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Information of the Course (c?srm%.r Eﬂ'STﬁ'T)
Course Outline (T fRTTIT)

O Fundamentals of Computer & ICT (Hardware, Maintenance, Troubleshooting
and OS);

U Microsoft Office (MS Word, MS Excel, MS PowerPoint, MS Access);
U Graphics Design (Adobe Photoshop & Adobe lllustrator);

U Networking (Netwroking, Internet, Web Browser & Virtual Communication);

O Freelancing Concepts (Freelancing & Marketplace).
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G Fundamental of Computer & ICT @

FTHICad el (Defination of Computer)

FEBITR (3187 R (Characteristics of Computer)

i 2 (What is ICT?)

o2 @ MM eyf&q 5929 (Use of ICT)

FTHILT 2= (History of Computer)

FFATIT && ] (Generation of Computer)

FFAEGER wifafsert (Classification of Computer)

FTHILET JCER (Computer Hardware )

Classification of Hardware

Motherboard =8 foq Tar=

Monitor/Display Unit, Printer/Output Device; Scaner, Keyboard, Mouse /Input Device
Flash Memory/Pen Drive/Removeable Drive

CD/DVD ROM Drive, Modem, Speaker, Plotter, OMR, OCR, Multimedia Projector

IATEI 52 (What is Computer):

FTOR G0 RS Iq; @7 WfeUTd o 2o TR A IR I | e FHTHIET sy fe=
TGS | 58 Q4T ST FRATHRCE 101 T& =11 77 A1 | DEACHF G GG TG AN 027 2= I3 R {feog sifema=
T ©f Reerae @R SorgreiT 30 |

TG 1EF el (Defination of Computer):

FEER 2 G0 (Aiod Tq Al ORI ST = FFHe F(F IS AT R AWG T Sepriea TR
S @ PR Nffes, Qe ¢ Frame @ TibT 91 27 Rrae 31 @6 AT T dFH FA0S AN,
OICF FACHE I |

A computer is an electronic device that has ability to accept data internally store and automatically
execute a program of instruction performs mathematical, logical and manipulative operation on data and
report the result.

FPATHR *tra T8 (What do you mean by Computer):
FTOR G5 2AeT * | @7 o O &fFr @ A9F Tg | o = FBEIR (Computare) TAF @&

Computer *t%@ T4 | Compute *THd S 2= 21oFT F471 | (7 RN I7IEH1ER SN ogf =e sHelwpiar
ISR CIk i

FEBICR (3187 TR (Characteristics of Computer):

FFTHR G5 IR (AMIET I SR Tq | IACH R Nea=al @I F& ICq, doo % e O vl 4,
worife, fRgerer, el ¢ FRa Sita Fe F0a, IewPre Pals e #Ita, N O TFF AT A, I
P F B, SO [T ST TG T @R O (A4 A0S A |
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@8 (TIHTEI? 8 TG FFEATE

i2f® 72 (What is ICT?

ICT @3 55 3% Information and Communication Technology. €3 =i ©27 @ @I o3& | @ 2yfea T
SRS O AR, HLFH, SfHaRA, O (AFA-22 @ HYAFT P A 777© 2/, Ot o2y AYfer A =iz
Blall

Information & Communication Technology is a branch of technology that which information can be
connected, collected, structured, disseminated, distributed and exchanged electronically for everybody.

O '8 @AM efe IR (Use of ICT):
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oI 2= (History of Computer):
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FATHICR @& (Generation of Computer):

FIEATER STH SR 79 (AP 9 (ST Tfo, FIeee *If, WPpfos e 91 Rae w6re AT | 9 RIS
8 @ #ter [foq “RIGR 9 @36 (ot FIE01EF e a1 Computer Generation 3T | FCHE
LGP FCASV ©IC O el T |

ATOl-9



ATol-8

») &RIfF et S8 (Primary Generation 1937-1941)

R) &R LECAR FCHIE (First Generation 1942-1959)

©) faor aetaE F~E6& (Second Generation 1960-1964)

8) PO &&CId ST51 (Third Generation 1965 - 1970)

@) 59d eet| FICGR (Fourth Generation 1971-Present)

b) e e[ IS0 (Fifth Generation or Future Generation)

y) &R EtaR F>1E5 (Primary Generation Computer 1937-1941):

0o (TP 8o MHHA FHTCHACS ANRINF AGCAR FTOR TN = | IR FTNIF FIPICOICH IR T8 3= el
Tl @3 Hfre AP A (R 77! {271 | 82 Qo ST &A= 1 [0 219 (@ Wea el tofd; et
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Bwrzas ABC Computer, ENIAC, EDSAC, EDVAC, UNIVAC 291 eiifSiss eferad SM1T517 |

R) &Y e FC01F (First Generation 1942-1959):
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Barae IBM 650, IBM 704, IBM 705, IBM 709, MARK |-111 2517 2= et S8 |

fo@: Mark-1 Computer

©) feS AR 86 (Second Generation 1960-1964) :

S5U0 (ATF SpY8 AT 218 U2 INACE <A 2T O 2T | S8 e WCNRIFR (FeT FIICAGRCS SR 7 *I6eeT
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JRECACH 2R *IfE IR (FCG Sou8 AT U2 ASAR F1E0R |IBM 1620 7 I3[ &F = |
Tvraes IBM 1401, IBM 1620, CDC1604, RCA 301, RCA 305, NCR 300, GE 200 g91ifn i e

fo@: Transistor, Register, Capacitor, IC Base Computer



8) POIN AT FHTGH (Third Generation 1964 - 1970):

S5Y8 TATF S50 I AL YT TRACH K7 T PRI A& | 716 22 (Robert Noyee) ¢ &51% =14 (Jack Kilby)
A @2 I SCAF Semiconductor, Diot, Transistors €3 SFIY WS KT AN IIGS I
Integrated Circuit 31 1C 7931 SR | T JICHCH AFE NFHS TRIG 8 A I IR IR FATHIRT 1T @0
| S FTo10aa 2bew, TR SN Safors wel WEe A2ered WAL Htrr 2R ¥F o | |2
T TP QUERAIG St AT Keyboard @& #Iiif* Mouse 8 Printer ¥ J32F &F I |

Tz IBM 360, IBM 370, PDP-8, PDP- 11, GE 600 Ej1W €I &t[ S~T014 |

i

f5@: Keyboard, Mouse

¢) 9% &R F#86IF (Fourth Generation 1971-Present):

9% ATTAR FATER NAGEPR (Microprocessor) IR I 0O I TS | STNRBE A (AN
ARSHTST FIT 2B 8 1T JF T4 MEC@LEPE (Microprocessor) FEHCA 74214 I3« | Microprocessor
T 9 3 & WCAR WS o S [(if#E Fiferea A1 ATt e e GRIentd AEHe ais IR | @]
TRCFETCPR FILE I (ol FCORIP D G0 ST AT 10 T 27 | 99 P01 FATHAR AFTo
SAPOT (FB AP G I |

JEAMH SN (@ I FATHR PR I @ 7T FTHRE bgd A IHTHR farmd Affos | @2 sweam
FToE wERERT (fE ef$e = @k LS| (Large Scale Integration) € VLS| (Very Large Scale
Integration) &&= TT CoRT METTFRATPPR AR | T IACHICIE NS S (26 € AN I IR R
T TR FAST FEPR TG I |

Swrzze IBM 3033, IBM 4300, AT, IBM PY1, Apple-1l, IBM PC, Pentium 1-4 To5iv @3 R
FPTHA |

fou: RAM, ROM, Microprocessor

b) A AETF FACHF (Fifth Generation or Future Generation):

GR ECIR FTHR TP b9 AT FHCHR 0O A4S * S | TR 8 SAIT 2= LA IACOR
B SIS T2 BIFICHR | VLS| @ SfbaieT FIRF @3 TR 21%6% TR PrrCOICa Sl Sl ‘AR |

« SR FACHR TOFE * &1 T ECFACPR 8 &Fd (T (IR0 Fol 77 IC5F | «fF &fs GIFee So (T
seo (I =ers Fale e R |

@RI (RO 9 SR SR TR NI S S AR ol FACS AT IR R SR FCO R
YR N WA 999 71 41 8 R I e Ffaw 3farer (Artificial Intelligence) Reaas F9cs #R03 w1
ST T AR |

®wizgs ULSI, SVLSI and Artificial Intelligence based Modern Computers (APPLE, IBM PC), ULSI
Microprocessor Based PC etc.

ATOT-¢



fo@: 5 Generation Computer

Classification of Computer (o= wifafiem):

oo e iy, agfere Me, Jitem FAel, @F IR FEA ARYE @FFS TYfTE FHTEEE dYTO
TREACS O T4 =0T AT | @-

) egfee s 2tF (According to Technology)

<) ~gfex #ifsfy WP (According to Memory)

%) egfenre M (At (According to Technology):

PG HAO!, (I GR TIGT APIPR LR (@ FEATHRE o ST O T TR | @N-
S. T FIT51F (Analog Computer)
3. fefeGeT F85 (Digital Computer)
©. 22fge TG (Hybrid Computer)

3. G« FfT51F (Analog Computer):

G G T (Analog) *twa i Ty STR T FFACH TR AR 1R, TREFS, @4, 5, O, O 2o,
e coleter AR Fopifv o T4 AT SICP QT FPTOR 0T | T FACHR 2955 Soiires elfefafx/
fofere e oe 363 | Wt qREes “mrd [eam Fifed fefers todt «t “AfRwH=1% T8 | TRGF TR e
WGWWGWWWWWWQWWWWN|

fo@: aw‘ﬁ@w
3. fEfEBer f1Eo (Digital Computer):
&5 (Digit) *=r (2t fEfE&B T (Digital) *tw Beoife | fefers 2hr MATRIGE M | @ FFTHIEE ARy fifes
8 fEre FIer T4 IR (FIEG ARG 2afors Al o (Off) @3 > (On) @7 TAfEfen Toi f$a T ©IbT e a4 |
TS FACE e BT R2 TGIETH o Aa ST FIST I | @AN3 I, AT, MF©, &I Toiiv 375 o I3%e
=7 |

ou: fefetr seom
©. 22{T FE6 (Hybrid Computer):
Analog @ Digital Computer %2 7 S5 et @ FTo/= (ot Fa1 =7 ©tF Hybrid 31 5 siafox

Computer 36T | RO R (R Tl FEGER ¢Fea Analog 8 Digital Computer I9%e & | (A3
ETATSICT ZNCHATS (AT (RN GBI , JUICHT LG , <IN ST, (I g TMCS & LT SO
[FIRO A |



ArSl-4

R R ]
VR BT
il

<) “gfex “iff¥ WP (According to Memory):

S PO, I FIO] AR FIES 07 (AT FCERCP o SITet ©ef F1 I/ | T~
S. 371K SFC6R (Super Computer)

3. TIRACEY FC6E (Main Frame Computer)

©. fif S5 (Mini Computer)

8. MR FE0[ (Micro Computer)

3. 91T ST (Super Computer):

AR FEER TG *EE, FToafs g 8 oS I | OF PR T Seas ¢ | G &fs e
GG (FIG A OF SKF Ao SR M FACS AT | AW IF @ J21F IATERHT 2 IBM
RS/6000 31 areaiion $I857 ISR i A= 98 FICHIE O IRFF9 Tl 9w @A | «aff 7%
HRRIG Ao Foh PIcer AR FEATHIF IS 2 |

®wizds CRAY-1, CRAY X-MP, CYBER-205 251w |

R. TR F851F (Main Frame Computer):

BT ¢ N FHCOR SCAF THo € DT TG TF FPCHACET o) 2 TNATN PPIE0[F | U2 IATHEF 9F

T SCAPLCH (RIG PO I =0 BI& AT AR | ARFCACH W7 wite s A =ife St ug Feo™

O TR | RE, I, IR T, R, 296, zpreirer Reri efeitd wiiee e #ififd @R e @R

LR FHCOE 2T B0 = |

@=: UNIVAC 1100/01, IBM 6120, IBM 4341, NCR N8370, CS30 2w5ifw |
= d \
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©. i 6 (Mini Computer) 3

W FATHC (5T IC WProd FHCHRCE N FHTCIF 91 = | U8 FTEIcaa e 386w T© Bifsae
RIAE (@CS AT R AP2 AL A (EIF FIET FACS AT | PR e, TrRfwe @, Tzear AfSH, I8 «@0wd
Ffafers el 9 @eg FEo™ J9=T 1 27 |

Twrzaes PDP8-11, NOVA3, IBMS/34, IBMS/36 29717 |

Terminals

Joogog

oo oo [Enamis]

= = ==
b

|

= [

Disk Drives COMPUTER Tape Drives

(CPLY
foa: NS FFEoR

8. e I (Micro Computer):
IR PR e (ot FTORISE 6T 2 N2 FPTOR | T (@ TN FPATER 2 IR A I
T =7 RO (C”IG) FMIEGR AT Personal Computer (PC). @2 FITHIRR IR I ST | TR FT 9
8 JRFC =G | G FPBR Fieors, [PNRS, niekia, (= nge, be Reame, afmee (g Toyimes =™ w1
Eull
Bwizges IBM PC, TRS80, APPLE 64, Machintosh Ty |

foa: iy F=resa

L I (Micro Computer) T3 ST foqeIt Ot Fa1 TR0R | I
3. I A2 FITGE (Super Micro Computer)

<, T&HLA 861K (Desktop Computer)

o, S5 SIC6[F (Laptop Computer)

3. AT M2 FFAC6E (Super Micro Computer):
TN T FHCHR TR TR >SN ¢ Tl 7og | G8 FRTOR TF (Il el T=IPMHT HFel,
T, Qe wAfe oy frse, e R g R e 2o e <% 2 |

<, T&Ho= F8514 (Desktop Computer):

O I GRER T2/ (@0 W FACHE HIREF P41 &, O (CFHo 7 FPICoE o1 27 | SR AR JTeo FIer,
SR, IO, N BGJIM BICG T AT W FPACHIF IACHA IR Pl IR (CHFE? IPCHIR | (TN
IBM, Dell, HP, Acer, Lenevo, APPLE, Macintosh Ze7ifw |
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. -
Im—rn, <

fo@: (@Fo FHTHR
o1, FY5= FEo1 (Laptop Computer):
FTo AT (PR B9 (@0 (T FACHE QT P4 2 OICF #1907 S0 07 | At 720er 329 @197, ©I2 T=0e
YT T TR | @ L FACOE QT QTS 70 G| PO I | (TFo ST FeT 4 @3
ST “1ea A | @bt fEf favgre wrafe FpB1Eices 5eat | @+ Dell, Hp, Lenovo, Acer, ASUS, Apple 2%7if# |

fom: #1751 TG

IR i e SThRT Wik Riy et ot 31 zeaee | @
i. AMG AT (GG 16 (Palmtop / Tablet Computer)

ii. (53 S5 (Notebook Computer)

iii. #t#b SCoR (Pocket Computer)

iV. @Y $E5@ (Home Computer)

v. Pifeq FEo= (PDA Computer)

i . PTG AT (BTG F>1C61F (Palmtop /Tablet Computer):
JE FOl ¢ Yo *e FW TS TR FETCORCS T = AMG 1 (GG FFEOR (Palmtop/ Tablet
Computer) | @ SR IPITOR FTST LS (F0L FFFCELCRI TO HIRF T4 T |

fo@: {15~ AT (BTG TR
ii. (G3® C61T (Notebook Computer):

THIBLPA TS (RT WFO TRCEH FTTE A AL TS (F0 TR FFRPTHRCS T 2 (FHIF FEo | «@ff
SCFT THIATA G T |

iii. 6 3517 (Pocket Computer):
(AT SCABGT FFFTFCEOCAR I (RIG HECE FACHRCP I T 2ICH6 FPICOH | I LT DICOR AR ea
G G (AT TG T 2 F4 T |

fo@: s FHCo=



iv. @ ST (Home Computer):
G G SFCHIR (FIET@ (LG, A M-2ew , Feews 21eieear, freframe oy Siee 9% 27 | G R0T1

FTHIER IER S T I W R FIAAS I& Qe I9%0 = 0 |

v. Piféq 85 (PDA Computer):
PDA Computer (Personal Digital Assistant) is a term for any small mobile hand-held device that provides
personal or business use, often for keeping schedule calendars and address book information handy.

fo@: PDA Computer
Computer Hardware (3fEo1ta 6 ew):

Hard *its =i =& @ Ware *Toa S 975 e qgiee | orife S-So e (@ 76T JaRH 47T I T AT I,
@7 &TASE Hardware 36T | €F FAR I AF- FRATHICER 41 IAR*TSF TCSIR ¢ |

Computer Hardware is the physical components that a computer system requires to function.
@% Computer Processor, Motherboard, RAM, Hard Disk, Monitor, Keyboard, Mouse, Printer,

Scanner 39517 |

&

Classification of Hardware with Diagram (SHRIN SGaIE FFCHIER @&t {er):

Computer Hardware

v v ¢

1. Input Device 2. System Unit (CPU) 3. Output Device
a. Keyboard a. Processor a. Monitor
b. Mouse b. Motherboard b. Printer
c. Scanner c. RAM, ROM c. Projector
d. CD/DVD ROM d. HDD d. Headphone

e. Microphone e. Built in Device e. Speaker

ATOT-v0



Classification of Hardware:

FCEIC GRS o BT ©f Tl R(IACR-
3. 2975 fo125 (Input Device)
<, 5% 28T (System Unit)
o, Weo=s fergr (Output Device)

<. 3995 f%e12 (Input Device):
@ 75 Device G LTI FHTHICT ©2 (27 BT 2 OIS Input Device 3¢ | The Input Device is used to

enter information to the computer. @=- Keyboard, Mouse, Scanner, CD/DVD ROM, Microphone
oy |

<. 5w 285 (System Unit):

@ I AR (@ I effemmmas T4 =7 ol System Unit 391 =21 System Unit is the main part of
Computer. It is called the Brain of a Computer. afe CPU-Central Processing Unit 2T 85 1aa
TR PG oA |

@%=- CPU @9 [ty At Processor, Motherboard, RAM, HDD, Sound Card, VGA/AGP Card, ROM,
CD/DVD ROM, CMOS Battery, Power Supply Ts7ifw |

. Seo=5 f¥e1=3 (Output Device):

Output Device are use to output the result. SR Input Device €3 JIKTT &1¥ 7 System Unit- @
2fEPACER #1F @ Device G GTT T (AATS AL, Ot Output Device I | @3- Monitor, Printer,
Headphone, Speakers g%5if7 |

Computer Motherboard ™ Rf$g TR 7ege ey oitwa I+t a1 2=
2ePR/f18 (Processor/CPU):

Processor T S5 (37 Afaieae St | FEEHIEE T -0 F1er Processor «d §#17 frsaiieT |
Processor T3 PASHICER 2L SRl el = |

Processor is the brain of the computer. Its performs all types of data processing operations. Its stores
data, intermediate results and instructions program it controls the operation of all parts of computer.

fafeq r=ia teRige ey Processor <3 Model No:

Intel (80286,80386, 80486, 80586), Pentium, Pentium Pro, Pentium 1,2,3,4, AMD, Celeron, Dual Core, Core 2 Duo,
Core i3, Core i5, Core i7, Core i9 etc.

Processor I CPU Speed: F™EGICA «IfS [Ripl 31 20 MAeras 9 e (Clock Speed)-a3 @111 #¢
54 S{fz 19 F31 27 A4fS e T = (Pulse) 3 BF 7>F 23 o 77 7 3@ | > 2if{we w41 =3 26w
SRS ATLCFIFATEIR A AT FEHIE AEPIER IS 27+ w41 21 MHz 31 GHz @1

f5@: Processor/CPU
TMEETS (Motherboard):
Motherboard 2Tl @35 FEATHITR FICHTA SFQIT SR, (R FATHICHA T F&RA @01 7S T Built-in
It | Motherboard & PG5Y @8 I = | A1 Intel, Gigabyte, Asus, MSI, Foxcon 251w t@miifea
Motherboard “irsar I0 |

Motherboard serves as a single platform to connect all of the parts of a computer. A motherboard
connects CPU, Memory, Hard drives, Optical drives, Video card, Sound card, LAN Card, others port and
expansion cards. It can be considered as the backbone of a computer.



Motherboard 93 RfSg o :

Processor Slot/Socket, RAM, ROM, CMOS/BIOS/Rechargeable Battery, Cash Memory, AGP Slot, PClI Slot,
PClI Expansion Slot, ISA Slot, Power Connector 4/20/24Pin, IDE Data Connector, SATA Data Connector, USB
Port, Serial Port, Parallel Port, Jumper Port, Cashing with Power Supply etc.

T wary Poweor

e O .
el A Lol S e

DAATA Py

.
Ly Fort I Lira
ot

fo@: Motherboard Devices
T (RAM):

RAM (Random Access Memory) R @& R “31o | T-N FFCo1R i ©itd gl 5fo (temporary

memory) 2ETE & 63 | RAM FSHIER 249 G (main memory) | FASHITE (I (T I 26T o
T T 2 | ST T (I ToT 2990 IR O [T SN S{GF A |

ROM FFEBTR TMRCAICS A | Z2T SAETMI O fBH0® 27 = | ROM FEATHTE TMIRCATS (A T Frirera
REATEGT T AP |

GG VRIS GF14F RAM Slot 21t | @6 T 419 FAST § TINIZG 20O FEASF I35 AT 20 A

@<-1,2,4,8,16,32,64, 256, 512MB, 1GB-64GB etc. &t Samsung, Lexar, Adata, TEAM, Transcend
297l Brand and Non Brand t&miifd@ RAM 213 T |

DDRa DI

Consmsrmad Wadyyor

f5@: RAM

Tef&H GRS (Hard Disk Drive):

FTHRT ST AT FUo! 8 Fe i oTiy feHS 2efEsy = | 327 ¥F &3 (Auxiliary Memory) 31 7=TF
I | FFETOCEE FCOCH AT FAOCT AR PIEBITR 7T (AR @ TIOT 7Y TR Fe[ 27 |

Hard disk @3 4= el ifog & 20 A40F | @=- 1 -20, 40, 80, 250, 500GB, 1TB-64TB HDD/SSD etc.
Jreitd Samsung, Maxtor, Seagate, WD, Transcend 2971w Brand and Non Brand @& 1if"& Hard disk =N 1% |

Hard disk is a non-volatile memory of Computer. It is permanently stores data on a computer. A hard drive
consists of one or more platters to which data is written using a magnetic head. Hard Disk drive_connect
to the motherboard using an IDE, SATA etc.

ATOT-53



FlatTens

fo@: Hard Disk Drive

wf6a/fEsts 286 (Monitor/ Display Unit):

Monitor @G Output device | FFEETTR R[S @12 A1 O wfT AW=Ita &=y (@ [RT=1w T8 JI2F 31 27 ©OF
Wf5F 0T | ABR eWi*e (P B T 0= 1o AP {7 A8 | @ Aoea K7 #fe T @@, 07 W66
@G AP S AMCF PICHT 6 | A0 el 3 ST e 20e AN |

fafen rnfs fafeg 3te 2 a (ot w0 A | I8 ey« W67 92@ +41 27 | @5=- CRT (Cathode-
Ray Tube), Flat Panel Display, LCD (Liquid Crystal Device), LED (Light Emitting Diode) 251w | Jrita

IBM, Dell, HP, Lenovo, Acer, Samsung, Philips %51 Brand and Non Brand Brand and Non Brand
M Monitor =ear T |

J=JE

fo@:: Monitor Devices

&%= (Printer):

Printer ¢ output device | FIEHIER e 1 3w [Rioy ©F FoICeR 2ToR 26 F9K @ ¥ I 924
4 T Ol F5R 0 | BB Pieea gt (ol A1t | qund «S(Hod TRy Fo1a [Rgre skt (7 =1 @3 19 d
o557 AR I TRce FITHICAR R T IR (7 = |

The Printer is an output device, which is used to print information on paper. There are two types of
printers: Impact Printers (Dot Matrix Printer (DMP), Daisy Wheel, Line Printer) & Non-Impact Printers
(Inkjet Printer, Laser Printers).

e {feq e BB “inew T | @5 =-

) b GH &5 (Dot Matrix Printer)

?) == &b &5 (Inkjet Printer)

©) IR f6F (Leser Printer) |

Jreed Laxmark, Canon, HP, Samsung, Brother 2951w Brand and Non Brand tM™iife& Printer st

=

fo@:: Printer Devices

») ©6 (I 6 (Dot Matrix Printer)

A printer that uses hammers and a ribbon to form images from dots . Also known as a serial dot matrix
printer.




ATOT-38

?) ¥F @G % (Inkjet Printer)

An inkjet printer is a computer peripheral that produces hard copy by spraying ink onto paper . A typical
inkjet printer can produce copy with a resolution of at least 300 dots per inch (dpi).

©) e %1 (Leser Printer)

Laser printers use toner powder instead of dye or pigment-based ink. Laser printers produce
electrostatically charged dots on a light-sensitive drum which attracts toner powder.

Computer Casing:
System Unit &3 A3 s7icaceR f[4fos Sifsaet, Jewt, (A5 ¢ Qe 2aferata oo fbfee 3 (ranar =@

Durable Metal Housing —

CD-ROM Drive

D-ROM Eject Button

DVD+/-RW Drive—

FISEEY Rivey LED

DVD+/-RW Ejoct Butlon
Floppy Eject Button

HDO Actrvity LED

Multimedia Siding Cover

Power Connecion—

P Mougg
Far Harytaosed Conngctor
Cenrecior L
Sorial COM Post el Ped
ViGA Port Cadn Cooling Fan
usg ¥ 10" 100D R4

Ervprmand LAM Post
NLnopd o Jack Secunty Logk Port
Fario Oyt Jack
Ly by Jachc

Expansion Siots
SEKBps RA-11 _ : s 1 Thaamls Sciew
iopdem Poris i

foas PIEDN 26 =i [fog = |



F @ (K eyboard):

Keyboard @35 Input Device | FIE51a ffSq A1 @ @&t I @R o Foete I 1 5if7 [+ 2 Qe
7 ey I, AT, [erg o7 ARRTSIC A ATE OIS IS &l 27 | FSIH I 25eTS FI-TAMC ETR 0Ly
fifeq @ I Meqr IR | B¢ J-W@E (Standard Keyboard), 9vgm™e F-tar¢ (Enhanced
Keyboard), MfBfEar f5-tar¢ (Multimedia Keyboard) | 9t «7i&ri™7e $-ta€ (Enhanced Keyboard)
TN TS T | AT FI IRAT doo (AF So8fba8 (@A FF 49%® =W | @ Dell, HP, Lenovo, Acer, A4 Tech
gojifw Brand and Non Brand & iifss Keyboard #reat I |

Keyboard #fifofes

Keyboard @3 Key 35=F AGRTO =T OlCa O F[ ZCACR (TN:-

>) e (Alphabetic Key) @3 A, B, C, D.. .. .... Z @
%)  RAPPHF F (Numeric Key) @73 0, 1,2,3,4,......9 @
©) T S (Function Key) @3 F1, F2, F3, .. .. .. ..F12 *i%&

8) @A A (Movement Key) &%= Left Arrow €=, Right =, Up A\, Down W)
¢) TPME I (Special Key) @3 Home, Insert, End 271w |
v) FIAEI  (Command Key) @ Alt (Alter), Ctrl (Control), Sh (Shift).

f5@: Keyboard
Keyboard Layout
FFTHR TARGH AT (@ T IS G ST GITATS MRS {27 G+ FF | 2RSS ST 91 725 I
sRfere IS | JYF Windows o6 Keyboard @@ Key 25T @ 51Rf6 feam «aie @ | @2 Key @t ItF
feq Stel o T4 2@ A0F | @F-

“~d

I

]

WEIRL

i

X8

!
|

ol
] | &t

i)

8
00C
CoC 0|

4

»
14

1)
!’
e
0
3 v
CC
.

[winsows ][ ) [Spaatar ] [ |  [winsows J [ seme | [ conrot | [ stun 3 [[avows | [meumber res |
@z Keyboard

Alphabetic Key (I¢f= ) 3

Keyboard-«3 TR foa Al Rwmsia o (205 © #48 Key e 391 =7 Alphabetic Key. 4 3% Key =T
RICAT ARET 8 TG 512 F41 I | (5 @ IG ST &+ Shift key T84 741 =7 |

Numeric Key (FRUPS ) ¢

Keyboard-43 Function Key «3 SIt6 SRiES 3 TF o 7fe w6 Key A4tF | Yetes =1 Newfas |
Numeric Key &3 Bt TG !, @, #, b, %,¢,., *, (, ) 9R ST Key @ L GG Key-«@3
T S_ES Key-93 BATF @ () o @R [ts GIfNewEm (;) 5 4tF | @ «@7a Key @9 ©4t@ Character
5 472 512l FAI9 TaeE 2(F ©U92 Shift Key (5ot €@ W Key 5i9te =30 |



Function Key (Fr*w ) 3

Keyboard-«3 &=z@ AfRte F1 (A F12 *& IR Key & I = Function Key. fifeq @@ @2 Key etk
el ey =6 At | Function Key 3@ Command Key a3 (Shift, Alt, Ctrl Key) 3aca fifeq ceraicm
TGN FAS ATACN PRI ACY |

Esc Key ¢

Escape *Itod =4 &1 1 #1341 | Keyboard-«3 $2ita A 7K Esc @1 Fwiere Key 2ot 2t Swiace!
Escape Key. (3 (R0 F& F0© FACO (P17 o711 FIt At 07 92 Key Press IR f@rem g feea w1
¥ | @tF Cancel Key € 381 271 | ©lgwre e @@ @2 Key [T @ Key @7 717 61 30 |

Shift Key 8

Keyboard-4 Shift @1 a1 ffFe Key 46T == Shift Key | Caps ¥ Off g Shift Key &t 48 @ &
GTERICAbE Key 518 F40a1 27 Capital letter =03 | €=l Shift S @F 3L Function J TRE FAG A F[
T | TN @, Keyboard-a3 Ffoom Fice Tong ¥z Aies [fey oz v |

Alt Key 3

Keyboard-a Alt @1 s=fere 1'G Key 21t Twaca e Alter Key. Alt Key-«3 3t Function Key 31533 3
ffoq TS AT TR F4T e F41 T |

Ctrl Key 3

Ctrl @741 ofre 76 Ft Keyboard-«a =7 | 351 Swiacel qonaee Control (FTHFT) Key I =7 | Ctrl FF @7 A0
Function 9 sy 3q ffeg e e =7 |

Caps Lock Key 3

Keyboard-«43 1t Caps T Caps lock @41 fofe «afG FF =t Caps lock key. 747 @2 Key (© 5% (Al &7 ©4F
T A 779 1B Gret oo | 1 Keyboard-«3 Tt ST AfRTs T4l a7 | 749 Caps lock off AtF ©27 @41 =3
Small letter-4 @R T4 Caps lock ON TF ©IF TRT Capital letter-4 z¢d |

Insert Key 3

FT Overtype TI® OFF/ON 14 &+ Insert F & 61 | Insert IS 5191 Tt *ww (7l I Overtype @If5 |
Overtype T AFRIGR FEBA TR T T I Fifoie =7 | WRF Overtype T off AFRER B ST
PR Overtype 1 I AN W2WE 22 | Overtype TG off ABET Spacebar 5T FPR S[ES 3+ (A0F Text
T Ko ACF | WF Overtype € ON AT Spacebar TG FPE SEES I (ATF Text IO YO IR
T[T ACO A |

Enter Key 8

Keyboard-« Enter @741 5123 | s 7% St 4te et Enter Key. @35 2t& Alphabetic Character &t=T® ©Itq
SfS AF Numeric Keypad-«3 ©Ita | Enter Key KT 7%® J | Text-93 @ & JF IR F#F I Enter

BT FRO NGO ARG 5T W | OT=IGT Text AERNNed & Enter 2T 6 | (@ETN FNE 0TS Enter F F1&
PN

Tab Key 3

@ BT (AT 7 BT FROR BFS ZAIEEE & Tab F 51910 & | Keyboard-«3 It Tab @14t e S == Tab
JI | [ Shift FF T 408 Tab F S0 FRER ACH GIIRGCEITS SPTCS AT |

Backspace key 38

Function Key F12-93 5% St6 SRfgs A i (€) fofes 2oz Backspace ¥ | Typeover TG off A<RgE
8 J A FRER Text-aF 0T PR To AMF R AN NPR ][ T AN (@ TS @1 AT 742 0% A7 |
Typeover TG on SR €2 I 9T Text (@) 20O 20 FRPF AT ST 20O AT OCF Text-aF Siay See
43R SRYF FCA | SIYYIS ¥ F Alighment @3 FTer I3 |

Delete Key 8

Keyboard-¢ Delete @7 f5f&® It Delete Key 0 | FROE SRS T JZF & €2 FI BI2ICS T | B&ay @,
Numeric Keypad @3 sty Del 74T s Fics s Swiweet a1 Delete Key. Numlock off SgR @ F wrne
THCATS (YT AN A |



Arrow Key 3

Keyboard-4 Spacebar-«3 ©itd S=&fge Arrow fofEe 5=f6 Ft ga@-
* Up Arrow 3 () ¥ota

* Right Arrow 3 () ©IF

* Down Arrow 3t (\) Sits

* Left Arrow & (€)

ARAITS T FRER G Arrow Key TR AT 63 | @w Up Arrow key BT#itst SRPR B2t ST120< AN |

Right Arrow key BI*ts1 $1991d It At | Down Arrow key BT#ITsT S5 SICh AT | Left Arrow key ST
P QMY AT |

Print Screen Key 8

TR S 76T TP Fe (A0F (@1 g o 419 &5 Print Screen Key J9=19 341 &% | ©f Copy SIICH
2ATF, *RITSCS Paste FAT ©f Image SIFCR NS I |

Pause Key 3

@ 7% Sw3@® Display o I (AT (A Display FIACAR &5 U2 Key IJT FAT = | (@3 F0 (AT
I (2 AT Off F0e 29 Pause @14l Button @ R4l (7 | @ (0@ 56 @2 (R | O GFAF
Pause TS 517 ot SR Run A0S Enter ST 947 (&1 Key Press A0S 21 |

Home Key

Home G141 bz Key fifeq @it 331 2wiee 723 Key RT3 e 63 | (@ 99497 €S Ctrl+Home
PANG T THCACHR A TR 56T A |

End Key 8

End @4 BfF® Key Britel SR SIFHOIFSIE S (3 TR (*I0T | @97 &AS Ctrl + End 1@ WeeT
THACHT (<0 I BT AR |

Page Up Key 3

Page Up G141 f&e Key B#iteT P SIsw{awretd SRgH (3 fAWe B Bt |

Page Down Key 3

Page Down GT4T f5f%Fs Key BTt SR SISH{IFOIE S (79 *RS! 71 |

Spacebar Key 3

Keyboard-4a 314 Scoa 1130 W1(g® (= “HIFiod Key (& T Spacebar. *¥ (A0S = WL HIGH B
2SR ©Z T BT = | (T S FTT FRER F#1F IR @RI AT FACS CHRIF (5T (BT (1R T IR &0
T I 373G Cod! B4l = |

Numeric Keypad 8

Keyboard-«3 Bt sreafs Ft 7w 1f5s Numeric Keypad. @2 Key st2d St7 Num Lock @1 fofFe Key
@ Keypad-«d Switch f&r1ta e 3@ | Num lock FF on SHER (@9=wi@ €2 Keypad-93 Numeric Key 3
=R ¥4 = | Num lock Key off S{gite F1er 3t Numeric Key 3% 17 I 317=1 Key. =@ Num Lock
off ¥tae Numeric Key 3R Jj3=[ S90S 10T Shift J @7 =wre! fire =7 |

@ Keypad-a3 Numeric Key 32 @32 (7 SRYF I T (TOT UG I6 I =7 | ORIGIS RIS [=[
1 T Arrow Key 3R | ©% Keypad-99 Arrow TR JJIRIGR 73 Shift Key-«@9 =15 0o =27 | @%« Num
lock on ==g[¥ Shift (5t €03 Arrow Key 59817 390 2% | Numeric (80T & GfGa 7= 901 18 Key =
(2 =1 = Numeric Keypad. 31te@ Jf94@ &5 Numeric Keypad T3 3<7&© &3 |

e (Mouse):

Mouse 35Tt (G 18 Input Device | AFFSCO BT (AT IR TOL | NG =< PR @ 7o '@
SRS P 4] BT | 22 FETHICIF G LRSS TN AT |

Mouse @3 M4E=e 726 A6+ ATF | o637 Optical A Scroll Mouse 26 foAfG A6 A | @N=-

1. Left Button, 2. Right Button 3. Scroll Button.

e Dell, HP, Lenovo, Acer, A4 Tech 2951 Brand and Non Brand T&™iif<a Mouse 23 T1¥ |
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Mechanical and optical mice
foft chck scroll whoot SRS

- PS/2 connector

right click

[
cordloss opticsl mouse
(Botom view)

- mechanical mouso
(BONOM Viow)

oz B WS =5fer o1 o |
Mouse 99 JI<RIT 8 Jler:
A JRT FAC AT A GF TP TR AT AT STSFIHTF | (-
Mouse #GFBIR: Mouse Setup F© ST Program Run FICeT SIfers Hee =T FacT (imie Arrow (A=l
M| @- R
FEATHIRR SR GOICF 0T A AFOR | (I IS T A TICACHA (IS FFo FPR (HRICS GF AR
SRy |
Mouse 5
(T BT NCH AT FoW I WO (@SICT B (ANF 0 NN fFFaas | GFIR ST (SN BIATF 0

foRToeT i35 | 4 Q0L MR @SN 51911t 90T Double Click.
Left Button Click:
TN 60 {5 FACEF A0 Left Button Click | 2 57 241 5 0T FRATHICT 7T B 41 20T AT |

Right Button Click: Tita 15t 5% 311t 31 Right Click |
Scroll Button Click: % @3 NIRRT @ 6T 5 FACT T AT 5{BIF T{ea 8 b AeaT A7 |

Mouse Gt ¥ T I8 “ItTB1F Foiw I SRR f5e I (I @S BTt 40 SR v Ball & IR
TR ARSRCE 9@ 3 Move F1CF 31 Mouse Drag 399 |

& 903 (I (AT TR (F IS A T T ©I92 WG TG0 (=S FF 4= I | @N- 8
GBICF I TETAG | &7 41 I To%9 Hard Disk I F0F o912 W Totare b 7l 9 @32 Hard Disk-
G FE (1T 20 ATOE AR FSF AP /07 T |

I-Beam: Working Area ( IR Si@ AT TSN ATBECE S (FI1e KT T GIED YO FAIC R
o (aar T | @4 - |
3 T |-Beam. TFTe3 BT NISETR AT #TFHICER T2 T1 303 W@ | T {2 (GIE6 7o IRPM (TeTs A=y

O S -



W &/ §iZe (Flash Memory/Pen Drive):

FTEE (ATF USB (AATto Tirew [{fey wfvs, fofe, (oot w13 Tor e ¢ gved 3919 & @ Golas
ToI23 T T4 2 OICF FH (TN AT (1 GI2© & T | FCICTH TS T (NI AT (o1 GRS O WIH FAT
AR | T QI T (A GRS AT OF GF IO (TP O BOACHICH WA AW 1 A |

fomg (o gIzS
(517 GIZS (FATS 6T F0E N0, Tl (YD 8 FRCT IZA | TONH [(fog 4R FIo! FHg (A7 GI2S Jreed
BT AT | ©IF LY I 8 frr 125 (GB), b M1 9125 (GB), S fasr q125 (GB), R e 412 (GB), u8
11 185 (GB), S3b P91 A125 (GB) 1 OIF NKF e Faro! 3717 (519 GI2© Jr&Tcd ANe I | Jr&cd Towinmos,
ADATA, Transtent, PNY 295w Brand and Non Brand TF1f<d Pen Drive el I |
K (Scaner) :
FFR ZC FEACHERT 910 2990 fTO12 | «F TR 11, BF To5i g S0 90 (73l ¥ | [{eg ea
SIFFHIET BAE(S FACOIE 2970 (A & HFICEE [og 712 | Jrencs [fog Jieed 8 W, [foy warre W
S TR 2SI A |

. _‘7/
- —

f/fEfefE 2 1%® (CD/DVD ROM Drive) :

@ @R A= e SR I s CD/DVD ROM GRS 36 | FifEea Bige @Tera i 592 63 fAfers feafrs
©27 Read 3 | TS ETETF I FIF @ TS AT AR AT 0 « S NS =7 AT | T 79eT 027 Read
FACS AT | TSR ICTF AR O FA S 0 | G Gr2® ST 8 GHGRE SO (A0 2 | &S [y
IS 1l P1feaw g wrew ¥ |

foms Fifoa giRe

foas wR

ey (Modem):

WO FFATHIEE G0 KT SAMI | FCOF (AF Sd O (2T 8 =R &) WC 7o 2 | &y
TG TN/ (G #1128 FFTHIER A IS FACS T | NCT GHORA 8 TR & | Arencd [{fog
IS ST°Ig TS e A |
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o= (Speaker):

R 20T Weeb fTee | FIE AR FFEsE
(TP PR @ *17 T AR | FEACHIE FF[ G0
S GieR o | ed [fey Teer [feg wwof
g FPIFIE “inedl T | @W9- Microlab

a8 [

foms Forer
Piotter %517 (Plotter):
AR @I GR T | 22N IR T© IHTHIET G
WC5[5 feeIZo SoAm | B AR I =, (B,
FETSE, TWb@, AfFOFORET TE2 Top Fie 4T
q |
oms o5=

ST (OMR Device ):

OMR @3 79 915 == Optical Mark Reader | ®7ite
T SifeT 7 PR AT, o 21w oy @ IE 59+
27 | OMR &3 F17iter &ifeFfere Se=T1s qf#[ 7RI wiesd

/--

\ THifgfs Tomfa a1 =3 | Afifes ¢ Jg-fafoar s[wm
Teeiq 2[R0 @ T8 929 I 7 |
foas eqsg
(ePrem=(OCR):

OCR 7 »<f 711 == Optical Character Reader | F1Ite™ $2& JifeT T (AR W™, JTOH (7147, ST QIO @
77 fica footes @, @fERIE, BIRHRIS5R @ fBIas @1 A9 FA0e @ IF (92K T4 27 |

Optical Character
. Recognition
> :
fous efrena
WS eterga (Multimedia Projector):
Multimedia 3t NGRS @7 93T 77 qce (ST 4T SU@E @I WF/FIRFTFNTMI FICR SoFro F0

2| =i NFEGHGAN 9o @RI @, FEATHIERR U Wi, fofbe, A, 7, afveme @32 a7 It @1are
I@@ @A 43 A IR @- il ==, foq, afvemiw, fefSs 29t | A projector is an output device that
can take images from a computer and display them on a screen, wall or another surface.

1 Ol m
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Parts of Desktop Computer Configruation;

Parts of Laptop Configruation;

Parts of Desktop Computer Configruation (43 ToHE= ITHR Fre @ 78 TR TG =)e TYA

Sl. No. Products Name Model No

1. Processor Intel Corei3/i5/i7/i9, 12" Generation or above,
2.4/3.6 GHz- 5.2 GHz + etc.

2. Motherboard Intel, Gigabyte, Asus, Foxcon, MSI etc, Z390 5G,
CPU Sockets - LGA1151, Chipset - Intel Z390,
Memory-Dual Channel, Integrated Graphics,
Multi-Support - NVIDIA Quad-GPU SLI, AMD
Quad-GPU Cross Fire etc.

3. RAM 4GB-32GB, DDR3/4, 2400MHz etc.

4, HDD 1TB-10TB HDD, 500GB SSD, 5400/7500 RPM
etc.

5. Monitor Dell /HP/Samsung/Accer 15/18/24 Inch Res. LED
etc.

6. Keyboard USB A4 tech etc.

7. Mouse USB A4 tech etc.

8. Power Supply Casing ATX etc.

0. DVD ROM(RW) HP/Samsung Brand etc.

10. | Speaker Microlab, Sony etc

11. | Printer Hp, Canon, Brothers, Laxmark, Sumsung etc

12. | Scanner Canon, HP, Sumsung, Epson etc

13. | UPY/IPS/Stabilizer Micro, Powerlink, Appllo, Prolink, Sendon etc

14. | Modem All Mobile Company Modem

15. | PenDrive 8GB-64 GB Pen Drive

16. | TV Cad AverMedia or latest collection

17. | Microphone Brand & Latest collection

18. | AGP/Display Card Motherboard Built in

19. | Sound Card Motherboard Built in

20. | LAN Card Motherboard Built in

21. | USB Cad Motherboard Built in

22. | Latest Software Latest collection

23. | Warranty 2/3 Year.

