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Syvllabus
PGDCA Semester -1

Paper 2

Umt | :

Unit -2

Unit 3

Unit -4

: PC Package

Operating System (Windows 8.1). Overview of Windows. Operating System. Basic Operating- How To
Start A Computer. Login. Logoff. Hibernate, Shutdown. Etc. Personalizing Desktop- Desktop
Background, Screen Saver. Themes, Setting Date And Time, Task Bar, Files And Folders, Create, Copy,
Rename. Moving And Delete Files And Folders, Create And Using Shortcuts, Recycle Bin

Accessories — Ms Pamnt, Notepad. Wordpad, Windows Media Play, Calculator . Games, Math Input
Panel, Language Setting -~ How To Set Other Languages On Computer Using Control Panel To Add,
Remove Or Configure New Or Existing Devices And Software Programs And Fonts. Enhance The
Performance of Computer Using Disk Clean Up, Using Disk Defragmenter, Using Windows Update,
Protecting Your Computer Against Viruses

Using Internet On Window : Basic Operating Using Internet Browser ~Working With Browsers, Know
About WWW, URL. Scarch Engine. Searching Information On Wikipedia. Subscribing And Reading
Newspapers Online, Tyvping Text In The Regional Language. Using Google Map, Working With Google
App, Online Ticket Booking, Apply Pan Card/ Passport/ Adhar Card Online, Pay Electricity Bill And
Service Tax Online. Booking Gas Refill Online, Downloading Ebooks

Modern Office Activitiecs And Their Software Requirement, Introduction To Office Automation Suit,
Elements of Office Suit, And Area of Use, Word Processing, Spreadsheet, Presentation Graphics,
Database, Introduction And Comparison of Various Office Suites Like Apache Open Office. Libre
Office, Calligra Suite, Wps Office, Koffice, Goggle Docs And Microsoft Office.

Ms-Word Basic : Introduction To Ms-Office(2013). Introduction To Ms-Word. Features And Arca of
Use, Various Versions of Ms-Office And Their Requirements, Working With Ms-Word Menu And
Command, Ribbon, Toolbar And Buttons. Shorteut Menus. Wizards And Templates, Creating A New
Documents, Different Page Views And Lavout, Applying Various Text Enhancement- Font Style Text
Altribute, Formatting Your Text And Documents. Auto Format Paragraph And Page Formatting. Line
Spacing Margin, Borders And Shading. Tab And Indents. Text Editing Using Various Features Bullet.
Numbering, Working With Style. Printing And Various Print Options, Spell Check, Working With
Header And Footer.

Tables : Creating A Simple Table, Creating A Table Using Table Menu, Edit Entering And Editing Text
In Table. Selecting A Table. Adding A Row Changing. Row Heights. Deleting Row. Inserting Columns.
Deleting Columns, Changing Column Width Conversion To And From Text

Advanced Feature of MS Word Spell Check. Treasure, Find And Replace, Files. Auto Text. Symbol, ect.
Working With Columns. Tabs. And Indents Margin And Space Management In Document. Page.
Column & Section Break, Adding Reference Using Footnote And Endnote In Document, Creating
Automatic Table of Content. Using Theme. Watermark. Insert Equation And Symbol.

Graphics : Importing Graphics, Clipart. Insert Picture, Using Clipart, Shape And Smartart m Document,
Using Drawing features. Drawing Objects. Text in Drawing. Taking And Inserting Screenshot In
Documents. Using Word Art And Drop Cap Feature In Document. Template: Template Type. Using
Templates, Exploring Tablets, Modifying Templates,

Mail Merge In MS Word, Mail Merge Concept, Envelope And Mailing Label. Importing And Exporting
To And From Various Format, Macros In MS Word, Macro Introduction And Their Use, Recording
Micro, Editing Macro. Running Macro

MS Excel Spreadsheet Basics And Features, Concept of Workbook And Worksheet, Getting Started,
Creating A New Worksheet, Using Wizard, Various Data Tvpes Selecting Cells. Entering And Exiting
Text. Entering And editing Numbers. Removing And Resizing of Column And Rows. Entering And
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Unit 5

Editing Formulas, Reference cells, Moving cells. Copving cells. Sorting cell Data. Inserting Row.
mserting Columns, Inserting cells, Deleting Part of Worksheet, Clearing Part of A worksheet, Different
Views of Worksheet.

Formatting: Page Sctup Cell Formatting, Changing Column Width And Row Heights, Auto-format,
Changing Font Sizes And Attributes, Centering text across Column Using Border, Buttons And
Commands. Changing Colour And Shading, Hiding Row And Columns, Working With Data And
Rangers, Column Freezing, Label Hiding, Splitting Merging

Charts: Charts Parts And Terminology. Charts Wizard. Different Tyvpe of Charts. Printing Charts,
Deleting Charts. Linking A Spreadsheet. Printing of Workbook And Worksheet With Various Option

MS Powerpoint; Introduction And Arca use, Working With MS Powerpoint: Create A New
Presentation. Working With Presentation Using Wizard Slide And Its Different Views [nserting.
Deleting And Copying of Slide. Working With Notes, Handouts, Columns And List, Adding Graphics,
screenshot. Smart Art And Chart In Presentation, Sound And Movie In To A Slide. Working With
Powerpoint Objects, Designing And Presentation of Slideshow, Change Slide Background, Change Shide
Size. Use Animation And Transition In Presentation.Advanced slide Option. Manual And Automatic.
Printing Presentation Notes Handouts And Print Option, Slide Master. Handout Master Node Master,
Output Express Feature And Uses, Configuration And Using QOutlook Express, For Accessing Email In
Office Add Email Account To Outlook. Create Email Send And Receive Email In Outlook.
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Syllabus

PGDCA Semester -1
Paper 2 : PC Package
Unit 1 :

Operating System (Windows 8.1), Overview of Windows,
Operating System. Basic Operating- How To Start A
Computer, Login, Logoff, Hibernate, Shutdown, Etc,
Personalizing Desktop- Desktop Background, Screen Saver,
Themes. Setting Date And Time, Task Bar, Files And
Folders, Create, Copy. Rename, Moving And Delete Files
And Folders, Create And Using Shortcuts, Recycle Bin

Accessories — Ms Paint, Notepad. Wordpad. Windows Media
Play., Calculator , Games, Math Input Panel, Language Setting
— How To Set Other Languages On Computer Using Control
Panel To Add. Remove Or Configure New Or Existing
Devices And Software Programs And Fonts, Enhance The
Performance of Computer Using Disk Clean Up, Using Disk
Defragmenter, Using Windows Update. Protecting Your
Computer Against Viruses

Using Internet On Window : Basic Operating Using Internet
Browser —Working With Browsers, Know About WWW,
URL. Search Engine, Searching Information On Wikipedia.
Subscribing And Reading Newspapers Online, Typing Text In
The Regional Language. Using Google Map, Working With
Google App, Online Ticket Booking, Apply Pan Card/
Passport/ Adhar Card Online, Pay Electricity Bill And Service
Tax Online, Booking Gas Refill Online, Downloading Ebooks
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/Unlt -1 \

fder JTaRfeT
R
faer 3ifaRe=
ERACREE T
govre JAftaTheH

N /

fie-8.1 RGNS HUN BT MAS A0 £ et a8 g
H Had e wIArT § 9 9ren IfRfeT Rred 21 8 GUI
(Graphical User Interface) @a 1= 3mRa & | fder & ugel ot
JTRfET Red g9 T o DOS, Unix anfe, 391 931 # *meer
PEIS ERT ST USdl AT| IJMYBI TP MY DI IS 7@, I
ORI U HRAT usdl oAT| oifd fder sffrfenr Rien # aifed
ST ATSH B foddd gRT © Adhd & | S99 A IS B Pl
STERA el WEdl © IIfUq SHH ISP W fddd dxdb U™ Pl
HIifaa B Fhd © | 9 fAST & 3pfl T 9890 AFHIT AT gD
g, o Windows-95,97,98, Windows —Millennium Windows-
Nt, afe | SE—o ¥ OB Md T d9—d9 Ig§ I,
e AT IAId FeH BT AT SHD AR TH UR A dTcd
ICATHIE P F&IT dad s | fders 2000 H Fat-32 wigal Rived
BT & |
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fder # g1 BTSdUR UE & AT AT I HANMA BT 98
A © | I8 AR Ried 39 @’ | 9910 T © @l If
JAMUPT HFYSR P $o A 4 T8l 8, b f 399 T 4 R
gR @M R Fhd ol fder AT Req & td | Smen
e (Appliwtion)@ammwmmmm
mmm@ﬁ?@zwmaﬁaﬁwm%lm
Ife v # e $9rs <d 8, 1 TR Bl [T IR D PAS
HEHA © | MY A | U e & R ffer ’ o1 9ad 2 |

fdsr g weayet Yfaem OLE(Object Linking & Embedding) &
A fde1 @ ofdta Wil i &1 ST Ud gHY H ST
ﬂ‘ﬁ‘r% T S9H IR HR Fdhd © | TS AfadsE & forg
=1 =1 ST B @ oeRd A8l 8| gfe fdsr § 38 wie
srd fhar 8, @ 98 wie @l Iftadse # o oiar 81 g9e

faRaa fder # sga«dl wdfwiRa gfaury & S Calculator,
Notepad, Paintbrust 3mfe.

fder siftmfeT Riey g8 1o sifrdya & wu ¥ Aefyd &1 15
off, 9TeH IW ITRFET Rew o1 wu fear a7 8| odw= o I8
39 MR Rew ¥ gom ary Ifd Afcres divedaR
T Y B 39 ARfET ReH o w99 91 Gdl ®, 39 #@
TART B H AN BT SHH Sl Wl B I ©, SHD folg
e faer gordhl & | I8 il e R @R # Bl &, s9fery
g9 JAMRfET Ried &1 9™ windows @1 AT | §9 AfmRfeT
ey &1 =1 faeiang 2

User Friendly

TRl DI ITATT W FHST | 3T Hebdl 2, I8 SHd! Jad Il
faomar 81 =9 § ©f o W wU ¥ T9iv §, dAgT o8l
IS B, 98l IHD dR H SHENI Soe TS 8| SUH HHTS o

A Gleesher Page 8
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B AETIHAT el Bl 2, U B WhiF U FISE AT AY B
®Y H SN T & | 39 9g I1 [dFhed H 98d A=a IS 4T
@1 yarT fear T 8, S open, close |, print anfe| gEw
graphical user interface uvmelt &1 WA fhar g, e aifod
e fddd A R gaE TS fhar Bl B | 39 Td B @
fder et 2, 9 sfoq 9wy & @19 @1 o ¥&ar 2, s9
s fdead & 99 fvar Y o Adar 2|

Multitasking

UH AR TS o @ ftaqas # & & d T
multitasking @ed 81 ¥ gfaem fder sffurfeT

AW T WA G W VAT HI TS 2| My ISy o
H UPh A1 UH | A0S AfTded @id dahd B, aUT IHH AT
AT B PR Fhd o | Gell gs AWl Siftade e fader
ol 8, AT AT IS & ©U H B HXl | AT fa=r A
B gU ofl 99 STel T MM Ve fhar O WadT &1 Gl g8
AftADIA T gax Bl Bl M R | yIfdd T8 oel &
Sarevy & forw afe &9 9 Ms-Word vd PageMaker @ralr 2,
afe & Ms-Word # 1sd close @R &1 ®Hre o &, fasr e
Ms-word @1 ®Igd &I §§ & | PageMaker # sH&! @l
gfashar 81 B8Rl Gell U iftqpe # 98a Al 3 U

fore, &1 e afraem # e ®are © #x i &1 WA 9
qhd 7, 99 FHY TEN AftTdesE § scanner &1 W TANT @R
P 2 |

Sharing information
fader RfeT Rvew § I AfTHIT AT TP D HY § HH
3 g, fbr W 99 dra erer &1 e e I | fhar o

A Gleesher Page 9
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Hadl & | 389 OLE (object linking and embedding ) @1 gfaern
g, Rrw Bl efeiae § S9a 7o ey H# $ig dedd
fhar 8, @9 98 dgama R Afaass # ereae rft fhar €,
IHH I AT HHAT © | BB AfADIE & §ra H 39 A copy Ta
paste fdded | STET &1 AEH USH PR Adhd © | 39 Glaem A
MY UF JAftAde Bl fARwaRi &1 TR R Jiftadhe H UarT
R APd © | IR & oy 3mu Corel draw # U 3l SIS
g1 R I Ms-word & TIAST & AR WIS HHhd 2 |

Easy Hardware Installation

fder # T BSAW W8 IR W dle], HAT d8d A & 1T

2| It S TEdWR & W S} @ g ka2 a9 fd9
wmﬁmmzﬁﬁmﬁﬁ@ﬁm@mm
2| It omue e SEER WM T8 &, R 4 98a 9 sRaR
Pl A dle B I &¥ar 398 & | fder 9 plug and play €&
1 ST fhar T B, v §p s o @l el wa &
install & =g &} <al ©| I8 gfder wmr Ffaaai (R
HEYSR Pl 9gd S FHS T8l © ) D forg 9gd Suanft 2 |
Number of Application Available

fder SfmfcT Red # & &x7 # Wew 9gd 9 Ifftdaded
IR H UG ®, IAT B WA ded off <&l g faer # Wi
TPR ® IAfteddesd o Database Management System,
Multimedia Program, Office Packages, Desktop Publication
Packages 3nfe Suaer g | fdsr & forv a9 5 iftads= @
BIScll D1 3ME U (TP PRIy H THY HRYex R ) I
A farar S Awar 2|

Visual Effect

TG qledAher Page 10
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it # y¥% o e AWHE I AY b gRT AT wmar B
TS AMIDE I8 U 0 & WU # g1 8, Do S9a1 9s™
Tq @i # M Bl 8| UdAd Ag Ud fAdhey R I9d M
Ty W o | fder & fd@eu visual effect § &R FAT 984
AMHYE & AT & | My fder @ whH &1 o= (wallpaper) 0+
ITAR PR AP ©, S [dsl Tg A=Y BT [T HAG deal Ahd
2, 39T & T8I A A WIgex Dl MBI Bl A 91 FHhd & |
faer &1 SwHel

gfe vger # fder offuefeT Riwew Sram mar 8, a9 dwyex
39 Logo & A dre] &l © | fdST dlie 8l w9y agaxil ool
Tl BIF Bl BB T T Hhdl & | 9 Wyol fd<r dre 8 S
g 1, e <uiE WA e <l 21 g fafa= Ry B 2

Desktop :— STHelu whiF &I |Y0l- 1T & i fae) =re] a1 &

T fier & wU #, SXHeT W ATe], 8 I 2 |

- Swhey R A= o i fewE <0 8 s= sifge
PEd B | UAD AP FAT B HIal & | AHgd: e—dr
(Double) fder & I8 =Te] B8 © | I9H Ugenl fdaw I8 Rielae
&= & oy Bar 8, 9 ouvT S fhafead & & fore gar 21
UAdh MDA P I IHDT 19 for@r e/dr 8 | SghE T [T
fdST # load fHd aftade™ w iR B@T 2| dfds o sifgs
¥ This PC, Recycle Bin, Internet Explorer, My Document

aft Frger # fewrs < B

TR GleasherT Page 1
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Task Bar - 98 W=Ia: GhI9 @ A $I AR BT & | SHH ol
IS Gell & S M, TAT AAWSH AP fe@d & | 39D I

X !
:'m o

&

i@ na nil e

mmmwmzkmaﬁmﬁlmm
¥ IR 3R wHg a2

Start screen - 3% fded & 9§ 72 fder g ot 2, o
Start Panel R & gU &I 3iftaee fRw@rg <d 2| g97 3
PR B JATAR ¥l Afadee P e Fhd ©, aAT IJAAID
Jftade B Mdra Fahd & | GRM HEHROT DI el g HYofd:
3T SeXHW & | S9H WhiA & &g 9T # faf=s siftaaes &
ATIDTF STAT—IMT AMHR H fT@E <d 81 /Y SW Bl 3R
“‘user’ &1 A, fdel 9 &1 & 99 U9 sfod <@ @oH &
ferq ges1 <wis il @ |

W9 A9 wIE ge Bl fodotd Hed 8, a 7 WhiF fe@rs <ar 2
90 fafi=r emueia feae <d 81 v sfod iftass™ o 39
TPIF R ¥E X Fhd & TH GPIF W A B AR, Th W
fewrE <ar & 99 R fdare &= 4 iR v 73 fder fewrEe <
e, forad amue $¥ger W installed W iftae @1 &1 BIC
JIHFE P F USRI Bl €, AT I§ Gl a to z daR B

AR fscaher Page 12
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FgaR afffgd &1 o) y<fRia 8t 2| g9 fds1 A usRia smeH
P PR, ThiH W) Rl anfe gaa wad 2| fHdl smudpE @
AMPR ded< & forv sod mud™ WX Right click &%, 3myd!
= fawen fowrs <o 21

Unpin from Start :- 39 fd®c @1 fdaad a1 4, Riaae fdar
ftraer Start BhIF ¥ 31T B T © |

Pinned Program : Wit wrma wfafes a1 9gd IR wAmT @ ¥,
I pinned X 39 &1 # w@1 Wrar 2 |

Pin/unpin to task:- 39 fadwcy & fdad a1 9, Ricae e
fteTded e’ aR # UeRia Bdr 2| @ unpin R$es & 98
AfABIH RSP IR ¥ &S O & |

Resize :- 39 fd®cy A MY JMIDE BT PR VS B D ¢ |

Waﬁwwﬁa@%aﬂzgamzbﬁmwm
3l fdard Hx gfeva 9 drag & |

IR P R search & ge4 ®, DI ARIAl 9 U 3Rod
IftTde @ Fhd & | 390 e &Y, TRe ared fears <ar B,
I9Y sRed SR TRy B |

TG qledAher Page 13
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All

Program -

§ 38 Start

screen @

...... & =

geq  fdar®

P A

g1 H B

> g, 39 fda®
I W HFYeR A R Afiardes St ©, STal [l I
& ®Y gus ol 8| o eiftasdes &1 are & ®, 39 g |
gy T AW I8 ITWENT ERT U 9 &, =i 3mv S <MY
T g1 98d |abd ¢ | Gl R R4 AT #1979 Start )
AT 8, 99 W SR faed o, (& Bl ¥ 9R fewrs <ar @
399 ‘Pin to Start” * fdweu @1 faas w¥ | 399 ff S a1 IR
search @I ge+ fe@g <t 8| S9a gR1 sfoa siftaays @

AP & |
qGE Tfeaeher Page 14
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fdsr & usprR
faer JffeT Rew # Gort arel 90 &1 89 9 JaRi 4 qic
Thd B |

1. Application Window:- 51d &g AftADHe dle] Hd ©, 9
o faer fewarg et @S9 aifcrae fder oar iar 81 g8
AT AU S B AR B B ¥ | T§ T IHIS B
TE &M Bl o | o Al relideE ST are] W& & S5 a0
M A SRR ¥ few@s T B STERY THUH-JS,
Yegyr afe |

2. Document Window:- 519 f&dl aiftrepss # oI5 wigd
Gled I1 991 7, 99 39 fdei &I Sfagwe fdsr w1 omar
2| ' fder arer 8 gordt afew ag =il sftaaem fier
& 9 ol ©| o9 SuY qafta ftaseE fder |9
H & a9 SHD e} Wl Slagic fdsr W & .dg 8 o
2| -

2. Folder Window :- 519 &I$ WIS &I Bl HId & TT hloex
¥ Hafd o PRd 8, d9 ol fder A & SH Bieex fder
PEd & | SHPI AMHR 8! gl Ol FhdT & | IR 59
SG  §f W deT WAl g1 SHdl PR

\H=Id-application window a1 Document window i BIeT
BT 8 | Ud Bieex Al & T W fear S 2,

e @
- e
« (Parts of
| Windows)

1 Title
Bar- 3z
e fdei
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& S AT W BT 2| 399 A4S @ A iR SHe e
e BIs BIgd Gl © a9 IBT AH AT 98 Alhg & a1
81 guiar 81 g8 dF bR & fd<r (application window,
Document window Ta folder window) ® fewars <ar ©|
ersed dR P IR+l R oF ded Bl 7, o fdsr &
3MMHR &l ST HHaT B |

> Maximize Or Restore Button:- 5 dc-1 9§ dfdhy fdsr &1
PR APl I W ARHIH dS1 81 Sl | a1 S
g W ST AMHR WA Rfd # o "@ahd © | I8 92
pleey faer # 781 fewrs <t 21

» Minimize - 9 dc4 gr7 fasr Bi&Y 81 Sl 81 3mydr
SEHelT R A8 fewrg et | S9aT 99 eRp—aR R fewrs
°dT 8| Ife eRa AR # v 9 i o=a & a1 9 e
JMHR H AT ST & | T8 g7 Bloex fdel # &1 fog <y
2|

. Close - 7% =1 Rig 3t 42 e & waivr & o &1 W2
g8 Sfqgic fder 4 warr fear o <& 8 a1 fder smusd!
BIgd ¥d B D folv gudl & | AHRIa: Aftadee fae
9 99 ¥ 49 8l Bl ey |

fder afe maximum 3MeR ¥ 8 2 99 SUP AR H

gRad fbar o 9aar 8, g9a fou, 99 fdsr & &M

A9 o OIY, 1 A89 @l drag &) sfed foem

I |

s Control Box - I8 I dR & </l TR% & P |

gl 9u¥ fdsr & amer td Rufd & 9 &+ &
fawey 81 8 99 Move, Size, Close anfe |

s Scroll Bar :- dm=ga: dftadheE IR Sfagpic fdsr 4
Bhidd R B4 & | U ®hid &I T 9 X & [y,

TR Gleereherd Page 1

4

71

)

L

D



KANAK Computer Education, Multai- www.bcstkanak.in

T WO B HWR A A D forg B 8| Al S1er
i W T8 e 81 a9 sHdT WarT fFar Sar 81 wpia
IR ¥ ST d¥% R & e B8 B 8w fFae ax, e
P FRBAT ST Fhal B |

: Dialog Box:- 39 UsR & fder # Minimize, Maximize @1
gcq &I Bl 8| 39W AMId: Bls OGR! qgl 8kl B |
JMUPT ISP AR o1 BIaT & | o Quit T ST dfad
fSrad g8 ga™@r & Quit 81T @ A1 T8 | IT BIgd open &l
ST §fa S9H 3MUDI HBISdd BT A I TSl & |

s Text Box: - &lg &l
i = g1 Srer SldHr BT ®, o
fiex a1 SfRpic &1 9¥ | 39 PR P dold H el T8y
fhar I Aadr B, 97 U 9 ST T STel B Ridde )
AqHd B

s Check Box :-U& BIC dfad &1 & Sl Y& ¥ Sdral are] a1
(el = o] 9T @1 999 81 U@ IR fids a9 4
wa@%mﬁmﬁaﬂﬁﬁaﬁﬁm%

o Option Button: - I8 W1 & died & FAM
= BT ® WG U 999 ¥ Us & ey drel g @
|

+ Command Button: 59 f& 9 <3iiar 238

e || ey 29 & foIU wANT BIAT 8 | Uld 9 UR SHE
reyr forar 8iar 8 1 S Save a1 Ok anfe

w2 list Box - 39 Hefd SMar @ gdfuiRa =t et & |
2 Wpla X 9dd & | 9199 gRT Sfad fddey of &
2| ST Wi B gl

fder & wH= yanT 89 91 I

AR fscaher Page 17
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facis — fdad &1 AT Adad BT & Ud aR < (Left)
fdorep, fdsr ¥ T—aR fFad &1 FhT /R BAT & IR I
et | T B BT B |

Bleev— o Dos H SRINGEX] BT & BT &, 99 fder § hlesx
H Bl & Fufed fhar Sar g1 wiesk # fafdy wga o @
Fhd €| Hel aeie I Bieel g9 HY BIH fHar S I, IMy!
P FIRd dd W B Hbdl &l . . Wl ¥H
SreT Wl T B ¥, et Byt § | ) wald e
Bleek d1 % 9 8T 8, SHdT e rkd o B 3
BT 81 TP Bleel & 3eX 3R Wleex I9T Fhd 8| o Pl
HiesY §91d &, A1 SHET 1 SHD HH & JqHY BT A1y |

fdSr # ARIRYIG: Bioe} B 59 O¥8 9 ST oidl &

A=) IR ¥ ysRia Riarer o e
e 1.Gray (dimmed) command
Font S it R name - ¥ dR H §Ho [dd
i — | Trange I8 i feey | g [T H
Tyme S Y e U O © | 9% fddeu mafha
ronlemtt S B 2 3RId U g W B
ki SO fApes R fdad & W Ho AN
N, ] fshar <€l Bl €| Y IR H §Y
indetsfTabs... A—d famey g8 favw Refa # & wafsa
U B 2| SeEXV § S ddb ST
Style o T IMeoide Rycrae a1 far Sman
Defe Stes.., 4-a——IpSes 8 @9 d@ cut fAdey dre] T8
BT 2 |
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3.Ellipses (.....) - ¥ & §B fddey & | Ir—ufg fdg
SN O ', Ol I8 S9idl o, f& 9 $are a1 fdwew #
AP FB JR THPRI <1 2, Brad 98 fAdveu fbarda
g a1 59 Ay & fddd &1 & 9 ISP ST
die GordT & |

4.Check mark (V' ) - 99 & &9 A&y # WUse &1 s
ST AT 7, I9H1 3R BT ©, fb 98 fAwew =ne 2
IETE B o0 WHIF TR HeR s+ €l TS & A7 Jel I8
S fddcy & 9% AT ¥ Ual dodal & IT HAR dsd
3T AT &, a9 I fAdHey &1 9% "1 §< fHar o ¢ |

