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Operating system:- Operating system T&% &1 system software 8 St user @& computer hardware, s/w T&
user 3 A& Hey WG HaT 81 T8 T platefrom provide Far & Res g)1 &9 R ur & software & open &
T §, P operating system market & Iu@e Bl s@- Windows, Linux, Dos etc.

Types of Operating System: - Operating system two types & =id 2-

e Cui (Character user interface) - Dos
e Gui (Graphical user interface) - Windows

Windows operating system ;
Introduction: - Microsoft ¥ DOS & s& ®8 GUI Interface Windows Operating System Desi Q M=
T AT T B B & 4P 9 a1 81 3 I RUS & R 7 gad o 36 Td opti Mg ™
WWWWWW|DOSﬁﬁmcommondaﬁmﬁﬁ?&aﬁ%%sﬂﬁmoﬁ BT
Thd &1 ST I oTE aiar 21 favse ¥ wd@% option Icon wd menu & g1 &1 Micros software &Rt
¥ B 9o WM W T & i IO %l sl TR software TR #X Microsoft ¥
JoE 94 B 1 B T4 IR A axit W 31 Windows XP T% T @98 T QTEIHQ%ting System &1 3@
user ® operate FXA ¥ emaF &xit 21 Windows XP & 5 Admins 21 fser T FA & fod Fear s
B o e R-

1. Windows XP Professional Edition

L3
2. Windows XP Media Edition \g)\\“

3. Windows XP Home Edition

4. Windows XP Tablet Edition (b

5. Windows XP 64- Bit Edition kﬂm
9 |

Windows XP features: - Windows XP @I sto+ g fa Fo%E § I8 Jgd popular B
1. GUI Interface: - Windows XP Graphical User Mt perating system & & picture, icon, symbol a7f¥ @i

TERd © SHH ST § I S Gl 8l

2. Plug & Play: - 38% plug &play &war 349 WA T & 369 A9 His A T3 a39 FGR d AE &
et = a2 g9 driver CD @i giiggear =&l 2t

3. Help & Support: - Windows XP. ot fadwar help & Support 81 39@ 369 89 windows xp &l 869 &
T & AR o & & 21 g@al shortcut key F1 2

Start->help & support
4. File and setting tr@zard: - 39 ¥ &H TF FYeX H 8IS setting FE computer # transfer & @& B

Start-> all progr& ories >system tool->File and setting transfer wizard
5. Clear TyEs:-\Q@ Il text clarity & S@r=T ST el &l

Right click on desktop—> appearance—>effect ->select clear type

6.To ows XP: - Windows XP & @l #s@ i€t fadwar Tour windows xp & f/&@ &% basic windows xp

AT gl
Start-> all program-—>accessories—>tour windows xp

7. Remote Desktop Connection: - 368 &1 a10= ¥ a3 ar& a1 boss & Refeail g help & w9 & or@iq g o
I TR FYEX B RE FT Tl 8

Start-> all program—>accessories=> Communication-> Remote desktop

8. Write to CD: - Windows xp & CD Write &% aret software & Tasgear &l exil €8 CD & Tee &Y T &l
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9. Clean Desktop: - Windows XP # clean desktop gfaer exil 31 360 TH SR NrH FAM €6 T 0% T Hd
21 37 omE®E # clean desktop folder & Transfer X & Sar 21 @ desktop fRiT Reaw @ 2
Right click on desktop—> Desktop—> custom desktop = cleanup desktop

10. Easy to connect Network: - Windows xp & network @& Siieet staM 2iar @ aifs sa8 wizard method &1
TANT fpAT ST 2

11. Search: - Windows xp & searching &1 ST BT &1 368 STeRT S7eRT YK & +ff searching &X T 2

W ZoR I BiEQ Hiesd contract S
Start—> Search or windows+ F .

12. Easy to installation: - z&& foreht f T @t wfid BT STEW Aar & i 39 e @ jon & 2

13. Accessibility: - ga% Accessibility 2t ¥, Rra@ @ off td sev oy & @ &y 6’3‘\'@8 A &1 fed
TR IS & 1@ T ol

Start-> all program—-> accessories—> accessibility (b

Desktop: - # X ®fe e & a” o ReH s A 8, 98 ST & SEHH T TR & SARHA
Td HEA T4 Bieel 8 g1 399 &9 [hHl W oMEgeH &l ST  WANT HY Tl &l S HET BiesT AT MIH 99
T JANT B Bl S T Aied| STEedd Bied Wieel X 39 UX el |

Taskbar: - Windows & Taskbar sgq Weayet e 2 @ 38 W WM A g e 39 8 9gf | &
7aeT 76 9 a e @ off, minimize or maximize #X indows XP # Taskbar Improve a1
Bl 3 TERAR H ol R S bl 2| HH TRFAR H Th WM W 4 & G 81 A% s a go
S 2 @ ITB grouping off wX TS 21 3EH I TW® ‘u‘- aRar B & e w9 eas a1 §8 Jewyel e

a?rﬁﬁ's'wﬁ%wi%aﬁézﬁmwgﬁaﬁ%asﬁscr fl HT T o

e\ 6:39PM

Start Button:- /@ windows xp @ T&al e @ we A @ RER 3 2 3 ok S & el
S O B NG #Yd & 9 69 3e S 9 & SR Il WiT A | 9% § ITh! TENT R S T B
zgd control panel search netvvork lon BT & a8 F¥geX @ setting # change fFar s &&= &1

Windows xp & start button & %zemww%eﬁwﬁawwm%awﬁww
mameﬁreréaaaa@w® enu® 9 sub-menu B S 4  FraT A TR A 3

= ] New Office Document

|_E3 Open Office Document

>

& Windows Media Player
» [ Adobe

[#) K-lite Codec Pack

7)) TypingMaster
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MY Picture: - My Picture windows xp & RfeeH ®icst Bl &1 919 8 F*GeX A His Wil 10 & df 98 picture
default &7 & &t § save &xit 81 5@ windows xp @t default &7 § save Hiel 3l § &l 81 98 sy my
documents % X 8T ® wd start menu § «f e R

MY MUSIC: - MY Music windows xp & R %iceX 8l 81 od &7 &*geX § &3 music record #Xd & @ a8 My
music & default &1 & save &rar 21 588 windows xp & default &7 & save music 38 ¥ & B I8 ®iet my
documents &% =X BT § T WiE A T B

MYDocument-%Wwwwam%maqﬁ%%wﬁmﬁm%%@?w@%am

g& my documents ¥ save & Sl &1 3HY my music my picture, my videos aTfE ®iee default
21 T& wiest desktop W TF WIE A &l &1 36H TGN &9 a1 5T § FT Tl o $

Accessories: - Windows accessories windows xp & 19 2id &, 371 eTasd® software ‘Eﬁ% B9 TART &
T 2| FB Tedq accessores T &-

1. Calculator: - Calculator windows xp @I accessories 21 a9 &9 T @l ToHR %| T 2 UBR
calculator g ¥ @@ keyboard or mouse 4t | =ET S ThaT 81 g9H e name calc.exe 8T 2
Fouie WIE HIAL- TR & THR § WE fRar o @ &

e Start> Run—>calc> ok \\
e Start - all programs—> accessories > calculator % A

A. Standard :- 98 TH HERT Hegeie] Bl & orEd qEReT

[ooemnee] [ = J[ < ]

30| X e e
I I | N
L) I 0]
(v [ J0-AJC 00D

B. Scientific: - I8 #xgeict Teaid Eih %\nglneermg and advance math @I Calculation & s &t 21

2.No -
72 windows xp @ basic text editor 21

) 3EH S HRA a9l & Iu fadEs 9| TXT 2 o

] zE9 oty 64 lines and 1024 Colum 219 2

) g text # formating & @ S Hedl 2

) @4 HTML documents @1 et fbar sTiam & ovaiiq web page @1 Fmt <t g8 § ¢ @&hd o
[ " 5 menus 8 ? Free derdar & seR & fear o R

| 3G I aret file &1 9™ notepad.exe i
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[ File:- 3 i & wEat § efta #d 63 &0 81 918 WE9 # save FHT, BRA H Ao, T8 HEd ST, B
REASIGIE Y

O Edit: - 359 ®Ed & Editing dsfag @ 53 s #

"] Format: - 385 word wrap 1 Strar & wd font &t s&em o G 21

1 View: - 388 Status bar @& show &Y T |

" Help: - z8& note paid & R & 39 @ 9% &1

Start-> all program—> accessories—> notepad

Or
Start->Run->Notepad Q\
| §

WordPad:-

< zag simple text documents @1 T e

< zgd text @ formatting o Tt %l er and tab 1 J3RT AT ST T B

= ZHH N PR I & SHH [EaEE T . 2l

@“sﬂﬁ%aﬂ%wsmndardbara ttmgbaréﬁ%ﬁﬂ@f%ﬁiaﬁmﬁr%@ﬁ?ﬁﬁmww%

= G B W 8 8l

< File Edit View Insert Format H

= 3@ Insert §i & object &

& TP TAN Al BRd B
Start-> all —>accessories>WordPad

For Help, press F1 P
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Paint: -
= MS Paint § painting & %@ a1 ST 2
= 3 e 0 & ol AT @ o) Fer e § el gera & e @ S 2
= gad Hg ar ki ¥ R e AT & editing @& FRF fEn Sr 31 3R g9 8 A A R
= O S PR S 8 S f&iE® AW .BMP Biar 31 g wie # +f save &Y w2
= ZEH AW dl BEd @ A MSPAINT.EXE 2@ &
= ZHH A TAb o G ST Tl &l

Start—>all program—>accessories = paint \
or Q
Start-> Run >mspaint-> ok % .
wled - P \ L 2

00/ 388
OR~b=p3
/'

Command Prompt: - 78 2@ & %o (console) 2t & %ﬂ@m 3 FHEH TAD S & THH T S
®EA F A CMD.EXE & 21 o

et Command Prompt
Microsoft Windows #P [Version 5.1.26801]
(C> Copyright 1985-2881 Microsoft Corp.

IC:~Documents and Settings™t>_

N\
Entertainment: - Win@% TR % & @ Entertaiment option 21aT 81 38% 3T=X sub 39&< &4 ® &

et B-
& Seund Recorder
= %\COntrol
%dows media player

Soun%:der:-sﬂ%sqmawaﬁmﬁﬁméaﬂ%%saveaﬂwﬁ%Wmmﬁ%ﬁ@rzﬁﬁ
U AIEH G BT el 36 [T BH YA % RS el HX A & U6 HRFeX § sound FAGSHA B =fed| 3EH
S STl BEA B fEdEE A9 .wav 2l 81 388 4 menu 8 E

= R s & Refe #xd a9 3 ol

= zgd &9 Sound & editing #X T&d &

<= zg% 89 Sound § effect & T B

= zad &1 Sound # MIX #X & 2
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Sound Record &% - Sound recorder open & & 18 RE s WX s HRd & X e @ & 21 Rebre
FH & TR stop button W % HA 1§ d& play button W R H I RaieT & A ¢ AR a8 7 34
save FJ

"%, Sound - Sound Recorder
File Edit HBfects Help

Postion: [N = . -ncth:
ooosec. [N | 0.00scc.

K Volume Control BEE
Options  Help

Volume Conitrol Wave SW Syrith CD Player Line In Phane

| o> | » | = [[@] \
Volume Control: - 38& &7 computer & volume @ control FX & 2 § .

Balance: Balance: Balance: Balance: Balance Balance: %
B0 @ B0 & B -0 9k @b T & 41‘\

] Mute all ] Mute ] Mute [ Mute ] Mute [ Mute
. \N\I
Media Player: - @@l Te@ar & &9 audio and video 3t &R & % @ e ot 3@ @ 21 9H play,
pause, next, pervious, stop 37 Feq1 2 &1 R & ™ @ ’\ X TEHA B

@ Windows Media Player
Tools  H

[*] Nowr Playing v - oOx

)
(D @..: ]

-

Windows Movie Makegs fthey @1 Tt X gea 21 3Ed fafedr onfedt w@ Wi @ onud H e Y B
3T e 1 fFEi e ¥ 29 399 effect st & daha S99 @@ SR otftes godl <91 9 8l
zgd movie T steps 2 & 2

1. Captur vﬁsq - vedio, picture and audio ' import &

2. Edit mOw®y- =& step # vedio, picture and audio # @< #Xq ¥ Td SEW animation & set A B
3. Fi ovie: - 58 ®Y ¥ e # ¥F F =

3 A ¥ & A 9% T T AR H Gerdl § W B 9 ol

Recycle Bin: -
= Recycle bin w# system folder 21 g% st ®wEa ar Biest a1 S delete 5 @ & 98 =68 move & S 2
= Reclycle bin us & folder &ar & 5@ &q delete & %X Tha &1
= zqd delete fH¥ & items @I restore frar S Hehel B
& 0% o 9% drive § U% Ni¥Ed S8 reserve el B, T 80 $H I SURT & G &
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& gE® rename T AT ST wHAT Rl

= ] &9 items @ AR T8 ¥ T 99d © U9 39 T 2

& 39 X right click #%& @@l properties H I&a ST THaT 2l

=g right click & empty far ST a1 & a1 e @iast empty W @ @@ empty Rear ST awar & a1 9 @
f gGH empty FFT ST THT B

¥ Recycle Bin

S\

<= My computer T system folder 21 3Hat HerFar & &9 Gt drive &l W TG I G B W F B o

My Computer and Window Explorer:-

A\

@agqﬁéqwéﬁqﬁtﬁwa%ﬁﬁﬁview%%@aﬁwwm%\&
T Bl

@sﬂﬁlﬁi@é@faﬂaﬁ%mﬂmm@sﬁaﬁmaﬁw

- gl B WEA AR PReX B o T B (b.

= A BH PR AR Hiest B fefie # T B

T 3R &9 WRA AR BReY @ TF WM § g ®F W 2

= zad &9 drive @ format &X Hhd & TG AT defragment, disk cleanup and backup enfg ferar
b 2 Z7_\

@ 3ad &9 drive & label change & W@)Q\
|

= THY B9 WEA Ud Best & g B o

= T&f § drive # properties @1 ST |
= 72f ¥ drive and folder # share a red foar ST TepaT B g9% ot@Er &t § drive, File and Folder &
Heifer BIe 9 PR 6 6 ST HRIK

Fle Edit View Favorites Tools Help

€ ) © - B | O search [ Foldes | [FEE]-
Files Stored on This C

System Tasks

View system information /} Shared Documerts t's Documerts
T4 Addor remove programs L

@ change asetting
Hard Disk Drives

Other Places

h_{"”f; OPERATING (C3) h-{"‘fa' micro (D7)
% My Network Places

O Doc? - Microsoft Word
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Copying and Moving File and Folder:-

= File or folder & #Mdf #d & @ St & Fq B &1 a8 W o Wl @ AR Tt e B & I8 W A G S 2

= PRA U9 Beet H U6 W 8 g ©F W 0 #0 & R S8 select #@ I8 W right click # #d & 31
3R ST8T WX paste T BT & & S HY WEe fad Bb paste A &

@ fFaIE A select #S shortcut key ctrl+C & Hidt FXH &t paste FAT & & def BT Cctrl+V F 2

= g M B my computer & edit WY & F B FH T B THA ol T FH T BEA I Hiest T &F § 8¢
F T WM W 9gd I ol

= Drag F% A 36 99 A1 ST T ol

Deleting File and Folder:- . (b\

e File and folder TR faies 3% IT@! faiie f6am ST depel 21

o Select %@ delete key press H% fEaiie fFam ST Heba 21 Q(b\\
\

& ZHB HA B BA B B qXE & SN 2 A Be B gSAT 2 \
& PaE ¥ g i shortcut key ctrl+X HAT Bar & e pastem@m%aﬁwctrhvalﬂ?r@ ¢
L

e Select &%& File Menu @ delete far s e B Q
Manipulation of File and Folder: - 508 ®Ea Td Biest ® Manage FRq«2l

ADVANCED FEATURES OF WINDOWS XP \\

Managing & Installation Hardware & Software:- #=ex & felt P JAN HH & Ued ITH HR T
Sresy fRenfua (Installation) ®&T wear 81 Windows XP & drivers Suced 21 31 ST AT F SH
Wg%%ww%mms’@w%ww 1 Poraed Temar § Saa Driver @ Renfua e
ST He Bl

ffex @ R (Install) FAT- \Q,%Q,

= g4 9o Bl # FYX e o
= gq% 9% 3% driver & FYR instal@%ﬂ%ﬁﬁwﬁ%w&aﬁCD H TGN HG & A1 printer & fax

wizard @ gerdr & install FX B \ U —
T Oseuch () rotens | [T
Step 1:- start->printer & fax \% 3
Start->control panel = print W o & W) Bex wd fax T o

Setp 2:- & add a printer W i #3d 81 @ printer & |
Fax wizard star zl

Add Printer Wizard
Welcome to the Add Printer

This wizard helps you install a prirter or maks printer
nnnnnnnnnnn

= IF you have & Plug and Play prirter that connects
Q,) through a USE port [or ary other hot plugaable
port such as [EEE 1334, . you
do ot need to use this
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Setp 3:- 39 ST 99 § next button W fFw B B

Add Printer Wizard
Local or Network Printer

The wizard needs to know which tvpe of printer ta zet up.

Select the option that describes the printer pou want to use:
) Lacal printer attached ta this computer
Avtomatically detect and install my Plug and Flay printer

0 A network, prinker, or a printer attached o another computer

-, To zet up a network printer that is ot attached to a print zerver,
y uze the "Local printer'’ option.

[ < Back ” Mext = ] I Cancel

¢
Setp 4:- 30 99 § T& T © b BIX fhe TR & &- qiha a1 Heas AR @ Bl &
5 e Zae faoaee o 3H SR Se ¥ R ST 31 3 99 fidee & 3 91 nex

dd Printer Wizard

2\
N

cally detect & ®
T R # 2

Select a Printer Port
Cormputers communicate with printers through ports.