NB: Computer all Parts-> day by day update.
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Parts of Laptop Configruation (435 =15 fFqre @ 7% TaR* THITS =7)8 T[T

S.No: Products Name Model No

1. Processor Intel Corei3/i5/i7/ 19, 12" Generation or above, 2.4/3.6 GHz-
5.2 GHz + etc.

2. Motherboad Example: Intel/ NVIDIA GeForce GTX 1080 OC with 8GB
GDDRGSX etc.

3 RAM 4-16 GB, DDR4, 2666MHz, total 2 RAM slots etc.

4 Hard Disk 256-512GB PCle M.2 SSD + /1TB 7200RPM HDD etc.

5. Display 14-15.6 inch FHD etc.

6 Graphics NVIDIA GeForce GTX 1080 OC with 8GB GDDR5X etc.

7 WebCam HD+IR / 720p-HD Camera etc.

8. Audio HD Audio, Sound Center and Audio software

9. Optical Drive DVD (W) Drive

10. | LAN & Wi-fi 802.11ac 2x2 WiFi etc.

11. | Battery & Power Lithium lon Battery : 3 Cell Battery Capacity : 41 Wh etc

12. RJ-45 Networks Gigabit Ethernet Port, Super Speed USB 3.0 Port Port
with Power Share technology (USB Type-C with support for Super

Interface Speed

USB 3 Port: 2x USB Type-A USB C/ Thunderbolt Port: 1 x USB
Type-C HDMI Port: 1 etc.

13. BlueT ooth Bluetooth 4.0-5.2

14. | Weight 1.3-3.42 kg

15. Color Option Black, Silver & Other’s Color

16. Operating System Windows 10/11 Home 64-hit English

17. | Warranty 2 /3 Y ears Waranty

NB: Laptop or Notebook all Parts -> day by day update.

Computer Software (S5 FFLCHF):

Software 2Ca 21 AT =1, (RIA I ON7 G0 78 | TR IFIF N 797 W@, IR W<Ge Computer
Hardware %=t =R SHARPT SR (SITE | O FAR- FACH R ARTBETN SO (@ TS (AT LTS , GIETATE
Software 31 | @I9: Hardware 2 Computer Device @R Software 2 ©F &I |

Software is a set of programs, which is designed to perform a well-defined function of computer.
A program is a sequence of instructions written to solve a particular problem.

Classification of Software: Software & A4 B2 Ot ©F 40 T | (&-
>. PI0T s1wbezriE (System Software)
3. @i o9 (Application Software)

3. 05w wwh\sR (System Software):

FATHRCS FIRCET SN FACS (@ L G HI2F 41 2, OIS System Software I | GO THH WG
Operating System 8 J=11 =3 |

System software is a set of more programs, which controls the operation and extends the processing
capability of a computer system.

@3- DOS (Disk Operating System), Windows 95/98/2000, Widows Millennium, WindowsXP, Linux, Unix,
Novel & Windows7, Windows8i, Windows10, Window11 etc.
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Wmdows

fo@: PIBw Ieb\ez1F (Operating System)

Linux

5T THbeF (System Software) & [feg Siter o w41 I | (@4 -
3. JACAR PIES 7woeF (Operating System Software)
<, (@R TReEES 7EHeR (Programming Language Software)
o, S 7EH e (Communications Software)
¥, 3T s ear (Utility Software)
8. GCEI0T A1 WA Ao WA (Translator Software)
. Aifeayie 28R DI 7o (Graphical User Interface Software)
3. SACAfbR 5 7woeiF (Operating System Software):
TR e e ey faae ¢ AfRGFRR F10er I9%© Software & 1 &1
Operating System Software 3¢ | @%=-DOS, Mac-0S, Windows, Unix, Linux 517 |
<. @mifiR *FHrReEE FHSWIF (Programming Language Software):
FEo fAfey Application and Package Program (SS9 =5 (@ ST Il FHRETIS AFLEWR IS 2,

EIfeE = = @/ifR RS FFoRTR | @I9- BASIC, COBOL, FORTRAN, C, C++, JAVA, PASCAL
goritv |

. FNCTF*F FEGSWIF (Communications Software):

FTHICER TOIAD 8 (oS GF LT @AM FI2THE e ([ STl [ RIS FEo G (%0 &, (refer
T =W PGP FAXH SR | @- Dropbox, Google Workspace, Microsoft 365,Microsoft Teams,
Zoom etc.

¥, TG swbenns (Utility Software):

FATHICIR AL G € TCEA (TS FAF G (F I (A JI7© = P o1 23, LSO ARoRIF |
@3 Antivirus, PC Tool, Norton Utility, McAfce, PC Celling, Kaspersky, Toolkit Te5ifw |

8. GITCE0R 1 WS TEL'UE (Translator Software):

Fo1Ea Assembler, Compiler & Interpetter ¥ FEESKIR @ IFT (AW %o = AT F =7,
S0 AT SRS TROSE | (A3
. Qe S8eng 2510 TR0 (Graphical User Interface Software):

Graphical 31 fow fefe Operating System Software 315&c& Jts1 Graphical User Interface Software |
@93 Windows @&fG Graphical User Interface (GIS) Software |

R. Gt THoSIF (Application Software):

W TEOGICAR NG IHCHR AR ©IF e A1 e I FHAWa &y IR ARGERT F6F SIS
Application Software 3t |

Application Software e fifeg @& w41 W @==: Payroll Software, Student Record Software,
Inventory Management Software, Income Tax Software, Railways Reservation Software,
Microsoft Office Suite Software, Microsoft Word, Microsort Access, Microsoft Excel, Microsoft
Powerpoint etc.

ATOl-2©



Microsoft Ml o
Office
fo@: ufiit= TeberR

«f3t= HoSF (Application Software/Package Program) &= f&fSg sieatr et et 7 |
. ARG @I T FHoeE (Package Program / Software)
<, PENLGE 7o 6WIA (Customized Software)
o, MFBMEA Two e (Multimedia Software)
9, iy 75eR (Graphical Software)
8. THRAEG PI7© TSR (Internet Use Software)
5. efufaf “Ficee Swoewd (Engineering Package Software)

3. A7ICPer TR 1 TR0 (Package Program / Software):
Fieere I AT IEH STweey Tod! ¢ JIZS (ARPRCF T ATCHS (™ I AXH'GHH | @FF- Microsoft
FATT FES AEREOF© FOUC! ACHE (AR (MS Word, Excel, Access, Powerpoint) 5w |

<, FIBAREC FXH'EWF (Customized Software):
Ffesrs 1 Al ST JIEER & e SifnT SR (@ TREGRTIR o1 Fa T, ST FIBVLSC FELo G |
TP IS TEOGE | N3 [, AT, TSR, SR ©fS, e Gt G M6\ GWF Loy |

(¥ e Pladonbeap

o, MR Fwoewma (Multimedia Software):
@ L EIET MG wes, fofs FF &F I O Mo o eR 31 | @3 VLC Media Palyer,
JetAudio, Superdecoder, Xingplayer To5ifwr |

¥, QifFFe TwoSiF (Graphical Software):
@ TEHLSWIET NGy Qe fTeeq @7 Fier 41 W, ©itF AMEFE FEoeWE 61 | @+, Photoshop,
lllustrator, QuarkXpress Toifn |

©. BTRCIG JI7© AXoSWH (Internet Use Software):
@ AFO SR ML STRCG GF PIer P! AR, OICP LHRAAD HI© TG 6 | % Internet Explorer,
Netscap Vavigator, Mozilla FireFox, Google Chrome 51wt |

. ik spitee wwo91F (Engineering Package Software):
@ TSI M4y 90+(1, [fog ghe, afrike e se w1 I3, o IR ATee AR0SWR 6 |
@193 AutoCAD, Board Maker, Micro Cap 5% |

T TEHRIE (Firmware Software):

FEATOIC 7 @9 o oy g ~gfore e @RPIIRes 0T TSR FECGWE | (@ (RPN SEl
TRCS 7 RS TS A M | @A FEATER (A TGS AWRCACE 27 (AP TR 47 AT |
ST B FACETE FINETR HEHOGF Tl TR | (@3 (S v R, TIT (T F(F GR (2T A1
T |

AToT-28



ATOT-2¢

P Configure BIOS/UEFI and Partitioning Tools
Py Computer Hard Disk (HDD)
I+ Hard Disk Partition

Computer Hardware Practical Session:
There are 10 steps to assemble of computer system unit.
Step 1: Open Case. Remove the back screws.

Step 2: Install Motherboard

Step 3: Install Processor (CPU)

Step 4: Install CPU Coolling Fan

Step 5: Install Power Supply

Step 6: Install Memory (RAM)

Step 7: Install Graphics Card.

Step 8: Install SATA Port (Hard Disk Drive).
Step 9: Install SATA Port (DVD ROM).

Step 10: Install Others Drives.

fo@: Computer Hardware Device



Computer assemble Tools:

fo@: Computer Hardware Tools Device

Configure BIOS/UEFI and Harddisk Partitioning Tools:

BIOS (Basic Input Output System) is the program a computer's microprocessor uses to start the computer system
after it is powered on. It also manages data flow between the computer's operating system (OS) and attached
devices, Example as the hard disk, video adapter, keyboard, mouse and printer.

The BIOS Computer motherboard firmware defines how a PC turns on, which drive it boots from, what peripherals
it recognizes and even the frequency at which it runs the CPU.

There are two different types of BIOS: 1) UEFI (Unified Extensible Firmware Interface) BIOS - Any modern PC has a
UEFI BIOS. 2) Legacy BIOS

CHOS Setup Utility — Copyright (C) 1984-1999 Award Software

Standard CMOS Features » Freguency-Voltage Control
Advanced BIODS Features Load Fail-Safe Defaults

Advanced Chipset Features Load Optimized Defaults

Integrated Peripherials Set Supervisor Password

Power Management 3etup Set User Password
PnP-PCI Configurations Save & Exit Setup
PC Health Status Exit Hithout Sawving

Esc @ Quit : Select Item
Fl1B : Sawve & Exit Setup

Time, Date, Hard Disk Tupe...

—- |
fo@: Configure BIOS/UEFI
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Computer Hard Disk (HDD):

A hard drive is a non-volatile hardware component on a computer that acts as the storage for all
digital content. It holds program files, documents, pictures, videos, music and more.

Types of Hard Disk:

There are many types of Harddisk:

IDE- Integrated Drive Electronics

PATA- Parallel Advanced Technology Attachment
SATA- Serial Advanced Technology Attachment
SCSI- Small Computer System Interface

SSD- Solid State Drive

Integrated Drive Electronics (IDE)
IDE (Integrated Drive Electronics) is an electronic interface standard that defines the connection between
a bus on a computer's motherboard and the computer's disk storage devices.

Parallel Advanced Technology Attachment (PATA):
The PATA hard drives were first introduced to the market by Compaqg and Western Digital in 1986. They
can have up to 80GB capacity and transfer data as fast as 133 MB/S.

Serial Advanced Technology Attachment (SATA):
A lot of desktop and laptop computers have gotten SATA hard drives because they have superseded PATA
hard drives in size, power consumption and even better Service.

Small Computer System Interface (SCSI):
SCSI hard drives are upgrades over SATA and PATA drives for many reasons such as round-the-clock
operations, speed, storage and several others Device.

Solid State Drive (SSD):
SSD hard drives are one of the latest hard drive technologoes at this time.

TR ~ =
SIS Y ¥ ..
sHNaETR (€ ® (W)

— -
T o WO G

AR A -




Hard Disk Partition:

Master Boot Record (MBR) disks use the standard BIOS partition table. GUID Partition Table (GPT) disks
use Unified Extensible Firmware Interface (UEFI) .

s (MBR) <1 15 (GPT) 20 =i Gt it 331 Reieq @B SN (o1 @2 ¢B1 416 «<e et
G BT (1R O e ISP S0 AW S $IZS SAfb*H Greora Fess 1 Aecel, G Firsy Uz
A AT ©2 T Fe TS SACe? A1

HEMLETT-FRACKARD COMPUTER SETUP
Security  Pouer Advanced

vice Cant igurat lon
orage Uptions
Boot Orger

PEF] DOOT Sources
USB FlonpysCo
USS Harg Drive

Lagacy Boot Sourcea
uss 1[,(_‘(_.11/[L
Hard Drive
Hitachi HTE541616J98A00

Network Controller (IBA GE Slot 00CE v1de3)

FS=Disabled, ESC=Cancel, FlO=Accent

f5@: Configure UEFI / Legacy Boot

There are two types of Hard Drive Partition:
o  Primary Partition

e Extended/ Logical Partaion

Primary Partition: Primary partition is a bootable partition and it contains the operating systems of the
computer.

Extended/ Logical Partaion: Extended partition is a partition that is not bootable. Extended partition
typically contains multiple logical partitions and it is used to store data.

Primary
Partition

—
Extended _\_
=il

Physlcal
Drive

Partition —— Logical
_——~ Partitions

"'h‘_’- J—.!:::J.

Jormaric Ve

||._, Arten  Wew  lice

I'r = '.-Inll_l =3
& Coer ke Wevagemand sl | Viksss Lmnitl | Togpais | Pl Shgchins | acatas A
B} Iymipre Tmaa [ ] Lergba Bae  WTTS Feakirgs Epmiarn. Boek, Page Fie. A TRk Wb
T Pk % by b b n Tirgls Mk KITPY Ay Pransy Batiie]
Bl et Faover & F Sivgha @me MITFS fearivy Lo ol v Flecin ¥
B Wurd Pk e G Sireghl Gouk WOTED Faodtyy Laogeoal Dvival

B ol Uamranrd o || o b il iee Swvphe B RITFR Hratiny Prviey Ptk |
vl T JiRasare Paeh D90 Siveln Beak COFS Ssimyy Bpeviary Tomibcal

o5 Teary Mmeger
an o D
& T Hoananr e
P TR P TS ST

L it e

M (=] i
o Gl MM K 1R O
i rulif [Ty Hrabig (P
“Thrk T .}
Rasis M Tekeinn G
P E G L4 0l Lk MTRS
LR ruahs (Fepary BEnaemg

e I

e Wl e Toashs =
5 - " l]-_h.n.-_.c.,.“ l:---nr pariizn Ml Ecarced perion | '-"-Il:DHlll."q‘H""""-l

fo@: Extended/ Logical Partaion



ATST-25

Hard Disk Format:

When a drive is formatted, the past is wiped clean. All the data is removed and space is made for new
data and file systems.

There are different reasons for formatting a disk. You might be concerned about security, need to
repurpose the hardware and want to install a new file system on your device.

Types of Hard Disk Format:
® FAT32 (File Allocation Table)

® NTFS (New Technology File System) etc.
FAT32 (File Allocation Table):
FAT represents the File Allocation Table that works as the table of content for the windows operating
system.
NTFS (New Technology File System):
NTFS represents the New Technology File System that is used in various windows operating systems . It
supports up to 83 characters in its file. However, this supports up to 255 characters.

Compatibility All Windows versions, ¢ All Windows versions, Mac

i macOs, Linux, PlayStation 3 i OS X (ony read, cannot
fand4... : wirte), Linux
Max volume size 32GB 16TB
Max file size 4GB 16TB
Cluster size 4KB to 32KB - 4KB
Fault tolerance - No Auto repair
Conversion Possible Not allowed
Compression i No | Yes
Hard Disk Format
7 b M = 0 x
Fig  digden e iy
- '* o | E "~ = H
ki e Loy I Ty | Filr bgaer— | eaan i iy Ih—-_-:_.:... B Epme 1
Tk IpeAdies T Gasepig B L LT 2.5 iG§ & R
i Uk Sparidion T Zampn Sz Hamkiry {1 ot 1] ] | L6 R LR
- o A Ty Faakbry P Ll B - T M
iy Dpam | Howltiy 4l ki 50 EFIEE bR
= [0 | Hagiityp i EMIRIE a1 8y 2%
- Ty | Haalbg {4 Fd o] ST PR LR
- L L = 1 FemBhr AT AT HEITER MR
= ey Change Dvws Larss srad Pl I Haghhry [P el A Lal g ] k.
Fermim_ .
Fhrieks Yol e
— il Pk —- 1l
Qi
L Prapiries
Chn et sl
= [k § | i e U s S P
Bk D2 g |
AT G FO0 A TR 2 |
*E ity BF | Synee Pansden | i by (7 ey Patead)
B Urubccnss [l Prsossy peioen

fo@: Hard Disk Format



Format ESD-USB (D:)

Capacity:
|14.6 GB

File system
FAT32 (Default)

MTFS
exFAT |

| Restore device defaults |

Volume label
| ALIVEL6X

&%= 191K (Share Printer):

1R (IIfRe 21 U2 GG A YT GFIfEF FPTHR «3e erzataffens < It «sifes 26 Address©mEm)
PR SRS (eR 2Afers | @BeE 2AfSh FToE 1 fToied @ @IEr @3 BFR o @ 26 &5 T +I|
932 Administrator @= <ifRs “RiiHER fSfete IR f25Ea Gt AfRes Fare ArE|

GFTs EEAEFH AL 9FIfRT FHATHIRR ey @ 2617 i ermre w31 T ©f famrgais-

e b EREIEACERR
85w Start e &+ s Control Panel 5124 3 Enter & 23 541

B8 Control Panel - O
4 [l s Ceontrol Panel v 0 Search Control Panel P
Adjust your computer's settings Viewby: Category *
‘ System and Security User Accounts
Review your computer's status “ Ch
ange account type
Save backup copies of your files with File History ¢ a P

Back up and Restore (Windows 7)

y [ Network and Internet
View network status and tasks
./ Hardware and Sound
View devices and printers

5
Add a device @ Ease of Access

Appearance and Personalisation

_

Clock and Region

Change date, time or number formats

Let Windows suggest settings

Adjust commenly used mobility settings o
Optimise visual display

- Programs
[{r Uninstall a program

Network and Internet s &< g1
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A [ED » Control Panel v O Search Control Pane
Adjust your computer’s settings Viewby: Category v
System and Security User Accounts

Review your computer's status ® Change sccount iype
. g Y
Save backup copies of your files with Filg#History °
Back up and Restore (Windows 7)

Appearance and Personalisation

Network and Internet I,

View network status and tasks . .
.:* Clock and Region
E

Hardware and Sound
View devices and printers

Add a device Eas:a of Access
Adjust commonly used mability settings Let Windows suggest settings

QOptimise visual display

Change date, time or number formats

Programs

Uninstall a program

9
=1

@579 Network and Sharing Center @ &% 34

4 ‘ﬂ » Control Panel » Network and Internet v | O Search Contro
IH .

rereme AL Network and Sharing Centre

hd Secuity View network status and tasks | Connecttoanetwqrk | View network computers and devices

and Internet (b Internet Options

and Sound Change your homepage | Manage browser add-ons | Delete browsing histery and cookies

unts

ceand

katinn

(1 I AT 2T AT Change Advanced Sharing Setting @ &% g1

e
o Netwo Entre
€ A4 & 5 ControlPanel » Netwerkand Intemet 5 Network and Sharing Centre v | & Search Control Panel

ControdPanel Home View your basic network information and set up connections

View your active networks
Change adapter settings
Change advanced sharing Virus# Accesstyper Intemet
seftings Private network Connections: 4l WiFi (Virus®)
Media streaming options

Change your networking seftings

i. Set up a new connection or network
Set up a broadband, dial-up or VBN connection, or set up a router or access point.

Change Advanced Sharing Setting @ &% 317 2%, Network discovery @32 File and Sharing -4 Turn On
w7 B3 oz =
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*& <« Network and Internet > Network and Sharing Centre > Advanced sharing settings v o

Change sharing options for different network profiles

creates a separate network profile for each network you use. You can choose specific options for

each profile.

Private (current profile)

MNetwork discovery

When network discovery is on, this computer can see other network computers and devices and is

visible to other network computers,

(@ Turn on network discovery
4] Turn on automatic setup of network-connected devices.
(O Turn off network discovery

File and printer sharing

When file and printer sharing is on, files and printers that you have shared from this computer can

be accessed by people on the network.

Turn on file and printer sharin
P 9

Turn off file and printer sharin
P 9

Guest or Public

@974 Save changes I 5% T
@379 Device and Printers S &% 35

Control Panel » Hardware and Sound

.:) Sound

Adjust system volume Change system sounds Manage audio devices

\Q Power Options
Change battery settings Change what the power buttons do Change when the computer sleeps
Choose a power plan Edit power plan

v & Search Control Panel
he . .
‘ﬁ Devices and Printers

ly W Add a device Advanced printer setup Mouse | @) Device Manager

Change Windows To Go start-up options
net
lind [ AutoPlay

Change default settings for media or devices Play CDs or other media automatically

@ f2BTH 19 FACS 513 ST T 5 55 T4 1 93 TACIEH ©ifere! 2o 2|

©%l OIS (39 (T Printer properties « &% g1
@357 Sharing tab ¢ &< sg=

Sharing tab 4 <% 3919 %7 Share this printer (HP Laser]Jet Professional P1102) I3 118 3+ @32 Apply
5 7 391 Ok @ 59 I

#91 M Lagas bes Profusional P Praperier
Chrvaa e Fols Soharcssd - Dok Masgeeedl Seasts  Dedos Gellngd Sl

INymuihers ha e, anly wars v o ek with @ woneng

m e paEre Toe this coempumar con peire e b Thes peirese o0 por
Lty e L v T s U9 i ea LAl dbd b T o 0eed i U bl
s Tk D booib el alianiei Liisis

1 sheen s
Bheteny mbmip

1 Py i i

sitari sarnpain

Lhirmii

N ibus prirder s dharesd calh e rermeg el imemed eersnars wl
BArderar, prea map searm is rreia® o i sl sitkeres 1 D e
inrr e red heae fa B the poes deeer s Bhep mreeees e b
sharad previss

BT e e

e
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Printer Install 3% faw=s

FCeAF 5= @t FACe-
o S™TGiaw Start s F% s Control Panel 5134 s Enter & 51 w41
e @37 Devices and Printers w7~ f&s g4
e Add a Printer s+ &< g1

' Q €+ @amwve
. —_— 9 —
e P tod o tvoe

poenw Wy A Ve

L =]
o
- i

The Printer that i want isn’t Listed ¢ &< g1

g B* Add a device

Choose a device or printer to add to this PC

Mo devices found

The printer that | want isn’t listed

Mext

Cancel

o @99 add a network -> add Printer- (HP LaserJet Professional P1102) wireless or

Bluetooth or network printer &< &% st Next 6 &% $g1 Printer i 211

o Share s=re 25 B¢ @ Share Printer 4 &< 3¢+
o Printer Share 2 9% 297 TS H3F AP
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Computer Hardware & Software Troubleshooting:

0T

ERIE]

FTesTH b1 20= A1

5. Power Supply B st e @32 Awieaz 371 Sii<e s SR 61 65 w1

3. @R 97 AeTR A6 GF T

©. THEAE B GFF AR V7 W9 FAS FHCE JNCS A AT T | T IXSACS I |
8.90PIF BFwCe! I AR f[F1 932 R T &=F T

S. FITM Qe o=y AT AT |

3. Ryrea SR &=y 95T 70 T8HHax I T

0. PR FleR FH BFNce! YRR fFa1 932 I WSSItE ACPICE S9! SicR fF1 ©f {55 g1
8. T (I GG TR 7 (AF IW FPTR *F T O G Y0 e |

¢. FPATHIEE (12 9F (S0RbT AINIfel & A |

b, afBeEaT e S{gat fAfS ottt e F5i Fg1

q, @31fRS afGerg= Pifice 3sibe FaEe 11

. AW RO I TAF6eTR T S 47 (AT TG (vt ey stz @i o=z e

A ACR

S, VARG ACPIRS Flo12 T *S S P! O (541 6F g1

3. IIEHR FFTO 0 ACPIEI T T JC AT AN (576 7 @A FIAC N 0 ©f 49
(3% FANTS A

©. TP G AT Tt AR 00 3@, 9N @R JIYF FAE TG S 27|

FIITEI b1e] S 217 Nt
= face AT

S. FIN AR 7 A6 AR I (M|

3. I 5 e s @b & st (ics @iR? 9k @3 @S 136 [ gere oo [t @me s3911
i ©f 1 27 9iR (T #1135 Qa2 AF @I FG0H 7 71 f[Fg (AL I O A= AR
@ i 1S B3 =R

o, I ANGIT O FAIL ;W A T OIRE (T2 Y01 (YA [H87CACR SR AT 2T 3051 |

8. WWIAITEH STSTF (6 FeR g @HRER AGT B wioicere By @oiemt Fa0g 1, ©27 IS
2 (FPREF SR AT @I T [ I @b 7 @Ievw =645 frs Az 71|
QT MBI 20 O AT A2 AT G I (3|

ANSF A2 TS FACR A

5. 98 3 B3 [ I TG STSTIF AI2ATS SN (FCS A |

TICTTe b1 S (@ AT
T

3. 715 (N 3t = e msconfig e @B w1 615 o151 51iR (A FLATAGAT (AT Ao
SECl

FITHIR AT I FAER

s, afbetzant fuc i siescet i =)
R, @AY ACFF AT G512 FHAPTS T516a I 1|
o, T BFNCST JE P =R 4T (g1

FEATHI @I T 1R

S, afSergsm fuca 51 #5w g1

3. ¥R QM @i 1 6 eR PHIFTS T35 I 1

0. 31 B12e 1 SICIICEH BIFC© 20% T FTN Qe A=
8. AT (G A IO AT 9

AR A

S. IATHR TMHRICS AT ITHNEE I S JIGIAD I MCS 1|

TGRS foorrare oy
SPICR

S. AAGCRA #MeqH @32 Fif28’7 foTtet SiSo4b (AT TIN5 2T 31 i B3 ez et &=
A

3. TR F6 ARIO FF FAACES @ T IERA BF 20© A

0. M FEATHR O T 2 THRAG BIEoT ~NPIR o 9t F03 S0 IO 3 A1 F1067
ST | SR 1S ITE G I

8. et e e

FTNGCIF Ferel o

S, SIFIR SIS TG G T BITSTR SIGACS IR 3516 T
R. OIS A s |
. oot @It @ Pt GEETH @32 e @B(vo 26 GF I3 IR (TS (9% [E) &=F I

ANfFH IS ST

S, JIfFs) B @32 IfEEHR FIETHH GF T

L. AECHE Gilbe &t B a1

©. I FEATHR o T A7 S~ oft A T I INCo @ AR IS 0 AR
o iR TS AP GF FEA

JTAGERT @Q/=R TG (R

S, 2ifEFs ISR EIBL3 @ FIeT @I o ¢ = 31 5oy 7 += fu=t)
3. Ctrl+Alt+ Up arrow key

FGEF e et 32 9T
(AT W G N5 B =
=t

S, IS (P G @2

3. AN FEER Folh T4 (@S HHE|

o, A Fb #fRET I M (TS A

8. BICTI& (316 o7 (A1 (ACS ATH|

. ASHR ATC GTEF TPYIF AALH FICO A

ATOl-98



T3Ce GIeNsl 0= A S, IR 35 [To133 Al (A FifS wigs A i s
3. T FIZT T 09 AT WG A SIRET IS 2 FfSrs 13577, o=y Fife <219 <1
0. TG XFF A (AT (10 ET6T [T PR 70 AN 7 I 9353 IFT ~re [ ot o
@Y1 A6 ARGRET TR (4|
8. (T BI3CS TT5e FACA CI6! GABATIN TIIE AR [t 63 I YA |
FICHR QIOTeF ATt =1 S, TASMETHR AN AMHRICER FIASH B3 SR bt (A3
3. AR B @ Fefex BFarst @R = (| %<5 Gifbe [<=E I
0, YOFTF IS R0 A GTC CTFF AT T ASCF GRIT RIS TA 2
F-@CET F 20T FI& FACR | S, FCEI S A FITS M6 GF FgA
a 3. YEIRITE SAfET 0 2 L
©. T JIEE JIF FA2 SICET
TICTC AATTEA 5F T | S, TG SI#TSHT S35 TR |
FATHITE AT ST 13 S, TMHRITEA BI3o IS (A ACCSH GILod oAI5Ss I3
3. BT AT AL @ Fiew oot TS [Toied 63 g1
G BFNCS! Fa FAR AT | . T6GAT SAABHI T8 RC (o115 #If7<e+ FgA|
2. T S AN 4N (I I (@0 AAGIT NS G A AT
TR eIz Atr A S. S (AT BB
L. I e @ 28R = I |
(519 ©1% TIN5 2 A1 S. TAMIBL G IR TN 2. T JCC M TG 3411
o, o= PIfCS B8 F111 8. SBT 9 I FCH (G 8 I
PDF =139 4fSs sat qw At | >. Adobe Acrobat Professional (min 6 or upper version) e =1 a1
LT #fet TR Al S, ACATGNA T T F1 S FEAI AN F6 FIBIE (6 FACO A
UPS Troubleshooting:
STt AL
3T{AG Fpreerst e 11 | >, T FT{AGH RTe W AT O 28H9-9 AT FIGIR AT 3|

. TG TEPIG @ 9% T T NFEH I ©F IS AN

Printer Troubleshooting:

ST S
f2rBrR Piey FaC | S, SIATSES 2Bl BIZSIE <L FACS A
3. o= fobra G2 (53 F90® A
©. PIBITER A TBEAR (B I GF I
8. TG (A1 ~AfFRSH I AL |
Jifte fafeet T 79 >. fafRetet 337 Fifer A1 et 1)
ST 0= 2. e o it et @t Mzl
&2 (% IR 25 20=1 | S, TBICs O F e 94731 (A 11T Yt (Rgand) of Oiie e o g ©f B 0 )
2. oG w3 o T
A M AT Mg e=R | O, Il BFACS! AN R 41 6F T B oI BICS @ (I 70T 1 Q|
T 2. o 4 IS (5% 9 992 ATAGHEITE Y7 SR A=)
Projector Troubleshooting:
0T A
AT BE =< &P S. S0 (AT CHR I 20T S 23|

3. IfEFE TS 1 FAGTAR SACHAER AR T IER 2B FL 6F FACS |
. FIREF (G So FGIET @M 287 T A1
8. THICHIF AT AR T IRl LTS I

Laptop Troubleshooting:

STATT AN

SIS bie] 0= 1 S, TG IFIGIAT o0l AT I (I 231 g (a2t et @ =3, FIB1N AR F90 21|
2. BIf&R (A5 932 qoi*Brz B it (el (a3
©. FAGCR S5 LG o A1 2 @I GIARNEAE =]

A5 I FN MR | O, TAGCR FIGEAR &Iy I (2
2. TG IR g NI SR G (e e |

oG SfSfRE o170 2@ | 5. TG PR T 9P AN @I 5 A2

TR 3. FAGAT AT @R A (13 FH @ 9T 271 L L& TN (T G ey
SANBCR I AT |

G AMSAF AR AT | S, ANGAR AAZ-aF AF> 92 FIAGAT GBIBIH GF FF|

TReme STOCT FTer FACT AT IR A O FNYNE AR | ©IR &Sy fog 1 fFR F00T 20T of e TLiesa (631 w2 |
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fé‘% Title \“\

LR

R Operating System (0S) o

HOME
Introduction of Operating System
Major Functions of Operating System
Types of Operating System
System software and Application software

Introduction of Operating System:

ARG BN 2002 O G TFLCAR AT FTHER TRy fmE 363 | «fb &7 RifEfer (FrF Sritees) , et

TGS (ZT5-CH7[5 CORATETT FHE G INIY), SCEE ST (ISP AL O SR A 8

ST AL ) , T8 CASCD (TN T2 Loie, G5, SHFERT, I, IO, TFTH To5W) , TTo! WIeeTs @ PR,

TAbERR G BEHFGT (TaH- FI2 fEFPTICT=A , TOhT FCo2*I7, FTF A+, TeoT Rzrei 2pfo) agfe g sie

A |

SRl G FREEIE TIPS AREHOE A G @b RET T <@, @R A1 = F41 I =1 58 FCoEa

TSI (A I IS i FRFCE FCF, OLF RO GIIF A6 | 2 AFHSR IEoad Hardware device Tzes

FRFY IR GR IJIERFRT B0 AR (o1 B3 | «@ff 2 O 20© A, @¥=: GU| «ft aifeifer e, @w=: @i

GG T fFF FAET ©f G T GR ©fte Fer 41 I WEE CLI (Command line Interface) @t text &y

A (ot FACS =, @XF: DOS (Disk Operating system) |

Major Functions of Operating System:

ARIGR PEseR ey SR Ffosr g Soard w41 2=

AR PIEGT FEOR TIRRIRT TR G GR FHCRA [ AT I I T2 4 |

SRR FEET JREFEIT & user interface I O35 SHIFER AT AGHFT (o I |

RTRT SHICASCICER ML FIEATHCIR AT RIS F5e] [CSIRER 1 FEBER 7 AL 4 |

I O AR [TRECT AR, TFIRS JIRRTIIANCE SO FIRICE APIGACE T 14T (S e

A FIow FEbaa FeeRit srhe 3 |

BI% SYCRSTCrs PSR NI FEE (RIS (e 41 | e qF2 T IS (@ A1 TR e FA0S

Reaar eREfeeHR yRRIReer e 36 |

> T WIS PIESCR B- FEPCHITE RIS P18 TR (P FACCH (IR [P A0 ©f fofziget 7 |

> SR s wore Wi oy 2ebiEbe A St wer @ @eeE, fF9, foanerse Tonf weiafty
PIoT 33 |

Types of Operating System:
I 8 IR B Fofe F0a WAAGR Pt Mmre o ot 341 20ag |

i. Batch Processing Operating System:

fafig e @fB ceam™ 97 PR 7T AR RS (BT ATPT T A W W0 TN T (5T GCT SOPT |
iR I FIETF F6 A1 P+ SR o I GfRAFEs I | qTe IICed A I (RARIfEFe! JEHE e
YFCS PP FBO! SHP ([CG IR | «ft (Zeeas N FEoam efrfss woicafte BFeow | I8 Pc-DOS s
IR IO 7370 = |

ii. MultiPrograming Operating System:

Gt 9L AN IFIEF (@ ARG TS AT | GTF MFBEHR ARG Fbas 0T |

iii. Multi Processing Operating System:

FHTOR FEO G4 ACPIER TR TR &P [ 20 OIF WMo AR G TREE Seafbe Feswes
multi Processing Operating system 3T |

iv. Timesharing Operating System:

GHIEF RSP OIvd et fer BRIt I07 @fo 7 FRATHIR F1er SR 0 21 | o1 FEoE GFfo e 5T =1 =1
ATEIF JITFIRIT FIG TG I TS ATONHA & [EIfTe T Fhra A 4R et 927 [ Input Output @
T SRR IR RA JIRART CFIC T TCCTH A o SO IR FoAT FACO AT |

YV VY

A\
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v. Online Operating System:

TS 3T FPIEHICER I IR BT BRI TRy (@ (FIF SIC @A T FAC 20F | @ & ore qFATF @ (el
= 1 TRAT | WS R e Bt FICHI @ Seicate Fess age =7 |

vi. Realtime Operating System:

«f> Online Operating FBtR WCeT | GTS MG I Processing I 0 T M1 FA00 =F |

vii. Virtual Matchin Operating System:

TS @Y 00 UF SfEF (AR 4= F1 IR | @ Ffers CPU @3 I TRIF INIE SPRYE CHIEe 0 |

viii. Dedicated Operating System:

TP 8 SHIRE AT (FHGANFT AN SR T (TRECHHT FAEDR FIEET G77e = | @ @A NS ACIR (FIeTIa
e At et @ ffwtha Bifiar I9eRTRT & | Gre ASIER 75 A1 WeH7L6a @ Printer, Floppy disk Epif
T3 ra= 1 AR |

FIEFFAT &7 fofe 0 woitafbr F1ow 92 799 | @=: (i) Single User Operating system, (ii) Multi User
Operating System

i. Single User Operating system:

@ft P2 TAE T@ STF JIZRIIA FG FAF YR e SeAaive Hesw | @w+: DOS, Windows 3.11,
windows 95, Windows 98 g%51fwr |

ii. Multi User Operating System:

@fS 42 T GFIGF JIRFFR I FAR R /TS ARG IS | A ACATET FoAaive FHevws (o
TSR LI ARCS 2 | AR MRS FARD FIowis aifne FFBHIE «e AN GIive TTER <RI L1
A | @%=: Windows 2000, windows XP, Unix, Linux e7if% |

System software:

™ Software Computer €3 3713 Tg* TIZCF 65+ 03 «R Application Software ¥ & FaF AfE TS A ©IF
FEET 70 S 0T | Gff e et GiAItaa @5 BT | T TG GHICIR AN FIRFR IS (od! AR G JIZ©
TG GIACPR System software 3t | @w=: Windows, Dos, Unix, Linux Zs5fv |

Oper ating System ==t System softwar e | SIEs =i ARG T 93 FEsT o afs | State FEss o AR orer
%5 | Sfie FEGE Operating System =i FEER ARGER &S | FEHEE FF THRHAE IECATA FACS
ARG FEoN TwF @rwfs S | «ft St I9Te Ko RGN IERHALTES FoeT (A, OIvd I g,
FTFT 8 TGRAT TR [T AT TG GRIER SIfET 7 I (TG JIZFRNCE ©OF SIFRASCST T (TS
SRS B OCF AR 5w 30T | @fS 761 Toemya, Ao ST G STHICER W @I919a (ot I | TR FETHIEa
FCEWR R AFLCWIE FICTF AT F(F AIZFIIEN (I TPFIR AN FACS AN |

Application software:

W Software 7@ IETFRIF (A= TP TN BT I ot Application Software 36 | @it RO TR0
fooTa2 A 0 | T IEONRS Ao SRS 1 =¥ | «fS AffErweng toft a1 e Far = 1 @z M.S Word, M.S
Excel, M.S Access, Photoshop E&7if% | FFIE6R RS @ rediE FTHIEE SRl IR I ARSI @&
(I T AL ST 2 ARFAPC G (I COR FACS M | FRAPA T A @ LRCT T TR
AT BT T |

{ Application Software )
@nrdﬁnmﬁrr_:) Q Spread Sheet Cratabase _j Ii Graphics _}
| | | |
S wpcr - p
H-:-L:pa;t PAS Excal ?r.r:::f:- IBstrano
wordpade Lo Dracle CHear KE e
P o b SO
Fubbssar Dizazm
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Install Operating system (Windows 10)
Windows Activate

Make Bootable Pendrive

Windows Update

Windows:

Windows ¢ foafefes S=itafbe B1955% | IBM @32 IBM Compitable Computer S#itafbr 3548 72er ¥4

Trwe*y W JSANET MR@EPes I Windows SHiiEfby Pty Ireaems S | dobb: T S2I8TE 2.0
SR A O e FCTe Gt TSI 5 B SNow FCACR | FIEDN 0 SR Wo9e @ STEGR FEssfs

Install Operating system (Windows 10):
Operating System 3% 919 SIS #1%1S QR S Snigerag s a3 %S S T e

DownLoad Windows 10:
@2teT windows 10 pro download fied @B faca >>

AR GRp <%

MWW MO ton t ' 7 o

Download Windows 10 Dise image (1SO Flle) -

, | J el . wisd ¥ | T O Comaioag  Wwaows 10 el
/ t A vakl BUh Wianiams 10 Mot 200 'WInoews 10 P
ATOUed Wik vy o T O 'WHas 10 yersom 2004 v

>> SN TP NECEPTHCG SiePRIE et Download windows 10disc image (iso file) P w3 >>

Microsolt

L e L e )
ety Ve —

e

COBIAt it g P e A e B Nt et bt ol by b ey
BN g e g e e Gabee see

Po ot Swrton on @AM o rmed 0 Sew 8 s b S W | B e e P e o -
odn rmtbo l,-l-;»... Vo mstiae i S0 W

_
.

>> Download tool now >> J %73 | &ACT Sb.vmb T2(ET GF B FIZH TITAET 2(F @R 7T &R © GB

ARG aﬁmﬁﬂmm >>

l.;\l. 11 N T IC e arct L SIS LEsrry s

T e e A

- B0 e e ST G DO e

B — et s bW w4

MICROSOFT SOFTWARE LICENSE TERMS B

MICROSOFT MEDIA CREATION TOOLWL

B WS AENL e (PR ANEAE N AR R VRS A LSRR LAACE O EAR A ) TR AReE TR

TERAATE S PTRE TR AL AL TERE TERRRRE R AT AAPREAE S LA T RS SAERAR R AT SN T R WY AAEWVE T TR L e

BRE L AW B TR PR AR ISR = A O‘.'un\ﬂli
e

I PO Ol Lo et IR0+

- Ot e TSt )
D A R A At L P

B y
et et el T T

LR . .
IR WA T esl 8 AW E Rl SRS, YOS TRAVE T e TS -llllb‘(‘

WY RS Tae B FEME ACCEFT THERS TEMML

PIET AN,
B ENSTALLATION A ARSE ImaGarys

x Bl B e ) —w B it L I e at i A L e e Sl I e il
Prrr sw—re R e i e i L e e L t

P ——— vy P D e | = |
>> G I BTT I8 PG (AT ST ©F TG Accept 60 fFF FA0o 7(F >>



Upgrade this PC now

® Create installation media (USB flash drive, DVD, or 1SO file) for

another X

>> TP (FGIETS ISO FIZ (odl P41 (F ©I2 W= Create installation media USB Flass Drive, DVD, of

ISO File) for another PC s*it<1 {5 &t Next >>

>> @2t use recomanded (5F I3 G0 AR | AL QT FTENLTAT @I SRS, Afe*w, NFEF6E I
3 07 2T MEF ©f g 4 AF | TS F0® 5126 use recomanded % 7@ Uncheek F<ce

g >>Next>>

>> T3 M load 203 ©f Feed 3563 s 703 | @R (A9 B30 (71 263 ©12 USB Flash drive F1esi® sta

|

vt — ———

e AT

fite 23 | GTF@ oI Qi30S T2 FNATE b GB PR A0S T >> Next >>

>> TGRS A% 29 F¢d Refresh Mt 23 | 311t A1t Pendrive 5 (It 1t >>Next>> TIeHees &« 2rihR

TR | (71 T*¥ =T Next 60 5% ¢ Pendrive & Unplug ¥ta fits zi>>

>> T GIZOCF SRR 217 37 A FRATHCS KBI6 e T fiea (gides T6 36 63 Mee =69 |
CPPRR BI9ICS =01 >>

>> T AT 71 367 Next 60 9 3900 207 @R Install now 6 5 T4 >>

vl St

- Windows

| argusge 1o wtan

TR —

Kaybosrd o wmpad rrevhod

Cnter yousr langusge and othas prefevens oo as

s o LT Tp—
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>> 4T Product key 512(F A0 8@ TR0 W Next @R =1 9156 | dont have product key >>

s

>> BIBET LATAGAT SR TR I (TF;G >>

Laat wgaslmbmat doarsw 20T N
PR M AARAEIE T BRI WY ARE CICERNE TEM A
WVWINIMIW S IR A T IMNG RYRTEA

IS VO LIVE (M (OM AF YOUR PRIMMCINAL FLACE COF BUINRITIESS 15 18 TeE
TIMITED ETATES, MLt Aane Mt as Y040 BDITAERITACE ATOL LT ML ¥ i0ars & 4 myine
AMD CLASE BC THOM WAIVER 1M S0CTION 11 10 ASFLC IS mvOow
ST AN AL MEROLVED

THmen yaais Tansr whossenning AVe o umrs s

>> QYT #REP RICTS R IR | | accep the license turm SH=taR (6% I FIC=I@ 07 (/G >>

>> e T3 R Qf2TII 20+ (F0¥ windows install F90s upgrade woHfG St=1§ F90o =7 | Next >>
install now (°If5* FACC IR TP (A THL FACS FPOA XD FE FACS 2(F | T FAHI IR e
Fer TRIFTOF =T | Install Frer <17 == >>

Lets start With region. |s this right?

