sea @' Click & & j_’f —— ‘ﬁ*i* v{hv
grar View Menu & Toolbar @ T - i | B ~ IH‘f ﬂﬂﬂ J'th il b3

Sub Menu w Click &= & urd

g 21 39 Toolbar# Table & wWsfdd s &3t & forv faff=1 se= 81 8 | RS9er a1 9 yoR 28—

Draw Table :- & Option & gRT & URier &1 warT &= 3my Document # faf=1 Row wa Column &

gy Table &1 fMior a7 |ad 2 |

Eraser :- 38 Tool &1 T g9 ¢ Table @ Lines & g™ & forv fam siar €1 51 Line &1 e
81893 &ux Eraser Tool & g1 Click #v& Document & S gl Iad & |
Line Style :- s Option & gr1 Table # warT @1 &M aretl Line &1 =1 yer 9 Table W ormar <

Agar 2| I8 Line @ srerm—arerT Style &1 gwrfar 7 |

Line'Weight :- w&& Line Style @ @isi$ g™ @ forg Toolbar @ s Option &1 WaRT fHar S 2 |
Border Color :- Table @' Line @ Color &1 sga & forw Border Style @1 ganT favar <mar g1
Border :- fay v f=fr@ Border Style Weight Color &1 afe we @11 va & 19 Border Line w®

ST S)AT © dF 39 Option &1 YT faar STrar 21

Shading Color :- s@a& siawia as 78 Table & g=1 89 Color Field =7 & ferw Shading Color

Option &7 waRT f&ar e 2 |
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e Insert Table :- 39 Option & grr g1 Document % Table @1 Insert & & & | s9a ysal Option #
Click &%= w Table Insert &=+ & ferv Box Open =g@r g1 g9 Box % Row @r Column @1 w==m &t
Type @=a 2| iR OK e w Click @==1 * Table Insert & ot 2|

e Merge Cells :- g9 Option & grT 9= 7€ Table # faf=1 Cell &1 Select & 3= My # Merge
frar ST Fwar 2|

e Split Cells :- s Option & gr1 Table @& ts Cell &1 &2 Cell # gger T Adar g1

e Alignment :- ga Option & gr1 foB=ft Cell & Alignment &1 fegiRa &= a&a € f& sad Type foar
a7 Text @af w fawrs <ar g1 Left # a1 Right ¥, Top # a1 Bottom # |

e Distribure Columns Evenly :- g& Option @1 Click &= wk &t Column @t Width s=rez 21 Sl 2 |

e Distribute Rows Evenly :- s Option ®* Click &= ®* &1 Row &1 Size t& Sl 8-Sl & |

e Table Auto Format :- g9 Option # Click @+ w= g1 Table &1 Auto Format &= d&d |

e Change Text Direction :- 55 Option # Click @<= @ Cell & Text Direction.Change f&ar i |aar
g |

e JIRIE HH H BIEAT ;- 39 gRT1 89 Table # oy 7 Text &I 9gd &7 # <1 Fad &1

Q.17 M.S. Word # Refrence wwfra faf=r Option &Y w+=mgy ?

Ans-Using References \=+ &0l 09 @ 9 @el Sl &, o/ Bl o avg & M a1 Had &I Seoid b
T B | U9 U9 d€ TGl H MU AR UHR @ HeW § 9ad a-hede(footnotes), dw(captions), &
Rwd(cross reference) ik ssad denm <fde(index and tabels) | @< &St § 39 He¥ & e @ fog insert
menu # References fdwed & |a #= &1 TN fHam S7am 2 |

Adding Footnotes &l sxPs & &0 g R Fq9 @ &1 SI-drell @ifdiRed fewforel o1 uredy a1 geAe
(endnote) weT ST & | 99 VA W e oxadS B IR H Yd 91 A 9 € O S eIy A1 UeAie
(endnote) weT ST B |

frefl gwaras # wedle a1 gedie S @1 fafdr 7 waw 2

1HER BT S & S 918 ATsy, orId fg sy geAre. sirer aEd & |

2.Insert 7= # References fd@en & #a #=g H. footnote... MY IITY | FEY 3MTDH! WpIH R FeAle Us UsHAle
SIIGINT dfeT Yol STYT |

3Format s & Number format feRe dfet 3 Fw=RI &1 B ®BiFe FHAT |

431=d # Insert 9271 &1 fddd® SIS S99 I8 SRANT dfad 9+ 81 ST 3R HUR Bl SHTE HeAle bl dr a1 s
JRRFT $I e Sid A SN | 39D A1 & PR I H a4 A1 Ugd ST | S8l AT FHeAle Ty HR Fahdl
2 | HeAe IR B R R SIS H FEl ¥ fdad e HER B 98l of ey |

Adding caption

S SRSl # (B 9 Sia—fF, IRo, FHIeR0T 3fe & forg uRe sierar e 1 S 9ad & | DR Sirs @l
fafy for= gyr 28—

139 a%g @I g7 <fiforg, e forg oma dee Sire 2 |
2.Insert menu # references fd&wed @ 9 #=g # caption.. .M AT | SHH AMUD W W T o W R

SIIGINT dle Yol SITQT |

339 ST dfad @ caption SaRe dfad H U dRM TRY PG | T MY gHH U8l § WX U oddl DI TGl
Ired 8, df New label...9eq &1 fdas ST |

4317 % OK 94 & fdhetd BT | SHH DR S9 96 $ SR AT A9 Sire & SrQ |
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&g Revd =1 (Adding cross Reference)

59 g9 Bl avg o aRvfl, B, gedie, W afe &1 wed fBl oy HiF wR < 2, O 9 B RN $8T Sl
2 | 31U U9 T IS § WRadl 9 o9 Rey Siie Iad & | s9¢! Ay 741 yoRr 2:—

1HER BT 39 HH W TRY, STaf 377 BN o & forg o R Sirer ared & |

2Insert #=] # References fdwea & w9 A=y # cross reference... ey ARM | s09 WH R T @ e oA
RN SIANT dfd ol MU |

3. 39 sEan dfaa @ Reference Type fore dfed # S99 avg &1 oot gy | Rider o Red 3mg 3T e € |
3O I Aol Bl gl B AT A b g dfad d g i | Suded RFE A gede Aol a1 awgeil gl fowng <
R

4. Insert reference to fore dfa H I9 9 &1 A= 3T Uga™ MU | Ig IHD! $H GAT_JAdT T G &
Ahdl 8 | g8 B feAle TR BT G o @ (oY AT &, RlfP 99 FHedlc DI Sd—oid GgdHl ol qdhdl § |

53TIGRT §f &l 9 d)- & forv cancel ar close sea & fdas HIfvu |

S99 3R <fda g=rm(creation index and Tables)
3T THTH—TS o [hel SXaall § W0 T AR & SRR UR 319 SFeIRag ey el TR &R Fahd o—

se(Index):-ag o fawy vt @1 quimren wH (Alphabetid order) ® g W wfka @ @ AR g g,
ST Ieeikg AT SUANT SRS H fhar T 2 | Ul FERIERIT B URYRi®] & 31 § AT ST Fhdl & |

arqearereT(Table of contents):-

I fofl axdmar & fawal ik sufawar (sub topics) @ go e aRe-g= et & = it o et & g
# fear Sirar 2
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PC-PACKAGE

UNIT -4
Q.-1 M.S. Excel 71 8 ? s69% Area of Use &I H#sSy ?

Ans.Spread sheet & a1 Program g @ it Computer # fa=fi &rrolt Work sheet @1 e @=ar = | g4
<t Wordk sheet @1 Row 3fik Column # dfer &1 saar & | sreriq Window smemRa Computer w® M.S. Excel
g i areua Spread Sheet Software z gd e # Excel Wt @@ <imar g1 swRar @1 Microsoft
Corporation Fm™& &ww gRT fAwRa fay 1w M.S. Office &1 w1 89 @ &R 98 M.S. Word ¥ 9ga. 9rar
g | saa fdarer Menu Toolbar Format o+ @ gfderd M.S. Word & fierdfi—gact €1 M.S. Excel @1
@1z Spread sheet 5 Work Sheet it @ & sga 9 @mi a1 Cell &1 w5 gar & g Row.aarm Column 4
FraRerd fdar Smar g1 Row €T & g7 ereriq dfast gkt g1 s/afs Column SwR & A araifq Seaier 2l 84 Row
3k Column & we fag & Cell a7a 2| u@ Cell # 81 o e dwam, Table, aig, §#a anfe wR wad g a1
Type @x @ad 21 Excel ¥ Row &1 &9 Sl | ygdMT o[l © | o 1,2,3 anfe wdfe, Column &1 eer 3

gﬁ%rmﬁ g o A,B,C anfe | fdt Cell &1 war (Address) swat Row @@ Column @ =™t @&t . Combination grar
|
M.S. Excel @& S9arT &1 &= ;- M.S. Excel va wifaenet Software Program & s 3Ma favivan €| iRk s9a
IUART BT &7 R/ & 39! g faRivan f=ferRad & —
7. Auto Complete :- & gfdem # Excel # Data Type &=xd @93 & afd 39 fAear Jerar Data fa<r Cell
# Ugel ¥ W_T BIaT § o 99 Data & wd dhTel YT R QT 2 |
8. Office Clip Board :- Window @ Clipboard @& sifaRea M.S. Office it sro=m Clip Board s=mar 21 59
Clip Board w &9 3ifddq 24 a¥gall &1 & Adhd & | IR Aaadhal & fFAR 39d! 39+ Worksheet w
Paste @ Wad £ |
9. Find and Replace :- f&=t Work Processer @1 @@ M.S. Excel § it Work Sheet # =i Text @1
QI 31R 3MMaeddh M IR Y 39 Text IR gSa @l gawn Sucre 2 |
10. q?—clg gnd Gallery :- sa& 3fcifa &4 soRi o Suater B0 & o= SuanT g9 sra-i Work sheet @R &v
|
11. Chart g9 - fat Excel Wokshegt w3 *x g Data @ 3MeR R 84 & UdR & Chart a1 |ad 2|
¥ — Bar chart, Line chart, Area chart, Pie chart
12. AN HRAT (- Excel # &9 Sifear 9 Sifea MG R ddhd © ga@d Functions Key 31 = # Iud&d @
ST OIS AT 98 Al il 8 |

Q.-2 M.S. Excel # Working Environment &t {#ssy ?

Ans. M.S. Excel @1 Open &1 @/ fom ffaRaa Steps @1 Follow #=a g:—
Step-1:- Start gea @1 Click @ifsmg |

Step-2:-  All-Program % Mouse Pointer 4 Maximize/Restore Down button
a SISV | Select All button |, Title bar Minimize button & Ll
. . . Name box Active cell Ask a Question box i
Step - 3 :- ~ M.S. Office Option =k Mouse | Formula bar
POlnter a ol 32 I . ) B e I T i — u - -'. :‘. Close
Step-4:- M.S. Office & 3afvida M.S. |eediasasasias s 27 [P ) :/indow
) e ) ‘ :777a- Poe— utton
Excel Option &1 gfw| o9 I\/l.S. Excel |, T o e, e, et Menu bar
Program ume=7 & o &k s&er Window | | : ey %% standard
Screen WX 39 UHR fewms <t | : ~ toolbar
£ o Reviewing
b~y toolbar
M.S. Excel & o @ Toolbar der s&e | S Formatting
ged M.S. Word & fAerd gt €1 599 §8 78 | 3 toolbar [ o>
@it € o Formula Bar, Name Box anfe | § TR i
Toolbar & == @1 wrT Worksheet wgerar &1 | [PATisy
s9H ®s Afaw dfaaat dem SRk Column g9 |-
2| dfaaal a1 SHe 9l uSr dwmsh 12,3 offe [+ Qe o oy : 5

Sheet tabs Scroll bars Task pane

Tab scrolling buttons Status bar
Prepared By | scrolling butto I



A ygaE 9 8 Safe Column &1 S9a SwR for gu @ieri A,B,C sife & us=rid €1 wa Work sheet # 65,536
et dem 512 Column &1 & | Work sheet @1 dfaqal dem Column & @e fawg 9 BIe—BIc @M a9d & 5=
Cell et Srar 2 |

Q.-3 M.S. Excel # §@1 Menubar & \#sgg ?

