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Computer Fundamental

What is Computer?

*Computer: - An electronic device which is capable of receiving information (data) in a particular form
and performing a sequence of operations in accordance with a predetermined but variable set of
procedural nstructions (program) to produce a result in the form of information or signals.

B - TP T 93lp el pifeiRo o9, Y TR0 W Y P T AIHD R Mo A
STV FTBBIY TS T MY 1

**Charles Babbage is the father of computer because he invented computer. (1832)
(511 TEE =5 IATHIR &)

*USE OF COMPUTER:- (FTATHI T2H)
» Computer Games. o FITHE @ I e = |

* Working from Home.
« Entertainment. o ot i, fofvs, Fiemn mod A o

« Information. :ﬁﬁ»‘ﬂ Y I ZAFACT ﬂﬁ;;ﬁ-; i
» Chatting & Social Media. . o RO Q=1 iR T wrifbR. FRee Al fefde e |
« Uses of Computers in Education. . ST | |

* Distance Learning.
* Online Examination.
» Marketing.

* IHIEF IO IS BCE I AU |

What is the Full-form of computer?

C — Commonly (F31f&)

O - Operated (SAH5)

M - Machine (=)

P - Particularly (sir=fog=afer)

U - Used for (3% =3 )

T - Technical (G=fz)

E - Education and (937 «%)
R - Research (fiv)

***Classification of computer***

» Computers can be generally classified by size and power as follows:

Personal computer: - A computer designed for use by one person at a time.
AR FTHE :- @6 MFTs [es e IIT I9 =7 |

Workstation: -A workstation is a special computer designed for technical or scientific
applications. Intended primarily to be used by one person at a time, they are commonly
connected to a local area network and run multi-user operating systems.

Minicomputer: - A multi-user computer capable of supporting from 10 to hundreds of users
simultaneously.

Mainframe:

A powerful multi-user computer capable of supporting many hundreds or thousands of users
simultaneously.

Supercomputer:

An extremely fast computer that can perform hundreds of millions of instructions per second.
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Computer Generation

Development of computer is known as Generation of Computer. Development of computers is
categorized into five Generation depending on size, technology used, storage capacity ,
computing capacity etc.

Which is first computing Device?
The computing device you will be surprised to know that it was built 2600 years ago in China
and is known as Abacus.

GENARATION CHART:-

GEN. 157G 280 G 30 G 41 G 5™ G
Technology Vacuum Transistor IC- Micro Artificial
Tube Integrated processor | Intelligent
Circuit
Speed Slowest Slow Medium Faster faster
Size Largest Large Medium Smaller Smallest
Reliability Unreliable | Unreliable More More More reliable
reliable reliable
Operating None None Yes Yes Yes
Systems
Language Machine Assembly High level Highlevel | Highlevel
Period 1944-1955 | 1956-1965 1966-1977 1978-1995 | 1995-
runing....

***COMPUTING DEVICE***
Some Basic Components of a Computer:

Monitor 5 Dk Drives for CD-ROMs, DVD-
CPU

ROMs. o CDDVD -Wisters

Printer

3.5 Floppy Dnive (not thown)

USB Ports.

Keyboard Powerlaght _ —_———* °

Mouse

Monitor: The screen that shows the information for the computer; also called a display.
New computers have LCD (liquid crystal display) monitors that are thinner than the older CRT
(Cathode Ray Tube) monitors. Also now have LED monitor available in the market.

WfAGE- @b Zo1 FFATHIRR 2uiw =Co5 | =it Bfew et e shewt @S @ @3 BIEEE Tafde sy
e GonR @A a1 g 7 S W{bE | aE v e A wepie @ e e =1
S(ABIAR CifBR @ad MG AABIE U1 T T T |

L.C.D- Liquid Cristal Display (si3%% R o )
L.E.D-Light Emitting Diode (=125 «fifte ©iRe )
Some External Computing Devices can be added:

Printer: The printer takes the information displayed on the screen and prints it on paper. The
most common types of printers are ink jet , which are typically used in homes and small
businesses, and laser printers, which are used in schools and large businesses.
ABE :- forom fem T TR ¢ @R O PRI B S I | IeE @R e RTR 26 2% 190,01

IR FA W AMCS A WG P | @ RroE Fo A @ IR0 I I A |

Scanners: Scans pictures and documents into a digital format and saves
AR B FE FIG! I SIErOF TE6E NI TR TS IW@ AR |
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Webcam: Records live video for use in video conversations or video e-mail or chatting.
SFOF:- @3 WAl AZe oo T I G O FFC IS W ™Rl I Wl e Jwe A1 wifbZe = ;W
MP3 Player: Small and lightweight, digital audio player that stores digital music files.

quft R o I wE SE PTG A SIS AR | we- ey, wan w2 |

Digital Camera: Takes and stores pictures digitally.

fE3f&Ge oEE- 9 [ 'R O W @R A T |

***Mouse***
A mouse usually has at least two buttons...Primary button (usually the left button) ...Secondary
button (usually the right button) _
_Right Button
Left Button - Use to point and select Left Button
N Scroll
' Wheel

Right Button - Use to open menus, commands
Scroll wheel - Use to move page up and down on screen
Cord - Plugs mouse into computer

There are five main mouse actions:
1. Point Move the mouse until the tip of the mouse pointer is over the item you want.

2. Click Quickly press and release the left mouse button. It is essential to hold the mouse firmly
while you click so that it does not slide out of position.

3. Right-click Quickly press and release the right mouse button.

4. Double-click Quickly press and release the left mouse button twice. This must be done in rapid
succession.

5. Drag Point to an item. Press and hold down the left mouse button, slide the pointer to a new
location, and release the mouse button.

*kk H i e O
Mouse Pointer/Cursor. (Ask your teacher) =) & @ % k‘

- SWWA M NS @ @ @3 R B 39 (576 FF aR 715 F9) @3 T 651 4= |
=0 FF - F I P I I W @R
AL FE- o ROW @ I@ | I @R v B @3 e W |

About The Computer Keyboard keys information

About The Computer Keyboard keys information. The keyboard is used for entering data into the
computer system. It can type words, numbers and symbols

 Buttons on the keyboard are called keys
*Whatever you type on the keyboard can be seen on the monitor.

The keyboard and computer mouse are input devices. These are used for performing various
functions. A computer keyboard has 104 keys. The keyboard has Letter keys, Number keys,
Function keys, Arrow keys and Special keys. Let us learn about a few more keys on a keyboard.

IR @3B FRIE 247 soe B F T | IIWET T e 3 FRIeE @HEH b ot ot 731 z@= |
- 3) FIF F J)WE F 0) e F )FCERT F o)amol W@ w By F W @ernE Rew F Few

¥ IF |
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+A gives a (when the Caps Lock is on).

There are some keys on the keyboard which have two symbols or a number and symbols or a
number and a symbol on it.

To type the upper symbol on you need to press and hold the Shift key along with the Symbol key.
Tab Key:

For examples:

.‘/‘I\ Shifi Kev
— +1 Gives !
You can press the tab key to move the cursor several
spaces forward at once. =7y e
e
K_
,{_\r.ﬁmﬁ Kev

+3 Gives #
Escape Key:

The short form of Escape key is ESC. It is placed at the top left corner in most of the keyboards
This key allows us to cancel an operation.

Syt Ry e st s
i i [_J Y= (=)l L |
Thgse keys have gpeCIaI sings and symbols, ETT] F‘]F']F']['WF"]F'TFT’"T () EE (=R
which are to the right of the letter keys E:,jn_l QFE]QEE ﬁ[—]ma aaal
A R CIEICIE)E 0 EE)
SUED B8 Gl WS> e EEET G Eljﬁﬁ Eo B8
l.-»|u|>|||'r.- kevboard lave
The special characters are also placed over the numbers on - +
the Number keys such as | @, #, $, %, * etc. e e
You can use these as Symbol keys by pressing L4
the Shift key along with the Number key. el
< > 7
Function keys: i K;-,
FIRAA Fh- FIANT T GFeTZE ARPIRE Ty WeF Tz 18 e = FieH |
There are 12 functions keys from PV T S ——
F1 to F12 at the top the keyboard. v L —Jeetr e Jle e
Each Function key has a different job to perform. R
|
Lotter keye. i L TS F!mmonkﬂs » L 2
el ¥ A @0 i -9] e == AtoZ Afw |
There are (Ato Z) 26 letter keys in 3 rows. Firstrow (Q, W, E, R, T, Y, U, I, O, P) 10 letters
Secondrow (A, S,D, F, G, H, J, K, L) 9 letters. Third row (Z, X, C, V, B, N, M) 7 letters
These are middle on keyboard. And used to typing the words
LS U8 LS L o8 T 1 T i
Shift Key: L% ) A ds Jio Jir Jio Jin Jig Jix Jit )
Shift Key is used with the other keys for different purpose. 2 Mlx Bledv s linln
If you press and hold the shift key along with a Letter key, - L—m;ke—ﬂ— o
it will type that letter in capital even when the Caps Lock is turned off.
For examples: Also
(} Shift Key . ' 4} Stift Key
- Jta gives A (whenthe Caps Lock is off). —
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e 3 @fEsIe - FRAN F @7 AGT AW > AF o 8 TP I @A, [, &, sr F3frs FeEs
ez It afEse &F = |

QA F- FHANCT WRE W= s 576 S HiTs Fi wie avim G 31 OREF= F @ |

%) Esc: 249 Fi a1 arzet F & - IPTOIE 29w 331 @31 R S SR ol A3 3R w92 I3
T4 = |

%) Tab: B Fk: @] F a1 FH SUAN R CFEET RN AR qarg A et I |

%) Caps Lock : 3*M &% J| :- FRAMNTT FCERET 8 WewDes 2fSh Fo ofbd IW@ H AWF GIR 9STE T,
T S REE ACF | ARG I I SRl IR IC QS SH 1S 5127 O I 617 O IO J, GR
G QS S o FP 77 9T IS W | By Wa > B oww v e Gores @ Feb ot e =73
IR TAET S vl Frsa == Fies et faes =3 |

9) Shift: Rres F- 93 F ot @ T 6 WS A FPDE Yo E 2, ARG TARA ERSE TR I |
IR WA TR IS AR BOE I97 = |

) Ctrl Fifbencaas 1 :- @bt @2 TG I FFAToICE Aot 24w <01, g @bt FIGT FewEE ! T3 T34
|

) Alt vt F%- Rfew taratee [few ot memm & =EMA I F BRoewE 3w 3@ |

®) CUPRIA (Space bar) :-FRNCT G IT WO @t | AR Ry o I =wa W0 T (o9 IS A |
%) Delete fRfeG 3t (wet:- TIECHA FIEAN WA A 7| e (& oS 9] F I FA |

) Enter  :- @bt Rri® 3@ @ @ TN 39 IR @fb oF F9@ ML MY AT TG ANCSE ALY I |
vl @ Pause Break :- ¥f™IT6ia i il gooifdn I Aers seiRyl =g 9% § o faey ot sfor 11 |

f2% = Print Screen:- b My e 1 73y = ©f @S frs @3 FR 3927 =0 =
@ Home :- 9 F I 0 WA ATFBIA =l I ATSE AW 1 T |

% End :- 9 ) I I WA ACTHIA R A AMSHE T S T

i =7t Page up :- @3 Jt I3[R IW ACH AR @l I ASE TAwa F wedt I |

i ©ies Page down:-a3 J I3ZF IW O ARTR @1 I ASR WA e wedt 3| |

6 Insert:- FF R N P ©f AETS @R SEAE ERi 2F, g S 3999 I@ e ©f St e
efa T oo AW W | I CIF AR @] F P O ORI A W0 |

JiF =P Back Space :- R TR SR Y= S ARV FE 4R @] T B0 ARG 7O 6% AR JR el [

a9 s Number Lock :- SisItia 7o A0S 2 @ 99 Sl eyl ford@l o J191a &/ o a1 Wier {4,
T AFE W FAT T TS AR A | 9% F O I I AT AT ALG G O |

=516 e ¥ Start menu key :- 98 T Bt SRl FTHIET G S FAC0 AR

***Basic Computer Operation/ Computer Functions***

There are basically four basic functions of computers —

a) Accepts data Input
b) Processed data Processing
c) Produce output/results Output

d) Store results

G 85 A FeA Wity IFHTHIE
5) GITEB TOB! I Sl 9D I SRt
R) ACP (B! TWHICT TGP T@1 2 ¥R
v) AT I WATE=F FWHIF == =To=5 I, SiEe=
g8) *Bd @&y Il &I, WOIF Sal TS e |
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Input - what is put in, taken in, or operated on by any process or system. Input is the raw

information entered into a computer from the input devices. It is the collection of letters,

numbers, images etc.