>> QT JICATS RS fF 20 ©f eig w0 Moo 209 | Select: US>> Next >>
>> 5e:7F G35 user name s &3 | Next 00 5% 101 ST Py EIf6R BIR0, @i fOHees AT ©e
B AfFS F1 I >>
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Lhoose privacy settings for your device
MRS AT i @ W e ey Ot pas ey, o s ) A gt v . € G S wt

e g g e -
et L L Sy —
bk e L T Ly ey —
N b e § - — e

L > -
Sty o R
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et L SPIN—
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b e rwae

e 8 ey Rk X e

it Ll e L T —— B S PSPV S ——

i Iy Copva—," W ol Vv — . b o oo, 15100 o et s 408 oo
et 1 wPs was A s
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T

" O . b S— [y
- by - A G Vet et -

muna»-uw«Mnmuwm(-mwmmmm-ﬂ.m—-nh«nm&m‘ru
y Maday *lnw*“mnhmwhnmww““n Soben | Lomom enavy 1 fend (nd Prow M ot
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>>n0 >> not now >> EPIoCTE A5 | Net connection BT Driver Y2 SCHICNGH e 463 |

windows install ¥R 77 o712 T2@Es Activate F9Co (A | .net (TGA0) Activate FACo =(J, =1 (T
IS AEHLGWIR Install FAT ACIA | W: [&T @2 1 .net activate =g 41 (721F & Windows key+R &
¥ Run 3¢ TS =F regedit.exe >> ok >>expand: key local matchin >> Expand: Software >>
Expand: microsoft >> expand: net framwork setup >> Expand: NDP >> display all dot net,

%:94 Driver install 93 windows update FC® 2J |

Windows Activate:
3768 28T windows & Microsoft #we e ta Activate T3S |
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Make Bootable Pendrive:

G WS CoR TR I| (@H: [SO FIZCEH FHCH @32 SN2 (AF windows download FCH BI2S (9F1 I
T By @, FEATHIEE DT TF @ JC R (INGIRSE @ YC2T O IS 2 | @ mode 42 797 | F2T:
MBR @32 GPT | T1¢ &% (S (T Wz ©f trete g fqoraifs e =63 |

This pc >> Manage >> Disk Management >>

= Disk 0 -+ ! |

Basic (5] New Volume (1 || New Volume (I || New Volume (F
931 -_39 GB 100 || %9.62 GB NTFS || BB2MB | 27677 GB MTFS || 276.77 GB NTFS || 277.27 GB MTFS
__——>0Online Hea ||Healthy (Boot, ||Healthy || Healthy (Basic D || Healthy (Basic D' || Healthy (Basic D

>> Right click on (disk o basic online) >> Properties >> Volume >>

O D T SO I T Proparihas =
Casmidrn Poces Wolomes (=2 b Costmis Rosris
[min wdarmed we
s D 1
T - PR
Srmivm Cinkne

FErirmr wivis ELND Patiom Texs $O0 T \
pe TSRS T DEITAD ME
B 0 e 0 R T B b
Flpspry oo oo ooE O P \
= W
-

e LT T Doy
_— Gl s
—_— i DDl felim
— i welums (L AL 13 Pl
e Smlume G50 ELSTRES I

>> TR 9 TEGHT GPT (@ SR, SR (FGIES (6 GPT [T b FCo A >>
Make Bootable Pendrive with ISO File:

Google 4 Download windows 10 f=t4 Enter Tt ¥ feig® Download windows 10-microsoft.com
BT s

Wiy i Bl e 1 diw-08 réc il SSHTTE T i [ RS

Download Windows 10 - microaatt.com &

Cheach @ few Tines on 1he PO wneds g weam? 1o inatall Windows 100 &4-5i or 33-0it oroceisc
Peuh, You'll crea e ol O B4 bR o 2 -bHT veralon of Windawts 18 Too chach Bhig om yaw PE, pol

>> Create windows 10 Installation media 93 f4t6 Download tools now IBE fFF FI0 E@>>
5 1

LLR ST Bl BT Py R WAl TR inErl B Fadindes o Il isdpee Dfn 0@l Beelloadse B Wb ey Dl Clormee falwlell il d e The

Ml Cr&anion Tool For ACde [PAnriian o O Fide To il e e Todl, SiE 10E It Below

>>94 (16 93 Exe file (o 21 & T2 6 Open R Yes I accept I 5 T30 23>>

PSS T SO T ATE LICEFSE TEMMS -
FATCR GESET MEDTA CREATION T
VR LWL B R PR N DS R LT e PR PR S L R EHL D LN PRI UM TR

L, ISR FESSEE TR TR A

v
A F . G ETFATINN. AME TLMAEE SOURHT SPALVERT B ATTIHE
Illlll1rlﬂ;'l L, ] ARk Hﬂrﬂ'lhi"ll.lM
e B v =y,

LR, T =IRET N LOH hET E -S

[ Bl i FlE SR S AHH TS

T SR WO TR LR e -G Sy G ITiE S T Dl - Dbl
ek R A Pl B Pl Il B - A Pl W Pallieted o | P Wb ek T ek



>>991H Update this pc @32 Create Installation media FIT= 96 S5 A1 ST 7T @2
BT &= windows update FICS €32 ST I (SO F12e (O FACS, Tl R AT IJI2F 1 AH|
Q2 ST ST 1T 303 Next G 7 900 3@ >>

T Uperade iy PC now

o Crasbe s |athon @eda JLUGE Tadn difve, T40, ar 150 k) for ancther PO

>>Language, Edition, Archetecture St fSTCG IS AT AT | ARIOT FACS 5130 WEF use
recommanded option for this pc SN SN FACS A | 9L FGFE6 A @it 303 @02 Next>>

Digean kot fesm ang of Fep ae dable opaionr b

Laisgi e Forgind (1 redmed Simimm]

* USB Flash Drive @32 ISO file <tw uf6 wi#= 20w ISO file ficeT® $¢3 Next.

* (P SIEACAC FN F O @ICF*H M Save e SIS =g =07 @2 ¥ 2= Download verify @
@32 Finish 60 i< F909 2|

* of5[CeTa ST G STRPMRCE I Rufus 13 Enter e 231 @32 B& (oiters ¥ fe1F The official website
(download, new, replace) f1teT$ Ftx {49 @ Rufus 3.15 down load S°M 3% 3909 2@

* @ g download =1 2= S[tolw R yes >> yes>> Close UG e T30 2|

* SEATHIE FIATH &R A O FARIEACT 9 (PHLIZecE 306 FC M I Rufus et @ Big facn @
CHATATT (oITeT TS =1 (AHBIgS b (M2l A |

* BIeTS A6 39 P SIBAEIS F1 1SO FIRCER (FICEH 1210 (ARG e =0

* Boot option @ windows 10 ISO, Image File @ Standard windows installtion P8 3 @32 JifF 51
3% @d Start G 5% F4 Bootable pen drive (o3 203 q@|

* A TR TN QAT A USB pen drive FitsiE $ Restart e 21

Make Bootable Pendrive with software:

winsetupfromUSB 1.8 F5GRG TSI F(H AT 06 FACO 2(F | (TGRS FACHICF AR IC

TACIG FACS T(J IR FELCWRIG ST T THICNCFSN @ (FMGRST (A K | Te:2 SIS @& SPAH

ISO 341 TR, (7 (GFIACP PICE 07 O ©IF AT Y-T0h {53 a1 ararifept w12efs Fresig ca Go A6 5

FACO T R P T (7R 77 Ok @R Exit e =3 |

FIA wle:

TF (7 GO 217 29 (I FACHRACP ([WPBI0 PACO 2(J IR oI S AT @ i LA GoTeaer
o181 g w3 @b1a fMes =03 | =e:#[ Acronis true image (64bit) >> Recovery >> browse >> Select
acronis file>> ok.

Windows Update:

TR TG H(F FF update FACO 2(F | TIGAEC F4K & chrome Jre&ItEd url @ windows 10 e
@R et »T o download windows 10 disc image (iso file) ¥ {33 3 Sitet a1 3 {ees(...) &5
@ More tools >> Developer tools >> ¥& I B4 7 toggle device toolbar @7 9% 3% I
(refbrs fteTre a1 ftest wre 2@ | WHR toggle device toolbar @ 5% Fate =3 U @1 it 76 @
TS ATCARID I PACO RCS | BN (o0ed 069 e P «feita g1 wreee e ea B2reme so P s
confirm IG5 35 F90S 209 | IR English Bei® 36 confirm 5w i35 0o 203 | 64/32bit download
>>start download | BISHEEG 9ig (=T ©f c: drive 1w S @ (9 GI20S A0S =T |
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ATTE T ST T ERI1eT GIROCE (5% 0 700 =63 Ao Minimum 20f&fR C71 2T | T0:9F SIS 41 SRS
@7 iso FIRCT TR 6 A setup.exe (S TR 56 00 2T | Next>> Accept >> @oltd 7= 7fbte «dibe
AP, O ¢: GIZ0SF I F3e 135 AR (Change Fe1® 36 nothing Btei® w2t 63 A1) | 395541 AGCT
353 A0 T2ITTH 2 2[R ST 20T IS | GRSl G oia et Fefs 340 I |

Start >> Setting>> Update & Serurity >> Check for update.

Disable Windows Auto update:

run ¢ fItT msconfig ¥ autoupdate 3% T EBT S o AT vY @ TR &7 FTer I | ARTOITS AR SA#TTH
(O A | TN I P G s feia Qe F60e 201 |

Right Click on this pc>> Manage>> Service and Application>> Service>> double click on ‘windows
update’ >> Statup type: Disable>> Apply>>ok.

S#ICSE FACS A ICH serviec T4 windows update option TIRe % I @RS GIF 66w 5139 &
Automatic FTsT8 $3 >> aee 2031 Update: auto ¢ 251 (16 996 0 9@ windows It A

Stop update from security:

fea ABaCH windows security>> virus and threat protection >> manage setting >> Real time
protection: off. ¥ te 23 Wb on AT @9 software install T IR T |

Windows Defender OFF/ON:

control panel >> windows defender firewall >> Change notification setting>> &7 turn off S &
I o A MTO =0T 97 90T FACO A |

I A*F A7 6 Security and maintenence >> Change security and maintence >>3 So*&
SFC6S 6 ok T 70 | @ SoHReTe TIHTeb ABIR SIRC AT T R TP =7 |

inbound and outbound:

G MG CROSEP I AATCE I TR G | G NG SNATTE I5 FACET BIB[E HIR(ET2 SACTE FACO
ARCIT |

control panel >> windows defender firewall >>advanced setting>> inbound rules >> new rules>> Program>>
Next>> Browser >> %187 (780 windows update Elevate updateinstaler.exe =5 B1=1€ ¢ open >> Next >> Block
the conection >> Next >> Check all option >> Next>> write file name (any) >> finish.

Outbound rules >> new rules>> Program>> Next>> Browser >> ¥&s 3t windows update Elevate
updateinstaler.exe TG F=€ F@ open >> Next >> Block the conection >> Next >> Check all option >> Next>>
write file name (any) >> finish. close all.

Manage service:

right click on this pc >> Manage>> Service and application >> Service >> Windows update>>
Desable >> apply >> ok.

hange notification setting>> 3@ turn off S & I = T Mo (T U7 T FACO 2(J |

Practice on windows Operating system Environment:
Windows Z51R0E:

(a) Desktop: B3TTE (AT ANAF FIER w2 Desktop 36 | File, Folder, Icon Tepif «rs 04l 217 |

(b) Icon: 227 TITT FTHT TSN (NFF TAWIT | (THEC SRYAS (AR TRCE @ 5 1 31 wran fofrs w1 =7 o
Icon I | @593 My Computer, My Document, Recycle bin, Internet Explorer e5ifw |

(c) Title bar: 7#INF T2CSITS (&I (AR A1 6 CACFF (AR ICACR O AP I A< A 82081 €T SARE bar & Title

bar ¢ |
(d) Menu bar: 5w B2STS @ware= Option/Command s AT Sy 4 Ferere g ffets Menu bar
|

(e) Control Menu box: 2fsft T2reme Ftaa FEQCT A1 TILT S_AES I/ Control menu box T | Alt+ Spacebar
key 5 i ar Click 3@ ©% 333t Active 330o =(J |

(f) Dialog box: RfSq (T TG (&I T AL G AT N G 1o Ao T =7 | 97 & (& T30 emf*e
27 ©ltF Dialog box 3t |

(g) Scroll bar: =19= B28[ Contents (& $2ta, A5, I, BT Move & @ bar 921 41 & OIS Scroll bar
|



To being /remove Icon In desktop:

TCHGC? (1 WEH 1 A S ST I IV (AR & [75ze ! fea=iar efears T 201 |
Click mouse right button in Desktop>>Personalize>>Themes>> change desktop icon>> click
targate icon cheek box>>Apply>>ok.

P Ol (I AR B ATTS FC© HIZCT

Click mouse right button in desktop>> Personalize>>Thems>> change desktop icon>>click targate
icon >> Change icon>>Select Icon>>0k>>Apply>>ok

Br=a1ta@ 315 e Show or hide common icon on the desktop f&itd @B ftets T e w4 A1 |

a) Search box:

BTG G 73 A, O (77, I AN I WZ 00 1407 & et Foasie et sace 209 |
GrEbaIcEs ifel @rRsi WSy w6 f# w3 Select: Cortana>> Hidden/Show cortana icon / Show
search box. @it wtet ¥E &+ Hidden, Si123= o713 91919 &5 Show cortana icon, 33 f231td 9194 &)
Show search box |

b) Search file contents:

S AR ARSI (T FIRETR A A ACHAL, S FIRER (FIA SAMI 1 fort fea 3115 Faca1 FIReD Sevid 17,
SR @ feifo @I T e ©F T @ I |

Open drive>> B/t (I 1T A A6 A @ TR0 A @ GG e @B e 203 1 @ @ A (91
Advenced option 3 File contents SI*M« QIS AFCS 27 |

Folder Activities:

AT LR G LCCHS FOLCE SOIC O 4 T, AW ATSII6 SINCF I 2 Gl2w, &fsls greees
FRTSITS ([ O S+ T4 T SItF 911 =7 Folder |

IS Ex Tt i¥ZL 3013 12 '
OFFICE COLLECTION 1272030 5 132 File folde

. Smart SpftwEns i i1 =] Fiig falcier

a) Create a folder:

Double click on my computer icon>>Select Drive>> Home>> New>> Folder>>Type folder
name>>Enter. ( Ctri+Shift+N § @TEq @ o6 J M 519t @Fh FrEE o 71 1)
b) Create sub folder:

Double click on Previous folder >> New folder icon >> Type folder name >> Enter.
c) Cut, Copy folder:

(FTACE GF YT (A0S O GRS AT IF (FITI 0O O (FITICH FIASH FA00 Cut T G2 (FICICIR W[l
(S FACS Copy =M JIZ® 2T | e 126 56 I8 Fefs w1 17 |

Select file>> Home>> Cut/Copy>> Select and open folder or others>> Paste.

d) Save file in a folder:

FIRED @ATTR 0O (P! (o, TN TN A B1ee18 Fea et 7efdB i saiw w1z Save A |
FIZE Set Save T T, @ T I 0 4TS @ wed (12 F90 0@ | W\ R, D GR G @ik ot
I TR, SITS ST FIZEADG GRS FACS T(F, G few=ia! fmeeat:

Make file>>File>>Save>>Select D: drive>>Select Folder name>>Type name>>Save.

e) Delete file/folder:

@ TR A FIIAE TS T OIS FIES I M A126 356 w0 Tl oo i3 st @ik a1 w1zel 1
I, ST Tt e eais F90s 70 |

Select file/Folder>> Home >> Delete>> Recycle/Permanently Delete/>> Yes.

6 341 (@R undo I3 R S AW @3 redo I3 ot TR 1 AT |
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f) Change Folder Appearence:

(SR T (@B STRE ARTOCT & e Freia et 390e 26 |
Select Folder >> Home >> Properties >> Properties >> Customize >> Change Icon >> Select Icon
>> ok >> Apply >> ok.

oot afre Wiz o oy 3w (@ Wi AR 937 “wfe:

ICD convertar

P D P

e (od! 41 71 A0 Swenized URL @ Document Icon foftd @ B1R et SiZae 5T Show F+4C3, S0 F1XTS T SNEICTR
FATTS @ T A, FAR FEFET @ ACE T IS T2 @ PNG TG ACE | W M A1 A AT
T GHGH TR .ico 0O A | GRITIE T NS (TN, B N W) N Wed (T @Rt sfiqse w1 a1,
Gl CF@ FISHR AL qR FASH [ TS A | FSHR IPATHE AT A A owenze@ URL @
www.icoconverter.com It online ico converter fTtE8 03 browse IG0 3¢ I AR TSR EICEHT @32
e s @ e convert A5 56 w4t @t eT3e 2@ AR |

g) Hide and Unhide Folder:

@ I AT (IO (RITA] @ A= Zeqw welfe (71 A1 et foneaig == |

Hide Folder:

Right click on folder>> Properties>> Hidden >> Apply>> ok.

View 7 Hidden selected item S+« 43foe 3t 1 I |

Unhide folder:

This pc>> View>>Hidden items.

T O TIGTT 213T T (FIORL A2 TS SRRSO I (FRIE CTey 7 e iar eeam
3409 29 Right click on folder>> Properties>> Uncheek Hidden >> Apply>> ok.

h) Change Folder color:

FTE I 2f7TSEw= & rainbow folder FtR FE5eTIT BIEFAT FCF install FICC Z(J | TIEFEITC T4
smfe: url @ rainbow folder #td @ W SN =™ rainbow folders-download >>Free download
e e =179t (oiter 069 e alternative download IGAGTS 5% A0S 201 | TO9R: THH R install
FF 900 207 | o7 MHB (T A26 fFF FA0 rainbow folders FIE 03 TRIE 33 200 B FERE
PII% 3@ Hue @R Saturation FETF PE=i€ ¢ Colorize 00 % I TR I3 Close 0o 2T |

i) Folder lock with password:

TIET Yo G TR ATH SR I956e A AT~

Right Click on target folder>> Add Archive >>Set password>> Type password and reenter
password>> ok.

HAPTSINE HFE T G T (FIOR o T FEACE | #T34 (FORD ' TS TR | 937 (@FIoR G (FIeEd 7e
TAMI APTee TR Sieelw F40e 2@ |

Right click on target folder>> extract to file name.

A& R ASAT & @D (TR 0o AR | To:2[ T (FTR Joz es 763 |




j) Encrypt:
THCTHCS [RG/ANRE FaCS 86 Adfam I3 (7 w2 == Encrypt | w2fe Encrypt F91 (@1 (PR ©F
TR T (ANGIES T T (I AT G2 FACET @ TFCABRCE O ST ST T | SE@ (@ FAEHIH
2o ©ICS BIEICAT AT |

Encrypt 397 “&fe:

Right click on folder>> Properties>> Advanced >> Encrypt contents to secure data>>
ok>>ok>>ok.
=T fnte 498 fata==i Encrypt contents to secure data SRt S¥cb® A0S J(A |

k) Drive/Folder Sharing:
OGN GF CFCG TG I T ISR T =T3S FACS 2 | (RPN NI 2T e
IR 0T GIR® AT (FITIRA g Reei oz e 3963 |

Select drive/folder >> Properties>> Sharing>>Advenced Sharing>>Activate on share this folder>>
Permission >> Full/Change/Read>>Apply>>0k>>Close.
TR 90T (MK &) 2 fNea*4R share this folder H06s 390 &(F |

Font [/ LICJCICICICTEICT:
FFTHIR T T0F G G QR TRAE FICHIE SIS T A AP N FIICOR Al Sy MG T TRAR
A FCGET ACAER T N2H GCoAT B ETRIC AT FAET @ T 9 T YR FAGHIF 27967 207 AT |

Select and copy Font from Source device or media >>Control panel>> Appearance and
personalization >> Font>> Click mouse right button>>Paste.

User account:

i) Create user account: Control Panel >> User Accounts >>

YETEM e aourin, = Limar A
el . BR e
a ik sl s o b i
i lrdmrn .I'E_
I-:H ?l L ]
ia i - T + b
ﬂ. Edge of A 5
BFl e
>> Manage Another account >>
Py eul il Hertre @k changes To YU usar account

Pdarage wour cracotiss
Create @ panesars renst disk

Bolnnia g b Bk sncrypran
—mrtibir ab e

Confgune sdvanoed L
prefile propertes

SRS MY ETArCrTTant
wanables

AL
Sansge &

a¢d <4

>> add a new user in pc settings >> add someone else to this pc >>

Crbbeer pymanpe

AL CAN . Pl SRl WD RN MO DGR ST pOlar PRl TS Ei0e0 N SAEN T

et dr e is This st dackd dhein 1o ponie Tamiy

e #icl BeaTsci piwn 1o thin P

Sert up a kiosk

>>Type User name: ‘Shofiq’ >> (T& @1eo Hifeea FA0o B0 AT U [ ARTSIE @I
TSRt w4 T Arfeare we ¢t wof fsrelfaa & foafs aves Sex e 203 we:5f1 (FF95 60T 53 Face
2(q) >>Next >>

ATOI-89



ATOT-8b

] M |
>>3B15 AL fFF I user T fFF FACT (AT A Shofiq T GG TSR ST A TR | OIS 55 I
Accept 36 5% TR @3 &=y feged 3 fed, =re:#/ login 23>>

ii) Delete user accounts:

Start >> Setting>> Accounts>> Family & other users>> Select account name>> remove >> Delete account
and data >>ok.

i Aol SomEneE ESlEE 10 This P

-5_-‘,‘ .-I|:|l|:1.

Chadidle pociemn 19 e B i

iii) Change user accounts name:

Control panel >> User account >> Change your account name>> Type user name >> Change name.
BI6 (] 20O TF TTER (2N log out TR AROIS TTEIF T (AT A |

iv) Change password of user accounts:

(a) Start >> Setting >> accounts >> singn in option >> password >> Change >> type current password>>
next >> type new password>> type confirm password >> type hint password (a5 @G afe=mreT spfemre,
BT A APGACCS (b8 T IR | LR 93 TG APIACTS BT (1T @ hint AMSAGS S0 PSS [eaoa
PR T PR APTGAC (3T AT WL 7RIS 401 A ) >> Next >> Finish.

e wfe:

TCHGC AT S Ctrl+Alt+Del @ foaG F G T @ (T SPTE ©F 0O (58 APTSE 1] 03 TT APTSE
TOT APTIGATC IR T GBI APTGAS #1ed F[WG A6 5 w03 ok e i Arnearels Afkaes =z 3 |

v) Change Picture of user accounts:

start>> setting>> accounts>> use info>> @<t camera @3k Browse for one T B S a4l &f<E
AfRIST 41 AMF | camera PG IR GRS W 7R IS8T Bf{ 96 (16 I3 9% Browse for one @l
FIATHIR RAFS @ =7 G5 F40 A |

a) Drivers:

«ft GG TG, TCEF [TSIRIAE T AETT IS FACO & TR RIEG I92© 22 | Plug and Play 71 @
T T EF FTOIZNE FPTHTER AL AFF G A6eT FACO GO IPTOH FACS 2 | OF 1 T IATHF &
T2 BArS AT, 12 FET 8 FEAT | (@AF: S AN (Rl T =S Edit =270 31 fofes Sieereng ol It
31 JIEGC FCQE B IR SRR ST FAIC! ACIAT | GF PR QAFHRICE TP AFCS 2T | OIS TS5
External Device &3 &+ SI*12 & fTSZ0R GIESR SPH0H FACS 2 |

b) Cheek Computer missing drivers:

TEHG= 7o This Pc TS A125 5% 07 Properties ¥R System Maneger S 5% ST QO S e
Install SIFYr (T | STAG AeF Expand FC AW (4l T 27 T Question mark AF S0 A0S
2(q @ feSI3TR Driver 3P0 BT W12 | ST 74K 894t Desktop W2t Mouse right click 3 scan for
hardware change 1% 261 Uninstall $31 GI29R = 7 (RIS |



Erre mmmdrellers

e sk e ilmem

c) Driver Software:

FTHR TR 2SI TR=E FFPTHE e &St ImRes oy «3fs #@ CD/DVD FRREE & |
@ FifeTs @ TR T RO MR AT | GIROR AT KA &R WA (%6 31 roR weee TwE
HACS B | AP T FGIGCH FCHIEE NG 10 (IO M Y ©f 20 GIRO[ N0 G 2795+ I3[ A |
EAG TEh\eaya @I=: DriverPack Solution 31 WTAIRG @™ Driver Booster itwd ¥ &=y gizod
AP TGS GIEOR STOEH 341 ¥ | At I_E g2 39 @G Online @R SR Offline 20 | &

QT TSl sieam 1 31 ST 26 20O TISHET 0T FIF 41 IR | 96 DriverPack Solution @ Ir<ie
YIRS TG 8 3554 (WG 2 |

Driver Pack Solution download:

DriverPack Solution TEo SR TIEFETE «R T30 FH e ATH SR TE2 TE FATHER e G2
7% A 97 | T% qwfb e A6 63 W o DriverPack Solution download free driver update
software TS &% 3908 27 | >>

DrivarPack Solution | Download free driver update software

R erPacy e Fu et Bearct DrrverPace Coud

>> Install all requried drivers >>

DriverPack will install drivers for free and
solve driver problems on any device

9 b.ﬁlohu-h.m

>> Start Download >> Q4 7EH\RTRMG 20+ =206% >>

W Downdoad Fie Info

JEL P R A 1T ardent Ex iy P 1 2 Ordest ane
CateQiny oy e ¢
Srve As | Ooseionts Progr sma O Pads - | ) Oederw soe n
Rawmandsty 0w pvis for Wrogr o' Gy PR

Oedrpien

Crput sl L a'er [ Sw t Dowrdons : ] Caront



Driver Pack Solution Instalation:
fema oft e 7= w08 s =69 |
> FTHIER (6 ST off T e =3 |
> foeRar I 2t of f[4ife MR &= Disable 39S =04 |
> T3Ew [Grwed off F900 2(F |
>> TICACG [ AFOGIICT TIFe (5 FAC W06 S ST | ©f 0o $2tad Voice assistant @3k sound in
the app S*M¥ FH(F AHF 6, BAG run in the expert mode SHFGF (6= ea >>

Y,

DriverPack /()14

>> T[T WHT FFTHE TS GIROR AR O (F F(F RFASNF TAG=T T | (T GI2O[ ST LTS (72 T AT
I FF TS =67 >> Install all >>

Drives 1o ThiIs COMPAMIaT

.

Lo sy
Ui

>> Q3T TATGAR 75T GRS TG T 3% T 2 | FFATHR ROD16 T Gk #tE 3% 41 TG 3R TF O I
fate =3 |

Task manager:

FTHICRR MR (I TRA AT =Y WA FCGE 4 =, ORR 5% Weaes | e 5% syieencas o

FICER TTeTd AN ZC | AT @Gl Fler 97 N<e F41 I |

a) Open system of Task manager:

> Ctlr+Alt+Delete 92 foafG key @1t (507 Task manager S 11§ F4ceT Task manager €099 23 |
R

» Start bar @ W7 F120 % I SrENIASIE fFF 401 Task manager €t 2(F |
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>> Interface € 939 AFE More Details S {656 ST GHAE 2T AT | >>
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b) Service:

FPATHIE AP (AT G IGPACT [0y FRC FACHR TR FACS 2R | (I (@RTI PR IR IR
AT O BIHAIGEE Service (T MHTH =0 I FT AT GR @ (2RI I35 {5 303 Stop T Hang out 4T T |
c) To Change taskbar setting:

5 I Control panel it @5 ¥ (297 F4cT >> Control panel >> Appearance and personalization >>
Taskbar and navigation>> Select your choice>>Apply>>ok

i) Lock thetaskbar : SRS 716 A1 AGRAT AE T @ (6F IH IF S FACS (A |

ii) Auto hide the taskbar : 77 T2reiTe FRfFTS FFR R/ A |

iii) Keep thetaskbar on top of other window : %I 331 TRrSI4a T2t GIE-IA SIRg F44 |

iv) Group similar taskbar buttons : 452 &ifex (RN TR eF+ifefes [y F903 GIEI |

v) Show quick launch : weor #Z® TR G« FAF & GIEHICH WZ TS |
vi) Show the clock : Braica B Ay 2fS e 1 |

1 Tk i

Windows Resistry:
«ft wrore GioeT Gk wPgee | FEATHICT T4 (I @=W Install T 27 ©f @fGRGre Set 20 IR | O GGG Wée w7
PIN FIZM0 G = N ST SR TG (IR | R I (@1 @R Uninstall 3 28 o349 @fGRGee S 15
Settings T (ACF TR, AN ARIOCS FRATHIR NI Tiberor (ot I | W2 @&T FeRFed Clean F1 IR | TOTI
AR PG 2eid 2eR IR S0 | T2TCER @ T P60 TYRCF I SCOIST (JGG | SCTICT 0 Pl TPl
(R (I 5 1 2007 ©f G35 T & = | G THIERES SITee @I&hg 6 |

a) Clean Windows Registry:

W3 @ERG TrelfFed Clean 1 IRA! | U & TR0 SR ACAGH 2 | @: Auslogics Registry cleaner. @&t
I O TEH\GRG AG R 2= ST Best free pc registry cleaner software >>

AeEaT Free Ragi=stry Cleanar [Downloa] AU ICE &
ManHopeon B pptalry Ohesimar o 1] L L) i

B il ey ouil regh@tey Lapa o by uninobabod
" 5 1 oh

DGR regluiry s beles. (e b

>> Free download >> «@ff Su mb 2E G (RIG TFOGKRIE | TSI ¥ I Install 7 Fre =
>>
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Ermirias scannad: SE AR
IEmrmu Fownct 1.33%
iemrma cleaned oui: 1,333
THie pvogirgen Fias Peevioy el e selbectel (i iy MEimn See rephdi [of 0steik

>> T& RO SR G219 I Scan now I % Fa6T Uninstall 97 @k @f&RGTe Set AT 13 T(2d lfeta! S |
I (5P ITCE GRS BF (US0® F4T ACF) Resolve 60 3% Fa0=1 @IGRG Clean T AT >>

b) Clean hard disk registry:

Start >> Setting>> Storage >> Storage Sense (&%= SRR €& WG off ATF ST on IR TS =1, T temp

12+ 7R Auto Remove TR M)
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>> Configer Storage sense on run it now (E& SITaT GoTied 2Ce FoMe *F 7 fFd F1 ©f Pl 3

ts 7@) >>
Toarijarid iy Fibsa
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>> temporary file @3 GFIHDG TS I T =TI GR Recycle bin ¥ AT T2 7Z T© MG 45 Restore TR
TR (72, ©f a1 303 e 20 | e R e AT @ et T2 @ T W4y TS ETe Y7 I >>

Control panel:

«ft Srore el TErore fAREs $AME | ABACH contorl panel 71T 5 e Wt Open TF | U7 771 TAWMFACE 2w+
%S 0 T | @: Category, large icon, small icon. view by S"HGT f5¢ @ @7 aw+(q &S «fiaes a1 I |
contorl panel @3 S FTer 77 Trera F41 =T
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a) Programs:
FITHICE Install F41 @@ Remove 3 Uninstall ¥ &5 «ft 59%© 237 1 Install T 75T (@RITS7 Sifers!
G A= |

Control panel >> Program >> Program and Features >> Select program >> Change/Uninstall.
ToAtarE O QTR o T (e Yog [T |
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b) Appearance and personalization:

i) Open each folder in the same window: ¥ S+ qa5e A= 037 5717 31 T2 I T TSI BRI Tl A |

ii) Open each folder in its own window: St7 [ ATSTH0 TICTT M FT US|

iii) Single-click to open an item: IS (TR I FIECE IFE FF FACL G T(A |

iv) Double-click to open item: SIS (T I FIEC TR I 779K Y2IF [ AT €0F T(J |

v) Font: IBHI etaIEa TIeAG=Te F4 T I S+ IR YT A To0F AT (A8 FAET2 O 3657 20 AMF @R
T SR WY (A |

Copy font >> Control panel >> appearance and personalization >> Fonts >> Paste.

¢) Hardware and Sound:

i) Add device:

A G (T G 7T [Ge139 T (F 7341 o2 GiaeR Mo (e fofaea s =21, aie 5151 fee18s @ SoMita e

FTHIE RIS FACS XA |

ii) Change mouse button:

ISR 9o A5 A, SN AGRTS A 6+ e Frer Ff4 TR 2fSCFo Torob @ e & %o = | FoRkmee

ARG BT AA-SA (T CORIR & IS T | TSR A6 TR P16 RS Gy elmar=! eI efeam! F9e =03 |

Control panal>> Hardware and Sound>> Device and printers (Mouse)>>Buttons>> Click on Switch primary

and secondary buttons Chack box.

«=Iele e Double click speed JASICAT A T |
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iii) Change Mouse indecator:
TR SECFoT AT FIEH & AGFSF TN T | (TN Ta9e GG G NooT G e weey et =7 wzsy Swpifr | fomees
forem ey @2 2fSHce Sifiaey S AT |

Control panal >> Hardware and Sound >> Device and printers (Mouse)>>Pointers >> Select Customize
Categories indecator >> Browse >> Select indecator >> Apply >> ok.
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iv) Folder Open 33te f&s 2T 4w <=:

I GG (FOR ST TR G e 359/ORe 5 MR o Moie S et F6 = |
My Computer >> View >> Option >> Folder and Search option >> General >> Click item as a follows >>
Select Single/Double
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v) Make Mouse Focus Pointor:
eTEEd A HIT show € CHFE@ WEHF AN mouse “TATAE TIZENI09] I WS T | IGH IACS AT

http://www.rw-designer.com/cursor-maker s fam weo @@t download €32 7@ Install ¥ g faw
SIS T #ATR okl FACO (A |

Ao eRD ST F@ Create >> New mouse cursor>> Create>>(TIH 2IT*F TG 20 Il (TC, (571, TR,
el IR Torif PIeTs S te 70d) Make arrow shape (82037 Rt S 12w q0®) >> Ok >> Move (82t
R IS T O TF W2 DI 307, 2fosre AT SRR O I TR FoT ) >> 37 AR [aewa
Shaip Icon 2C® (@ 739 FPATTS FGCFOCA ARG (@NH: ZfeiP7) Fieers 3 ©iF #Iieei= Ao ke Fill, Stroke, Opacity,
Color 2oy f4fam 73 File (A save SR LT (O FAI (FIFPE ARFIAT FICS 0 | O THGA T2, cur
f%t® 2@ | @4: shopon.cur =re:#" Control panal >> mouse>> Pointer>> Brows>> (o4 I A@OR (& &
reers e e >> Apply>> ok

Control panal ICEE 5t 2C® 7l IR [FEed © Apply 31 A |
SHACE mouse setting #Td @ e >>Additional mouse option i F& Tl TSR 79T (A |
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vi) Change Currency sign:

FTONE JIEEE & (! T R[S SR «Afiase, 1w @ Sifieed waes <ifaasw, TR [foq v ey,
ffoq g1 e RS FAF T @ T JIZS 27 |

Control panel>>Clock, Language and Region>>Region>> Additional setting>> currency>> type currency
sign>>Apply>>ok>>apply>>ok.

Cutrancy spimibo E
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vii) Change Date and Time:

FHTHIER TR IR IR AT &y @ S j3%S =F |

Control panel>> Clock, language and region>> Date and Time>>Change date and time>> Select date and
time>>ok>>Apply>>ok.

viii) Set Control panel Icon in desktop:

(CHGC! WS AT f$% ¢ Pointalize >> Themes>> Desktop icon settings >> cheekmark on control panel >>
Apply >> ok.

MSConfig Utility:

ms config (Microsoft System Configuration) utilityes 312 S3toIer B0 FREF@ FPHISCE FALCHT S AT
3 | @t e 3for, IB15 S SARBERT @R SN RETH RS e 9R ARBERE 799 I | 9O 2pF TREES §e
G PIEON e feE F9F *11e 98] =R | 906 ms config @7 o7’ e I6 T = :

a) Startup:

FTOR 30 ZCO (T (P AFH G ST FCT, (F1 TGS OF GIROF TLEA (F(6 G097 FAE ©f re e w3 frcs
T(F | GTS TN SBIOW, CRPWETS Do G PGS 5B S+ W0 | TN A0 e TR IR SIvd GIRo[
TR 3o IR I (5F FACI R FAGTAT ST IS |
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TRATES SBHee! e I A0 I5 IR TN (@1 TSI I GIRSR A (A O AL FF 70! (ot feg @
oS BT Fieg A REe TeoewR, TSR G GRS G0 F0F o P |

(b) Boot:

TS AqETS 35 P f[Fed 73 of [F4ifis < | o afefse=tm 5w [fis F =1 o Fdew aR qesEe by
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Windows Startup Applications Management:

Startup:
w@ﬁgqﬁwﬂzﬁzﬁw@emmw@%aﬁzﬁm@m@wwwammﬁgﬂ@emmmetvm
o | TERIGTONT ST 2eq @ (@RI MRS Startup program I T | S HAF (AN JGFENT FNCH GO FACET
FFTHICAR s ST TN AR, N pA CH W R A0, FPATHR SCoF ‘0O WS 37 #¢ | task manager @9
Startup GIrs e W @@ Hieerg 302 (96 disabel AT 65 FAT ©F WK SHHRI AFCIT, TR FRATHR SoT
T[S G (ARG RS G =31 |

TR T L LRI LR LT drmrEsipr e s EETdal e

P i

fimem nea ImEermabimeni 0 Frabi=e
- SernndE (meErEar Erainiani
A . . Froabsisal . LT
[ - PR PRI £ il o O T r
Bl St Aewsber sool e .. e e L TE T Fraisiesi Pt s e
7 Seiabs Uecdeker Biari o O il Solumm Erherns iree . Erakimsi
Bl Asepivea philsadre Gevtrenrm Gannid  Grooisie
im durn et Cmnne et Dasirewrd 1k
Bl caortann s wifk Cmrmerebion Frink
[y [ - YT [ S Trvhal o e i s P alalmai
Bl HE T o el s) e e T B e b sl
EFTe b e s BT e i [ Faiehetenay Pl T we s W
e Pobimimasbi S eChricen P e s o Ertalaimui P |

Security settings windows Using system factory default/Recovery tools:

a) Acronis image:
FHTHIE TSN ARG FIEow A1 TS 72 20 (9N FPTER ST Fa1 I T G N 75T Af A TP 2
TR | e @G| G gk AR AT THOTE R ¢ TR @S ANE | G A TPYT Y7 FACS 8F Acronis
Image I3TR 341 = | G5 FT© TR TFIFA | TS TING RGN SLCSIGND 2R FHFRPC A I R JRCH A&l
AT T N ZFBA W1 P2 AN K | $@y @, G Acronis Image G T B A Fmeeo! *SACATE Of
GFIEF FATHIF GPIPTOIF I 4 S |
& FTHIT Acronis Image IR ARG GFA:

% ITOR SIS GHL FAFINAT 2O 2F | FARPAT @2 1 2= 2fSfs Neea &= =Ml Acronis Image
TR FACS (A |
Acronis Image SaTe 317 BIOS TG S |
ToF IATHICRR FIGIGra MBI RAT G HARE T AFCS T(A |
FIRFACAT T S (NN T GBS o1 AT 207 |
tib HERE T2 o =7 | e GrRred Areifé aifis e GRad @ QUi FFeet (odr Fr
R |
Create Acronis image:
ST G5 FEATHR @R T ARLGIIT THa T AR IR FHYE SIS So FANABL FEHT Az & F#THR 2o
BE(s Cof A0S J(F | FAY @IS FARGR PEON 200 (o1 F1 e 71 @ IATHR [CoRI F41 203 SCOS G (S
I | T RARITRT e g @reiear <= 1-
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Download Acronis image:
% @ Acronis True Image Tt 36 FaceT SIfwPRE (e@ S Acronis cyber protect home office

feraiors fae Fare 2@ >>

hfipe Swvrd BCTOFIRLC DI | R x pducis o irus-sage

AcraniE Cybar Profect Home OMce (Fommaily Troe made)
inH ke Advan s Cptier Bigls ot Hams Cfoe [fmsdy Roranis Tiee s
o m e aily pmiura x changes ino avmnpibing, inchudmng hisdan Bas thai zan bs
|miri e ders T 0 D
Cormpanirsir - Fravicus pasf Pull imegs Beckups - Buy sow

% Free P SPF BIGAET FCO Try now Uk paid SR 3= F900 Buy now 36T 356 A0S =0F | 92T &
SR TS TS (R 2T >>

Protect your digital world

from all threats

Freem AR.00E par year

e -

% Download for pc ¥ S+ f5s Fa0e T >>

Sy pvis S wihemr el Haarres f20 e

Try It free Tor 30 days!

& TICHETS g 2(E FIRECF TG I WL G0 08 24 |

Install Acronis image:
TISACEIE F41 TEH SR B9 WM 126 5% 3 Run As Administrator >> Yes >> Install >> o3

355+ FMAG 20T >>

A i
1—i

¢ Statr Application >> | accept this agrement >> Ok >> Start trial>>

Create Acronis acoount

% ToErEed 8% T 6 279 I >> Ok >> Next>> Next>> Next>> Get started>>



[ -

R/
0‘0

Tools>> Rescue media builder >

Teals

oo

¥ Simple >>

Choose creation method

E—l Sirmyala

roap ety

7r brcisbie rred e oconhporsd suioesEa by ool e oomprss bl

Z Aickvanced
:J:E S ca reripa et bopteble mens paieretEn beoad e or e ortee

% Flag in: Pen drive / DVD >> Select Pendrive (4 SRR T& FCHIA7 I+ GIRON (5F AR, (TE) [PRrel T
f9@d) >> Proceed >>

£ bppo s rropdila dasiifadion

E .|-.-\:I-|'.|r\.| it
P TG I FIRA I TE GR AR C12S TA | [ Ty 7e3- >>

= e Fa e Bl

g Aorords lootslils meeolbs e
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i = 5
Y 1
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g Close 56 {5 400 27 |
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b) EaseUS Data Recovery:

IO FCTF, (GRS, (NHAPIC 7R @ (P CHIe fGoiZ 2o oF ARFF 3 754 T (o0 A1 T o2 et

FICAG JCF (70 T TS (I 2 (TFCI5 , & 1971 (7% | FCFIG =eq @ w2y gz fefiea wwre EaseUS Data

Recovery oS G92F 341 =7 |

EaseUS s0swiG Download F9% “&fe:

* @ (@ JIeEEE 28R4 EaseUS Data Recovery Wizard for free 12.2 e @& fite =3 |

* Free download / download anyway 50 5% F90 23 (WS 28R & Go to mac version G 5 Fa0e

(A 1) zip 9 AFCT winrar TFOGIES NG unzip FCE H0O 2F | unzip TR ACH =72 QfGORART & fCrERe @3k

fCrwrorts Tsite Hace =09 |

EaseUS Install F3% *&fe:

* exe 3 GG FIEE TR 5% 307 Language: english>> ok >> Next>> Accept >> Confirm >> Next>>

Install>>Install >> launch @=® participate €% (63 I 7o W6 F¢a >>finish.

EaseUS Registation/ Activate F319 &fs:

* TIGACAIG T AL SRR [Ootd GIHOTe (A6 TR TR0 e 3% 3@ Eucfg.bin config.dat T& F1Zes vioew

(IFCH* TR &Taree (R s Fa™ FNT=aT ARG | TEFHC SIPT OF IG5 IR *BFICE NS ARD (5 B ST TRl

T ST 35 T OF NEO SRR T 2o (T FACI O 0O OF T Yo Y7 Mo (J | R (IS0 (Fler I

TR TR 356 I *OPI6CF Lo IO T | @ (T AP ©f 200 SR ==ieae Now 6 i3 Face Piiwae a7

BIRCI A GFHTSHA (G T (TF I I G2 (78 I AH02C 60 55 F00 J | 90 |

EaseUS I7RF A&fs:

> (GIES I CINRIPIG A FICRT Topiv (@ fTorReem TibT RTForR T Tae ©f FEATHITH TR FE ZF5e
1 T TEO SR SToF FACO 2 |

> Areris FToRrR Sl (I, ©f 2 @ fCoRER Uib! RiFred F4rs 203 ©f g 07 Scan IG5 fFF Fa0e
EIC!