Select the port pou want pour printer ba use. |F the port is not listed, pou can create a
rews pork,

LO R REN SR I Rt Natel il | F'T1: [Fiecommended Frinter Port]

Maote: Most computers use the LPT1: port ko communicate with a local printer.
The connector for thiz port should look, zomething like this:

() Create a new port:

[ < Back ][ Mext = ] [ Cancel ]

70 e 7 fiex & A (Port) # M B, NJInext button T B F 2

o X 21 A 3O FUN U9 Uied el HAd & df S 9y
frieh @ & A drive and folder & fawiee %@ next button TR e

Setp 5:- gq sEWT I H e @l
amg CD & CD Drive & &t h
HQ B

Install Printer Software

The manufacturer and model determine which printer software to use. Q;’

Q jny Select the manufacturer and model of your printer. If wour printer came with an installation
&:é disk. click Hawve Disk. If pour printer is not listed, consult pour printer documentation for

compatible printer softwars

Manufacturer || Prirters ~

Fuiitsu 55k Hewlett-Packard HF-GL/Z Platter

Gec IR

Generic =

o sbatisr ?-5’ HF 2500C S sries

e, ~)| | S P 2500C Series FCLSCe ~
[ This diver is digitally signed. [ windows Update | [ Hawe Disk.. |

Tell me why driver signing is important
[ <Back |[ Mems | [ Cancel |

Setp 6:- 30 ST T & ffeT & AW 30 2 IR next button W R #A T
Setp 7:- 59 ST 99 § filey § ¥ U9 fepam ® a1 T8 3o Qe #a ® @ Next Button WX T & 21
Setp 8:- Finish Button TX fieh &%d & &*geX ¥ Biet installation i gfear i & Sl 21
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Web Camera: - Computer & 8@ Ja1T %idt e wd fafear Repfdn & & e oiar 21 59 installation =1
Ry ¥ 2 &-

Step 1:- Start & Control Panel - Scanner & Camera icon W fas & X faoe wie & siar @ 389 add image
device W fo® HXQ 2

Step 2:- ZAH HU H H TG HAA H Ted [de HA & AR next button WX s H B

Scanner and Camera Installation Wizard E|
Which scanner or camera do you want to install? r_-,"
&
L 2
Select the manufacturer and model of your device. If you have an ingtallation disk, click
Hawe Disk. 'S
N \
Manufacturer | Model \
Agfa b4 Casio O 50005 Digital Camera
Casio
Epzon
FLUIFILM
Hewlett Packard - >
_,g' Thiz driver iz digitally signed.
Tell e why driver signing is imporkant
[ < Back ” Mext > ] [ Cancel ]

Step 3:- 39 st § SR & it Next Button o e %% &I

3

Connect your device to your computer. ;,/'

Plug vour device into a port on pour computer, and

then select the port below.
Avvailable ports:

Scanner and Camera Installation Wizard

Aytomatic port detection
Cornrunications Part [CORMT]

g [ <Bax J_new> ] [ cawe ]

Setp 4:- 59 TG § ’W % 99 34 & X Next Button W s &3 2
\ Scanner and Camera Installation Wizard E|

Wwhat is the name of pour dewice? ;;"
d?

Type a name for your device or uze the one provided below.

2 Marme:
Casio QY 50005 Digital Camerd

[ « Back ]l et > J [ Cancel ]
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Step 5:- 39 s § Finish Button TR fi® ®xd & 3X web camera installation process complete & ST 21 g6
& FYX F 3 B TN H T S

Scanner and Camera Installation Wizard @

Completing the Scanner and
Camera Installation Wizard

To cloze thiz wizard and complete the installation of your device,
click Finizh. To change your installation preferences, click Back.

\
@"
[ < Back " Finizh ][ Cancel ] @

Backup (S@eTa): - Backup & feazd & ster @ backup ferm smar 1 @ afe %smwm%ﬁﬁ@m%
ar SEa@ backup & RER %<& feaq & ster & O o< fRan S &l 21 368 Q1 & Sua fadias T .bkf
2 &1 wew backup 6@ s@ gAw REER R St &1 backup @ sRem i ey srgiq qadr feo A

backup T =fed | sEe MR ®EE H AW ntbackup.exe BT | %\\\

Or
Start -> Run->ntbackup - ok W fih & W = SE@n Bl 3 B 97 next W T &< B

Backup or Restore Wizard gj

Backup @ @ process = B-
Step 1:- Start - all Program - Accessories—> System Tool 93&*

Welcome to the Backup or
@ Restore Wizard
L] o B

T hiz wizard helps you back up or restore the files and
settings an your cormnputer,

If you prefer, vou can switch to Advanced Mode to change the
settings uzed for backup or restore. This option iz recommended
for advanced users only.

Alweays start in wizard mode

To continue, click Mext.

[ Ment > ] [ Cancel ]

O
Step 2:- 39 zmﬁﬁm&)z Ridtere #%a B % e @ 1 Backup @91 ® a1 restore & @ backup @ fades
nexsbutt

FE D AR W T B Bl

ackup or Restore Wizard @

Backup or Hestore
“r'ou can back up files and seltings, or restore them from a previous backup.
% —

wihat do you want to do?

(%) Back up files and settings

) Restore files and settings

[ < Back ” Mext > I [ Cancel ]
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Step 3:- 37 SEAFT I H I8 faoge #Xd & % 69 & 9%y I B 39 o &
B IR FE A9 BET F IHT @1 ¥ A let me choose what to backup I e Fa B
HQ B

option & f&wee HXA
Next Button WX s

+

X

Backup or Restore Wizard

what to Back Up
You can specify the items pou want to back, up. @
S

“wihiat do pou want to back up?

) My documents and settings
Includes the My Documents folder. plus your Favarites, desktop, and cookies.

) Evemvone's documents and settings \
Includes every uzer's My Docurnents folder. plus their Favaorites, desktop, and
cookies. Q s

2 Al information on this computer

Includes all data on this computer, and createz a system recovery disk that L 3
can be uszed ta restare “Windows in the case of a major failure.
&) Let me choose what to back up

[ < Back ][ M et > ] [ Cancel
.

J

Step 4:- =8 st # Drive or Folder @1 e & & R backup a=
fRT B B

g5 Next button I

Backup or Restore Wizard

Items to Back Up
“'ou can back up any combination of drives. folders, or files.
T B

D Double-click an iterm on the left to see its contents on the right. Then select the check
% i box nest bo any drive, folder. or file that pou want to back up.

Items to back up:

O = kkk (D3] | HWame Comment
= jaswant thakur E:] B % My Computer
= ga;h::kw F a n.'_J My Documents

Clic) RECYCLER a .ﬂMy Fictures

0D swat O ) 01TE.doc
it

i) System Yolume In ] IEJDPEN":'DC
.2 DWD-RéM Drive [G:) O E)0PENS.doc

| System State « | O IEJ Swenatrtwrbwbmerr...
< > 7] 94 My Network Places

[ < Back “ et > ] [ Cancel ]

Q@'{ JGH M IHT next button W i Eb‘{?r 2l

'Backup or Restore Wizard

Backup Type. Destination, and Mame
Your filez and settings are stored in the destination you specify.
=

Setp 5:- Tq% BT H Fel W T

Type a name for thiz backup:

\ Choose a place to save your backup:
Q\ Pt ) v

first backup

[ < Back “ Next » ][ Cancel ]

Step 6:- 30 ST A & backup @1 F#R select #a & @k Next Button T click & ® iX backup process
start & swit &1 backup 4 8N & & 3@ report S § |
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Backup or, Restore Wizard E\ Backup Progress @E] Backup Progress E]EI
Completing the Backup or The backup is complete.
% Restore Wizard @ =
Bl [ ouhvecretod hefowing backup setings: To see detailed information, click Feport.
Narne: H:\first backup. bkt Dirive: .
. Dirive: F: karan thakur
Desciiption: Set created 10/3/2011 at 10:12 A4 -
. Status: Preparing to backup using shadow copy... Labet first backup.bkf created 10/3/2017 at 10013 AM
Conterts: Selected files and folders
Locatior: File Pragress: [ ] Situs Completed
Elapsed: : o
e Elapsed: Estimated remaining:
Tirne:
To close this wizard and start the backup, click Finish, i 2 set.
Processing:
Ihncipfdﬁgﬁff:jmnal backup cptne. Eioces ad: Processed: Estimated:
Files: i} Files: q g
[ cBack ][ fisn | [ concel | B fesy 0 Bytes: 516,307 516,307

Backup T T8I & & Ry I@@ restore far sr & 36@ process, backup & T & §
Character Map: - s&@ @emar & word document & 35 S1&R @l insert fBar s

TEY &I R ST TehaT 31 39 MU Wied @ A Charmap.exe 81
% Character Map @ &fe %3

Start-> all Program - Accessories -—> System

Q}j& @ IS @ HerEd @

9B Character, Map

Tool --> Character Ma
or g
Start = Run - charmap type @& = ok T Al ol s eloEEEEaEGda- wlala) ~
{7 ® 9X Character Map window open giat 01z =0 e R e DE e a2~ 4] F
21 9 o = R # insert HTAT BT 3 IGH &lo|lo|ole 2wl ol e & |Fle| | =|Cclals
ffce #¥@ Sd F & R Document # paste & o 0| @ [ 2 [, [ 2 [ve|=2] % |eried @ [O|m OO
FQA B S EERERREEOEDEEHIEEEEE
\ R EEEECE I EEEEEEEEE
Q)Q CH R of c@lwn) - (o QOO0 @ |0 = (O~ |+ | *
X || g | B 6|0 | | © | D o | KB 5| B [ <D |60 s |53 |
é O[O | ||| = | BT [ Rt D | LI | B,
%. <R EEEN N AR EEEANCE R
Clipboard View: - #=ex & or copy Charasters to copy: | Character Code  xEZ]
Xd & af a8 ¥ex Clipboar gram ¥ [ Advanced view
transfer g Sl Character Code : 021
T AR S« paste %% B B 9. ClipBook Viewer - [Clipboard] EEX
Document & paste W STl &1 g8l T = & | 77 T e =EE
M Clipbrd,exe S EEA S 8, IHH 5
fadia® T 2l
& —
Start-> ogram —> Accessories -—> System
Tool --> Chipboard View
Or
Start & Run =>Clipbrd type ®%& 0k T &%
&1 W Clipboard viewer window open 2t 2
Clipboard L
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Disk Defragmenter: - 75 & feew T@ 21 g0 de@ & @& &0 defragment #Xd & otaiq fow & Ol wRal &l

SfaRed R Sr & EE FgeX %l speed I & IR &1 39 o W FAN FYX 7 15 BT F wh IR T A
BlIER]

< Disk Defragmenter & N BT -
Start-> all Program - Accessories = System Tool = Disk Defragmenter 9 fa® &1 9X disk defragmenter
window &1t 81 2@ window & 5/ drive & defragment &% & & 39 drive & g #Q 21 39 S8

Defragment button 9% % @#<q &1 Defragment 8% % Tedt drive @ analysis fFar siar 21 39 9% e%gqent
B B ZHH IR FAX &g ® o disk § wEe w9 fee § W9 # position Wi 81 Qs

= @ X (Red Color):- defragment files @ gt 21 *
= il #X (Blue Color):- Continuous Files & &gifar 2 .
= &0 &aX (Green color):- Unmovable files @ griar 21 \{b

= @he & (White Color):- Free Space &I gafar &1 N
LS N?

* Disk Defragmenter

Fil=  Action  Wiew  Help
E5

volume Session Status File System Capacity Free Space =% Free Space | ™
=B MTFS 19.53 GB 16.87 GB 56 %
=101 Stopped MTFS 19.53 GB 14.36 GE T3 Yo

ey P =Y e 15 Am e e ea o Ao

Estimated disk usage before defragmentation:

Estimated disk usage after defragmentation:

[ Analyze ] [ Defragrsnt ] Wiews Report

I Fragrmented Files Wl Contiguous Files [ Unmowable Files ] Free space

I
Disk Cleanup: - 30 f&es T@ 21 30! %ﬁ&anm%wﬁwswwéﬁﬁwﬁmw%wﬁ
fewp & free space 2 omar 21 gaH F scann HT BT & SEH fHage F@ Cleanup Button WX fki®
HA Bl 39 9 NN BEa B & ok Button T faTeh &ia R

@ Scan Disk & &N ’
Star, Program > Accessories = System Tool - Disk Cleanup

Q) Select Drive e
\ Select the drive you want to clean up.

Dirives:
% e [T -
% | o | | Est

System Information: - & &% ReH T & 369 f&eH & seaw ©d Software & IR § JFHRI O & Fhd & AR
I MeaH o W 81 O ST g9 § SfEm! et B

& System Information & ST T -
Start-> All Program - Accessories = System Tool - System Information

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324)
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Scan Disk: - 7& ©% system tool ? fswe demar & disk @ scan far o &1 Ak #iE aHer o @ ar 599 disk
I B AT AL AAST B &Y H TS Har 81 A% B problem & &t & @ No Problem % message STt
1 39 tool F JENT NG THA WX XA T&A ARl

0] System Information
File Edit Wiew Tools Help

s LIMNITArY
ardware Resources

+/- Components

-- Software Environment
- Intemet Settings

B Office 2003 Applications

Item

05 Mame

Werzion

05 Manufacturer
Systern Mame
Syztem Manufacturer
Syztem Model
Syztem Type
Processor
Processor
EI0S Yersion/D ate
SMEBIOS Version
“windows Directorny
Syztem Directony

Walue A

Microzoft Windows P Professional

5.1.2600 Service Pack 2 Build 2600
Microzoft Carporation

MICRO

ECS

J48GLT-M2

»BE-based PC

#86 Family & Model 15 Stepping 2 Genuinelnt
#86 Family & Model 15 Stepping 2 Genuinelnt
American Megatrends Inc. 08001 2, 5/6/20C
258

CAWINDOMWS

C:AWIM DO S spstem32

Eoot Device “Device'Harddisk\olumel -
Locale United States
Hardware Abstraction Laper Werzion = ""5.1.2600.2180 [zpsp_sp2_rtm.040
User Hame FICROMmicros
Time Zone India Standard Time b
< | >
Find what: I Find Cloze Find
[ Search selected categony only [ Search categom names anly \
] \J

Window Update: - Computer & windows operating system @i
company @ a1 update Fdr & @ a8 e computer & OS &
gt g &1 Windows @ update @ % 3 options 2, %gb\

1. Auto update: - g% windows T 9 SfaRe &l &
2. 3 99 Y9 o o download & S ® JAfET insta gedl 2 6 B & T install T &, B T

3. zem oot T i fove wefd et 81 3@ download iR o ® H 9=l B
4. 38 Not Update option 2T 2|

Multiple users Feature of Windows: - Wir%v?gl?
HARFER & STIAR HT bl oI 37 &

1. Computer administrator: - 39
install &Y &&a & wd Rreed  ch
2. Limited Account: - g9
ST " 21 User @1 piture

= R T ( )
Step 1:- Start Bu&&% ntrol panel = user accounts T SET [T B

date #Xd & ARA | AR
2 T R FR F dete H

T | SAF O @ T FX e ol T SN user oTaR
B B

1 create, change and delete X a0 31 HGEX & His 741 TIM
A B

% password @l change or remove &Y H&hd 21 BT H 39 T T8 FEd
her desktop setting change X H&d 21
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Step 2:- 39 window & create a new account X click &t & f s account @1 9% 34 ¥ @R next button T
ESEACAGE

B

Name the new account
Iype a name for the new accournt:

[mwicd |

This name will appear on the Welcome screen and on the Start meny.

Step 3:- 3@& & Account % JHR I & 3R Create Account R e & & %Zzﬁrﬁmﬁ’ra‘rwﬁl
BT X e B IEH AT A uRaee far o e B

-2 User Accounts |;| |§| |g|

Learn About N
Bl Usor accourt typss Pick an account type

(& Eomputer administrator (O Limited

With a computer adminisktrator account, wou can:
& Create, change, and delete accounts
& Make system-wide changes
# Install programs and access all Files

[ < Back. ] [ Create Account | [Cancel ]

\J
Step 4: -2t | user account ¥ pas v\é\mﬂv ST " 21 Account @ S&a ST Febar &1 Account @ R
M Td TRY HI FEAl ST AT S| ‘i\\

-2 User Accounts |;| |§| |X|

e Back @ ﬂ Home

Related Tasks

What do you want to change about microg's
hange another account
Create & new account accou nt?

Change the name microg

Computer adminiskrator

Create a password
Change the picture
hange the account bype

Delete the account

e~ Administrator Account & & ST HI & ST Tebar 81 o eThise @ fefee wer ® SE9 logoff 8 =nfed

Sharing Folder and drives:-
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T My Computer
File  Edit  View Favorites

Tools  Help

& | D et

Files Stored on This Computer

[ serssvocomens

Hard Disk Drives
g Local sk (C)

g karan thakur (£33
Devices with Removable Storage

(.:I) DVD-RAM Drive (G}

Scanners and Cameras

Digital Camera

g iaswant thakur (E1)

g PANKA ()

Printer Sharing: - Printer @1 SR &% Iq&! Aeas ¥
2l 36 91 iy W e s # & ol IR W s
ok T & &Y &, af Biex 9% & I @, Fore

install X% 3T TAFT HX Gaa B

- O\

o kkk

Page 18 of 64

Windows XP & ®ieeX Ud drive & R B & o 30 W TEe ks #a &1 Iqa Wudl WX e &1 oo
g9 ¥ ‘share tab’ WX i ¥ 21 29 9f § Share this folder on the network # select w3 ® 3R share drive
1 99 3q =1 37> a6 Apply and OK button T % & ® @ Drive or folder Share & Sirar 81 36 & R 81 &l
fere &9 ST & 9 & 39 Wead # Io1 FX F o

(D:) Properties

| General || Tools || Hardware | Sharing | Quota|

Local sharing and security

- To ghare this folder with ather uzers of this computer
Sy, 2 only. drag it to the Shared Documnents folder.

To make this folder and itz subfolders private so that
only you have access. select the following check box.

b ak.e thiz folder private

Metwark sharing and security

To ghare this folder with both network users and other
users of thiz computer, select the first check box below
and type a share name.

Share thiz folder on the nebwork,
kkk (D]

Share name:

[ &llowes netweark, uisers to change my files

Learn more about sharing and security.

i) Windows Firewall iz configured to allow this Falder to be shared

with other computers on the netwark.,
Wieww your “Windows Firewall settings

QK. ] [ Cancel ] [ Apply

J

% 21 Goto Start - Printer & Fax W &% &

5e& a1 share this printer & Fd & AR apply and
¥ FX T ol 36% 39 DX B Aeah B PR A

Qo © 2 f_]SEarEh [ Foders | T3~
Printer Tasks 3 —

2\ : @
Add a printer S E\'*’ a

5] See what's printing

Select printing preferences =
2 Pause printing RGFA-AccuSet ¥52,3 HP 2000C
(Copy 2)

£ Share this printer
] Rename this prinksr
2K Delete this printer
{2 Set printer properties

Other Places

B Control Panel

Sy, Scanners and Cameras
(&) My Documents

2 My Pickures

i My Computer

Details

& AGFA-AccuSet v52.3 (Copy 2) Properties

General| Shaing | Parts | Advanced | Device Settings |

1\ “oucan share this printer with other users on your network. To
@ enable sharing for this printer, click Share this printer. wwindows
Fitewall s aheady configured to allow the: sharing of prinkers with

other computers on the network.