Ans. M.S. Excel # Title bar & =i Menubar 11 8 s Menu @& ar<x agad & Sub Menu & & | s 3iex
fav v Option &1 SyamT Excel # faf=r oraf & forg fasar simar 21 M.S. Excel # fe=ifeiRaa Menu &ra € <

‘&) File Edit Miew Insert Format Tools Data Window Help

e File Menu :- 3@ Menu # Excel # =€ File ¥, 391 Save @A, S9 Print o= & &dfg _Option g
2| File Menu # fa=faReaa Option g €, New, Open, Close, Save, Save as, Save as webpage, File
Search, Webpage preview, Page setup, Print Area, Print preview, Print, Exit:

e Edit Menu :- s Menu & fdtv wv Option & g1 Editing & wdfda srat &1 fhar oar 81 o
fa=ferRaa Option &1 € —

Undo, Redo, Cut,Copy, OfficeClip Board, Paste, Paste Special, Paste as Hyperlink, Fill, Clear,
Delete, Delete Sheet, Move 3k Copy Sheet, Find, Replace, Goto.

e View Menu :- 35 Menu % g4 Excel % ysRia 8 arel faféss Option &1 weRid sfear ge1 9&d © | 399
f=iferRaa Option &1 € —

Normal, Pagebreak Preview, Task Pan, Toolbar, Formula bar, “Status bar, Header&Footer,
Comments, Custom view, Full Screen, Zoom.

e Insert Menu :- s9 Menu # Excel Work hook # faff=1 w&r @& Objects &1 Insert &= 3 wdfda
Option 0 g s9& =@ Option 9 y&KR 2 = Cell,.Row, Column, Worksheet, Chart, Symbol, Page
break, Funtion, Name, Comment, Picture, Daigram, Object, Hiperlink.

e Format Menu :- 39 Menu & Excel wsfea Excel @ s\l Format &=1 & ddfead § g9 fa=falRad
Option & :— Cell, Row, Column, Sheet, Auto'Format, Coditonal Formatting, Style anf< |

e Tools Menu :- g8 Menu # M.S. Excel @1 favivaeil & Hdfda Option g € s9& ¥=3 Option g4
yaR & — Spelling, Error Checking,-Protection, Macro, Auto Correct Option a7f< |

e Data Menu :- 9 Menu' d§ M.S. Excel @1 Work Sheet # s} gt Data w fafi=1 f&arg &x=1 4 Hafed
Option =i g gad fAmfeiaa Option g € — Sort, Filter, Form, Sub totals amf< |

Q.-4 M.S. Excel % Toolbar ¥ _3ng. a1 ¥¥er § ?

Ans. M.S. Excel § 7% @it &1 &1 @& Option S¥& Menu bar @ faf=r Menu # Suarer g €1 S99 4
ggd ¥ Option1_fdsed 8 8 & o9 saedsdl 89 dR—aR Usdl & | W8 Option &7 2figdr § &1 & foy
Toolbar a0 ST & | N9 S a77<ell & de o 8 @ | 89 g a1 Tools &1 Click a=a & Hafda Option Sy
= dad- Bl M.S..Excel # Toolbar @ geier 19 81 i 7% 9 2 Toolbar Standard Formatting 0=t &
oy Srazaddr g waw A1fde el € g7 sffaRad Fomula bar &1+ Window # & \#a @ger 3@ o & |

IEHRSISGQIVE $§BR-F/9-0-/8 -3 5l dag0: -@

Formatting
Arial =10 - B I 0O

| $ % » WM [EEE DA
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Q5:- THgP Tl THe # iR forRay |

Ans:-519 g9 Excel &1 o &=d g, ar garal a1 application window ta =t workbook & wmer el © |
workbook T& U wrger Bl &, ST U a1 U 9 o1ftre WIesfie a1 9a3ficd & |g fhar S dahar & | TRl
® gpgd 9 by default T g@oeiicd 8-l & | aogsd H d@elc & @ o FuiRd & & forg vava & tool w1y,
# f&d T SffwM &1 W S’ R USR8 arel options dialog box @ <9 (tab) general @1 g sheets in

new workbook R dfe W= faeid o g@iic @ F& & 9¢1 A1 Ol 96hd © | U6 d6Hgd 3 &F 9 & adl
AIfdrs & 3rfere 255 adficd &1 Awdl 8

Q6-vH v Tada A Wizard @ STaRT & awsisy |

ANs- U7 UH U 9 By U9 U™ © Sl B a9 ST Bl el § R H AN eIl Bd.5 d $g 999 I8 B
BRI THE S o & R I8 JJAR PIg BRI FIH PR o & U AU Bl fISTE H8T ST 8 IT & folg
B faors gIR fory Ser ufafe i R &R <ar ® 8k are e gAR fov aré daR @R <dl' & |

Q7-tH T Yada ¥ A= Se1 <8y @ ST B 9Hsms |

ANS-fl TaRIel Ihdlc § B3 UBR & SIel WX Sff gdhd & dhdie & Bl I 7 fodl a9 UeR &1 Sl R~ &
foIU 89 99 I BT g8 ST R $R IR 3P avg I e & forv wife &-e) Usdr 8 Il &l BiHc d)- I U8
ST TRUT 3l 3Id TRE W T ol MMaed & Yad § I Udh Gui- SIel elgy Sude # |

Number- s y&R & data 3 &adt 3l 0 ¥ 9 TP, A fd=g IR Teb & AT 0T sl &7 TN fBar S 2 1.

Date-: s Data Type @1 SyanT Date @ store &x-1 @& fog foan smang | @ - date &1 mm-dd-yyyy
i AT a¥ & format 3§ =T SIAT © | fd 89 S U Gl & oigaR W wu W iz dad g |

Time- s Data Type &1 SuadiRT 993 &1 store &1 & forg/ fomar Si=m 2 | excel # \#3 &1 g hh—mm-ss srerfa
hour- miniute- second @ FORMAT # =T ST & [\UR<] 89 39 301 Fiaar ¥ fdl ol wu 4 fzn dad 7 |

Text- g9 Data type &1 wart foadt Cell % srRor Text Data w=a & forg fasar siram € | S name,address.
fe s @I N W w1 off Fhal & | formula @1 s AR text @1 TR W_T S Adhdl | IR BT URMH
IJegrHe AT 8 Fadr § | sdiferv 39 cell or sremRer Svem & akg Format fhar Sirer §

Accounting- & format @1 =¥ _cell # currency symbol @ @rer no- &1 YR &+ & forg fasar Siram 2|

Percentage- Iz date type cell 5 enter f& = no- @1 100 & multiply @=za result @1 Percentage Symbol
& 1T USRIT HT T |

Custom- CustomFormat & grT &9 cell % ysRid g arell value @& Customize &R@ s1u+ IR USRI &R
AP 2 |

Q8-vd wH vawa # ¥ (Row) @em &rem (Column)®r f&a warR Insert,Remove,Resize  f&ar <imar &

Ans- Excel @1 worksheet # #8 IR & guR &= Usd & | o9 99 # sffaiRaa cell column ar dfe=ii(row)
Sirerar cell.column @ row @1 germr | a8 &1 MS-Excel # . for. a8ia & fdar S dadn 2 |

(1) §rm ¥ Row @ insert s=er-worksheet # foeft Y= R wa a1 s 9 Row Insert &=+ & fog 1. far.
fPamd w=a 2|

15781 g dfed Row insert @<= am8d & | 981 | URY dxa Sa-il 8 dfaadt g9 (select) &Sy | s9& fog el
ufaT @ Box @1 click @i ik fhr S 577 (drag) o_a sfaeas Sl H dfaadl g9 g |

2319 insert menu # Row option # click @IS 699 9 wIF R Id-1 &1 @il ufdadl Sire &1 SIrgel :ik 9
fig o amr @ 91 dfedl 9 data &1 = &1 IR R Qa1 Sy |
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(2) ¥ # Column @ insert = Row @t a=g @rell column it §a # &&l ot insert f&y <1 Wad § | S9!
fafer o1 g ¥ —

(1)<tet ama Column insert &=AT @rEd & | 98f | URH &xad Sav & column g+ iy swe forg uger column
label Box @1 click @ifSi¢ sk ik &1 Drag @ve amaegs dw@ar 4 column g4 fafoid |

2319 Insert Menu # Column Option w click #I%¢ s99 S99 9 W Ia+ & column S & Smgar | qern
9D AN & A column # & IR @1 AT QIR W’ e S |

(3)Row and Column ®i Remove &1 :—Excel # worksheet # f=t Row derm Column @1 a1mg ger 9éhd 8. |
(remove) row @ column &1 41 UHR g1 ST A&HdT B |

1.5 row derm column @1 remove &=AT @Ed § | S select &x od 2|

239 edit menu ¥ delete option w click &=ad & | 399 select #1 g dfdqdl (row) a1 column & ger e
SO | 3R gaw Effect 89 arell row @om column & SWR &1 iR AT 91 3R AR AT SR |

(4)otert @ drers gqe=(Changing column width)

Fpfic # fHdl dfam o e ITH W Y TCT & AR AT S Ul B | B3 IR Q4T glarg f 6l o § wy
T BIET S H ORI A1 7T Afe g8 Srer guiicids (Character ) @1eid oidel © df 29 el SRFGIR & 9 & dali 3
e uedr € o f& s o e T 2

fedl ®iem @1 drers Column width Dialogbox gRT T 9gell ST Hahcll @ |89 BicHl &l gadH: Format menu ¥
Column wer & s A= § Width...smcwr Sy | 3899 smua! sie sy (Column Width)wr st dfed
g R fORTH dfer @t drerg digel (Points) # S @ Skl § | 39 S« dfeq # 3fad drers de axa OK
ge B focdd PR | 399 g7 3¢ Biamt B dIsE Sl & e sy sl |

(5)ufeat & S=rg s (Changing Row Height)

Ui W ARG fhdl ifdd o Sarg S dfad & el ff 9a # T el Aic i & TR S 1Y 9 T ol
S & | S99 3rATdT 39 gl ufadal @) SaTS 95 ha'® | 59 foly Sl ddbHIdl BT YR fHar ST g S
PIeH D AIels e H WINT &1 el 2 | Gfdadl ®1 918 daa & o 3md Row Height Dialogbox gt +ft &%
aahd 2 | 3feed dfda a1 dfdaal @ g format nemu @ Row fadwed @ =T %= § Height. .. e & fdaa
B | YD I BISC BT ST dfad YT Bl & forad dfdd @1 Sa18 uigsii (Points) # de @1 ol 71 89
SRIGNT dfed 9T Biar © forad dfaa a1 = w131 ava QK 9cd 1 fods aifog

Q9- vv w8 veaa Worksheet @ =t view & STRIRT &1 HHSITSY |

Ans— MS Excel # amg o=t worksheet 1 & &R & <@ ddd 2 | R view &@1 Sirar 2
1-Normal view :— g1 view # 9#xd dateé e @R maR # W e SN yaR fewE <ar ® | 59 yoR s9
format foar o € | 59 view § 89 GTRd B BRd 2 |
2-Page Break preview:— g8 view #iworksheet & print f&T S arel g% page @ BIC AMHR A fa@mar S
2 | 39 &9 fdr page @1 boundry @1 Drag oxe S9 W& W9 W of 9dd 2 | R 99 page # smawas Data
Enter @ Wad 2/ view menu &1 3 second option g 2|
3.Full Screen— :Normal View 3R Page Break Preview & aifdRad us iR view ©, 59 gA o
worksheet @ @ wad 2 R ISHH & o) dad § g9 FullScreen view @wgd € | g9 View # &) toolbar
hide (gu) i’ Worksheet 9@ screen & el g8 fa@® <t & | 3R ®aa Full Screen Toolbor fewrE <ar &
| Rrd @ad ws  button
T niwss=ncis.a gy Close full screen gar 2 |
[ — e =T | worksheet Eal
AESS S fullscreen view # @w &
forg view Menu # Full
Screen option # click &=
2 399 w1 option fou o
3k worksheet full screen

D) fe B Wew just sk Lok Dets Window bl
; aril

HE R IR TN o B rp EEEAS %R IE A M
o -

llllll

3 : :
z 5 . g |
| E W 4+ W\ Sheet1 { Shestz {Sheets Je >
fogane | agoshepes= S % 1 ) Al 1 he FeA.E=3
.