> OR[N THCACH Ol 20 AT TFCAG Pk F¢7 Recover now G 6 F400 A |

> RIS 1 0 MYR(E (IR TRIF F[ F O T Fe1€ 6 Save A0 e Fa00 707 |

» SO (53 I TS T |

Application Software installation:

a) Download office 2019
ST ALRTS IS5 e (@ Microsoft-office vz S v swbemia Install @ 2| st GFea o=t

microsoft-office T3 (A BEETT FERE IARNF TR
>> SesE F400 AL ICF MS office 2019 &g Go G 7 Fare =TT >>

—_—

- ]

0 . Office 2019 Professional Plus Updated Jume 2019 Dewnload
L i1 : (A
= oo

>> office 2019 professional plus updated june 2019 download &% Fte =3 >>

Office 2019 Professional Plus L I latect June 2018 Free Dovmiload




>> N FEAEHIEE FAEGR Peow 7o [iba (1R Wt Feeig Face 27 | 47 L8fG wr=tet Download 64bit &
PACS A >> PR I G SIS =0 A |

b) Install office 2019:

OO0 0000 d000o0n OO Instal D000 e oft s 19 w6 ee =61 |

> FACHIRA (76 PR T I TS T(J |

> «afoeRant I o o [M4ife e o e Fre 204 |

> TIEE ferweR S Fh0e 24 |

'j (:)ffl((_‘ Mrseitt (Mue 2010 - WS e

Pow Pue 2ET

g E o

b Aremen

[ S P T S
' -

Install Office ;.i_;::: G

Croml Wovm Pt Vo s

25 Vel
e R S El
Law - Ve~ - s

SR e
Lotae Ciemmt Mtk Oveee we| )

[WinRAR software 93 <IN SICHGIG 41 FRoSWIAcE Extarct here 30 23]
>>T& EHre ST Opfd, {5 1 SfFCR Se9e (@ (F f2TFF <= At ) (5% I G 37 Install office I 5
FACO J(J >>

O el
o “JN S A S

Trvatailing CffHemw

———————————————
>>Install 2% | g T #PIE >> AR Re6Caa Wb 5615 60 359 I AT <10 (@ 7F >>

My Wodow Mtk Dowrload Offcs Moot
|

Nt Fogree

a [T e et e Voo Duasacn
) = e FETAL »» W [ (hea®iae ‘o
=1
=1 Accces Fosmfas Froes
Acttmie OFcw

L) Ovne €N (Mo 2100010 Luwwvn S

e (MTe 013N M e VB T wee

c) office 2019 Activation:

SIS 2vs @e 97 Mg Office activate F9ce W o (veg o=l ARSI & w32 w99 @y
Activator 3927 @ 2% Activator @3 s sace>> Office RETAIL=>VL 35 s e =3, 7
M A WgE '@ A@| >> Activate office 6@ fge sare =3 ek [vywd 7= office activation
successfully e sEies >>

T TIGACEG , 0T W AfFTSE FIg ZCACR | O GFGORART IR TErele fCrFeAte Enable 3 (16 FiH ex fice
T3

Programing software installation:

a) Download mysql:
>> mysqul.com >> download (t5q zt®) >>mysql community (GPL) download (Fw= esitas =@

fofee)>>

e e Jdua 2 -
)ons g IVIYSEL C Rty it

SRY TITL V. . TUL N
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>> mysq| installer for windows (Ftr-eita GG i Ae)>>

0 A SO T rriikn ity Dhoasdn | sl s
i ] -I 1 1 r .I 1"k
>> Download (mysqul instlar community (fesaf5)>>
BAYSOL Enstaller 8.0.28
e-e-.'.--f.r.w'.:.-!-:-.t | S

Rk |, B -Lehl, R el b Ji] =k m

T R TRCT - das b e g
PSRN | X, By, R (i d i = tapsdi= m
b - L] i el immelel ImTii -

“ i LR TR S R el L L T e Y B P SR P TR T e TR TR O TR
Eakager g3 dranbaad

>> Download (windows 32bit msi insttler (4ft v3 4= v8 Texfbre FIe FCa)>>

L =

— e T G

Hi Pk sl ol S5 e i

>> no thanks / just starting download (f1t6 it (6HE NS A, TRG I51HR TIEace Ske*l 5% Fare 2F)

b) mysql installation:
double click on software >>Yes>> setup type: full >> Execute >>

(R .

L TR R TrEe— rmew Ty 0 S0

CEET) L e
>> | agre >> Install >> Close >> Next >> Yes >> execute >>

My SO0 Instale 55 W)t B ety

Sty ey s 1 b ove g St ) VI o brte ol s 1 o
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>>next >> next >> next >> Type: password, type: reenter password (+-fEfEsa Ameare, Tox el 1) >> execute
>> Next >> Finish >>

o seesseeeee

>> Next >> Finish. SN S 6 60 (36 36 WLie

Arteefs e @B fite 20 |

Computer Virus:
FYR (FICAT L GRF PTG A, ©IFL 7 R SR BCHIC LI NS SRY (7 R 1 SRe1ateT Sieaibe Feves
SO e ST T R | G @R (Pl @7 7T, T« 7T 0\ SIER II0e [ qo1es A, ey ademiza
LG THICF 8 FACS M1, AF(S 7o FTHIC IEFTOPS 78 FCA (F0o [0 | Fhodd A WIHPRIET «
FFB GRS FRCFC WG 0T | A ) FFL SRS SIS FPTHAMCT T4 B FC | QXD CHICAT I WS
TRTIHFIAT RS @a Fhowd 5 SWNFS WS 0T |
FITER SIZAPT, G, GQIes =, I5RF05, el SRR, IRGWR, qUeH Ao WFGIE oGS | TR S0
WG S ¢ & ffam Zre1s FRIRCY SPRAT MG (o1 0K |
Types of malware:
OIS 6 *NIGF© TSI TS W4 NS Fo et SyrTeayia FReo @R o7 T |

i) Computer Virus

ii) Computer Worm

iii) Trozan hourse
Computer Virus:
FHTE OIZIAFT T IF G TIPS AFOGR AT MG Al AFFATC TN QR G IHCH (AP O IAACH
RIS 20O AR | G5 FTHF O 1 G F6 I ATF | (TA: FRATHAR IS FCH ANSAT, TR 20 NS, T T
R0 =ewr Boyin | g for ©IZRPT FIEBR Fio I, (91 IR 718 w0 36 | FTenzads e @ (G el ariear
SI2IRT 2ifeqmd Qv fee e =208 FEER FCTHT TN I (@ ee! | Iou «ft i 7w |
History of Virus:
Y585 T FIPATHR earl & © ey R [aba SICae | O F-2[ eSS SR (AT SI2APT (2t
oAl = | ACARTHIF FPIEOR [l (Fee [ (PR AFFAMTReTo[ & @ KHCHA (2 O1eaRT 1T SWefs I |
TIZIFT A @ (@G e Frem 3 (o F0e It | 76 T THRCAGT N TG NFATCG @ fFoia e @6
TIZAPT BFe 0 | SIRACE e A6 AT 2AFIS 27 @2 SIRACR WL | doby AT “FFAT 42 ©IF ANCRIE @2
OIZAP N WG Lo T | G SRR AR PR AR B 200 | [0 Selowias ©IZar ¢ WM Ty
T 20 G2, FOrE, (T, PRroR, A UetET, T qrewd, Fraiu3n (e , STNGRTeT, (e
@@ &Y, fasrer, T, eanf e |
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Types of Virus:

FGR R FEETS TIZAPTS GROITA SPol 41 T | (FICAT (AT ST G Z BIR 7, I (I (I TS TG
A I L& (@ FE | SR EIRTEANS TG I IR AR T @R Sieg fae [ [ 2z a5 | qeEms
1 =W SEET ©I2FRT (non-Resident Virus ) SIIWe , (FICAT (FICAT SI2APT Aer 26TR 21 GIIEcs gi& 203 307 A0S |
TR O (FICAT (AR 5] T, ©X2 G5 (T2 (AR G I | @ (A SI2APE I & P ©12ar7 (Resident
Virus) |

Malware Protection:

JETCH &BFTS A 7T AfFOIRART TFo SR SIRAPT foF Sy WFASAER [(Pra SR | 7 SR (ARTd g gz
G 3 TG IR | AFTOIRAPT AFLSATH AR T BT GHTo SIeT! IRFTH FCA | AGRTS NI FCF A2 STl Codl
TN 2 | AT TSR TEHCTRCE FIST FACS TS 2, O P15 S5 1F o [fog T f[eem s 0 (@ I
R o7 O ferd SIfeprst 703 el e | 3 @it e A wraeet «fbes 1At i =41e 6 | Ses G ©IRART A6 0I[
FATHICE I CRRCNT B AT B SI2APT *H&F TR (58 I | OCF, @ 1&foq «o I¢ @fo 20 sl fafire
TR S 20 B3I *NIE S IO T NG | AGORAPT FFC G N G IS -5, SYTSRs, A,
FRTAICAE, MRCGFPTEs PP GFPRIET TofH |

Install Anti-virus:
5 Eset aft SRR SO (ARG 2T |
@9 0T Eset FT0d AG 201 ©itwa Sielmie 256 =med ©f 2t Download Eset internet >>

0 O .- ] (]

sy " (esE)

"l

EGET Doonot B5ET bitens
Vs for home Dowmoas ard ry today free

Dowiiod Dew N AT vt @ CYLRISE0UET) Founces

>> Download for Windos 60 f$5% S 75 GG TG 2o AR >>

Downlaad ESET Internet Security

purchased Scenan freo 10 duy trind

DAL AL 7 O WD

>> Download i = TRIFRCT 9 GFFSIZIRTE S0 FACO T | >> PO IR &) GISAEIC I F0 ST GBI
5% a1 9135 5% @ Run as adminitrator Hie1g Fate =3- >>

weCD

[ S :
>> Continue >> Accept ST (63 TR &y fPgwel 73 feyca- >>
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>> Click on back button >>

>> 6 T 20+ skip activation S 5 Face 21 SREAT QT #2E™ Hifeae S & frs 518 Use a purchased
license key TS 55 900 2(F | SIRET QI FIREW S 71 M 779! AMCHCA AT & skip activation 60 3w Fac0

R >>

>> Continue >>

>> Enable ESET livegurd Feedback system recommanded >> Enable Detection of potentially unwanted
application >> Coninue>>
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>> Yes | Want to protection the programe >> Coninue>> g 53 faca 895+ fied 71t >> Done >>
QT FAREP DREE FF MY & GIEATT G FRred TEH fFF 03 0F 2620 A2 6 I
EFEDD S TET S 3

.&:

>> Use a purchased license key >> o:57 T UfORAMIG @ IR I @ AFCF6 (MO TS G5 L AR
F @R G35 G et | T AR Hifsaet FF & @2 #eg >> Coninue 60 5% T =3 >>

u3lE o

e e

[ o ]
>> TG 27« F¢a Coninue G 5% 0o = >>

>> Allow 35t &% Fa0 =9 >>
GIELE eirorme

e |
>>Done IG5 fFF I >> close G FF FAE2 (AL AT TF FFPTHR (FF 41 $F FAT ACE |

Introduction of Virtualization:

G FFEHIE TS T G AL ETT I AT (T (7 | TRCBIE So 4 PIEIH A1 SHAEIH TG G5
O WO, T G G5 SRR (W o a1 1 AW | TTHCT @ A5G IR AT, ACAT 107 ©F =t
1 e =7 | SIaE 0 Jeer, A TR I[N IS ARG FAT AE, [F8 OF @ dOR o wAwEte Few ar
fofermeT TG TGt | FATHIER &R 50 % SIRAPT ST THRCIE (AT | STIET (¥ 92 0T & IR
(FPITSIZ IPICHICT TRCIAT | QR e HIZG (AT SIRAPT BGIR [ | (F I MG 20O OIS R I AH, (T AT
25 ST CH AT SHAET (W G FAET SR (FITONE AT APCS ARCI | SIGH (¥ et T
TR TCoE IR T AR | (FIF AT (@IS TET |

SR AR TSGR T TR (T OIGART I/ (FG 0 0T @ 7T FIEH (1 WPS ARCIA GqA(F (T eoife
YRFCIAT | ORI @ FefereT (R 1, TeeH, A0PH 29w TOR [ET (¢RI I3 | ST @FF 7 T 92
FETHCR o o Ncafbe B s 3 |




Q LSRG ST WS G (R TCol S6a TR | @ AFOSGRD LT ARG PIEbead §97 E0e (AF
R FATCEGR FEET A TS ARy 36 | A G IFw)<f =T SATHIERR TR I A |

I [vE afreicas o fne e SPTtR e 34 = | [ive FeR o GO e SIEm SR GIER
A S JEPN T | ©iR 96 fEferE (e sgaE @ e Sitae [ive afite i I<9eR 391 I | AT
SIGHE e TSR FRATOI AW W FECHR AT A6 FACS 21T | TS A6 (@06 I AR IS ATFACAC
@ AfRTST ZI |

G T GG GCo (T B | @ T BRSSO M2 20O TISEC I A | SIGHET Icey
@ P TG PO 06 IR T I A | @08 Mac os, linux, Ubuntu 25w I72@ 41 IR | 42 IFTONT
ST ICHA NG Fo NAE0 Eoas TFe T4 @, are fefee @f*itag sieaoe Peser @i el =63+ |
Virtualbox @3 35 TF LN ORACLE VM VirtualBox.

«f5 TREE Yo UF (2T GR THRART OP IR oy S AT | TUENER o EH TL0e Arrs «ft I9=2e =7 |
CTE I TOFTG2. T4 (2F 1 (7 AfF @FIer T @ T F1eT AP | TS (& (B AAFAE I 3 TG |

Virtualization Concepts and uses Demonstration Creating and configuring VM’s:

Check Virtualization :

VirtualBox «af0® Stz 471, ©f &Wce Taskbar 2 Taskmanager @ @@ Performance &iga CPU S+ f&s FateT
fte= it (74T A Virtualization: Enabled / Disabled 1| @2t 3@ Enabled 21tF =G & F0SWRG «Ho® ST |
SR ORI (f*w Codl 41 A3 | 58 Desabled AT Enabled @i (1t 341 AT | Enabled 4 i faes craicar
JEACR |

Frapmem  Ssinimees s spe hasarng SSeriue e Bemimb beeases

[ =1

I 3 0 2 B F
s
F ey =i
ek ui P Hherd Tl ke B
V1A Gy
Wi
by iH=
bkt 1% 1.70 GH=
(R r
T e o] 243 3468 O2e55 .

i I.l 1] *
R o Rl i ke \
Virtualization Enable:

FITHR 6 63 AT P Advanced >> System option >> Virtualization technology (VTx) 5% IR/ G30©
FE (1S FACET ©F TEHGWRT GF0C 2 A | B1F WIS I GG TR [l (5F FA00 2(J | AT ASAR &
F10 key ¢S 5% fits =@ (hp FFEEIR (F@) A1 Arers & FFEHIR AR & S w4 e srof fe ez
GLA PICO (S |

Create SendBox/Activate SendBox software :

3% JCH Turn windows features on or off >>

I_.‘l.
Tum Windows features onar off 7|

T turn o feabiim o, welect iy chack boa. To bom o feartues o, clesrrin
check b=y & hlled bze maane ihat onky part ol tha lesbare m lumed on

Ted e CHoprvd -
TFTE et

Wirmaad Bednd ren Plaifcoma

Wind s Hyprerdsor Pl oo

Wndoews Idenaty Foundabon 13

Winid cise Posssriheld 2.0

W S PO CESS S vl i e el

Wrndoews Vrepcied hie wotam

B | W oaas. St red o

e T s T
e |y

Windeee Sohpntam lorbmus
i Windewe TIFF Fiier
5 Wi Byilibse [ Lt

I\Jl. | Cancsl
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>> windows sandbox & St (5% I3 f$F 0 @Fo® F0o T >> ok>>

173 == = Bt

>> Restart now JGT fFF FA0O T(F @R FFPTHR o =0 >>
>> 6 ICH sandbox T8 G5 et THo R Gt 201 | ([TFHA AR | T FATH AT 0Ol FF ARG 2P TS

T | @ TP ARG G AR 20 B I SIGANE (A2 I P& 1 A |
cheek on windows cheek box >> ok >> restart>> (S5 @, REBIG el ©F Sy FITHICF TR AP | oo

FHTONT AT | FTo: TICTE (6 IHG G0 SRR (I | @6 SRR (IO SFPo SIHART (R S ATFAT | (W&
TRCOIE & R(F | ) >> Restart now>> S [ GCoT Z0O© GFF I A4S | 044 A0 163 0 (A0S T |

VirtualBox Download:
@97 VirtualBox 104 A6 33 531 7« ORACLE VM VirtualBox Pte1g 33 (4ft @ Siielome 185)

Download
VirtualBox 6.1

>> Download VirtualBox 6.1 Pitei% 3 T3S (TP0 Pied Fa0e12 Tled (@1¢ 2o AT |

VirtualBox 6.7 34 platform packapes

-y

Windowe Rashs
TS W hinst
# Liree efletri b o
=slarie hootm
=aiaie 10 159 SR

The hirarise == relssned onzar tha tarme oFf tha GRL wereian 1

>> Windows hosts %™« 3% 451 download Z0® 4T |

VirtualBox Instal:
* TIECeIe BT TEo KRIEGC Double click >> yes >>

5 Somd s VM vt B 10 By

Wealcoms to the Omcls VM
VirtusniBox 6.1.34 Satup
Wixard

v . 1,30 e

* TS (357 20 Next>> Next>>

Please choose from the options below:

Create start menu entries
Create a shortcut on the desktop
Create a shortcut in the Quick Launch Bar

Register file assodations




ATOT-vb

* 5> BAGES e I (GFIHCT S0 a6a >> Next 96 &6 Fare 20 |

Warning:
MNetwark Interfaces

Irmémlirg the O acie Vi UrboalPire: 6.1 34 Networdong
famirn rell resat pour maiseart corrwchon aed e oorariy
e ornect wou from e rebeork

Prmced wih e Baion i

* TAGAR FTRCTT S04 FA0o B2 Yes>> Install>> Yes (STAPRT i@ GRS 2790+ 4l #A19CS “AItd, GTTHE yes
T QEeR IToETR TS e gizer o i)

7 et VM praeee 41 %l

Ovacle VM ViltuslBox 6.1,.34
installation is complete.

D e Moo byt i 2ok e Toow Vewd

S0t Grade YW o 4.0 M ey mtainter

e LA e | " | -

>>finish 6T [ T STHEH Ty 203 0w oG Ao, [0 9|l “Rte SIAEBR 6T 92 Install 1 A4 |
Open Virtualbox:

TG I TPH5 IR 7 (THHCA qF(5 *BFB'S IS AT | & HGHE TR 53 ST (@G STo =0 | ST A 0
Oracle VirtualBox 1t @7« %419 17 S5t Interface® wP3 |

L = B

b Bmira ks

S T b e b
e i s

Linux OS (Ubuntu) Download:

Linux Stafbr Seses «fb Spftaa s Ubuntu | 53 9638 Ubuntu Installation (IGT =61 |

Download Ubuntu:

@9teT Ubuntu fcd Enter press 9ce1 FICIR SifeiwIeT 12067 57 ks Enterprise Open Sorce and Linux Ubuntu>>

LD T =

Enterprise Open Source and Linux | Libuntu &

Wlay 08 123 - Weeanlu 15 the modem, opan sourcs cpembng oysham an Lnue foe T enfemnae
serpet, Sesahop, cioud, and 1aT

>> Accept all and visit site >>




>> Accept all and visit site >>

ATOT-Ls

>> Ubuntu Desktop- 22.04LTS >> G4 5% A TG &N ¥F FACQ | AW (@A PR TS &F a7 =7
dowload now G0 5% T =0T | I TS GFY T A IR A6 G5 A F1ovw 1SO w12 «ft 21w 9.8 Gb
>>

>> WfHT G 7 T TiowEe 7 207 va dowload now 6w 7% Fate =07 >>

Thank you for downloading
Ubuntu Desktop

>> TGS 7o (AR >>

Linux OS install In VirtualBox:

SR I (ARG Lo 0 TR 200 >>New >>

Y N e d e L &

. Pl T |
o wul By R I_LI_I
LS =]

Irporl  Ewpor

W Al

ro:#7 057 ol Name: ubuntu 2022, Machin Folder: SIGGIGIG® #1td, Type: Linux, Version: Ubuntu (64-bit)>>
Next >> @ @G STl MHRTS JHINGS 2@ ICE, T 9 =7 O fed fes =3 >>

........ il Bl b e

Fldame= ared esrai A o]

Flame Lhorie o oo s rrss vd cewmrssiion ol oo e o LT
....... 1w | Hor g od egevi g b e preemnberms bk

Thy gy o chonan pell b uped Brrossshou: Ve iiies: o clerly e

i

Faorez) fbsavic 2030
Fipchuny Folder: L4 A N L
L H T

T Ly e ek

DA T O

Ll

>> RAM @3 ARE 72T (57 TS fte = (W15 *-8 &R @3 Trer e 203 | «ure [FiEm=ariN 208 ubuntu-3 &5 @ T[T
SIRAET SR+ 2R FAE >> Next >>

Mooy size

Wt Twn it o wemody (AN 0 MegiDtes 10 00 Mocaied 30 T sl
e

The recommavided meaary €ow & MO VR

.

Es Sl




>> @ W T TF 2o @ WG s o OIgae 2efew (ol $9d, ©12 Create a virtual hard disk now >>

Create >>

ars diex

U
W) Crmade & v bt e ol A
[0 Ut s ttong vt e e e

15 pims wonds ynas v okt & o bot hard ok b Ben s maeturse Vi tan avhar craaie
& e harsi tiox S o ammc ace o e et o Yom et BOATN g e foter

TF pom s rmmd & e e s s v b g car dhan Bea e e abe
(IANged B0 T bt o0 T (00 I fuaDwie £ TRl

The recermenood 31z of the hard ask o 1000 GO

- ;b —

D

T

>> @ T T 6% 2o @ TG FEsee o Sigae zrefew (ot w4td, w12 VDI (Virtualbox Disk Image >> Next

>>

i

Hard disk e type

Moie choose e Lyoe of Be Bl pou would tke 15 e for Bt pew sl
haedd k. IF you 3o not need 1o wee It meh cthor Vi Sasioson 3oftvere You
a0 erve Tes seing uncharged

B VO (Wrtuelion Dack iraage)
() WO (Wt 2t Duk)
() WD [ uad Mactsne Dent)

>> G SR T[T f6F U7 GOTae PIEs Y WEm+ d, @<t Dynamically Allocated >> Nex

Storage on physical hard dsk

Pesss dose vhefer g new kel hard dot g ol gow s £ 3 e
. wdocated) or f il should be cented b ks muceerum wos (foosd
el

A dysamically allocated baed dex fie sl ooy e aoe On your Asosl
hard 2ok 23 & il 1o (5 10 8 s feood stee), alEsough il ros stk
2000 2r2yva UCaly v Spoe 00 L 8 St

A ficed stre hard Sek fin ravy ko longer 85 cwals on comm pyshens bt i
u e fanter 15 e,

(@ Dynamcaly slocated
O Foved sz

>> @ T TE f6F @7 GoTae PEs &5 F0d, @2t Dynamically Allocated >> Next >>

File location and size

Plasse tyoe the rarne of P new viriuel hard dek Sie 590 tha bas Below o Gk
on the Sicler con tn sslect a dffersct HHider 0 cesle De fe n

[ Vamers LA rAGAN RATE! Wrausio vWis Lenuded utwenie Ll (@ |
Select e sae of B vrtudl Aard dak i megabytts. Tha sire 8 the bt o4 e
areount of Mie dala PO & Wl madnng sl be e 10 1100 on e hand debe

] w0 |

A00ME 20078 [

>> & SR TAR(GL PIEBTR &) e e A3e @ & e M3tem @ 46w w0 e 2@ | @ gi3e o
Q CHRT (A R0I OIF GF (5T (IR T R SICR fFe11 O ST (A0S R(F | R & FH2CTF br-dof&fq ¢PRT =T19ieq | Il
EF 7 giRe Fre® e 7P sl 8T G 4 03 Tl =T >> Create >> FARFAR g 20ACR | AT A
AT AN AT T N eaf® (@9=: ubunto 2022) GT ST SEIE FARFAR CPRT (1 FECR >>

>> T& 9cF (@%=: ubunto 2022) =€ 3 TAET Setting >> System >> Processor >> &0PR e feFaiong

e e >>

t>>
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wylisn

e Ll Frocrmes L )

Lo e " i s
1y T ]

e e - Eitgin . s
(] s

Exvsmrci Fratun. ] B Pl e

>> Display >> Screen >> Video memory T2 (50 F&1 I e =1 >>

[
ARy TR e
RO Pi=w
o -
e e
war rew " .
b Mas

e e s g

D L e =k T

>> Storage >> © “At* Controller: IDE (S f§% 33 T& oo I T8 P=ig FF ©F At Optical Drive T #ft=r
et R AIZHA 359 FR TIGAENE F1 ubunto FAEGR FEBe 1SO 12 & Fiet® w63 e =03 >> ¥ ©F 715 live

CD/DVD TS (5% TI% fwiea >> ok.

Suwege
[T ¥R

il D TR D o Vbt -

B Copde WA —————
[ [T hon e
e 2w

FAMMANN B B A AL G -

ermmr e amew ol

>> SR AN A FIRAG PTG BF Setup @7 & Start >> T FNma TRET I/OG T SIRE THATH (TR FF 07
TIEACAE 41 ubunto SRR FIEBER 1SO w18+ G Fieed w5ea frcs =03 (el S1emm 91e 70s #iit) >> Start >>

PRttt PO & o8 S IR e T 0 4 RO SO
WA iy 8 B v | TV e 8 b ) e
s

B

At adcto & e B
Al B o et et b -
vt v — 0 ——-——

e

) cenw
>> Install & =T, RFgErel Seors FA0o 7@ >> English >> Install Ubuntu (try ubuntu 7o 3% S0 R TNRR

G FIRE FRAA AT ) >>

.:‘i
]
0

- .
o . —— o - -
——
- oA e -
- ——— —— -
- ———
.-

>> keyboard layout €< >> English >> English >> Continue>>

Kayboard lavout

R I G | ek 4
Eraat s 00nl) Bt oy | B ah otk
P ) g U e ab b andind
T N R L St

e ae s

>> Normal installation >> Continue>>

ATOr-9%



>> « T TErE AT toar 41 = | 58 (@I 757 2AT*T toA M T A9TS! (oot M & Erase disk and

install Ubuntu >> Install now>>

Il atan typie

>> Your Name: Shofiqul Islam (I92&<&F ), Your Computer name: Shopon (@ &1e), Pic a username:
shopon (@ ¢FItT), Choose a password: 12345678, Confirm your password: 12345678, Require my password
to log in ( @Ffo® I TS 20 TS I I #92A « “IPISATS 77 s =) >> Continue >>

=
-
~
—
(]
A
l

>> @2f6% Ubuntu @3 (w567 5o >>

ATOl-a3



) Title W

NS Microsoft Office (MS Word) -
HOME
IF: What is Microsoft Word?
I Editing Documents
1 Copy & Paste
I Formatting Text
I Create Bullets and Numbering
I Paragraph & Line Spacing
I Header, Footer & Page Numbering
I Border & Shading
I Auto Correction & Auto Formatting
I Printing a Document
IF: watermark

What is Microsoft Word?

etz e Microsoft Corporation 393 3reiweregs Microsoft Office package a3 wissige
Program == Microsoft Word. = siezwet MS Word <= =11 MS Word = @3t Word
Processing *i@e afaw==|

Computer @3 Start 35+ @ 1w et Word frai= = Microsoft Word =i s 39ce 231 7 #3e Word
9% FHIRE open R SN FACTH ML win A6-+1 9 515t Run 319 ¢toH 361 119 It winword
fored Enter 291 3901 @32 I 341 I

Home, Insert, Page Layout, References, Mailings Review, View, Add-ins @+t Ribbon
Tab. Microsoft office 2013 Window = Quick Access Toolbar /Title bar «3 < 932 Ribbon
sjeens ey Command tab @3 o5 3t File Fi 2wf¥fe 221 @3 5w 5 3307 o7 seiige sexejee smfife
2| -

h | - ‘ - P ——— e

e #

File Tab « 2ts Save, Save As, Open, Close, Info, Recent, New, Print, Save & Sent, Help,
Options @32 Exit s awf*e 221 File Tab e f&< #7 By Default Resent/Info si#=fs fresicds
SR AT

Customize Quick Access Toolbar:

Microsoft office 2007/2010,2013 Window &3 ®tz7 a1 i File Menu @3 823 Quick Access

toolbar &3 s<EI¥ @4 (2 47 g Command = [ TP ERCEL T
Show Ribbon: st
377s Ribbon 20z Rf$s arEies o Command «{tis s | G2t (RRIEE FIaeEie RIDDON 99 M40 A%+

341 2@l @ 19 Ribbon ¢ f#% $1 & Ribbon ¢ siiewi¥= Option 2 Show <@

. 7 = & 1t
f T ka7 da = BT | aeaaein & R [R5 l=1] i

ruFEr e " g - R (& 1 B |

ATOl-q9



Word Option Setting: File> Opton

General Option: Microsoft office <z®
gt Default Settings i@ e =21 deE
Interface Option Gifbes =R fFg g wop 2fzew

¢ [T Arew I

Display Option: #ciew Display Option ¢if6es
et Ppfeg wehW ARG TR IR G (AR

Disply 12#8 Gif6es SHears SIrs oS fNags:

Proofing Option: Proofing =izes Spelling &
Grammer, AutoCorrect Options 3zonfu

AT EIHLT S IR 2SN AR T T

Advance Option: 92 s Editing Option,
Cut, Copy & Paste, Image Size and Quality,

Show Document content (Show Text

Boundaries), Disply, Print this document,
Save, General 25w si#Fe[teTs Gifb s S Raps=|

ATOT-a8



Explore Window:
Explore Window 2t= 5¢ @3 #s<8i Fewi=efa @it 972© File Manager. ¢ I<sz==fies File, Folder
@32 Network sieeartsffa Afsstem sAmafd File @32 File sf¥s SaAm@srt Search s3cs &l

Cuntomire Chukeh Accoss Tealbar l L Close
| wite Tan | | trviomar | | e | Minimize
| L ) l 1

J - L - e ——

| -

Restore

YN SHEH wWEUw

-L—'hDF.ﬂt.--.---

I LIt Ao ] o L
l Status bay l
Yiew Luswons

-11@Wa T

Title Bar:
Screen @3 7K &+ta7 “Document1-Microsoft Word” f&<t 5% Barc Title bar 3w

Ribbon:

Title Bar «= &> Home, Insert, Page Layout, Refernces, Mailings, Review, View..............
Hrirme= i Pape LaynrE FEplfprermsey Liailinge BEisa Tl .
wyifv for4t sty@ Bar ¢ Ribbon 3=
Home Ribbon:
LT L1 P Pages bayd i [NT RS Wi ey [t i) . i Tl
i il Aof s B i I-I':H. |r. sincrie Aafhil - Lallbir .|Il||:|_l'= STy 'h
- ol -l ke w1 e T DS e "-.H- | fnapai Ml t g s T R TR e _IE:-_-
L 1 LE N =
Insert Ribbon:
]t Fleesendc  Sebvowael Wt ciltee Gy ol e o
= el el E %) 1 s i { & = 4 5 Sprabum Lire -
=1 —I b - AL I- i -ll “ j ;_Ell ] T e e 4 Emla]m
Fagr Tmgle  Pourr O Thapss St Gl Proetind Bacamek Croesielmmm | | Hesdw Pacly - Page Tent  Crikk '-'fﬂ:l'-"‘ 1
¥ i = e SRR T 1 T T ™ e g0
Tsnim Tamriretrnr Lirez Feae 3 Fonaier Tre
Page Layout Ribbon:
Pigd Lrperd Fal o Fhaing Tviex. i Addire s Bervgls Troili
o e ) By — L 7 % | mdawi SpREnyg d | o
ps T " |
| ) | =3 — A Lrw Husi - | ! :E.I -I Wit 0 ] :=Ii'|1-'|| opi . [*_i
1 hiamsel Ioe  Courrn Yyetameard Page  Fagi = = F | Himg ™ Tk Adgn
J Fyptumstien- Toae  Bogsyy | ETRGRE O » gEERec Dpt > ' -
Fagm i ] Ny Cagmend Prepnae Sl LE

aziere Rfes Ribbon =izl ao+- Reference, Mailings, Review, V1ew Add-Ins, Design, Layout
geiftl @ %« Ribbon @ < 96 o= siewi®= Option sz Active 23 932 e F1Y == F41 T
Vertical Scroll Bar-:

Screen «3 7K iy &) i@ 9% Bar & Vertical Scroll Bar 3@

Horizontal Scroll Bar:

Screen «= s g« ©ig s7f%® Bar ¢ Horizontal Scroll Bar s

Elevator/Scroll Box:
Scroll Bar 93 siws Bar & Scroll Box 3t Elevator 3@

AToT-a¢
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Vertical Ruler:

Screen 3 7 I T ©i@ w_f¥s Scale & Vertical Ruler 3@

Horizontal Ruler:

Screen 3 %t (Ribbon @ sewi®= Option =s ) siwse ©ik s<kf%® Scale & Horizontal Ruler
Ral

Status Bar:

Horizontal Scroll Bar 4= v Page: 1 of 1 Word: 11 gw5ifx =121 59w Bar & Status Bar <t

Backstage View (Document Information, Document Properties, Exit Backstage View)

GotaR wi*ifoce Backstage View 3 @i Info @4itim Properties @@ File @3 Document it <151 sfteat
[ @@ Size 9, Page 1241 Protect Document @t File e Password ot 91w ©i3 Password g
et File foce o9 carett =i /11 Template e s=eewg CV, Visiting Card toft $=ce #4171 Options @3 7« 3w
EECRAIE

Advanced Operation:

Quick Styles (Apply Quick Styles, Change Styles)

Jrea w2t 3wd Text Type s=19 49 Text Select=>Home=>Style Select. ¥3 Command @ s<5ew
Text @ SN S Toigioq Fa1 |

Use Templates:

(Using Existing Template, Create New Template)

9 459 Templates <= $= Visiting Card e fifes Design toft s« 1%

File>New> Templates 92w & “=zwv® Template Select s =3 Design to e Aif¥

Exercise on Bangla & English Typing Practice:

Use of Alphabetic Key

JIRITEA TR o1 AfHre Ry A @@ Z 713 F 37135=c I 3w Keys
Numbering Key

1 @ 0 »rfs wift ¥ 73, @@ 3t Numbering Key

Numeric Keypad

IR i a6 Ft ew oife Numeric Keypad




Entering Text:

Document Open == #= @i« qi2am @92 32cqéts Document Type e »iifsil
@& Fe57 Aw- Times New Roman, Arial opfi

A Fg4- (Caps Lock ON 2=t w3 719 @14t Capital Letter 2w, Caps Lock Off <t sy s o

Small Letter 2w)

Caps Lock Off- the quick brown fox jumps over the lazy dogs.
Caps Lock On- THE QUICK BROWN FOX JUMPS OVER THE LAZY DOGS.
3reat Type 99 &=;
e Fe69 A9- Nikosh, SutonnyOM], Nirmala Ul SutonnyM] gerifw
T | Shift+F ¥ [T T P 5 T+ 9| J G Shift +N
W |GF 5 | Shift +T ¥ | LShifi+P L& E+T|IGM
T | GD ¥ |E ® |l = =+ 48 | 1 (3 Shifi 4]
¥ | Gshift+D ¥ | Shifi +E L shift + w " S+ | shift +1 G U
s T | shifi+B S m W+ 7| Shift +¥ G 5hifi =B
% | Gshifi+s T K t | shift+Q . B+ 9 QGO
T | GA ¥ | Shift +K i Shift + ! & % + %| QG Shif +]
4 |G T |L " | Shift +7 A
& | G Shift +C ¥ | Shift +L I |F i
4 X T |B i |p ¥ F+¥|IGK
? | Gshiff+x T R T | shift +D w TNGH
¥ |J ¥ | shifi +R a a B BITA
% | Shift+J T |H : Shift +5 =, i E+¥|1GB
T |0 ® | Slufi +H s A .2 i+ B | Shift + IGY
¥ | Shuft -+ T | M T C i
8|0 T W | shift +C
T Y ElE Y | shift+x ot B 1 o 4 T S T A G
® | shift+v w | shift +v © | shift +A FFEEAWEE - F, Y
g (U w | S +h L T F A |+ =F T 4 T e o
¥ | shift 41U T | shift + T shift +Z FOOE I | Wi GO Link # o
dn | Shift 41 A [N i Stuft +&

Function Key

Key Board «3 &= siifsce Fl@ F12 «<® 3= Key & 3= 27 Function Key.

Use of Avro or Bijoy Software :

Typing Practice

Keyboard Layout.

TIPS ANt ST e [T aner

o EVSE AT men . ]
. veren o TR W 'a? A1geT] FICATS I

| ) ] S I s P N :[,-1; ) I

S 5 P A 5

TT-aq



English 513% 9=

ST A

AToT-qb

N QTS A& (I T (AP O MiT)

©IF TS e (S e (A I )

a | s | d | f |

g

h | j | k | 1 |

s

el (14l - (2if 113 5134 <ty @33 Spacebar 5#te 2@)

| asdfg;lkjh

S T
glass, hat, king, dhaka, kajal

S L

1% TS ST (1 1 (A Tl )

I TS e (S e (A I i)

qa | w [ e | T |

t

y

| w | i [ o |

p

[CEGGICRIRICS

| qwertpoiuy

ST FE-

your, group, play, tree

OF {9

T TS W& (I T (AP O MiT)

I TS A& (T U (AP I M)

z | x | c | v |

b

n [ m | , | .|

/

[CEGGICRIRICS

| zxcvb/,mn

S T

brown, next, clock

- Ll

I 2ATST W& (I WS (AP O i)

IR QTS e (Tl 1 (e I ueep)

1 | 2 [ 3 [4]5 ]

6

7

| 8] 9 [ 0 [ - |

[CEGSIGEIRICS

| 123456=-0987

NERIRCIECE
10872, 32938, =1496, -5429

&«

(I TS 5135 F19 371 ©iF S fex o Aics Shift Key ¢t 4209 203 @32 O 21Ce 5135 F=19 573w 919 2o fuex

= sAtes Shift Key 6t 459 =69)

I QTS A& (I 7 (A ©i )

©I QTS ST (T e (A I )

]l @ | # [ 8] % |

A

&

L+ 1 » [ _ ]

+

[CEGSIGRIRICS

| 1@#$% ™+ )(*&

e - (Caps Lock ON 2=t o773 37 @14t Capital Letter 27)
Caps Lock w¥t- The quick brown fox jumps over the lazy dog.
Caps Lock fies- THE QUICK BROWN FOX JUMPS OVER THE LAZY DOGS.



ST Hi7l:

L3 IR Se=

I QTS &) (I 7 (AP ©iF )

©IF TS e (S e (0 I i)

A

S

D

F

J

K

L

N

fo

of

G
Q

="

3

-

7

gl (et 9s-

aqfoolo;TeFd

ST F Y-

qNFE N G

IS TS ST (I S (A Ol M)

I TS WA (T U (AP I M)

A

S

D

F

G

H

J

K

L

El

<

9

al

)

Gl

q

g

q

[CEESIURIRICS

E@mwa:

ST FY-

QR, e, 33, FA

T :

T TS W& (I 1 (AP Tl )

I TS A& (T WS (AP I M)

Q
®

W

E

R

T
5

Y
5

U

I

o

P

g

©

%

A3

EY

o

£

fAageel (et Qs-

| sTertberiRen

ST FY-

M, SN, w2, st

RFB F GTA

A TS S (1 [ (AF Tl )

Tl TS ST (T e (A AW )

Q

w

E

R

U

I

0]

P

o

T

1

T

T
El

Y
i3

K]

<8

q

b

gt (a4 Tes-

| oRTEFIIFT

ST FY-

wlel, 5252, I, oIiF

O 7 :

I TSR W& (I U (AP Ol i)

I TS AT (T U (A0 I M)

Z

X

C

\%

M

of

8

q

B
)

N
3

X

2

[CEESILRIRICS

| oF8 o TP,/

SR F Y-

T, A, Bigg, At
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qNFs I A
N QTS e (I 1 (AP O fuce) ©IF QTS S (S 13 (AE I )
Z X C \Y B N M , . /
o¥ ot Ci & 3 * < > ?
g0t (a4t AeR-
| oF @™ Ti<>?
S F-
g1, Rts, G
8 44 :
W TS e (I 1 (AP T fue) I QTS e (Sl 1 (e I fuess
1 2 3 4 5 6 7 8 9 0 - =
> 3 © |8 ¢ v q b S o - =
st (7t AE-
| 308¢L=ar>0-=
A FF-
A, 3T, Fieg, et
qes oot
T TS W& (I 1 (AP T ) Tl QTS e (Sl 1 (e I ueep)
! ) # $ % ~ & * ( ) _ +
! @ # b % q S * ( ) _ +
el (et Qs-

| 13#v%08+ )(*

«ziere Basic Fonts @32 Unicode Fonts fe 31

Exercise on Office Button:
How to Create a New Word Document
New :

& 79 File tofiw wwy-(Ctrl+N)

File ® New= Blank Document = Create.

Open:
A toige @1 File e we-(Ctrl+O)
File ®Open= Open Dialogue Box 7@ = ¢kt Wfwg Location Fiei® = @ File  geic® 513 ©f
Select ¥ = Open.

Save:
&4 79 File g ¥1@ 3211 79 ©itF Save 1 A% F 9190 5131-(Ctrl+S)
File @Save = Save As 71ty @36 Dialogue Box @it =@ Location @ File & 5154 F2ts 613,
@1 Location Fe® o 4 File Name: @2 515=- @ <1 File & Save ssco 513 ©f Type @ = Save.

ATOI-vo
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Save As:
et toRge @ File & w94 Wit Save F=0® 5136, %8¢ Document © Screen @ 215t s<wgw File
=Save As = Save As Dialogue Box ®®@ =@ 79« witwt File & Save szt 512 ©f Type
FE» Save 4 i s File © w9+ (3 wiey Save 2@
(e @@, 7d3 e File e 23 @t W)

Print Preview (<< &=-
File = Print = Print Preview.
4 2977 & Close Print Preview ¢® &<
Print:
Document ¢« Compose, Formatting € Processing <= #< Print e 5136-
File = Print = Print || @™ Printer @3 A Printer Name @3 #i Printer name and
Model Select 2=t® 2@I

All Pages e s Print faee it Document-« 3=+t Page ®ite ©f #&f< ©itd Print 2@
Print Current Page =% 3 @ Print fuest Document @3 be114 #Aret (@7 i @ Cursor s<gi=
F9®) Print @i

Pages @3 35 @ sitareaim Page Number fetd © Print - orst Page Number w53l Print 2t
PFE| (@H-1, 3, 7-10 Teyifa

Close :
@ File & 79 #39 w-(Ctrl+W)
File = Close.

Undo/Redo Button:

Undo
= e (@2 R wwes -(Ctrl+Z)

Customize Quick Access Toolbar= Undo
Redo
R w1 @4t e Yoz @e s -(Ctrl+Y)

Customize Quick Access Toolbar =Redo O
Exercise on Home Ribbon:

Cut (Cltr+X) :
Fre@9e et /Object Cut 311 &=p-

&

Home = Clipboard tab area Click.

Copy (Cltr+Cy:

SE]

e @4t /Object #M Fam &w- Home= Clipboard tab area Click.

Paste (Clir+V):
Copy =23t Cut 3@ iy Object Paste w3t 3t fAty wisiig w=y-

Paste

Home= Clipboard tab area L—JClick.

For Change Font
e @9 SEseE-

Home = Font tab= Font @<= fis Up/Down Arrow ¢s % st Afd2 Font Name o i@
s At Highlight Bar 3o @ $w= Ok.




For Font Size:
(@191 Size 39/ FAE &=-

fafwe @2t Block/Select =-

ANOT-by

Home= Font tab areal™ * |(A 7w 7 o, A-zi5 w31 &) &1

w24t Font size box « f4e Size type #@ = Enter.

Change Case of Text_:

h1

Select Text=» Home = Font tab area Sentence Case/lowercases UPPERCASE/
Capitalize Each Word/ tOGGLE cASE.

Bold/Italic/ Underline :

Select Text= Home =Font area

B 5 sicarea wetsi Click.

Effect Superscript/Subscript:

Superscript (X2): &4 @R Power & $7t1 SR &)-

e @ fres Home= Font tab area

x*

Click.