Examples of Input devices - Mouse, Keyboard, Scanner, Digital Camera, Touch Pad/Screen,

Light pen, Bar Code Reader, Microphone, Optical Mark Reader(OMR) etc.

0 - 7 oo ot T9=I 0 0], ot 9 o FTHE A FE = O 2970 fTeiR @ =

- FIEMS, A, (7Hyiz3, Ffe 3t e wien, Tmm T |

+ Output- Output is the processed data given by Computer after data processing. Output is also called
result. We can save these results in the storage device for future use.

Examples of Output devices- Monitor, Printer (Dot Matrix, Inkjet, Laser), Projector, Speaker etc.

STH5:- 270 TN (6T DT Wl (@ [CORrE T Wi © S Siessp TerR |
- W54, B, PR, (e @R A e 2o |

» Processing- In computing, a processor or processing unit is an electronic circuit which performs
operations on some external data source, usually memory or some other data stream. Some of the
most common processing devices in a computer include the following: Central processing unit (CPU)
Graphics processing unit (GPU) Motherboard.

» Storage-It is computer memory. Computer Memory is an important component of a Computer where all
the data and information are stored.

The computer memory is a temporary storage area. It holds the data and instructions that the Central
Processing Unit (CPU) needs. Before a program can be run, the program is loaded from some storage
medium into the memory. This allows the CPU direct access to the program.

Types of memory :- Tow types of memory

1. Primary Memory/Storage

2. Secondary Memory/Storage

1. Primary Memory/Storage- Primary Storage is directly connected to the Central Processing Unit of the
computer.

Primary Storage is also called Temporary Storage; Bcoz Data stored on it got erased as we switch off
computer.

Examples of Primary storage- RAM, ROM.

2. Secondary Memory/Storage- Also known as Permanent storage bcoz data stored onto it is permanent.
Example of Secondary storage- Hard Drive, CD-700 MB, Floppy disk-1.44 MB etc.

- a6 ST Rl A1 RT @ T, G A 06! - o, &R, fefoe, TIert e AT |
afbeE s <5 o o F4 A
s) AR G- b WhHW oW AR (O T AN e T, G TH 0 T 6 R0 O 1462 SIS A AR P
W TE- [ S R |
R) PTFSlE - aib 5P Rl SRER W S 9 SF W S[EE (U6 &l [l 4E [
@b SRR SFoH A SN IR AN A AROS | T G T AN O GIOH G |
e Memory Unit:-
Computer data is in what is called binary format. This means that it is alwaysa O ora 1.
It only has these two states and must be in one of them.
There are several fundamental data units which include:
e Bit: A data unit which must be in one of the two binary states described above.
It is the smallest data unit that exists.
* Byte: 8 bits of data which has a possible value from O to 255.

8 bit (1/0): 1 Byte [1 character] y038 A6 = 3 @R
*1024 bytes : 1 kilobyte Y038 @ = 5 ¥
*1024 KB : 1 megabyte s038 @WF = & &3
*1024 MB : 1 Gigabyte sos8 TR = 5 B

*1024GB : 1 Terabyte.




Page 7

Computer Fundamental
Fe IFTER == F9ET ?

*HOW TO ON COMPUTER? i
+ At first on the main switch on eclectic board. - TR S Tl
T3 BEPLT AT O ST 97 F W
* Press U P S power button. o%:- PSS @3 AeTa /N oW FE
* Then press C P U power button. 8¢t NEBTER ~leaR [N o I A

* Then press Monitor power (If required).

*HOW TO SHUT DOWN THE COMPUTER? AT FIOIT IF FAI?
* Click on start button. ST~ WO faea Fic =516 a6 1 o 10 T

« Go to turn off/shut down and click. - AB TIT TR T e I

***Computer Desktop***

Once you turn on the computer and Windows starts, the Desktop will appear. Depending
on how your computer is set up, certain icons (pictures) will appear on your desktop.

The various parts of the Windows Desktop are as follows:

FATHIEE (0363 @ fF [ AT O AN S A P FCE @A-
Z, (FIOR, FiZE, B, o, B IR, fidEe /e 2o |

When you double-click on the My Computer icon it displays various resources available to your
computer. These include floppy disk drives, CD-ROM drives, hard disk drives, and also many network
resources you are connected with such as printers and network drives.

Recycle Bin is a temporary storage place for deleted files. You can use it to retrieve files deleted in error.
These deleted files are not actually removed from your hard disk until you empty the Recycle Bin.

To free up disk space, you must empty the Recycle Bin periodically.
e [Re- 33 @ g R0 <0 = o Reigeas /A 9 5@ <ieT | 99W @0 FfEE W qed 3n, g adm o
el a0 e oie Reface rea i@ =l |

Start is located at the bottom left of your screen after Windows begins. By default, it and the taskbar
are always visible when Windows is running. The Start button is used to start programs,

open documents, change system settings, find items on your computer, get Help, as well as log off and
shut down your computer.

Taskbar is located across the bottom of your screen, displays the icons and titles of all programs or
folders currently active on the screen. It is an integral part of the multitasking feature of Windows.
BRI e R A F1E 90 O WEFA ¢S AR 3 fifwiEe 36 e B[ v Wi |

*How to Change Wallpaper/Desktop Picture? STFCAR o wa A e
Right click on blank space on Desktop. S [CEGEE T S A5 e S @
Click on Personalize. 3T RCIERE @ T F0S T3
Click on Desktop Background. o [T TRATE @ T IS T
Choose the picture. 8- v B2 Pt @ 0o WP FF IS 2@
Click on Save change
*HOW TO CHANGE DATE AND TIME? FIOIR (U6 @G3R BiW ST a0
Click on desktop right down corner (UI(EE Ui eea s BIZS @R (Ui TR 59 34

Change your date and time. WRIF 5% T95 DIZW (ib3e @ 3% (@ (U6 BIgN Pib 39
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*HOW TO SET SCREEN SAVER? FIor o prom o =2

* Right click on blank space on Desktop.
» Click on properties. W;T;j? SRR :‘lfﬁ‘ Fe Fae =@

* Choose your screen style.
« Then apply/ok. mﬁ:@?@iﬂ?ﬁ w1

* What is Hardware, Software?
» Computer Hardware
Computer hardware is the physical part of a computer, including the digital circuitry.

Example:-

« External Hardware

Monitor and LCD, Keyboard, Mouse, Printer, Projector, Scanner, ,Speakers, USB thumb drive

* INTERNAL HARDWARE

CPU, Drive ( CD-ROM, DVD, floppy drive and hard drive), Fan (heatsink), Modem, Motherboard,
Network card, RAM, Sound card, Video card

FITOR T
G FAE FATOER Z25 ot ¢ whef o 72 (oure R IRET T TWITT
G FATHLAR ACER =T 2 |

AT QT SANFT TrIEdet-
AR, FIET, ATH, 5[, AEeE, FUE, R, 38 @ [ 2R gigeR Toi |

(OOEE QTSN Trraek-
FPIZY, TR 31 At wizeR, i, (RERSS), WO, SMREIY, GHEIRE 1Y, T, 70T Y, fofes 3¢ T |

Software:- Software means computer instructions or data. Anything that can be stored electronically
is software, in contrast to storage devices and display devices which are called hardware.

Computer languages Software is divided commonly into two main categories:

(1) System software: controls the basic (and invisible to the user) functions of a computer and

comes usually preinstalled with the machine. See also BIOS and Operating System.

(2) Application software: handles multitudes of common and specialized tasks a user wants to perform,
such as accounting, communicating, data processing, word processing.

TGS

TR TRFOSR 2R G S =& | Il s MRS AW FUETE R TSR ' OF Al |
e AR =g FEHe I FE @32 FFBSAE FFATHR B | FFATHER TUSAE F FAO(F IIZEH ARG

TR TR TFHSWR A |
FTHIER FFLSWRT AT VBT Ot 41 TF-
Y) PIEHs TRFHSWE
3) SR oS
*HOW TO Create, Rename, Delete Folder, Create File, and CHANGE FOLDER ICON?
* CREATE FOLDER:- FoMR wFroR o9 T 2
Choose you location first where you create new folder. TSI veraE G Te
Right click on the blank space. 235 T @ T G
Click new option. % <rH @ e
Click new folder option. TR TR T GO AR SR GG B I

Type your folder name Press Enter key. I e e




Page 9

Computer Fundamental

* RENAME FOLDER:- IS IO A9 T FA?
Right Click on folder. @ @O T FF I OF TUE Py 325 7 I =@
Click on rename option. R o@eE @ B Frem o | A
Type your folder name Press Enter key.

~HELETE FOLRER:- Fom woR A @E g B T TR 0w 2
RIOTIghon fokdes. e e e
Click on Delete op’Flon. L ey S ———
Then dialog box will appear choose YES.

* CREATE FILE:- JFroR Fiza (oa FAF ?
Click on start Manu. 7 3@ 56 =S
Go to all programs. BICRSE Rl e
Then go accessories option. e GICNEE S
Click on word pad. ST AT 5 Al
Type your massage. 527t [ 4
Then save it like file. rTe I MEE FiZe @ |

Frera WEF 58 I ?

« CHANGE ICON:- T TSR i B8 TR O ToE P 135 B

Ri i .
ight click onl folder i :
Go to properties. e EglE Bm@?_
Then click customize. - hisl 9
Go to change icon. BG WP 9
Choose your icon. RSl

oF 7 IR

Click on ok.
*WHAT IS INSTALLING & UNINSTALLING SOFTWARE IN COMPUTER??
In order to the ease & features provided by software we first need to load that software into computer
and register this new software with operating system. This process is known as Software Installation.

On the other hand unloading software that we don’t need any more is known as
Software Uninstallation.

*OPERATING SYSTEM:- An operating system (OS) is software that manages computer hardware
and software resources and provides common services for computer programs.

The operating system is an essential component of the system software in a computer system.
Application programs usually require an operating system to function.