5. key combination :- %] IR & §B fdded B A PiEIS
& 9l B Hao| for@r gar 8 | Sadl Rd 8am g, fb S84
geAl & |IoF 9 g8 fdeeu drai=a s8R STERl cut
fameg & ams “Ctri+X” forar gar 21

Recycle Bin

Ragea a7 o o fder & fciic Y T BIgd AT Bioed &I
TR @] & | B RS Rivew a1 @R fder wvaneor A
Ife BIEd P aR Relle &) & 8, 99 39 el ff ¥ 9
qUH B AT S Hhal o | X P AE@YOl B TAdl |
fEefic &1 713 81, a9 9gd gRFa & Sl ot | afd st & 3
TR H PIg BIsd fSellc B & are W) IH a9d AT ST
ghar | 9 wIgd &Y arud oy ST 8, 98 ST RIF 31T
SHD HA BlesY H 3 STl B |

ReTgaa 99 P 1 B B R

> el R RaEdd 99 e w® o R fFae &
recycle bin @1 fdel Ga Wil & | IHH S WIsA IT Blos
Ul el fha 8 SHa g quis oI 2 |

AGE TieAher Page 19
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> 59 wigal &1 auw o g, S Ridde a | file A7 W
fdtd X, Restore fddey &1 fdadd aX | 1 g8 BIgel AT
ey J8l 9 Mdaay R SHE gefl 9Tl 2 |

> R wEa o Ml U ¥ g<HT &, S= Ridde &, file
A< & delete vy &1 fdad &x | RAgda 99 & |
Pl B WYl dae ¥ feFr 8 a9 fe wisd @
Rictae A1 o q1 file A=Y & empty recycle bin fd&ea @1
faeTd P |
Ud aR RAgdd @9 @ empty &9 & 916 BIgdl $I 9199 T8l
AT ST FHhT © |
TEN §15d H Hlesy gl
> This PC 3ifa@ia # a1 IR fdad o |
> HFYeR ¥ U gigd few@E ad 2| i vl v 4
Plee} ST & 1 SHd AR Bl &l IR fdeld A |
> A3 &1 < fdcdd HY & Y|
> New fadweu &1 fdcrd o3| dam I¥d e Folder 3IU
fdwen &1 faas a |
> HIcex P AW TIEY PN |
Ud U UG BIgd a1 hlesx Riclde ST
hlee & AUl BIgall I Riciae &= 8 af Ctrl+A 91 <4y |

Ife U Bieel H 10 BIZd © AR 2 § 10 & Bizd RHde
BT ©, 09 X BIgd DI fdoid dY Shift g7 <d 379 I8
gcq 9 Bled 8 T4 B3 Bl fdeid PN |

gfe e Bieey H 10 B © R U, UHdl, Aol Bisd
Rictde &1 | 81 1 TR Bigd &l fdedd o Ctrl 921 <9 3@
IE gc 9 BISd Y UrFdl TAT fSdl Bigd B foeid o |
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Wigel AT BlesY DUl AT I BT
> This PC fddeu ¥ Sl Bigdl A1 Bloex Ul AT 8, I
3T PR
> FIfSd BIgel AT Bleex Riciae & |
> Home 29 &I fdetd o

> Cut Aecy a1 fdad o | afe ®Za a1 wiesw & idl
&A1 81 A1 Copy fadweu @1 fdas o

> S8l 98 BISd of WM 8, S99 Hleex B ATUT B
> Home <9 &1 fddi® &Y |
> Paste d@cu @1 fdd o |
HIgd AT Bless fSelie ST
> Sl BISdl AT Bicex fSeilec BT &8 39 Riciae &

s Home 29 # delete fddeu & fFae &3 | fder <1 fApeu
goar & Ife e “Yes® dcq fdare fhar a1 a8 wiga
Resda 9 & e ol 81 afe smus “No” fhar a1 a8
wIgd feeile =181 &l & |

fdsr @& <oy (Tools)

o9 fder &1 ATRfeT Rvew &1 wu fear Ty a1, arr a1 S99
Fg Toq oiie o T 2 | R $7ger a1 eer &1 Evad
M 3R W TID | PR A | 3HA &I B8 [P ¥
Tafrd WavEg W It IR fIr A | g d™ Accessories

ST Program & fad@ey & &Y Wad © | S99 9 o] Suaer
g |

hHfesd Scandisk

T8 ey esfee & Wax@E § |99 SUreT WNT BT 8 S
T BRI TISISYh & ASHI, Blesy, BIsd &I WA+l <@ Hhd
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2 T $B B db GUR Wahd = | Scandisk ¥RMH A dW
HT T |

1. ) SREERAT B A=Al &, BIEd P JAMHR DI oE&dl & |
g8 gFftad o=ar 2, f& wEd @ 99 &9 & forv Fat 3
S Cluster foar 1 8, 98 yaiw & a1 8 |

2. I8 SRECHAT P GFET B FrEdr 8, e I8 udr gd
b IHH B FH Sub-Directory el HiHE A |

3. fbdl gdR @I Cross Linked Cluster am Lost Cluster &1
e & foIU Fat & Si=er & |

s T & W war 8¢ Cluster, @rell Cluster, @RME
Cluster @I <@, S+%! Rulé goidr 2 |

fS%p &1 W9 B B forg,
> This PC 3g&id fdeid &y
> 1 &% &1 FF1 8, I9 W right click 3 |
> Properties fad@wca &1 fdeid & |
> Tools fdden i fderd
> Error Checking # check e+ faddweu &1 fdaid &Y |

> Scandisk &1 SIGRT dfed fexars 2ar 21 o e w
) T B[ HRAT B I folde Y |

— I8 Type of Test fdded & T+ | ugen

U Res e Riw fier @ wiesk @
. | IS & B ERIfedl B @ |

> If¢ g1 fdded Through Fd
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g, a9 s @& wfda & N Sifg Hvm 98 98 HaeR T
Bigell o B foifbT W I@ar | 39 ufhar # BB 99
T T |
Wafews fdwen # Tafdl guRa @& @ gfdwmr & U8
Automatically Fixed Error fdded &I dre] oxa fohaifad &<
Hahd 2| Scandisk fa—dra # warT # A Az, R ge
fovr wdr Rufy # <& 21

fewp fehie

T WG @ 995 © | 6 31 Reanie a3 4 58 &

TS B T P F9I BH 8 ol & | e ssfsd & Ser &t
<T@ Pl A A9 B AHdl 2| I8 b 98d ol Bl & 39
ol EW Pl GO FHI T GHAT T FH Al] PYA - B Al

Character Map
[T — ) agd H SWES H AER0 @R D
B — L c A L B S

)
PR TEEREEE | ST s # SR 8§ | S R
”":”-""Z"‘,;"‘""_‘-’ P I & ey “Character Map “
SR R | BT ST R o &1 98 g
SEEE RSl 31 @RI § SUGE £ 39
T | g 7w @ R
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> Start ge7 &I facrd B |

> Character Map fd@eu @1 fdetd &% | Character Map @1
SN diad fe@rs <dr & | 399 S al IR Font @1 <A
BT 8, S9n shed wie Ricide &) 9ad 21 SS9 Al
g rT # A= dvaex Ud IRy dvaer 9 Wi B |

> S Rara a1 fR &1 gwEs | S 8 99 fdas
PN |

> g8 RyFrar “Character to copy” dfa # fe@rs <ar 2 |

> Copy ¢4 &I fdad X |

> 519 <aas 7 aifod Riara Semm 8, 981 R IRe oY |
Clip Board Viewer
fder oiffen Rien # U e ftedse &1 Ser g
ftadpe H DUl P Adhd o | I8 Jhayr &1 clip board &
FRUT USRI & | S A1 Trer fdel & fh W siftae # B
BT &, 98 SIel clip board ¥ ¥ & Uk & @ & Jerdy
g el Ul fasr # wRv: T8 fe@ar § | dfés o9 ¥R
AfADIT H RS &R ©, T4 I8 ST TR JAADeH § A7 Sl
2| S 41 STeT HIYl Hd @, clip board # W SreT &1 FAdha
H FIT STeT 3 ST & | oifds M9 clipboard viewer # WART
fsdl Srer &1 WS @ Jaha 2| fEdl Ser @1 clip board #
WA @ w9 ¥ ¥a W fHar S FHar 21 clip board &1 ST
<@ & foru clip board viewer T &1 WA fham Siar &1 9
ATl H B ferg
This PC 3Iaid W & dR fdad &% | 719 H7gex o fder ga

STl B | SHH $RYER § UG R f3ad @ e fowrs
<d ©

CEG-ARICoE T
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394 local hard disk (C ) X fdeid &, (WRIRUd: windows A
P Bicey ¥ TR H IBdl Ife TN SET H B, 99 99 W
P 3 IR faed a2 | )

> Windows ®Blcek @1 @ dR fdcid WR| T’ an
Piee el T ¢ | 1)

> System 32 9W & BeeX BT o IR frdd IR

> S9Y 9gddl WIgd Bl 8, I9A “Clipbar” 9/ & Wigd &l
3l IR fadd P | S BIsd Bl AMTPE 59 a¥s 9 AT
ST ® |

> 39 fdad®d d=1 & 915 clipboard viewer &1 ST dfd
o ST © | 399 Ife BIg STeT ugd didl far ma g, 79
qg SICT ST Sal 2| I $IS WIgel AT Blesx I Bl
frar &, q9 ST HYOT UrRT g ST 2

> ot @1 fsar gam Srer St clipboard # <% T &, 99
BId @ WU H 9d & B g file 7Y & save as fadey
Bl facTd Y| BIsa BT SOT A9 LY BN, 9 TR DI
WIga &1 extension I8 “CLP” 8T & |

> clipboard @ 3feX & Hedh BCH & oY TaaR & “X” g
&I s H |

User Account

fder 8.1 IR THISE ¥ A Jfaum 2, 39 Udh & Y W
3T AT WARTHAT 7T AT & AT HTH R Hdhd © | Terdy
fder # install fFd g diveR Wit & forg wamT 8 2, afdA
TARTHAT HRgeX dI AT AU &1 & AR R Aqhal © |
it 4 ®B warTEdl B ARF ewar & o1 wHd 8, I_AT BB
WAl P WA &HdaT <1 S 9dhdl & | Udd user &l Udh
yas fear ofmar & O 99 user & drdSd | dig Of AT

J

L
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| | Sl user 1Y WA &, S9dT A9 A< =re] 81 & qwri
Sar &) sfod M R fdad dR Ta 9E Uhds <RU @,
TARTHAT U e § Ol 9dhal © | I 7YX 9 Tdh o
user §T AT 7, @9 fder WY Y whE Swiar &) fdSr
Y H I & UPR B user g9 S Hahd © |

Administrator :- 391 U&R & JolR Pl 3 B eHar sl 2 |
I8 Sy @ faf= sSadR AT @1 9gd wahar ¢ | fadt
BISAUR B HRYeX H install FR FHaT 7, A7 fHAl sTSaaR &t
BT Wahdl © | 39 UPHR P user 74 ok Pl g1 Fhdl o, 20l
ISP TPR T R AT © |

Standard user :- 98 U& HERY ok BIAT &, Wil U9 &1 &
FFER fder & AT R HHpar g, dAfb gHa ewad A
BT B | IE Bl AT BSAIR AT AR fEelle T8 R |dar
2| MY UHh HYeY H (P ¥ 3Mfrd guest Yok 99T Hdhd ¢ |
UAS BT AT AW UG UrHaS I =fey |

fder # a1 gor g9 @ forg =1 ugEr &1 wE |
> Start 99 oI fdcdd d |

> PC Setting fadeu &1 fdad & | 389 “Account” [dweq
Pl fFeTE B/

Other account fd@wea &1 fdetd & |

Add an account fdwea &1 fdad & |

T UHSe & FaT e-mail TRT BN

ISP 918 Y Afdd DI STHPRI STel

> 9 UHSe & forv wier Ricae & |

Yok YHISC ¥ qqald Bl

feft TprSe @ faf=r aRemn & 9ga@ &= & forg

O 0 0 o
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> control panel fd@wea &1 fdard &
> user account and family safety &1 fdcid & |
> user account fAdea &1 faared & | sad 1 ey B |

Change an account :- fFl THEE &1 UHR 9H, THas Ife
geoq @ forv 39 fdde &1 wanT o omar €1 39 [Adey &t
ffed F1 @ 9 B 9 o H d8ad ST B, SHD folU
UBd & | 99 JoR & fdad s | 39w = fAgen ama &

1. Change the name :- ok &1 9 g & foy g9 fadeu
T HATT BIT © |

2. Create a password ;- ok & UTds o & foly 39 fddhey
HT VAT BIaT 2 | 39 fdde a9 & 91 sRod ude sy
PN, U9 dife U de R 9§ A TEU P | create
password ge- & fdeid Y |

3. Remove the password : f&#l goR &1 urwae gem & fog
39 fadey &1 AR B © |

a. Change the picture :- fdS1 & @1¢ 81 &, TF ok Bl
9 va U& fam R <ar 8, 39 o & 95 & forg 3w
fdheu @1 FANT BIAT €| SHH |/B BISI T TId &, A
STH 9 gfed wier g9 Wad o | a1 “browser for more
picture “ A&y @I ot H Hrgex # Hufed Al R
Hgd ®I Riclde R 9ad 2 |

s. Change the account type :- THIST &I THR d8dd Hdhd 2 |
dfh Ife a8 Tarse limited 9HR &1 & U9 S9H B &)
2 B, @9 39 administrator F8! 9T HHd B |

6. delete the account :- &l Tese & e & forw wamT
8IdT & | oifdbd M9 administrator TR &1 Tdrse &l fHer
Thd 2| et veg § § UIS o=t o1 w3 fhar smar 2,

TR GleasherT Page 27




KANAK Computer Education, Multai- www.bcstkanak.in

g9 deie H afe fast 4 o ¥9wm Al 2, a9 i e
administrator @ THSC | HRYSI BT ST U B Febel
2| Ife 39 PR B IJd<Se b fBer fear 9w a9 arE o
repaired HIgd &1 UTK Fol fHar o Haar & | afe fad
UHST DI SWheld R BIsd Wa g, a9 39 UhEe Pl fAeH
98 HIgal ¥l a% 8 9hdl 2| 39 ey o fdas &3 @
gre 98 o9 e <ar 8 9d S99 Usrse @ Bigd &l
T8 e 8, 99 “keep file” fddey & Rielae av | afe
Bl B 9 femr 8, a9 “delete files” &1 faweu Riciae
PN |
fasr @ 98 &
fder @ 98! e |9 & dg fhar o Aty e e
(Corrupt) @M@ 89 &1 98 §HET &l ©| I} &g dell
Sl & T9 BRI Al PR P dld WhATSED T Bl HAN
LY I | fder Bl g8 HA @ forg
> Start ge9 P fddd 9 |
> Shutdown ge+ &1 fFeTd &Y
> Shutdown &1 ST died fe@E <ar 2 |

> YR Pl §q PRAT AEd ©, dl B ¥ Shutdown g5 P
[EGERCY

> fder &1 98 8F & HB I AT B | A Y R TD
a2 oid Now To Safe To Turn Off Your Computer <3r
fe@rg <dr @ 99 ureR geq 49 Y| Y PR b HRYSR |
g8 Ay T8l feErs, Frer Hiy 9 8 W 2 |

fasi & TR 9eq &1 fddd B W) Jue = Qe e <9
g

TG Tieatsh el
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Shutdown :- 39 fadeu @1 fdasd F== 9 fds1 dyoia: 499 &
Sl B | fdST & 3feR aTe] Wl ifteTde, Wigel anfe T ¥ &
SITd 8, AT YR P BIed3R Al §€ B O 2 |

Sleep :- 39 Rerfd % Frger arg & Rerdl # w&ar € afdd
980 HH UTaR YA HRAT 2 | 54 YAFTHdT Dl D dls ge
<qreT B, a1 fier v & goi: =re] & oirem €1 g9 @ell g5 Wl
ffteraer, wiger anfe o & Rafd # et &, o9 Bl o) T
o |

Hibernate - g9 fddcuy &1 SUIRT F&ga: ofucld UHR &
FHRCY P foY BIAT &, SWhelU & foy T8l BIal & | SHDT SuINT
9 fhar Sar &, 59 AU 98d a9 ATl & foly gex yanT
TEI BT &, TAT S A F IHPI I A ATl o BRAT B |
39 faaeu 9 M fder o Wit ity 19 wigel guia: € &
ST & | 39 control panel @ power option & We f&ar Srar &

Restart :- afe fder # o 99=m I 2, I PY AU
Juse fFY 8, d9 39 DI AEITHAT Bl & | o9 Rerd ffmRfeT
fRied e 81 R R 4 WY F1q 81 Sl 8 | BT STANT A
B THRAT A1 |

U O Surel fder # &M &R

fder ST Rived # T & wumeT fds! Udh ARy | 9 2 |
aft gell fier @ W 99 o’ IR # fRwE <0 21 Il @
fder | gy fder W = =red € a1 o fder wr o =red @
S fdas oY | o e gud fder s < afe s <=
fdsr @1 Minimize fhar a1 R & ugell fdsr o M |

Alt+Tab ge9 ¥ W1 I8 S IR Fhd &1 oY I8 ded <aid &
RN ! wHE R e fder Well s9& eifus fewrE <d 7|
39 H sfod iftase R o 9ad 2 |

I fderd & vmRE
SEC-SNIESE T Page 29




KANAK Computer Education, Multai- www.bcstkanak.in

fiei # TR e &1 WA FER B Wi 9ead, Rielde v @
fore grar 2| <ifa wew & afft 99 g ANy s # wanr
gl 21 fder # 39 97 & ar fddd v 9w & Rafd
TR dd & | - & fi—=1 S8 R 39 9e9 @ B
fedr 2|

1. gfe This PC 3ifaeia aiar facie oxd 2, a9 sl f&wh
IR Ayl FYer W Aefdd Ay fewrE <ar 2

2. gfe fFY wIsad & JA¥eE W iy fFaed aH=d 8, d9
Ul Edit ® fAeen ol S99 anfe fewrs < €|

3. gfe e wieey # fhdll fier R @ fdeied a=a 8, @9
mud! g8 fi=ex Default (S it e @ fear o a9 A
fiier 9 @) 91 & o qn fiiex & geftd ey
fweu fawrs < &

4. gfe fra fder & cead IR W) @/ fFas wa g 9
AP fdeT PI §€, IHBT ATHR H dadd A Fafed Ay
fexarg <ar 2|

5. TSWHElU UR Pal 9T fddd &Rd B, 99 ISP Shed H
AT JIPE 991, S& IR HRAT, TAUUR gl 39
Hafrd #=g fe@E <d 2|

6. Ife ¥ele de W 91T fFadd HRd 8, d9 AMUS! e 9
B WG & wafta Ay fewrE < |

faer # AT 819 arel wddHe Key

7. =1 ed@e ' fdst 9e (9 9ed Ctrl 3R Altded &
9 # | 2| ) D AT WA B 2

ge Gan

fdsr geq Start #=g g% a1 ¢ & folq
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faer gc | System Properties ST dfdd &M &

+BREAK ferg.

fasr geq +D desktop T3 & forg

fder ge9 +M |4 fd=l @I Minimize @31 & forg

fasr gc | 941 minimized fdST @I restore &= & forg

+Shift+M

fder gea1 +E This PC da1] &1 & forg

fasr geq +F WIS AT Bleex Search v @ forv

fasr ge=1 +F1 fder @t help are] #371 & forg

fdsr 9e +R Run SRIGRT did dTc], d% & folg

gc PR

SHIFT+DELETE | Delete @1 WISal &1 recycle bin § 5 Sreid
BU Y wg WY ¥ fiem & for

F2 Eq‘c?me f&y JmadE P Rename & &

F3 BISel AT Bieer Search dXH & foIv.

ALT+ENTER gﬁm fy amuyew @1 properties <@ &

ALT+F4 a1 fder @1 98 B @ forw

ALT+SPACEBAR gmq fder & forv wcde #=y @I A B

ALT+TAB g fder 9 g fder # o & ferg

CTRL+ESC Start = <M AT M & foIv.

F10 A=Y gR Bl fohardia & & forg

TG qfedher Page 31
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F5 ;ﬁs‘r &1 Refresh &3 & forv

Online working

qIdE H 9ga¥ Bl SIS &l 8 X8 ©, aadd H o Wl
WEN 3fded IJ§8 IAFaed 7 od g1 9l mHdrgd
AfTBIE B BRIYUT ARIRVIG: Th FHE & Bl & | T #
JFATST Yomell H sfod WHeNI AFN Rl 8, MavId
SFPRI SM & 418, 39 SHEIRAl & AFarsd & verify
fbar Sirar 2 | afe BIE IFERT Tod & 99 98 SS9 BIH Bl /AT
A 8l BRal & | 9 STFIRYT Hal & a9 8 S BN B
AT urad fhar sirar 21 afe emavas € My STHar Y
A STl 8 | ATIST YOIl ® Sl SIHpIRGl @l JT & S
2 99 JaRYUd dOd ¥ TGl JAYd Bl Th IR g
g8 UIcd AMUd! AT A @ 9lse WX ol 2|
e e & = uefoai @ 96 grr o s
IHTEC U N ABISC H ¥ T Ahd © 39 [ddbedl dl &H
JMT W | Th IR FHl SHPIRAT S P 918 aAT JATaIID
YA SR S a8 AMHT AeAs BT 08 gof 81 S © |
AFemsT B WA & foru gwen Afpa sifFarse uica &1 &
YA HRAT ARV | AR YR 9RGR HI d991se d 3fd |
.gov.in ferar grar 2|

g BiH MRA & I9HIgS &I I UHR B B &, HY
JgSe H BIE Wl goR WY AEER Sad) Afhar 9ol ax
HHAT &, A TR TSR & ¥gs # e Pred gor @
SR STad Ufehdr guf R |dal © |

o wge 4 s gor & ufhar &R FHar B, 39 H FIUH
Yok Bl dgAISC gRT HAF T8 PN STABR IREY HIAT
TSl USdl & U dR e 811 & 918 I9 Ud User ID - @11
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U qds fAear & ID iR uags & 98rIdl | 98 I &l
gfehaT P FhaT & |

JAFATET Ul Bl |3 & iy 84 Passport & dq9ise &l
TEd 2| I8 URd WRPR P TP JAaYIH WSl & a9 Bl
gfhar < 39 URd H MUPT fAN= SIHeRAT ST § a9
T B MUB FB PIAE N FRAT BT B §HD fog wW
Passport & faWIT & 2ifdgpd 99 |ige U S |

www.passportindia.gov.in

> YD FIOR H
oo o [l SURID USH TEY WX
elmises e cmmm > YT TSN TRU A

2 e:® & THUS Wafid BlaT ®
——— R o
: e [T B |
_Jr— e > Ife A o9 AEe
e ———— W Uge AMoRes T8 fhar
2 @ 3Mudl JdueH fhd

R IRVRES HAT BT,

> ¢ goR d WRes & & forv g8 W “‘New user
Register Now” dc &I fdad o

> S9 s A R IUBT THT 99 U USRI BT @
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ammamémmmwm%

» Hogininr Now

Gattrg Staned

Pasaport Act and Suwe

FAGe

Lotate Passpon Sess Kants
Locate Camman Serves Corman

¥ ow Calcutatar

Appumtmant Avaabity Stans ==
Kraw yout Pobos Saasen

Oack Guicdes

Taaal Appartmant Opaning Time
atrucsoos Bocidet

AS ndia Natesck of Pammpon Services
Dowmiean o4 arme |
Armaes Afderts) ‘

Primt Agpicatan Fom

Unsetaiing as per GER 570 {E)

How e sccess ndormaten and jog ’

Cowvarva

User Registration

U1 Ragter tn spphy o'

| Pasapont Ofice

Giwen M S 48 Tresows

Seananm Ve 0 Deeerr

Dt uf Bets (DOMMYYYY)

t L e

Do you want yaor Logn i3
Wt same 23 Emal 7

Logh W
Povwword

Cantam Fuswwory”

| bt Quastion

Hiet Avmanr’

Enter Oraractens Displayed

CPV Deie e S o e sy 0 Dy——
* Py o cane e —
e e L Rt
hagps wor Dt Pamaswe Ofem
Narendew Kum ':""'.’,...5.‘.:'::. Sw - - —
12972018 o

L] L
EEITER TR ST T L »”
Beth Oy
Fnte

Gl‘r%"raﬁa‘»ﬁaéqaﬁ

U8l 9T | 3T PIF DA § e d AMbd d UruIe ol
IS HAT d18d & g8 Riclde dx 89 I8l W “Nagpur”
Rycrge &= @ & T 3(U 98RBT 9 ST Ihd &, Ife AMuD
wﬁmémﬂﬁ% a9 oifed! B8R &1 A Sl |

© . Tee - e W o e w——

W 19U §U T MaeTd SFHRI

mmmwéﬁawm

A B AR TAT UTHTS Sl T8
9 YW Y8 Urdds 3MUP 38T 1D

- S UNTS ¥ AT T

-

Y STHGIRAT ST & 918

“Reglster“ gc ﬁ faeT® Eb“\’l “Register” de+ fdetd & A
Ugel, STell 83 @RI vy 1 a o |

T TieeTonerT
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‘Register” fdcaid &1 @ 91 MU T A/ [0 o a8
forar garm & Ut IVRLTA B o1 3ua $He W 9ol TS ©
g8l W SR 99 Ufdede & |

T T BT W1 T 98 fmT 9 Wom T B | S U@ foid
fear 8T 8, o 9Rve: el 31 @ SR # uefRia B 2

