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E;Ll%:az"tt -l yoepd w4% (Computer Fundamental)
sl ed g ? (What is Computer)

s+l Awilis 3uvil (Characteristics of Computer)
sl Gulol (Basic Application of Computer)

s+ sl (Components of Computer System)

Avgd WAl y-ile (Central Processing Unit)

Hi{le2 (Monitor)

51-6018 (Keyboard)

{16 (Mouse)

Wlvex - 2UB2y2 s (Printer — Output Device)

s 343l (Computer Memory)

AR s €lédr 244 Alg2d2 (Concept of Hardware & Software)
Y8l s1ye: wexy (Complete Computer Setup)

sl HL9-L st (Front View of Computer)

sl L9l aldL (Back View of Computer)

s+t el eldt (Inner View of Computer)

slaye? Wigedr (Computer Software)

ngaz-u w512 (Components of Computer)

Jeueil 29l el Wil A1 (Representation of Data Processing)
HilRdl 2t 22l edrvul (Defination of Information and Data)
HilRdlL “Aue (Storage of Data/lnformation and File)

A= w14l (Trouble Shooting)

HSslls2 (&4l (Microsoft Windows XP)

243201 ey »ied 9 ? (What is Operating System?)

s 5ol 2d ot 522l ? (How to Close Windows?)

Yo §v233/5160L8 2 HIGU (User Interface)

HIGL GUULDL glaL 285+ iR s2U(Using Mouse & Moving Icons)
iy slayeal uxe (Brief of My Computer)

Aulusa ofld-l w1 (Brief of Recycle Bin)

Y3 (Hands on Practice)

222t ollal A4 (Brief of Statusbar)
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il59 23 s2al-l a4 (Running an Application)

oflwsloy sl Al A1y (Windows Explorer)

“q, Sl olrllag) 2 sl9d dal Fle UM etedd (Creating and
Renaming Files & Folder)

¥-Yc (Hands on Practice)

AL AL (w8l WL 24 6i4, 51 (Opening & Closing Different Windows)
SR lwes S+51H - (Computer System Information)

¢18d2 Wislde (Hardware Profile)

57214 UHd (Control Panel)

dld WuR A2 531 (Wallpaper)

351 A4 A2 52U (Screen Saver)

dllul 2 AMY A2 520 (Setting the Date & Time)

A6~ A 2L Syl 4% (Sound and Audio Devices)
dflegloy deu alyRdlrl 449 (Concept of Menu Using Help)

¥-Yic (Hands on Practice)

HIGUAL BHBUL Gl GUdldL o3 2ALese tivldl (Using Right Button of Mouse)
[erdlos AU — Al seil 4% (Windows Accessories — Notepad)
sHI=$ WIMe/dl winesdl uMy (Brief of Command Prompt)

U2 elalxil Gudlol (Paint Brush)

U2 6lalxl getoti-Al WA (Toolbar of Paint Brush)

Y3 (Hands on Practice)

HSsilse UUEA 2003 (Microsoft Office 2003)
HSs1ls2 2UEA 2003 w1 (Brief of Microsoft Office 2003)

HIS5RIE2 948 2003 (Microsoft Word 2003)

ad wiAu umwel (Brief of Word Processor)

q$ WIAHR Hlsed Al 521 (Opening Word Processing Package)
2elwsd 2ol (Standard Toolbar)

g14.2laL geoiR (Formating Toolbar)

¥-Yic (Hands on Practice)

(3312 =y Slsyi-e Ad 2i-¢ Ad 24 (Create Document, Save and SaveAs)
Ssyiee vildl 244 614 531 (Opening and Closing Document)
e Wley il 2 Yl 21 (Print Preview & Print)

Yo A2y (Page Setup)

Jaud feLsdloL 3auts 15 (Display / Hiding Paragrah Marks)
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3.2
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Qsyirel wldldl 521 (Moving and Scrolling in Document)

¥-YUc (Hands on Practice)

2ot adloL 520 (Tab Setting)

Uuls (Paragraph)

52 »iv$ U2 (Cut and Paste)

1l i Uze (Copy and Paste)

sl 2215e 1A sl ALy sledl (Font Style and Size Selection)

2a2 wlaldH-2 A2 52 (Align of Text)

¥-Yic (Hands on Practice)

51242101 282 (Formating Text)

55241 932 A2 52U (Applying Indent)

o2 iws -eiloL (Bullets and Numbering)

25 Slsyvedidl sl s2a 282 i SisyH-eul U 52U (Cut, Copy and
Paste Across the Document)

282 3\leet, i ¥ il 3uledui 53\ (Change Caze)

oL 2 ALMR A5 531 (Spelling & Grammar Checking)

slaHe Uswer (Format Painter)

QU801 2etolR o el el Risil oietidl (Format Painter)

¥-Yic (Hands on Practice)

QsyiHl 2ot oirtidl (Tables)

¥-Yic (Hands on Practice)

A8d 1% (Mail Merge)

$lE2 AR 53U, AR-Y, 2otd ddIR s (Mail Merge)

AOA HY U2 dUR 53 M dotd dil3 W2 $31 (Mailing Labels)
¥-Yic (Hands on Practice)

WS AUl Slolld $59- 1L GualaL (Keyboard Function in MS Word)
HsIdIse a4 2515 (Microsoft Word Exercise)

HS51MlE2 21544 2003 (Microsoft Excel 2003)

San-2 s Sasgi-ils @il (Element of Electronic Spreadsheet)
sl visid U3 52U i 6l8 521 (Usage of Electronic Spreadsheet)
2elwsd 2ol (Standard Toolbar)

14201 geoiz (Formating Toolbar)

as9lle Uiz 53¢l 244 Ad 213U+l 1% (Creating Sheet & Addressing Cells)
AdHl Ul &=L (Cell Inputing)

¥-Yic (Hands on Practice)
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3.3

(&Y

Slv2 ALY oledl 24 as9lle Aa 521 (Manipulation of Cells)

asefledl 282 i1 158514 HURd GARL (Entering Text, Number & Date)
261d oi-ldl (Creation of Table)

Adl ugious 1 Glauss A2 521 (Cell Width and Height)

Ad-l sl 214 521 (Copying of Cells)

¥-Yce (Hands of Practice)

as9(l2 vildl (Opening Worksheet)

g3 el-ll GudloL (Providing Formulas)

AL 521 (Sum Function)

UL sl6L (Average)

2s1al? sial (Percentage)

Y3 (Hands on Practice)

=y, YYI-L 5524 (Other Basic Functions)

dld1(2L) GHAL 24 s1al (Insert & Delete Row)

vl (SldM) GHRAL 2t 5161 (Insert & Delete Column)

Als (A2 dlnd) duiz 531 (Graph — Chart Wizard)

Yl Wley AL 2 asellz/ais Wlve 520 (Print Preview & Print a Sheet)
e (lase) s3a 2ge-l Wl sial (Print a Selected Text)

WHSIAIEE AsAAHl Sloild §59 Sl Gualol (Keyboard Function in Excel)
542415 (Microsoft Excel Exercise)

HS51MlE2 WaRULS2 2003 (Microsoft Power Point 2003)
HISslls2 wadLs+e-l w4 (Brief of Microsoft PowerPoint 2003)
UlaULS 2 Yavealrl vl (Opening PowerPoint Presentation)
2elwsd 2ol (Standard Toolbar)

14201 geoiz (Formating Toolbar)

W2t oeldal 12 YaflaL [nLs-l Gudldl(Using Wizard, Creating
Presentation)

¥-Yc (Hands on Practice)

U322l ot-ildl (Creation of Presentation)

dl 2a16)$ G4 (Add aNew Slide)

od2, S=3welol 2 -ieidloL (Bullet, Indenting and Numbering)
25 16s Ul oflw @S U2 ¥q (Moving the Next Slide)
L4l WslRHIe] 218 Ul 531 (Selection of Type Slides)
U drid A4 520 (Save a Presentation)

i a1 w2 (Normal Slide Presentation)
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[y

s dledle (s1el) 521 (Delete Slide)

¥-Yice (Hands on Practice)

B 218 HeoR [ 2lwofla 2wy 52U (Slide Manager/Apply Transition)
ALSSHL 282 56 A 615U16ws A2 53 (Text Colours and Background)
¥-Yc (Hands on Practice)

e8¢ Sl (Slide Design)

¥-Yic (Hands on Practice)

RALHSHL §212 vin <612 21Ul (Footnotes and Slide Numbering)
Ao ©552 Ul 21 2l 521 (Slide Manipulation and Slide Show)
29 AL Gyl (Using the Slide Show)

2l 2llé2 (Slide Sorter)

¥-Yce (Hands on Practice)

el Wlve 5241 |2 (Printing the Slides)

&=s21182-{l Wl (Printing the Handouts)

WS uaRULd-2Hl Slolld $59- SlHL GudiaL (Keyboard Function in
PowerPoint)
5424159 (Microsoft PowerPoint Excersie)

a2 2 WSsiulge 216245 - 2003 (Internet & Outlook 2003)
§w2ate-l uMs (Brief of Internet)

$v2312 U %418 (Communication on Internet)

ot 6l1BafloL AlgedR (Web Browsing Software)

a2 w5, 25 Adldlex (Internet Explorer/Netscape Navigator)
$rea2 u2 uslol 531 (Suring with Internet)

A2 %[+ (Search Engine)

dotuldeHl HilRdl it (Moving Around in a Website)

dotulded Ad 521 2 Yl 521 (Saving of Website & Printing)
GBIl (Srerrie uredl Hildl sl Hadl) (Downloading)
g2 a3 AL (aldieiu) (Internet Chatting)

¥-Y3ce (Hands on Practice)

$-49d (E-Mail)

$-19d Hisdl (Send an E-Mail)

Qdsyired vead-2 dils §-46d uld Hisdl (Document Handling)
¥-Yicr (Hands on Practice)
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2182¢,5 2003 +{l u1% (Brief of Outlook 2003)

221201 211B2¢s 2003 (Starting of Outlook 2003)

2125+l GuldL (Concept of Tasks)

5@~52+l GuylaL (Concept of Calender)

slres2 il Gulol (Concept of Contacts)

2B 51l O-18d A58 A2 524 (Email Account Configuration)
S-H9d Hisadl 24 Haadl (Send and Receive Mail)

A9a dulR 531 24 Hisdl (Create and Send aMail)

¥-Yic (Hands on Practice)

~

$-AULH Als2d2 (E-Gram Software)

~
~

§-UM Alg2dR H=2ld s2dl uddl (Before E-Gram Installation)

~
~

§-uM Alg2d 54l d H=eld 5290 ? (How to Install E-Gram Software)

N
~ ~

s slol2 TR Algedr 5ol Ad H-=eld sl ?(How to Install Acrobat Reader)
§-913 Ulgedr vildl (Opening E-Gram)

28lRg L (S-UL Alg2d L aglaz) (Administration)

§-U14 Alg2d2 vildl (Opening E-Gram)

o=+, 213+ MUl (Birth Certificate)

H381 {311 U8l (Death Certificate)

Ydu4 [4d1d (Death Birth Certificate)

Mesd 2151280 2 Masd 5920 [&o1d (Property Information)
olliloie dloielii-l Hilkdl (BPL Beneficiaries Information)

oAlcl 24311 HL[Rd (Cast Information)

21195 21311 HURd (Income Information)

AR 21311 HIRd (Character Information)

Slude 01+l 1ifdl (Domecile Information)

ol HilRdl 15 %3 (Village Information)

dlsLs1d 511 €14 (Scheme Forms)

§-U14 60 2las, 22222 (Income Register under E-Gram)

o=l YHIRL Al (Birth Analysis)

HoelR dlEl gZot-il dlEl wHISl (Votter List as per Family Information)
§-913, Wlged-il S2llordl 6lsty dl (Backup of E-Gram Database)

SeU 28 O-AU1M Hlgeduidl slglR adl i (Help & Exit from E-Gram)
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1. sy »ed 97 (What is Computer ?)
LAl YRHL 512 3 A5 % Hegedd e GUA(l A &, Bl Heedll ULl viol o wled ol
il A 2laeyds 530 wglat ¢l 2% siyer-Al Al @R Gualel dilbs(Logical) siud Giadl w2
A 9. 2% A U8l syl [Afan a3 ddl Guadlal [adl (Gl dl d es Gurell, 25 Hel el
1Al ol Al 5, ser 2td Wl yeusaa s 2uuel w3Raid yaer daidl uReuw
(Result/Output) Hadl As1y ©.

Arzd, Wil

§eye yHe ST
| nput > Central > Output
Processing

Unit

WM, 52 S s g Aot © 5 Bl Meedl Hledld yeausa dal Wledl uwr w53 wsi © da
iddl uRrlH (Result/Output) Holdl sty €.

2. syl el (Characteristics of Computer): siweadi you daeil {13 Yoo 8.

o 33U (Speed) : sl s sl Hu lsoll as du el s As=l R, il Hlddld
Yo s 530 A% 6,

o  2is5Udl (Accuracy) : g5 YA id Had wREuH, ¥ YAUL Ul Sl d Harel o e
2584 ALSSA ClU O,

e 2fldz (Consistency) : siyez«il »igx GAdl WRAA d ldaeyds yeuser 530 widal AR
2162y AU 9.

o qu¢ ulsd (Storage Capacity) : s duid AU sl HUlSdlA d s4R4 opad, -ell, 2A08id
Uil d Aue 53 a3 ©.

o rsudl (Flexibility) : 51%er »igr »idal wlsedz-ll Heeell 518 unL usikd sl 530 wsl
eflod. ¥ ust RULE ol wslat ¢l Estue e wsla eslan, Aolld wioll wslat .
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3. siye-ll Guulal (Basic Application of Computer):

s12al GualaL 9 A U3, 5l dd &S U5 dal 8l Wil s % walel © 5 siyer 55 uel 53 us 9,
2954 90t dll Aoes™, (Dictionary) 1l <ell. s1422 21 A Al 8 5 % 2UUAL AL Gudlol vol
Al 2 2Alsu1Syds HHasdl w2 el ol salpil s34 d- wReus (Result/Output) il 9. ld.
Ut vl BalRl, «Ud, 93 @vl 95 69, 25162l AdlHil 531 0% 8. ABAAAGIRAL UaAL il 05 8.
W, e otidl a3 9. Radsilol 531 a3 8. Adsa iy, A-w-{lull, Hasie (Space), »BEY,
3 dHIH UL dl GHel GUURL 48 a5 9. Pstue oididl a5 O, siuell Folidl M, AAUHE Ale vl

A% 6,

c oA

¥ AYRL seR Al

N

24 (Complete Computer System):

syee-L (il (Components of Computer System) :

SRR L8R Hed Slueal Mdl Gldl 3 e 2iesl s, A Asi AUy oledl wsi. s1er slbdrl
e {12 WRLAL AHAAL AHdL Ay O,

syeal [Alas eyl
Computer Devices

v

v

v

Srtye Raudu

211G2ye Rald

WL RBarsdu

v

221 3ol
Storage Device

514241 AL

st WRdl-L
AAS 5L 2

v

Input Device Output Device Pointing Device
SRl Hildl PERIESIE] PESECEERTEI T
INETRIE Wdl Anaal 42 Qlart Adlsedz-

v ; SHIAL BUAloL W2
slotls, irler, Wlwer, v
A m'g W, aler Gy, dde U
I Audls,
dewalsSar

s1$ s, sdidl das,
s s (),
ALALLL dael,

Horlls 2u, vl 2ls
(g20ll.)
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1. Avga Wil yMe - ALy, (Central Processing Unit — CPU):
WL SRR 2A0e Vot % YA A5 Wil O, d-il Guulol 83, 2UBA, 5 2y A%GIRIL Hausly HHadl
B0l 514 HIZ AHLU]L AHLL HIAA YR vol % U] 530 9% S,

Arget WAL Y[He
del > Centrql p| e
Data Processing Output
Unit
uHs 2w diws Y[He R Rada
Arithmatic & Logic Unit Storage Device

Al.yly, (C.P.U. - Central Processing Unit)

o [Mda »is4l (Input Device) : swer diye Readod 3eu sid oigiRel MR shweaul etva
sdld 9. el Heleil 3UHL, Bl 3unl i el 3unl 8dl HUBdlA sweHl slud sl
wie (alas Seye Rausortl Gualol 8.

o 2l (Data) : s1yerl ez GHRAML HHiddl sidugl usiz-l 4ledl 32l (Data) 54 9.

o {luly. (CPU) : 2utdl Wl3cll A2l 21012 yeasal 218l Al 8. g Argd WAL y[He led &
woRy UBUs HsH s O, Bl W ool S2ld yYHe (Control Unit) 24 2iadéls diws ylHe
(Arithmetic Logic Unit) .

o [Mof3 2154l (Output Device): syl $+ye (Input) s3el 32t (Data) ur ALMLY, (CPU) #idl
Y2538 olle Holdl HURdlA wReux (Output) dls ol »id 6,

2. 4ile: (VDU) :

A AL [FLO1H 254 % QAL 835 UsIR-UL 51423 AA Buaed S & dnl [Aoyaia dd yRe sedil
219 ¢, iy, ur Ml M3ual HaRl 24 [Fell oid 30 & 45 &, Ly 84l quidl (o
Usiy 25 A5 B, Fel ugel U sleruidl Folfid HlRdld M3ua aid 8. 21 Asdidl s o A4 d
wsel uR sieridl FRlRid MRl M3us 2 9, 21 UsR-AL P54 215 o AHA d Udel U AHLS 23
dedl Wl o galdl a5 . s oflow ay Wl saldadl €ld A 2t ealda Hulsdl wsel ual
82 28 U B, AL U1~ [Fol3 sl Buiol, duRlisdl s A4l % 51422 UR S14 5l $ld AR 4
a5 8 Ly Al ol USR U 8,

(1) #d-244 (MonoChrome)  (2) ail-t (Colour)

R s\naz: HpleRis1 @ ¥ @ s1naeeil kel dueia Auney



H{i[+22 / Monitor

v

v
v

S|
EGA

® CGA : Color Graphic Adaptor

® HGA : Herculus Graphic Adaptor

® EGA : Enhanced Graphic Adaptor

® VGA : Video Graphic Adaptor

® SVGA : Super Video Graphic Adaptor

® XGA : Extended Graphic Adaptor

® (CCD : Cold Cathod Diod Display

v
HirlsH o S RATERTCEYRY]
Monochrome VGA CCD/LCD
il dlo
Mono ;
VGA/XGA seR Al
Color SVGA
Hreels i Hredls
Interleed Non Interleed

® | CD:Liquid Crystal Display

3. 5l6il$ (Keyboard) :

shead] »iex slduel UsiRl MBI WA glRL S1MeHL elvd sdl W2 Sye Ralsu-l Gudlal
KA A1 O, Oye Basu a3 youed SlofliAl Guadlol aiy 8. 21 GURid B+, 24 Wl 1R

ENERTRCUIFICTIRS

PIEMN
Keyboard
v
v v v v
M3Hse Haoie Aol QUUREA
Mechanical Membrane Sensing Wireless
v v
[%&35 siedloL
Fixed Folding

R snaz: HpleRis1 @ u @ s1naeeil kel dueia 2wy




%el %Gel Uslrl $l-oiliel AMy

e 84Keys

e 86 Keys

e 101 Keys (Windows)

e 104 Keys (Windows + Additional keys)

e 114 Keys (Windows + Mouse Keys)

e 125 Keys (Windows Multimedia Keyboard)
e 128 Keys (Internet Keyboard)

HelH{ldlL 51 S50 51 v22 4] $eué 4l
Multimedia Key Function Key Enter Key Insert Key
Bedu 51 \\.\ € 5l
hY Home K
Esc Key . [ ey
. " = e L = " r - e
D . - o5 iy 51
2ot 51 v
i Page Up K
TabKey age Up Key
5% dls ) » Yog 416 5l
Caps Lock 2 3 . Page Down Key
sllge 5l
Shift Key . 43y sl
Numeric Key
5219 5l
Control Key
(gl 51 deflz £
Windows Key Delete Key
wileer 51 Y 6l sllése 5l 3 5l
Alter Key Space Bar Shortcut Key Arrow Key

5594 51 (Function Key)«l Gualol e35 WIAHHL 4601 A0 ¢y 9.

R snaz: HpleRis1 @ g @ s1naeeil uianeil dueia 2wk




¥. 4G4 (Mouse):

29uyed Bux AR (Cursor)d uis ouiae] ofle ol dS oal HIZ dal sA g2uued Bur %33 el
GuR 1A S13eRA s SAleL HUBIU HUAL HIZ AL U5IR-AL (R HsHetl GUAIDL sME 2Ud 9, L s
SAGHE A U5 dd e Al O, B3l s Avid edl (ball) Sl &, L AL 01l 221 Fell Auél
BuR HSIA FRAAML A9 &, FH L AL 22l GU HALAHL 2Ud © dH dui 2ed 4l (ball) 53 &,
gsu(ball){l s2au-{l ola e [Bow Gurel siaxer geuued Gur st d el 29 d [Rawyi WAl 8. Hed
39 UMIGL SR WAL €1 d UHIEL HIGA 3Rl Sl 9, AnElse HIGU (Optical Mosue)Hi il usi-l
edl(ball) 2itadl -1l

HIGY
Mouse

!
v v v

Bus(rsa dly olia PRECEY A Else HIBA dla 21162 olld
Mechanical With Ball Cord Less Optical Mouse With out
v . Ball(Scroll)
v v ) v
2 o2 2 o2 2 ol2et
2 Butto 2 Button=__ 2 Button

—
L{
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. Wl=z (Output Devices):

sl A i Ad quRld ofly Fold 2isi 2 Brer 8. Bireasdl Heeall siejeuiall (ol
R 1010 GuR 1l Ay V. 1L Usief F3uRL 21 s+l 8. 2ied il Fold sl -se (Hard
copy) sl 2Ud 8. B2 25l wal ([l usiz wddl 9. % {12l A5l uell el asiy 9.

(w22
Printer
RERELED w592 aur ald« Fadiauls, Jdwed
Dot-matrix Inkjet Laser Line R 54 (MR
Riso Graph
Digital Scanner
¢ A 27 Yl s62 Ad U 562 Ad U cum Printer
9Pin 24 Pin Color Black & Color Black &
White White
IRTL S AU ) AU
~ ~ 2{%% : Q‘I‘H'OK : (Y 3
L8R el LR leril o UL, Y% ¥e+ URL
~ s N 2, UY 2] ALS Bs DA
UL £ i oo, (yulel )l Shopell tould A N 531 ASY €9 i
e N AL UM O -
Al$ AR UL 89, wir 2] 20l . o1yl L sy ¢
300 V8 UAS 1S 1 2L A s RN i i WS LR
S S VAR A5 S RERNEERRP 5 -
A5 (Flreul »is 4o R e do ] 5 5Al5HL YO0O
(M[Reul 100 ~
sl
alse

Slenla Biwex

Dot-matrix Printer
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Svsxe B
Inkjet Printer

-

)

aur (e
Laser Printer

Jlus
Risograph




€. 2R% Rady (Computer Memory - RAM, ROM, Virtual etc.):

Memory : syl Yuu 4 A4 (Main Memory)<d, st destet el %330 =Rl A8 sa1, 8.
2L HUEAHL e25 A 2 d WM W %3] Sye/>uGeye (Input/Output) Bl a2uuoui
uRRUHIAL AL 21 B,

¥yl AAy
Memory

v
v v v v

mgH, ASAYU AU - M, A, - sl w3l 52 93l q2id A43]
2323] 3R] ROM - Permanent Cache Memory Virtual Memory
Random Access Memory '
Memory RAM
TemPorary memory
v
% 51423 oY st sl 22 YUR SR ALY, sTAHL || B AL HsUL8 6
2zl Aa (Save) sty off, 32l QIR ULl 518 8l 5 el 4y Wil g
53¢ Y2l (Data) “lsull oscll 12l golldla o oiH] o s34 R il
lsull ey ©. YR 2l 221 (Store) || ¥l 224 (Memory)
Al e 5% 4y oA gl €l dll ol
(Cache Memory) s¢ quid 512422 25
8. sleuA]l Hul %9

AldlaReL oteild €9,
g4l Memory= &i12l
(Part) 531 %+ %4 15

AL vl =l dH

213101l WIALHA

5142 (Run) 52 A+

q2id 343 (Virtual
Memory) $& ©.
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slae? ¢lidR i dlseda-dl a4 (Concept of Har dwar e and Softwar e):

NN

ey [Rizey Weucd 6 el aduda ©. ¥4l ¢lidr (Hardware) i isedr (Software)-il aHidal
2y €, e d ol 2selladl Yrs ©.

sye {lkex-ll v
Computer System concept

'

v v

GREH) Als2d
HARDWARE SOFTWARE
5122l GI9L 5 e LS s, syl sellvl (Floopy)  e1d [R5
214 A5l M el sl eld. (Hard Disk)-il »ig2 dviiddl WidH 5
Hirller, Aluly, Sleild, o LS Asll Al 24 1451 AsldL
AU - FHS Hird AR 2l. gl 24204 AIBEA (MS-
Office)
¢ A - FUS Hirta UM e ol
S22 1daR oad s1d 530 asd ¢
2l d MI2 d- Alsedz~l
s [FUlduel %32 Ul . Algedr 2 wiuell #3R wHl
elddad sdd 52 9.

Rioma sWnae: HleRis1 @ 0 @ sluaezdil uiiell #0eida 214y



192Z|198)S ndo asnopy pieoghay Jauueosg Jejuud
QTR loR ’ _W.c.,.ﬁ_w Rk Slo-15 ThaR 22K

elawe) qem 10JIUO layeadg

Alddns 1amod uiep 12h$ 1o
HBR 2bTh feake Ladluly el il

dmas Jaindwo) a1ejdwo)d
hie2R 10hR 1b22knls

o o

9

Bfs1 @ aa @ SAy2il ulAlcll HNGEIA AHY

R she? sple



~\ N\ N\

S1RHER AL AL HLOL

Alldl e 4;(0'-“ ! M‘M]
CD Writer — , ,
*— =< ©Q
AL 41 L ] ‘
CD Drive =3 T
@ —_=:n =)
1.44 1.6, '
gdll $194
1.44 MB
Floopy Drive

512422l Ul
AwWd ALY 59

el A 1l
(Main Switch)

shye e (Reset)
53l Hiz+l <l

(Switch)

sleel Wi

Yla Ayl
214,941,
(LED)

Roma sWnrae: HRleRis1 @ a2 @ s1naezdil uiiell #neida 214y



~ ~ ~

51l WUl (LOL

5231 A5 UlAR
solde 52

Aluly, 34
slagauigl]l Hi{ler-il
UldR Sold siser
amy
an
]
A C c
PS2 $l-6il$ Ul L le. @ = PS2 H1GY Y12
o ® o
° " 00 @ .
USB 4i¢ DR
P s e
. @ : [ ] L] & L] : L]
LI [ Bt
COM 4ié U0
s se”e0%0 0 e
e ylez ule
1 ® e igEle
VGA(Monitor) Y12 ! -
Audio Out(Speaker) W12 — = [ |
hYe
AudioInie  — Game 12
Microphone H12+il 412 —
q8121-l VGA(Monitor)
c
e NIC w2d Hieil Yi&
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~ N .

514l vig-ll ¢1oL

B H LA, UldR e,
SMPS Power Supply

AL g15a
CD Drive

eld J2s 416
Hard Disk Drive

WiRAR (ALyly)
Processor (CPU)

¥ (MuR)
RAM (Memory)

1|52
Speaker

RERT
Data Cable

YA o 518
PCI VGA Card

S e
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-~

N N N

SRR AlEAR [ UIAM

Alged
Software
N i N - - l l NN l\ < il
s+l Ul 2422001 Qe Y22l dadivg shedlsan vl .
Computer Ovberatina Svstem Utilities Developed Application o
L Modul Application
anguage ¢ odules Packages
¢ Ale ¢
¢ ¢ ¢ LAl e YENETS
Al (e Q’Hf’R{; Lz
(H3d2 GyR w8, A, fpietoflu Ll%‘*:&%
Lower Higher Advance Norton N
¢ v PC Tools el 5¢
ol VirusKiller ASUE
oloils L. il Zip/Unzip MS Office
slolle Jav PageM aker
Basic a Word
Cobel V.Basc v AutoCAD
= T I T o
R y[Ha EENRY {21242
¢ ¢ DOS Unix Windows 0s/2
sl iAHod] dodey Rwdlod 2et.3).
cUNL (518 ad) Windows NT
{151 Assembly
Machine Language ¢ ¢
Language (Code WOI‘d)
ASCII s vy 20U-HSS Hisd
Readymade Module Tailor-made Module

v

(S o 3RULdA 2ALAHL
U] Yol oiHL %

2dl, 2s.L.2., (Taly, FAS)

AL{IA el Hlgedr
$3512 A5 )
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(Wlcu-l 3Ruld e, Application
Oriented etrude isgdR. ¥4l 932 W
¥ YHIRI-AMIRL 53 AsA.)
gl Ovdwedl, ], Uld 4912
Inventory, Registry, Payroll,




stz usik (Classification of Computer s):

LAl 51222 YOIHL slaez-l Gualol [Afan aoliHl gelyel Jd 4 el 8. UM Y {12 uHei-i
SRR s Usld .

v v v

R Il slaze: YUR Slay2R
Home Computer (Mini Computer) (Super Compurter)
“osl slayex (Micro Computer) ASH3Y, S12r
»ald slaxer (Personal Computer) (Mainframe Computer)
25 (Laptop/Tablet PC / Palmtop )

Q. gl1 siyez (Home Computer) :
OUB Hlel SRRl AURU Uolw WAL €l v UsRAL $ATAL s14 A Al 5 Sesua WEl 3 Y

AL YL HullRd GuHlaL A8 Asdl 2 vt HullRd g 2 A3 2l AL UsRAL SRR €M
slyeR 58 6.

2. wsl slayex (Micro Computer) :

2L s 1S5l AU (Micro Chip) 1R €l dr Hidsl 5122 dls ol 2id 6, i, qull
1 dldill Ad ssy W Ad s A 9. d %idl d udse siae: (Personal Computer) dils
u2Alad 2, A 2d 21 PC 25y alssy si4 s3dl qay ¢dl & ¢d d-ll addl addl yil s34 s
s3 s .

3. HI-l siaxez (Mini Computer) :
Hll stae: vy s Hisell il @alsan sim sral w2 edla (Terminal) il Aisolla 2wl 52430
Agladl AAld sl HIE dUR/AL 8.

