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26 FRFEY § AHEHTEIH TIET y

AE-Ue™ (Introduction)

f&Sw memu@as mrugfear famen & woz=uas wustans T feg ig dfules &9 rae
TEBT wT EFF &% veer 7 | fEFT HenuSen § eEls wanuSed <t faar wier I iy
39 3 WaAUBIY € 3YT ¥ v 95~ €I wanuded m3 feeade nanusde| feease
waAuged ot 29T fEegae Mustaasy ZEt izt 7t 91 fow us f&e wint a=w f&Sw
WeaHUFEed 79 It UFTar |

2.1 fE5w wiamuBad (Windows Explorer)

WHT Arew O7 o fegw wanugee wruefea fAmed & wig=sues Wustews 7| f€59
mamW(rleemlum}e’rmwmfsnﬁeaé‘ms?aﬁr@zaiﬁ?
Hg© SIS v EBFe § SuS B didt Atel 7 | vt afu@ze f&e vgwe fana e a7,
THST T HErgddl TEIRT § UF & 9 Agw o7 o fant »ireteq et new =1 59 Aaw O |
it ferst =93 eEtet AT @89t & Une, fste 998, daH (rename) F95, Ut J95, HE
qOE M B eBF9 HFE T WTfe EHT BT g9 AEe T |
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& 3192 (Navigate) (€ g7 3 gHT 5 A7=T) 995 &e1 arfea® f€29eW (Graphical Interface)
yes g9sT 7| fenet =93 &% afulzs of vew fana €9 fige eels /@599 § vy,
fe=nfaz (organize) a9a W fegt v ot yug 95 &6t 1=t 7t T

2.2 f&3w naAudee & &&%eT (Opening Windows Explorer)
fegm wemuEas § g%e € et 39T 95 | wiE feast Idtfaut g9 u=te .
1. fezw ) o w3 E &twr § fedlor ew@ )

At
2. fESmahyeaE — All Programs T f85 57 — Accessories — Windows Explorer
I afEx a9 |
A
3. fegw dtw e9% — Ao Tan <9 Explorer 281 94 |
Hr

4. T5 F9W (Run box) Gus aex et f&dq aiv wmiF R &tw § feds eo§ o fom
f&g Explorer 2TEU J9d »'2d &b o9 @ |

2.3 f&€5% nignu®ae & 7741 (Parts of Window Explorer)
fegw wanudde € g9 o9 ugs 3 ufest ig 3w manuded © 29 99 ugsT Idier
7 | f&sw viamuBae €9 wg &35 e viv feud fée o8| fev o5 oelst, esgan mia
FoElEw | 372 & AT g9E ®E AT T &< feardt efew i<t 9| fEa vy far svw méum
erfest § e ot emse f<w dfimm wier T ¥ Swav <9 ot ofest Aeg dtstht Ar
Haem g% | feg efest Sudhit-Sydht Mustanss et &1 § raet 75 |

T AvEe T fa wiAt wruE 372 § 3fdy ©f =93 wet wedw vrae fae fa oeF fana,
CD, DVD »rfe f&a weg g¢ naw 77| fea oz favg mm 39 3 A9 afufest fee Gudsn
<t 71 o9z fona & 339 429 & wfar 8¢ gmar f&e <fawr wer 9| foost 82 g &
soEted faor Afer T | wAt fegat sadiea § CA DA »nfe & € Rae of | vt f&59
WIAUR T o Hew &% fog ofen, %30 A 3ovls 39 WA 378 Ud9 dd Age dF |

féw »amudae & € Usw e e aier T

1. 9= U (Left Pane)

2, HATUE (Right Pane)

feFw nigAUS T © 4% U (Left pane) & =16ms Us (Navigation Pane) =t fagr Ater
T | vt ¥F Uw <9 Foeied »T §8999 Y Aaw O7 | Y Uw 9 yfewr Jfenr a9t =t
WMrEHEZ ARde §t3T A7 Aeer o | fea p@ge stgr dfenr wreage i sodle, §%s A7
&ee9d BaHs § RaeT | A€ B9 397El=, €590 A se<dd SaHs ¢ Rgde digr dier d 3
Swet faew fasw vianudss © A Us &9 ot 7 Aaet 7 | 9o7 faat I fife Windows
Explorer € Y-y grar & fewrfen fapar &
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Recent Location Menu

Forvard Button i:ruttunr Addrress Bar Tlt!g Bar Sean:rh Box
. e ] |
Back Button—_ | \—h f j !
"'{}LJ ‘l‘_’,.i » Lomries » L3 r |“'” Secrrh L 2|
Mesnu bar Fie fde Vew  Totis  Help
Toolbar ._u.',_......z o Nosbiwwy - ‘j':F ___EE '..“,
BT Favories Libraries
B Destop Oipen & library to see your fles and mrenge them by folder, defe, and other properties.
& Downloads e,
D Recers Places |'_E=_ D eumenis & Pl
.__-:-'}- Lilsrary . Library
=i lbmres S Pictres Videos
E ::n.nnm _‘E}_, Litwriry g’ Library
B Pictures
H videos
= Computnr
&, Wen 129
£ Netwark Right Pane
L7
| eft Pane Zaif .
Ll 4 items
—— <—— Status Bar
Fefarer 2.1 Fo5 Namudiae & Sy Sy swrwd Usw
f&Sw wanuSad & W w1 J57 BT mEwe 75
1. 2€te® 979 (Title bar)
2. ¥« T e9=99 Hes (Back and forward buttons) ., o
ER Deskiop
3. WIIA T (Address Bar) & Downloads
4. WIT IEW (Search Box) 30l Recent Places
5. WsS =79 (Menu bar) B Desktop
6. 2% "7 (Toolbar) -3 Libraries
- |#| Doecurments
7. HeeH 9 (Status bar) o
J’ Music
2.3.1 SaEs" @ %=1 (Hierarchy of locations) k| Pictures
% L .o - Vid
FoF Sfues e e 8899 W Fovie, S22 &% afonr 'EHD:G;U
gfules W ne e 13 83T, sodten w3 fizew fa 2t gs“h.-ng :
(Tree) €1 Fa®s f<e a3ty feurel foe o I fensstdugu § Samsn | ¢ i
T &= (Hierarchy of Locations) fegm AT 7 € Network
{58 Control Panel
% Recycle Bin
Il explorer notes_fin
b final
f¥s9 2.2 8awaw St &t
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1. §=d2H (Favorites) : fer got g=den ng 3 ufosT
esge dur 7| fow f&9 3Waey (Desktop), 36T &7
(Download) = F1e UBTHH (Recent Places) MTeed Hae
det g% (f93T 2.3 &)

2, melgddt @889 (Libraries) : fow Swag f&o 99
FrEtaget JEmT I8 fA= fa 37@en (Documents),
e (Music), fUsrga (Pictures) WT 5167 (Videos)
(fozg 2.4 v9

3. UdHES 839 (Personal Folder) : 3FT fer gae &1
f&9 &fuGes & w1 few (log in) atzr Iewr & G 57 F
T ITF UIHS® THFT T & JuT I T Tt fgerse (by
default) fow fE9 TaT B0 »EwRT 837 I¢ I5 : FeaeH
(Contacts), SAFEY (Desktop), 3EEBEH (Downloads),
§=JeH (Favorites), f&aR (Links), HTET STgHH (My
Documents), Het fHEfaar (My Music), Wret fusges (My
Pictures), HTET 'ﬁe‘ﬁ"@’ﬂ' (My Videos), =g IHw (Saved
Games) T HIfTH (Searches) (f937 2.5 1)

4. afufea (Computer) : hﬂ'ﬁ?ﬁﬁf@?ﬂ'ﬁ?m
e A= C:..D: . E.F: . GfemTdav=m A= fa
USB, WHat Afea w3 aHar »itfe ade nrEe os | (e
2.6 9F)

5. &z=99 (Network) : 990 ST B9% de<ad &8
w3 0F & 3 fen fee zord G afuless w3 wae fouret
fow ow | (g9 2.7 90)
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o Favorites
[ Desktop
& Downloads

1| Recent Places

CEcpMYCrri

4l Libraries
L] Documents
-_-J':' Music
[65] Pictures
Videos

feraa 2.4 sretwadt

4 R Sachin

| andraid
&7 Contacts
i Desktop

# Downloads
[ Favorites

@ Links
i My Documents
& My Musie
= My Pictures
# My Videos
i} Szved Games
o Searches

ff=ae 2. 5uansm &oew

M Computer
2% Floppy Disk Drive (&)
&, Local Disk (C)
= DISKL_VOLZ (D)
=a DISK1_VOL3-(E:)
(= DISKI_VOL4 (F)
s DVD AW Drive ()

fege 2.6afugee

i Metwork
8 Control Panel
I Recycle Bin
L explorer notes_fin

4 final

=g 1.7 Zvmaa
Sfug=g wier




2= Control Panel

i oz i B8 All Control Panel lterns
6. #29® U5 (Control Panel) : foT afu@es fAimen 2| o PO —

TISTHT MT AeceHd & TaTedld (configure) 95 B8 | & Clock Language, and Region
HTEam (settings) »fe § 9u5s Bet Fofaur arer 7| ((F37| © Eseof Access

2.8 ©F) "8 Hardware and Sound
"E“ Metwork and Internet
ﬁ Programs
i TRy '¢; System and Security
7, dwfeas fas (Recycle Bin) : fow f&9 fasmte aiatmt B o hiomons ot vy
i 4 \User Accounts and Fami
JEmt ETElet/e%sY 7 UdeH ¥ I8 |

. Fig 2.8 Feas Uss

2.4 [&5w manuSss © €8 (Views in Window Explorer)

e feg Zans & feq feg Aféar gt 9 w2 fev Aadls Gue wrdteny © 8nv-wge &
feawfas gaet T w2 feurehat arebut nireters Al HosT yers goet |

Lhuumuc.: o e VOLE (B o T NOLE (R
i DAEK_NOILA (7

Fig 24.1 Sanall Jearis Vieiw

5 - — = - - -
lowaiDie  Eibad_wOi SOl w0t D6 won - r:.__\? 1::? W

Lo 1) 1= HIH) N T 'L T T
Fig S48 Soladlicam Leoma Vesse Fiyd il Largs lanns Vi
i ] (= WS el T e G VAL P
g s L s W
bt K |IrLH B i A e
T —— " —— | —
b:a T SV it =" SV newena
[iﬂ.?:ﬁ.h"n
[ Vot D [ \erd B rid T
e - T Lyl i (=) 1T}
i il EEOVINE  fedla T o]
oy WL VORI BT TR pie T
Fa2 i3 Lat T Ve Ful#lhr-llmu Ve
e A [ m—————
e -
i ke ir PR
e i~
T .

« AN, HiE, SEE W wareaT Sa wietasd 28 (Small, medium, large and
extra-large icons views). fow fe@ fe5 nirdlens ffa 3 frwmer Guim o9 It
T8 W 79 fea »ireten féa nirelas (icon) T 377 It 7 wF Grer fdg s der
T (fF39 2.4.1 W)

- eelew wrelaaw fe@ (Tiles Teons view). forr f2€ &5 mirdtev i 3 frrer
T fEg IOt a8 w99 89 wietey fog widlas & mas Eo saa Bt O
w3 fen v fog & de7 @ w3 9 pes fae fa eelw ot fan wiT fene rrelw
dtpusr St dSt T (Fsv 242 €

- fowe nirdlasw f€§ (List Icons view). fer fo& fea wirdtarm féa 3 fammer asHw
f&g dehit g5 w3 99 o nrfeer ifa &2 vidtes ot mew ffe smew@et o F
for femer s & 0% U der 1 (93T 2.4 .3 €H)
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fa2® nmetasw fe@ (Details Icons view). 79 fEa nieter fig 2an @ gu v sa9
mﬁrmuﬁﬁmﬁ?ﬁmﬁmﬁaMFWWﬁ
MI naTs TreHd (29 feretnt yuada- fa= fa femer nirame i@ fo= (Edin <F
fat egm oot 7| (939 2.4 4 €9)

2z nretaew 2@ (Content Icons view), for fo€ R mrdtenw féfa aan &9
&HT »ig et 0% | 39 wireley e wielas o mas f&9 det 7 fAamer ffa o

WF g¥ T9 yrugeld <F swa wr@ e 75 | few f=@ €t =93 Ao ags st ai=t
At 71 (92T 2.4.5 €0)

2.5 TEISHA T TBFEH &% oH F957 (Working with files and folders)
afubee feT eete 9 »y weon fearet It 71 fom & Aasdt neow R AT T= =&
Hﬁ?WWWﬁ?W?Wﬁ?uﬁmwwmmwwwwg
foar gelw f&g of Jfuwr arer 7| o9 TEls e fva wfewdt W (primary name) W3
WEHSHE S™ (extension name) o7 T fAng de () &% Sy dtgr Aier T | gver eets o
mewﬁﬂwﬁvﬂ#ﬁmmﬁﬁmwﬁw
Wufﬂwf-%’ﬂ@ﬂgazﬁwwm@mﬁﬁ s & “myfile.docx” &9, F= ()
&% TS e YrfeHdt 5T wF ManRcHs & @Y ai3T fapir 7 | few @ergee &9 “myfile”
yrfendt W T T “docx” TTEIR T WARSHS & T o few sam@er T fa fev ovls foa
=95 FgHE TES T |
afues fmew fE eete o yio g95 wet vt dnaer of <93 v 77| §839 &
“Frfedaeat’ (Directories)” = fagr mreT T | Fa Ewsq &9 avt 99 E%sT w3 oetst T
waeht 78 | fair €t §w a9 © wive e 2%359 & A9-8%37 (Sub-Folder) Ffae 95 | 5t f&at
fenrfipr f&F womez gfu@es fAweH (Windows based computer systems) €9 eeist w2
EBIT G oH 995 I AEdTal § SdHT ol 7
2.5.1 wreterw § fAdae J9aT (Selecting Ttems) :
WrEeHE & @t 7 F=8ie g69% B g winy 39 7 o At g 3 fawrer wirdtena &
frgae gaar Uer 7| G 2w ot fa fong fas agar -
fiaTe nireter & Az &aaT (Selecting a single item) : Fa9 e 3 fer »iretens
Suswy J= w2 wirlt fart g nidtew & dae oaT Ird< of 31 it nreten &
WEH ¥ Hew &% 7 Gug afsw gea MEwe a9 Faw 77
« fA@afésr »& »rElews (Selecting all the items) : 7T WHT AraAT WElend &
fadez g9sT g gt I shH-Fa9 ' Ctrl + A &t fedahy ea§ A7 Ha8 o9
wats Edit 758 &9 “Select All” WruR & 9= |
»  Shift shsr T =TT 5 WERHT & A8F F95T (Selecting items using Shift key) :
shift s €t =93 Goot wretenw & fdde aes st st At S H feg g ©
sACg 0
1. ufgst wreten & fidae a9 |
2. shiftad g eard ad|
3. =vat wretewd & fAdde F95 BE vy AT (up arrow) AF I8 W3 (down
arrow) A7 9H (home) A7 %' (end) I T3 |
4. shift g EF =
Ctrl @by & 293 5% Welend § Bae &as" (Selecting items using Ctrl key) :
ctrl i Bt =93 Gust wireterw § MBae aus st digt wet O 7 fa ev € sreta
& JE-
16 Sfues wiew



ufast nirfeen & fadae a9 |
dea% at § T § 97 |
FESH?§@UH‘T—ITHETH%’HH?:TEETWW(uparruw}‘f—l"a"‘@?{?}ﬁ[down
arrow) A OH (home) 77 (end) & TG | fart wiretew & fdae 3 a1
fAgere A7 Ft-fAdae 3 fAsae a9s e AUAET 2976 |
4, I AAETEF TR
» fA@aws & @m=@eT (Inverting the selection) : 7ad IHT A&z it Tt miretey
?ﬁwwﬁu@mxmmm??mwﬁﬁrmmﬁ
ﬁ'ﬁ*ﬁﬁﬂ?ﬁﬁﬂﬂﬁ{hﬁﬂﬂﬁl&ﬂﬂﬂﬂ)Wﬁﬁ?ﬁimmwm
wreterd fAdae g5 €v 3t-fadae T A=ty wa faoahit fidae =df e €9
fAgae T gt
2.5.2 &= 89 955E (Creating a New Folder)
Hag »iit ffa = Tugg ga@er wie ot 2t feg HgeT (current) Faws €9 dt geu T
g Sue ot fa feg st @@s9 fas geor ©
1. BTES (File) '}-ﬁ?is'?} afger 53, 87 New H'H'—l-ﬂ?.jﬁ:r? New Folder viruss 3 S8
ad