> S foderd o, R 9 UruIe @t J9v1se gol ol © |

> I9H JMYHT e-mail id T &Y |

> AMUHT UHISE activate B &I Ha U BT © |

> SWRIGT HY RIB Td IR HIAT BIAT 7, 3Tl IR o ATqH]
1% email id @2 password ufdte HRET BT | 3@ gTHUE
® AeT B forw

> Login id @I urHds Slel

> TS B & dR & ®hiF UelRid &l 8 | gau fafa=
famey fearg Wi &, SRY 771 UTHUIE 99T ©, YR U
H HRE AT ®, IMfe |

> 4 UTEUE & 3Adeq @ forw “Apply for Fresh Passport *
fddea o1 faerd H |

> Ife 3MUP! HYOT FHH AFATST & HAT & aT

> Click here to fill the application form online fad@&ea &1
e P 3D 91q IHH INUBT YD Y BT ATH T2AqT
IEX HI M A PN

> I a1 grgUIE 99991 § o1 Fresh passport WR fdad &3
AT 3 fddhed UR e B S AU 98 Sfoal d1ey dl
debrel fddcy ®f Riclde &Y

Next ge-1 & fTe B3

> a1 U1 fRErg < S gEl ¥ e |El a9 ST
> §fY THBIRAT S @ 91 “next” g+ &I faard &Y |
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> S 91 T I DN AR Sl 8, 98 It
STHGTRAT el aeid 4 ST |

3T H MBI WA B & fol¢ FHeT Il & | BB Ja9Ise H
YD JATAEH Bl b Fax AT 1 8, SH FHIAPY I |

Applicast Home AboutUs »  Passport Offices »  (

> Deen mede apecationst In the Country ™ New Tathkas! SChwime Launched. For details pimase refes The Garets of Indie - G SR Y5(E) under Lutest News secton on the > ()

© Passpont Type

Applicant Details

Family Detais
Fust Name « Midete Rame
Presom Residentsl Address i S s e NARENDRA KUMAR ranporr dans ead e
= P LA D T | T
Surmame v - TIWARI
Identity CersficatePassport Detalls
.
Cnher Dotaim Gende s
Fomale
Pazsport Detaila VecSication Tramsgandar
Have you ever been knswn by other names . ®
Seff Declaration [ Yos ¥ No
Have you sver chienged your name? Yes * No
Date of Birth (DOMMYYYY) 120711978 —

Validty Required (For minors betwean 15 and 18 g
(aars) 10 Yours ' Ugto Age 18

In your Place of Bicth out of lndia 7 Yes * No

Place of Birth (VilageTunn/Chy) NAGPUR

State/UT Maharashira

Disteiet * Ministry of Exiernal Afairs
Marital Status Mamea

* B
Regitrason Natursization

AAFPHAFIZEII AT

Cltizenship of indis by *

a1 g, o

Credit/Debit Card: - 9% 3us U &l 6 &1 credit AT
debit BTS BT MATIP & | U8d ATM PTe 3R debit HTS 31T
T BIAT 27T | AAfde 3/ ATM &1 # debit &1S +f 81T 8 |
gaa ¥ 9 6 debit-cum-atm F1€ i B | I8 TP WiRed
IR FHfesd Rey, T “CVV” Her BT 2 |

Net Banking - 38 YR & YTaE & forg muar &l da #
THISE BET AMAYIH &, 9T IHH 3MMUAT net banking & ferg
e BFT AMEaTIP 2 | AT dfdhT H MuPT Ud userid T Th
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URIaS Aol & | S UNAaS &1 SUINT A &R & forg aral
=

E-wallet (51 Paytm, Phonepe) :- I8 fafi=1 sl suf=arl g
1S T, A gl © | S99 ARG BT A fhy S
2| U8 TP AR YUl &, oifh aga ot {Rfda =8 2|

BHIP - I8 Rd &R gRT faddHdid rar uomell & | g9a7
ST 91 exme @ fhar o1 AddT B | U8 SUd IR HTS
qeAT d YHrSe A ST BT & |

anfe

YA & oIy AR o §9 YR P $exwd fR@iE <ar @

g R ugfa @1 Ricide &

B 9e¥ Usdl Sfde Ud Bfee &1 & gRT YIdE &1 Homelt &
CicHl

O e BIS U1 SfAT FIe AT JTAT—INAT PUFAl D Bl I
g O AN bl ol s U salfe

I8 DUl BT AT 3MMTDH PBre ¥ HUX dI AR fiic s@r &
Sl PUAT BT Ble & S DUl bl Riclde P

9 Sfde B1E A1 Bfse FIE A A A BT Jiehdr AT Hd
£ 79 WAV 98 HTS &I 6% YBdl § I§ BIS & F48 D
FIS H HUR DI 3R 16 bl # Afdba siar &

> WG UBSl I§ Bl Pl Wel 3 Slel
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> I9& 915 98 Name of Card &€ & IR # Ygdl & S
DTS

— Win up to T1L - Pay using your debit/ credit card m ﬁ
= and set it an your default payment method by ticking the chackbox on the next page
Another payment method ‘% g E
Credit card ﬁ'
visa B B2 2. © > 9l
* Debit cara Q:IE' 'lqsl ga
Crosn s Ot - S fd emud
s @re H 3ifda
Choase an Option ? ag w
pa—— o ¥ & 918
at. ptanca e hat CW .

INATRIRYT BT Hig & WIS &I 3R fiic gar 8 Wi fh 3 a1 4
(i BT B APl ©

> 9 THGIRAT STe- & 916 <@ UHT IT UYHT 3Mfe 9e1 &l
ot

> AP Hle & F6%, TH 8 I aRG, Tad CVV Fav fha
BT Y AT gaT7 |

> T THGIRAT STe- & 918 3MYd! YD AEISd R Udh
9% Jorar & 9 OTP (one time password) &gl ST &

> I8 OPT R g8 <)X & forg & dfcers grar & e 98 e
MUY B UT BIAT ®

> AN FaR BT FEI TRID H TEY BN dAqT YN g Bl
fdcTs PN HB Bre | g8 AP TEIYH T Wt gudr @
veIed U Srel o S9a 9¢q &I fdaad

> d9HISC I8 98 db B I9HIgC W IS Ikl © o 39 H
R YA B ATYPT IHH WIS B BT Hae <ol ©

Net banking &RT T
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> 3MUHT AFHrec 79 9 # 8, 99 9¢ @l fore d & Ricide
BV

> Y AUD 96 P dedrse R o Sl 8

> T8 JATYPT ATYPT user-id T IIaS ST ysdl &

> UG 91¢ ATYHI Th OTP Wi 8T & 89 OTP §% &
Hrse TR TI8Y Y

> OK 94 & fdeid oY 3ud §& # | ¥7ae &1 ST § |

> I8 JoTell e YR & difd 39H Q1 IR uras AR
ST & |

> E-wallet gRT HrdT=

> 39 UHR P Ul H U QR code B©HIF WR wefdia g &,
3D TIE BIF B I DIS $ AN W, A &1 YA
o uTed 81 ST § | S9H JMad IMTSe Sred am Ok
ged ol e |

© To Narendra Publication
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Syllabus

PGDCA Semester -1

Paper 2 : PC Package

Unit 2

MS Word basics: introduction  to MS
Office(2013), features and area of uses, various
versions of MS Office and their requirement, working
with MS Word, menu and commands, ribbon, toolbar
and buttons, shortcut menu, Wizard and template,
creating a new document, different page views and
layouts, applying various text enhancement- font style,
text attributes, formatting latex and document: auto
format, paragraph and page formatting, line
spacing, margin, border and shading, tab and indents,
text editing using various features bullets, numbering,
working with style, printing and various print options,
working with header and footer, table: creating a
simple table, creating a table wusing table
menu, entering and editing text in a table

Unit-2

3T Udol
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HYeX ¥ I Udhol B I8 Hold: b H 8 arel 7w |
BT HH YR & Udbol g B ofid 2| 3iifhd Udhel &
FoTfic AfediR, TUAd A-uide difeddR sJIfe 3 &1 U
it Uaol & W1 AMFCdIR U9 # 9 8 8| 99 ATHeddR
® 41 ST &1 IS UG A | fbar o |aohar 8| aad- |
S 9l g9 Ud #ead Siifthal § @ig A1 Pig siffhw Udo &1
YT Bl Y81 8| U8 HUCIIR b O ¥ IS 8 & BN 39 U
Uebol el orar & | aad9 § Ms-Office, Lotus Office, Star Office
, Open Office I8 3 Udol 3iftls YAIRT &1 W8 & | SWIGd |l
hol ST ST HUAR 1 §41¢ B, oifbd 39 Hadl SYANT
3iffthd & &idr 2 | f) +f &fifhw dbwt & o g 3y 281 2|

Te YR

IS UNIOR Y8 Yeg ONIEd Ud YaEd bl B Hedl 8| I8 Uh
HIYCX . JAfCefbeA+ 8, il Sfewd A<l Bl CFY BRI, GIR BT,
HRAC S, TAGT GERAT Ud e a1 snfe & -ar 3|
Ugel ISl ds UNER Wifeddy 8l 9 O wordstar, word
perfect 31fe oifdh adA # I8 Ud 3iifh Ubs & Sfdiid STl
S B, 99 Ms-word (Ms-office U&si &1 fawr 8) Lotus Word
Pro (Louts SmartSuit Udor &1 f&war 81) 39 @41 # Ms-word I8
e 3fF YART 819 arer g YRR Y 7| 98 Wl U
® far fador B

1. Word wrapping - 39 gfdar # Udrtedl o cRe Crsd
HRAT & Ud TRe Az & 3id H Ugadl 8, a9 I8 YRE 39
W@y & g oigd # S Qdl 81 g9d fu waTedl @l
3T ¥ Gl A8 o ysdl 8| 3HH CRE CISU DY Bl
HR Aol U4 TEE 8 Sl & | o9 F97 gReq 99141 &I, a4
enter ! g9 I TSl o | T8 WY Udbol # <89 by
SRC P WY B A ) dF | A B oidl B |
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2.

7.

Editing - 98 URRR Yool § 9910 T SXdel # 3ma™l A
ggolld Ud YuR fdbar S |l ®, 91 $9H QR TSl
T8 fe@dhl 21 9w & fog amu U9 9§ @18 uF forarn g,
dorr g€ H 69 GuR B 8, 9 gRE Tl we) ge fawrs
Sl 2| olfded Hger H 9Y T SRIES § GuR fhar gan
3iferd ey 8 fiwe 8ier 8|

Text Formatting :- 9 fa9ivor & uyanrdhal U A dyof
CRT T 3fBd SRS BT IAHR, W, YBR e H I5ad
Udh fadeis | g Ahdl 8| 39 AR e H g1 g
& 99 fF g0, 3 uR=ed] & 99 F A s I 4
e b S ddbdl & | T 94l 98 9iieR 9ol H bullet wd
numbering & gfem sl 8, a9 1 & b gSH Bl
IS YRR @Y FeR QT B |

Find and replace :- 9 ¥R # 4yuf g&iay # & b
sfeod v Pl s fdold gRT Gioll S Hhdl & @il §v
W& B UF fddd g difdd T A qo7 O Al 2| 99
GwITaS] ¥ a8 gfaer 9gd #gwyol 8kl & |

Spell Check :- 98 YR # &910 T3 g¥dsl @1 da+l g4
AHRYT e fd O Webell 8, T S8 Ml | GERT Off
Hhdl B |

Printing :- §991Y T SIS &I ¥d B & 91 fda- Hl dR
ﬁezfmwm%lm@ﬁmﬁssﬁwuﬁﬁﬁ%m
Hohd B |

Mail Marge :- 39 9faem & U & U3 & Vs 9§ 3HfRd
el & A/ & 9 SIS B fUT HR Fdhd & |

gud AfaRad sy g€ drewR 9&s § word count, Cross-
reference, Page number Table of content gcife {fdemd 2 |

Ms-word
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T Ud 3iifha g8 Yol fasg # \e9 e wanT # e+ arel
ATEIIR & | I8 Yol AGHIATIC HUI ° 9411 8 | I Ul d8d
fpemell 3R AR B g9 UdSl b 3w A srguEn
(Application) &Td 2 |

1. IS8 Udh URneTell IE Haed (Word Processor) UHITH
T | 3UH 3MU ARV FRAIE 0F ¥ odd) 9yl fhae &
HHd 8| $UH CRE TSy HeAl, Gafoid wwen, fie &
anfe gl 2 |

2. RIS — 39 Udbol &I ofdl U7 3fTeld §11 8 SR
B & | S9H 3T ifes vy va anffe MRl smar |
B Ghd & | TAYH Udd # ral | A= uar | siide!
B AT HR IHd & |

3. UMERUTSE — J§ Yoiced 3ifteraded 8| g9d A= s,
S, WHICl, 3Teld, &< I JATarol T | Slel Yebd B |
39" QUSRI [dbedl BT AN PR HEYSR U I
IR g1 A B |

4. AICHP —FHHI GINT §—HSA AGH, U HY 8 Bl 6 |

5. (RIE — U8 HIUCIIR SICed Adofic & &rd 8q WA
ERIBSIGIES

ey Sffthd & §l 31Ul (Application) Uh ¥R 9 O[S &l
2| 98 Sl & @w g A= cou o b wfel e,
e HNde, Ash! Afe BT WY AT (Share) B & |

3iffthe Yt

FHgex ¥ Siifthd Joe g8 Herd: 3iffthd # 89 arel arw |
BT B HREX Yool R fHY S 2 | Sifhd Jaoot & 3far
HTEIR, TH-d H-oric AidedaR fe 3md 8 | U 3iffthd Uavol

)
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& 9T HITeIIR AU H S BId 8 | 99 HIUeduR & 1a Sel &l
eI UgT M 9 fhar o |adr 8| adaE § T 9l 99
Ud Hegd Sl | PBIg A7 PBIg by Ybol &I YANT 8 @I 8|
Y8 HUCIIR Uh GEN A IS B8M & DRV 59 U Ul B8l Grdl
g | gaq= # MS-Office, Lotus Office, Star Office , Open Office
Ig 3 Udbol 3Ifd UART B Y8 & | SURIGd aHl Udbol 31T
IS HUAl F §91¢ B, Afbs g9 Fadb1 SugnT 3iifhed F 8iar 2|
ffr f offfthe Yw & 1 g R 81 2 |

as Uk

g YO U8 Y UM E Ud YaHE B HIH BRIl B | I8 Uh
YR AMABAA &, Sl eod ARl Bl TTSU BRAL, YR BT,
B &, TAdRl GURAT Gd e &3 anfq &M &Rar 2|
USel Il de UNIER WifediR 8l 9 o9 WordStar, word
perfect 31fq =1 ada # a8 ga &iffd Yavw @ sidird el
ST 8, o MS-word (MS-office &l T fawdr 8) Lotus Word
Pro (Louts SmartSuite U@t &1 fawar g1 ) 39 91 § MS-word
Tg IS AP YA B ATl do YRR Yol B |

TH Ud 9%

TG ds d8d I8l ¥ HANG Udol @ [@@H D.T.P. @
gRur Sueer 2 |

TH U9 @S ¥ 3MY MUsR & & &) ddhd o

1y TR ST 95 G411

2 g3 TWIAS g9 O Hoige RUe ®u=1 & ArerEr Rare
anfe

3 WX fSOIgT & SwATdST g9 S B gger 3Nfe

4) ~goTeie} g1

5y Hel Hol YAl
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AT S 2013 ¥ YR U 91 AT &, 369 Y DI W8
g fo 8| s 29 # faff= fawey 81 R 29 R faes &=a
8, U fAdhey 9D g, A= caar, forear anfe # &4 2|
UAdH ¢4 & 3feY P [Adbey el e Rl # 9¢ B, S 2w
@l U 9 fear 8, ¥ Group ®&I Sidl 8| o Home 29 #
Clipboard, Font, Paragraph, Styles, Editing I8 U & | U&® qu
4 Up 99H & & fAddey 8, 39 fAdeul gR1 3 gAgE—as H
sfeed @M HR Idhd ol UATHE 39 2013 H Real Time
Formatting @ {faerm 8| 399 cave @ fafi=1 wwra <@ & fog
SY S B DI AJEAIRT 81 8, AfUg S e Bl Ryelae o
sfed yvEal & SHUR W AISH Wiger o &) oy | o gWia o
A3 WIgex 8N SEHI J9Td caRe UX fexarg <dr 8 | Sesvvl &
forg amud! B SR &1 hie 98T B, 79 99 cde &l fidide
B, Wi B G B fdedd N, JAT IAS Bie IR H9Y @rger
of B Y| UGS BIe &1 9919 Riede 5 gu cave R fewrs
ST B THOE-a€ & o9 GhNU F Touch & &rd &xd &

e |
Tq T IS Al X @ folg

= Start ge+ fFoid &V |

> Program fa&ed fdeid &Y
o> Microsoft Word 2013 fdded fdeid &x |

amusp! = wpie fewrg <l

U OWR @I 3R A=t 29 fRwE fRwrg <4 8, o awg §er
R QETdSl S8U &R+ & foly 8l 8| UPh dg—are] 811 drell
BId! digd fQws ol 8, S99 Wise} I HER HEl ol B, I8
SRE Pal ¢lgy 8FT 8, 98 T 8| 39 ®hiH WR 4 91T 81 8
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RabbCan £atb0r mect AGB| aamecee sosecn soman -
s B [thome |1t Mestngl Mesdng? Tk Skt Sl fmphas 7|

Decurmant] - Wend
s = e e ST
Copy A UM S B R = =2 et
Foena Purt vemny A-7{A- B=

Title Bar Ribbon

File Tab Quick  Access
Toolbar

% Tabs Group 1
|

Insertion Pomt

Status Bar

|

~
N0

Title bar - I8 A9 & TaU SUT AT H & R S

aruarT (Application) =@ <81 & dr @19 Wl ®ISd =ie] 8, I8
<% Whd o | TU7 gAY 3R SENRT d8 HYH, minimize &R 31fe
gc B |

Tab I8 B & HUI 91T H ST S &, I§ A=Y Pl N8 B
HT g | fdr ff 29 & e 1 9 99D SR & fAdhey fewrs
gd ©| g # Had: Home, Insert, Design, Page Layout,
References, Mailings, Review 3R View ¢d & | s 3ifaRkad
B & AFJAR AR N 29 @S <d 81 99 I U sifesige &l
Rretae fHar & @@ Format <9 Wa: & dle 81 | 39D 3R
3ifestae @l HIRAT B & ol fdded <ol oI 8|

Group — &3l 1 29 31 el T W IS 3R & Adey BIC
gcd, fore qrqm, ¢ dfaw e # fRwrd <d 21 U UaR &
fadey, ub A1 SR I 7, T &M &R H M 8kl 2 |
Uh YbR & fddhed Ush YU § YW@ B, IU1 S YU HI A D

R I ECE T | Fage 48
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A AT B BB YW D AW D A P Bl W QWS <d B,
Sl S9H SUdel Awedl vd SWe SRRt dfed B geifar B
Home <49 # Clipboard, Font, Alignment, Number, Style, Cells
3R Editing Ju 2| <9 3R YU & HYUl H&F &I Ribbon &8l
SITell 2|

HAR TS : I8 YSIC B & HU 4FT H & | s Wb, A1fSH
a9 fRwd B, 3R 9 WY & B & AR T B Ahd B |

THIA IR — 39 9R P XA BhIF Hl U A IT gRI—a
PH P fold BIAT B & UBR & Wl R & sRicd g
gfamet |

e Al —Jg Wi @ fge i # 2| s sk @) Refa
TAT XS BT Wed o fhdy U9 8, U 9 I Ul W B,
R # g anfe Rwrs <0 2, 9o &5 d9ed 8 21 T iR
zoom HT WR e B Fhd B |

Views :- 51 qc-1 &1 Ha™Idl 9 310 GKITAGT Bl 3T AT JHR
H GG H W@ Whd 2| 98 H U UBR B view SUAE B,
Print layout, Full screen reading, Web layout, outline layout,
Draft.

New

Take a eyl 8 :
tour ﬁ Eb'l'?j
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Y8 WY WP D U AT H G B H 8| o9 39 ded
fders wxad 8 @ faf= feen g 9 21 sOv wigd
Tafrd fAsed 8, o New, Open, Save, Print 3| s9#
Ugh BT B, Sl Wisel UHTH g8 A Usdl diell 8 B, Sdl
gufar 81 a9 S9 wigdl @ 9 Fdd e N W@d ddhd
BIgd g 9§ g8 i & oy, SR Bl 3R U QU &1 B,
frets PN |

THOH dS H g WIgel Sl

TH UE gs A Ol Wl TEY dXd ', 99 dAR GHAl B ST

(Document) F&T ST & | Y9 UH HIsal & 9 H Hafzd (Store)
fhar Siar &1 99 S@ Y 98 dle] B &, A9 Ydh Ay HIgd
Yol 8| 39 AR a1 Swhs a9 & ford fo fafg &
AT HR Ahd B |

> File menu fdefd & | |

> ‘New' fI&cq. &1 fdds & | = &1 S« dfed fa@rs
|

> 39 SN diad H g 3R SWA9 b YBR gAY 8, 9
contract, envelop 371fa

> Template dia # blank and recent fd&ed &1 facdd & |

o blank document fd@dcg @1 Il HY| IMUBI Uk w@lell
gyl fe@rg <, SUH MY €8y $R 9dhd & UH U9 g8
Y g&awl $ document<no> FH Al B, MU 39 dH
AT A < Hhd B |

4 8

3 %

3
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Home tab

-mmmm;ummmmm:wwsw

i"[jgz“‘ |Calibri Body) ~[11 -|A A" Aa- B T &8 N T,
Pm‘;:"m By -mxx A-%-A-B=== = 2-8- |
Clipboard [ Font "' Poragraph

Sgni
M Find -
[" AaBbcede AaBbCe AaBbCct AAB| assbect aasbeed: AaBbCC
¥ Normal

%4 Replace
| "NoSpac.. Headingl Heading2 Title Subtitie  Subtle Em.. Emphasis B Select~

taoa 1S
Qﬂwaézmdefaultéa% am‘aaaﬂﬁmwaé@‘raﬁé a9q
g <9 die] 38d1 & | I8 QAUH Je B A Ud TF <4 ©| 3
CRT H g3ld P U4 BIRAC B & [ddbed SUdsl 8| I9H
tira qu & “Clipboard, Font, Paragraph, Style vd Editing”

SR AT JfIGE B SHE TGl (Move)

forg |rer @1 T8 9gerH B, 99 Rielde &
Home ¢d &I fddid o |

Clipboard u #, Cut gc+1 @I fdeid & |
S8l SIel Gl 8 99 g fdes & |
gl U @& Paste e Pl et

caRe 1 difsolae &1 Afawy (Copy) ST

gfe 3y fHfl CaRe T 3Tl UST AT 31Tl 3B H QI asd
2| d9 S ¥y TIST BT &b 9oy S PBUT B Ghd 8| DI
v 99 U SWIdol H, 1 U SRIHol ¥ gAY S&iEol § Bl
B ADhd & | 3UD IAfRad gAY T (Application) & T @1l
PR Fhd o | 3ud ferd:

> for9 Srer &I HUl HIAT 8 I9 Rioide B |
> Home ¢q &I fFaa®d &Y |
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> Clipboard 7@
> GEl UR Tl

H, Copy dc+1 &l fdddd &N |
HIUT HAT B T8I R HEN W |

> 39 YU & Paste gcd I fdold & |

Office Clipboard

faer aifaefear Rvew # St srer S &xd &, 98 79 § R &
ST &, W1 S Y §18 § (HFYex dle] X84 1) TAN IIUANT H

|78 Paste All | [ Clear A1 |

Click.an item to paste:

@) O Ciick on the “Paste”
button. Copy the text or

=) package. In Ms-word you
can paste more than one
copied data in the docu...