Y. 4z4 slue: (Mainframe Computer) :
2L USIRAL 512 ElYEl Uil sATUL 501 Asert sal Guallol dai stadl sdl %2l o
AFAGRAL 2l YeaLseL s2al Hie Gualoll oi-idl,

. QUR slvye: (Super Computer) :

WL USRAL SRR MR Vot E[Hs dwud 8. FHl v s wulElellua Sel
(Artificia intelligence)-l axdl Gul- ot ueldsll oi-lacdimi il 8, ¥ dli uud
U610l Gualal 530 slayer did (@l uReusl 2udl 4 ©.
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321l 29td [ 321 sl AnesaL:

1. 321 (Data): et 3 4x3l ylredl Axesil oirdl gld 8. 23 A Gedviild © 5 sl 8
2182l - 9-21312¢ usle (IC - Integreated Circuit) “lEdl-l 2us 5241 2l (ON - 1) 24
s (OFF - 0)-ll Rigid Horot sei-l Anue Avl 9. 254l Wddl qaoid 2Ad O i 1 il 3unl ¥
el 9. 2l 6 sl A [Boi5l uglt dls 2haviaHl 209 O, -l dHH 2L, Hlold
dal iesioie (alphabate) asik 2y (represent) 531 ausid .

el.d.
CTOIRET] (215l uglaHl 3uldr
0 0000 0000
1 0000 0001
2 0000 0010
A 0001 0001

Wil (Memory)-l usas:

sl Yoy, Byl 2iad (Main Memory)si sid desie 249 %33 “URdlHAL U 541 8. 1
WedlHl e WM 2 d wius Wie %33 Sye/>18eye Hulddl-l axouou-l uReuHicAl AHide
Al B, v 51 s ddl uslenl dlosulll uas g (1) tadl o (0) s34 ded A 52 9,
% syl Hou ol €9, i el 0 244 1 A ol dody (MACHINE LANGUAGE)
dls vl 29 €9,

L iRy (Memory) ylHe :

Oorl = 1 o{l2(1 Bit) = o3l deve(Blnary digiT)
¢ o{l2 (8 Bit) = 1 eu82 (1BYTE)

[2'°=1024 BYTE ~ 1000 BYTE]

1000 61$52(1000 BYTE) = 1 Sldiense (LKILOBYTE) = 1 3{ (LKB)

1000 3¢{l (1000 KB) 4 Hou eusse (1 MEGA BYTE) 1 346l (1 MB)

1000 »i3s{l (1000 MB)
1000 24{l (1000 GB)

4w susz (1 GIGA BYTE)
1 22 ouse (1 TERA BYTE)

1 20il (1 GB)
4 2ol (1 TB)

wdl (Information): ettt uxed MlEdl dls siomaimi »ud ©.

2L il (Data Processing): 0 vt 1 siayeR dl :lily (CPU)-L 1eeall yeus:el
gl l{loL (processing) 2 & s Wil “ivul ool siMe (format)si olisdl 20 .
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Huledl 24 3eiedl vy,

widl (Information): tail Ayg “lRdl (information) 5 “uddl dls 2aviasl »ud
. »ied 5 BITs (Binary Digits) Make up the data usually 8 bit make up 1 Data
Word.

el.d.

gallel wgld

2 = 0000 0010 = 8 BITs »ied & 8 BIT+L oviadl »is &R ()1
Aquasre (represent) suw ®, %4 2l 4l (DATA
WORD) uai seai 6.

olafls 3e1 21du (Basic Data Type):

0,1234,5,6,7,8,9

~4343ls (Numeric)
53522 (Character) = 21-38 (A-Z), ltia (Symbol)

siesl yuils (AlphaNumeric) = <443ls (NUmeric) -
53522 (Character) o~ »is 18
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wledl-l sae (Storage of Data/ Information - Storage Device):

slyex {lduL
Computer Media

v
v v v v
sl s sivuse drs (14) 4yl 225 YR
Floppy Disk Compact Disk (CD) Memory Stick Paper
' v (56 MB 3 sl ax)
Pen Stick
v v 750 MB __
525 du || 35" a “ @z
SEEN ULt "
1.2MB 1.44 MB Momery SHik™ Rasder
— v
O v v
sl uRsles Al
Continuous Perforated WY, W3,
l a}ata,
aex
v v v Simple
-yl st 5181 LR A4, A3
Pre-Printed Perforated Legal,
v Letter
v v
Aot ws He£l wig <l sieir
S04, U, 3
Single Part Multi Part with
with Carbon Carbon
2 Part, 3 Part
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AL vl (Trouble Shooting) :

512423 ALY, 53U tel % Sl UR 56 AL 2d dl +{l2 uHel As s3U.

Tyl Hidles{l 2Ai/xis 2ela g s O 5 ALl d-l astusll s

& aileadl wesnel cpormizll lsadl 2 Ayl wesadl ougmt dloldl aiur Alily,
s olACR 512 618l © 5 Al dril usiuell 52U,

F Al GRS AstRll auid Hidleadl drdl Wldidion 94l seser Ayl sle
sl auid af, usd AR 2 8], e B AR U AR 2l Sl dl il aol
il My 9L % URRUH Hiusl HileRd s 52w vesidl b 9, 20l srisere
gle scll avid dsil wouL 2t d oid ol gle A © 5 Al d-l v <liy dsil.

Ulreruiell sl o dlsad €, di {12 ussl As s,

T ool U Ul SRS L uesl wL Rl AuHA YL [BeElo A id dl st Wlwer-dl
Slet/ohis 2ella g 536 O 5 Al d-ll asiaell s2A. A ala g Sl dl 2 sl
“UAelS” 9 5 Al d-dl wel asiell s3U.

& aflwex e ALY Al AR (Boid) gle © 5 Al asdl viddl 530 dl.

E At GuRASd AsIAL sl avid Hlveedl wlar s eldl %330 O,

& U Yl suLmg UG UlweR slaersl ol Rien (Windows-XP) wi eRier
Ad Rase 53¢ © 5 AT dxll sl 530 gil.

T 9l oA Ul A A dl sl Ul Rl Hus ALkl

stageanl Alg, sl vl (Windows-XP)sil 241 2ieal ugdl 2ot 594 ad, «ell. di {12

uHIBL AS $3U.

T AL SRRHL QAR 6 5 Al il vl 22l Al UAH glRL 53 dl.

T o AL L U dl uBL BuURisd vl 28 dl 495l SRR AlA 91 WS ALkl

Sl-6lld + A Sl dl 12wl As s

& gl-oiiée sriser (Connector) vyl uisnl el o161 812 6isl 8 % <Al d-l
251400 53,

& iy ot sl sl auid Slotldal Y drewl sase-l dldL aoll A e dsd
BY1e A0,

WG L A €1y, dl «{l2 uHel As s

= G A Adg i dl d-dl AL oRweR gl 53¢ © 5 Al d-l asiaell KU 20
251400 avid uel seiseedl Il aofl o o def v il v,

R s1aze? HRleRlis| @ 20 @ s112y220i wiieil HRId Ay



AL AL B9 slotdl

& SRR ALY Gl AR Al 36d 5 U SIS GUsRUIA Sl
CRIREYETE

& shwer Al gl AR ALUlY (CPUY Mg viag
<l

€ syl SIS uRL GusBll uR siduel usid ualdl (2,
sisl, well, wille adR.) slag, A&l

6 slolldHl SR ahurider<l wu el B sl <Al
5122 3 sigeastl sloflé-l 8l vol o Alse il %Ael
Bt sael slolldsll sl qsuid ugiad 8.

& 516wl usial sdivl Sred gia a3 quadl <8l
& aril sazsil 2iez 28l {IRUA 214q Al

;:--_‘___\:

6 sl sl Awsul digaols 5 e S5 Hoddls uslal
as oal ¢l SR8 5 v usiel uelEil 2oAdls B
Burt 21y 8, % sell-l 2t sult ugial 8.

6 syl Aoy 2A dad 4,
€ szl cotdr 2iasl Al ddl Zd Glew 284, .
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€& sl 3l vier Wkl uedl elva ad dl.

€ 512 31l gYUIA 53 A1l

¢ SR 3L O, A U sdR 5w sl
Miesieledls Alowargil ysdl -l

X*

¢ wul Yl SRR tlReR alsg Ll Al YHl sl
34l usld sl Al
6 s dHall a9 v,
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vy [A2e4 (A4 519

-oslelld

Sl-ollé-l Aot HI2 2ied w9 52 -

&
&

&

UL Sl-oiL8 sAZAL SIHHL Al 2isellatl dan dl-lel g v,

S0l %37 53l A8I? VALl L gdldall Mot 5290 Al

S1-6018 BuR 281, dsivlen 3 wiell Fal udaldl U3 Al da-l sl asil.

Sl-6018 GUR d%telR g, U3 el 2 gl-6lld 2sRHs Td weodin gl dsll sinew il
Sl-ofld-l Al Ly, ologeil 93 AL A onu 5 lsull < o dxll sie dsil,

- qIMer

HilFeal Aeta wie ed s -

9 9

UL HUHRAL AL vad 4dl d-l slaw dsil.,

HilFer BuR a-ielr a3 Ul €l d-il slaw dsll,

HilMe Uz ualdl «L ud d-, s Avd,

HiFeRAl su 4osld g Hsdl 5 dladl A€l (dl 5, digols, diey R[BaldonR 4dlR)
HilMerl 521e oledn dlRdlR solldll Al

-l

ALuly, il Ao Hie e Har s -

&

9 9 9

9 9 9

SRl SR 12 A (Start Menu)Hi %S o et s (Turn Off) 53d, curote A =y ol
s:dl.

Aluly, 4 Guasd sellvl gdal dlury s sdlvl aurdldl uAg AvL olRel dldal »idd
S15uRL el AU 45 8 5 Al dell vl sul olle o d-dl Guylal 53U

iUl ALl ol sul uesl oo logmale oit sal © 3 Al d-l vid) 53 ddl.

UL ALYLY A B3l viisg, .

AL ALULYGUR stduRl usi-l drgil Hsdl <l

ALuly, A1 doudd HGUA A usd viadldl Ude sl €l

WG ARl duid HIGU-USL 2128 Gulol s,

215 AL Gualol sul uedl ofloi MM vilddl udixl MauHHig] 2isile (Exit) aul & 3 ¢l asll
vidil s3 @l
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- MR

yle22 Uz GUAloll A i ld AUl d- glsld und,

Wlvezrll s1dlos, Joilo vieal toner oteddl avid 1+ (Main) 2l oit v,

w22 Alg, €l AR del Het 3ot sigdl .

Wle221182 2Alg, $ld LR el off ¢l €l

ezl Ad el vilad, <], el a-l su-lai JuR s1aq

@ YleatiB2 Hie 92l AIFL oRlatL HR1Lddl WUl Guylal sl

@ yleezell W 2uAl dal Sw=gsu Wy (Instruction Manual)-ll Yzl {d 2edi s
% [Bver~il Budlal s2dl.

4 9 § §

9

- sl (s
= gdldl sl GuR U Hadl U dl axqell o quid Al :
= sdldl dese yausia dxes wiellell g2 vl s, @
@ gdldl sl sar (w52)-l »iex 1o dousdl el
= Al s dHal d-l ollami aisdl vl N
= gdlil sl Hugoisy HonEls drqil Ysdl A€l '
& iUl Jrsl 2iu-d vioy o Aol ¢l d-l F5ell 4l 5 el ysdl €l

~

Saey Rired-l sz waal (Password) Hsdl w2

UG B SR Al T3 AR AMaAH wal (Password) dvdl olle % 512 A1 Ald d UsiRel
UL SRl HIZ FUIR SRR ALY 52 AR AMAY 620l (Booting) Ay 8. il WEuL (Process) sl
Hirflezrl 251ui {13 215 AA% H1ddl. 3 “Press DEL to enter SETUP” %12 1L H3% suild i $lolld
Bux¥l DEL key eoildl (Press) sl DEL key eoiladizll CMOS SETUP UTILITY o #s viadl. %+l 4o
uiad (USER Password) U2 582 A o6 aiwex (Enter) ML U4 a1l 2w widdd (Enter
Password)<j ol (Box) »ddl. L olla (Box)4i % ulaad (Password) GHRdl €l d widd GHL 14
222 (Enter) 2Aul. clRole 5754 wiidd (Confirm Password)+ el ofia (Box) »1ddl w4l 53¢l d o
Wad (Password) GHIL 24 iver (Enter) »Udl. AR olle BIOS FEATURES SETUPHL 5312 a6 %t
w2z (Enter) 2L deil 2iex RsA2] s o1 o 4y 2y sl (Page up Key)«il Heedl dlex
(System) et [Ridise 53U vled, sul olle 2134 51 (Esc Key)~il Heeell d Amial otz viidl oq st
503+l Heedl Ad wieg sofle Aeay (SAVE & EXIT SETUP) U2 sz et 2122 (Enter) »lul, i
5e5RAAAL UL Al (Y) @vil e (Enter) ML 24 sl siaea-dl A4ME d wiad 2R 4l
o3, 2t 1ol {2012 (Re-start) 49l U2 Wil (Password) yeodl. ¢d ol w2l Wil (Password)
BHRULL dl % sl Alg 2.

Roma sWnae: HleRis1 @ ¥ @ s1naezdil uiiell #neida 214y




[Arsin-XP

Microsoft’

g Vs
A Windows*?

R sz HlelRis1 @ u @ [dosky 'XP



l' ’ Micros.oft
at’ Windows

2UuloL AeH 9 & ? (What isan Operating System?)

[asiotetl waisil va (Basic of Windows):

[axiiyy XP (Windows XP) »i »is Rty (Graphics) eloys wiaus €. 9+l Hee a3 »uusl
il ABEl sl (Operating System) el 3 ustetagiz, uasl, @lsadld dledlail adll
vl A0dldl 53 asla ¢la @iy Aadl (Windows XP) »is widl 2Audlsol ilzeu
(Operating System) € o+l Gualdl AU Uld Uldidl ld $1M HI2 A4l dl Uil
iBUA @oldl stll2Al xal WXL Hie vel uadEl s as 9. [@Asios XP bl
Alzeudl vulhad 21 8 5 iR Uid didisl #3RuUd 02 d-l e+l =u-Unl yrRasRL 530
25 o,

>

(sl XPl cratlsal (Windows XP Feature):-
[sdis XPdl sgedl 2wudl deashi 3su (Networking Fax) wfam, el
(Multimedia)-l ylau, a9l uadiel Guaidl ds aslat ¢l

[awsion XP o1 medl 21zslo1 2tiuélol Alex (Multi Tasking Operating System) © »ied
5 2Bl HsAE 25 5l Ay, Shedlsaet 5 UHAL Budlol 53 asl el

[awsioy X Pl s1uel :
wslse yor ¥rer3u (Graphical User Interface) siael d- sHi<s (Command) uue

ML Usdl 2l otes o d s (Command) 31 Risll uRell il eawl 4 as 9.

Yedl 21501 HHed 5 olgsidl ugla U 518 s Slauell 2UuBL sl s sl A, WAHHL 514
3L sl el

[argios XPui 210uGel o $veznie visuediz (Internet Explorer) tivia glaiel $wez-ieHl
514 524l HI2 oflogl S5 e (Browser)-l %3 usdl el

R sz HlelRisi @ g @ [dosky 'XP



o SRR R ALY s
AR [asios XP g adl
uddl ougdi salleul uHEl
Al 2id O, B (Ao
XP Rud 25l 5¢ 9. o2 M|Cr080ft
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% oteild 69, gl %32 Ul dl Tl wiedl 3o [Aoporml Hiseld GUAldHL A sl €9, 2 %l 2ilell ual
5194 A - 22l Duusaell (File Menu — Empty Recycle Bin) siies 2uuaii 214 dl % d
siex (Folder) x4 s19a (File) eidlasuiall sium iz sl oy 9, % s30el Gualomi da w2
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> elddr Uislod

s1id2 (Hardware) ur sels s3di »uusl siweal eiddr (Hardware)-l sufedl %l 3,
Rady wd%2 (Device Manager), sidar as-lo (Driver Signing), »1s s1$d2 [@xLs
(Add Hardware Wizard), ¢15d2 wisisa (Hardware Profile) asi2 #adl aisli ¢,

B 2 issa (Hardware
Profile)t @oldl %33l
@La'[oa (%ttl ngS) Q){éﬁl?ﬂ = System Fiestore | Automatic Updates | Femote |
3er ASU i\9 _ Generl | Computer Name Hadware | advanced
: r A

[~ Add Hardware Wizard
¥ The Add Hardware Wizard helps pou install hardware.
<

_
rl Add Hardware 'wi:
sefls PAsaLeRd, e
H A [ Device Manager
Cl I Ck dvancw o] { i o] The Device Manager lists all the hardware devices insjplled

System Properties ] x|
ents

on your computer. Lse the Device Manager to chanad the
properies of any device,

Driver Signing Device Manag

i~ Hardware Prafile:

7 Hardware profiles provide a way for you to set up and fore
——

Hardware Profiles

[k | oo | oo |

& @| @| « & B e:zs5PM

Bl siue: ke (Computer
System)-ii uglu-, YR

uistda (Performance, e :
System Restore | Automatic Updates | Remote |

user pYOflle) [E{Q‘I‘ 06].@'.3'.?:1 ~ Generdl | ComputerMame | Hardware Advanced

*fou must be logged on as an Administrator to make most of these changes.

SN
HUl ¢9. o - Perfomance

Visual effects, processor scheduling, memory usage, and witual memory

Settings

- User Frofile
Disklop settings related to your logon

Settings

N Startup and Recaver
sefls e e i
Click ' _suiw |

Envionment Varibles | EnorFiepating |

Cancel | el |

Bistart| 3 & 21 > é’@|@|«ﬂ.ﬂ 7:00PM
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> 521d UAd

s2le Uda (Control Pandl) »ied 3 -l M8l »uRl Siaers  ssdiuriee
(Environment) siedl aslal ¢lal gy 3 Jefesn (Date/Time), Rua Al (Display
Setting), slotl$ i WGu (Keyboard & Mouse), wedlwda (Multimedia), e+
$-si3a (System Information), siédz wistda (Hardware Profile) s

sells
Click

sefls
Click

s

Click

Control Panel.

=lsix
~ R Fle B Vew Favorter  Took  Help | i
B &< (Windows)-l 00 N L .
RN ~ ) ] ]
5214 u+d (Control & %X D @ B P L & w 2
Panel)- 251+ (Screen bl y I S r————
)f ( ) » 8 3 & & D e B b %
L] ol T I R
e @ 2 9 g @ 4 =
o1 5ells pLgfna Do)
Double Click
IAdd/Remove Programs)
@istant| (2w pocuments |0 contratpanet [ pmm
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4a wiwt (Add/Remove Programs)-il ueeell siyeul $weld add widid
ddleRla (Delete/Remove) 31 asla el dal Aal digedr §weld 53 aslat ¢l

slx
N - ~ Fie § " Favorte i
B 2o d=da(ngtal) o 05—
N addeers | Control Pared =] Bl
214l dl I4a (Remove) it ST
539 Gl - Aldse @ N
(select) 53 S=ele o e e
(Install) 242al dl Lxa e
~ [E] incdobe Phictoshop Demerts
(Remove) »ilul. - . o e
[:Ec::zuh : = D
sells fsellan. T -
Click (Close. g -
T"‘.:::::!\’x-ml’mrurmu:;‘.ln soe ssemﬂ
> cie
@istart] 1) my poauments [0 tontratpanel ) marssoht . | 4 [u 18P

2wl :-

> [assio XPHi $selu Gur dld dur A2 s34l Hie WGl e sells-l Gualal 531 asl .

> Sesydersil e siv sl duid HGUA oled Slolld Guati YAsA (5SS wRL GuAlal
531 sl o,

> [axdiey XPHl »igz 516 umL ole 5 ofla Gur 3Gusl e sdlls sl «dle 6 Hle? (What is
This?) avig, »1d 9, ¥+l Gur sells s2auell ¥ d [uasdl 2Ayel Huledl 14 9.

> [ASloy AR e g, SlesR oirladl Wi sLdd AoHl sdlls 530, = 2l sles i

(Hase s
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> dlduuR B2 52U

slaeasl Hidlez (MONItor)«il 6lsuB-s1l HUusl Uil ude Horoirl gel gel 2usis [sAR
(picture)< diauux (Wallpaper) dls 4sl aslat la. aoll dxaid 2udl didatur oedl
RPN

o1 5ells 3 Ore - © - 3] D ram :
Double Click Displayl P B w N E

Conkroers

L 4% &
=
Pt el Povess Optare. Bredend e
Mestem .., Faues
h Syiten Tarikbar aned  Liusr Actounts
Start Menu.

Ry Wiriows Ui

% GL5ABwS
(Background) «$d,
Sy de dldse
(Select) s3l.

sells
Click |OK.

oL Glclledl UHIGL 352U
(Desktop) Uz iU Yie
53¢ diquux (Wallpaper)
21ell ol
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> 3l AdR AUe s3U

syeal Hidilex (Monitor) Gur gvug suis-23e (Cathod-tube)sisl Gaut udi Sasgis
(Electron) el st U2 asiddiel alq Sl O, % 2 Bl ay AHL s1e 2l
(Screen) uR 2il5d 28 dl d euolrl seR Ad ool A ©. i aldd AsAl e s FUR
QURALHL L Sl AR A gedl AvaL M12 [l 2514 AR (Screen Saver)-«il uoias
YA 2ldd O,

sells ];ﬂ-i AR,
Click |Screen Saver.

% %1 A4z (Screen
Saver) uaie €l d
dldse (Select) sl

sefls
Click

25l AR HIZ 2uE %33
alddlol  (timing)  oue
SU2AY UMl sl
Yoole, 2l AdR  s1dd
2 il

—8

B
=

>

Al 3l AdA HH2sladl
H2 WG wtadl slefLidl
sidual sl (key) ss5d gl
aoqdl.
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> dlZlv A ¥HY A2 sl

dARlv 2 w4y (Date & Time)-l 1eedl 2uuel wled (System)-l awlv (Date) dxey
Ay (Time) otecll aslat €l 24 i (Time Zone)ui »uusl (sl e3s ealldl U4

angdl sl S,

~ =
so1e 5efls e 2w a1, D e
. Qe - Q)+ (F] Dsewen 1 v |-
Double Click MJ.bm|D-cwan T0e
Date & Time. . ’ . o 4
e T | Tame s | et s | Icmh
=P D e B b %
N e ¥ w @A ®
Bl e (System)-l e cidias v 1 A TR
(Date) 244 21654 (Time) ok Rl | S
Aldse (Select) 531 asid . o
o] _cme | aov |
sefls LM e,
Click [Time Zone.
start] )y Documacts [0 fotrotPanet 2] 0nEM
) . NCIEY
. 2 le] [l €25 oLl Do - O 3| P 1 rarm [T -
UHY, Ul sy ©. T - . _ Ja=
& X D % 8 B P R v B
D-W'!"“Mv-r"“’w“ Add o mﬂmwe.‘-ﬂ;ﬂrm &.:':l.-::k Dateand Tend  [hsoley  Fokder Uptaors. Forts
S Dol & Tine, e Zone | ntoenet Tioe | ) "'_J *‘_ i L zv
® i W kDol e dwe

poces

sefls
Click

F atimnaticaby sfpt chock for dabght v charens

B | |
#start] L) My Bomuments | comtrotpanet ) 2.
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> UG ivg AL Rensdqls

weldlda (Multimedia)-l sieesdl >uust suuel Al g1da (CD-ROM Drive)sd
Aol (Setting) 3L wsla 1ot 5 g+{l ueeell suueq 68 (CD) Gural siduel Wi Ay
sl 2aal dl S8 AL 414 (Audio-Video CD)-L GuylaiHi dsdls « oy d
101l el 53] Aslt i,

_isix
NOKGh fr(‘ﬂ\% Edi Wiew Favortes Tools Help ‘ "

~ ~ ~ |Back ~ - % ‘ ) search Folders ‘ -
RUGS Bies 21420 e O )/ =
ess |3 control Panel Rl e
D Oubl e Cl | Ck b~ 5ounds and Audio Devices Properties Xl
‘ d & d D . i~ Control Panel ] = | o | | | -
Soun audio Devi Cd " Accesshbity AddHs  Wolme | Sounds uwdo | Voice | Hardware land Times
T Switch to Category View Options I
= 9
A = @y = =
Folder ¢ board

See Also
- Q‘“.@"S (SOUI’]d), [1\‘[53{-\’. L windows Update
. NS @) Help and Support - ,
(Picture) s« @l . i AR — ]

an
Audio Devices Mot Default device: nal and

i‘l.a(]‘ol, (%ttl ng) :b‘l.é,(l ] |C—MedwaWaveDevice j age ...
3Q_QLQ-LL Q,{LE{ &'\9 % Vohime.. | ;

Scanners and  Scher — lbar and
Cameras Ta: MIDI music playback e emns

o Defsul device

(1 N ﬁg 2 [ Microsoft G5 Wawetable SW Spnith =l
5Als pls. User Accaunts Vohme.. | pbout. |

Vel Advanced .|

Clic

™ Use only default devices

oo | o | |

A _isix
5{{13 Fle Edi Wew Favortes Tooks Help ‘ "
Click ISound . Qe - - (¥ \ ) search |~ Folders ‘E

3
w

Address |3 control Panel o s
A~ Sounds and Audio Devices Properties zxld
fecessbilty Addrm | o Sounds | audo | voice | Hedwsis | Logime
Switch to Category Yiew Options . . .
& o P A sound scheme is & set of sounds applied to events in'Windows

and programs. You can select an eisting scheme of savs one yau

HElHldu (Multimedia), o R NI -

Sound scheme!

Display  Folder ¢

Aa sifed (Wavefiles)q 3 e . = |
~ o . . 2/ I3 Save As... Delete
2{?:1% (Settl ng) Q"'.é]. 3’\).(]. SRS G " Tachange sounds, click a program event in the following list and !

AudiaDevices  MO! o) select 2 sound to apply. You can save the changes as a new
sound scheme.

A5, . -
g [T Wwirdows ﬁl ;

Stanners and  Sches @, Asterisk. Ibar and

Cameras Ta Close program t Menu
Titical Battery Alaim

ﬁa @, Critical Stop

-\'\ SSSSSSSS . @, Default Besp -
56{13 Q,‘L-Lg e Sounds;
Click (oK fres =T o
P 0t | cwed | swy |
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> [A-iy eu qruRalHl Ay

[aesios XPui o331 s3iws allvial saal 2y [Asiin dotdl Hee daaal w2 deu (Help)-il
sHIm Vol o GUA(L AU 2 O, [Axdiobel augel wid AweRHl Gl adl alail 2
wescllile 21 dew (Help) gl [HRusa 530 asiy 9.

flase
Click

s
Click
Help and Support|

. ccorch @ Help and Support Genter
Al ollMl B+l (a9l m—
Hee Hoadl 1y d duil. el.d. -
YI=2lou (printing) cuizouls
oMl saldd 121 (arrow)
YR 5efls 2 ol 12 $lAHi et

Search for prnkers
» Prick el bopk or page
Btiches

gallol Hosot salladl. R
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> ]-Ud

1. dMIRL sl (Screen)- dlauu: (Wall Paper) eiedl.

2. IRl sl (Screen)- 2l Aaz (Screen Saver) eiedl

3. duRL SRl 2l (Time) otedl.

¥, dHIRL seHl dey de (Help Menu)-il 1eeall s2ia usa (Control Panel) (as

RLSIZL Huldl.

Window IS Help

Search Results

Search was stopped,

Suggested Tapics (15 results)

Pick a task

Choosing the best program ko write &
document

Copy afile or Folder

Crder prinks of your pictures orline
Search for afile or folder

Search for printers

Print & Help topic or page

Print & picture

Overviews, Articles and Tutorials
Searching for files and folders

Help and Support Center overview

Lising Outlook Express

Using Internet Explorer

Changing printing preferences

Printing pictures tips

Printing, s&ving, and e-maiing mages from )

Ful-text Search Makches (15 results)

Microsaft Knowledge Base
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> HIGAUAL BHRIL G2l GUHIoL Ad gllese oivicl

WAL omell des dal oo uR sels sael s AelsadHinL Gualoll Hal sHIRL
(commands)<i H+ %idl 4o ©. M2 L sUIgeAl GUALRL 5AL HIZ 35 Avid SHIHL Q&
(toolS)Hi osalril 32 2l .

$s2lu (desktop) uz suiu
uRL |G Mg otert sells
5312l ollogHi sl 3ol
Adl 1ol O,

e | Cihethren | & 10150, | Bjoocmenti - .|

G, %4Y, vt sdlls
5312l ollogHi sl ol
sliese oirlicll us 9,

et | o) 8 0 v || Ececte e | e ok, | aneattvoem | @jeep 101 - 50, Bjooomen .| g1 womema.| (I A @EEIT AT awen
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> [y 21AAAD - leus

(250 vl GHIL wsl S,

-tietds (NotePad) ied & o+l weeall »Uudl »usll ALKEL Urtcdell ddiR 530 sl Sl
-lleds (NotePad)i asllol Al gial 4o 8. 945 slSuRl 20ell HaRl tledal, d-il
AR (Size) arrdl, d- vida-i-e (Alignment) sq dul Held david, Guld dl 21l

sells
Click

sells
Click

Mew Office Document

{a Open Offics Document

Accessibility

@f et Program Access and Defaults
4 » | Communications

e iindois Catlog G Anti-¥irus

sl ]
Click

=

¥ |7 Entertainment
* ) Internet Tools
» [ System Tools

y English Addressbal
‘b Windaws Update

Games
INDICA Spell Ched & Conversion Filtsr
INDICA Utility b .} Address Book

, | Tomega b T Caleulator
Microsaft Office » B cCommand Prompt
ELling: b ciaaat Office )

Documents

2

sells
Click [Notepad.