Subscript (Xy): @<= Power & s F=ieE &=-

fafne @ = Home = Font tab area

Text Color :
@ (T @I 2 AT Go)-

fAfwe @2t Select T@-

X,

Click.

Home = Font tab area EButton @3 Arrow s 7 s Awe Color « &=

Bullets and Numbering @213 &-

Bullet -
Heading ¢ #=%w Bullet/bz e w=p-

-

| =

Home =Paragraph tab area

Arrow s Click ¥@ s=w-w Bullet @ 5=

-

feceg Bullet zot w5 Bullet ==t 513 Arrow s Click =Define New Bullet=
Symbol= Font box 43 Arrow ¢s &= Wingding1/2/3=7=z%aw Bullet Fizg= Ok.

Numbering-

Line/Paragraph ¢ gameawm Numbering <419 &+-

i
i—
F—

Home »Paragraph tab area

Align the Text:

Arrow e Click < =@ Numbering @ &=

e Rfes Alignment Setting @ e w=- (Left Align, Center Align, Right Align, Justify)

AcreA woeE Click.

Home = Paragraph tab area



Bold s Italic/ Underline:

Home = Font area ey o Click.

Spelling and Grammar:

v

Review= Spelling & Grammar
Paragraph Spacing:

Paragraph Spacing == &=- 8 Paragraph #iz$= Page Layout = Spacing, After:

-

Y= After 0 pt :

= 3R Spacing Size (6 pt/12 pt).
Paragraph Spacing Im @3« &=-

fiwg Paragraph fi=¥= Page Layout = Spacing, After:

=
i

After

= Spacing

Size(0 pt)
Setting a Tab, Moving a Tab:

Home=> Line and Paragraph Spacing =>Line Spacing Options...Select => Tabs=> Tab

Stop Position Type => Alignment Select=> Ok.

SO

[T AT P T

i T

fupy Feain s ilisg flany aeee Ay Vs Poo

myaining L oprp s

e

Ay Tl o L v e 118 b Ry
C T Ay P X T T P = T AT P

1 sl L

Tl A ST W e

e TR e TEE S S Tl e T LR Tt

Indent:
Paragraph a3 @121t St/ S=ies eey- Mg Paragraph #isi$= Page Layout= Indent,
EELen A -
Left/Right|# 2 - [pz=g Indent GG w4 [
Indent <@ o« &=-
iR Lefi

fafa® Paragraph fe#o Layout=»Indent, Left/Righti¥"

1

ight: 1 = Left: 0, Right: O

Sort:

Table a3 &= 7247 3 Text & A (F Z 1 Z (AT A FICI ASICS b12E-

A
Tablel 4= 42 Cell frmg 24 R Sorting w9 [
Show/Hide :

Document @3 Paragraph break, Spacing, Tab, Page break 2wt (2 acie-

e Document ©Show/Hide 1 _a fi<s! < o7 2icarem AN 59 F100 A

Heading :
Document 93 &= @21 Heading Si<ita (Ri=1s A -

fafme forar e Heading 1 w2t Heading 2 s &< e
TS A

T i ecres> Normal @ & L

ATOI-b©
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Find/Replace :
Document &3 G @4l I 0P Jart I AR IR 2T -

Find: (fAf#® »% 31 T4t oo QR IR &)
iy Fired

famg Document= Find « &=
FE @QE

= Frrer fordt 5125 F7et Document-« @ fRibes Highlight

Replace: (43 =15 3t (TR #fR30S o 431 =19 31 @) <A &)

a
wac Replace

48 Document= Replace 4 & = Find what: [@ @Rifs “fs7$ F209 513 ©F 5124] @32
Replace with: [#ff7$7 3@ @ @it fucs 53] o 2w @14t 5137 = Replace/Replace All ¢ &% F9t
A

Exercise on Insert Ribbon:

Cover page:
Document @3 225 Page @ 4f2 7w+ Cover Page w-ts 513¢-

Insert=> Cover Page rw - -a ooy [fue Roiaw Foo i gumase Text 5129

Delete Cover page:
Document @3 225 Page @ 4f2 7w+ Cover Page w-ts 513¢-

Insert= Cover Pagen«--4 @s= Remove Current Cover page.

Blank page:
Document @ 32 #1ev Blank Page i<cs 513¢-

Insert= Blank page
Page Break:
Page & break 3@ fa$w page @ 1t 5130 -

Insert= Page Breakﬂ &< (Keyboard shortcut command: Ctrl+Enter)

Insert Table:
Document @ &= Table @i=cs vi3@E-

Insert= Table Lo ffiz Row/Column Select= Click.
Table ews Heading Row & w7 4f$ Page 9 Heading Row R e @it &=-

Heading Row Select=Layout=Repeat Header Rows L 25 FE222 T2vE] o Click.
Table & =i F217 &-
(LI Sl FACS 512 ©fF 457 Row (9 3 @k

Layout=Split Tab1e=> Click.

e*g¥® (Break table) Table & == 92 T4 @=y-

LI ©F FC® 513 ©iF 3 Row (8 3P @ee-
Break ¥% Table 17 S w2 4w cursor = Delete key.

Delete the Table:
Select the table = Layout (tab) = Delete =delete cells/columns/rows/table.
Cell size:

Insert— Table 4w Row height V/Column Width Select — V Click.
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Alignment:
Table gz Rfes @121 @19 7= g F9 @1od &= Table Select = Layout = Alignment @ gameaw
Alignment Select

Text Direction:

Table 93 foo7 @2 o7 A 6 I 95 (AT T ™ SI AT 51
Layout (Tab) = Text Direction = Select any style.

Text Direction 3ifes w=re 512t @32 B Click 63 7w w3 (e @)

Insert Sort:

Table Sort (A-Z or Z-A) 3 513-

Insert— Table Wfv8 Row/Column Text Select— Click Sort by— Ascending /Descending
Select

sae Cell Merge <1< &=-

@ Tl @ Merge 90 512 Gt F1ei$ 3@ @ Design = Merge Cells Click L= ¢ it wta
Right Click ®Merge.

Convert to Text:

Table @3 G2t A o2y I s T2 GRe «ffss Fa19 AEnsE-

Insert— Table 4@ Row/Column Text Select — Click

Convert to Text — Any Options Select

Insert Formula:

(TR O 9 ge-s Formula —a3 319 900 512 & 67« @@ cell @ 8 Cursor &-

Layout—»>—= grea Formula Function 5129 $@—OK Click. (921t giese @i, Ko, 5= ¢ o
31 T)

Picture:

Document 9 &4 Picture Si=ce 5i3e-

s fafmg Location @ e 27 Select— Ok.

Insert— Picture
Picture Format:
Insert — Picture Select s@ Format Tab = Adjust — Picture Style —» Arrange — Size
Ribbon ¢ fa Picture «s s2//@i<t« 2oiift Change <1 =

ClipArt Picture:
Document ¢ &< ClipArt Picture wi+ts 513¢-

..|,|

Insert= ClipArtl—= =>O0rganize Clip.. = Office Collection= Collection List @ &=
TR e =f{w At el o f@e= Copy= Close= Yes= Right button= Paste.

Shapes:
Document ¢ &4 Shape =S 513¢-

Insert— Shape L1 &5z Shape 9 < — Fow ffife @ dwieTw MG Tl oSS ST
Formatting e [Rfen 4307 sifzqey+ifz=da w1 T
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Smart Art: Insert — Smart Art "] @ @ 9B select — ok
Select — Ok .47 fews w121 7mex/ color /Delete / Copy <=1 T

‘lIIIHHHEIIII‘
Chittagong W

Rangpur
——— f—————

Chart f#? D |
Chart 31 arF 2 ofifafos o2y SR Ba =t Sorgae) A | o owee o T
FTEF TR BI5 F9F T 2- L ] o[ ) BB 2D

i T LT [T T
Column Chart: B =] k] | ] |k
Column Chart 7= Rfew e Foqe swmer | - oo ] o] ] ] I
Column 7=t 25 =1 21| Ly A0 BT T e '
Pie Chart: r e e | grmanmoms | ] e

Pie Chart =@ st il [Roe @3 J87 M
AN P A 039 2 il fom fom w2y A= e

Line Chart:

O3 RWE TN I T @ o Ao Ee Bg ah
SR LN Qe ¥1¢F o1 =% Line Chart .

i
Insert @ Chartl__"" | 2 Insert Chart = Ok.

Header and Footer:

Header:

Document @ &= Header 5@« &-((F 9 Page-4 @14t 37 Page 9 50 9bi)
|
Insert= Headerl—_l= Blank 31 fFew eaaeain &2t 513siifa@ Double Click.

Footer:

Document 4 &= Footer @& 7 e=-(AH @& Page-9 o2t < Page @ 5t ©iP1ea)
2l
Insert= Footerl_“l= Blank 33 oo sitiey farat 513> qifa@ Double Click.

Page Number:
Document ¢ Page Number & &+-(TT (F19 9F (A« @ o1 379 (@ @ 5 &)

o

Insert= Page Numberliz: = Top of Page= Plain Number (3% 31 %)= Page No./srer w12
5129 71f3@ Double Click.
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Text Box:
Document 4 &= Text Box s« &y-

i

—-l= Simple Text Box 4 fFeo e fFur 52sioy 33 &

Insert=> Text Box
Word Art:
Document Rfes g5t Color@at AL aeE@s o=-

Insert=>Word Art LA o e iz Selectes e Biet 52 Ok Ok.
Word Art-a9 ¢ig Format 919 &-
WordArt Screen 43 47 Mouse«s Right Button=Format WordArt= Layout=>In front of

' TECUYB

| ‘ =

|

Word Art 3 foriig Color Change <319 &=5-

| 8y -
Format= Shape Fil =2 Color ¢ &1 azere @4 (Ate [few g5t Formating <=t T

Word Art €3 Shadow 3Iw @17 &=v-

i
Format= Shadow Effects L::: 1> No Shadow Effects « &=

Date and Time:

33 Date B e

Insert = Date and Time = Select Date and Time= Ok.

Object:

*gel Object ~

Insert = Object
Equation:

= Object type Select=Type= Equation= Ok.

n

x+a)" = Z (Z) xkank

k=0

v az+ b2

2 10
=+
5

5
[ERET

@eitq fergre v12e fAfag 9w Click= Insert @ Equation = Insert new= equation,
w759 @2 Symbol gaes @iftre Click e type e =)

Shortcut key for equation: (Alt + =)
Symbol:

£

Erwimi

Insert @ Symboll_-_| = More Symbols = Select Symbol =Insert.

Themes @7 F1=R #AffqS F4:
Page Layout 5ites Themes Group @5 Colors «= wi-uies ¢ — Select the Color.
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Custom:
Click Color —» Create New Themes Colors — =% Theme Colors/More Colors - Name
Box : Custom @ w9+ 7% feicd Save — Themes Colors Custom @ g+ 1% show .

Themes 93 T 5if77s F41:

Page Layout 5w Themes Group «s Fonts @3 w- oiey i3 — Select the Fonts
Custom:

Click Fonts —» Create New Themes Fonts — =% Themes Fonts - Name Box : Custom
« 9+ 1% fered Save.

Themes 93 33 o~ T4

Page Layout 5m@@ Themes 37 @3 Effects 97 gl erteciid (L oren ey B Effects
Margin:
Document @ Text Area @3 ST F16T @Rl L &=1)-

Page Layout—»Margins wswn| yNormal (R face1") e s F=ee 513 Custom Margins ¢ &
— grares Margin B Ok.

Page Orientation:

Page Layout (= cTeies):

e oo (Page Setup) : $3its RfSw Nieem Itoe SHes o7 w41 A1 Fites 194 5 261, Nie F95F (=09 20,
et fFeica @t Srgifre 7@ ot Page Setup « e s« =01

ciw o= (Page Orientation):
) Portrait: (e ot Aroreife SiR Sorgiom IR (Iterd (9 208 (61 QA 2@ @ 7R (e SR 777 27|
ANH- GRS

%) Landscape: Cia+@ie Aerifesi€ S Srgem 1 (itas o A G Q¥ @ @ 4= (oIe AR
TS W (- A0

Landscape
Portrait

Page & Portrait (Vertically) w2t Landscape (Horizontally) Gieei 1< &=j-

Page Layout=>Orientation = =>Landscape (Page #m™iif% ¢if62 2c3) @32 Portrait
(Page =i ¢ifbe 203- AILET98 39 37NW @ 4 EIfbL )

y TENIASiorn -

Paper Size:
Page @3 Paper Size ¢t <911 &-

PageLayout—Size L3%=7 | L1 etter (8.5"x11") / Legal (8.5'x14") / A4 (8.27"x11.69") @
(@GS fFF S0 (AR N3q G F1 @1 ©F 7l Here 33 F4ce 5131 More paper size..a & — Paper

size 3 Custom T8 — A0 aAwam oels sew 5139 - Ok,
Columns:

Page Layout—Columns -»More Columns

49 o< A1 @ Column @ s 512-Columns

Column Break:
77 Column ¢ (s 513 -

Page Layout— Breaks
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Page Breaks:
Page & break s fa8w page @ fts 513 -

P__I | .
Page Layout—Page Setup 3 @& Breaks "= °** "|sis7— Continuous g )
(Continus @« Cursor =<3 break 2) Click.

Line Numbers
Text Line & Numbers 3¢® 5130 -

Create The Document — 7z Line select— Click Page Layout— Page Setup 2 ate

Line Numbers bV ires s ni s

Remove Line Numbers
Line Numbers 3ifes ¥9t® 5137 line select =>None.

Page Color:
Page & Highlight =t 513t -

-]

Page Layout— Page Color — 1" | vt fae—s eared® Color Choice <.
Remove Page Color:

Page Layout— Page Color - No Color f#=.

Set Watermark (Standard Watermark.)
Watermark: Page 9 &bt fucs 513e-

Page Layout—» Watermark wenat|_sBox e 9 REA e W2 Watermark S 4t =il
¥xret Custom Watermark ¢ 3¢ 3@ d@aawe &9 sffkds $a1 9@ €32 513 @ &9 Picture &
Watermark e o= 9@

Set Custom Watermark:

Design=>Watermark=>Custom Watermark=>Picture Watermark=>Select
Picture=>Apply=>0k.

DY D

Watermark @ &=t 513c-

Design=>Watermark=>Remove Watermark.

Page Borders:
Page 9 Border fucs 513e-

Page @ Border fure 513w Page Layout— Page Borders —Box Fei¥ s 9 Artiax
w9 9% &< $@ Up/Down Arrow Key &t Wfug Border Fiei s -0k



Colorful Border w15 &=j-
£

S}

Border and Shading= : Q4= Arrow ¢ &% @ @ &= colorful Border it
RISt

Border & ¢TI IR i1 &=-
[ Page Borders

Borders and Shading = Options=» Measure Form= Text Select= Top:
10pt, Bottom: 10pt, Left: 10pt, Right: 10pt= Ok= Ok.

Indent:
Paragraph «= foriee St/ s« ee-fWfme Paragraph s
Eien 4 :
Page Layout— Indent, Left/Right{* =™ ° > T Indent G2 =t T
Indent 3% =317 &=-
fame Paragraph Fie=s—
i e 3
Page Layout—Indent, Left/Right:# 2= ° - |- Left: 0, Right: 0.
Spacing & Align:

Paragraph Spacing =< &=- A8 Paragraph =< —

— 3= Spacing Size(6 pt./12 pt.)
Paragraph Spacing sw @@« &=- fAfM8 Paragraph g —

Y= After: |0 pt -

1: After: |0 pt .

Page Layout—Spacing, After:

Page Layout—>Spacing, After: — Spacing Size(0 pt.)

Exercise ‘References Ribbon’:
Footnote:

il
Document @3 2fsft s HE @ = @231 377 Note [ iR 4R &= 2w  «ief Cursor 4cs x|
Reference Tab @3 Footnote @ Click 92w Footnote Type

Endnote:
Document @3 ¥ 5¥17 T &= Note 47 &=, *t1 #iief Cursor G —

Reference tab — Insert Endnote —) Type Endnote.

Delete Footnote:
@2 Footnote Insert 3 2@ @i Cursor 3w Eraser (o] @3 s© symbol @b @t $@
Delete e 3= 3|

Insert Caption:
y=re: fifes Image/ Table Magazine 31 &4 =k W5 =T Fea Rebix @121 (e (12 741612 2= Caption
wigfie 27 AT fhyg ferar

Image Select »Reference—Insert Caption 22| Dialog Box — e ss*w Chioce @3
Dropdown List @ Image Select Image =t 2= Lebel @ Exclude Label From caption :
New Lebel : Image fre fats 27) Ok

AMOl-vo
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Insert Table of Figures:
Image Index 3 3bisica Tosfe freis show 59, (e Frar=eTR face 79

l ) Insert Table of Figures

Reference Insert Table of Figures — Dialog Box @tz fFeia show

AR o B 3@ ok

4 Caption =@z Figures show =3
Image ........ 1 fe Caption

Image ........ 2 5T SR

Envelopes Create:

Mailings Click= Envelopes Click "] = Create Envelopes Click=> Envelopes
. To From . .
DialugBox Delivery address = Remm Address:.sAdd to Document = Print preview Show the

Envelopes
Labels Create:

Mailings Click= Level Click L~ | = Labels Click = Labels Address
o print: Full Page of the Same

o Label/single label

Options : 1.Printer information 2. Label Information Product Number

New Label = select the options = ok.

=
Lt
r=re

Spelling & Grammar:

v
=17 91 ¥ I Grammar check 3ts 513, Reviews [i=re| g2t #ifi@sa =1 513 Ignore once ¢ &<
@2 "iﬁ?_»{ 5130 Suggestions 351 (At e *<1 F1ee18 e Change Q fFe 909 @I

Ruler:

Ruler

MS Word screen «3 Ruler 5t ¢oitsT w419 &y, View =

Use Graphics
a) Adding Picture in Document.

Document ¢3 @ @ ¥ e 5136
Insert=>Picture=>Select Picture=>Insert.



ATOT-52

b) Adding Word Art in Document

Word Art:

Document f3fes s5twa Color &4t Ao & -

Insert=>Word Art -l womnsn - =S 53fwe Foss Select=>aw@E~m &2 5139=>
Ok=>0Kk.

Word Art @3 @itg Format <919 &+5-
WordArt Screen @3 87 Mouse-ds Right Button=>Format WordArt=>Layout=In front of
Text=>0k.

Word Art @3 ffdia Color Change 1= &+-
Format=>Shape Fill = >fafug Color « 73| yziete v¥i = [{few 399 Formatting s 9@

Word Art a3 Shadow 3% @311 &=-

]
Format=>Shadow Effects L& =>No Shadow Effects 4 &=I

Auto Correction:

File=>Options=>Proofing=>Auto Correct Options=>Replace 921 g1 *= Type, With s
*= Type=>Add=>0k=>0k.
9379 g *™ Type <@ Enter <st Auto Correct z@! Auto Correction

T oae ARl b -

Auto Formatting

File=> Options=>Proofing=>Auto Correct Options=>Auto Format @<= (3% gameam
Command Active @@ 919 e Enter Key Press <@ output “rew 31 o= —Bulleted,
Numbered, Functions, Ordinals With Superscript.

[ =i ]

Replace or Apply as




Table of Contents (Create Table of Contents, Update Table of Contents, Delete Table
of Contents)

Table of Contents I=te [ hital

Image Index <1 35#ita T@9yfs Figure show =3, Page Number 1= futs #is1
g2t Documents 93 55te Blank Page e 3w, 93#% Heading Select=>Style
Select=>Reference=> Table of Contents Select

Table of Contents

i

Delete Table of Contents:

Reference=> Table of Contents Select=>Remove Table of Contents.

Preview Documents, Printing Documents:

Print Preview:

Print Preview 20= Y36 31 #1391 (ofs 19 %7 &% (319 7jtd= o=y widfie 2067 =it 5@t Page B s1ifds o<t
MY 0

Print Preview (¥ &G-

File =>Print=> Print Preview. 3if23 2¢3% &y Close Print Preview 4 &1

Prirt

=

R P ST OV

Print:

Document @« Compose, Formatting ¢ Processing F9¥ 1 Print 3t® 5i3-

File =>Print =>Print (1231 § @te Ctrl + p 5+t 2@)

92" Print o= siest @ 900 2@, Print View s Printer @3 9w Printer name @3 Model

Select N S T o

Print All Pages | ' == " Ifes $@=> Print e 9@ Document-q Io9c Tt
Page witz ©f #*fiwafs ©iq Print 21

ATOl-59
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Print Current Page " If1e® 9@ => Print fucst Document @3 verae

ol (¥ (& @ CUrsor =R+ FA(R) Prmt A
F-‘;M 1270

Pages @3 33 @ e Page Number fores => Print fucs-
@at Page Number sz Print 2c® 3@ (=-1, 3, 7-10, go5ifv)
Number of copy

Copies 9 @ A Page 1245 et => Print e of sgf e Copy Print zte 2

Email Documents:
MS Word € Documents Email s=ts s13ts1 Costomize Quick Access Toolbar 2z Email @ s
@I g3 Microsoft Outlook Software 2=t ete=| Microsoft Outlook Software @ s

I+ Software.

Emnll Mneameeets
h'|_l\.~'|. re @ Lieesmimeiyia B |I-'|-'|rr~‘—|1 u.-u.- ige Ciuik Micsss
TPamallmr g Emnll = s dgs =T 3 Mlioiwnoll Cutlcoh Soltedaie s+

ol bl M crnands T 1I-n-.h i :d"lwunr 4T vE A Soliwnrn

\

Customize Quick

Translate Documents:

MS WORD g =131 #fzaee= 745w 2t=2 Translate Documents 22t Documents Select =>
Review=>Translate=>Translate Document=>Send=> Select Language=>Translated
Documents=> Documents 9+ @< Browser Tab 4 Open 2@!

| S |

¥ T S
P L g i Fommakeda 1
'

J.I-\.— Ll ] 1—\.-'.II 1
o '\'l-\.l.l =LN
IR Y b

ey ——— e

Translate
=

Document Security (Set Document Password):

File=>Save As=>Tools=>General Options=>Password to Open Box @« Password Type=>
@i Password to Modify Box @ @2t @2 Password Type Ok=>Save.

Remove Document Password:

File=>Save As=>Tools=>General Options=>Password Type (@ Password facs Document
Save.wa1 zratz) =>Delete Password => Ok=>Save.
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Set Editing & Formatting Restrictions, Remove Editing & Formatting Restrictions:
Document @3 @4t Protect 397 &= widic 6 Edit F31CS #1703 1)

Review=>Restrict Editing=>Select Formatting restrictions Select=>Editing
restrictions Select=> No Change Select s=t= ¥§3ta Document #ets 41 tracked Change
7 Edit Change s« @< 3R=> Start enforcement => yes=>Enter Password Type=>
Reenter Password Type=>Ok.

wononk ooy
e Tamanpg = =
Fari prainbaiiaE Fasst [SPPE—
e Permmmaakiing 19a

Password

Set Watermark (Set Standard Watermark:

Design=>Watermark=>Custom Watermark=>Text Watermark=>Type
Text=>Apply=>0k.

Set Custom Watermark:

Design=>Watermark=>Custom Watermark=>Picture Watermark=>Select

Picture=>Apply=>0k.
[

A mees  Tma L = e v | TEVL Y

DYD

Watermark

Watermark (= GFeics 53¢
Design=>Watermark=>Remove Watermark.



ga%i Title \\

Rh Microsoft Office (MS Excel) s

EEEEEEE

HOME

Introduction of Spreadsheet

Typing Simple Formulas in a Worksheet

Inserting and Deleting Worksheets

Moving or Copying a Sheet to another Work book
Freezing Rows and Columns

Sales Report

Using Charting

Create a Salary Sheet

Introduction of Spreadsheet:

CHTNG (AN G FCH FPNR-NP R 1 T 22| QU G SHiey @ =T IS CACAG (A | TN (AN

AR YJ G, RS [GTSIR 7 Gibel AR TR Fier F1 I | (@: SR AT S-373, JA 7ol I 2|

QG SR AT (AT (AT O SCABP2CT QTOR (PCR el [ FI0 203 @2 [t v @l o4t 219

RE FACS AR OGN G NI FI& AST-FEAH FACS S AN ACAG AR Ge-gb7 AR (OF AF3 | S

G5 AT RIS FACS 2 @ HLLYF A FAFYS 751 N2 AR T 201 7y @At A=y wwret e
2T ATRTOA FAE IATCHR A 2ns 74517 fefere fge ©icg 725« aw Ief 1o = FER @3

Understanding of Workbooks:

qEE F139 AHES Workbook F1t S5, =i 03y St «[@l (o2t 92© 2 | A4S C2CHAT S« Fai,
@ 932 O @7 T PO | 2TOTF G IF G ST SAWT G @IS A CT AT 9= G @RI Rt Ae1
FIFC GUHT (N G| YT G AR ©I6T GFF S 2| TCE GIeT (S 61 2 |

Cell (a9):

SAFAGT 2Afol orross wi2=2 u3fh 3@ @ 31 Cell RETE ~fRfos) 93 9@ vy,ava B o 5137 F1 @ A

Column (F91%): FA 08 947 (A N6 d W 50 AP =1 T8 | Atorefs e @ F@ 22 @S I e Ars<ea=
3 W @S- I A, I B, 31w C 3951t e Srapd I 271 90 SAFAMGR dwob8 5f Fairs A0 7ol weirc
SN ot 3¢ e oFg ST gifars 3o o)

Row(nfR): =5 3oz 91w e (= o9 e siiisiif™ oot area 9639 AE | dror<e AfHeE 32 5,%,9 To7if% A2y facw
ofoe o @I ¥oIE 9 STFHNE dosk-¢au @ A

Position of Cell (333 9=3i7): FaM @32 FfFF A B o_fE® RO & I O3 G S@g 0 1 @
B Fet3 % 72 AR FALwatet B okfEs 91t 202 B12,

Active Cell (& 99): &= 91 M6 3 330 @ 90 ATqy 01 92 1T G0 Ao GNIGT (@2 901 2t Trw) 512t
FAETR (@1 T TR | 97T | @S GBIF @S BI5TS 7|

Formula Bar (31 91%): fx (=11 I 2/ 2mf¥e it =112 9179, 92 Formula s w1 fucs 2311

@: =sum(C2:H2) 5127 33 F1-@ier @17 (Enter) @ric 517 fucs 26|

RIS AT I GO AR G125 FACT (1 (T4 T el A AiH© 720 | A WE FIae== T &) 9Ffoe O g 7
I TN AR AR AW LT AT T AN FCA @FH© IR 725 (@41 YR IR A1 5129 I I-W@COA 9B
(Enter) @it 519t fte 21

ATOT-5Y
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Excel #fsfefe:

Start 357 @ s fiew Excel 2@ #9 Microsoft Excel s s 3900 2@ 79 9 Excel 93 35@R
open (I A FACTH NG Win A6+ 9FC 519t Run F31% ¢t94 3011 719 F1ce excel et Enter 351
A @2 & w9 W Excel @ R[i7 9t Book 1-Excel @4t A1t it Ie7 29 5126 191 7294 =it Excel
File Save 393 ©% (12 T30 W QLI (MR |

Pk - BEycd (P ioed o EBamwniaan Fided

Page Lo ik Ferrraibn [L* 2] LES

T I
| & B C K 3 F G '"/
1

S 3 c=am

(=R |

GrarE: Soitgw sifice File, Home, Insert, Page Layout, Formulas, Data, Review, View-aszi a%
a6 (; 9T AT ARAGERR I 27 (N 9 |

B AR : TS e g FAISUC F1& 00 1 o1 19 @9 =i M ( ©12) ¥ TofF TS I IS O I ©fF o
CEH AN @O G (79 @) FNT 4 91 =2 | @+; Cut, Paste, w2 Copy, Paste Format Painter,
Align, Font, Font Size, Color, Border, Bold, Italic, Underline, Auto Sum, Fill 3jifv 2% ¢ 4t
I& ICE 5 I I | YT AN G ICH RRYS GO TAR FEH AT (72 GO A1 2MfHS 2R I AEEH AN I
3% T IS I | G A1 ASH JI FACS W

Navigating in a File: Jes S5 7233 1R F135 A7SIS @ (@14 39 Y& ([@F IR OIF A 2 I
341, SACSE 11, 45 11, (7351 31 27T FICHR &y T2 (S0 41 271 T2 @SEIG A0 D15 16 99 A7 NEER
T 154 fF (S 2R; 99 oK @I 3 9T, @1 (e File Explorer 9 3909 3@ @S0G 29 @ ¥ 7o
QP> FIZERF T A Tl (T FATHIE HRIAFFS FIZeAD (AT AR

@3 %7 File Explorer =R, ¢4 2t Quick access 4 f#% 900 3@ |
g+ File Explorer Dialog Box s,
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-
-
_
L
-

m| g

SR ALAMFS FILAD @I ©i=? of §& (7 F99 & Documents @ Click T30 2@1 ©F#R T3 1 @9
SIferet (LTI SR IS FIIER TR TEER TR 535 I3 TI2AD Y& AE | FHEHIE ALIFFS F136 ARSI @
(I T 7O Y& (@ FA G2 (12 T2 RS T FAR G T2 @O 0oiG FH19 w19 1

Typing Text or Numbers into a Worksheet:

@ MG Fa 373 G FTE T, @ @I 91 I O s $01 51391 3919 #1 F1-31081 @511 (Enter) @iy vi9f feis
5137 31 fREw @ 9@ AR 20w @1 Bigst F ST T A9-9 @RI TS A1 LA @AR g 9 g
22ME I (M4 AR | TG @4 TN AR (7l A

(O B ST R T (Col Gl 23 (o i @32 oy oy feify,

A B C
1 Serial No Product Name Price
2 1 Pencil 25
3 2 Printer 8950
4 3 Mouse 450
5 4 Keyboard 750
6 5 Double A4 Paper 380

AN A I[RS [T o @7 §9F e 79 3@ Serail No 5139 s
F-@ICST 9519 ( Enter) Qe sist

©I7oR 1 5135 @ F-QNTT @1 ( Enter) Qroics sist =

©iFoid 2 513t I F-@Ied @517 ( Enter) @rsicy 5ot fag

SIR7R 3 5125 3@ FN-QANET @1 ( Enter) Qroi sist =

SIFoid 4 5139 3 F-@IeT @519 ( Enter) @it 519 fag

SI7 5 5125 303 F1-WIes @ik ( Enter) @i 519 g

@R AN B 3917 N0 o7 @3 891 W ¢ @ Product Name 535 3@
I-Q@E7 @51 ( Enter) @i siet i

wi7#7 Product Name 5137 3@ F1-@1ed @17 ( Enter) Qi st g
a7 Pencil 5137 3@ f-@1es @51k ( Enter) @i 514 g

©I7#F Printer 5135 @ F-Qied @i ( Enter) @i sist

sI7° Mouse 5139 33 I-@1te @17 ( Enter) @i siof g

w7+ Keyboard 512+ 3 F1-Qices @611 ( Enter) Qe 51 fug

w777 Double A4 Paper 5125 3@ $-@ed @i« ( Enter) Qreicy oo 11

G A C 391k [ 31 @ Boig W% i $@ Price 5139 @
I-@E7 @51 ( Enter) @i siet fig

©iFoiF 25 5139 33 F-Q@I097 @519 ( Enter) @it 519 fag

a7 8950 5139 I F-@IST @BiF ( Enter) @rsics 519t i
oiwoi 450 5139 3@ -QIST @519 ( Enter) @i 519 g

©197 750 5129 I M-8 @B1F ( Enter) @ 59 fag

©i7sig 380 5139 33 F-[1ST @519 ( Enter) Qo 519 1 |

«z°q Serial No @4 S5 187 f&e e F-tarees Shift + Right Arrow @i 6eA ¢ 31w #1¥8 B8 e
Shift + Down Arrow @sis t50s ¢ F% @3 6 72 @ #¥8 s 71 9357 Home 7-@ &% 3@ All border
9 3<% 3951 Work Area (s Border =i:fs® 3@

ET



Typing Simple Formulas in a Worksheet:

fifon 9za RS 14519 et @, R, ofd, ofl, ot 7R ¢ Faos/3zed T T fofere Feree AR &=y
(@ AGTS JARIT P A SRR ALKASIE P I =21 GUHACT (e, Kot Toptivg 52 oot 2o fwrgst-

ot + A

! - (1)

g * (o5 o)

o/ (SrfeTr)

qe ~ ( Exponentiation)
o1l % ( Percent)

A (1 GBS G 97 AT

=3+5/2 5129 3 F-@IST @B1F ( Enter) Qe 519 fars 211 Fares 9 = 5.5
=(3+5)/2 5127 3@ F-R@IST 9517 ( Enter) Qo o179t e 3@ waree e =4
=2+4-6 513% @ F-QANTT @517 ( Enter) Qreis sist e 21 Ferwe e =0
=2+3*3 5139 @ F-@IF @19 ( Enter) @ity 519t furs 211 waea oo =11
=2+3+*3/2 5137 I3 FI-QIEF 917 ( Enter) Qo 5ot firs @1 Faea o =6.5
=(2+3+*3)/2 5135 I I-@IST @19 ( Enter) QS 519 e 2@ Feiwe 9 =5.5
=(2+3)*3/2 5137 @ F-QIe «F ( Enter) @i vt e 2@ Fewa e =7.5
=(2+3)/2*2 5129 3 F-@IET @517 ( Enter) Qi 519 fars 211 Fares 9 =5
=200+30% 5137 3@ M-@Ied @517 ( Enter) @i sist s 11 waisa 9 =60

TR JAZS QoS T fofes s 2o=-
= I
< Puog

<= TQOF I ;A

> I3+

>= 333 I A1

<> M A

et f3fes @@ Sae (Cell reference ) 3t RfSs @3 T 79F A & @194 ((2) I () 2 = I72F F0
1 @ Al 75 Q@ A10 99 913 @i F99 &= 5139 31 1w = sum(A1:A10) @ee ( Enter) @it 19t =1

ffoes 939 (% 919 oo 5139 41 I =sum(A1:A5,A8:A12) focd ( Enter) @reies 519t =1

Filling a Series:

T > (ATF Y0 778 FNLFTOIR @R &=y IS

@ Al 9@ Roll Number &tz ( Enter) @i sist g,

@779 A2 93 1 fereg ( Enter) @reic 519 iR, @3 A2 961 9914 9 33,

Home « &=, Fill « &, Series a &=

Series in 2@ Columns « @f®s 96+ f#<, Step Value: 1 et Stop Value 20 forey,
OK 15+ &=

ife 122t ofet wef@Fwei Fill (s79) ¥ &y Filling a Series 33 <29 9409 271

Sarm 1 A
Epib=in Thiss
2 Bowes O L
= Cakimmm ) groeath
e
Tl i
[Jarmu
Ele g maius Sigo welaes
oK || Caiesl
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Inserting and Deleting Worksheets:

AT GFE T30 ARG 2 o oiwe @3t Worksheets v 513
Farces Shift ¢ F11 69 @311 5194 |

AT G T30 SAIeH 2 A28 @t Worksheets = (et 51307, @ G (53-97 T TS i 164 75

i
I I Delets I

FAgine ar Loy
£ Vimwr Cocde
[ ‘retect dhest,

Tab Color

Hide

et All Sheets
Shest ) drET e T

Copy a Worksheet:

A8 NG (53-9 T NSEE B 16+ ¢ F Move or
Copy @<= &7 &3 344 |

3@ Delete @417 Bof7 i w371 71238 MG 0=z @)

I FAgire arlnpy

jekect All Sheets
Shieetl amEe L oo

S99 fNed Siest 37 9

Create a Copy-w 5% 1< faw, Ok &< 3371

Pdievs oo Cigp

Fizer selnched nherk
Ia oraic

Bapil

Befaia dfs

Thaetl

“herll
IWeTek T #7all

A Craste » comp

r -

(= ] Caruni

5- 3 232 I =@ TE|

ATOT-s00



Rename Worksheet:
A6 (53-93 TA7 ITEHE i 154 7% 3@ Rename @917 &% &% $37 | Worksheet Name o= Result
sheet [ o1z Sheet 1 93 7% =99~ 2@ Result sheet 27 ]

x.: Ak, IS e 51 @ MG @7 1% 5139 F90 ©iF A&

gi=ct Al Sheets

Shesll

JrimeL Ty

Moving or Copying a Sheet to another Work book:

P NG 3 @ o 96 G T2 FHFF FACS [

1 @ed Crtl+A vt95 ( Select sheet) oi=o="

31 @R Crtl+C s+ ( Copy sheet)

Open another Excel File, @32 1 @ea Crtl+V 574 ( 128 9@ 3% A 9 92 2 B8R/ 2E1)

Changing Work Book Tab color: -
AT MG GI-99 TAF MO O A6 79 F¢7, G G R Delers
@, ©fF 7 Tab Color &< 3w, Theme Colors *=&&w
7 Ao 30 T2 7 fE Mbw o A9 G2 T QI 39 | B U e

Skt Srrmee em——

T s o

gl Niew Crade H EER R

Tak Cotmm . lli
«ARNAREENE
Shandiod Dok

e e o

Grouping Worksheets:

To group adjacent (consecutive) worksheets, click the first sheet tab, hold down the Shift key and click
the last sheet tab

N IO PG SAFAG A7) CIISge FA0o, AN AG HiR FF I, Shift F G <@ 7Y @32 17 A5
OIR f35 31 WO sTFMGAfIE AT (idlge a0 A=[0E |

Freezing Rows and Columns:
39 AF o0 II& FACS S 7AW TAHR (262 Mo FHI® 1 2 EI6R ARG 21 &1 &= (*f62 a7 e ifs 191w

93¢ «3f6 e @ 3917 Fpf7 @ e+ i Freezing Rows and Columns (7%9) 28 916 |

Select the cell below the rows and to the right of the columns you want to keep visible when you scroll.

ATSI-v0d



Select View > Freeze Panes > Freeze

" epepe e e ek st e
Panes_ B g ilechetnd o118 Bk o (e el

|||||||

Selecting Ranges, Selecting Rows and Columns

Select one or more cells:

@35 Ao FH1e7 P30S, 290 @3 T7 (=157 I, SR NSER AN @i BoA, Sy 97 §24F G S| 5=t
sfora 4154 T7ce Shift + Arrow 1 3329 F371 oPRae G 932 O @ 115 F109, Ctrl K03 g @3 919
[ERLREE Gl

Understanding Formatting : @@ @3 @3 Jb oive R 3¢, a3 93¢ o3 Jbx oiwR et [Rxie @ 1
@ 1048576 © if3 1 @ Az @32 T AF A- XFD i3 wigfix 16384 301w 2w | @ &y @7 A6 T2
G35 FRof | TN FAE A LTS 20 AN, I8 I 7L O A @F 21t 2 7277 A 3 1247 I T
ATAGH 0O #AITF, FAET I FIE BT $ IR 0 27, IR ©IfHL IJR2F 0O A G & Aot (22 @31 SAfo7= 1o
FAe [ @V W57 Weor 9 Format &6 3f%; (N7 =@ 60 @131 o 991 B <7, ol o
Formatting s ¢t 311, 7 ©ifeist =117 8¢o 5124 3@ F @Ies Enter vt siaqt wi#ifq GibT 8¢o.00 W
| TR THNFR A 920 5 5 AR )

Select Home> Format> Format cells> Number> Descimal Place =2, OK

SR T (721 A,
Fhe et e I
S TS 8@0.00
3 RS bSE.00
© Bkl Vb ¢.00

R A ifid IR FA0o 13 S @3 +if7m F{v F30e 2, o997 Formatting 3= o6 %, Select
Home> Format> Format cells> Date> Type (Mar 21, 2022) > OK,
[@%= fAifo® McGw w12ed (i 3122t foied 1 @ICSH @51 BI9ite ©f Sifed #1716 S wiaat siifd FEATHIE (LIE| |

(RIS TIEI CFLG 0515003653 5139 FF FI @IS GBI 5T &t o IM M Wl TR 1 592003053
et s I Formatting 331 ¢F 317, ©i=es @3 530311 63 A1 5o F16ib $C1 (1Y

i 936 AP fR6w 99 23, [ Shift + Tp $7 Grol @3 FeaR g @i+ Sif7pR FHiHS FF @U@ (TR @3
99 5129 $409 2 ] 919 %7 Formatting #%1< &6 #f7 ; Select Home> Format> Format cells> Text>
> OK,

CATIE I (RT3 =S
T AP o T 01712032889
G OIS 2T 01912050301

Applying General Formatting: 3@ @ M@ F1& 909 @ 707 A N T, ©1RE2 436 MG AP
f4<iv+ w1 Applying General Formatting @2 A w90 @1 O $FNEGA @14 Foike ©iw auf*ie
2@

Select Home > Format > Format cells> Number > Category> General, Than Click OK Button.
Select Home > Cell Styles> Normal, #td3 3o o1k @ A4 SAFAG AL

Changing Fonts, Font Size

a3 #Afzer <o Fa0e, 2 93 9@ (116 T3, ORAE NSER I @O B, o=y @R T2 Grl Sl | ST
sfra 54 F7ce Shift + Arrow 31 IR2R I SPIRAY G @3 G (@@ 1167 T30, Ctrl <03 qrg @32 79
b= g1 99 29 T O AR FH @ REE (*F e oA f79ee Select Home > Format > Format
cells> Font> change Font name( Suttony MJ ) > Font Size, (Change font size= 10 93 #fRcS 14),
o777 OK Button Click ¥ @I
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F- @IS @-1%5 2@ Bijoy Classic [ 51:f#% swws S @es Ctrl+Alt+B ] Qe @3 A 5171

Famrrusk Twlle

uuuuuuuuu

[P —
Pogred skgrd -
Frgusi vl
T — . -
e
i I
......... 1
[+ |
] -
TG FTR—
[E——
- - L=
i .
[ =3 ] SEiEl

Understanding Borders [ 99 51 S0t A1eeid 9219 |
a3 SAfFTR R FACo, 2T 9P 1 =15 T, ORI I ST QO BT, i1y TR TR (GT Sl | S2it #1707
154 F=ce Shift + Arrow 1 T2 T3 SPIRA EF I3 O (@& W16 30, Ctrl <3 I @32 919)f 1o

T

w12°7 Borders 4 clickzw sifucs facs o121, All border click 39 231 ARG SR 393130, ST 126
15w F3C 2@
Applying a Border to a Range : a3 «fze1= f<ivd w90e, 2490w @3fb 91 f3ib= 334, O I 187 @rory
0o, STy 9 &R (BT i | R AR 157 Fwee Shift + Arrow F 532 F371 SR G 932 CF (g
=15 T30, Ctrl <03 g @32 T39fa1 FARi5m 331 @2 Rfew 3011 @ 20 @ IR A [ AETAre F1 =

R

Bondkors

E_T

L

oL

-

=&

TN Rt e Ay I

N TS 8¢0.00

] IS 5¢.00
QLI (1 IS1F AI2F F41 27 | 912 No Borders

GaEEd RaRel @ =i Rl

N Bjic 8¢o.00

3 IS bDE.00
QT e IR (IR A ANCR | O
All Borders

viRfUce I9R fure 153 No border, &= 3371

More borders Click, 33 a3f6 IS GREAR SIPE , 94 9=

YA IGIHR AT TR S ferpT (AL |

e I fee /41 fiee 513 Bottom Border Click
Goc= 3919 face /A1 face w12t Top Border Click
3rex I facs /1 facs w13 :Left Border Click

©its 917 face /A1 face v12e :Right Border Click
o1z 1 fuce 513 : No Borders Click

FIEcE @3 3 Iuid fuce 513 :All Borders Click
s (Tewa o am) faee 513 :All Borders
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Wrapping and Merging Text: 337 (&1 text G 93 M= A2 6 M, EIpeg 99

w3 o Select Home > Wrap Text click

3 e Text @9 92 31 oroifds =% @b eiem Jey uft 31 foaf =g awfe 2|

u 1 o i
R o = B Ly
=

TTIRp, o
ey

I:__'--_'-'_I] FEENENY
= !
[.:d'.l'.'!:!'ﬂl'l"l' | T |

1¥ d
‘-"I"i-' R .
ey

I, i

k.