"« i\ Sheet1 { Sheetz { Sheets / I¢ |
ioawe gy |auoshapes N N IO Ao @l b-L-A-==nadll
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Q10- Excel # data wfafdre &= ¥ fafe=r go-ial & THsmsy |

Ans:— MS Excel # \rmRor Text &1 sirg faRiv R data =1 gar & | Cell # data entry &1 sRal a9 & forg
Excel # #% B8IE-8I< d@ SUal g | 3 ddb-re M. fof. g —

1.Auto Entry:— f&=ft Cell # 59 89 @13 W1 Entry Type &=A1 g% &< & | i 391 column & fa=ft s Cell
# ugel 9w g8 ©, o Excel 9 W 1 @R I € | AR ST I BT WRAT @R 2| A1 98 Entry @ TR o &
Enter key press @ISy g9 a8 SUH WR ST |

2% Range # v& 941 dafa wRr— <19 o & w41 cell # va &1 data w=A1 9red ©, O 99 Range &1 R I9d
wfeg cell # @rel data Enter a1 @t ST ctrl+enter <9 399 a8 enter 39 Rang & &+t cells # w= SRR |

3.Repeating Entry:— af¢ amu fdr cell # w1 gz Entry &1 S89 3% <9 & cell & wxew =msq ¢, a8 cell 4
ctrl+d press @ifoRi a9 SR & cell &1 data =< enter & SIRAT | g1 UaR Ife Mg 9t 3R @-cell @1 data
g?ﬁw%ﬂfﬂfﬁ cell # et ®<=n ared = | a1 39 cell # ctrl+r press @I st a1 cell @1 data. <1 _cell # copy
4-Using Auto Full :— Ms Excel & s& gfden & amu fdt cell § wr gu data &1 @ & cell ar <&t dfdq ar
column @t fa=ft Rang # oal @) Awd 21 su8 f&d cell @1 Fill Handil S Rang @& @@ oier 8 | g9 g3
cell & =R et 9 R 99 @R fdg &1 Fill Handle @sr sam &1 7@ Mouse Pointer. f&=it Full Handle w

AT 8| 1 98 Pidd B9 H gad oral & | Mouse Button & Terd Y@dy 31T s S dfes ar s column # fi
G e i Fhd © |

5- Entering Series— ®s IR &4 & Rang & &= &1 ded U &9 § 931 BT & | O : $H 61, 99 A&,
fauw = drerar dig o= ARl SraH g fevil §9e AR o gedl 81 U1 Rl 99 & ol 85 ®ad ugell &f
Iear R sl 21 99 =t Fill Handle &7 Wiga) R & Sl 2 | Se18x0 & IV 31T 1,2,3,———a1 Hadl 9=AT
Ired =, a1 fdr column @ tw cell # 1 3R S9a - & cell 5 2. 9RY iR fw 1 Handle @& Mouse Pointer
H Uhs B A B R W sww stod cell 9o &7 wver R & IRl |

Q11. Excel # worksheet ®1 Formate & Hsf@ option &I |GHssT |

Ans:-Ms Excel % worksheet @1 Formate @37 @1 Ul gfaemd Suder 2| fS9a gR1 s & e & 3iR
gl SR | g 9ga A giaemd (msexcel) @1 msword & fyer el 21 SR AW fdegd T T G dad
worksheet @R & &1 &1 Haell & | I8 BRI 7 YR A fbar S A 2 |

Farmat Cells

Format Dialog Box @ gRr— Formatting @& sriraier font &
| afe 3y 3ifde fawew @med & [ cell & gax format menu # F““t“b Sonnes FtFBtfyl Patte“”SSiz:“tEE“””
cell option w click #ifw | gwd s format cell dialog || (o Roguar o
box fewrs <m | g9 dialog box =i fontsheet # faff—~1 option || |ECCENSE——— @ 5 B
@ g1 worksheet @1 format svw@d & | g dialog box & || Tasteon o oo .
TbhR ﬁ@ﬁ T %\r | 9 dlalog box & f. for. Op'[ionS gﬁﬁ A&} | Underline: Color:
s9® g1 g9 worksheet # type f5d & Text & font @1 || |none V] [ automae v [ torma font
change @ Sad & | Effects Freview

(1) Font Style:— @ g = Font @t Style @1 change || o J—

H) Weba & | o Regular,Bold,underline [ subscript .

(2) Size— 9 gr1 g\ Font @t Size @' change &=

W %\r | ;l;idslfoer;tlfeTeyn?e fonk, The same Font will be used on both your printer

(3). Coloumn:— gwa& gwT &9 Font # colour apply &=

| [ K ] [ Cancel ]

(4) Effect—sw¥ faa 1 Effect & grT 4 type fod
Text &1 BB et for |a&d = | siaStrike through, super script, subscript @) d&d 2 |
amaegd  Setting ¥+ @ a1 ok button W click & <0 & | 399 aMua  setting g7 g Wl W AN &
ST |

Q12- MS Excel % Auto Formating @em Conditional Formatting @' =gy |

Ans— w9 g9 f&¥t cell Range &1 g &, @1 a8 Range t& arvfl &1 & o ol @ | 89 39 Rang &1 fadt |l
P R & AutoFormat o= Iahd & | SHBT SUANT dR1 & fafdy fr geR 2 |
1. 39 Range &1 g i /1 ama Auto Format &= ared 2 |

Prepared By-Nitendra Tomar Page No-41




2. Format Menu # AutoFormate # click @i | s9& Option
button == click @I | s89 amusi Auto Format Dailog box
fewrg < swa Option button wR click #= = w1 Dailog box

gefR¥fa srm |

3. 39 Dialog box # formatting @t sm& style & S+t & | 398 9

f v @1 click ava g7 g |

Jdan Feb Mar Totaf

=t 7 T El 19

ieat B 4 T 17

uth =] 7 g 24

tal 2118 2 B0
Classic 1

4. g0 g2 Style @1 ywra faf=r 9 & Apply @=71 & ford format = p—
to apply w4 Ul geBTgaR &l @1 &k fBa= i Check Box @1

Set #IfSTU |

East 3 7% 7% 5% 18
West =1 4 ToAT
South -] 7 a 2

Jan  Feb  Mar Total
East § 7% 7% 5% 19
West B 4 T 17
South 8 7 g 24

Total § 21 % 18§ 21 § 60

5. aic # ok button w click #fW | 3w g+ 7 autoformat style |

T g3 Rang w & &R <1 SR |

Conditional Formatting

Ay frdl ¥ a1 & 1 IFqH W g
FgaR W wHfeT wR wed & | 3

B BHCT BT Sl & | SR & forw, #19 aifore
f 3o fHfT IRol & S99 doli B dlcs AR STz
HRAT Ired 8, R | 500 AT S IHfF | I§ B

=1 R fear o godr g—

139 I BT g9 TGO I delRMel AT &

qEd § |

Accounting 1 Accoun king 2 v
Farmats to apply
Mumber Font Alignment
Border Patterns ‘Width/Height
r=T=1d
Conditional Formatting @]
Condition 1
- REIERER v | | between hd and
Prewview of Format to use
when condition is krue: No Format Set
[ Add =z ] [ Delete, ,, l I ol 4 ] [ Cancel l

2Formate Menu # Conditional Formatting aicer T | sHA 3 @1 IRE HSRAA BIHICT SRGRT dfad 3

SITQT |

3. saa Conditional w71 # s dereEe aRaig IR, S o e d fommr T g
4. BHC Ic B4 B U sdd Format meer ded &) fdeid BNy | s8 Ud! Hold forF &I aRg Bide Aol

SIANT dfeg far S |

539H BiHe de PINY IR OK s &1 fadd PIvTy/| S8 3T 9199 [UBe SRIGRT diad § 317 ST |

6. 31 # OK 9 & fdeid ST | S IMMUD] BRI BIHCT I I W 1] & SRAf |

Q13—Worksheet ¥ Borders & SUaRT @I Gq=mgd. |

Ans:—worksheet @& f& 9RT &7 IHRA, GIR AT A 31T e,
Total e Subtolats @1 ey R U= fam a1 a1 worksheet #
s 8 fdt Table @ garar a4 @ forw oy cells & SwR 9, “ ‘
TR R M T P G 9ad © | g9 @R @ ford g8 formatting,

Murnber | Alignment Font

Presets

Border Patkerns | Pratection

Line

Mone Cutline

Toolbar # Suerer button &1 ST &= & | S 94 J&R 7:— Border

1. 99 cell a1 Range &1 g7 <Gy e A X@r g =T &

qEd T |

Text

&

2. Formattiong toolbar # border button @1 click #fw g9 e

Inside

| Skvle:
Mone =-—--

Texk

Texk
Color;

3@ screen g border palette a1 Sirar 2 | Automatic
3349 # e rgar border Select @S sma =g ar =81 Cells [

ory QEE ﬁ am Style Em- qﬂ- a-l—ll B Thd %— | RYI‘H‘H 99 CE” I°Fy L:;egrs::cotrefhlgogud&roitsyfb;igIbe applied by clicking the presets, preview
<Al style. @t affera uwa uswm | 59 3y format cell dialog
box &t border tabsheet &1 ff STITT BB 977 Tl & | [_oc [ concel

Q.-14 M.S. Excel % Work Sheet f&& wsa & Worksheet & weftra st & wwsmgg?

Ans. M.S. Excel # Worksheet Row @ Column @1 Collection &xft & st & g1 Excel Open &= & Screen
# &1 Active Worksheet fewrg <t g1 By Default & Worksheet # 3 Worksheet it g1 81 & Worksheet #
v 9 a1t Worksheet &1 Add &R dad 7 | awdadl g4 W Tdh 4 37erdk worksheet R 1 &Ri &=AT1 Uedr 7 |
| 89 U g1 Worksheet ©k w1 @=a 8 | Worksheet & wrer f=ifeiRaa @il |wd € |
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1. fa=it Worksheet @1 513 &=a1 :— 9m=ga: 9 U6 999 § Uh &1 Worksheet .k &1 o=a € 1 Active
Worksheet ®sa 21 g9 faeft Worksheet &1 Active &= a2 | 3@ forw Excel Window & we=t <iar 9+
Sheet Box # 35 Worksheet @ =\ &1 Mouse Pointer 5 Click #1te g& a8 Worksheet &1 w1 faxars
9 Ug @ & O amu Aafda &= @read € ar Sheet Bar # &t iR Scroll Button @1 Click &=xa s91
Worksheet & A &1 | o=y |

2. f&=dt Worksheet &1 M gga+r :— =¥ # Worksheet @1 =™ @wer: Sheet 1, Sheet 2, Sheet 3 anfe <wr
Sirar 21 8y fadt Worksheet @ < &1 9ga ad €, difes gga o o fog Worksheet & @ 81 94
geor @ ford Sheet Bar # s Worksheet @ s @1 Double Click &xd € s 98 M g7 ferar S|

3G IFHT FAT AW Type By a1 gr 79 &1 Edit $I5T v @-a Enter ey 399 39 Worksheet &1
M 98 SIRAT |

3. f& Worksheet &t fumr — e fadr Worksheet &1 39 afeg #1rg fik Format Menu. @ Sheet
Option & Sub Menu # Hide Option wr Click @ifSiv| sad @& Worksheet fou Srggit| fdw1 fodi g3
Worksheet @1 f & <@« & feiw Format Menu @ Shut Option @ Sub Menu ¥ -Unhide Option &
Click #1f5q| s9&1 Unhide Dailog Box wefRfa grmi sa% 5= Worksheet & w1 fezarg < & 511 fodt g8
2137 374 9 BN &1 W 9 gaax OK Button &= Click #ifsrg | a9 a8 Worksheet iz 9. fewarg < |

4. fodt Worksheet &1 Background sga=m :— \r=ga: @+t worksheet s Background White <gar €| 34
=g ar fdr Worksheet @1 Background ssat wad &1 /s forl Worksheet & a9 3R & arel!
Box w Click #xa& 331 Worksheet &1 g7 &ifstg | fik Formatting Toolbar # %k Colour Tool @1 Click
v 3ad Colour &1 Select @~ 2| 39+ Worksheet Select & 711 o1 # 98 SIRAfT | o9 e dr fedt
Picture @1 +1 Back Ground # Insert @ ¥&d €| 9@ forg Format Menu @ Sheet @& Sub Menu
Backgraound @1 Use @4 % |

5. f&dt Worksheet &1 gemr -— o=@t Sheet &1 Workbook 31-gcm @ forg @ Select #1fvte | 3fik Edit Menu
# Datasheet Option w= Click @ifoig | g1 a8 Worksheet ger <F S |

6. Workbook # 7§ Worksheet Insert &==r :— s51@ forg Insert Menu # Worksheet Option w= Click
& 2| 399 vah 73 Worksheet sirs < SRt |

7. f&t Worksheet &1 Move &A1 :— Worksheet &1 3ma_Move &= ared €1 Sheet bar # swa 9@ &
Click #f5g ik Mouse Button &1 dtez wus &iforg | 39 Worksheet &1 gt o= =med € Mouse &1
Drag axd gV S9 W8 R Bg IR |

Q.- 15 M.S. Excel # Work Sheet & Print &= @-<dferd Option &t w#=msy ?

Ans. MS-Excel @ Doucument ! a8 MS-Excel Work sheet # wx gy Data @1 T amu Print &= @ad & | 39

ar o g Worksheet @ fora @i # Data R g¢ © 99
Print &= wﬁ_ 2| a1 & Cell @1 Range @1 gaaR @da T s e | |

IAAT & Print &) |ad 2| SHD (oY HaH Ul 39 Page  crisntation ot |
@1 Size, margin nfs Set ax o =few | _ & Fortysk  Landscaps e
saa forg File Menu & Page Setup Option = Click | .