Metvision

Help and Support TransPro 1.0

& Intermet Explorer
Bun... B3 Microsoft FrontPage
% Msn Explorer
Log Off Human... 151 Outlook Express ordPad

indows Explorer

indows Mavie Maker

| EEIEEECIRIREAK
(Notepad)~il {55+t 251+
(Main Screen) »uidl el
¥4l 248 282 (Text) ausu
530 AslaA ¢l

sefls
Click

=]

n

—

/:) Search ' Startup fogram Campatibility Yizard
o 4

=

[©

Windows XP Professiolal

Turn OFF Computer. ., = G
&) windows Media Player

distare [ @ G 38 windows Messenger

& @| [« %R zézrm

B untitled - Notepad _|a i
E I

File Edit Format View Help

K v
dstart| [F @ (<1 |0 untitled - Notepad & @| [« &3 =:37Pm
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> SHIN WM/ winerdl HH

Jx (DOS) 2t »is usizdl el Aled (0S) 9. [a<siz (Windows)uial . wixe
(DOS Prompt) uz oal 2 s wixe (DOS Prompt)-it st (button) uz sdls 2.
el 530SIt (DO el [axdi (Window) vaal.

sells
Click
sefls
Click [Programs.
slls
Click

s

Click
ICommand Prompt|

» | .
I ) Ul Pt Explorms B0 Tl 8
(0 Ukeod Pt Expreas 4.0 Trid &

ftEo Ly eom

B s~ e (Command
Prompt)«il <<l (&=l
(window) vl o3l %+l
»iez 2Ll S (DOS)
s41=¢ (command) 2aldl
IEIEE R

Bl s odime (Command
Prompt)siell uiest o1z
lsaal 12 ¢\ vixe
(prompt) Uz 2isle
(Exit) a1du s3] aivex
(Enter) »tiud,

distart| @ % ] ® 2 osee Moot wod [0 Command Premot [Stme B, WP srm
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> ud~e el Guaiol

ude sal (Paintbrush) 2t Ritsin el [a-ia (Windows)-l y2ldlel (utility) €. e+l
e dH SISURL UsRd Riot ol o AR oirllell w5l 9l diy drdl 2ieR siduRl Usi-L 291

ol asiy O, Wil vie Ay (Accessories)Hi udwe (Paint) el uds
(Icon) uz sels sl use ea (Paintbrush) vl eny .

sells
Click
sells
Click
slls
Click
slls
Click

ftEo Ly eam

alsix

B Gudisd souss 2iva e a— =
oL HL £l HogoteL i:'%
Udresal (Paintbrush)-l o
Wy 5l 2] %ol ¥+l ola

»ig2 Lol ol ge (tools) ‘
24 ~{l2 542 ude (Color
Palette) i1l a9l

| 'I'
I 5
Upn mein | memel o

P it sk ek Topkcs o the Help Meru.

istart] @ % 0] " ) oot - Mcrcsctt ., [ unkitied - Paint

17,25 |
MADBLAUY zum
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AlH dH% Gudlol

00 |&|O~|]F|¢ e s|LN @S|

sl 514 wldse (Free from select) :- »id @ixd uzigil 12
Hldse (Select) :- yalRad uiedll salL Hie

g2ose (Eraser) :- 2usl ejual we

slet qla s (Fill with color) :- sidum suslaul sa2 eal we
yls saz (Pick color) :- siuml sa AseL 5241 12
Hordls1y2 (Magnifie)r - sidust suglad Hidl s34 stal =
Ul=1¢ (Pencil) :- uld 4t avial w2

g9 (Brush) :- oial ge quxal L2

22 g9 (Airbrush) :- 2uslasl 2oL ool >ual Hie

22 (Text) :- 2uslaml dvia dvial 32

alef (Ling) :- dlHl 12l elral e

5d (Curve) :- aislasl ¢lél eial w2

242 (Square) :- ARy 5 dolAlRA gldl 12

wleilon- (Polygon) :- 2A[+ld visualell usld el 3ie
43¢ (Circle) :- sla-dodlion glral HI2

2635 252-ae (Rounded Rectangle) :- atia vaualel 2
ElRdl L2
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{12 galanl uHIEl ude WAl e SISURL WSl Riot 1Z]l asid 9. 1L Biot slral | ol
oy saldd gai-utxdl (Tools)Hl Gualal 31 asia O, sld. s (Brush), 212 as (Air
Brush), cis+ (Line), usa (Circle) adiz.

slls
Click [Pencil.

el vie 1B U2
(mouse pointer) 1l
stfual sl el

Edt Wew Image Colors Help

010/ ¢ |5 |% ]|
NERERERE

15 T I
—| I I S

For Help, click Help Tapics on the Help Menu, [

Aistart| [ @ ) | Y untitled - Paint & @‘ [« 43} sam

Fle Edt View Image Colors He

sefls
Click

1Al 2ig HIBH Uidwer
(mouse pointer) 35l 2lin
Yl 2L SIRL.

2L % UMIBL dH 2R,
dotdiRY, U QR geu

(Toolg)-il Guaiol 3 a5l W MERFEEEEREEERES

¢9], [For Help, click Help Tapics on the Help Menu, 457,211
.

Aistart| [ @ 1 2| ¥ untitled - Paint & @| [« % & a19pm
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oirlde usa (circle)q sidua saz a3 sla (fill) s curoue SR (eraser) ay usq
(circle)-i ejil.

@ ‘%C‘ﬂ"% s’]‘a‘ Cﬂ%[ 3C‘|‘£| § untitled - Paint =lg] x|

Click [Fill with color] e o T O

saz Ude (Color Palette) wiail
% 542 (color) wrie Sld d uie
53U ol vier sdls 2.

105/"2‘»&4%‘:
0|&|~==|2 7|0

el ANNML d sUR Sle

. ~
(Fill) =S ol
‘1 T I
SR R (e
For Help, click Help Tapics on the Help Menu, 457,258 [
distart| (@ @ 9 7[V untitled-pant P I@‘ [« 4} szoem

f;C-ﬂ\% ¥ untitled - Paint 5] x|
Fls Edt Wew Imsgs Colors Help

7 |
2|3
o gl ¢l el glu e
N2
&

H =

drll U2 ¥ldse (select)
53¢ 98 (eraser) HiGU
(mouse) a3 3Rl .

B e sl @ d sl
oL il

1 1 O I
T EEEEC R RS

[For Help, click Help Topics on the Help Menu, [

distart| [ @& 4 | Y untitled - Paint & @‘ [|« %3 321
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(paint) oit 2.

oirildd ot 512Ul Ad (SaVe) s vie sifde i Ude (paint) »uudl. curels U

slls
Click

sefls Rla
Click

_’@ Edt Wew Image Colors Help

¥ untitled - Paint

=18l x|

New Chri+h
Open... arho

Save ' Chrl+s

Fram Scanngr or Camera,

Prit: Previel
Page Setupl..

Print... Chrl+p

Send...

Set As Backpround (Tiled)
Set As Backpround (Centered)

1b
Za
3 explorer

s19d -n (File Name)-it
Ul U2 (paint) @vil.

Exit Alb+F4

1 1 O I
T EEEEC R RS

O

[5aves the active dacument with a new name.

distart| [ @& 4 | Y untitled - Paint

% untitled - Paint

Fle Edt View Image Colors Help

|
v @‘ [« %2 szt

scfls Rl
Click

sells

7 @)
2|
713 Savein: [ () My Fictures EINGI
B A
N2
O| &
olo
=
o
o My Documents
. 8
My |:“:}.-‘pur.:-..
.
-l

Save as type:

|24—b\t Bitmap [ brp,".dib]

1 1 O
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A-UY

1. [y Rseu (Windows Desktop) ur “udsizise a8 (MS-Word)-il aiiese

(Shortcut) eistidl.

N\ N\

2. et (Notepad) »tiu-t (Open) 53 duiz s st w4y, 2tdu (Type) 2.

3. sl w8 (Font Size) 20 - siwe, ux (Font Name) asi-u (Verdana)
53,

¥ o sdd (File) duid «us 2udl sua dsyi=e (My Document)wi a
(Save) szl

U, Ueeui {12 galledl Hogord Riot ol 29 s1Sa Ad 52

§ untitled - Paint

=18l x|

File Edit View Image Colors Help

|0 /[ ¢[=%|% |

IIm|DEh~B>w£33

m ATEEENEEE NS
I CEEC R R R

‘Fur Help, click Help Topics on the Help Menu, 457,211 |

dstart| [} @ (5 | W untitled - Paint & @| (|« i} 319m
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YID5IAISe U [EH-2003
Microsoft Office-2003

Cin

e

e
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Microsoft Office-2003

e ﬁj_ gj b E

wosldige sl (Microsoft Office) gel yel 2wdlsauq sdasu- (collection) © 5 %
2iZY viciHa- (office automation)ui 1ee 53 & % <l dadd Yyl ws €.

1 | wdsiiise ab 2 ad WAAR WA e duy syl
Microsoft Word A Word Processor s1o(l] w2
2. | uSsllEe Hsid > Bselle HslB2lol sl duy el
Microsoft Excel A Spreadsheet Rl 5L HI2
3. | WSsRAlER wardlde | 2 U g4 Wopre el e LSS 2l ol Hie
Microsoft A Presentation Tool
PowerPoint
4. | wsllge AsAA A RSl | 3216k tleidal Hie
Microsoft Access RDBMS
5. | udsilse 2Beys » Prex-ie Hrarau frevde dauAsdld di-il §-4dd
Microsoft Outlook | An Internet Interface | aizdal dxe »0EFUl HAlSA2
Aoy, siolldl, e 2o adly
AL 42 Gulall 8.

WslRilge 2B 2003 €35 512l RIRUL U0l B, gl syl Hx2ld sl He ldl A
4194 (CD ROM Drive)-l %32 ud €. e3s HiFu WA A0l Bald 41d © i, 15 ARvil
Ad 514 52 0. visaAR s WM lvianel, ollo W Acaldel dlvil asi ©.

a$ (Word) : hlﬁ_i

N N

a$ (Word) 21 2is 08l Wi sl MM © Feiiell di ust, RULE, Ay2id dal ynde:
oelcll A5l L.

AHL BRAUAT AL ALLRL HIZ ANAYAS 511 SAUHL HEE 53 B, i @rilRl- duledt, s51-l dlisazil
azl sisell-l el dwill asi ol ad (Word)ui aell siidl di@sdt 9, g-iel di ei-ida
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gacdldoHl %33 32512 530 Al Ol dd gelgel sl AUl sl 91 dAl edlderel Uil «iolR A
5L 9L ¥ dHIRL excldy ™l (oL vtadl slsl BRI ast o9l v IRl HulBdlA e dAd 2% 530 asl
L. asil 4da 1 (Mail Merge)-ll cial@sdl dHial urine ustd e35 clsd % diRL slawel
Sl el A otellel 9% 9,

> ssia (Excel) o @

wsAA w15 wWselle (Spread Sheet) yiaux ©. ol di RIS edldal Fdl § ol »adl
Ac [RuleA 2ligadl, dulidl e 2% 54l {2 Guallol 53] ust L. isda (Excel )i di asalle-dl
ez d2l (Data) ysal daul d dulest 53 sl ol dd gel el wulseuxl Gudlal 53 el
(Data)~il a2idzl 531 25l 91 duey durdl 2sl el A5 2L 215 G, dUIR Yot © %l Heedl ad
vt dRLdRlHE 53 wsl Ol dd HerRiA sik|ZlL (Formatting) 30, il saR oteel il
R GAZ) asalled atuzl asl Ol 2sAe due 90 5161 a5 oi-llddHl Hee 53 O,
st (Excel) il vl el (Data) dual e et (tools) (Ruasdl) 2ud 6. dx
sAAHL Ul (Macros) eiital due atuzl ast 9l & duiRl el gel s (Commands)+
s SHLHL 3Rl AHY 61U B, Al ARAIR 5ALML LAl 25 U SIHUL Vol o A0LdL WS 9,

> ulaz wid-e (Power Point) :

uauide (PowerPoint) »i »is »idl wiuM © %+l Heeell dd cqauls doweud
(Presentation) (Mgai-i-i) wilal (Planning), »tisi-usaa- (Organisation) dan Raussiloy
(designing) 53 ast ol a4 U2 (Presentation) ((Meslv) 12 dwil siwesl 4, 3u
A, . @SS padl Hides 2uusili (Overhead Trangpancies) Gualol 531 st ©l. dxl
e=oUB2u (Handouts)-il Bie 53 slicdivdil ool dxwaldl Hee 53 asl oL dd
wlavLgweL slax (Features) (cual@sdiail)«l Hesdl sadidomi %33] 3812 53 Uoswdan 530
sl 9l wauldwe-l Heedl du s (Slide)ui siust 32 dg Ful d-l 2812, sl2l el
ALE Usr2aet HIZ GHRL AsL 91 dH Uose2alet M1 saR vielHa e8¢ (Animation Slide) oiedl
a5l 691 2aal Gl Asl o,

> »isan (Access) : | ﬂl

AU (ACCESS) 21 215 Hdl HAH O o ddnl vot Ml qviul seies (Database) %al 5
UL, U, Ol A9l AAS SAUML Hee 52 0. HIZ|L Surlal dHAl HAUUAL UM, AL,
WA L8R, w2, ofldl, wouusts a9l HURdl A UAS SAUHL Hes 52 O, BLSAA 2A60 26
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(Access database tables), sixi (forms), a3l (queries) x4 Ui (report) tud ©.
2oie (Table) 21 »is 2Alss Hel 12 [[oldl-l A 8. F4s uAAdsR “e+ dlke (list), sixi
(forms) »i ety (Database)-il [aoldl dl, GHRAL dal sleddl M2 Mg 52 €9, sAluxil
Yeedl dd J2loioml AlssA Held Al sl ol AU 3 dud J2weiosll [@oidl eisaal dan Bive
1AL Hes 53 6O,

> »uG2¢s (Outlook) :- | g

1B2¢s (Outlook) »L »is idl WM © % dHl dHIRL AR, Halsld, A4, AFEL Buiil, iy

-~

Al SALML HEE 53 6.

()  S-etia (INboX) - dHl dHIRL §-Ha Hisddl dal HolddlMl Hes 52 ©.

(i)  3a-=: (Caendar) - dusl dauzl Hesid dle sal Hee 52 9.

(iii)  sieseu (Contacts) - due dil sdl Ut AddIR HHadl [Qoldidl uu-a 1A sl 244
SAUML HEE 52 6,

(iv) a5 (Task) - duq dmig stus (e duir saMi Hee 53 .

(V)  -ia (Journal) - dxizl tiuui sal-l dled duir 52 9.

(vi) len (Notes) - 251+ (Screen) Gur = (Reminder) ssaisl siuul »ud .

> WdsilEe sl Uy

W < =5 2 2

ouhws2 (Binder) i 2iH.2124. 2113d (MS Office)-l el el Wil edidet Mol 530 215
oirldl 25 B, % dun sy (Particular) exdido Aus sal Hee 53 8. eld. US4
(Binder) s af (Word)«isl excides, sisda (Excel)isl asale (Worksheet) i
yauls2 (PowerPoint)«ial uxs-eas (Presentation) szudl a5 ©.

2wizu (Office) s sxdidel [Aoidl oiloa sxdideHi sidl (Copy) saHl »adl a4 il
Asdl oirid O, 2l2na.S. (OLE)-] Heeall excldoirdl [Qoidi-dl 2uu-a 2 a5 8. 2R dd
[Aotctisil tu-a 530 @l R d [Qoldl 21 Adl ecldel 25 el1oL ol oy 9. 2R d¥ [QaLdiA
cdls (Link) 531 el cuR Aal da »uRlevsila (Original) exdides 422 vis sl 4 oy ©.
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> . 2BEA (M S Office) 214 d-er-2 (Internet)

i (Office) Wi $rerde u [Avidl A2 514 saL | RBoad s34 O, dd 215 exdidosl
[ao1dl oflon grdides »adl dot ues (Web Page)ui sal w2 siaur dls (Hyperlink) il
sl L.

a siduel 1A (Office) wiauxul det v (Web Page) dils sxdides uas 530 st vie d-il
uz WWW aed aiss der (World Wide Web) usdlst Publish 31 ast .
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W

HLS5IAIS2 A$-2003
Microsoft Word-2003

i ft* (iffice

Clay visoson otoe
L. Word 2003

Copyright & 1983-2002 Microzoft Corporation. Al rights reserved.
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Ja Micrnanft Office
13 Word 2003

Copyright @ 1983-2003 Microsoft Corporation. Al rights reserved.

N ) oY N\

vl ad WIAA B s SRl ALg2AR WA B, a irtuell deedl aldl u-umi dioy q
dflydad (manipulation) s34 dq @3Rdd WHSAL @3udl olsdl asld ©. FU 5,
dsyua-t (Documentation)< >4l (Editing), si-e (Font), sie dx (Font Size),
1d (Style), ux e (Page Number), ¢ (Header), vl @4 (Print View) aolz el
el 3uMl Hadl Ausid O,

Gualol: af WA Hed szl asuusex (typewriter)-ll Gualol sul [ sl-oiidell dan
Algedr-ll Heeall vor o U0, ALl A Al Al AAdL Adl dsyiee, AuGe dul Uy WD
(page marging)- da s34 el gel seHon side (customise format)si o iR o
deedl avid ddl Rl Haddidl wdadel eduleReqlus:  (typist/stenographer)«
QRELA3U . U UlRUY S 512 duRAAsRIA wel Uidisl s1o{l2l saL Wi ARl 6 d
Hiz [Aay 098l GHRAUML 21l O, 2l Gualol AlHI=ud: adulze (Typists)/ w@-iaus
(Stenographer)/ dsyie  dxd  (Document Designer) /s sls
(Correspondence Clark) 3 2isdilsycla (Executive) asiz usyax (Circular), slisR
(Broacher), e (Report), »wili-eu (Agreements), ded (Letters), 3luiex
(Reports), 2154 201 (Time Table) adil oirlaal w2 52 .

AlSA: 21 4 WRAUML SISURL AuAASRA HEe3W ddl H2 el el Usle-l dlal@isdl
GHRAML 2l 9. % Hyud {12 Hao ©
1. 9ol (EaSiNess - A0dL): 2L vied o u0diell Sisyiee oisldl asid ©.
2. Yo (EAQINeSS - AdRI-atIL): 2l eislldd Sisyimeul w3[Ruld Harel YHIRL dHIRL
53 Aus1u O,
3. 2288ls adlol 3ldlel (Automatic Saving Facility): 135 2lssat -issl sul yesoiel
$rexdd (interval)i disyiaHl sii sl avid disyire oif 2d R 3¢ s1H dd (Save)
2 A5 6,
¥. a»62 (Layout): el el usiz-l U dxid (Page Design), a»uGe (Layout) xal
5 «iMa (Normal), det (Web), Wl-e d»uGe (Print Layout), »uGeais+ (Outline),
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sa sl (Full Screen), 2
wadl asiy .

U, Hedlud sl (Multiple Copy): a$ disyiizesi 5 d-l 2135 Waus (paragraph)-il s
d a velua sidl (multiple copy) vz Hadl asiy © ¥ el 20w« (origina) o
sidl (copy) ot €.

€. Wd A5 i wHR (Spell Check and Grammar): disyi-esi Aol 2 AR+l
Al BHRAML Huda . %2l 2y sea Sisyie ys A (proof reader) wie vot o
A0 A Y 9.

9. ki (Thesaurus): dsyuwel »is aoesil UM dd Adod 2=y 0el Hadld s
(draft) a4y wenasusl eisdl asiy ©.

¢. Hedl arsloL (Multi Tasking): ab disyiiredi 215 1A 2isell ay dsyie 5 s15d U 514
53 AslU O,

¢. anldlar (WYSIWY G - What you see is what you get): »i i3, ilEsl
aAlalBsdl ©. ved 5 dil %q sl (Screen) uz s asl i ddl o soi U Yl Hoadl
ALY 9.

10.4l-e dley (Print Preview): 21 aotasl dsyived dlweHl Hisddl uddl dsyi-2 d2uie,
W, Uy w01, 2ae-l ollsail A asid 9, el U3 WRUA AUl YR 53 2 sul oue
o Ylwe A Asl. il Al a3, WlwerHdl 51830 (cartridge) i Wlwezsl aulal
525u5d 53 wsld O,

14.48d 4 (Mail Merge): »u viRiddel 215 o sl disyiven Yel el UwUHL UHIE
alR 3 dxn UiRlo+a sl (original copy)-l % dicsiléls Hisdl asid © »adl
Ule21G2 4 asiy 9.

da- (Tabulation), 2a2 siaxd (Text Columns) asiz

o

AN

a$ Wi (Word Processor )« Gelerell:

o .. 4 (MSWord)

e iz (Word Star)

o ussa-yR (Perfectionire)
e qfuise (Word Perfect)

o yisuda ude: (Professional Writer)
o yZlue (MultiMate)
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a$ wiA{le-l wRay (Introduction to Word Processing) :
> af (Word)-l g2 2L (Data) Guzdl @i drl LRl

qi (Word)-l »ig2 2nugl 282 (text) avild d-dl 2iex asuotl 4 530 asla Wlad s
Sisye otrltdll el oite &30ell 2usl d-dl 2iex dl 2ge Gl & Rele 53 aslat €t g5l
allsaell duel 531 asla la, s1daxil vie: WL e ARl el YAl wslat €l sidal
e UL ¥ Deatl YAIRL 54l Sl dt a8 (Word) didi-dl 443 (Memory) s 53 v 8,
22l 218l -3 (UN-do) 5 3¢ (Re-do)-il el d sHiws s=ud s3] aslat ¢,

2L GuRld ad-l »iex 2ugl oz (Bookmark) i siz 253w (Cross reference)-ii us
Gualol 530 wslat 9l il Heeall 2Bl Hiel Sisyi-ed aaRad ollsdl aslt el

Qi oilddl Sisyimeua allaul s 2ud d w2 ¢1d ks (Hard disk) Guz ad (Save) 53l
st B, % duiRl e (Data) sil=Ei=lua-viol (Confidential) € di Sisydred wial
(Password) »uyl aist 9. %2l 6l s @lsd duRL Ssyi-ae vidl L as.

L_'TH‘JJ‘J

Slsyiel s1H sl U0l 2l o W SisyHresdl o (View) otedl ast ol

> el el 4 (Different Views) : ==

aiel vigr AR gel el usi-l 4 (View) siaadii s 8,

o -ida o (Normal View)-l »iex dsyi-en i asusl il ast ol duy «dl 2a2
(Text) G421 ast o

o ot % M2l dlsyiHay YdlRd ollsadl Ml i-ald dxuBe @ (On-line layout view)
2 21G2ald o (Outline View) siyul 2ud 6,

o U @62 o (Page Layout View)-ll »ie2 disyuresil wl-e 5dl -{lsasl d wis asiy ©.

o Ssyived [Aqd (Detail)ui cal 1 2adl dl s s3dl a1 e (Page) »is uie sdl oM
(Zoom)+iL Guidl 531 sy,

> siRudlol 2e2 (Formatting Text) : A . .

qiel e di wiwer (Enter) s3dl 2e2 viot o e Ad ol sl Ol d-L W2 a4 el el sive
Ay (Font Size), si-e 2e1da (Font Style), sie sax (Font Colour) asi-l Guaial 531
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a5l L. i GURld d¥ ald- e (Line Spacing) dxes 2a2 s»iaisd-i-e (Text Alignment)
el oigel Asl 9l 2L GuRd dil addl e Sedls uedell o oiriddl siarl Gudlol 531 Asl .
il Heeell dHIF SlsHve AR e ol ©.

» sludlL sy (For matting Documents)

dH dHIRL Sisydved ad (Word)sil 1eesl ual sizie (Format) s31 sl ol »ied 3 dsyi-ausdl
»g2 U oz (Page Number) Gzl ast ¢l Guzid adHistusi-l g+ 282 (Text)q siawiHi yel
avll sl 9L GuAL dH gertle ddle-l ual Guaial 53 sl ol Sisyi-e-l e dil 4R diy §2R
GAZL 25l L. Sisyiveil Wow+ A (Change) 531 asl ol

> il (Printing) : = L4

Ssyu sl viex 2ge (Text) Gualsd awl ole d Sisydesil Wl 2uB2 (Printout) 4 ast ol
Wlee (Print) -llsadi ueal dd dsyi-e 59 dwidl d Wl Wy (Print Preview)-il weesll «is
ASL L. 1 GuRid al-l 2ie dil -dawt (Envelopes) »tq dddlal dsien (Mailing Labels)
UL ei-Lel st 6L,

> ua (Tables): d L4

dsyiee-dl e yualad dd el (Data) »i-ex (Enter) saau 2oia (Table)-l Gualol aiy .
el d Uerll desel Wur ur 2o1d L (Draw) aid ddl o 3d adui 4 93 9.

2 2ot di el ol dd e ol wsl Ol FH 5 dd Adsl olld otedl w5l ol Al a4l
GHIL wsl L. 282 (Text)-l ooul olecl sl ol i Gurid el sive (Auto format)-l «eeell
2oidel aHIR Yer oiridl asl .

~ o . . )
> wdd 4 (Mail Merge) :

4da v (Mail Merge) »i ad (Word)-l sail 2101l aiol @, dsdl 2ig di viol % nusll
Ul uAdelR s3I asl ol wadl [Qold UM €l BH 5 Yy AR, -,

HIHARUBLSL A3 USIR-AL Usllrtl UrerasiR 49d 4o (Mail Merge)-ll Hegel vot o a0l
RRERS
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C NN N “\ N\
P Ad HIRAAR UlFRAR ALY 53U
ad (Word) 1 215 2l HAH O FHL dsyi-ed Hed § ust, RULS, A-ymet 43R eisidl asi

9l i A2 (Disk) uz dnl Ao 530 asl ol 21 Guid dsydren oididdl avid dHl 2l
Ml YL 2 20gl, AlsUl 5 55 WAL el ol Asl 9L dxy Adl GHIL asl ol

sefls
Click

P s

sefls . S acscrmre
Click B

sefls pudsizlise 28l
Click Microsoft Office|

sefls pudsiRilse al,

Click Microsoft Word)

St 23] Oocuert - Mcrosels .| 1] 06 werdli-123 - Mcrosct.. | |48 susen
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WSS didl 2l WAl Ful dsyiee 3 Ul duiR sdL W2 Buddll eindl el gel g6
gual, 13 ealdet AL AS s & A HSsRIES didl vdd Sl el ouogal 2uld
uR sells sl HiSslRilge a4l oir 53 wslal.

WHsiise ad (Microsoft

. DEHRSIGRITE S
Wordl 251+ (Screen) T
vl

sells
Click :

Page 1 Ser 1 11 Ak 1" Ln 1 Col 1 REC TRK EXT OWR  English (0.5

P4 @‘ £ [« a19pm

[l :

> uis 28R el oy Rele 5241 - s (Backspace)
> i 908 ol ol Relle s2a1 - szia (Crl) + oisuu (Backspace)
> s vaR el ouy Rdle sa1 - ddle (Delete)

> s a0e el ouy Relle s2al - 5214 (Ctrl) + ddle (Delete)
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21ed sl

WHsilse A 2003 -l uxy

NEHRSEGRIVHE & RR T -4v“J'$JJ.E

{11 ol AR vlext

51y olewt

" Document 1 - Microsoft Word _IJ
_’F\Ie Edit  Miew Insett  Format  Tools  Table ‘Window  Help Krlshna X

Type a gquestion For help -

2elmgd gaoliR

i A4 narmal « TimesNewRoman - 12 « | B F U .g ===
Y [l R SRR SRR ERRN R Y SRR
HAGLR | ; ! , ! N 4| i New Document ‘ X
% 2|
New

¢liildired 3R

alsd 32 P

= e[E =04

|1 Blank document

Iﬂ_j #ML document.

I@ ‘Web page

= E-mail message

Mj From existing document. ..
Templates

1AL
2A0lR

Search online For:

Qﬁ Templates on Office Online:
@ On my computer...

|l Onomy Web sites...

Al [SEXS
gey

iDraw~ g |Autoshapes~ N\ W O E A B E| M- Z- A==

£L%SOI' QC‘L(’{[Q _>Page 1 Sec 1

11

@#istart| @ 2 (O]

] Document1 - Microso...

At 1" Ln 1 Caol 1 REC TRE EXT OWR

A

WA GlR

elRs 6lR

[} BT ¥4 G

SlRlBled lA6lR

adlsa
WLAGUIR




2elws$ gder (Standard Toolbar)

J_ € dl s16a 20ux (Open) s2a w2 aese (Shorteut) Ctrl + N
€ 51544 »iuxq (Open) s:al w2 wiése (Shorteut) Ctrl + O
el —— 5154 Aa (Save) sav e Ctrl + S

L — s15an uHladt (Permission) »iiual w2

L s15an S-4da (E-malil) sal we

HE— s15a -2 (Print) s2a 2

O 51840 Wl Wley (Print Preview) say w2

T 216U s34 22 (Text)ui 2a As (Spell check) sal w2
Ll 51 Sani 252 (Text) silual w2

& fldse s3a 2z (Text)A s2 (Cut) s2au w2
S lase 53 2ee (Text)R 5wl (Copy) s2al Hie
D 2a2 (Text)x U (Paste) sral w2
T 35 o iRl ¥ % 34 61w Rl sUual H2
o) 4 9ed 52 s (Action) / suiss 34 - 24 §) (Cancel Undo) sl 12
[ — el 2 (Undo) suisseil 212 -lloje 524l

Pt dsyieen glurdls (Hyperlink) saa wie

i Zoid (Table) iral w2

_|€4—— 4 2viat (Table) Gua we

s 53¢ (Excel)l asslle (Worksheet) Gizal w2

== €— slax (Column) G4l w2

4 € Ssy-eHl Ay (Shape) »18 (Add) s2au e

O] — Sy Hu (Map) sra e

] €—— -t Ul 5352 (Non Print Characters) . »i-ez (Enter), 20 (Space)
() —— Slsyien Hial »taRl 21aal dl gy (Zoom) 53l el Hie

@) ————osise ad (Microsoft Word)-il dew (Help) ot s
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sizuélol gaelr (Formatting Toolbar)

Arial = sive (Font)-l 2e18a (Style) otecal w2

1n = si=e (Font)«il 82 (Size) eiedal M2

@1 (Style) i sk#cla (Formatting)- 4+, (SideMenu) »tiu- s2al wie.

A4
A4 a1 (Definge) s3a 2aesil watdl »aol 1da (Style) aal we.
A si=2 4+, (Font Menu) >tiu- (Open) sal w2

si=2 A6 A, (Font Size Menu) »iiux (Open) s2al 32
dlase (Select) sa uildl olies (Bold) sral yie

dlase (Select) sia Hulddl Seledls (talic) sal e
dlase (Select) sia HulRdlHL 12 ald«t elral wie

uas (Paragraph)-i ues(Page)«i sioil cuy »ias-(Align) sa
ulals (Paragraph)-i ues (Page)+i wa (Center)ui alaal i
wus (Paragraph)- ue (Page)«i ousil (Right) ey dlaal e

waus (Paragraph)- uasil $iell 2in el 214 ol 61y qvg Avdl
asdt (el (Line Spacing) A2 (Set) sal 2.

dlase (Select) s URdlA Aol »ual 12
Hlase (Select) sia “uledl oidex (Bullets) »uual wie

CR T

[l

Aldse s el do (Page)ui 124 (Step) (0.5 6a4) wedl wilal
Aldse svd wildl Uy (Page)si 1:eu (Step) (0.5 $a) 210 vaisal

NI STE TN
L (|

dldse (Select) s3a wlRdlA oiii (Border) »iual w2
dlase (Select) s2a wulddlq sisade (Highlight) sal wue
dlase (Select) sia sledl-l siwe (Font)-il saz e (Set) sral e

b= & H
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> ]-YY

1. 2.2, a8 (MSWord) >l (Open) s3l.

2. A, af (MS Word)-i 2e1ws$ 2asuz (Standard Toolbar)« »tioeil,
astl wcds s (Icon) [l eneustil v,

3. . 4l (MSWord)ui sisual 215 sida (File) 2iiun (Open) s3i.

@} Document 1 - Microsoft Word =] x|

©Ele Edit Yiew Insert Format Took  Table  Window  Help Kr\shna Type a question for help. = X
NEHRSISRIVE|SBREI]| 9O - @ | ansed [

A_{ Narmal - Times Mew Roman =

-
+

- o

. ¥

=o[E=w4

iDraw~ | | AutoShapes = N\ EIO.:—JH:Z: Y] @|&-évé-§7§ "] |j

Page 1 Sec 1 i1 A" Ln 1 Cal 1 REC TRE EXT ©OWR English {U.5

dstart| [} @ (4 > |l] Document! - Microso... > @| | a1em
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~ N

> rid dlsyire otrilad, v Ad s2q, » B*

D

12 A, (Start Menu)ui wussiziise a8 (Microsoft Word) uz sells srauel «td, dsyi-e
vel oy ©, %l vie 28l Slotld (Keyboard) ikl ausu (Type) 531 wuledl G343l asls
lad, Rele 2iuRl dad (Save) sHs (Command)-l deeall d3a we sie-dl Hu3l
(Memory)ui @iz (Store) sl aslat ¢,

c ~ A 1D} Document1 - Microsoft Word P = |
. 948 (WOI’d)'-LL (GRS Q:fs(],"l Fle Edt Wew Insert Formst Took Table ‘Window Help gnshna Type a question for help = X
: DSHR3ERTEI S RBF|9-0- o - @) me |}
(Blank &:reen) (’I‘I‘ZH‘I‘ A4 Hormal - TmeshewRoman - 12 - | B 7 U [E]|E == i=- i= - s A-!
c A ~
gl UHIRL el %l

=
. I3
. *
=o[E=w4 3
Draw~ Li | Auoshapes- N\ DO A d 73 (@ & &-g-g-EESGj!
Page 1| sec 1 11 At 1" Ini ol REC TRK EXT OWR Englsh (U5

i/ start| (3 @ (%1 7|1 Document1 - Microso... e I@‘ £ [« a19pm

0 l . c o I Document2 - Microsoft Word =lgl x|
(’“.z"“. SALAL UHLIBL Fle Edt Wew Insert Formst Took Table ‘Window Help gnshna Type a question for help = X

2854 531 DEHRIEA|TE s B3 T wox - @] diread

A4 Wormal + 14 pt ~ Times NewRoman = 14« = 5 -w . A .!