Lid 3 =

ar
S-593 3" Ctrl + Shift + N stww feaatnt e |
A
wew F gete afda ad mT feg New T e afda ag w3 yae 78 W@ &=
Folder Wruws §°3 ez afda a7 |
2. E%Fd € & I g9 WMT w2d (Enter) d €97 |
2.5.3 W ¥tz § 9-&W 95" (Renaming an Item)
fart wreten & @-3W S9% &9 Tt fad A2y T%
1. 7 wretend & frgde ad fAm wireter &7 & gesar 7|
2. WG ga € wfee (Edin) a8 &5 34 (Rename) Wrums € 9= a9 #F dhi-593
I F2 5t =5
3. ufast 3 oFty di3r »ieted © 5 wifse gan &9 2uddt 39 F &9d wir=ar |
Hag nreter ffq Ewge AT selyadt T 2 yor & fAdae d<ar | &= & ey
ad | vad wreten fie els & 3t fene yd & 5" feret wawens (doc 7T pdf
nife) €5 & Yreidt s fafare 329 fow =t fow ofe o faiy fovrs Jusr
griter 7 fa &= &H e 596 AN WEHeHG &TH @RI Sdt gdaT IrdteT |
4, ﬂ‘Eﬂ'{Eﬂtﬁr}mﬁﬁ#méa‘ﬂﬁﬂcmcel'}mﬁﬁﬁsuwmi
2.5.4 WrEleH § @812 &3%7 (Deleting an Item)
Delete »TUR €t €93 fart e7el® AT 8w9 § fawle aos &t 13t viet 7| f3¥le 0F evlw

7T §%39 fawle 7= T e farrdta® 4% (Recycle Bin) f&9 98 7w 9% | fart et 7
&uge § fawle gus © eu Ta fod niaAg 95

1. faw eets 7 evae & fawie auar 7, 8ng fMsae ad |
2. d@t-597 3 faste (Delete/Del) b o978 | fog Few swg wir=ar 7 fa faste g5
¢ Yy=ar |
3. “Yes” 925 ©F afsa a7, gty fawte T Ar=qit
fesmrwramuias 17



2.5.5 anil A7 URe gl wrelens & @l @@& (Copying items using Copy and Paste)

L.
2.

faw wirgten & arut aesT O §ng fidae ag |

&g e feg wifse (Bdit) Ha§ €5 andt (Copy) »muns €t 9= g9 a7 adEes 3
Ctrl + C gt =976 |

nrEleH & UFe a6 HET 8t (location) fsgufaz a7 |

W& w9 fE9 wifaz (Bdit) Wag €5 Une (Paste) "mura & 9= g9 AT hv-Saa
= Ctrl + V &P oG | o= oSt gt i3t 78 »irgled UAe & A=t |

2.5.8 &2 WT URZ I WEIeHd & HE 957 (Moving items using Cut and Paste)

wHT virEtens & fea g7 3 g+t o S »ivat &% ye a9 Aae of | feg an anit w3 ine <t
3gT at gt 7 u9 fen f&w v weu €9 andt (Copy) & 8F de (Cut) wruns ©f =93 aist
et & | gt & Une wa o & Une &9 oo wifow goa feo & fa 72wt foit nireten &
anit (copy) @dt URE (paste) dow ot 3+ 87 fagues wireter & fea gustae mreter s<t g
@F gz feer T 7 fa wmuat wmst gt 3 ye 50t 39 T | few © €82 92 (cul) 7T URE (paste)
It HE St vty wruSt wAEt gt Ty & st ot €2 gt 7t § 1€ g7 wt U

TIT »irEled & He aoar fRYlE |
1. faw wireten § de aesT & BWg fAdae ad |
2. W& ma feg wifse (Edit) &€ f&9° &2 (Cut) »uns €t 9= 99 77 diF9g T
Ctrl+X dhie eg |
WrEted & < d96 BT 8 (location) fsgufoz a9
4, VoG g9 {9 #ifse (Edit) i5S €9 Unz (Paste) »UHS ©f §< d¢ 7 &19e9 3

Cirl+V gt 996 | = A3t de a3t 38 sirgted URe T Fr=ait|

2.5.7 Send to MYES T HO® 58 WEeHT & @t &9T (Copy items using “Send to”)
Send to »rurEa fea At fo I famimet nreters § gt oo &<t 9f €3 I =et fog Ay
Fdtar T | v few g e

1.
2.

18

frer »ireten & andt gasT O, 8nd fAdae a9
HTEH BT HeT 925 (Right click) ®96, H5E &9 &79 »m a0t »muyHa Send to Sue
FfEa a9 MF AI-HQ fes nrete § anit ags zet af & 9= a9 | 9% faeme
(By default), Send to FE-Ha8 &9 Tt faw migne g=t faauwfaz denit 05 -
Fudns (fFus) 839 (Compressed (zipped) folder)
+ W (Fdtee Bdae) (Desktop (create shortcut))
»  FgHeR &TEETet (Documents library)
«  SFH M3 WS forifugew (Fax and mail recipients)
foy=es® B39 (removable storage Devices) fA= fa- USB et rféar



2.6 FHae & aHeH e a@aT (Customize Desktop)

f&F (Window) A& ATst madls & féy & awerrew
(ge8<) 96 ©f Agsd foet o | €5 7 &9 »mt
Wﬁ‘ﬁ'ﬂ%{PﬁSﬂﬂﬂhﬂtﬂﬂ}mmﬁm
&% Aadls o fdy 9u% "aw ot |

Had A afues v fear 3 famimer oo o5, 3T e
ﬁW(prlay}mmmﬁm
d=8 sar-fes 9¢ gue f&w ot J=ar | e el fa feu
foam agtatgraer 3

Step 1 : YIASSTENT (Personalize) 58 e g6t
FHFTY © yEl gar flegwEner aEle
BT ad |

Step 2

View L
Sort by L4
Refresh

Paste
Paste shortcut

Undo Move Cirl+ Z

Mew 3

Screen resolution
Gadgets

Personalize

fEgg2.12 yanaeEd

. UIAEBTEI (Personalize) Muma Gus wEw et Hee s & afST a9 |

UTHESTE (Personalize) STESTIT 997 Y 844, 6% U g5 39 fda o2 »rumst

feyreEar |

‘-_ '!' @ v Coptrol Panel » Appesrance and Fersonslization » Bersonalization

File B View Touols Help
Cantml Parel Home

Change desktop iconx

Change the visvals and sounds on your compute

Click & theme to change the desktop background, window, color, sounds, =snd screen savier all stance.

Change mouse painters

Charmge giriic’s Count peiture

Lirsayed Theme

Q&Ll

SCEMES

Aeth Themes (7)

I 'Uﬂndnwr-? Archirecure

|ﬂ |F -}

Charcters

Sot more themes onfing

£E fimD

.J" i
=

Dieplay |
Taskbar anad Sast Manky " ,|,_. e i (il £ el Saver
I Ease of Access Center Sk pinelowes Defaialt e
Desktop Screen
Themes Background Saver \ 9
=g 1.13 anyete S

| §1HH (Themes) : fear @ (theme) A FTuSes f&w AT, Jar w3 ey »ife @
mE der 7 | fen &9 Sraey € gaari's, radls Aeq, fédw v aage-gss w3 ws-
mmauwm%mmﬁmmﬁwm
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2. Swareny Haares (Desktop Background) : 3Ty Baar@'s o v 39 3 siue
v 7| TeUye g S9areT Ueds A 3n=ie Juf 7 fAn ff9 Swaey vigw, wrfeasa
w3 9 33 faust fae o | feg Tviue f&9 Iu<te <t o 7 fa JPEG A GIF 29w gaie
f&w T maet 71 = @uye i 39 2 fe3w F9 =efawr 7o T g9 »sryefear famen i<
ufgst T 9 BATE diF THUYT I 75 1 Uad 24T TS UAE WgH'd =93 A Aae
nry

ey YEaArET TOHE € g
1. FWgey € yEt b T gete afsa a9 |
2. UIHESTEE STesTEr oan HEE BE YaRESTER HTUES § 92 |
3. fen ofesmar gan 9 Fawey S9arSs Wuns 3 afEg a9 |
4. Fuars wel fan In<te @t 9= g |

5. A= dfra ges I af8a 39|

3. AElalE HEd (Screensaver) : fed ATdlE A=T Areeemd YagH §or d H fa afulea
% U'H AW €976 &7 293 ©f 983 ffg wug vy 9% U9 5 | AadisA=d HY 39 3
watifes arEtet oot 0% | Aadian=d & afuliee & Wales ©f eweon gfcar & Ags T
gu9e et feafaz gt famr At
Addls ASd 998& © JON :

1. FHaeY T uEr #dhyr T aele afdw Ja |

2. UIASETEIH STESTE IgH S BEl UTHESTE HTUAS & 92 |

3. few sfemar g €5 radts A= wuns 3 af8a 99|

4, WSt UAE © Agdls A=d €f 9= d9 |

5. Apply €28 T f8x a9 |

6. OKges Fafsad ddl

1. fesw Homuder fea wiseyes wuslans 71 feret =93 v wit dfulee e
YT TTETHT T TBFIT 5% gF Ade I7 |

2. fEEw hemuEe § iwe o gdtar i
windows key — Click on All Programs — Accessories — Windows Explorer

. fEFw wanuBee T € Us 99 95— W9 Us wiF HeT US|

4. ¥EUS § A<Ems Us = faur wier § fan &9 afules fEe udh soetm, e8se ma
dC=9d SoHsH feuet few As |
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1. fe€ feg evéls ©r Arelw, famy »i2 Ao o st Srer 3
& feesw W, ZTElsY
v fswe H. d&de
111 WTURSG ©f F93 (9 »TEled § OHe! af 3 Y= a9 Se dis Arel 7 |
g anit o, UAe
¥. de A fz=ie
v, fear " Jfules f&a Inaler, Jar w2 nremat wrfe o i der 7
@, H"orgF (Background) nf, FHFEY (Deskiop)
. HAFH =9 (Screensaver) H. EMH (Theme)
v. feg Areeed 3y de 7 fa afules & ag yw w do5
FTEg3E S oss ffawmuE sy I UV 75 |
. 'ﬁ'&'ﬂ["‘a"j (Background) w, FAFGEY {Desktop)
¥. HFM A=d (Screensaver) H. 8 (Theme)

993 £¢ @39 =% yms

L fegw < faw susiawns & =93 setst v G193 yiu a9 et St At 7 ?
1. fer 3559 9 g=F fair 99 e®=9 & »t &t afde o 2

. fEEa WanySed & i< o Iea (8 7

v, f&sw <t fan <t feerme melgdt ov & fai|
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I feFw wamudae few fag Us dv o5 7837 @ & fai)

I &8 Honuded & S4-3y I91 € & faH |

M. eTEl® w2 8837 & ufeafnag ad |

I f&5w wenuEee &t 9 7 feFw Aanudds & tue T Sue-2ud Ida 5|
I f&5d sanused ¥ Sud-2ud (=8 77 fad |
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n. &5 &9 Snaey § IrerTeia das AU niTuRaT I7d AeaTd (€ |
IV. »H g 2 WURS ©f 293 a9 d fan »reler & fa= anil a9 rawe a7 7
V. Wata-Fe9 gt "rearat fT6 )

g F -
L i |l k== |

Jat 3T eelgt w3 Fadt O 2 (Tree) §27Q | faW & yH Aq™ 3 “A” &F o7 fifq
e85 99 | o 2839 § ¥8 w3 feu A" &1 @ €830 [S9 B & v f¥g Jo €859 50|
WH, WA, Uz €t &9 € oElsT 528 »F feost § “B” @839 9 D" i3 “E” & 7% A=
79 | fegst elst f€u gt <t i3 serfon 7 Ager 7| feast gent & awe “B 839 &
gnit g w3 W of 7EyT F Une @ fel 7 fa “A” E@s9 © »iwe & Far 7 | fev 5= anit &=
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353 M., 293 A EF @ g
3.6 WM. WH. 299 €t =92 d9d &<t Fgie gEEET
3.7  seufost 3 uE gaie § A= a9t

L%
3.1 a=-us= (Introduction)

=gz-Unfrar afules €1 re F famrer 2ot e =8t miustans J A fa aful@es © aw-Sa9s
It SaAT & TS 995 fE9 ATt Hew dadt J | F9-YATHET € Hew 578 WAl ggie § 93T
Aaw 77 v gLy S0 fenaws 995 Bet Aie <t a9 Age 77 | fig =93 [Affarwiustans ev vy
A TN § S @ 7| fen v Ag F S erfeer fev T fa grane & file aus 3 ufos™ feng
WS & Hige a9 ATREET I W3 FTgH e § gY@y o ages aut Uet|