EXAMPLE- WINDOWS 95, 98, WINDOWS XP, WINDOWS 7, 8.1, 10, VISTA etc.
COMPUTER NUMBER SYSTEM:-

Four type of number system:- Numbering Systems
System | Base Digits
Binary 2 |01
Octal 8 (01234567
Decimal 10 (0123456789
Hexadecimal | 16 |0123456789ABCDEF
*HOW TO OPEN M.S PAINT? M PANT™ il
Click On Start Button. e e
Click on all programs. a Al o = mEEEs mEm.y

Chipboard Image  Tools Bruthes| Shapes Size Color | Color Edit

Click on accessories. el el il < 5 Sssmast
Click on paint. ‘
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*HOW TO SAVE M.S PAINT FILE?
Click on Paint menu.
Click on save option.

Choose your location where you want to save your file.

Type your file name.
Click on ok option.

*HOW TO OPEN YOUR SAVE FILE?

Click on Paint menu.
Click on open option.

Select your location where you save the file.

Type your file name.
Click on open button

*HOW TO OPEN A NEW PAGE?
Click on Paint menu.
Click on new option.
Short key Ctrl+N

*HOW TO EXIT FROM M.S PAINT?

Click on Paint menu.
Click on exit option.
OR

Click on Close Sign.

*HOW TO PRINT A PAGE?
Click on Paint menu.
Click on print option.
Close print preview.
Click on ok.

*HOW TO USE UNDO PICTURE?
Click to edit menu.
Click on undo option.
Short key Ctrl+Z

*HOW TO REDO PICTURE?
Click on edit menu.
Click on redo option.
Short key Ctrl+Y.

*HOW TO ON OFF TOOL BOX?
Go To View Tab
Click on Check box of tool.

*HOW TO ON OFF STUTAS BAR?

Go To View Tab.
Click on Status Bar check box.

IO FFIARFE T T3 2

G2 Fe FiE PiE oo A oo g F4 93
LV T PIEE IO 2T |
SRR FizE q6 e 23 |

IR TS R FIZA ST FAR?

iE% e 7 3@

S ePTH 7 T

TRE @3 FETRs @ @ [SNE 78 941 F2En @iE
3 = o o F

Y@ i e w0 e S 7 S

Page 10
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NOTEPAD

*What is Notepad?

Notepad is a basic text editor or you can use for creating html file (WebPages).

BT F 2

IS 20T 4T IR -G FaaE GRel | @3 Mo et @25, 5. 9 951 3 IR eiefie o3 I 3| A
* How to open Notepad?

Click the Start button. I BT ST FAI 2
Click Programs or All Programs. A0 “B6 A FF FA© =T
Then click the Accessories. SRR SE-lEi e e 2[
Click the Notepad icon. TR 3 IO I GIEEIRA @

Or G TBPIIC o I W Y 5 IO I |
Click Start button £ bt et
Run box (windows key + R) type notepad and press Enter. B M‘\ L

Tile bar mm

» Can you insert a picture in Notepad?
No. Notepad is a plaintext editor and does not support pictures. RO

If you want to insert pictures, consider using WordPad instead Wk

of Notepad. Keep in mind that once the file has been saved with

a picture, it must be saved as a .RTF file and not a .TXT file. -
Horizontal

BT @ B} SN (WF S FEEa A SEDA I A6,

Notepad =5 wF Fia «ifFs1 32+ File, Edit, Format, View & Help.
1. FILE MENU: - The File menu is a graphical control element formerly common to most file-handling
computer programs, but more recently often replaced by a toolbar or ribbon.

It often appears as the first item in the menu bar, and contains commands relating to the handling of
files, such as open, save, print, etc.

FILE (ALT+F) - This is where you can "Open, Close, Save and Print" files.

IR SR TS A T Fig, <, TR0, ST @92 (2 wrivH ey 1 2

FiFeE- I8 W e W e (ST T, PRI BT 1 T, BT P TR @@ Al I, ¢ G, S 6 e 7@ 4l T

* What is new?
. _ T I & A o e T 9
New is to create a new pag'e. SHORT KEY=CTRL + N T TP TS TN IS IM TSR TR |
How to create a new page in notepad? Frera-
Click on file meny. F3E ST B W e @ T 9@
Click on new option. . SR @ TRES I WP O (TS WA (SIS |
OR What is open?

Open is to open your saving file. (SHORT KEY=CTRL + O)

How to open your saving file?

Click on File menu.

Click open option.

Choose your location where you save your file.

Write your file name.

Then click on open option.

» What is Save?

The process of writing data to a storage medium, OTS 3 F TR 2
such as a floppy disk, CD-R, USB flash drive, or hard drive. IO AR TS F 2
The Save option is found in almost all programs commonly " R ﬁﬁ%\jﬁ@m oo e s |

under the "File“.
(SHORT KEY=CTRL + S) L X e = )
R Te WACTH 3 Fa00 =@

* How to save your file? 5

Click on File menu. % mm? i .

Click Save option. M !
T BT SP0H @ F% 33 W6 |

Choose your location where you save your file.
Write your file name.
Then click on save option.
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* What is Save as?
Save As is a function, similar to the save, which allows you to specify the name and location of the file
you are saving. This option is chosen when you want to change the name of the file or make a

duplicate. vre 9 7 o F AW 2
P W(OR P18 9@ I& @ 1AW (SRR (&I F2a Sl 20052 719
* How to save as your file? 9 ACE =R P I S g e o e
Click on File menu. QA FIE DTS F(F 18
Click Save as option. Frera-
Choose your location where you save your file. 22 #i%a W 7 39S 23
Write your new file name. SR PO 98 SHRTH e IS I
Then click on save as option. SRR e Tl B @
T 2T AW e e W e 7@
» What is page setup? A TTS S0 @ 3% F@ e |

The parameters defined by the user that help determine how a printed page will appear.
Those parameters can include everything from the size, margins, page orientation, to quality of print.
... The page setup dialog box is usually available from the File drop-down menu.
» G BB WPl @S FRRIE 9
G 43 VRSN GF6 WP I WA PR (P 26 S B SIRE WM (I P Wi FE e I S |
92 P S (@OED A eT AT - @ (P, FhF, e TOM | SN @6 IR Ol e S 23 |

* How to create page setup? » FOI I G I 2

Click on file menu. fFe v 7RE oS
Click on page setup option. SRR T A I @

i i 4 @B (ST T [
Then page setup dialog box will appear. b
Choose your page size & margins. fiter v e RS We A e e e
Click on ok option. oA e S W e e s |

* What is print?
To print is defined as to mark by pressing on something, to write letters by hand or to produce
mechanically copy a document. ... An example of print is to produce text and graphics from a
computer screen or file onto a sheet of paper.
« 7% TS F @RI 2

Rr5 2 G5! Sl R ot AR OBR Y IF ) o S e e

How to print a page? FigE GRS 7o
Click on file menu. e @ &% bt
Click on print options. e froiwa wm g 3@ TS 5 3 vaer T e |

Choose your printer name and no of copies. E B T D W |
Click on print option.

* What is exit?

Exit is a command or option used to close a program or file. The method of exiting from a program
or file varies depending upon the computer or program being used.

How to exit a page?

Click on file menu.

Click on exit option.

Or

Click on close sign option.
@FEE F (78 @F FoE & 23) ?
* T GRS 7
SR AfFE ST FF T 1T e R ACE OIF TT IR T WP WP 61 O GTe 98 A
EE e A
« R RS I TR Al AR R @0 A ITE LA AR |
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2. EDIT MENU:- The Edit menu is a menu-type graphical control element found in most computer
programs that handle files, text or images. It is often the second menu in the menu bar, next to the file
menu.

* What is undo?

Undo is a command in many computer programs. It erases the last change done to the document
reverting it to an older state. ... In all Macintosh applications, the Undo command is activated by
pressing Command- Z Or Wiy 25 @it SRR e qrew |

How to create undo?

Click on edit menu.

Click on undu options.

Or (SHORTKEY=CTRL + 2)

IR T I T WY T A FCGE R I W {Y 2

* What is cut?

To move files, folders and selected text to another location. Cut removes the item from its current
location and places it into the clipboard. Paste inserts the current clipboard contents into the new

location. "Cut and Paste" Is Often "Copy and Paste"

. 35 Fe

36 2 A OB A FiRA 2R A AW 2T T 9T YA QAT W YA @ 6T SO | 93 ARSCS (U6 W S
B AEF A

® Flessrtoioute e « FoTa Wi wEA AR e Zo ¥ w9 = 2
, 2 N P I TS BIS O FEE A 1S
At first select your data. & A %5 e
Click on edit menu. 5 e TG WP
Click on cut options. SR I A0S 51 PRI P 4135 9 9@ 018 Sehie @ s @9

Go to another page and paste this file. - x|
SHORT KEY= CTRL + X

* What is copy?

Copy is the act of duplicating text, data, files, or disks, producing two or more of the same file or
segments of data.
P =2

GF UM I e T qETH | G- SHCTA (061 G AE By O A ARKET = T |

* How to copy a file?

At first select your data. * FOME @ FiEw, R e Toif P Fa = 2
Click on edit menu. * AW T YW A FAS B18 O FieiE I A8
Click on copy options. « fgT I <5 TS
Then click paste option. * 5 S I ST
SHORT KEY=CTRL + C SRR TR IS B8 TR e 9126 FF F@ IR S B 1eh 79 I we |
P A oo B TS e
« What is paste? T A OB (AF T |

Paste is an operating system and programs action that allows you to copy an object or text from one |
ocation and place it to another location.

* How to paste a file?

At first select your data.

Click on edit menu.

Click on copy options.

Then click paste option.

SHORT KEY=CTRL +V

* What is delete?

I ST W2 TR Aw S|
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» What is find option?

Page 14

Find is a term used to describe a process of locating a specified text, file, document,

or other object on a computer or the Internet.

* How to find a word? Find X
click on edit menu
Click on find option. et (O | [ Find Nes |
Then a find dialog box will appear. Direction Cancel
[[]Match case @Up O Down
Type your word to the find what box.
Click on find next option.
SHORTKEY=CTRL +F S e
ith: |te: Replace
*How to replace? Repiacewah: ezt .
click on edit menu [[] Match whole word only b:.-.:
Click on replace option. ] Match case

Then a find dialog box will appear

Type your word to the find what box
Type your new word to the replace with box.
Click on replace all option.
Then close the replace dialog box.
SHORTKEY=CTRL+ H

*« What is select all?
= oY Pieg 9 afel SHORTKEY=CTRL +A

Time and date:- ©iffx ¢ 77 @ @ “&fo1 SHORTKEY=F5
3. FORMAT MENU: - word wrap, Font.

* How to change your font style, size?
Click on format menu.
Click on font option.
Choose your font style and also size.
Click on ok option.

4. VIEW MENU: - status bar

5. HELP MENU: - view help, about notepad
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INTERNET

Q. THRED IS I @WRIR 2

TOHEAED - TOREAD 261 IICHEA NG Foea 3 R oo @i =i IFHTRE 3 MRS RIS FAE |
ab! R R TR M Qe g3 S 3 T R F90s @Iema MR @ | TOREna N, S kR @E
AT FEF JZST T O I IS ARCS A |

AL - TOREDI [foR CHREG P I/LT SE T I(E 7 T SIS T -
@RI -SEREWE Gl RS FE S AP G[e ANETT G THRES I929 F9 = |
SR WIER G, 32 93 Ao TS REnsga (e 391, T, 96, @A 9 |

Q. How to work with Browser (Google chrome) ?

| New Tab N www.soliwant.in \ |
I wwwgoegle.com |

SN Pl @S =@ Browse F 2 T —
Browse & @i F WY 1 A0 I A DN FH0OT WA O Y& A |
(50~
i) Google chrome
if) Mozila Firefox
iii) Internet explore
iv) Operamini etc.