- Computer Training

E »Everybody should learn computer to make its working very easy and
effectievly. Ms- office is correctty named software ag are enough to run any
office working effectively. Generally in office, various kinds of activities are

% such as — typing calculating presentation and database etc.|
= HEEEE]
Draw~ ¢ | Autoshapes= S [0 O A < 22 (8] (& &-ﬁ-é-fﬁzﬂﬂl

Page 1 Sec 1 11 AL 1.8 LnS  Col 60 REC TRK EXT OWR Engish(Us (O

d/start| [ @ (51 > 3703 Ms-word-D1(new) - .., || 3] Document2 - Micros... | Mew Baok 21-05-2004 v @‘ L« %R 1217M

R sz HleRis1 @ ¢ @ Higskise u$ 2003



d¥ oldldal sisuBl dsyiedn dil 12 eldiel ool SIS uRL s M »udld Save 3l ast ol
el olfaul 2R wal dHl 2 SisyAaudl 932 Ul AR di v A Gurel Sisyie Open s3l
sl ol v 2 v 5 xRl Filed -ux 255 characterall +ig ¢l ssu 3. s qud
Filed wm vt uesl ol wel 2uuel saivldl 2185+ (Icon) ur sells 309 e d Mt Save
530 29, 53l Filed - yeost Al vt w12 d o s1an olloa -unal Aa (Save) sl sl
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such as — typing calculating presentation and database efe.
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Everybody should learn computer to make its working very
eagy and effectievly. Ms- office is correctly named software as are enough to
run any office working effectively. Generally in office, various kinds of
activities are such as — typing calculating presentation and database etc.

T
. @
: .
=e[E] =4 »
Daws by |Awtoshapese \ 2\ OO HAS BE »-Z-A-==S@dj
Page 1 Sec 1 11 At 1.9" Ln5 Col 52 REC TRE E#T OVR English(U.s I3

dstart| [ @ (5 7 |[#]3 Microsoft Office W... + [ New Baok 21-06-2004 & @| A |« iy z20Pm

0§ Computer Training - Microsoft Word —1&] x|

Q,{Lb{l 'Eli:)/u& Q‘U.C:L 52 Fle Edt Wew Insert Format Tooks Table ‘indow Help Krishna Times Mew Roman Type a question for help = X
~ DEHRS I SAIVE $LRTI-©-
(% a:t) 32[, A wormal + Arial | 14 -|B T D|E

O] S RN IO KON M 0

- puter Triining
Y Y -
sells plaldH Arer. : I
- [Everybody should learn computer tc make its working very easy and
C| | Ck A | |gn Center . effectievly. Ms- office is correctly named s oftware as are enough to run any

office working effectively. Generally in off ce, various kinds of activities are
such as — typing calculating presertation and database etc.

g2l bl1ogHl salledl Hasol

Hldse s3d YRALS AR : :
~ . saE=u4 5
Q’{C‘tliS“l (Center allgn) Draw~ g |sutshapes N\ W DO A 8 @ | S - Z-A- === @ Jl

2{%5\ OZ{Q'\I“ Page 1 Sec 1 11 A1t L1 ol 1 REC TRE EXT ©WR English (0.5 Q}

dstart| [ @ G > |[W]3 Microsoft Office W... -~ |7 Hew Book 21-06-2004 7 @‘ 2 |« iy mzim

Roma sWnue: HleRis1 @ aou @ Higskise a 2003




wde AHawd (Right Align) @ o dl2l 5 uus (Paragraph) dlase (Select) ada ¢
aq e vaud (Right Align) saiel d osai silRiadl oRieR 218 oteals ol

glsld end- (Justify Align) : o «lél 5 (Paragraph) dléase (Select) s $id aq
gelsld viald- (Justify Align) sauell d siew silfaiel a3 ad gxel sl 4l alsals
o9l, o HIE 835 AlZlMl 6l 26el a2 %33 ail-l wouL GHRY ©.

sdlls
Click |Align Right.

0§ Computer Training - Microsoft Word 131 x]
Fle Edt View Inset Fomat Tools Table Window Help Krishna Times NewRoman Type @ question for help X

MEHRSIGRIVEI $2RAFI9-0- 18 JO0FE A 00 - @ | diread
A4 Mormal + Arial| - -1 - By EEEEE- = D'ébj'é'a

0 e S——

el l1ogHi galleul Hogol
Alase s2d URAls AHe
a1+ (Right align)
S ol

such as — typing calculating presentation and database efc.

T
. @
: .
=e[E] =4 »
Daws by |Awtoshapese \ 2\ OO HAS B E »-Z-A-==S@dj
Page 1 Sec 1 11 at 1" ln1 Col1 REC TRE E#T OVR English(U.s I3

dstart| [ @ (5 | [W]3 Microsoft Office W... - [ New Book 21-05-2004 & @| A |« iy z21Pm

< 0§ Computer Training - Microsoft Word P —1&] x|
5(1'13 ‘Q"LC‘“.?.S"L 02(2-515 Ll{‘ Fle Edit Wiew Insert Format Tooks Tahle  Window Help Krishna Times Mew Roman Type aguestion for help = X
. : - DEHRSISRAIVE|$BRRB T 9-™- |0 [@MRE:E o - @ Hiread ]
C“Ck \éllght JUStIfy. A4 Hormal + arial| 14 -|B I U %EEE akf-é-a
[clm—- e 2 [ "SEREE 5
- Computer Training
-~ . c :
OK?‘“ (’uc@/"“- BALAUL Q:LDOK(’I‘ B ody should learn computer to make its working very easy and
~ a N . office is correctly named softwar ¢ enough to run amy
2{1@-& € 53¢ YRAULS - office working effectively. Generally in office, various kinds of acfivities are
~\ . such as — typing calculating presentation and database etc.
RS 1U AL :
. . ~ :
(Justify align) s ol :
£
. k=)
. s
=oE=m4| »
Draw~ g |sutshapes N\ W DO A 8 @ | S - Z-A- === @ @
Page 1 Sec 1 11 a1 1 colt REC TRK EXT OWR English(u.s (B3

dstart| [ @ G > |[W]3 Microsoft Office W... -~ |7 Hew Book 21-06-2004 7 @‘ 2 |« iy mzzrm

R s1azge: HlelRisi @ aog @ HigskAse aS 003



axizl &L (Heading)+ a2 (Center)ui dlaal 2 4o (Heading)« 1161 (Mouse)
q3 lase (Select) s R oue w22 (Center) uz sdls (Click) s2u. s wal Sisydes
¢dlor (Heading)+ 222 (Center - 1)l claal 1 2L st (Command)-il Guyial
Y O,

gallei 4ot Computer

Training xldse .

0§ Computer Training - Microsoft Word

_|2] x|
Fle Edt Wew Insert Format Tooks Table ‘indow Help Krishna Times Mew Roman Type a question for help = X
DEHRSISRIVAIS LB I|I- B UERED AT 0 - @ dired )

A Wormal + arial |+ arial Black -14 -[[B|L|O = iE iE -3 A-E

- B e—

m
W] -
L[]
e
1

w22 VALY,

Center Align.

i

5dls
Click

v

Everybody should learn computer tofmake its working very easy and

2114 srael Computer
Training eidledl U8
ULl

ol ML saUledl UMl
s1SaMi Adl seL (data)
215U 53

eEoationlmidim—GEh asbftware as are enough to run any
office working effectively. Generally in office, various kinds of acfivities are
such as — typing calculating presentation and database etc.

“« ool

=oE=m4| »
Draw~ i | sutoshapes= ™ S DO ] 4 &3 (8] & | - - A-==
Page 1 Sec 1 o A 1 colt REC TRK EXT OWR Englshfus B

dstart| [ @ G > |[W]3 Microsoft Office W... -~ |7 Hew Book 21-06-2004

v @‘ A [« B zzzm

4 Computer Training - Micrasoft Word

File Edt View Insert Format  Tools  Table Window Help Krishna Times New Roman
DEEHRSSRITE B9 BIARE[B T 0 - @ diresd [§
A4 ormal + Arial | - Arial Black 14 - |[B]r U % = =@ véB’vAvE

Eq12\3\4

m ter Training
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ABC Corporation
Udyog Bhavan
Sector-11
Gandhinagar-382011
Dt. 9/9/2004

To,

Subject: Computer Software

Dear Sir,

We are planning to purchase computer software as under

Adobe PageM aker

Adobe PhotoShop

Windows-XP

M S-Office-2003

Macafee Antivirus

Personal Management Information System
Registry Module

~No o~ WwWNPE

Kindly send the detailed quotation for the same with purchase terms &
condition

Thanking You
Yours faithfully

(A B Pated)
Managing Director.
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F10 | 44 »sela | Shortcut | Document | Rulers Program
Sl HIZ Menu da | Windows | Active szar | Window-
Sl HIZ {12l el 2 {12l el
H2 H2
F11 | ollon slesmi | 2w Field~ Fieldn Fied Visud
oyl IR slesi el | Lock s2a1 | Unlock s2ay | Display Basic
e Wl Wl 57 HI2 Code
H12
F12 | da 2 Save Open Print
sv=s quurdl | Command | Command | Command
3 UL HI2 AL HIZ UL HI2
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asass-1 (EXERCISE —1)

sHI=s 43 (Command Usage) :
2ualor 3457 (pelling Checking), si-e (Font), 4<aus (Paragraph)
sl$2 2w 9512 (Border & Shading), s¢ (Cut), 5147 (Copy) 2i~s & 4z (Paste).

V' {13 oldiol 4o 553 215U 531 2l (Spelling) As 5.

Microsoft office 2003 strives to meet a number of goals. Office 2003 provides
user with a comman interface, quick access from the office applicetion to another,
sharing of data across workgroups and web sites and comman task automaton
language. Office 2003 inclades a number of components like WORD 2003, POWER
POINT 2003, EXCEL 2003 and ACCESS 2003.

Vv QA siee z218e (font style) 213 s (Size) eledl

WORD 2003, POWER POINT 2003, EXCEL 2003 and ACCESS 2003.

V{13 yopel s5u M- (Alignment) dls1s (Justify) s3L.

Microsoft office 2003 strives to meet a number of goals. Office 2003 provides
user with a comman interface, quick access from the office applicetion to another,
sharing of data across workgroups and web sites and comman task automaton

language. Office 2003 inclades a number of components like WORD 2003,
POAER PO NT 2003, EXCEL 2003 and ACCESS
2003.

vV BuRlsd g521 alSed 1A Hosel A1l

MICROSOFT OFFICE 2003
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v Buzlsd g5l 13 Horel W2 (point) aidu s,

» Microsoft Word 2003

» Microsoft Excel 2003

» Microsoft Power Point 2003
» Microsoft Access 2003

V{13 etdien ol oil52 (Border) .

IikelV\D?D 2003, PONER PO NT 2003, EXCEL 2003 and
ACCESS 2003.

v’ 512 saz (Font Color) »4 eiseuse (Highlight) <13 seret sl

MICROSOFT OFFICE 2003

Microsoft office 2003 strives to meet a number of goals. Office 2003 provides
user with a comman interface, quick access from the office applicetion to
another, sharing of data across workgroups and web sites and comman task
automaton language. Office 2003 inclades a number of components like

WORD 2003, POWNER PO NT 2003, EXCEL 2003 and ACCESS

2003. |

V' GuRsd 5531l vid (1A Hopel 2182d B,

“Microsoft Office 2003”
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Asass-2 (EXERCISE —11)

Command Usage: e« (Table), 3% (Zoom) sa 1+ (Full Screen), xl- (Print),
Hley (Preview), ul- (Print), <-4l 33522 (Non-Print Character)

v’ i3z 4822 (Format Painter )il GualoL o & ?
v 2et-¢ (UNndo) 244 3-g (Redo)-il GuxiioL o & ?

V' dsyiieaui 1A Hogele 201d duIR 530

Sr.No. | Name of Employee Designation City

1 Mewada Rameshbhai Accountant Ahmedabad
2 Chawda Popatbhai Clerk Gandhinagar
3 Solanki Prabudas Typist Surat

Vv ortide 2o <13 saien Hoget A2 (City) SlenHl sugi 2ied 15 Slay 63
el.d. U 25« (Pay Scale).

Sr.No. | Name of Employee | Designation | City Pay Scale
1 Mewada Rameshbhai | Accountant | Ahmedabad | 7500
2 Chawda Popatbhai Clerk Gandhinagar | 4500
3 Solanki Prabudas Typist Surat 4200

v 3o aiee av Name of Employeed siies (bold) 531, cuzeiie 2oid-t
@id 215 U (raw) G4l U 34 (Pay Scale)-il Arauul 3.

Sr.No. | Name of Employee Designation | City Pay Scale
1 Mewada Rameshbhai | Accountant | Ahmedabad | 7500.00
2 Chawda Popatbhai Clerk Gandhinagar | 4500.00
3 Solanki Prabudas Typist Surat 4200.00
4 Mewada Sureshbhai Steno Vapi 3500.00
Total Sdary | 19700.00
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vV i dsyiee 2l 200 % o (zoom) 3.

Sr.No. | Name of Employee Designation | City Pay Scale
1 Mewada Rameshbhai | Accountant Ahmedabad 7500.00
2 Chawda Popatbhai Clerk Gandhinagar 4500.00
3 Solanki Prabudas Typist Surat 4200.00
4 M ewada sur eshbhai Steno Vapi 3500.00

Total Salary | 19700.00

V' izl dsyived Hlva Wloy 530 A Wl 21162 B,

v Qi-ylee 33s2: (Non-print Character) 56 214 s ausell?

Microsoft office 2003 strives to meet a number of goals.|
Office 2003 provides user with a comman interface, quick access from the

office applicetion to another, sharing of data.

Across workgroups and web sites and comman task automaton language.
Office 2003 inclades a number of components likeq
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Asass-3 (EXERCISE —111)

Command Usage : sia4 (Column), sidws 2w 2lda (Find & Replace), «l+ia (Symbol),
4~ 3 (Change Case), 42 (Paragraph), 4« «% (Mail Merge)

V' a1 ssaml “ Microsoft” <l aowzt “M S st avil.

Microsoft office 2003 strives to meet a number of goals. Microsoft Office 2003
provides user with a common interface, quick access from the office application to
another, sharing of data across workgroups and web sites and command task
automaton language. Microsoft Office 2003 includes a number of components like

M crosoft WORD 2003, M crosoft POVNER
PO NT 2003, M crosoft EXCEL 2003 and
M crosoft ACCESS 2003.

v/ {13 2uld ssua 3ulea dez (Capital Letter i viedl.

MICROSOFT OFFICE 2003 STRIVES TO MEET A NUMBER OF GOALS.
MICROSOFT OFFICE 2003 PROVIDES USER WITH A COMMON
INTERFACE, QUICK ACCESS FROM THE OFFCE APPLICATION TO
ANOTHER, SHARING OF DATA ACROSS WORKGROUPS AND WEB
SITES AND COMMAND TASK AUTOMATON LANGUAGE.
MICROSOFT OFFICE 2003 INCLUDES A NUMBER OF COMPONENTS

vV BuRlsd g5 1A galen Hogeidl SRAZDMI A2 53,

Microsoft office 2003 strives to meet a
number of goals. Microsoft Office 2003 provides user with
a common interface, quick access from the office
application to another, sharing of data across workgroups

and web sites and command task automaton language.
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4 4 vy (Mail Merge)-i Gualol 531 vis ust duir 530 1A 2utd AL
uR Hisdl,

Address
Name Address City Phone
Manan Soni Raipur Ahmedabad 3569875
Rutvik Patel M aninagar Ahmedabad 6598743
Mansi Shah Sector- 3 Gandinagar 65874
Ajay Soni Shyam Hall Ahmedabad 68745
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@ﬂ M ice
i Excel 2003

Copyrright © 1985-2003 Microsoft Corparation, Al rights reserved,

aul: Hsid (Excel) uiszdrell row(sia) >4 column (xdet) 2a3d ealdl asiu 8. slau
(Column) 244 21 (Row)-iL $+22 usast (inter section)+ e (cell) sean 8. Aa (Cell)
541 2L (row) 24 siad (Column)«l oide 8 o (Ao Aa »izx (Cell Address) séaid ©. %=
wselle (Spreadsheet) 3 assile (worksheet) a3 sloviaiui »ud 9. %= 518 YeL (data)-il
adl, A-lydad (manipulation), sikddler (formatting), =18l (editing), wslsa
(graphical) 4312 uadiel 531 asu 9. sisid sida (Excel file)d ases (Workbook) s
ULl AL HH1d 9,

Gualo: wiselle (Spreadsheet)-l viot o séuall sHudlkile (Anaysis) dal 2Rl sausl
wiIRiddel d-l wedd Gualol U wdlu (Pay Sleep), »is16-dlat (Accounting), dcu (Sales),
s 2lal (Budgeting), 2isui-dar ez (Expenditure Statement) asizsi sy ©.

CIEIEENTE

1. asle (Worksheet): sisiaui 2o (Table)-u siie (format)yi assile duiz 530
ALY 9.

2. %2 dlyda- (Data Manipulation): assflewi duR add e (data)d e3Ruid
woro, delydaqd (manipulation) s astd ©. ¥H 5 UL, sueolsl, ARUSR,
RUALSLR, 2%, 2513l A9l

3. sal (Formula): assilesi swoar yoor s (formuld) eisudld d 3oeisi
wReuHl Hadl s O, dguid sidur Ad (Cell)ul qaRl asial sadl d- 2u-aibls
uReuH Mol 28 .

¥. $su- (Function): vuiat wsizl oRidl 1Ie viot % A0dL 2 d 412 Adalddl Gualoml
as wsid dal S-ellee slad (inbuilt features) a3 ssu- (function) ysami »uda
€9, %l @S v WslAL URBIML dicsiets Hadl asiu . o4 5, <oz (Number), sl
(Currency), »i516-2lou (Accountings), 22 (Date), a1y (Time) adl2 usizsl duiR
5594 (function) ysaiui »ude .
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asslle @xuGe (Worksheet Layout): asslleui el el saz, ado (shading),
olsuLGs (background), e (style), si-e a1 (font size) asiz G431 asid .
wedlua asele (Multiple Worksheet): sis asops-l e gel %€l i asalle ugl
o<l A5 O, Al ARAEl Mol WA s sA 5 A4 2z (cell address)al
aRLdzl¢il 5 uReuHl Hadl asd ©.

gl (Sorting): asslledi Yeu (data)d =l 4ol Gddl 3 Agdl suul <ol
(descending) & u<{o (ascending) 5 sdlaqa (3¢ (conditional filter)«i
wilsyar ke (particular system) als ua 2l (sorting) 531 asiy 9.

. AR (Analyser): asos+i a4y (summaries), si-uaasr (analyser) i

widle 2o14 (pivot table)ul el el yeasel wHdi-l WiRdlHl uie dadl asiy 8.
Ay s 4w (Charts & Maps): assllesit Jain el gel wex (charts) / 3w
(maps)i uReux as+ a2 (Line Chart), wa e (Pie Chart) asi2 stz a8
(chart)ui sadl sty .

10.%2160% (Database): assllewi siax (column) i+ 21 (row)-il Gualoel % 2614

NN AN

(table) dwiz ad & d- 321 2o (Data Table) ds ual Gualaml ass asiy o,

wselle (Spreadsheet)-i Gelgell:

q.

a5 (Excel)

2. diey (Lotus)

3. %4 a5 (Frame Work)

¥.

U, YuR sesyder (Super Calc)

sa15 Wi (QuartoPro)
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ALselle (@saa )l uRaa (Introduction to Microsoft Excel) :
ssAd (Excel) 21 2is wislle (Spreadsheet) sionst © gul di 2isdsld [Qodis s viol
A1l Fd 53 wsl Ol dd 2saa (Excel) amial s2an w2, sl (data)- yasswl ([Aedu)
W2 dal [[oLdl salladl Wiz Gualol 53 a5l ol sAd (EXcE) due duirl dal dues v
sidu=t (Personnel Finance) =2 #ee 53 0. 2sia sida (Excel File) o asels
(Workbook) s¢ & d agil 2ivami assile (worksheet) 421d ©. %+t dd d+il 22l (data)
AAS sl Gualal 53 ast ol ases (Workbook)wi »uddl assile (worksheet) duiRl dal
(data) eioll AvialHl Hee 52 9.

> wi-elol 2w 242l seL (Entering & Editing Data) : 3 Fet

ssAd asle (Excel Worksheet)ui el 21wz (Data Enter) da »1de (Edit) scumi 1es
53 9. visa (Excel)Hl sel 2»iwex (Data Enter) s2alxil el 01a -eiz el »leiis »udl ey

-~

€9, % dHIRL 2L 6lA1d, 69,

assile (Worksheet)ui 3e1 »i-22 (data enter) sul uesl dil 831 «a 321 (data) GHI asi 69,
s18l a5l L dal d- dl sida (File) disaq (location) ux as o asl ¥l dd ez (Enter)
s3a cge (Text)dl uldol A5 ua 53 Asl Ol di 524 S15URL Dedl 3811 HsAd WA
(Excel Program) die vl del -1 2424l oflon 33512 530 9% 9.

> 532 U= dsu- (Formats & Functions) : = Z ‘

slRded s ssu-u (Formats & Functions) aus assile (Worksheet)ui deu (data)-il
Ll 2 [AeduRl saMl Hee 52 O, $5ax1 (FUNCLiONS) i duiR AHLSWIL 9 % dued dHIRL
321 (data) 2 sim s2al Mee 52 9.

asslle (Worksheet)-ii ollest ad (Cell)ui ait sidl (Copy) 531 atsusl siauia 530 sl oL, i
ssad (Excel) »udiziu Ae (Cell)-u 3531 (reference) -dl sixjen (formula) »aa
S5 (functions)ui s:dl & ©.

ssde (Excel)4l ad siSua ssa- (Function) »taau st (Formula)+i Aal tissi 48l dl
oL LU, Adl 2ALs8L qarot olRLdR] 530 Aal wReuy 20y ©.
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siudl asellen (Formatting Worksheets): B F 11

s (Excel) asll sizddlol (Formatting) ale@sdid 4ad © % dzl asele
(Worksheet)« ciedqail dee 53 6. di slay dal Al GlaLS daul udlous otecl sl ol dal
6142 GHI] ASL 9L e 562 53] Asl WL

ssAd (Excel)-l aalBsdizinl asral e Gualoll A . di dHIRL Sisyiren aizl eividl ast
691 Al dHY drl UeRe1S uBL 531 a5l .

sAd (EXCE) dunl saralon A1 dal sl si-lddidi Hee 52 9. sllz (Sheet)ui el (Data)
oredalel AU, AL el 4ol sedls ad O, dil dHidl ¥3Ruld Hael A2 334l duy oledl
aLsl 9.

g 212 (Chart) 2uslazil 41d © % dus dHiRl 2A1esl Buld sleddl/adiRdAlMl HEee 53 8.

> ssia (Excel)Hl quldi gelgel Usi-Al HIGU Ul
I:D:I 2L Atle (Symbol)-il 3o Aa-2- (uyse cell-range) - :dldse (Select) sal we a .

+ sew2 sl Aa (Current active cell)-u e diar iz (right lower corner) u w6 as di
w1 A{belle (Symbol) Rxé (Display) e 9. @i dleliadl Guaial stdal (formula)-l sl
(copy) sral viaal sla éxsa (Fill Handle) szal e iy .

2L Aol (Symbol)-il Guaial Ad (Cell)-i s=w2 (Content)- siilHa (Copy/move) sal Hie
a1y B, Ad-L o2 (border) ur WG A wdi vl Awild (d (display) au 8.

w®

A (Row) 24 siam (Column)-u &dlar (heading)-il alls «wuz (grid wire) u =Gd uid-er

% (mouse pointer) as calzll i Aol Bud (display) a9, v dloiid 21d AR HGU (Mouse)
sels uu (press) s3l solla (dragging) skalel 21 (Row)<il ise (height) 24 siay (Column)-il
dlsa A (Width Change) 3l susia .

:} t (=5l (Window)-l ¢iiz (border) (ase-left, ude-right, 2iu-top in elieyi-bottom) uz G
uidex (Mouse pointer) das odi il qlela (Symbol) a8, 241 qleliadl Guylol [axsl
(Window)~l [asa (Width) 212a1 ide (height) 2+ (change) sxau e a 9.

@A~ (Window)- siiz (Corner) u: G uis=2: (Mouse Pointer) das osdi i el
(Symbol) e (display) s . 24 A{lstia (Symbol)-l Gudiol [axst (window)-~il (asa (width)
w4 e1de (height) oiq 218 A (Change) sl Hi2 dl 9.
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> HIOsIAIEE MsAA A U e oY 52

s s Wsslle usew (Spreadsheet Package) ©. »sia (Excel)-il weedl »uus
wselle (Spreadsheet), i« wed-e (Saary Statement), cie-x 2le (Balance Sheet)
Q912 ARvdLe]l duiz 530 aslal Yla, i U (Raw) i siad (Column)«l 241412 Hewndl

-~

9.

sl
Click

Click |Programs.

? sefls plat,

sefls puSsRlse s
Click Microsoft Excel
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WSsRIEe Hsadrll 6l WAl FHl Wsale duR sl W2 Budldll oiidi el gelL & Buual.
{12 gauldd ul B usl © dn HSsRIEE AL v sl guzll euyt 2t
U sells Sl HISsIRAER s oid 53 astal.

SN oA N oA ;Iii
3".'.?55'.2".[%,\2 A 5UE Fle Edt Vew Insert Format Took Table Window Help Krishna . Type a question for help
i N NEHBRIEGRVPE EBBSI-0- B IERED T or -@|mradfl
(Mlcrog)ft EXCGI)“LI. A4 Mormal - TimesMewRoman + 12 - | B I U E === . Avl

3l (Screen) vl

sells
Click ;

%azmﬂ 3

o e R e e S
Page 1 Sec ! gy At ni colt REC TRK EXT OWR Englsh(U.s
dstart| [ @ G > 7 @| A |« iy 4:19Pm

[l :

> uis 2R il oty Rele 5241 - sisxixu (Backspace)
> i 908 ol ol Relle s2al - szia (Crl) + oisuu (Backspace)
> s vaR el ouy Rdle sa1 - ddle (Delete)

> s a0e el ouy Relle s2al - 5214 (Ctrl) + ddle (Delete)

R s1azge? HlelRisi @ ac3 @ HigskAse RAsAd 003




WHSIRAIES AsAd 2003 -l A%

Yl olew 2R et 5elos olexd,

a1ded ol | i |

I—> E Microsoft Excel - Book1 - |

File Edit YWiew Insert Format Tools Data  Window Help Type aquestion for help « _ @ X

2elegd ZEOLIR

NEHRIEAITE & LB J9-C 8 20 - ol
aal -0 -B 7 U|SEEEE S % 0 BN EE|E- O A
Al - ~

| B | C | DA | E ‘ F ‘ G | H | | i ‘ K ‘ L | z New Workbook A' x
L 1AL

New

Hefoll2

) Brkvorbook | 2AOUR

@J From existing warkbook. .

