What is Computer

X e B Sdfed TS sw & “Compute” ¥ g3 = | st sef @ o a-m|
Computer & Electronic Machine 2, foraa gRT 89 9131l 1 UG Wgdl U4 doll 9
P Ghd = U9 fedl 1 “Data” &l o’d @9 a9 YRI&A T Gad T |

» Computer is an electronic machine, that process the input data according to the given
instruction & gives output as a result. It also saves the result for future use.
» Computer is an electronic device that accepts data as input process it at gives information as

output.

Data : Computer & 33X o1 dral &l I yoR &1 orsg, &R, AP, AR A B
gHfera ®u @ Computer &1 #1891 A “Data” ®&d 2 |

Characteristics of Computer: - (&*=[ex &1 fazradn)
gdwE 9§ Computer &1 SUANT T & &= 9 fear < w&r @1 Computer &1
o g9 favivag feafafad 2
(1) =E g 7fa q s sxar €
(2) uT Ffe fea «rd &=ar 2 |
(3) e il qon faeme wvsRer &war oY gfaem qar 2
(4) PR 91 9@ U AR SR PR GHaT 2 |

Uses of Computer:- (@=gev @& 39317)

(1) Rrar (Education) @ &= H |

(2) d=f-r® srgEeTa (Scientific Research) @& &= # |
(3) 9% (Bank) # |

(a) fafeear fas=r (Medical Science) # |

(5) =mTUR (Business) ¥ |

History of computer (#r=7ev &7 gfasre)

(1) Abacus (vd#w)

AT & U || SUART H oM 91T SUSRYT Yddbd o7 | ot sifaser o9 4 gan
Tl FuH ToET arl # ORIy wiftat @ g @ ol oft | swer Suiw arifed e
(Arithmatic Calculation) @ ferg f&ar Smar o |
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(1) Pascal calculator (gre#er #egelcy)
gorH o 93 &1 fRIfor |9 1645 W Wi @ IRAY sdW uRabe Blaise Pascal A faan

oA | 39 dedaicex A Inter Locknig gears &T U f»ar 11 1| I 0 4 9 d& W&AT &l

<ITidT AT | I8 ddd Sli€ AT Ucrd ded d H&Hq AT |

(111) Analytical Engine (v=rfeifc®er goi)
g 1801 H W% A Siedrs d wW@arfaa §ars #efia (Automated weaving loom) @1

T f&ar| 599 o1g @ wic 1 BIHR U9 f6ar = o1 S $us @ g3 i FEfa
S H GEH T |

4 1820 H U AU AfashRe ared ddw 4 few¥¥® go= Deference Engine e
9% H gArfafedd 99RIT| 9fcd 999 @ ST ST UIIT & ggal Computer Prototype &1
T fhar AT | 39 SROT ared 999 &1 “Father of Computer” ®8T SITdT @ |

Computer Generation (&#=rev #g})

First Generation Computer 1942-1955 (7o #igl & @r=cv)
59 wMF &1 e wiv Sk deifie suarm @& fag fear T ar) 99 degw <yd

(Vaccum Tube ) &1 U7 fhar o1 3 MR # 9 X 3Iferd So1 I~ &+ dral o |
99 9R e o g 0 9 1 & w9 A Computer d |ufed sid of | aor sad #fi-i
AT &1 JANT fHar 1 or| Fafd <ga @ SwaT 4 9 &Har A1 off | fafa cge T
B9 A Y oral o1 a1 TH B9 @ 919 IrAafre Swr der gkiY oft | o dver v @
fag @dfell amargsfera a3 (Air Conditioning System) &1 SUANT &A1 Ysdl a1 o9
afere AT A faerg wd =il oft |

Ex. IBM 650, ENIAC etc.

Second Generation Computer 1956-1964 ( fgd1ar #igt & @+=gecv )

39 It @ Computer # fafa ¢ga @) S gead ®IT gifsiex (Transitor) &1 AT f&an
T dYex 4 Data & Frefia oxa & fau d=fesd sk yarr fear | sndsl &l
Gyfed a1 @ fau A-fes fex@ qor 2u &1 SwAhm fear war| d4fes o W emRA
ATFATSS ®I uxa aidl off | saa) wfa 3k "@ugor gwaar i dia off | 39 SRME =g q@n

SERT O d d H¥R[eX BT YAIT A¥A AT a1 TR GRHT 9191 &1 faera fean |

Ex. IBM-1401, Honey well 200 etc.

Third Generation Computer 1965-1974 (dere? et @ @=gcv )

sadgIte 4 RO da-ife o™ 4 o7 @ IR d HA1 a1 dig 10 4 & oA
31 gaar &1 faera g3 | el 9idl & e § gifeey @1 org Integrated Circuit-1C

®T U Y& g3 ot g “J.S. Kilbi” 7 f&ar| s8 Generation @& w#a 3k +fi High
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Level Languages develop @7 =T 3ra: user @I requirement @ AR Software §9FT €¥d
8l |

Ex-IBM 360-370, NCR-395 etc.

Fourth Generation Computer 1975- uptill ( @/eft #iet & #=gev )

Computer @t $9 Generation § LSIC (Larg scale Integrated Circuit) &1 Suaiv fear s
| e g fau 9 e dr@l il sl qufaa fSar o adar o1 s9 <ikE GUI
(Graphical user Interface) & fa®r € H¥=[ex &I SUYANT HIAT AR Wd 8 1T MS-DOS,
MS Windows, Apple Mac amarfesr Rieewn (OS) @@ C Language &1 fa®ra garm|

Ex:- IBM-PC, v« Il.

Fifth Generation Computer - At present ( igdt #igt & &=gev )

qddE § U9 Future # M didl $7eX Uiadl fidl & YR $Edd 2| 39 AT D
$+ex d VLSIC (very Large scale Integrated Circuit ) @ %=1 u® ULSIC ( Ultra Large scale
Integrated Circuit) ®T fasra g | 3R U 9 gRT HAVI BT 0T A9 81 Gl | Storage
@ fay CD (Compact Disk) &1 fasra g3i| sc¥eic, $Hd a1 dos diss dd (Www) &I
fd®ra g3Im| 39 requirement & ITHR H¥YCSX $I structure Ta size design fear Si=i & |

Ex:-Desktop, Laptop, Palmtop Etc.

Types of Computers
$7ex T Multipurpose Machine 3 foraat Suaim a1 @Al A fear Sar €
Computer 39< &M &I, 33, Td ¥fdd & FMaR R A= yoR @ gid € s= A=
Basis uR srerT—steltT Wi # FEffea fear smar 8—

1) On the Basis of Size (3MdR & IATER W)

2) On the Basis of Applications (3uAIT & IATER WR)

3) On the Basis of Purpose (ST3%d & 3JTER W)
1) On the Basis of size (3M®R & IATEMR WR):- HFYeI Bl Agol & ATER /=1 90911 H dfer
AT 2 |

(i)  Micro computers

(i) Mini computers

(ili)  Mainframe computers

(iv) Super computers
(i) Micro Computers:- Micro computer TR # BIT &id 8| 399 single processor < T
BaT 81 39 WX U 99 WX dddl (P @) Afdd &1 & GHdl 2 | $AhT SUAT IMfrdax
ol 9 U9 el A wdee go & fay fear smar @1 aa: = Personal computer (PC) #Y
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P8 Ol 8| SAPI speed dAT storage ®Y &HAT HH BT @ | micro computer & =T
Desktop computer, Laptop, palmtop, Notebooks anfe s 2 |

(ii) Mini Computers:- Mini computer Medium size @ ®+=ex gId @ | Mini Computer § T&
¥ 3fre Processor @ &ld 2| Ad: 39 WX UHh 999 W UH A A users s &R Adhd
o SA@l storage @T speed, micro computer @1 o H @ BIAt T FAGT SUANT
Jfereax small @@= medium size &1 &7t & gRT fHAT ATAT 2 | SUD ITAET FABT SUAT
Passenger reservation g@ Banking 3fe # + fear <irar 2 |

Ex:- AS400, BULLHN-DPX2, HP 9000 AND RTSC6000.

(iii) Mainframe Computer:- Mainframe Computer 3m&R # mini Computer § 8 BId 2 |
T $9T@I storage capacity wT mini computer & 3rfere BIdl 81 A 3ifere speed & T
process &<d 2 | dHd $TH FHANTIR $s processor o &Id 2 | mainframe computer &1
SUANT d81-9sT compnies & §RT f&HAT Sar 2 | 94 APt users U@ A1 SRl &R Adhd

= | mainframe computer &1 It ¥ Network @& gRT 9gd ¥ micro computer ¥ Attach
far < aear 2
Ex:- IBM-370, ICL-39 etc.

(iv) Super Computer:- a8 gl I & gER computer 1 a1 # s dig 21 399
FSRI MiCro processor @i gid 2| 48 34 d& &I wed wfaazinell dwqex 2| fazg &1
gers Super Computer 197650 # Cray-1 e, it Cray Reasurch Company gr1 fasfaa

o7 g8 sfaem # wed Wwda super computer 21 sa9 Multi processing a2 Parallel
processing Il &1 SUANT fHar wm o1 | fras gRT 6l W &/ &1 copsi A fawrfora
foar ST "oar o1 9 $s Afdd TH A1 1 B GDHd @ | TADI SUINT AA1S /e
Jfe 9 grar 2|

Ex:- CRAY-1

2) On the basis of Applications (3YAT & 3R WR):- Application & IMER 9% computer
®I =1 9 o dfer o aadr 2 |

(i) Analog Computer:- I8 Computer 98 computer & i Hifd®d #=TRT Si¥W—3E, dm,
g, JAMfe Bl A H g fear oar @1 s9el SudlT e wd 9 faw Sk
solIfFaRT & a9 ¥ fear smar 21

Ex:- aleeHier, dxifier, sanfe |
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(i) Digital Computer:- 4 @ ®¥=Jex =& Gl APHI DI IOET &al = | 4 data &1 0 4 1 &
form 9 store &xd 2| $A@ WA d9 BN 2 AT FT PN TER U DTS HI AHdI
2| smgfaa Digital Computer 3 fgamemdt ugfa (Binary System) &1 alsr fHar St 2
Ex:- Digital Watch.

(iii) Hybrid Computer:- g Digital d2m Analog @1 fafsa w9 21 89 Input @=m Output

Analog ® w9 # grar 2| u<=g Processing digital ® w9 # g1 @1 s6 YOR &

Computer &1 Iugir sif¥re@ax Hospitols # Medicine wa Surgery &maf # f&ar <mar = |
JIR=T @& Observation @& fad S Temperature vd Blood smfe &t #mod & ford
Hybrid Computer &1 Suai T far sirar 2 |

(3) On the Basis of purpose:- Purpose @ 3meR 9x Computer &1 9« &I AFN d dfel
TAT B

1) General Purpose Computer
2) Special Purpose Computer
(1) General Purpose Computer :- (WP S3aef &ex)d o Computers gid 2

a1 SwaT = sl @ fod fear smar @1 st|- Word Processing, Letter Typing,
Document g1 3rfe |

39 ye»R @& Computer # "= Hardware Configuration grar 8@ dom sda
CPU @t Working Capacity #r Limited =it 21
(2) Special Purpose Computer :- (faf¥te Sgaefia #7=eR)
51 Computers &1 Spacial @i & faa fffa fear smar @1 s9 Hardware
Configuration High Quality &1 gtar @ a2m CPU &1 &var i & @ sfaR sl 2 |
SEIENYT — WAlfdd ¢fhd dcld, Walfdld YARBIbe ol f$T Ried sarfe |

Functions Of Computer
(IPO Cycle)
Computer f&et +ff &r=f &1 &= w9 § q=1 FH=ar 2|

(1) Input
(i) Processing - CPU (Central Processing Unit)
(iii) Output
(i) Input :-(Data Collection) Computer &1 ag wrT @& g1 89 Computer # Data Input

&3d 21 vd Computer &1 fAder qd 2 3R 98 S99 wr Program @ 3IgwY & &ar 2 |

Input waamar 2 |
fo1 @5t 9 Data &t Input ®xd 2, Input Devices dgdardt 2 |
Ex:- Keyboard, Mouse, Scanner, webcam, Joystick, Lightpen, Bar code reader etc.
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(ii) CPU:- (Data Processing) computer @I I8 I Input gRT WSl ™ Data &1 Process
$xar ®, gfeé I8 daa Machinery Language @#sar @ 39 ford 699 ugd Data &1
Machinery Language # S<odr 2 |

(iii) Output (Date Output ):- Computer &1 I8 wrT CPU gR1 Process f&d ™ Data &1
Result User @t w191 o fe@mar 2 |

Ex:- Monitor, Printer, Speaker, Headphone, Projecter etc.