() Do not share this printer
@) Share this printer

Share name: | HE

Drivers

IF this printer is shared with users running diferent versians of
indouws, you may want to install addiional drivers, 5o that the
users do ot have to find the pint diiver hen they connect to

the shared printer

Additional Drivers.

Apply
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Microsoft Office: - MicroSoft Office ws application Software %1 t% packege &1 /% ®2 software & R
eIl & SHfhe & STRT-STAT Pt b o o @bl 21 39 fasr Microsoft cpmpany 3 far B1 wear MS-
Office 1 g 1989 &t SR H TN 3H® 1% 30D b3 doi SR # 1@ gaw™ § Microsoft Office @ aeiq
Office 2011 99X & 26 srgax 2010 o oan 36 o SfTe oI Terdl § &9 oo Sfffed w1 & aXadl 9
P TEHA ol T S [ SfE gexie § Had &1 R a0 9 fexie § I3 9% ol 369 UAuE offfhd & eifaed
P AR WA FX e ™ R

FYR T TR H $ ¥ FGR F Fr1 ergaay e =ifed st fe 2 N
S.No Hardware Minimum Reco Q&d :\
1. CPU 233 megahertz (MHz) Pentium IN) asSter processor
2, Memory 128 MB RAM or above égh
3. HDD 400 MB of available harddisk space or above Q‘\b
4. Operating System Windows XP or Above . \\3
5. Display Display VGA Monitor or above \\\ 800x600 resolution and 256 colors is
required
6. Keyboard, Mouse , CD or DVD er\e @hedia Card , Head Phone etc.

tools ¥, ot wemar & gw g&d word processing A F T § o8] F B T © T@ S

Microsoft Word: - zgar short name MS-Word 81 za# §§ ocessing @ & fFar S B 36 A 3E @2
elements @ ﬁlaih‘{ EEll am %| s R

Edit Format  Tooks  Table  wind Help

quue_um‘-?u\ HZSJ\ Sl 4 TR RR [3]) G o me - @) | iresd [l
man - 12

i A4 Normal
[e]

EER IR |

smw-a\m \\muqd umuﬂ Z-A-==ma0)

= Title b toolbar, document § ¥e§ S FeRid kil & 389 aodM § go g4 document & W T
software s 9 <& aX% USiIG eiar 21 g6 right side & control button &1 &1 fe@ &1 document
minimize, maximize, restore 3k document & g FX THA &l

& Menu Bar :- g8 9 menu 2id &1 e demar @ fFE ft document @& STEM ¥ ST ST GehaT 81 399 R
TR & commond F option 2t &1 e ReEr ot & B wRAar & R S wwar B

we Ay (File Menu):- 38 g @ wema & wRa @ deEa $- &1 [ s 81 39 $fex 16 option & 21 e
TART BEA § R ST B gEe g @ alt+ FEch 2
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= New:- 3 Terd § T4 Stagie & o B s &1 g&e shorteut key ctrl+N 2rft 81 New W e &7
new document ™ @I T% window & &, RfEd &9 STasgsa & AR SEgHe & Rioee &3 ol 389 Blank
document , XLM Doucment , webpage or online and computer templet  s=m/&r ST T 21

I ! Mew Document b -4

@ | @ | A

MNew
1 Blank document

@ ¥ML document
B8 web page
.ﬂj From existing document. ..
Templates
Search online for: < 2 TS
03‘ Templates on Office Online
IE_=J Onmy computer. .. hd
[ ©On my Web sites... \
-

& Open: - 388 Ted § &9 SEIHC & open fkar stam &1 @@ shortcut key ctrl+O &Open T

window st & o s & Rdee & Open Button W s &t Spy N fEr S 2 a1 ST
W S A% A & 309 b 37 ofUsH § BEA & Tgd W O oI 369 & # i g & 3w
Bl T8 A wEA IR Giest H AW wd fRfere o R o w2 R

- Fandamental [=] @ =i | €@ > Cu £H ~Took -
e Type Size

NNNNN

uuuuuuu

L
J
& Save:- IHY UM H Gd SEYHT & save — (N S —
fepan e 1 Z@e shorteut key ctrl+S 2 e e @ A Q e
standerd toolbar &' e & i TrErde sy | B
save fear S Gl ¥ 36 S At & -
save 37 & 39 drive &R folder =i
A 21 TRl W EEA B Save FHE My oesen
TES AT T T A w7 @T S
save As TRY ¥ HiEd & o =
Eﬁlgﬁ Eﬁ' m format u@ | s_a_ % | Places Save as tyPe: |yword Document - [=]
Errc:saveaa:rw% R ®Ea save & St 2
< Close: - Ef %@' g& E'Iﬂﬁ? Eﬁ' EEY Save As e
& Save adC i & g e @ 0 —— %
qa fran siar ¥ z@e shortcut key F12 8, St == | I
TeEyUl SFRAT Bl & Il gad save As .
FA AR TE T GO o o -
< Page Setup:- 59 option & sEgie & page @& | e -
setup fpam Sirm B 3e SEwrT T § 3 tab "ASEE™ | sve as types | wora Dorument _ =]
B Bl
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& Margins: - =9 tab & 357 %1 margine set #<a &, 397 @1 orientation set @ 21 Page type, page layout & @<
XA 21 U BT option Fe A ® 7 0 I W fe die Bex w0 R
= Paper:- 599 SEgAc & IR & select & B

= Layout:- 398 I @1 layout &< Fxd 31 T SERIHT ST & S @99 Ued page setup HXAT Aifed| 3 I8 34
SEgHT # HeY TEY FHAT A1Med

e T T

Margins | Paper | Layout |

Margins
Top: = Bottom: |17 =
Left: 1.25" z Right: | 1.25" z
Gutter: o = Gutter position: |Left [=] 4
Orientation
Bortrait Landscape
Pages
tuple pages: Normai =
Preview
Apply to =
whole document =] — %
Default... [ oK ] [ cancal | ®

= Print Priview:- 3@ &R SRR & print #7 & 98d 61 S 3 NNTE, 3T T 2 5 page @ print
TR AR AR B Teril Brt & O 6 GAR A T 21 T AR View toolbar st & fea qer @
faft=r wR print preview 3@ @ Bl 3w wwa vd 9 Eﬁ: Lol gl

Blee s sos S PN

N
T G en duer fome Joon Tam e I

t fyeBra ST ®1 3ER &% options B &1 R faf wer & print
fepTa ST W =1 36 SR feX @ M, page range, number of copies, print, zoom &nft & A FQA &

5  Send To OneMlote 2007

rini J
rinter
ame: Properties
Status: de Find Printer...
\ Type: Send To Microsoft OneMote Driver

Where: Send To Microsoft OneMote Port: [T] Print to file

q Commen t: [F] Manual duplex
Page range Copies
@ Al MNumber of copies: n =
() Currgnt page Selection
) Pages: 11 Collate
Enter page numbers and/or page ranges
separated by commas. For example, 1,3,5-12

Print what: |Document E Zoom
Pages per sheet: 1

Print: All pages in range E e page |Z|
Scale to paper size: | No Scaling |z|

< Properties:- 39 U9 ¥ WA H Propertis # 3@ Tg A< a1 S 2
< EXxit:- 388 MS Word &t &g fam sfrar 1 g&et Shortcut key alt +F4 &1
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& Edit Menu:-38 9 & oE # gat wRa 7 editing B 67 21 36@ e & alt+E 31 39 Fa 15 oeM B B

1. Undo: - 38 SUsM & 5% &R0 S 1 fhY S © 36! MR a1 ST 81 36 aeshe @i ctrl+U B

2. Redo: - 38 oT9sM & S&N undo & 1€ FRaT ST &1 36 A Bl & S TS, 6T & Sael JH: add awr ot
HHAT | T ACHT A ctrl+Y B

3. Cut: - =60 Raoide B & Jex &1 cut Rear oiar 81 Cut & W Ricige 39X g8 @ &¢ Sl 81 I8 %e Bla]
clipboard # =e ST &1 IR Paste &% swEgHe § fqusmar S 21 g6 sortcut key ctrl+X B 38 ®eS IR &
e god W Fih Hh B [hal o Gl & IR e [Fah Hid 4l HE B G 8l

4. Copy: - 309 e 5 ™ Fex & it fFar sian ®1 7@ @t @ clipboard & =ew s 2 F&Eﬁ%
§ feuesmn STam Bl 39 sortcut key ctrl+C B 36 Wee IX B B0 Ted W K Hih, R ST T 8
T WEe fod B off PO B B 2

5. Paste: -wm&maﬁmﬁwmaﬂﬁﬁr@ﬁaﬁﬁwﬁww%lsﬂaﬁsho@yctmv@?ﬁ%
WSS T aR &l derdr § W I R S § a1 WEe e &% paste BRE ST B

6. Paste special: - 30 aTusH # HeRAT § Fe A B BB W X B QI %lsﬂﬁ@sww
ST 21 Rred R o & T BT ARG 21 qe T 95T & IEN g A 2 getHE 7 9 ST § ¢
a0 Y T Fex A e B B A B S 2 N
Paste Special ‘ - &Iﬁ
e Mrosaft Office Werd Doament
As:
@ Paste: Microsoft Office Word Document Object -
Paste link: Formatted Text (RTF)
Unformatted Text

Picture {(Windows Metafile)
Picture {Enhanced Metafile

Display as icon

Unformatted Unicode Text i

Result
Inserts the contents of the Clipboard as HTML

Format.

7.C|ear:-mwﬁmmwﬁfo®%a%%ﬁzwm%|saa%snéaﬁﬁdel%sﬂﬁﬁaaﬁiﬁ%m
ISl Bl

8. Select All: - zq& R H U T Rde BT G 2 @B shorteut key ctrl+A B B
9. Find: - 39 s, @ frl o 29, 9= ug e @ find fRem ST @A 81 s@a shortcut ey ctrl+F &1
More option & 7K @ searching #¥ @a 31 3 match case, use wild card, find whole word only, sound
link etc.
Find and Replace EE
% Fudwmt:ou : Search Dowr B

[ Highlight all items found in:

Current Selection Cancel

SDea’:jﬁ-\';jJ case pen E

[] Find whole words only

[ use wildcards

[ Sounds like (English)

[ Find all word forms (English)

T
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10. Replace: - 3@ Mg & STRET & fFel <ff S99, 9= O A @1 replace AT ST @ 21 3@ shortcut key
ctrl+H 21 More option & faft yR & oMUy fadee HX Td 81 308 U §e B &

& Replace Button: - 399 T% % 9= Replace & 2|

Replace all Button:- 368 % @9 R S@gHe & TF & Replace B &
< Find Next Button: — 588 word &l find #X ¥&d 81

& Find What text box: 9% 3@ 95 % f@q R replace &% &l 21

Replace With: sa¥ @& replace & '@FIT T Sud! forae B B
Find and Replac i\

[=ad

[=ad

|- S

Find | Replace | GoTo

Find what:

Search Options
Search: Down
[ Match case
[7] Find whole words only,
[7] use wildcards
[7] sounds like {English)
[T] Find all word forms (English)

Replace

IR

11. Goto: - sﬂﬁgﬁlﬁﬁ?ﬁ%&ﬁ%ﬁ%@ﬂwﬁwwm% Zqe! Short%‘btrhe 2l
“—- AR

Find and Replace

GoTo

Go to what:

Enter page number:

items.

Enter +and — to move relative to the current
location. Example: +4 will move forward four

[ Prewious ][ Mext

| e |

TN

= View Menu: - 38 HIq & Y41 SERIHT &I
qzr hldeaa‘{wo%r%ﬂ s g 14 optjo

< Normal :-

Web layout:- 8% SmEgHe ®i

@« Reading Lay out:- 9 Vi
® Print Layout:- 3§
P e 2 %

Toolbars:- MAK el TEER H At § A T ST A o
sﬂﬁaﬁwwga?ﬁ%aﬁ?aqmw%wwwﬁﬁmﬁ
BT THER SO A9 HE & AFER o S 8 AR 8¢

qRﬁ%@ler bar ® T2 & show tg hide f&ar sirr 21 MS-Word
documeént ¥ zHd AW Td 3w H T H RN B TW W T H
TRt fha ofrem B, R 29 @ @ A R S R

Thumbnails:- 39 mUye 4 2 3G I GHAT o1 TEH TH A
H TR U9 W A & ST T &l 369 99 SERgHC H R § @ S
T 2

Full Screen:- 38 YA & SHgAC H G ST 7 @I S Tl ol

Zoom:- 38 NI | ST &l AR JHR 8 7 Hth @ o Gl ol

T 3@ & o) o oan 81 399 =9 faf= toolbar @ show

fe & reading layout # S@@X 39 @I read #X @ ol
F fic doTee § 3@ dd © U P @ & fic st e &1 39 TXE

(et |

) Page width () Many pages:

() Text width

() Whole page =

12 pt Times New Roman

AaBbCcDdEeXxYvZz
AaBbCcDdEeXxYvZz
AaBbCcDdEeXxYvZz

[ OK ] [ Cancel ]
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& Header & Footer:- 3% 3R GeX & 30 HX & ¥ a1 oI &1 Fores & segic & Joi% I8 I O H el ol
T St matter a1 text SiieT ST & 98 SEgHT & % U9 & 94 ford  BeX oIk U9 & faw foed & gex o arn
21 e AT Yoy & TIofST SMUSH § &l S ol 36 AU § SEgHT § 88 Ud §oX & A G o 6% A 88X
Td §eX TOAR S BN A 3| I8 SERgHT & T U X S BT S

= Header: - 8 397 & top margin # Siter sir 21 39 page number, total page and auto text ik @ Sier S
21 zEa toolbar & 32X & GexX # Gex @ &= # o wdd scroll &% <ff 36 F& & fFw o wewar 21 @ toolbar
e § Iqa! manage ﬁ»‘qT S B

eeeeee

wtoTedt: |4 A/ |@ oM # IS8 a

@”Footer-%ﬁﬁ%ﬁﬂ%%@ﬁww%mﬁ%ﬁﬁ%Bottommargmﬁ B =@ AN B
IodeT @ qe fhar omar 31 g9 ae @l omdew SIS S Hed Bl SN geX A Wi X TR & close
buttonwwwmﬁﬁmw%%ﬂmwwwﬁﬁw@ |t|ng$r65reimwﬁ%|

R e eeeeeeeemeeeeeeeeeeeeeeeaa- ‘ ‘

[ ' i

' 5 o
*

English (U.S.

wsem |
10/7/2011

= Markup:- 38 amus® & comment @& show & hide sTghig @& comment & & 2 21 368 reviewing M
# toolbar st &, fed@ markup @ FEN mT @Ytext 1 highlight <t fFar s 2

= Insert Menu: - 38 ¥ # @era@ & SHRET %aﬂ@%aﬁx‘rﬁaw% zad ga 15 options & B
@Break:-wm&m%aﬂﬁ?ﬁﬁﬁﬂg F T ol $9 AU W s B W Break T & SE@nT

eEMBHY P SLHEEE O

I AT 51 e @ TR & NG 5% HT Tl
Qﬂreak B S

® ) Text wrapping break
Q Section break types

) Mext page

Q ';E:' Continuous

) Even page

\ ) Odd page
= hion B =-

1. Brea ;- 394 page break, Column Break, and Text Wrapping Break &1 s& &=
A 2 |

a. UST 9@ — 399 Ul & {91 IRAMG 9ael Ul &I 96 {63 57 AT 2 |

b. ®fem 9& — U9 BicM BT & BT ST AT B |

C. 2 T 9% — U9 fll Y ored o BBl A W 9% R D & | 39 AT WRTG W T
T B

2. Section Break Types:- page & 5@ %<& next page W < @ & 0dd and even page &!
SIS Aad 2 |

ST W BT U AT B U6 999 § g Fhd ¢ |
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Insert Page Number:-
39 3MUYT | STRFHC H IS FaR & Siiel O Fadl & | 39 919 § Uol FaR Bl Haf W)

e 2| g Position Combo box 3 fieiae axd 21 ik 39 gax Combo box &
Alignment &1 g7 € | S99 T d 9144 BIal & o9 B Us R FeR fe@rr € ar =81
9! i far sirar 21 format Button &R s axa 9@ Format va page
Numbering &1 @&l I URY FRAT 8 SHDT G Il © |

- ~
Page Numbers &J

S

Position: Preview
Bottom of page (Footer’ |z|

Alignment:
Right [~]

Show number on first page

(o) o) %

Date Time :- 39 amuvs ¥ grwpc # Date and Time &7 Siie e ¢ | H%w@ﬁw
fhar 2| 1 SIS T ST 31U 31U HFRYEX ST W JUST & O B |
Auto Text:- 59 U ¥ UST STRHC H Cad Pl 3 AT SIS Fehdl
RINT STRHC H qgaoATGT IR HRAT BIAT 2 | I Sl AT 2ea IT a1d BT & | DT
Text SaEfT a1ad # Sire < 2| fhR o9 ff 89 99 oI & foa= Uy a”d & o a
text S SR ¥ € TGl & | A ST SirSAT BN | 1 $eR bR o | \\\
T T Bl auto text # SireT
Go to Insert menu - auto text->auto tEXtQ'\’ﬁ'?*I?BWEI?AUtOC\ T BT
STAGHT qTeRy 3Tl 2 | O\

Show AutoComplete suggestions
To accept the AutoComplete suggestion, press Enter

Show Toolbar

Look in: All active templates [=]

[—T—

text tab @1 Rielae #=a 2| Entre Auto text Entries
tton w fdes axa add wR <4 7| R S @ fSfere a—en
e Button w faeis o ffore ax 2 21

Button W fdeid oxa U+ SIRFE H AN IR Adhd © RIR 3T |

39 97T ¥ U9 9 B 2 |
here boxﬁmﬁ%@g

Jg ¥ auto text g |

) g 2| 398 U vreg 97 forg B 2 | RO9a! der H1eE &) Feradr |
TIEY DT & | ATIHATIIR §8 AU SIRFHC H SIS BR 3T STRHS Bl
TR PR Ahd B |

ok button == <d B |
g;y I:- 59 amuws & sragHe H symbol &1 insert =1 Wad 7 | Ud S\l shortcut key
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T e — e —

Symbols | Special Characters |

| B
mW (|

=== | T | -
M| ®
ntly used bols:

| £l¥|e|®[m™=]=]|=|=|+]x[o[un|a]|B]
2: 32

Character code: [32 from: | Symbol (decimal)

®| | X [
@ = hm \_@

Qe
O e oW

<& 0
|

LY [01EW)
-

f| | |00

~3| |

ﬂ
)
AR

rrect... | [Shortcutkey... | Shortcutkey:

e
Field :- o2 2Is9 U& fNY UoR ST MUY 217 & | RieT T 3 A TeR @& Biee Q\

% < Bl STRHE H for@ Wad & ol math formula , Equation amf |
Field B waaaass e S @‘

Flease choose a field Field properties
Categories:
Fquations and Formu[=] | Sk the button below to set advanced field options

s(b

Description:
Calculate the result of an expression \
Preserye formatting during updates !I %

\&
Comment:-wmﬁa@?%ﬁﬂﬁﬁﬁwwﬁmﬁew

Picture:- 3991 g9 sag#e 3 Picture , word art, skapPes, chart anfe @1 sragic
AT & wWHTS -1 Ahd & | 3481 w3 &1 Drawing Tool bar 3 qhd T |

File:- 9 3w+ 9§ STRpiC 4 A ®BIsd & o F AT PR A © |

Object:- 77 vaww fiftha &1 va 2 3O T § WY srwide &l
T DT 2 |
Qﬁmﬁﬂﬂmmaﬁﬂﬂ%{?ﬁwmt‘) AP & ®T H W TS Fahd

=

SIRFHT H 3MTeoiae Pl SireT—
Go to Insert menu > Object wR faeig %P & object F™ &1 ST qra™ 377l & |
SimEs —— . —

Creats Mew | | Create from Bic | |

File name:

.= Browse...