#va € g Dialog-Box Screen w weRfd gar & wir gw o _ e |
THR ﬁ@_l_sg é_d_l. é.l & adjust ko [100 % normal size

za Dalog/Box /% f=fofad Tab & & 3 Tab & Cetww I Speeiguicey [I - e
fferiad Option g € — |
(1)Page Tab.:- Paper sigei  Letter

Print guality: |300 dpi
(1)Orientation :- swa siawfcr <1 Radio BUtON 810 &1 (o e pumers [oms
Portrait derm Landscape, Portrait Select @<= @ Print
page @ <aE H fAderar g dem Landscape @1 Select &=+ [ oc | canel
W Print Page @1 dierg # e g |

[
[
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(2)Scalling :- gaa siaefa <1 Radio Button e & ugey e =]

Radio Button Adjust to & grr Document & Content | Page  [ifafdis | Heaerfroster | shest |

@ Z00m &1 HH AT ATGT B Adhd ¢ | I8 By Default Lop: Header: ... |
9 ' SIS = s = o
%(l)?mm%‘ls@wdlckaﬂa%wm B Hehel  prkproven_|

gqa 3favid gaxT Radio Button Fit to & grT 89 t& & L . Sl
page # w8 WK Page @' Set &= A ¢ | o7 = o7 =
(3)Paper Size :- s grT 89 41 8 List § & Paper
a’ﬁ Set X W §| Bottom: Foater:
|1 5‘ ID.S 5‘
Cenker on page
(2)Margin Tab :- 9@ grT &89 Page @1 Margin @ LISl
Set &= wad § s9 forg Top, Bottom, Left, Right i
Spin box @1 Use @=a Margin Set @) wad & |
Header & Footer Spin Box # page  wafid & rc
Header & Footer &1 feiRa &) Iod 21 = fev v <r = o s
Check Box # Horizontaly @em Vertically @r Click o | 0" smeiemsd 7
wxe Data o1 g ¥ e o dedl © | |L|
Prlnt Pressien
(3)Header & Footer :- s Tab # & 7 Option &  Headen optons..._|
a1 &7 Worksheet & header & Footer amm ey &) 1™
header e Footer # usel & f&u g¥ List & 4 Select Cuetom Header... Custom Foater... |
PR ¥Hd & A AU grr Custom header e Footer o~
T b | [inone =]
(4)Sheet Tab :- ‘ |
1. Print Area :- 39 gr1 81 Worksheet @ Print
B dTel W BT Set HR Ahd 2 |
2. Row to Repeat At Top :- 3@ Option & grT o | e
Worksheet # f&dl Row &I u@ia page = |
Repeat &= d&d |
3. Column To Repeat” At Left :- s9& gRT [ HE
Column @ Data & &9 SreT—3rerm Page # | verges | 3
Repeat - W §| Page Margins | Header/Footer § Sheet :
Print area: I j‘.] Brink... |
. . Print titles —
Print: Rows ko repeat ak tap: | j‘_] F‘tF'—_l
Opkions. ., |
1. Grid Line =39 Checked @v' w Wordsheet =~ Sohmstorepestati | Al
ﬁ Dat EF} e Grld Line ‘J—ﬁ Print Eﬁ?ﬁ %\rl Pnnlt_ Gridlines [~ Row and column headings
2/ Row:and Column Heading :- s@& Check [ Backandwhits  Comments I('Nme) -

o W Worksheet @1 Row @ Column @1 [ Draftaualty oy E——

i i ell errars as: displaved -
Eeading ' Print &t 2 | P G —

3. Black and White :- sd Check &1 w & Down, then over

Worksheet @1 Data Black&White & & Print e Hren e
2T 21

4. Page Order :- s fa3 7@ Option & R &4 = o |
Page @ Sequence &1 feiRa &) |&d 7 | fdr Worksheet # wv gu Data @1 Print &1 & few File
menu # Print Option W= click #IfSig @ Standord Toolbar # Print Button @1 Click @1fsg | s91 Print
Dailog Box 9 usR few@rg <ar & [@fe am Print Area Set @va <@ & srerar gi1 Worksheet Print &==m
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=med = ar $9 Dailog Box @ Print What wrT # Active Sheet Radio Button @1 Set @ €ifSiu ar@ printer
IR Uil &1 = afe & IR H 3mawas Setting &= & arg OK Button @1 Click #=a € g&%1 Printing
UR¥ 8 9l © | afe ama Worksheet & 5301 g g 9T &1 Print &%= =med € O 59 W07 @1 gaax File
Menu w Print Option w* Click @ISt | s&9 ura g arel Dailog Box @ Button @7 Set #® <ifig | &iiR
OK Button &1 Click ®1f5¢ s89 &aa g1 ga1m w1 &1 Print g/ |

Q16:—Formula #1 ww=msy? Excel § Formula &t @ar use & ?

Ans:— Excel # Formula &1 98d #ewd &id1 €, S1d 84 Big 0T &1 dred & oia: feedl Column & @ Cell @1
SIS Ueb AT T §aR # o 1 | fbdl Range & Data &1 aiiqd Misbrer anfe o 89 S o & fog
Formuld &1 S9amT &=d & | ®ig formula s cell & w=1 rar 8 | 8l 89 70T & aRerd fa=r arsd g |

Sar 8 | Serd ford afe amu fady cell E5 # cell A5,B5, C5, D5 arT fewmr ared g | a1 99 cell # formula=
A5+B5+ C5+D5 551 w9 # w1 g et Cell # formula w71 @ forg amu 391 cell &1 #1fGa o= wRIRon text
data @ a3 g type & ARIY iR enter key press &Iy | 89 mouse 3R keybord @ =gm@ar & i formula
1 Wad © | 39 9 § waa cell & o mouse &1 |erdT ¥ click #-a 1 9 51 3RV =g type &y omd
2 | g feer cell # R = | formula &4 femrg =781 gsar afes 39 formula & SR &1 T8 Tor1 &1 aRomH

gl feQrg < § |

Formula & use 89 arel faff=1 operator

MS Excel % Formula s9= & sfed omm &1 & forg g1 Operators &1 SUaRT &xd & | dig operator f&dt @
S dTell f&ar & gamar 2 | Sl & fay “+ Ta operator & | il &l |l &I Sired @ fEar & forg & | Excel #
. fo1. operators g © | Excel # operators Following #iftr&f # arer sitar & |

(1)Arithmetic Operators:— g7ar IuarT TR fFaet & g far smar g 1 3 9 gaR 8-
(+ ) Addition
(= ) Subtraction
(*) Multiplication
(/) Division
(%) Percentage
(™) Exponentiation

(2)Comparision Operators= & gRT &4 QI AFI ®1 3T H T B 3 | AR IFD IR & JJAR BRI B
2 | 3 operators /1 & —

= (T"eR)

> (@)

> = (ST T RIR)
< (v1e)

<= (BTeT a1 W)
<> (TR 1E)

(3)Text Operator— Excel % a1 v VAT TRRdde(&) 3muver operator © | 3R gddT U Text &l e
far Sirar e | afe a9 B4 5 ‘aero’ @2r Bs # ‘plane’ a1 wren '=B4&Bs5 3!
Ex:— Aero 3R plane faemar s (text) Aeroplane s=mgem |

(4)Reference operator (FigH):—Excel # cell &1 e <71 & fog e Operator &1 aRT far S € | 99
arfdres grafera operator ® & UaRT fiell Range &1 9am & ford fasar Siram 2 |

a1 A4:C8 @1 1) 7| et A4 Cell C8 derm g7 9 a1 aret w1 Cell Range |

Order of Evaluation
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Pz Formula @m aRem < I8 9 aid W R #=ar 2 % S Operator &1 WART 69 &9 4 A omar © e
Operator &1 &1 ugdl a1 R I8 980 As@yVl © §9 Jodid Pl $H 39 UHR © —

IS e — ()
Negative Number — (-)
gfererd — (%)
BRI — @)
RNIESRI T — * g (<)
SR @I "eM T — + 97 -
BICUECARSI S — &

(=)< >IT<=I1=>I1 > 1 < gl
|AE wreifear & Operator &1 0T iRt 3R 9§ &3 R &1 Ol & | Al o $9 A& 3felidT fHell qoN &H H

TOET HRAT =8 & Al @ ol JAMUBT () BT TART HIAT AMMRY | AT P HISdh 8 Al Gad Wik dIcl B Bl I
UES BT SR |

Q17-Cell & Hew & 319 w1 T € | GH=msy ?

Ans.Formula ferad w9a &1 wmereR it Cell @1 ik &fi—a+ Cell @t Range &1 ded <d €1 smaa Cell &t
He¥ a1 ar s9adr uar 9 = Type @=a a1 Cell &1 Click axa feam s | Cell @1 Range @1 | 39 Range
@ M- @ Bl arel Cell &1 gar forgax ik 59 9 # @ &1 g i A e g

SN B, : Cg 39 TR @ o &I a1 ar oMy g Type &) |dhd & ar Mouse. & gv Range §9iax < |dhd 2 |
Cell ¥c¥ 3 UdR @ 814 & —

e — Absolute
qTUeT — Relative
IGIEG] — Mixed

(1)Absolute :- fAxuer Cell W # fo=ir Cell g §/Row w=areik Column -\ & Ugdl Usb — formg o fear Sirar
g o $B$C e fFRUeT Hed ® | T Hed Bl Bl Ahe B GHY 98 9aoldl Tl dfod dal Xadl ® |

(2)Relative :- Relative Cell Reference # wdi #ig & S 1 a1aiq $ g &1 warT =€ fobar iar 21 99 04
Cell sics &1 v& Cell ar g@w Cell 3 Fea far Sar 8 a1 9 wew oo 5 |eT R & R 98l Wi & |

(3)Mixed :- Mixed Cell s #H.ar af waar dfadq & dwar &1 M fRUe 2iar ® o9 3 dad & 1@ Cell 8 R
Cell # F&a fHar SIrar 8 dr SAGH fARber wIT a1 98! 8T © | dael ATUel 91T ATUeT FHedl &) avg 98al od © |

Q18- MS-Excel & Functions & &ma @ w¥sd & ?

Ans. Excel # Suser Function Wi wrfaemell glauri & fS9a! Sdr | o Sfed ¥ Sifed drl &I MEFT 9 3R
T © 599 Al Functions © fHa1 weraar 9 oy Solii-RaRa TvERI, |ikera! ToMR, f[awi TER iR a8y w)
ggd 9 PR AR Fhd. g | Functions @1 warm Formula @ wu & a1 g@y Function denm Operator & rer sifcd
Formula s+ # far e 2 |

s+ Parts.of Function :- f&=t Functions @ =1 917 8 § —

1. ~Functions @r1

2- Argument
Functions Name Excel &1 &3 faviy v grar @ s Function &1 ggamr 9irar & | ik Argument a7 @1 #1941
foeft Cell arerar Range @ e 81d 21 fasdt Function # magae Argument @ & S9a Syntax @ AR I
‘g AR fHa-T 1 81 Fadl 7 | &l & forg SQRT (3025) % SQRT was Function g T 3025 a1 Argument

|

Functions Catogory :- Excel & Worksheet Function @ & e g9 & dR gfaer & foy 9= 4 siforl 4
dfer AT T —

1- DataBase

2- Data & Time
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o
1

AN N NI N N N N 2 TR SN

Financial

Logical

Mathamatic & Trignametry
Information

Look up Reference

Statical (\iReran)

Text

Date and Time Function :-

Date - & @1 @

Day - ARG &1 fad
Month - fbw aRRg | #18
Now - CRGIBIREER]
Today - SIS ECIEGINEE]
Weekday - fodl AR &1 fad
Year - fooedY IR # a9

Mathamatical Functions :-

ABS - el e 1 FRue™T

EXP - Exponential

Fact - ot wwer &1 Factorial

Int - el W& &1 guiie A

LN - UTehfcieh STgTuTe

F Log 10 - MR 10 WX ALITUTDH

MOD - T 9TT @7 Avwd

Power - fodl | a1 ard

Round - e ¥ <eMera sier a6 Fdead dH
SQRT - Pl o A &1

SUM - feedt &1 Fem &1 AT

wifgrat Function :-

Average - < g IRl BT A

Max - SERACCIGEC]

Min - AIH BICT G

STDEV - LIECRCRDE

Text'Functions

CHAR - el fa gU @rs &1 quf

CODE - =it avt &1 Brs

LEFT - fodl ureg &1 9T 9T

EX - Q1 TSl Bl JA DRl

LEN - el aTeg ® goit & e
LOWER - T ureT &1 BIC 1Rl 3 qgerT
MID - el uIeg & 4/ BT 9T
RIGHT - fopdl ureg &1 ST 9T

TRIM - URY AT 37d & |T ATell I FH1G BT
TEXT - & g8 A=l &1 ursy 4
UPPER - T ureT &1 9 JMeRI H g
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Logical Function :-

And - eI

If - i

Not - el

Or - 3ferdr

True - |G 3dl Bl
False - Y AT el

Q19-MS-Excel # chart f&d wgd 8 | T A fHa UoR & 8 & |
Ans:-MS-Excel # f&# worksheet # «R gu Data @ 3R W 3 YR & &l I o9 Arr chart @kedr 9 991
ST wad 2 | chart f&=ft Data @1 Graphical %4 # ygei= grar € | Chart &1 ama chart tool bar & grv.smus! gzaT
| &A1 | 991 9ahd © | chart wizard @ gRT 1 g9 chart s | &9 |Wad © | chart §9°5H. & geErg S9 print
A1 o) 9&d © | excel & chart # s faevyar € f& @ W ey 39 Data # @1 uRadd &xd & | i o chart
MR € | o Weafda chart § ag uRad= &= fear rar 2 |

1)

)

(3)

(4)

©)

Types of chart:- chart 3% &R & B1d B:-
Column Chart:- v chart fSraw f&t #1997 &1 U& areafer column
H fa@mr Srar & | g9 a1 Data SRl &1 X @1 WR 3iR Al by

e W) femar siar 7 | (vertical)

P

Bar Chart:-Bar chart it column <1 g1 8faT1 8 | 3fdR $ddl I8 ©
o s+ faf=1 Data sifPri & @1 &1 &faes bar (Horizontal) gt
fegmar srar 2 |

Line chart:-line chart # faff=1 Data #ifrai & A1 @1 faf= fawgaii
grT feamr grar 8 )R R Yl g1 ST 3 oirar €1 39 SicR

& 3arormar line chart column chart @ avg € 819 2 |

Area chart:- Area chart «Y line chart & a<g £ g81a1 8 | 3fcR dad B B
\ @ i W
Pie Chart:- 39 ysR & chart § @ad teh 599 Data ooft &1 foxaman

ST 2 | gad A= A @ Te g @ fafi 9T a1 select gRT R@man SAr ® | Ud MIT B SMHR
IS AM & U H BT & 9 A BT |l IH 9N & U &1 USRI
forar ST ®
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Q20- MS-Excel % Chart ssm & Steps fafed ?