Basic Salary

Basic
Salary

Create a File in your Folder Name “Font Formatting”
Fres Click on This PC (My Computer), Click on Drive Letter [ D:] >
Home> New Folder> Back Space 3154 &t* new folder 1< @ #f3cs, 537 3337 Font Formatting,

a3 G T3 Y0 OfF 27 @36 AR [W36m FA09, A 936 97 FH67 I, ORI I T8A @rersy Best, o=ty

FCFA &R BT i | @21 AR [ivw Fwee Shift + S F1 w532 71
Home> Format> Format Cells> Format Cells > Font> Arail Black, Ok

"1 Heereod Fand

. AsEbCe YyEr

Thois g Troclvps feerl. Fhe soree Pl il b oeod an bt eoar orericr and o aoeocn
IT =1
Font formatting Works;

& [ ] |
| Name of Month | Sales faka fawe $1aft 93 Font Formatting «3 & Font =
= ‘L]-m,']r Wt 259 Arail B].a.Ck,
. File > Save As> Browse>
3 mﬂiﬂ.l'r (] il

: D Drive, Folder= Font Formatting,
i March & 275 . .
File name = Font formatting,

x | Aprit * b Click Save.
& May & 285
7 | e o 305

Create a File in your Folder Name “Number Formatting”
Click on This PC (My Computer), Click on Drive Letter [ D:] >

Home> New Folder> Back Space delete new folder, Type Number Formatting,

@ G T3 Yoot O 79, 24w @36 97 ( Cell )=ivs 737, @3 C2 97 e C6 8 7= offet 154 ea s

N G [T oA, Sy FCF ToF (BT S|

Home> Format> Format Cells> Format Cells > Number> Descimal palce 2, ffia Ok.
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GG 92 LT TRIbE:
A @ EETRf SRS FACS B Greffet F=ib g1 @ GFe ST f~3ivw T30 20=)
@I BT T2 TG FHICTF AR BHA-UI% SRS 35 T3 779 FA01H2 TA-TICH (] 2mf* o 20|

13 TR Resf Ao T
1S T(feT T R Cdiics +ifFRfes 21 |
A B C
1 |Serial No Product Name Price
2 1 Pencil 25.00
3 2 Printer 8950.00 Cell & Number formatting
4 3 Mouse 450.35
5 4 Keyboard 750.00
6 5 Double A4 Paper 380.00
7 Total

Understanding Function

AT SUHHE A IT IG DAR-F (G A=A AN FACS S A FMCA I T8 70O 2| @ F3001 99 I
Gy o 23 T2 FIRIT T 1 GO RN e Fereeet Arew I

@ 9P I @t FAC0 FTeA1 5139 Fac8 2@ =(B2+C2+D2+E2+F2+H2+12+]2) forea Fi@res Enter @y
B19Ce 201, g W2 (a2 FrY TR IR NI Q9T @R T I

@F; =sum(B2:]2) it FRices Enter @i 5i9te 3@, @oiee a36e @ (|

FILA 4 (T 21T O A1 99 97 N0 T I [0 2R, O T IR
FACS I

TIt5 IS T Syfefa eRee efx w11 =sum(B2:]2) 2 Farces Enter @y 519its 23

=B2+C2+D2+E2+F2+H2+12+]2

A 3fe et syieR Rcrsiest ey = =sum(D2-E2) forcd Si@es Enter Qreiw 5+t 263

=D2 @ E2 Rt 34

TIt5 IS Ot Syefs Sttt sl w3 =sum(D2/E2) fied Fi@ices Enter @i vi9te @, @Il
=(D2/E2) foies Fiwices Enter @iy 17t 2@

=D2 E2 gt ort w1

TIt5 IS OF oyfef oot el =t =sum(D2+E?2) fed F1@ices Enter Qe b=t 21, ==&
=(D2*E2) foid F13ies Enter Q@i 519te 3@

= D2 E2 =t o7 54t

It 3 o oy 7% (Average) ey =1 =Average(B2:]2) ford FIRCEH Enter @i 519t 33

=B2+C2+D2+E2+F2+H2+I12+]2%tw

ol fef: =B2*5% forcd F@ces Enter @i v#ite 3@

J= #f5 B2 6 @1 o1 =950 Gt 1 9505
T 5% FHRMA @ TS A

S W fef: =Max(B2:]2) forcd F1ices Enter @@ b1#ite 3@
A 3 B2+C2+D2+E2+F2+H2+12+]2

(7T O SR N = A T (7 FACS A
SRR W el =Min(B2:J2) fiea Fi@es Enter @i s19its 2@
A 3 B2+C2+D2+E2+F2+H2+12+]2

(T O SR N = TN ({7 IICS A

@I S 33 TR A, =if(H3>=33,’Pass”, “Fail” o2 $i@es Enter @ sisice
T IR H3 (® 2iY 9917 93 9 ¥F R, RS

ifSe 7w ol F311 o=y =If(K3>=80, “A+”, If K3>=70, “A”, If K3>=60, “A-”,

80 @ 100 ¥9 A+, If(K3>=50, “B”, If(K3>=40, “C”, If K3>=33, “C”,”F”"))))
70 @@ 79 TWEF A, fored ST Enter @i sisite 2@

60 @ 69 WEA-,

50 @@ 59 W@ B,

40 @@ 49 == C,

33 @@ 39 W@ D,

0@ 32w3F,
T FfF 2t 7939 K3 (@ @itg,




¥ fg Error Message

Error Message

IR

EE

HHHSH,

cell 97 AT G @LE TS @ IS @
###H# TN (AT

T @3 27 5 @ O A13S I8 FACO Q|
SR ABE T ML

C2 9= @i Fics o7 21, A2+ B2=+?
=sum(A2+B2+C2)

#Name? @ 9 T ferLi S @1 o am Im A= 3% 3 At T 1S A
4T (MR
#NUM! Invalid Number Error 3% FRF I FACS
#N/A! Not Applicable error Not Applicable error
3 49 Nemeric 24y «f 23 Not G &% 1Y 612 I B TS A
found &% ==t A | o7 IM OFF @HTES A
Rt o1 (3 41 27, o #N/A!
#DIV/0! Divided by Zero error @19 O 9 W9 0 =0 932 ©F IW Sl FILH
J[IRNE AT AT =JN
#NULL! =sum(b5 b9) =sum(b5 : b9)
#REF! Function <27 919 73 I O 918©9& | Undo deleting that column, row/cell
N FE, @ A e ot w9 = 1#REF!)
#VALUE! Text 32 AL A T4 Fg AT F1 2 H1Z I (MO R, (FIANS
w24 #VALUE! Text ¢ IR R 1
ColumnB column C
Name Price
Coffee Na
Cake 56
Total =Sum(C2:C3)
Circular Reference | % Felrel (71 1R 3] JCCT [T W, @IF | =sum( A2+B2)

Understanding Quick Analysis
Quick Analysis @3 M4ex @r3pei-@ [Kfes s1e w4 73

OF LT MR, FeA, A3 3oyifn 72 RfSH 4o 615 ot wat 3
e 2T FIER SLHAGF 1154 I [0® 2@, ©F %7 F-@ies Ctrl+Q wiof,

QLI ¥© QeI fRea¥s $=1 Atd Quceik Formatting( Data bars, Color, Top Ten, Total) ,Charts, Totals,

Tables, Sparklines ¥z 45w ffew w1

«sf6 Sales Report

Excel quick Analysis

ATOT->0b



Extol quick Analysis

Month_[sakes | Pdonch [sales
|I'

Aviuary | 58] ELTE &
Fubrunry J_?h! 'I_bl uar

march | 310 march
apd 295 aprl
ity __A55] T
fuina _313) i
by 195 uly
izt __215| agust
Set Quick Chart (quick Analysis on sales Report)
Sales Report with Chart
Fured guilek Analipsis
WAoo |sales | calive [*
dmfnmry 158] 4
fabsiiary 2751 3
march EAL] L4
mjui za5|
iy 15[:
| ki A13|
futy_ ias|
EriggukL IiEi
Selection Data Range,
Quick Formatting, Quick Charting,
The Charting Process:
[ B o TEE o @ 2 TSR 897 93 515 T AT (o FACS 2|
QT @ G AOF NN GRS, (FIVK, Ab,
oiF (IFE) 16000, 15000, 22000
#FS e (IMFC) 9500, 8500, 15000
iRy 16000 15000 22000
#Pe TS 9500 8500 15000
RICEREYQIBGERIE]
&= Inset,
&= Chart,
&= (Chart type
&= Column,
&= 3D
7= Ok
E 1, | I r E F 4 L] 1 ] 1 L
i | E & St gt B plldant |
: s fad LR
i R
i i -t 0 s a1 i
i T
':. myTT TETT -
" e
I TAPCH-

515 (o I 2 AW A AT 4 BT SAfREH I @ R | GG 5167 SO 5 @ vibh Hiees vt 3w
G3e AfTSH T4 TR
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Choose the Right chart:

fifen Fite 499 Ton ol wem f[(fen 3w 5t tof3 atme 30e |
@< ; Pie Chart (412 515)

Pie Chart %= 515,

Line Chart =3+ 515,

Area XY Scatter Chart afsat @ @2 #5617 515,
Surface Chart i1 515

Radar Chart 3= 515,

Sunburst Chart i< 15 515,

Histogram Chart fRcsiar oi5,

Waterfall Chart ¢xi6= 1 515 -395ifit 515 @7 26eW it

Using Recommended Chart

ATOT-dob

fleramemrmded Chars 25 Charts

[

i

LT

Clusre

a6 (TR (LR ) AT 2RI PN o341 *IH @1 FA1fs= F© 515 Using Recommended Chart

o ! T
Religion Percents
Mulims 91
Hindus 6
Khistrain 2
others 1

Using Recommended Chart

93 IS e oot oiifq S5 515 qels F@ [R]ifoe W= 312 515 SomtoN 3@ @i

Insert

Chart

Using Recommended Chart
Ok

FETE AN bI6F P BIb DA WIS T30 21 I 936 SAFAG GIRPIT A

FHAR AT o7 R 0o

SAFGH @ &0 (@O 71 (0 I3 2, (12 ST TR JTeT! Feemisy ¢ [ 93f6 AR 1o w109, 230 @i 7= o
T, ST AN A @S Brol, Sy TR/ SR G Wi | @121 “Af51 &5 F=ce Shift + Arrow 1 3<2R
A G- O 932 O (3 Ao Faee, Ctrl 4@ w19 @32 99fel f9=ibw w571 @32 @ity [few 3017 @7 4ane ¢
R T 0o 2031 e @ e Font 415w w5e 27, Nikosh / Suttony MJ , o F1-11tes & &1-oi%6
2@ Bijoy Unicode/ Bijoy Classic 1 | @3+ f<ifo® sizees 9ca a7 51291 F=t |



TSIE IGH FACO R
2 Al 903 7R3 79 3@ L1 3 99 #1438 Breemi 3@ et 6 Nikosh, 79, @3+ sefus @ fucn

471 o 7 Al 9@ 919 9 e L1 <= offs1 (9415w 8 Merge and center if#s 3@ 471

fba- @O R TS GIeIEes ©eyfel 5125 e (@ Ree 731 tof 3 <)

91 o7 517 A2 9= 3917 39 e L2 7= offer f4<iv= wca Wrap Text 1 3= 371 [ o2 @3 9 & 31 oreifis
SR (72T A 1]

E Merge & Center -

AT CATCATCN AT S ST, Py ST 91 I8 I8 ARSI (@0 151 Y3 7=0& T AN @32 [Hgetoicq o T4
TR AfHE @ TR 9] G290 IR I 7 FF A2, FAPS- FAGIRAA A1, 2w, Topifut [ @7 [eeta F91-5
CNOITEP] ST BIRS B fH0S 0| O A7 *Ya1q Joqow, 8T ©ret, et orer (16 @o , o o=f<e, cnn
BT IO, ST T (I 2ACF), (WG I, TG ([T | ([T 8 FOHR ST RN 513 FAR 217 S0 70! YIS T
SIP-SHATZ T 0T | T (o [CeTa 46 Ar® w2 23 S0 (I A WS S0 @1 (TG ([97) 92
LT FECHE QS LA (@I (TG F6) I et N @ (2137 (@) Are ! [T

ATOT-v0

. ] = ] I I O H 1 I L4 L
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g e N s
. vrm e | =l oW firfiam e | & iy =y weiwr | e P

= FRTNTAA T ! . ¥ walan BT I8 Rl e T i :

3 | 1 e e ]
¥ =T Ty FrErm =

5 0 To=raA e
e, B TN Fererera wan
= 4 | atea coem T

n T ETEE EL BT |
1 e I C ] AR HTH

(k] . [T AT oty

1 % [epee g ) ginrga

2| = o T sl o

3 |

| foa- @ R T1-5 |
*+10T ot fNfaete

A I ([ 8wooo BIFT I O WP SItwe T SIST 80% AR 2TIST IR

I I (@O dbooo BT A O ST O T ©TSl ¢o% TH ey R

T I (@ dbooo BIFIH FN R OIwe IS OISl ¢¢% AT A A

D3 1@ #15f7 @d Font Arial Ba$ 33 fAw3 Figad 5139 3308 2@
=IF(D3>=43000,D3*40%,IF(D3>=16000,D3*50%,IF(D3<=16000,D3*55%))) 93 *7 I Q@IS
Enter @msis 5i%its 2 1 |

FEATFE 5T SPTR | P! FIF ATTSTTT fHLFe @32 A A (517 5130 , @i D3 903 I @0, 93917 B @Ieed
Ctrl+C @ref pisite @1 3% TR

IR D4 @ D12 <5 99 9@ {1154 03, 93 1 §1 Qe Ctrl+V @ s1eice 231 Paste 2R, 5@ I8 siet
P ISR 6T 2 )

* fHfPesl Sfelg [ 7RI &= fR1ifI® s¢oo 511] , F3 903 17 @02 deoo B513% Fa0@ W@, @F 79 1 @ed Enter @rerw
51T 2@ |

6 @od [G3 9@ P17 @d Font Arial S 363 w12 5129 ¥9ce 2@ ] =SUM(D3:F3) 5137 33t 21, @7
77 I @IST Enter @iy 591tS =1 ]

**50T Fo [ R¢0 BT | [ 31 &y f4ifi® s¢o 5161] |, 13 903 P10 @ 3¢o 5135 FA00 @, 97 57 F @es Enter
QIS 519TS 7| ]

o OfEe ©2fe [ o ([AOCR TR 2¢% R F94 F90® 2@ | H3 7@ 30 et Font Arial s st = D3*25%
5127 37, 93 1 1 @oF Enter @iy 519/te 2@ ] T 50 S|
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*% SA PO (M (I IFAFS- FHGIF ATAT ([FO I A 32 IR ACHA SICA ©iF W 578 A4 F909 2071 94w
T TR =2 ST, JIRHT O A 22 IECRA | SIRF @O 20O ATSHIET ¢eoo Bt AN I8 FACS 2| )

J3 9= T @ ¢coo 512 7, 97 71 F @Ie Enter @i 5i#te 3@ ]

#x (36 T fefme [ K3 w@ 3hfa @ =SUMH3:]3) 5137 7909 3@, €7 57 § @Ied Enter @i+ 5191t 2@|
] TIFS 5 AAE)

## b @o fAefme [ L3 a@ 3 @t =G3-K 3 5139 308 3@, €3 917 I @Ied Enter Qe 519t 1 ] Fawe
5T S|

SRENG N6 @0 [L1 3 963 19 (@0 T2 51351 3900 27 ] =Sum(L.3:L.13) 5135 790 3@, 97 99 I @Ies

Enter @rsis vi9its 231 |
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CEEEEEEEEEEEET

f"”‘% Title N\
Q Microsoft Office (MS PowerPoint)

HOME

Introduction of Slide Presentation
Using Templates

Create a new presentation
Creating Presentation, Adding New Slides, Change the layout, Add a slide

Add a text box, Deletig Existing Slide

Rearranging Slides, Adding Slide Notes

Slide Orientations, Saving Presentation

Adding Slide Numbers & Header & Footer

Running Slideshow, Keyboard Shortcuts

Border and Shading, Add Image Border, Image adjustments

Adding pictures to slide, Adding Shapes To Slide, Grouping objects
Adding & Formating Tables, Adding & Formating Charts, SmartArt layout
Adding & Previewing Animation

Adding & Previewing Transition, Sharing Presentation

Microsoft PowerPoint = ?

MS Office @3 5= =iz* 21 Microsoft Power point | a3 #1831 A5 (ATSCH= I 2| (ATSoH IAR
w1l 257 Toiieie a1 (I R sE [ 2@ Sorgen 391F swfete Presentation 3t @@= Rfeq 3w S,
fen 2w, Temffe s EifmE o el (@ REERGR 801 IeT o Tore wF 8 Eieima Iz SHgaH
IR AR 7Y ISR AP T ¢ corma TR ¢ 12 e F91° &) Ie! o7 [aw g0 [Rfow @4, =,
AT, 2 95ifn I P | OFAF Projector a5t A€ e1e)fer veitea s 9ot K& | i 93 7% F16 ANG;R AACH
RS T AR GRS ITF S[F IS AIGF ACE 1 |

ST B QiR I T Ao Frwyeat wfesme w1 T3
3) @i [fve R SorgeF 99 o=y #ize/ Slide tsf¥ w1 w1

%) A3T IAGER M1 —IGTS (AT TIRIR FCH AW 1 17

o) Y& T @I ReeAlT, e, Revet 2w tofs =11 3

) Frzes|f ere Edit 3t Delete 341 I

©) F2T-IF e G Kfew Design 41 I

b) AZCS HIIG, &1, 7S, MG (I 1 T

®) A2 pdf @i File tof @ store 331 I3

o) Fizesferw Video file w<eits Save =t 731

) Cof 1 AR BB B 1 A

Slide:
AN ATTD (EAECEHET 9 9F 6 &2 (797) @ #7120 (Slide) =0 21 FFPIIG SC (AATT @9 916 IS Ny
P AT AT, (SN 9B ATHTHH 91T H2S AT

Getting Started:

A (w364 (A Start @ Programs = Microsoft Power Point ¢

&< $91 Microsoft Power Point ¢« 259 open @ 921 ST TN Win I6H+T GF1 1A
Run 3% ¢t74 231 919 $91te powerpnt e Enter @ 391 993 e F41 I3
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» ui<fwce Blank Presentation
% @4 Available Templates and Themes @32 Blank Presentation wie* 21|

% %5 %= @@ Blank Presentation Click = @ sesw PowerPoint Window ® &3 Jgw

Presentation Window #wf*fs g1 3+-
5wl

"]

Click to add title

Iﬂlﬂ --:'---- " L LI - | R = & W , .

Note: gsi@ PowerPoint Window (e #taiez 5224w 79+ Presentation caie 13 @32 ©Ite ARme
e (1t7 Presentation File <1 siezmse w1 11311




AeTIAGETS 201 3 FHREFER Afafpfe:
[ IS o e N - - ™ * , %
S o Ribbon 5 v
e - \' ' 3 Seen
\ . rrw . Jn-‘. LT 2N

Slides Tab ross Qamdpert =<

‘Quick Access Toolbar

Presentaticn Window

Click to add title Comments

Ok 1o 200 suete

_~Status Bar

~

00K %0 2t s s

ASTRAGD Y0d0 FRE 93i1fET 57 3qR , AfShre u3ifds 97 F31< 3= | PowerPoint- @ F&fe F9e 93
o e 3@ 9979 F900 @
Quick Access Toolbar: = PowerPoint S3ts M awf*e ga1 aff sigizere Iz Fie==ejferm o=y Aot

93-T7 *BFI6 2wid @ @94 Save, Undo, 932 Redo 41 | R4S IS SHIET 908 M|
FIE Toig NS 9 F FHT FBAISE 1 I
Ribbon : s4r=e #1&fe $419 & 7€ commands Aames & G1fe R qa)

File insert  Dedign  Trarsifions Animaticns  Skdethow  Redew  Viesw U Telme Mermd Al 8 there

«fbre ¢3ifds tabs 7@z, 4felbee usifds groups commands 3@z

Ruler : 5emi= 2130 B4t @32 I aee text 92 objects @x align ize 1

- Poogeer bbb Fen oo @ beon oo oo @ oo Fe o bood oo B Lo 1y &

< 7% 5} Presentation #fef #2es «f ameesy Thumbnail @

Presentation 3ce 2e1 @4t 575 #IZH 4T 932 I FICO Al

Slide Pane :selected slide 4 view 432 Edit <=te itz

slide navigation pane : presentation 43 #2ws« view 432 IS @

Slide Number Indicator: g® ®itz presentation @32 slide 4 (15 72451 MATS A<, EIA &I
ARl (LR /o<g FfR)

Status Bar : I$3H A2C 787 (U1, GIAR (V15 A2 132 YRR &=y oAt E1be (2w afbre oG 3t g Afiew
TR &= Sfefse g qaRl I @B @32 Comments pane & #uf¥e 71 23 O3 Giojfer MRICR &=y Bh5s
IR C12 AP0 7 F00 =

Notes Pane ¢ Presentation <= (15 @ F5ce (311 @6 Presentation S« 119 sRy/<2«
P Gy P @16 25 e A1)

Comments pane 93 Presentation @ Add =1« s=fe (¥, K9 s Presentation sisicet
A Gy |

ATST-350
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a7 2fSh 5@ Presentation e s1& 3419 o= 9t Contains Izl Fcsd 93 o ¢6 awdia sace
BIGRe A1 59 g1 @rore)fel Sitrs T Sl 1 Row 341 27|

¢ G GG FACS “GHGH AR e oz F 40 2@
¢ O 3 A B A 27 MG FF A0 2R
¢ G NG FACS AL G A 2 |

3R w12e G i <41

ArexAE® Backstage View 2n¥1 3w, 6307 Info B iR @3 FI1 o e 2E@:
-

TR

Info: recde fS€ wyitspt F403 ©92 Info pane % 211 afbts 93 presentation
=% Information Iz |

New: @45 23 a New Blank Presentation 3t sievsrs a3t 7 Templates selection w=ts #iifq1



Open: @45 @, Recent Presentations Open F3cs #iifs, (1391 $1851= 1233 @ presentation s/
Save 31 7w 3 791 @ Presentation o s Ctrl+O w27t File = Open= Open Dialogue
Box sPie = @ File  9=1cs 512 ¢16 Select @ =Open.
Save & Save As : 3™G519-9 presentation 5w F7ce Save @32 Save As IR IR | presentation
FRFH FAC I I A W, Fafeie +wfsib 2w T30 2@
s. 53 File 5ri=ft (4315w 330 2@
2. Backstage View e save s 3o F40 2@
». Presentation 31235 3909 513 GIRIE Gl A5 F9c 26|
8. Location % 3w fAts 303 iy w14ts bifik w2t presentation

(FIoIR {16 T4 (@0 &

¢. Save As TR I3 SR | GG T A1 forgw @32 T 35) 2 TG AL FHC0 96 T9H ST FSiB
334 | #tx Save Jb4 F30® @I

Using Templates:

ﬂﬁWﬁTﬂﬁﬁﬁWﬁWﬂﬂ(&ﬁWﬂ?ﬁ?ﬁWWWW%I Gt
A2 B [T 932 enes seee AP A ;N @32 A ieies “Aie|

Create a new presentation from a Template:
s. Backstage View =iitsr s=ce File 5t i<
3. A9 16w A1 GHebefa oo Are @ 2o wpmEie 7 1 wiwe g Fy o (?te search of
online templates and themes 372" F39 2|
BRI, AN EE Sorgreiat)far SeprEia 374
q47->

S p——
.:'"'_'I-- 3

SR

g3

Search for online templates and themes pel

Suggested searches:  Business  Calendars  Charts and Diagrams
Education  Medical Nat;\ﬂj Photo albums
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©. G35 GG LD T g

e e et bwi s »,...... -

I P ———
"
»

B e Fiw gher e cvwdetes WP o v -

8. GNC2E FISIE I I @ACS AR O wfSfze Oy 7R GHEAGT 93 7397 2o 2@|
¢. f=ifo® Gweelt w52 F9ce Create 7% 471

b, 15w Gareb 2 93l T Sorgret amf¥s 23 |

Closing Files & Closing Powerpoint:
O3> P13 77 Fa0S, Nferie A%fs =7 909 A

>.[399 (= w13 5-f <o Fa0 @I
.o o8 (A 92T B9Eq o 2t Control buttons @I {154 F408 @

T30 ALTH 1 T AT O fAnfers

) B want to save your changes to Presentationd?
SIS IR

| | Domtsave | | Concel |

©. B3EIF BT v @ (X)-9 5 300 =@

Creating Presentation:
@6 F9= A2e insert s=ce «ftre Ya4ws (Placeholders) 21w placeholder text @32 foq 712 [Kfew g=eew
contants AFC® AMF | SIRIT AFHIA W24 IER I =, 515 @32 68 insert 2 @S |



Click to add ti‘[le‘~~~ Click and begil
lick an in

/ e typingto add text
Placeholders Click to add text‘,—-—‘—

Click an icon to /'
insert other content

a6 T AZT (ofF FACS @IH @36 A2e Layout Rz TS 2@ @ (@I 4369 ©2 S@ee FAF G A0

fJfeq @Teet IR

Adding New Slides:

#ize Layout o=

Blank Cantent with Picture with
Caption Caption

>. Home &= (2w New Slide st Siws 7 |

HOME INSERT

“D C’ Layout

Reset
Paste Mew
- S“de,[:eﬁ Section =
Clipboard Slides

i

b
-

3. ZMfS G (AF AW A2S b FA0S 2@

| H Click to add title
B ~}lrk 10 Add text

= Clicka

placeholder
gl

Change the layout:

a3 Ry #130ed layout #fiRew Facs @T@I%h TS 73 303 “xwoiz layout F&iew F3cs 231

FILE HOME INSERT DESIGN TRANSITIONS. ANIMATIONS si

[ Layout -

New | Office Theme

Slide - ‘ ‘ ‘ ‘ - ‘
Titie Shide Trle and Content  Section Header

Tovs Comtent [,

Blank

0.7 13T 2 R ARIE! FLFe 7 > 932 Text
add F3cs 5135 TS @I ARS8 B I BTG TS 1=y
439 Content add sste @3 wizeE 7 F0 X |

ATOT-53q
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Add a slide:
1o FRCTH AT G2 (TIEE HIRA FE I¥ 931 20 g0 add FICS, T AT FAICTH TARR AU 5 |

.HH. HOME | INSERT

.n.D LL\)S.
She

Paste Mew
- Slide =
Clipboard e Slides

Add a text box:
s>. Insert tab o< = G35 I7 FHIT {54 909 TR

HOME INSERT DESIGM TRAMNSITIONS AMNIMATIONS SLIDE SHOW REVIEW VIEW
= < A
D hd ac B2 B M & L
Table Pictures Online Screenshot Photo Shapes SmartArt Chart  Apps for Comment Text
- Pictures - Album = - Office = Box
Tables Images llustrations Apps Links Comments

3. A2CS G I3 $iCe F9 I@ 4@ @@ 93 Drag 3@ oiee 23|

.

J'_
©. G306 37 91 add textsars, @@ text box@e 32 5129 31 %7 F90® X

Adding New Text Boxes:
>, @36 #12e 7R @3 new presentation Open F=s 2|

e

Click 10 add title

2. Insert 7=+ @ Insert tab 5rRfb fR<iew 377 @32 GG 37 Button &= |

O & Text pJHeader WordArt [

Pictures Online Box " Footer -
Pictures Text

o. ¢ft FriElbe o Vartical/Ssm @ #fiwes 33,
(N

INSERT

Click to add title

Click to add subtitle
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8. ®Piw «=6 Vartical /Sa =3 AfReios 20wz
¢. Text box 4 Text 5125 w1 e 3t FfFA©IR 0 2@ IR, @A Text B g A E1ie 3311 59 F1
SIF5F 512 T N FACO A

Use of Bengali & English Font:

Powerpoint 515 #=tst Window a3 Text box @ Text 5121 57 Tt 226&1 ore 5124 =11 g I97©
ST et TReR Install Tt AP I3 512 F/1 TR O Heaie Nom==iR Aees-

% Curser f set 3@ 712

% Click Home 5= gts Font #t>i7 Font 43 g7-uiS Wiicdt o f#e F90o 2@

& S Gy 20T ATEA 6 @77 79 |

Mikosh

effe for 5 (A0 1< T " s 22078t s [€_Times New Roman | (SutonnyOM] , Arial
2orin) Select <1
e e |
et T —
2 s M =y
!_:'...:-“.--. . et P I B S R
Ok = Click =f3
Deletig Existing Slide:

S, A3 AR5 IO @ AR 9F A 9FITET AT R0 AR |
R. 9T AT - UH-FF FA00 3@ €32 7@ Delete =157 790 2@
% 931fRT A2 - Ctrl 46 @0l 932 @ ALl Jr© =@ ©f {16 @ OFo MEEH O-f5e T 3
@32 #ze Delete =16 #109 21 |

A20ed @ - Shift «@ @ 932 ATEofem @ F F=IET I R OF-FF FICS 2R 932 AL
Delete 154 340 2R |
Rearranging Slides:
ST [few slide view IECR, ATCTRAGTS BT WG SN IR 24 A2T S8 Wt 19949 (A=
FARAfe IR ¥4 RIS Normal view, Slide sorter ,Reading view, Play slide show

lick to add notes

= NOTES Bl COMMENTS
5. Normal view: 4t default view «2i= slides create and edit = T3
et 3 e AZS @S pane (i JResfe T T |

2. Slide sorter: #fsf #rzces @t Thumbnail Version 2te #i17, ate slide 9fs g@ 2=« drag and
drop s=ce “if3

Adding Slide Notes:

Presentation @ Notes pane.@w #13te Notes Add s=ts %

5. Notes pane ¥zits w7 Jite Notes command &% 331

2. 7w 70 afbw Resize #7te Notes pane Click @3¢ Drag 3@ face +ifs
©. Notes pane %< @ Notes add and typing <=ts i3

NOTESR Woommins B 3§ B




Managing Sections:

5. @3 Section 7 %o 513 slide Select 3
?. Home tab=click Section command= Add Section drop-down menu (s *%% < 13|

b L~ i g
L e T
Foorrk P

arde

. Slide navigation pane @ «+% Untitled Section zwf*® g
-

8. Click Section command = Rename Section drop-down menu & Section =% 3@ 3|

- = T
43N ERaY TRAMETTIC
rn KT ] Lmsensi =
K= - [
Hew
ik Swzon
i
s il e
s Divirasd Sei1l ar - FEedie 2 Sh
L o
B = Egper
A

¢. e X New Section 2t Name 5135 #t Rename 4 &< <1
v. Slide Navigation Pane ¢ section name arrow @ collapse or expand e 31 |

Working With Outlines:

. View tab @ Outline View command click =%

HOME INSERT DESIGM TRAMSITIONS AMNIMATIONS SLIDE SHOW REVIEW VIEW
[@ [@ Slide Sorter ] slide Master Ruler Q = r’E =
N Motes Page Handout Master Gridlines - . %
Mormal Qutline . ) . Motes  Zoom  Fitto Color Mew
View EQ Reading View Motes Master Guides Window Grayscale ™ Window E‘:l
Pre_sentation Wiews IMaster Views Show [} Zoom Win

2. Slide navigation Pane 4 slide text << &y outline View 2@
o. Slide Navigation Pane = slide text changes =t =7 outline type s=te #if7

ATOT-320
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Sidebars:
AGARACT FZooyfera I fuce @l I 7R T review and edit T &= 3112w =0 Sid=e foGre
AN I 32 FTF=oqea, «fb AITS Hik O T4 ACH|

Shdes tab Sidebar

(P T the Uidde2 ppts - Microsolt Pruer2a Tl = T |

e v Eelew View @ &

== B8 gl A |

Transitan, AYIAT

Oaugn

-h - —t, A RS ak
Newr = . 49“ Dravonsy 2diting
, Shde~ - N - -
Chprafiy ige aragraph
o ‘- o -
— ~ M -
|=——"T1
1

Setting Backgrounds:

1.Design tab=select Format Background.
2.Select Solid Fill =gallery @@ = Color b= 71

Cotar [Lx=

Sk nrv

Transparenscy |
Theene Cokers

B EEmaEND

EIIIIIIIII

Elandard Colom

Ner=w| { cdarrs

| |
85 Mo Cokar
2 Bredrdppe

i 371 713w @3 Color =t 512 Design tab = select Format Background=Apply to All.

@ Format Background

Format Background

<n salid Fill >

P2l Picture from File

3 Apply to All k

Slide Orientations:

5. Select Design tab
3. O 4139 1R Slide Size select = Custom Slide Size click.

Homs SR Dmmgn *

Ao [ Aa fLE

L L ) | - mEE N
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. i 21@R 1tz Slide Size =ivw 7 w32 ww7w Custom Slide Size 7z =
8. Slide Size dialog box =select Portrait =select OK.

P
| | &
fels  Format
Sae= Beckground

W e 1D

Carrai Slide Sine, i

Saving Presentation:
»>. File tab = select Save.

g —
-~
B ariine
fAafefiie Optionsfs (¢ Save 3o 7
. To save local drive, CD or DVD drive, select Computer.
. To save to a SharePoint Library, select SharePoint.

2. Save As =Recent Folders = select Browse= File name.
©. Select Save.

Reviewing Presentation:

1. @aim Comments F30® 512 @1 Biets e
2. Select Review tab ® Comments group.
3. Click New Comment command.

FANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

) ) = g

Newl} Delete Previous MNext Show Compare Accept
Comment - Comments ~
Comments
Insert Comment

Add a note about this part of the
document.

Comments pane «3 83¢st § wiucs 2 203 931 J@7 5127 3|
Press Enter

Adding Slide Numbers & Header & Footer:

1. Insert tab = Text group = click Slide number
2. Select Slide number check-box
3. Insert tab= Text group= click Header & Footer.

FPresentaticn] - PowerPaoint

||'r15:f Diesigr Transiteans Animations Slide Show Revies
f— —— — - . == . — 1 =t =)
F ! |:|I Zo Online Pictures l.j:/-" ]'-_'|5marr.ﬁ.rt F. ] m : -y il A ] ‘4 B
S Screenshat = S EE g [=]
Plerw Table @ Pictures i‘ : Shapes 01 Chat Add-  Toam Hypedlink Scticn | Cormament Tet  Header WordAnt
Slide _ = Fhoto Album - : - B Bl o e [

Sliges Takiles Images Husirations Lirks COmmEnis Tecat




4. Header and Footer dialog box

5. Click the Slide tab = select Slide number check box.

6. Add page numbers to notes= click Notes and Handouts tab= select Page

number check box.

Slide  Notes and Handouts

Include on slide

[] Date and time

[ stige number
(] Eooter

[ Don't show on title glide

Apply

Preview

Appigto All Cance

Apply to All: afb Ff&Fw SAg2H7 ST AZCC AT ¥71 AW FACE|

Apply: afb H31a IS AZCS AT T 2T I

Running Slideshow:

#ge (i 5 97 = the Slide Options button = select Presenter View = Alternatively

press Alt+F5
Keyboard Shortcuts
Action Shortcut Key

Switch between outline and thumbnail pane Ctrl + Shift + Tab
Insert a new slide Ctrl + M
Duplicate the current side Ctrl + D
Increase font size Ctrl + Shift + >
Decrease font size Ctrl + Shift + <
View the complete slide show F5
View the slide show from the current slide forward Shift + F5

End the slide show

Esc

Select to the end of a word

Ctrl + Shift + Right arrow

elect all objects

Ctrl + A (on Slides tab)

Select all slides

Ctrl + A (in Slide Sorter view)

Select all text

Ctrl + A (on the QOutline tab)

Switch between outline and slide view

Ctrl + Shift + Tab

Insert a new slide Ctrl + M
Duplicate the current side Ctrl + D
Increase font size Ctrl + Shift + >
Decrease font size Ctrl + Shift + <
Display the font dialog box Ctrl+T

Run a presentation F5

Getting Context Help:

SIS AN N [fon M= MRAR AEE S A | @2 49019 AREOCS M2y F419 &y, sfrsm=aa s Context
Help feature tsfz sttzl 93 feature B =iy I (Fi=s orieel <57 w6 I F1 519109 =63 @32
PowerPoint ¢z dialog @3 it sifFe siere! [aw 4@ @b rers SR F1R6 ATSEH Gy TS FTSH

Copy & Paste Content:

1. Select slide text or object you want to copy.

2. Home tab = clipboard =Click 2 Copy button
3. @73 copied text, slide, or object erare wres fuea Click =
4.

aste

Click - Paste.

ATOT-52©



Find & Replace content:

5. Home tab=Editing group=choose Replace.
2. Find what box=enter the text = find What ("f@® ==t 3t @4t e 3 917 &)
v. Replace with box=( @3 *= 3t @<= 20 o=y @6 =1 1 @ <= &)

8. search for the next occurrence of the text= choose Find Next.
¢. @3> Text Replace s=te text = replace choose Replace.
v, 1% text replace 7t @ choose Replace All.

Undo Edited changes:

Undo

(= e @41 R oi=ee - CTRL+Z.

Customize Quick Access Toolbar= Undo Typing
Redo

R oI @14t wikEe Yz @@ e - (Ctrl+Y)
Customize Quick Access Toolbar = Redo.

Spell Check.:
Review tabs = proofing group = Spelling & Grammar

Content Translation:
Review tabs = proofing group =Translation

Language Select s = ok.
Duplicating Content:

31 fuces Thumbnail pane @ @ #gS 5=t 513  Thumbnail s 3@
siw9 @b New Location click =Duplicate Slide drag @ ===

Copy and Paste:
Text, Slide Or Object Copy 3=cs 513 ©f [3ib= T

Home tab Copy button f#=
Ctrl + C o9
@r" Text, Slide Or Object Copied =rate o= G 7% Fg1

ATOT-538



HOME INSERT

=

New
Slide ~

B 3 Cut

Pa'St E% E:r::ratvpainter
Click Paste « &5 337 Cipboard -
A Ctrl + Voo |
Cut and Paste:

s. Text, Slide, Or Object Cut =t® 52 f 1o T2

Home tab Cut button &= = click Cut command.

ke %Cut

D E‘@ Co -
Paste P

- ~ Format Painter Slide -

Clipboard

HOME INSERT

=

MNew

[F]

2. text w2re 513 = click the Paste command 3t Ctrl + V B9 |

- ~ Format Painter

Clipboard P

HOME INSERT

=]

Mew
Slicle ~

Shortcuts: Press Ctrl+X to cut, Ctrl+C to copy, and Ctrl+V to paste.

Special Characters:

—
o=
P’

Exjuiatgif § el

ymihcd:

5. Select Insert = Symbol.

2. Font drop-down menu = choose a font = Special characters

o. Click Close

ol fymmn

2 H- o|o|ofofolofc]olafo]o]g[or| ]<
x| f | & LA N e o N o A A I 3 Il A LAEAE:

—=...-'| = AR A e L =) B Tl |e| e

2V B@™I| - s |viola Tl (| ®ls ™5

I ANESARERRt U TS [T I ]

| |1 O v

Emcinily myed rpmheic

o e o|@ =[]V || |E[L 2| oL |22z ]+ e

:::::'I:" Clariile olds W8 TiaE NymEal dad]

[ | s

Formatting Presentation:

Font Management
5. Home Ribbon = Font group.

ATOT-3:¢



Home Ribbon

FontGroup

Sde 2wil | Cear Demese
e =tan -

3. Select Font.

TreGaddopw L A e ] "
Cumm woan e - .:' "‘:: ”.:' “?J % = L & :
B J U s B .8 - e . - WAt Mrwnot Qo
Click 10 add title
« Sample Text to be cut/ copied and pasted
« Sample Text in error
* Organized
CRK L skt niones
n:,nmm'u ‘ID.SB o % ‘...", =1

L

e O

i
|-;‘-..-t.: :-.:“‘ -.: ‘
oy =B i -
et o e | e s e =l
"“’I\mu. — e ‘
n-w.‘»-o--r e I
L alag B e - B e b Ly
rret \
= | e ,:
Features
Font Type Arial, Verdana, etc.
Font Size Font Size in steps in the Font group.
Font Style Regular, Bold, Italics or Underlined.
Font Color Specifies the font color.

Font Effects

Shadow, Strikethrough, Subscript, Superscript, Etc.

Character Spacing

spacing like loose, tight, normal, etc.

Setting Text Fonts:

5. View tab=>Master Views group=click Slide Master.
3. ATT AT AR Al TS FF = @ FO ARIOT FACo 513
©. A2 T 1 TG 59t new font style F=re 513 9 title text &< =71

8. Slide Master tab=>Background group= click Fonts =select a font from the list.

¢. Slide Master tab=Close group=click Close Master View.

Text Decoration:

Changing Text Case

Ao=- B~ =
FATEENLE €

aptabzn Eact Werd

ATOT-5Y
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>. Home =Change case .

2.9 ACHTF AT THF IT FACO UL I IR A (76 eod srFa= click Sentence case .
.3 %Y M e, (=B 2ted orwe F9ce = click lowercase.

8.5 orwe v xce > click UPPERCASE.

.76 &1 oSz Wy Feres F9ce CAPITALIZE eACH wORD

. RPRTed exy 7AE T, A4fel s click tOGGLE cASE.

Changing Tex size:
@919 Size I8/=G FA G-
fafug @at Block/Select -

Home= Font tab area # * (A% 9% &, A-@5 737 &) 5|

Calibri 11 v A AT

ERE Font size box 4 42 Size type 3w = Enter.

Increase Font Size or Decrease Font Size

Changing Text Color:
Home tab=choose Font Color = text @ @ Color f3tes F4cs 512 ©f 34154 F11

-

-.-.-.J.I i
-Ililllllj
llI 4 .LII-III

=)
l.

Text Alignments:
e fifew Alignment Setting @ 149 &=-

Home = Paragraph tab area Acear weE Click.

Indent Paragraphs:

Indent:

Paragraph a3 @91t St/ =i &5- A8 Paragraph #is® = Page Indent, Left/Right:

EE ey 4 =
B mgne 2 - o s Indent Gt <31 TR
Indent 3w *xF w=y-

Paragraph =% = Indent, Left/Right: e o " o Left: 0, Right: 0

Setting Line Spacing:

Home = Paragraph = line Spacing =1« &=- 8 Paragraph i=i$= line Spacing, After:
i=ste 0t 0 3w line Spacing Size (6 pt/12 pt).

Paragraph Spacing sm @« @=-
fafs Paragraph fes= Spacing, After: =% 29t | = Spacing Size(0 pt)
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Border and Shading:

Insert table ®Table Tools = Design Tab =Table Styles group=Click the Border button
b0 DESGN FRANSITIONS ANMATIONS SUDE SHOW REVEN lw
karrn E e —
it inee | 1P Dey

Remove Border:
Select Table ®Design Tab =Table Styles group= Click No Border

1551

A iy REVIFW ViEW DESIGH LAYOLT
S Shading A’ O
----- |3+ ilordese- >y 4 & -

! :!r* Barder

1 T iBorders
i Jutide c
+ rside ol

Sedlect Table © Design Tab = Table Tools = Table Styles group= = Click the Shading
button.

hoes SDees | * "..__,“,',,)' AJ -'\.

. € L grue |

heare Cobons 1pt
- Dras
" 1 8 B @ _“ﬁ!x.i".' Tabie

Standacd Caobm

Adding pictures to slide:

slide 93 @i picture & insert +=cs 513 T8 @ 5%
Insert tab=>Images group= click Pictures =click This Device.

livsani o mggr Tarwiurg

ks irmert Pectueg Sram
1 Thg D
Wl Siockimepes

& Cnbre Briums |

Open the dialog box=browse picture = click picture= click Insert.

Editing added pictures:

Corrections: Adjust group= sharpen or soften adjust=brightness and contrast

L = FEE L Campress Bictures
- ﬂ-.l il
e Thangs Picibuns
Eemuovs Corectiorm . Cokar  Amings

Ancbground Effacta = B FERF PIcTure




Color: Adjust group. Saturation coloring (changing the overall color of the image).