[ Link to file
[ Display as icon

Result

. Imserts the contents of the file into your
EE document so that you can edit it later using the
application which created the source file.

[E—T— - 1“
5 TR H a@g‘lﬁ 2
gfe foie wxmar 2 a link to File Check box @1 Ricide &xa 8 3R Ife Brsa &l s
@ w7 H =1 g | a1 Display as icon @1 Rielae &< 7 |
Browse Button W facie &xd BIedl &l Riclde axd 2 |
e wrsel @l fofe fdbar war € a1 afe source File & gar fear sirar g1 ar Destination Object #
auto update =1 simar 21 edit menu & g9+ editing f ST |ad 2
Hyper Link:- g9 muys & aada™ ST # fodl A w1sd &1 o o=mar <1 dadr 2

o/ wR Ctrl + click &% W 98 S/agde ol Sl 2 | o9 I8 gexe $l a8 BRI B
T 2| T D A AfAE SIS DI MU H SiIe Fahd 2 |

sg@1 Sortcut key ctrl+K 2| BswR foie starpc under line g1 2 iR 6@ ®olk 9
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A B |
Link to: Text to display: |C:\Users\anand'\DocumentsDocument. rif
Egshlle o Look in: | My Documents lz‘
Web Page . DRPSull-Final Bookmark. ..
Current . My Received Files
kS . OneMote Motebooks
Place in This . WebCam Albums
Document Browsed . WebCam Media
Pages | poci
< ] pocument
Create New suer

Recent
Files

Document BF| TalyODBC_S000

Address:

[=] [ Removeink |

[ ok

Format Menu:-34 #IF] @1 ¥erIar ¥ STRHe @ formatting @1 ST ! © | S99 dlag Iy
BT & | 39! Bie & alt+o & |

Font:- ww%wmﬁ%ﬁﬁﬁ%lmﬁmﬁm@?ﬁ
Formatting @' < |adl & | YoM <9 9 <ad @ font, Font style ,Font Size ,Font
Color anf& @1 981 S |&aT © | Ud <o d fafi= wer & Effect o7 & & | s

ShortCut key ctrl+D = %Q

A <9 Character spacing @1 grar € R S & W &l 9 fhar e 2|

Cr\Users\anand\Documents\Document. rif

E-mail Address

] [ Cancel ]

T 29 text effects &1 srar 8 | R S # qwmmtvﬁ animations <

Font color:
Automatic

Underline style:

[=] | cmorney

Effects
[ strikethrough

7] Double strikethrough
] superscript
[ Subscript

Prewiew

Times INew Roman

This = = TrseType font. This font will be wsed on both primbtes amd soreen.

Default. ..

[ oK

I

Cancel |

B B |
Indents and Spacing s5 <9 ¥
S 2| kmmw # 9 Indentatio
AT @1 I 7 | Wi s

T IRTTH & g Bl '

paragraph :- s 3muyd W W

ormatting @ Wi 2 | S ST 9169 H &1 <

gnment, Indentation, Spacing @1 % f&ar
left , Right and First line Indent s &= @t

Ugol 3R 97 BT W Ae fhar S 81 396 el

[ <1 2 | 3 O [feT & Sl 2
Ul

LineandPageBn&s,;)aﬁaTs‘:rw g D1 AT BT Sl 2 | fb T WRITE Bl HEl
|
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-
Paragraph A Lﬂg
Indents and Spacing | Line and Page Breaks |
General
Alignment: Izl Qutline level: Body text EI
Indentation
Left: o = Special: By:
Right: o = {none) EI S
Spacng
Before: 0pt = Line spacing: At
After: 0 pt < Single El =
Don't add space between paragraphs of the same style
Preview
Samgile Texs Sempis Texs Samgle Tex 2= T 2 Tms Sample Tons Samgpls Tons
oz Temt Sampis Teet Sampils Temt Sempls Towe Sempls Toms Sampds Toms Sampls Toe
Samgle Tems Somple Toms Somgle Toxs Sampile Toms Sample Tms Samgle Tone Samgrle Tome
o ] [ cancel ]

bullet and Numbering:-@gt & srag#c % Bullet and Numbering @1

9P ST 97T H IR 29 8 2 |

Bulleted Tab:- =g bullet and Numbering SrI@iT a1ad &1 Ugall <9 il
sagie 4 bullet &1 9T #x A& € vd Customize Button R fads a=a
e Wad = | ud alignment, Position snfe &1 fuiRa fear s |warn
Numbered Tab:- o dfaa &7 guRT 29 81T & | 399 sragdic § Nu

21 g9a1 fi customize fomar < |war ¥ | Rt alignment, posjtio
3 feiRa fear sar 21 9= 1.,2. 3. 4., A, B, C. I, 11, 11l
Outline Numbered Tab:- a8 SR ared &7 TRRT <

Numbered &1 gt e smar 21 o1 1., 1.1, 1.1.2, 2.
Line Style Tab:- 39 <9 9§ @4 @ ISd 3l g

=

Bulleted

Mumbered | Outline Numbered | List Styles |

o

Mone . e

o

* *

ra
ra
>

T

EICs!

Borders

r}s(s & shading:-

0]
gY mﬁv a1 g1 7 Border and Shading @1 9T &R ¥ad & | 39 SR

etc.

sragHe 3§ Outline

\

Customize Numbered List

STRIHE H BR Ahl

Mumber format

| [ een

.

Humber style:

b, c, [~] Startat: [a
Number position
(TN -|  sligned at: [0.257

Text position
Tab space after:
0.5 = Indentat: [o,5°

<9 ©id & | 394 setting, Style, Color, width anfs &7 e faar Srar €1

b ¥ vree a1 Wxrumw # Border oM ahd © |

Page Border Tab s9 29 & ual # Border &g &1 &l & |
Shading Tab s¥=¥ srapie # shading ormE 7 &l 8 | Td S9! 9% doR & FeiRd

fopar

ST 2

Xt Position smfe

Page 28 of 64
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Borders | Page Border

Setting:

i o o {

I Shading |
Style: Preview
- Click on diagram below or use
Mone IE' buttons to apply borders
Box | |
Shadow oot v
colgr: | =
Automatic |z|
Width:
| [ ] | s
astom Paragraph Iz‘

[ Show Toolbar

Column:- Format menu & 39 3MUS9 I Ul § ictd &I Sile ddbd & | U

] [ Cancel ]

BT & | SED! 39 MMUTT A TP ¥ AS Pierd H a1 Fad ¢ |
Cotumns B
e — e e [ —=
BHIIENENENElI——

e Twwo Thres Left Right
MMumber of columnis: 1] = Line between

wWidth and spacing
Col &=

L 1
L 1

[ij

Wb

Apply to:

Width and spacing ¥ @fa @ @SS Td 3

width:

Equal columm width

ole document

Column srIafT a9 # presets ¥ dfe™ &1 FAd 2| 3]
@ € Fahd 2 | R wfem @nfd 8 2|

Prewview

Start new column

TP
line between check box @I &= &1 HieH j'ﬁﬁﬂ;
S & o) STPT 9 HIAT UsdT © | S

Tabs:- s8¢ 29 &I &I W

Tabs - [
Tab stop position: Default tab stops:
0.5 =

Tab stops to be deared:

Alignment
@ Left Centel ) Right
) Decmal ) Bar
Leader
@ 1Mone D2 iens ®3
® 2
[ OK ] [ Cancel ]

EEik

ber of Columns & &fe® &

A X Ahd 2 |
WE G © | U Pl I TR Dled 4

=l

8 9ad 8 | YAqH Udh Hiald Bl & |

sition , alignment and leader =nfe @1 d€ &R FHd © |

U PR D HeR IR DI HeE I Wl (BT S Fhal & | AT < DI HeR dR UR MR Il 8 [
9 ¢ B BT AT 2| A HER T B AR HhT B |

<9 ¥ U YHR $T MASHE BIAT 8 | SHST YN I &H U STRFHT & JaRId dld o IR

B Fhd 2 |

Page 29 of 64

Change Case:- 399 Ugal ¥ foid Weal @& & $I 9Gall off Fhdl & | S Ufg &9 8Id ¢ |
il Y B9 & il ) B9 § gger S Adhar B |
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-
Change Case u
.
) Sentence case.
) lowercase
) Title Case
(7) tOGGELE cASE
[ Ok J [ Cancel ]

1. Sentence Case :- 50 & & I¢T BT TSl 3eR g7 8IdT & | 91h! I 3R B 81 ¢ |

S— | am student of dca.

2. lower case :- 39 &9 ¥ I I R BIC 80 & | W— i am student of dca.
3. UPPER CASE :- 39 &9 & 9+¢d o) 31eR s 81d 21 wa— | AM STUDENT OF

DCA.

4. Title Case :- 39 &9 H Y% g &I U8l 3R §sf aiar & | wii— | Am Student Of

Dca.

Page 30 of 64

.
N

\‘Z}

3R Sl 9 8Id & | 98 BIC 8 o & | o — 1 aM STUDENT oF dCA

5.tGGLEcASE:-a€wﬁWWWW%|WWﬁaﬁaﬁ%@ﬁ%la’s’a@:
Fill effect and

Print water mark @1 e f&ar &1 godr 2 |

Background :- 399 SIREiC & JHIUTSE DI 9 ST Al %‘\

Format menu—> background-> fill effect

Fill Effects

P O oolor I

W Twwo colors

= Preset

i[bf ik

Shading styl=es

T Horizomtal

T wwith shape

[ o= ]

[ canc= ]

Sample

3

Printed Watermark

Format menu-> background-> priRds@)water mark
[ A

[

Scale: Auto Washout

() Text watermark

Text: ASAP
Font: Times Mew Roman

Size: Auto

Color: Automanac Semitransparent

Layout: (@) Diagonal Horizontal

Cancel

Auto Format :- s 3muy= 9§ STRpHc @1 autoformat faam ST wear 2 |
Iqd! 2T, fore | IRUTE &n1fe @I Ae fHar Sk 2| Td 38 Cod 599 Rwerd fdar Simar @

s a8 e faw o1 & B |
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AutocFarmat As You Type

AutoFormat Smart Tags

AutoFormat = |
si Automatic bulleted lists
word will automatically format "Document1”, < Other paragraph styles
. t guotes™ with “smart quotes”
) AutoFormat now (1st) with suy script
@) AutoFormat and review each change = (1/2) with fraction character {v2)

sh (—)

Please select a document type to help improve the
formatting process:

Letter [=]

[ _optiens... ] [ oK | [ cancal |

Styles
Always AutoFormat
Flain text WordMail documents Q

Styles and Formatting:- 9 amys & Formating @ forl eraa &1 ol &R dad
IHBT ATEHT BT Bl IRATNT R Fhd 2 |
S9H IRIITW |, 31eR ofde @ |feT @ ol 21 vd Font, tab, paragraph , border anfe @1 dice (b

fopar mar 21 \\

[ Mew Style L= | === I i Styles and Formatting -~
Properbes T TS
Mame: e Formatting of selected text
Style type: Paragraph [=] | Heading 1 |
Style based on: 1 Heading 1 [~]
| select al | [ Mew Style... |
Style for following paragraph: 7 stylel E|
Formatting Pick formatting to apphy
e EE) 7 ula - Clear Formatting BS,
=l = = = = = R = == -
= = I Heading 1 11|
sssssss Heading 2 b
Heading 3 n
MNormal m
Heading 1 +
[7] Add to template ] Automatically update i
|! ok [ conca |
—— — Show: |Asvailable formatting El

@ gfc o Alt+ T gt 2
Spelling & Grammer: - M Spelling & Grammer Check &= @1 gfaer 8t 21
St ger English @ &9 SHaRY w@d Y8 TP HEEYUl <ol & TAUH IS GOk g
fordt 0 et Spelling & Gramme Or &I show &=+ T 7 |
afg word @1 Spelling e &1l A STl TERER W@ o7 Wil 7 | &R Al umvR
weeft error Bt B 1 A1 9 TENGR AT 31 S ® | SHPT 3 AT Dl
Spelling & Grammer ST AT E |
gad! wMcdhe o F7 ¥ IT AR H error gl & 99 WR Wsc fdad dRd W
2| for® & 92 suggestion &1 g+ form rar € | R Iaad!

Tool Menu:- \\i‘)"
w%ﬁwm$®%%|mﬁw@ STRpHe & fomml fhar S Ao 2|
S Word™

503: wou can also embed XMIL data into wour cuwrrent document
Path expression as an IncludleText ficld in the Field dialog box. If 3
: the XML data in a Include Text pcifv am 3

Ignore All
Add to Dictionarny

AutoCorrect >
Language >
Spelling...

~

Bl Look Up...
&

==

Cut

Copy

Paste

Spelling & Grammer S=&T arad # 1 91T 81 21 Not in Directory box # #ex @i g1 &
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;ﬁ%r Suggestions Box =rar 2 | f5ra# suggestions smd & | forad & w8l e g7 forar smar
|

I YR BT N1 2 6 I8 oeg 91 2| a1 IFdI HRex a1 Dictornary # Sire @ ford
Add to Directory Button wR fdeie @R < & @l 98 A HRYSR & YRDIY H IS Nl & |
g ereg BT ! & Bl @ dr Ignore Button &R e @xd & | &k IfC 99 o &1 ¥
rRe # Ignore @A grar 21 o1 Ignore all Button w faeid @) <d 21

e wres ®I g B & drf Change Button wR fdea &= & | &R I 9 oes &
st § Change &= grar 8 | o1 Change all Button o faee #x < 2 |

{Spell ng and Grammanr: Engl ish (U.5.) 5- W co—— ﬂ

Mot in Dicionary:

Edition 2003 or stand-alone Microsoft Office [ =] Ignore Once

Word 2003, vou can also embed XML data (|

. . . g Ignore All

into vour current document by specifving an \

HPath expression as an IncludeText field in Add to Dictionary

Suggestions:

T
Paths
Pith

- AuboCorrect

Dictionary language: English (U.5.) EI %
Checlk grammar
— eSS

Language :- \\\
Tool menu & 39 3muss & wT Haell g &g = | fora# language set &@wesaurus

Translate option &t 2|

Language set & STagde @I 99T BT AT IR qdhd 2 | (b»

Translate s amuy= | f&=dt 1 wres &7 Translate o= w&d 2|

Thesaurus # 3¥a same meaning show &=ar 2 | fo=Ta Xcb BH 37U SIRHC Pl
atravtive &9 Sad 2 |

: Ressarch ——

Search for:

check N\
Thesawurus: English (.. [=—1

= |

==l g E [ B SC iy

= meabkce swure (w.)
make sure —

=rnsure

try out

= safoeguaed (o) =L

TEp Set services on OfFfce Marketplace

n\on - Document & left and right alignment aﬁ Tl fea™ & o wreg &1 drer
Y forar | Y@ Sl qUEIST AUBESHGS & BRI GXT ¥eq I oflsd # el forg urdr 2 |

SIRCES S AR ¥ I I 2 | RNTEY 98 W WMol I8 ol © | o9 STRpe

: 2l

EREal P R P @ ferd Hyprnation option &1 TIRT @xRa Iea BT BSUREIC (HAT S
2| o9 98 w8 9% B oIl © | 3R g8l W hypernation (-) @1 &g a1 ST © |
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Hyphenation ﬁ

el

[¥iautomatically hyphenate document
Hyphenate words in CAPS

Hyphenation zone: 0,257 =
Limit consecutive hyphens to: g =
[ Manual. .. ] [ QK ] [ Cancel ] |

B e ST 91T § I HRaT 2 |

Word Count: - 9 UST ¥ SEFHC & U, IS, IRTUTH, 991 3feR aTel e, WWQ(

-
Word Count ﬂ
Statistics:
Pages 1
Words 237
Characters {no spaces) 1,130
Characters (with spaces) 1,377
Paragraphs =1
Lines 21
3
[ Indude footnotes and endnotes \\\
[ Show Toolbar ] : %

N

Mail Merge:- o8 T7 TH a8 @I o Feayqol gfder § | # e} TIR HRAT B B |
Tl IR HelTol BT VAN Hd 8 | O U9y U=, foeaer o | arrfﬁv—ﬂ | et s &9
ST BT oS Fahd 2 |
Process of Mail Merge:-
Step 1:-
Goto tool menu - letters and Malllngsemall m #<d © | dar Mail Merge =™
WWWW%IWWWEE BT B | SHBT g 2 | o letter,
Email, Envelops , labels anfe | afik Next Bu PR B |

S PAail Merge
o | e | e

Select docunent by pe
what type of document are you working on?
@ Letters
0 E-mail messages
0 Envwelopes
T Labels
0 Directory
Letbers

Send letters o @ group of peopls. You can
persoma lize the letter that each person
receives.

Click Mext to contnue.

Step 1 of &
= Mext: Startng document

~—

Step 2%
59 SIGINTTRT 3 I8 Rielde 3)d © & (69 SIRHT 7 BRI &1 © | S9! g9 dx Next
Button &R fdeie &xa 2 |
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: mAail h"k:ri

Select starting do-cumneemni
Howve do wow want o set up yvouwur lethbers?
0 Use the couarrent document

0 StaErt from a template
@ Start from existng document

Start from escistima
Start from an existimng mail merge document amnd
make chanmnges o the comntent or recipients.