3.2 =gs-Rifer &t T ? (What is Word Processing ?)
ufo® AW few ergr=a’ § fawre g9s B¢t oeiu-geted =93 Ae A | feost erely-greteat
&% ayet & T It aram @ye sfusm Ater /i | feust ereiu-geiest &8 ety d13 2ane
mmﬁmmwﬁﬁ?mwmﬂ?mrﬁumﬂ?ﬁﬁmm
W?mﬁhﬁwﬁmmﬁuﬁﬁ?ﬁmﬁwmimim
ety ga& Uer At | @gg-URfier Areeanet & 2ane sgnet § fawme ges e dar dt
gos o3 § ) =o5-Uine Aecexet few 2ame & file aus 3 ufost ot afulew <t racts
83 Sfiprr 77 AaET T, I T A7 ARSI T S = T AT AeE T I8 |
3.3 TIF [N e @t feRmam=t (Features of Word Processing Software)
To¥ URfFer o Y-y feamsr=t I fefimt o5

1. FTgHe & iy few =93« Bl A= 9o 9y Ade IF |

2. =93 Ynhiar weeewE feu fawe g2 aw g & iz avs 3 ufos™ ot €9

fow arestut widht 7 madhit 05|
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3. wirt Uwe S Fges wiasHd ST e & Fait fow € mae Ot

4. =9z Unfrar rreeend fea »it feg ot s feg -9 &2 Reels wia ety
<9F AEw 7|

5. TElugTEleT ©f IFT IENT § §9-U9 TEN F9% of 7 0t US|

3.4 S4-2y 397 © {Hffar ieeema (Different Word Processing Software)

Y-2y f&F wryfag oz YA Aeeeve 06— S9F-Udede, 52UT, S9sUa W3 i,
WH. ¥97 | F9F-Yede rmimeT3d ugsifiar Getar few sefawr afer T fagfa fer few
fife ar=== 7912 (print quality documents) BT UH fermAzT=t ot 0% | SeUF fast
YTH gTenfear € fed Araras cane STgH ¢ & famd J96 el <afam Aier I | Sels = fem
fermaT &% »if ITgHe T Tae 82T 94 F WAST &% ONE 229 §F Emid 99 Aaw 77 |
YT =93UT, Sane I E & a¥ eronfear gu, a2 fr -y F2 weretw, & Aoty wid
g8 HeTEI% 578 garhe ®et =afour wier | Y. W, =93 ©f =93 Fu-Fy veadt wT
UIE SRS § v mEt STt At | o fev wg sutar aonfear feimaret St
73, fagt &t wg fog wraefna sgve g8 wet ageg Uet J|

3.5 MW, ¥ H. =¥ (MS Word)
HrEteanTee 2ae e q Tu8 YRTHAT Aree=nd Uad J | feg U3q, falgen »3 €t Ja svgie
famime gow et =afzw 77 Raer T | fen &9 3giie Ae s 7 Aaw 96 e 9oy few &9
wawrg feost feg aadtal (editing) St St 7 wadt T
3.5.1 »H. niH. =99 €’ W feFEI™=T (Special Features of MS Word)
. WA, S99 ot 89 y feimsr=t few S9t 9w
. feg mrg sTgie 9 faue =t 2rae & Ak 5496 €1 Ags3 feer T
2. AT »yg, AYE, TTEST AT UFT & st 5% 2T (delete) Aae IF fag” fa »irt
g F Gt § dee T
3. it fart €t 2ame € gmar & sTaie fed de (cut) a9d faud I9 Une o9 Aae af |
At §H SaHe & T =1 UNE (paste) g9 Faw 7 |
4, AT UR-ATEE M3 Hows =F He 89 Rae 97 W3 <99 UHAY S0 Aeiy € yafea
eane & Uw fdw fez am féer 71
5. wiHt =9 Unne 29 fai feq mae Af &7Ets & 2 AI9 (Search/Find) goeT Ra< It |
wHY g9 nivat & gt g »iug 1 {8y (Replace) AEw TF|
6. FPgHT & wiwd »Ht ¢ <t 59% Aaw IF fAe fa 587 (bold), feefaa (italic),
WETETELS (underline) WT &2 ATET (font size) = 5O8 Ao a7
7. ot WTUE STH'E fe9 a7T (graph) = T g9 FET 7|
8. it »UT FTgHe e 989 W3 gev fanels v Aae O 7 fa =vw YAfe o9
Un ¥ Ques wZ 988 UH o fewr 71 S9-UAne Wy Wy Ud due =T
fors awer & It F mal Uw daa fouel &2
9, foa svgie &9 »iit wEar-mEar Hawa (margin) = 72 Fae TF mia daare &
7Y I ©F <t vi@ar-war A9 faRfe= 9@ Age ot |
10. feT Ag AEF (macro) ©F AfEar < yurs gger T 7 fa g€t avrst o gat 37 7 fan
&% o A < ge3 §9t T
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11. HB-HIH (Mail-merge) € Bfeur &% »#t feqr F7gie © ane g Fgne feo
wii® g9 Aae 1| HB-HId ©f =93 god Wikar suw s=@sr fendt few subwr
Gegae T

12, WM. 7. 293 Arg »iugt & Alféar 39 a9 o afewr = ffer 71 feg Qost iyt
& 99w o few@er I # g aga J€ 75|

13. ¥/ &3+ € =93 g9d f&g MUE-»Y table of contents "3 index (fe8T gat) =t
famre gas f&w wee aaer 7|

14. ufawt 3 9t famrg fen &9 fea mae a9 dev T faw < vee &% wint feg nigg
T'E FE »iyd B9 Aaw 77 MF WUE S'gH ¢ f¥9 =93 Age T7

3.5.2 Wy, W7, =9¥ § a2 §g a5t ? (How to Start MS Word ?)

Start = All Programs — Microsoft Office — Microsoft Word
qt
A9 579 fo9 “Word” 278U 5d »F b §aF T »ied atd e97G |

|Search programs and files p

fEaT:3. 1 e ad

3.5.3 #H. WY, =95 & €% & I9r (Components of MS-Word Window) :

WH. oA, =97 o &5 & 397 95 3 fige feu feuw aw o5

Maxirmi
Quick Access Toolbar Title bar o aximize
| Tabs Minimize Cloge

File MEI‘ig i | ‘:IIJ T JI'I l bcn:wr':r Magesanll Wi I "T1- :
e Mizhe e “."':""-" Ritaringr Pang T r— - e B i

) = e
‘lEm mm e | AsoceD:| Aambcen AaBbC | A »

Ribbon

T Nrrmisl M len tieasimg " Grange fading
T et -

-2 8w

.

Vertical Scroll Bar

Texthrea
(WorkArea)
: : . :
T=|q||l|_' (1] wu‘m- R & begitih Il " T _'.’__I_-;;"‘_:i am ues - = *
Page No of é‘:le Status Bar | Dn-:ur'nent View )
Horizontal Scroll Bar Zoom Slider

Total No of Words

fesg 3.2 4H. oA, Sow e e oy

HTETHeAEe 299 (STar-1 25



3.5.3.1 @¥l® Hig (File Menu) : WH, 9 H. <93 ©f feF & @ues -7 53 &g edts Wid Hge
waiﬁmmmmmmw It feer W& mae wi@er & | it for it &t
mwﬁaﬂwwma‘r uﬁwa‘a&’rm:’rmmm Erﬂ'ga*ﬂ'aaam

Tt T FET 99 8 J9 AEe Ot
s 3.3 2w Hig

3.5.3.2 aféa niain 2599 (Quick Access Toolbar) : TEIS Hig € Quad uw gt weiA
Ze9d Hge 91 7| gita #iann 899 89 avfad Hofen ge=S<t 7 faoat = wint 99—
¥19 =93 gov Of | FiEa Wann gHEe f2E Save, Undo, W Redo anist ufast 3 af v
et 75 |
H L7 R / v ‘

i34 3.4 iy saim zwee
1.5.3.3 ztes wF (Title Bar) : 27EIes 979 87 g9e ¥ oeles few@t T fan fo »it
H g9 97 I© 7| 29 AF T ufa® FgHe § Document] T &7 fawr o | fa-fa< »wt 39

mmwm%gmmeweﬁ&*mwmﬁmgﬁaﬂ%m
Bn 7 it wruE Frgite & Sua & Aaw I

|IEI".'*|.H= Document] - Miccosoft Word - 0 x

féga 3.5 zres v

3.5.3.4 29 (Tabs) : 2899, WY WH. 295 2003 © WE framew o 3gt &5t a5 1 Ay W
TTF 2007 M3 fena o % FwsW (versions) [¥9 Feu-78% Wig < 791t 29 wiF
foas frarer gerfenr fapr T | 7 it faw 29 & gee o ST few @n ey s Aafuz fous &
fewg@er 7| T 9v feq 919 & (a0 Be) 92& Sfewr Jer 7 | 99 aWt 3 f5aga aeehy 78
fa=’ fa 9w, feawge, Un-8mre, Fedafmm, Hfsar, fofel, f€ w3 We-fesw oda 29

W Insert Fage Layout References Mailings Review View

ffsg 3.6 2w

5.3.5 faws (Ribbon) : 24 fowew & fewrg'e 75| 939 fous © few 999 A9 oo &a1 4©
ngmmmh&*ﬁm*fenwww,fﬂ?fﬁaﬁuﬁ%’ ge ma
wwlmﬁmwmmmmﬁﬁ?mﬁsﬁmw + fer feg endbyt
9% fa faogr av a9aT 7 | fous radts © €ued un, gfte Wein ewye & 96 der 7 | fogs
© §ued ui 59T AT 2uW &9t 9T U5, Wﬁaﬂamaﬁw%ﬁﬁﬁmw@%
7% | 79 atgy < FEfag aist © ¥es 99 05 | fegst aWist ot =9 a9 Bet g fegst

geaT § afge gasT UeT T |

-I Home [nsert Page Layout Heferences Mailings. Review Ve = E
i _ o | iR R
| L] CalbrifBoay) ={11 = A A Ax~ ‘:!:, (T i : % m
| 43 5 @' 3@ = | |AsRbCod] Asebcd: AaBDC: |,
0 Harmat

Fuste 4 B J U~ dex x| A-~%-A- - a8 . U Mo Spaci.. Heating1l |5 g;:;ﬂ_l_”'l'“'i
| Clipboard Ta Font . Faragreph i Shyles 1!
fFad 3.7 Home 29 fous
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3.5.3.6 s'fewar wan7 &= (Dialog Box Launcher) : Wit 39 dfgy & da8 ¥+ &% &9
FrfesTar g9H BT99 § OF AaY 97| STesar-aan 89 § afda a9s % wrl srfewar
HEH I 99 AET0S aviet 3 udd od A 77 |

Dialog Box

Launcher

- -

CalibrifBodyl ~ 11 ~ A" A" | Aa~ | &

B 7 U~-adex, x| A~-2-A-~

. Font A
fd=a 3.8 Font 18y fEa svfesrar gam stes

3.5.3.7 a%d (Ruler) : fous € 338 UH 789 (FES AT g<7) =7 O | Al Wue SaHe &
HOHAE g%9 ©f HeE '8 Al &'% 928 Age J7 |

==
E:.Iiuli- o v 1 = 3 1 O S £ P O f oo 5'1"1""
e I T T T T T T T T T T T

I
%]

[EECRIE LT

3.5.3.8 Zame Tt (Text Area) : 89 € J5H UTH @F UIT § caAE TabT faar Arer & | wHt
wrueT Fgie fen Zane Fdhr feg 2ty ae maw O | SueR-d a8 fE fanfargst
(Blinking) ¥F=t #7818 & 979 (cursor) fgar wiar T | few fearans w2 (insertion point)
(g eame feyer ) § ean@er T

3.5.3.9 yz=t iz &=t Age® 9 (Vertical and Horizontal Scroll Bars) : 4SSt w3 827
AEJ® 979 & HEE &8 WAl WU FTgHe & §Us-TaT v U9-HH Ao g4 Age O | y3=t
eﬁm}ﬂmwmﬁ?ﬂwwgﬁawm (TaH&2H) Ado% 97 AeeH 99 &
s U I T

3.5.3.10 Ae2H ¥9 (Status Bar) : H@?ﬂﬂ%ﬂ?ﬁ?@'ﬂ?ﬁﬁﬂﬁ?ﬁﬁ"ﬂ@'fﬂﬂﬁ?
99, Sgne few g5 maet df faedt wife fodt gesr sew@et T

| Pageilofd | Wordc o | & tghih fnaim) | e R C ———C

EECRN b rr: ]

3.5.3.11 @iz [e@% (Document Views) : H¥ladnee T97 &g, mrt »iug srgie § do7
&3 1w feGw &9 fart fewr fe§ few four mae o -

»  ffe ®-nr@e (Print Layout) : fifz &nw-me fe@, svante § sta 87 39t fewr@er
T fa= fa €7 fie 9= Gudz foyret e<ar|

* g% AaEts & w8z (Full Screen Layout) : foT 3w-582 Aré »iuE gz &
Hadts €3 st &% uZS tar gevge few vew geer 7

» @9 &1 mie (Web Layout) : 5-8n »e fe€@ s graie & fan =t g8+,
fre fa, feegae wamudae wrfe, 3 yeofis geaswar s @er 7|

+  wi@z-grls fe@ (Outline View) : wge-wets fe smaie § mge-wets gy
few fewr@er 71
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saee fe@ (Draft View) : s97ee =8 3 &8 Fu =afowr we =g =€ T 1 »ff
Faee 2GS Hew &8 »iuE ITgie § 993 A&l Hifge g9 Fae I
EEEEN]
fésw 3.11 Igiie el

3.5.3.12 g AwTEsd (Zoom Slider) : gH ASTEST @0 AW BT g 7 AL wAT gH-fes
%ﬁmwﬁﬁrwm—mﬁmmmwmmhﬁfﬁw
3 gr-fes &t g9 Raw, fa=’ fa »HT Harstefee ©f 293" a9 g9 Aae Tt

Imﬁa - {'_I [ 'i:;

fe=a 3.12 gy Resteg

3.6 ?;%‘rsgﬁ‘?.'ﬁ'@? (Creating a New Document) i - O
Fet Fgie gele mEt Iat ST &9t fem setar =e