Structure

Inputs | Processes Outputs

'

1) Monitor

2) Key board

3) Mouse

4) U.P.S.

5) Printer & Scanner
6) Speaker

Main external part of computer

1) Monitor:- I v& Output divice & foaa grRT 89 ford @ Data &1 Screen wR 39
ﬂaﬁ 2| saat VDU (Visual Display Unit) +t @&d %l AT AR IDR ® Bd 2|

CRT (Cathode Ray Tube)

TFT ( Thin Film Transistor)

LCD (Liquid Crystal Display)

LED (Light Emitting Diode)

(2) Keyboard:- a® w& Input Device & @ g=T 89 Computer § Text @=m Numeric
Data Entry ®= a&d 2| Keyboard ® |R s1eR Typewriter @1 a8 %A # gId 2| ofes
s Typewriter ¥ <dreT 9e4 shd = | Keyboard 9 dfa uysR & Key gid 2 |

Alphabet Keys
Numeric Keys
Fuction Keys

Curser Control Keys
Special purpose Keys

(i) Alphabet Keys:- Keyboard # Alphabet Keys A & Z a& sid @ fo\a1 SuAiT ax
0 fodt +ff weq I Text &1 foa 9ad 2 |
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(ii) Numeric keys:- s key &T SUIITT TR AT 3id <159 &%+ & fIg glAr 21 g9 4R 0 94
9 % W&l 3ifdd &d 2| WreRvraa: key board @ <@ OX% 3i®, <4, Wi, €9,

IO AT AT & Key &I 2 |

(iii) Function Keys:- 34 keyboard & wed $ux Rerd 8Id 2 39 9l R F; 4 Fp, @
3ifed v@d 2| s9bI ST IR R fhd oH & & fov ygad 4 iR vgdar 21 g9
SUINT ¥ 9HY B 99d Sidl 2 |

(iv) Curser control Key:- s key &1 SU3dI3T screen 4 curser &I &gl # o o9 @ ferd
ar 81 3 ar =1 <o &t 3 svd @ O IR R @ faems € <urtar vgar 2 9
Arrow key i @&t wIrar 2 |

g JdIa Hux Curser &1 fEfya &9 @ ford I @ik 9e9 &d 2

Home: - &R & ofg @ M+ # o oIaT 2 |

End: - 3% &1 @39 & 1 # o &rar 2|
Page up: - #%X &I fUse Page # o <mar 2 |
Page Down: - &¥¥ &1 3rTel Page & & <iar 2 |

(v) Special Purpose Keys:-

Caps Lock key:- a8 t& <ivral key @ ©l & 9R &9 UR Afpd a1 g: g9 R Fifdsa
gl rdl 21 39 9fha @+ uwx uR e Capital aletter o feram smar @ 1 fs@ Computer
# Upper Case ®ed 21 39 U= <a1 &) Fifdwa fear smar 2 fowe sic s@=i Small
Letter aIm Lower Case # forea 1 SR+ &1 ST 2 |

Num lock key:- ag i t& erra key sidl @ g9 Wfbd w4 4 Keyboard & sux &1
geareas Keypad dfsa v&dr 2 |

Shift Key:- a8 w& Combination key 21 58 f&dl 3k sed & w9 SUAIT @=d @ |
Keyboard ux fora f&edt #fi 9e9 ur <1 Charecter @iféda <gar @ a &ux ard Character
@1 Type &=+ & ferg Shift Key &1 Suaivm #=d 21 3FR caps Lock wfsha @ ai Shift
Key & wrr &g i e (Small letter ) & Type &7 keyboard # <t Shift key & 2 |

Enter Key:- computer &I f&d & fAader &l g% &34 & ford sH&1 SUART fhar wiman 2 |
@ o4 Document # t& dfda &1 3fd am 98 ufdd &1 W &ar & | Key Board & i
Enter key &l 2|
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Tab Key:- a® Curser &1 faf¥ad & & v& ax & @ <mar @ 1 Word a1 Excel # table &
Td Column ¥ §¥R Column ¥ o4 & faiv s9®T SUAT fHam Sar 2| 9o 39a gRT
Word # Margine, Paragraph @21 U@ ¥sq 9 ¥R ¥eq & dI9 &1 gl &l Set &A1 m«r 2 |

Esc (Escape Key):- ag Cancel Key @& |agea @ Power Point § $9& Use ¥ Slide Show
wd ordl @ | 92T Web Page # <erdT g3l Animation %@ oIrdr = | d2im CTRL +Escape key
@ Use ¥ Start Menu Open & <Irar 2 |

Space Bar:- g1 vrssl @ 49 oFrE Bied @ fod saaT T fear mar 2
Back Space key:- 63 @ d1a Rl 3R & &R &I fed @ fag saar Use fear smar
2|
Delete Key:- €Y @ dl& qrfl 3t @ d1eR &l fice @ fod 39 9 &1 Use &xd 2|
Ctrl -Control Key:- I i g& Combination Key 2 <t f&dfl 3k 9c1 @ Hrr faax
faely s @xar 2 | saar &1 A= Software @ IR I<adr I&dT © |
Ex:- Ctrl+C = Copy

Ctrl+V = Paste

Ctrl+X = Cut
Print Screen key:- g9 key &1 Shift key @ €121 wIIRT &% Screen wR yafRfd wisd a1 wicl
@1 Printer @ grT Print f&ar simar 2 |
Scroll lock key:- a1g 9ea Keyboard @ %ux Pause Key @ ura Rera gt @ a8 Text &
Run &3 38 WM &1 Sl ®9 9 U& WM ) Adhar = | e & Text ar Program &1
afd &3 @ ford st 929 &1 <HeRT Click 33 21
Pause Key:- a8 Keyboard & <1fasi avw Rerd siar 2| I8 e R dk W 9d W@
Program &1 i@ <ar 2 | a1 & 9eq &1 g9 ) b | Program 9+ oFrar 2 |
Modifier Keys:- ag KeyBoard o= fagiy Key = i f&dt key & drer SUAiT &1 <l 2 |
I8 g Key & & &1 wuraRd &1 <ar 21 99— Alt + F4 MS Window % wfea

Program Window &1 s &< <dr = | sl Att + Modifier Key @ <t F4 @& & &1
®UTART B qaT = |

9 Modifire Key frr=ferfaa 2—
1. Shift key
2. Ctrl key
3. Alt key
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Mouse:- Mouse t& Input Divice =21 Douglas Engelbart 5 1977 # sda1 sifassr fHan
o1 | 3949 Left button, Right button 3tz €= # Scroll Wheal =rar 2 |

Mouse @& J&ud: IR &1 gd 2|

(1) Click or left click

(2) Double click

(3) Right click

(4) Drag and drop
Types Of Keyboard Or Mouse:-

1. Serial

2. PS2 (Personal System 2)

3. USB (Universal Serial Bus)

4. Wireless
UPS (Uninterruptible power supply):- s8&1 &1 Computer &1 @& 95 8I4 A HAT
2, ¥94 U® Dry Rechargeable Battery <+t gIdl 2 <if dige oM @ 9@ Computer @ 10 €
20 fiie &1 Backup <Y 2 |

Printer:- Printer & Output Device 28, fsr9® gr1 Printed Copy a1 Hard Copy wrs gldY
2 | 39&T ST Permanent Document 3R &9 & ford giar 2|
Types of Printer

Computer Printer & g&aa: i< aggl d sfer mar 2

Character Printer:- & & ¥” # u& Character Print &=ar @1 39 Serial Printer =i
ded = | Character printer 200- 450 character/second type &=dr = |
Line Printer:- ¥g v& ¥R ¥ u& Line Print &xar 2| ag g wfa 4 & o=ar 21 arg
Printer 200 & 2000 Character/minute Print &=ar 2 |
Page Printer:- a8 & 9R # qx1 Page Print ®=ar 2| a8 fawmer Data &1 Print |5 #
HeH BT 2 |
Print &3+ @& adl® & ¥R Printer <t ¥R & 84 2 |
(A) Impact Printer:- g ®rra Rew qm Character di9f wx ¢ drer aic &x Data print
&xar 2 | Impact Printer #ft %3 yoR & 8d 81

(i) Dot matrix Printer

(i)  Daisy wheel printer
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(B)Non Impact Printer:- IIg &aft q&a Printer 8, 394 Head ®1 Tl WX 9l g $xdl B |
Non Impact Printer Y &§ 9&R & 8Id 21

Q) Inkjet Printer

(i) Laser Printer

(i) Thermal Printer
Speaker:- g Y v& Output Divice 2, Wl 3@ER A9I¥o & ford SuglhT § 3ar &1 I8
wafr & ®Y 7 ATSeyc adr 2 |

Main Internal Parts Of Computer

(1) Motherboard

(2) CPU (central processing Unit)
(3) Memory

(4) Hard disk

(5) SMPS

(1) Motherboard:- gz Plastic @1 s=1 & Circuit Board =, forad erg g1 fafifa =

g & 9 G¥aE gl @ 1 $9 g1g @1 93T & Bus #Ed @ 1 a8 Computer &1 §&=
AT BhaT 8 | i g1 Computer @ &= Parts 9fs &id 2 |

(2) CPU (Central Processing Unit) :- 4 Processor a1 Microprocessor #I ®gd = | I8 PC
4 Js fafr=1 susxenl &1 fafia svar 21 a8 Computer &1 a8 Main Unit gidt 2 |

s 9 9T 8d 2 |
(i) CU ( Control Unit)
(i)  ALU (Arithematical & Logical Unit)
(ili) MU (Memory Unit)
(i) Control Unit:- CU, Computer @ Internal Process @t Control ®¥ar = | a8 Computer @t
Input, Output Activity @&t Control &3ar = it i Data Computer ¥ Input ST AT 2 |

¥9d sl CU @ 9rg 3mar @ fbx CU S8 ALU & urg A5idar 2 |

(ii)  ALU (Arithematical & Logical Unit):- I8 Unit Computer & |HI ¥dR @I
Arithematical & Logical activity @t Perform &9 &1 & &%t 8 | 9l &R & - Add,
Multiplication, Division 3mf& &t Perform @39 &1 & ALU @ gRT @1 fHar Smar 2 |

(iii) Memory:- I& Computer @ Storage Unit gIdl 2 | & f& Computer &1 & Important
Part gar & | g&f wx Data, Information @ Program Store &d 2 |

Types of memory:-
(1) Primary Memory

(2) Secondary Memory
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(1) Primary Memory:- g8 Computer @I Main Memory Y ®&r war 81 38 & 9rn
gfer T 2|

(1) RAM (Randum Acces Memory)

(2) ROM (Read Only Memory)

RAM:- ag Computer @1 3Rerrs memory aidl 81 it #ft Data Input Device & gRT
Input &< wITaT @, "9d9 usd RAM # wmar 21 fier CPU @ grr Data Processing @&
fera RAM ¥ Data smgegaar saR foram siar @ | Ram Data srerar Program &1 sreerrf

adis 9 Store ®=ar @ 3refa w9 d& Computer ¥ Power Supply <&t @ @9 & Data
Sude vEdal 8| o9 g Poewr swich off &% fesm wirar 2 | Ram ¥ Data Delete & <imar
21 3ra: g9 Volatile srerar Temparory Memory #t @81 war 21 RAM  STefT—arel T
Capacity # Suds gld 21 si9— 16 MB, 32 MB, 64 MB, 128 MB, 256 MB, 512 MB,

1 GB, 2 GB etc.

Types of RAM:-
(1) Dynamic RAM

(2) Static RAM

(3) EDO (Extended Data Output)

(4) SDRAM (Synchronous Dynamic RAM)

(5) DDR-SDRAM (Double Data Rate- Synchronous Dynamic RAM)

ROM:- 1% t& Permanent Memory It 2| s&3 Data va Programs &mft w9 4 Store
gd @ | ROM Store Data &1 Computer gRT ®dda Read f&ar sirar 21 =8 Programs
s9a Manufacturing @ w9 & Installed @31 f& sid @ ROM & 3r=== Store Program
&1 BIOS (Basic Input Output System) &=t <iar @ | Computer @ Switch Off &1 W
ROM ¥ Store Program Delete =&Y zd 2, ®1ifd sud il ®9 € Program Store =id
21 ROM &t Non Volatile Memory +t s=r imar 2 |
Types of ROM:-

(1) PROM (Programmable Read Only Memory)

(2) EPROM (Erasable Programmable read only Memory)

(3) EEPROM(Electrically Erasable programmable Read Only Memory)

(2) Secondary Memory:- Computer ¥ ®is I Data save 81 @ & Secondary Memory #
Ugd oAl & | 9% &1 YR Bl Bl 2 |
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(1) Magnetic Device

(2) Optical Device
(1) Magnatic Device:- s& Device & ar=asia Computer & =1 Part amd 2 |
(i) HDD (Hard Disk Drive)
(it) FDD (Floppy Disk Drive)