-

Step 2 of &
[— 3 Fext: Select recipients

= Previous: Sslect document type

Step 3:-

39 ST 919 # Ugel | IURYA S BT FAd 2 AT 797 SN a1 8 | 7T S[eHd
@ ford Type a new list 1 g & @ik Create W faed a2 | 3R Srerdd ol

-

: hAail hMerge

-

Select recipients

@ Use an existing list

0 Select from Outook contacts

) Type a new list
Use an existimg list

Use names and addresses from a file or a
database.

= Browse. ..

=% Editredpient list...

Step 3 of 6
= Mext: Write your letter

4= Previous: Startng document

Type a new list> Create—> customi
Sire Iahd 2|, gl H SURd Hles

3k ok button =R faed B 2|
T ereT BT Sred & forl New
foretd a_a T 3R

P4 © | R Next Bytt

New Address List

B BY b

Ty A T

Page 34 of 64

B
Q§
%@

A st Klos @) [RIMe aed 21, 40 Bleg @l

21, Bl DI 3T T W B Fohd 2 |

et HRd 2 | I STel fhdl &R & d1g il g IR
2| Refresh Button = faete @ ok Button W feis

s

Enter Address information

Title [ | pxisting l

First Name
Last Name
Company Name
Address Line 1
Address Line 2
city

NewEntry | [ DeleteEntry | [ BndEntry... | [Fiter and Sort...| [ Customize... |

View Entries

View Entry Number First e |8

Total entries in list 1

Step 4:-

Cancel

I8l 9 Greeting line and items &1 SragHe # Insert (Sired) @=d = | 3k Next Button w faeia

B B |
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Write your letter

letter now.

the items belowe.

Step 4 of 6

To add recpient information to your letter, dick
a locaton in the document, and then dick one of
=2 Address block. ..
1= Greeting line...
7% Electronic postage...
i1l Postal bar code...
= ™More items...
when you have finished writing your letter, dick

Mext. Then you can prewview and personalize
each redpient's letber.

If you have not already done so, write your U= L == s .

Insert:
0 Aaddress Fields @ Database Fields

Step 5:-

[ Match Fields... | [ Insert i [ Q\
L 2

= Mext: Prewview your letters
% Prewvious: Select recipients N

P

3 WU # el Aol Bl ufear g1 & ol 81 3k Next Button wR faeid &vcr 2 | ,(b

Z mAail Iu'h:ti

Prewiew your letters

One of the merged letbers is previewed here. To
prewvieww another letber, dick one of the

Followwing =

CHh, Find a recipient. ..

rMa bloe= chaa

meciier: = %Q

You can also change your recipient list:
EE Edit recipient list. .. \
[ Exdude this recipient | %

wrhen you hawe finished prewviewing wour
I=etters, dick Mext. Then you can print the
merged letters or edit individual letbers to add

personal comments.

Step S5 of 6

= Mext: Complete the merge

Rl FPrewvious: Wwrite yvour lether

Step 6:-

)
w@uw@eaﬁﬁemmmaﬂma\\@%

all - s ¥ Rapre fife & SR |

Current Record:- s99 ®dd aaqaH Rare fie

From:- s+ Siet 9 oief a&b & Rare fic 2| SIHT 39YT PR B |
3R 3@ # ok Button w faeias w=d 2 1\ fiie & o 2|

@::@;n

Mail Merge is ready to produce your letters.

To personalize yvour letters, dick "Edit Individual

Merge to Printer

Letters.™ This will open a new document with
your merged letters. To make changes to all the

Print records

letbers, swibch back to the original document.

Merge

2y Print...

J 3 Edit individual letters...

Step & of 6

<= Previous: Preview your letters

HHGl TAGR 3T 2 | Foad #etdsl BRI Pl $A @ |
¥eT WOl A AHY Bl gad el B | 3R AaHdT b AR AN B R e TR & o 2| g
T B &I 98 HH S BT © |
Labels & Envelopes: - tava g€ # <fdd iR fawm @t AfeT axa S & i axa
S9! fiic fHar S o 2 |
Goto Tool Menu—> Letters & Mailings—> Labels & Envelopes & fda® @3- wk Labels &
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Envelopes 9 &1 SN areRt AT € |

Envelopes Labels

Address: Ll =[] Use return address

Print

-~

[

Mew Document

Cptions...

E-postage Properties...

( ]
( ]
[ Cancel ]
( ]
( ]

7] Delivery point bar code Label
Print Awery standard, 2164
@) Eull page of the same label Shipping
) Single label 2
Row: |1 | Column:|1 :
L
Before printing, insert labels in your printer's manual feeder. \

A 3
sﬂﬁaﬁé-ergﬁiﬂEnvelops,labelsWmm%wﬁﬁwmﬁlms@
Option Button w fdere #=a 2| 3R oifde &1 drssl g 2 | a1 fBR new label &R s

fder &1 T B B

: | ®
Printer information .

) Dot matrix

@) Laser and ink jet Tray: |Default tray (Default tray) IZ| \
Label information %

Label products: Avery standard Izl \

Product number: R

2160 Mini - Address =[S
2162 Mini - Address E| Type: Shipping
2153 Mini - Shipping - Height: 3,317
2164 - Shipping

2180 Mini - File Folder Width: &l
2181 Mini - File Folder Page size: Vertical half sheet (4 14 »
2186 Mini - Diskette ol

[ Details. .. ] [ Mew Label... J [ Delete ] [ Ok ] [ Cancel ]

Rt ofIel orfiet T AT |, WSS, ord, AR e w7 2 19 ok button T e B
2| fic g7 ) fadeid B ifdet @l fic &Y

Preview
Side margins
Top margin
[ ar
) § F— Width
Vertical pitch Heigh Mumber down
— Mumber across

Label name: |
Top margin: 0,84 = Label height: 3.317 z
Side margin: 0.13" = Label width: 4" z
Vertical pitch: 5" = Mumber across: 1 z
Horizontal pitch: 4" = Mumber down: 2 =
Page size: Vertical half sheet (4 ¥ x 10 in) [~]

[ QK ] [ Cancel ]
Table Menu:-

Table menu & 2fael &1 o911 &R 2fdel & W BRI fhar S WebdT & | 399 dies Ay e © |
gaa) gfc @ alt+a g |

Draw Table :- s59% 89 fdd &1 91 9&d 2| 39 W fdddd H37 TR HOR BT MHR Uk
@ §EF 8 O B | 3R Table & Border M &1 oA =1 819 o'l & | foRaasT 9T 9
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gH <fdar &1 faior o Ao

g BH TG & ATAR 3T TG Bie 7 Fhd & | Ua f¥fere o o 2| 3@ 41
AT SHS STl BT W1 I IR Fad ¢ | fod @ (= gar @1 9w & o1 @l 2|

Tables and Borders

EiET
2 - i |[E]- g Aaln sl %l =

- wpZ - B S~

Insert:- e A9 & 9 MUY ¥ STRFC F WY AT BT S Fad T

9D SIIANT 91T H T Td Bt &I AT Bl <A1 81T © Ua auto Format & 2 &

Format @1 Riciae &) ddd 8 | s@d 91g 0k button = fdetd ®=a & e insert &1 S

=

A 3
gaa rarar g9 <fda # left column , right Column, above and down row wa cfaer # {b

A A BT AT A S Fhdl © | (b\

Insert Table

S |

Table size
MNumber of columns:

MNumber of rows:
AutoFit behavior

@) Fixed column width:

(71 AutoFit to contents

() AutoFit to window
Table style: Table Grid

| (Ed
x| [[aw
L4

N\

[T remember dimensions for new tables %%

[ OK | [ cancel |
o Delete:- s amusa & Table, roye \and cell =1 fefere w= Iad B |
. Select :- g9 amuy= & Table, colymn) row and cell &1 Riciae &= Fad 2 |
o Merge cells:- 5 amuy= Tapl&column, row and cell @1 Ricide Fxa IS A9 B
HBA T (AT ITBT 3MIH H b PN
o Split cells:- s & ¥ 31fers row and column # dreT ST AT & |

Split Cells

Mumber of columns:

Mumber of rows:

Merge cells before split

E <

1 -

—

format

] [.Cancel ] |

uto Format:- s 3muv= ¥ <fda &1 auto format foeam < wadr = | Ry 2fae &1
P AT HT 8! Bl 2 |
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Table AutoFormat

Page 38 of 64

Category:

Table styles:

e e | ~ |

Table 3D effects 1
Table 3D effects 2
Table 3D effects 3
Table Classic 1
Table Classic 2
Table Classic 3
Table Classic 4
Table Colarful 1
Table Colorful 2
Table Colorful 3

|| | Table Columns 1

East
West
South

Total 21

Q\

Apply special formats
Heading rows
First column

o
Last row
Last column

[ apply ||

AN

Cancel ]

Auto Fit:- s391 <fdd & 1 U9 dieM &1 ST el & AR e fHar

I UG BieTH P AT xR B ol Fehdl ¢ |

3 IMUYT & 3N
bl 8 |

Convert:

&

UTg 3Ny B 2 | RTaT \A8radr | 87elT 3T dhie o fihe

39 AUYT P <o W <9l Ud fdel o o |

Convert Text to Table

GEral
méwﬁéﬁaﬁww%wwéﬁaﬁﬁmwaﬁma@s\

]|

Table size

Mumber of columns:
Mumber of rows:

AutoFit behavior

() AutoFit to contents
) AutoFit to window

Table style: (none)
|| Separate text at

() Paragraphs
@ Tabs

@ Fixed column width:

") Commas
) Other:

‘Z}

4 ik

Convert Table To Text

ilr

Auto Separate text with

) Paragraph marks

() Commas
() Dther:

AutoFormat...

Convert nested tables

Ok J [ Cancel

)

Seprate f&ar S| 3

foeTd B 21

Seyt:-

Desending %Q

o

Y| ol 7z PiRd fem o 2| b e 9 T 29w @
AT T 31T S9H W BIs U Riclde & 0K button =

<fda & srer @1 9t far 97 waar 21 g9 a1 geR | Ascending or
rt far S Adar § | 399 e |, <189 Ud Sorting @ JaR & Ricde

sorting @ for U &1 31 Smuv+ &1 < 7 |
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o

Sort )
Sort by )
Calumn 1 =] Twper Tet  [+] 0: S:Zi;:gig
Using: |Paragraphs |Z|
Then by o A -
. @ Ascending
E Type: [Text IZI _) Descending
Using: |Paragraphs |Z|
Then by —— di
o ) (@ Ascending
Type: |Text Descending
Using: |Paragraphs Q ¢
My list has .
Header row @ No header row \
[ ok ][ Caneel | N (b
Table Properties:- Sigaq I9e &1 I8 (S Ae@yol MUYSH 8IaT & | 3949 <fda &I properti %
e fHar S Fodr 8 | 396 ST 979 H IR <9 81d © | '(\
&
. able Propertics (L8 [t
Table tab s 2faa @1 properties set &= 2 | Tff -~
Row Tab & 1 &1 QfeT &) o 9adl 2 |
Column Tab 399 ®fem & wdfeT o1 ot 2| e [
Cell Tab = Wier @1 AT 1 oy 2 -

I
£ lm

)
o
]

&
P
&

=

m
8
- ]
Z(NE| 5
g i
=1
i

=
G|
g

5
a2

=]

Windows Menu:- & I & g7 a€ # T& @% Co ] (o o 2 2
It

IESISECIE]

fraT I € | U9 U a€ STagde ISt &r ST FhT B |
HeIpMenu:-mwa@‘zﬁaﬁﬁ&mﬁ%lmwaﬁm g

TUNTT-HE
MS Excel: Introduction and
And Keyboard Shortcuts,
Various Data Types, {si

orders and Shading... | | Options... |

se, working with MS Excel, Toolbars, Menus
Workbook & Worksheets, Using Wizards,

rent features with Data, Cell and Texts, Inserting,
Removing & Resiging lumns & Rows, Working with Data & Ranges, Different
Views of Wor sré}Column Freezing, Labels, Hiding, Splitting etc., Using
Different featuNit Data and Text, Cell Formatting including Borders &

Shading, (‘0
UNIT
Advan tures of MS Excel: Multiple Worksheets: Concept, Creating and

Using M¥iple

Worksheets; Use of Formulas, Calculations & Functions, Various types of
Functions, Cell Referencing, Absolute and Relative Addressing, Working with
Different Chart Types, Chart Wizard, Printing of Workbook & Worksheets with
Various options, Database: Creation, Sorting, Query and Filtering a Database;
Creating and Using Macros;

MS Excel:- Excel T w0 va 3iffha &1 U software 2 | e Feraar I 89 sieed 1)
SICTARIRIAT BT BRI B Hbd 2 | Ud ST bl TR B bd & | 398 SIead Pl Aol Hd & ford
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faff=1 &R & <o B 2| RIS TN axe SIele¥ @l BT &R A& 8 | 39 TeliasT
AR & {9 R # A1 9 81 2| 399 A= yeR &) @ ToarR Bl 8 | et ganT axa
3T BT BT T | I Fh ¢ |

SHH U Uiy fdsT B8Rl 2 | foRid 3R 9dgd 8l & d9gd & 3Fax ddbdlc sl o | Uaid A
Il B ghile ¥ R fHar 9rar 2| 398 U 3R B 81 2 | 3T 3R b 9§ fieiex I a7 &

399 AP ol BT Uh address BT 2 | RN el TS HEl Ol € | I8 U Bl IR A B AW
I faear &1 81ar g1 o Al, BB10 anfe |

T% gapre #H 65536 I @R 256 wfer 810 © | X1 &1 = Number 3 Y&dT 8 | 3R dict| &1 9
alphabet # 351 2| 39 @1 ¥t @1 w1 1 B © | 65536*256=16777216

U% qadbge ¥ 256 gade B 8| \
g9 ST Blsdd 999dT & | ST fgdiae =\ . XLS gar 2| %

Thgdh— T8 Th Uadel Blsdl il o | o 3R &g addie 8l & | R Sl & R
GHHT%‘WEBHWE%WZ%WEEﬁ?ﬁ%lW|swcrc?ﬁ?quoﬁ|c%ﬁ‘cﬁ%‘mﬁm

Sirer a1 fefere far 51 waar 2 | W far o1 wadr 21 &R 33 die @ oidt g anfe
IRAdT & fhar ST Aear 2 |

JHgdH OPEN T TR FhUIC 3T MY Gl Bl B | T F9F H Udh & qahgd W HY

Tohdr 2 | o Ufded 9@ e o1 S 2

JHUIC — JHUIC gb D USl PI 8 Bl & | ORI 8H ST Bl R HR qhd © | 7

65536 31 3R 256 HicH B8 1 Ud 65536*%256=16777216 Wl B & | T DITH BT Tdh TH
@ﬂT%IﬁWﬁEEﬁﬁ%IWWA®|V=256Wﬁ?ﬁ§IWﬁWWQ%\?W%}IW
Y51 1 To 65536 d@ =21 21 s 99 fFar o FaeT 2| \kz

Jel— A 3R Bfed & e A I 9991 8| Th ghdie § 65536* 256 16 cells &rft 21
Il H STeT B forar SIrar 81 U Hel # 255 2eR ford S dahd A B A BT AT
Al BT A I9qT B | IE TA BT VS Bl 2| & 9 v fHeaax AT B

mﬁmaﬁmﬁaﬁwﬁqﬁﬁﬁmwwélw BT B7 B AT fbar
ST Hepall 2 |
SH @ A AR BT B | S A B

wee #g(File Menu):- 5 ¥ & Fgraar & RIYT Brf @1 far Sirar 8| s9a 3iaR
Alelg M99 81 & | e 9anT ®ied ¥ fear gfc @ alt+ F g 21

1. New:- 50! Fadl & T3 96qd ol g 2| g9a shortcut key ctrl+N it 2 |
New W fdetd &= .k New Workboo Q_CB fder amcht ® o=t g9 Blank Workbook
R fded w-d 2| RNEd g a9g® eﬁﬁ%

ENEW Workbook *

(& 8| a

New
_] Blank warkbook
@J From existing warkbook. .

Templates
Search online Far;

2 Templates on OFfice Orline
I_3|=J On iy compuker, .,
[ & On oy Web sites, .,

Recently used templates
2. Open :- 399 Ugd ¥ 91 9dhgd @I open fdar Sirar & | s9a! shorteut key ctrl+0 gt 2 |
gad Open M @1 fJer oMl & foraH Taia wisat &1 Rietae dxa Open Button &R foers

BB BIsal D Open f&Har SIar 2| A1 BIsdl IR I fdedd dxd © T Yadel Bisd 0pen
B ST 2 |

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324)



R S I T Computer College Karkeli, Umaria (M.P.)

(=] @ -~(& | & ¥ [y 3 =Teols -

Oy
Look 1 | L fundamental
l Mame Date modified Type
My Recent %-‘-:‘Ph 2, |
Documents unit 3
B unit 4
-I B unit 5
Desktop
”fl.
My Documents
LS
My Campuiter
. File parme: |
My Mebwork
Flaces Files of type: | All Ward Documents

3. Save:- g9 IIAM H Gell ghgd BT ¥a fbar Simar & s shortcut key Ctrl+S & <
TAGR B ST § N SIRFIC B § a1 S1 Fapan 2 | g9H save in I8 g B | 5 wiEd

P Hal TR TG BT AR BIsed a0 § BIEdd < HR 9d g R fFerd o7d ¢ | g wed

RIS

Save As

Sawve in: | 1. fundamental

Size

[=] [Cgeen TJ
] [ comee ]

EI@ ‘Dlaxﬁj‘ﬁ:olﬁv

l Mame
My Recent unitZ
Documents unit 3
unit4
1 unitS
e
Deskiop

|

1
My Documents
= =)
h&!

My Com-puber

==
|

Date modified Type

Size

e

>

File name:

My Metwork

Places Sawve as type: |Word Document

4. Close:- gw1 e & gt g
5. Save as:- 89 o9 § el
Heeaqof STRFHT B 2 P! g9

Save As

gl

THONDR D
R

Save in: | L. fundamental

[z] @ - 1@ X i E ~Tooks ~

1 un|t5

ocumen

Mame Date modified Type
My Recent @unitz
Documen ts I@umtﬂ

ur||t4

N fepam Srdr 2 |

Page 41 of 64

\
’\@\

A: 99 foar Siar g gwat shorteut key F12 & <ir

=My | I8 Yo YRaT < ¢ |

P

Size

File name:

|
My Metwork

Flaces Save as type: |Word Documen

t

6. Page Setup:- 39 IS A TaIA qgd o AT 5 Tl 2 |

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324)



R S I T Computer College Karkeli, Umaria (M.P.)