= save
File HI& f&9 New nirurs Sug af8g & »Z “Blank Document™ =i
HURS < | (5 oven
- [ cione
gtEgs 3 CTRL+N atwr & vy | F
3.7 ufow™ 3 ¥& 39z § &%&T (Open an Existing Document) New
ufost 5 9€ sgiie § ioe set Io €3 fed a9t fear Iatar =eF print
*  File W& €9 Open »murs §us afda a9 | Save & Send
H"' Help
e 3 CTRL+O gt & e | ;:’:‘
Gusd St Fdtfemit ardt e sfesmar e y¥ar I B eets @ 5t oo o
© 9= 99 WF Open 525 83 Ffea ad | i

3.8 &= /ufost I 98 Fgiie & A= 957 (Saving a new existing document)
&% 7 ufewt 3 9& sgie, 7 fa yienr afenr T, § Fe oo &9 a7 €3 feF a9 feq 3dtar
CCEgs
File W& f=9 Save nmums €uw afdg a9
L
stwEas I CTRL+S dtoim § oo |
Had STgHe & ufast It A= g9 & fear a7 Ifanr 7, 3t feg free A= T Fr=ar ue
Hag feg &2 F/gHe T IT AG Save As FriewTar gran feuret e<ar |
@ E@z ot = a7 g wiilt wruE sTaite & Su=T T, File Name F791 f&f9 gz or
& 2Ty g§ M SAVE 525 €3 afda ad |
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(W] save As

4 | ) = Chap.. » 12th Class Notes Chaptensise

"

w Search 12th Clazs Motes Chap... 2

~ Hide Folders

Organize = Mew foldar s~ @
- Lit
| e gyan # " Name Date modified Typs ad
Micrasoft Ward @] 12th April May Syllabus Motes 02-07-202017:15 Microseft Wi
12th Chapter Tst 23-05-2020 14:20 Microsaft We
4 Kansal ’
- i @] 12th Chapter 2nd 23-05-20201%:30 Mictosaft Wi
1 hapter 3rd =03- 1811 icrosaft W
<8 30 Objects 12th € Y 23-05-2020 15 Microsoft We
[ Desktop @ 12th Chapter 4th 05-06-2020 05:04 Microsoft W
[ Documents B0 12th Chapres Sth 25-06-2020 16115 Micrasoft W
* Downloade @ 12th Ehaptu' Bth 13-09-2020 11:00 Microsoft Wi w
s v >
File name tm v-|
Save ac type | Word Document |
Authors Kansal Tagsz  Add atag
[ Save Thumbnail

Tuuls'l Save |I

Cancel

fe'ge 3.14 Save As FTesEar eaH

l. wgs-UAAg Aeeewar few gawe § fie aes 3 ufosT ot gfuBes < madts €3
efiT 77 AareT 3, aIEIhdt SIhdT 7T Bt 96 W2 ata = atS it 7T Aeerdt 9% |
2. Y-y fEF wiorfaz o7 {Fffer Feeenm 05~ S95-yede, deiF, T9sus v

W, WA, <97 |

3. U499 IGU ¥ 68 HH g6 €9 afesmar gan sige Hge der d1

8T © T5% UH &5 UI9 § Zane gdba faar afer 7 | wirt mirueT sTane few Eame

gatr fS9 ooty g9 Fae Of |

5. iz dw-mrle feQ, sraive § sta O Tgt fewr@er I s fr €9 file T Guda fowrst

=9

6. zoee (2@ A 58 <y =efawr are Tw fel U 1 wHf geee fe < vew 578 mrug

Faite & 50 A fee a9 Ee af |

@ ;.l‘m )

l. Yaig=gg:

I Ctl+S&hia &t =93 TE St AtEt T

. Save

¥, New
HTETHeAEe 299 (STar-1

M. Open
A,  Close
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. g% © dod U g 37 uze dev 3, fAand farar wier T

€. ZawWe 9T (Text Area) .,  Gus FGPT (Open Area)
¥. a&d gabnT (Close Area) 7. Sudez mo
Ill. =93 Fgie few ¥ Aaewed J© 75 wa

. ddHEs + FIEE {Horizontal, Vertical)

. YT, HAT (Left, Right)

v, QugsrwI dsEraT (Upper bar, Lower bar)
7. Sugaz &5 adt =t

v, feg &= graiie ios ®el dhias 3 dtor A bt At o5 |
g Cul+0 W, Ctil+N
¥, Ctul+S H, Cul+V

V. fe§ sraie & sla §7 3yt fewGer § fa= B fiz 9= Quoz feursdt
o9
©. file 8¢ (Print Layout) w. Fee (Draft)
¥, »f8e®ES (Outline) H, % Aadts (Full size)

I dus € 99 g gy © 358 AA a& f&e fige »muns e &' 54|

1. =93 =f f&F o 7g 3 Quast a9 v & fai)

. faw fe@ few sane & sta &7 397 fewfedr arer T faw’ fa € filz 9= Guas
feyret e=ar 7

IV, =t gante Gus a5 wet 293t Ae =8t waede a fed |

V. W, WA, =97 v faugT swprle fe€ saiie ¥t wSewEts § wew@er 37

I <95 (AR &t T ?

. gy =g3-UhAfiar reeemew < &1 fai)

NI AHAH. <98 fg= Fede iz dAfer 7|

V. WH. WA, 297 f€F € gwr @ 57 fai)

V. <ane gdhi § ufesfa a9

g3 @aviem yes

. #H. M. T3 S yH feRmAaet v Suss 99 |

M. W WA, =93 f€9 saie fefw ev saa= a9 |

[, Y. %7, =93 f9 o=t odls fas st miE Ao Sigt /et T 7
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S Sy
MH. MH. =33 (I41-2)
( feruse@em )

~
4.1 Zone fAdae gaaT
42  Home e¥
421 Clipboard I8y
422 TFontdgy
423  Paragraph gV
424 Editing gy
43  Undo™Z Redo aHEw
44  Inseri29
44,1 Pages G
442 Illustration IITY
443 Header & Footer 30y
444 Textady
445 Symbols IIgY

o
Ae-Us'€ (Introduction)
e TS YFT=ET 3TgH R & fanrg a9, famels g9 mF yiu a9 @ Agez ISt 7
»fHaT Jos BE AT feg usT Jer ardter § g g7gi'e § ean < fa= gaoar 7 | fen 3 fegrer
WMUE FTPHC § I TUMT T YFTRET §575E e wHl WU FgH e © 2ane § Tone
&9 Haw 9t | gaHe Ji3T Ifewr Sane uzs T8 © fws ggie € g7 uw I €3
WA FouT 4 M3 UFS T8 3 #UST AoH Udege <9 Hee daer 7|

few us <9 »if Trodféar &® iUz avsa AR fa 8¢ Arele w2 dar & seseT,
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. f3& ¥y e Aees faug o5 7

IIl. WH. WA <95 fegdsoma geralde a5 7

IV. #H. WA, 297 €9 a7 598 (Change Cases) ¥ f&d »mums 95 7 @57 € s S/ |
V. W WH. =97 <9 &8 nerfesie < o5 7 85T € 5 w3 mdede ahve @R |
VI ¥t . . 297 &9 Uy 599 g2 oy® a9 Aae o7 7

=7 @3ut o9 yEa

I %W, WA, 295 f€9 Home 29 ¥ Clipboard 3IdU @b »iumsT A8t Arearar fe
[I. . %", =95 ff9 Home 29 € Font Irdy &9 Age »rurst iidt Arearat fe&
IIl. @I Mae al J 7 TaF wiae & Fgne fe9 fae eug atgr arera 7

ication of | fi r i

To,

The School Head,

Your School Name,

City
Subject . Regarding leave for a da
Sir/Madam

It is respectfully stated that 1, ABC is a student of 7th class in your school.
I have an urgent piece of wark on 15th Sept 2021. I will not be able to come to school
for one day. Please grant me leave for 15th Sept 2021. I shall be very thank{ul to you
for this.

Yours Obediently
Date:
ABC
Class 7th
Roll No: XX
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MH. MH. 95 (I41-3)

( femus & @ew )

3.1

5.2

33

54
p

gane e9- fugad €&+ (Format Tab-Picture Tools)
5.1.1 wFANe TV (Adjust Group)

512 fusge refes aidy (Picture Style Group)
5.1.3 wd" gy (Arran se Group)

5.1.4 WATEH @Y (Size Group)

e @‘ﬂf"@? 29 (Page layout Tab)

52.1 UW Frenly gigy (Page Setup Group)

522 UW S9arEF WY (Page Background Group)
ﬁfé@‘ 29 (Review Tab)

53.1 ugféar ay (Proofing Group)

fifféar vanten (Printing Documents)

N

o

weE-ug' (Intreduction)
fer us &9 wit oo gt fa fa2® e aREle o merfes Wi /Y sewe O, fa< §939
BargeT, IASTT § FIU T U fa= ggaT 7 W3 fae viradnied fegaen sarfera 7
g =g 72 Wit WruE aie (99 e 2nele ouw a9 3% of 37 8ns 2y a9 st =t

U §us €nd & aga few= wet mrd e 3 ufost 6w 3Rl & fAdae a9a u=ar|

5.1 ﬁ.lmm gt 29 (Picture Tools Format Tab)
hﬁﬁnmmﬁ?h?mﬁwmﬁmm?mﬂ@waaﬁmw

gdHe a9 e J7| 299 2010 v
fusrge gw »iuE sraie f<o anslet
AiH® aeE M3 feust & aet dua wid
TS SdtTamT It HTSTeTel (modify)
&d Aae O |

INST & ASEE 96 3 T “Picture
Tools Format” 29 &Hd wWr=dit | g
WAt “Picture Tools Format” 28 €F
afde aae aF I fd=g 5 2 fSa feust
FHETT waATg fogs fourdt =am)




Hllllnﬁ

ﬂjﬂll Lm.rr Faat I.mM F-u:rlnm

- & Cortechang * r m o [ eture Bonger = . Ely teing Bemwarn = [ % e
~ hfﬂm* !ﬁ '_ JHH!EH!: - g tend Bediowssd 'I' :
m "
Bekgroand [ Artlite Ofec = - *| I8 Picture Loyt = _ :Tﬂm Yy Soection Fane 24~ Crep 5 ssom 1
Adjust Ficture Syl W Armange | st
fa=e 5.2 fumws 7o | 2vaie 29)

5.1.1 w=HAe (Adjust) srEU
Format fags &7 Az 3 ufgs™ aidy & Adjust a0V | few gy &9 mrfie wrumse few 39t 95:-
5.1.1.1 g@aaa (Corrections) : feW f€9 598123 (Brightness) W3 ded™He (Contrast) Yi-
e wirursH Gudag et 9% | 3RSt & AU §T ATee dd& SEl wiHt fer nmuns & @93
&d Held T |
FIAHSH (correction) WUHE & =II& B ALY :

1. W=l § fAdee ad | Format 68 &wd »=git | Format &8 3 &f8d o« |

2. Corrections IH'F T Fi8d g9 | ot A1 L9 fou® »ign9 ffg oy a78@ Wi

&Hd ’H'éall .
By Bylprarsys [EYEETEY B aw Farmgd
ﬁ A Comprars Ptes - - _ — . e il Pt Basshes + -l_ Wi » - i
Iy Changs urrn il ol = Pt bty i .
| = ol il - o e
s e F ':_l vl R ¥ Pt Lawiad ¢ v Lot "- Tmbilain Paid T Bl ®
Fomrw Ut

fidg9 5.3 goaEsd

3. ferd & wrau AT ATEE 998 S, IS W Aees Ul-fe 2 38 629 (roll over) 9|
FUE IUF FEAen f€w fen yi-Ae e mete fe@ sae wirear)
4, WE HS AETUAE wEHd yT-Fe YUz 7 7=, OF & dae aus s8t 8v 3 afsy
a9 |
WM. . 2uT (FTT-3) 57



s.1.0.2asa (Color) : WA SRSt & dar <t ufeefas ao rae of-
a4 (color) HURG & T93€ & AeU :
1. 3A=te & fASae a9 | Format €9 & »r=dll | Format €5 3 af8d g4 |
2. Color W3 T Afea &9 | 5T IRl (&9 foue nigwe feq sarv 5785 W& &a9
=T |

Hagsdameg
3. o €T WS 9 wit 5T few migwe f3s FEtit (categories) fRE° fam fewr
UT-He (preset) € 9 d¢ Rae T :
€. o®9 Fg9Es (Color Saturation) : few faw an<ie f&w fev aedg e 0 fa
fene dar fas doa o |
. FBF & (Color Tone) ;: feT Gar € IUMS & d2ds aoer ¢ fas fa &7
(féam) 3 arw (Irgm)|
¥. d-a%d (Recolor) : fou fart 3n<te € Ao 991 § d2o® geer 0 fa= fa few
&t wew &% fonw § 989 w's =rele A7 aow RS, A few § Sue dar e
ygre fegr A Aaer 7
5.1.1.3 nrafenfea fegaen (Artistic Effect) : I8 IfBU nirge 3A=ta" Gug mAT »rafenetar
Y= &9 541 d9¢ Aa< | Ag9e mEet 99 Foie 3, €0 In=le faosit fa 99 o
gETEPT T 77 U2 aight I, @uat I wredmela Y= sy a91 i3 @ AaeT, Ae fa
wH 3RSt §°F feg ygE grar g9 Aae O
niafenela feede & =93« & HeU :
1. 3ASId ¥ 92 &7 | Format 29 99 W29 | Format 29 3 af8a 4|
2. 3HEIE © A Aefes fewge &8t More 3974 3785 »d 3 afga a7 |
3. FgHe &9 3n<le §ug AefeEs (style) ©F &ele fou oy wet fugse refes
(picture style) FUT HER § W ad|
4. WMUST UHE O AR ges et SR Gus afda a9 |
58 o g e



Rglpigeans Klaikngy Brupe Virm [ -'Il-i “.l

Compemii Puternn el e e E L mtumn mpacier ¢ _..II-' o Shibwe Fanass < Bk
ARG Rl ‘ :d. 'd d d — o N Pietue Dty « o 2y bt s - 25
Rrurl Patum * ¥ i It Lipot < = Teei= BySewimaniuns Sl Ry

B e e e e —

‘!;. Aruibe [t Dt

fdz 5.5 nafenfes fedaen

5.1.1.4 Suaw fusge (Compress picture) : 769 7a Fgi'e &9 an<te wivs &gt andt 9=
It g wruE sTaie T erfew wifew Sue &t "ged U raet O, v 39 3 wad vl iyt
TElE § E-0w gt gaeT gue ot | favrer @5 @rset (quality) 8T SRS
FIHE € HEH & 30 <37 a feaht o5, fan & fen & €1-1S 578 wé'T (attach) 395 €9
WHas It 7| fen 3 fesrer srgite &9 sA=let € a9y (crop) &tF 1€ 3791 § =t A< oo
T weT 7, 7 f gelw € At § Tuer 7 Y, o R, =9 fET InEteT § dudn
(compress) T, GIST T TATEEGHS (Resolution) WeT & WF Fa7Y (crop) 13 43wt & 55tz
9 TEIE ©T ATETE weTEnT T AEeT O |

IN<T & JUIH FE5 € AU :
1. IASIT T 92 F9 | Format 78 &Hd WMT=9T" | Format ¥ §ug afga a9 |

Home Insert Page Layout Raferances N |a'|||ngs Review

] e [

ange P

Cnrredmns Color Artistic ~d
¥ v E;umv"aﬂeutﬁcture'

Adjust
| Compress Pictures

Compress pictures in the document
to reduce its size.