(1) Hard Disk Drive:- Hard Disk v& Data storage Device =it 2| s84 Large amount #
Data Store f&am <irar @1 @® Digital ¥4 # Encoded Data &1 gwa |dsl drd gud
g4 wicH W dofl & ¥rer Store wvar @ | Hard Disk sr=aa: 40, 80, 160, 250, 320, 500,
GB # Suds gid 21

(2) Optical Device:- g1 Device & a=asia Computer @ =+ Parts 3md 2 |

(i) CD- ROM :- s8& gRT CD Only Read @1 <IT |al 21

(ii) CD- Writter :- 3@ §RT 84 CD =1 Read ¢d write g191 &1 &) "&d 2|

(iii) DVD- ROM :- s9& §RI 81 CD 9@ DVD <IHl &1 Read &¥ Ha&d @ ¢4 CD Write HI &%
qbd 2|

(iv) DVD-Writter :- g9@ gRT 81 CD\DVD &1 Read Td Write &% d&d @ |

1.44 MB
700 MB
4.7 GB

Note:- 1 Floppy
1 CD (Compact Disk)
1 DVD (Digital Video Disc)
Units of Computer:-
bit
Nible
byte
Kb(kilobyte)
Mb(megabyte)
Gb(Gigabyte) 1024 Mb
1 Th 1024 Gb
SMPS ( Switched Mode Power Supply):- ga&1 ™ Cabinet @ 3r<x @@ Components

# sib— Hard Disk, Motherboard, CD-ROM anfe s Power Supply &==T gidr @ |

Software

computer f& T BICT AT
4 bit =1/2 byte

8 bit (One character)

1024 byte

1024 Kb

Computer System # < Element sid @1 Hardware wa Software, @ Computer
Software @ foar & 9« w"aar =21 Software fedt +fi Computer & w+ft Hardware
Al &1 SUAT &ear @ | Software Program & ffifa gid @1 Computer & fa=ft +i
M &I R HH B ford AR fod fdel @ w9 &1 Software w=d 2 |

Types Of Software:-
(1) System Software

(2) Application Software
(3) Utility Software
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System Software:- System Software & Software sid @ <if f&dft Computer System 3
Hardware & fafya #=d @ | fora Application Software =81 a3 9 4@ |

Example:- Operating System, Device Driver, Windows System etc.

Application Software:- Application Software v& Software sid 2 <t fedfi fiRR=a

I Bl &AM 4 @I AIR B I 2| $9 9SR @ Software w1 & wrwxdl &l
9T H¥A @ ford §9mm T 2
Example:- MS-Office, Photoshop, Pagemaker, Tally9.0, etc.

Utility Software:- Utility Software &1 Service Program, Service Routine Tools &t

Utility Routine & s # <= wirar = | Utility Software sarR Computer & ford sga
SUAR BT 2 | IHI—UHT TR BH SA@I ATITIHAT TSl B |

Example:- Antivirus, Backup Software, Disk Cleanup etc.

Hardware
Computer system @& u+ft vitfas Suser ot fed arg & 99 &d @ Hardware &gdrar 2 |

Example:- Motherboard, Keyboard, mouse, printer etc.

Languages Of Computer
Computer # &1 ¥&R &1 Language Wi & Y 2 |
(1) Low Level Language

(2) High Level language

Low Level Language:- 38 &R @I Language &1 waisT Computer M= fag use &ar
2|

Example: - Binary.

High Level Language:- & Programming Language #i @&d 81 s8 9&R &1 Language
Software 9919 & &M el 2|

Example:- C™, Cobol, Java, Visual Basic etc.
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Virus
VIRUS &1 gz1 =11 Vital Information Resource Under Seige @ | 9RRE &¥3ex A BIC —

BIc YIU™M BId = | ol auto execute program 8id Sl &= H YdU Id HFYS Bl
1 gorrell $1 gHIfId $HId 2 | 9RRE $EAN o |

Virus t& 41 Program 2 fras @i &1 |1 T[A1 d34 @) &war sidt 8| fd=g Virus afe
we Computer Program = ©a sHaa! # ga* Program @1 axg €™ 21 Virus sar @1
$B B Adhal 8 foraar saa Programer ¥ Program & grT s€9 fAdw fad 2| wmm=a:
Virus Program R €fR 3= 3mu &1 gax I Files ¥ Copy &1 UR™ & @ | 3%
39 d%g S Files &1 w/@ User gRT SUAiwT fHar Siar 81 a9 a8 QR System # wd oIrdl
2|

amggfie R C Brain &1 wsr war 21 s9ar el 1986 A uifewas & < wigal
I U9 soie 7 fhar o) 98 <9 dvgex software &1 @R &3d o | C Brain Virus

a4 faza 4 9 JHAE fHAT o1 | 39D 918 B3 ARG BT ol fHAr TAT | G ST e
IPR ¥ I Hd D

How Virus Spreads:- araR¥d &4 Weld 8?2
(1) Using a pirated Software
(2) Through Network System

(3) Through Secondary Storage Device
(4) Through Internet
Types Of virus:- (1) Boot Sector Virus
(2) Partition Table Virus
(3) File Virus etc.
(4) Disk Washer virus
(5) Torjans Virus
(6) Worms Virus
Virus Detection and prevention:- Computer System &1 Virus 4§ gféra v@- & ferd

Orginal Antivirus Program &1 Use f&ar wmar 21 Antivirus Program @) ua Ot
Categary =i Virus Program @t Computer @& 3} Wd¥ &)1 ¥ AdHdl = | edax
Antivirus Program U Facilty & wrer smd 21 & System &1 Virus 9 dsfia g4 4

g Virus &1 gg+ &I &1 &eal 8 | 999 999 TR antivirus &1 Juse s3d &1 darfed
daife I8 4 R &1 H ydr o 9e |

Example:- Norton, Kaspersky, McAfee, Panda, Quick Hill, Avira, K7 etc.
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Operating System

Operating System w& Master Control Program siar 8 «it Computer &1 HdaTa &dl
21 “Computer # &l ff &M &t g1 w31 & forg Software & Srwxa gl 21 AR o
# Software ¥ Work &%+ @ fod te @ds @1 owxd sidl = | &9 Operating System
ded B 17

Example :- MS-DOS, Linux, Windows 95, 98, 2000, XP etc.

MS-DOS (Microsoft Disk Operating System)
DOS wed yxr=m Operating System @ g9 Operating Sytem &1 IBM (International
Business Machines) PC # wed ugal SUAIT fHar am o)
(i)  Start — Run— Type cmd«|
(i)  Start— All program— Accessories— Command Prompt

Types of DOS command:-
(i)  Internal Command
(i)  External Command

(i) Internal Command:- ¥ Command DOS & 4Hi2 W39 SUas &d & ddife A
Command Botting & w#a w@a: Memory # Store s <t 21 4 @i Command
Command.com Programe File % dsfaa gid @ safed ¥ Command ddd Suder I&d
2| 99 9@ &1 Computer &1 Off =&l &x qa 21
Internal Command fr=raa 38—
CD.. :- 39 Command &1 Use f&ft +ft Directory ¥ t& & @& qrsx C Prompt # am
gPd 2 |
Syntax- C:\documents and Setting\SK>cd..«<—

C:\documents and Setting>cd.. <

C:\>
CD\ :- 39 Command &1 use afs &4 &g Directory @ 3rsx @ a1 U @ IR d S9 91
Directory & arsx 3rerfa C Prompt & 3 w&d 2 |
C:\Documents and Setting\kci>cd\«—
C:\>

Ver (version):- 8 Command &1 use MS DOS # &d gu windows &1 Version sird &<
qohd 2 |
C:\>ver—

Microsoft windows XP {version 5.1.2600}
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Vol (volume) s Command & grT g4 f&@ Drive v @ 38 prompt &1 Volume name
ATd B Gdhd B |

C:\>Vol—

Volume in drive c is Raj

Volume serial Number is 14C2-F657

Date :- g8 Command &1 Use Computer § us g4 Current Date &I 3@+ & ford &=d 2
a1 Date &1 Change #t &% 9&d @ |

C:\>Date«

The Current date is: Sun 09/23/2010

Enter the new date <mm-dd-yy>

Time :- 38 Command @ gRT &4 System &I time I@ Had 2T |

C:\> Time«—

The current time is : 11:11:09.16

Enter the new time :

Cls:- s Command @& gR1 &4 Screen &1 Clear &% d&d 2 |

C:\> Cls—

C:\>

Exit :- s Command & gRT &1 DOS @& Windows ¥ 9T8% 3T |a&d 2 |

C:\> exit—

Copy con :- s8 command @ gRT &4 for Drive & @ 39 Drive # ta a3 File s41 9&d
2| aur sud % Wt fore wad 2

C:\> Copy con File Name«

Your Text Here
File Save:- @ command & grT 84 Copy con gRT s<RAl =T file &1 &1 q@is 4 Ctrl+Z
or F6 @ g1 file @ Save &% @&d 2|
C:\> Copy con File Name«
Your Text Here
1 File Copied
C:\>
Type:- s Command &1 Use Copy Con gRT 915 i File &1 qom <4 for@ matter &1
G ghd 2 |
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C: Type File name

Ren (Rename):- s Command & grT &4 f&dl i prompt & st g3 File &1 ™
Change #* ¥&d ® Ui=] S99 WIsd & 3A=ax I Matter €1 Change s |

C:\> Ren old file name new file name«—

Copy:- 58 Command & grRT 84 &l +ff Drive # ss1is =it File & Matter &1 f&=f
TaR Prompt o am f&dl @R I wr Copy &) 9adad 2 |

C:\> Copy Old file name new file name«

Del:- g8 Command @1 use &1 f5@ Drive wx 8 s Drive ax Copy con ar Edit g1
gt File & fier w&d 21 ik afe &d fedt @R Program @1 File &1 fierr @ at &4
Extension #Y <1 gar 2 |

C:\>Del file name«

Change Drive:- g8 Command &1 Use ¢ Drive 4 f&fl gu&t Drive # o9 @ ford axd
gl 3erfa C:\> @ R D:I\> a1 E\> W o @ fod avd 2

C:\>D:

D:\>

Dir:- s Command &1 use &9 fsrg Prompt w3 @ sS4 prompt wr &=t gft File @
Folder @t list 3@ ¥4 2 |

C:\>Dir«

C:\>Dir/P+ g9 @vifs ¥ WIS Td SRRJc &t foe &1 (Page by Page) <& dad 2|
C:\>Dir/ON« g3 ®His 9 srRecy vd wigd @1 foaee Alfa bate (Ato Z) &9 # amlY 21
C:\>Dir/AD+« 39 ®¥fs ¥ ®ad SRR¥cY @1 fove amdt 21

C:\>Dir/A-D« 39 ®¥is ¥ ddd B3 &I foree Y 21

MD (make Directory):- s Command &1 Use gd for9 Prompt ™® € S99 W & =T
Directory 97+ @& ford &3d 2|

C:\>Md directory name«—

CD (change Directory):- s Command & gRT 81 a1 gf1 Directory @ 3r=x o1 |&d
2
C:\>cd directory name«
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RD (remove Directory) :- s Command & gr1 &4 a1 gl Directory &1 fiier @&d = |
=g for& Directory @1 ficrr @ €e9 uga &4 9 Directory ¥ 918 W91 U< Uq SS9
el HHAT US|

C:\>rd directory name«

(1) External Command:- 3 4 $His il @ | Sl 99 ¥9d primary memory # dis sidl
2 99 3= use f&ar wimar 2 |
Example:- chkdsk, label, sys, diskcopy, format etc.

Label:- s Command @ gr1 84 Drive @ label and serial number &1 <@ d&d 2 1 3R
9ca W1 "w&d = | label @7 wr$s windows xp 117RE ai@R and windows 7 # 32 &R &1
gl O&dr 2 | X 39 9 odd &I delete Y % gaa T

Example:- C:\> label d:«

BN C\Windows\system32\cmd.exe - label — N S— ®

Microsoft Windows [Uersion 6.1.768601
Copyright <c) 2009 Microsoft Corporation. All rights reserved.