Page Setup @§|
_________ F' age Margins HeaderfFooter Sheet
Drienkaki
E -
© porrar © Londsezpe
&) Adjust ko 100 % % normal size
CrEikeo: |1 + | pagels) wide by |1 = |al
Paper size: Letker Bt
Prinkt guality: 00 dpi e
First page number: Auko
I P B —

9P SIIT 91T H IR 9 8l © |

Paper:- s991 a&ga a1 orientation , Scaling and paper size &1 fRielae &=

Margins:-sﬂéaﬁﬁmmmﬁh'\ﬁemﬁ%lWﬁwnﬁﬂéﬁﬁ%lQﬁ%
@ fory W Rieiae v 2 |
Header / Footer:- 5991 UsT # g% Ud |ex &l d¢ &< & | Custorq B

PP die H g% Td {eR o & |

IFHT A 7 | vd flie ek Rieiae avd 7|
S S 91ad H 9 9eq 81 @ | Bl print, print priview , option

Sheet:-sﬂﬁ?ﬁ—dzﬁrﬁﬁﬁﬁmﬁlﬁ?‘daﬂﬁél,fﬁeas‘f%a,@tﬁwwﬁ-a?@%
2| f s file

7. Print Priview :- SH&T TR &@ d6Hgd & fic &1 & dga
P9 UBR BT IR | 3R AR DI T Bl & AT IHBT IR
Y AR 3Tl & s werr ¥ faf= geR fie 0 g <@ A K

T 9T U9 U ST @) 99 B 2 | %
8. Print:- 39! |8 | Sragie & fiic amse @t P MMUYF B & | oy
fafr~ ueR | file M@Ten S \odr 8 |

Printer

Name: |8 2000 v
Skatus: Idle Er——
Where: LPT1:
Cormmenk:

] Print ko File
Prink range Copies
@ al Mumber of copies: |1 E

4
=
4

() Pagefs)  From:

ﬂ;l ﬂ;l Collate

Lo J

Cancel ]

Presview

S

wrer fie o

39 SN 3 Wex @7 ™ , page range, Number of copies , print What snfz @1 3¢

BT 2 ) N fiic o dod 2|
9. Prin - 39 3y ¥ fiie IR Je w=a 21 N R 31 fiie w=ar gar 21 sHdT
Rietae fiic URam smuws @ muwH set print area W fawd ava file YRAT A w=a 2|

3R fiic WRar &1 R a1 fefore §f o~ Iad 2|

10. Exit:- 99 MS Excel @1 dg foar smar € 1 s59a Shorteut key alt +F4 2

Edit Menu:-

9 A9 9 a9 H gell weat ¥ Editing % @ad 2| 39l Wicae @l alt+E € | 399 $d Uss

MU B © |

1. Undo:- s 3Muvd 9 I &1 JoR gRT {6 O & S9a] AR fhar Sidr 8 | s8] Acdhe &

ctrl+U 2|

Page 42 of 64

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324)



R S I T Computer College Karkeli, Umaria (M.P.) Page 43 of 64

2. Redo:- s 3muy &7 warT undo @ a7g fhar ITdm 2 | $9aT Aded g1 8 S o fhar @
IHHT Y a0 o1 | g6 eedhe @ Crl+Y 2

3. Cut:- 3591 Rieiae fd T #ex &1 e fHar STar § | 98 & Blax fIauars § gelr ordr 21 iR
Paste @& STRfHe # fuem@r Sirdr © | g|a! Sortcut key Ctrl+X 2 s9@T € R @ &e

g R fdid PP Pe fHa1 ST Ihdr @ 96T Vs fdeid od ) b dR Ihd ¢ |

A BT TSI A AT AR DI U ©IF H SN W R qg fBar ST |Fabdm 2 |

4. Copy:- s5¥1 fRfeiae fd T #ex &1 il faar Sirar & | 98 Sl glax faeudie § aar ol © |
3R Paste @x& sragiic & fauarar Sirar 2 | s\ar Sorteut key Ctrl+C & s9@T €8 IR &

B g W fFdd P BIY BT ST Fhdl & sHBT Wsc ol dxd T i B Fhd 2 |

5. Paste:- 359 3y &1 WEIAT | PHe AT BT BT T Hex BT W fhar 9ar g 1 gD

Shortcut key ctrl+V &rfl 2| &< A IR @ WA 9 W W far S & | a1 1se faad QQ\
\ )

aRa paste far S 2|
6. Paste special :- 39 MIvd & AT A & AT Bl fHd T #ex B Wy R fHar Ser 2
SOH Udh SRIETT 9764 MTaT & | s Afi ToR | IRe ) 9ad & | 98 U 98d & SUdril «

col BIAT % | \
S
Source: Microsoft Office Word Document
Microsoft Office Word Document
As:

Cancel

@) Paste: Microsoft Office Word Document Object - LN
S Formatted Text (RTF)
HERTE Unformatted Text \\
Picture (Windows Metafile)
Picture ;Enhanced Mebﬁlei |
Unformatted Unicode Text o TErEyEeiE \
| 4

Result

Inserts the contents of the Clipboard as HTML

Format.

7. Clear :-mwmmwﬁForm—;ﬁtingaﬁ 2| 39d! Medhe @ del B
39H Hex Bl Rielde oA g=dm B |

8. Select all:- 399 R STRFic & AR B U@ @1 I FHd & | s9a1 Shortcut key
ctrl+A =it 2

9. Find:- 39 MU= & a&gd Td aHe § ) g, g UG grad I Find fam S gepdr 2 |
g5t shortcut key ctrl+F 2| more o yHR ¥ Searching &= & 2
IrFl'm:I and Replace Iélg
Find | Replace I Go To |
Find what: EI
Options: Search Down
] Highlight all items found in:
Current Selection
Search Options
Search; own
=1 Maa:n case ° EI
[ Find whaole words anly
[] Use wildcards

[T Sounds like (English)
[] Find all word forms (English)
Find

[ Format - ] [ Specdal - ]

10. Replace:- 9 3MUST ¥ 99hgd Td abdic H AT W o, wes Ud arag &1 Replace f&an <
|ohar & | gl shortcut key ctrl+H 2 | more option # fafi=1 &R & muve Rielae &
AHd T | TAH IR 92 Bd 7 |

Replace Button s¥%1 & U& v Replace &ram 2 |

. Replace all Button:- s¥%7 & a1er © STRpe % U A Replace €@ 21
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Find Next Button: sa=1 word @1 find &~ dad 2 |
Find What text box: # 3% wreg @1 ferad foaaT replace &= 8l 7 |
Replace With: # fSra91 replace &= gIar 2 | S9! fora=r g 2

11. Goto:- s 9HgH Ud ghde H fBr 9 W 7 Wahd | 9@ Shortcut key ctrl+G 2
S 9 A BT AH AT BT B |

PReference:

?\
l AN

[ Special. .. ] [ (o] ] [ —ancel ] %
View Menu:-
ﬁimmmﬁqﬁfaﬁﬁfﬁ?qﬁé@ﬁzﬁﬁﬁﬁmm%lwgﬁw gl

gAH q{of dIGE MUYT B ¢ |

S fret ¥ ) . Q\)\\

Normal:- 59 amuua ¥ e &1 Ja Refa § <ar o

Page Break Priview:- print area set &3+ & d1g TEd 2 A de ¥ e file
TR Fe BT 7 S Wi R it B | sHal A 3 ErEes AP & | 5HH
B PR H AT B B |

Toolbars:- MS Excel @1 &+ @R &1 J8f ¥ | ESTAT ST € | $9H fol 3ORE ColdR
Bl 2| 3R TS & AFAR TodR BT A1+ fopar | IT TAAR 3TU AT B

@ AR 37 Sl & | 3R &€ Sl € |

Formula Bar :- Formula bar excel Q%\ IR B 8 SHG! Il H A H sel
BiHem vd Functions &1 9aiT far S g |

Full Screen:- s amoy= | ' nel XA H <T@ S |l 2
Zoom:- $9 3T Lo ) YHR I SH BRD <@l S FHT © |
[ 2o0m A s |
Zoom to
) 200% ) Page width 71 Many pages:
Percent: 100% 5
Prewview
12 pt Times Mew Roman

AaBbCeDdEeXxYvZz

AaBbCcDdEeXxYvZz

AaBbCcDdEeXxYvZz
= e

[ Ok ] [ Cancel ]

Header & Footer:-

9 MUY § Uad W H X U9 Fex B o Whd 2 99 Sl e 9e fHar I 7 | 98 IS
UST OR ATAT B | g% o & ford custom header W fded axd 21 Hex o & ford Custom
Footer &R fde@ R | 3R HeX A1 TR Bl U B ¢ |
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Page Setup

Page Margins HeaderfFooter Sheet

opkions. ..
[ Custom Header . .. ] [ Zuskom Fooker. .. ]
Foaker:

|(n0ne]| - | \

| | Q-
Q‘

[ CIE ] [ Cancel ] \

3
Custom header or footer @= et w1 Wk =1 fder et 2| g8 9 section & 2| ﬁ%&\

FeR AT PIs 3T ST T AP ® |

eader |
To Format kext: select the text, then choose the Font buttan,
To insert a page number, dake, time, file path, filename, or kab name: position the
insertion point in the edit box, then choose the appropriate button,

To insert picture: press the Insert Pickure button, To Format vour picture, place the
cursor in the edit box and press the Format Pickure button,

(] ][] @) EE) @

Left section: Center section: Right section:

Insert Menu:- \‘
9 {9 B FEdl 9 STRHT H A= UeR & § SiIST STl 8 | S99 gl Ugs 37uvd 8id
gl

Cells: 59 3musa @ A § é&ﬁm’mmﬁ insert menu & 9 MYYA W fFeld
B R SIRT T 37T © |

$IH Ad Bl & UBR I fve fhar b gl MUY BT Relde B R IaqT Aol
P Sl NEe Ass f¥re g Srdl I FTell 8 S 2 |
TR AT BT Rielae A T STeT -1 arell A # fve & ofar @
ATTRIHT & AR ED)) H B

Insert El

Inserk

C} Shift cells rlght

) Entkire row
) Entire colurnn

[ Ok ] [ Cancel ]

Rows(1):- S 3+ & ¥ie # I &1 el off 9ddl & 9@ ford entire row redio button

B g & RIR ok button R fadid %1 W I e § g o B |
A ¥ 37 UPR T A B AT I B |

1. Insert menu = Rows
2. Right Click on Cell-> insert >select entire row 2ok
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Inserk
() shift cells right
() shift cells down

() Entire column

[ Ok ] [ Cancel ]

bolumns(zﬁﬁw):. 39 MUY ¥ Hie # Pfe™ &I ST Off 96T § 39a ford entire column \
redio button @1 g 2 18R ok button W fFa® w1 R BfeH die § Js 1T & |
Hie 7 31 UHR A DIaH B SIel Il & | ®5

Insert menu - column
Right Click on Cell->insert - select entire column ok . (b
WorkSheet(@@dic):- 9 IS A aahgd # 78 ghdlc BT Silel ordr 2 \\

JHgd H T YHR A qhHAIC BT SISt ST 2 | Q%o
RG]

Insert menu - worksheet
Right Click on sheet—> insert >worksheet-> ok \1; )U
Function: - teda 3 ugal 9 aRIT ®rfel 81 & |ngﬁfﬁ¢rwﬁﬂ\’§
™

2 | Function @7 <rar 21

Ig BT & YR W 3-h YHR & 8 ¢ |

S o 2 &

1. Math or String (b,

2. Date %

3. Text

4. Financial Q’

5. Logical Q,

6. Statically \

7. Lookup or reference Q

Funtion &1 WIRT &R —

SAGT TN &1 YR A fbar Sirar 21 \

Director Type @xa— ga# Funtion % % qIg TIeY PR od & AR IFH argument
insert &1 < €| 3R 3fd § gex Al IHBT YRV U R Fhd 2 |

Menu & gRT —

Insert menu --> Function o= g Function SRIGRT 9ra M © | RoTaH BTy
Rietae ®d & | 3R ok FRA 2| R IS 918 IFH S JiFfHe I 7 &R ok

Button W faere g

Math or String F&n:- s+ functions @1 varT Mathematical and String database @ feri
%mw%li—-x IR BH IO HT BT Wedl W IR W 2 | 39d B Function = 2|
1. SUM():%:U tion & grT wv=mRll @ SreT e = | 39+ value, cell address or cell range

<& ST

Exam
]
s -
A
1 23
2 45
3 [ 12
4 |=sumAl AT
]

2. SQRT ():- 9 Funtion @ serrar &1 fa=dr 1 swm &1 SQURE ROOT fRarer S & | g9

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324)



R S I T Computer College Karkeli, Umaria (M.P.) Page 47 of 64

IMfHe # fordl S a1 A US¥ < 21 A7 98 | <d & | e SQURE ROOT fasret
BT & |

Example:- =SQRT(64)

Result :- 8

3. 0dd():- 3 Function & &5 wem &I fawq W= § 95ar off Aol 2 |
Jarever =0dd(79)

Result=80

4. even():-Function & faws weam & |6 AT § 93T ST HhT © |

Jarexer =even(80) Q .
Result=81

5. MOD():. g9 function @ \erar & &0 i A& &1 A9he FadTel ST € 99 a1 e %‘
R BSINE \
Jarevr =MOD(26,5) 3

result=1 (b
6.POWER():- 35 Funtion w1 f=ft «ff wveam & &1 & 7097 &1 77 bl € | 394 <

T & Ul A g U |

Jarevsr POWER(5,2) Q

Result = 25 .

7. ABS():- so=1 absalut value f@rerd € | sirfa afe &1$ fag o g1 ar e Sar

2 I8 3T H Ud Fax ofdl 3|

-125 *

=abs (-125) (b\

Result = 125 %

8.Fact():- s Function f& werar &1 fasdt +ff dwem &1 Factgrial Mmber el dad 2 |

Factorial Number grm & | I8 JFffe # U R okl 2 | %

S 5 &7 Factorial g/dr 21 1%2*3*4*5=120 Q,
=fact (5) \

Result= 120
9. INT():- 39 function ¥ fas=ft +ft Heam o) g alue Tl A B | I8 IS ¥ Ush e
oIl E |

=fact(123.34) \\?‘\

Result=123 Q

Text Function:- 9 Functio <ae @ ford favan Sar & | gwfer g% <ae Function
HET ST 2 |

I8 9 B | ( Q]

1. UPPER():- @g J&inc OWEr Case & 3MeR Bl g3 &R H qard 2 |

Syntax: =UPP R&B{T)

(
Example:- UUPPPR(“micro computer”)
C

Result:- M MPUTER
2.LO ()= Function UPPER case @ 31eR &1 LOWER CASE 2R # §gafdr ¢ |
Syntax® ER(TEXT)

Example:*LOWER(“MICRO COMPUTER?”)

Result:- micro computer

3. Proper():- @& Function text @I proper case # ¥ &xdr 2 |
Syntax: =proper(TEXT)

Example:- proper(“MICRO COMPUTER”)

Result:- Micro Computer

4. len():-a Function text @ 3R f=ar 2|

Syntax: =len(TEXT)
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Example:- len(“MICRO”)

Result:- 5

5. left():-@g Function 31 & 21eRT &1 910 RS & Mdrerar €1 s Sae Ud fhaw oer
BT € | ST A& < B § |

Syntax: =Left(TEXT, Number)

Example:- Left(“MICRO”,2)

Result:- Ml

6. Right():-rg Function 31 & eI &1 <l @R ¥ FaTerdr 21 399 cae gd fhaw 3R

BT 2 | S9! Ir 241 8l 2
Syntax: =Right(TEXT, Number) Q .

Example:- Left(“MICRO”,2)

Syntax: =Trim(TEXT)

Example:- Left(“ MICRO”)

Result:- MICRO

8. MID():-@g Function g @& 31eRI &1 99 & Farerar g | 399 e & dR W il
3R fpTer & | 3R fhas aeR MareamT € | SHa W < 2

Syntax: =MID(TEXT,START NUMBER , END NUMBER)

L 3
Example:- Left(*MICRO COMPUTER”,6,7) \\\
Result:- COMPUTER Q)

DATE OR TIME FUNCTION:- \*

g Function &1 YT IS¢ U9 <39 & ford fhar S 21 %

Result:- RO i
7. TRIM():- @2 Function <ac & 1T W8 & @rell ®IF & T IR <dl ¢ | \
5\(b

DATE:-
1. NOW():- 3® Function Computer @1 current date and e 2|

=NOW()

OUT PUT= 10/20/2012 19:16 Q)%
2. DAY():-ag Function DATE & R fraremr 2 \
Syntax:- day(date) b
Example=day(10/20/2011) Q)
Output=20

3. MONTH (): 7 Function DATE §&y 2

Syntax:- month(date)

Example= month (10/20/2011
Output=10
4. year(): @I Functio fArepTerar 2|

Syntax:- year(date)

Example= year (¥60/ )

Output=2011

5. today() : }Mction current date output # <ar 21
=today %

Outp 0/2072011

6. Date(N- I= Function fe3 1 ==i &1 f3ie ¥ gcorar 2|
Syntax:- date(year,month,day)

Example:- date(2011,22,10)

Output=22/10/211

Time Function:-

1. Time():- 38 Function f&& 11 hour, minute, second &1 ¥7g ¥ 9T & |
Syntax:- Time(hour,minute,second)

Example:- Time(4,30,10)

Output:-4:30 AM
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2. Second():-@g Function &3 T w99 & WS A<SeYe H <l 2
Syntax:- Second(Time)

Example:- Second(4:30)

Output:- 10

3. Minute():-a® Function f& T wwa 9§ fafie amseye # a1 2 |
Syntax:- minute(Time)

Example:- minute (4:30)

Output:- 30

4. hour():-@g Function & T 977 9§ 9veT 3M3cye # < B |
Syntax:- hour(Time) Q

Example:- hour(4:30)
Output:- 4
Chart \

ExcelDataaﬁwﬁwﬁaﬁmww%ﬂwaﬁaﬁﬁwﬁﬁmﬁﬁ%‘l
AP IS & gRT 997141 STl % |

Excel # @ g9~ $9% A€ &1 IR WU H 9917 Ofar 2| S A R

Step First:- ®
Insert menu = Chart Q

Or

Standard Tool Bar ->Click on Chart Button \
UHR I FAd

Ire ded R fdetd dx1 W chart wizard /8 &7 SICRT 91T 37T © |
=

VRIS | 998 bR & 91 814 & | o are &l Riciae wxad \ﬁdn% mﬁuﬁéﬁ%ﬁ

%lWéWZEwaﬁfaﬁﬁ%l

Standard Types | Custom Types

Chart bype: Chart sub-type: %
Colurmn

== Wit | \®

|t Line Q

@ Pie

| Y (Scatter) F 7

3 AT A

[ Doughnut

@ Radar
@ Surface
o Bubble v

Clustered Column. Compares values across
cakegories,

[ Press and Hold to Wiew Sample ]