Ans:- 579 Data @ 2R W @Is chart =1 Sa1 @ | 99 3refar chart ¥ &g dog 8id 81 o 1 2:-

Titles(3¥®):- ¥ chart iR 9 <M1 31l @ e 810 @ | 399 &1 uar @erar ® | f& chart @ (what) fewam
TEAT & | IR IS el & AWl b1 ar A 71 (X IR Y)

Axes(3ier):- FmrIe: fhdr chart § <7 s1e 8l & | e S9er X 3R Y 31 H8T oIl & | §799 9 Ud 348l U

parameter &1 @rad wxar 7 | T9® A 99 3feT R Y@l a1 95l g1 fiwn 9 7 | X Jer-year @@ y sie-(Rs-)
R BT feEmar g

Data series:- Data series 35 91 @1 gfe™il & | 5= g4 chart 9 fe@rm =@msd 2| 81 &g 3k fda1 a1 Data
series ¥ I f=1—f=1 =1 & column grT fRarg omeft 2 |

Grid line:- 3 {w Background line grft 2 | 379 &% % Data series & @i &1 &R Tl ge1 & | Grid line
3 UHR B B 28—

Legend:- 3 &4 chart 3§ Suanr &3 & =1 geR & columns <@g <dir'e ) fa=gail ik i &1 3ref 9ard
[T Ui Data #1off & fog |ad 81ar & Sf arc H fwmar Sy o ) a3 Qi a1l SWR A {6 B 7 o)

feemT S FahdT 2 |

Data label:- & fo=f Data Series @ ardfd® 719 814 | ST chart # S& Am-®hauad &= arel columns line =
ferg(mark) & ot € @ 91d 2 |

Chart s9m & forg f1. for. steps = follow =9 & 1

(1).fra Data @1 g4 chart =1 2 39 Work sheet # sduem open axd & [SaTeRumei—

sno name sub sub2 sub3 total per
1|Rarme 56 &7 45 168 56
2|Santosh &7 32 55 154 51
3|vinay 77 56 B6 199 56
4|raj &7 34 77 178 549
Slrarmesh 77 56 45 188 53

Chart Wizard - 5tep 1 of 4 - Chart Type

(2)Insert menu # chart option w click %=a g | a7 standard it s | ot e
toolbar # chart wizard button @1 click #xa & | fore & chart | oot o
wizard & uger Step.screen W i@ <t 7 | g9 chart W& | |y EG v )
chart @1 goR a4 & | g2 Next button @R click axd 2 | Efi:; m m EEE
0] Pie:
(3)sw Step +#@w chart # ysRi@ g arel Data @1 Range @1 5 KV (Scatter)
e - ) oAl (50
e Daughnut
@Radar
@ Next button w= click &=d g | @ suoce @
(4) gq:r Step ﬁ Chart ar Tltle Type W % | &1 X- & .Q_Cr y_ Clustere_d Column, Compares values across
31er # @@ Data uefRfd 81 @1 & | 99 Type &xd uzarq Next pteserie.
button & click &= _
[ Press and Hold to Yiew Sample ]
g 1 Mext> | [ Finish |
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Data Range Series

Chart Wizard - Step 3 of 4 - Chart Options

Titles Axes Gridlines | Legend | Datalabels | Data Table

™0

g0 Chart: title:
=0 1 Result Reszult
40 — —
O Seriest i
30 — Cakegory (3) axis: o —
= Mame &0
10 — — 50 | |
o Value () axis:
Fame Fantash winay i ramesh 40 — ey
Per| 0 1 — -
20 — —
Datarange:  |=sheetl!$Bg+:$B8,5hectl $GH4:$a46| o —1
Series in: ) Rows o
- Fam: Fantosh  winay i rames h
(&) Calumns H
El 1

Cancel ][ < Back ” Mext = l’ Firish

Cancel ][ < Back ” Mext = ][ Finish

Chart Wizard - Step 4 of 4 - Chart Location

(5) s step # chart @1 g9 ®ef UeRid &= a8 & | A [, ...
worksheet # @ =i§ worksheet ¥ 3% set faar oer & | .

aerr finish button # click #== w* chart screen w u<fRfa =& ==
ST 2 |

Chart1

) as ohject in: Sheet1 v

Q21-MS-Excel # Data @ Sorting &% y&R @ SIi 8 (o ] [
? T

Ans:- Excel @ worksheet # Enter f&a & Data &L-SUaNT # offd

A | g9 table @1 foft oft field @ sort &= d&d 2| IR S TSR { sore by

afe emawgs ® | o sfaRad field w sort @x/9®d &1 | &\5.-Column T | © Ascending

@1 Alphabet & sgaR ar &3 ™ &A1 Number. & 3Jgar sort &= O Descending

d&d Bl Sal & fov 89 e fad 1 Data # Name field & srgar | Thenby

sorting @xa ¥ | s9& forw Name field @1 select &3/ | v ggsﬁe”di:_@
escending

Sort and Filter button w click @¥ | menu.option sort A to Z @ {M=n® |

click & | excel wa: wqui Table @ @icd cells @1 wRfEd &= <ar @ b ggscendgg
| 3k Activated cell @ column @ list sort &= <ar & | a9 Name s
field # fgar 7ar Data sed &7 H Ato Z sort & <ar ® |

Q22- Ms-Excel 3 Auto filter & STaFT &' wHazy |

My data range has
(%) Header row () Mo header row

[thil:uns... ] [ O, ] ’ Cancel ]

Ans:- Auto filter” t& Record @& uar emar g | < Afe=a Criteria
match @=a 87 3R 39 Records @1 furar g <t Criteria & match =€ @=a s list @t filtering &1 Sirar € |

SR ST # e o WdhdT & | A fp e [v[nmame [visubl [~]sub2 [»|sub3 [>]total [~v]per v
AR U worksheet # g9 TR @7 2 | oot SZZ‘EQ;'!;E.; g? gg gg 123 g?
1< Table # fa=i field 31 Actovate &% | | 77 56 BE 193] 66
2==.Sort and filter button @1 click &% | u %F.Eti.?n}} ?; gé E ];g gg
3- Filter button =1 click @< | Rame
4- Field ¥ Filter @1 button e <t & | | sanmeeh
wvinay

5- Excel & field name aret & cell #
filter

H)rop Down arrow SirsT 2 | 39 W click & &9 f&a 1 faf=1 option g=1 Record @1 felter wva <@ wad @
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P.C. Package

Unit-5
Q1- Power Point & 319 &7 w9e1d € ? $9&T ST fe &= # foar oirar 8 ?

Ans.Power Point MS- Office Package @ afaiid u& Program @ /e gRT e Slide w smenmRa wRgfaansl
ARl AR R Fad & | Power Point Program fafi=1 gaR & dRfiaa<er wRerdr R Sfiedm 9 R &R S guRT,
Edit @<= qerm Presentation &1 Show fe@m™ # gAR) #e< @xar & | Power Point & SuarT &1 &—

1. Office % Emplyees @1 Traning <= #|

2- fo=ft Company # fo&=ft Product @ Launch &=+ # |

3. School, College # Project @ Presentation &1 s & forq |

4. e faRy v 9wk Seminar <9 & forg |

Q2- PowerPoint % 'New Presentation @ Create f&ar imar 8 ? @9smgd |

Standard toobar Formatting toolbar Close button

Ans. MS-Office & s Programs @ e Power [rsrmmsimsmn #J}_( )
Point @1 « amy Desktop a1 &= Folder # swe Icon | v oo : ) Window

a1 Double Click #~x& uR® ax waa €1 a1 Start Menu |+ ey e

@& All Program & MS-Office & siaifa MS-Power T T e
Point Option @®' Click @xe Power Point @1 yR® &% gt
REI MWlndOW YU UPR ﬁ@ﬂ%& adl B - Click to add title

Power Point # New Presentation 9@R @<ar Power
Point # s Presentation (IR &= & ferv s Main
Window @& <t 3k New Presentation @ Taskpane #
e & Option & gRT a1 Presentation R &R qdd
g1 3R zw Taskpan amu &= fafrt & @15 New. | -
Presentation tTRIR &= ddhd & — | l dlapoen

1. @ma Blank Presentation % wRw @x &g € s | |
I gfaursa New Slide sk Gl Sire s  view buttons
g
2. amg Design, Template & Presentation &1 9&d & a1 # I6H AFEN SIe A ¢ |
3. Auto Content Wizard @} \eradr & Presentation Siesl 3R M & 991 Fahd ¢ |

Blank Presentation:- s Option’ ©x Click &=+ w New Presentation == & ferg Blank Slide fewrsg <t 21
g9 31a Presentation @ 3199 Slide Pane # Right Click @& New Slide Sire \ad & | @ Slide &1 Layout
Change f&ar 51w & | 9@ g1 89 Slide # are—arer yaR & Content Jer &3 7@ 9d 21 39 UBR &
Slide &7 aroe s R _Format @x d&d & 399 A= ysrR & Animation Apply &R d&d € |

Design Template % grRr— Power Point w Presentation = @r] & & forg aga ¥ Design gl ¥ SU«e
o2 Design Template ®=1 Srar © 1 39 Use &= @1 [y FemgaR gi—
1.-.New Presentation Taskpane # Form Design Template Option @1 Click ®ifsig gw=1 Slide design Task
Pane Open grar 2 |
2. 39 Task Pane @ Form Design &1 Click @ifsg |
3. ¥ g1 15 New Slide wr Design Template &1 it §99 9 96hd & 3R 30T Presentation srem—arerT
w0 H TG I & |
Auto Content Wizard:- I8 va var Presentation g < amui Presentation @ Al @3 &= H Ul #Aga
IRAT T | TE AT HF U9 JBdl ¢ R S8 SaR & R W UYgdl 9 gk Template &1 v axa
s forg Slide TR w=ar = | 39 Wizard @1 uR¥ &=+ & folw New Taskpane # Auto Content Wizard
Content &1 MY | s99 s9@T ygenm Dailog Box weRid #=ar & a1 811 2| $9@ a1 ¥ # Udh ®icl A1
Flow Chart 2 f5ra1 uar =refar 2 f& a8 Program &g Dailog Box @ #rewm 9 smasy amu+ Presentation @&
IR H P IHEGINAT U< dRar = | o Presentation @1 ysR Presentation @1 fafer Presentation & fased
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M| 1 THSTRAT & IMIR R & TRITHIU TIR B 7 3Maeadh Ferddl dl et = | 37el Dailog Box
R a1 & forg Next Button @1 Click &=a g @ik afe fUwer Dailog Box = am wmar & ar Back Button
Click #=a1 €| 389 fafi=1 ywR & Presentation @1 &3 Series # dfcar d@mm Sirar = | 3my R/ Series &7
Presentation &R @<= @red & 39 Series @ Push Button @1 Click #ifsig |

Q.3- Slide & faf=1 Views &1 ¥ =Sy ?