C=“\Users\KCI >cd

» iz B45A-72FA
Uolume label <32 charactewrs,. ENTER for noned? _

Chkdsk:- CHKDSK @1 g1 <1 Check Disk @ | s@a@1 Werar 9 fgdiae 4918 &1 9%
foar wmar @
Example:- C:\> chkdsk d:«—

Sys Command:- s ®Hls &1 YT A1 system 8 | $6 ddfs &I 9aiT bootable disk &1
o &9 & ford f&ar wmar @1 s99 bootable file disk 3 &t 81 wi<ft 21 process
complete g1 & 91 system transferred message airar 2@ < ¥ <zdar @ f& disk bootable
99 ga@I = | bootable disk & computer &1 arq f&ar ST "ot 2 |
Example:- C\>SYS A:
Help:- s Command &! Wgraar € g9 T sS4 &1 dHfs & Help ?@& &d 2 |
Example:- C:\>Help «

Or C:\>Command Name /?
Print Command:- 39 ®HAfs @I W8™@dl 4 U$ a1 Udh 9 JAfe@ wisdl &1 print out v&
et fera aad 2|
Example:- C:\>Print <File name> «

C:\>Print Raj.txt «
18 Krishna Computer Institute




Doskey Command:- I8 $Hls & W &I a8 &dl 2| I8 d¥ls sS4 & duid 5.0 4
YR Al @ 39 HAls @ d9I€ Ol $HAls ¥ od ¢ | 98 RP1S gld oird 21 3R 39 918
IET ST G&HdT 2 | SR ITANT B 9ahd ¢ | Re1e s & @+ @ ford F7 &1 g fean
war @ 1 3R command history clear &x1t & ferd alt+F7 &1 gaiT &=d 21 UP and
Down Arrow & Rl 9 $HAls &1 ol o ddbdl @ |

Example:- C:\>doskey «

Edit:- s@ Command & grT1 89 Copy Con gRT 9-1s W1 File ¥ §® i 9<eild &% Y-
Save &% ¥&d @ |

C:\> Edit file name«—

File Edit Search Uiew Options Help
UNTITLEDL

Line:1 Col:=-1

Microsoft Windows

Windows t& Operating System = <it (GUI- Graphical User Interface) uwr smenmRa 2

el |94 sarer Windows Operating System &1 use giar 2, @ifé ag User Friendly

Operating System 2|

Desktop:- Computer @t On &%+ 4x Windows @ <t First Screen Computer & yof
w9 9 Gd o & 919 9 3t 21 39 Desktop wed @ s€ae wiia Computer &
=1 Featurs armd 28—

My Computer, My Documents, Recycle Bin, Start Menu, Taskbar, Shortcut, File &
Folder Etc.

My Computer:- ag Windows Operating System &1 & faziv Folder siar @ s9& gRT
g0 fedt +ff Drive # Save Files & Folder &1 3@ w&d 2

Example:- C drive, D drive etc.
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My Document:- & Computer @ Hard Drive # t& faziy Folder glar @ foraar Suai
User 3ra= Personal Documents, Music, 3R 8RR File &I M2 &= |&ar 2 |

Recycle Bin:- 519 g4 f&1 File d2m Folder &1 Delete @<¥d @ dl 98 Recycle Bin o <rar
2| 981 98 a9 d® &dT @ o9 d& Recyle bin @ @rell 7 &< faar - | agf Store File

a2 Folder &1 Restore gRT 4199 319< SE 4199 ol—AT ST Adhdl 2 |

Start Menu :- Desktop # frael 91 ®i9 94X 991 g3 Start Button ¥ Click &%+ a1l Menu
$I Start menu d&d © | computer ¥ us g4 ¥ UbR & Program @1 &4 Start Menu Open
BB @ Adhd 8 | Start menu 1 Open S IR I¥d 3= =1 Option faw@Ems usd 2|

Log Off :- af& ga System # @s user s+ g @ dl 3 —3Ta7T User | 34 System # Log
On & ¥&d 2 |

Turn Off:- s9® §RT 84 System &I 48 &R Udd o |

Restart:- @@ gRT1 84 System Off 814 & 5 4&vs 91 Wa: Start g <rar 2 |

Stand By:- s8@ gRT &4 System &1 Sleep mode # & <IT 9&d 2 |

Run:- 39& gRT &9 f&dl # Program ar fee +it file %1 Direct Open &< |&d 2 |
Search:- @ option @ grer &% f&+t #1 drive 4 st g4t fadt 1 file & g@ aaa &/
Control Panal:- g9& gRT &1 System &I Setting &1 3@ ¥&Hd 2 | AT MAIHAT US4 W
3= Change #t &% 9&d 2 |

My Recent documents:- sH® §RT 81 ISl I uga fedl ff Program # <=t File &1 3@
Hd T TAT JETIHAT T84 4R S= Open HY & ¥&d 2|

All Programs:- s8& gRT 81 Computer # s gd u+l Program &1 <@ d&d 2 a1 fedl
# Program @I Open &x €a&d = |

Display Properties

Computer &t Screen @& warei—arer Windows anfe &1 Colour @ Setting Change &= &4
21 saa ford &w Display Properties @ Window % <m=m gtar @ foad o4 & < adia
g 2

(1) Start menu— Control Panal— Display«
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(i) Desktop & fadl @rell 9 ux Mouse gRT Right Click #%d &€ v& Menu open grdr
2 99 Menu @ Properties Option ur Click @<= ux Display Properties Open & wirdl @
fsrad A= Option g1 21

Themes:- 39 option & gRT 84 computer # uSr Al themes & IIgaAR window &1
colour change & |&d 2 |

Desktop:- 39 option & gR1 &4 window @& wallpaper &1 3mm-fi s@8gaR change &%
hd B |

Screen saver:- s9 option & §RT 89 computer @ desktop # screen saver @ dA&Hd ©
IR SEPY setting &R @ 2|

Appearnce:- 39 option @ grT &4 window & faff=1 desktop item, menu, scroll bar smfe
&I change &¥ ¥&d 2 |

Settings:- & option & gRT 81 computer & colour @erm resolution s=8TgAR change
Y Ghd 2 |

Taskbar Properties

Taskbar & Start menu @7 setting change #&v7r—

(1) Start menu— Control Panal— Taskbar & Start menu«—

(i) Taskbar & f&€t @rel o= = Mouse gRT Right Click #=d &1 & Menu open siar
2 99 Menu & Properties Option ux Click @3+ ux Taskbar Properties Open g wirdl @
s =1 Option g1 21

Lock the Taskbar:- g9 option @& gRT &4 taskbar &1 I¥® 9 W Lock &X ddd B |
Auto hide the Taskbar:- s Option @&t Select &34 uwr Takbar 3u< 3mu fSu Sm@r =
<fé1 Mouse Pointer @1 Taskar @ &9 WX o i< 4 Taskbar g=i: fawand @ ovrar 2
Keep the Taskbar on top of other windows: - g8 Option &I Select &%= ux Taskbar &+t
Windows @& ux few@rs gsar 2 |

Group Similar taskbar Buttons: - 8@ Option & §RT &4 U& & avg & Windows &1 &
Group # Y& "&d 2|

Show Quick Launch: - s Option &1 Select &34 uwx Taskbar # Quick Launch Show
Jrerar Hide &1 9ad 2|

Hide Inactive icons: - 8 Option &I Select &<+ ux Notification Area # inactive icons
& four wad 2

21 Krishna Computer Institute




Change the Date and Time:- Computer % gl gt Date &1 Change &=< & ford &H
Date and Time Properties & ST gsdT 2, 3U® &I aiid @ |

(i) Start —control panal—Date & time

(ii) Notification # fe= =8 time uwr Double Click &3+ Date & Time @I Properties
Open &l &l 2 |

Mouse Properties

Mouse Properties @ gRT g1 Mouse Buttons Pointer 3mf& @1 3rerT—3sreim Change )
¥dbd =1 Mouse Propertise # w9 @ ferd Start menu @ Control panal Option Ww
Click ®%xd & Control Panal a1 Window Open g <rdl 2 foad faad @ Mouse
Option @&t Double Click &% & Mouse @ Properties Open @l wirdl 8 foad =1
Option &Id 2|

Buttons:- g9 Option @ wgrar € Mouse Button @ &M &34 &I aldl 98ad 9ad 2 |
sia Left Click @1 Right Click # s 9&d =@ d2m Mouse Button @ Double a1
Speed Slow sterar high &% w&d 2|

Pointers:- 9 option &I Select =< w® sud &3 WR Option fe@ms <9 2| =i
AeT—3relT Select &%+ 4x g1 Mouse Pointer @l 3reRT—8Tel T A @& fod ST T—3IerT
9 Abd B |

Pointer Option :-3@a& 3sr<x 71 Option g 2—

Motion:- 38 Option &I Select =< u¥ &1 Mouse Pointer @1 Move &3+ &1 Speed &1

&H SgIel HN Hdhd © |

Display Pointer Trails:- $8 option @I select #34 ux &1 Mouse Pointers # Trails s
qbd 2|

Title Bar:- Window &' @s9 $uX @I ucdl Titlebar @gerdt 81 w8f W Program &1
-, afe s1$ File Save & ar File &1 -9 3k Windows @t Control Buttons Minimize,
Maximize a Restore, Close =I<fi @ |

Menu Bar:-Tile Bar @ d1& - arell ucdl sl v ¥R Menu fe@rg ?d 21 Menu Bar
STl B |
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Tool Bar :- Toolbar Menu Bar @ <4 &dr = foda® s<x &g Button s+ <'d @ | fo=4
fody it f &1 B GHd 2|
Horizontal & vertical Scrollbar:- s9@ gRT Page &1 W 4 < a1 i 4 SR I 4
I 91 9 9 < Raer dad 2

Example of a Microsoft Windows window

Maximize / Resize

1 Minimize
File Menu bar Titlebar

: File Edit Search View Tools Macros Configure Window Help

el 8&ka|m ¥ 2| £ &2 Ll: Find incrementally |24 Toolbar
Document] * X $ - Tabs

Computer Hope example and overview of all the
components that make up a window.

Vertical
T scroll
bar

Horizontal scroll bar Resize corner
Status bar

File:- /9 3w f& Program % <&~ Data Enter &¥d @ ai 9 ua File &g iar @ &
File & sr<x &3 gad File 7@ 913 &1 "ol 2 |

Folder:- Folder & Directory =idt & foraa sr<x &0 File @1 Save #¥d 2, Folder @
<X ®s Folder am File s=m w&d 21

How to create a new folder:- New folder s9< @ ferl S9 94X ST W@l wr Folder
=41 21 f%% Mouse gRT Right Button Click #=ad @ | /g v& Menu open &l &IdT @
39 menu & new A& Option wr Click #%d € w& Sub menu open zar 8 foia
Folder sm@ Option w® Click & w= v& New Folder & v Folder s+ <mar 2|

To Rename a File or Folder:- f&ft #ft Folder &1 M1 Change &+ & fed Wed usad
39 File ar Folder & sux Right Click #=d @1 for99 ©& menu Open giar @ fored
Rename =& Option 9x Click #%d 21 af s9 Folder ®1 Text Selected few@rs <4
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ofrar 2 SS9 Text @1 Delete & ®is W feady Enter wxad 2 df 99 File ar Folder

%1 1 Change gl <ImdT = |

To Delete a File Or Folder:- fsa File am Folder @1 Delete &1 @red 2 df S9
Folder v Right Button click #=d 2 w& Menu open gidr @ & menu d Delete e
Option wr Click #=d @ t& Massage Box amar 8 ford Yes @=d @l @ Folder Delete

&l orar @ | 3iix Delete &&) Recycle bin % @ar simar 2 |

How to cut, Copy & Paste Object:- File ar Folder ®i Select #%& Mouse @1 Right Button
Click ®%d & ¥& menu open ldT 2 39 menu @ Cut a1 Copy Option &1 Select ®3¥& U
M WX G 2 | 98l ) Object &I & WIHT 84T = | Mouse @1 Right Button % Click ®%&
paste option # Click ®%d & object a&f 3 wirar 8 | 39 Keyboard @ gRT #Y &) "&d 2|

Ctrl+X = Cut
Ctrl+C = Copy
Ctrl+V = Paste

Shortcut:- Shortcut &1 #idad I8 & f& afe IS File &3 Directory & I=<x USI & &l
Uga- H G99 @ar @ g¥iferd St Duplicate copy fasft 09 %o wR vEd 2@ W@l W
gga-1 ATETE & S4 File &7 Shortcut &&d 2 | Shortcut 9911 @ ferd Object u® Right Click
$xd 3 3k Open g4 Menu & Copy Shortcut A& opton Wx Click #3d 3 3fiv fir el

Shortcut 99IT9IT & 981 SITdx Paste &YId 2 |

How to select multiple Object at a time:- afe &4 &s Object &I Td wrer Select &= 2
al g9 91 9®R 9 Select &} AHd B |

(1) afs &1 u& Window a1 Folder & |+t Object @I &4 ua «mer Select &A1 2 i
Keyboard &Y sgrar & Ctrl + A Key TaM | R Object Ua 4rer Select 8 SITd 8 | 3ferdr
Edit Menu @ Select All option T® Click ®%d & |R & dR Object Select & W 2 |
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(2) afs &% wa Line & a+ object &1 T& w1l Select AT argd @ o Line & @94 ugd
object &t Mouse §RT Select @R & f¥ keyboard @Y Shift Key @I <9 g4 & Line &
Last Object uX Click & 2 dl line @ |+ object select 8 ST |