Cancel [ Mext = ][ Finish ]

sﬁ'\fNextButt mﬁ%ﬂ
StepSecon%—S ondStepﬁa@%%ﬁwﬁvaﬁﬁ%wwwﬁﬁé&gﬁ%l

g o9 # 21 1d I8 g 2 | fF srer A 7 7| Ar Piow #
ﬁm%lwﬁ%wwmwﬁﬁéﬁ%lmﬂé@%ﬁmw

%ﬁﬁwﬁ%@%ﬁ fefere frar < daar 21
g X AXIS TR ST STeT Uefid &_A1 & | S9! 39 < 2 |
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hart Wizard - Step 2 of 4 - Chart Source Data

[Daka Range Serties

3
(§

[ cancel | [ <Back |[ mMext= | [ Einish |
3R Next Button R fders &=d 2 | @
Step Third: - Wwwﬁwéazﬁﬁlfﬁmﬁm@méa%ﬁ%wﬁ%
Ig 9 A 2

1. Titles:- s9# =ar¢ &1 efea X and Y AXis &1 eEfed <0 21
2. AXes: sﬂé‘e{ﬁﬂ%’ﬁm‘rﬁﬁaﬂﬁ%ﬁﬁn—c‘ﬁXandYAxeswm& dnw%m

GE

3. Gridlines :- 51 <a # =@r¢ % Gridlines &1 f=hRa foar Srar \

4. Legend :- :- g9 <9 % =rc 4 legend &1 Reifay &1 fFeiRa | f& Legend @1
e H Bl R 2 BRAT 2|

5. Data label :- chart # <ifdet & dR W F1 y=fia &= I 2 |

6. Data Table:- Chart & srer &1 2fdet @1 o &er Je fHar Smar 21
aﬁwmﬁﬁﬁvwﬁ$mNextButtonwﬁ® 2

Step Fourth:- g9 =g # a1 [uiRa faan sman | T DI Hal TR olbe BT & daq+ die )
I g e R | e

Chart Wizard - Step 4 of 4 - Chart Location E

Place chart:

|_|_I_ () &s new shest: |Chart1 |

g'.l.l_ (%) &s obiject in: 'Euheetl

[ Cancel ] [ < Back ]
3R Finish Buisten ¥ fere a=d & @ &1 fmfor & orar 2
D foetd o Saad! Formatting @t i |l 2
Forma
3 A o q sragHc o1 formatting @1 ST wedl € | s9H Hiels MY 81d & | 39! 8l
#1 alt+o 2|

Cell:- ®fic A9 & 39 MUST ¥ T & BHS TR Fohd 2| ST A I DicH # 37T
T YR & Il T[T Bl AT B Thd 2 |
D SIGNT 91T | B: 29 BId & | ORI 37T 31T YR &I BidfeT sl g |

Number Tab:-
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Format Cells ey

_Number__j Alignment Fanik Border Patkerns Prokeckion
Sarnple
Zurrency
Accounking General Farmat cells have no
Datke specific number Farmat,

Time
Percentage
Frackion
Scientific
Text
Special
Zuskom

[ K ] [ Cancel

3
Q§

Data Type:-

Data Type ¥e & & o <1 WmmaﬁmmaW%mm%&

AT HAT BT 2|

VI # 9RE UHR & SIeT TR Bl 2| o 7 ¥}

. General:-wﬁﬁﬁﬁw?wﬁﬁ%w@%\wwwm
!

Number:- 7 ST T30 § TR UbR & SIel Bl | 399 SYHAT © 3B Bl
fl T FRAT BT BT © |

Currency :- g9 ST TRY H T UHR & SIeT P ST & | S99 ST B el
B UG BT o DI A BT BIell BT 2

Date-svéaas‘qﬁé‘c'wz%@a ST | S9H S ® B Bl Ridde

PHRAT BIAT 2 |

Rierae &A1 BT 2

Percentage:- 9 eI <3y # ge UBR & T[T BT R fHar Srar 21 368
TYHAT B 3fBT BT W HE HRAT Bl { Percentage fa=g amram 2|

Scientific:- g9 Ser UHR & TSI B R fHar S1ar 2 | S99 q9eta & 3far

BT S HIAT BIAT BT © |
Text:-wéa@vwa%@aaﬁwmw%lmnﬁﬁﬁﬁmmﬁﬁ

P ST Tl 2|
Special :- # vy yeR & el & R fhar omar 8| {9 dIe ud B AJa”
wﬁ:ﬁ?ﬁ’\!ﬁm

Time:-svéaas‘qﬁas‘qum TR frar SIrar 21 399 T8 © BiHT B

ounw g 39 STl TRU # HeR UHR & SISl Bl R fHar SI1d1 8 | 398 9 & 3fad!
ﬁ@‘c’m 21 U4 BRI &1 s g usl 7 |

;- 39 STT CISY H TGl & FJAR Sl & YR Bl AT B Fdhd © |

Align

39 <9 Allgnment He & 7 | Ud 9o & Wrap &= , Marge &=+ wd Sink 5@
Fit fosar SiP wahar 2| S9@ Tm@r cad & e (A1) Fad 3 |

Font :-

39 29 ¥ ghUe BT Bive |, ATl , WIsd Ud HIVe HeR bl 9gal ol HAhdl S |

Border:-

39 9 I Aol H drex o Fohd & |

Patterns:-

39 29 9 U BT JHUTSS o Ic {har S Aohdr 2 |
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I (ROW):- 39 MUY & 3T &T BTSC BT Il ST AhdT 8 | IA9H IR A9 M9 8 2 |
Height :- 59 3muvd W fderd &1 R 7 SIERT 919 317dT & | S99 30 8I8¢ @I <Iey

b 0K TR fedr et B |
519 T &1 BEC B IT ST BRAT BT & SHD! Rieide BT BT B |

Row Height X
Row height: b0

[ 0K ][ Cancel ]

Auto Fit :- row Text @& 3THR U= 379 I ¥ &1 Wil 2 | $9a 3ifel fihe oar oram ©
fosurr (Hide):- 39 myws 34 X7 & fyurar 51 dadr 2 |

fe@mr (Unhide):- 39 smuwe | X1 &7 S9eRe fHar S 9adr © |
Pfem (Colum):- 31 MUY | PicH & dAreE B I8l off Fhell © |

Mouselﬁﬁaﬁ«mmIchwﬂ?rms‘caﬁamm—amﬁv‘mﬁﬂwﬁl @

=l

Width :- 339 3muve R foed xR 7 ST 9TRT 31T 8 | S8 B Cal
ey XD 0K IR foed ol B |
Wwaﬁiﬁ@%ﬁwmwﬁmmwéw ) a%%ﬁ@‘s‘ﬁw

HAT BIAT B | SHBT Ryeide BT Bl © | \\
\
Colurmn width: (b
[ (0] 4 ] [ Cancel ] %

Mouse & BTctH BT Thid B A ASTS Bl HF I = FhdT B |

Auto Fit Selection :- Column Text JTT BicH AT B SIICT & | FqPT 3ifer
e w-T ST § | \

fsurm (Hide):- wm@f@www%

fa@mr (Unhide):- ga 1T Pl SAETSS [T Sl FehdT ¢ |
Hre(Sheet):- a9 &9 Hic @ wEifeT 2| 399 H g 3uwe B 2|

=\ (Rename):- e &1 Rem far S |&ar 21 Wi @I & IR ¥ ReW foar

ST B |
1. Format menu - sheet—@ type New Name—>enter
2. Right Click on Sh Rename—>Type New Name—>Enter
Hid BT fourr S Awdr €1 S Agayel e 8l 8 | S9@T &W four aad 2 |
Format Menu %ss —~>Hide
Format Me Unhide
%k round:- 399 Wic & JHURSTS H R &7 A B Iahd B |
Color:- 399 A & 29 # dor A B Fhd 2 |

Cond%&rmaﬂmg. BTE A & 39 AT ¥ Id & MR W BT 6 1 Faell 7 |
S STolT ST TR 3T 31T BHET ®R Ahd & | STH TP Id 8l & | 9P ford I Bide
g1 BT g | oAy BT &Rd | Uh 1Y Bs hrsiv- ol Ihd 2 |
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Londitional Formatting ..

Condition 1

|Cel| Walue Is W | |greater tham or equal ko W | |EID

Preview of Format bo use AaBbCceYvZz

when condition is true: * ¥ =
Condition 2

Zell value Is » | |Iess than or equal ko - | |35

Preview of Format to use
when condition is true:

AaBblcYs s |

e e T |

Tool Menu:- Q\
Goal Seek:- Goal Seek & vaier # Answer @ 3R W value &1 9gar Sirar 2 | ferfq %

Calculation @ SR udr g 8 | S9a R R Goal Seek & Value 309 81 geof Wil 2
Tool menu — Goal Seek

\
T — = Q'Q(b

Set cell; |F6

To walue: | 100 | \

Ew changing cell: $F$S - \
[ [T | [ cancel |

Stef R Goal Seek &1 TR BT 8 g8 IR usal W Formula Se@

To Change a5 dfaxt # 99 Value @1 forad &1 it Result

By Change Cell 2o dfet % 59 ol &1 Address <d @ qeT BT § | $9a a1 oK
Button w e &ea 2|

Macro:- Macro @ Seridr | &9 fadl W1 BRI BT AHd ¢ | 3R Masdhar U W
IH HBT B ¥ I <4 2| A 98 B 7B & WG ﬁ@ T 98 TP 9gd & STrh o B
Macro @1 Record &==m—

Tool Menu ->Macro - Record New Mago TR R T faer ol 7

Record Macro El

Macro name:

Foarmakking |

Shortcuk kesw: Skore macro in:

ctrl+shife+ Fl | | This workbook ~||
Descripkion:
|Mal:rc| recorded 100312011 bw anand |

[ Ik ] [ Cancel ]

S TEa m Macro @1 7% < £ 1, Shortcut key # @ @1 33 2 3R Store Macro
U # 2| fb HBl B Bl R TR HIAT & | 39D 918 a7 Soioide R fdeld HRa ar
HHT BT aTe], B Ol B |

Recordind @ & arg Recording @1 stop &=d = |

3R R 519 1 I9 BRI BT YF: AT 811 & | A AT HBT BT 7 SR o 2 | A1 98 S 37T 37
o & APs d B S 2 |

UH IR HHT B RBIE A A FAT B g9d Bl 2 | AR 98 SR AT &7 A 8 A0 2 |
Protaction: - $9 3Uy= 9§ ¥ Ud Hdgd &l H YrAds DI RN S Fahal o |

Data menu:-
39 A & TreT & W wrf @ far S 2

Sorting :- 39 MUY W VAol AT & STl BT gaol fhaT ST AHAT & | aaolIcs o YhR &
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Bl B |
1. Ascending :- s A TO Z &5 # STel &7 ife fdar omar 2|
2. Descending ga# Z To A &9 # SreT &l 3ite fdar S 2 |

Sort @E

Sork by
~| @ ascending
() Descending
Then by
L &) Ascending
() Descending
Then by
- &) Ascending
() Descending
My daka range has

(&) Header row () Mo header rowvs

[thions... ] [ (=] 4 ] [ Zancel ]

1 dfem @& MR R Sorting <= & | S9! Riclae axd 2 | 3R SHd UHR & Fd © |
TEH AT UH ¥ Afde diem &1 Sorting @ ST wed B | \
9 &1 31 Standard Tool bar @ wer@T & 1 a1 57w 2 | (b
Filter: - Data Menu & 39 3muws ¥ Wic & STeT &I WloeR fhaT ST AHaT 8 | 39§

val & MR W Filtering &% <7 ol 21

Validation :- g9 3mys= & ¥ # ST &I input &= & ford S1er & SR alidation TR
PR Fhd & | IS P AT T Bl Hlolde BRb IRTAT ST © | ST 3Tl T T

Validation &7 dad 2| Wie # STeT &7 Bis &+ & ol I8 U g 3O ST

BT # 31 Error 981 81 dadl 2|

Windows Menu:- w%ﬁwﬁﬁaﬁwﬁa@wﬁﬁ@%ﬁwﬁ@wﬁ
HIoT fobar ST € | Ud THTR Uaiel STagHe faet @i spilt faan

39 3y & e &1 Freeze f&ar S wwar © | Freeze
2| Data input &= 9T e #1 g% BT BIRG fdhar
fpaT ST AebeT 8 | BicH BT Freeze &=+ & srg Unf

Help Menu:- s99 TATH Yl & 9 # g9

URAT BT g el b ST qebell
STl Pl Hel AP I §Ye
=

wmeae & FL 2|

UNIT-V
MS PowerPoint: Introduction & are
New Presentation, Working with P,
views, Inserting, Deleting and
& Lists, Adding Graphics, S
Obijects, Designing & Pre
Handouts with print otio

I\/IS POWERPOI
mwv@ﬁwmi‘lﬁﬂwﬁmﬁqﬁw,m,
W@W %U@aﬂ—\%_c: UHR & Jole¥ ASRIA Bl TIR fHAT ST FAhT 2 |

YRR & | ST Adh! FETIdT 89 37U fa=RT &l (FSild UIIdRo) d8d 376!
WwE @f AHaT B |
Exil WWW,Projecterwawmﬁ%qﬁéawmuﬁaﬂw%l
BT e |, ey |, Afsdd | Engineeringqa T B &F far o B |
$IH Ul ¥ B UBR THIE B fSullse ¥R X84 STFdI TN dRd 89 3199 Yoiey= ®l HF Tqd
H 95 3781 IR PR Fdhd © | 39S ATl 594 [~ UHR B BRI vd VAT BT Wb e
2| Rradr g9 DT =T HR Fhd © |
UTaR UTSe ¥ BRAT i—
Goto Start Menu - all Programs—>MS Office - MS Power Point
Or
Goto Start Menu—> Run ->powerpnt =>click ok or enter ®v= W UreR Ulge ATFCAIR

MWorking with MS PowerPoint, Creating a

ion, Using Wizards; Slides & its different

of Slides; Working with Notes, Handouts, Columns
d Movies to a Slide; Working with PowerPoint

1dn of a Slide Show, Printing Presentations, Notes,
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ga(Open) ST 2 |
Power Point Windo

Click to add title

Click to add subtitle

@ |cu:>< o add notes ‘\%\

8=
i Draw = [T ]| Autoshapes =~ Se [ o 2 ol r () Lal | & - o - A - = 7T = @
Shde 1 aF 1

Create a New Presentation (731 oS g9 :- UTaR UISC # AT Jolesd IR (b
fod 7 =u B B |

1. File Menu - New option =R faara @< .k New Presentation = @1 fdsr |

2. JMIHAT & AR presentation & gAd T \\

3. 3@ 918 <RMST A 1 AT el 2 | R M=l & 3T 2

4. 39 wrge ¥ faf=r yeR @ sound ,Picture, movie , Text anfe &7 i EIERiED
msgmﬁ%ﬁﬁﬁﬁrwa%Eﬁect(m)Ww GRIEGI
SIS

5. U UoTeyT H Uh 9 Afd wASs 8 Ahdl ¢ |

6. Uores" &1 o & & ford slide Show Option @1 |

7. UTeR UIgT # S WISl 99l € | AT presentation ST § | AT SH BIEA B
fgdfa® =™ .PPT &ram 2 |

S.mectrl+N%|mStan@ ar & =g ged W fIerd axd

ENEW Presentation W @
1

New

Uy BT Wil ST FehdTl 2 |

|1 Blank presentation

&l From design template

@ From AutoContent wizard. ..

gﬂ From existing presentation, ..
Photo album, ..

Presentatiohe®™§g ¥Ee @1 SireT—

%I e & ford View Menu @ Slide Shorter Option &1 @rerd € | Sw|a!
REEGH PR I 8 WS Bl SirsT ol Fhdl 2 |
1. Insert Menu --> New Slide

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

Presentation & wIi$s &I BICHT — Uoleyd ¥ Bls wilss &I 4 R 9 fefere fear o
AT B |

1. Edit Menu - Delete Slide

2. Select Slide = press delete key

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324)
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3. Right click on slide —>delete

Presentation # wii$s @1 &l 3fik Paste &=Ar i—

1. Edit Menu - Copy

2. Right Click on Slide - Copy

3. Shortcut key Ctrl+ C

Slide Show:- Joiess IR &= & d1¢ SHBT I B & ford 47 3w B 2|
1. Slide Show menu=> View Show W fdid &= TR wss o1 & ST 2 |

2. View Menu = View Show W fdeid &1 IR wiss a7 8idl & |

3. Shortcut key F5 &7 @ & W RS 9T &l 2
@] FETIAT A B 37 Foleud @l URIFIHRT IR AHhd & |

L 2
Slide Show @1 End &~=m— Z
Slide show @i <& & fori <1 amowe e & | ¢
1. right click on slide show-> end show \

A 3 ‘ b

2. press Esc key

39 QA I WSS 9 BT b Fhd B |

U WSS ¥ G g€ W Ol — %
Right Click on slide Show - Goto > select Slide No

Slide Sorter :- View Menu @ Slide shorter submenu & goi<sd @1 a4 gl of
<@ 9ad B 39 ¥ 7 a1 g 2

1. presentation # 7€ werds B WS Had 2| \\\

2. wigs a1 f3fere a- a2 |

3. WiES & Bl & Thd = |

4, IATEE BT Th W TN WM R 79 IR Fad 2 | (b,
5. TES & IHUTSS FHoR 98 Fad 2 |

6. Twiiss T Redd <8q @ o 2 |

7. U6 WSS A g WSS W AR A Sl 6ol 2 | %

8. wiiss # Wiax e o dhd B |
9. WSS &1 s (Zoom) &R A 8 | \
10. a—vnétw fr Sllde Transition Effect @ <fr< \

i Ee Yiew  Inset armat Tools Ide
u & | o \ 5 Transkion | Design guewsmel

%M \ \
2L 1L
\

.