) (oreview not avalabie]

ey faeraars @r

A4

W U PY Ghd 8| U9 U9 98 § Uh 9 D
HIY fHI T SIeT 3T W B FGhd o] TH
gs H Sl Srer U Hidl fhar 3, SHE@
Office Clipboard @ fd®ed & g9Iig il
| 39 @1 X1 @ feg“Clipboard” Iu & Wi
fdcts HY| Task pane # i SrEr HiUl
g, 98 <R IEr 81 99 pane H SR
3R QI 9cd 7| Paste all 39 de4 4
Hyof grer Uve 8 Widr & | clear all 9 3ty

ﬂ/mk

¥

foeerd & Wil sifsoiae g o 8, g iy faeudls § oo
81 &A1 & | RO sifeiae & IRe ST &, 9 [dadd &, 95 &

W ) fIeid &y,

Ud paste fddwed @I fdeies d¥| Clipboard #

I 24 3ifesiac V&d © |
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Font group

UH UY gs ¥ v Ao @1 9gd 9 gt 8| ROry s
WIS Bl MFD IR Fax 1 Fhd & | Bic Fooll gRI 3T
U TwiEAW @ Hfad el bl M, IMHR, [T dAT I
GRERAIT Folae & FER &R 9dhd 8| e Ao Bl ufhar
JER GO 9§ dre] Bl 81 39 fAfS oE 9§ O B 7,
BIEIE |l PR Fhd 2| UH UH g8 | TP 1Y U AT M vl
B GIIo BR Ghd o | i< 0 H 4 faden g 2|

Font :- 39 fadeu W 3MU 31eR &1 UHR d9d Ahd & | 399 fora
fder # wre & bR 7| S6 o g <l 81 99 Arial,

Times new roman 371 |

Size:- wﬁmﬁmw&ﬂzﬂwmm%lﬁvnﬁ

| TRy M R ghd B
O 13.5, 17 3fe |

Grow font :@ @Iiaad
eHT B BN H
3575 & JaT bd 8/
Shrink Font - 3%
R&ey & agfid ewe
T BV FH 8T &/
Clear Formatting: $v
A&y &F 2re & T4
I 82 a8 e
ST gade GHITG
‘Teraas @ wIglorT H
gl T 8/

Bold : 399 CR<T Bl
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HIeTS 98 Sl 2 |
ltalic : 3UY e fARY 3THR F 3rar 8

Text highlight colour : 39 fd®ey ¥ e & WY & T dad
ST 8| o [l AEayul <aRe Bl STl T W QT B, 99 39
e &1 T far Sirar 2

Font colour : Ta&Re &I T dqai- & iU 39 g &l JanrT fdbar
ST B |

BIE YU & BIC W F BT SN dfa @i 96 ¢ |
g4 o foiRaa fasen 7|

Font :- 59 fAded ¥ 3T 38R BT FHR d5of Hbhd & | SHH fora-
fder # o€ & FBR 3| Sb g fRw@rE < ©| S<IL Arial,

Times new roman 37 |

Size:- 39 fAPcy W MY ST FT BN g5l Ihd & | 3Ny U
T AN DR Reide HR G & 3] Y 8y Hl B Fobd
21 O 135, 17 anfe |

Font style:- 39 fA®ey # sl @ fAfd= wigd < 9&d 8 o9
Bold, Itallic 3nfe | w=ud: I8 Normal FhR # 8idr 8 |

9 fadey # A9 UpR & HIoH B TP o |
Normal:- I8 IR YHR B AT & |
Bold:- 399 TRe &I HICTS 9 ol & |
ltalic:- 369 TaRe fave IMHR # 31T 7 |

Bold italic:- wwW 2ve @1 FilcTs §& Girdl & aoT fave sV §
ot girar 8/

Underline:- 39 f[ddcd 9 eRe & A= R A Waifed
P Fhd Bl

Single underline :- I8 T&d Y@ifdd a6 2 |
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Word only underline:- 3991 1% et &1 Y@ifdad 8 2 |

Double underline:- S99 eRe &1 T oigd gRT ¥@ifdba fbar
ST ® |

Color:- 39 fddeu 9§ MU TRE &I W 95 Hhd 8 |

Strike through & Double strike through:- I8 fd%ey afe g
DI TG I Bbicl g3 AWM & oAfba 98 oeq Ued 9l &+
a3y 9 IUART H AT 2|

Double strike through==

Superscript- afd aMUHI DI UL JMR @& H [3T BIN
gifed dr 39 fAded &1 ITANT BN |

o 2™ 39H nd U8 gURRsFE HaIoH # B |
3a1. Superscript- 78 T wRitor R |

Subscript- afd 3BT BIS e IR WG I el 1 81 & al
39 e &1 T | o H,O ¥ 2 38 waRhe
Ao # B
3a1. Subscript:- T8 g TG B |

Shadow, Engrave, Outline, Emboss:- g9 fdsweu  amu fafy=
MBHYH UHR DI BIRACT B Ghd o | oidbd I8 b g
CRe & fordl SUdRT # 181 7T B |

ge7Shadowed :- 78 21 I AN |
Engrave :- 98 T4 ¥& GG B |
Outline - ¥¥ sTocag v "awT &/
Emboss ;- I8 TR ¥ HAH 2 |
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Small Cap - 39 fddeu ¥ Wl 3eR diucd H d9d W B |
R Ol 3ER Wl &9 H eleU fby & Sl 3MHR BT &l
g

geZsmall caps:- THIS IS SMALL CAP FORMAT

All cap:- 59 fdey ¥ ) 3R dfice § sga od 2|
3l All cap:- THIS IS ALL CAP FORMAT

Hidden:- 39 f@eq § Tave aged & oirdl & |

Scale:- 39 fA®Hcd &1 ITANT TRE &I dieTs (width) HF AT ST1E]
B B foIU BT 8| GRINUG: SqRe &) ol I8 100% Bl 2|
e 3y 39 H¥ W o SRe fige S| &R afe 100% 9
ST <7 Al SRe Bl SITeAT |

3T, 50%:- T 50% e 7 T ¢
200%:- s 200%%6 I<bd bl EHATsTH

= |

Spacing:- 34 f®cd ¥ 31U Udh v P e & 4 Bl QU
ffad & ¥ad 8 |

SalExpand:- 98 2 UTST UFHUTS HITA % |
Condensed:- I8 1 UEC drod GG & |

-39 fAwey W 3y gy o7 Refa Sus IR Y 9 e o)
Thd = |

lowered:- yg IR @1 ¥ 3 Uise A BT AT |
Raised;-ﬂgm%@Tﬁ3WWWW§|

Animation:- 9 fd®cd & MU & HI AT AT Bl 3T
Animation § Udd B, oifbd a8 Animation 3mud e § 8!
MU | g8 % MUl BhiF UR 8 faw |
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A% 9
Paragraph Options
Wg%aé # o Ente&?ﬁggﬁ %@%%W
?&% (Parameter) -
%ﬂ AI%qn tab Ng% % ‘F@
§ 39 3 %r!é Iﬁ I
' PR g SERSE :
| AERUT: §8 qwidy H m

\!1'1 &7 HHH
& d9 U8 1 owddy] 94919 & Ugel %{

Paragraph E|&| g ?]_5" Eﬁmalal [ %,
Indents and Spacing | Line and Page Breaks | _ : BT ?wﬁ
Genordl $HY
PV~ SEARSIER IR
';@w"aa'“ = o o
Indentation
Left: »0" s 5900& ‘ By: ﬂv
é“* m:" : (ors) 5 % %77 g g9 W%
Mirror 3
i Hom B Pgragrap /
Before: op 2 Line spacing: at: \%?f)
After: op 2 ‘Muttiple vl 115 2 357- E—}\
£ 0on't acd space batwesn piragraph of the séme styla “I dent an%?paci g’/’%é‘;
E s fdou g/ '
Alignment:- 39 fd®eg ¥
tsvse D risnss *aittense “ailrnsetorisventarisvie ‘o risesn Surionse “ni trnse e a)AI. G:IFFT m
| || @® W Alignment <
Cinee | ot [ o< B[ cwot | hd = o9 left, right,

Center and justify @8
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Justify:- 39 fdded | 3z A & ST TRE aXeR Uh diH
H Bl B |

IQ. TB OB IASTHE
A H B W Bl 9Hd: 99
e & farg g@nT faar o
=

left:- 39 fAdHeT I e & HeR - IRE I U U § 81 3 |

IQ1. I8 91V TR% IIATSTHS
FAGT # & | 9 I8 Ud
g @ g0 b foIg wnT 4
3MAT & | O G JAR ST
P :

-

Center:- fdded 9 arfzee |qs < A1 @& ied I 21 3R
SIFI TR% A U | herdl & |

Tl Y8 e WeX Ifeflgie

UG ¥ 8| 98 I8 HhIolA

I BT ST 7 & ford B
B |

Right :- fd®ed & 3Jee & A< W8 SR TG D Ao & (D
A # a1l 7|

| # © [§gaa: I8 fddeu
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faeIy RS e § SUANT H
31T B |

Indention :- AT HF IGBE I I IR TRE W 3fER Bl AR
&1 B Al 39 Adey &1 f@RT B | gHd ERT 3T IAq Bl
g I SR R 3fed AR 9§ IfeY AT 18R IR WHd ol 39
fdwey # 3y Special Sufddey ¥ Ugell Ufdd P 3G AT 9187 BN
dhd & | Sud ol First line fadded &1 ga=1 s8R | 399 fauia
Hanging fa@ed &1 T &N |

TSl I 1 Ulse ¥ 3SR fHar war e HANH 7|

Spacing : wﬁwmgﬁ@a@aﬁfgﬂ%mﬁzzﬁéﬁ
@ 3R Bl 991 obd & | G W D Jeve A 0 AR By

8 o Before fA®cy &1 IUGHT. &Y a1 A1d & e A X
faf¥ga w¥T 81 dI, After fAdbed &1 IUART PN |
urge 3

TGl T8 12 Uise A After fHar
GG B | }

12

Line spacing:- 39 fddey & a1y iz & ufdadi 4 4 @ g0
T R G&d o | Ufdd B 9 P g IS T| b MHR F R
g | AHRIG: Ufdedl § Ud I ol QR B B |

Single :- 39 fd&ed # g1 Ufdedl @ 4= @1 U Ius U= (Font)
& IMMHR B BT B |

1.5 lines :- 39 fRAdey 4 < dfdayi @& 9 & O SH9d o<
(Font) & 3MMHR A <& T[AT Bl & |

Double :- 39 fadseq # <1 ufdadi & da &1 g3 IHa T (Font)
@ 3MPHR W ST AT Bl 2 |

TG qlfedher Page G0
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At least- I8 fA%eT ¥ TH T g€ T < 7S WRIAT TAT TUhdl
TS WRHT H O &H 8RN S o |

Exactly - fdbey & <1 dfdqdi & 4= @ @ a ¥ Q3
SRe—dla §  Ghd 8, 14 Uise g

Multiple:- 39 fd@weu ¥ MU U 9§ SURT O 433 T[AT Ufdd &)
R gl 9H5d & |

eHRC T ITsorge Rictae BT (Select)
ge & 39 Gl fYeiae o @ U o & ey fear 2

Home <4 & Editing U ¥ select gc-1 &I fadeid 3| 394 foA
e 2 |

Select all - 39 fAwey & fadeid & @ T&ES &1 GYUf SRe,
difeside Rielde 81 W & |

Select object : g9 fAded &l fdeld Hv1 § Wigey FHIRX a1
e B Ryerge by o 9dd &1 dfe T I 3ffesd 3ifeiae
Riclde HAT 8, I9 39 WigeX ® SUR & Jifeolde & HUR A A
@ 3ifeoide & iId ddb drag By |

Select Text with similar formatting: 39 fd®en ¥ 9 cRe W)

JMUHT WIger &, SUD GAF HIRHE ardd 941 e Riolde 81 oid
=

Insert Tab

U8 T UH 98 &1 QUN F9X @I ¢d B, 39 ¢4 b1 SYINT SwIdol
sifestde, <ae, Ul 3Nfe STe- @ foIg 8T 81 g9 9 § 7 YU B
94 “Page, Table, lllustrations, links, Header & Footer, Text
3k Symbols 71 & |

TCR TfeereherT Page &1
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- HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW

Beowbor Fl Q@ @ Bl o) @& '21.'.;;. 1 ypre

) Blank Page ™ Bookmark
Table Pictures Online Shapes SmartArt Chant Sceemhot Appsfor  Onlin
= Page Break v Pictures  ~ Office~  Video () Cross-reference
Pages Tables ustrations Apps Media Links

ik =] eline =TT Equation
e o e R P E 4 ARo
%oae&nme € Symbol -
Comment Header Footer Page Tet Quick WordArt Drop
~  + Number- Box~ Parts~ Cap~ [JObject
Comments Header & Footer Text Symbols

Table
aﬁaﬁmaﬁﬁmﬁé‘dzﬁm

Insert Table | STCT & ¥l & WU W W WHhd o |

o o o [ [ aa?ﬁ IE 95 q¥%bel B 8| cd 9
LOOO000000 seq gy a1 am € o wifes

0000000000 _
00000000 BT 139 ER 9 T 9 |

(0] d
O0O00000000| 3@ ¢&e @91 8 8, 99 a8 ®ieH
O000000000 @ &R S 81 ddH UHaed a8 ©
LOO0O0000000]| 2sda e gRT I8 &M T 3
OO0O000O0000| o= asa 2| vaedg oS § 29a 99T
3| Insert Table... IR IHH HH FHAT g 8 AN
4 DrawTable 8| 9 Bl UAd dfad Udh 3T
'E, Excel Spreadsheet AT B a W % T ?‘H{’ Eﬁf
| de Tables v | 3T BRAT PN Hhd & TATH de

H§ 39 WSl <cde] W 3T 3T
eSS B BieTH B Giflcdd cdel I I g1 Ghd & | VAT de H
I §Y <del Bl M W wAoId fhar S \dhdar B, MER A
geofg fbar S H&ar B, % # uRafdd fhar S ddar & den
FB Gl I o Y @ ST el 2 |

TGS qlecehe Fage €2
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Tl BicH @I ISl Th FH 31T & | 9@ aiad H diatd
o dierg el | afe g9 Auto fadded &1 warT fdar & a9
dicH @ AEE I§ UGl & IMHR Td DicH @ H&l |
ferifRa 8l 21

2.Auto Fit to content : afe 59 fAsea &1 YA fHar 8, 9
DT B drels IHT STl T SRS P IR TR I Bl 8|

3.Auto Fit to window :- 39 f®eu & 29 @ gl AIeg I8
UGl & 3MTHR P Bl B |

Remember dimension for new table :- af< g =& dfad &I drc]
WG 8, 99 M B <qel § Al 39 a4l & GHM Bl TG A DI
AT 3Tl B |

|1 gREml &1 ¥ S & d91q Ok 92 Bl factd @Y |

Design Tab

39 ¢g ¥ M gu B8Id 2| 1. Table style option 2. Table Styles
3R 3. Border A

Table Style

[¥] Header Row [V First Column (=== [H====
[ TotslRow  [] Last Column ’K?EE \mooos =====
L C OO L= =

[¥] Banded Rows || Banded Columns

Table Style Options
&, — — -
—| Shading  Border Border

Borders e EEs]

U ¥ cql & AWM= FIIo U I 8 | <ol g9 & d1] 31U
g9 fAded & ¢9d & & & fded gr1 HaiRia &R 96d & | &8
Ao gR | gy S 8, de1 3 HIIeH ¢@H & for g9 U
& W &l fdoid H | I8 real time formatting fa@eg 8, 1rfa g

AR fscaher Page €4
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fhdl Ao TR A% Wigex Y9d &, dd 39 UG &l axdidal &

el R <@ W = | O HAH bl dF &Yl 8, I fdedsd

PN | 39 IfARET MY 3T dal HAOIH Pl ITSA a1 B & |

39 HAIOH 998 @ di9] § shading 3R Border @ g2 2|

AfST g4 9 T 9 &1 FT 98 Ghd & | border fddeq |

AT Bl ISCAST daal Adhd & | oid border fdwey &1 fdeid

B B, d9 A= G BT A A 7, 9 H ¥ sfed Ridde

DN |

Draw Border
mecqmiﬁmwaﬁmaﬂﬁzﬁﬁm

mﬁ?ﬁaqﬁm%DrawtabIewzﬁéaa g &

insert table & STel 1Y ¢¥al WX I8 fAdded ol 8l 8ld

i fawea 8

> Line Style : 39 fd®%cd &1 W Cdal & dre} &l g
wWigd ggo @ fory 8lal 8| 39 fddd 1 R A= yaR
ATl @ g oMl B, 9 3fBd wimd &1 Rielde R |
ﬁ?ﬂ%ﬁwsﬁ, S9c1 g, Sics digd 3fe UbR TR

=

> Line weight :- 39 A&y ¥ ISk @I g9 &1 Ay i¥aa
B HPhd 2 |

> Pen%olor:-gﬂﬁmﬁéaﬂﬁwmi*ﬂf?@aﬁm
Oildl & |

1.Draw Table :- 39 fad®ca &1 YA 91T 9l &4 T U
Cgd & 3iE QAN cdel g9 & fofg BIdT B |

2 .Eraser :- 39 fAd®ed &7 YINT Tda &) Dig s (AeM &
f3rg Brar 1 o4 39 Aoy R fdeid &d 2, dd Vo &

9R feiep BV |

Layout Tab
TG qledAher Fage G5
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39 ¢9 ¥ 6 YU &, “Table, Row and Columns, Merge, Cell size,
Alignment 3iR Data & |

-mmmvwsummmmmmwm

N E FREEEEEREESE E

Sdoa View Properties Draw Eraser Odu Insert Insert Insert Merge Split Split  AutoFit
Gndiines Table Above Left Right Cells Cells Table =
Table Oraw Rows & Columns 0 Merge
DESIGN  LAYOUT Sigr
) Height: (018" | B Distribute Rows Egg Az @ Al :“""'"""’M
— Convert to Text
T
Gewidt (306" :| EH Distribute Columns EQEM':MM.C:" Sort f Formula
Cell Size i Alignment Data

Table group

g8 39 <9 B Ul YU B FEBI YA Ol D fAf~ B
Ricide & @& g BIdr 8| g9 9R fdbed B |

1.Select cell : 39 Aoy & 5 Ve W HUX B, I8 I
Rctae 8 STTar g | 99 39 A1e9 9 4T Jo Riclae B ddhd
=

2.Select Column : 39 fdseu &1 YINTUS O Uh HicH &
il 91 Rietde a1 & forg 8iar 8 1 afe e 4 31f9a PiaH
Rreide BT 8, A4 shift &1 g€ &1 IANT BN |

3.Select Row :- 39 fd%ed &I YART Uk AR Udh A & GHl
Ul Rietlde 1 & fory 8iar 81 afe uh ¥ sifdd I Rielde
HIAT B, A9 shift B g9 &1 GART BN |
4. Select Table : g9 fA@eq &1 yanT |Yof 2de Relde & &
forg grar B
view grid line :- 39 fd%cd &1 WART <da1 U9 Ul &l 33Tz
<@y @ forg Brar 81 I8 fAdey oot uanT # amar 8 o9 fae
29 B dIeX IT IITeAlsal A8l W@ ol 81 I8 Mgy e
ThIF UR 918 ol &, e # F181 ol 81

CEC- I EE T Fage 6
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Properties : 39 fd®ed &1 WART cda @I fafa= el Af¥aa
B P forg BT B 39 fAdey & fFdd &9 & 491g table
properties SIS dfdd fewrg qar 81 g8 A+ fQde &

Table : 39 fA®cy # MU UG & IFFAR <dal o Refd de &
& & | 39 fAden # <9at 991 & qg A # |1, a1 <Y A F &
qT Ul & 99 | 8 98 f¥ad &% 9ad 8 | <dd @ 49 H CiRe
&l W ®, I8 text wrapping fdwmed & e &R Had B |

Row :- 39 fddey 9 1 31 Sais fAf¥ad o) Uad 2 |
Column : - 59 fd®cg I BicH @1 Arels WS HY Ghd o |

cell ;- 39 Ay | Vol &1 IMHR Td A H cRe &l Rerfa
fAf¥ad &R wad & | 39 ST dfad & A & AR UH option
ged B gy 9a ¥ SRe ) "o U &Y Hdhd 81 SUH Q1
famey B |

Wrap Text :- af2 g8 fAddeu &) @i} &d 8, d9 €8y fHar 11
B |

Fit Text :- AT 39 fAFHed BT oe] WAd 8, T4 TRe @I B BT
R I H GERIRTG Har B |

Alignment Group

9 YU B YA TaRe @ del # Refy fAf¥aad s @ fag g
2| 399 9 BIC! g 8, O SaRe &1 alignment S fhar S
g

Top left button: g% | Top center button: |  Top right button:
gc 9 T U & | 39 9 9 R 39 §29 ¥ TRC
gd @Y ¥ Ud S| center aligned 8T | A & ]IV U ¥
B 99 A o] BlT| 8 Ud HUWR D A6 W | Td FW D dAo( A
2| dTe] BIdT B | oTe] BICT B |
TR Giedsher Page 67
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: . . Middle right
Middle first button: Middle center button: =& e 9

39 d¢d ¥ << | button: 39 s ¥ G«
@a$@@w@ﬁm%$m;“ﬁﬁ$?§
e BT & ud ol | ok @R e Rt | 290 %

Bdadicemtl | BdmAced | o0 o0

Bottom left button:
39 d9cd ¥ cac| Bottom center Bottom right
9 @& 49U 9 9| button: 39 s¢9 ¥ | button: 39 g9 9

de BT & Ud ol | CaRT center aligned | TaRT A & QMY
& A" P gre] H| BT & U9 A d | A" ¥ Td A B
SIS 8Idl B | 3R G dre BIdT 81 | 3R Y =Te] 8IdT B |
Text Direction:- ¥el # Wig W ¢R< <TISU HNd &, 98 §U § alU
aﬁ@vz@@m%m@aﬁa\tﬂs‘wmw%%m
ﬁmmﬁlﬁmmﬁmaﬁf&mm%aﬂw
fdhed &1 YIRT BT 8| 36 ded WX YD (dodd U CRe Bl
&9 gl B

Cell margin :- 39 ¢4 9 Ud & 3G cave & Ao F¥ad &l
STl 81 39 faddd &1 UR Table option &1 SRR dfd few@rs
<dr 8, 99 # sfod A1fo| e v |

Data Group
39 U & = fAdded 7|

Sort ;- 99 STIET B AT F HHIE (Sort) HR HhHd & | o4
THYE ds # fhdr Wl Sad & SIEl &l Hidg B B, d9 Sud
3} & W B & "ch WY Bl YAaRerd (Rearrange) &1
S 2| UHeE 9 4 39 fafa= srgesel @1 Wl mHes dR 9
2| CHC IT Cq Bl HHEE B D 10

> Layout 3§ @I fdeid & |
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> Dataqu & Sort fddeq &I fdeid oV |
> 3UBI sort BT SIANT died fe@re <dr 2 |
> UH b dR8 | SIEl P HHdg HRAT 8, I8 9T ISl |

den fbe %H 9 AT 8 I8 “Ascending” AT “Descending”
g9 gcAl 9 U R Ghd 8| Ok 949 &l fdeid |

Repeat header Row :- 3MU&! BIERIH @ <! @l fiie &= &,
fSraH S A4, uar iR faf=1 fAwdi & A1 8| b 99
@ 8f$T o9 NAME, ADDRESS, PHY anfe, off 9ad a3 & H
gl Ul R % AT 3T | 39 WHRT & & @ ford 89 Row
at repeated at to f&e &1 yanT &Rd B | foras gafa A 88 U
R SO HAT § 3f1ar 2| g9a forg

S 3 IS Uol H GaY HUR I1a’ 99 TR U I |

> Layoutcd &I fdeia @ | |
> Data 90 & Repeat header row @I fdefes HX | 3@ Ugell
e o 9 TS UN H HUR Pl R 37T B |

Convert to text :- ¢dal @ CaRe Pl G running cave # uRafid
B B folv 39 f[dbey &1 YANT BIaT & | o9 <dd &1 cae axa
SRe H gRafdd &1 8, 89 WX HuR W, Il 39 fddbcd &l
fdetes @ | Convert table to text &1 SI@NT dfa few@E <ar 8|
SUH TP ol B CRe Dl Bl a8 uvel cae | uRafdd &
8, Su® fddey 8| afe Paragraph f@dey R faeid &va 8, dd
UAd T B Sl b dlsdﬁmé?m@iﬁam@a
G A B AlZA H Al & | Al tab Aded W faed #d &, 79
U A P ST Uh Al H AT &, 9 U T & I & 4 H
Uh 29 D! WY 3IMeH B |

IfE running TRE @I <l H URafidd &=A1 8, 9

> insert 2§ &l fdcid & |
> Table JU 924 & WA &I facts @ |

CEC- I EE T Fage €9
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=)
=)

>

convert text to table fdded @I fdeid &Y |

TRT g PiH & ST ¥ fRerg < | Rraw Sve 4
®HIa A 3R DictH 891 & I8 9y |

g e fbg 9 e fhar 8 98 Text separated to fadswmeu

4 qag, el afe 1, 2, 34 39 a8 9 <rer fear 8 d9
text separated to # Comma fd&ed @1 dre] &N |

Formula

UHUY g8 H 3T 9¥el I TR B 9dhd 8, WY ST 3idT bl
SIS, AT 9] Uh 3 &I Gile 3Nfe | 39 feru

>

O 0o

Layout 2§ &1 fadcid &Y |

Data 7u & formula fd®ea @1 faded oY |

Formula &1 SR dfdd /3e@rg < |
formula st # sfewd T ey &Y | afe TR &1 BIRAC
geor &, @ 39 number format # & Rierde &% | function
g ¥ 319 3Fed haRH SId 9ad @ |

Ok gc+1 &1 T &V |
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Syllabus
DCA Semester -1
Paper 2 : PC Package

Unit 3
Advanced feature of MS Word- spell check,
thesaurus, find and replace, files, autotext, symbol
ect. working with columns, tab and indent, margin
and space management in document, page, column
and section break, adding references, using
Footnote and endnote, creating automatic table of
content, |
Graphics: importing graphics, clipart, inserting
picture, using clipart, shapes and smart art in
documents, using drawing features,  drawing
objects, text in drawing, taking and inserting
screenshot in document, using word art and drop
cap feature in document
mail merge in MS Word, mail merge
concept, envelope and mailing labels, Importing
and exporting to and from various format

TG qledher Fage 71
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Unit-3

gwad H Hyperlink Sre=m

BAWR

Insert Hypellm 21 x] %-25

Text to dsplay: fthis is use shifted one releated file . ScreenTig... ' TE
Type the filz or Web page name:

|0:\BOOK\ms0.doc |a?5c'

Orubctftmlst: Browse for: q

File.,. l

) Recent §

Oris webPage... | I'Eaalfl.

b .

ol H

‘u,“n"_" ; g\MyDocmxeir;s}‘:cISUMBASICdoc | En l }T?ﬂ"T

gl

STal

oK Carcel | IS

WIS TR ST © |

> ST SRe a1 Sifeige BT BAWRfeld o =T 8 S Rielde

PN |

> Insert 29 &1 fdeTd N |

> Links U @ Hyperlink fd@ea &1 fdas &% | R smuar

IR IS JIDE oS < & |

» Existing file or web page:- 98 fddey sRIWRfcd BT 1A
BIgdl IT d9US A SirsdTl & |