(3) afe gw ot s=BTTAR Object ®I Select HIAT @18d & dl €I Usel fHdl Object &I
Mouse gRT Select ®¥ Ctrl @1 Press f&d gd fora fora Object &1 Select %1 @ Mouse T
Click &%d @A |

Special Symbols Of windows —

(1) Check mark-: #g fas ura: f&dl option @ die ugd «vwrar &, a8 fua=g &1 S¥
Option & Active g1 @1 gda-IT U3 &l @ |

(2) Triangle -: afe f&fr Option & a=a # Triangle &1 fAens 91 8 A $UST Adad 39
option @ << t® Submenu 2 39 Triangle wX Click #%d @ a g1 =™ fe@ <«r 2 |
(3) Ellipse:- afe fedft Menu & M &

s Addd 39 Option R B fBur giar @ refa o9 g9 39 Option wR sirax Click &3
2 al S9SI g1 A fa@ omar 2

(4) Unhighlighted Option:- Menu # %8 Option ¥ =4 & w1 Unhighlighte g4 & 39
Unhighlight Options &1 31ef a7 giar 2 | f& S& Option & w11 &g Condition St g¥ 2
afe I¥dT Condition &1 g=1T &) f&am @™ a@t Unhighlighted Option Highlighte g1 SITd = |

How to Copy from CD/DVD to Hard disk: CD/DVD dk Data Hard Disk es Copy &34 &
forl w99 ugad CD 3k DVD &l Sa®! Drive # Siad @ fly My Computer &1 Open
¥ CD 3rerar DVD @ Icon u® Double Click @%@ Copy &< od 2 | Computer § W&l 1R
39 Object @1 & WIET & @8f 94X WdY Mouse @ Right Button # Click @=a& Paste Option
# Click ¥ Wr Object 319+ Size & ITAR €B Time odar 2 AR 987 ux Paste &1 wIrar 2 |

Working with menu:- f&€dt #ft Menu & Work @351 &1 3ref 2@ S48 Active srerar Apply
&1, fd Menu o &g Option 9= & ford mouse &1 Use &xd 2 | dfed @ddis &
§RT &1 @ fay Alt &1 gard 81 g aHft Menu Option & &1¥ t& 31&R underline &t
SR | S99 318N &l Altkey @ 1 <41 W Menu @d ST 2 |
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Short Cuts Key -:

CTRL+ESC : Open Start menu

Window+D : Display the desktop
Window+M : Minimize all of the windows
Window+E : Open My computer
Window+R : Open the run dialog box
Alt+Tab: Switch between open programs
Shift+Delete: Delete item permanently

F10: Activates menu bar options

ALT+F4: Closes the current window

F2: Rename the selected object
Alt+Space+N : Minimize the current window
Alt+Enter: Open the properties for the selected object
Windows Logo+L: Log off Windows

Word Pad

sud g1 Text Writing &1 & ve wrer § Application, Biodata @2 a=1 Document €=t
gPd 2 |

Start—All Programs— Accessaries—Word Pad

File Menu

New (ctrl + N):- 3@ Command &1 Use &% 93 File 9911 @ ford &vd 21

Open (ctrl + O):- 39 Option &1 Use &1 Word Pad # dgal 9 st gt File @1 Open &=+
@ ford oxd 2

Save (ctrl + S):- 39 Option & gRT 9= A1 AT File &1 Save &1 ¥&d & sE®T Extention
rtf (Rich Text Format) grar 2 |

Save As:- g8 Option @1 weraar 9 File &1 g&R A1 ¥ Save f&ar & w&ar 2 |

Print (ctrl + P):- g Option @ werrar € ¥=rft File &1 Print &% 9&d 2|

Page Setup:- s& Option &T use 89 Page @1 Setting &= & ford &=d = |

Exit (Alt + F4):- 399 Option @ use ¥ file &1 9% &% ¥Hd 2 |
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Edit Menu

Undo (ctrl + Z):- 9 Option & grT Last time f&a @ Command & Effect &1 Cancle
Y Ahd 2 |

Cut (ctrl + X):- 39 Opton &1 Use Selected Text & Cut &1 & fad &vd 2 |

Copy (ctrl+C):- sa® g=T Selected text &1 Copy &= ¥4 @ |

Paste (ctrl + V):- Selected Text &1 Cut a1 Copy &4 @ 915 Ud 9 3Ifdra 9 Paste &1
Hhd B |

Paste Special:- Cut ar Copy f&d g4 Matter &1 &3 a8 9 Paste &4 & fod sqar
Use &=d 2 |

Clear (Del):- @ Command & #read 9 &0 fodl text &1 g& avg Delete &% ¥&d 2 |
Find (ctrl + F):- 3@ Command @ g§RT g4 f&dft Word &1 gg |&d = |

Find Next (F3):- Find far gam Word afe & & iftre 9k 2 d S9 X 949 9ad 2 |
Replace (ctrl + H):- s@ Command @& #reaw € &4 faft Word &1 €8 &% SHa I W)
g1 Word for@ |aad 2 |

Select All (ctrl + A):- su® T File ® qr Text &1 u& wHrer Select &% oid 2 |

View Menu
Tool Bar:-s8 W U R Click % uwr Tool bar On sl 2 3k garT Click &+

R Tool Bar Off gt <t 2 |

Format Bar:-39 W & 9R Click %39 ux Format On st 2 sk garT Click &<+
9} Format Bar Off & &<t 2 |

Rular :- 39 WX t& 9 Click @<= 9= Rular show sidt 2 a1k garT Click &34 ux Rular
hide & <<t 21

Status Bar:-s8 W U& 9R Click #% uwx Status Ongii 2 3k garT Click &=+
ux Status Bar Off &1 &<t 2 |

Option :- g# View Menu @ |+ &aist &1 ta |1 On s Off fear <ir w&ar @
Insert Menu

Date & Time:- File % Date & Time Insert &% ¥&d 2|

Object:- v& Program 3 g&* Program # &< & ferd s@ar Use &=d = |

Format Menu
Font:- Selected Matter @1 Font, Font Size 3R Colour &I 95« d&d @ |
Bullet Style:- Selected Paragraph @ Matter # Bullet & ¥a&d 2|
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Paragraph:- s@& gRT Paragraph @i Farmatting @ <im d&dY 2 |
Tab-: g Command @Y \gm«ar € tab Stop Postion @1 |feT &) wdd 2 |

I WordPad features, rif - WordPad

Dl S #A YL @ - %_

Times Mew Roman b | Weshem

WordPad prowdes most of the word processing features you need
- You can put text m bullers,
. You can format teat useng bold, dake, underhne, and font color
. You can use different foNts (depending on what is installed anyour system) and
font sizes
o You can center

and nght pustfy test

. You can even inzert pichres and other objects.

Among the word processing features lacking in WordPad are
Speling chel

. Headers and footers

- Line spacing options.

. Advanced formatting such as cohumnes and tables.

e Hislp, press Fl
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M.S. Office (Micro Soft Office)

Micro Soft Office:- wa packages = fsaar gz @ Mirco Soft Office @ «if f&
Microsoft group @ grT develop f&ar =T 2 | 39 package &1 IUANT HEH SATST SfHHAT
# fear smar €1 9 package @ gRT accounting, graphical, database work s &1 &%
"&d 2 | 39 packages & = version Sude # |

Ms office 97

Ms office 2000

Ms office 2003

Ms office 2007

Ms office 2010 etc.

9 packages & 9rR w94 yq= application 2 |
Ms - Word
Ms - Excel
Ms - Powerpoint
Ms - Access

Ms Word (Micro soft word)

Start—All Programs— MS office—Ms Word

W indowve Buttons
Close Minimize,

Formatting Standard Document  hlawdmize,

hdenu B uthon ZClee

Bar Toolbar Taolbar

F‘ [hae il - W reda M Wedd
File [ Yes= Jrest Foos [acie T

Font Box

Inserfion
| ———Puint
] i ek Page
o i L -rod Fomuogn
P e o wrds s dosousmeend

Selection Bar
[ Futten

I

Wiieun

Selectars Lraning

Toolbar

Status Bar

-
C ] i

D= | By iy - n RS el =N .

a8 Application program Documentation & ferd Design f&am =m 2 s@® gRT &4
Documents Type &% |&d 2 | Td Desktop Publishing & @& &1 &x d&d & | MS-Word #
=18 AT File &1 Extention .Doc (Documents) &idT 2 |

29 Krishna Computer Institute




Title Bar:- Word Window @1 ®e8 $uX &I ucdl Title Bar sgardl @ &18f = Program
&1 9™, gfe File Save 8 <t File @1 s/ 3k windows @Y Control Buttons, Minimize,
Maximize & Close =i 2|

Menu Bar-: Title Bar @ Jdi& I3 arell uedl wief v ¥R Menu SufRRera gld @ Menu
bar @Eerdn = |

Tool Bars-: MS Word % &s &R @ Toolbar gd @ for=im <1 Toolbar default sid 2 1

(i) Standard Tool Bar-: a8 Menu Bar @ &1& 14 grar @ s949 File menu 3R Edit menu
view menu @ important Option gid 2 |

(ii) Farmating Tool Bar-: a1 Toolbar Standard Toolbar & &% = ghar 8 394 Insert 3R
Farmate @ Option 8 2 |

(iii) Rular Bar-: 9 Option & gRT gd Page @I Margin set < ¥&d = | 98 3 UOR
Bd ® |

1. Horizontal
2. Vertical
(iv) Scrollbar-: 39®T use Page @ $uX 4, IA—A oA @ ford axd 2

(v) Drawing Tool Bar-: 98 page @ frae fa=d # grar @ 99 Insert Menu @ Drawing drel
Option &id 2 forad 89 Colour Full Drawing 94T 94 ® |

(vi) Status Bar-: & MS Word @1 a9 fraell areft uedt =idl 2 1 I8 Bar IR Document
®T YT Status few@mar 2|

File Menu
New (Ctrl + N):- s Command &1 Use &1 «1$ File 999 & ford &vd 21

Open (Ctrl + 0):- 1 Option &1 Use g1 Word Pad # usa 4 &= g4l File &1 Open &+
3 fod & 21
Close (Ctrl + w):- g8 Option &T Use Current Open File Close 31 & ford &<d 2 |

Save (ctrl + S):- 38 Option & grRT 9T =AY File @& Save &1 W&d 2 s@&T Extention

.doc (document) grar 2 |

Save As(Fi,):- 39 Option @1 "grar 9 File &1 &) A/ € Save f&ar <1 da&dr 2 |

Save as web page-: 8 Option & #Tedd | &4 34T File &1 Internet & Page & w9 #
Save &Y HHd @ | 39 save dI T8 file &1 extension .html gHar 2 |

File Search-: g Option &1 Use f& File &1 Search &9 @ ford foar <mar 2
Permission-: s Option & g+ File ¥ Password @¥IT d&d 2 |
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Version-: s8 Option & Use File ¥ f&d A &1 &1 gdhsl d Save v+ @ ford avad 2 |

Web page preview-: &g Option File @I Internet Explorer ¥ Open #x& fawmar 21 f&
Internet UR File &1 faw |

Page Setup-: s Option &T use &1 Page & Setting &%+ & ford &xd 2|

Print preview-: (ctrl + F2) s8 Option T use &4 File &I preview 3@+ & ford &d @ f&
File Print 3191 @ 91 & fa=@ |

Print (ctrl + P) s Option @ waraar 4 sr=ft File &1 Print &% 9&d 2 |

Send -: 38 Option @1 w&rar ¥ Document &1 E-mail &% ¥&d 2 |

Properties-:g& Option &1 use &# File &Y Properties 3@+ & ford & 2 |

Exit (Alt + F4) s Option @ use ¥ file & 978 & IDHd © |

Edit Menu

Undo (ctrl + Z) -: 3@ Option @& grT Last time f&d @ Command & Effect &1 Cancel
Y APhd 2 |

Redo (Ctrl + Y)-: 39 #reaq 4 &4 I8 o1 & 915 Step by step st 8 "@ad 2 |

Cut (Ctrl + X) -: 38 Opton &1 Use Selected Text &1 Cut ¥ & foad &¥d 2 |

Copy (Ctrl + C):-a@ gRT Selected text @& Copy &% H&d @ |

Office Clipboard-: g Office Package @1 BI<T ¥l dA#°I{I grft @ W8f ux Cut a1 Copy f&ar
T Matter Store &dr 2 |

Paste (ctrl + V):- selected Text @I Cut a1 Copy &1 @ d91€ Us ¥ 31f®d IR Paste &1
aad 2 |