= 5.6 Auaw fuseas
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2. Adjust IFU fE9° Compress Pictures ninunes 3 Sfde ad | fifa stfesar aaw aa9

W |
Compression opBons,
[+] Appiy only to this picture
[+] Delete cropped areas of pictures
Target output;
Print (220 ppi): exceliant guality on most printers and soreens
) Screen (150 ppi): good for Web pages and projectors
() E«mal (36 ppd): minimize dooument size for sharing
(@) s dacument resolution

| x| | conesl

fé=w 5.7 Compress Picture S7esar an
3. Delete cropped areas of pictures 99 S9H & Had g4 | »T few Aféar & froe fon
3IA=T (Apply Only Lo this picture) AT WTUE STgHe € ATEPAT IR T &9 995
FEt I g Aae 77 |
4. Eg At frUE FTgie & B-0E 998 Bl f3wrg a9 a9 of 37wt feret Target
output BTEIE B faWH E-mail (96 ppi) & I=91, /AW &8 8¢ AEiT ©f e 8%
yuIg=t I
5. OK¥es T afsaad|
5.1.1.5 fuags se®e (Change picture) : WH. WH. T9F 2010 &9 o Fafent, Ad JET
Ir<ls seaet (foudn agah) U meret T

ame Inyert Page Layout Raferences Iailing: Rewi
1 I r
| il ] mg
- | 1 :& - -
L ¥ Criange Picture —

Comectiont Color  Arish
‘ Effects = L Reset Picture =

Beffuist

| Change Picture J

prrirnang the formatting and gice

Change to » ditferent picture. |
of the current pirture ‘

fizw 5.8 fuses wwer

far 2n<te & fousw a9 =et @ fuaee & fAgae a9 | feT Picture Tools ¥ Format ¥ f&9
Adjust STV & Change Picture »runs Sue aféa a0 | Hger an<te & af €3 o=t Ity
fenr@e oot IRt ©F 92 a9 | for »uRs ©F Hewe 58 ufost 3reta © evonfear »a rfew
fev sew= o3 fas' In=iv 98 A=l |

5.1.1.6 @tz fusrsd (Reset Picture) : Format 28 & Adjust gy @t fea nirums 73 25 fadeae
ai=t T8t In<te o Ji=St aret ganfear wid gew™ § u3W J9 féet O

5.1.1.7 gaar@@s g2r@er (Remove Background) : fart 3n<te f Seew@ g o= v 55
g ATST IRete < Are Sy yuz gt O 1 Fee ot miuE s & file w9 9u of 3t fem
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&% filea &t fimrdt €1 93 & €1 7 | anSie & Sa@e8s vebe set v ain. 2os fee
A=Y ©f G ST fseufes oo wet g feim 399 =e3 e 0o, fea @0 T ae BW
fegufex 439 & e f&3T AT 7| Sa9w'e's 92789< v J9iaT g9 afdy wee In=te’ 3
aH &dt gde |
fart swEle 3 YaEegs gele € Aoy :

1. 2=t T afda a9 | eore 29 Sud »=qil | eoe 9 T afda a7

ffga 5.10 infer do1 o SeEET g E =T

3. =97 A= fe9 anste o faus v fqerls & & fem e wtemmr mar@e &
gfam agar, w3 feT @7 ¥39 & magenta T91 &% Waa a¢ e=ar | feg In=te €
9 UTH f¥a 91w &ar e=9r fAn {9 A8aws 795 (selection handles) a1 T4 |

BH. BTH. ST (WaT-3) 61



4,

L

AHEOHE 738 & BF A J9 3091 97 A Jd ATdl s9dlaTg 3 (foreground) few
o &9 &7 wr 7= | fen 3 godw w0, AR, T9F §9908F § dl-EAne (Re-
adjust) FTATETT |

fem Uug = Ag wH. 9'R. =93 § fou foowfaz o9 e vev aoat T maet o fa
3A=le v faggr finr eeae s 0 w3 favsT fanr &aee@s T | At Mark Areas
to Keep »i3 Mark Areas to Remove SHT ©f =93 99 feg e ad maw 97|
Tag WH . W, €99 & foreground magenta ¥ % fIR & W g9 fe3Td, Ir@razs
f&= feg mets fifo= &2 Mark Areas to Keep 3 af8g a7 |

&

Mark Areas
to Keep

To9 99979 F T IF fIAT magenta 5% W 41 gt T, 3T G0 ¥39 f&v foa
wrets fdse B8 Mark Areas to Remove 3 Sf8a a9 |

=

Mark Areas
to Remaove

fd=a 5.11 Mark Areas to Keep ™3 Mark Areas to Remove
A =8 marks § 736 2 9T, 99 IASNE & d-wFvRe F9 S=ar|
Had At In=te Gue S o 7% AW 71, Keep Changes .., T If@q 39|
Cnanges
IA=IT ¥ W' magenta I91 8 ¥IT I A= |
4fiGea miew



fiaw 5.12 Smapde e 3 evie et SREte
§. il Remove Background "WURs & a8 gad far <t A 3n<ls § guer Aswne
a9 Age I7 |
5.1.2 fusga AeTes (Picture Style) &gy
f&T Picture tools Format 29 faus @ warsT gy &
5.1.2.1 fumge wefew el : 80 vt In=19 =2t G=9-ws Aefew o 9 g9 Aav o |

fuargs Herfes s a9 et Fey
1. fug=d € 9= &7 | Format @9 579 #2491 | Format 29 Qug afda a7 |

2. 3ASE T A9 AeEls fewr@E 8 More 397y 578 miv uw afga a9 |

Limilirgd Frvipw View | Fiyrimgd !
P | ] EEE T nogee = [l etite Borger - i ﬂ S Bing Forumg = Brangn - [
[ i e Efpty = "—I i ™ sakid ¢ 2 e
ol il ol ol ol e n S pdwetmets = | 0 T R send Moo - 2] .
2 Putyie Layout = e feyne Wy Selechioo Pane Sk Rubate -
Fe 2 P s 1 Artanige
HEEHE ==
T [ ———————r - .
- : _‘ o el -
. — = == | Qalastd Propeitin wm_:
= = = ; - _m_-i"’_lx
-l
fd=w 5.13 fusge refes
63
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3

Fgie fee In=lT er seie fow Sue wet fusae redte §ua R & Y= a9 |

4, WUST UHE @ AeTEs 9 |

5.1.2.2 fugwa 939 (Picture Border) : f&57 »inugs A@ge 91T 98 3n=ts 59t "H"@??FE‘I??
(outline) BT FIT, F=TET (width) T BTEIS HEE® (line-style) fagurfag gt 7|

s BEsinam

i Lerpir Bt

| ]

r.l- U@ Palure
fra
o~ g st Bt =

b

frem
— I i

—_

e

=T - -

e c3|
YT NP canitdn a0

—

-I':l

Almdar Codmn
ipEEEN

M

fdfm= 514 fuaes Ta=a

5.1.2.3 fusag feeazn (Picture Effects) : foo »mums ﬁ’gﬁﬁfﬂ%‘a’a’ﬂ‘{ﬁsml effect), A= fa
HF (shadow), I& (glow), fOeBaH (rellection) T 3D TEHE wrfa »iusTaT et T AT »ru=t
Ag99 MEHE fan In=te Gy fegt feg ¥t =f fedae niumret a9 Fae ot |

il

o

==

il

-

Hhigea mfew



5.1.3 »dH (Arrange) a9y
ferr aidy fem a8t nirums d&it o5 7 fa famr srgi'e i€ snsie § Sawe w3 I7 snla
EE WIH J98 HEl =931 Ael J |
5.1.3.1 UstEs (Position) : feg »irums fAdgee 12 98 Gavae ©f uw €3 Urtws feoofas
godt 7 | Tame Guadae € 7% O My wiru FU AfEST (wrap setting) T w1
5.1.3.2 3 2ame (Wrap Text) : feo fadee atF 3¢ Gavdge © W&o ® U (wrap) I
TH SN € I § TESET J |
U 2TAT T9E HE ALV ;

. 3Iw=te & A&se a3 W Picture Tools — Format €9 3 A8 & |

2. Arrange 90y fS9 Wrap Text niums ST afda a9

: j| 2] Bring Forward = Allgn =
3 Send Badkward I—"",—-_E Growg
Fositiod Wrap
v {s Selection Pane 5 Rotate ~
—_— &I In Ling with Text S—
| |
|[#] square
| €] Tight
. Eﬂ Through

: [EI Top and Bottom

Behind Text

In Fromt of Test

More Layout Options... |

EX:EE

féga 5.1 3u eame
3. Jof foy feg' oot ffa dH a9 :
«  CgNAZ & INET ¥ WiE-TS dU 995 BEl Square F IET 79 |
cane & afdy nivge forw A §-S93ly wirar &t SA=S (irregular shaped
picture) & WE&-THE JU g95 Bt Tight I SfdT 9 |
*  Through F afda ad w3 ifae Ju feen (Edit Wrap Points) & SRS &
sHdld ¥95 BEr Fd9T ad I+ 7 ane NSt © fFy w few I fewrer
saife=w muw fEo e § A= |
«  fond & Sudt wEls ff9 Jue S Top and Bottom 2 afda a7 |
«  fenw & Zane © fugd uH feu@= St Behind Text 3 g8 a7 |
fer & Eame € §us fewrf= =2t In Front of Text F afET a9 |
4.  More Layout Wyws 3 afda ga »i3 Zane w3 ferw feggre gt nf 2awe g
y v T, 8wé sose e Text Wrapping 29 T afdq ad |
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5.1.3.3 wefes (Align) : fewr »muns € 203" fugge § Wows € wgH wETTes o6 Bet
atgt At 7

5.1.3.4 9V (Group) : fem »ums €t =92 € A7 € 3 fooaer fonfaw & fedsr gea agy
gx8 =t it AiEt 7 3 A fogt § ffa e Gavae < 39t dfenr 772

5.1.3.5 927 (Rotate) : few winums & =33 feuw/fuggs § efdy 7F 327 g95 =&t gt
et T

5.1.4 e (Size) Y

feT “Picture tools-format” 9 fa9s &7 »@m®@r @y 3| A< WA Size ady &9 gfesmar
TaH 190 3 qied gov df feg Ag ffa Ay Af SRSl o WEi gese 7% Fifesdl Ian
few@er T | few a5y T iy MuRsH 95 &Y wigAe a5 |

5.1.4.1 @0 (Crop) : feret <93 3RS © §-841¢ 991 § g9V 999 Je5S Bel arst
7t 71

5.1.4.2 aetz niF fE=s (Height and Width) : fegat »umst & <93 fart gu & fabe <
Guret wz et § fewt f&w gene st S5t @t T

5.2 Ug &8 (Page Layout) &9

Page layout 25 f&9 page layout »= formatting 7% W0z SEt viumaw dotdt 05, fmars
U & dewen of foy yarfeg o<t T

5.2.1 s Weniy (Page Setup) arau

Wt wirUE FTge & v 37 Un geaT 979w 97 @ mEwg wAT page orientation, paper size
wT page margins »fe € Aféar g Aae ot |

5.2.1.1 Weds (Margins) : UF HaAs UR @ fasTod™ & W& -en®@ USt uTst gF 3et 7 | W
39 I, vl Sawe w3 arfean & wows © fewae fie Gy v3e f&9 ofug gee of | wrf
Haas €9 g% wirfeevm & Ueites & =t fseofag

o Aee I7| @eUee wE- J9w, geew mT IR | Papeiayou “E_""“_’“‘“__I i
&uaw wirfe | waAs wmuns f&w ufost 3 o B 1§ E =
ﬁ u # - = ::.= Li
ﬁ’ﬁ'ﬂ"ﬁ?ﬁ'ﬁ HTIHS . mg@ Ja | Drientation  Size Columns :f I—:::h
UF HaAS & T9He 995 & HeU : : £ o
1. Page Layout ¢¥ F fdd &7 | i e
2. Margins IHF T JfEd a9 | HEAE HTURS =1 L S Right: ¥
w fig Fau 578 Hig swe nrar | arfe- T
feer®z, Normal Haas fAdae e 71 | ‘ fag 0 oo,
3. T fAgST predefined margin size WUE | |
Fane §ue maragsT gde o @w @ue | MNarrow
M = L = = = Top: 0.5 Bottom: 0.5°
afEa & | Left 0.5 Right: 0.5
AREH HaAE S93€ HEl AU :
™ i o Moderate
. Page Layout 29 f&9 Margins WUHS 3 Inir: '; ‘_5_ :p'ﬁm: [1;. '?51
fga da »Z Custom Margins »URE o e
dF 9= ¢ | few IgT FTv§ Page Setup s B
FrfesTar T9n swHd Wr=ar |
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Tag: r = Botiom: L) 2

o { 5 Hight: ) 9

Gutier: o - Gytter posticn: Laft ]
Chientaon

Pages
Mulbple nages: el v
Prendaw

foaa 5. 18 Ty Wams
2. Ud & 99 ATEtE (Top, Bottom, Left, Right) SET Wara ATelE MEwHE g9 W2 OK
oS I A8 7 |

5.2.1.2 GaMeEs (Orientation) : §dhers U e Udede A #3AaY eone faaofag aaer
7 | BFAAY (Landscape) T H3&H J fa U § Jelves (Fe=) fonr & Fe dizr ar<ar v
far t@ede (portrait) ¥ W38 T fa U7 & Tocias (y==) fowr <9 fe gtz ar=ar|
U GetHens To8e & Ry :