HONE INEERT DESIGN TRANSTIONS ANMATIONS SUCE SHOW AEVIEW Vew FORMAT
OTeTONS v ” - _ - — Fictipe Bordec Boeg Formed * o
. -~ —
‘:; Chiex * o) Sl — a— ottt |~ L8 Putire Hiecty - L1 Serd Backnas -
Coler Sataration T Fulse Layos s Se Xt Fane 2 )

Artistic Effects: Adjust group = Artistic Effects = click = awsi=w Effects @w=:

Marker, Pencil Sketch, Blur, Film Grain senfa select < fAts «fifq1

HOMVE INSERT DESGN TRANSTICNS ANIATIONS SUDESHOWN REVEWN VEW FCRMAT
@ Comectinrs ;n. o - ” o Firre Bordes * Song Farmyd <
P - Laare . ) — P ol - O Perare Plecty - oo B b -
- P— . —_— e
Beckgrurd e Atube e <, % Piste Layoat » ¢ Selection Pane A

Picture Styles Group: Picture Styles Group (@

E Picture Border =
{_# Picture Effects -

ET': Picture Layout ~

P

@3 3ed Picture Styles Group & Picture borders Styles @i &==: Border Color,

Border Weight, Deshes 395t faca sie s=ce =1if¥ |

e Picture Effects e e Styles i as=: Shadow, Reflecttion, soft

edges, 3-D Rotation ge5ifn A sie e 17 |
Remove The Background From An Image:

Select Image =click Format tab.
Click Remove Background command.

FILE HOME INSERT

E;I I:} Corrections ~

Color =

Remowve
Background |22 Artistic Effects ~

Adjust
Remowve Background

Automatically remowve unwanted
portions of the picture,

If needed, use marks to indicate
areas to keep or remowve from the
picture,

Apply Formatting:
5. Select the image
2. Format tab = click the Crop command.

VIEW FORMAT
‘- Picture Borcle 2 Hong Forward  + .~L‘1 425
- & Pirture Effects - Sendd Backomaed = vop
Crop b g -3
% Prborelopout~  5bSelesbion Pare L w s
= Arraiye = K -

¥ frames Styles i & FacS #AifF |

ATOT-33%



o. Cropping handles image = Click, hold, and drag a handle to crop the image.

8. Click Crop =The image will be cropped.
Image Shape:

1. Select image

2. Click Format tab = Click the Crop drop-down arrow
3. Mouse over Crop to Shape

4 select shape = drop-down menu

FORMAT

icture Border = 1 Bring Forward ~ L_ - _ﬂi- ED 45"

icture Effects = O Send Backward -
X o X N Crop —|3n
icture Layout - [f; Selection Pane h- -
] Arrange # Crop
Rectangles [ Cropto Shape *»
o Y o o Aspect Ratio  *
BasiShapes as Fil
CANTNGOOORO® |y
oCOOr Ly 20ea0
(CISIINIGIVE R X (@I
0163

Image will appear formatted as the shape
Add Image Border:
1. Selectimage=click Format tab.

2. Click Picture Border command = drop-down menu
3. Select a color, weight (thickness), or not the line is dashed.

- renary

P e

- mowomw
L

:‘j!-'-'!:::!:

-’

Image 9 border % 24f¥s 2|

Image adjustments:
. Format tab=Adjust and Picture Styles groups

HCkIT AT IZER TRk 0 AN SO 1T AEADW 10 FOrsLar

rom | | e
o= gt | ol e
5

- -
i Fulia® Ny

LT i S i

2l

[
EE a &<
aiers  Cmeeciem Coba S -

B g [ PR Ty, B TES, BT TS

k]

Lribig-Fe'LEF

Using slide master:

Select View tab = Slide Master view <, 3136 7511 a=ei3s pane Title swf*e 27 3w M ™iFs layout

AR
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HOME  INSERT ~ DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW

HEEDE - o

] i ] ] Gridlines ] am Grayscale
Mormal Qutline Slide MNotes Reading  Slide Handout Notes ) Notes  Zoom  Fitto )
View Sorter Page View  Master Master Master Guides Window i Black and Whitg
Presentation Views Master Views Show It Zoom Color/Grayscale

Master Slide f=io= w=ce &<, ©rR7% #ge 761« 5t Master layout &< |

@ wfcet b Aaes of B9 i1

Default slide master, 2 A= @@ @A #%S [ remove Fao=>slide thumbnail pane @@
click Delete Layout. a3« #fsfs slide layout right- click = s layout delete & |

AR GAFA A AZEF T PR wfer@ew (6 ¥acs Master tab click =Slide Orientation &= =
Portrait or Landscape &= |

File tab = click Save As.

File name box = type a file name.

Save as type list= click PowerPoint Template= click Save

Saving Design Template:
3 @3 template 1@ save =cs = ©f slide design (theme) presentation Open 337

® 6 p v

Select File>Save As.

Browse to C:\Users\<your username=\Documents\Custom Office Templates.
Save As dialog box=File name box= template & type a name

Save as type list=select PowerPoint Template= click Save.

Inserting A Screenshot:

>. Select Insert tab=click Screenshot command = Images group.

3. ©%57 (2t Available Windows zwf*e g@ = screenshot capture #3ce 59 Window f&iv= w37
o. fiifb® Screenshot slide.smf*e 2|

m HOME [NSERT DESIGM TRARSIT

Mew  Table Pictures Online Screenshot Photo
Slide - v Pictures v Album -

Slides | Tables In Available Windows




Adding Shapes To Slide:

5. Select the Insert tab=click Illustrations group ¢

CIE INSERY OESGN TRANSITIONS ANPATIONS
—— NI
$ _—— o
0O a8 @+ il
MNaw Tobie Fatues Onine Soconshat Phote Propes Srertdt Thart
Shde - Ficlures Nbon

Spps fuer
¢

SLDE SHOW

=
Hyperleh

3. Shapes command %= Shapes drop-down menu 2w 2|
o. Select =>shape.

8. Slide @ shape add <=ts *=w12 3 f#< = M7 hold, and drag 3+

v SULE S

2 P B
Mrasam semartian Lt Seapn ban oy ot om b

Formating Added Shapes:

5. Insert tab =i o=#7 S=CE=w 9tof shapes IS &<, Shapes 93 $91-81% G 2 2|

3. ?zwig shape v s
& Shapes -
. AZCE shape @M FACo FTwIR FH FF I@ M A Gt K@ @2 drag F90o Q|
I Bd  *r
- et ] K .
_-:—,;.
r_l ]

8. @316 fagfe 3ftwa A1 38 CofF F90S 31 (A AR Fa A% F709) G &R &= Shift F 5197 @32 7187 4@

BR[OS ]

* Chick to add toxt

ATOT-»03



Align objects to the slide:

s>. @ Object «f *ifs=w F=ce 512 O sI7siie «= 6 Selection Box toft Tcs M fF¢ I @32 G
S 2R

2. Format tab @@ Align Command &+ 39 3@ oi7°[ #3ce Align to Slide =7 3 |
. 9= Align F91te f#¢ 397, o974 Six Alignment Options &y @3 f<iva F9ce 2@

8. Objects 7 f$f$ T Align f=ifos 2|

Adding Text to Shapes:

s. Insert = Insert shapes= Draw Text Box &% ¥
2. Shape 93 319=IR @3 Text Box ¥t 2|
©. GG IER fTor 73 TR are 5125 41 97 31

Arranging Shapes/Images:
5. (@ object +ff1 AMfaw FC 512 O S @ selection box Tt Fre MG e @2 @9 T © 2@

3. O% TG B S |

| 7l
3. TG 57 e Align +3its 5% eiw#iw Align Selected Objects b= w7ts 2|

SO

o. 9w Align Fts 3 o+ = Alignment Options St @ @ @3 K157 F709 23 |
8. f4Rifbw Align ©+i7 fefe st Object +ffer ifsm 21
Grouping objects:
s, Rt @ w3 947 Face 512 ©f Select T, ¥ (Fa GG I @32 shape 2© 7@ .
Bs: SHIFT F Gt 413 (), @ objects 7ffs 37t F9rs 512 o 2fsfbrs & 361 Select T 2@

3. Click Home = Drawing Group. = Arrange = Group objects = Group
0. 7o g |

Ungrouping objects:

5. @grouped objects =g S 513 ©f 164 F7CS A

2. Home > Ungroup 9 433« &< f,

e grouped object « xy ¢ SREER WG 1 FCR (@ 0bject 5= F3S 512 ©Its e w19 7
SHIFT & €tz {4t 2@

ATOT-500
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Adding & Formating Tables:

Insert a table:

s. Insert tab @ click the Table command = |

3. Grid of squares 4= ¥A-TI% G emf*® 2@ | GRea Fer @32 TR 72457 FH1Hw Face fHees S W8 &=

HOME INSERT DESIGN
===
New Table Pictures Onl =
Slidle ~ - B -
Stide 635 Tabl
|
[y |
[y |
[
I e i o | |
o o o
[
EA Insert Table...
™ Drew Table
[Cf3  Excel Spreadsheet

©. (@A GIRE IS 512 (12 AZ© FF F771 IR GRA amfHo 2@
8. RN AT QRN 79 F99 932 GHG Q@9 FACS 51254 X7 F0© A

¢. OITTS (PRI VGEE 136 I6E 79 3@ 3716 GRe wwite f#9 @ @b Table Insert w3ts 7|

Resize a table:
GRe sewo2 size 1 267 AT 2GR Yroerferrs e T34 932 G @I
Move a table:
Gl ARE 9T T SR e Qe @i G 2ies 79 #¢ s drag Fo 2@ |
Add row or column:
5. T @3 AE I T add FCO 512 (73 ORI A 9FH 9 7 I
3.7 v @oet O 3 3939 |
REVIEW VIEW DESIG;\J LA‘;OLIT %
EE Distribute Rows === H-l—ﬁ @
E Distribute Columns ]f[ E[ ];[ Text Cell
Direction ~ Margins ~

0,317 @32 9 95 select Fca I @3 94 row A= F=ce 513 o= Insert Above or Insert Below
of {45 $73 | I @3 797 column = Face 512 Insert Left or Insert Right f=&ww 37cs 23 |

s [ B B R EE BB E=

Select Wiew Delete Insert  Insert Insert Insert Split
- Gridlines - Above Below  Left Right Cells
Table Rows & Columns Merge

8.9 AR 1 T 2ZMfS 2|

Delete Row Or Column:

5. Row or column @It 9cx % wea w13 AifR 91 s1rw select 3@ ©iwsiw Layout tab & f=iv= w1
3. Rows & Columns group &<+ 3w Delete 3wt 75 34 o=t 2mf¥e 7 2t Delete

Rows or Delete Columns select s==I

N B (i

felect  View Delete  Insert Insert Insert Insert
- Gridlines = Above Below Left  Right

Table Lx‘ Delete Columns ns

2x Delete Rows
[_'x Delete Table




ATOT-s0¢

©. selected row or column (= &= 2|

Delete a table:
@ 6fR=1f 3= 512 ©f Select # keyboard @@ Backspace or Delete key i |

Apply a table style:

>, GRee @@iEt 91 Select 3@ [{RER v btz 5w 79 |

3. Table Styles group 2t “=%2 table styles sste More drop-down arrow ¢ &%
s available table stylesm=r 1w |

Giis p Ty o ==.=-L.=-.r. .:-==.r.__ . .E.. .i ; . i
. A2 style fA=iv wea =1
i - = == Je—
— i
=

H r o e "
8.selected table style @ ¢41 3
Change the table style:

>. GReem any cell =ioa 397 |
3. fewsw Byi= (2w Table Style Options gt »/=w12 Options
@@ check or uncheck g1

~| Header Row ~. First Column 8§} — - = = -
Total Row IbLastCnlumn EEEEE EEEEE EEEEE -
~| Banded Rows Banded Columns fl —————  ————— ————— -

Table Style O ptions Table Styles
- === -

axrere feernes o< 2t Table Style Options g#f it #=#i2 check or uncheck & w=te “ifd1 Table
Style #ifze= s fifen Different Options 519 3t 3% F=cs #its= =2 Different Table Style Options
sctz Header Row, Total Row, Banded Rows, First Column, Last Column and Banded
Columns 29jifn e w1 T

Add borders to a table:

5. Select add borders

3. foezs Br7 (3w Azwig Line Style, Line Weight and Pen Color <o s3te 2@
». Design tab @@ Line Style, Line Weight and Pen Color &+ #9e 23

TABLE TOOLS
DESIGMN LAYOUT
=] £* shading - - - -
==== =% Shading Al 2 | Gl =|
————= |[~| i Borders ~ e LB - 1 pt -
= Quick =, = Draw Eraser
| & Effects - Styles - & ~ [+ Pen Color ~ Table
WordArt Styles Draw Borders
2, 7
8. JOIY BH-TIC SIRbre F¢ 3¢ w2 border R<ivw $=® 2 |
DESIGMN LAYOUT
E—— -] £»shading - As A
F=-= |- [ —— -y
F—— = Mo Borde:
EH anBord
[ oOutside Bord
i Inside B 4 I}
Top Bord
i Bott. B |
i

|
% Diagonal Down Border
11 Diagonal Up Border

¢.selected cells @ border added ==t 2@I



Remove borders:

S. ?z13 cells 5w @ Borders 5t < @ 999 No Border <o+ 93 |

Adding & Formating Charts:

ASRARCE Rfen A0 16 AR, [ (CHF AR APH2 93 516 @R o 21 565 ST II2T IR &=y

LAYOUT

22 Shading ~ -
Asnedng” Py &
Borders - & A
il
Mo Border
EH Al Borders

[F] Outside Borders

i Top Border
Bottom Border

< Left Border

IRIFFRIE IACO 3R P [ifeq 515 2 T4 271

s.Insert tab & f4<ivw1 f7 o= [llustrations group @ Chart command &% |

HOME IM5

[Table  Pictures

lables

ERT DESIGN TRANSITIONS ANIMATIONS

= il e s B O B N

Online Screenshot Photo  Shapes SmartArt Chart

- Pictures - Album -~ -

Images Illustrations

2.9z e 33 qwiHe 2@l Left Pane @@ @36 Category f=iv= sfs @3z Right Pane ¢

omf¥fe Charts *&iev=t Ff
o.sizwz Chart Select @@ o779 OK

|

Insert Chart v

Al Charts

1 Recent
Templates

lid Column

[ Line

® Fie

E Bar

MA Area

[+ XV (Scatter

ltaf Stock

Surface

% Radar

B Combo

Bl b 9 T R

Stacked Line

Stacked Line

)

ok Canc

8. 9Ff> bIb ¥ 9Ffh C2TAG 2f*© 2@ TG 2 ® vb1 = placehol

2ifSge4 F309 T source data 515 tof

FACS (IR A=A

Chart Title

(1] =] Chart in Microsaft PowerPoint T x
- E F G H | =
I Series 1 lseries2 _ sSeries3
Category 1 4.3 2.4 2 The source data will
Category 2 2.5 4.4 2 appear in the chart
Category 2 3.5 12 El
Category 4 as 2.2 5

¢. Worksheet @ data == w=ite 271

der source data = fAtes ©25

[} Chart in Microsoft PowerPoint x
A B C D E F G H

1 Series1 |Series2 Series3

2 |January 4.3 24 2

3 [Februal 25 44 2]

4 | March | 3.5 1.8 3

5 [Categoryd | 45 28 5

6

7

ATOT-5 00



b, AT, AIF G2 FECH (SO 2P SIS I FACS e (FLE NOR-TIH @I 79 0 @91 & N @1 ga e

@ TR 9T (S5T 51 oS 3 )
] - gy Chart in Microsoft PowerPoint
A B c D E F G H
8 [uly $20,000
9 |August 518,000
10 |September| $18,000
11 October $16,000
12 |November | 518,000
13 December | 523,000%
14
4
9,939 C2TAGH 7 0o X @ 59 37
x
-

. 516 5 TR,

Change the chart type:

b15 Afs$ e 513t Edit Data command @3 si4e Design tab @ Q@ 5o 316 390 2|

BI5 “Af3=ew F=0® 5126 b16 (<15 we Design 51k e s auf* e =)

REVIEW

CHART TOOLS

VIEW DESIGN

FORMAT

E E,/J

Select  Edit

Data
Data

2. Design 57 2tz Change Chart Type s &< |

T 57 LS

Select  Edit Change
Data Data~ Chart Type
Data Type

©. 93 TIE I 2MHS 2R | TWT3 516 5125t i $@ ©k# T OK 7% |

8. A B 5137 gmf*® =)

Change Chart Type

ANl Charts
e Recent

I =R AR on Jef 99 H0

Clustered Column

Templates

S
- ) 5 v ’ ' ; ~ o " "
/ r . ” ¥

Data -
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Switch row and column data:
5. chart  +fz<$= F2e 512 12 516/ 15w F7c Design tab 2mf¥e 2@ |
3. fowiss Brix @@ oot 9ot Edit Data s31s f&ie 3311

DESIGM FORMAT

B4
SEI E’d;%

Data Data~
Data

©. BITE 9RF < oo o6t Row/Column 5% {415 3=

=, Fm B2 il

Switch Row/ Select Edit Change
Column Data Data~ Chart Type
Data Tvpe

8. @q19 f7 @32 Femwsjfer Switched w1 27

Change the chart layout:
5. Chart =53+ 309 5+ 515 34157 3@ Design tab 2wf*e 23 |
2. Design 5717 (3% Quick Layout s%1ts &% |

HOME INSERT DESIGMN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT

.
R —
Add Chart Quick  Change | [asst 2ot

Element = Layout= Colors

Chart Layouts

. 2vf® Gy A Aewee ARfdife layout f~<ibw v

: F|. :

|:'.Z . )i
8.9 =eieh @ reflect /2fowfre Facs b1t wisies 26|

Chart Format:
S. A2CS 516 f4315- 03 515 o1 (3@ Format tab & 3w F90e 2@

CHART TOOLS
SLIDE SHOW REVIEW VIEW Flewy Tools DESIGN FORMAT
I3 Shape Fill - A

[# Shape Outline = A A

&2 Shape Effects -

Bl Selection Pane

Wordart Styles ~ Arrang

% Chart Element @3 o Chart ToolsﬁFormat 5 w7 ufbts T o919 oI IS 51T o=y Ul SIfd<eT
oo g1 Aerag 515 TG re fFe F<<1

HOME INSERT
Series "Series 1" - ~
Chart Area
Chart Title

Herizontal (Category) Axis

Legend

Plot Area

Vertical (Value) Axis

Vertical (Walue) Axis Major Gridlines
| Series "Series 1" S

Series "Series 2

Series "Series 3"

Aty 516 87imiid & Format Selection button ©=-< $@ Format Data Series.

HOME

INSERT
Series "Series 1" - G

2 Format Selection OO

“Z5 Reset to Match Sigfe

Current Selection ns|

B = -

=3 ©- = W oHE -
Format Selection

Show the Format task pane to
fine-tune formatting for the
selected chart element.




Chart Element g3 Task Pane = Fill option select

Remove the fill:
Chart element @@ No Fill »=% s Color =iv= ¥ @=+: solid fill color, texture or picture,
patterns i s& 341 TR

Color Lz -

Theme Colors

BORDER

No line

®) Solid line

@adient-IIIIIIIII

Automati| Standard Colors
. EEEEN

Lolor w4 More Colors...

Imnsparer/ Eyedropper

Adding & Formating SmarArt:

>. A2 15w P9
3. Insert 5k @@ FCE 97t SmartArt command =Ew F571
HOME INSERT DESIGM TRAMSITIONS AMNIMATIONS
I__| B2 d @ = & TSl
Table Plcture Online Screenshot Photo Shapes Smarthrt Chart
Sllde' - Pictures - Album ~ -
Slides Tables Images IIIustratlons
o. g1 TEEr! 331 2 21 W e G C category oo #Ca “27012 SmartArt graphic Select s OK click.
Choose a SmartArt Graphic x|
= -
o
5B
=]
&
Ay
[
@

8. SmartArt graphic zrzce 2vi*s 2|
l [Text] |

——

| e | | F— |

l [Text] ‘ l [Text] ‘ [ [Text] |

Add text to a SmartArt graphic:
5. SmartArt #if%% =157 [ SmartArt 5= == I e emfe 2@

Type your text here x “R}
- [Tet] l [Text] ‘
« e
. [Ted] ;
- e l l
< freal [Text] ‘ [Text] ‘
w——

o lle)

l [Text] ‘ l [Text] ‘ l [Text] ‘

2 WWWWWtextﬁfWTﬁl text A= emf¥e 21 3 oo
Resize to fit == w7 shape “f@ #2071

v. @3 new shape add s=ts Enter 5157 | 5% 1 @36 New Bullet 2mf¥e 33 @32
e @+ new shape 2w 21 @ mwﬁmw\'z shapes IR |

Type your text here

* Nicole Ramirez, President
. [Text]

————
-l T h ;
* [Text]
 Te (Textl [Text]
—— —

. [Text]

e
(e ] = []

ATOT-395
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Changing the SmartArt:
s.SmartArt a1 =iva $34, ©iR7 {3 ofae Design tab &= |
REVIEW VIEW DESIGN [} FORMAT

see | [ — (| —
khange | [

[olor:
SmartArt Styles

3. YA WPl (@A (121Te 512 ©f B 37 ©iw+i7 u3b shape select F97 |

o. #4151 9t Add Shape F1ce & 31 93l B9t OIS Gy awf*e 303,

8. f4&ifos shape stst Add Shape Before or Add Shape After shape <iv= #37 @iwm Add Shape
Above or Add Shape Below shape Add F=te 3= a1 fR415+ F3cs 1if7

HOME INSERT DESIGN T
Tl Add Shape ~ € Promote T Mowe Up
[t  Add Shape After te + Mowe Down
i Add Shape Before to Left
= Add Shape Abowe aphic
5@  Add Shape Below L\\,

¢. 79+ Shape 2mf*® 2|

SmartArt Styles:
5. SmartArt graphic variant <<= s

o 4GeE SmartArt Tools Design 5w wcf SmartArt Styles group e 31 e e Safbce
f#<e/ down-arrow* 3 |

SMARTART TOOLS
DESIGN FORMAT

..o ° L - L ®
ange| @ ® e ® ® g =
Grcj@”® ©"0 @O "0 07 El
SmartArt Styles
8. SmartArt Styles $#-wes sipenfs G =ie
Best Match for Document
L L - L [ ]
32D
b @ b4 -
%9 e%e %@ o %%
> I
- : - )on PN ; @

¢. SmartArt Style S-S s1ifaR W&y @ @e Style 70w T i @Rl [Kfew AfsSom Sow s@ier
f4<ifee SmartArt graphic o<t R<ifow SmartArt graphic aam s=cs Speifas 559 IR o)




SmartArt layout:
> SmartArt graphic, 754 ¥@ Design tab f=iv+ F9® 2@
?. Layouts group u+-siew Sirs s 141

AMIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT
=l =]
CD= = ET"??' O ‘
Layouts % ) SﬂnAn Styles
0. A% 13 (Teeh <o+ w7 More Layouts SmartArt options 21 @1
e Efe £ AT
= = ——— |
O oo | ] == ]
EoE EEEEm | EEE = =7
= = Table Hierarchy - —
& =28 = se —
PEI More Layouts...
8.ifw layout =mf¥fs 2
Change Colors:

>. PowerPoint sn5eiGs s 35979 F419 &7 [f$q color schemes omiw @1 72 5f3<es 99 SmartArt
435+ ¥57 Change Colors command % 3@ $91-81% G (A3 w12 colors @ =

AdWaorks_Employee - PowerPoint

TRANSITIONS ~ ANIMATIONS ~ SLDESHOW  REVIEW  VEW  DESIGN

Primary Theme Colors

=} =}

o 0
B 2 £
o)
-
=

=] (=]

warcortmes | [ ooraers, | | €2 5 R
Head of ob Roberts, oD |
e Sales Chief - [l

Accent 2

SMARTART TOOLS.

- = - e —
5 e : oOlo o
s & e 50| I O

FORMAT

LI

[}
==}

2. Color scheme @ theme colors 327 3@ @I Y G2 F77 ©fF 8947 o7 301 croffer Affe 267 |

nqll! e
I 1 [’
1kl

-
-
=
-
-
-
-
=
-
-

i

.
|

. PowerPoint-4 @+ &g SmartArt styles 7@tz ¥ SmartArt- ¢ ¢ F1& F3Cs g TS F30S (77
styles 99~ F7to SmartArt styles 37 @ =iz Style F=iv4 F9ce 2@

REVIEW VIEW DESIGN FORMAT
| 0 [l =S
nange | CJC ) L) (o O s s ==

= | .
Colors -
Smartart Styles

Select a style or click the
drop-down arrow to see

Natalie

Ramirez,

President

Design
specialist

more styles

Tom Bridge,
Head of
Advertising

8. SmartArt-a shape effects add s=cs #iitaw @@= beveling and 3D rotation | & & T 77
SmartArt graphic <iv+ 379, Format tab f~<iv< select 337 a3 =12 Shape Effects f=iva wace

o Format

ATST-58%
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Adding & Previewing Animation:

Slide @3 Object wizat Text Select = Animations = Add animation

¢+ Entrance,

+ Exit.

¢ Motion Path.

¢ Emphasis

Text @3¢ Picture © Select <@ = @39 fo7 45w animation A e Face 17 |

W -y T i = g
LNl ] F F ) 5 hap

Add Audio:

fAcers @21 Record <G 3= #ited A1 Insert & Media = Record Audio= ®=s Button @
Click =t @21/ I=1ce 2631 3= o<ic3 O e A Stop Button @ Click = Ok @< Page 9 Play szt
Sound Icon @ Click 3t AT #ftext |

=t Online Audio, Audio on my PC,Record Audio it 3& Fce ifJ |

Add Video:

Insert = Media = Video on my PC = Select Videos = Ok.
518 Online Videos At s1& 1t “if3 |

Add Sound:

Insert = Sound = Sound From File = Select Sound = Ok.
Sound ™= & :

Select Sound Icon = Options = Preview.

Slide Transition, and Custom Animation with Practical.
Slide Animation:

Presentation @ text, pictures, shapes wi7e === fFgre Add animations At e s if3 |
1. SIfCG F90S 93 object or text Select Fea e 2|

2. Animations f~<io4 g1

3. Effect Options @ @ effect f=iva s

Manage animations and effects:
Slide Click = Animation Select = siczme sig=if Effect options‘Ilv Click Ttz {9 1@ 3o AifY |

CISIE : Advance Animation 4G & S (FCS 2|

Time Setting:

Start,Duration,Delay @<it SriemTe e W<iwm Fcet Afag 713w 718 Slide Show 3@
% On Click: 935 #13® &% F3 @3B animation %3 3@
< With Previous : 338! spifacma et @3 3 @5 animation b1e |
. After Previous: 5<<SiG e« 31t 31icd @36 animation %3 &1

- Duration : ¢35 effect @< 31 w1 s f=ivw 33 facs 2|

¢ Delay: «fb effect o1aIe iest time Add 963 0o =1

azrete Move Earlier, Move Later option Rt s1& a1 (I0s #A1e|

Add Audio to the Animation:
Animation Pane @ 21 B (1 1154 ¢ I Animation arrow (At SiieEst F9ce AifH|
% Effect Options &= |

435 New Menu 2vf¥fs 2|
» Enhancementsinthe menu = Select Sounds option 98w, f3-teTre w1 wifee ReeGeyfes
3f6 siferet (At f3iv=1 w417 &=y Sounds option R, w11 Other Sound =64 T3 (TS M1t |

.

D3

D3

3

K/
00.00

o%
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% @3f6 sound.f=iv= T At Click OK 3¢ |
«» @99 audio animation. AIF X

Mouse Click Setting:

M On Mouse Click select 2= #itas Slide @ @t Mouse faw Click =t 2@

Slide Show:

Start slide show Group (It = Fresfer st e

Form Beginning:

Form Beginning « &< 3 %3 2w s@a1 Slide *iw@ < o1 Show F3@ |

Form Current Slide:

Form Current Slide 4 &+ 39t Siegge Slide @@ A= ©its Show 3|

Custom Slide Show:

Custom Slide Show « f&< s=tz1 Custom Slide list @ 27 Slide *t=t Show F=|

Setup Slide Show:

Setup Slide Show «= gy fifew Slide show setting i fz@e w1 71711 @3=- Loop Continusly Untill
Esc gz w4iew Slide s9zce “w& < ©itd Show =1 I311 (Esc Key 1 5191 21 Slide Show 203 29R)
Hide Slide Show:

Hide Slide Show 4z s @ 1= Slide & show @tz R w2t T

[ |
: o= s
- TN TN = W
At # c « Mo < Koy = St Iiees iS00 e e e
A = -1
(e - i i
100 —
Adding & Previewing Transition:
TS (TS ATCTRARS ISR OF AT (AF AEF F2CE I ©f 2 G et
>. Transition Tab 9 f#% = wi=s5 Slide Sorter @ &+fe=v Add click.
r - - J o N 4 | | & ] - ~ " - "~
2. Slide f5re Transition gallery e different transitions @<s #<
S oo | i . 2
w -~ A - -~ - - - . . . | +4 2 [ & [ - >~
At (7] = o c c3 = = = - (3]
- - [ - = - | o

o. Transitions B S8 @F= FCEIE A< A A i N sre w4 #i1f)
8. @3, Transition gallery @ @ transition 513 st R<Hf1

.
¢. Irosw $a09 Effect Options button (3t drop-down menu QG I: transition effect */e™ 3¢ 3|
v, @319 Slide @3 &=y set timing Select s fa7
q, F2ees s8I Timing group @ o< =i S<iva 7

=% Sound (Mo Sound] Adwance shde
W5 Duration 02.00 o 0 o s Click
o apphy Twall Altar D000

b. ORI SCreen ¢ AZeh Fowd T4%e 263 &fb® ©f number of seconds indicating e 514yt oy =1
5. Next Slide & presentation 43 &7 ¥ On Mouse or automatically click @ number of
seconds AR AR (R A ), O 6 5% 932 #F 6F T Toxg <o T4

so. #fft 3o Repeat process @3 &= set timing < At 2@




. Sound ¥ F7ce Sound drop-down list @t “=aw® sound add <@ transition « w<gE F=c® A7

= el ([P

7 el . Srtvmner Slide

Duration drop-down menu ¢ 553 & ¥© yo 2631 &bw of fAfug 3@ fare , (9o Rfae seren) e
3 I @ HE ©f G6 @ 71

3%, GRfew ¥w 16 $919 #i7 transition teb @@ @A - Preview @ 31

Sharing Presentation:

Creating PDF File

Slide =

s. File tab e Backstage view f#s 3f1 |

2. Export &=+ 3@ Create PDF/XPS option f &5+ % o7+ Create PDF Select =

. File Name Type 9 93 13 a5 5134 $f%

8. Save As Tl I @Ps = presentation & #1aw export %< Save As type @ PDF click
= Publish.

Change File Type

s. File tab = Backstage view s=te &< 341

2. Export &+ 3@ “=%12 option & =iv= #f7 orw2w Change File Type Select 3%

v. 930 file type Select =% ©=ta Save As 4 s 397 |

Change File Type

Preser File Types

4 Libraries
[ Documents No items match your search
o Music
& Pictures
B videos

1% Computer
i 0500

File name:

Saveastype:

= Hide Folders Tools ~ Save N Cancel

8. Save As Tl I @Ps = presentation G Rfew y=iw F13« presentation w9 w1 &=y (FI™
export s ©iwlocation Select ¥@= Save as type: v2-u1eq o6 2w Save As dialog
@3B TR AN 5129 e = click Save box w927 #3909 2@

ATOl-388



(] Save As

© « 4 L « Documents » AdWorks v ¢ | Search AdWorks )

Organize v New folder f= -

plate
it Macro-Enabled Template
1t 97-2003 Template

me

Wind: ideo

GIF Graphics Interchange Format

JPEG File Interchange Format

PNG Portable Netwark Graphics Format

Create a Video File:
File @z Backstage View 4 3 o747

Create a Video click L=

= Location=computer & HD Displays= Create Video

= File name= Save as type=>save=ok.

Creating an Image File:

ASTAGTS 711 FNL® 3@ 1391 GF/G-=9fera 3wy 7= JPEG (,jpg), GIF (.gif), TIFF (tiff)
@32 =+ ((bmp)

s. File ticas w@its Backstage View = file a9

2. SaveAs o I/ (A Save As 9@ fFF 3

v.Image File Types = a3 30r@ v 11

8.¥13bre i #f3s A% Add 3% «@3e click @ Savesfx

¢. 138 Tovw w1 e g cofs 311 2!

Printing Presentation:
Backstage @@

¢

* & & o o

Print Preview @25 &=y

File =Print= Print Preview.

@7 reT & — Esc key 519te 27 at Home Ribbon 4 Click.

Presentation Print s=ce 513 -

File ®Print 294w Printer @3 9 Name @3 4icd Printer name Select @1

Settings @ Print All Slides Select <t Print e sat Presentation @
T slide iR ©f #FE < ©i@ Print 2@

Print Selection Select ¥w@= Print west Presentation 3 s&wiv slide Print 3@

Custom Range : Enter Specific Slide to print : 5-7 (9i<fik ¢ 3t a 7=9) slide 93T ¢ T d2
BIRIE!

Print Layout @ Print Full Page Slides/Notes Pages/Outline #are~ss Select s@=
Print.

ATOT-38¢



Broadcasting Slideshow:
. PowerPoint Open =%
2. @ #rze +ifs broadcast s=cs 512 @it Open 31
©. A2e o 51eq = Start Slide Show group & Broadcast Slide Show (present
online) &= 31

~

. - : =
\ 2 X o -y
- Sameeeet Ykibe Nar Lrwrew +

Packaging Presentation:
5. PowerPoint presentation Open <f%

3. File®Export=>Package for CD button ®=#s Package for CD 35w & 311
S ey~ S 9 23 2|
©. Options button &= 3f11

¢. I FifSce sy presentations add w=te 12 Add Fileé %75 37 @ wrzefer add s=ce 513 ©f Select
37 932 o7 add ¢ 7 [
v, @31 Copy to CD f&= sf1i

Sada o oy OO

(ﬁmwmaﬁWﬁﬁmmﬁ,WamaﬁWﬁﬁWWW| o4 9T FiF BifS Ericte
20| ASTRAGH 12T BIfSTs % Fac0 T NG 7373 TS #H17 )
4.1 @« e {9 @32 I oy 96 Copy F40% 512 ©f = Yes e 31 |

Microestt Aowveciant

Tre Pher arre »arre iy coesed oo 1ee (1
D3 il WINE 30 CORV THH LANS THC B3 M3 Iy

LN N v

ATOT-58Y



Set Document Password:
s> File ®Backstage 4 Info

T | —
8.7 1eTRAS ~Premel Confirm F1F &=y W76 I AN FACS SERIY IFIE|
¢.password 54 27 ©f [Wf*vs Face file © Save [

Remove Password:

s.presentation Open 3 #Peas Remove 44 & |

2.Select File=Info &= 31

o. Protect Presentation = Password fuca Encrypt Select =f%

8.71e xS I ~Mewrs Clear Fe @32 oiw#w OK 7= 371

Emailing Slideshow:

». File ® Share=>Email Select =fxi

3. 3R oA Aaffeefr a3 e 3f:

¢ 930 307 I8 presentation B 71:3F F9re Send as Attachment |

¢ @ presentation  «3f forer A=ece 9= @36 33 create 7ts Send a Link |

¢ 93 (A TFors TG (pdf) T3 @ presentation sz F9te PDF @@ Send as PDF @32 a3
2 8 PDF %13+ 1Y@ 909 |

¢+ a3 xps % BN presentation B 1w F5re XPS 2341@ Send as XPS @32 #i3ehE a3 2o e Aeye
3

* T (A G99 1 F w1 N presentation T Send as Internet Fax f2oe s s s

(¥ 2fexeyy @6 fax service provider iR 513 o+ =1 F=1 21ts click Send as Internet Fax &< 337

32 @3 9F5 SERATIEE Nmfe T4 26 @AIE =i+ @36 provider f=iv7 F3ce A

Project Work:

Automatically slideshow in PowerPoint

e S Cofs 19 49 audience &= 23e +11f6 Presentation F5te @2 Options J<RIE FCS |
>. Slide Show tab=click Set Up slide Show.

2. Click =
Presentation & 3 options 4= siycw automatically slideshow Set Up Show dialog box « set up s -
running < s #if3:
() Presentation % automatically s=iei= &= @3 EiGens
# Ribbon gz Slide Show tab f&< F1% #7 Set Up Slide Show @ Sraie 357 &ivcq
# Show type @ Presented by a speaker (full screen) select 3%
#4919 Click OK.
(?) Presentation & automatically s=ici= &= @3 @16 =it

ATST-584



# Ribbon «= Slide Show tab f&< w=w 745 Set Up Slide Show @ wrries 751 wiivicq
# Show type e Browsed by an individual (window).select =%
#4317 Click OK.

(o) Presentation & automatically siieis &=y @2 &6 @4
#Ribbon gz Slide Show tab f&= s=w %% Set Up Slide Show 45 Srzieis 71 b1
# Show type @ Browsed at kiosk (full screen) select =f7, #431w Click OK

=

L] Tu D L. L= B

e | =] jga

H

ar s Bk mmd

5. Design Click s @32 Format Background select s

2. Format Background pane foes (3t Picture or texture fill #== 3f3

o. Format Background pane «= © 45 2@ picture's relative Brightness s @32 slide
Transparency bar adjust s 3=

8. Presentation gz sR+f slides @ background picture «+3 7% 3acs Apply  to All select 3@ e
“Aifq s Format Background pane & =& (@9 @1 (& #Mif¥

¢. design Click #s3 @32 Format Background select =fI

v. Format Background pane fses (3t Picture or texture fill #== 3f3

a. Format Background pane ¢3 o+ 1% 2 picture's relative Brightness =7 432 slide
Transparency bar adjust s 7

v. Presentation ¥z 3=+ slides @3 background picture %3 7% Facs Apply
to All select st e #ifs sy Format Background pane (& s=ee =03 (@ Af|

Remove a background picture:

5. Normal view = slide 5 select ¥ =« background pattern =t picture & remove s 513
2. Design tab f#< $"=Customize group <= @3« Format Background select =f%

o. Format Background pane 9 = Fil @@ =select Solid Fill.

¥

Eriin F

8. Color button @« down arrow = = sH = a.?n?r.white color select =%

ATOT-58b



Randomly presented the presentation:
S, IIEW HAILS N (WS 79

L s by s v

Hree
Edn

| T

©. 93 I (N6 fA15w T390 @32 oo Edit button & 3339 3w M 5@ #1130 M2 W32 S
GTEAITNCETSIR TO T Siferet (AR

Curiom Shows

lurparnia Blasw.

Bl

Copg

Liane

8. TSI I 51e] (J TS 12 GG Ao 27|

L Lk o T —

x [
¢. 93°T® W& juyena ferdoushy Order Slide Show (of{ & | ANSAFAGE A2 A1 BT TATHR @32 PR
T3rstefel 99 3¢ Set up Slide Show button click 3% | @it A2© ¢ 9 &= GG @5 & window SPi|

=1am

b, BIHACE (LTS 2R @ Showing All ®RIE #IfF<CS, Fptet PowerPoint & juyena ferdoushy e
@35 Custom show bI=IIR fAm= etz | Loop continuously until ‘Esc’Gic T Jite a6 3993 (4 =1 231

Save the Presentation for Show:

Slide ¥z @5 F1& 9ffel 577% 111 %7 Presentation 9fsi Show s1= &« Save 3 91431
>. 57 File 51=f6 ate Backstage @@ $4ce 3@

3. Backstage View ® save s f3iv- F10 2@

©. Presentation Show 733 IS 512 (1A St {16 340 3 )

8. Location < @ fAte 2@ i 3r2te vifsz)

¢. 91779 File Name: @tz save $:11
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) Title N

R Microsoft Office (MS Access) s

HOME

Introduction of Microsoft Access
Introducing Database Object
Data Type, Field, Record

Database file, Table, Query, Form, Report
Data Relationships, Joins, Macro, Data Export

What is Database:

*7ore o1td Database 20 STSISF AT (5] T6*IW | SR Data 1 ©27 @32 base o4 if6 a1 ©@™ | S5t Database
FICS AR @ ORI (BB A1 0= &l AE | BfGrw b Al S=pieat spifeare T/ Srmesly (THIAe 921 = | GF0]
(THTCICE BN 1 (A I (THT AFCS A | (THIACE GNFS I ITRAMFS (CHPTR (A ATIGICS (I (CoT IM T, -
&=, TS 41, FeAAl eorm oyt Fer Fa1 A | I90E [ow (@1 PR OIo e Feo e [mrse | @=: Microsoft
Access, FoxPro, dBase, Oracle, SQI 571t Database Program (g |

Introduction of Microsoft Access:

Access & Database Management Program. QWW/WW%@WWWWWWW | (-
TIGT @G, TIoT ST, Soge, o 341 Tont FeneteT ws Tarere F41 I | S5 Database Management Program
@3 51RtS Microsoft Access /A=A SIfkE Rl “ihedm I R @t IraemRi;d Fitz oL =i @G Database
Program. 92 Program =% FoxPro, dBase, Oracle, SQL %51 Database Program @@ | MS-Access <& Window
& 51 Database Window. T34t S1eetetl Table, Quary, From, Report, Macro, Module SISt 3<% 7 |

How to Open & Close Ms Access:
Desktop Start Button = All Programs= Microsoft Office = Microsoft Access 2013.

Command Tab  Quick Access Toolbar Ribbon Contextual Ribbon Command Group

T

Navigation Pane Status bar Object WindMh

©oitzm foaf Microsoft Access 2016 «3 Window ififofe
PTG (*ITT Access (AT (A (FF S & File Menu o Exit W&m7 e =7 | (I @Iced Alt+F4 6w
QAL BT 92 FI& 1 T17)



RDBMS: RDBMS ¥ %3% Relational Database Management System. RDBMS ¢t (Shitace fRfen
o GRet tofR, fAm@e, 751F groiw, AL, FHACTH, SPraie 2ofo IER & (@ FFo eI od I *%fs
[IRL A1 =A|

Data: tebr o w2y 31 TI1e | 3 O 2 (I e TN, TR, (67, Brer 71 (R 323 ™ | T 1 I (C5T
TRFCT 1 14T =W ©12 =T [ (SO | WK I IR (©hT erews &ffo 90 A1 ACF 1 (el 7 T=IB 0 AT (T T |

Data Manipulation: @ S syfe[RTeR TR e eibiee Table @3 ¥ Data Entry 331, SIS
(5T TG a1, SHATSE 1, AOPIZ P A Q9[TFIRCPL OIGT AT Tre{re =1 =)

Data Control: bt fiw@et 21 @3 2SI e S & G ©2F =TT, TF LT #[7& O T T20S2
SUIATE T A (6T M RHRATS, T T TN Toi7 (@11 IR ISR (61 fmget 2AfeFa|fs sra sz 93e
STTTefeT AfRGTeTT PR ©f 2RI T30 I @32 i fofers A Feres @ F11 I

Introducing Database Object: «sfs ebrarem W&ty Ffow =Reer® ACF | T Table, Queries, Froms,
Report, Macros, Modules. Access TR F1e Fa1 *t8 qafer T3 Ao A == |

Table : Access TebTEaTER liffis SRTGRLA A GRET | (BReT =IOT Access (THIAEH (P SEg 7R | TGS I
TGS U GG (GIRTET MT=o I A T | @ AN AT [ =T SN2 3 @ *Arar, 20709 =irar, @ @ =irar |
e BT G @36 GRET g T witr @RI @ =E 76 Toife RIS A0d | e =R &y S[E SEml
5 (BfReT AT @A AP SR-I7 I FARCA (q0-9o] FRAFFS (I @R [Rera =111 &) =7 @36 GReeT oanfae
R e afeia e 46 | forfs GRe 78 At @it o1 FIRT 9@+ | =17 EI6E 'R Access (COIEE A TR
PR TSR O 4R FAE |

Queries: Query o S+ 93 OIS AFGFS CHPTCRA VKT ([AF 2ATAGI I A= (@67 (e F¢H A (@R
T ©Tx A0S (1 1291 0o 391 20 T T Query T | TS G (©F! GReT ST FHCT TR 79T (6 A3 o
2RI Y ova RO ¥ya @9 @1 e 61 31 @19 @ Record 93 (ot Sl $1 23 F1R ATIe 209 211 |
©2 Query IS |

Froms: @bt omffs < Rmge w99 o Froms I33© 29/ (@67 GRa Ti9 Toie (S6t OfF w1 9191 9%y Sieet
Froms &3 wate T Froms 413 @ fog = 311 781 291 O M4=ers @bt GRes wieerst Froms @ @6t «f G
@ SIS | G=STe (@ AWF s AfAfers (@bt G e eres bl S3rsite muits &= Froms jRde=<)

Report: cbis @ e bt 25 w31 a1 g ob fefers Report simia AR o= ey 2% w19 et 21|
w4+ Report F%1tsr iy Report tofi F7cs =11 Report @3 sitd Graph/Chart, =R 2ot siewed 3@
Report & i3 <11 17

Macros: @ @oIReEd 9 AfEFHE Somi | FIeR S AT & @b 92T W1 247 TSI SB[t
FIed Oifereice Wit eI Recording e 12l 231 ©I99E I3 1K1 03 O WICF! BT O FR9CT IS 19
IfSTS ™ | IO TN YA B! I | QTS 3 AT <G |

Modules: =% 5% e e @3 78T Access & R (@a tofzw w5 Modules 2= +|

What is Data Type: ©5rz 35 T2 @1 A (©61 (GReT «ff T4 T 71 | 9ff FA18 (CHIRTe [RUaae RE®@
PIeT AT I | TN ¢ Quantaty @6 (B6T 7 | Quantaty FFeea SIRIGT S*12 wAfae A5 ©2F A1 o6 «ff 341 =1
qRR AT A6F TCHPTCR Ao FHGT (- @, [RE, o=, orf T97iW ) SFER weaeR 0o #ITa | GTeey =72
Quantaty T3 (THItF TR (THT IR @ TWYS FACO X(J | YL ARFROI@ T AKCS J(A (COR R Do Al #{=eeT
o (BB (GFReT fEeEa 41 787 T(J 7 R O T 771 IS (THT «ff 1S SP1T | OIR (THT OfFF 7ItE SN2 |0 (To
YIRETPICH (OO (BT feeR el SToy s |

Field: waea waow s =1 5w | @30 affs Sotme @wes w1, B3, Gl 793 oy «3 @t 5 e «@r
=7 | b fire FRerS T (2R RO AT | T IS5 CTER (CH1Td SRl G0 7 R 4 @3k &1 Fmbre
QT JFLACTR (0T |

ATST-5¢



| - EI - - = i &8 - - |
Record: s5fesre w2y o< | 3w (@I GRem azeea 91 ¢ BFm FlRs A o G amese SN ¢ e e =1 956
@FC | G TOG AT NN-BFI G5 GReeT Mo A6 7 (R ToLt @FT Wi 0T 491 2 | Wwd & esd
T A = I @FC | ARSI 2 GG @[ [ MRS W (@RS RN {5 3 |

GG @FE

| - EEEEE—— == & - 5= - |

Data Cell: bt GRte= 2fSf &= 31 99 G 36311 SI_IR I 0¥ (T GReem AfF At Ffomes 9 93 ot 20T o6t

Tt

How to create a database file?