Sllde Shrter Wmdow -
Slide Note or Speaker Note:- View menu @ 9 MI99 & A8 9 89 WRe & IR H I

TIES & IR § e ol Hod 2 | ad 99 Wiies o I9s # T 8ld) 2 | Wiax wss A
P AEIAT A YN Yoieu- ¢ bl © |
TR AIC B TSE H RIHE—

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324)



R S I T Computer College Karkeli, Umaria (M.P.) Page 57 of 64

1. View Menu = Slide Note W ficid &7 TR WS< Alc 31 Wral g | 9y 99 Wiiss &
IR F S wirss @ A forg fear S 21

2. View Menu > Slider Sorter = Slide Sorter Tool Bar @ sc= Speaker Note = faeia
PRD TP AIC BT AT ST AhT 2 |

wax Are @1 fiic @1 @ fo fiic smuw= # print What option # Notes Pages @1 Select(g)

2 BRIk s¥a ok Button =R faeie axa fiic fidre od 21

File Menu-> Print-> Print What - Slide Notes = ok

Handout: - yoress @1 91 Temss @1 file amse fadra &) audience (sirdarei) @ &= dic fad

ST 2 | a1fes audience presentation @1 ST ¥ WHST W | IR IFBT WA H YANT R Fhdl \
Q-

gl
Th U] R BH A HH Th IR IfTHdq A Tilss ol fic mse fHarar S Iaar 81 99 Uo 1)

g ¥ Wiell W 8lar € | aIfe audience S99 R wiiss & IR ¥ A forg 9o | .
gsaSe & fie amse Fare & oy fie SamT 9ty & smus= Print What & Handoutsdks \

A 2 | 3R 9T e Mo o 51 U Usl R fha-l ks &1 e Mo © | sa9ar ooy
Slides per page option & &= 2 |

File Menu-> print-> print what = handouts - ok \\
SID] eIl I WHR A I Joiesq ¢ FhdTl 2 | 3R 0T 3R & goi<es+ &l

- N
2 Microsoft P
: ]

‘‘‘‘‘‘‘

ehearse Timings:- |
Presentation s & d1g T BT I B b o Th <rsd Ae fhar omar &
wSs d Remid egd

S )
I $9®! ¥ &3 & a1¢ Automatically werss Aftad w91a &
q1e gaol offd) 2 | Rorad Effective g <rar 21
wES H Rehearsx'gj: Set BT —
R

TAES # & J arse Timings &I We far Simar 2|
1. Slide Shg® meMd > Rehearse Timings w fdea &=a 2 | ar Slide Show &g wré
BT © | 3 1 T Rehearse Timings ™ &1 T CadR 3T 2 |

Rehearsal v

% 0 ||mooiod |9 | o004

Next Button: - T TEgs &1 259 < &)1 & a1g Next Button wR fdes &= 8 1 dF 3rren
TATES 3 S 2 | @R g8 9T 891 ere &1 Sl § |

Pause Button:- & 9 & Rehearsal Time @1 pause f&ar S \aar = |

coar # Reriel ergq o a1 8| S0 IR% <ied Uoihd &l 2lcd Reridl <Ed o 81 2|

Custom Animation: . S 39T ¥ ¥sS & U Udh object R fIff=1 yaR &1 Y o
AR 2 |

Custom Animation # IR yor & Effect 8id 21
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1. Entrance Effect:- s5 Effect & object @1 ¥@Ee o & IrM effect & @y yaw fear war

2| Ry oy ywTdl 81 SITar § |

2. Emphasis Effect:- object @I wiEs W gEase o7 & ford I8 Y9 SFIRIT AT & |

g. Exit Effect:- 39 & object &1 =< o & I<RM wike 9 Exit Effect & w1y gerr sman
|

4. Motion Paths :- g Effect 9 sneide @ WEe W T @M 4 R @M R = gaR
A T IR FhA T |

Effect set =7 & a1g ¥ iR fhar omar 8 1 f SHaT 9 wre g = | effect &1 9 yorR
I werd fhar S 21
1. on Click :- sa# Effect foete o= o e 2| ¢

2. With Previous:- s Effect fuser Effect @ wmer amar g1 .
3. After Previous :- sa# Effect fuser Effect @ arg omar 2 \
Direction option # Effect @1 fawr &1 feiRa far S & | . (b

Effect &1 wfis & f FeiRd forar Sirar 21 s9% Ui IR @7 Wi 8l ? | \\

Very Fast, Fast, Medium, Slow, Very Slow (b
Re Order :- 59 Button & y¥1@ &7 re order far <7 Haar & | ®
Remove Button & Effect &1 gcr 9o 2 | ; D
PP o
N\

Effect &7 I %7 @ © IRd G Ahd ¢ | 9] 3fTeoide TR shae oY & 918

E Custony Anineation e \

o | @ |
5% add EFfect —| |7 -

Entrancs » %\
Emphasis » H
Exik >

XX

FMokion Paths »

SefEct an efement of e siide,
SN ook TGS ERtecE Y Fo acis’

N

il B
- =2 slide Showe

1 auktoPrewview \\‘ N
Slide Transition Effecf - Q

U Presentation # Tssd Bl 2 | I8 effect Q) wiEs @ 9 § R ST 21 A
RS W 89 & T & | TN I8 UdT oIl B | 6 U S @A B @) B SR A8

TATSS 31 &l B | # us & Transition Effect ovmar Sirar 2 1 s9 sHa! wis Td ArSs
aﬁ@ﬁﬁzﬁ%ﬁ | 399 fAfr < R & WSS 8l ® | 3Mal & Rébre dxad |l 399 A fhar
|

Effect PR R O BAT 2 | ar Automatically @ g9 B | g fuiRa fear S g
Automatically # oz fuiRa faar srar 21 & @' Effect fvas w9 91 o 890 8 1 5901 @1 WIEs
Rehearsal Time g1 Sar 21

Slide Transition Effect set &1 —

Slide Show > Slide Transition =R fdcid H= W 4 STIART 91T 37T © |
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E Slide Transition e

| B |

Apply bo selecked slides:

Mo Transiktion

Blind=s Horizonkal
Blinds wWerkical
Eox= In

EBo= Cak

FModify Eransition
Spead:

| Fa=sk S |

Sound:
[Mo Socoand] L
| |

\
Advance slide
Cn mouse click
Subkomatically afFter L Y
oo: 04,5 =
‘ %

[ apple o all Slides ]

| - Plaw | |'|E| Slide Showy |

SuboPrewiswg

Play Button R facie &< shac &I Id fhar S Aol 2 | %
Apply to all slides button &R fde®s FRe IH sHac DI Toles bl T FgS

| N

Slide Show Button &x® Sq wss &7 M BT Fhd 2 | \\

Action Buttons: - Action Buttons @I =igs W AT &xRd Jolu &l 97 Db
2| 3! FEEdr & i o g @1 s R fofe ax | 2 wd H p] Information,
Next, Previous, End, File, Sound, Return, Movie Buttons @&t fef =

WSS H <fdd BT Sire—

TIES | Tl &l 9 &)+ & o fdet &1 wanT fhar S 2
Insert menu - Table smuys W fFerd &= 4= insert Ta %?ﬁr SRIGNT 9Ta¥ 37T & | 3
Picld UG XV P G=T B insert axa ok Button w | 3R <fdet &1 fEfor &1 Sirem 2
qIaR UTSe & MUY &l Feridar 3§ a1 yaR & Ef&\ Ahd B |

Insert Table _ < }

Mumber of columns:
g  ; \( t
Murnber of pows: Q

TR
,\Q)

Wss | SieT— UTH AT AT BT YANT Db ST Bl WSS fb Ferddar 9 o
fepar 2 | ST STET BT AT & FHST b 2 |
Insert - Chart 3mgvs wR e == 9= chart and datasheet window 2 g | srer de

J eWee BT 2 | RId! 9 o) IHH U+ TTeT &I g7Ye fHar Sirar 8 | 9y arc oo oy

99 oirar 2 | Chart «) Wige fdoid o = ¥ fafi= gor @& gRad= & ddhd g | i =1c 39y,
e ey, are sl die anfe

Slide Show Menu 3 faff=1 YR & VRHYTT TR SH Foild ®©T € Fdhd ¢ |

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324)



R S I T Computer College Karkeli, Umaria (M.P.)

Mark Sheet

O Hinw«li
m Envopli=h
H Cornpruntenr

BRI R |
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E
=
Z
-
= 40
E
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Z
=
=
S
E
E
Z
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Z
=
=
S
E
E
Z
Z
Z
=
=
E
-

Presentation1 - Datasheet

Hindi
Ennglish

| GO

fid)

IS5
47T

G
pids)

W =

Computer

A

Slide # Movie or Sound =TT —
MS PowerPoint # t& Effective presentation &R faam ST saar & | feifq
U faRT BT AT | FHSTAT ST Fball © | .

D! wes df Movie or Sound @1 el ST \ahdl & | 396 Siled &
Insert Menu = Movies or Sound 2>

| Movies and Sounds 3 | Movie from Clip Organizer. ..

(bl chart... Movie From File. .. %
1 Table... sound from Clip Organizer...
Y Hwvperlink. .. ChrlHk Sound Fram File.. . 2,

W
= Plaw D Audio Track. .. b

Record Sound

MATIHAT & ATAR MY BT g & | AfX BTN a1 2 | & sound From File & faes

Frd | ar Insert Sound A &1 SRIEET | R ¥ 1SS Wwisd & gaa) 0k Button
TR fetd R 2| IR Th ST a1 S8 a8 MuiRa &= 8rar &1 fo arss &9 aorer

21 $UH <1 AT B © |
N

1. Automatically 2. When Clicke
¥ weIC 81 S 2

Automatically # aSe wEgs
When Clicked # arss d9 IG B AMMSHh W fFeld dd 2 |

TqTSS AShd & &7 H =

Movie & Sired & R B 8| 399 dad g8 uiRd &ear gsar 2 | f5 ) @1 wat
I SreTT |

Sound lcon

RS

Wizard & #read 3 goiey JaR HRAT—

oS & Ay 9 A 9 B 99T § e goieyd Bl JIR fhar Ser 2 | 396 NI
Joiey IR BRE D AMefSTT FHAdT 21 s9® Aeyd ¥ IR U § goieyd dIR 8 ST © |
$9® 918 SHH ddd <9 Bl gYC AT ST 2

Step 1:-

Goto File Menu = new = New Presentation Window->select Auto Contain Wizard

ElEg 24 A

¥ 4 10 =S
8\9
o i 2‘a,F27 2 2
22 2 % ;3708
. 17 16
Movie Icon 7o e,
s 2
1
. 12
G- >6
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R et d1 R 9 ST 9197 17T 8 | 399 Ao @& R § 9FaRT 81l 8 | 39 Next

Button &R faeid o) B |

AutoContent Wizard

Auboi_onkent Wizard

The AutoZontent Wizard gets wou started by
providing ideas and an organization For wour
presentation.

Presentation options

Finish

Cancel Fuee = 1| Finish

Step 2:-
S Toleyd &1 UhR g4 © | 3R Next Button &R fadsd a= < 2 |

AutoContent Wizard - [Generic]

Select the tvpe of presentation you're going to give

C o ]

Skark

Recommending a Strategy
Communicating Bad Mews

Trainirg
Brainskorming Session
Certificate

Presentation type

Presentation style

Presentation opkions

Finish

] [ Rermnoye ]

] [ < Back ]l i [ Firish ]

[ Cancel

Mexk =

Step 3:-
$HH UoICT & 3MSCYC & Urd UdHR B
TR el B 2|

AutoContent Wizard - [Certificate]

«

wWhat bype of oukput will vou use?
G} On-screen presenkation
() web presentation

() Black and white overheads
() Color owerheads

() 35mm slides

Stark
Presentation type
Presentation skyle

ation options

] [ < Back ]|§ i [ Finish ]

[ Cancel

Mexk =

Step 4:-

I

A & wa @1 g & | iR Next Button

SHH UolCT &l TlEfed Ud wllss &l Hex sirsd & | 3k Finish Button @R fdee a=d & gorevd
IR & AT § | §9 916 39H IR BR&  STel $I §7Yc IR T ST 2 | 3R HHelie

JoleST AR B ST 8 | $9& 9T $Hdl 3T B Tdhd B |
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AutoContent Wizard - [Certificate]

Srart Presentation kitle:
Start
1 i Education Certificate

Presentation type Items to include on each slide:

Footer: |Made By : Anand Upadhyay

kio
[]Date last updated:
=EETLAton Spreh [+] slide number
Firish

[ Cancel ] [ < Back ]l Mext = ] [ Einish ] \%‘

PRESENTATOION OUT PUT- . {b’
o] g )
[MICRO COMPUTER EDUCATION CENTRE SAGAR]
Certificate of Excellence . Q

is hereby granted to:

Mr. Anand Upadlyay @“

for outstanding performance and lasting contribution on

[MS PowerPoint Notes] (b
Granted: November 3, 2011
[CEO Micro Commuter | %
L il kv
o] B)

Outlook Express 3

Outlook Express Outlook Express ce Package &1 & Twiiayd UH © | IS ®
URIUNT BT AT 4 drat & for ﬁv‘&T

$HA Bl TR PR B

ST B Ao B

K] Eﬁré El

By
Sl Eb‘rei B A B B o |

I8 T Ayl W%|mq§@wwﬁaa%%ﬁ|qm|wm%ﬂsw’gﬁﬁaﬁ
IR | SHHT TART &3 ugal gaadl Configure &= Usdr g1 S99 9o & oM &
fory w1t TRIUNT &1 T 3N H SireT SirdT 2 |
3o § H FATSE HFYEX W TR B ¢ | e afd F7ex e 9 o1 A 781 8 2 |

el
ar of AT BT TS Thd B |
SIS %1 Configure = Steps # forar Iram 21
9@ & weu ¥ configure far Sirar 2
1. Email Server Side Setting :-
Ugel WU H $HT UdhTSe H ol B) I9° = dfeT o 2|
9] Ul U SHA THISC H ANTg- Xd © | 39 d1g S9! setting # Srax =1 AfdT a=d 7 |

Forwarding and POP/IMAP Tab &1 Rieiae &=d & | s9@ dare Enable POP For all Mail &=
ot B B
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+You Search Maps  Play :
Goc ,gle [ a ] anandmilan bm@gmail.cam ~
Gmail - Settings < -
General Labels Inbox Accountsand Import Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline

Themes
Inbox (307} Forwarding: Add a forwarding address
Starred Learn mare
Irportant Tip: You can also forward only some of your mail by creating a filter!
Sent Mail
Drafts (5) POP Download: 1. Status: POP is enabled for all mail that has arrived since 3/11/10

Learn mare © Enable POP for all mail (even mail that's already been downloaded)
form infarmation © Enable POP for mail that arrives from now on
Infinity records © Disable POP
Junk E-mail
Persanal 2. When messages are accessed with POP [ keep Gmail's copy in the Inbax >
photos

3. Configure your email client (=.g. Outlook, Eudara, Netscape Mail)
software sendpace
Configuration instructions

More ~

IMAP Access: Status: IMAP is enabled

(access Grmai from other clients (2 Enable IMAP
E . - using IM=R) © Disable IMAP

Learn mare

o amehul koshti Immediately delete the message forever

@ Bnun Raahal
Folder Size Limits

@ Do not limit the number of messages in an IMAF falder (default)

< 2 L 2
When | mark a message in IMAP as deleted:
® Rahul Mahajan @ Auto-Expunge on - Immediately update the server. (default)
moments keep. © Auto-Expunge off - Wait for the client to update the server. L Y
< shadaob K.
o @it dwivedi When a message is marked as deleted and expunged from the last visible IMAP folder:
& Afukesh Fahu Archive the message (default)
© Ajay Patel Move the message to the Trash

A 3
2. Client Side Setting:- (b\
Step First: - open outlook Express—> Goto Tools Menu—> E-Mail Account ®

-mail Accounts §|

A\

This wizard will allow wvou to change the e-mail

accounts and directories that Outlook uses. \
E-mail %

&) add a new e-mail account

O Yiew or change existing e-mail accounts ‘ t

Directory

n () add a new directory or address book

() Wiew or change existing directories or address books

1

o

[ Mesxk = ] [ Close ]

Ate’a mew E-mail Account iR af tarse ygel
unts @1 gd @ | 3R $H9@ arq next Button w

Select E-Mail option afe amg T3 IoR 7 |

¥ = | a1 View or change existing E
fod®d B 2|

E-mail Accounts

Server Type
Wou can choose the bype of server vour nevs e-mail acount will wark with,

) Microsoft Exchange Server

Connect ta an Exchange server to read e-mail, access public Folders, and share
documents.

&) POP3
Connect ko a POP3 e-mail server to download vour e-mail,
O IMAP

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbox
Folders.

CIHTTP

Conneck ko an HTTP e-mail server such as Hotmail bo download e-mail and
synchronize mailbox Folders.

¢ additional Server Types
Connect to another workgroup or Srd-party mail server.

[ =eak [ nmemt= ] [ cancal |

Step 2:- 59 U H 9 9T WR BT A A1 ST 2 | ST IoT 89 34 9ol & fold A ¢ |
ot POP2 ,SMTP, HTTP Etc. snfe &1 g7 &x Next Button w fdee & <d 2 |

Step 3:- 39 4 # user information /= SM&RT ¥e @1 ST 2 | your name Text box # JoR
3o = <ar 2 | Email Address Text Box # au+1 $8a Ugd $9Y¢ &xd 2 |

Sever Information & 31T 31T S8l HdX BT N AT STHBRI AT BIAT TSl 8 | Oy SiHel
|k & ford Incoming Mail Server (PoP3)% pop.gmail.com 3k Outgoing Mail
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Server(SMTP)# smtp.gmail.com % &= g1 Logon Information # JoR =1 3R urdas de
o7 & | 39 9rg Test account Setting W faeid axa I8 9% @ | 3fR 3id # Next Button
R fdedd axd 2|

Internet E-mail Settings (POP3)
Each of these settings are required ko get your e-mail account working.

User Information Seryer Information
Wour Mame: micro Incoming mail server (FOP3): | pop.gmail, com

E-mail Address:  |inandmilan.bm@gmail.com | 2utgoing mail server (SMTPI: | sokp . gmail. com

Logon Information Tesk Settings
User Mame: rhicro After Filling out the information on this screen, we TS
recommend you kest your account by clicking khe
Fassword: | button below. (Requires nebwork connection)
Remember password 'S
Test Accounk Settings ... ]
[]Log on using Secure Passward
Authentication (SPA) More Settings ...

L4

[ = Back ” Mext = ] [ Cancel ]
Step 4:- 9 U< ¥ y=aid 3ifqwd W S POP or SMTP ds Port Number we
BT YIS TR 495 OF 493 3R Stmp &1 U1 TR 25 OF 465 W &< © | 3R outgoi
my outgoing server smtp @ select &=d |

L
Step 5: 3w Finish Button W e &xes AfET fass o1 1 ovt 7| 2\\
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