Ans. Power Point # Slide & o =+, WUf2d & @1 S <@ @ &3 At el € g Views &er wirar 2 |
g1 g1 Slide ® ey R, AUk v qAT IHI WE HH <7 H 9ga Aergar e g1 Power Point # fferRad
Views g g:—

(DNormal Views :- s View # ama Power Point @ Slide % & &+ f&ami o) dad € | 399 Power Point
@1 Window &1 <9 w1 # dfeax famar sirar g1 s98 &1 TabSheet 2 Outline Slide, Outline TabSheet # g
yr@ Slide @ wuRw@r <@ Wad & | fo=a# Slide @1 2five ik g fa=g wifia g €1 59 Tabsheet # Text W @i
FRAT AT Urgy Type &A1 GuRAT, ufdaai &I gaRerd &eer onfe Ixel gar 21 emavgs @ weew Outline
Toolbar @1 1 @l wwa € g9 forw View Menu % Toolbar @ Submenu % Outling” fawea @1 Click #1f31g |
Slide Tabsheet # @+t Slide B amepR # fewrg <<t €1 g% Click @=a oy fa=dt Slide &1 93 3MHR # <& A&
2139 View & 0 S0 91 # g g2 Slide a1 adwm Slide et avft faeiwarsii @ AR sper # @ i 2
?ﬂwﬁﬁaﬁ,?ﬁﬁmﬁwwmwﬁwViewzﬁaﬁaﬁﬁzﬁwﬁmmﬂﬂaﬁhﬁm Notes R dad

|
(2)Slide Sorter View :- 39 View # amg Presentation @ 5+ Slide @7 T &1 ©Ic ©9 § <@ Ihd o | o
aft ureg derr o Y e S €1 Slide Sorter View # ama Slide &F 3rg gzeiqaR fadl ff 9 § & dad 2|
gl & & ta Slide & SR ¥ Slide 1 & W& € g9 Slide sge @i-fafyr dom Slide T S9! a¥geli W
Qnimation @ g1 W Set By ST Add €| ST € 81 399 o fafa= Animation wHmat &1 sraaidT T dR Adhd
|

(3)Slide Show View :- s View & Power Point Window & 3= a1 d<di &I T—I9 &xd Ub IR § dad Udh
Slide @1 ¥ ¥ wu ¥ fe@mar smar 21 59 View, & warT ardfas Slide Shows &= a1 qanamd a1 H f&an
SITAT 2] SAH QMY Ud Aged U9 A U 3gey Y@ @i dad 1 o fhsi dfe & Black Bord wR & ol ® 3
XGR} Store 8 @1 S Wahdl 2| 3R Slide gga= W 9 81 9l g1 39 View # Slide & to—va ax fRuiRa &0
#H S fou g fed T i wamal & A <@m o Adar @ | Power Point # Presentation TR @k R fe
faery &Rl & forw Ifad View &1 g1a Al gede. 5 g9 o a1 ar View Menu 3 S fdden &1 g1 Sirar @
a1 Power Point @1 Window # fi=et 01 @19 R e &1 View Buttons &1 SuiT fdam Sirar |

COURSE

Normal Views Slide Sorter View Slide Show View
Q.4 Power point # Slide @t Insert &<r Delete @ @em Copy &% fasar wirar 8 | w#sngdy ?

Ans._Inserting Slide :-af& am s Presentation # t& New Slide Sirem =@ed € ar Insert Menu # New
Slide Option w srerar Formating Toolbar # New Slide Button @1 Click #1fS1g | g@% smuas e Slide @ a1
v New Blank Slide Siecit wmrfi| sk g Windows & Taskpane # smuat &3 Slide Layout fewrs <& | s
Pane # Sucrer Slide Layout # & f&=fl & ameR wR g a9+ Slide =1 waa € 579 9 fawsir ot Layout &1 Click
Fxd e | 39 sl New Slide @1 ST Layout & AR &g 9rT # dfe faar S| a9 Slide Sorter Views
# & ga 1 New Slide +1 Sirs & &, 9=g Slide Show View # &1 Sire |ad |

Deleting Slide :- 3@+ Presentation &1 f&dt Slide &7 gem & fou fae «f View # 39 g9 iy ok 39 Edit
Menu & Delete Option = Click #IfSiy 39w gz Slide 799 & SR |
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Copying @t Slide :- Slide &1 Copy @<= & ferw Slide Pane # Slide @r Select #=a 8¢ s& Edit Menu @
Copy Option & Copy @<a Slide Pane # & paste &= s&d g | a1 Shortcut Key Ctrl+D Press axa Id@! T&h
Copy IR &R |&d & |

Q.5- Power Point & Slide # Bullet List f&g ysR Insert @ <1 |t & | 9T ?

Ans. Presentation % Bullet List & Aree™ & @5 fawa Uqd &1 Ta Yferd Ufbar | 3 fd<r 4 Slide w® &g
1 Bullet List Sire wad €1 I8 List @8 =i @1 W &1 9l g f&dr Slide w Bullet List g9 &1 fafey f=faRaa
g -
1. 99 Slids @1 Open @ifviw @ amy Bullet List evmr =@ed €1 mawgs 89 w® wa New. Slide
Presentation # g wad € |

2. Insert Menu # Text Box Option =X Click @ifSig gwa Slide w Mouse Pointer @ ta A1 &1 iR dadbd
qrel IR H 981 SIRAT |

3. 39 |ag Mouse Button gamax (Press) Mouse Pointer &1 @ied gU 9« AThR T, AMDIR. Al-AAADHR
BIer 917 3R Mouse Button &1 srs €Iy | 389 a8f ta Text Box &9 SR wg/ S Cursor 3 S |

4. gt ama sra= Bullet List @ Item Type @ifSiv| g« Item & dre Enter Press #ifvTg |

5. |91 Item Type @=+1 @ d1€ ¥+ &1 g4 <oy 3k Formatting Toolbar @ Bullet-Button @1 Click @ifsig
99 9 94 Item Bullet List # gga SRR |

Q.6- Power Point # Notes gom Handout 9§ a9 w7 |Hs & ?

Ans. 3 U g € S gan @1 Presentation & w89 | 91 | M. B ol <1 Gl € A AHRIG: IS W
BYl gU RO AR TR AT gaI9 Bl g | Presentation & @9y A a1 Slide wR fawrg =€l < | Notes page &
gr1 Slide & == ywqd@arl aroe forg Tips feraar & St Presentation &1 &g # e7a 81T 2 |

Creating Notes Pages :-

1. View Menu & Notes page @1 Click & |
2. Notes Page View # Slide @& =@ Notes @ foig'ta Text Box wefia grm 96 Text Box # Text Type &I |

Note Page &t q&=T -—
1- Slide Show & View Show & Click &= |
2. Slide Show g% & wr Screen @x.Slide Show Control Button @ Click &v |
3. Speaker Notes &1 a7 &3 389 Speaker Note Box fe@ms usdr = |

Creating Hand Outs :- 3 g5 wiHand Out & & ST siiamsii & dic S & S9 UR URI[IBR0T & 941 a1 g1 g8

Slide Bl il €1 Power Point .k U g8 WR 3 ts & ©: da Slides B9 W& & | Handouts ggfaexor &1 wur
BT WU T

Printing Handouts := Handouts @1 8= & fog -—
1. Presentation. @1 @t 5741 Print &= 2|
File Menu = Print &1 g1 Ctrl+p Key gari |
Print, Dailog Box # Print What & Handout &1 3 |
Handout Box ¥ Slide wr Page & Pull Down Box 9 sfeed w=m g |
OK Button == click ¥ |

a K e b

Q.7- Slide # Graphics, Sound @ Movies & &9 y&R Insert faar Sirem 8 ?

Ans. Power Point % Work @=d &wa 89 faf=1 y&R @& Graphics @7 Sound @1 dem Movie @1 sroe Slide #

Insert &= wWad & R g9R Presentation iR 1 a&@y® 3R IR 9 F99i- a9 949 oirar 2 | MS-Power Point
# Picture @1 Insert @<= & forg fefaRaa Steps @1 Follow &=d g —
% Power Point Slide # Picture ar Graphic & Insert &4 :—

1. |rgd: Big W1 Presentation Picture @ a1 qx1 €1 81aT| fawg @1 el dRe FHIM SR Sideil bl grfad

¥ @ fog ot Slide & faf=r yoR @ faz afwferd #=ar smawgs grar &1 Power Point & & @i® gfaenm
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et & f& 81 9 @aa MS-Office @ w1 Program sfes arer @ w1 Package, Coral Draw, Point,
Photoshop, Photo Point anfe gr1 daR f&ed T fori, i enfe @rRfl @f sraw Presentation # wnfia &=
Iohd 2| afe g et File # Sucter &1 a4 Picture sra+ Slide W oFm=m @med € S9a forg 39 Slide
a1 Select @St RS9 *ma Picture Sire=m @med 2 |

2. Insert Menu & Picture Option © Mouse Pointer = # g&a&r Sub Menu Open & STRRT |

3. 34 Sub Menu # From File Option @1 Select @ifsig /@ Picture Insert @==1 &1 Dailog Box Screen
R fe@rg <

4. 39 Dailog Box # amu fodt +1 Folder @1 f&<il «1 File # w1 gam Picture gg ¥&d 8 s9a uwarq Insert
Button w Click @< w Slide # Picture S S| Picture & =Rl iR @4 gv Handel @1 geraar |
MY H AATR 3MHR H FTardx 3+ Slide wR fo=dt ft w9 @R o | € |

% Slide # Movie Insert grr :— Slide # Movie Insert &= & forg fa=ferRaa Step @1 Follow a=a & —
Power Point @ Insert Menu =R click &= 2| S@a uzarq Movies & Sound Option wR click &=a & | e
gefRia &1 = 9 Sub Option Movies For Clip Organizer a1 Movies From File 9z Click &xa €1 e
TefRia & w2 Box # & Movies &1 Select axa € a9 5 a8 Movies R Slide az welRia g smit 2 |

% Slide # Sound Insert @z :— Slide % Sound Insert @<= @& ferw Insert Menu @< Movies & Sound
Option & sfasfa Sound From Clip Organizer Option w Click &= €| @r.Sound From File Option &
Click #=xa € frawr f ueffa 8 <@ Box # & g4 Sound File @1 Select &x @& & | o9 &4 presentation
a1 e ar 7' Sound Click #== w= ar Automaticly Play g/ |

Q.8- Power Point § Master Slide & 3m7 Far 9= & ?

Ans. 3 ama Presentation & forg e+ Design a9 ared @ di-as @10 Master Slide & gRT wxaar & far <
aoar g1 fadr Master % Background, Logo Font, Colour, Time @ Date, Page No. Etc. =nfie g0 €1
Presentation # f=faRad & forg srem—erert Master &1 & =
1- Slide
2- Handout
3- Notes
Power Point # ugal & &1 8¢ 9gad & Master Iueier & it Designs Template # Store f& wa & a1 9 Master
Pages @1 3u1 garR Change ¥t &R |ad 2 | A9 Master # Sir Wt ggR &-d € 9 sl Presentation @1 w1
Slide @1 g R o] 8kl 21 If Mg =@ ar ol faeiw Slide a1 g &1 Master @& 9@ | 919R 3@ A o |
Master Slide # uRada & & forg famferRaa Steps @1 Follow &=a & —
1. 31941 Presentation Open &IRSTY |
2. View Menu # Master Option = Click @ifsrg dem g9 Submenu == wef¥fa & <= Option Slide Master
# Click @ifs | foraw Slide Master fewamar SRmm |
3. 39 Slide Master % ®g Element. g smu & Element & gur &= =@ed & 89 Click #ifsw ik MS-
Office @ a@-id! &1 TaRT dxa s\ Style Font, Colour, Shape Etc # uRads @ifmg |
4. 3my =g or Master Slide % ®1$ Picture S :—Logo ! Wi w&d & | ¥g Picture Presentation @ st
Slide R ARl <1 | 941 aMaead uRady axd @ drq View deaax Slide View # 33T iR (6T R
a1 Slides @1 <Ray, aifes fedt Slide &1 wu favre 7 A1 81| W& awdd 8 98 guR ) SIY 39 avE
amg.8ra=, Presentation @ forg g==x Master Slide TR &R |ad 2 |

Q.9-" Power Point # Presentation @& ueara S8 <@= & View Hefra Option & |#snsy ?

Ans. 15 Presentation TR @R o9 & UZETd G99 AEYUl Time dd 3fdl § o SRl & dHd 99 UsRid faar
ST € | I8 UG AW 99 Uel R @™ & Suawel &f ot LCD @1 srow Computer & Sire @xa fhar STrar
2| AfE &Rl @1 W 9gad diaa 8 ar Moniter Screen R+t I¥®1 geeE fhar S waar &1 Power Point #
Slide Show Menu @ 3@ View Show Option w Click &v& @ function @ F5 sam@x & &4 Presentation
B TG qHA B |

fe amg Slide Show f&<t =7 Slide & U~y &==1 =med & of Slide Sorter View # 3mar 99 39+ Slide 9180 3iR
Power Point Window & €3 faet &9 w® View Button # & Slide Show Button @1 Click @ifSme | s8%1 wee
gcir Slide & oy &1 ST |
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yeeH & 9Hg 84 9HI—awd IR Slide dga @Y 3iav¥adr Bkl €1 g a1 o1 fAefad wwy 9re Automatic fafr &
Slide @1 9cT Whd € IT 59 MU A8 I FHY dadl Fahd o | Slide ggar & forg fr=iferiad Steps &1 R SIforg

1. 3mTelt Slide R o1 @ forg Mouse @t aR-ft Button @ Click @fstg srerar Enter Space bar, Right Arrow,
Down Arrow T2 Page Down Key &1 Press @iy |
2- fosel Slide % arfts =1 @ forg Back Space, P, Left Arrow, Up Arrow @ Page up keys # ¥ fedt @r

A Press #ifoTg |
3. Slide Show &= # & A &= @& forg Esc Key Press @ifig | fsrasr f Presentation w5 81 SIRRM |

Q.10 Slide Transition & |H=MsY ?