Templates

Search online For:
|EX

35 AL

|w m‘w|m|m|:—=|w‘m —

oa Templates on Office Onli

[=]

(] on my computer... 6"2‘8‘-8 Q:].é.és

(]

Ll On iy Web sites. .. ~ ~
deu A

w

gl
o
=

1dl 6l

6

[l

P

@

g
A

(5]
=]

adlsa
BLAGUR

3fle 26

ERRESRREER RN R RY YR SRR SRR [N R SRR e ]
SECEEEERIEE BESE

r SIRlRired

4 4 » wl\Sheet1 / Shestz f Sheetd Ikl 4—H

RAGAR | s WAL

i/start| @ 2 0] ”I@ Microsoft Excel - Book1 * |3! 202 @YY@ 557

2ls 6lIR




2elws$ gaolz (Standard Toolbar)

] —— il s8¢ iiuq (Open) s2a w2 siése (Shorteut) Ctrl + N
| — s15d »iiuq (Open) sau w2 alizse (Shorteut) Ctrl + O
el s19a- Aa (Save) savue s2a (Ctrl) + S

_h— s1dd- wMlan (Permission) »tual sie

i s15dq $-45d (E-mail) s2a1 w2

—h— s15an vl (Print) sau e

O — s1dast vl vley, (Print Preview) eal w2

=5 g——— 25U 524 2ee (Text)4wl wa As (Spell check) sal w2

Feh sidani 2&2 (Text) slbal i

1 dlase s 2e2 (Text) s (Cut) sl Hi2

S —— dlase sed ez (Text)q sl (Copy) sra Hie
Fet 282 (Text)q uze (Paste) sal 2

o s % HUSL %q, o 23U ol Wil suual e

<+ Bed 53¢ s (Action) / suiss s=ud (Undo) sl +i2

el -4 (UNdO) sHiwsel 2442 ~lloe sal
Ssyieen slawrdls (Hyperlink) say e

5 40— R AR s e

4 | ——— W&l AdL suul dlisaal Wi

z | —— Wl Garal 4l dlgsaal we

i — asslle (Worksheet)ui e (Chart) Gizal wue

4 — {61 gaeur (Drawing Toolbar) g saal i

) €——— OsIse 4l (Microsoft Word)-il dew (Help) oata w2
]
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slRAdlalL gaewz (Formatting Toolbar)

Arial - sl (Font)-l 22164 (Style) oteaal w2

10 = sive (Font)«il wds (Size) seddl Hi2

dlase s3¢ Hilkdl elies (Bold) s2al wie Shorteut Ctrl + B

B

I dlase s2a ilkdl Saicdls (Italic) saw we Shortcut Ctrl + |
u dlase s3a MUl 12 s lral e
= Ad (Cell)ui sioll oy 2end« (Align) sl w2
_E Ad (Cell)ui weami alaal wie
= Ad (Cell)i el eusy diaal e
-1 dléase sval Aa (Cell) alow 530 Mldl “emi claal e

§ A (Cell)-il 2ie $il [Fau-il GHRa 32

%, Ad (Cell)-l »iez Yorl M-l GHral w2

! Aaril vieR sudel wisasla quledll (steuldun) R He
<ot— Aisgsl el yRils dvainl 25 ealisl R arral W
i isaSld MR 2yRils vl 2ls sl Rug gaisal e
i=€— ldsz sia HlkdlA A (Page)si 12y (Step) (0.5 $21) wiesl e
£§4_ Ad (Cell)l »ier Hldld vaisal 1

dlase s HRdlHL sieerl sar A (Change) sral Hie

oy Hlase (Select) s2a WldlA eiid: (Border) »uudl +i2
Iy E dlase (Select) sia wulddl- sisase (Highlight) sal sue
A
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> aselle duir sl v Ad iUl A1y

ys [Qaidl ey,

5118101 asaile (Creating Worksheet) »ied 3 5185 215 sisaiud el (Example Data)
as dril u2 e suis (Command)-il usdlu (Practice) s3lel. o+l »wusl Gelgwl we

B e (Bxce)Hl s
452 vaal.,

-~

B oo ealon wudi Ra
(Data) el

3537, AL olletHi

B Microsoft Excel - Book1
E] Fle Edit View Insert Format  Ioals

DEHBSSQIVE & LRI -

Data  Window Help

Type a question For help

VI@B

=18lx|
-8 X

Arial

A3

- 10 -

13

B I U

?3

|8 % - 3R D e

A

B

c

D

([ [m]efeafn =

=}

i

=

m

]

@

E

rafra
=l

"
3

[23]

PAYROLL OF EMPLOYEE
ABC OFFICE

2] ollogHL sl Hagol

w8z Ag (Cdl)

D151 41l %4l

B Microsoft Excel - Book1
E] Fle Edit View Insert Format  Ioals

DEHBSSLFE LB F9-

Arial
D15

- 10 -

13

B I U

24
H 4+ H[\Sheet1 J Shestz [ Shestd /

4 * ] Docz - Microsft Word 3] Microsoft Excel - Book1

Data  Window Help

Kl

il

<@ x4 E D e

CAPS MUM

v @‘ L« O34 1159 am

=18lx|

Type aquestion forhelp + - & X

"Q)B

s % BB EE|L-H-A-F

A

B

c

D

([ [a[m]e eafs

=}

[

o

=
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m|- ‘

=

E

o=
=1}

ra |
= || | =

PAYROLL OF EMPLOYEE
ABC OFFICE

HdrH

Sheet1  sheetz { Sheet3

4 * ] Dac2 - Micrasoft Waord || Micrasoft Excel - Book1

1<l

il

CAPS MUM

e @‘ |« 524 12:00Pm



> Aadl Huledl @Rl

asafle (Worksheet)-t el el dd (Cell)ui [@otdl crRal wa da Syl (Cell
Inputting) s& ©. 21 sui=sedl Heedll 2wusl >uuell slle (Sheet) ¢dlo (Heading) ot
LRI EEN

|3 Microsoft Excel - Book1 =S|

~ ~ B Fle Edt Wew Insert Format Took Data Window Help Typeaquestionforhelp + - @ X
aa(CeII)(AB) el NESHRSSAITHI & RE-F/9-0- -2 @Y -af)
| ! vl AL S==3H8 % 1 B ESE| - HA
(K3)|ui satlen wogonel T lmAmSEEE s roach

N A [ B [ ¢ [ D ] [ F T & [ H ] [T Tk T T
Hiledl M. PAYROLL OF EMPLOYEE
ABC OFFICE

Sr. Employee City Basic DA HRA CCA GPF MCA Deduction Met Salary
1

m

>

0 e [~

=1

[

=@

o

™

=

@

o

Iy
=]}

1 [k ra |
= | 00| | =

14« » d]ySheet1 {Sheetz f sheets 1« | ﬂj_‘
Ready CAPS NUM

Aistart| (3 @ ) » 8] Doce - Microsoft Word B0 Book1 & @| L« %% 1200
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N STV = Tt ! ormat | Tools  Dats  Wwindow  Help Type aguestionforhelp - - @ X
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DEHRS S A |EcEE: e B E-SE e -@f
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|1 | AutoFormat... i EMPLOYEE
2 |ABC OFFICE R 1/7/2005
3 |Sr. | Employee City style... CCA GPF MCA [Deduction|Net Salary[Percentage
4 1|Mukesh  |Ahmedabad E00 T G5 550 220 1000 2595 4445 16%
5 | 2|Rajesh Ahmedabad 12000 3360 1800 1200 480 1000 4480 10880 8%
B | 3|Geeta Ahmedabad 5500 1540 625 550 220 1000 2695 4445 16%
7 | 4Nandan  |Ahmedabad 85000 2240 1200 a0a 320 1000 3320 6920 25%
8 | 5|Pathan Ahmedabad 2500 700 e 280 100 1000 1728 1475 8%
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5 2|Rajesh Ahmeds Dt Symbal; 4480 10880 39%
T B | 3|Geeta Ahmeds $ A 2595 4445 16%
d NN
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%2 ssa+ (Date Function): wdsiiise »isaa (Microsoft Excel)- e ésa- (Date
function) o€l %€l Ad dAlv dualdl ugl sald ©. -l gl 2048 s3] %30d
wegoi{l 32 2w (Date Type)-il Gualal 31 aslat ¢t eld. 1/7/2005 4 a4 1-Jan-05
als el vl st ol 2udl el el @i e ssa- (Date function)«l »uia €id 9. d o
wHIgl 2554 ss9-, (Time function) uat el %l a 2ad €ld ©.
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Aldse sl —ami T X
AL B [ € st e T o T v T 0 T ¢ T3
|1 | AUtoFarmat. ., F EMPLOYEE
2 |#BC OFFICE Congitional Formatting. |- 1772005
3 |Sr.|Employee City Style... CCA GPF MCA |Deduction|N, lary|P g
4 1| Mukesh  [Af | falelui} TSI T8 550 220 1000 2595 4445 16%
5 | 2|Rajesh A 12000 3360 1800 1200 480 1000 4480 10830 38%
B | 3|Geeta A 5500 1540 828 550 220 1000 2595 4445 16%
7 | 4|MNandan  |At 8000 2240 1200 800 320 1000 3320 6320 25%
8 | 5|Pathan A {ahad 2500 700 s 250 100 1000 1725 1475 5%
1 9 | Total 33500 9380 5025 3350 1340 5000 14715| $264165.00 100%
| 10 | Average 6700 1876 1005 670 268 1000 2943 5633
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arial -0 -/B 7 U|= S0% % o %0 %W B-&-A-F
12 B
Al 8 ] | PR W I Wy
| 1| tumber | algrment | Font | Border | Pattsms | protection |
2 |aBC OFFICE Category: e ——— 177 2008
3 |Sr.|Employee|  City Eﬁﬂi’a‘ - ’—57':'5”'05 | ion|Net Salary|P g
mber
4| 1|mukesh  |ahmeds  |curency Type: 2595 4445 168%
2 co i *3{14/2001 4480 10880 9%
o I “wednesday, March 14, 2001 =
B 3|Geeta Ahmeds |Time 3114 2595 4445 16%
Percentage Si14i01
7 | 4lNandan  [Ahmeds  [Fraction KN 3320 5320 2%
8 | slPathan |Ahmeds [Frtfc FERNE 1725 1475 5%
1 9 | Total Special " 14715| $28,165.00 100%
10 Average  |Custom L] (sl 2943 5633
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Wsellue dsaa- (Special Function): Microsoft Excel- isilua $sa- (Special
function)si uizea sis (Postal Code) / #lu sis (Zip Code) aviai-l el el wida
(style) »uia ©. gl el gel sal % Ad Al sis (Zip code) / uied s (postal
code) av © dal usiz i ss5a- (function) glat GualoHl 4 asiy 9.
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arial - 10 - B 8 o 5 0 0 S H- - A-
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|1 | AUtoFarmat. ., F EMPLOYEE
2 |4BC OFFICE B2 conional Farmatting. 7-Jan05
3 |Sr.|Employee i Style... CCA GPF MCA |Ded Net Salary[P g
4 1|Mukesh [ S5O0 TS T25 550 220 1000 2505 4445 16%
5 | 2|Rajesh A 12000)  ase0)|  1eon| 1200 480] 1000 4480 10650 9%
B | 3|Geeta A 5500 1540 25 550 220 1000 2595 4445 16%
7 | 4|Nandan  |Af aoon|  2z40|] 1200 00 a20] 1000 3320 920 25%
8 | 5|Pathan A 25001 700 75 250 100] 1000 1725 1475 5%
9| Tdal 33500 o@e0|| s5025]  a950]  1940]  B000] 14715 $28,165.00 100%
(10| akrage G700 1876 | 1005 70 268 1000 2943 B33
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115
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3 Microsoft Excel - pa; =lelx|
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3 |Sr.|Employee|  City Eﬁﬂi’a‘ = | ’—500033'2010 | Net Salary|P g
bt
4| 1|Mukesh |Ahmeds  |curency Type: 2595 4445 16%
5| 2|Rajesh |Ahmeds  [Acn™ 4480] 10830 8%
fy(‘ﬂ& Qﬂ_'l{ f;lé +y B | 3|Geeta Ahmeds [Time P 2595 4445 16%
Percenta ]
. 7 | 4lNandan  |Ahmeds [Fractin Socil Secygggtumber 320 f920 5%
Click IZio Code + 4 8 | slPathan  |ahmeds ?;‘jt”“FV L 1725 1475 5%
ICi Ip Code . Ex Total e 471528, 1B5 00| 100%
10 Average | |Custom | e cloce ) 2943 5693
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Ad sax (Cel Colour): Microsoft Excel-i sax ssa- (Colour
2otan olld2 (border), saz (colour) 53 ay »usis eisudl as 9.

function) sl

|3 Microsoft Excel - payrall _ (=] x|
~
- forkelp - & X
& ( ) . e e or Tools Data  Window Help Type a question
AR Ce”S R 3| A3 3{(]_ DS H RS S ok ACtrHl - L@ E -
~ N ~N
a3 |(L3)| 2llase sl T Ly IEEET
A3 - & Column »
A[ B [ ¢© Sl e TH T T 0 Tk T L T3
|1 futoFormat... i EMPLOYEE
2 ABC OFFICE  00035-21 Condtional Formdtting. . 7-Jan-05
P> [sclemplovee]_cie - cca | 6PE | mca [Deduction|Het SalaryPercentagd
4 1|Mukesh  |Ahmedabag FE00 | i) G20 550 220 1000 2695 4445 16%
5 | 2|Rajesh Ahredabad 12000 Fpe0 1800 1200 480 1000 4480 10880 9%
6 | 3|Geeta Ahredabad 5500 1p40 625 550 220 1000 2695 4445 16%
7 | 4|Mandan  |Ahmedabad 6000 240 1200 a0a 320 1000 3320 6920 28%
8 | &|Pathan Ahredabad 2500 Foo e 280 100 1000 1728 1475 8%
[ 9] Total 33500 po0 025 3380 1340 5000 14715| §28,165.00 100%
[ 10 Average 6700 1B76 1005 670 268 1000 2943 5633
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paial o -Blru EEEES e 0 W =
Click st
al B [ ¢© & KT L 13
4 b : : ’ Patterns | protsction |
2 |ABC OFFICE 000382 oy sroding 7-Jan05
3 [scEmployee| city  Color: leduction| Net Salary Percentagd
4| 1|Mukesh | Ahmeds 2585 1445 16%
5| 2|majesh  |anmeds 4s20]  1oEE0 9%
B | 3lGeeta  |ahmeds 2585 1445 16%
S 7 | a|Mandan  |Ahmeds 3320 F320 25%
sefls @lde 3 saR. & Pt Jaimas
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et (Pattern): Microsoft Excel-i te- $sau- (Pattern function) gl 2eta- el
oel Wsi-l U (pattern) »uul »usus ol asiy O,

BT Microsoft Excel - payroll —1&] x|
N 3 " - y pata  Window Help Type aquestion forhelp  » _ & X
e (Cells) pid [(A9) el T3 T - 2
DEEHB SIS S| @ = - 4] R0 D e a7 - |
N Y N Row »
| . . & <0 .00 - - A~
2190 |(L10) xldse sl o5 B W B-o-a-f
A9 - A Colurmn >
Al 8 [ ¢ stest T e T 8 T v T J T ®w [ ¢ T3
|1 AUtoFarmat... f EMPLOYEE
2 |ABC OFFICE  00038-2 Conditional Formatting. | 7-Jan-05
3 |Sr.|Employee City Style... CCA GPF MCA  |Ded: Net Salary|P g
4 1| Mukesh  [Af | falelui} T T25 550 220 1000 2595 4445 16%
] 2|Rajesh A {ahad 12000 3360 1800 1200 480 1000 4480 10830 38%
B 3|Geeta A {ahad 5500 1540 825 550 220 1000 2595 4445 16%
7 4|Mandan A {ahad 8000 2240 1200 800 320 1000 3320 6320 25%
8 5| Pathan Ahmedabad 2500 700 375 250 100 1000 1725 1475 5%
| 9 | Total 33500 9380 a025 3350 1340 5000 14715| §28,165.00 100%)
10 Avprare B700 1876 1005 B70 268 1000 2943 5633
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= patterns | protscion | |
o = = 025% G
2 ABC OFFICE 000382 oy gading| — J] 7-Jan-05
3 |Sr.|Employee| City oo | = ] Net Salary|Percentage
4 1|Mukesh  |Ahmeds | 2595 4445 16%
& 2|Rajesh Ahmeds | § | [ | 4480 10880 39%
I\ & | 3|Gesta  |Ahmeds MH ] 2595 4445 18%
56fls 6.25% 9 * mmn = ;
7 4|Mandan Ahmeds B = 3320 6320 25%
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sie sa (Font Colour): Microsoft Excel-i sie sax $sa+ (Font Colour

function) s avid i [@lay olel Aeadl asiy © 2 ollesd ay isis eiidl wsid
0.

B3 Microsoft Excel - payroll —l& x|
E] Fle Edit Wew Insert Format Jools Data  Window Help Typeaquestionforhelp  » _ & X
DEHRSISRIYEI L DER-F|9-0- & 2-3lF @oe -0f
_ e ——
AT - A
A B [ © [ B [ E [ F [ 6 [ H [ T ] Jj® Adomatc =
L1 PAYROLL OF EMPLOYEE NN
2 |ABC OFFIE  00038-2010 EiEEEEEE
£e{ls lseR 3 |St|Employes] City | Basic | DA | HRA | CCA | GPF | mcA |peduc ™A™ ™ g E :g o
. B
) 4| 1|Mukesh |Ahmedabad|  5500) 1540 825 550 2200 1000 aif ’SQE ommoe®
CI|Ck COI our 5 | 2|Rajesh  |Ahmedabad|  12000] 3380 1800 1200 480 1000 oy rooug 3%
b 6| 3|Gesta  |Ahmedabad|  5500) 1540 825 550 2200 1000 2595 4445 16%
7 | 4|Mandan  |Ahmedabad| 8000 2240 1200 800 320l 1000 3320 6320 25%
8 | &|Pal 375 250 100
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Ad-l 52 ol %Al A B T T8 [ F T F 6 [ a7 ol % T T Iz
11 PAYROLL OF EMPLOYEE
2 |ABC OFFICE  00033-2010 7-Jan-05
3 |Sr.|Employ City Basic DA HRA CCA GPF MCA  [Deduction|Net Salary|Percentage
4 | 1|Mukesh |Ahmedabad 5500 1840 525 550 220 1000 2595 4445 16%
5 | 2|Rajesh Ahmedabad 12000 3360 1800 1200 480 1000 4480 10880 39%
6 | 3|Geeta Ahmedabad 5500 1840 525 550 220 1000 2595 4445 16%
7 | 4|Mandan  |Ahmedabad B000 2240 1200 800 320 1000 3320 6820 25%
5 | 5|Pathan Ahmedabad 2500 700 375 250 100 1000 1726 1475 5%
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> Ald(R) GHRA 24 131

wselle (Spreadsheet)wi ei-iidd 2otaui dl aid«t (Row) GHal w2 d-1e 2 (Insert
Row) 14 21 (row)« 51él -ral 12 dele (delete)-il Guaiol aiy .

[ Microsoft Excel - payrall _18] %]
N el i pInsert | Formak  Tools Dats  Window Help Typeagquestionforhelp  + - @ X
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DEHRI sl B-do-c-RE-HEll@eer -@f
N N N Rows
Arial Re CIR R L. A
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a7 - <
N Worksheet E[TF [ & [ A [ T [ J [ ®w [ € J=
n W ot ROLL OF EMPLOYEE
2 ABCOFFIE 0 symbol.. 7-Jan-05
3 seEmployeel | o A [ uma | cca | GPF | McA [Deduction|Net Salary|Percentage|
| tlmukesn [, 1540|  Bas|  se0| 20| o] zsss 4445 16%
Functian...
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A Comment
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Wselle (Spreadsheet)wi asllar »id ot © 5 e (Statement) 5 slle (sheet) ei-ieu
uedl yel AAdl diSe GHRCL 3 ol @S 518l Amdl u3 9. 2udl uRRAHL $-=1e A (Insert
Row) 2t ddle 21 (Delete Row) gl 24t ulbul 40 oixl o4 ©.
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|1 PAYROLL OF EMPLOYEE
2 |ABC OFFIE 00038-2010 7-Jan-05
3 Sr.lEmlnyee City Basic DA HRA CCA GPF MCA DeduﬂMNet Salary Percentage‘
4 1 |Mukesh 5500 1540 625 550 220 1000 2695 4445 16%
5 | 2|Rajesh 12000 3360 1800 1200 480 1000 4480 10880 8%
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B3 Microsoft Excel - payroll =S
E] Fle Edit Wew Insert Format Tools Chart indow Help Typeaquestionfarhelp  « - B X
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Chart Afea I3

alfe T ¢ T o T ETFT e T HT T T J T K T L T3
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> ilee dley 240l 2 aselefuls vl s

AN, €9,

duR s assile (worksheet) 3 aus a2 (Graph Chart)-l Wlwe 2162 2icid 2tidus 8.

N S

Uig U ddIR sd s A 3 aselledl Wlwe 2uG2 3l Buudl d dy

-~

Preview) sui=-il Guaiol iy 6. ol Wl 2162 2udl uddi -l {1l oetisil szl 2

wie Yl Wy (Print

licrasoft Excel - payroll

=181 x]

% Ylwer A48 53¢ Sl o

Hldse s2d,

distart| [} @ (51 7| payroll 18] Docz - Microsoft Ward

E] Microsoft Excel - payroll

] File Edt View Insert Format  Tools  Data  Window  Help
NEHRS SRIVH XBLR-JF/I9-0-8 =

=58 % 1 %%

_w Eile | Edit Wew Insert Fogrmat Tools Data  Wwindow  Help Typeaguestionforhelp  » o & X
g hew. HHN P | M @A 9 - -4 E e - @ g
i 5 QP Qo ru EEI B
Close:
& save Crl+s D | £ | F [ & [ H [ ra
11 Save As... PAYROLL OF EMPLOYEE
| 2 1i@y save as web Page... 17772005
[ 3| Save Workspace. . Basic DA HRA CCA GPF MCA |Ded Het Salary P g
4 |qn 5500) 1540 825 550 2200 1000 2595 4445 16%
%1 File search. ..
5 120000 3360) 1800|1200 4800 1000 4480 10880 9%
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ylve Wlegmi tope Wt waL oaial vudl, el M-l 33512 usl 53 asd 9, Guid, Wl-e
Ul Wuli (Properties)ui oS »uusl dlwe Ul s sl 530 aslat ¢l end. »14
(A4), dlae (Legal). d o d sivla (Copies)ui 1 Ul ulwe s2¢l auid siadl © d sl
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E Microsoft Excel - payroll
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> ue(Alase) s34 ege-l dl-e sl

asslle (Worksheet)ui duiz sid HilRdlisl ssa dlases 2ee (selected text)-dl o wl-e
UYL HIZ AL SHIwSeL BUALL 21 6,

3N B Microsoft Excel - payroll _{&] x|
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FL 8 File Search. .
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WHSRIEE HsAAUL SlolS S5 Sl-L Gulol

Function | Shift Ctrl Ctrl + Alt Alt + Shift Ctrl + Alt
Key Shift
F1 | »iasd What's Chart “dl
Hee Hoadl | thisdl wee Sheet Worksheet
e Aaadl 12 GUAL M2 | GHRaL W2
F2 | Active Cell SaveAs | Save Open
Cdl Comment Computer | Command Command
Edit s2ar | Edit s2aw =2 command | tudlL 12 Al HI2
al Al HI2
F3 | sdami slRiam Name
AlH Ue $591+ Ue Define s2al
5L HIZ S HI2 2
F4 | dcal RICEETRIC) Windows it Excel it
sl 531 | Find 5L HI2 5L HI2
iy sl | Commanda
Hie Repeat 52l
We
F5 |olgsw | Find Windowsl
quurar 42 | Command Sized
ML Hi2 Restore s:al
We
F6 | udle s3el | 2ol Uani | 2010+l N
[Gglril 2L | ol W2 Windowi Workbook
ea gl %l HI2 Windowi
oflont ML2LH] gl HI2
el |2
F7 | 2l Window=
SIS Move s2al
qruRdl 12 We
F8 | xilasaq Select s2dl | Window Macro
auRAl w2 | HRdld Resize SIS
QUIRAL HI2 57l W2 Y2
FO | g Active Workbook
as0isui Worksheet | -uiil s2a1 =12
o] o «il 2181d3]
sl 5L HI2
oLl sl
12
F10 | # »isdla | Shortcut Workbook «
PrETRYE! Menu {a | {2 sal we
S M2
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Function | Shift Ctrl Ctrl + Alt Alt + Shift Ctrl + Alt
Key Shift
F11 | 28 oivtiaar | «dl asefle Visual
2 GHRAL {12 Basic
Editor
alddl HI2
F12 | A4 »i» Save Open Print
EXIE Command Command Command
quuRdL M2 | 2udL R YAl M2 YAl HI2
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wnsAAHR-1 (Exercise—1)
Command Usage :
si-e (Font), si=fa (Formula), 21elax (Autosum), siv? (Copy), g-u 2 (Insert Raw)

V' {3 etien yogoioil asele (Worksheet) duir s3l.

Sr.No | Emp. No. | Employee Name Basic | Hra Total
1 5467 | Barot Sanjay 2500
2 8752 | Chawda Mahendrabhai 4500
3 6354 | Mewada Manish 3700
4 7458 | Banker Suman 5200

v ar1da silen aisea (Title) axy 2nedidl’s 14 (Employee’ s Name)-it si-e otedl.

V' 13 ey yoror 159 HRA sisal (formula)-il Gusiol 530 a11d3l 53,
=D2* 15%

V s Smeiall’ (Employee’ s) HRA w2l Guzisd sl (formula)-il sl 531
ddzl s

Sr.No | Emp. No. | Employee Name Basic | Hra | Total
1 5467 | Barot Sanjay 2500 375
2 8752 | Chawda Mahendrabhai 4500 675
3 6354 | Mewada Manish 3700 | 555
4 7458 | Banker Suman 5200 780

v/ Sr.No-l 3 (raw)-l e3s a1 dAex 2ad (Center Align) s »id dRele <A
el ot sl 4dloL (Heading) et-idl.

“Employee’ s Salary Details.”

Sr.No | Emp. No. | Employee Name Basic | Hra | Total
1 5467 | Barot Sanjay 2500 375
2 8752 | Chawda Mahendrabhai 4500 675
3 6354 | Mewada Manish 3700 | 555
4 7458 | Banker Suman 5200 780
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v o adalled “Aaslil (¢ SalRepo” )-iL ~uml Ad (Save) 2.

v {3 sl warel i (Autosum)«il seedl oidfls (Basic) »11 HRAL ga awidll
53,

“Employee’ s Salary Details.”
Sr.No | Emp. No. | Employee Name Basic | Hra | Total
1 5467 | Barot Sanjay 2500 | 375 2875
2 8752 | Chawda Mahendrabhai 4500 675
3 6354 | Mewada Manish 3700 | 555
4 7458 | Banker Suman 5200 780

V s Smeiall’ (Employee’ s)-u sifls(Basic) x4 HRA- g4 a1adzl s2.

“Employee’ s Salary Details.”
Sr.No | Emp. No. | Employee Name Basic | Hra | Total
1 5467 | Barot Sanjay 2500 375 2875
2 8752 | Chawda M ahendrabhai 4500 | 675 5175
3 6354 | Mewada Manish 3700 | 555 4255
4 7458 | Banker Suman 5200 | 780 5980

V' 3 salen wege, Sr.NO. 4+l 21 (raw)~l <12 «dl 215 A (raw) Gu3l seu (data) G4zl

“Employee’s Salary Details.”
Sr.No | Emp. No. | Employee Name Basic | Hra Total
1 5467 | Barot Sanjaybhai 2500 375 2875
2 8752 | Chawda M ahendrabhai 4500 675 5175
3 6354 | Mewada Manishbhai 3700 555 4255
4 9685 | Vaghela Bhargavbhai 6500 | 20035 7475
5 7458 | Banker Sumanbhai 5200 780 5980
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Command Usage :

el (Autosum), gsls Sul4« (Increase Decimal), #q (Save), 4 «de2y (Page Setup),

wsAA9B-2 (Exercise—11)

yl=e (Print), stdws 21~ 2lidz (Find & Replace), s« 1= (Full Screen), 2% (Zoom).

v alls (Basic), HRA i 2iea (Total)<d s 2led {12 arucl yeasel s3.

“Employee’ s Salary Details.”
Sr.No | Emp. No. | Employee Name Basic | Hra | Total
1 5467 | Barot Sanjaybhai 2500 375 2875
2 8752 | Chawda M ahendrabhai 4500 | 675 5175
3 6354 | Mewada Manishbhai 3700 | 555 4255
4 9685 | Vaghela Bhargavbhai 6500 | 2003 7475
5
5 7458 | Banker Sumanbhai 5200 | 780 5980
Total Amount 22400 | 3360 25760

v alls (Basic), HRA x4 2lea (Total)- siay (column)-i 2 3Riua uis-2 (decimal

point) szl $-sly (increase) sz

“Employee’ s Salary Details.”
Sr.No | Emp. No. | Employee Name Basic Hra Total
1 5467 | Barot Sanjaybhai 2500.00 | 375.00| 2875.00
2 8752 | Chawda Mahendrabhai | 4500.00 | 675.00| 5175.00
3 6354 | Mewada Manishbhai 3700.00 | 555.00| 4255.00
4 9685 | Vaghela Bhargavbhai 6500.00 | 20035.0 | 7475.00
0
5 7458 | Banker Sumanbhai 5200.00 | 780.00 | 5980.00
Total Amount 22400.00 | 3360.00 | 25760.00

v gl qsafler wiode Ae 3.

v g asafler lweuuBe 3l Ad s3s,
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v alslleni wui des2 (Banker) avid © i gd (Dave) avil.
v ee1da slled Addle (Delete) sl d s2al?

V' 3 eallen worot Sheet1- Sheet3-l uia ysi.

% Sheetz f Sheet3 ' Sheetl /

v oida slled ga sl (Full Screen) u sal 9 se?

v 184 silza 200 % 24 Hls (Zoom mode)ui s
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Command Usage :

s4+2 (Comment), 2«le #l (Split Sheet), sl 4~ (Freeze Panes), «ié (Sort),

wsAAOR-3 (Exercise—111)

slezz (Filter), si+% (Form), ¢ (Chart).

v afallei Aa (cell)ni avia a2 da Aa (cell)d siuela (formatting) »q
(Font), sii$2 (Border), sz (Color) adi suisl s2ai?
v’ adle slle (Split Sheet) 5 & ?
v Employee’'s Name gizi 321 (data)<, «iielo (sorting) s:i.
“Employee’ s Salary Details.”
Sr.No | Emp. No. | Employee Name Basic Hra Total
1 5467 | Barot Sanjaybhai 2500.00 375.00 | 2875.00
2 8752 | Chawda Mahendrabhai 4500.00 675.00 | 5175.00
5 7458 | Dave Sumanbhai 5200.00 780.00 | 5980.00
3 6354 | Mewada M anishbhai 3700.00 555.00 | 4255.00
4 9685 | Vaghela Bhar gavbhai 6500.00 | 20035.00 | 7475.00
Total Amount 22400.00 | 3360.00 | 25760.00

vV (udlsd quz s allet Gualol gzt <A Yooietl A (Chart) du s,

5, sl

Employee's Salary
i
=
2 Y et
= y
" é ' ' ' —=— Hra
—— Basic
Employee Hame
| | ||
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Microsoft PowerPoint-2003
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4. PowerPoint2003

r ) Microsoft Office

ALY YARUISR 2 2145125 Tl Uovealet (presentation-2oild) sal Hier dised 8. Ful
282 (Text), [saz (Picture), 28 (Chart), i-lia (Animation), [&dul sdlw (Video
Clips), 24l sellwt (Audio Clips) adi3sil am=ad s34 e i edyel dAd Hildld
512423 gl2L Ulwe B2 dHe i (Screen) ur Uore (present) s asiy .

Gualol: ulaRULSwexll Guylal wMi=d d su-l-l wiwse (project), Ali-ux (seminar) dal
sciuzy (classroom)Hi eteladl, Aet WL 2-udlkila (Sales Marketing Analysis) dal
SUSURL dq olleid-l AAR5125 AAL [AARRU W2 GUALIHL dad 8.

aAlaBLsdLil:

> ot sy (Presentation Slides): i Algedul 2ol HHadl usi+l gel el
x4 (design), saz (colour) dal @xuGe (layout)aisll 2a1ss (slide) duiz s34 ool
U HI2 2lsaril 53 sy o,

> el dxGe: (Slide Layout): 2auss (Slide)d el el siie (format)ui dal i8R
(order)ui stisasil 530 asi ©.

> ewse eidla (Object Embedding): eudsy (Slides)Hi el gel wsiedl s
(Graph), fusaz (Picture), a2 (Chart), selusuz (Clipart), <Ryl selw (Video
Clips), 6+ (Sound) G443 sty .

> Wl 2wde (Ready Template): uxaud (Presentation)«i [afad duiz duGe
(layout)-il Guaiol 531 dicsilels »tuz5125 a8 2l (Slide show) ot-idl sty .

> uaread dd (Presentation Style): duik s3d ass il (Onscreen), uu:
(Paper), Wl-e »uG2 (Print Out), »tiares au+il (Overhead Transparency), 3u”
AU S (35" MM Slides) 5 disyire dils vadl asiy 9.

> [ans (Wizard): 2auds uo-2ud (Slide Presentation)+i uxiidiedl x4 udaisel 530
sty d =2l wdlasdlzdl 22l s (Auto Slide) sirlaar s (wizard)-l uqdd
AL 2Add O,

> ilHan (Animation): s (Slide)ui si-liad $ss52 (animation effect) asl 2a1ds
(dlide)-it unsreaistui [alasdl audl asy o,
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> 352 (Effect): 2eussui %€l o2l 2514 (screen) 9352 / e (pattern) Ga3l asiy ©.

> sl (Timings): elSsHl gldldl uHy el sl (Himings) uMiel ugl ausds
uareasl (dide presentation) otisdl sty .