1. Page Layout 25 §ug afga a7 |

2. Page Setup IFY f&€F° Orientation IWTF T afda a7 |

!Fnserl. | Pagelayoul | Refersnces Iailings R

5 [E =
| ¥ Y Line Humbers =

. -_ = bl Hyphenation =
Ip i
FPortrait
; t Landscape
fdme 5.19 U Gdbiess sowe ot

3. Uy Gdhiiens goss SEt gede (Portrait) 77 ' 3HaY (Landscape) ©F 9 &4 |
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5.2.1.3 Wl (Size) : foT wiruRE sraie & Hger AGR& (Current Section) HET SH-Fud
Uug ATEIH (Paper Size) A @& € Afedr yevs Faet T

T AEle Te%E B¥ A2V :

1. Page Layout 9 e afgw aa|

2. Sized@Hs T B oa, T TU-378% Hi v v=am | HgeT UF AEle TElsTEe
d=ari

Ingert Page Layout References Mailings R

=9 | | '._'} Breaks =

— L= i Line Numbers =
Margins Onentatio alumns

- .

u?” Hyphenation =
Leiter - -

R
B85 211

Legal
85 x 14

Executive
725" x 105

A5
583 x 82T

Bs
77T = 1012

A4
_J 827" x 1169

iz 5.20 Um wfes sosz oe
3. WUST Ages WgH'e UUT AT »TURS F Af6d d¢ | g e & UF AEid Ie8
= |

5.2.1.4 @@ (Columns) : feT »iuns fey §€ Sane & © AT du aeng ff9 &5
fest T

Page Layout References Mailings
o Breaks =

7 Line Numbers
b1~ Hyphenation

‘ One

Twa

Thiree

Lett

Right

EE  More Columms...

fd=a5.21 Columns



5.2.2 U S909'@F (Page Background) Sy
Wt WSt Ag9F MEWT g arfeas Wwhie fae fa =ew weg & fog & fda 3 frmmer

un €39 fewe wet Sauegs =5 A9 Rae I
5.2.2.1 =729 Wad (Water Mark) : S729 Hod daAe AF IR Jeit 95 7 Irgie dane &
fie swg »w@Em 75| fev »y 39 T s'gie v Aeen fseufes avs wet, fAe fa fam
FgH e & Foee (Draft) 77 a5e13 TAm® (Confidential) Hoe d95 ST Fafgwr Arer T | few
wEt few »ums € Hee 578 wiAt myE sgie &9 dane T7e9 voa fre fa soee A
eI T ® »iffe Tus a9 Aaw 77 | =99 &9 ig 55 5978 2729 Wad ©f 9isdt fuset 7,
WHT WTUST Agds WEHTd =729 Had, i id a2 &97 (logo) ¥Tie, 927 & < ¥74% &4 Ha©

Tt | At wruE Frgie fS9 J€t IRl 7 S99 ST Jar 2 TS J9 Ade 97|

i< &9 Zane T2d Wdd ouS a9s & FeU
1. Page Layout 29 ¥ Page Background 918V f€9 Water mark »muns 3 afdg a9 |

2. Tt fou wgwe fan ffg St S= a4
«  =red g dieat feF faw g yi-fawfes e waa, fAe’ fa Confidential

#" Do not copy #fe T FfFa 7|
*  Custom Watermark T affa &9 W= T Text watermark T afd e a3 m=
WMTUET HIAT MEHTT 2THE ©F 9 &0 AT 2aNe 2B &4 | MHT Cane § eaie

<t g9 Aae T7
b{:un'.' View f Foamat !
j I@ J_] Indent Spacing
e B 0F 4 eram oo
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16/X/2000 Holiday
17x/2000|  Socid Punjabi soctal | English | Hindi
Science Science
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w1 =93 &% feg9r § g’ ¥ YA'Y 995 Bt S9far 3w 7 |

7.1 H&2MHIEPHT @ 3737 (Components of Multimedia)

HESHIET & Ue WY g7ar 9ot fifge & fowe o 05—

a

Components
nf Multimedia
|
l ‘ l Sound Images Video
fia 7.2 Hedhitetr & s

iy feost g9 fengg % 7w

7.1.1 Z9AZ (Text)
famr ewa & goeT v BEt Sane feg »my Idtar 9 | fev waehitsyr & Wy gmar &9 fog
HeEsTIard | = fa HEMHIET niustears fS9 =i, wea iz SEte s derdud
2ane = feg A7 T fammar gafowr 7 g 32T 2ty & | HBaHiE T S =g e =0
gane e Far g el aer T

Hefem 2ame (Static Text) : fov Eqne U8 Sare &t 37t dev T

I 2902 (Hypertext) . feg 2ane 99 Tame &8 fEa der &
7.1.2 =g (Sound)
WreTH HBZHIFTHT BT RF 3 Agel 33 J | Weehiatr feg memw foarfaar s se@= ow
nﬁugmmmﬂsﬁwermﬁm%faﬁﬁfmmmhﬁmﬁmm
meﬁlmﬁ?m mﬂanﬁa‘tﬂmﬁ'im%ﬂwﬁ?ﬂwﬁﬁ
HEATE 5

wi. et #owret (MID) ; fewrer yar s figfras feregive fefaes nrdtaeerfes

T | fea nirere &t fog fany o7 Aeges o 7| Faitg fanig a9s sfent met feg
fear AaT AUE O | feo evElst gt wifeE eEtst 578 avet eehdt Jet a5 |

feost €f fammerzg =93 S UAT e st At 7|

fefies »ife& (Digital Audio) : Heehitat &5 fafaes wiale &t frer =93
1=t Atet 7 | feg eetst MIDI 578" nirae o S8t i<t oo | feast setst
WE'F Uuw Ut ge7 T | fafaes mirfeG et feg v eane sefanraer T AR &
== (WAV) fagr wier T

HEE HIE T 578 Fre- U 93



7.1.3 SRS (Images)

It S HEHET e Hgdt FraT 95 | afuled ot SRSt § ¢ Fdtfort ot Fade
gigr qter 7 e fa awes fola wid S92 fera)

FHze 7 faz iy fenfam (Raster or Bitmap Images) : afuGes few anstet § e
FdE BET =afgnT 7Te =BT HF F i Fdtar aRed AT fee iu d= o Ifae fu &=
ST fagwt w fea Hedtan ger d far § fuawns faor afer 9 | fegsT fuansa 3°
i & aee A fae iy form g=et 7 | fog fians fSo € 77 € 3 farer dar v
& | Gerggs wet Ay A, Ue fegr i Tarey & fam <F 292 fifeity fenm fawre
FI& BET ST AE T

fd=a 7.3 awed A faz Hu fenfan (Raster or Bitmap Images)
=aza [eHfan (Vector Images) : Taeg ferfaw &g fawt
3n<le & guTeE BEr e, wifens M3 999wt
=97 St wiet T | fow &9 Goron & =o3 7 et
=t 7t 7, fan & Saes fonw Jee faur grer 9
Zgzg fanw v fog edler 7 fa fon S5 fawnt ansle
& == sy 9y ufe 32T ©f Ages Uet T few wet
few f&g Wuat €t = ufe =93 gt 7| few &9 wpit Riarar 7.4 @2 Feiferm
R wrfe & fiu f93garet &4t a9 Rax |

7.1.4 WaHES (Animation)

watis v mfee gnSlet at @ fod A sues @@l faadgs godht a5 | fen &9
W~Wmmmmﬁﬁmﬁ?wéww&hm
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SA=IT 9993 AgEhHT BaET O | STSIHTE dda B8l fEuaT SR=leT €3 ¢ U © yats
T A I | WEIHES - "aHT (dimensional) AT f3E »H (dimensional) T Fae 95 |
fer =&t g% YA Areeewe =93 7 76 fAe fa fEaw y=t vae, Haavtstr sfeddges »3
TEW | WEhES & IgT et gt 9
U WIETHES (Path Animation) : foW Waies f& fesyz eIz uyg h@ﬂ?ﬂ
o =93 JiSt At 7
aH wiEhES (Frame Animation) : fon nistias &9 IF=tet &t fia &=t 7 gey
& 9SS ader feurfemT arer T
»  fors ffger
«  Upgrdf ST
WHigHTH Fa5T
7.1.5 =16 (Video)
weehitghr &g 916 g wizsues 33 7| fon &9 andlet & gwer Ofewr fowfenr
wer 7| fen T fewrer aEis geuty JEhdT IREET &% wree § @ 9tfemT gieT 7|
Fet =16 fagt wre T = T RaEHt 75 | 16 fea-TF &% A9W J95 ST AT T
b 3dtaT T | HeehiEtT S fenel =93 fart pasr & =t dla 578 Un 995 wet
gigt /et 7 wiT fen & A o <t 593 3t 71 1816 § € vy fann e <famrater 9 -
MEEET E181E (Analog Video) : fow fEe 1516 & fearos a9 =8t 5, vat vz
& Far Iyt fesefret o =vF &=t At T
fefre® S99 (Digital Video) : f3fres Sii6 <9 g9a3 aeev In=iar § wisalss
fofrem g &t evay &g iw dtsr AfeT T
SiFi=E =g
1. =6 et yuz ges yzewst det 7 fa@fa few i€ e, @0 w3
Us'= & o Mo IHES ©f =93 alat A Aael J |

2. SS1E Tt fefonmast § Suhwm €ar 578 uaTfent 77 Rger 9 |
7.2. H&2HIEMT &€t 7ge3T (Requirements of Multimedia)

WESHISTHT € AOs afuged ©f Sane, IRSeT, wired w3 SS9 »ife § Jude, YRR o
Un gos S aaraT 2 virarfaz 2 05 | Hedhitstr 2ure & feafns a9s w2t fadl oragdna/
AEeSWE M3 TTEIS STdHe ©f 9 feRY §Ae, daee ©f fand M3 fend Un a9 ©f Agast
3 fagae gt T | HeehiETtr Aot €t gffg Agest It fa wighne a5 |

7.2.1 TE8EE Aga3T (Hardware Requirements)

HEBSHTFT BE WH TaFend AgesT § 9o 80 nignd f=iHy digr arer J -

1. femve fe=fefim (Input Devices) : fart fesde faereln & =e3* fules & wget
forr fsoem &= =6t St At T 1 usehiteh =t =93 7re =% fesde faeifia oot
o migwH U5

»  FI99F (Keyhoard)

WEH (Mouse)

HEE HIE T 578 Fre- U a5



* 29 A4l (Touch screen)

s HAET {Scanner)
«  ZiEN IaaIs S fAReH (Voice Recognition System)
fefaew ana (Digital Camera)

I1. ez fs=wifim (Ontput Devices) : wrgede fa=difrm &t <93 afuGes &
S3IH THES a6 SEF Jiat 7l T | HESHiE T S8t 599 7e =78 fesue fa=difim o5t
oy niaa o5 -

*  Watedw (Monitors)

« it fa=rdifie (Audio devices)

« ST fa=Eiiaa (Video devices)

. Qﬁazaq (Projectors)

. ﬁi?ﬁ?.—l’(]’rinlers}

111, Feaw feereifim (Storage Devices) : Wead faereifig €t @93 gfues ot ymm
g2 727 & Hed dd& S dig Atet g 3T 7 Hu=e3t w3 »ifay fafenr=r & wég aisr &
A& | HESTHIETT BEl 293 7' 9% Aedd fF=eling J&' faw »wiawy o5 -

* T (RAM)

T fara s9vete (Hard Disk)
Harsfesr 2ut (Magnetic Tapes)
wrudtas fanat- At. 3t~ »re, At 31 .- we. ufsg w2 st =1t
U gafes wid »igAcda® 095 (BAF F978t= (Pen drive & External Hard Disk
Drive)
7.2.2 AEeemd AgTFT (Software Requirements)
HBCHE T Argeend Ming 28w 0 7 fa veehitatnr & vy 33 fae” fa Zame, arfean,
W, W& IHHG M F1G § wifse g9s wia feust e Rut yiu 995 et @93 A0 06 | 9%
YTH 99 7' T8 Hedand JoF f8Y MgA 98-
«  wiZg 3fedaed (Adobe Director)
FdEe 2o9red (CREATE Together)
WISt 9839 (Media Blender)
Wit 298w 6.2 (Media Works 6.2)
*  UZWH (PlayMo)
»  HESHIET femEs (Multimedia Builder)
7.3 Heehite &€t evels evaien (File Format for Multimedia)
HEHIET BEt 593 7e T8 eE® TuHen 6T [BY WMERd U6 :
7.3.1 Zane @aHen (Text Formats)
I »gZtaE (RTF) : feder yer & fde Sane @aie J (Rich Text Format) feg feq
Fat=ans grare 7 | fow grade ©F eEl® 99 <93 N <9 wmAral &% uZt &
AET T
96 aful=a wfew



S Zanz (Plain text) : Tog AE S99 mRETET (ASCID Hﬁm,ﬁﬂﬁ’ﬂé"ﬂﬁﬁﬁ
Aitge ager 7| fen &g gonféar oot izt 7 waet| few wet fant =t game &
g7, feefax wiZ »igosrels SOt &= 9 AgweT|

7.3.2 feiw aane (Image Formats)

I11L.

V.

V1.