Google chrome
Open your google chrome
Write website name in address bar
Then press enter
Now you will see your result.

New Tab @3 =it @ 92 9F TRIA click T2 =@ @61 New Tab #itsat I @32 @ New Tab =met (2 e =g
S click T 3% o I |

Web browser z& @61 programme = @[ @1 Fa0o 7@ world wide web’s @32 9fit (user).
Web browser gm software @b 7 9 74rS #Ie website @3 e gors Ak, @1 4 Webpage «s
Website World Wide Webs (www) or (LAN) Local Area Network @ |

@2 link == Ofl @ (@R page S AR |
@Bl TF OF =) IS @61 Visit T =W | @bl vist T @M color T INF @I Al FAE WM color 4RI |

This is the another way to go to the particular website. Through this way, you only need to type the
URL (universal location register) in the address box and press the go button / enter key.
(“=re! =iE @361+ =i e website @ sam e ot 7@ URL fd enter it go button press =)

Back button == tietwa s feeg wieil | 49 O (I IR (=T W1 page @ wIrs bis oreeE back button «@ click
FAS 2@ G3R AE T @re =@ forword button press 3R =3 |

Now create Gmail account, Search picture, Down load music, video, photos, pdf etc.

(ALL KIND FORM FILL-UP, PIC & SIGN. UPLOAD, PAYMENT, TRAIN TICKT BOOK Do practical with
your Teacher)
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COMPUTER HARDWARE

FATHIRR 2GS

FfToIEE 2vena oy
VSR - @F FUR IFATHR (TOER @2 ATRR *1& HLEAE (T2 @ WNTE7F TTORA MZ) TTSWR A= |
@ AW MAALCS A G0 FEHIR A (=B 8] IS AT Foet- Ao, are, e, Fift1ge
(7. 1. 3T @3 A @REG A @0, RPN, TIMRETY 3 WEEY, TN A AW 75, AR, FE A, 20TE 616 Al
AGPR, 26 B, 6Tk 75, U ToW) AuiRg, TEfefe qzer |
FTHIET E70 COReE & - A, W, FAR T |

FTHRR SCH>0 CoZNeEl 2a - WeoE, ™R, Brom Torm |

5) FBR:- @b Zet FTHIER 2 TG | =l Biew Wl bR #Alewl (70 ©@ @97 BIEETT THST S S
TR GFEPIfT 1 @@ E U SR | R T e e i R e e = | WO (it add SR
WO TP A FR AR |

L.C.D- Liquid Cristal Display (sig2w = oozl )

L.E.D-Light Emitting Diode (31125 «@fifbe ©iZe )

3) AT - R 7T @ W @, qihg @b wwrew 2975 TeiRT | FEns AETe soe b F A =@
WEADBRCR RN @ W =S N | AT RIS g7 I AR 2 |

©) AT G THF AR @R, @ T WA IS I @ 9 2 G T (0 Fe 9 20 7)) 93 b ol A
TR 5 - oF I ES TR T AT G3R A F- O BT FE F@ | 50 @R e T @3 WK AW o

8) @D - FRED 29 I SEIE AfGE A4 A |

YRS [FREG T AT AT AF | FFTHE ANeTF /W € [Ed IBF @REWm AN W W9zl & B
3T, @ [ i U TfE S PNgIEE AR 9 38 @ | T @eirE, @3 b w.e TR i A ane S e
T AP S ware A | e 8 38 @ [ il A @ e iR «3e fBfea i Qi |

¢) apEAE- RREE 9 a3 TEehs 9 IS o ow s AoE | afbe @3 SR W8 2@ W b A,
©1R e AT AR T | 9 TS 3 30-330 TOFD =4 F(A 2976 ROMT 992 w0, ¢ T 33 OF6 [y f2or
WTH75 IR P | A T W < P A

Y) ARG - TARRICHIOZ T TG FASTH AT | AT TRAS 0.6, ¢, S TOF6 RS FEE 7 | IS
MRS @3 MY e, ofFd I [ 39 4 | TMEETE @ 2975 ¢ WTH7Ha &) @ b e oiefE @ -
feafera, BT.PIR, MZCFFH A ZEREGER &) 6fbs TeF A WTEH, THREG it T | I e [fen
APPIEE T fofed @ [fon MG TwiwEe e @ - LGA-775, LGA-1155, LGA-1156, AM2, AM2+, AM3
oy |

IEFH AN TG - @RAF, ZF05, AP, FHF, FIRIZ5, TE290 |

q) - W @ T 7 7 - e @iEe ofs (Random Access Memory) | e i =3 @ F@ 77 |
A 39 ACPIR 26 SN SR SR N 3 G ZE SR AT QS e 7 G e A | N 7 gS [T e ARt
FAS 2 | FEFH DT T 2@ 22, IFPOIS, T |

v) ACPIR - FFATHER G0 og S|, dibEE IrCoEd FPIRS a1 iR AeiiR TTFA6 A1 IR @ @ = |
a6 & TFER T ML ¢ I T 2T | 2 ACPIR PTICE W ofb 47t IS I AN 25 TR @’/ w6 7
SRHR O e SRR AP G G TR 6D BT T o w0 | @b Abd PREE 25 = Ok @7 THE
25 fig 1z IR W A AT |

5) T - FCTH AT (U6 AT I 0 | WG QG 257 A i, ofds, i), wgers 2ot e
i 12CRCH e MAR WCF TG 32 TOFD 8 ¢ TOFD R aigdl | MMID 3 47 FOTH Aew T 72 Al ¢
AT O NG TR @37 @ B | FOTH 97 AR OF TP 8 WHAGT 7 TR T w0 | ACiEE vy I

J I O O 7o [T AZT IS Y, FUE T FE FAE | TN @ ¢,800 8 9300 RPM @3 Zrefes el
7 1zefeEE i e - Hitachi, WD (Western Digital Company), Toshiba, Sony, Transcend, Apple,
ADATA, LG.
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Hardware
e ST A

oo @b w1 ¢ 1 B P 28 @ =izw e g wFHGiE s R e

T @% A AN . L 2T flewE i A Y SR N @@ A AR P o 6 90 e
AN TS R | T BT TR AERS T T W ACPE 576 IO TF | OF O =t ¢t e 7@ snear g
% ot I Fa &40

FTEIE BIEIE SroiH TR 1 | (TG WA Sieis %16 =3 0T |

GF 2 TP @ A TAEDL TN 7 wie bk e | areE IR 0 3@ A4 | 93 e
T I 0o Fort e fermE 3w IS =73

S TR SR 0 & 2
T iR ST TS R | @7 G0 O GFEeIZAR T5E IR A I (NS S, T Al
o = orE @Rt @ o T 9 23 AW |

oI foorst s si7 Wi Ry @i 1 2
FICEI ffen TeRER bl Fe B5F F0F TS A | W 71 2 6 TS BF FAO W O [ A 4 S ™I
T T3 8 =@ Pive | feat st itk = |

FPTHE I R IR IF 0T 2
a3 T @ I 1 Alt+ctri+del @36 T @ SR | GRIE BRI ISR B @ S e S |\ ol Bes
I 9T T 5 I wie 5 =@ T

THR ble] 2O SES N LR A (OIGE WIS {2 AT PiZe & AR (7

TIE FACS A IHCHE SIEAT SO TP R T AT ARG F2H S W | 98 TR S T I A FAC
P IR PRI 5127 IS =@ msconfig @R @R 20 @ | @I TREE IR YR O startup  PiEE @

RS PP fToRe IE WS R 60T (O FF A | ORPR 0 IR W =@ R @61 B T e e O
2RI |




Microsoft Office WORD (MS Office) Fage L

* What is M.S Word?

Microsoft word is the most popular word processing program and justifiably. It is easy to use and always create
all different types of document.

NELFNFS S F 2

Y@ A O TS it @t SN ETEiERE e A SR SHErs (990 Fe] | NEEFCIFEs S (F SR 9w @
R RETRS T 3 ST G BT SAT I AT | R MR FRE ARG 2B, I, W), et it [fen FEE w9 am

* How to open M.S word?
Click on start button.
Click on All Programs.
Click on Microsoft office.
Click on Microsoft office word 2007.

* PO 9. 97 &fFN ble] FMOG W ?
2 *5f6 e FE F
SR SECEi 7w
SRR NAFCITFe ST 2009 & 3 T
SRR NZFICIFe ST ST 2009 35 IG@ |
RUN COMMAND-WINWORD

* How to exit/close M.S Word?
Click on office button.
Click on exit option.

Or
Click on Close Sign.

* How to open your saved page?
Click on office button.
Click on open option.
Select your saved page/file location.
Type your save page/file name.
Click on open button.

* What is Save as?

@ 93 save 9l page 97 W wgH R MEAEH I ik page BiF O (e T94 AN save IAE afoE save
as |

* How to save a page?
Click on office button.
Click on save option.
Choose your location.
Type your file name.
Click on save button.

* How to create a new page?
Click on office button.
Click on new option.
Click on blank document.
Click on Create.
* How to print a file?
Ask your teacher.
***Home Tab***

* What is home?

Home tab == fedfam e g Fea @F program @3 s Option 7= 7@t e esi@ T F1e T4 I7)
Home tab= 5 f5 group =@ s

1. Clipboard

2. Font

3. Paragraph

4. Styles

5. Editing

Clipboard: @3 i @@ @ data 31 == cut, copy, paste Fas ~if@ cut ¢
Copy ¢2 96 F1ea & @ data @7 &7 & F7 =T ©F W02 select T© =
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(MS Office Word)

Font Group

* How to change the font face?
Select the data.
Choose your font size

Short key — Ctri+shift+F

Calibri (Body) * 111 -

* How to Create Shrink Font?
Select the data.
Click on Shrink Font option.

*» What is Bold? Heshnlle
Bold ==1 =i w5 419w

* How to use the Bold?
Select the text.
Click the bold sign
Short key —Ctrl+B

* What is italic?
Italic == A I T E

Short key —Ctrl+Shift+ +
abc: Strikethought-z=1 =i AR B R 79
WIS MSAR 7S

Aa - Change Case-z# [@iE! FRAT 9 2O -
TRIG! QST A (76 WS AF I ASF AR TR (S|
change case F7@ & data & = ==*12 select 3@
uppercase, lowercase, Capital each word,
sentence case, tOGGLE case 1 =1

How to change font size?
Select the data. 11 -~
Click the arrow on font size.
Choose your font size.

Short key —Ctrl+Shift+P

What is Grow font? A
Grow font: - =5 @I YA I 99 a0

How to create grow font?
Select the data.
Click on grow font option.
Short key—Ctrl+>
What is Shrink font? A
Shrink font z& FieT =4 & @6 IR 7w

How to use ltalic? Bivden b~
Select the data.
Click on italic sign
Short key=Ctrl+|
How to Create under Line?
Select the data.
Click underline sign
Short key=Ctrl+U
X2 : Subscript =@ @ FTEF WG AR ~F S

Short key = Ctrl+=
X2 : Superscript =@l &FEA! TR TR SIER &S

Text Highlight Color-aa siags =msmil @it SiEa e color Fs #if|

Font color: - «a st <@ @i 94 ©F ©7[ @F color Frs i
Paragraph Group

Bullets  .— _
How to create bullet List?

To start a bullets list Click the arrow to
choose different bullets styles

Numbering- i= -
=
How to create numbering? :
To Start a numbering list Click the arrow to

choose different numbering formats.