Ans. 3o Televion W §¥9 98a & 3Md WUl &I <@l 8RN S f6 A=y wwral & @rr Rerg <ar 810w @i
garal @1 Slide gRad= @1 ywra wer ST 81 ey e Presentation # ) U 99d SO H-d € | 59D forg
Normal View # amu @ik 5 Slide @ forw smy uRad= g Set &= =@med € S0 gaaH Slide s=gwi-srg Slide
Show Menu # Slide Transition Option @1 Select @ifsg | = Power Point Window #. Task Pane # Slide
Tranition Pane Open & oirar 21 39 Pane & amg ) waR & Transition w4ra Set @ \ad € |

99 Pane @ Apply To Selected Slide wrr # 39 far g Options # & Slide uRad+ &wr®ig ¥ yv@ g4 Fad ©
wd Modify Transition «wr (Part) # amu Slide age @1 7fd +f Set &= \od 2| 39 Pane @& Advance Slide wmr
# Automaticaly After Check Box @1 Set @xa 3ra ammg Slide dqa & 83 i Set a% ddhd & 9 Iold 39
On Mouse check Box Click @1 Set @< Slide see™ &1 &R W93 & wdd = | Slide uRads & wwra Set &=+ &1
o1 ama Slide Sorter View # ft &) 9&d 2| g9a forg 99 Slide @®r s+ =me-(Current) Slide s=msy 3iiv Setting
Change @S | Slide Sorter View # 3 t& 12t g Slides &I gaqdr S9@ foly Ta oI y9ra Set o) dad € | T
3 g Slides g7 & ferw Ctrl Key &1 ga wgar 3= &9 Click #ifsiy |

Animation Effect :- siiarett @& wwer 3ru=m Presentation &xa \# g ura: U giar € fb 9 &1 g @rs Slide faxam
g o v 9R § & g Slide ug o iR R 99 fAwal @ U s URM @) § fea @dt oy oM wRe arel o |
=y o gaar & forw Oy fore UeT dee arel B8 S99 999 &7 9ol S I8 © 5 9 Slide &7 v R # &
Screen W @™ @1 998 SEDI AT Bl UH~Udh HRd SS9 HH H SCreen W of/™r oY 5 &9 # g S9a! adt
PR W | g8 dd Animation ywra Set wxa fhar S ddbdar 2 |

Animatin w1a Set &1 @1 w5 Method € s wed w=a fafr Animation Schemes Pane &1 5T & (use) s
Pane % ®w$ Animation Schemes <1 g gl 2| fd<l Slide ik 379 & &« Scheme &1 @] &=1 & foly ugel 39
slide T s+t Current Slide s=gq | /= List % & &« Scheme @1 Click #xa v | amus gR1 g1 1§ Scheme
Current Slide R Twhra @] &1 S|l © | Ife omd fdl Animation Scheme &1 &+t Slides R @ &= @m8d © o
ggel 39 Current Slide o o #ifsie v 559 Pane % Apply to All Slide Button 5= Click @1f7g |

Q.11 &« Presentation &t Print == & farg Steps &1 HHsSY ?

Ans. Power Paint # amu e+ presentation @1 wRft S — Slide, Handout, Notes etx. @1 sra=r printer gwT
SR WR-Printc@R dad g, difd a8 sl § il o1 |96 | 98 & &34 @ forg File Menu # Print Option a1
Standard Toolbar # Print Button @1 Click @1fig| s99 ama Screen R Print @1 Dailog Box @iy <
g Daiog Box @i MS-Word @em Excel @ Print Dailog Box @ @z & fe@r <ar 21 gad f=faRed
Option & & —
1. "Name :- g Option & gr1 &1 Printer & =9 & Select &= £ |
2. Print Range :- 9 w7 # 3y Print @1 < aren Slide @t Range aar \ad 1 afs sma i Slide @1
Print == =mea € 1 All Radio Button @1 Select @ifSig | afe @aer Current Slide @1 Print &==1 =med €
ar Current Slide Radio Button @1 Checked @ifsit | siiR afe e g1 g Slides @1 € Print &%= =med &
ar 94 Slide @1 g7 Selection Radio Button @1 Checkecd #1fg ar Slide Radio Buooon @1 Chcked
Db b AF © Text Box # 59 Slide @7 &1 dw@n dfog |
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] . l Print E]E
3. Print What :- & Dailog Box % s 9/l &1 9 T [ e

NI % sq 3T Print hN- aTga— % aﬁ — Slide, Handout, Hame: 2# Microsoft Office Document Image Writer

Notes, Outling anfe o ugel 3@ List Box & Handout | S e o e insge ke Orver
Option zﬁ ﬂ:[ ?‘ﬁ%ﬂ’l —{;W aj’—gj AR ﬁ[ Handout «r7 afeyg \év:nf:;nt: Microsoft Document Imaging Writer Pork: ——
8 ST | 3mg Handout & w& Page W 1,2,3 a1 4 TG 6 | pevenee .

Slide B w&d & | @& forg Slide wv Page Drop Down | @4 Ogurrent side  Oselection ke of o
List Box # Option f&3r gxr £ | P -
g9 Dailog Box # o @ Check Box faa I & T | enersise rbers sngor s ranges. For oxompl, ﬂlﬂl
faff~ gpR & T Sa He @ forg € s Frame Slide | [ colets
Check Box @ Set &< w Slide & @Y iR & @ Print |5 _ [ oo =

81 T 7 | 3R Scale to Fit paper check box @1 Set &R+ | coloriaravsca: EE

R Slide &1 STHR BFTS & JTAR Set oxd BT S &1 | < T ettt oo

4l smavaa Setting &= @ arc OK Button &1 Click &= CFrams sides

g fS=794 Printing u=¥ &1 S 21 o) (o

Q.12 Outlook Express & 3y g1 ¥6sid & g8@8 E-Mail Account s & Step. &1 |HsIEY ?

Ans. MS-Office Package @& ofaf@ Microsoft Outlook ©es war Program & & gRT M9 30
Appointments, Contacts, E-Mail, Messages 3R fafi=1 @t o aRerd &R d6d € g9 Use ¥ dis STANTHhal
3O 98 ¥ U Afdd &R Hrafedi™ &Rt &1 ) dahd 2§ el d @ g e Secatory @1 maedddr skl © |
39 usR I8 U Personal Information S/W & o=t ama Address Book Task List, Calender, Notepad anfe @
gfaem et 21 M/S Outlook @1 v sier Version Outlook Express.a@ =/ & Window Operating System @
12y \%qoleq HRIAT AT 2 | $90T STAN =i WU 3 E-Mail Message &I wra &3+, Ao 3R aRerd &= 4 faar
ST B |

Outlook Express @1 y=% &% :— Outlook Express @1 dma Desktop @ = Folder # 3wa lcon &1 Double
Click &% URM R 9dhd & 96 URY & & 998 axel fafer Start Menu & All Program @ Sub Menu Option
@ Outlook Option = Click &< € | 1 &*d & 98 URY 8l el 2 3R s9a! Window Screen wR @it <t 21

Outlook Express Mail Account smr .~ Outlook-Express # Electronic Mail #si1 3fR Ured &= &1 9ga a1
glaar Suae & | 39 GiaeT &1 oM Soi & fo g4 srue Computer # g Connection @1 Setting @3+ & a18 3ud
E-Mail =@ &1+ faey gsr &1 Setting &=+ usdl &1 @& Company # Ig Setting siem—arerT Bl 8, R
T fafyr ve € 8l 21 9 Sarexer § BSNL @ Connection # E-Mail Account s°= @ fag Setting Discuss
IR B 2 9@ forg fmfeRaa Steps Follow @=a & —
1. Outlook Express @1 7wz Window # E-Mail «w1 # Setup a Mail Account Link @1 Click #ifsg g&91
Internet Connection Wizard program 9=+ & SIRFTT 3R I\ ygar Dailog Box fe@mit < |
2. 39 Dailog Box # Display Menu & Text Box # am=m gz1 ™ Type @Ifoig ik Next Button @1 Click
Fiforg s Internet. Connection Wizard @1 gt Dailog Box faamit < |
3. g9 Dailog Box # E-Mail Address Text Box # s« E-Mail Address Type @ifsig| ik Next Button
a1 Click @ifoig. forast st Internet Connection Wizard @1 @a=m Dailog Box fe@rs < |
4. 349 Dailog Box # Incoming Mail Text Box # 3am= areft E-Mail @1 IP Address Or Outgoing Mail
Text Box # = arell E-Mail @1 IP Address Type Ifq | fSga! STMerT el Internet Jararar &=
¥ i & | R Next Button @1 Click @1fsie foraw smuar Internet Connection Wizard @t =iter Dailog
Box fe@mh < m|
5. 39 Dailog Box # Account Name Text Box # a=r User Name Type @ifsiw afe amg Password dR—aR
Type &=+ & 991 9Ed & o usel Remember Password Check Box @1 Set &ifsig sfik fv Password
Text Box # am=r Password Type @ifsig| a@ Next Button @1 Click @1fsig o1 amuar Internet
Connection Wizard @t sifem Dailog Box ferit <o | g Dailog Box # Finish Button wr Click &= &
a1 amaer Account Create & ST 2 |
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—
Todk Lo _gpp

Send{Receive

0
i
i X Server Type
Find You can chooss the type of server your new e-enal account wil work with
. This wizard will allow you to change the e-mail
- " accounts and directories that Outlook uses.
U Address Book...  CerH-Shift+8 Oree
‘:‘_;j Organize E-mail Connect 12 an Exchange server to read e-mad, access public folders, and share
4 Rules and Mlerts. . ® Add a new e-mail account ©ror3
(O View or change existing e-mad accounts \meame-mdmwlodwd»dme-nﬂ.
| Mailbay, Cleanup. .. _ Omr
Directory lccnrva o an IMAP e-mad server to download e-mad and synchronize matbox
A y " Folders,
la]  Empty "Deleted Items" Folder
JE— ol © Add a new drectory o address book Onrre

(O view or change existing drectories or address books Connect to an HTTP e-mal server such a5 Hotmad to download e-mai and

Forms b

H syrcheonize malbox folders,
L Macro » O additional Server Types
= 2z L Connect to another workgroup o Jrd-pacty mad server,
Speech \>\_ | 51
// \
| E-mail Accounts... ‘
Customize. .. L chastll
> < Back Next > Carxel
Cptions... et ( I J [
EH I |
E-mail Accounts
Internet E-mail Settings (POP3) Ieternet E-mail Settings (POP3) i "‘";;': ';:: w:m (PoP3) . " :
Each of thesa settings are required to Qe your e-mal account working, Each of these settings are 1equired 1o gt your o-asal account working. n ol Y Settings aee roquired 1o Oat your emal account working.
User Information Server Information oloematy H afarmatio
Internet E-mail Settings PR
YourName:  |Somacne Incorming tad server (POPS): | pop, grmd,com 1 | Internst E-mail Settings "
- -
Emad Addkoss! [useribgmal.com Outgong mal server (SMTP): [snep, oot com KR simi] o (Conacton § Acvanced ctp, rooh. com 1] | General | Outgong server | Connection | Advanced Fergrerrpn
My SMTP) P
Logon Information Test Settings 2l okl v (I i op st 14 Server Poet Numbers
(@) Use same sattings as iy incoming mal server : sorn | [om »w rere|
User Name: userPomal.com After filing out the information on this screen, we U O Log on usmg e this screen, we ncoming sarver (POPY)
recommend you test your account by chcking the it by cicking the U4 [V This sarver requires an ercrypted connection (S) b this screen, we
Pastword:  |weeeneanee bestton bekow. (Requires network connection) P b connaction) 5 i by kg the
Py Qutgong server (SMTR): 2 I connection)
| Remember ’] s
8 e () his serverrecqures o encrypted cornection (52)
[7tog on using Secure Password (0
Authents: :} Teseout
ation (SPA) ‘More Settings ... [#hoce Settms ... Server 3
O Log on to ncoming mad server before sandng mal Short y Long  4dmintes @
|
4 Debyery
() Laave & copy of massages on the server
[ <eack J[ net> | [ comel et > () Romers from server after days
- [JRenove from server when deleted from Deleted Res' | [ et > Cancel

Q.13 Outlook Express @ Folder @ Use & HHsgy ?