> el Unreart (Auto Presentation): [awd drg wael eussil iddl (Audio), [adul
(Video) dal uHust dioy Id A8l 5304 vii2l ads uaaq (Auto Slide Presentation)
CRICIRIEDR

> daeur ei-udl (Create a Presentation):

WdR Ul [QARH Us1ReL o2 oirticll A1 9. uldR Yidweul el s [[od gl @y
6U1Y, U Uos2 et UL Gisilell A1 B, WARULGR WA dHel WldR Ulweul vt o psuzll Uosrea-
oirildclil Hee 52 6. waduldwedl Heedl di AR Ad dHIRL oot sl w5l ur [l
sl L.

> Ul 2lewse 64Ul (Insert an Object in dide):

Wz Wideesdl e SIS uel 2legse Gual el »ad »iidl glu 9. eld. 5§ R 21812,
Riot 2 51855 s il Hegdl eSsel HLsUsAHl atIRl 530 wsid 9. sellu 12 A2t ol
% JUUE el HIAALAUS il 6, HIRIAW Fal 5 [BLsIRL, ARYU AR eSS AER olrlladlMl vot o
Hee3u ol . dH dHRl Su-l-l Reolle, dioll, 2t Uissertl SI21Ls a9l Bl UL 18 53] asl
L.

el veeall [t sl Jaa 52U 53 wsid 9. Aledl veeall Aol uvumel axmal
gl % AN0LAL € D, HBASHAA AL~ Heedl A2l susildl Mol Qg WRAL ual vol
% AR Id A1l A O,

> wavld-e (Power Point)-l dialBisdiil
1. ULAR UlweHl Yelgel Usleil eALs-autBe 1oL 9,
AULHSHL Yel el UsIRAL 221, 512, BRSO, cLsAGS A1 As1U ©.
AR 2ud2 v, AuiLBedl Gualol 530 As ©.
21698 viaaledl Ad dal deil 2ie Headl 201l el el 2100 2l wsid o,
el 9552 el 1ol s ©.
AL 22l Al sl 12 2Ll wrL 2yl sty ©.
RAUSMHL AR Roll, slziaus, dllRdlsdlu 5 0168 (A1) ueL sl asid ©.
ALl [Roll 5 Herd vl asid 9.
S sL izl el 38l asiy o,
20.2el5HL aboudell A 901 2aell el %€l Raudsi woel 4l 2iuss otrtdl usi &,

N M e X w©

IS

R siazge: HlelRisi @ ug @ wgsiAge uiaxulges 2003



> UYL Ul vidl

ULARULS 2 S voL % AL e Aol U sy (Presentation Package) ©. %+l »iex »tugl
vl % el Horedlt oirldll Aslyl 9l 21 Uosrearteil Heedll ULl ¥ dld 2% saL Hidldl €14 d
Al vot o Al IAd AHAL Asd O, FUR A5l AHeHL 1S dld AHAAAAL Sl QUL olldal
sl Aoyl Heeall d dld vl % e Ad unadl st ©. wadidresdl e el yel e
oteilell d a1l 2eSs 2l (Slide Show) szarell doveadt dulz ad 8.

sells ped
Click

s¢ls |§\:wa.
click |Programs,

sefls pudsiRiise 281
click |Microsoft Officg

sells pudslailse wadl-?)

click
IMicrosoft PowerPoint,
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WslRlEe WaRUlSerl 3l WAl 4l ool ddl Al M2 Gudloll eirtdl el el &l
gl {3 saidd Bl S w5 © dy silige WaUldenl wad -l oell eyt
e X ur sells s2dl uSsiadlge waruld-e olt 530 asial.

~ N N t-:--m«r-xwl'nw. e m ‘Mx
HOslAlEE UldRYLY~2 e .
(Microsoft PowerPoint)-il i

Gekting Started
CEENEY
Microsoft Otfice Online]

* Carect b Merosoft Office
Crdea

351+ (Screen) vaal.

o Gat tha Litest rases about i)
[t

From the vk

Click to add title R —

Click to add subtitle

SRS UldRULd
(Microsoft PowerPoint)
Higl 6Ll ladl HI2

sefls e B

H [1: 4000 .
CIle oo [] soteos NN OO AU A @A S-d-A-=SmEa@]
- 1ol | O D Crr
T Rrig o [ T m—

[l :

> uis 2R il oty Rele 5241 - sisxixu (Backspace)
> i 908 ol ougy Relle sal - s2ia (Ctrl) + oisuu (Backspace)
> s vaR el ouy Rdle sa1 - ddle (Delete)

> s a0e el ouy Relle s2al - 5214 (Ctrl) + ddle (Delete)
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> 7YY

1. Blank Slideui text box s 2d Insert 2y d saidl.
2. e3s Slide-l Footeryi ouail ouy Page Number »uul.
3. dul Instructured Slide sorter view oididl.

=18l x|

Type a question for help = X

A Wl 47 -l @ !
A = | (=¥ Design -] Mew Slide !
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EEJ Fle Edit Wiew Insert Format Toolk  Slide Show  Window  Help
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Al -1 -B 7 us EEE== =

Slide Design T x
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L==t Color Schemes
=% Animation Schemes
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i Welcome to

| v

Recently Used
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Training
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Mo Animation

Mo Animation
Subtle

Apply to All Slides
P Play | (B3 slide show

@== el vl e j ¥ autoPreview
Dtaw' Autoshapes * ™ DO."_::I@::: E = &'ﬁ'é'EZSG Ij!

Slide 1 of 3 Capsules English {L1.5.)

£
EEStartl 28 4 ”|@ Microsoft PowerPoint ... ] doc2{new) - Microsoft ... Ve @‘ & |« % 255pm

R siazge: HlelRisi @ 30u @ wgslAge wiaxulgee 2003



>

194 Biee s34l HIe

L.

2e154(Slide)~il M-z 2162 (Print Out) steal 12 21 sHl-seil Guilol s 8. ai(Word)
due wisua (Excel)-l gue vl suies 206l 2Utd O, dil oirildd 835 a8 (Slide)dl Ll
siil (Hard Copy) »ied 5 Bire 162 (Printout) stadl 12 di i s4iss+tl Guaiol 530 sl

[E¥ Microsoft PowerPoint - [Welcome to]

Print<{ Box i<l %l
Print Menusi »uie
o33 ALTo FH aAf i
5AAHL 531 AU
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=181
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Computer

sl
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> druBeusl vl

¢-iGe(Handout)-l Guaiol i Ad 518 ABAIR 3 asaliu g3l ddl Sl O, 4
Ul 52U Sudil 3wl Uid etldd Upeaudl Al Heddl ¥l (Handout)
AR, asaiu 5 H1ZoME Gl QIR €35 A5 Ul 9,

Ylve iUl 112 BUR ARl

YHIEL SHIwS AUl %l
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&) Fle Edt
DSHBRE Qe

yiew  Insert

Format  Tools  Slide Show

-

Window  Help
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x|

AN, .
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. (_ : SEE Prinker
ool saledl Hoerq vllve T g |
~ ~ B = ?tat“: ;dPIEL e Find Printer...
o Vpe! aserJet
oLlaL Ul %3l
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WHSRUIES UARULS2HL Slolld 591 1L Gualal

Function Shift Citrl Ctrl + Shift | Alt Alt + Shift | Ctrl + Alt
Key
F1 RTCIES) What’s
Hee ol | thisdl 1ee
We qaadl 12
F2 Save
Command
YAl HI2
F3 A UYH
dal oflow
ABCDxi
594l HI2
F4 | dcal suimg Windows | Window- Power Power
53 2y o 5L HIZ | 6iY 5L HIR Point oy Point st
5L {12 5L HIZ 5L M2
F5 | Slide show Slide Program
5L HI2 Windowsil Window-il
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5L HI2 5L HI2
F6 Slide Note,
Outline
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2
F7 | 2udlas aellot As
5L HI2 5L HI2
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H12
F9 Slide
Window=
minimize
5L HI2
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5L HI2 Windowi
4Gl
oyl seils
gL llddl
A U2

R siazge: HlelRisi @ 310 @ wgslAge uiaxulge 2003




Function Shift Ctrl Ctrl + Shift | Alt Alt + Shift | Ctrl + Alt
Key
F11 Macro Visual
oidladl Hiewy | Basic
Visual Code i
Basic We
Editor a.¢,
5L HIZ
F12 | Ad > sHss | Save Open Print
LRl 12 Command | Command | Command
YAl HI2 LUl HI2 YAl HI2
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Command Usage : 47 és ¢«-u4] (Create New Side), §-¢ salu 2ué (Insert Clip
Art), ¢ wa¢s (Chart Side) ,4-o si-e (Change Font), s -y

V' {13 eallen Horel 2SS AU 53,

»sa3199%-1 (EXERCISE —1)

2a1¢5s (Add new Side), 2z «isw (Text Box)

Computer Training

= Mlicrosoft Office

i craosoft WA ord

Ifi crosoft Excel

i crosoft FPower Foint
i crosoft A ccess

NN

vl selly 2ud 63

Computer
Fundamentals

MIicrosoft Office
Internet

- ASdvance

Programmuning
~“wisual Programimin s

Computer Training

= Mlicrosaoft Office

— IMlicroseft Word
— IMlicrosoft Excel

— IMhicrosoft Power Point

— Ifficrosoft A ccess

= Clomputer
Fundamentals

= Mhdicrosoft Office
= Internet

= Advance
Programiming

= %Wisual Programiming
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v {13 ealenn wadl s s s GRAL.

Quarter D etails

90 e 1st Quarter
o « 2nd Quarter
60 e 3rd Quarter
50

BlEast * 4th Quarter
40 B W est Q
30 CINorth
20
10

1st 2nd 3rd 4th
Qtr Qtr Qtr Qtr

v aseasi siv2 5d) 2d eleaa?

Quarter Details

v s19aHUL Adl 2194 3d) Ad Gue?

V' 3 ealen wsl Sis 2e2 ola GAAL

East Quarter ismore
Progressive
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As54:099%-2 (EXERCISE —11)

Command Usage : sy «i (Jide Show), sd-s ues (Blank Side), 4o deu
(Page Setup), &i (print), see% 41 (Custom shows), 32¢
ad (Ruler Line),sidw 2l\dz (Find-Replace.)

v SUL SHIS glRL 2UURL ALOS AL 213 53] S| 9l

Quarter Details

90 * 1st Quarter

23 + 2nd Quarter

60 + 3rd Quarter

ig Es::‘:t + 4th Quarter

30 O North

iﬂ East Quarter is

[Lhe -
1st 2nd 3rd 4th more Progres51ve

Qir Qtr Qir Qir

v 15 5121 e GAZL AU Ml s19d A 5.

V' el 912 ey Ay vl 1A e - (uwe 2162 dsll.
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V' gaen ol s3aL W3 S sHI L GUloL 5291,

Computer Training
= Microsoft Office a cnmﬁuter

Microsoft Word . Fundamentals

M ':m_s?}ft_EX'CEI_ = Microsoft Office

- Micraseft Power Point e Inteﬁrét
M n:;r-:; soft Access

= Advance

Programming

'_ = Visual Programming -

v YOS WL 24 dril U] 243, A, S,
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Asuald7-3 (EXERCISE —111)

Vv s18ani 32 w1 523 G2

vV el sigal wsasdl @ quAdl.

O=Es|ag

Computer Training

= Microsoft Office ¢» Computer
« Microsoft Word Fundamentals
» Microsoft Excel
» Microsoft Power Point
s Microsoft Access

v ALSUUL 2l-otlaet 5dll A e sl ?
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Hrerre [ 2B2¢5-2003
Internet / Outlook 2003

III'““""'MH}HIH'

IIIIIIIIII

ooooooooooooooooooooooooooooooooooooooooooooooooo
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et

aul: 2242 (Internet) >t dreraxe Azas (International Network)<, ¢ - ©. i
MRl SR A2asdl WAl 8 d dHIM S22 WA ALl Au-d, HUlRdL da J2ieiosnl
Bualol 5304 ML, AALAASIR, Adl 4912 Y3l uldl asiy .

Gualol: Hreade asl siusl Hlddlq 2ee (Text), ulsuz (Picture), [@ddl (Video), »idul
(Audio) @32 sizie (format)ui »ield uelst 53 sy O, dx o Rl AneHial]l %33l
Guadldll Wil sl o R a1 Al Hadl astd ©. agul 2sella we asu Ae (Type
Chat), 204l A2 (Audio Chat) 5 [adyl e (Video Chat)-il aotasdl asl stys{lsaq
(communication) s3l asid 8. OS2l HiH Asl gd Wl dARL, AW daul eisla,
2lmiEdlol 993 wgltl uel Hus1s d adl il 8. M $weade 3 -eas (Network),
wey  (Medium), wse (Market), sdode | ai=gsad @esii (Management /
Transaction Platform) azls Gualeil .

ez M2 ¥33 Aaddl

L. SRR SRR A Srerde Al s edlHa [ dsRaun © ol i usRl s1m(li)
s2alxl 24,

. {2 siayerHl deea (digital) wiledld edlsiql (telephone) 5 i dls
(Iink) glaL Hisaal 5 waadl Guyieil ©.

3. Aot GUBRR: dol GUBIR AlgedR UL SR UR dulR UAd]l Wl Srene gl ad/Hisdl
ALY 9.

¥. 5152l ad (Connecting Ling): 3wl 21wy deds g el Hisddl 3 daddl
2lasivt dlde, UL AL, AwdRAY 5 Azdlde dls-l Gualol salHl 2ud ©.

w28, Al (1SP): »udsiandl. (I1SP) 21 2lesiq dls uell 2y sasl 5 [alay
qortie Al HUEdld et uetrt -l uele yil wil 8.

Al sl
1. $-uda (Email): daszi-ls wda (Electronic Mail sais 2a2, ulsur, »i[3ul, [@dul)
il HMisdl asiy 6.
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0.

w22 i - HdlRy (Entertainment): S22 gl %l %el Hrilioge SRi iadl
Y[Rl Hadl asiy 9,

5l 4Gdls (Free Download): $-ez-ie ol el el [alds usizel Alged dal WnH
4sd ugl dUGdls (download) 31 asiy .

§-[Biwrn (e-business): d-ez-e gl aiilal (shopping), adlal (selling) 5 »iisa-
(auction)-l sidaidl 531 asiu 9.

S-isiiaq 2213% (Information Storage): $-ex-ie uz [alas wsiel {uldldl vieasil
Buaoy 6,

e ashl (Net Surfing): $-ex-iexi -2 uslh (Net Surfing) s [Alay wsi-l
Ul allkla Hoadl asiu ©.

uedldad/ wisdeldd (Publication/Advertisement): $-eadeni (@l wsizHl
QorRilSe (Aol uR Hsaldl Uo%) dulR 530 [Biosriat 5 uida 2Agel dld 48l s o,

A2loL (Chatting): $vearieMi %el %el 89l 5 HAdL AL BOUL iy A5 012 282
[ (L4 200341 A2 (Chat)ell 2us 530 Hiledll 2uu-a 30 sy ©.

=2 9u (News Group): el gel cdlsd Ul s Au 4L [Qu olloid-] =42 U
(News Group) oi-iidl asi €.

10.2usllua 2lldu (Special Serious): drexsiesdl Hedy Guyldl sle sl Hudal, 4oy

GHealR Albdl, @ W2, YU aidl, ¢ ddlail (Home Delivery) 5 uu-
(Payment) 312 i aal qioyl 9.
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> Orerde:

§rexie 2 [l Al W2l ser Alew (Computer System) €. dxii eilea -y 4 -2 (The
Net), o-siiad yu esd  (Information Super Highway) — 21 2uue:isl

(Cyberspace) .

/- INTERNET -.H‘\I - Interned
',__ Diagram J Sacondary

s DHE Seovar
... !
i/ _OoR__ —

Inierset Gateway

-
Imtermet Router
|'Il Extornal LAN .
III (Unprotected Segment) - =
IIl Web Server
J Primary |
A= — ONS Sereer
=/ =
Corpoiain Backbone Rowler Firewall Commarce Meterork
| Intermnt Motwork

[Protacted Seginent)

drererl a3xid S.4. 1esodl 4, 2. s (U. S, Defense) gl (aeld Heezu adl we
sl Al edl. QURole $rezriedl otélol Gudlol ofle odl sl ¥dl $ wsa (School),
(B3 (BUSINESS) a0134l uBlL Adl eloyl,

§rexde 3 Hrernund nedsdd AARA Wy 8. d 16l Ml el duiell WRdl ddiil 518
A1 oAl Ul Aol ug drll e sAsan saL MR disd 2lasiH sladl A eRdl U 8, e
Sreane 55 A AR sl W2 $rere Ul MAdR dgdl 458l sami dude A%
MLyl iy 9.

HIBAAL S92 o1zl il sl »ud dn d4 (LAN) (disa 2304 25 Local Area
Network) sdain o, due el el [Bedloril sAaiA visollon slaye: we x4 el el
ASAAL 51342 25 oflogt w18 AlsaAl 209 AR dA dst (WAN) (auss 213l eas - Wide
Area Network) sdaid & »us el gel eall-il siee Hsolla w1e Aisoll el 2id d-
§rarsie (Srerudd deas) sday ©.
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512422 Hsollon e Alsnal Hie sieyAsad dlsl %32 Ul 0, % sl dl 25l 2idR Hie Seid, Al
QY SR Hi2 2lAsirl AL, 2 gl 2idR W2 d2dlH2 glRL S Hd ©.

> Sverde A3 Adl sl w

> dasaidls 1da (5-49a):

§-H6ad (E-mail) 2uu-a 2 $rez-ie o vot % Hig o™l wri 6. [l siusl el dd §-4da
“dl 2AU-A S22 glRL 530 Asl Ol el Gel Alsi di Hrenie UR Hull Asl Ol S-HOA 2 vjoL o
Ul AL A A, O,

> d-sisaq (Information):
rexniesil el ad siSuat [uasll WL vot o 0] Hadl 95l 9. dd dduidusil A sl
691, WIS, OldiHve Jsyivedt a9 UL ol ASL Ol 2 GuURid Srersiedl eedl dd S
(Games), 24l 24 [l A= (Audio & Video Songs), aidlel (Shopping) asiz
s14, ot % A0 2 wsl 9l
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> ez wa sl (Connect with Internet) :

e ALY 8L 5L HIZ dHIZ] UL 52dls Al dMe WIARL sldl %330 9 Fal §

N

siye (Computer): sidua usie siwer %q 5 IBM-Compatible a1 Apple
Machintosh ¢l a5 €.

~

W (Programs): $wezde ol #idiel s2dl HI2 $2dls dolcixl MM %33 ©. %dl 5
HIHSIRIIE2 Hrere Ul AL A5 A[dd12 IR,

W (Modem): $erste e el s2al wie Hisd(Modem) a3l ©. Hisiul 21l 1%,500
o{lil2Ax (bps) «il svsuane] wisw (Modem) gid, 33l ©.

AR HIBAL Rdll: S22 AL AR sl Az wldU WA (Internet Service
Provider- 1SP)-l %32 ud &, 2135 55l s3e 8l Asell dd S22 wisiel Hadl sl o,

oALSLRLrAl USIR: Hrerl2 ALl 2 UsIR ©,

(i) wis=elol g uis=elaL uiisie (Point to Point Protocol- PPP) : ul.ull. (PPP) 21 vt o
AL i Y[Avaid Hrerie ARl Hiesdl USIR ©.

(i) AdRua ald- $wez-e Mizisia (Seria Line Internet Protocol- SLIP)

(i) 51304 2ellu (Compressed SLIP- CSLIP)

> qot [l ulay (Introduction Tothe Web) :

aed auss daot (World Wide Web- WWW) i $eareedl s cial 9. i det (Web) 21
(el e35 sl e IR 53¢l syl s Hial w22l 8,

qed alss det (World Wide Web)d WWW - vzl 58 .

yauuid (URL) @ els deiuy (Web Page)- idi taiig iz (Address) sl 6. %+

N\ B N

y[Msii Ralla dizex (Uniform Resource Locator- URL) 58 9. ot dust SisSuat dotiogel

URL 2ied 5 3 volk &l dl dd dd 2lud s3 a5 o, sud. http
\\www.gujratindia.com.

g5 dotia-l yaurad gl 2e 2rusr Uiklsla (URL Hyper Text Transfer Protocol-
http://) =l 23 2 ©.

gl 2g2 (Hyper text) @ es detie 21 glaur 2ae dsyu-e (Hyper text Document) six
9. ¥ed 5 d Ul »iex sedls sidades 2a2 (Highlighted Text) «lu ©. 21 282 ur sdls
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52902 ol dotior U A O, H dH AL oflod U oS Al Ol B SlUUR 282
(Hypertext) s¢ ©.

doi enGx2 (Web Browser) : det suGx (Web browser) i »is usia-dl uiuy % dot a1
(Website)-l »iex-il wuRdl (Information) osicidi »uusil Hee 53 . WdHsise Herne
Haudiz i Al aR qud del suBx (Web Browser) €. «exsu <ilasiex (Netscape
Navigator) »i-t NCSA i385 (Mosaic) ol suGx= (Browser) .

> Srerdesdl slelll : -

1. Direct Communication S-u9ael (MMl vzl »ud 530 wsi o,
(2dlell zizaul »tu-a)
2. Central repository of data [zl wuldll eidinxigl w2 i< (Y ahoo)

(MUl eidin) glRL Hadl asiy 9.

3. Advertisement Billboard — endud e uidis del udey (S Ude)Hl “uledl,
(A1 HH) ALSY, SLOUR, 2adls, dllR4l, UL 45l asld ©.

4. E-Commerce frexrieul axd ugalld sl i ®, d-dl Bua 3de
(Sas2ilts AuR) SLEL vl glRL Ysala 82 6lsl WREL 53 usiu.

5. Distance Learning [LuaRML S1SURL gouIie] 201U SIA5HUL AIoL A
(PR 2Aeu1) HOUY. SIASHHUL GUIAL 4 AU B,

6. BBCandNewsService — vl usiRedl AHRAR AU 4O © 24 dHl yodl
(1R dar) Aclell-ll Al qrd o wdlel Hadl asld o,

7.  Wide AreaNetwork $rernedl Gualol sA3] 5 AdieAl [Qammizl 21
(o1Slu] s1xer A2a5) sAIMiA] Hlgdlpiig Hueiueldt 53 s 6.

8. Shareware Software drerne udl “el Guyuldll ALS2A HMsdHL Uldidl
(Hsd AUlsedr) 5142241 @l (sWl) 53 Al asia o,

NN

> drede Al sse (CONNECt) Udl Hi2 {udcd 6L 3l 21 WAL 6.

1. qua 2y [zashi (Dial Up Networking)
2. dl» ad+ (Lease Line)
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1) que 1y [zashi (Dial Up Networking):

Hed 5 59 SRR 5 9l MM dal 2lsl Al AR s gl dH o ddl WA
YAy (Username) 14 wuad (Password) €idl 33 9. siud »u (Dial Up)ui 20l uau
»udl 11 s (My Connection) uz sels sauell d yoay (Username) du o wiids
(Password) ys9 & %4i Sl [Qo1dl o3l 2uusl el disa ud: (Local Server) wia sl
A48l Hadl stise (CONNECt) &g Ul ©. Relle o Ul Saz-le Alg 531 wsla ¢l

dad 2y (Dial Up)ui vt <lial gdl sioid S dl d 21 8 5 oul yHl 20usl sise
€19l el 2uusll 2Mesi Al aua A W A UG s ul oue Jusdise
(Disconnect) s:q, »taeds ©.

2) dl» cawd+ (LeaseLine) :

2ed 5 aHl SIS ¥s ey sy wdz (Computer Server) S-eade Al stise aid
S 9O e d SRR A8 oflo s1aye: Aeashl (Computer Networking)ell siadel gy 9.
AL A%BUHL GUSIAL S1342RH] MM el 2[esin el %32 wsdl el Hied 3 d ol sl AudR
(Server) vt ©. cusl-l syl d Swe-ie 2anaiz (Internet Explorer) g s3» 5

qRel % S22 ALY AS A ©.
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N\ N
> Orede U Ll
(Basic of Computer Networks, Wireless Network — LAN, MAN & WAN)

Breei2 575U U2 Hudd ol el 9. dlaad (Lease Ling) »d guaxu sasst
(Dialup Connection) o dxuald dlid €l dl $weande Aardirel 25l U sdls
salell drede Al A WA O, UG WL UL A gl dl uaH Y ssad (My
connection)xizl sasoq W2 el A A YoRAH dH wWAad duil A AR ol $rene
RS LRl Hotl s 6.

o sdls

Double click
IMy connection|

yorAx(Username), wial
2 sir ez (Password & . 21

Phone Number) «vil.

User name: mouldtec:

n WinZ|
sells plue

1 [~ Save this user name and pasMﬂ for the fallawing users
Click Dial] ot

€ Enyore who uses this computer

Dial: |1 72306 |

Dialing from: |y Location - Dialing Rules

Cancel | Pmpemesl Help |
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dlo adi(Lease Ling)-ll »iex yxran (User name) dxe wudd (Password)sil 32

Wil el R guay 4l (Dialup Screen)sil »iex yorAy d1e waad sl oue o
22 S5 2 O,

B sisan
(connection) ad, &9l
QUIR Balledl UHIEL ofla
(BOX) t1asl.

Connecting Satyam...
31 Disling 172306

. U3 54591

(connection) xil %9l
IR Vi UHIRLAL RF+
(Screen) »ua9. OK 3l

6"32‘213 Q;{&['L({[QQ_ e Z¢ Connected to Net 7
(Internet Explorer) ; 9 e

1 Byles received: 4,347 Disgonnect
R Bl s o 8 Detas >
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> dol sllBailol Aisedr

Sverieddl veedl ULl %old-l 2404, MRl 2100 Gl vauld, Hudl aslut ¢l vled & wiyRll
ALY, B2 dlRldl a0oldl due 6l »1o1RId HUlRdlHL elélR Hrerde Gural dudl a5l

3s2iy uryl Srexde
EUAIRRAL 2LOSIA

(Icon) ur seid s<fls
(Double Click) szl

el AL HIR Srere ALY s UL O,

9 welcome to MSN.com - Microsoft Internet Explorer =18 x|
NN . RS S e oo el
Q,{é%{ 6LIR (A ddre$ Bar)q_u Fle Edt Vew Favortes Taols  Hel [ &2

~ Qe - ) - [x] [ h‘psﬁrm 57 Favortes @AY Meda @| K- ie M - K S
http://www.msn.com «uil. o B e ot =B [

a 70% on life ance — get free quotes HER ign In ..

Search

Monday, Feb 02

Today on MSN

+ itfatch & vote on your
favorite Super Bowl ad

+ Groundhag Day facts

« Hair dye: dangerous?

« Gotbroadband? Try our

Autos
AUt Show 2004
Careers
N Dating & Personals
‘1 o Entertainment
5dls PL Genes

Health enhanced homepags

Cl | Ck E :gt‘l";:”&*‘ﬂme Patriots Celebratea  Your World

Money ¥ , i + How to guiet your PC

Iy 5N Super Thriller - benefits of staying active
. B 3 during pregnancy
Shopping FG foil Carolina 32-29 + 15 Vegas DK for kids?

Slate Magazine
Sports by ESCTT

MSNBC News
Travel

msn. % Free high-quality video optimized

- Bushto order intelligence probe " for broadband.
. Women Watch
¢ M SN B - Dozens die in Irag suicide blasts Video < L
b“.‘z““. LU 3:'.3056", e - Kahe's staterents to officials ] )
ity Guides heart of heating Peek-a-hoo Mlcroso\.B virus alert - what to know

~ N ~N ’
14 4w (Home Page) viasl e s st Pl
) * Local Traffic - Secondary no match far Brady halftime flash ey —
Maps & Directions . Spencer makes anti-Japan remark Dow 1048807 v 2227 Get Quote:

Look it up NASDAQ 206616 v .00 Go
Encarta Offer: Romantic Gifts for your Valentine con - nn ﬂ
&7 httpsifg.msn, com/0ADIO0OE /564517, 177FID=21965 958 T=GATarget ID=10453508AN=309 | | [ |4 internet

R sz HleRisI @ 30 @ do2ral2 Vial ViIBegs 003




> Srerde AEiRR, Aersu Aladle:

a2 gl dolilSe u$ sl M2 YeL YEL GUGRHR Guae ©, Ui el ay waldd sBR
grerde MW © ARele ey «lAdley] siyftsex (Netscape Navigator /
Communicator)-iL ugl 88l elMi elgioll GualdL sidl 1A 9.

Ul rarie el sl
SAUML A 9 AR olYHL
galledl Hogotrll HAEIRR Al v
351 otdlal.

ddl o Fd UL Aesu

“[av122(Netscape Navigator)
51203 UM U O AR
ol saledl Yosotel A2ady
4[a9122(Netscape Navigator)
“fL Ao 4l eldial.

/3 about:blank - Microsoft Internet Explorer 18] x|
File Edt View Favortes Tools Hep |
ok - S - G (2] A Dsearch GaFavories CfHstory | Zy- S W S

| Address [&] aboutiblank =] @eo ‘

=
[

&7 pone [ [ 4 meernet

rctcane =18

Fle Edb Wew Oo Windew Help

T T B N R . . | ]
Home Semch  Neticape Secunty Skp
| T Beckmanks B Locston [ iome retscape conr =] @ whrs Redated

T B webbisd B Cortsct 9 Pacpls B elowPage: B Dowrosd [ Chanal
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> Srerne U ulEo 53

a2 ALY sul olle B ¥ d Aol Bl disedz (Web Browsing Software) s
el VAR 5 125U U014 1R 51 AL A SAUHL U © iel ddl el el
WRAL dndal wSedl el gel el [l yausid ddl Ul ®, ¥4 dredie uEa
(internet surfing) s¢ ©. 1€l »uual http://www.gujaratindia.com isexi surfing
ERIET

o
01 \%S A 6 N N Fle Edt View Favorites Taok Help | A
510 qolAloeq 25U AHYAl dl g

- ~ . N ~ - Q) ack - J s d @ :\, /eraar:h \_7/":\/ Favorites @ Media {13‘ - :; = ﬁ |Eh

doiule % 61t SlAAHL SIU L % |ashes [E i et — 8
1".'2'. a,("l. %L@O‘R (Web bI’OWSGI‘) @ The page cannot be displayed T
€3l dui ol salewl Yool A ———

site might be experiencing technical difficulties, or you may need
A C A
uie (Report) >4 9.

to adjust your browser settings.

Please try the fallowing:

o rer—— >

& If you typed the page address in the Address bar, make
sure that it is spelled correctly,

* To check your connection settings, click the Tools menu,

and then click Internet Options. On the Connections

tab, click Settings. The settings should match those

provided by your local area network (LAN) administrator or

Internet service provider (ISP).