Multilevel list

How to create a multilevel list?
To Start a multilevel list Click the arrow to
choose different multilevel list style.

Decrease indent-decreases the indent level of the
A= paragraph

.ll Il'

| =

Increase indent- Increase the indent level of the
paragraph.

)
il

|
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Align text left-Short key- Ctrl+L
Center-Short key- Ctrl+E |
Align text right- Ctrl+R

Justify-Align text to the left and right, margins, editing, extra space, between words as necessary.
Line spacing-z= w{t sentence @3 0 Fo6! FHQ KA ©f *fRTSH W wfel  [1=

Shading- is used to colour the background behind the selected text or paragraph shading.

%e (FW paragraph 3 ERER Pl R FE SE o Ore _

Bottom border: == 7= paragraph 3 =a% SREI Wst reTE 2o =

Styles: change your written style:-«2 styles @3 Sl =@l ! e styles #fiRda Fars «fay |2 Mo b

mal | ENoSpeci. Hesdngl

Editing:
Find-Ctrl+F
Replace-Ctrl+H
Select: Select the text or object in the document. @il =4t @ select Fs == @6 IRIT IS 21
Short key-Ctrl+A (Select All)
PINSERT TAB*** * How to insert a picture in page?

Click on insert tab.
Options are divided into seven groups Click on picture option.

Select your picture location.
1. Pages: Choose your picture.
¢ EFVT(Y page Click on insert button.
* Blank page
* Page break « How to insert a clipart picture?
2. Table: Click on insert tab
3. I_ltustrations: Click on clipart.
* Picture Search your picture.
. gfr:‘a: Choose & click on it.
«Cha
* Clip art « How to create page cover?
* Shapes Click on insert tab.
4. Links: Click on page cover option
* Hyper link Choose page cover style.
* Bookmark Click on the style.
* Cross reference Blank page-Insert a new blank page at the cursor
5. Header and footer position =rfie blank page @7 WM™  cursor @I T
* Header TR @f 797 page e #iRE |
* Footer Page break-Start the next page at the current
* Page number position @idle A @6 page t =@ AW G
Sere;(E page break @3 2@ =Rl 79+ page s AR
« Text box
* Quick parts “Luble
« Word art Insert the draw a table into the document.
- Drop cap In word ,you can also convert existing text into

the table - @3 s =@ Table (Sf |, S TRE SEE

» Signature line
g 2 input FR FE FAS AR |

* Date and time
* Object

7. Symbol: * How to irjsert a table?
« Equation Click on insert tab.
« Symbol Click on table option

Click on insert table option.

An insert table box will appear.

Type number of columns & number of rows.
Click on OK button.




Microsoft Office Word T

Smart art
Insert a smart art graphics to visually communicate information.  * How to apply hyperlink?
Chart Select the data
Insert a chart to illustration and compare data. Click on insert tab
Click on hyperlink option
* What is the hyper link? Type address.
Create a link to a web page, a picture, an email address, Click on OK

or a program.

Short key ctrl+k * How to create a text box?

Click on insert tab

Click on text box option
Click on draw text box option
Draw the box

* How to save page number?
Click on Insert Tab
Click on Page Number option

Select your position * How to create drop cap?
Select your word
* What is drop cap? Click on insert tab
Create a large capital letter at the beginning Click on drop cap option
of the paragraph Select a style & click
* *How to insert a picture?

* *[llustration group Click where you want to insert the picture
Picture,Clipart,Shapes,Smart art,Chart Click on insert tab
Picture:-Insert a picture from a file Click on picture option in the illustration group.

Choose your picture and click on insert button
***Format tab***

* *How to set up picture position?

Adjust, picture style, arrange,size Select the picture
contrast-Do Click on format tab
Recolor — Colour adjust =@ &= Click on text warapping on arrange group
Comperss picture Click on text style
Change picture — picture #f@a%= « *How to rotate a picture?
Reset picture — Picture & sz e =iwpt Select the picture
, . ; Click on format tab
* How to insert picture in shape style? Click on wrote sign on the arrange group
Select the picture Choose your wrote position, then click

Click on format tab
Click on picture shape option in the picture style group.
Select the shape style , then click picture border
Click on ok
Picture border
Click on format tab
Click on picture border option in picture style group.
Click on weight
Choose weight style and click
then click dashes
Select the line style and click out line colour
Click on picture border

* How to apply picture no out line?
Select the picture
Click on format tab
Click on picture border in picture style group
Click on not out line

* How to crop a picture?
Select the picture
Click on format tab
Click on crop option in size group
Then you crop your choose area

Text wrapping:
select the colour or click more outline colour 1. In line with text 2. Square 3. Tight
choose colour and click. 4. Behind text 5. In front a text 6. Tap and button




*kk Paqe Lavout***

Themes, page setup, page background, paragraph, arrange.

* *How to apply theme style?

Click on page layout tab

Click on theme option

Choose your theme style and click.
* *How to apply margin on current page?

Click on page layout page

Click on margin option

Choose your margin style and click
* *How to apply page orientation?

Click on page lay out tab

Click on orientation option

Select your style and click
* *How to apply page size?

Click on page layout tab

Click on page size option

Select your page size and option

* Page size:

1. Letter 6. As

2. Tab line 7. B4(jis)

3. Legal 8.B5(jis)

4. A3 9. Japanese — postcard
5. A0

* *How to apply text columns?
Click on page layout tab
Click on columns options in page set up group
Click on more columns option
Type your number opt columns in number of columns
Click on option
* *How to apply page break?
Click on page layout tab
Click on break option in page set up group
Select your like style and click
* *How to apply line number?
Click on page layout tab
Click on line number option
Select your style and click
* *How to apply water mark?
Click on page lay out tab
Click on water mark option
Click on custom water mark option
Choose your water style
Picture water mark
Text water mark
* *Picture water mark
Tick this mark
Click on select picture
Choose your picture
Select style 500%,200%,150%,100%,50% or Auto
Click on apply and on

Page §

***Text water mark***

Tick this mark

Select language

Write your text

Select your font option

Select your size

Choose your colour and colour option

* *How to apply page colour?

Click on page Layout Tab

Click on page colour option

Choose your colour and click on
Click on fill effect

Gradient , Texture , Pattern , Picture

* *Gradient:-

Click on gradient colour option
Tick your select option

Select your option

Select shading style

Click on ok option

* *Texture:-

Select on texture option
Select your texture color
Click on ok

« *Pattern:-

Click on pattern option

Select your pattern style
Choose your fore group color
Choose your back ground color
Click on ok

* *Picture:-

Click on picture option
Click on select picture
Choose your option
Click on insert

Click on ok option

* *How to apply page border?

Click on page lay out

Click on page border option
Choose your page border
Select your width option
Select apply to

Click on ok option

*How to apply art picture in page border?

Click on page layout tab

Click on page border option
Click on border

Select your border setting option
Click on art arrow option
Choose your art picture

Click on ok option
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Review
**How to Change Spelling?
Click on Review option
Click on Spelling Grammar option.
Select your suggestion
Click on Change option
Or
Ignore oncel/ignore all

Or
Select the text
Right Click on the Text/select Suggestion

* *How to apply word Count?
Click on Review tab
Click on word court option
***Vigw***
* *How to apply pages/Document news?
Click on view tab
Choose your Document Style in document views group

Then Click

* *How to on/off tools?
Click on view tab
Click on sing on show/Hide group.

On[ ¥] [ ] _on
off | [ ] -off

* *How to apply Zoom/zoom out page?
Click on View tab.
Click on Zoom option
Select Zoomto 50% 100% 500%
Click on ok.
*Micro ---> Record

**How to apply micro?
Click on view tab.
Click on start micro/Record micro
Type your Micro name.
Click ok option.
* *How to open a save Micro Page?
Click on view option.
Click on Micro option.
Select on micro.
Click on Run option.
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Q. What is Excel?
MS Excel is a Spreadsheet Program used to store and retrieve numerical data in a grid format of
columns and rows. Excel is ideal for entering, calculating and analyzing data such as sales figures,

sales taxes or commission. TRFTS SR G T2 TS (el 208 @G G |

Q9 R AR [few 55,10 (S T2 IT T SIFE FAFE (o[ I JF |
» Use of Excel:-

i) Number Crunching: - Create budget.

ii) Creating Chart: - Create a chart using your sheet data.
iii) Organizing lists.

iv) Insert Graphics and Object.

« Movements in a worksheets:- HOME TAB

Right arrow == 1 cell to the right Alignment group: - midde alion align left  center align
Left arrow . <= 1 cell to the Left

Up arrow 1’ up one arrow

Down arrow } down one row /
Ctrl + home : cell A1

Ctrl +§: Last row of the columns.
Ctrl +f: First row of the columns.
Ctrl +=»: Last column of row. i mergeand center
Ctrl + 4= First column of the row.

Ctrl + g : Type cell address to go specific cell.

Orientation

I— Auto fill button Page lavout TAB
4 : Move the cell data. g T < "
:Auto — fill Handle A SOl B e e

Total columns in a worksheet = 16384

Total number of row in a worksheet = 1048576 . . —

* *Charts:-To create a chart in Excel, you start by entering the numeric data for the chart on a worksheet.
Then you can plot that data into a chart by selecting the chart type that you want to use on the Insert
tab, in the Charts group. ... You can also create a combination chart by using more than one chart type
in your chart.

*SORT AND FILTER : - In excel you can quickly sort your data by using the A—Z and Z — A sort
buttons on the editing group (home tab). But be careful, or one column may be sorted, while others are
not. Only use this technique if there are no

blank rows or columns within the data select one cell in the column you one to sort. Filter your excel
data if you only want to display records that meet certain criteria.

1. Click any single cell inside a data set.

2. On the data tab, click filter.

3. Click the arrow next to the cell.

4. Click on select all to clear all the check boxes.

5. Click appropriate cheek box.

& Gligkol. Formula of excel: - Excel 5@ @4t 09151 SR=12 s AN @ AW 5T WS =3 |

. @ri(sum)z== @ =sum(first cell : last cell) enter

. Rari(subtraction )= s@=(cell1 —cell2)enter

. @s(multiplication)=== s@=Product(first cell: last cell)enter

. =i (division)z=w 7@ = (first cell / last cell)enter

. e 7Y (maximum) @@ T = = max(first cell : last cell) enter
. @B Fri(minimum) 7@ == 7@ =min(first cell : last cell) enter

. 9I¢ WH(average)@= Fa 7@ = average(first cell : last cell) enter

~NoOo bk WN =
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- DIFFERENT LINE

1. A =8um (N1, N2.N3....ocamuii Nn) enter
2. st = (N1-N2) enter
.@m=(N1T*N2* . ........... Nn) enter
4. =t = (N1/N2) enter
5. 3w M =max(N1:Nn) enter
6. @b s =min(N1:Nn) enter
7. sf¢ w9 =average(N1,N2,N3.....Nn) enter

* Math Function
1. #piie (LCM) =LCM(1ST CELL:LAST CELL)
2. spiie (GCD) =GCD(1ST CELL:LAST CELL)
3. =sfy= (Square Root)=SQRT(NUMBER)
4.z (Square) =(Cell id)*2

5. 99 (Qube) =(Cell id)"3
Merge cell: - Join the selected cells into one larger cell is called merge cell.
Make a result sheet for class (x) i 65 _ _

A
MName I.»--n;;,nli english math history geography phy.Sc Li. 5S¢ Total percentage divission

O HNO WL WN -

Total (j2) = sum (c2:i2) enter.
Percentage (K2) = (Total/ no of subject) enter
= (j2/7) enter

* Select the cell.