Paste Special-: Cut a1 Copy f&3d g4 Matter &1 &g d3g ¥ Paste &4 & ford sH@1
Use &~d 2 |

Paste as Hyperlink-: s Cammand @& #reas & 89 <1 Text @ €= 9 Linking ®xard 2
TR Ugd text # ctrl button press #¥a@ Click f&ar s @ Curser g&R 9 Automatic

ugd orar 2 |

Clear (Del):- s Command & #meas & &9 f&dt text & & avg Delete & a&d 21 41
Farmating ger ¥&d 2 |

Select All(Ctrl+A):- 3@ gRT File & g Text &1 ta arer Select &% @d 2 |

Find (ctrl + F):- 3@ Command @ gRT &4 f&dt Word & ge |&d 2 |
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Replace (ctrl + H):- @ Command & #reas € &9 f&dl Word &1 €8 % SHe ¥©&IF W)
a1 Word foe aad 2 |
Go to-: 38 Cammand &t use &4 &1 Line ar Page, bookmark # o9 & fert &<d 2 |

View Menu

Narmal-: aIg View Page @1 vertical Ruler &1 zer dar =@ 3R Page Break

Format # fawmar 2|

Web layout-: g Layout Normal @Y avg zrar @ s&d 1 Vertical Ruler €Y =i 2 3iix
sud e e & Page grar 2 |

Print Layout-: ag Window &1 Original View giar @ sad it Facilities sl =2, 9
window @&t Original View sr=1 wirar @ | 9+t & s View o gid 2

Reading Layout-: &9 Page Book @ Page @ =g &= 3d @8, o9 oI fdae ued
2|

Outline-: & Matter &1 Outline fewmar 2|

Task Pane (ctrl + F1)-: Task pane right side @1 v& window 2 <igf € & File search
$Yard = a1 i File Open &) Wad 2 |

Tool bars-: 8 Command @1 use toolbar &I <+ 3R 8eH & ford ®=d 2 |

Ruler-: @ Command &7 use Ruler &t geM @ o+ & ford &vd 21

Documents Map-: ag Window &I st 9rit # fawifsra «=ar @1 Left Part & Matter @1
Heading amedt 2 3k Heading d Click fear s @ s fad & Curser g sS4
heading # ug=a war 2|

Thumbnails-: g8 Command & Window & 9 9rT § U& s &ve AR Page &9 4

fe@rs qar 2
Header and Footer-: s@ Command & grt Document & &+ Page & ux a1 |+l

Page @ -fa Page No Time Date Heading ect Si=fi information Print @&<ar @&d 2 |
Markup-: s Command &1 use =r*ft ga1 Comments &1 Hide &34 & ford foar <imar 2 |
Full Screen-: s Command @7 use Page &t Full Screen & &% & foag fdar <imar 2
Zoom-: 38 Command &t use Page &I ®icl T4 93T &34 @ ford fovar Simar 2

Insert Menu
Break-: su option & gR1 Page Break Colum Break ar Selection Break @iIm d&d ® |

Next Page @ =T New Page Start 81 SR—ITIT |
Page Numbers-: Document & g&& Page # Page No © |&d 2|
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Date and Time-: Current Cursar Position wx Computer § Date @2im Time &1 Insert @)
gPd T |
Auto text:- 9 Option @& gRT Attention, closing, signature etc & s f~aa Information
Insert &1 A& 2 |
Field:- 9 Option & gr1 faf=1 y&R @1 Categry — Date & Time Information Insert &%
gPd T |
Symbol:- Document @ Font @& 3meR = fa=iy Symbols Insert &= |&d 2 |
Comment:- s Option & gRT Test & folg comments & d&d 2 |
Picture:- &% Click &¥& Art gallery & Picture Insert &= |&d 2 | s89 =1 option
Display =i 21

1) Clip Art

2) From File

3) Word art

4) Chart

5) Auto Shapes etc
Diagram:- s& Option & grRT 84 Diagram €41 9 @ |
Text Box:- g5 Option &1 use Doumets # Text Box 95 @ ferg far <imar 2
File:- Open file &t f&=ft a4 File &1 Matter Insert &= \&d 2 |
Object:- v Program & &R program # Wi & folv $9®T use #d 2 |
Book Mark:- faf¥=1 g&r & word, Graphic position &1 Mark 3@ Add Mark &1 |&d
21 Name Location @ smeR = Go To # click @& o*md 1’ Bookmark # ug=a da&d
2
Hyperlink:- f&€t File @1 Page % Hyperlink @ w4 # Insert &1 |&d 2, Hyperlink
file wr click ®#=a& Information <@ ¥&d 2 |

Format Menu

Font:- Selected Text @1 Font, Font Size, Colour change ®¥ s&d 2 | Animation & gRT
text § Animation effact @ H&d 21
Paragraph:- s& Option @ gr1 Selected paragraph 3 line space @ Setting @<d 2 |

Aligment g1 Text Aligment @ ¥&d 2 |

Bullets and Numbering:- Paragraph # Text @t Select @& Bullet @& Numbering
T APHd 2 |
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Borders and Shading:- Paragraph @t Select #x& Border shading @2 style, colour add
B gdhd 2 |

Columns:- Selected Text &t g& & 31ffr@ Columns # ¥ic ¥ad 2 |

Tabs:- Tab Position @& smerR ux set # click @%@ Tab @ m W& 2 1 clear @2 clear all
SR 9R Tab gcr "ad @8, ST Use space <+ & fag &xd 2 |

Drop Cap:- Paragraph @ First Character &I ar=1 Character 9 31f¥/® 9T &% 9dd © |
Text Direction:- Text box # Text @1 Direction change % d&d 2 |

Change Case:- Selected Text &1 faf¥=1 case # change #% ¥&d @ |

Sentence Case - Normal

Lower Case - Capital to Small

Upper Case - Small to capital

Title case - First character is capital

Toggle Case First character is small

Background:- Page @ Background # colour sk W&d 21 colour &1 ge & feaw No
Fill 7 click @37 |

Theme:- sa@ gRT &9 page # theme select &¥& o T AHd 2 |

Frames:- s8& gRT Frame & 3= side information & ¥&d @ 9 SH& 3<x &3 Frame
T aad 2 |

Auto Format:- s& Option @1 use page # set & =Y theme # 3R &Ig changes #¥d @
al SU®I g ST &) 9ad 2 |

Styles and Formatting:- sa@ gR1 New Style % Click &¥& e Formate Change @&
new Style =1 |&d 3, Modify gr1 f&di style # changing &% |&d 2|

Reveal Formatting:- sa& Option &1 use matter # set gt Formatting #i cheak ®4
& forg foar wimar 2

Tools Menu

Spelling and Grammar:- s8& gRT Document # reta word @1 Spelling check &= |ad

2 3R grammar mistakes &I W& &% "&d = | Spelling mistakes # red wavy underline
show &It 8 3fik grammar mistakes # green wavy underline show gIdl 2 |

Language:- s& Option & gRT Language change &% |&d @ |
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Word Count:- s& Option @& grT File @ Total page, word, character, paragraph snfe <=
qad 2 |

Auto Summarize:- s gRT Summary display @=ar 2 |

Track Changes:- f&=il wiger # g arel changes & Highlight @< & ferg sa®1 use
Hd T

Campare and Merge Documents:- f&# =1 File &1 current file & a1 Merge &1
gPd T |

Protect Documents:- s@& §RT Page &I Protect &% a&d 2 |

Letters and Mailings:- sa9@ gr1 M.S. word # 9==ft =it File & Letter &1 &3 @ i &
9rg Al 8 dl 9 i @ ™ 9 uar |fea Letter &1 9R —aR @ 99 v
Mail Merge & g1 39 &1 @1 smar @ fear simar 8 1 w9 Mail Merge Open &=d 2,
a1 Mail Merge =@ window &a & I 2, for 3 Step gId 21

Letters—>Next—Use the current documents—Next—Type a new list—Create—New add
List

Letters Wizard:- saa Letter faeq @ forg Format @ ameR R Letter wizard open &~
aad 2 |

Envelopes and Labels:- s@& g=tT Address option @ 3= 3rd=1r Address ferad 2 e
39 Print Y &1 wad 2

Auto Correct:- g8 Option @1 use Automatic &gl word change &34 @ faqg ovad 2 |
Replace 3 wrer@ word type &<, with % |2t word type @#*& Add gr=t Auto Carrect List #
Sis ¥dd @ 3R Delete @ gr1 Entry &1 fiier w&d 21

Customize:- g8 Option @1 use Toolbars @7 Setting 3= @& forg &3 2 |

Options:- s9& g~1 M.S. Word @t Default Option Set #<d @ a1 Remove &<d 2 |

Table Menu

Draw Table:- & Option @& use & Draw table @1 Toolbar Display i fsras Draw
$xao Table 1 w&d @ | a2 Table @1 Line Size, Barder, Colour Change &% &4 @ |

Insert Table:- fe& & Coloum @2m Row @ 3maR ux Table Insert @3 W&d 2 Auto

Formate & grT Table @I Formating Change &% |&d 2 |
Insert Row:- s9a grRT Table & Row insert % w&d 21 @2 Select Row @ usa Blank
Row insert &% d&d 2 |
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Inser Coloum:- @@ g1 Table % Cooum Insert &% ¥&d 2 | sdwm Select Coloum &
gga New Coloum Inser &= ¥&d 2 |

Delete Table:- s& Option & Use ¥ g3 Table Delete &1 < |

Delete Coloum:- s®a gr1 Selected Coloum @1 Delete = dad = |

Delete Row:- saa grT fiw Selected Row @1 Delete @) |ad 2|

Delete Cells:- saa gr1 fiw Selected Cell &1 Delete #% "ad 2 |

Select Table:- s& Option | g& Table Select &l @Y 2 |

Select Coloum:- 39 Option & Use ¥ gy} Coloum &t Select #% |&d 2 |

Select Row:- g6 Option & gRT Row &1 Select &% d&d 2 |

Merge Cell:- su Option & Use ¥ t& ¥ 3ifera Row smud # #df &xa ua Cell 991 ol
2

Split cell:- g Option @& grT 84 3mu+ Cell &1 %3 Row td Coloum # 4T @& 2 |
Table Auto Format :- |s49 uga Table a=d @ % Table Auto Formet % Click &34 4
ta Table Auto Formet Window Open il @ S84 Table @1 Style Change &=+ & ford
Option fed v&d & S99 & ua Option &t Select x&» OK &% <1 2|

Convert:- sa&1 Use Documents # fard 7@ Table &1 Change &%+ & ford faar wimar
2

Sort:- saar Use Table # ford Text & AR Text &I dgd A1 gcd $HA 4 &4 @ ford
&Xd 2| VAT HY1 9 uge Text &t Select & 2 |

Farmula:- s8@® §RT 89 3ol Table % fodl ff gor @ Farmula &1 SwaT o=@
Calculation ®<ar w&d 21 farmula @ 3r<x ugal ¥ 994 Farmula fad <&d 2

Window Menu:-

New Window:- s@& gr1 M.S. Word @ Window &' ta 3k Window SRt <im bl
2|

Arrange All:- sa Option & grT |1 Window Open &9 R @rafRera g wrdl 2
Campare Side By:- M.S. Word &t st Window &t Side % 3@&9 & ford s Command
&1 Use &<d B |

Split:- M.S. Word @t Window &1 st wrll d 91ed @ ford 39 Command &1 Use &=d
2
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Micro Soft Excel:-

cell number Box

formula box menu bar standard loolbar formatting toolbar

iziosl Excel - Bookl

AP LI S T

[ ¢ D EforiBe] 5 | H

cell ES

¥ M\ Sheell | shests J shests J |
Reoady

worksheet tab

scroll buttons worksheet tabs
I8 MS Office &1 v& #rr @ 39 Application &1 Swah Office # fear wmar @1 s9
Application @& wremw | Calculation arel &”f &% I®d 21 398 g1 99T =AY File &1
Extension .XLS =iqar 8 | g9 Application # letters a1 Document si€ & =18 8l fod
STd 2| 39e gRT 39 gRT [~ yoR @ fdd 99 o ¥ad 21 MS Excel &1 &
o o ford us Workseet it @ g9 Electronic Workseet #ft wgd 21 @aifs sw
Worksheet # &1 Electronic Cell srd 2 @ik 34 Electronic Cell &1 3= & Address
gar 21 W19 MS Excel &1 Open @%d 2 a9 t& Work Book Open st 8 fsas By
Defoult = Work sheet =it 81 MS Excel @ Work Sheet # 256 Column 3fik 65536
Row =it 21
To Start Ms excel-
Start— All Program— Microsoft office—Microsoft Office Excel
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Row:- ¥ieh @z 9 $9aR wwaRera Cell & w9 &1 Row ®&T &ar 21 yd® Row &
forg ve dear a9 ed 2, Row & @@ar work book & st 3k fe@rft <t 2| 97 w&=&n
1 ¥ 65536 d& =idl 2|