» Place in this document:- 39 fdwcy ¥ swRfed B I

SIS W SIe 9Phd B |

s gfeahas Page 72
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» Create new document :- 39 fddcd ¥ sWRfE B T4
AT F STl Ghd 8, o 3nfl dab 7181 91 § | 39 fAdpoy
BT SEIHTT PR B dIg 8 BIgl g9 ol 2 |
» E-mail address:- 39 fdoey ¥ smwfeed v T -3«
9§ IS O B
Afe FRARfCid BT GER AT & HT SISl &, Td File 9

&1 9T AT UaT (Address) oI B |

9 A BT Tree g 1 s dRA ©, A 98 37T A
4§ fa@rg a1 B, @ 99 CRE TR PR UgAd &l 9D DR
gl oAl & (ARIRVIG: OOl & 3MPR &I @rgex al ol ®) |
IV fFerd R R ARG A WS Hahd © |

Text box

o f6 9 9 Udr gerdr ® U8 Ud caRe P d1gd Bl © |

TP ST didd § T 3ol 3ifeoide aidl & | oig fhd

T 3ifeotae H SRT SIoFT 8, I 59 fddpey &1 TArT fHar S

T | AU dS 2013 980 ¥ caRe dfad @ fSOmsH | Sxdmae

H TRe g SToe & forg

> Insert 29 &7 fdcTd BV |

> Text qu & text box 9cd &I fdeTd &N, MUPT IucTey
TRT 99 wTIsd o A kas <f |

S99 9 sfed eEd @ Riode #X )| 39 98 TR Sid

TS # g <ar @ SEH UBd ¥ §HP RS BT B, ol
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1§ CRT dfed | TISY FHRAT dle] IR ©, 09 98 CRT BC
AT ®, TIT 3MMYET TI8Y fhaT gl caRe AT @ |

af fod gU SR df9T el A 9 cRe dfgd 81 =1feq a9
1 BT 3R “draw text box” e @I el H¥ | 319 XAl |
el ¥ TR dfad ARy 98f R fFed HR R B dd A6
PT drag P |

19 AT ST 919 § hH HRd &, a9 Format 29 fearg <ar
2| 39 9 B BT I MY SRE dfad DI T FAToI, g
P! IS, TN I TS IMfe 981 AP & | 3T SRE dAfed
BT A9 AT 791d W © Fhd = | fhell SRe d9feT @I move
P P foIU S TR I BT fFad B, @ Th IR BN
qreT Wigex few@rs <, S9 3fed W' R drag @ |

Insert object

> Insert €9 & fdcd @Y |

> Text 4 & object ac I fdeiad @ |

> object A&y &1 fdetd P | insert object FHT SR
dfew fezars < |

> 3fe difesiac ugel | 991 BT @, d9 create from file
faweq @7 faders Y| BIser &1 M T8Y I | Ok 927 DI
feTd o |

> i 3ifesiae 997 &, T9 create new fadweu &1 faeid @ |
fa AR ¥ Sifesiae 99T 8, 98 AR Riclde Y| ok
Pl g fdaTd P

39 98 WU dle] B ST B, 9T S9H Sifelde 41 ax, 9

URITH ¥ qTe’ Adved |

Auto Text
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ST9 3T PIs HATTIA I
T I B, SN FHP U<
L e JR—aR YA H M B
Ctmowp [Goners o1 Subject, Yours AT
| Respected sir gaife d9
| _ | I8 W= DI AD IR TS
:::s: %:\:::.:OMQM only ' A D IO A Auto
" Text fdvcd & ERT S
Hohd ¢l Auto Text § o
I Usl W B SUael g,
S Dear sir scfe | <ifdhd Imudl B3 AT ek WHE 9
STeET 8 dr 98 1 ST 9dhd © | O 3! HU=l T A AT
IER B M A
> ST ¥eg g 3MUP! auto text # e &, S9 Riciac
P
> Insert 9 &I ot Y|
> Text u # Quick part fdse @1 faeia H | 399 Auto
text fadea 21 SEH 9 @1 3R “save Selection to
Auto Text Gallery “ fadeu i fdeid T | IEH ST

Description:

a4
> few@rs <ar & S99 ok 9ed @ faed &y |
> Auto text # el gU YT DI SxaS § o @ ferg,
auto text fadca a1 faers ax, = e Riclae |
Auto text @I Auto complete faem # 1 el HHhd 2| SHDI
Held BIAT B, O B MY ¥e& @ dF AT IR IAeR /Y Pl
I & 98 [ v R W oenar ¥ S9a forw Auto text
fdsea # Show complete tip for auto text & dates &1 =g
FRAT BT |
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Design Tab

TIANT UST T JMBR, AT, UST g e Ve HRA
2| 39 ¢d <y ¥ Us U 3 section €T
JHd & | MY SXATdST D ST AT Yol DI 3ol 3ol Hifor
HT X 9P © | Ul eI & AfRad WRms & § fadve

Document Formatting Group

Theme I8 HYUT gXdS &l QAR BRARET &1 399 U

FH M, SRS BT M, TRS DI WI3el, TRT BT PR, T Ud

BeX B LIS, GAl D LIS, A A @l ol Al

SIS BT BIRAC HRF B foil Theme I8 TUdh 30T fddhed |

D RIS & T YSil U 9 DI &0 STell & |l & |

U SRITAT | TSR el ofH T8l STefl S Fhdll © | ST

§ of AF & & forg

> Page layout ¢§ &I fdetd o |

> Themes U & themes e &I fdetd PV | 3MUDI TATH
as H QU oM @ W fewrs <cft ) sfea oOm @
ﬁlﬁaegaﬁlawamwzﬁnzﬁwmﬁtﬁmﬁzﬁ
GITdT & |

g o & faf=r aRaTT 9ea |ad B, O BT & KR,

1, ywrg 3nfe, sHa forg
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colors 9e51 &I fdatd &N, 3Muad A= der Uore fewE <a
g, 99 A ¥ sfPod 1 Ricde &Y | Il ! U AR T
o fAf¥ad @)A1 8, 99 create new themes colors e+
P frd B SIPT ST dfed R@E <, SEH ST
T UhR & SRe & (oIv 37 [Af¥=ad & |

font e ¥ ot TR R TS fH H SRS P T g9
ST B | 37T TRe BTl U DR B folv IR & I create
new theme font des1 &I fdold N | IHBI SART dfd
fexarg <ar g1 399 2f$T, running text anfe & forw wre @1
PR A Je PR Adhd 2 |

effect e A oz 4 fill 1 yarg [Af¥=a fear o godar 21
319 39 d¢9 B fdcid dRd &, 9 IMUDT UAD 2 & TTfthad
HT FIAGH ST A B S A sRed wwE g9 9ad w
TR MY 39T effect TE a1 Had & |

Page LayoutTab
T 9 H UG BT IR, A 3MMfe A P IPhd & | g Pl

SIS AT SHBI Hls U fie HRAT I18d &1 a9, 9 W

TXATIS B UG T HR DI oToxd Bl & | 39 fAdey & U9 9

BT | JAfHR Jg M S 99 & goard d fhar e

2l

7 A &ET

> Page layout 29 &I fdetd @ |

> Page setup U & Margins 925 &I ol Y| IHA
faf= w1 & waom o & S99 9 sRod Saed &t
Ryctae #x |
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Page Setup

]

Margns | Paper | Layout

Margns
Top: 2.08"

Inside: 1.25°
Gutter: 0"

< O

<

Crientation

. :E.

" Portrait Landscape
Pages
Multiple pages:

ew
Apply to:

Bottom: '3.31"
Qutside: | 1.25"

Gytter posibon:

Mirror margins

< <

C

OK

][WJ

> IfT U FH B
IR A ARREa
HAT B, d9 “Custom

margin® fddeq @1

s BN Page

setup BT SIENT
g fears S|

> “Margin” 2§ @I
fders o3| foaw sy
T P "Il fAfdea
N GHhd ©| I ud
grefer & forw
BISd H o 9Tl

B8R a4 Gutter fawea

BT SUATT PN |

s orientation ¥ &I

ﬁm%mponraltﬁmﬁwm%mﬁam%
dem Landscape fa&ea & U 3 fewm # mar &1 Jerdt
Usl 1 fawm 3m9 Page setup 79 & Orientation fad&ea &
A I R THd B
USl &1 JMHR AREd Her
> Page layout <9 @I fdeid o |
> Page setup 70 & Size g @I fdad & | IS99 fafi=
US @ MR U &, S A 3Fod meR &I Ricde & |
3 gAl @ AR U1 &1 AR JS o_AT 8, 9 “More
paper sizes” 9¢- P fdctd PN |
> Page setup &1 ST dfed fa@g <m| 39 “Height”
3R “width” TaR< dfaT H U9 & AMHR & A9 ST |

qLg ieatsh el
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Paragraph Group

9 YU H <1 el B 9| g, UG A A Bl ol

g1 399 T fawey 2
Indent :- 39 fA®eq | a9 e A A qW AT 917
R% WP il 2| 39 fAdey # @ SRe dfad & | R

R U IT 90 TR% ehal &, Saq1 A9 left AT right

diea # Sret| A U o e Irgewel B ST AT
a9 99 |4l yR=gel 31 Rielde BT ST © |
Spacing :- 39 fdweq | a1 uR=sal & 91" & g Ae IR
Hdhd B | Before fAded & aoH Iw0E U9 IS SR &
T Bl 41 B X W DI o @hdl & | 7T After fdweq
H 9 AT T A B AWE D 4 DI g WS DI
St ¥ | 3reeel @ 99 P g urse # AfEa e 2|

Arrange Group

ww%ﬁmzbmﬁmaﬁﬁaﬁma%m%l
e 1S Jifeige Riclae F=d B, a9 &1 I8 fAdew a1e] B 2|
9 U # frfaRed e &
1.Position :- 9 fd®ed & JANT 3ifeiae & cRe & drg H
Refd Affaa @1 o &1 39 99 @1 fdodd v W
faf=r Rerforlt <oifs ol 21 S 9 sfea &1 Ricae
PN |
2.Bring to front :- 514 SES H UH S8 WR &l ifeoiae
STel O © | a9 S 3ifestael H 9 DA 4T 3ifeide A+
ST §, 98 39 fadey | A X 9hd | o ifetae
BT FHE ST 8, 99 Rycide ) 29 97 ol s e |
Rictae fhar gom sifsiae @1 fR@mar g @ 4 &
dfeide & |8 I R W g4 Jifetae & I8 o
qerr a8 e e =181 <d B
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3.send to back :- f&il 3ifesiae &1 R 3ifesiae & Ww
@ & oIt 39 fawed &1 JamT eram 2 |

Text wrapping:- 39 fd®ed & o & 91 O TRe &, 98 3
@ IRT 3R fPd e BoAr TRY I8 ga1 dad & | Ife Bis
SRS AU H SOHT & P ofd 3T 3Ry A dls
3ifsoide 9911 & 9 98 <aRe S99 3ifeolde @ UMY Tl ol ® |
3R 37 3 98 fewar 7181 | 39 fdwey | (Ha! e W (& A
ST YR &l SIST 8 a9 fhd STeT &I G+ @1 &,a2m fhd
o @1 B, I8 Af¥aa o= dad 2| afe sifesiae o1 SRe &
1Y Y@AT BT 99 39 3ifeoiae &I Rieiae @) sent behind text
fdmey &1 fdord P | S RE TP A SI1QT Sifeoide] &I o
gET a8 Af¥ad &) 9ad T

Align or distribute:- Ife MU= & drHpM & 3feER Mol 91T T,
3R 3T TEd B, P 98 Mol AP D Thed ST 1= 81| T8
3T ST 3ifeiae &I Riclde #R, 39 fdded §RT X Hhd ¢ |
Grid:-5T9 319 PIs Yffdd M 91 @ &, 99 39 fddey a1
el T | I YD 3ifeotae Ay T ~FAaw iR A 997 BIST
BIAT T |

References Tab

Caption t 39 39 31y 99 S §
Capon: — fhdl R &1 He¥W TN &
o~ forw Bar ®1 89 9 &1 WANT
) 2| 399 6 U 7, Wi “Table of

Exdude label from caption Content, Footnote, Citations
' & Bibliography, Captions,
[ o J[ cx= ] Index 3R  Table of

. - " Authorities”

TG TlecdherT ~age G0



KANAK Computer Education, Multai- www.bcstkanak.in

Caption 7u

g&iasl # Caption STer=T
T4 Bls 93 KA H BM IR I& B AR IAA 980 AR A
T g & | ONTH AP T PHAR FeR AT BT = | 39 fddoy
Y g I I Bl R T Ghd © T I AT TdA B &R
gad O & | 3T ATl Har I1e P DI oexd -8l & |

O 0 o0

Reference ¢d fidp o |
Caption 70 & Insert Caption IU—fd&ca &I fdes o |
PYIF BT ST I @ <m| SRl 9 oldd

Rycie a% Had B

cIICe T ofdol ISy PN |

'.|.|C."

Add capbon when inserting:
Microsoft Excel Worksheet
Microsoft Graph Chart

|| Microsoft PowerPoint Slide
| |Microsoft Word Document
I Microsoft Word P-cug
. MIDI Sequenc

Options

Use fabel:
Position:

Table

Below item

-~

__| Microsoft PowerPoint Presentation

ala

Lok ][ conce |

Jfe AT gl 99197 81 new label €9 &1 fdotd &3 | =T

JBl MY 3T 3T

‘@m‘d%wwﬁﬁmﬁ

2| 39a forv ‘numbering’
g @1 faded Y| aR

|| FER BT BIRAC AT BV |

> I ffl <9a @
fler 8 d9 SS9 ol &I
Rielae dx  ‘delete label
gc BT fdeTd P |

Auto caption fd@weu =
au shed sifside W
sf*od caption T AHd

g1 39 9c7 3l fdeid BT P 91E auto caption &1 faded
femrg <ar g | o fder # Suaer sifsrae o gdl ges
S 21 sRod sifssae @1 fdere 9| @=m SRia caption

TRy PR | TP 915 Oid ¥l SISl H g8 Jifedide STerd

CEG-S I
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2, Od S9@I caption I & TGS H 3T Sl © | o9
word table T¥ardst H STeld &, a9 table /9 &1 caption

H 3T ST © |
Ma
ome insent Page Layou Relerences enew View » I i n
= -l L 3 a | —] i N {,l > N 5 !
B ) - B mmnm Find Legant "~-5 g

Ervelopes Labets | Sat Ml Selet Eor ghhight cd 1 Greeting Intent Merge Preve
Merge* De'c ents Ue(w!ln popt ! w Une  Field* %’ uta “‘””»V’ wg tab

g8 Cq Hola: 9ol Hol 99 Ud S AT & & folg T
BT ¢ §9 ¢9 # U™ YU © W “Create, Start Mail Merge,
Write and insert fields, Preview Results 3iR Finish” & |
Create Group

3 U ¥ 3l 9P & |

Envelopes :- Tdad # TIET W &1 Ud S A< @xd &

fo g0 fawed @1 waFT B 2 B o formms § @ =

TP B o | UBS O WOl 2, SHHT A Td Ul T G

ST WS T T, SUHI A U9 UdT| TATH 98 H 3Tl 7T

MPR & formd # T fiie ax wad 2| formd # srer e

PR b forg

> Mailing 8 &7 fdeid o |

> Create 79 # Envelopes dc5 @I fdei® ¢ | envelopes
and labels &7 SRIGNT dfadT GoraT © |

> Envelope ¢d &1 fdeid & |

> 9% (Return address) &1 Udar a1 Uil (delivery
address) @1 Ual TIEY &N, IR BH BRAC P| S
forpTs # PRI SHTE @1 § 9% 9dN |

> option ed ¥ fope @1 R FAlREd = dHd B
forT® BT e &= & oI Print 9e51 &1 fdeTd v |
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> A OXE ¥ oddl 94T I © |

HAerHo (Mail Merge)

ool UH U9 g8 @l 98d Aecayul gfaem g | g9 gﬁm FHO
Al s STHPINAT b qiﬂl&mﬁ@’\’mﬁﬁ

AHA & | O 3T Th U5 &1 Tz 8l o 9gad Ffaaai

o &, forar % A 3R udr geo=m 81, dr M9
ERT AT I PR Fhd © |

fedt ot fer ot # <7 T 9T B B

Main Document :- A9 SfRfHT &1 Adeld, 98 fewar Rorad 73
& vy iR U= &1 T SreT BT B O PIs AEAT U
98 AR BT WSl ®| 99 I FEIAT U BT R SRS
(Main document) P&l ST & | 9ga19: J&F SIS Hol Hol
FRA P UB AT A @ |

Data File:- 59 BIsdl § I8 SIHPNI Slafl Wil &, Sl &% 99 &
ford 3remT 3rerT BT Bl O Y ST 8 SdT A, udT
anfe | srer ®wrgal A .doc VeCIE & @RI Wd BN | STl
HIZA Udh <dal & $U H Bl & | R & Pied d U THR
P! SFDHRT &1 Tl &, O 9™, Idr, B9 |, 3nfe iR 'R A
(Row) ¥ T& ¥ Afdd &1 SIHBRI TICT 81 99 MY Il
BISel 910 & d9 3BT DI Al DRI Ifed I8 a1 sdl
g O fedy aafdd & 9, uan, IR fe uRde TEeN &
ua%';aﬁm(ﬁeld)mﬁ%lﬁﬁmwwwm
I
"ol 7ol g9 & forg 491 uger &1 JanT o
Mailing < &1 fdeid & |
start mail merge 74 & start mail merge sc9 &I fded & |
T & SISl & forg e fawen B

“%w
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1.Letter :- Ife o8 wa faf= aafdaai @ ¥o=r 8, 9 39
faeq &1 T BN |

2.E-mail address :- ®1g s—Hd A= 3—Aa 9d WX AT
g, 99 39 APy &1 TRINT & |

3.envelops - ST BIEd & ST 3T T e W
fie BT ©, 99 39 Ahea BT TIANT PN |

4 |Label :- IfT TET B HT ST odal & ®©Y H T BT
g, 9 o9 fddca &1 TN N |

5.normal word document :- I8 fd&eq letter fddey &

M e s G — | Riw wRaAfT @

- E— | Gl

' ’ ‘ 3 letter fddea &1

| Riolge | g

S TA SR 2 B T

TS &N |

> Start mail

‘ J)| merge fddeq &

SISl select recipients

fapea &1 oo
PN | THH ST BIsd e @ forw 9 fawen fov g afe
gl 9 T TRl WIEgd a9 © a9 “Use existing list”
fdeq &1 ga PR ST BIsd I gA1d B | Ifa ggell
gR TICT BIsal 9991 &, a9 type new list fdded @r
Ryctae &3 | 3mIHT “new address list “ &1 ST dfad
fezarg < |

> fhee # grdfd®d SET ST

> FI7 SIET S & folv new entry 9291 &1 fdeid & |

B

[Reewtny | [Costomse coumrs.. | x| [ oo J]
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> THUH IS H §B

fhes quIiar & | o@I= 31y 34

fhes # Qm@Ifod fhes @I el Idhd & T shod fhes

P SIS TP ¢ |
Customize Address List @—‘rs_(—l
F-eld Names N
o e
Comens (e
AddressLine 1
Address Line 2
City i
State
moblle |
\Work Phone
E-mail Address
Pl I Move DO't‘-ﬁ |
“— --‘..-&——...--.‘]] [ Cmce{ ]

> fhes @ H=T
CCASR| & forg
[“Customize columns”
ged W fdad w9
MUY customize
address list &1 ST
gfe fewarg < |

> TI¥ add dged 9
sRed  fhes OIS
o By W e fhes
BT M TP GHE T8l

BT =Ry @R Sl

fhes T B SS9

et BV, delete P g1 T BN |

> OKdcHd & fdas o |

> 39 WiZex R SFHAn dfad # ar w, foRm smus
qeelld & gl P WA g el B SO
sfed SeT S|

> ok 9 Pl fded o |

> WISd Ud BT SHANT dfdd Gl Sl & | BIgel BT AM
TIEY &N | I8 WIgel MS-access BRI H |9 BT 2 |

> 39 [ TWET ¥ Tel W SIET Sl ©, ol W B
Y |

> write & insert fields U & insert merge field g5 &I
feTd |
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> D! fbeg @ AT fawrs <fl| S99 4 3fed fhes &
ffers @ | 3@ 98 fhos &1 W T ol # fewrs
AT 8| I8 AM << >> 39 UPR P gbe ¥ fo@rs <ar T
S Hel 7ol dl Ufhar gl 81 Wikl B, 99 99 fhes & M
& T8 aRAfad T T <ar 2

> U dRE ¥ 9 e, T XA H STl |

> Preview result U & preview result 9¢51 @1 fdeid & |

> ST Pl Wi aR finish 0 & finish & merge 91 &I
fderes o3 | 390 I faea 2|

Edit individual document :- afe¢ 39 fdwey @1 fde®d = E,
a9 ud® RPE & forg ofex <o o &1 39 fdoes v+ &
9Ig AT a8 ®F DI 9 Ree & fov #a 79 &= ©, 98
UBdr ¢ |

Print Document :- 9 fd®dey | sl B gU Wil Raie &
fore evmaer fire B0 2|

send e-mail address - 39 fddey 4§ A9 &AW fau g
el T TR IS O B

View Tab

T 9 BT YA A &l wpie ) Refa Ff¥ad & Sl 2
TN TIET TEd IRd 999 b & fafi= =it &1 I fhar
ST 21 399 “Document views, Show/hide, Zoom, Window
3R Micro” I Ufd U & |

Document View U

T U9 98 ¥ UE UBR & F B o) R (IS mer 9
SIS B IRIGRT o Fhd ¢ |

1. Read Mode

2. Print Layout
3. Web Layout
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4. Outline Layout
5. Draft

7%Print lay-out View:- I8 9 SAIGT IUANT H
fddeq 2| 9 IMUPT U B FART IR BT AR,
o |l UPR B BRARCT fawrdl &1 39 fadde
59 SXATS RT 81 WY 3R I e == 81 o9

49
2.Read Mode :- 3afe 31U xS @I UedT &, dd I8
SIATSC 98 SUAT BT ®1 39 oRmee H |l ¢ 9R
IGT B O B WA TRe WA B Ay & SmHER H
gfRerd B OIldT & | SR 3 TeX ¥ H Sim oiar 2 |
MY AT A TSRS DI 9T IT BIel PR Ihd © | 39 view
¥ eRe ¥ 9T I 9Scd ) IPhd & | 39 view ¥ deR
I & forw T IR & “close” 9e71 @I faerd &¥ a1 ALT+C
gc gqv |
3"Web layout View:- I8 fdded 59 $Is 99 Yo 9941 ATed
g, d9 SUINT fhar Sar 81 S99 39 9l PR B Ihac
<@ hd Tl 39 & H YU SWaW UHel USl D WY H
m%|wqmm&w%ﬁéwaamﬁ
|

4v0ut line View:- 39 f0Fea # dyol g fafi= oaar 4
favea grax feaar &) 39 fAdeu | musd! qxad &1 e
PRGN T AT fewrdl 8| 39 o BT SWANT Ofd A9 98
g7 SXATIST AT BT ATed & a9 il 2 |

5"Draft View :- I8 fddey JfRHaR T9 SUART § A€ 7, 94
P! R e 1Y &RAT BIdT & | 39 & H Rip caRe
fegar 8, fUgeR o1 Sifoiee 98 R <d| 399 U9 @
ThTel R o1 fazgdT | 399 g% a1 ek fawrs 781 <d B
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AT

Record Macro

Macro name: oK ﬂﬂ'é' hH

[tableint] GIEd CIE

Assign macro to Cances SIERTAT %

; | 9 98 ™

A @ ARIPT gRT

Toolbars Keyboard U&h |

- fdes W

Store macro in: '\q'q?{ -
All Documents (Normal.dot) L]

ot L& eﬁc:

Macro recorded 4/27/2005 by NARENDRA 5T

: | <o

WIEd (style) | &) Fhd 2| o e [Abed § qgad

AT B, O CIZd H MY case change &1 WANT Fal X
Jhd A | ARIPT IJg SRS & AT 3ifeoide W AT WAFT H
ST ST HebdT & | HIIhT I8 ds IT Udiol @ DpHIS aAT e
HT THE BIAT B, ST HAAR ®Y ¥ Fordl | Td R I9/-™T 77
AP A9 &IOS | FANT fHar 1 Fhdr B | "I BT WA
HYM HRY dTl gealid U GATGH HR P folv BT &1 ST
AMIBT TP SISl H 980 AR <ddl g1 &, oW v |an
P AR I & AT I SIS DI Uh GHH QIO BT 2,
9 & B AT T AR §41 PR 98 AT H IR G © |
TH ST H UPH R gl g9 OAT SHBI AT B Bl
AMATIBT 8l B Pis WY ADI 999 B Usl SHD! fopaT
QIERT PR <@ o | 71D 99 B forg 91 ugr &1 v X

> View 2d &I fFaad o |
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> Macro fd@eu a1 fders o |
> Record macro 3Y fd@eu &1 faderd & |
> Record macro @1 SR dfed faw@g < s @
S 927 B
1%Keyboard - I ATIHT PES § FAMT 8 99 3H g
R fdes H |
2Toolbars :- afe AR &I ded 91 = a4 fehgif~aa
HRAT B 9 39 fdord W |
afe keyboard fadeq g1 &, @9 I 91 B GIoH Yol |
g8f WX T gc (ctrl I7 alt €7 & AT PIg gTA) TIST BN |
gfe Tool fAwea &1 g1 & d9 IR P SEanT dfed faars
S SEH FW B IR command dEH B 3R
Normal.newmacro.Macro &g 7T | 39 IT IR IR W
Y | </ faere H aur " Sfad A )
> 39 AT o fohar RerS BMT =re] & 9l © |
> T a1 ARIhT H IEHT 81 99 HHAR B9 H PN | PRI gUI
M W stop 9 B fddis x| Ife fobar d=a § %
% forg T § a9 “Pause” 9e4 fdeid o |
gU HIhI BT =g & forg = ug
aﬁ@éﬁaﬁmz‘raﬂwaﬁaﬁézﬁwﬁmaﬁ
PN |
TEER H g9/ B d9 9 ded Dl fdAd B |

0 o
5 .