* go to number group

* Click (%)

Division(L2) =if(or(c2<25,d2<25,e2<25 f2<25,g2<25 h2<25,i2<25 j2<175), fail’ if(and(j2>=175,j2<315),"3rd" if(and(j2>=315,j2<420),"2nd”,

if(and(j2>=420,j2<525),"1st","star")))) enter.

If function:=if(logical test,’true value”,’false value”)
9F ITE M v T IG FAE @O AT 200 G GR GTF B3N FAE TR ¢o G A | OE FIEA &F I

30,33, 5,59, » TOI FIG FE Wb @O IO AN 2

CEY

Over time =work hour (a2) — 8 enter - i~ = = =
|n00me = 50*b2+200 enter 1 work hour over time income

2

3

a

>

(=

7

8

o

10

Make a Gradation sheet

A~ B [ = D
Sub Marks Grade
Ben
Eng
Math
His
Seo
Life Sc
Phy Sc

DONOANDWNM

Grade =if(b2>=90,"AA”,if(b2>=80,"A+",if(b2>=60,"A” if(b2>=45,"B+",if(02>=35,"B”,if(b2>=25,"C","D"))))))
enter
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LS A WF [FET 2¢o BFLATHA s¢o BIFLAEIRS 8¢o BIFLIRER (79 o Bl @ WHBa 8¢oo GIFE
g WFMIE W6 W T se % 21T e, oR I'E 3 5l e e ¢

har)
Total =sum(b2:b6) enter A B8 C D 3
Discount =Tota|(02)*1 5% enter 1 Product Price Total Discount Payment
o . 2 Keyboard 250
Payment =Total (c2)-Discount (d2) enter BNl viouse 5
4 Pendrive 450
5 Marker pen 50
6 Monitor 4500

T

e T 3 S WF 00 TTMG @ W T O 2AfS TTFG s.ae B I Kol S =T, I 203 WF 8oo TG @
WY 7@ o A TV 2o B, IM 8o b UF oo TTMG G T =W OIRF AT TG w.a¢ B, WK IW coo TBFGS
R 27 o[ 8.¢o B IR & fars =@ |

SIRA Y9¢,300,3¢0,03¢,80¢ 850,63¢ TG 9T NG [ T [ 92

Create an electric bill worksheet =N

Bill =if(c2<=200,c2*1.75,if(c2<=400,
c2*2.50,if(c2<=500,c2*3.75,c2*4.50)))
enter

Fay B C D 2 F
Miter 1D name unit date bill

DN NLEWNR

by @7 g [efg 79 9
qoe X Wi e Sem wE A w9 2

LE’.

A B C D E F G H
name roll ben eng math total average result

a) Fill the total column and average column.

b) Filter the column whose math number is top.

c) Show result pass for average >=50 or else fail.
d) Sort the total column (z — a) and insert a new
column with name new roll next total roll column. -

Data TAB

DATA VALIDATION:- Data Validation is a feature available in Microsoft Excel. It allows you to do the
following: Make a list of the entries that restricts the values allowed in a cell.
For example: you could reject in valid data or numbers greater than 1000.

Nl b W N

Create data validation? TDota Valdation
Settings|Linpik Message. | Ecror Alet

« How to create drop-down list? _—

Select the cell. waseromr__[g] Bimen it

Data validation option. between [=]

Choose list from box. o =

Type the data to the source box S =
(separate the data with comma(,) - "

Click on ok. [ gecat o Canc
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Fill the sheet with data validation.

=
A B C D E F
1 Slne Name Age Gender Married
2
3
4
5
6
7

A. Age should be between 19 to 45.
B. Make drop down list for Gender with options M for male F for Female.
C. The column married must have only two options yes and no.
I @F ST =T I S0,000 BIRIF [H T LA A BIF AL IWRIT 0,000 AF ¢,000 A
3 %,3¢,000 TA(F ¢0,000 F(F © %, @0,000 (AF 00000 I(F ¢ %, S00000 G [ ZFA o % I ONF WS I |

g T vot A @I B e =3 A |
A B L D E

Sl no Name Age Income  Tax

N b W N =

=if(d2<=10000,d2*2%,f(d2<=30000,d2*5%, f(d2<=50000,d2*7 %, f(d2<=70000,d2*9%,
if(d2<=100000,d2*10%,d2*12%))))) enter

A S CARRE W T AES ATEA FAR AN (ST T |




MICROSOFT POWER-POINT (MS PowerPoint) . =

*» POWER POINT 3 ¢
G @7 PR @I @Fg A WS @A AT AT | AT AT T RSO AT | ST IR
o =& TorgeW T | @I e TeE [RfeR OUnE TEmPH FRE AEeE e 0 |
we-Rfen SEpaR [, [{fen 2, oS s eifme T orem @9 [Re 399 B 3@ oF Toms n+E
8 WO TR T I AT | G2 THYHANT e Iz 47 7RE @9 J9E ©d =9, B, AT, AP @k e I
(HSTFOIEA I |
SR DA AT @ FE SE -
@F il THRA (CRETo ) I IR |
REnefd <M S 7R @ AW |
AZTR e SwpiE [fem ez mewt am |
AT B, ARF, B, AT I9Z[ FA IF |
73T @ 9@ GIF0 FIEE o FH A |
AEC @l ey 2% 0 A9 |
7T @f et afes at ok = 37 |
FZT @fF THREGT T S SRR A T |
* Q. #ISTR D IR {9 FAL ?
o 220 515 A FF I
*© SRR TFCIFE AP 2009 Y& FF A
» SRR VEFCIFs ST ANSAR TD 2009 FF I@E |
« POWER POINT SLIDE:
WHEN YOU CREATE A POWER POINT PREASENTATION THE PRESENTATION IN MADE
UP OF A SERIZ OF SLIDE. IN ADDITION TO SLIDES, YOU CANPRINT AUDIENCE
HANDOUTS , OUTLINES AND SPEAKER NOTES.
RUN COMMIAND - POWERPOINT
EXTCNTION - PPT
* 1) HOW TO CREATE A NEW SLIDE?
= CLICK ON HOME TAB
= CLICK ON NEW SLIDE OPTION IN SLIDE GROUP.
= CHOOSE YOUR SLIDE DESIGN
=CLICK ONIT.
*»2) HOW TO DELETE A SLIDE ?
= SELECT THE SLIDE FROM THE NAVIGATION PANE .
= PRESS DELETE KEY .
*3) HOW TO ENTER TEXT IN SLIDES ?
= CLICK IN INSERT TAB .
= CLICK ON WORDART / TEXT BOX OPTION .
=TYPE YOUR TEXT .
*4) HOW TO PICTURE / CLIART / SHAPES IN SLIDES ?
=DO.
ANIMATION

ANIMATION == =it DATA at PICHTURE @3 MOVE DESIGN 3w =imt DATA
5 MOVE =@ .

ANIMATION 4 =i = -
A) ENRERANCE

B) EMPHASIS TEXT
C) EXIT

D) MATIONPATH
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*a) HOW TO CREATE APRESENTATION ?

=CLICKON VEW TAB.

= CLICK ON SLIDE MASTER OPTION .

= CHOOSE YOUR SLIDE STYLE AND CLICK .THEN INSERT PICTURE CLIPART
WORDAST SHAPES .

= SELECT YOUR PICTURE, CLIPART WORDART ,SHAPES.

= CLICK ON ANIMATION TAB .

= CLICK ON CUSTOM ANIMATION /

CLICK ON ADDEFFECT .

CLICK ON ADDEFFECT STYLE .

CHOOSE YOUR ADDEFFECT AND CLICK .

CLICK ON START ARROW SIGN .

CLICK ON START OFTER PREVIOUS .

= CLICK ON PLAY OPTION .

POWER POINT SAVE - DESKTOP, MY DOCUMENT MY COMPUTER, DRIVE.

1l

mw o n

FULL NAME
RAM - RANDOM ACCESS MEMORY.
CPU - CENTRAL PROCESSING UNIT.
ROM - READ ONLY MEMORY.
OS - OPRATING SYSTEM.
UPS - UNINTERRAPTED POWER SUPPLY.
PC - PERSONAL COMPUTER .
CD - COMPACT DISK.
DVD - DIGITAL VERSATILE DISK.
CRT - CATHOD RAY TUBE.
OMR - OPTICAL MORK READER.
OCR - OPTICAL CHARACTER READER.
TB - TERA BYTE
MB - MEGA BYTE .
GB - GIGA GYTE .
RUN COMMAND :
* CALCULATOR - CALC
* WARDPAD - WRITE
* PAINT - MSPAINT / PBRUS
*MS WORD - WINWORD .
* EXCEL - EXCEL
* NOTEPAD - NOTEPAD- MS ACCESS- MSACCESS
* POWERPOINT - POWERPNT .

Practice more project work with your Teacher.
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DATABASE: Data base is a collection of information or you can say it is hub of information. With the
help of database you can easily update, change and modified your data. For retrieving information we
fall back on database.

Most popular D.B MS (Database Management System) in market is like ms access
My squl etc

(OB &~ TN T WS STFECIs P [l SNEl A 43 TSR WACE, (g I WMeFR Fo A |
G WY S FAEEfE B 91 w9 toff FAre oiff A THEEnT MO @ FE w9 I I A

* How to open MS ACCESS 20077
= Click on Start Button.
=click on All Programs.
=Click on Microsoft Office.
= Click on Microsoft Office Access 2007.
Or RUN command - MSACCESS

4 steps to create a database file -
1. DATABASE CREATION :
To create database from scratch, follow these steps:-

a) Click Office Button > Click New Option.
b) Type the new name of database file. The default name of the database is database 1.
c) Click creates option.

TSI TEHIT S T 2
TRFCIES GFOP S I JF oI P 7@ W o face et sriow @ 59 3@ |

2. TABLE :

A table displays records in rows and columns, much like a spreadsheet. A table group related
records such as records of all students or records of all account holders.
3. QUERY :

A query lets you retrieve certain information based on your criteria such as only retrieving roll
numbers and names of students who scored more than 75% marks in a certain examination.
4. REPORTS (OPTIONAL): A reports arrange your data in a certain way, such as showing all students
who have seared more than 75% marks in an exam.

***DATA TYPES***

A data types is a set of data with values having predefined characteristics.
DATATYPES & DATAWHICH CAN BE STORED:

1) AUTO NUMBER: An auto number field gives a unequal number to each record automatically as at
records stating at one.
2) TEXT : A textfield can contain values that are text, numeric on a combination of both .
Atext field can contain a maximum length of 255 character.
3) MEMO: A much longer version of the text field, allowing storage of up to 2GB of data.
4) NUMBER: Can store numeric values up to 16 bytes of data.
5) DATE / TIME: The date / time field allows storage of date and time information.
6) CURRENCY: The currency data type stores values in a monetary format.
7) YES / NO: Boolean data storage of true / false values.
8) OLE OBJECT: Windows @z ==7 application @z picture, sound document Fts =i .
9) HYPERLINK: Email , website =Sz data wea@ o,
10) LOOK UP WIZARD: «2 Field 5 database %@ &8 12w value a7 3309 #iF .
11) ATTECHMENT: @3 s @il File wean =3
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A) HOW TO CREATE ATABLE ?
= CLICK ON CREATE TAB.
= CLICK ON TABLE OPTION.
= CLICK ON VIEW OPTION.
= CLICK ON DESIGN VIEW.
TYPE FIELD NAME AND DATA TYPE.
CLICK ON VIEW OPTION.
= CLICK ON DATA SHEET VIEW.
There are two ways to view a table in access 2007 to add data to the
table - DESIGN VIEW AND DATA SHEET VIEW.
Data base create == sigmwes my document drive - @ &1 23 . o7 BRI Fig double click
FA @b open I X .