Column:- Excel # s+t gt Table & Vertical line @1 Column &=1 wirar @ 1 v& Work
Book # gei@1 dwam 256 aidl @ |

Cell:- Row ik Column gt smuw # fied @ a8 ua Cell 999 imar 2

Active Cell:- 3 Cell ®i Select @37 ur va white colour @1 cell famrg < 2 o
Active Cell &d 2|

Date Range:- @3 Cell fsraq Area # Select f&d wid @ S Data Range &&d @ |

Cell Pointer:- Excel % Work Book # Mouse @ Pointer @ < ux Plus(+) &1 fremm=
91 gar 8 o Cell Pointer @&d 2 |

Scroll Bar:- sa# 2 Scroll Bar sid 28—

()  Horizontal ( ersaa — arft ¥ <A 3R Rae @ fag )
(I Vertical ( @fiet — $ux 4@ 1A @1 IR Regwa= @ fag )

Work Book:- Excel @1 File @1 Work book @=1 wmar 2, wa workbook # 3 worksheet
Bl 2 |

Work Sheet:- for1 v&rR wa Notebook # page gId @ €I y®&R Excel &1 Workbook #
Sheet gidl 2 |

Value:- Data Sheet @ Cell & sr=x fereht gt it Value deardt 21

Label:- Data Sheet # Cell & a¥ A to Z character Label @gard 21

Address Bar:- ag Formula Bar % siar @ fs/ad Name Type &=d 2 |

File Menu:-
Print Area:- g8 Option & gRT Print Area Select &% d&d 2 |
Edit Menu:-

Fill:- s Option &1 use Excel Work book # & # Data &1 &3 Cell # t& a1 w34 @
fore axa 21

Series:- g4 Option @ gRT Number &1 Igd g4 %9 A Fill far smar 2 |
Clear:- g9 Option & g1 Selected Cell @ Matter &1 &eT a&d 2 |
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Delete:- s Option & g1 Selected Cell, row, column &1 Delete &% d&d 2 |

Delete Sheet:- g Option @1 use @I ST 3@ Sheet &1 delete fear Smar =2 |

Move or Copy sheet:- s Option @ gr1 Current sheet &1 f&ft other book # Move
JIqAT COPY HRT AP © |

View Menu:-

Normal:- g Option & grT Excel @1 Normal View fe@rg <t 2 |

Page Break Preview:- & Option @ wre € Page Break Preview fewmar 2 |

Formula Bar:- g9 Option & gr=T Formula bar &1 @ ¢9 ger |@&d 2 |
Comments:- g8 Option @ grRT 84 «fl gf Comments &1 geH & oy &=d = |
Custam View:- g9 Option & =9 f&fl sheet &1 Add &1 G&d 2 g4 afe f&dl sheet #
work @3 @ @ daf $9 Option ¥ directly S5 Sheet # uga w&d 2|

Insert Menu:-

Cell:- g9 Option @71 use Sheet # Cell wisd & forv &xd 2 |

Row:- g8 Option &1 use work Sheet # & Row Insert &3+ # &<d 2 |
Columns:- & Option @1 use /a1 Column Insert @<= d f&ar Siar 2 |
Worksheet:- s Option &1 use work sheet sirs< @ fog &=d = |

Page Break:- 39 Option @& gRT page # Break ormm |@&d 2 |

Function:- Excel work book # Calculation =i ®1”ff &1 & foag use &34 2 |

. Math or String

. Date

. Text

. Financial

. Logical

. Statically

. Lookup or reference

1. Math or String:-
Sum:- s9 Function & gRT dwme @ oiisTt omar 21 98 value, cell address or cell
range €t <Im &t 2 |

Example:- =sum(selected range)

AVERAGE():- 39 function &1 9371 €1 18 Ww=aRi &1 AVERAGE ffiereq & fag a<d
2|
Example:- =AVERAGE(selected range)
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MAX():- 39 function &T 93T <1 12 GEaRl 4 W99 ) 9= e @ oy & 21
Example:- =max(selected range)

MIN():- 39 function &1 937 select @ 78 W&ARN # Gad BIA &A1 ged § H¥d 2 |
Example:- =min(selected range)

PRODUCT():- 34 function &1 93ai7 select @ 7§ F&AR_N &I M & # I o |
Example:- =product(selected range)

SQRT():- 39 Funtion @& wermar | faft i W@ &1 SQUARE ROOT et wirar 2 |
$9® Arguments # foudY Gwm ar Cell address @9 2 A1 98 G@&m <d & | foaar
SQURE ROOT f&r1er= glar 2|

Example:-

=SQRT(64)

Result :- 8

Odd() :- g9 Function & @9 W& &l fauy Ger § 931 o 96T 2 |

Example:-

=0dd(79)

Result =80

Even():- g9 Function & fawa d@am &1 99 &1 d 9adT Of 96T 2 |

Example:-

=even(80)

Result =81

Mod() :- 39 function @ Jerar @ fedl Y A& &1 dvwd FMerar wmar ) gud
Arguments &3 < 2

Example:-

=mode(26,5)

Result =1

Power( ):- 39 Funtion 9§ f&ft i W& @) ara @ TvET &1 &1 9&6d @ | 39T <1
Argument f&d Sd 2 ugell H@AT §HA UmER |

Example:-

=power(5,2)

Result =25
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ABS( ):- 389 absalut value fA@wTerd 8 | srerfa afe &g fas o 8 | o Saa! ger fear
STar 8 | 98 Argument # Udh e @dT B |

Example:-

-125

=abs(-125)

Result =125

Fact():- 39 Function f& werar @ fedt i W@ &1 Factorial number fera |&d 2
Factorial Number 8idr 2 | 8 Argument # & F&R o4l @ |

¥ 5 @1 Factorial srar = | 1*2*3*4*5=120

Example:- =fact (5)

Result= 120

Int():- 3@ function & f&=ft «i E&m @1 Integer value FiedTe ¥&d 2 | I8 Argument H
Uh H9X odl 2 |

Example:-

=int(123.34)

Result=123

Text Function:-

Upper ( ):- ag Function lower case & &R &l ¥ 3J&R q d<adl @ |
Syntax: =UPPER(TEXT)

Example:- UPPER(“micro computer”)

Result:- MICRO COMPUTER

Lower( ):- a® Function UPPER case & &k @ LOWER CASE s1ek % 9gadr 2 |
Syntax: =LOWER(TEXT)
Example:- LOWER(“MICRO COMPUTER”)

Result:- micro computer

Proper( ):- ¥& Function text &1 proper case ¥ ¥¢ &l 2 |
Syntax: =proper(TEXT)
Example:- proper(“MICRO COMPUTER”)

Result:- Micro Computer
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Date Or Time Function:-

Date:-

Now( ):- = Function Computer @I current date and Time <41 2 |
=NOW( )
OUT PUT= 10/20/2012 19:16

Day( ):- aI® Function DATE @ f&q1 fA@raar 2|
Syntax:- day(date)

Example =day(10/20/2011)

Output=20

Month():- @& Function DATE & #&H1 fiarear 2 |
Syntax:- month(date)

Example =month (10/20/2011)

Output=10

Year( ):- a& Function DATE & a¥ fa@rerar 2
Syntax:- year(date)

Example =year (10/20/2011)

Output=2011

Today( ):- a= Function current date output # <ar 2 |
=today( )
Output:- 10/20/2011

Format Menu:-

Cell:- sheet & formatting #% 4 wwf*aa a8 9949 yg@ command =@ g9+ f&dr va Cell
a1 gt Sheet @1 Formate &%= @& ford &3 Option faa gid 2 |

(1) Number (1) Alignment
(1) Font (IV) Border
(V) Patterns (VI) Protection

Row, Column:- sa® 3rasia Row a2 Column @1 Hide, Unhide <3 & ford wai T
far sirar 21
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Sheet:-

(i) Rename:- worksheet @I Rename &3 |&d 2 |

(i) Hide:- worksheet @t Hide 37 & ferd g9 Option &1 use &<d 2 |

(if) Unhide:- Hide @1 gdt worksheet @1 unhide &1 |a&d 2 |

(iii) Background:- worksheet # background #t e”m w&d 2, SS9 Print #it &1 @&d 2 |
(iv) Tab Colour:- Open sheet @ Tab &1 Colour change ®= |&d 2 |

Auto Format:- 598 ugd &I workbook s91@x SHa®I select &xd @ fbx Auto format #
click & sud Auto format @ ®g Option x&d =@ S 9 f&Ar va Option # Click
$3d = | et s workbook i St Style # format & st |

Conditional Formating:- s&®1 use table @1 format &%a # f&ar smar 2 |1 worksheet 1=
forel g1 value ur text @1 formatting Condition ermig it @ fored Marksheet afe
99Td I AT & Number &1 geriar W gl ofrar 2 |

Style:- 9 Option & grT cells ¥ Formatting &1 cheak &% ¥a&d 2 |

Tools Menu:-

Goal Seek:- 3@ Option &T use G&ARNT & INT &I HHF AT SUTST S A fHar Smar 2
Formula Auditing:- Sheet # yaiw f&a T Formula f&a—fea Cell v @t 2 s9@l
Show &= & ferd g9 Option &7 use &3 2 |

Data Menu:-

Sort:- g4 Option &1 use Table # y#iw f&d A Data & RIS 9 AGE 9 d aTH D
ford faar <imar 21

Filter:- s Option &1 use Table # y&% Row d2m Column @1 Filter srerfa was Group
# @ S= 91 A fodl Y Data @) ord & IFAR @1 ST HHaT 2 |

Form:- s Option &1 use Text &1 Insert 31 & fag &=d @ |

Subtotal:- g Option @1 use Table # &+ #fi Data &1 $a1& AR Total &
Validation:- use @ <1 <& Sheet & Value x4 & fau ud feiRa &3 @ feg

Validation Command &7 use #=d 2 | 39 gRT1 9d® Cell a=m gt Sheet & ford yfdaa

T AdHd = dAT Tad Entry 89 o alert ;& Option window # text fa@®ar w@a @1
window s9RlY W1 wdar @ |
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Table:- g Option &1 use Table s91 & fag &=d 21

Text to Column:- s& Option &1 use Excel # fa@ @ Text &1 Column & w4 #
Change @4 @ ferd fovar <irar @ afe fe=ft v Cell # Cell % awar 4 siftre Text fora
fear s 2, 3k &8 Cell 9 Change %=1 & @t 5@ Option ®Tuse &d = |
Consolidate:- g8 Option &1 use 3re T — 3ra T sheet § ferd g4 Number &1 f&fl drad
Sheet # wite, "e™ afe @ fod o3 2|

Group and Outline:- s Option @1 use #x& @&s Column a1 Row &1 g& Group # <&t

ST 9ddT 2 | 39 bR excel ¥ 99T =t Sheet & ITHR &l BIeT o XG4 & ford
Hd 2|

Pivot Table & Pivot Chart Report:- s Option &1 use Pivot Table =it & ferd foran

ST 2

Window Menu:-

New Window:- g& Option &I use 78 window insert &3 @ fog &3d 2 |

Arrange:- 9 option &1 9aiT |+ window &I t& 411 single screen R show &’ &
fag e 2

Hide:- st gai fadt it window @t hide &v[ @ fag &wd 2

Unhide:- s&&1 g3 hide @1 78 window @1 unhide &3 & fog &d 2 |

Split:- sa&T gaiwT faft +ff window &t et +ff point & slipt & & fog &vd 2|
Freeze Panes:- sa&1 gaiw fadl #t window &1 f&dt i point & Freeze &4 & fau
®d 2| Freeze #37 oX 99 URAT &1 g & fear o wwar 2
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Micro Soft Power Point:-

Menu Bar Standard Toolbar Bar Formatting Toolbar

Microsoft PowerPoint - [Presentationt ]

Bt Vew [sert F T
DBy &R °
Ao -2« B 7y s [E=n
Outine  Shdes X

1 p « Open a presentation
L = Dregantason

Horizontal Ruler

New

Vertical Ruler ) Bk
el
Click to add title o v o remetation
““I"_o‘"'; lf"tlp»b'(

3] Terpiates on my \Web Saes

Click to add subtitle €] Torsions o Mooect.com

Scrollbars

Drawing Toolbar

«
— Chick to add notes
B8 (|
Deow = | B | AutoShapes » OOCHADRE 2-L-A-==Z0 0.
Sde 1072 Default Deson Engish QU.S.)