%@%g

0
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Syllabus
DCA Semester -1
Paper 2 : PC Package

Unit 4
MS Excel spreadsheet basics and features, concept
of workbook and worksheet, getting started creating a
new worksheet, using wizard, various data
types, selecting cells, entering and editing text,
entering and editing numbers, removing and resizing
of column and row , Entering and editing formulas
Referencing cells, moving cells, , copying cells,
Sorting cell data, inserting rows, inserting columns,
inserting cells , Deleting part of worksheet, clearing
part of worksheet, different views of worksheet,
Formatting: page setup, cell formatting, changing
column width and row Height, auto format,
changing font sizes and attributes, centring text
across column. using border. buttons and
commands. changing colours and shading. hiding
row and columns. working with data and
ranges. column freezing. Labels. Hiding. splitting
ect.
Charts: charts part and terminology, chart wizard,
different type of charts, Printing charts, deleting
charts, printing of workbook and worksheet with
various options
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Unit- 4

Spreadsheet application

W Iftadhe™ I8 Houd: Ud Hvgex ey &, R
BTG & ST HRIER H TTAPR I9D 3Mhel HI fageryor fhar
ST 1 S99 X 3R died Bl o | R e dd
§ICT B, U addiic ¥ 980 9 Iel B ¢ | ISP Aol U §Phlg
P wY H DM P ol AP A H TR, Abs, G Al
STl Off 9 © | 399 g3 &I FEIdl | T 4l UBR @
Tferfoa, fafera va wikeges! TN 3R |qad & | 399 JAidbel B
IR TR UTH F91¢ ST Adhd © | 39 ADY BT & TN
g @l aaAae # Ms-Excel , Lotus 123, Quatt # I%
IADI IUTET .39 Ay & =1 fagmor 2 |

1. Large data range :- g\ # ST Wetie iftadee o W@
€, 915 IHIC BT SATPR g ST Bl & | TAT Th Hrgel

2. Auto Recalculation :- f&=it Wt g@siic # <1 a1 fd® Ad
SET R Y3 MY 91 2| S 9l # A & AR G
HT A 7T 2| I ) 99 & w9 H 98 IR T,
dq It WY & I AF B AR A D Al Bl
A 9ol © | S&ERV & oY MU Ud 9o ¥ 107 Td
T Wl H “20” 3P STl 7, AT AR HoA H I QA
Al B e STl &, o “30” guiar 21 afe I g
Aol &1 99 ‘20" ¥ 9 X “ 40" ax feur @ @9
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JftaTde WT & R I & 99, s 93 8 ¥
“50” PR T
2. Editing : - 9@ # el T BT A1 g A 91 W o
9GAd IR P T |
s Graph :- g®eiic ¥ STel T ST & AR ATH F91=™T Sl
AP 2 |
5. Function - W=eiic iftaas # 9gd ¥ Y@MEiRd Har
B T I8 BRM faf= o & fow wanT B 8 oM
average, minimum 37 |
6. Sorting and Filtration :- @@ # S T SET B
HHag fhar ST FHar 2 a1 I Y SeT 9 9 R
sfed ser <@ 9ad |
Tqiel g8 Tfddemen Wesfie T ©, RS wanT Srer &1
T R, fageivoT Ud STer 3 |faE U B | BT |
T W TBR B ST Pl Wifed vd @HfSd (Organized)
PRD @1 Sl FHhell © oI CaRe, Il a1 GOk &Y H &l Fhall
2 |
JE I T TH U A W @ 99 32 Bit smmRfeT
Rieew spifa fider W gear & | 399 g8 @ gfaum 2, 1 aral
T U I & AT H 2| Yol H e | "ed B
§, T 37T 3T TP A B PR G ¢ |
7%Spreadsheet:- 3TH TRT IT AR P A AR BicH DI
T H STl PR AR fAgeifa #= <@ & T |
2%Database :- 39 AT (list) @ HRT FR FHd T |
3%Chart :- 399 A= 9HR & 3Merd (Graph) 91 I&Hd T,
STt S1eT 9T 3Tl TRE 9 faveif¥a far o Adar 21
THUE Uil & I8 O 31T 31T 31T ke | B dxd & | I
| TRT U6 G ¥ IS g B o, el U |HE SRl
g, O A 3R B W JRT & I IR P & 39 R

TR qleadher FPage G2




KANAK Computer Education, Multai- www.bcstkanak.in

AT BT BISYIE HEdd & | S Tb FHME ARAAT D BRI 39
mmﬁﬁ?mﬁwf{wmél

W%ﬂmﬁ@%ﬁﬁﬁﬁwmﬁ

1&g Start e 31 fderd H |

2g Program ¢+ &I fdeiad o |

3& Microsoft Excel fddeq &1 fdeiads o |

9 Y THUH UaRiel 912013 dxd &, a4 39! a1 faer fearg
é‘cﬁ%lwﬁw%mwﬁla@rﬁ@raﬁmﬁ@
Hel oAl g | R oy emmRfeT Riew riid fdsT iR vadd
%ﬁaﬁm&wﬁamwﬁ%wﬁﬁeﬁ%m@tﬁa
HET ST 2| S99 Uaidl @ daheiie 41 Ihd & | 399 fafa=
B 2|

Title bar:- mq&ﬁa%mﬁmﬂmﬁﬁm%lm
JIPIANT BT AT TR BTl Dl A g <ar & | 399 d1¢ IR

=1 geR ¥ 92 ©, mmmﬁs‘raﬁm

THd B, A7 fdSr & MBR H gacd IR TP ¢ |

Column Heading

+| Active Cell Tah har
E‘:: I—-. Row
Active Sheet
l Sheet Tab Status Bar
e —— l _ 2
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Tab bar :- I8 TRICH R @ A Brar 2| I8 fdsr & uRuR®
Hg TS ¥ 3T BIaT 7, fHll 9 &1 foid o R I9a
ey S - @ <d €1 Tade # 91 ¢9 B ©| oY
“Home, Insert, Page Layout, Formula, Data, Review 3%
View ¥d&% <9 § ey (Command) &1 U8 g
STt TRIT &9 taie § fAder 99 & forg aRa B |

Groups bar :- f&=9t WY 29 @1 fdead aRA TR 9P 3R
fdwey BIC qe, fore 9199, <o dfew anfe # fewE <
UF UHR & [AdHcd U AR SO o B, RN &M &= 4
AT B 9P | Uh THR & fAFHed U U § @ 1d T,
S YU BT 9 IS A9 ST A © | TH U9 98 § gl
T H UGS Tl gRT fHAT ST &1 YU I§ <4 D e QR
9 & BB YU B AW D AR U Bl W @ <ar g, S
I QU IR fAdcul Ud 9D ST dfdd Bl ST B |
home €4 # Clipboard, Font, Alignment , Number, Style,
Cells, Editing 79 & |

Formula bar :- 35 9~ # 579 I R HR BT ®, SHHI gadT
(Address) T S¥9% X P HH (contents) fewrs <0 B, I8
qR @iy gAFormula) # TANT @xd F99 dgd Syar g
BT © |

Column heading:- T&id § @S AT B PicH Pad ol B
hictH DI U A1 a1 Wrar g, o A,B,C anfe, I8 W &ieH
& SR fo@rsg <ar 8 SW oW ST FEd 8, 98 AW XFD
dP B0 & o G 16384 2 |

Row heading:- Taicl H 3IS o139 &I I Hed &, & A Pl
3ToRT Hex BIAT & | 59 HaxX BT 3T ofST & @1 1 |abdr &1 S
DI BHF B 9 TR & | Tadd § 1048576 3 T |

W g

13

Nel
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Status bar:- I8 w19 & fFaer wIT § Far 2| Srw s By
Rfa fearg <t 21 39 98 o fafi= d@ewr fRwrs < et
afe a8t Ready <3 9Ifdr 8, 99 ST Aaad ardl &, ¥ie §
S1eT €eq & forg dur 2| afe Edit feaar 8, 99 sH$1 Adae
BIAT &, 9ol § §HY dqod IR I8 = | Ife Error fe@ar 8 g@a1
el BT B, B ¥ §B Tod ©| Status bar @& 9¢ TRB
HIarS ®I HY dcl &I Status BT &, 91 Num-lock 8 & a1

o] © |

Sheet tab:- T& a@gd H UdH | SITGT qHYiic BRil & | MY TH
diic ¥ R ¥l W 39 diecqd gRT A A S Gobd © | I8
WSH IR & SR Bl ol & W BT 3T M BT 2| O
Sheet 1,Sheet 2 @21 Graph1 27fe |

Task Pane - 39 dfad # W & &R W 2, SOH G
fawer feaE <d &

I8 gDHgDd AT

TR H §B dHgd @ T7 BId ©, ol A= HM § IuINT A
U ST ¥ahd ©, o9 Business planner, Car lease 2mfe fora#
HH P IFTHY TIET S Fhd o | 39D forg fafde Sxwre 8
g, 9 9 IFT apgd &1 Reae | RO blank
workbook Rfetae &Y |

gaeie fiie &

U gaeiic § 16384 HfcH Td 1048576 1 Bl @, 37k I8
rva ® & Aqel g@eiie @ e 9 file fivar o saferd
gHIC BT AT 3T UST # a1 gsar 2| S99 ford
File i=1 # SaR Page Setup fd&ed &1 WAt &% | Ro/aw uof
HTINY P ST 19 31T © | SEH ferRaa fdwey &
Page:-39% 3T U9 &1 PR, fewm (Orientation) @ @R
AHhd © | 9 Ifadar UH Adjust to size fdwew grar g, S fb

CEG-ARICoE T |

L

‘]

(&)
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IE=Ia: 100% BT 8, ST Hdold Bidl &, fb gpdiic § odr
STeT STl AT ® 99 & fie 8 afe smu s ufoera @ o9
qT SATET HRA &, Al Srer ¥ IAT Ui # Brer a1 91 file
BT 8| 3R Fit to fAdey & g7 gF TeT &1 @i oo 7 file
PRAT & I8 9T UsSdl & | 99 fdpcy ¥ Taddl SIET Bl DR
SHD IR HT T T |

Margins:- 39 fd®cd & U9 & IRl OR® &I ARG dd X
APhd © | TAT BSX AR {HEX DI AHR TF H Adhd © | STl
Ife U1 & d § WgAT &1 a1 Horizontal 31 Vertical T& dfa
R T & | R Ser B9 3 IT IS RE 9 U &
§ | 3T T B

Header and Footer:- 39 fd®cq | 37 Usl § ®SX AT X

STel 9dhd © | afe geX SteAr & af Custom header g9 &1

fdcrd | Th T ST 9199 gorar =, forad 9 wer

Right, Center, left fa@g <o & | 3UdT 519 FHeT § IeT ST

B SR fdeld P AT TISY BN | 98T {Y AR qe fewrs <

SRy 3o o, FHY, U9 eR 3nfe AR ST Hehd g |

Sheet :- 397 fforRaa fasea & |

1€ Prin
t area:- 39 fddcd &1 SUINT Jdeic & S HFB ST &
filc o1 & @9 T ©| 39 99 & fdod H=A | IhIe
fexgrg <t T S SreT file #RAT B 99 Riclde X |

28 Prin
t title :- ST ATYRT BRI B 1 JaAI fic HAr 81, o
S99 A, udr iR fafy= fawai & w1 ® | o 99 g
& of$T S e wcr@r-@rfr%, o NAME, ADDRESS,
PHY anf2, ok wa fie @xa &, a9 Ries ueel o7 W 2R
A &, AR 9@ I R R MM | 39 TR &
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g & o 89 Row at repeated at to fddeq &1 TIRT HRa
2 O =affd &)U R S0 YET F emar 21 3
g ¥ Column at repeated at left fddeq &1 ITIRT IR
o T |

3& Gui
deline - Ife &R T P A<(earzy A e ¥ =afze ar =9
faded 31 AT W |

41 Blac

k and White :- 9 fd®cq @1 @Te] &3 9, ATUdH! % Prel
371 H fie fear @

5& Draf
t quality :- Ife Ul R ser & e &= &8, 3R
I9HT Fare[ (Formatting) 81 =nfey ar 39 fdded &1

o] T |

65 | Row
and Column heading:- afe I8 fdbey =gl v@d &,
fie # 3 AR PieM B 2f$T el 2|

& Pag

e Order -afe g1 ST e &A1 81, O s a1 & U |
TEY 31 BT §, 99 URicl &l 39 fdbed § I8 91 Iahd 2,
fh 3y e A1 WS fhg TRE | e &A1 arsd 2
Sl 9 AfeT |E i 9 ' W dr Print Preview e
fdcts N aeeiic e &=x9 & 91 dar few it g8 amsr o
e & | e iy 3 o1y AniE a9 aR dad © |
Th aR U @ a1 AfeT Af¥ed axa & 91 Print 99 &1
fdcts | SO g€ 9 SGT dfe fearg <ar 21 sad
AT BT Yo T Uhd Us &I Pid-l ufadl =anfev I8 «dr
Thd 2 |
OH print what fdde # /1 fadey 2,
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selection :- 3Ma gRT Riciae far gam srer & fire g 2

entire workbook :- 39 fdded | I a@mgd DI Tl ddhelIc B

srer e B B

gctive worksheet:- ST a@efic 4T 8, U@ €T A g
l

—_) :?‘ | Catibri -[u ]IA A || || 3| | Wirsp Text
opy

P"f“ B LB~ A E T W IR EE -aiMerge & Center -
I SYOSE cpeif bo A e g

J Format Painter

o

Insert Delete Format

S Tl

S Y% ¢ Conditionai Format  Cell
R 3 Fo matu ng* aﬂable Stylu

Zasns 4P m

| Sont & Find &
| £ Clear~ an Select -

Home Tab

=9 &9 P WA ST SO U§ S99 BRie o & forv Ea
2| 399 919 U = o “Clipboard, Font, Alignment, Number,
Style, Cells, 3iR Editing & |

Clipboard 74

3T TG Uael 9 U Aol &1 TIel, 99 aaheiic § IT dhgd

Al 3 gpeiic a1 o gHgd B ThYIC H Bl IT G IR

Hpdl © | 39D oy

> I 9ol W Move a1 Sl ST & I Rielae o

> home <9 PI fdcTd o |

> Clipboard Iu # afe dcol g &= & @9 Cut fdwea &r
fders @R a1 Fa B HMU FRAT © a9 Copy fAdeq a1
gaﬁaﬁaﬁl TG Al DI IMSTells dadie] Bl fa@rs

I
> el 9dl BT IGAT I P HAT & ol faoid x|

T TieeTonerT

)
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> Paste fd®dca &1 fdord R |

afe Aol I gheiic § qg BT B Al AT I9 Aol GHE Bl
Rictae TR A99 A T IR TR 98 W of off G&hd & | 34
¥ Ctrl g4 TaraR AR J199 A ST HRP BIUT PR Hdhd 2 |
TRT HRAST

Home ¢4 & Font U @& WeRAl | AT RS Pl BRAC oN
|ad ¢ | Font U # 741 fa@ew & |

Font ;- TRT PT BT WIS IS P & g

Size:- S1eT @7 3MdR Af¥ad o= & forw wawT Bam 21

Style Group

3 YU BT YANT Aol Bl 96 el B AR BRAC PR B
ferg g & |

Insert U

I ST (Insert)

IS MU= BHET B Al 9918 ©, DI 3T 414 H IR [P AW
SiTeAT aTed 2 | 39 fdPpoy I 39 I8 HH IR Ihd 2 |

> OB Aol ST 8 IS9P SR BT Aol Riclae PN |

XN 2[5 © Home &3 w1 e 3

> Cell U & Insert fadey

Insert T faeted B |
" shift cels right > Insert cells faddea I
(+ Shift cells down fders @Y1 insert cell @7
SHenT dfed @ <ar B
::m"w T e faeeT 2
Entire column Shift cell right- & fided 3

lmlcm|ﬁfrwﬁa€mﬁ%m

U] Pl U S IRP P
ST & |

TG Tl Fage 89
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Shift cell down:- 39 fd®dcy I W&l 7IT A STl & g8 Aol

P R B WP b Sam 2

Entire row:- 389 U& |YYf 1, 9199 ¥ STl AHd ¢ |

Entire column:- S99 319 Yl PichH ST HHd © |

sfed fdeea &1 fdetd ), Ok 99 BT fdad & |

qhefic § Bie™ STad & forv

1 T TE Bfet™ ST &, 89 9d $T Rielde & |

> Home ¢4 & fdeTd & |

> Cell U & insert fddeq a1 faderd @ |

> insert sheet column fA®ca &1 fderd &Y | T8f W I W
;e%m;muanwm%lsﬁm%ﬂmﬁmmﬁew

|

o1 fSefle Delete &3

J \
" Entire row J TSHET &, dI 99 I BT Ryolae o
(" Entire column Del se9 ¥ fier 9&d &1 o

Del g2 & WaNT A Cell & 3ieX &l
| IR c lsmﬁam%,d?gwﬁaacal
TE IURT & © | O A B A DI SFWR BT AR BB WA
BT | o9 I8 3™ Delete cell fdpey | A A AR Ghd
g | 39@ ford
> ¥d 9T &1 999 X ¥ Y fAemr =med 2 |
s Home 29 & facrads &V |
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>

>

1)

2)

3)

4)

Cell 7u & Delete ge7 &1 fdeid &¥ | Delete cell fdweq

BT feTp N |

Delete &1 SR a9 fewre <ar 1 Rww fafe=

I9-fdpeT BT B

Shift Cell left:- 39 fd®pey grT e =i Ja & T
|

Shift cell up :- 39 fdded grT el T da & = @

WP B G Jd FW P AR Whd g3 e ¢ Ja

ERT &9 Raad w9 &I -1 &_d 2|

Entire row:-fAdet ¥ t& I fAed 2 IR SUb ®H W

= B I FWR P! AR WDl T |

Entire Column ;-39 fdded | 3eX &I Hiad fAedr & 3R

ey T BicH P T8 I HIeTq AT Sdl & IR dral

HicH T DI AR BT T |

Aot a@efie ferr

Wd TP YU gddie e 8 dr 39 fAdeu &1 SuanT Bar
g | TP 99 319 DIy IHIC A & A1 IHD S BT Yl
el e ordar © 1 saferd 39 fdded &1 JarT 89T Hraem™ |

PN |

519 g &1 fAemr 8 S99 dadilc )R wWger [ |

2
>

=)

Home 24 &1 faetd &% |

Cells U ¥ delete e &1 fdeids ¥ | Delete Sheet
famey &1 faeTd o |

TP ATl BT ST a1 fewrs <, afe diie faem
g d9 Ok se+ &I fdord #¥ =¥ Cancel e+ faos
P |
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HRHAT [ SICT hHA (Sorting)
39 fAdeu | STeT &I NI | HHag (Sort) IR F&Hd 8, STl
Hadgdal I8 Biediic & Uh Asayel o™ 2| 9 Ydd H
fodl Wl C9aT @ STCT DI PHIG PRA ©, I IAD AR P I

[Cuaseieel ][ X neeteevel |[Gaconyieel J|[2] ¢ [ooters. | [£] iy data s headers

Column

Sort On

1oy rame v values

Order

Thenbdy |address v ! |vales w! a2z v

[0( ][Cm:eJ

HPhd & | SICT BT HHAG DR ® ford

g-gqRerd
(Rearrange) &1
1S A < <
U IR
B TIEAT I,
DI AT A H

Ud dRREl & AR HHdg I

> O Il 98 & TITT BT HHdg BT 81 S Rielde o |

> Home 29 &I el N |

> Editing 79 & Sort and Filter e @1 fdeid | sHA

a9 fApea B

1.Sort A to Z ;- 39 fAddeu ©f eRe “A” 9

9Te] B & T,

I8 HWR Pl AR AT &, T O/ AT &1 eRe “Z” 9|

A7) BIAT ©, 98 a1 AT © |

2.Sort Zto A - 98 SR P fAwcy | Talel &M IRl &,
SHH Z ¥ dT¢] B dlcl SR Bl ol 998 SR PRI A ¥

ATl BF Tl Aol A1 & 3R AT 2 |
Custom Sort :- 39 fd®ca # sort

3 faf=r fawoy

IUTET & | 39 i B W I BT SN 91 fe@rs

<ar g |

T gfearshere

Page G2
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> Ife e # faff= e (Heading) o1 9™, udr, anfe
a9 Header row dfd W faoid &3 | 29T 3t a8 & 9
TRId 39 S1el (3 31 wHegdr (Sorting) ¥ wfAe w18
PRAT & YT URIS §1 SICT Bl T JAl BT &1 ST oI
FHSER S I HHdE BRI |

> 319 Sort by dfad H 3T HH TT IR FHd = UgA Gl
P IT A W HHdE BT 8l 39 Usdl foRe dfd W
Rycrae X | 3D GRI HHdGdT DI H W9 F BET B, 98
W 9T Fbd & Tdold dad s IT Hed PH H |

5> U e fedy R W ogad &1 = T ™ fore
gfeg H a9 N |

> Ok 9eq &7 It Y |

caRe § Ascending (3@d HH) &1 Aderd S ¥ (Character)

‘A’ F1] B © 9 W9 S U UL S “Z° | A1 B ©, 9

He A A & | FaR dlel el H Had BIC A1 HaA HW

Uq 9. 99 99 I J1 M © |

UTH A BH DAl

TI9 YD 980 AR 3fTPHs! B Yb AR fAgeryor o1 &1, 9

T A BT Py fAbey 8 & | TaRicl d U6 & 9gd A THR

a1 AN Hafd fdeeu Sudter & | O 31U 98d T |

UM% 9§97 AT 95¢1 Ghd o | AT I& HIM 3Hel UR AR

B0 21 U9 PH U PH oI IAPS AT N & | IS @ W

P T8 BT & | T D F=faRad AT 8

Element axes:- % ¥ &l X 3R Y Axis 8 | =T oF

AT UTh | s IIfARTT T Z Axis BT 2 |

Title:- IT% & 2fST @1 Title a1 ST B |

legend :- IMIATHR 3MHia RSTaH I8 qamar ar & & IF 4T
e fba 31 gRT uefia 2

Data series:- TT% 319 AR & T8 A 7 © I§ ST © |
TGS Tl herT Page 4C3
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Gridline:- I8 W% ¥ §B AR W I’ AT Gl AFGDI
(fre) eIz qufar B

Categories:- 399 g8 3mgeH 5199 Data series 31T &l &,
98 giar © |

TR § SUGTET ATH P UDR

Area chart- 3 UBR &1 U6 S UHR & AThHel & ford
BT VEdT &, Oy IMUdl AP UBR P 3fper o fba-r
R formmgz ag q@ T & |

Bar chart :- 39 UT% ¥ 99 §U dR &I iy A 39 IATHSI B
fagemor R Fhd B

Column chart - I8 999 SITGT SYART H I draT UTH BT
YPR 2| STH TTH WS ATPR | Y&dl 2 |

Cylinder charts - 39 fd®cy H UM% @& IR H IR,
SIIATPR BT B

Line chart :-gg W% 4 Pls ST DI G99 & A7 el
YT BI, 99 SYART | 37T B |

Pie chart - I8 UT% S $H© AThs! HT AL R 3AHsT D
TrRI SEAT B O9 SYINT BT © |

Radar chart :- U6 &g 9§ | I —elT 3fHel & JaR A
MY fAgemT o Fhd B |

Surface chart :- 39 UT% H < 3AThs & WHE D AW DI
I TRE A fAgeIyor R I ® |

Xy or scatter chart :- 359 % 3PSl & AR wWhiA ¥ fdg
TOR T & | ST 98d SISl Sl 8 9 39 YR & AT%H &
TART N |

Stock chart ;- I8 Scattered 3R Column UT% T fAsor B |

SEC-SNIESE D Page 4Ca
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3 99 & IfalRed W T UBR & T% 941 Ghd & ford
User define IT% &gd 2 |

% (Chart 9 )

frfolRed adtd | 3T UT% 99T Hhd B |

> T ST ¥ IeRd §9FT & I9 Sl & dol 98 Bl
Ryetae & |

> Insert 29 &1 fdctd & |

> Charts 70 # R UHR &1 % §9MT &, a8 Riclae o |
g7 chart qU0 @& W W fdadd Y| AMUDI SHH T B
fafder yvpR @ <0 81 @ UBR &1 T99 b Ok
ged BT fdaad X |

Al & SICT B AR TP & Sl o | oid ATH H DA DI

8, @9 design, layout, 3R format 9 fR@rg <d 81 39 <9 &I

AT 1% BT BRAC PR B _foIv BT B |

g 3 H MUPI A% BT M, WSz, Sl & M 3nfe oI

SR <A1 817 |

Placement 97T # &1 fddpeu fears <d & s gRT e

e o Refa @ fAf¥aa &= g@ad g1

Element of sheet:-s9 fd&cy | G % ¥4 &, 98 S4I e

PT UPH 21 B ST 2 | 3rRiiq 98 uTh S ¥ie # fewar 2

As a new sheet:- 39 fdpcy I % BT 74 I ¥ S Add

2139 T i § e 7% & 1| fEeaR 39 Wi &I 9W

Chart 211 T |

19 MY UTH Bl ST Sheet H 3@ & d9 3T IH AT A

BT g8 R Ahd 8,39 o gRafdd o= FHd & IT T

BT BT FHA ¢ |

U H dSoId Bl

TGS qledAher Page 4CH
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Excel # 7% & fafi=1 R &7 9 Aad &1 O U6 &I
TR, 3, HR 3Nfe,