Ans. Outlook Express & gR1 Internet & ge.g&R el | Electronic-Mail @1 sfe=—YaM &R dad € | 39
= waen 1 Folder # =aRed a”e Y@ Adhd 2 3R WO, dlcl Wl # 3109 eeR 1 &) |dd © | 1T 8 1Y
3T 3T §U Y el & Gl Al @ Fabd © /AT SASD 3R Bl arfdll &l ol < Fahd & 31 S/W H Address Store
IR gad ¢ | a6 |1y e Electronic g3 @@eR grm ¢ | Outlook Express @1 Window # &g Folder @& Button
a1 Shortcut 1 81 € ST 39 R € —
1. Inbox :- 39 Folder # Ire3-& yid & aret E-mail 3@ &1 <@1 S ¢ |
2- Outbox :- g8 MU gRT ¥l oM arel E-mail dewr v o €
Sent Items :- 39 Folder %ot &1 g& E-Mail e @ 9t € |
Deleted Items :- ga# 3 E-Mailwicei &1 w@1 oar & g g9 Account & S ST gaT 2 |
%}Draft:—stolderﬁQﬁE—Mail AT W O § O 9o @ forg TR feer @ afdd onf oo F8
|

Q.14 Outlook Express # E-Mail %5, S¥ i &%= ¥ Wdfda Option &t w#=mgy ?

Ans. Outlook Express # @1g i E-Mail f&=fl @fdq &1 4o @ fou € dgal 98 9w TR &A1 Usdl & | 39
forg am ar Message Menu # New Message Option = Click @ifsiy ar Tool Bar # Create Mail Button @1
glick DI | T H o= Screen R 9 Message @ Window ferh <+t g Window # f=faRaa Option &
1. TO :- 39 Text box # 39 uradl &1 E-Mail 9d "R <1 9ad & ! 10 Heer HoHT am8d & |
2- Cc:- 39 Tex Box # g@x E-Mail ud WX ST 9 ©§ S8 $9 |9 &l gfaferfd o 2|
3. Subject :- s Text Box # <<er &1 fawg Herg # for@m imar g1 39 Window # et < @ 9 Box #
Haer Type far Sirar &1 sy fdT Filde # +1 wqer &1 matter Copy &R |ad 8 | a3 IR R I 3MY 39
Window # & @ Font, Font Size anfe Formatting Tools &1 1 #=r=mel AT &) |dd & | 98l dIR &
S @ gearq g9 Window & Toolbar # Sent Tool Button &1 Click @fsg| @ File Menu # Send
Message Option @R Click #Ifmq |
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Q.15 CC 3Rk BCC # w1 3fcR 2| |Hsmsy ?

Ans. New Message s=+ arerar ura Message &1 Answer <=1 a1 Ferword &< @1 Window # Cc 3ik BCc @
Text Box g €| g7 Cc araa # &we9 Copy @ wferd wu 2| 8k BCc Blind Carbon Copy &1 ¥fera w4 2 |
e aafeq w1 E-Mail uar Cc Text Box # w1 R 99 @fad &7 99 Aawr &1 giy #ofl ol 2| iR Aot urcddvar ol
aoil T3 ufd W A SH@T T fEmn S 21 39N g uraddt @ ff udr go ar © 5 g9 E-Mail @ o ufg

fra—fra o1 dofl T8 2|
ol aafadd &1 E-Mail uar BCc Text Box & wR9 R SS9 &fdd &I ¥ 99 I &I gfq Ail ol 2 |

R AT UTKIdhd] bl Aol g Ui IR IS 94 (SR 81 Sl & | S99 ol UTaisbd! $l ual o1 daar (b 59 E-
Mail @) ufa fea—fea &1 a 7E |
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MS Word Practical Assignment 1

ALTRAZA

gi;‘z:’f 05 - April - 1990
Address: Flate#103, 2’2 Floor, Al-Rehman Corner, Near
Ghousia Chowk, Soldier Bazar#0I1%, Karachi.
Contact: (+92 345) 3123512, (+92 333) 2326467
E-mail: ali.razal 9900@yvahoo.com , ali.razal9900@hotmail. com

CAREER OBJECTIVE:

Challenging Position with a Dynamic group that will permit me to utilize the skills
developed through work Experience and Educational background and allows
Professional Growth with an Opportunity to Excel.

EXPERIENCE:

Currently Working with Green Island Youth Forum (GIYF) as a Computer Operator
with the salary of Rs.6000.

Worked for Shehzad Trade Link (8 months only). Last salary was Rs.6000.
1. Computer Operator.
2. Qutdoor.
3. Filing.

Work as a Trainee in Computer Hardware in a shop at Jilane Centre from
Jan-09 till Aug-09.

SCENARIOS OF SKILLS:

Stress less & flexible behavior in peak work times. Strong decision making
abilities, especially at indoor office events and issues. Self motivated personality of
learning. Enjoy challenges of different job assignments.

EDUCATIONAL DETAIL:

Matriculation: Commerce (Board of Secondary Education Karachi).
Session 2006 Agha Primary & Secondary School.

(Passedwith “B” Grade)
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RESUME

NAME - PATEL SATISHKUMAR

FATHER NAME : KANTILAL

ADDRESS : AT :-ADIWADA
TA:~-BECHRAJI-384210
DI :-MEHSANA

PO:-KHAMBHEL
STATE : ~-GUJARAT

CONTECT NO - 97248 15123 & (02734)268148

E-MAIL . satish_patel013@yahoo.in

SEX - MALE

DATE OF BIRTH - 17" MARCH 1989

MARITAL STATUS 3 MARRIED

HOBBY : READING, INTERNET SURFING & TRAVELLING
LANGAUGE KNOW : GUJARATI, ENGLISH & HINDI

EDUCATION QUALIFICATION :

EXAM

NO SCHOOL/COLLEGE BOARD / UNIVERSITY YEAR PERSENTAGE
G.S.E.B MARCH
1 §.8.C GANDHINAGAR 2005 65.14%
G.H.S.E.B MARCH
2 B.85.C GANDHINAGAR 2007 75.43%
STATE EXAM BOARD MAY
3 P.T.C GANDHINAGAR 2009 82.10%
COPA(I.T.I)
4 {COMPUTER OPERATOR CUM NgWCDXL:I ggi'g 77.00%
PROGRAMING ASSISTANT)
OTHER QUALIFICATION: A+ 2003 CERTIFICATION (COMPUTER HARDWARE)
EXPERIENCE ; NEW BHAGAVATI STONE INDUSTRIES, SAYALA

(COMPUTER OPERATOR)

YOUR FAITHFULLY

SATISH.K.PATEL
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Nitendra Tomar

+91-9981304263
+91-9301114036
Nitendra.Net@gmail.com

\ Personal Information:

Name

Date Of Birth
Languages Known
Marital Status
Hobbies

Address

' Objective

CURRICULUM VITAE

Nitendra Tomar.

27" Feb 1984,

English, Hindi.

Married.

Conducting Social Activity, Reading Books.

Near Bus Stand ward No.7 Barela Jabalpur(M.P.)

To work with a progressive organization in which I can contribute my technical skills, at
the same time achieving the organizational objectives with the attribute. of time, quality

and discipline.

Work Experience \

o 1 year experience in GRKIST as a Technical Assistant in.Computer Science &

Engineering Department.

e 6 Month Training Experience From Naresh Technoloegy Hyderabad(A.P.)
e 1.Microsoft Technologies(C#.net,Vb.net,Sql/server 2005)

e 2. RDBMS (Oraclel0g)

Worked as a Software Engineer'in Dimension4Web Services in Mumbai
Worked As a Computer Faculty in Silicobyte Katni Degree College.

Worked as a Computer Faculty in ACCA College Jabalpur .

Currently Working as a Director Of TOMAR Institute Of Computer Barela

Subjects Teaching

» RDBMS (Oracle 10G)

C Programming

Data Structure

vV VYV V. V. VY

Computer Networking

Computer Graphics

Object Oriented Programming With C++
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Technical Skills

Web Technologies ASP.NET,HTML

Languages C#.NET, VB.NET,C++,C.
Databases MS-SQL Server 2000 And 2005, MS-Access, Oracle10g.
Operating Systems Windows 2000/98/XP/7/8.

Academic Credentials

Degree Year Board/University Percentage Class

M.C.A 2007 RDVV Jabalpur 68 First Class
B.SC. 2004 RDVV Jabalpur 60 First Class
H.S.C. 2001 M.P. Board 70 First Class
S.S.C 1999 M.P. Board 75 First Class

Declaration:

For any job offer that would best suited to my profile, I promise to relocate myself to the desire location. I
hereby declare that the information given here by me is true and correct to the best of my knowledge.

Date:

(Nitendra Tomar)

Prepared By-Nitendra Tomar Page No-62



Walter F Rodriguez

First Assistant Camera

(212) 444 - 8273

www.waltercamera.com
waltercamera@gmail.com

Proficiency FILM
Arri, ArriCam, MovieCam, Aaton, Panavision.
DIGITAL
Arri D21, Panavision Genesis, RED One, Sony CineAlta, Panasonic VariCam.

Education

Florida International University, Miami, FL.
Bachelor of Science in Broadcast Production; minor in Business.

Languages English and Spanish.

Union IATSE Local 600.
1998 - Present.
Experience Feature / Episodic Work (Recent)

DIRECTOR OF POSITION PRODUCTION
PHOTOGRAPHY COMPANY

Andres Sanchez Four Single Fathers “A” Camera Ist AC Indiana Production Co.

Frank DeMarco Manchild “A" Camera Ist AC Scenarios USA

Michael Stone Transporter 2 “B” Camera Ist AC 20th Century Fox

Peter Levy, ASC Lonely Hearts “C” Camera IstAC Millennium Films

Theo Van De Sand,ASC | Fringe Promos “B” Camera Ist AC FOX Network

William VWages, ASC Burn Notice Promos “A” Camera Ist AC USA Network

Commercial Work (Recent) conTinueD on FoLLowING PAGE

DIRECTOR OF DIRECTOR PRODUCT PRODUCTION
PHOTOGRAPHY COMPANY

Joseph Yacoe
Manel Ruiz
Carlos Veron

George Wieser

Dave Meyers

John Dolan
Sasha Levinson

John Alper

1-800-Flowers

Volkswagen
Florida Hospital

Home Goods

Radical Media

Anonymous Content

Lost Highway

The Film Company

. Sonnel Velazquez . Luis Gerard . Ford . Great Guns
.Albert Hughes . Hughes Brothers . Reebok . Qil Factory
IAndre Piennar . Raymond Bark . Cargill . Gartner Films
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"A STUDY OF INSURANCE SCHEMES AND
NEW DIMENSION UNDER INSURANCE LAW:
AN ANALYSIS"

-
t. '\-l

P N
(&
NS )
N e
QIIL

e

DISSERTATION
SUBMITTED IN PARTTAL FULFILMENT OF
THE REQUIREMENT FOR THE AWARD OF THE DEGREE OF

MASTER OF LAWS
To
Sardar Patel Subharti Institute of Law

SUPERVISOR: SUBMITTED BY:
RASHMI SINGH RANA SHILPI
(Sr. Lecturer) (LL.M. IVth Sem.)
FACULTY OF LAW ROLL NO. - 0906267034
S.V.S. Univ. Meerut ENROLMENT NO. - 0906200414

SWAMI VIVEKANAND SUBHART! UNIVERSITY MEERUT (U P)
2011

Prepared By-Nitendra Tomar Page No-64




SRI SIDDHARTHA UNIVERSITY

AGALKOTE, TUMKUR - 572107
KARNATAKA

Project Report
On

“DESIGN AND IMPLEMENTATION OF MULTIRATE ANTIALIASING
FILTER FOR FIBER OPTIC GYROSCOPE”
Submitted by

NAME
(1SSOSLDE04)

In partial fulfillment of
MASTER OF TECHNOLOGY IN DIGITAL ELECTRONICS / VLSI

DEPARTMENT OF ELECTRONICS AND COMMUNICATION

SRI SIDDHARTHA INSTITUTE OF TECHNOLOGY
MARALUR, TUMKUR-572105

2009-2010

Prepared By-Nitendra Tomar Page No-65



Storage Unit

Secondary
Storage

¥ T

_ Output |—> Information
Primary Unit

Storage

b
b

Data —)| Input
Unit

Pk

W

Control
Unit

(CU)

Arithmatic And

Logical Unit
(ALU) ——> Data Flow

--------- Control Flow

Central Processing
Unit (CPU)
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® Buzzie.com
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+ FREE BONUS

PURCHASE MY EBOOK TODY
AND GET THIS BONUS 26-PAGE

EBOOK FOR FREE
SECRETS OF MICROSOFT WORD"™ ®

¢ 26 pages of Microsoft Word's
lesser-known features

¢ Learn skills that may otherwise
take years of trial and error

¢ Presented in a simple, straight-
forward manner

¢ Lessons you can practice as you read
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Office 2013
& Windows

Tutorial Set Downloads

9 Courses

v Word 2013

v Excel 2013

v PowerPoint 2013

v Outlook 2013

v Access 2013

v OneNote 2013

v Windows 8

v Windows 7

v Internet Explorer 10
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