2t et e miE. (TIFF) : ferer uyer &0 291 fen Tet® gone (Tagged Tmage
File Format) 3 few ez f&9 1 fife 3 24 fie 39 =t a®e Fud (Color depth) &
AUIE &3 A7 AgeT |

byt (BMP) : ferer yar s (Bitmap) fieru § | feo eae ase e § fear
fevwr & 999 fuaws & fasT auaw St réa gee T

Ftwmet 5. (DIB) « fewer yar s feerfen fEsfalzae iU (Device Independent
Bitmap) 7 | feT setst ne'gas fiehy S9 néa 35t a5

At et e (GIF) « femer yar s apfean féeas’s evaie (Graphics Interchange

— B -

format) J | feret fammerae =93 €9 Ufaa w2 weeawy Y @9 391 T

LAt Er AL (JPEG) - ferer YT s amfie @2arfeq wianuge gy (Joint

Photographic Experts Gmup}ﬁ'l ferg for s feim aete eraire 7 | feT amets
egHe IASTIT Al HTE A e, (GIF) 8IS gaie ©f 3gT 991 °f H'3a™ 39 AifHa
0t ot fafa fow fde Syt ot dor e a5

ut e A7t (PNG) : ferer yer &1 Ueees Se=ed affean (Portable Network Graphics)
T | feT ffa Sudns THeT arfeas Tane T | femet famer =93 %9 Want miz
arfeaw Mustans et gt aret T

7.3.3 fefies wifs§ els e (Digital Audio File Formats)

V.

ufs ¥ = (WAY) : ferer yar o0 SFe9n WG eEl® eaHe (Waveform
Audio File Format) T | feT gretst & wmet #i'e. (AIF) gane € 397t 3ait 75 |
w0 At 3 (MP3) - fewer ygr s #W Ut 2t At #9-3 (MPEG Layer-3 Format)
7| fev & vAge qudns wfel oets eane 7| few &9 »rew & aurfeet
2ahyT 38 T wF eEls ArEle & ger der 7

v et At afe. (AIFF) : femer yar s wifs§ féeees eet® Toie (Audio
Interchange File Format) 3 | feR e¥1® g9he § wus dfuSes 8 wiist eels
TTIHE STET HEd 45 BEl fFEny g3 fapyr At |

FufE@ AW E. (WMA) : femer yar o f&Fw Highir wfe€ (Windows Media
Audio) T | feg fear wirfs€ sver dudns Iaste T fan & welaanmee ¥58° fs3sy
13T famr A/t

WTE. (RA) : ferer yar &™H e wf8§ @aHe (Real Audio Formar) &1 29
g8wa I wifs§ afsun gwl= wet fev féa i eaie T

7.3.4 fsfazs 1816 oetw s9vz (Digital Video File Formats)

II.

g St (AVI) : femer uar s »rfsG/S1516 fEeasl= (Audio/Video Interleave)
7 | feT Trelnt o=t S1F1T uSwed © SuTErT AT Aee T 95 |

ww it g a. (MPEG) : ferer yar s yidar fusae wramuege a1du (Moving Picture
Experts Group) & | feo dudws 316 evdtet i<t ow fam f&w wate w3
6w mae 75 |
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7.4 Heehitshr Uasers (Multimedia Presentation)
HEehtEhT Unasens f& wirt fart uw fer o mifas fer—miEet €t =93 aga ygr=mst
€91 5% »uE fege U a8 A 77 | fen &E1 ekt Uas<aas fawe gus 3 ufost
rafaue fedft widt T rafoue &9 fea eamfenr Ater I fa He2hitstir rsens set
faug-faus eww (Tos=we w3 Weeenm) ©f =93 d13t Al T W fen & wonar wons
fam €91 &% Un g9aT & | Rafoue 3 a9s 3 s fere wfow sar-wrfaG, S1816,
Zame, 639 w3 miatims »ife & fanrdt st atet 31
mwmmwmw?mmma
HESIHIE T UAGeHs feg 2ane We I ule duer gdieT 7|
WEE W WA=z ©f gurfeet eF Uag =uhy g gater 1
grd € g TAT a-89F »F WEW T93= ©f rgw g2t gt
HESHIE T UAseHs Yar=nral w3 feder g g7 Jer gdier |
7.4.1 WEhstr Uasers @bt famit (Types of Multimedia Presentation)
HEHIStT Uasens et fanut @bt T Raehdt 9%, feast [T g9 I fad wignme 75 ¢
.  =Fuw® (Virtual) : foo fog mifadt sga &+ o fan o vee a7 »int fart feg o5
Fofoz fer—A1aret &t 9 a9a @ 9-3a58A! © 28+ =93 o ooy fenrfeet
Uraens fanma ag Fae o7 | fen 37 f3me (Asens & €93 WAt =uivr w3
UITeRTE YEIHE &g Aae It |
Il. "&wE Uaseas (Slide Presentation) : few 33t € {wsens <o Aedtst &t =a3’
gt At T | feo AeTEtsT vind 39 3 Wifeaorree Utsd UnifEe e o Hee
&% famrg st Fiatt 0% | feast peretst feg fel O AgaT wigwe In<ier,
wreTe W TG wife 39 AT AT 75 |
I1l. &9 U7 (Web Pages) : €9 UF HBHISTHT A0S M3 (Aa<Hs 9 A'E 76 A
feust @9 uwt fE9 wefeq SRS w3 Zane ©F o wislE, 316, Matinms w2
TIGHE Tanrfset ©f =93 gae 77|

7.5 HBSHIS™T & =93 439 (Application of Multimedia)
HESHTETT HOoT Iaa8AT (@9 ffd U3 yg=nst W3 A 3 36T &' feamz 7 faor
Y39 7| gfuled & Fu-2y Wigha § T92 & W J9a ©f mde fem § =5 Yua ot
NUBTIHET & S99 € Gar 9278+ 7 | ve2hilghnr niustems € fud-2ye u3e fee gt
fot wisHTs =93 o gdt 9
« AT (Education) : WEEhTETT fiffpnr e =9 e 592 wage § feor 7 | fem &t
M 39 T S92 [efenmadaht et sut fifimr miaEt =6t &St A6t 71 8-
waféar 5= Weehilshr IasdAt o fox fimr & fam ot fefonragt s=dir
famt St fifiem mfaet Y=z o9 g 95 |
gufaa U="sT (Business Systems) ; @UTfod Y39 €T HBSHIF T €1 <93 < 503
Tgee | HE2MtEhHT @ =93 oot fog Sumat »irus Surg Of =utT UnareT a9
Aaer 7 | fer 3 fawrer fom & =93 <fdar, gardides, fenfsaragt »iz G3u=
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€ Areard! et 2SSt |7 el 7 | S5 araedw € vew &% e ud San
W gI-TdTe §& muS [UTH AEhet 5% T fruge 39 RaeT T |
Wsta® A=ret (Medical Services) : HBEMIFHT & feaw &% Walas Aeret =t
Tt ygrfes Tt 95 | ufost fefenmadm™ & wrug Yactas d95 Ber Hoer
walet €2 IHeTT g9T U At u¥ 9T Heehlahrr &t =93 58 wishins ot
Wa Yt e € waw feafne §tF o 75 fan o fefenrest feost Gue Tedtas
FHIET &d Hale 5 |
*  W&ITS (Entertainment) : HooH& & J9 439 o wsdhitghr saslg et =93 T
gat 7 | fen &t =93 336, 2ElEtas W v orels o, A6 wrfe ffe T ot
7 | feust ©f @93 dad a7t femast Ueras 43T €9 Hoez ofns a9 RaeT J |
«  FaIF §=7 (Public Places) : HEZMHIF T &t 93" &feggdt, wridar s, enfdilde,
BT AEHE, ST T Jeut i€ < aroat § wedt pusT o< I3 aist At I
WEZhIEtH 589 W (Multimedia Conferencing) : €9 €99 48 fanaahn &5
®F  BW 918 93 Jd0 BEl HBSIHIE T IT6edH A 1815 I'6edH e &l
yeTET 7| fen &t 293 &8 St 2t fenaat -foma vy fega o+ feaat &
O AEeT d |
HEZHIEHT € AeT @7 AN® J W&t W Hifamr
HEEHIET T U HY 3791 96— ERde, W=d, SA=19T, WaHHs #3 Ss1E
HBEHIEHT BET TTag=2ma T ATeeend Hgdl 32 I8 |
=G It 2 fam T5- weTeTar SE16 W fafaes <1516
WaHEE &9 8e—gdht anlet Tehvt o faost & feg seae e aw g asivs
3T grer 7, fan &% feg In=ter wne 99 9993 ot sareir 7% |
W Unsews famma aes 3 ufost rafaue fedt 7idt T
7. fifiedr, =ufae y=mst, ietas ieet, HE9Ws, 783 BT T HB e HIS T e fHar
HBSHIEHT € H3d 75 |

e Ll Sl L

b2y

1. ustgstsy:

L HESHIEhHT wET € paet @r guE T few os s

2. 3w, wrEH o, e, SEE

. W, Hishm H. J93<nd, Aecend
I s & o9 et §et 3, feo 0w W

. wem, fafaes W, Wefed, ofoug

¥. dWHed, fdeny H. UH,eTH
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1. H&eHistnr Bet LIS HgesT ger 05 |

. A, e o, warsa, fafaes

g, Jdgewd, Aecemd . W&, Highr
v, fesye ot fas W HHE 9% 95 |

@ wates, filem W, oW, 79T faner

¥, dg9s, WEw H. J98enE, Aeeemd
V. W& fE9 ane L ES Jer al

@. wewa, fefaew . dWHeq, fdery

. nRefew, ofeug . U, aH

1, WIEe T EE RS
I <G & faahyt famd few e ar Aaer 7 7
[ Zoane et faatmt famdt deht a5 7
11, fowr =t feg 3gt & wiahims = &1 {54
IV, WseMiEhr &t faw fea wustems e &7 &5
3 éﬁ’%?’ﬂ"%"ﬁtl'ﬂ??
[ wWatms Std=t T ¢
0 SFEeatdatT ?
[l HBSHEPHT Fraedfiar ot ot 7 7
4. e Cgoduyms:
[ Weehizhyr F &t gve & 7 veehitstr & gmar 9 i)
[ HESHIFHT Bl af Agas™ & ¢
M. WEehiEtr Juscns af 7 ¢ fong sorfs =et fauah afet o foms dueT
gaterd ?
V. WBZhizhr & 2o HIat 99 &8 |

WSl & Frart ¥ &7 578 T6T 3T Aegdee U a9 |

HEHIET & grar
[
]
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Head = fefra

- (ferus @ @en ) -
8.1 VHaratd ¢
82 Hyat &t =9
8.3  Huat Shat famet
8.3.1  YTEMdT Wyt
X 8.3.2 FISdl HHat )

8.1 Huatatd ? (What is Memory 7)
et =t wifomy, faw f&9 grer vég sga Jus & mEer 32, & et faor ar maer 3
aﬁr@whﬁ&ﬁa@ﬁﬁmaﬁ%nﬁrmﬁmwﬂiﬁﬁammei
g2t get § | fon &9 gver mZ gerfest & wingret /F Raet 39 T RET ST AT R T, A fa
afules & deds gas wid feg At Fu gt § wamtfale o &9 =afanr vier & 1 ivat
I AT se-g¢ fTfm f&w <3t 3+ 7, fagT & 7% faur 7 3
8.2 Hyet &t @93 (Usage of Memory)
WaY & feymar &t 397, afuBed § e AeT god duE BET MeT Ot wgex gt 7| dfulee
e, Ffules few feg mapt 31 9, fA" UAW a8 & e wiF gorfest § dfimm afer T
gfu@eg sver § fefres Trode (€9 veg aee T wF AW & &%, H3Y ©f wreemT &t 39t
gfuges ©F ivat AF &% yaW/ule a9t gt |
8.3 Hyah @t faaMT (Types of Memory)
HHET St & By Behut Jebwt a5« yfewat ivat w3 Reat Huat
8.3.1 yferd Wyet feg & Igr &t det o
§.3.1.1 ROM: @F =&t hvat
8.3.1.2 RAM: 39 WaHNA Hyet
8.3.2 Wasdr Huat

8.3.1 yretyat HHat (Primary Memory)
yrfewdt Avat AF wiegat ivet fage Gust smer wig gerfegt § e goet T fagt €3
afues 8w m av ae foor der T 1 fen fRe wdlad deges sed AT gs A fa sgg I mz
feny fany © feRaefaa rawe I 0 | feast ©f REaw Mg ufe gt T w3 faast € 8¢
v frefefe 101



T= 7 feost & 372 55 § 7o T vy 39 F o mtdsaeg vraar ©F 5=t deF T
fAg™ sver wiz gerfest & QiAW Je der § 89 Ha ivdt fem on afe 95 [ G yriewst et
Tt famut 579 FTElE

§.3.1.1 ROM : 30 T g2 T di7 Gast vt | feo afufes et e feg g2 faor fomr 4,
feret aveE ufost 3 Ot fsofog gt o wa feo @t oefes s Ug Ig I Aea geet T A
far afues & 5z g9& AW =afapwr wieht o5 | g fET gt I3t & v Gudan o5 e
far ROM, PROM, EPROM, EEPROM wfe |

fg39 5.1: dtF Ga=t Hust (ROM)

8.3.1.2 RAM : 94 5 7€ ¥ 38H waHn "1t | I &fules Mt er Gu furr o 7 fa Ew i
I% 7 UIaHT »iF FTeT & syT-ayr dyer 4 | feo Wat feut ot o5 w7 fa weéag e nig
geTfest § Ta3< se wfapa foetft o5 | feg Fdsdl RedA &8 R fier SUSH aH daet d |
e it afu@es g gav IF A7 feg ge-my dvT 7, 87 A RAM A7 WHat feg nmugféar
fAvew 7 Jer 7 | fon &% AraT gfuGes aet 37T © 9y e fa wew afda I8 aga w3
d-995 ©f 93 996" B davT J | AT HAT a€1 YIH B o< 97, §F AW GF YaeH =7
fezery w2 €9 &% 9= oY = RAM fe9 &7 &2 A'¢ & | RAM fea 593 F9-de39
famn &t Hdt gt 7, 7 fa fen & 98 a0 UaeHt W3 QAT § AeT a95 fdw AWde sarget
ol

e 8.2: T wiemm IuET (RAM)

8.3.2 Fe=at Wit (Secondary Memory)

Hargat et & wameass Huat, fefaas et 7 wergsdt et &t fao 7 71 feo gasT
& & mi 39, 3fufes € g% I T =, 7éT 599 TuTt T | vagEdt et T 3= T Harfew

102 &fuGes riew



rean fe=fefmm fAg fa oo soete, mmufeas redw faerfem (At 3t vy w5t =1, 51
W) wrfe | v g vt 76 @Y Fogdt et e famdT a7a Frate-

8.3.2.1 9% fsHa Favet= (Hard Disk Drive) : foT it = maret famy © | feo i et 7t
yrferat ivet 3 ufe ge3me &% o geel 7 | few grer/AgeT § Ud 39 3 AeT gea B @adim
At oo | A G g. fegt & AT ot wiaRy (S92 =4t aoer, 93fa fev feasuz—wrbade
st ardt SgItet AT o5 | Aarsdt et fewsr sver ufost v et e st afer &
w7 feg CPU fenet =93 a9 AaeT 71

fef=w 8.3 e fang 3o

To7 fang fEa At ffg ' =0 vz oz ot uget fagt €3 Heg-nmanets =f yaag 93t
g9t T, < g2t &<t T | fest €3 Fver Hurafeast foaras atgr wier 9| o9 fong & udze
HU3 e 39 9839 &% WHE 08, ™1 39 T 5400 T 7200 da9/fie ©f aea9 &%
(RPM) | Wor&S afuges &f oea fera ©f Réow RHTET 20 GB 3 500 GB 9 §<1 7|

Spindle

Actuator Arm

Actuator Axis

Actuator

1/0 connector

Jum per Pins
Power Connector

figa §.4: 7oz fowa savety o ofagst fdar
8.3.2.2 WaNZ9s® a9 [SHa s9vete (External Hard Disk Drive) :ﬁamaﬁf#ﬁ@a
e @ fdAr T 7 F7er § AéT g9d JuwT | gda fufee § ulz I ule feg ouw soEle
wges get J, fawn f&9 nuafear famew, Jere w3 wwe ©f 39 FusT Red aist Arel 4 | few
Aeaw fa=refrer 103