Chart type:-39 fd®ed & 31 UTH &7 YR 98l Fhd 2 |
Switch row/column e 3 =1 &1 8 2 |

a. Series in row -39 fd®cy # S a9 FUW) I PHT TET & 8
x-axis ¥ 3 2 |

b. Series in column:- 39 fd%cd | 41 AP P DI BT SICT,
98 x-axis ¥ T T |

Source data:-3d fddbey ¥ MU B H G 3iPs Sl 2|
I9d! Series 981 TP © | SeURS IR BET B ULl
gRYI &1 UTH 91T B | P d18H IR U B BT AT STeT
T UTH H ST & | 79 39 fddhed BT IUANT HR Adhd & |
Label -39 fd®dcg #§ Chart & fafi=1 W &7 9ea1 9 ©,
oY Title, Gridline, legend 31f< |

Location:-39 fd@eq & Chart &1 (location) RIF d&d A
21 Oy fHd Me a1 7w A e | SreF 8 anfe

Add data -7T% # 9T TTCT SToAT 81 91 §8 Data At 81
ar 39 fdeey &1 ST & |

Trend line -39 fa®ea &1 YW A Trend line S a7
gRafdd =1 & & 2|

afe amusr @ga @1 Style, Font &7 3M&dR Style g 81 dl
% IR a1 IR Click & |

Formulas® &<-11$ # )7(

Excel # g9 qaf~eiRa 3 2| a9 amu faf=r wforfaa
Ahead TR Thd ©| b SIfARdd MMM W U AR
Function 9T & © |
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o9 3 Py Formulas (IF) STeid & df S99 Hefdd Srer
ST USAT & | O INT AT & <l YD BH A B af IThs
ST USTT| SIST & IR & o ©

Function
Tt onciion @ﬁ Function ‘1?'[?‘[ GEI Wgaﬁ
Search for a fncton: BT 8, o9 39 AT o
;y;ecobnefdewooon of what you w mt!odomdtm.n E aﬂ' ﬂ ﬁ ? %|
g — BRM A @I b forg
Select a function: )
Er— | o e # SR @Ry S|
T Al R PR
IF -
E | Formula 29 &7 fadeis & |
N o e (v eyt sogmers | FUNCHON - Library 7 Eg
o ' Insert Function fd&cq o7

1. Function category:- 35 3@ # Function 3-i& Category &
IER f&d I © | 91 Mathematical (Tforfar) o Statistical
(FiRera ) anfe

2. Function name:- 39 gd1 # & Category @ 3ia3x & Hag
& W ¥ ¥ Serafe mud! Sum HRM R B HEAT |
Y s B

g8l $® Function f&d & S 9garg IUANT & 377d 2 |

MAX () :- 38 BaRME $T TGN < T3 SR # 9 999 g1
T o wefdd e & for fban

ST |

Ex. - = MAX (4,18,27,15)

Result -27
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Min ():-S9 BRE &1 TART 1 T3 ORI H A 999 BIe
GeIT Bl wef¥d o & forg fban

T B |

Ex. -=MIN (4,18,27,15)

Result 4

count (): 39 Haed &1 YT Riclae fHa o I8 @ |0
UT<l R P folg BT & | 39 B e 7+ @

=count (cell range)

=count (A5:A15)

10

even ():- 39 BRE ¥ 3T T FeR & AT BT even FaR UTd
BIAT & | 39 bR BT Rieaq 1 2
even (number)
JarErv =even(44.3)
46 :

fact () :- 39 BRME BT TN & TS T BT HICIRIA A
nefRia &= @ forg far <irer = |

Ex. - = FACT (5)

Result -120

hour():- 39 HRME & IYART A T 99 & eI A | =S
BT 7 UG B & forg Biam & | 39T Read 1 2

=hour (time value )

=hour (3:30:12)

3

SIN () - 39 B[ & WarT Bl N1 F=r 31 |39 96y,
Uil == @ forg fasar smar 21

Ex. - = SIN (45)
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Result - 0.850904

LOG () :- 39 BRM & WA &A1 ¥l =1 &1 dnT a6y
el¥fa o= & forv far Sar ®1

Ex. - = LOG (20)

Result - 1.30103

SUM () :- 39 %aeH P YART & T3 AR & I uelid
P & forg fpar Smar 21

Ex. - = SUM (20,30,25,24,46,86)

Result - 231

FACT () -39 B&®RME &1 TANT &1 T3 &A1 & BRIl A
wefdfd e @ forw far Simar &

Ex. - = FACT (14)

Result -87178291200

ROUND ( ):- 39 BaeH &I WA &1 T3 G&T BT Yo 6@ &
ToTeld o & forw fham Smar 2 |

Ex. - = ROUND (14.7854, 2)

Result -14.79

VALUE():- 39 B@®M & IUANT $HRdey BRAC BT 76 BRIT
H gea & forg Bim € | SeTeR

=value(“1,1007)

1100

Ife 30 BRME ¥ Pls PYdex A Sled &, d9 ‘error’ Howm
CRUGIR

2) COUNTA () :- 39 B®RE &I TAW, < T3 ARl &l
fFaR Fa A HeRkid &= & fog far o &)

Ex. - = COUNTA (14,18,20,15)

Result -4
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(8) UPPER () :- 39 Has™ & ¥aNT U T &l & Y8 &I
IS B Dficd oed § uelRid o= & oy fHar omar 21
Ex. - = UPPER (“narendra”)

Result -NARENDRA

(2) CODE () :- 39 BaeE &1 WA & 4 3R &1 ASCII
A+ wefdfd &xe & forw fasam Sirar 2

Ex. - = CODE (“S”)

Result - 83

Roundup:-39 Function & U ¥ sk &1 Aol ww=m #
geo & foly SS9 Aviale & 99 O H uRafiaa fdar S
2| Sarafe =ROUNDUP (64.34) forar & a1 SH®T Sak 65
31T SR |

Rounddown:- 9 BaR 9§ 9a/d T e} HYOT G&AT H qea
& forg S8 Aviqie @1 Bl wer # uRafda #vd © 1 94l
=ROUNDDOWN (64.34) forar & o Swal Sk 64 an
SIRATT |

Lookup:-39 HaRM | &I Ael P A& B Joll IR Tdhd ©
I g8 §9H © o S9 True I 3rrar False I |

If function

IE BaRE 8 9didl & Pl didie RAfd &l & AT Tad IR 89
RS A 915 B AfhaT FT HRAT B |

Syntax (fera=r &1 i)

=|F(Logical text, value_if _True_if false)

=|F (ST HSIRM & 98, 3f¢ Fal § IT Teld ©)

JeT Ife W ¥ B U § I7T Bl & I8 o™ & a9 39
BIR BT TIANT BT S Ghar B 79 olifory S9dT ufaerd
C10 ¥ # ® 3R 31y dAred & Ife afawra 40 a1 S99 Sare]
BT AT S URNY IR AT S 3rrar ol fear 9, 39 ford
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>

>

1)

2)

3)

4)

Cell 7u & Delete ge7 &1 fdeid &¥ | Delete cell fdweq

BT feTp N |

Delete &1 SR a9 fewre <ar 1 Rww fafe=

I9-fdpeT BT B

Shift Cell left:- 39 fd®pey grT e =i Ja & T
|

Shift cell up :- 39 fdded grT el T da & = @

WP B G Jd FW P AR Whd g3 e ¢ Ja

ERT &9 Raad w9 &I -1 &_d 2|

Entire row:-fAdet ¥ t& I fAed 2 IR SUb ®H W

= B I FWR P! AR WDl T |

Entire Column ;-39 fdded | 3eX &I Hiad fAedr & 3R

ey T BicH P T8 I HIeTq AT Sdl & IR dral

HicH T DI AR BT T |

Aot a@efie ferr

Wd TP YU gddie e 8 dr 39 fAdeu &1 SuanT Bar
g | TP 99 319 DIy IHIC A & A1 IHD S BT Yl
el e ordar © 1 saferd 39 fdded &1 JarT 89T Hraem™ |

PN |

519 g &1 fAemr 8 S99 dadilc )R wWger [ |

2
>

=)

Home 24 &1 faetd &% |

Cells U ¥ delete e &1 fdeids ¥ | Delete Sheet
famey &1 faeTd o |

TP ATl BT ST a1 fewrs <, afe diie faem
g d9 Ok se+ &I fdord #¥ =¥ Cancel e+ faos
P |
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Data <q

ome Insert
| .I!- j _j]

From Fm FmFmOth
| Access

Existing
Connections All~

EEE

| Tetto Remove Data Consolidate What-lf
| Columns Duplicates \al danon Analysis ~

1000} &9 @ SRR ¥| T8 TN <1 Rhoex Rded A

A SUCTEl B 9Hd © |

> o1 9 998 % 3mua! fheer o 81 99 Riclae o |

> Datacs oI fdeid o

> sort and filter 7u & Filter fdweu &1 faders o

> B AR @ ¥4 SN U ¥ fewrg < | 39 9ed &1 [Foasd
IR AAIHATTIAR IIET <F HHd o |

Custom Filtering

& fdl T A @1 fifiea aRa ¥ R afe & B sre
P TH H e AFHi (Condition) TR S@HT ® AT 39 SU
fdpca @ AT | IR AT g Ie=R0 H ' 99 R
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ey TRB] DI FAI <@ e © o 500
s — | 9 3fS% Tg 1000 ¥ HH TR T | T9 S
S fAfR=a 99 @ 98t SreAT BT 2|
Uetrange: | CEEHEEERR Advance filter
s | gfe fHd bl B FAhal 99T AR ©,
(i pardecriy | S @ B ARy g @1 wRigel @R g,

(= J[e=J|dd 39 fddcy &1 TAT Hd Bl
“Advance filter’ @I ¥t HRT S 91 J&T Uh SIART 18
fezgar 21 “Copy to another location” WX fadeie &) ta “OK”
P! g9 T |

REE

Goal Seek

Uhel ST & gAl H favemer =1 & fod I8 v Ayl
A : o 4

1| fowrar sf =18 | 1200 K

2 |1 H Gl A5 12 B_c_jgw

3 |4 yfderg <o |48 =B1*0.04 &

4 |5 gfcrera | 60 =B1*0.05 2
e

5 |dT BT KB 13104 =((B1- Q,:,
RpRTaT (B3+B4)D2) | .

13104/- 2| o™ sﬁ Ig
egar & 15000/~ 1T
P Fol fevEr IM B
fory w1 &1 fawmar fohaen
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_ﬂammlwwvﬁaw

Frandame fapey | I F R FhT © |
e T e e gl W) SmRd
[ e 3MTHST TR FHATf~ad BT & |
bt subkolto: FHol [T $9 1 R A D
F’bj fora oo 7 W & HWIE 99 Fhd
| B e v e i o s G o IR N R |
o i qed o ¢ | Rw afa A8 BRE
% Sumary below dats ¥ geolid PR Ghd =l Mo Ad
gemovert | [ ok ] cmdl || iy @ foRd

>
>
<
>

Tools <d oI fdeid & |

Data Tools JU & what if analysis fd&ea @1 facid o |
Goal Seek fd@weu a1 fderd & |

Mol Wb fdbeq o1 SRrenT dfev fers <) ga8 o
gYe dfaq fewrg <d B

. Set cell box - 39 dfqd ¥ I9 el &I YdT SIei=r gsdr &

gt FaR 9eaT 81 SR Y T S § B5 A H

deold AT & |

. To Value :- 39 9199 § S 9ifod =T 81 S99 Sdl, SR

fed 13 Serery § g4 15000 =f2v |

. By Changing cell:- 39 dfq # 39 ¥d &I gal STal

gsdr & 799 89 95 9ed & | SR e T SeTeRv
# B1 Hdl Sl |

Ok g1 T faeTp &Y |

T IThel B AT TP ST diqd fears < oy afe
Ok e fdold o= oI Mal WP d JTAR d8d g
s 3d & | Ife 3ma Cancel 9e1 fderd @xa o qRE
3PS Bl IBd T
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Sub-Total

Ife T T 9T BUAl D TIET B ARI B PR B © oD
90 IR USRI H AT AT AT 1 IR T g A |
feT & 3mad (Income) BT STt fear 2| 3@ el 9 #wEmT
P TP X P AUNT | HIa-l ad 8, S AT BT T
gméwawﬁ%lagwmﬁwzﬁmww
|

> oy srer e & 59 9 9 31 Riciae a9 |

> Data 29 &I fdcetd &Y |

> Outline U @& Sub total f[AFea 31 fdead HY |

JMIPT Faclcd BT ST d199 fewrs <ar &1 s A=
fawpe B0 ©

» At each change in:- 3 I dfad H 39 fheg & M &l
SIeld &, fO9®T Facied #-ar aed & W o g¥
FETERY H e Bl STl 7T § |

2 Use function:- 39 dfa # S B &I gad & forda
Hacied # TART $_AT & | HEId: Sum GAST TN BiaT
& | IRg Average, Max, Min ¥ YT &R A& © |

» Add subtotal to:- 39 dfaT H HIFTHT HEIRIT P 4 cled
ey Jg <1 USdl & | SEERY P ATAR Income fhes
&I Rielae axd & | 39 [ddcw § U ¥ SeT fhes g
Ao & 39 99 g gY fhes &1 Wacied Tl B |

¢ Replace current subtotal:-39&T UIFT FAI & |l
Hacied BT T4l Waeied ¥ 95 | 8T & |

5 Page break between group:-fd®cd & e Haciecad 74
UST U ST B |

» Summary below data:- I8 SET &I TEHRI B A
eeied Ua \qol I (Grand total ) F geifdr |
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Ok e &1 fdeTds o |
Haeied Pl 8¢ & ©g Remove all 9277 &1 faerd o |

Comments
FfT HH PIE AA BT ol F HeH <HT Usdr 8, Ol 9ieH B

P GHT SYANT H 3 Gl & | 39D (o 8 Al Bl FHC

Thd 8| DM ARRYG: JhIic § T8 REdl, dd e A1sd

PT ISR S9P SR I o O §, d9 98 dHc ggar & | fHifeT

¥ prc e 78 210 8, J afe smueT e fie &eer ®,

a9 S fie fddey § A | 9 3T Pig gof AR Tfed

el 997 X2 &, 1 e 9gd SuAR wrfdd gar g,

> 59 99 W) FHe ST & 89 W) fdeid &Y |

> Review 29 &I fFcd o |

> Comment J4 & new comment fadded a1 fdard oY |

> 99 9 B HUR TP BIel e w3 g # de
STl WIaT 8, a9 99 9d WX Udh BT dld T Bl
f3reproT AR AT B |

HTHE PT AT

> o9 9 &1 Fric M 81 99 9 & fdas &, ud
Review 29 W faaied &V |

> Comment U & delete comment g &I fded o |

Protect Sheet
g H 9a lock a1 Hidden fd@wer & STer {Rféia R Ao
2| o I8 e o Iad 8, 99 e W) Protect fdsey
SUANT 3§ o O | aaheiie T GRS o) @ ford
> Review 29 &I fFTd o |
> Change U & Protect worksheet fd@ea @1 fdard @ |
> Protect worksheet U fad®cd &1 fFae &9 |
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s> URae e &1 SRanT dfed fewrg <ar g1 o 3=
faf=1 fdwen 8 2, o I8 4Bd ©, & o[ oF ¥ e
Bl protect HAT & S A b & B © |
> UdS STol aol Ok 99 & fderd & |
TR URIES g @ ford 3R U IR @€ UNIEs gBdm |
fhR ¥ & TNIgE STl (Ale— UNds I8 B9 I=Ifed BT 8
serfa afe ASD uras faar & o S9d Asd a1 asd urRids
Hg 781 § )
gdpeic BT a9 Unprotect &% & ford “17 | “3” @& Ug &l
3HRVT HX | (@ IE 84 Unprotect Sheet fdsweq fezamr 2 |
3 R e 7T @ 98 Tae UNEs @ ol gudl ol U
g@mlwmammwwﬁmw
|

IHYXCH & (Custom View)
TR # gadiic & MHR 987 99T Bl & | Wil | U
THIF WR el fexadt & | U Udhdl gdsiic § Il 3T SIS

CustomViews kiR RGIE S SEEG1 1ol A v
Views: W%Iﬁiﬁé
A [ 5o || o g @ o
T@Eﬁﬂﬁ@?ﬁ%ﬁ

—— | g1 wE @1 fRum

# pete || =it iR oRTE T

g, 9 difod  srer

ged # gR&a BKfl | WM & M 3T & STl DI 37T
M BT G qATBR I PR Fdhdl & | IAD STl & felg 37T
¥ IT PICH & ERT &1 FDHd ol FAH MY 3T 7T
Rl T ST 37elT A/ € Wahd © | 39 ford
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> 99 9d I 9a 98 I o W Custom view T
&1, 39 Ael IE Bl Riclae o

> View cq & fdad &

> gorkbook views 0 & Custom View fdda &1 fdarad

|
> PYCH Y ST d1av s <ar B |
> Add 929 T fadad o |
& P A DI T, SH TG W AT & DI M <

HPHd B |

R <@ & oy i Bl o

> WU 193 TP a8 fvar SRe |

> Gl g <@ 8 39 M DI fdeid o |

> Show dc7 @ fdaad T |

© To Narendra Publication, Nagpur
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Syllabus

DCA Semester -1

Paper 2 : PC Package

Unit §
MS PowerPoint:  introduction and area of
use, working with MS PowerPoint, creating a new
presentation, working with presentation, using
wizard; slides and its different views, inserting,
deleting and copying of slides, working with notes ,
Handouts. column and list, adding graphics, shapes
and screenshot, Smart Art and charts in
presentation, sound and movie to a slide, working
with PowerPoint objects, designing and presentation
of slide show, changing slide background, change
slide size, = using animation and transition in
presentation, advanced Flight options- manual and
automatic, printing presentations, notes, handouts,
with print options, slide master, handout master and
notes master
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Unit-5

Presentation Package

Toice™ Udbol H YEAN AN @7 9§ @ I WS & oY
ﬁuﬁﬁfaﬁ?mamﬁlwﬁmwwlssﬁsmm
SH UH AR YR fhHar Sar 8 $9eT SN R el
Toice & forg Brar 8| Uoicy™ Yol STeT US| v drel U4
<@q arel TN @ forw Swarlt B 39 YW @1 wAnT i,
el ofe S Bar &1 MS-PowerPoint,  Corel
Presentation, Lotus Freelance graphics J& Wuics™ Udhof
2| 7 uoiee™ Yoy & fagmor &

UoiceM Udbel H CRe & JfaRad ==, Hqd1, mars anfe Sra
HPHA & | TAD IASS Bl AT AT Y9/ & Fhd © | TS
H qredl djfsside ST ahd & | STOT IR W3S W H WSS
P B d9 PR FHd © | Ms-Powerpoint I8 AR Had
&P AN B 1T Uoic e Ul 2 |

TR—tge fIgE IRfERTT BT ST ®| 3 ydfeiRd
IR, BICHT®, 3rmerd, fafi=t wwra & Wyl sa18 © 1 s
HATS ¥ 3MY U SRR TRfTHeT 947 Fad © | 379 &
g Toq BNT wWdEfed a1 gaar gNT FEfya ot e
UG 94T Wahd & | 3ATT Joice™ (RIHR0N) BT 98 oy,
35 THUH 1SS T TR TR IR FHd 2 |

A% qleasher Page 42



KANAK Computer Education, Multai- www.bcstkanak.in

Click to add title

Click to add subtitle

Th UPR A

goicyd  H

Uol & ®U H

me P BT B |

- - — s TR,
oz a7 =1 srer &1 gaeE eEr B |

W U QIaRUSCe Udh RISl Bl UM 3, 399 Y ®IgS &
aegd | sfed favg @1 95 ow U WX Wahd &1 39
Tge @& JfaRad, handout, print out &1 AT | I
IR GHd & | TR A= TeR @& 8 96 ©,
ORI S B BT ©, S9! Ao, S B B @ ©, SHD
Ry e |
aft teR @ Siffhw # faf= & oot 5y o 8 o9 318
PR QT HRAT B, 99 A DY BT &, 9 fhas GRE &
JNMATIHAT &, e P AHAT fHar Srar €1 39 b Bl
IR ARBRET BT TS & o0 IR T dga 30T
Td g9 AR © | 658 @1 | SRR fhar T 2
T FHARME! BT URRIT — 9 HHARET DT HUAT DI SABN],
IR B TGN 3N < & forv graRurse # uoicy™ g9
SraT & | 399 fafi=T aifhass, movie 3fe &1 WATT dER dRid
| uRteer fear o7 daar €1 doicyd # gadr e favy @y
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21 39 UPR & fadft & ufderor @it g ar Sifie $ax 8 o
I8 U BT U 9T o & | 989 | ufdeor & fow yraRurse
BT SYART I Afard a7 81 a7 2 |
Hoige AMeHE — & iolge § 980 | AT, SRE 98 8
&, Sufery U AISHT IHT 98d aLIH Bl & | 3 avE
FAR T UIoTde BT AT DI aRS AR RIAT Bl qHH T4
ST A UK PR B oY UOiCe §9IT Wi © | g9
ATSTAT BT AT, ™ 3N DT FHSITHT AT BT & |
AP — B SAUE B ATBT B Foiesd H I SAE B
IR H TSGR ATfhed Td BIST & AIH 980 dak aid o
T O Godl &1 39 JJfaRad ArbfeT &1 Arer, aeidT
3N BT IRIANDROT B ARID H HHASAT STl & |
UraRYTSe dle] HRe @ forg

1. Start sc= =1 faers w |

2. Program ¢+ &1 fdeid & |

3. Microsoft PowerPoint faddca &1 fetd &Y |
g1 presentation 9191
Office g1 & T & |
new fd&cq &1 fdetd Y | new BT ST died fe@rs 2T 21
a9 9 fddoy 7

= Blank & Recent -39 # IHd M & JTAR Well 1SS
Ml 2| Rrad 3y 99 $M & AR ST S ddhd @
AT IHHT HATGTT B HHA © |

2 Installed Template:- I8 AP FZS g9 H BRIl

a1 &, rew gdfFuiRa wgs & 999 81 39 H T
AT fAvdf R TS BT ST TN okiSe daR B, o

ffl axqg & T B o, Fu & rerr Rurd anfe |
TCw GleeAsherd Pahge 12
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P! % STHRdl BT 39D 9y T fAwcdt H ST T
39 I U W R B o Suw o T et ¥ f5a dre
A GIERI & Sd o) YRl @ AR R Jg faors
3iaa: gy wfed fafr=1 aeal & fory Afted Wi | gaa

g 97T B |

s Installed Themes- UraRUEe # d8d I U8l A &N §s
feorgs 21 e derar 9 oMY URIfaaxvT &9 9o © |
39 [P i W8S &1 [T FAGH, oRISe T Bive &l
ey IR fAear © | s s @1 wuE © e ufasy
e die # <@ |hd B | D IHH FSS SET B aR H
HIs JAEBRI T8l BRI T |

« New from an existing Presentation -39 fd®eq # ugar 9
g goiced @ g fewrs <l © 1, S ¥ 38d B 3
et x| T OK 9e71 I e & | & wigel- Rictae 1
2, 99 MR W TIT Joicyd 91 F&d ¢ |

afe Blank presentation f@@cu gad &, 9 AMUHT TSS

oRITSe &1 SHe dfewd fewrs <dr &1 om fafdy R &

WIEE & W B 99 UIaRUise § 9 UPR & olliSe BN

T | OTRA & IUR S W IRT ST gH wahd ¢ | sfed

ARNEE A+ & a1 ok ge Bl Il o |

JUTARUTSC & ©

UIERUTEE 3P UM THR & & IUA&] PRIl o, RO 3y

3MIBT BT SMHFT H PR Fhd ¢ |

Normal view :- S8 & # caRe, ¥d@ifeF, fUaer Sreiax
[E IHH qeclld PR Fhd ol 39 G H Uh AR [ o
wWES @ Ihd ol ¥ fAf=r 1 |aeE, uwm,
A S dR <@ WHd ol 9 TRE b U9 A
FAZE DI APCART < FDhd ¢ | I8 & T3S 991 9

TCs gfeetaherd PEGETD
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SATET WANT BIAT © | 39 & H ¥ogs &1 dR<fdd wU faars
<aT &1 FY @Y 3R Aled °F @ forg SE ¥

Slide View:-Ig 9Me & & WAM & BT 8| 399 Acd B
fog e FE Tuil ot Syt whE R S TS worss
Ayl wRAfGT o e & 9 RwE < 2 I8

IR I WgS 99 o1 & 9 S99 3Iifa"

O dEeld BT BT & a9 JANT fhar e ® |

Outline View:- 38 & # W41 ¥gs &1 Uy faams
B | o7 2 o T < <o, R TE ot 5o
T8 fo@ar| % &R WSS &1 e, T S9d 3ex
@ Heh a1 fHdl HaoH & 9 w9 A feEd 21 a8 g
T W8S 99 O & 91§ S9! U ©U H FHIINIT B
@ foIT WRIFT 4 37T ® | MR SRl Sield 99d 39 Y
BT JANT el fbgr Smar 2