y A m17101-Moomoft .. [ Mcrosoft PowerPort ... AW &Y L3I

Power point Ms Office &1 Part 2 | f5ra@ g1 Slide = smenfRa & Presentation 4R &)
god © sgal use Slide 3R &=+ H, I° Text s« @@ Graphics e Picture <&
wordart, Clipart anfe ste=t @ ferg &¥d 2 Slide a9rd w#a Music &1 1 Add &1 9&ad
21 g g1 9= =t File &1 Extension .ppt giar 2

New Presention and slide Selection
Power point @ sr=mia fae #ft Presention &1 dar &xd 21 |4 uga New File Open
¥4 @ ferd 3 Option a2 |

1) Blank Presention

2) Slide From Design template

3) Presention
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Blank Presention:- @@ gr1 Slide Open &idt 2 | 399 &1 Design =18 gt 2 |

Slide From Design template:- s34 New Slide & ferd am@ Design <t gidl @ <t fo=ft
# Slide # Background @ %4 o ar<fl @ | a2 g% Design # 4 text fa@=i &1 Slide +i
& gt 2

Presention:- s&" Presention & 3=ia #gw@yel Project 8 wwffgra Design, Text

Formating window Ee®x 3t 2 |
Layout:- 9 Option &1 use Select @1 =t Slide &1 7aT Layout Select &= \&d 2 |
Slide Show (Fs) :- @ command & gRT §41% W% slide &1 show faar smar = |

How to make a presentation

1. File Menu — New option W= fd@® &1 9= New Presentation -1 &1 fdst om<ft 2 |

2. IMETIHAT & IJHR presentation & g-d 2 |

3. 39 915 Layout - &Y fasi ol 2 | forad smawasar & sgarR Slide &1 g7d 2 |
4. gu Slide # fafr= y&R & sound ,Picture, movie , Text amf& &1 insert #=d @ | s9@

q1g 34 Object # fafr=1 g & Effect yvmag amax Us yw@enell presentation darR

frar imar 21

5. g% presentation # t& @ 3f&@ Slide & wadl 2

6. Presentation &t Show &< & fer@ slide Show Option &T 9T &<d 2 |

7. UTlaR Uise W Sl WIsd &<l ® | AT presentation #1 w19 Save fHAT Si@r @ A 9
wisa &1 Extension .PPT &iar 2|

8. Presentation @1 shortcut ctrl+ N 21 s@ai Standard Tool Bar & = se9 W fads
$Hd A presentation & @IAT ST AHAT 2 |

New Presentation
(e1®]|a
MNew
_1 Blank presentation
=l) From design termplate
@ From AutoContent wizard. .
QJ From exisking presentation. ..
Phioto alburn, ..

Presentation ¥ =g Slide @1 SirsT—
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Presentation # =18 Slides! wirsd & ferd View Menu @& Slide Shorter Option &1 @&ierd
2 | Sga! gerdr 9 e yor 9 a8 Slide &1 Siier 1 g&dr 2 |
1. Insert Menu — New Slide

2. Right click on Slide Shorter — Click on New Slide
3. Shortcut Key Ctrl+M

Presentation 9§ Slide @I serm:— presentation € @I§ Slide #1 =1 &R ¥ Delete
foar <1 aear 2|

1. Edit Menu — Delete Slide

2. Select Slide — press delete key

3. Right click on slide —delete

Slide Show:- presentation daR &4 & 915 €& Show &= & ferd =1 Option sId
2|

1. Slide Show menu— View Show uw fder® @<= ux Slide Show =t wirar 8 |

2. View Menu — View Show W fdaie &< ux Slide Show grar 2 |

3. Shortcut key F5 &1 press @311 ux Slide Show star 2|

@) WERIAT ¥ &9 31U presentation &1 yFGfaeIvr R WHd 2 |

Slide Show &1 End &<=1—

Slide show &I Ji& & ferd <t Option &l 2 |

1. Right click on slide show— end show

2. Press Esc key

g <+l & Slide Show &1 e 9ad 2|

¢ Slide 9 g3 1SS WR M-
Right Click on slide Show — Goto — select Slide No

Slide Sorter :- View Menu & Slide sorter sub menu & presentation &1 |+ w1$s &I
TP 1Y 3 ad = | 39 View 9 /=1 1 8 2 |

1. Presentation # 1§ ¥iigs &l oiis Add 2 |

2. wigs &l f¥fee o) wad 2

3. TAT$® @1 HIft B Gad 2 |

4. TATSS I Uh 9 4 TE A W Yd B Ahd 2 |

5. TS T BT IHUTSS HolX 93l THd 2 |
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6. TIgs &1 Redd <IS¥ 39 Had B |

7. 7% TISS A O EES WR IMEHE 8 o 9ad 2 |
8. Tarss # Wax Al oI ddha 2 |

9. ¥1$s &I 9 (Zoom) &} AP @ |

10. ®@1$sH 9 Slide Transition Effect e-m |4 2 |

[EZ Microsoft PowerPoint - [Presentation1]

Rehearse Timings:-

Presentation s @ 915 I¥a! 9l F@E$sd &1 o d3A1 @ fod ¢a g A fHar san
© Ford wgs & Reid <849 &8 Sdr g | 39a1 4 &1 @ e Automatically wgs
faf¥aa g @ 99 9ga wrdl @1 R presentation Effective &t wimar 2

Tdrgs 4 Rehearse Timings set &=-T:—

Tss ¥ 1 y&R A Rehearse Timings &1 de fear simar 8

1. Slide Show menu — Rehearse Timings W fda® @&<d & | i Slide Show i1 e
gar 2 | 3R IEa |1 ¢d Rehearse Timings -8 @ U6 geeR 3t 2

Rehearsal *

2 4 J[pooeg [ | oonios Total Time

Next Button Pause Rehearse Time

Next Button:- te g€ &I 28 dc a1 & 9 Next Button wx fodae &¥d 21 i
3Tl TATSS 3T STl 21 31 98 2 g1 I g ordr 2 |

Pause Button:- s5 dea 9 Rehearsal Time &1 pause f&ar S |&dr 2 |
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TaeR § Rardd g4 o ghar 2 | <19 av% Total presentation &1 ciead Rerdd ergya o
BT 2 |

Custom Animation: - 39 3MU¥A ¥ ¥ & U US object wk A= gasrR &1
Animation @ "&d 2 |

Custom Animation # IR 9&R & Effect glId 2 |

1. Entrance Effect:- s Effect 9§ object ®1 ¥@gs =i @ <k effect & w1 yadwr faan
oirar 2 | e go=eeE gHTd) 81 oier 2

2. Emphasis Effect:- object &1 ¥Iiss WR gRdIsc &4 & ford ag Effect ermanr arar
2
3. Exit Effect:- 38 ¥ object &I wss ol @& IR wigs 4 Exit Effect & wrer gern

ST 2

4. Motion Paths :- s Effect 9 Object &1 wigs R & =F 4 R @& R fafr=
YHR 8 Jd & ddhd B |

Effect set %1 & d1c g8 fMaifRa fear war 21 f& Saadl @9 wrd si+r 21 effect &1
99 yeR 9 wId fHar wdar 2 |

1. On Click :- su9 Effect fdee 33 u= 3mar 2|

2. With Previous:- sa# Effect fusa Effect @ wrer smar 2

3. After Previous :- sa# Effect fiwa Effect & a1 amar 2

Direction option # Effect @t faen &t faifRa fear smar 2

Effect @1 wfts &1 i faifRa fear smar 21 99 of= yer @) wie gidt 2
Very Fast, Fast, Medium, Slow, Very Slow

Re Order :- sa Button & Effect @1 re order f&ar s \&dr = |

Remove Button & Effect &I ger |ad 2|

Effect &1 dT &1 @& 91< Play o <@ W&d 2 | 9+ Afeide R B oF & d91]
wIlss 2 HXP a& Hbd 2 |
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&' Add Effect -

Entrance 3

= Emphasis

»
= Exit ,
. 3

Mation Paths

Safact an alamanté of (e niics,
Fhen ciick " od Effect™ fo add
NI,

* +

- =3 slide Show

[+] AukoPrewview

Slide Transition Effect:-

& Presentation ¥ ta 4 3t ¥o@gsd sidl = | dg effect 31 wigs & 4= 4 ovman
Sl 21 AT FEgS WIS 819 & Ugd Il 8| S99 I8 Udl ol 2 | 6 i wigs ad
8 W 2| 3R 9 wiEs W 2| uP wargs A us & Transition Effect emar simar @
U sael i 9 urss & Al G fear omar 21 399 fafe yeR @ W' Bid 2
Imare & Rerd oxa Hff gad A< fear o waar 2

Effect &1 fdetd &1 ux =@l g1+ = | a1 Automatically =it &= 2 | = feifRa fear sran
2|

Automatically % @z faaiRa fear srar 1 % ag Effect feaa wwa g =t gar 2 s
@I Tz Rehearsal Time ®s1 <irar 2 |

Slide Transition Effect set &1 —

Slide Show — Slide Transition = fadi® &% = 1 ST 919 3TaT 2 |
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E Slide Transition

& | @ |

Apply to selected slides:
Mo Transition
Blinds Horizonkal
EBlinds wertical
Box In
Eox ik

—

rModify Eransition
Spesd:
Faskt
Sound:
[Mo Sound]

Adwance slide

2inm mouse click
outomatically afcer

oo:04. 35 =

[ apply to 4l Slides ]

[I- Play ] ['El Slide Showe ]

aukboPrewviewy

Play Button R foa® &<a Effect &1 3% far <1 aoar 2 |

Apply to all slides button w f¥ae s¥& S8 Effect @1 yoi<e@ & |+t Slide # d¢
forar simar 21

Slide Show Button @%@ s& Slide &I =i &1 ¥&d 2|

Action Buttons: - Action Buttons &1 Slide t® ¢ ®x@ YG=CeA &I qgd YHTGlell 917
a&d 21 g gerar 9 feA # gty @1 Slidewr foie &% wad 21 vd Home, Help,
Information, Next, Previous, End, File, Sound, Return, Movie Buttons &t fii® &% d&d
2

s s ¥ 2fdel &l SiisHn—

TS | Sl & M -+ & ford 2 &1 A far wimar 2

Insert menu — Table 3mueE W fda®d w1 R insert Table M &1 SET I1d9 AT
g gad

B T3 A B &A1 &l insert ax& a1 Button W faere wwd 2 | @ik Sfaa &1 fmrfor gt
SITdT 2 | UTaR UTge @ 3MUeH &) geradr 9 faf=1 yerR @ Effect avm a&d 2 |
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Insert Table

Mumber of colurmns:
g FS
w

Murber of rows: Cancel

2 v

Tiiss 4 Y6 A1 d1¢ &l Slsdr— UTh AT dTc bl YA B Siel &l oiss & ggr™dr
b 9 fHar orar 2

Insert menu — Chart Option w* foaa @<= 94X chart and datasheet window 3t 2 |
stel Hie 4 SWdce Srel &dr 2 | fae! 95d &) S9d AR STel &l 39Yc fuar mer 2 |
S ard 3ue 8y 991 oar 21 Chart R wge fode ove ard 4 A= yoR @
gRade &Y AHd 2| SI9 F1E MUY, 4 <gy, are sier Hie snfa |

Slide Show Menu & faftr1 y&R @ AT e} S9 Hofld 9 § 96 2 |

Mark Sheet

OHindi
m English
B Computer

2009 2010 2011

Datasheet

Hindi
Enqglish
Computer

Slide & Movie or Sound erTHT —

MS PowerPoint # w& Effective presentation daR f&am S & 2 | sefq sH@! deRIr
¥ A faaRl &1 ArEr q HHSTIEAT S "ahdT 2 |

SOP! Twilgs o Movie or Sound & SIS T G&dTl 2 | 39 olisd ® -1 ¥2U 2|

1. Insert Menu — Movies or Sound
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| Movies and Sounds r Maowie from Clip Organizet. ..

[ﬂ, Chart. .. Mavie fram File..
| Table... Sound from Clip Organizer...

Sound from File, ..

Play €D Audio Track., ..

Record Sound

MaTIHAT 3 IFER Option &1 g=id 2 | Afe WSS &1 wisAr gar 21 @t sound From File
o fda®s d3d 2| @b Insert Sound M &1 SRGENT 9199 AT 2 | 99 4 A1Ss wisd &l
ga&x ok Button wr fdes #xd 2| 3R ¢a ST 9199 mar 2 | o g7 fuifRa s
BT = | & A1Ss ®9 99T 2 | 399 < Option g4 =2 |

1. Automatically

2. When Clicked

Automatically # @S Slide =1t & 915 wWa: wId & W 2

When Clicked # |1Ss a9 99idl 2 | S14 9 & 3T R fFeld & @ |

IS MSPH & ®©9 H Slide # Fsar 21

Movie &I siied @& ferd ff g2 ufear gl 2| 399 P9 g FgiRa o1 vsar 21 &
qdl &1 $af 9 S © |
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