If your Netwark Administrator has enabled it, Microsoft

Windows can examine your network and automatically

discover network connection settings,

1 you would like Windows to try and discover them,

click @ Detect Network Settings

* Some sites require 128-bit connection security, Click the

Help menu and then click About Internet Explorer to =
|&] Dane [ [ |4 mternet 7
@start| @ (3] (@ ™ (3 re-define data-minesh | 18] 2¢ internst-123- Mi.. | 8] kseti-screen - Miro... ||@(annut findserve.. |« LL38FM
) Official Portal of Gujarat Government - Microsoft Internet Explorer == x|
Fle Edt View Favortes Tools Help | o

LA GLURHI Q- © - 1 B G| Pt Jorons @os @) 3 a3 L, K
. . . ~ Address [&] http: Jmum.qujeratindia.com/
Www.gujaratindia.com «uvil,

arat

Official Portal of Gujarat Government

S
N

N -
&1(13 * Come lets move ahead on the path of Sardar. "
Y Narandrs Modi, Chief Minister - Gujarat
Click|GQ

We_mme to Gularat "
" E-mail Your o "Business State of India"

the last 43 years. It iz canguening new graunds and is ill st esze with the Number One
pasition amang differant states in the country, In the 21st Century, its goal is to be

camnpared vith the sconornic growth rate of developed nations,
— . N
Eﬂ : ! & . E&i
.Q . 2
| L A
- P i .
&) pone [ [ | | memet

d/start| [} @& ) *|&]0ffdal Portal of Gujar... s @| £ |« ss3pm

. (,{Lz:{[ EQL‘[Q{L Yoyt ® Fosdback Cusr sinca it Ingsption, Gutarst has baan shoving 3 new direction to the nation durng

® Guest Book

Gujaratindia-l website
udl.
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> w3 w[FA

A2 M-~ (Search Engine) i S22 astri vot o ol uRotr &, A2 (B gl
[zl siSual el siduel e (A HRdl qadl asd 9. [Qaxdl deelsdl deuil §
Suilatl Wldiddl dorise duR suul olle 2idl 82 ARl didisll wdeqd, ik (address)
e (submit) siadd © el wnll avid wde-, address < ewidl glal e9di udexdl
AR [l Guact A2 Bl ol asid 8. Seaie [Qaxl aia wg (Yahoo), s
(Google) ¢4 viceidlzel (Altavista) el A2l 2iee- viot o YAl oirdl O,

234 6lIRHL Www.yahoo.com
avil 2122 (Enter) 4yl »1dl
23 ol olyui saldd 20

o2+ (Go button) uz s¢ls s3.

7 vahoo! - Microsoft Internet Explorer -8 x|

Fle Edt View Favorites Tools Help \:'.'

Dok = ) - ﬂ &] ;*J|/-’search ¢ Favertes (@Y s @J‘ o & - Eh

Address [ ] hip:jjwnwn.yahao, com S EREE
C 2 Hel, —
v ] o ’ 4 P b
w @ £ YRHOO! © & 9
Personslize  Finance Shep Mail Messenger  HotJobs

[[@ Yahoo! Photos - Share your digital photos and get high-guality prints. First 10 Free

A2 B ot L WisML % Al
(a9l H8dl Haad) €lu dsi

ol U1+l Alde (A
HURdl Haadl gid dl
Government of Gujarat avil
Y ahoo Search uz s¢ls sl

swe~2 (content) 215U $3. sl.d.

Webh [ Images | | YellowPages | |  Products
- Aduanced —
Search the Web | VYahoo! Search | TE b enoes
New!  Yahoo! Games Downloads: Polar Bowler ] n

; ; 9 \
Shop  Auctions, Autos, Classifieds, Real Estate, Bhopping, Travel | Sl ol S
Yahoo! Mail - Sign up now

Find Huotlobs, Maps, People Search, Personals | Y ellow Pages | A
Connect Chat, GenCities, Greetings, Groups, Mail, Iobile

Organize Addresses, Briefease, Calendar, My Yahod, PayDirect, Photes
Fun Games, Horoscopes, Kids, Movies, Music) Radia, TV
Info Einance, Health, Mews, Spods, Weather More Yahoo!...

Msks Yahoo! your home psge - Yahoo! Toolbar wit) Pop-Up Blocker

Watch The Trailer - Ad Feedback

* Bush giving Congress §2.4 trillion budget

Enter Keyword:

12

Y}&HOO_'V hq’tj C.’ID:' EINTTR. iz T MonFsb2

23 6l1z (Address bar)+i
WWW.google.com avil -2
AL AL SHZAGUR ] 6l1ogHL
gallde ol oler ur sells 53

HOUB salloal Yoo ¥ ALe (Al
Hiledl Haadl giu d (a9 48l
HilRdl 6ds olla (blank box)Hi
avil a1 w2 (Google
Search) uz s¢ls s3l.

* D rivals race through key states
ndadob | e e e R S R R R
7} Google - Microsoft Internet Explorer =1
File Edt Wiew Favortes Tools  Help ‘ &
Qo - () - %] (2] (| st praes @meds €2)| (- 2 [F L D
dress [ €] htp: /. goodle co.nf = Beo |unks >
CO O [e
8 India
m Images Groups Directory Meswvs
[
Google Search I I'm Feeling Lucky
Search the web © pages from India
Google.co.in offeredin: Hindi Bengali Telugu Marathi Tamil
Advertize with Us - Business Solutions iceg & Tools - Jobs, Press, & Help - Go to Google.com
Makd Google Your Homepage!
©2004 Boegl] - Searching 3.307 998,701 web pages
]
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> doiAideHl Hiledl Al

BYdIoL $3U.

frene vandir Alg 530 oL (Gujaratindia)-il ude Alg, s - oRd A%sd-il
[aan saser sAAAL HilEdl Hodl, doties Hidl 2ty Hildl sidl 251602 (Scroll Bar)-il

BUZAGLUR. Hi

3 official Portal of Gujarat Government - Microsoft Internet Explorer

Fie Edt View

Favorites  Tooks  Help

=18l x|

|

Bk - ) - (%] (2] (0 ‘ ) seach 5 Favortes @Y edis {‘1‘ :

www.gujaratindia.com
avil virex (Enter) i,

Government U2 16 dsS i
12 oflof Aotedls (sublinks)

i

B

gallagd, A vasl.

219¢ Aeuiel] sA 232
(Collectorate) uz s4ls
2.

= E-mail Your €M

® Feedback

= Guest Book

'SUJALAM-SAFALAM' >

usines:

[&] hittp:/ Jenvow. guiaratindia comj Gavernment feollector.asp

5

|

|4 Internet

& @‘ A |« B msepm

) Official Site Of Gujarat - Microsoft Internet Explorer 18] x|
. c @ . Fle Edt View Favortes Took  Help | o
(,‘I‘I‘ZH‘I‘ Sl Q:I‘DOKOL BLGRR 4L eBa[k > |ﬂ |E"‘ jﬂ,ﬁseamh \‘:\?Favuntes @ reda €‘E| 2 :? ] &l
3@[ 32'::)'8 (Collectorate),.u M Aekdress [) https/ o quiaratindia comGovernmenticollsctor.asp =l B [unks »
NN . W -
et sl wtoiel Hiledl 2l ujarat & 2
N 4 Official Portal of Gujarat Government L=
%al. =
Name and Telephone No. of Collector EOUETIEIT
> GOvernor .
Click for R.D.C Chief Minister
e Council of Ministers
A A ea 'l ['\ ’1 - MLAs
E I
Q"“'qet q(,{qog - Q,‘I’d{ j‘“’ ed District Collector Name Phone Fax e Secrstariat
by oY N @gujarat.gov.it Collectorate
%l Hie AR (scroll bar) | e woeme TR T e
R 072 Eg)j Jomaenz lle ctor-shd Police Administration
(1) 225043124 Circuit H
UR 1G] sefls goudl il
02752 e collector-amr
lanand Shri R.B, Dave (C) 242871 241575 « Back
02692 (H) 261000 243222
(M) 9525043126 >
EEE
Shri v, M. Desai () 231450
b. Callactor (n) 235450
Kheda) Madiad (0] 2550856 2565348
0268 i Santann 2551997 | ollector-khe =

|&] pone

distart| [ @ (51 ™ |&]0ffical Site Of Gujara... 8] new - Microsoft word
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> doidided Ad sU 2 Biee 3

sl (Gujaratindia)-l deiise uel sesex sALAL AR 2 Sl el dlzeaio
dorieg Wasisyi-ed (My Documents)i da (save) sl

| Site OF Gujarat - Microsoft Internet Explorer =& x|
Flle Edit ¥iew Favorites Tools Help ‘ ,1-
Hew 3 I'e) I . " 3. L
e ) Search 5 Fawarites Media 4‘ R <
Open... ctrl+o el @ £” = —J ﬁ
Edit wikh Micrascft FrontPage pverrmentjcollector.asp B
Save Chrl+5 =
o
Page Setup... &
Print. .. Ctri+p Government ! e
Print Preview. ..
= n  Initiatives State Profile Web Directory Sitemap ContactUs Feedback Guest Book
»
£ nd Telephone No. of Collector (e
Impart and Exparf... Governor

s19a A4 (File Name)-iL
vl 19 (File)d uu
A A Aal.,

Properties Click for R.D.C

Work OFfline

gl -

— Email
District Collector Name Phone Fax
@gujarat.gov.in

Ahmedabad mt D.Thara (0) 7551661 7551681

BE (o) 7ozscaz collector-ah
(M) 9825049134

amreli shri Pk Gadhui (o) 222307 222710
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02632 () ze1000 243222
(M) 5825049126 collector-and

Shei V. M. Desai (o) 231450
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(H) 2556700 femecterine

Saves this document as a file,
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2lx | a

Chief Minister
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oDo
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=18]x|

[ e E'_
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(2 My Pictures
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—
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Feedback Guest Book
Government
Governar
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MLAS

Secretariat
Collectarate
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@ I
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Bi=cloL (Printing):

Qeties (Web page)- [z (print) s

sl (Gujaratindia)-l deruise vl sasex sALAL AUH 2l Sl il dlzeaio

File
Hew

Save

Edit

Open..
Edit with Microsaft FrontPage

View

Save As. .

3 official site OF Gujarat - Microsoft Internet Explorer

Favorites

Toolks

»
Crl+Q

Chrl+5

Help

=18l x|

|

- Favarites

) search

A tecia {4‘

L

i

pvernment/collectar asp

e |Lmks D

Page Setup...

Print Preview. .,

Government

send

Impart and Exporf. .

n Initiatives State Profile Web Directory Sitemap ContactUs

* I Telephone No. of Gollector

Prints this page.

d/start| (G} @ ) >|&]0ffcial site Of Gujara.., | ] new - Microsoft tiord

File

Edit

Of Gujarat - Microsol

Wigw

Favarites

Tools

Properties Click for R.D.C

Work Offline

gl -

— Email
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@gujarat.gov.in

Ahmedabad mt D.Thara (0) 7551661 7551681

BE (o) 7ozscaz collector-ah
(M) 9825049134

amreli shri Pk Gadhui (o) 222307 222710

02792 (H) 222301 collector-amr
(M) 5825049290

\nand Shri R.B. Dave (0] 242871 241575

02632 () ze1000 243222
(M) 5825049126 collector-and

Shei V. M. Desai (o) 231450
D. Collector (H) 255450

(Kheda) Nadiad (0) 2550856 2565348
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(H) 2556700 femecterine
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Circuit House

Boards & Corporations

« Bacl

|
& @‘ L |« wsTEM

EIE

Help

| &

slls
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-~ é;"; i Shri P £ Selection, € Curent Page Boards & Corporations
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) Official Portal of Gujarat Government - Microsoft Internet Explorer == x|

Fle Edt View Fevortes Took Hep | A
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Mineral Policy 2003 1T Palicy
Industrial Palicy 2003 Disaster Management
IT Policy Palicy
Grawth Policy
Disaster Mansgement Policy f,odft lﬁ‘ Power Policy
fl N N N\ G Tourism Policy
5ALS LY 2lOle Qy{i Grawth Policy Open in Hew Window Road policy
. Power Policy s Port Policy
Cl | Ck Save Targa A Tourism Policy Establishment of Special
cut Econamic Zanes
Road Policy P
Port Palicy Copy Shortc « Back

Paste;
Establishment of Sps

Add to Favofftes...

-
&l [ [ s mnternet

idistart| [} @ (5] >>|&]Policies - Microsoft In... %] new - Microsoft Word & @| & |« By TsTRM
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A4 21012 iy (Save Target As) sl olie sldan sdl dd scl © d «Assl 530 asi 9.
el el Hae-asl (extension) uriadl sidasi aG-didlol (Downloading) a8 a5 © cl.d.
pdf, .jpg., .gif., .doc., xIs., .mdb., .htm asiz.

“ Palicies - Microsoft Internet Explorer == x|

51'66’ :p-l' (F”eName)"“. Fie Edt View Favorites Tools  Help ; \ o
ollgl 5194 (file)d - Qowt - © - 4] [ G| Dowr Fgrowns @veie @3- L0 - @

N ~ A~ Address [ ] Http:JJomw, gujeratindia.comjPolices/Index hitm
ALY, @ @l HL U

=l B ks »

ujarat @ - £

X
9|
steell ueL s ©. Y- ... e
usiness  Ci Savein: | [2F Deskion = Qe m-
ity Document ts
Mineral Palicy 2003 1% vy Matwark Places
Industrial Policy 2003 Edem'app“camn
IT Policy o
Disaster Management Fo
-
. Pawer Palicy
Click [Save
C Tourism palicy
Road Policy
Part Policy
Establishment of Special t
File name: PoicyZ = ave
ve s type pef Dacument = cel | =]
Zi |
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Qa-rasil el s s 2nls alsd wE gl 215 Sl ofly B3 ol tlsi undel] qus
AL A5 O duy AWAL 2U-A vel o 2l il 530 A0S O, Al AR Herxiexdl
glRal gRu o Guaed ©, gul alg Ha-r (Yahoo Messenger) dal sixiusid Hi-an
(MSN Messenger) gla vl o yldd ol 9.

Y ahoo Messenger uz <oid ‘ -
sefls s2aell dloll- 3 (Login PETLE
Menu) wd &, Fui 4o i1l '

A4 waad iuaiel dd dHIRL

Q"“..?S\é‘l. (I D)Hi, el'.\l.aﬂ"t (LOgI n) = i N Get a Yahoo! ID
45 U5l . [ e— Y!

Passward: [~
I~ Remember my ID & P
™ Autematically Login
I™ Login under Invisible Mode

[ Hep |

search Yahoo! | gearch

| & ot Connected 4

dlel (Login) 2uL olle dHIRL
a2 15162 (Messenger
Account)+i »1s (Add) s3¢
214 o 2iAaLsd (Onling) sal
dl il 218l dla2lla 530 st el

ol saldd UL oflaui
AH e A5t % ALl Hisad
d el dH Hisdd AWl
gallasl.
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1. Www.gujaratindia.com website open szl.
2. dul “Government” «nsil Linksigl “x{lsll>il [l 2ius “iRdl dol.
3. www.rediffmail.com website open szl.

¥. Gua-l Website- Home Page-il yl-2 uul

& Official Portal of Gujarat Government - Microsoft Internet Explorer =18l x|

Fle Edit Wiew Favorites Tools  Help |t'4'

eBack - Q - @ @ \;h‘psaarch ‘-‘{\?Favorltes eMedla @ D’:<v :;; _J ﬂ

Address I@ httpf . qujaratindia, comf

rat

Official Portal of Gujarat Government

* Come lets move ahead on the path of Sardar. "
Marendra Maodi, Chief Minister - Gujarat

w « i .
[ E-mail Your CM "Bu i India"

=
Feedback Ever since ben showing a new direction to the nation during
the last 43 rounds and iz ill at ease with the Humber One
B Guest Book position a

e of developed nations.

i \ia 3
Al N AT
'SUIALAM-SAFALAM" e | H 2

‘@ http: v .gujaratindia, comfGovernmentcollector. asp ’_ ’_ ’_ |' Internet

distart| [} @ (4 > |£) official Portal of Gujar... 1] new - Micrasoft word | > @| | emam

BuyyEs UUnD Loty
Notes on Earthguake
Museum & Smriti

KARMAYOGI MAHA
ABHIYAN
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-d, 15162 2w sl (New Account Registration):
il Heeall 2UuRl 2UuR) 215 vid, vilaldl aslat ¢l § -l Heeall 2Bl SIS U Hisdl da
qadl aslat ¢la, lul ua 2ied §-4da (E-Mail) 2um o 2i516-2 (Account) dui aux
dd 9-46d 234 (E-Mail Address) dls »iiavidl asiy.

sells [ 215162 WA 21

. - Fle Edt View Favorkes Tooks Help ‘ >
C“Ck ‘Nalv Account sgn up Qe - 0 - %] 2] ;Mﬁsﬁrch g ravotes @hveda €21 | (- 2 [ @ B

MSN Home | My MSN | Hotmail | Web Search | Shopping | Money | People & Chat

msn* Hotmail

- Search the Web

| [(co)

o e account Sign Up All About Hotmail

What's Hot on MSN The New MSN Hot!

Reward offered for Mydoom conviction i, ether-—-learn about the

Vote for favorite Super Bowl ads

wacky ways to find a job
NET Passport Sign-in

E-mail Address [<Type your e-mail address >
Password
I Sign me in automaticaly, Net Passport

™ Da nat remember my e-mail address For Future sign-in,
{5elect this when using & public computer.)

Today's Feature

" == Coffee the new
oo

Hotmail Spotlight

Valentine's Day:
Top 20 gifts For
him

Hotdlicks

4

& [ @ mtemet

7 Get a NET Passport - Microsoft Internet Explorer =18 x|
Fie G Wem Fwaies TeEs  Ew |a'

@Ba[k - \) - @ @ ;h ‘piearth *Favnntes P reda L4 &’%- ;. ﬂ Eh

glerda (Hotmail)«il 251+t
(Screen) viaal.

All About Hotmail

Registration

Complete this form to register for a Hotmail account, which is also a
. Microsoft .NET Passpaort

HL@Q‘L (M OUSE)"ﬂ. "LE,E,&“_ The Hotmail e-mail address and password you create are your .NET Passport

credentiale. You'l need them to access your Hotmail account and to sign in where

Q-\S;lc—t (&rol I) 32(1 ‘{],5‘\[ you see the .MET Passport sign-in button

What if [ want to close my account laber?
Ozﬂ‘q‘ What does Passport do with oy information?
.

Profile Information

First Name |

Last Name

Help

Yourfirst and last names will be sentwith all outgaing e-mail messages

Language English hd

Country /Region |Umted States j =
[ Y
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reaendl A2dsHl il swel Addal © el dioy usiR-l il Rieudl o w3Rulq
Geardl 8. %Al 21 uglad $rezsie Higlsa (IP) siilol Rizen s¢ 0. Aeds Gur-il e3s
51422 e (HOSt) 58 ©, %=l ~llH tel <642 €l 8. %=l gIRL o 2o 8, AL 21811
(IP addressing) [Rizessil Gudlol 53 0. 2wl »igdlol (IP addressing) Riewsi de
3ol (Letter addressing) Rizew viot o qgwadl 6. el.d. Www.carnival.com.

s

Click

7 Get a NET Passport - Microsoft Internet Explorer e x|
Fle Edt View Favorites Tooks Help | &

@Ba[k - J - |ﬂ |EL‘ ;j /;) Search \;n\?Favuntes & reda €¢3|

e <NE)

Address [ ] https:fregisternet. passport.net req.sifid=zaic=10338sl=1

| B ‘Llnks B

[the terms of use and privacy statement for Hotmail and to those for Passpor. =]

Hotrnail Terms of Use
MNET Passport Terms of Use

“When | click | Agree, | attach my electronic signature to and agree to the Terms
of Use for Hotmail and for the .MET Passport Services; | also accept the MSH
Privacy Staternent and the NET Passpart Privacy Staterent. | understand that, by
registering for an MSN Hotmail account, | agree to receive targeted advertisements
fram MSN. | also understand that if | do not agree to these terms of use, | should
click Cancel, discontinue my registration, and refrain from using the Hotmail

and .NET Passport Services.

. ol salel Yool 39 Paix
(Registration) 2+ si4
(form) viasl. Fui g 6-454
21154 (email 1D) vilaal
Hiewfl o331 duid HUldl ™zl

> I Agree Cancel

Merber Services Tertas of Use Priwscy Staterant

Some elements @ 1909 - 2004 Microsoft® Corparation. Al rights resenve d

Get the latest updates from MSN

© 2004 Microsoft Corporation, Al rights reserved.

[ [ 15 [ ntermet

/2 Get a .NET Passport - Microsoft Internet Explorer. 18] x|
File Edt View Favorkes Tooks  Help ‘ w

Q= -0 -1 &%

@) I e
- ssarch < Favarites @A redia )

LB

address [E] hitp passpart.netireg,srFppHitp —1033

B |un>s =

First Name |ramash

Last Name patel

Yourdiist and last nameswill be sentwith all outgoing e-mail messages.

English -

|\nd\a j
Gujarat -

Universal Tirme - GMT =

Language

Cauntry /Region

State,/Territory

Time Zone

Gender “ Male ¢ Female
Birth Date October  =|[10  =||1996 (ex, 1333)
Occupation [Education/training =

Account Information

rarnesh_pa @hotmail.com

Retype Passvord

Secret Question

Favorite pet's name? -

-

=]

o S
distart| & O] (B > ] 24 internet-123 - Micros... || 4] Get a NET Passport - ...

[ &[4 weemet
« QW S duznam

R sz HlelRis1 @ 33¢ @ do2ral2 Vol VIBegs 003




de iy (Letter Address) Rizeudl deal o2l Hal vol o Hdtanil $ld 9. s1R2 5 d
Hreei2 %S Al HiRdS3AA (Organization)-il usi2 oeud 9. sedls U 3ul i
wiel . 1) edu — Educational Institution 2) mil — Military sites 3) gov —
Government Departments 4) net — Networking Organizations 5) com —
Commercial Organization 6) int — International Organizations 7) org —

Professional Societies

%33 M [@oLdl &1,
gleHdd w5162 2R 5.
el.d. email ID a1 sy -
ALY d 55l 52U A dA
2§10 M wAdoid
(available) -1él €l dl
ol HI sl Hosot dHL AN
14l 4dod 2=y email ID
olclasl. FHigl dd email ID
4551 53] sl L.

A Complete Your NET Passport Registration - Microsoft Internet Explorer

File Edt View Favorites Tools Help

15[
| &

Qecx - © - [x] @ (0 ‘f’) Search 5 Favorites @ Media €‘3| 2 i e

Address [{&] https: lregisternet passport et freq st 7ppHttp=1 Bsl=1id=28c=1033

B [us >

you see the NET Passport sign-in button | 220 Mas

What if [ want to close ry account later?

What does Passport do with my infor mation?

Profile Information
Help

Account Information

Someone has already selected the e-mail address you typed. Please try
one of these:

E-mail Address-i vii-lHi
Email 1D @vil i1 diRelle
a2l Password 2114l

sells Click

> & ramesh_pa_B3

€ ramesh_passa
€ ramesh_pal58
 ramesh_313

O, try another one that you create

" |ramesh_pa_B3 @hotmail.com

Tired of registration forms? You can speed registration and get
personalized services at participating sites by sharing your NET
Passpart infarmation with them when you sign in. Select the
boxes below to chonse how much of your . NET Passport

|

[ [ |5 [ mnternet

/JPlease sign in - Microsoft Internet Explorer

File Edit View Favorites Tools Help

€
@start| @ (O] (B > )24 internet-123 - Micras. . | 8] Dacument - Microsoft ... |[&] Complete Your NET P,

[« @8 3T 4z2am

LI
| &

Qo - @ - [x] B p| Dsewer Frreones @reas £ - @ | ) E

Address [&] http:/flogin. passpart netfuloin.srf?id=2

MSN Home | My MSN | Hotmail | Web Search | Shopping | Money | People & Chat

msn* Hotmail
' A sign-In

New Account Sigh Up All About Hotmail

What's Hot on MSN MSN Hotmail Upgrade

Will Ferrell's art of idiocy

Get dumped gracefully

Related to a millionaire?

Today on MSN

Sl Fids: Make IFe a
"] bit more fabulous

e

I Sign me in autumaiiauy.

~Ea ks >

Search the Weh

MSN Channels

Net Passport

5 'at-your-desk'
warkouts

Hotclicks

Select State

4|

I Do not remember my e-mail address For Future sign-in

FIND AN
APARTMENT (Seliect this when using a public camputer.)

.NEt

&
fistart| (G @ 41 *|E]Please signin - Micro...

[ [ | mntemet

& @| & |« By w31pm
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grexrie GuR Buden Yarl @ 1) §-Hdd ¢ unll ol doride 21 usi-l a3l wl ©.
%4l Y ahoo.com, E-mail.com, Hotmail.com, Indiatimes.com, Rocketmail.com
QR 8. a4l Hotmail.com vt o ualed E-mail Website . 1 deiide sidusl dot

GG gl 2 [Azasl siduel se: urel Aaldl asiy 9.

% AH gleddd HsiB-e
(Hotmail Account) ot
¢4 d (Account) vl asl.

MsN Hotmail - Today - Microsoft Internet Explorer
| 4

=18]x|

File Edt View Favorites Tooks Help

Qe - @ - [x] [B] (h| Dsewer Jormones @hmeda €| - L B - @

sells
Click Mail |

Address [ ] http://by14d.bay14 hotmeil man.comicai-binfhrhame7curmbax=F 00000001 Ba=GcbBD4cIde 00 L 6754 aTFOfefedl 4a7afti= =] [ Go | Links >

Home | My MSN | Hotmail | Search | Messenger

msn.co.in

msn:"" HOtmall - Today | Mail | Contacts

[ Mew Message | Mews Contact

The ABCs of a citibank

Mailbox usage C—————F 1%
real-value savings account.

Gef Extra Storage

& Vivek on Alshuarya
& Indecisive Saif Al My Messages 1¢1)
& Celeb bod i

©eb Dody sSee From my conkacks: 0(0)

g"?"-tm”‘ a Mo new messages from contacts. Add pedble ta your
oulmate searc e
Sunk E-#ailFolder: o)

@ «q, email ID ol olle
20l wan Seiolla (Inbox)Hi
glendd 2215 (Hotmall
Staff) dzs¥l 4da »iasl.

MSN Hotmail U vy
otmail Upgrade —
. |
= City Submit
+ Yirus cleaning of incoming -
mail
« Even more greak Festures ko SIne
follow
«Keep checking here to leamn MSN Hotmail Upgrade
about it © Enigmatic Rahul e e b e -
R v
[ B [ mtemet

/€] Done
@istart| (G @ 4 *|&]MsNHotmail - Today ... | #]new - Microsoft Word & @| & |« omzpm

LI

/3 MSN Hotmail - Inbox - Microsoft Internet Explorer
| &

@Ea(k - \) - E @ Lh|fr)55amh *Favnntes P reda 4 Ef{- ; o - J ﬁ

Address [{€] http:jby14fd.bay14 hotmail.msn. comjegi-bin/HoTMail PeLrmbox=F0D000D001 Ba=5dbB04cIde 001 654706 cd1 4878 i

File Edit Wiew Favortes Tools Help

e |Lnks

Home | MyMSN | Hotmail | Search | Messenger

citibank . ! E
APPLY for your Citibank Suvidha Account Now ! »

www.citibank.com/indialsuvidha
msn.coin - .
msn.* Hotmail i | contacts

Ghew w | X Delete | @ Block | B2 Junk w | [4 Find | (% Put in Folder v | [ Mark &s Unread
« Show me mail from: [Everyone B ™S~ Spotlight

sells [Glendd 2l
Click [Hotmail Staff

2| % d ¥ A Bl Sld
ddl U2 sels s

—— 1% @ 0 C Fom Subject vDate  Size / o
55 I~ Hotmail Staff “welcome ta MSH Hotmal 13 1KB %{
Folders 1 Message(s), 1 Unread
[ Inbox (1)
& Jurk E-Mal ks
[ Sent Messages Past imperfect!
Drats Cameron Diaz's wild past
& seems to have caught up
Trash Can with her
Manage Falders
MSN Mobile

Car pics on your phonet
Get Animal logost
Amedley of ringtones! |

& [& [ [ mnternet

E‘Start ENF- ”|é MSN Hotmail - Tnbox —... ] new - Microsoft Ward Ve @‘ A |« sutem
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oy[doL 1da (Viewing Mail):

glerdd s (Hotmail Staff)+l 1da ur sells sl 4da qiail asidl. 2idd Adaxil
el [aua uat el asid © dal 4d Hisarid 9-19d 2064 (email 1D) uwL wial «4a

~

9.

ologul gLl ool €leidd
215 (Hotmail Staff) dzsell
2ldd Ao guilal.

/3 MSN Hotmail - Message - Microsoft Internet Explorer ==

Fie Edit Wew Favortes Tools Help \ o
- = 5 = ‘

Qe - ) - (%] [2] ¥h|/k)5531[h o Favortes @b vedn €4 | - L @ - ol

Address |@ httpsjby14fd.bay 14 hotmail.msn.comfcgi-binjgetmsg?ms =156 1089734 1 908curmbeox=FODODODOD  Ba=5dbB04c3d=00c315 7 | Links

Home | MyMSN | Hotmail | Search | Messenger

citibank
APPLY for your Citibank Suvidha Account Now !

www.citibank.com/indialsuvidha

Hotmail

Contacts

chitram: nail.com

(< Rephy | I Reply All | 6 Farward | X Delete | D% Junk » | 25 putl

In Folder + | 25 Print Yiew

From : Hotmail Staff <staff@hotmai.com PR AR IR0 1SN Spotlight
To: chitramaya@hotmail, com 75>
? \

Subject : welcome to MSH Hatmail

Member CommaUnication ‘

Past imperfect!
Cameron Diaz's wild pa:
seems to have caught |
with her

msn"’
HOTMAIL

Welcome.to MSN Hotnjai
The world’s |argdst provider of Web-based e-mail

Welcome! We'd like to share some important information with you abodt yor

new MSNE Hotmail® e-mail account:

e 11 0L oriine help. Please note that you must

MSN Mobile

Car pics on your phonel

Get Animal logos! -
BET

gd 4da (mail) Hisdl.

sefls

Click [New

[

& bone
Astart| (2 @& () *|&)MSN Hotmail - Messa... 8] new - Microsoft Word

2} MSN Hotmail - Inbox - Microsoft Internet Explorer

Fie Edt ¥iew Favortes Tools Help

| 1nternet

2 @‘ Ay |« sazem

51

Qe - O - %] (2] j‘;) Search 57 Favortes @ Meda 7)

o-oe-Ud

L6fSeaTiofeicdl4a7  v|

Address [ http:/fbyL4Fd.bay14.hetmail.msn.com/eg-binfHoTMaiL e rmbox=F

dbe04cod:

sells [, HA%
Click [New Message

Subject

tE 0 From
;] ™ Hotmail Staff

welcome to MSN Hotmail

1 Message(s)

Group

(&= nbox
& Jurk E-Mil
(= Sent Message]
A Drafts
& Trash Can
Manags Folders

Show me mail from: |Everyone hd MSN Spotlight

wDate  Size =

ul13 KB

Past imperfect!
Cameron Diaz's wild past
seems to have caught up
with her

MSN Mobile

Car pics on your phone!
Get Animal logos!
A medley of ringtones!