Slide Sorter View - 36 & H |4 W3S Uh PRI BIC ATHR
Do | 7 feER <t 213w g wss 3 fafie e,
O | STa1 B9 H uRed, dfd wge @I 3ged (Hide)
BRAT 3MMfQ PHTH! ARA BT ©| 39 & H AU S
¥ BT T8 ST 9dhd AT B SHH Y 98 IR Fhd © |
Jg 39 TRE ¥ © O MU Tl W I USl Bl
PR TP ORI o IR S= JIRUd (Rearrange) & I8 &I
SAD WRI ATY HY FUYYT STl &I, AT eSS Bl HY 9
ffRea far & a1 98 = wss @ 9 fRwr <o B

Slide Show view:- 38 & # Hoice[ &1 IRAAD wY
g Aol whF W fe@ar 2| ueRuge | wsS & O9R

b B |
N WSS

A% qieadher FPage 12
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T U H TS 1 B U BT IReRd T 8 Wahdl © RISy
T Brar €1 Ale U9 HISuHad 16 OFaRT W SaArgs 3 3if
AT V& Yoligs & forafdie & O bl &1 Woles™ & W
31 &1 A ug v @ forT S wadr €1 e U9 <gHIe USt 94T
T Ay
> view #q &1 faed o |
> “note pages’ fd&ed &1 fdetd X | MUDI Rep W
wige, 91 g Y 3R e U fewrd <ar €1 9w
sfod cwre, Mibe anfe ST 9ahd = |
e Ut e 1 & 9 @RoT 8
sfile 7 &7 fdeT o Print fdweq &1 FAra o
239 SN 9199 # “print what” fd®ed # “note pages”
PI Rycrae & |

Handouts

Al TRADROT DI Uh BIc ¥U # e & siari &1 f&ar
AT &1 U Uoicy™ B U | P TSs Dl (T 3T
Ul ¥ fi=e fbar mar €1 handout § IR a1 ©: AT 36 WSS
BT U Ul H STl STl & | handout &1 \eTIar |

P JER OB F FEST Fhd &1 handouts H TAF WSS
Bl ®, oifps ARIRUIT: UTfthaRy UHTdT &1 S<IAT WIIal &, olfebe
CRC B Y9 99 B W WK & | 9 IS IRAAIPRYT SIe D
gy ¥ AT 8, a9 handout ®1 pdf BIEA H I IR e-
mail §RT ST ST 81 §8 handout # W& ¥olss @ WARI
IHD TRNHRT @7 @y ft fordt St €| wReqfiavr & a1
39 ARIRVCE S SR @1 I oar € o wfdsy § afe
JLIHAT BT AT ST SH W@ Foball & | 9 IR DRI 3
Sifed 81 I1 IHH 98a¥ ddbid! S 8, 99 handout 31w
SYIRN & WA &1 P IR [HAl Ioss 9 Gag ser o
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T U H TS 1 B U BT IReRd T 8 Wahdl © RISy
T Brar €1 Ale U9 HISuHad 16 OFaRT W SaArgs 3 3if
AT V& Yoligs & forafdie & O bl &1 Woles™ & W
31 &1 A ug v @ forT S wadr €1 e U9 <gHIe USt 94T
T Ay
> view #q &1 faed o |
> “note pages’ fd&ed &1 fdetd X | MUDI Rep W
wige, 91 g Y 3R e U fewrd <ar €1 9w
sfod cwre, Mibe anfe ST 9ahd = |
e Ut e 1 & 9 @RoT 8
sfile 7 &7 fdeT o Print fdweq &1 FAra o
239 SN 9199 # “print what” fd®ed # “note pages”
PI Rycrae & |

Handouts

Al TRADROT DI Uh BIc ¥U # e & siari &1 f&ar
AT &1 U Uoicy™ B U | P TSs Dl (T 3T
Ul ¥ fi=e fbar mar €1 handout § IR a1 ©: AT 36 WSS
BT U Ul H STl STl & | handout &1 \eTIar |

P JER OB F FEST Fhd &1 handouts H TAF WSS
Bl ®, oifps ARIRUIT: UTfthaRy UHTdT &1 S<IAT WIIal &, olfebe
CRC B Y9 99 B W WK & | 9 IS IRAAIPRYT SIe D
gy ¥ AT 8, a9 handout ®1 pdf BIEA H I IR e-
mail §RT ST ST 81 §8 handout # W& ¥olss @ WARI
IHD TRNHRT @7 @y ft fordt St €| wReqfiavr & a1
39 ARIRVCE S SR @1 I oar € o wfdsy § afe
JLIHAT BT AT ST SH W@ Foball & | 9 IR DRI 3
Sifed 81 I1 IHH 98a¥ ddbid! S 8, 99 handout 31w
SYIRN & WA &1 P IR [HAl Ioss 9 Gag ser o
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handgutﬁmm%,mﬁwsﬂaﬁwmmmﬁ
OITdT % |
yraRuTse ¥ handout ¥ &R & A7 =R &
> View 37 &I fdcid v |
> Master fd®eq &1 fdcid B
s Handout Master fad®eq @I fadoie P | JMUBI Th U
fewrg <, S99 WSS BT oRise Ul BT &1 @RI
IWR @I handout master &1 SR grag fewars <ar |
> 399 H ¥ shod okimse Ricde o |
> Header &3 # sfRod ST S, 9 ®UAl &I M, dRIG
e |
> Footer &3 # sod ST S |
> Close Master View dc5 &1 fdoids &V |
s Handout &7 e &1 & %=1 =RT £ |
> File ¥ =& print fddeq 31 fades o |
> fie &1 ST a9 fRars <, SR “Print what” arad
¥ “Handouts” fdcy Riclae & | T U9 H fdhad
;glsts' fie @vAT &, 98 “slide per page” arad # fAf¥aa
|
> Preview g9 ¥ g Uo WX &4 i< &rfl, 98 <@ o
el B |
> OK 9291 &I fdeid & |

.%ﬁzﬁm
] et R R ek
! 1T|!f¢>‘cﬁ WFormaegﬁa’&' T B Fm & N
Selection :- 3fBd 3ifsside &I Rictde A & forv, 39 s
| Ryorae fHY ifeide & IRT 3R Irex Yef¥id 8l &, o

PHEI R BIE AdPR I@9 fo@rE °d 21 I s § el

AR qiedaherd Page 42
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difsstae g1 &1 dF 9l sifediae & HU I P W Fad
IRG ASE P ged B 9 Bled g AM dP @i | 30D
JfaRad shift 3R 30 <A I T A SIQT Jifeotae DI Rielae
IR GPHd ©| 39 T DI S IA ¥ DI AR & AHR BT
UrEex fawars <1 8| 919 9% I8 UlgeX © a9 P N 3ifeide
® ART B B PR GHd ¢ | TR P Rieide T8 IR Fad |

Free rotate :- 3ifsside & SW @I 3R T handle fear

g, e yan sifside o fafr= feen # g9 & forg aran

2| 3fed diiede & fdes o ar f&0 U6 &N B Udhs

R I gifed feem F gAR |

Shape Fill: - 3ifestae # Fifdd I IO R & ford 39 T

BT AN BT B |

Shape Outline: - 3ifside & a3 & I H URIAH xA B

ford 39 T &1 WA B B

Font color :- TRe-HT 1 dqe1 & ford §9 Tl & YAFT Il

g1 399 A fasey g

gine Style: - 39 T gRT 3T 134 DI drers [lRad R qad
|

Dash style: - 39 fd®ea # 3mu o399 &1 veR [AREa &=
GE

Arrow style: - 39 fdwen # R &1 ydR AfR¥=Ed &= 9ad & |
Shape effect :- 3ifssige @I fafi=r g < & forv 39 fawey
HT IUANT BT & |

Shadow:- fe MU BT ATeoide Pl BRIT(shadow) ST & 9
39 fdPpes & W W | 3 fded da | el fha fawm
oI frd R @ ST AT IHS! Gl 3l & S99 9 3fea
PR g APHd ©| Wird Bl AR shadow setting Fed fa@rE
<t 8, oAt o 91 & A= gl & 9 R Jad T |
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3-D:- ¥% fddey wud Siffh & i @1 dF e & w4
¥ qRaffT Bey B o TERT BT B 3 i BT & TP
3TETT 3T UHR ¥ oF Ml wY i@ <d 2| 41k &1 3R
3D & fafdy o & T9 IR FHd © O ARIRT MM fha=
g1, IH@! o, IHHT I 3N | 3D ARI 3MU IWHT UySrS,
arge w9, A Afded wR 9ad 2

$9 <4 A 91 3R (Udl Arrange YU fR@iE <ar ® 98
dfeotde B ARYT ax & ford WA Bar ¥ 39A
frferRaa e ©

Group :- Af¢ 3MUT T FAMBR R TH e MG 915 © | 316
HYDI QI 3MMRIA BT Tb & FN [AGH ol © T &Fl Pl
PR UH U H P BRAT &, 79 I8 AT HRPbdA HH &I
AT 21 39 AP & gRT S QI eifeide Bl Udh Sifeide H
uRafda &= dad 2| 39 ol R sifesiae &1 qu &% &
S T BT Ricige, | 71 59 deq Pl fdoid B |39 3
34 ifesige & AT S W FAGH A & 98 Tl Sifeide W
S BT © | 98 U &) 3ifeoide & ©Y H &M Rl ¢ |
Ungroup:- U by 13 3ifestac] P 3Tl el BRART el
PR Hhd HAMGIY MBI I YU fbU T SHesiae b Y
HRAT TSl & | 3FYU PR & d1q B Jfeolde DI AT TNId A
BRIC PR HPhd © | 3 fFerusne & &= B 7 gu b IGH

dSold DR Hhd ¢ |

Regroup:- I8 fdded 3gu fby T sifestae &1 909 R U
P w7 H ATar 2|

Order:- Ife ®Ig SRe ISR H ST & AP o9 3T DI
R F BIg 3ifsoige 910 & d9 98 ke S9 3ifeide &
48 ol ofdT 21 3R MY &I 98 fo@dr 78| 39 fddeu 9
Udhfe S8 TR TP § Sel YHR &I el 8 dd fbd Ser &l
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AP @l B B fe a8 98 ARREa &= 9aa 2
Ife sffeiae BT TRe & YD IEAT B d9 S Afelae Bl
Riciaec @R sent behind text fddeu @1 fdod & | W e
TUH ¥ STET Jfeide] Bl ¥ WGAT © I8 Alad & d6hd 2 |

Grid:-51d 319 ®Ig HAfad ATHT 991 2 &, 79 39 [dded Br
el T | S IMUSHT ifeoide AU T YAaH iR A 97 BIeT
BIT B |

Nudge:- 39 fd®eu 3 39 Sffeside DI ggd dH JoR A feal
HPhd ©, S DI A gRT HRAT F9d 781 BIal 2 |

Align or distribute:- afg MU= Us e & 3 Mol 91T T,
3R MY AT &, B a8 el b & Ydhed drdl 419 81| I8
39 ST Sifestae BT Riclae o, 39 fAdHey gRT & Fahd ¥ |

Rotate or flip:-- afe amuer fhl sifestae &1 =T AT @I
AT B | AT IHDI_mirror image 991 &1 a4 39 fddeq &7
TRINT X | ’

Edit points:- @ MU PIS Had &R MRl 910 & AR IFA
FP decd dTed & | T9 39 fAdded gRT MUdT Hpfad # Bie
Bl ¥ R fag Tor A 2| R 3 3 39 rapfa 7 sfed
geolTd B FPhd ¢ |

Change auto shape:-3d fd®cd 9§ 9 A IR 3
Pl GIf5d NP H d5a1 A o, AR TSB! BRART W AR
gl ¢ |

ToiceE # Clip Art ST

AU 3ifftha # ggawl R (clipart) Sueer | 39 sifaRad
3y faff=1 bitmap A1 @1 1 clipart gallery § Sl |&d © |
ey b @ clip art gallery # fdwg & R =rFi &r

3T AT PR I@T 7T & | Tgs H clip art 1o & forg
> slide view # Insert 29 &7 fdeids &N |

TR qleadher Page 43
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> lllustration Iu & clip art fAwey @1 fderd o | A
clipart gallery a1 Wil ©| S99 9 3feoa faemene
Rietae o |

> Ok 949 &I fdard

Cropping of clip art

gfe fdeuene o1 fp R & usicyd # el B, 9
faeraee @1 Jaifta R dreer usaT| graRuige # fdsdl gia
7 Jfeoide & IfaTfod BRI BT AAFT H TG doll | el Fhd
T | 39 forg

> 19 faedee &1 wavar §, S9 fddd |

> size U & crop 9¢9 B fIdd H | ASH UEeR Tg
crop @ 3MHR BT e < |

> Wiel 9 fdemene &1 R v &, 98f R fdas ax,

sfed g 9@ drag ¥ | I AEES &, T I8 BT
G DI | W BN |
CRC Pl H

NEE gl

P H Wgs #H cRe &l ©U [f¥ad & Fahd
2| SUH TRE Pl UYDR, DR, I8, W A a7 B |
3 TRS § M b o
> TRT P Rctde o
> Home <q A=y &1 fddd &
> Font fd®cu &1 s &9 |

> 3Rod UPR, PR Afad o |
dAEd @ AR P gl

graRuUTge § g @ IR & YPR B B Fhd ol TP TP

IR=T & B ART & 919 & IR AR AT 7T uRWT B

j:lwsia‘\fl?ﬂsﬂsiﬁ‘\’(line spacing) ¥ 9Rdd= &xAT B
|

ST 3faR 9T 81 98 uR<wee Ricae &N |

—e

|
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> Home 29 &1 fFaas &9 |
> Paragraph 70 @ BIZ WI & fded 1| SHDT ST
dfeq fearg <ar © |
> s afe amuer &) a9 & 9 @ JIaR b [Al¥Ed
%A1 8 Line spacing fd@ed § T &
> afe sl uR=wsl & d= o T T FAT B Al
gii;ore Paragraph 3iR After paragraph fad@eg # e
Wmlldcqwdl
FH—PN ©F Tiigs § oo 3 I1 1% SToly DI oToxd &l
Pl ©, TT & Pl DI cRe foRgT & oIbI AP WSS
Th Do B 8 9 WSS Pl oIS dedql U Hhdl o,
I9d forg
> G WSS BT RSC deoHl & 99 W HEx v
> Format #=] &I fdeis &
> Slide layout fdwea &1 fderd o
> TIES RIS &l ST diey fe@rg <
> GIfPd RIS W fdadd BN
> Ok 95 1 fdoid I
TS AT ¥ASS Bl [T HIHY,
UTeR Urse § {p QEREiRa 3 |@he © e deradr 9 sy
I | WSS H IFOT W HIANH &) Ahd o ar I
TAES DI Uh FHM I FAGH AT &, Irifd i wss &
OIS Bl Tb & T T [HI eSNT Bl UPh FHAM A dd 39
fapea &1y W | 39D forw
> Format A= &1 fdcis @
> Slide color scheme fa®ca &1 facrd &R
WSS PoRk THIF DI ST dfed fewrg < s < 9u
famed B0 B |
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3uStandard:- $HH UTRUISE & SUE F FAGH S

gl
4vcustom :- EH Y U+ JFAR A= aRmror &1 3
e fAfead = 9ad &

> Ife % a9 Fomss W & T [ASA R $RAT 81 9
apply 9e9 W fderd

> IfT wIza & W WIES W AT AT AR HAT 8 T4
Apply all 525 &R fadcd @ |

Tgs gaeH (Slide show)
S9 W whgsd YU e ¥ 99 O © IR SEH SN
%ﬁzﬁ%ﬁiﬁqeﬁwﬁﬁ, a9 TS e og (IR ©| S99
> U8 wWsS W fFdd v
> Slide show ¢d @I fda® @x, Start Slide Show 7u #
URATARYT ATe] R & fAdhed ¥ |
> IfT UBel TES A URIERY URT F=AT &, a9 “From
beginning” g9 &1 fddd #X | IR I TOHE wISS
H URYM $AT ', dd “From Current Slide” gea &1
foreram o |
39 TP P 918 Ud ¥olss 9Pl Bhib R s <
> 99 Enter @1 3 M 9T Adhd © |
yeeid & SRM VI W Ak g1 AR geq o < f, e w
fd®d o1 F U7 & PR &1 Uisex @i <ar 21 R
W8S R Y ATd PR Tadd © |
I qifom wogs ueffd 89 W Slide show d & W@ © |
gfe g8 ue df9 § §¢ HRA1 8 df Esc 92 <aid |

Set Up Show
39 fdweu gRT wee & fafi=1 usq Afted o= d&d 2 |

TR Gleesherd Page 13
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> Slide show ¢9 &1 fdcid
> Setup U # setup show fd@ea @1 faes
Hel oI & S dfed fewrs <ar & s faf=r su
fawped Ba B
a)Presented by speaker:- 39 fd&cd gRT speaker 31U+

Wh & UeeF W Ayl RE @ HHhdr B |
b)Browsed by individual:- S TARTHAl wgs H 30T
Set Up Show 0909099 m Sqefd
[~ Show type ] [ Shdes. DX XDl %I
| Eresented by a spesher (ul sreen) ¢ c)Browsed
© Browsed by an indvidual (window) Ceom [ He[ 3= || gt kiosk:-
" Browsed &t a kosk (full screen) ool ¢
I™ Loop continuously unti s’ | = m ;.I < Ei l
| ™ Show without parration ;mm : ?TlIUf[H:
£ A Yok Yot | g, HARTHdl
p’[ihr_'_;] |pfm,~.no. 5] proector wiewd... | [ ok ] | cancat || ST<TTD el

hY FhdT |

d) Loop continuously until “Esc™afe g& fddea &1 =rq
frar U ar uev 99 9% fARAOR Ferd €1 XEdl B9 O
3T Esc &1 g1 7a! Gard 2 |

e) Show without narration:- 39 fd®ed gRT UesiH & aRM
Narration @I MagIEHar & AT 981 I8 [ARed &= dad 2|

f) Show without animation:- 39 fd&ey gRT UeIH & aRM
gnimationaﬁwﬁmﬂﬁwﬁ@iﬁwm

l

8& All:-
39 fddey a1 a9 W BIEd P IR B Gl FISS
yesiH & er foard <t 2
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9& Fro
m — To - Ife HB wige & welid &1 & d9 9
faeq § Hel q Pel db el Bl USIH HRAT & SHD!
G=IT BTed |
Custom show : I usal ¥ W fHar @ custom
show wefdid &<=T 8, d9 SS9 custom show &1
Ryetae o |
Advance slides manually :- e I8 fd®eu &1 =16 B
g 9 UAP wIgs enter dI €99 & 916 81 3T 9l 2 |
Advance using timing - 39 A&y 3 vemss v
T § U 3T IFT da&a = |
Pen Color : slide show @& §Hg Ife P18 AR ST 2,
a9 999 Bl U9 @ ®©Y § YANT fRar S gadar 21 59
fadpes & 9 U F1 7 e fHAr S\ © |

Custom Animation
T8 WSS B gy @ fAfdy S1er &1 Waela (Animate) &
@ forg graRuEge # 9gad yMTERell TS & |
> 19 sifestae @1 AfHEE T & S Riclae &
> Animation 29 @I faed &Y |
> Advance animation Ju # “Animation pane” faded
3l feTd Y|
> Animation pane # S 3ifesiae &1 7 fR@rs < &,
S 9 3R W B faerd a8 | ta " fewrs <@ g,
3aH effect option fawen &1 fdad w3 |
ogloatupﬁma‘ﬁa"ﬁm et <, o A= e
|
Time e R fdads e N deoide I1 TRe W
e T © SS9 fded

G Tfedher Page 4135
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Effect tab R e & orm A= uwma [fdsa o=
TP © |

b. gad HU Text # 39 g T8 &1 Animation <1 =mEd

g, S9dT T99 He | o fly from left, box in, zoom out

etc.
qUgER fIdey # 31T AT & IHIG < FHhd & |
hU

Afte
r animation text box-- 8 fd®wey # Object &1
Animation THI 89 @ UvEId S9dT W fAf¥Ed @R
Hqhd 2 |

Aulntroduces text:- 94 text f&a avg ¥ Rp w® gl
g1 g8 fAf¥aa &) 9ad | 399 IF Sufddey 8 &
yu At once:- 3599 HYYT text Td ARr Rehe UR 31T B
g By word:- 399 Ul I UH & 915 Udh 3MTaT & |
guye By letter:- S6H UA® &R b & 91§ Ud AT 2 |
f In group:- 39 fd®ea # 39 paragraph @ level Af¥aa
P GDhd ¢ |
gvln reverse order:-- Ik 39 A% @I arg &=d © al
s g feem & uefR¥a e ® erifd s & s+
Ugel feEd & dem S b ors+ o 7 I 2
aﬁﬁméﬁwm%ﬁrcmneﬁectﬁmﬁir@
Preview dc4 &1 fdcid &R MU WG ST 31T 3BT & I8
o9 FHhd B |
T STty Afed v @ 91g ok 9 Bl s Y |

Custom Show
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Shde show pame: | Custom Show 1
Sides in presentation:

arr gelRid #R 9dd ©| W9 98 UoicI™ dodl Y&dl ©, O
B DI D! Tlge few@re 781 <dl | I8 fdbey 5a 3y faedt
g HUAT B foIU UG 99T X2 BT T9 SISl YART I © |
> Slide show ¢4 &I facid B |
s Custom view fd&ca &7 fdeid &Y | SUPT SFATT diad
foxarg <o & |
zgwﬁmﬁlmwwwm
|
> HeH 9 &1 9™ Slide show name dfdT # €8T BN
> Ol g difod vese ® Iy S= faes @ Add 9
P fFeTp BN |
> ok 9e9 BT fdaid P | I HeH T @A 2 al Show
ge &l fFad P |
WSS WS Bl
9 UTaRUTSe H wIlss 991d & od 39dT 3MhR 10 39 x 5-7
39 3R WSS ATS MMBR H Bl & | fbd IHPT PR T
P P ATAR @ Fad © | 39 o] file 7= & Page setup
fapea o1 faered o3 | sg9 fR=ferRaa fawer fears 2a 2|
a. Slide size for :- 3IH MY TAES BT ATHR HAT 81 I8 dI
PR Fhd ¢ |
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b. width & height :- 9 cRe 9199 # (T IS DI dlels
3R oidrs T PR Fhd 2 |

c. number slide from -afe yoicy § wWige ¥ AR &Y B
dr 98 $F A1 T=T B AR dle] 8F1 A1ed I8 a9 aN
Thd & RIRYT: I8 U V&l ¢ |

4. orientation box -39 fAdey # wgS, AIcy, TTEAIC,

G AT JMSCarsd Bl

Shides sized for: orentation | [ ox feem fAR=a &=
] s e || THC T

B e Al e | | TifST AT T B
'I%*—:ﬂm  Notes, handouts & outline E Zb_§||( e B
e e fore fadeu

[ Uh IR wIgS Bl

PR, feem e ser

Wﬁf?‘ﬂﬁg‘fm% a9 AT I e == o | e

3MIBT Ig TF AT &, fb Tt a1 5o wonse & fie & 2

Wﬂg@ﬁfﬁ?ﬁﬁﬁ%%ﬁﬁleﬁ?ﬂiﬁpﬁntﬁmﬁw

P | IHPT ST S fewrs <ar ¥ forawm fA=folad

fapey B |

%éange:-aﬁﬁﬁaﬂ?ﬁﬁmﬁ?mﬁﬁw
|

All - 3T ToieeE 31 9 wiss e BT 2

Current Slide :- 519 WIgS W AUHT IR BN 98 WSS

i Bt 21

Custom show :- Ife MU HIZ HEH I 91T BT A STD

sieta T wrge e el 21

Slides: - T ¥ UGl WSS U< &A1 81 99 39 fddcy &r

TIANT P |
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mmﬁ@m%mmwmqw%m
TINT BT & | IRVG: I8 fdded speaker notes, handout &7
fire MPre & YART I T

scale to fit paper :- af¢ I8 fdwcy =g @A & 1 MMUD!
TS 3T MY S YR fIer 4R o T 81T S99 3R # fie
B Ol &

Frame Slide :- fddcy 3 o Twiigs I ovd & S99 IRI 3R
gTSR T Wl 2 |

Print what - 3 faddeq & @7 e == € I8 9T BT B |
TARIRVIT: TIES Y& & oIdiF MMudT Afe e, T-ssise e
fire o=AT 81 A1 98 BT We PN |

No. of copies -¥lgs @ dia+l ufadl =Ry a8 I8 STei |
T SRl ST & 916 Ok 9 &I fdeid o |

Help R%eq

TH UH b W 98 ARdl ORI HYUl HeTdId WuIell SUcTe g,
SIRT SRINTHdT 9gd AR A qifsd T9RAT BT 8l o Dbl
21 399 U 3iffhyd 3RiRee (office assistant) 893 &P W
fexgar <&dr B 1 39 SYWR I PR NUAT GaTel g1 Fobd ©,
3N RIS 39 HaTe F FIfSId SIHBRT SUTeEl BRIl © |
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9o JifaRed wigd Siffhd 3 vy R IR Suaer

e amudl il 3= & P13 fdded & JAEHRI o F T B

“what is this” R T s sod fdecy ) fdoe &

AT 99 fdpey & IR # Gferd I=er fewdl 81 ™

ﬁ%iﬁaﬁﬁmﬁ?ﬂﬁ Mlcrosoftzr‘?ﬂwrrﬂ?@l
I

@ﬁ%%%

© To Narendra Publication, Nagpur
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ARG e fieaferer wRa &1 ve uq@ fagafiene e
S Y gRTRAT TAT HEgER R1en & & § BHiRfibxdl ol SbT

TRATYAT HEIUS2A AT &b ©RT 1990 H AR |
FANY TRAT BT IG0 2T JEAR APl SIT, 3@ arel, faenff &
RIR HAT 2, ORI o A 397 Wiy Y 3BT a7 b 1A 1A

waﬁiﬁu‘i%wﬁwmﬂm
A, msﬁamimm