Forfew ©f =93 <0 I T #iaAedsS IO FoEte o
=93 feseaans oag soeie T &8, e ge ST
Fo5 Bel JtStArel I | feg GRe & ¥R, aius A 39 Hadt
HO&T § Hed a9s of wifapur f&et & w3 feost &
afulles 3 gzv a fai gefinz wart 2 Ffpwr 7 Faer
J | HEHeIsE I9F e USees Aean faefenaw

fr 4fuzg 578 USB vt A Srfeadmat (Wirelessly) o S
et e A e 3 1 fo o R AT 37 3 \\‘/'&)
57T feprer 391 § w3 fevst § dfu@ed o STy A
THE BETATS cedd FoEIT = =1 =SH Ae J | 99 8.5: Aaeass Tow e sofew
wenedas I9s fsn safes @ 59
1. WIACIES I8 Faex Udews (g waft 3 At Aqt »iwral &8 faaret At
Aaet d | Hear fFeein O wid Usdr w3 ud» (Zarg w3 9578) € wad 3 an
Faet I |
2. feg gwe § 9y due w3 feascoas oos goels I Sudl §Uo' Hed dds ot
wrfamnT fest T

3. fesegde o =93 aos afules feu ww =gt o 7o, fa=' fa ww giten,
St Wlfae eretst, y<itw, Inslet W2 3¢ Ha-wiy eetst, § gans ude
Aaer 7| feaat § pdfdz 39 3 w3 Aot 991 5% WdAcdas J98 SdElw 3
e 77 HaeT T
8.3.2.3 8@t fewa (Floppy Disk) : feo usrfes St &bt
foy=taws (foy= I= =) farar Jet o g €3
Harafed faarfsar wfowH St yes ISt et S Ivm ST 3
g8\l fare 3.57 € Aretg & 32t 3w fem 99 1.44 MB
FTET Hed T Aaer o | feg U9ews Aeédw W39 & fam €9
9979 §7¢T Aed d13T A7 Ager ¢ o3 fegt & FE T9
IS AT AdeT T | @8l famat & w3 3 few afulee
3 g dfuges 89 sést wie =@t safon e T e 5.6: s fower
feast @ ¥y sans feg  fa feg wAat &% worg T
et 75 w3 fen wet foo fvmer soF ofea adt a5 |
8.3.2.4 Harsfesr 2u (Magnetic Tape) : Harafeq 2u fear frgviartns (g 3 amie i)
HETH HomH & 7 fa 37e7 »3 H§3-wly gy g€t =93t 7t 7| dfufes 2y B9aew
ygHfea ©f g2t It 7 fan € fea uw Searsfea wifonny & Gféar 38t 31 91 5o ffe 2yt
yatt dist 9t w1 | 2u S5 3ver meé9 g9aT, fona € yares awar Uer 7| U9 feo Ae
gv% gdt 7, fa@fa fana &t 3727 ndv g9a & Avear Fuet 7T 99t 71 24 T ST saHE
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ferer fAgriats erane 7 | ffg yr faaras & #9= =6t 8w T ufos™ =& Are feaast &
ygaTUer |

e 5.7; Herafem 2u
8.3.2.5 CD (/1. 71.) : adae feve (CD) fEq Uedws, fema d<t 7, fam f€2 650 3 700 MB
39 Frer Hedw ©f aHeET I 7| fev <31 waer &9 g
"ed 99 Hawr v fAw fa Sfae, ydh fueee w3 Sane

wirfe | fen f&e fefres posr d9t O v fa ust 7 At T um ¢ |
TH9T (BT &4t 77 Age! | USE W3 o9 (Buz B8t fy-=y
CD saeled Hee 75 | fa@fa fev foa gow wfea reow :

Wit T few set fen & g6t gwet & <5t e (fo pusT
7o B fonas Si3T 7T T | 97-d% 50T 7' Areean(d Fig 8.8: CD (7. 51
<t At 3. <9 o iee 75
At . v gy oz ovetsT, @i < 39t der 3 At F F ovEtE meew €9
wieasd fued (Micro Pits) W3 uBen (Plats) ¥ 75, fagT f¥9 gest neg <t 7| fev fuen
" feuret oot féw | fEa &we 5y ©F vew &% fana & gosT & ufswr ar Aaer 7|
At @ It et det T
. CD-R:nAt. 1. fan &9 gosr & frer 6T g9 of feforr A Aeer 7, 8 3 soe
€w gaa & fiee ufgwr 77 waer 7| fow 397 S A/t S & awlae fang @i
Ea®t (CD-R) faar wrer T
2 CD-RW : Gu St faw €F guer & go-gw fefiodr w3 ufgwr arAeeT 9, &
FHlae fara dts w3 aeie (CD-RW) faar afer T
8.3.2.6 1. =t. 31, (DVD) : fsfres =oiedts faue (DVD) At. st =9t ot &<t & us few &t
HedH e /Y. 51, 578 faz Tu w3 a@feet gz d<t 7| fova
w1 famy = fagge geer 7 fa few &9 fa& affer gvete (GB) 37
Wég =9I DVDs & w39 T are w1t 6 77 @n F Sy yEitw
(fe®HT) & AT ada BEl =dfan Aer J | feqt & eoiems &
afues €3 & s fonr 7 AgeT 71 DVDs & Wy @93, €37
fare=t f<e wedhitsto Unsewst w2 vate # fa et gurfset
Tt ey M Jfean © WS 3 9o’ 95, § Hed ads feg dut
7| feg w999 feys =@ wiend z4t 71 fend DVD (fsfres
frfel faman 2t faer e T fr=a 8.9 31, 1. 5. (VD)
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g CD/DVD Su3< AN It fefumit aist o faniss duer sater o :-
l. 7 »H CD/DVD =1 T3 5d1 g9 99 9=, 3t fongd fene g=v f<s dy=r swter

Tl
2. CD/DVD © 9Ha1® U'H & €97 &4t 9ater|

3. CD/DVD ¥ fus® (9Hat®) R Us 7 UaTA® &% 54T feysT grateri

4. CD/DVD & HZ&T &41 gdter|

CD/DVD & A =96 %E! 54 aus ©F feravs a9o woter ¢ | It fow €5

fifetufer ge@e w2t yrat v fenaws =t 99 Aae T

8.3.2.7 s s@¥l® (Pen Drive) : 1'% STl= Uvews
Wal=gH® Highi® ¥H (USB) e8H HHel fseem o 7 fa
e, 16 v e odtst § dfufes fe Féa w3
ZIHET g O Wt T | few 8¢ wrag & I avas
ITEt 79 &9 & wAat &% o At 71 feng wEt 99
aret, fae fa e8@w sovdte, Au s9Ele »T 89 Sodle
&% 2 wfewr e 1 USB @8 el & 293 &t
eaUt famet ar At st ottt a A fager &

fdsas8.10: s 7adie

f&= S wrlst T | foa wirare &9 &5, o3 o 39 wid reow e &9 oarat g
20 Jett 7% | fea fmmer byt wiZ 397 sty dohdt o falfa foost &9 fom-dw
e =% fUn w01 9= | fon 3 fewrer, foost €3 fe@aciosfes feesstwaw (e fa
&\t femet €9 der ) = a8 WAd &of ger w2 fegst © Aden 3 Aodw (fars) (fre fa

CDs) &<t Uer |

8.3.2.8 HWat 98 (Memory Cards) : Wiat aos < fexr
It T AedH WISty & o fa »fF-d® »y 39 2 f3fres
aHaET, -5 afuled, MP3 uBnE, i® 57, IH aaAS
wiZ fyeat e Intet, feaut, Wefaa »iF J9 s7e Réa
95 Bl =0T Ate 75 | feast & @@ Hydt arow =t faar
e 7 | guet fEw aEt fany & Wyt a9 GuBsu as 7
fa Sy~ At MF aHUTaSE Wi AddH mdeT ¥ d¢
T | HHat avaw &9 v &g gver, avgg ditsg A gver
a9% € Wee &% ufgwr (efumsm) 7 reer 7|

TR S e st

Rs. 1 ivatass

1. afu@es et afules &9 fedadfaa rim det 7

2. WvEt Ewt O Y BEtt St aa- yrfeneEt vat, AdEdt it

3. ROM T 3= 7 17 €5%T Hiat wid RAM T 372 T 339 WaRm HHaT |

4. Rt ivdt § rameess Avdt At fefaas it A sargset ivet <t faor mier T
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6.

-

WAATISH Td5 Faeie UdeTs Aedn fg=fen T w3 o usar-»Z-udn € (Harg
WM T&T) »Ug T AW et J |

CD & avats i €ue wrdtas fuen w2 uden f&o gasT rég 9=t 7|

i goele g U9eaw Ual=ans Higr® 91 (USB) J%t 7| feu nrae &9 22t 9=
qaE WA &% oY &g S wr At T

W1t araF €9 ReT ata Fer, aaF 9199 7 3727 ©f Hew &8 Ufgwr (Sfiwm) ar
AaeTd |

S

HRT et 7 ;
L yYrEtHat WiEt & <t fagr At T
€. femegs® HWeET (Internal memory) M.  WEHEIES HHaT (External memory)
v, fefAa® it (Physical memory) W.  *HIrg®at HHaT (Auxiliary memory)
11, rHat atF Gast et 54t aet |
€. ROM wW. PROM
¥. EPROM H. EAM
1. foa uges®m Hedn fa=fen &<t 71
§. ‘riigAees® 99F feAT (External Hard Disk)
W. U's FaEt= (Pen Drive)
¥ J99 fena F9E1% (Hard disk Drive) . WWet 98 (Memory Card)
IV. Idt ¥ 8¢-8< Iar g fagraer T
§. " (Cells) W, EarAT (Area)
¥. fEeg-Hoans (Inter-section) 7. feustfead aet oot
V. USB € H3®y T

. @aleon Aafed 59 (Uniform Service Book)
. WaI<IAS R 57 (Universal Serial Bus)
¥. Wal<dA® ¢ 9H (Universal Straight Bus)
W. WaIETaH HdhH® 81 (Uniform Serial Bus)

B2 T3 % yus

I e3l fana ot e AMdE faat gt a 7

I aUae fana (CD) € nead AvdeT faast ot T 7

[I. 993 f3na € AedH AHTET HTUZ B Y 39 7 fao=t ivet fearet =g gt et 7
V. CD#Z DVD &5 fan St rega M S0 gt T ?

V. Uz sofee §afuGes ey e fanlecswmegataraed 7
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I HWatat T 7 et € Y getet & & e

[ St Rasdt ivdle & &7 fai)

. AHdtargg atdera ?

V. Us Fofes Gug & fet|

V. #t.Ft. g9 fa)

L yfewat it 8ue 82 faa)

[I. HDD&TdEt T 7 =96= aa'|

I, Aar=at iqat &t a<t 7 | fai fear Arasdt Ayat fs=ely o =9a= a9 |
IV. CD/DVD T93% AW 93T AT 8T Ar=as it 979 Arearar feg |
V. WaHeIs® 9T (S FeEiE at 7 7 fene w7 fad

d& ©9d ZaWd g AuUT gy fE9 ey |

1. RAM 2, CD

3.  Hard Disk 4,  ROM

5. EPROM 6. Memory Card
7. DVD 8. EEPROM

= £
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APPENDIX -1

WHEIT AETB YT Y
Acronym Full Form
BMP BITMAP PICTURE
bpi BITS PER INCH
CD COMPACT DISK
CPU CENTRAL PROCESSING UNIT
CUL CHARACTER USER INTERFACE
DOS DISK OPERATING SYSTEM
DRAM DYNAMIC RANDOM ACCESS MEMORY
DVD DIGITAL VIDEO DISK
E COMMERCE ELECTRONIC COMMERCE
EMAIL ELECTRONIC MAIL
FTP FILE TRANSFER PROTOCOL
GB GIGABYTE
GIF GRAPHICS INTERCHANGE FORMAT
GUI GRAPHICAL USER INTERFACE
IBM INTERNATIONAL BUSINESS MACHINE
IC INTEGRATED CIRCUIT
ISP INTERNET SERVICE PROVIDER
IT INFORMATION TECHNOLOGY
JPEG JOINT PHOTOGRAPHIC EXPERT GROUP
KB KILOBYTE
MB MEGABYTE
MIDI MUSICAL INSTRUMENT DIGITAL IDENTIFIER
MODEM MODULATER DEMODULATER
MPEG MOVING PICTURE EXPERT GROUP
MROM MASKED READ ONLY MEMROY
) PERSONAL COMPUTER
PNG PORTABLE NETWORK GRAPHICS
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Acronym Full Form

PROM PROGRAMMABLE READ ONLY MEMROY
RAM RANDOM ACCESS MEMORY

ROM EEAD ONLY MEMORY

RTF RICH TEXT FORMAT

SMTP SIMPLE MAIL TRANSFER PROTOCOL
SRAM STATIC RANDOM ACCESS MEMORY
TB TERABYTE

UPS UNINTERRUPTED POWER SUPPLY
URL UNIFROM RESOURCE LOCATER

USB UNIVERSAL SERTAL BUS
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APPENDIX - II

(nfH. A =95)
Shorteut Keys | Used for
Curl+A Select All
Ctrl+B Bold the selected text
Curl+C Copy the selected contents
Cul+D Opens the Font Dialog Box
Curl+E Center Align text
Cul+F Find text
Curl+G Goto line/page no etc.
Cul+H Replace text
Ctrl+I Italic the selected text
Ctrl+) Justify paragraph
Cul+K Create Hyperlink for the selected text
Ctrl+L Left Align the paragraph
Cul+M Increase Indent
Curl+N Create a New File
Ctrl+O Open Existing File
Curl+P Print File
Curl+Q) Clear Indents and Tabs
Crrl+R Right Align the text
Ctrl+-S Save File
Ctrl+T Increase Hanging Indent
Crl+U Underline the selected contents
Crl+V Paste the contents from the clipboard
Cirl+W Close File
Cul+X Cut the selected contents
Crrl+Y Redo the last action (if possible)
Crl+Z Undo the last operation
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Shortcut Keys | Used for

Ctrl+1 Single Line Spacing

Cirl+2 Double Line Spacing

Cul+5 1.5 Line Spacing

Ctrl+] Increase Font Size

Crurl+[ Decrease Font Size

Ctrl4-Shift+C Copy the Formats of selected text
Ctrl+Shift+V Paste the copied Formats on selected text
F3 Change Case

F7 Spelling and Grammar Check

Alt+F4 Close Program
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