1n

OR
PRIF (2@ cut 3@ PIRIF @ e *=rvid JEeid @ FiS 341 0 .
B) HOW TO CLOSE A TABLE?
= RIGHT CLICK ON TABLE HOLDER / TITIE
=CLICK ON CLOSE OPTION
SHORT KEY - CTRL + W

C) RENAMEING A TABLE:

= TO RENAME A TABLE, CLOSE IT

= RIGHT CLICK ON THE NAME OF THE TABLE FROM NAVIGATION PANE
= CLICK OR RENAME OPTION

= TYPE THE NAME AND PRESS ENTER KEY

D) HOW TO DELETE A TABALE?

= AFTER CLOSE THE TABLE, RIGHT CLICK ON THE NAME OF THE TABLE.
= CLICK ON DELETE OPTION.

= CLICK YES

RECORDS:
A RECORD CONSIST OF ON OR MORE FIELDS. ASTUDENTS RECORDS CAN
HAVE ROLL NO, NAME, ADDRESS AND CITY AS ITS FIELDS.

A) HOW TO DELETE A REORD?

= SELECT THE RECORD YOU WANT TO DELETE BY CLICKING THE RECORD SELECT TO THE
LEFT OF IT.

=CLICK DELETE OPTION IN THE RECORDS GROUP ON THE HOME TABS

= CLICK THE YES BUTTON TO DELETE.
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SEARCHING DATA USING QUIRY:

A) HOW TO MAKE A QUERY?
= CLICK ON CREATE TAB.

=CLCK QUERY DESIGN FROM OTHERS GROUP.

= SELECT THE TABLE THAT HAS THE DATA YOU WANT , AND THEN CLICK TAB OR
(JUST DOUBLE CLICK THE TABLE)

= CLICK CLOSE

= (THE SHOW TABLE DIALOG BOX WILL DISAPPEAR GIVING YOU ACCESS TO THE DESIGN
VIEW FOR THE QUIRY.)

= SELECT THE FIELDS YOU WANT TO INCLUDE IN YOUR QUIRY.

= ARRANGE THE FIELDS FROM LEFT TO RIGHT IN THE ORDER YOU WANT THEM TO AN
APPEER IN THE QUIRY RESULT.

=CHOOSE A SORT ORDER, CRITERIA.

=CLICK ON RUN FROM DESIGN TABS

= CLICK ON VIEW OPTION

= CLICK ON DATASHEET VIEW.

= PRESS CTRL +S TO SAVE THE QUIRY.

B) DESIGNING REPORTS IN ACCESS 2007

= CLICK THE CREATE TAB

=CLICK REPORT WIZARD ICON IN THE REPORTS GROUP.

= CLICK IN THE TABLES OR QUERIES LIST BOX AND CHOOSE THE TABLE OR QUIRY THAT
CONTAINS DATA.

= CLICK AFIELD IN THE AVAILABLE FIELDS BOX AND THAN CLICK THE BUTTON TO
MOVE FIELD INTO THE SELECTED FIELDS BOX.

= CLICK ON TO NEXT STEP.

= CLICK A FIELD NAME DISPLAYED IN THE BOX AND THEN CLICK THE BUTTON. YOU HAVE
GROUPED ON THE BESIS OF LAST NAME AS SHOWN AS THE FIGURE.

= CLICK NEXT BUTTON.

= CLICK NEXT.

= CLICK ON YOUR CHOIES AND CLICK NEXT BUTTON.

= AFTER SELECTEING THE DESIRE STYLE CLICK NEXT TO PROSIDCEED. A DIALOG BOX
APPEARS ASKING YOU FOR A DESCRIPTIVE NAME FOR YOUR REPORT.

= TYPE A DESCRIPTIVE NAME FOR YOUR REPORT AND THEN CLICK FINISH.
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Start All the programs Adobe PageMaker. a°°£w3§:escgvﬁg$‘rn:::j Ci2 zoom = |
USE:- Book, newsletter, Brogchers, VI‘.SItIng cards, Q. How to Close document on page maker?
levlet etc. Newspaper, Booklist, Weading card. Q. How to open Saved Document?

FILE:- Document manage, Commands 2= |
EDIT:- Document manage, Commands 21 |

TEXT FORMATTING

3 Write your text on the text area.
LAYO_UT'- Go type option (menu) and click font and go more font or
TYPE:- Text st=ife® option aitF | go controlpaliete.
ELEMANT:- Formatting & arrange option €t | Font size:- Select your text then go control pallete font size.
UTILITIES:- Plugging option Bold, Underline, Italic: - select text go control pallete and

VIEW:- Documents view option i | ‘L:]"_CKUBL” |'U / i i it
WINDOWS:- Windows arrange option IiF | Q"Honwfglgspﬁfgiri?nzﬂ;ﬁ’ CIEC AT e T AR |
2 Horizontal ' H
TOOL BOX:- g Ruiaie Vartical '“'*m' draw #=to 7@ s+ Window option ¢ itz click =5rs =3 |
il i Color choose ==t® =3 | =4 text select =@ U @ fi

i@m%ﬂ;lgl click =% 20 | ST 7 TR e T |

Select tools or Object & change == @ | «o1 ez e text select F= Strike through ¢ click ==t® =7 |
Q. How to Create new page? Small, Big, Subscript, Superscript === *=f®
-->Click file menu Text select = 2 © click T 2=~ ar® @RI @G 21 |

= Text select = 2 = click 3909 z3- @I =741 3T TJ |
* Subscript es & S
» Superscript ¥s & S

-->Click new option.
k- 9w Pointer tools a1 @5 7@l text = select, move,

Resize.
T- 5 text tool <= == =t T | e eews  Paragraph, Sentence, Maintain 919 *&f$
Rotate tool-- Text select s rotate @t =m 1 A2,
5 e [][- [|constaned Line
(Shift key press) ‘ ) M::::::::m ->Text select #= click [¢* =+ | line
Crop tool F#1 =7 @1 Ry P'Ct.ure object t¥ Crop J=iFEIve. > Space maintain between letters:-  Track line
=1 = but @ Drawing object crop =t 3/ = | v 23 click =5 2@

Horizontal text space - 100% click
Line tool @3 sz =g b 4@ |
Constrined line wire #24 =1 | ->Letter space maintain in sentence +—— 0.5 normal.

-> Base line maintain:- =t ¢z at Sie Paragraph

TOOL FUNCTION DESCRIPTION :
properties % Fa@ &7 |
Adobe Online Accesses the Adobe Online dialog box.
Select lines, Shapes, Graphics and Text o K
Pointer boxes. Selected objects can be moved, Object :-
lesize(fjand have their attributes Draw 2 line by the tool
changed. . .
e Line style change F5rs == @i@® line tool @ =1 e =S
- Select text or designates insert on paint T B cust'om dialog box = |
Text for adding text. -> Choose line style
-> Give color black
Rotate Rotates objects to nearly any angle. -> Element menu 7= i arrange next sent the back.

Crops images.

Crop N . . Custom Stroke
ote:- To crop images proportionally, .
press and hold.Creates straight lines at Transpafent baCeround untick ===
nearly any angle. —r— A T TR QA FEE W g A
yany ang i (] | [ ]
” e — | = || = reverse tick Fe MRA A TR 4
Line reates vertical, f)nzonta an T l'f" 7] | e 'm 2] O | draw oE qE, G39E T W m oE qgﬁ
Constrained line 45-degree angle lines. e [0 5% T [id < % - S
e 58 o K lement
5 reverse F unlick =919 &« elemen
Creates rectangular shapes. ittt
Rectangl g pe: i _ )
Rzzt::;glz text box Creates rectangular text boxes. P fiiz stroke @ fien untick ==rs =z
Ellipse Creates circular and oval-shaped text
Ellipse text box boxes ="':
Polygon Creates polygonal shapes. _‘ }
Polygon text box Creates polygonal text boxes.
e To get more color to click
Hand Repositions a page on screen for new button click color option dialog box open

optional view.

3 A

Zoom Magnifies or reduces the area of the
page 0n screen.

Polygon te3= #9 polygon option « click ## @36 new dialog box =hea 7/ |
7% wia star to9 =7 |




Page-Maker

Q. How to use Bullets?

Write your text.

Select your text.

Click utilities option.

Pluggings and click bullts and numbering

For new bullet click edit- figy ¥& t® =03, 71 =&
remove ¢ click TS T3 |

Q. How to divide a page in 2 equal half?
Open adobe page maker new page
Go layout option and clickcolumn guides.
Here open column guides open
type 2 in number of columns and click ok.
93K acctractive design FAS F# box draw ¥ element
@ i@ stroke Fica 2w 41 1,
¢3R copy past F(A drag I 7 halt’ @ Al IR Page color
F(d 8 &l TA, @"l@?!guidelineﬁ@ A=A TR |

Q. How to take size measurement ?

Open new page maker where your word.

@M @ mouse TY B PIed S BIOTS I T 62 &
PG RIS

W ruler @ mouse pointer Bt & FIE BUIS 2(F,
@ o1 TR |

THOE VEFE, BREF THE (Fo-9 @@ GRS mouse
W darg I 8 &I PIE 2O TF, <RI guide
line ¥ F909 log T3 |

Click view option.

Go lock guides options.

Q. How to use change case?
Select your text.
Click utilities and go pluggins change case.
Then appers change case dialog box

* Lower

* Uper

* Sentence

» Tille

* Toggle case

Q. How to use Tab indents?
Type text in page.
Click type option and go indents/ Tabs.

@< indents tabs @3 box TF@E, 9BIF (G €A

red line @9 evitg Wex fiey e =9 |

Page &S (S& 7 SIS =3 |

© AGCS = indent @(arrow) key 9 click F® (3 |

W3R FeEE log IFAT |

AU 51 box f® %A @R internet @7 I download
4l frem set IS 2A total select I element @ P
group 9 A |

W text R TFER PHRIA click FA® I OF7 apply @3

ok click #t® =3 IText select = keyboard w4 tab-press

TAO I G I IS I Name/ Class / Secton.

Name Class Section
Raja \ A
Mahan vi B
Raju vil c

Q. How to make a visiting card?
At first select size 3.5” (L) and 2.5”
Click rectangle and draw rectangle box.
Go control palate and write (W) 3.5 and 2.5
Go element and log the size.
&) softwant Tchnalogies o, Ld

.........

CEO

Q. How to make weading cards?

Open new page.

SR & @9 margine off IS TF, TR &
document setting 4 R margine option ¢ 39
focat foral Fare =@ @32 ok.

93/ & insert 919 &=v File menu © fig
place 3t option « click s = |

@3 ez log G |

22t 361 box s =@ «3e internet @3 AZ@
download =3l frem set F(® %[ total select
@ element @ H@ group e =3 |

AR B

Q. How to use word art in adobe pagemaker ?
Open a new page.
Go edit option click insert object

PN Choose F® 2 MS word picture. ok
5 wordart @7 5% 4RE PRIA click I 23 |
718 word art RIEF B box €7 W WS TF |
MS wordart close TS =3 |
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Part -01
Q. How to Photoshop? OR Run command Photoshop.
Click start button. Use: Photo editing, Making Poster, Banner, Visiting card, Pana flex etc.