=]
|4 Inkernet

£

Desc=rightridd|

[&] Openina page http:/jads medisturf.netjhtml.ng/ske=h

T
i start (@ @& (5 *|£]MsN Hotmail - Inbox -.. 1] new - Microsoft ord

& @‘ L |« wms2pm
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> $-9dd Hisal

A= i O-49a (Send an Email) g1t »uusl o d cdlsd $ e ust disdl asla ¢la o=
4oa (Email) s¢ 0. 2nal uat $-4da (E-Mail) 2usl 215 12l 218 ealsavil § e gl
el SHHa 2054 (email D) ur Hisaudl aslat i,

New Message viiudl sugHi '
E'Qlj‘d‘“. HOZ{("L"[ mall quidal Hl.é"'. Qe - © - %] @] | ) search 5 Favortes @Y e {‘3| - - )@

\D.\ _\o ~ . = addross [{€] http:iby14fd.bay 14, Potmal msn. comza-bincompese?Bourmbo =F0DDDN00N &a=SdbB04code00c 3165 4ar ORsodt 47 ] (£ Go | Links >
box waal, %< Mail Compose =
BoX ¢ 9. ouogui galodl Hosol

i Send | [ Save Draft | ) Attach | # & | [ Tools » | B3 Cancel
H ~
mail a1y sl

New Message |

To:  [abc@syz.com j Favorite Contacts
A Ta select from your Favorite
Cei [xyz@abe.com Contacts create Favorites in
yaur Contacts!

B [chitramaya@hetmail, com I 4

subject:[Hello —

’ Hi Dear, =]

Haope you are very well, and enioy your fife.

Toi % ez Ase Hisaasl oo et s
&l AL, [CCJi same mail sile
45 Hisddl S dd 2t :
BCChi -y email 1D avil. =i El

subj ecﬂ%i mai Il [y a@vil. R — Y =

2 start| o e > Ei EEE EEEE; .EEEE o e bicrsoft word & @‘ A |« i} 1mozem

/3 MSN Hotmail - New Message - Microsoft Internet Explorer -8 x|

st sailedl Yoo Copy T e T - |
Messageto Sent Folderwe 20 2 =180 e e @ @ T R

tick 530 w2l ai % mail Hisdl _,,,,,,

el 9l d mail a1l Sent

Message BoxHi save as usl. |« [wwsen Coieea e reverte

your Contacts!

e |Lnks

New Message B

To:  [abreeyz.com

Boo:  |chitramaya@hotral. com 4
Subject:[Hello
Hi Dear, =]

Hope yvou are wery wel, and enjay vour life.
‘Wi all are remembering you.

take care
bye

|

’W Zopy Messags to Sert Folder =l

& [ @[ [ mtemet
distart| [ @& ) |&]MSN Hotmail - New M... B new - Microsoft word 4 @‘ £ |« 102
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> dsydeed vieyHre dils O-19d Ul Hisal

O

N

1.5MB) il ag - gidl .

Jdsyiee 16 a2 dls Hisdlal: §-4da Hisddl avid 9 dHR s1dd 5 R HMisad it
L eaie UR sefls s wul dud sldad - yeodl wal slBuMiAl ¥ s1dd 2eude dls
Hiseall gl d urie 53 lls 2l e 53¢ S19A dHIRL S99 AR HeARR U %A e
2L 3 2iuRl 20uRll s19¢ Hisel wslel 2anl vl 5 dHdl sidasl 0oe 1.4 2116, (Size

Q;I‘\aa{il‘,_a (Attmhment) 54 2§ MSN Hotmail - New Message - Microsoft Internet Explorer e =18x]
18 Fle Edt View Favortes Tools Help | o

W2 salledl Hool pleA-2 Q- O - [x] [3) (1] s lcrami @t @[3 L B - )i

(Attach yuz scils 53,

chi om

X Reffnove Attachments

Address [&] http:/Jby14fd.bay14 hotmail.msn.comfgi-binfcompose7icurmbox=F000000D01 Ba=5dbBO4c3de00c31 fS4aTiOfecd14a7 7|

CUEE | b | [T Tools w | E3 Cancel

EJco |unks >
New Message B

0l F
To:  |abe@xyz.com act [nformation

Favorite Contacts

To select from your Favorite

oo xye@abe,com

Contacts create Favorites in
your Contacts!

Bre:  |chitramaya@hotmail.com

Subject:[Hello

H Dear,

ol'f\l, 5;'.5 5 L?Set Q;{\ZQ{QL"Z (fi I e Hope you are very wel, and ergay your life.

e all are remembering you.

attachment) d<l5 Hisciairil gl | fusce
dl 519¢ Uz s¢ls 52U,

¥ Copy Message ta Sent Folder

=
[l

Ol UL e9lleul 1oyl MeYN~2 ™ s o

| [ | memet

&
i /start| [} & (4] ™ |&]MSN Hotmail - NewM... 8] new - icrosoft word 2 @| A |« 1nnse

ZAMSN Hotmail - Attach File - Micrasoft Internet Explorer e == ]

| &

@k - (- =] [F] 0| s S preeres @Preds €] (- L L@

Aldse szl Wi ollal 2iasl, o

mshn-* Hotmail

chity i}

QK | OK and Attach Another

-
(attmhment) 54l Hle $l6@' Address [{€] http:ijby14fd.bay14 hotmail msn. comfcai-binjpremal 5767 B ks >

Home | MyMSN | Hotmail | Search | Messenger

Click Brawse to select the file, or type the path ta the File in the bax P S —

’ Find File: |

é‘c\{ &I‘QSC—L 1{2{8 32q|‘ 3-“‘\8 Current attachments for the message "Hello"
()1{2 5({]'3 3;):\[. \r\jﬁ;;S;t:;hmentsareaulnmab[a”ys(annedFnr

damages caused by your decision ta do so.

Disclaimer: The McAfee. com virus scanner may not be able ko detede all
kriown viruses and variants. Pleass be aware that thers is a risk involfed L
whenever downloading e-mall attachments ko your computer and thal as

provided in the TERMS OF UISE, Microsoft is not respansible For any

Opticns | Help

Today | Mail Contacts

Attach File

With Extra Storage, you can send attachments up bo 3VB In size.

Browse. « Includes an increased Inbox limit & virus scanning
« Plus, youll be exempt fram the inactivity palicy

[&] (3 items remaining) Dawrloading picture httpi/j64.4,55. 10%/1.p.meaffe_smal.gf... [T [ mtemet

@start| & @ ) *|4£]MsN Hotmail - Attach... ] new - Microsoft Word & @‘ A |« i} 104
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Ssyiee s1d vieud-e dils Hisdla: vieud-e (Attachment) il sl 2Us sl a4 s1dd
el Hde e Hisdl wslal ¢lal, wmid: a5 sidd ol gt 4 Al | sdll
(floppy) 5 «l4. (CD)uL 4 adll usdl ld & % AA0 Hig, Ui €ld © U O-USd glRL
UM 213U 2l s15al sRlAlRHL 215 Y] 6l 20 UL Hisdl wsd 9.

W dsyieat (My

Documents) 4zl 515 215
s19d uie 53U
¢l.d. Computer Training

ZJ MSN Hotmail - Attach File - Microsoft Internet Explorer == x|
Fle Edit View Favortes Tools  Help | o

Qo 0 B ) s v @ @[ - LB

Address [&] http:/Jby14fd.bay14.hotmail msn.comfcgi-binfpremai{5767 | B |unks >

Home | My MSN | Hotmail | Search | Messenger

msn.co.in

msn:“ Hotmail

==

Hoe#=m

O | 0K and Attach Another

|| My Data Sources
Click Browse ko select the file, or type the

below. =My Music
(2 ry Pictures
Fndfie:| My Vidsos

[@1r1y webs

sells

Click

CUITENT, SRCACTIMETS 10T (e MEsTage T

5] drawing
payrall
4 Epayral
] screen-minesh
] training
Welcome ko
] word_screen

Matice: Attachments are automaically scar
viruses using

Disclaimer: The McAfee.com wirus scanm
known viruses and variarks., Please be aw:
whenever downioading e-mail attachments
provided in the TERMS OF USE, Microsoft i
damages caused by your decisian to da 50

ouogul ool Haot 5164 s19¢
(Find File)-iL vit-lmi Hldse
53 s16¢ iidl ol

gd %l Y SL9E UBL HeAH 2
(attachment) d313% Hisaall
Giu dl pll 214 22aig (JOK]
land Attach Another] ) uz
sells 530 v |OK| uz sells 53,

’ Fid File: [C:\Documents and Settings\dhaval|My Docume _ Browse.

=
e Fites () |

&
Astart| [ @& () ”|&)MSNHotmail - Attach... 5] new - Microsoft Word

Files of type:

/3 MSN Hotmail - Attach File - Microsoft Internet Explorer

(5]
Fle Edt Wiew Favortes Tools Hep
@Ea(k - - \ﬂ @ Jj | fﬁ) Search *Favnntes @ reda €3| [.Zj;- ; o - J i

Address [ http:/jby14fd.bay14 hotmail.msn. comfcgi-binjpremalj5767

A Qe

Links >

Home | MyMSN | Hotmail | Search | Messenger

Y & H T
msn. < HOtmall Today | Mall Contacts
o>< and Attach Anather

clfk Browse ta select the file, or type the path to the file in the box
[

Attach File

Increase your attachment limit

‘With Extra Storage, you can send attachments up ko 3VB in size.

W1 Includes an increased Inbox livit & virus scanning
* Plus, youll be exempt from the inactivity policy
Crrent attachments For the message "Hello"

=

i Attachments are automaticall scarned For gy McAfee
i ses using bedithas

claimer: The McAfee. com virus scanner may not be able ko detect al
i viruses and varianis, Flease be aware that thers is a risk involved
en=ver downloading e-mail attachments ko your computer and that, as
vided in the TERMS OF USE, Microsoft is nat responsible for any

ages caused by your decision ko do 5o,

ogs o

EY

| 1nternet

-
Astart| [Z @& () *|&)MSN Hotmail - Attach ... B]new - Microsoft Word 2 @‘ Ay |« 1ondpm
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Sisyienl 519 ool §-49a dls Hisdl: 2L uBUHL 208 WSsiRMs2 di-l siSusl s s1Sa
vl duiq dlg 22 sidl (copy) 531 emaill boxai sl o w2 0l uad wdsikiise a4l
ALY 539 Ul ARelle ¥ sldadidl 2. Copy sl ¢l d sdd viadl usal. eld.
wsiRilse atuigl Computer Training-l side viidl 21 duiell 4idl 222 copy s3.

S2aerdl ouogl s15e
224~ (file attach) udel

N

ARIE)

=

sl HoSAse adl SiunL s
5194 vildl. el.d. Computer
Training

Computer Training-l stSe
il olle ol sl Hosol
2lgs swere wldse s

’ Attachments: Computer Trairing, doc(0.04 ME)

i MSN Hotmail - New Message - Microsoft Internet Explorer

]
Fle Edt View Favortes Tooks Hep |
QBaEk - Iﬂ IEL‘ .\,‘/ I Search ) Favorites (Y Media Q‘f| iz |- ﬁ
eress [ 2] httpiffoy14Fd bay 14 hotmil msn,comfcgi-binfdoattach

TT5end | (2 5ave Oraft | W Attach ~ | 7 0 | B Took = [ £F Cancel

=B [unks »

To:  [abe@xyz.com 4 Favorite Contacts

Ta select from your Favorite
ce [xyz@abe.com Contacts create Favorites in
yaur Contacts!

Bre:  |chiramaya@hatmail.comn

Subject:fHello

H Dear, ;I

Hope you are very wel, and enjoy your life.

e all are remembering you.

take care

I Copy Message to Sent Folder 4|
&) pone | [ | memet
i start| [ & (] [&]MSN Hotmail - New M... 2 @| A |« 1nose
T§ Computer Training - Microsoft Word —[8]x]

Edt | YWew Inset Format Tooks Table Window Help Krishna Type a question for help = X
0 = = Ol O 0w - @ ,ugeadﬂ
Ay O BepeatPageBreak Chiy =

slls
Click

slls
Click

E 0f
i} =,
I Paste Specd...
i Clear »
: Select Al Ctrka
3 End.. Chrl+F

SHOULD LEARN COMPUTER TO MAKE ITS
EASY AND EFFECTIVELY. MS- OFFICE IS
D SOFTWARE AS ARE ENOUGH TO RUN ANY

NEGENERAILY IN OFFICE;
OF ACTIVITIES ARE SUCH AS - TYPING
ATING PRESENTATION AND DATABASE ETC.

Replace... Crl4H
- GoTo.. kG

CALC

Task Barsi MSN Hotmail w2
sells 52,

The M5 Office consist following features:

=w[E=m@4
praw~ [3 |auoshapsss N N OO H 4 B @ S-Z-A-==2 @ ag
Page 1 Sec 1 11 Ab 15" n3 <ol 1 REC TRK E=T OWR Engish (U.Ss  GE

Faadl 3 & e ’ﬁMsN Hotmail - News Mes... | ) new - Microsoft word || 3] computer Training - ..

Ve @‘ A |«;~E 10:09 PH
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Sisyienl 516 ool §-49d dls Hisdl: 2L UBUHL 208 WSsiRMs2 dil siSusl s s1Sa
il duid i 2e2 sl (copy) 531 email- boxai 4slal. & M2 Aluad wdsiiise af ug
539, Ul ARele % sldadidl 2&2 COPY srald ¢l d s15d viladl usdl. eld. Hdsiise
q$iel Computer Training-l siSa vidl 2 duil =il 2e2 copy s3.

28y, 53¢ mailui Aiel 2
Bye ussl 2 Enter i1l

sells
Click

4 MSN Hotmail - New Message - Microsoft Internet Explorer == x|
p— gt View Fawarites Taok  Help | e
Cut Cirli% ) T y
I ) Search % Favorites Media 454} e -
Q = i | Sorenes @ @3- L B
ndmwsmmkg..wmm ECEREE
= T 5ok ~ T I Care
Select Al arba |17 T TETTO0R i -
7o Find(onThis Pagk)... CirkF 4 [Favorite Contacts
To select from your Favorite
e [xyz@abe.com Contacts create Favorites in
your Contacts!
Bre: [chitramaya@hotnail.com
Subject:|Hello

Attachments: Computer fraining,doc(0.04 ME)

sclls
Click |Paste

Hi Dear, =]
Hope you are very wdll, and enjoy your life.
we all are rememberifg you.

take care

ologMl salledl Hase S 536
text content sz 3da Ul uR
U2 4 .

¥ Copy Message ta Sent Folder =l

Inserts the items you have capied o cut inta the selected lacation,

i /start| [ @ (] [&]MSN Hotmail - New .. 8] new - Microsoft ward | 5] Computer Tralnlng-M\(‘.‘l 2 @| A |« 1o

/3 MSN Hotmail - New Message - Microsoft Internet Explorer =1= ]
Fie Edt Wew Favorkes Tools  Hep | &
- - AT O = )
O Back - ) ﬂ Igl i | ) search & Favories P reda £ = & ﬁ
Address [€] http:by14fd.bay14 hotmal.msn. comjegi-binjdoattach Bl = |un>s =
TS e Ora St 7 5ok SrceT =

TD:AahE@xyz.mm 4 Favorite Contacts

Ta select from your Favorite
cei | [xvz@abe.com Contacts create Favorites in
yaur Contactst

gee: | [chiramaya@hetmail.com

subjeft: [Helle

Attacfments: Computer Training. doc(0. 04 MB)

sefls
Click

Hi Dfar, =]
Hopg you are very well, and enjoy your life.
e Bl are remembering you,

takefrare

bye v

EVERYBODY SHOULD LEARN COMPUTER TO MAKE ITS WORKING WERY EASY AND EFFECTIVELY

M5- PFFICE 1S CORRECTLY MAMED SOFTWARE AS ARE ENOUGH TO RUN ANY OFFICE WORKING
EFFECTIVELY,

¥ Copy Message to Sert Folder |

[ [ [ mnternet

@
distart| [ @& G |&)MSNHotmail -New .. ] new - Microsoft word | 5] Computer Tralmng-M\[H.l 2 @‘ Ay |« 1ot
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S-95a 2S84 Ausul 2 5: Glaul Buae dHM derRiSe 3 Pl §-49d s2al-l Addd
AL O dxil vldidl Ao w2 (mail server)ui »it usik+l 23 o5 (address book)-il
Addd vl 2 9, g4l §-H19a DA aa 53 asiu 9. Rols 2wal 9-49a 1D Contacts
gL %2 Mail s2al gl R uAdlel Hadl asid 9.

Send »iudi Mail Sent S oldl
& adl e 219l FHi emall ID
save sdl- yAdsl. dvid Save
AddressHi dlzeni % email ID
oldld dsil ol 116U (Mouse)

ofl &ls (tick) 2.

ZJ MSN Hotmail - Sent Message Confirmation - Microsoft Internet Explorer 3 =18 x|
Fle Edi Ve Favortes Took Hep | ar
eﬁatk - \) - |ﬂ @ \h ‘ ;)Eearch \;"\?F aaaaa tos " Medla €¢3| [.f:- ; B - J ﬁ

Address [&] http:/Jby14fd.bay14.hotmail msn.comfcgi-binfpremaii6szs | B |unks >

Home | My MSN | Hotmail | Search | Messenger

msn.co.in

B
00)

sefls
Click

<% f — )
msn:* Hotmail
chil m
(23 Mew Message | B New Contact
’:‘;"‘ CaREs 3 our message has been sent kol wiie | open your cifibank
lessenger (
o Citibank Suvidha Account
i cliziyz Em ~ NOW AT NO MINIMUM BALANC
& Moble
LLLLL xyz@ab.com I
g:fﬁ'd'%'f'tmp_ chitramaya@hatmal,com ame
ups
=
» [8 = aleady in Contacts = prey —
e e xtn.
Return to Inbox
In focus =
© Enigmatic Rahul
cend| arger Photg< apd Otherdattachmen

sl it 62
Click

o Safequard your PC With Extra Storage, you can send gtachments up to
o Lidita in Hollywond? IMB n size.
W]« Includes anincreasell Inbox imit & virus

sCanning
* Plus, you'll be exemil from the inactivicy LI

& | [ | memet

4 start D il ) newy Jricrosol Ft Ward v @| A |« 1nse
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1. www.india.com site open szl.
2. dui dHRL - -id E-mail account ei-udil.

3. E-mail Account oi-l 2141 suie chitramaya@hotmail.com uz S-4Sa

5.

4§ india.com - Microsoft Internet Explorer . EI@I =] x|

File Edit ‘iew Favorites Tools Help |i

Bk - = - @ 7l ‘ Dhsearch  [GFavorkes  GMedia 4 | BE-S=E

Address I@j hittp: e india, comyscripts  common findes:  main?signin=18lang=us j s | Links *
.

=™ India.com

powered by Outblaze

Registered Users visitors

User Name * Sign Up
Password

Forgot Your Password?

KN

& ’_’_|_|' Internet
i;startm e E=E o “ s . I@india.... [ adobe...| Bos Int... | Epocum. | G @BOEE  avzan
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A

EE] Microsoft Office
. 1. 0utlook 2003

Copyright @ 1935-2003 Micrasoft Corporation, All rights reserved.

AR
AuA, 2G4s (MS Outlook) 1 2is usiedl seiw e iy (desktop
management programme) €. % dxa dxil $wsiia- (information)d 2waqqaiHi 1ee 52
9. 21B2¢s (Outlook)-l Gudlal §-Hde (e-mail) sl dal Halsid-l duHd AAddl, siese
34 (contact address) wiaaal, AcseiRies{l s1Molll-{l wEl Avial adlR He ad a5 8.

MAIN SCREEN OF MSOUTLOOK 2003

DOutlook Today - Microsoft Dutlook - |ﬁ' |1|
File Edit Wew Go Tools Actions  Help Type a question for help =
Sinew - | S| BpFind | G Typeacontacttofind - | (@) ! @k @ | B B A Q B

_ Personal Folders - Outlook Today
Favorite Folders EF=——=1

&  Wednesday, July 14, 2004
[ Inbax .
L= sent Ttems Calendar Tasks Messages
All Mail Folders
— Inbos a
(] 25 Personal Folders Drafts 0
(3] Deleted Items Outhos 0
L7 Drafts
[ Inbax
3 Junk E-mail
L[5 Outbax
L= Sent Ttems
L3 Search Folders

[~ Mail

jﬁ Calendar

&=| Contacts

z Tasks

wlCa[@ 2 =
|D0ne |

f.ﬁ'start| (@ @& (5 *|[O]outlook Today - Micr... | B] new - Microsaft Waord & BE|l« O|% B 12:52rM
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> MU, ABYSs 2003 vidl

Ao @Al uAM Beds WY Al W wie (Start) ux sdls sul olle MM A
(programme menu)i oS+ 2. »1824s (MS Outlook) ur sels sl

| 01]ESIP
Click

sefls P, 2UGedy

Click [MS Outlook

. AU 2UB2gs (MS
Outlook)~il 251+ oiogui
galledl yosol vl ol

L o
] calendar
G| Conkacts

.ﬁmh

i |

_J._l_:l?:
[

=
Bistart]| ) ms-ouniochoz-iz3 M., [[5] outiook Today - Micra. [ mesm
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216245 2003 (Outlook 2003)-L siez (Folder s)-il uos:

Favorite Folders

L~ Inbe:
L= 5ent Items

&l Mail Folders

=| £5t Personal Folders
(5] Deleted Ttems
L#| Drafts
L] Inbaox
[ Junk E-mail
L= Outboe
L= Sent Ttems
L) Search Folders

o Mail

_:ﬁ Calendar

&=| Contacts

:ﬂ Tasks

ol Co [#] =

Oollet (INDOX): 2UBegsHl 2ddl dxd Udd Seolla sleR
(Inbox folder)+i glu €9, wuR »udd 4dd alAdl Sl AR Seiolla
(INbox) uz sells sdi cugHl 1da Qe (Mail list) d-l [y 28
el oy 9, % [Aud uR sells s d [Auadl 9da izl sy 9.

Bl (Outbox): 2w 2uBegsdi ssloir $-3dd 2u.4.
(configure email ID) gl 51 H4da Hisdddl d © U d
AluaH 2B2gsl »1B20ila (OUtbOX) sleul ond 8,

%s 9-uda (Junk E-mail): 2uB2gsil »uadi %5 uda (junk
mails) & % oLl ldl 2l ddl Hod il $1eRMl W O, 2Ll %S
4oeu (junk mails) ddle (delete) e 53 asiu .

gs2 (Drafts): §-49d scl auid asll avid g oiid €li O 5 25
o usiAL sizHe (format) Huddl Hoa el HAdL FoUL dvidl
Wil gl 0. el uRRAHL SIS s Udae siHe ol yse (draft)
Sl A SAUHL AU dl ofl® Auid AR 2L WSIRAL Hdd 54Ul
2l AR 152 SleRUL A 53¢ sRHUL %33 2iAs YRl 53 1A
53 ASIUL 9, % AHUAL oA 52 69 21 S1H(1R] AR oL, ©.

Ave widewt (Sent [tems): (el % d siS Ul 5330 A1 UAMA8IR s32L AU d Uotsl
s Asd iEA sl (2Rl (office copy - 0/C) d2ls [Aeuol uld v & ddl % d 2u824s
glRl S-H9e 53l avid vidl S-H5a A2 2Ry (Sent [tems) siesul Ad w1y 8. ial 4das
uRl 32 UL Awe e (Sent Items) sicsuil delle 530 asia ©.

ddle »usewt (Deleted Items): »s wdeal (Junk Mails), $-eila (Inbox), e »udeu
(Sent Items) adi3 sisuel sieinial e S ddle 54l 2id 9 AR d 0l uad dedl2s
wideH (Deleted Items)Hi da e ©. %dl Ad @iz (Windows)ui st uat sida 5 sieR
ez sl 2d dl Al way Jduusd o+ (Recycle Bin)i 28 © vt ol %32 ud dl vl
5196 5 sl wel Hadl st 8 ddl o a ddles »uden (Deleted Items) wial vl dele
584 1A oL Hadl Asld 8, uig s avid ddles 2uden (Deleted [tems)uial ot 1oa
delle saHL 2d dl uiesL wadl astdl <l

R slage? HleRis1 @ 3u: @ do2ral2 Vol VIBegs 2003



> 2R+l BuyoL

25 (Task) 21 2uB2gseil ot % el Mol 8. 2rRs (Task) duiRl AseiRly~l s11a(R1+
22 AlAcMl Hes 53 O, dH % 2 2154 (Task)ui sold] yel saidl decdl dilvt 3sansd-
(deadling) wa GuZ1 sl el U sl AoR1F=L 51420130 Ale Aviall wsdl 2l

[8] inbox: - Microsoft Dutlook _18x|
ffeﬂfi Fle Edt Wew Go Took Acions Help Type a question for help =
l. k - itew = | B3 X | B reply ERReply to Al 6 Forward | SpFind | [ Type a contartto find = @!
q
Click [Task -

Favorite Folders Arranged By Date|Neveston .+ | [| Welcome to Microsoft Office Outiook 2003

I oo A Outlook 2003 Team [olteam@microsoft com)
=4 sent: Items = Today To: Hew Outlook User
Al Mail Folders 4 Outiook 2003 Team 1247 PM A
= €5 Personal Folders oselcomeliollbein s e ol ‘)._'l Thank you for using Microsoft® Office
3] Deleted Items Qutlook® 2003! This version of Outlook includes
(A Drafts new capabilities designed to help you access, b
[ nbox prioritize, and act on communications and
[ Junk E-mail inforrmation so that you may use your time rmare
(13 outbox efficiently and mare easily manage the ever-
(=3 sent Ttems increasing flow of incoming e-mail.
[ Search Folders

To give you some idea of what is possible with
Qutlook 2003, we have put together a list of our
favorite new features

5 . LE Streamlined Mail Experience - Outlook helps
=4 Mail - you read, organize, follow-up, and find e-rmail
messages more efficiently than before. The new
E Calendar window layout displays mare information on the
z screen at one time, even on smaller monitors.
G rontacts The list of messages has been redesigned to use

p= space more intelligently; as a result, you will
ﬂ Tasks spend less time scrolling and more time getting
your wark done. Autornatic grauping of your j
FELE . fone. Autematic g :

[t Ttem [

istart| [Z @& 51 *|[O) Inbox - Microsoft Outl... 8] new - Microsoft Word & BE |« 0% i3 12:58pm

-laix|

File Edit Yew Go Took Actions Help Type a guestion for help =
FHtew | S B3 ¥ | SpFind | G Tvpe s contsct to find @!

[F i calow ywe 2

My Tasks

(row) uz s¢ls 531 %33l e -

Current View one

2154, (task) avil asiu e | e —
@ 3 Detailed List
. 3 Active Tasks

) Next Seven Days

Due Date

Goucareo
© By Category
© Assignment

© By Person Responsible
€ Completed Tasks
© Task Timeline

Cinen Shared Tasks =
|4 Mail
»ﬁ Calendar
&-| contacts
7] Tasks
M= Rr. R -
[2 Ttems [

& start| [ @ (51 [0 Tasks - Microsoft Outl... ] new - Microsoft word & B« 0% i3 12:59pm
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> sdws-l BuAl

sa-2 (Calendar) aidl uerix-l »>uld-=d-e (appointment), w- (plan), 12l
(Meeting)-il A AULRAAAL dHY 2401l UAIUAL UHA Ule SAddL HI2 MEe 53 O, %3 U3
aul e (alarm) Ae 530 s 9.

[8] calendar - Microsoft Outlook _i&] x|

NN Ble Edt Vew Go Tools Adtions Help Type & question for help =
A
m sa=52 (Calendar) wr Bt -8 (5 88 o | v vk e ot 2070 | @ e sconotoivd 2@ )

56fls 53l oLl saleul
woror 38- (Calendar)dl etV
45678310 g

‘\'_L’b‘l‘l. Q‘g]."t 1,"6\6‘@" 083",'[ 11 12 131415 16 17

18 19 20 21 22 23 24 9UU
25 26 27 268 29 30 31

AlRlu, i, HEAL WMl Rmmmmn
My Calendars

514070+, lua B csents
(schedule) aidu 53l asty | cmesmeicomsn. | o,

Calendar July 14, 2004 §E

Wednesday, July 14

-~

&9 190
— ' PL]
=] Mail
i
E Calendar 3 =
8] contacts 4"
7] Tasks 5w
103 @2 fm I
[0 1hems [
Astart| [z} @ 5] *|[O] calendar - Microsoft ... 1] new - Micrasoft ward F B« O% % 100
Elcalendar - MicrosoftOutlook E =13l x|
© Flle Edt WView Go Tools  Actions  Help Type a question far help -

m ("“,z"“, Ol ‘\'_L’OK("L d,l,’\ﬂbl' i Ffinew - | 4 X [ gH | Today IEWD[kWEEk [ week BTMonth | BpFind | @ Type & contact tofind — ~ @!

clall AHA HooL AU -2 Calendar iy 14,2
4 July 2004 » _WEdnesdayJ July 14

(appointment) dau (3ol ey e
4 5 6 7 & 910 Sam

(meeting)~il *uledl ausy 1 ofilis 1o 7

15 18 20 21 22 23 24 900
25 26 27 28 29 30 31

3'\):\[. 123456567

4]

oo
T 10
] calendar 11®
Open a Shared Calendar... || o
12m

o0 [l Computer Training {Microsoft Outlook 2003)

E sells _— E

Click (Contacts B3 colender 3" | |

’%} Contacts 4™
7] Tasks 5™
Np=Nr N T =l
[t 1tem I

Aistart| (3 @ 4 ?| O] calendar - Microsoft ... 8] nsw - Microsoft Ward & Fl« 0% 3 voem
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> sleseudl Gualol

51259 (Contacts) duilL AusHl e Alsapiidl <M, d-Ml, 2lasid o, Hieudd o
QR AHA AUS MRl AAe 53 AN B, Fell glRl U %3 WS AR i AUS Hiledl
A1) 2ies161dlsa 21152 (alphabetical order)si sadl ust .

8] Contacts - Microsoft Outlook _&]x

gl."éfr-‘ll (Conta:ts)q.li ?éé]' Fle Edit View Go Tools Actions Help 7 Type a question for help =
N . N - [Eanewr] & B3 X | v & - | Sprind | @ Tyreacontacttofind - | @ !
el s 5 AeUAIA] qus

Ix

Contacts

!

K ew Contact

"LL[écﬂ (,{'_uqu A5 2\9 Kb jpntacs There are no items to shaw in this view, 123
. 8 Contacts Double-click here to create a new Contact. L&
(1 Currpnt view =N
SAls Y o] acdress cargs Lt
. Detailed Address Cards Lo
CI | Ck e Phone List L
By Category |

By Company k

©3 By Location !

© By Follow-up Flag m

Open Shared Contacts... -

Custarrize Current Visw... o=
o

v

......... -

[~ Mail .

5] calendar —

w

4=| Contacts x

7] Tasks ¥

z
hlCa A 2|y +| Eg-

[oTtems I

i#/start| [ @ (4] | O] contacts - Microsoft ... 8] new - Micrasoft Word & B |« 0|83 nozpm
8] Contacts - Microsoft Dutlaok _ (=] x|

Fie Edit View Go Tools Actions Help Type & question for help

% ol saldd ] Hasol R S Il e cxeetiere (TR

1 Rl o3) © ontac] ™ Aoc - Contact ;Iglzl
0&32 dAHLH HULSAl HRUL, My Contact © Ele Ed Mew et Fomat Tools Adtions Help =
icont, | Hsveanddose B [ F 0 | ¥ D& -e-w -5 ab
Current Vi General I‘ails | nctivties | Certiestss | Al Fieids | e
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