Click adobe Photoshop. Q. How to Open a new Page?
Click file menu & click new option et i ¥a 72w e =@ | (Letter, A4 etc)
Resolution:- Book «z &= 300
Webpage @7 =1 72

AP T 0! 2 =@ o =& EIEEs resolution @3 =1 100 (normal).
Memo, Invition, Book little page @ &= 300
Mode:- @5 3= color support RGB & CMYK color ¢ str Golden color print @ CMYK -© =7 =1 |

Aas mode-RGB = |

Content: =it Background «bi siaa® White a1 Transparant a=es =3 |

Page open #1 == pannel (ot =8 @3 W0 @397 Layer =& =0

SR W FETE YA layer i F@ TS = |

Background am W e F2 | B
Layer «= T Double Click === rename &1 option =z @ ;ﬁ"m] Ead ﬂaﬁiﬁm b
name change <1 @ | B39 T©#1 click F2st B! 4l T =1 | ayer (el = |
Tools @3 w7z Tools @3 Tix &1 Fae e e (@ (oo option
T (39 T I G select = F©@ F4 AW 1 Tools «=k layer 71 01l \—————4~1

w1 window s Fi@ click w3 @ e 27 | Page @3 ©7fa @
option 9z ©f property bar wits #f#5s | @ tool select atF S MM property bar (o3t = |

Part--02
: De-select === ctrl+d press .
Selection tool [ Jf = P
FE WTOFA AT | '
G i b2 color we
Tool option w8 SFSCFY S | . ¥
Forground color Wz object a1 &fta tewt@a @R medl I | £ O

Color select == ctri+backspace press FIs 23 | Lo
wEm @@ layer @ BRT (oF A 7R B @E G361 WEIGR
T B I but @361 layer @ wiEE R (O [ O =W Al |

vl layer @ =3 |

Opacity =11 I color light change 23 |
Undo ctrl+z
Multi undo alt+ctrl+z

Part 05
Magnatic tools : @z o=@ © 5 tools 2 |

Part -03 > e b
2. AR B
E 'fE W @@ @@1 2| color change : ©. PLADT Fat _
297w @ g9 color change 341 == ©R& layer select < = | 4% 7 fwn photo select & cutting =t

= ctri+layer . background @ @ e T |

Forground ¢ fiwr color change
Altr+Backspace & ctrl+D
Layer @3 ©== right click =@ duplicate =@ delete === delete =@ I |

Ctri+t =5, 9v =1 7%, @< rotate =1 ¥ | O« Puma L
part 04 1=
B! S AL

FE @ P @ P Fae =




PHOTOSHOP
Background ¢=%t @32 Change

@@ size @3 page s =3I |

Create new layer.

@rs =3 gradient tools ¢, 7 paint backet 2w, FE @ paint 3, @9 color wea I |
=93t gradient select === property menu 5 &f©d color =it7 1 use F<1 @@ |

@ 2R open IE O wregerien 31 #fe G ey select 3@ cut @ 9w background page ¢

post == e MrS 23 | Father=2 ¥ select I cut T 27 @I 27 |

Part 06

S 101
FEA

Magic tool «5t click 3@ =% @<= click ¥ PRI automatic select 3@ w1 |
A TR TR e 2R_ee tatto e T
Tatto open 3@ magic tool W@ select F7® 2@ |
Select 4 click 3= inverse ¢ click F® =3 |
w2 2R open 3@, @4 tatto I o= select tool BE @ BRF T =o e =3 |
R Crop tool use @3 wa=iw wipg select @ double click =12 crop =@ 3w |
£ Part 07
Slice tool: 2 tool @3 >R fe original 2<te W o <l w1 T[T |
Slice W photo === ©itsl o Fa1 I |
@@ B< open IS TA |
Slice tool @ iz et select Fars =3 |
File @ fiig save from web 4 click.
Location select stz save .
@3 save T4 'R open.
3l
iz webpage open
Part 08

Healling tool or patch tool : @3 main @& 2& @ &l 1 4F color choose = @A
2fka g apply 1 F71 @b = dress remove 9 3 |

Part 09

ﬂ._ IR

. S« +| Brash or pencil tool : f&fen 7w 3 Rfem aer@ redymate object msat 3w |
7| @grel internet ww brash

download F@ software ¢ load @ % =31 3@ | 9t document actructive =1 |

Part 10

History brash tool: <7 srm@y brash e =i 2= gl 3 |

o, 7,
%S‘f

Clon stam tool : Hiling tool«s stel =& stz copy & past == 7@ |

Page 2




TALLY ERP9 BASIC Rt
PART-1
Introduction of tally :- @I IPMEF SEITS FEACS v 20 @ SEl 0% o oF 2R 3l | SR e = s
oY T ! Y A FEATHIEE MR 2| W0 SEl @ FE O A T QS A IO P2 G G4 FHTHE
Tally Accounting Software-a= e ffvGe 502 =1 @6 =/l =37 27 | Tally Accounting software-as =i 3@
sz Computer Accounting 3=t 23 | oiwe w9 [fdd oot S[GE @ @EEEa Accounting software z& Tally |

Tally wrisim T (objective of teaching Tally):- =isitws 219s S 251 a1 commerce bacground & @3
g commerce background & w9 Sima computer accounting RIS | [ commerce background &
S R T A | Wi fASE S =9 el SRS MR 9 ([ @ Sore SR A ©|ie computer 7@
I =18 O SRS computer accounting- @3 FIE FHS A |
Who introduced Tally software:- Tally Solutions, then known as Peutronics, was co-founded in 1986 by
Shyam Sunder Goenka and his son Bharat Goenka. Shyam Sundar Goenka was running a company
that supplied raw materials and machine parts to plants and textile mills in southern and eastern India.
Tally SeL g-me Shyam Sunder Goenka | s @erzd sts= 15 October 1932 in Kolkata in a
Marwari family t5 o1& o5 ztsi=w Thakursi Das Goenka and Bhagwani Devi Goenka, | s&e 3 ziaw
Tally =i wEfeEe |
PART-2
Terminology of Accounting:- 42 part @ Terminology of Accounting z=-
Trade(affem)
Profession(t#1)
Business(z=)
Owner (=) f}(&
Capital(#f&)
Drawings(=zs+) Tally.ERP 9 M
Goods(=+) R
Purchase(z%) j Tally ERPS
Sales(=)
Purchase Return(=a =3
Sales Returns(R@a o)

POWER OF SIMPLICITY

PART-3
Trade(3(fen):- #re FMER Swen w3-Reas e = 23 |
Profession(t#):- =@ a income 3[R &= @I F& A = 9 &) Sl =00F 2 re 23, o e 39 23
THR, TR GFER @\ [ FeE o @
Business(I=) :- P T6 @3 @A IS J S @3 JEE S I = @fs @avq @ W% q- Sy A, [/&,
IEEET RN T (0o ey S K e IR E 5 g ]
sfeE [Owner]:- @ If& IR B #9IR, @ T B, I 7 o o &% € wioq wified 20 o NifEs 3@ 23
@ TP v3 T e AFE S Partner 3@ O T 2@ G W 3R SIS T e st @i Company-a
TS I FAE OWE SRAEE 1 Share Holder @@ =311

#+fer [Capital] s- T e @ BF, W& 1 TS JNT ARIE OF e A= | @ RI™ 20000 BIF F5W @R Sooo
DIl e fAca FIPea 0T IR | Q9 69 TP FI] Ffer woooo W 2F | TP AC A G AWE Gk S A
e T |

wiizgel (Drawings)s- I Sifers e <@ &) S o @ il WE 7 Pl 25 SEge |

T#(Goods)e- W 2 IYF WA AW T | ReFw T AW | E W 20T T FYF (O T A @ I A
SRS AW A oA Y O A |

- I sl a[ @ e, B [ 9@ @ w31 SRfe TR FifbR M o @ I 0 (o) FiR 7
A fFeR oo @ Ay €2 IR W& O L@ 2 |

@ (Purchase)s- == Ri& T8 &0 T 31 T & 1 ARG [ | JPNT Fe F9 | R[0S @ I3 |
- I @ TG AR TP T FIPT FAe Piol @ 97 W T G2 T T MFIE G
TSR @ G AR A A BT I APEE [@5F & w3 |




TALLY ERP9 BASIC

@51 (Sales)s- @ WIE @1 IR ©OF [aw [ |
@ WE 5V BRR [@5 TR ©f FMRET @9 @ WE RS [

Page 2

v G TS [ew @ G esr) =T |

@7 @ae (Purchase Return)s- 3= @41 Wiwa W0 g W (79© ¢S = ©F @ (390 & 27 |
@ 3 S FE FE A @ W QAF Soo BIFE W6 WaW @92 ©F W So BIFE We (@A TN AP EE A @0
FRE S FES Ve @b @ FES |

@ wrae (Sales Return)s- 3@ R[fe T2 5@ S5 @H S SR A WHEARE @90 07 ©f 26 [ @ |
- i FTEF soo BIFE &1 [iF FAE ©F T AF So BIFR AE TS fAw poE [ew o |

eroi(Stock )s- @ @ I IS W@ F2 @ e AF OLF BF I &« A |
IREE (A @ Wi [ 23 91, o 3T e qE 992 R JRE@T 244 WE 7 IEE S 5e 9@ o |

wwmE (Creditor)s- €2 & A1 iy @ W0 IS A AT 4 ME I AN ¢ SWd HoMS! A (&FawE 9l TEHesR & =
- 7@ AT Soooo BIFR W 4 [T T30 G4 T (FCoR I 27 |

v (Debtor)s- €2 & 3 7 @ <0 A& I MRBY| @E TF A ARHST A 77 S ¥4 I =i 3l (8IBR I9 =7 |
@3 I SRS ¥ FEbe WE bl @ee e 27 |

TAIRgel FF- G WWEAE ¢ooo B el 4 [T T @i e W A (8B @1 2 |

amf@Ge (Liabilities) 3t 7Y & @R 4 I8 =9 @E i A 9 @ e 27, o MR e |

aerS (Assets) a1 e - IPIR @ Y IPSF T BEIS AT FE S GOFS [ TG [ |
GFAPPI(Expenses) 3l 4@ - WEE SAM FACS Al S @3 @ BRF 2T 496 ¥, O ¥ 3 GIAEee h-m z

PART-4 * How to quit company?
« How to open tally ? Press esc key on key board
Click on tally software & press enter Press yes/no key
Go and click work in Education mode How to open company?
Select & click on Gold in Education mode. Open tally software
« Company info—Alt+f3 Go company info & click selected company
» How to create a Company? Choose yourcompany name
Open tally software Press enter
Go company info & click create company option * How to shut a company?
Press enter. Click shut company option or Alt+F1
Enter your company name in name option Select your company name
Write mailing and contact details Press enter.
Country — India or (what u wants) * How to make alteration or edit ?
State West Bengal or others (What u want) Click Alter or press Alt+F3
Pin- Go to company info & click Alter
Telephone- Choose your company and press enter
E-mail Change your information whatever you wants to change
Web site- Press enter continue.....yes/no

Company Details Press yes/no.

Currency symbol

Maintain-

Account only

Account with inventory

Financial year

Press enter and enter until yes / no

Click yes for save and click no for don’t save.

* How delete a company?
Go to company info & click Alter
Choose your company name which you wants to
delete and press enter
Press Alt+D & click yes/no
Again click yes/no.

Just for Basic
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