File @ New

| = [

-

Blank Database = Type File name = Create = Table = Design View = Type Table Name = Ok.

ATOT-¢



Field Name DataType | Description B . |
ID Auto number - :
Name Short Text
F Name Short Text —
M _Name Short Text
Village Short Text 7
Post Short Text
Upzala Short Text
District Short Text
Sex Look Up
Wizard
Date of Birth Date/Time
Blood Group Look Up
Wizard
Education Short Text
Admission fees Currency
Picture OLE Object
Meritorious Yes/No
Status —— .
Mobile No Number o T NN ST
NID No Number
Data Types:

Text: Text 3@ 347 A-Z, R@mfoD (S5, 1, @i, Gicaer Toyifny 932 @ g 2181 GH6 e 3990 391 21 G35
RPTog 499 IO 3¢L FIEBF AT

Memo: It RO GG O6T 4T A1 (SHIRE (e Reeb GHE rres «fFeme e ks 2

Number:0-9 g 7 28 25 = {F J2T| (CHITACS (AR 7= o [fon 72451 @fF w41 23

Date/Time : Rfes TG 72201 O (SHIECSR (AT (B5/512N e GG 91 201 9 R 2Jy31a 5177 w2 92 A
Tox2 270 T AW @ KFA 578 3G b A6

Currency: (SbIE® (ST IR e @ 4909 (S61 355 P41 W @ 49 T M@ b A2 1 O (F (I O A
AT 25 T (Fq afb IR W

Autonumber : bt GRE AfGFe (©6! @R 7T TLFTSIR =1 FI &= G (@61 15w F 11 23
Yes/No:qft M1 @ @9 @36 FH | (OOIRer Aty @ == 79y, {21, 2f, 1, OF, % @ IEIHE @A @ G0
95 = T

OLE Object: @7 94 35 2o Object Linking and Embedding S3csites siwyiay afafis @5« @1e, qr3pw,
ASRHATT TN (AP (T =, =, A1 29717 Gt G4 Rees 12t 313

Hyperlink : 55%iq G35 @241 G35 ¢ T30 A NE© (o611 Zrreeq 41790 0l 208y ISR AT

Lookup Wizard: 4 &S e 517 (S5 3995 A1 FCH (I o775 (A0 AN (O61 2455 =1 1]

File = save. Table File Open Then Type Date.

To Create a New Table (Design View): Microsoft Access @ G¢Rel sReersfl IR 7= T
SR S (SR SIS (ST 73R (F (GRET Aff F41 27 O ©IGT GIRe 01 A9 (FIH SIHIES FIR ©IGT AfF F19
Y @F 1 9IRS GR o P09 W1 961 oGl GRel Datasheet View @izdt Design View @iice teff w1
| Ay G tofs w313 2t SiesT =1 2e7-

Access & tofiFe @1+ eiticie Open 371 Student Information ©itiRef o1 F=t==| Create Ribbon
(2t Tables Command Group @3 Table Option & Table Datasheet Window Click 3f¥1

[ . 2 o

" = 5 O - -
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Aroris (GR g g (282 P01 o912 TAER Brad 79 GREeTE & @i R AL FA0O R | NHF(H TGS
tofge &= Gf<s1 Roll No ,, Name, Subject, Fees, Fees Paid, Remarks fr=e+t 32 e $0S 51311 ©IR0e

wcers §3csf @3 Click Add Option @ Click F3t® 2@ ¥ ©ibt forg 2w 2611

Roll No frte @ <3t ©ibT 243 F1C® 513 ©f euf*e ©ibt 5134 o8 (2 Biwd #3711 = 37 Number Select

g1 Roll No s &y «aft wers o 203 @32 Click to Add s st s e

3 ©itk Name, Subject, Fees, Fees Paid, Remarks s o=y 32wy Text, Text, Currency,

Yes/ No, Memo it 5125 = 330 211

[ _=u -
B omE W R mEOsTT WL —3

} 1k i

ﬁc._. o
QLI A (@, 273 78 *f8e Field1, Field2, Field3 ..........ccco......... T 23 2R ©i3 Fo @foET
e T 2RSS T AT |

weers ©3est @3 Field1 wics Mouse Right Button Click @ grersft seicaw 7 (7w Rename s=te
'@ &%= — Name, Subject, Fees, Fees Paid, Remarks = fe+e1 f12ce 2@
File = Save Type Table name = Ok.

Create database File.

File & New
& e ec—————— ——— ..
. ' 7
d PN s L R
ST & I
- 3

.......

- I :

Blank Database = Type File name = Create = Table = Design View = Type Table Name = Ok.

File & save. Table File Open Then Type Date.
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Query:

Access Dadabase afGFe SRR (AF RSN S5 (e 0 1 (@R WG O (EAfFFee @ F139 tofF 11 1 52
3 Query FgH| udiR @3 I @IifdF “AfFe)ef ©ibt GReew s Data’s st @@ Afug =$neeies 7y Data @@=
4@ Query @ AR a3t Data GRel etoiw F3c ©iF 5we Record 2w e 231 77 @ @9 5750 5jyiq
@4 e Data 9ol 9 (@ @ Query I 9 2 Query  GRe 92 O (o F41 3 AT | G
Query Wizard «32 w2 Design View | @5 gy wifds s12e @32 w23 25 Design View.

To Create Query Design View:

Access Database Program 4 tefsgs GfRetsjeans sweaw Design View FGRI (o1 F909 513 N1 e (et z=1-
= Database File Open =i2t® 2@

Create Ribbo @@ Query Command Group 93 Design View s#=+fcs Click +f71 =i Show Table
Disign Dialog Box #vf*® 2w o= —

Show Table Dialog Box 2= @ Table 93 &7 fofe I3 Query 3o 511 (72 G 71w Select T3t 2@

ﬁ
= n " = i =1 o -
1 & I it - el i i= ¥ L
-t
- I--'.l. .l
s i
u{:u- o I = @ B O3 Tl

Dialog Box «t# Click = Add. @z#=Click = Close.

Query Window 47 %+tsw wie=ics It Field List Window @32 faes wig=ice <est Design Grid Window, Field
List Window s Selected Table +t== siemmi sietwr icg (2icd | Design Gride Window s Query’s Condition
Apply e =@

Field List @@ @7 Field fata Query s=ce 513 12 Field @3 91ty o=t f#e w17 Field +eet Query Design
Gread @3 “rmsiift Add 231 @3-

ﬂ'ﬂ' - i - B = O & O - -
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Query Design Grid «= Field @ite S& 2toreft s (19 @ a6 F% S0 g < 932 (12 7 @1
GRE A 9eir of GRER @te @2 Fi@l Fae Wwe Condition Apply 3% 3@ I&@%=- Sort, Show,
Criteria, Or 295t IR =1 QS A

Sort: =3Fs Query GRER @IF FeR ©ib! 762 $@ @W=- Ascending/Descending wei sfeee s
Togo FRCO 5130 &F Iy Sort @1-(9 7 I

Fiid | o 1] i et i Feadsn Peadimn bt e

I | Hemga Upsar kw2 ketrpa Wb LT btk 1230

v R

O TR S« R

il

Show: ©ibiRwes G sRwebihbe @@= Datasheet View @32 Design View @2 92 SR (el 1 (9N
Query GRwe Y3SR M3l | TAER ez S3ceite @ fFrwsfiet iy I TR OF N @ @ Field
Datasheet View e @2te 71 51251 Show Row 3e && Field Column @3 Cheque Mark e & s
Unchequed 3=t 3@ ozt Querys Siomit S3ceics s+ Frees e Unchequed F© Field @« 2= =1

Criteria: Query Design Grid sty Query GRER & CoF© (@1 81 ST ST SibT (A ASATATH
fafue feg ©ibt (ee 12e Criteria @i-cs @12 *19 foraee 21 1 3§ Query Detasheet Window ¢s Fees
Field @3 o5t (3t %53 3000 G 3 ©IGTe[teT (q4es 5121 ©izes && F=ieww Criteria ¢ist Condition
fo14te 2@ <3000 1 92 ©iR e~ Condition Sty I3 AW *SATCATE ©IGT SN 2= | (T-

Rkt | Hame F W il Hyms [nins E o rion Bigpd Gup Ay imn Py bl e Mg

s | e kR W UEELE [T VT E T VERTL

tnd;

Yy =] %] B %] E =] 9 = O
s =T

|

e ¥ @ Save FAC© A

tofsge FAABE @ A Save T4 512 ¢1 7% Query Name Box @ f&te 3@ oi=#w Ok. = Query ©
BT SIBTRCS 71fe 271 @9 Query & w19 $c 513 — Design Contextual Ribbon @
Resulation Command Group «s Run ws#=foce f&< 371 @t Query-© Design Grid Window ¢s
Condition = ©IGT (M2t AR

Relating Data:

Normalisation: Database Normalisation 2= database & 3= 3t @™ duplicate ®9 s (= &
4T, OF G567 T W 92 TIGIERER AP (GBI N 961 P fFew/Fes @ Wy [eemAte established =@; )
& duplicate o5 9eiee Minimum ¢ 92 normalisation 2ePT @F31g GIF61E CIGIEETE (Fas 2Ty

Define relationships between tables:

Relationships Data:

@ s Bor fofe 03 M2 A1 srolfdd (GReTa 0y OIbT AW e FF & (@ 2R Gl 1 2 NP [T TIHeEer
0T | TIBT (JCE « FREANLY @R ey Access @i RDBMS (Relational Data Base Management System)
0 | G5 (THITATe G GReT AT AR | (COIAe o GRET @Red AL 7 9o GRER @FIeq TS
COBTCE fCemIa 90T | SIS (BT femi =e= fafeq obT (GfReema arabin =fermiet 71 | femiape (R W4 (03 7
FTRCE (COT ARG FIE T F[ AW | dopus e Edgar Frank Codd 7 &=2s et safoq et 6 |
Types of Relaionship (femafitas as=rew):

Access @i © H= HE M= =1 @=: one to one, one to many, many to many. 92ere (< § 631
AR AR RTINS 1 4 @ e g1

Conditions of Make the Relationship (femfs tol1 3717 *19):

EmaMeiw g =1 =) @=:

(>) FHCETRIET (BB G TR T FAACF G T 550 AR | I 08 (6T 51251, 70 12w @32 FIH 3951 @32
sl
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R) @ @ @36 GRE™ @3 Fo AT gt Wi 3o @) 9L AENR N 71 AHeFo e o7 6T 2o
Q|

(0) ToX G @3 5w Open AFCS A

(8) @31f¥F GRE Ao 2@

(@) TR (o W0 (FISIE2 (GRTeT ©IbT 2955 1 A1

(b) F o 28 To GRER I9ACF @i free Primary Key 3& F3ce 2@

(q) T2 Tox GReER fFewa J «3e SibitRa 2 e X

Advantage of Relationshep (=M« F=r= jf<4):

@ (@1 REMHIE SibTEe (RDBMS) O & HEem#1913 20 31 o8| eibie foesd F111 &= Reem i@ a3 e
B f2oItd 92 20| (@ (@17 @i GRET 71238 e ©ibt @it I ©f 5151% (oF1 267 o197 GRE «fF 20 IR SibiEe
fEeI3eR CFea fAeEmRRTeR JR{a o

S | PTG Qe 3 SIHell STIeel |

3 Data s9we! Iy A4S TR A |

o FRRFPINWL & IR (oI7ST JH0S TSt 30|

8| S GIGT TH I ST I

¢ fN7ea o%a RISt I

Y| (T5T ([ISF FIHAS! 2AF I T 2P (g FRITS! IR A

One to One Relationship:

M (CHIERER 90 GRER 9 @@ 999 o @6 GRe™ @3 g 9 @ e 71% (Relation) < @
SR TP RN Ie1 2% 9314 § e+ Reemiwf¥l| 7@ Primary Key @332 Primary Key a3 sy fsem=
o T T @ AR (o 27

Make ¢34 § e+ fReemafist:

W 34 Employee @32 Salary 9@ 46 (ebiHRce w1y @ e o T3t 2631 ufb GRee omyiay fReees s
Employee ID witw= frg itz 432 ©te 23317 F1 616 31 000 132 Tox (Fa e (ShIb12% F199 (3l QIR

Database tool >> Relationships >> #79eit1 GRe 532 J1 A6 v GfRel I6E F9 F909 2@ Aoy
Shwo Table ©2st 2te Table G FiteE T GRe A% F1ers 36 9v 6 76 36 @w 3400 [ 99 GRER
AT 312 Y& or AT ©ivt T &2 GRETR AZNA F 7Y@ Rrews T2 v71 w700 =@ Enforce Referential
Integrity (4 97 &< T 513 GReT @ ©I6T @il T ©F S GRE I& W et 1 71228 ol “Aneaes «i
51l ©f FIB12 T3 @2 ©IbT GfGe sfe 1), Cascade Update Releted Fields(«f @fbe a1 w2t 5135 Gi<e
@q AT fFrer Af e ©ibT GfSt T AERAL, ANES GRET (@9 (©67 St FICE ©f 513 GRE At 30E-),
Cascade Delate Related Record(*i&® R @R Ge [ 9 of b3 GRee Bt == I &
o PBITs J1 T4t ) T oo 5+ 3| wsbe $@ Create>> Click on save >> Close >> @ &
3 GRem Data Sheet view (o i ©i5t 3996 3900 2@ 93 GFS @fF3 27 I A (+) oz e F9 o
RErRge GRe 9P [MemH e 1o 519 eee BT 29905 F Mo 2611 (2l R To GRe 76 s oibt 39906
R A et @fSs «=e fofels w19 &=y Database tool>> Relationships @ @2t o=t wi<w 96 G o
Yy A6 59 I afeh It fEfit w=1 T

One to Many Relationship:

IM (SO @ GRER 9 @S 997 93 @6 GRER @FIET @A AR TEFS A O[F O™ AGIE
T o1 2 63 § (N [Heemia | @RIt 3o A2 ifs F1 @ A T F1 @ [Heeri= (o =201 Q98 ST ufb Ge
FCS I | ¥y G 2AIITA F MR CFq 5130 GRee fon eeo Ai30q F ¢6 F900 7R K= Mol G5 GAEs
GRE= AR F 1Y@ o 5120 GRER 992 AR e 8o u7 F900 3@ AIZNH 1 912y for feresq §o faex
391 JeA1 A wdfie @il Primary Key a3 312 (19 5/ |

HSIEM:

S| BB SR*72 AT qfo (G{eT AT 3 |

31 GfRe ea Wy A @3 #9= Field 2wt 2@

ol Primary Key 4772 Foreign Key 4= ffeem4 2611

81 eI oK el ©iGT @fF =1 AT

€| AT G (0P 51278 (BRI ©Ibt @fF F41 IR, (g 5138 (GIRe (A0 SA7as (G ©ibt «fF F=1 ==

Datasheet tools >> Relationship >>Add table >>Select table >>Add>>Close>> i G
AT I J& Foce FIeTE FC 5128 GRETR TEA FI0O B9 FA0O 0 (93 10N e 8249) >> Select all cheek
box>> Create>> Save>> Close.

TRl (o =T @1 = R0 ©I6T @ 4109 2|
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Many to Many Relationship:

SN § 8 A1 8 § (i FReemiwfieas sryest (7 § (i fReemmi¥ist o w1 31 3w (o6t ([uers @it GRee @i
FIC IR @I (Obf [ GFIfET @Fea M TS A, ©F o TR [{ErH o 3= @@ @fF § @y
REPRRs @A F9ACF ot GRE AFCS 2@ TTo e § 87 @I T+ § (I f{emm ez @ fRem=fist ot 23
@ ANET @32 O ufb 513 G| AR F (W (@1 e A AFS 1 (@ HETTAee! ST 613 GRices e g
I (AT GRETE 92 AEE T B9 FH09 A U2 3 5138 GRER @ ANEs GREN a2 e e $91 F09
TR | NI PCO6 I AT 9T A5 G 932 TMFNG AT 932 9 370! AR ufb 5137 GRe e fReemmfaa
o T @I T@W @, SES GRE A7 IS FA00 @1 JUoB 3N GR oot w3fS s i3y i, e 3wt
GRTE Bres w13fS AT Wroe @ETE TR rT 23R F (94 Hos =13fS sl FEw F @ 372 2), TR_E
Qe 3T GRE @ETEa T3 7w S5 AT *98 @F I9 e AI3=ifd Fi 7@ T/ AR (9AH G&GCEE=
= 2 Foreign Key)|

Many to Many Relationship:

Database tool >> Relationships >> 7o GRe 5732 71 Aecst Add GRet A6 5w w1 GRe ot Fiesrs
3@ Add 932 Close 5 73 F900 @1 Hos 39! GRER Hros oizfS e o $1 9371 39 GRe™ 93
fFCT U7 A0S 2@ 932 I I GRER @RreH 1 fFe ol 3@ @it 2 GRER @ftrg=H Jr@e ree oo
FACS A1 SR AT S i 51w 5 IS 9Ie I (FEE, G2 992 @S 0 ~MES GRe ot off 3@ (+) oz
73 I 279 5138 (G 4T bt @ff FF 932 91F (+) BiT kiR % @ o7 GReae 7228 witt «ff 3300 2@
Qe e @St w32 fBfeis w99 o=y Database tool>> Relationships @ @<t o=t si<w 1f6 G o9
Ny A6 < I @fSs 1 fofis w=t I

G AT GRe I& FAC BIGT 5ot (e P fcemiafisl Freers 3@ F=eiel 9136 79 3@ I& 391 932 ~1ES GRee™
AT 1 Y@ v ol 3 89 GRTea 1238 et B F9ro 2031 8 GIRTE AT A1 A8 T3901 @ AT

ES

o=
e —

Analyze:

THHIGE [EE 03 8 THR AES ARG Togrom 391 & @ oM %o =F |
Database Tools>>Analyze>>performance>>Select all>>ok.

Indexing
Index @3 9igf 20 b1 toR F411 Sort 3t Filter u3 ¥© 133SI 4T I 93T Frewa 897 Index to:1 1 I3 &=

T Index 3919 A9 ©IGIES 19+ (F19 ©i5T A T <Gt Index 23 I @1 e Primary 1 51y@ 30
C12 o 997 3@ O Index 3919 7519 =1 911 (31 GReT Primary § 919 @9 wifssies ¢veg Primary-
I @H T 2, ERg Primary §1 <60 s o g e [Index 6 @1 Fee Aew W |1 FIEd oy
Index 2 Primary $ :y% e 78 2 31| g Primary § 2= aswt@ Unique s (&Sl et siemr
©IR I F19 ¥© Fw) o2 «ft w1« «twtg Primary 1 71e3@ st Design View @ Primary &
Jifes v 491 =rets Memo, Hyperlink @32 OLE s Index =1 T 71 121 Index <11 I3 @36 20%
Property i+ (2t 932 9956 202 Tool G (AT
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To Create Forms:

Access database Program ¢ @< s<eerd @9 wsf From @< Object | @ ©ibt GfRest @ ©itt
ff 1 AW (o TS AN TGt @fF FIC AR oo TibiEm [ @ GRE @R ot o 9 s &
&= @Rt From (R 335 , o977 072 T ©ibt @ff 11 ofosme 21 | Uit @@ I “afore Form toff w4t
31 @+; From, From Design, From Wizard 2esifxi

Types of bound forms

Access @ 13 {71 ¥ =icz) 94249 5= bound form | @sjfer atF wieitzs Bofx faewAier wi== Unbound
forms.

Creating From Command:

«3f wibiew File Open #12te 21 9t 7 Student Information Database s+ wczez|

Access Database Window Nevigation Pane e G @9 821 fofe st1 From o1 3909 5% ©f
Select f71

Create Ribbon @ From Command Group 93 From s#==iafce 7% 371 T fifve GRReba
fFweten i @36 Record From Si<itd SReers S3sits Ao 2631 (-

oo .

foca awf¥e Record Bar «s fRfew wissew s Previous, Next, Last, First, New Record «3
FTGe[CeT w1 [
AEA Fiw <ty tofzige From File & ¢ Save 3tz fAte 21
Using FromWizard Command:
«3fs eibiee File Open s12te 211 9t 37 Student Information Database s« wczcz|
Access Database Window Nevigation Pane 2t GRe @5 &9 f$f$ @ From Wizard tsst
F90e 513 ©f Select sf11
Create Ribbon @@ From Command Group ¥3 From Wizard s==i=fore f&s <% w1 From
Wizard zvf¥fe 231 @=-

C — e ———————eeee

(- EEN - . .= |
#wf¥e Dialouge 3% @ Table File & Select F=t® 3@ & GfRe o @ @ Gl @ Ao sy
From tef? 33ce 514 ¢12 G i s 341
Available Field Box 4 f5&$ GfRes e e fors awi*e 2@
S 7 for% (2= (P11 frces o From of ace viw, o o5 Available Field 2= Field Select
3@ Mouse @ Doubel Click s Selected Fields Box @ siztae 3fH1 (-
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Form Click = Next. From Wizerd wrier 351 2wf*fe 331 Select Alout Would you Like For
Your From? @t Select Column/ Datasheet /Tabuler/Justifiz Option @@ @ @15 93
Select w7t@ 2@ Click= Next. =Click = Finish.

Report Basic (Create report using design)

Access Uit I o[eeE 97 W5 Report (Reeiit) uf s@eers | witt GfRice ot fofers sl omra
AR F119 e 231 999 Report Command Group @ Raysia ssi@sjeeie =iy e tofy $3cs 27
RCATGT AR AT/ 516, =fF 29717 e e ReAG e Swdqw T A1 SBIAS S ~whors [eol cofs w1
71 % Report Report Design, Report wizard Zesifu

Create report using design:

@36 ©ibie® open ¥4I @¥ #F Create Click s+ Then Report design Click s371 @<= Design
Tab 4 Click 7, @2< Add Existing Fields a4 Click 351

[ e — = mEesE®e@ ¢ oueuicm

G ke =g smfe 33-

Report Header: «<its 1 g @4l 23 *3¥i@ 2424 #oiR Mot of 2mi*e 21 Report & @4 92y
BT205e 9T (14l ]|

Page Header: 931t a1 f5g (5131 3 2To5< #{Toiq A ©f 23 2011 @5 @1 rreer @f%2, 597 797, JuC[
EERIECHIE]

Group Header: 3 &1+ fFteeq 87 aif*i f<ime T30 AP O 20953 J0oid M O g @141 13917 27 921 o
fo14te 2031 @ifEF Yfoi2 (@ T &=y fon fon @2t sicares w=1 I

Detail: @ GRet wi2at Query S fReeiit tofs 1= w15 w11 23 @2t &7 G wi2ar Query Data oeet
92T 2o 2|

Page Footer: 93t 1 77g 7141 203 2053 #{Toi 1 2iice of 23 203 | @9 791 791 ©if¥d Topif)
Report Footer: Reoica 3w stz sKfw 2ieg @b awf¥e 221 @ @ NSz frces peig @i,
ST ALY, N 74, PG 74yl Twpifu

«as7s Heder, Footer toft % @32 Detail @ 9tz @ @ Field e 1@ <= o131 12 Field +ffeits Feets 2
Mouse fawa o191 st Detail @ 9t e s1iferca fee 2631 @9 29 save 3909 A
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Macros:
Click Macro from the CREATE tab

D £ Module

,5?" Class Module
Macro
22| Visual Basic

Macros & Code

Add actions by selecting an action from the combo box

Customise the actions if required

¥ sammoi
= Clpenlmm *
i fHare | Durdoars Porm =1
Faus =§
----- vk = -
Dats kA =]
i i e =
¥ =
Repeat steps 2 and 3 for each action you want to add
TR =
T el e
H ey o

Save the macro

BT E T
P
aEt]

Then Save The Macro.

Data Import (Different types of data Access can Import)
Microsoft Office Excel.

Microsoft Office Access.

ODBC Databases (For example, SQL Server)

Text files (delimited or fixed-width)

XML Files.

X3

*

X3

*

X3

*

X3

*

7
.0

*,
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To import the data in Access, we first need to open the Access database and then go to the External Data
tab as in the following screenshot.

Mrge o haw

-

In Import & Link group, ¢

-1

lick on the Access option.

Browse the Access database from which you want to import the data and then select the first option which
says Import tables, queries, form etc. Now, click OK.

—
et - b A

——r—

In the above dialog box, you can see different tabs for Tables, Queries, Forms etc. from where you can
select what kind of data you want to import.

e

v
Conimsrmn  Pamerewy  bbmgmer to

Let us go to the Reports tab and select any report you want to import; you can also select all the data by
clicking on the Select All button. Let us select Projects and click Ok.




Data export
Data export is actually the opposite of Data Import. In data import, we fetch data from other
formats, while in export we save data in other formats also. To understand what kind of data you
can export from Access Data, let's open your database and go to the External Data tab.

Asvmavobniarns  Udabawe L Usvevy M lamesd A MM Srmrrrae Wanss

ATOT-5v0

Wrsprion Pare

Haady

s 2o

In the Export group, you can see the different kind of options available for data export from Access.

Following are the most commonly used data export formats -
Microsoft Office Excel

¢ Microsoft Office Access
e ODBC Databases (For example, SQL Server)
e Text files (delimited or fixed-width)
e XML Files
Example

Let us look at a simple example of data export from Access. Open your database where you want to export

the data from. In the Navigation Pane, select th

" - -

g cl!

aewal
3 l
3

AVANGAQAUNRGY

e object that you want to export the data from.

You can export the data from table, query, form, and report objects etc. Let us select the quAIIProjects and

then, go to the External Data tab.

On the External Data tab, click on the type of data that you want to export to. For example, to export data

in a format that can be opened by Microsoft Excel, click Excel.



e tbestuwie

e 84 b bt B o

e A arby

wett b mapont -

I e |

Access starts the Export wizard. In the wizard, you can set the information such as the destination file name
and format, whether to include formatting and the layout, which records to export. Once you are done with

the required information, click Ok.

Famr bom e mssave
bose Shaitt bous

et —— e ee———— = b

1 e e mewe

e TR SR ED s Wt bl aie b 18 Mt bly et Dot e b BB g B b

i

On this screen of the Wizard, Access usually asks you if you want to save the details of the export operation.
If you think you will need to perform the same operation on a recurring basis, select the Save export

steps check box and close the dialog box.
The following Excel file opens up.

L

-y - —virea
| RS rg Durmg DI it R
"
R e T O B
— vt W e Py L.

s L S w—
A8 D o - A
B bt e T Ades

LI R ] v Aire s

Let us now suppose

Pepat . s e

e B L T I T T e

ety B @y . ——— by -

Specify the export options and click Ok. You will see the Encode dialog box, wherein we want to export the

data in default encoding.

=

you want to export data to a text file, on the External Data tab, click on the Text File.

Zewent
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On this screen of the wizard, Access usually asks you if you want to save the details of the export
operation. If you think you will need to perform the same operation on a recurring basis, select the Save

| Encode ‘gryiliProjects’ As

|
| Choose e encocirg to ure for savng the file:
®)

icoms (Sefauity

INEDOS
() Urkcccs
(7 Upsenee (UTFE)

Select the first option and click Ok.

Baport - Tan e

Saes Lapor Dase

Pt el spetvg wywmopats 1y bn €

Vs rara Al S

TN PN Wb b Pt D0 £ A O M L ey

D0 /o Wao® 10 2wt HR e et AHI0n TOw A1 SA0w 108 13 S0y ORI R WAt K900 Hhe et

export steps check box and close the dialog box.

You will now see that the Text file is open.
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Similarly, you can explore other options as well.
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é@a%i Title \‘&\

R Graphic Design (Adobe Illustrator) e

REEEE

HOME

Introductions of Graphic Design
Introductions of Adobe Illustrator
Tools Activities

Palette Activities

Project: Business Card, Poster
File Saving & Printing af&=at

Introductions of Graphic Design
oA foeran 21 BIResitalifss, Thiaifr @3 oraz IIRE T 7= oM fSgre @i 2@t ot v @3 wFser
AT 213 feie=e 1T It messege 9 A TR QNEIeR &= fogyare ANa toff FE|
ifers ez image / =, 291, fba ([fea shape) @32 @3 (Typography) 3 e &= e s Som
SIE {932 messege I IS fogrie SogeHT toff F0a 93 fae IEA|
s FoeReTa sd=e Aaiejfer oy TR FCAEE e (el @32 i), TS T (reife, FH2Imsia @32
33), ST A AT FF+it, Rewtsiw, ST ez, (ArBE, IFHE, 207 Ao Toif™ smye e
TS ARGSIR IS (I Ie0 I WFTEHI FpCAC, &b I8, FIETSR (AT ¥F FE S IR T (o1 A3+iibe
s FweEe wHye |
Digital graphic files 42 437 28-

. Raster : aror Aifers Preges o=t s, fPoe 2oz @b @b [,

@R R fiew 9<6 image o =11

2. Vector : o359 aifessfst Path @31 s=@ 0w @t = 9
ACF 11 T (0T ARFH @ 09 object @3 M+ ©r 23

AP fowrew o e
IO Ree Aifers fTwizn oo gl IR0 97 NG AN (@9 IS S8 Gealifda Iz 47 7A@3 (RIS Al
AP ifrs fTaisn 2= fogyae FHeE=m; aft AWe di=et 31 ISt Torgrom Face SIIAaife, =R €32 32 I/ I

afs FHIME, TCE, 515 Toyift v fifds 3@ aedim ez tofd 3w 1 sizrerz ffwe sweifg 12 aedd 330
G2 [ T AL Y& Tuee M=)
AR

e Professional image

e Brand Recognition

e Communication

e Building Trust and Goodwill g®sifai

e Fowigee ok :

Nire FoeIZ TP (FCS STO5T YR, GIBT OeT12N FPAR (A I etz o1 oS ffSares siwer e Restaw
2T %R & e 10, FF, J919, @IPRER, (GAER T J329 TR AF1 G A aetizs ¢ fase eqrese Aifes
eueeEe Fw g M ([@e2 AR @ @9 REEE text/@ 9 @ @ M7 TRET ere REeEy 9o w7y =,
SACPIAIRES, ATT 4 1 FSfSe T To Reeio MY @ SPE IR 3R RIS RGN @ FFIN F¢H (O | ife
FOGIRAR NGC GFer eI Oife? TRealfoce REm=aere, (Xiere I FRerEe 57 R s st Mes #ic=|
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FROTT@I W ST AN 0 =0 [0 ATfrsy Fowrt e Fioieers e (@ =ife=a ¢ fefabiezens 2 a3 S sifznrs
cif¥re i iz ¢ 3D it u3ta fifers 2 @3 Jou Jar @t FI@ I G CFa Y0 R TBRAEF 4F Yo T

s e @ Iw / 517 oFa FIREA?

9T % e ez 2o srpa 2ore fF-anisi e Fa 3317 & [Rxie F3ewg 7R @ed 8 [{oes
[BlgicdericRalCEISUIER PR @D K]

Advertising

Branding

Interface Design

Web Design 2oiifal

FOMA @ (@ 0 IS I T

Adobe Photoshop, Image editing 43 &=y s_w s« software. @i image retouch, background
remove, color correction, manipulation @< ¥1& Adobe Illustrator 43 G ©FeIE F1 T G=IST
ey Rfen 799 @ (o9 Fwe T I

Adobe Illustrator @ @ 491 FI& T AW :

Adobe Illustrator 4 3% = I« @ : Rers, JAE, i, [eest 316, Typography, Texture Effect
Y 1 499 1w T W 9 Image editing @3 1w @it Adobe Photoshop @3 3@ ereters =1 2 1)
g ARACEEAT TR AR 9T T W @, 936 o A1 ez ze 251 Adobe Photoshop @32 Adobe
[lustrator 7'51Te3 1 75 20® R | @I 9P I e Sie s fTeiswig 28 7 1| ©ie fGei2=1as &= 1° G2
T ARIE | CTer) 1512 R4 *CE|

Adobe Illustrator &2

Nlustrator <3 afFw fewizs Package Program| «3 siraresy RSy «taa feeiaa todt, 2f< Sl @ @141 IR | @ ARIET
YJ WO W ZoRWe Text (@) @R Picture / Graphics (2R) & 553 3563 3237 A'n, [Rea7+, (B[, Freeeio,
fefafbe Fe, e F1¢ a1 a7 | FEHfR gFmET fieR 5w serr Multimedia, Webpage, Online Graphics Design
T FICE FFMCE6F FIRR 41 {7 ARG |

Adobe Illustrator open F= =7 93 T FIe (AR &) F9% : Ctrl + N

G TS (AR #7 oA T 71 A |
— feltd (e A (FIZET 1N
. /ﬂm oo )
Let's start something new i
— m— G PIRETH ) 6 &Y
ot e [
LB

‘ ) . : QI 53 03 T

) .. T

@J19 93 9 spewt Create 2@|
Nlustrator 4 e Open 3 G 2R TS (MACS |
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> Menu Bar

—p Tool Bar

v

Document / Working
area/Artboard

+ %0 ¥-0

= — Palette
i n

. A g e

o I

o) e —]

-

» Scratch Area

Screen Interface

@ T TR I e GF FAco #A1fH | Fe Fa &y S Workng area 2iele @9 q1R0a1 R0ie wigeie g9 0o i |
IR0 @ SR 7T Scratch Area. o3 &% w21 3w Workng area @3 Sizip3R &% =03 | @eey «bies Print areas
0= | Scratch Areats Sl s 276 =q 417 |

Adobe lllustrator € %1e ¥4 38 Measurement, Alignment Z5if% < 7121 &= @it Ruler, Grid line @32 Guide
line I9%R I3 A | [[F5 fora @ =@wE]

- . o
S s =P Horizonta Ruler
"
"
T
L
- " » Bounding Box
= ¥
¥ —p Horizontal Guide Line
| &
&
L |
> _» Vertical Guide Line
¥ 1 "
E|.;|,-4_- P Vertical Ruler
=]

Grid Line : &= File/Document ¢« Back Ground 4&<e mT f2 = | @2 Ml R O W65 Grid 37 4% @3 o =112
Show/hide %=1 T | 51tz Grid Line 36T | 45T Show 341 U701 T8 Sid @3 A1 q3iif&s Object 37 SFrerg 2,
vy, alignment Tonfi fRed a7 7 |

Ruler : View menu 2t Ruler show @ 2@ | Click View - Ruler - Show

TICTF B9t W92 I UE Ruler (M4l Tt | BoIAGE 96 Horizontal Ruler €32 AW fqeabee I Vertical Ruler.
Guide Line : ¥ Guide Line ¢ite 251 @ Ruler @ &% mouse X Drag s=c Guide line e s
Bounding Box : = object #itei$ = siafuce @ Box 99 wrer (2t w1 @2 selection mark &
Bounding Box <1

Adobe Illustrator ¢ &= f&ers= a1 =< SFR & wen [{feg Tool, Palette s Menu sy ez (16T Coat 400 2T |
@37 ST ey Tool 71t 2ees &9 | At @6 Tool Bar =€ (7 =itg | 2t (=56 (/6 @ [con @3 2fF (7l =itg
QU eSO ¢ Tool | 2tsrsb Tool «d fog fog Fie ez |
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LE 4

Selection tool H D\ﬁ Direction tool
Selection tool H‘: GH Lasso tool
Pen tool H‘ ) ——> Curvature tool
Type tool &<—" ) /-‘——% Line tool
Ellipse tool <——€ ) ‘I‘%. Paintbrush tool
Shaper tool H/‘ H Eraser tool
Rotate tool ({—-——'-"-‘ @‘—% Scale tool
Width tool <———2" ":L——%.» Free Transform tool
Shape Builder tool M‘ W ‘—:> Perspective tool
Mesh tool <—— IEl———= Gradient tool
Eve Dropper tool H ) 'E’o—}- Blend tool
Sprayer tool "{'——-@‘ ‘-'-I-I,_% Graph tool
Art Board tool *%—_b 2 —————> Slice tool

Hand tool H, 0\4‘)' Zoom tool
Fill Color tool <1~ | “¥——— SwapFill & Stroke

Default Fill & Stroke {——Eﬂ—% e
Color Button [/1——— None button
Gradient button J ————> Draw Inside
Draw Normal M Changr Screen Mode
(11} % Edit toolbar

Draw Behind

Tool Activities:
&rerRo Tools fFed FIe FF 9IF AN (6T & |

*% Selection Tool ¢ (@ S{eegd &2 e @ Click 3@ 07 SReeG b Pieee 41 A | GRSl A8 G FC AR
SRS GIIfF SCET GFAC FIEE T4 TR | AR S&fFe 71 9 TP GSIF e S PIeere Face 20 9o scas Click
¥ Pieere e Key board wits Shift totet 4ta s ey «3ifes s@ees Click 3901 (18 SReeg et Pieet® &3 A |
Keyboard command: V



ATOI-yq0

*# Direct Selection Tool ¢ FF SRETEA SR* [RE=E PIeeig F09 &5 @ 5= 2R A1 2 | S{Cesd =R+ [Ree Preerg
@ @1 = Delete, Move, Shape change Terfn Face ~Aif7 | G=IST (FF group (AtF G SRCGICE MO PIers
Far I | Keyboard command: A

“ X s
In"‘ ..+
f !
+/: m .
i:Hdt.DimnS-lekmntTawl press Delete
- Drag right side of
the cirche

* Gradient Tool ¢ 12 3R AR (FIF SCECEA B2F TR GF IR F1 T |

TR T AR GRS I, TPOT A @ TSI (P W& s F99 47 Gradient Palette titw Gradient dider &=
03 ol [{Afem 32 Sel ect Faco AR | 947 Fieis T w@ces Gradient @3 w1t “inedm 71ed | Gradient dlider @
RIS T (7 AW | o =ieai color mode Grayscale 2w @161 Color Palette (ics CMY K mode @ e =@ |
Keyboard command : G

L

Slider

a%ﬂmfﬁ%m color mode #fies e TW@
* Eyedropper Tool 3 @ 5o TR (P SACesd Mg JoF TR #1eql I¥ | SR (@ e e g aFe R
SNeTT AE | WS35 @ B Eyedropper Tool fica f&< w9w % o1zt fill @ stroke color #iet =i |
Keyboard command : |
** Magic Wand Tools 8 g Gtem A=ieay et [Kfeq g okige uag R 99 9Fifiis S[keas e ©f  Feers 341 a1
@G Wiq fgeaa e | Keyboard command: Y
** |_asso Tool ¢ 9bre v Selection Tool | e g I ArTe- S+ Eoere Select T4 ¥ |
Keyboard command: Q
*% Pen Tool ¢ 95T 6T P BeT | GF RS TS AR SB[-J13] #ET S IR | SNHI-IIPT B (I B @RI 7 9%
B TRy A0S 2 | G (SRR - (o3 Fa0e 20T @2 Al 392 ey |
Keyboard command: P

@ &P wiRs foxfG Bt witw | @etst gesy Anchor Point @i 1, Anchor Point Rzt a1, Anchor Point < wisfe
ARTST / T 1 IR |

AR A
Add Anchor Point Tool g8« Feifba A6yt A-9q GRS A0 TS S T, T AR AL APho ARS w1
A
Keyboard command: +
Delete Anchor Point Tool g8 @ G=ifbe AI=ey A1 TS GRF ARG AW (3 S0 A7 |
Keyboard command: -



Convert Point Tool g @ F=b3 AR U3 G011 QIR {06 (P O G0 GRS #Ic3s @ Convert 1 T |
Keyboard command: Shift + C

** Type Tool ¢ «bT G612 5T | I3 AR B (1 g ol a0 | 9o #1971 (G395 5127 T &y 2 Gt 592 40
= | (59 0 «fefbe S oy 2§ o=y fre =7 1 Keyboard command: T

L o

'i[' . «f" T | i il
Type Type on Verieﬂ Touch
tool a path Type Type
tool tool tool
?rez Vertical
tggl Typeona
path tool

G SPCo Sy DA JO
Area Typetool : ¢35 [tz SR St @< 23 | FeR 1203 @1 =3 91 | Go 2w @3 Saees G Area Type
tool F1te1E AT 2R | IFPF TSI T {5 A @101 @ (98 Area @3 (To@ 7@ |

Laepli
[t S
thnimi, g P b
i  ama EegEeen
Grpse [ewgn peognes
P EA § O EE
naeling of M degn
bardew e wd e
W by @ 18 Dassd
e o oL
e sormey bana
[T

Type on a Path tool : ¢ @8 Path 39@ 741 =< | Path @3 180 @11 03 =1 | @o @2t «Fh Path & Path
Type tool FTte F9te 203 | @3°” Path @3 $+7 3% T30 @14t @ e Path 99199 203 |

w0 o

& & =t

Vertical Typetool @32 Vertical Type on a path tool ¥z 3te Typetool @3z Type on a path tool ¥z ® @3
T | QLI TR AT 71 70§97 (T 6 T[99 =7
Touch Typetool : @ FtT AR 5137 71 @14 A< ora B1eers 21 1, F1eeTs 311 ormeed 3¢, qore 395 Afiass

w1 7w | Keyboard command: Shift + T
IL{ USTR WTCOR

*% |ine Tool @& Elipse Tool ¢ iits «sta 7ot Tool e 3=ifz | 9eBiR @pf §=1 1 «v A=y Line, Arc, Spiral,
Rectangle grid, Polar grid @3 Rectangle, Rounded Rectangle, Ellipse, Polygon, Star Zerifn fifey wigfs teat s
R | QTP @@ &P Shape tool 6 |

@ & shape 7RIt S I |

59 f : @ shape B Sia G161 B8 $03 THRCH Tofa T @iol 0 (161 Sl R0 AN | & =11 002 TS ol A
« SREFSCE AWBE T @3] A Keyboard @ |eft arrow, Right arrow, Up arrow, Down arrow key €t 1t
FAECFT (TS FRAT 1 Smoothness Z1 a1 I w1 T |

33 f% : @ shape & Siea @161 F10e18 T THNTA TR G737 579 T9071 4T TIReT® I/ AL | (TR TSI HA
sAfariet wafe (e, &g Tonin Sere S e Srafe Mot wepiia shape B wifEe 261 |

ATOT-59



l: - J

Keyboard command: LineTool : \

Elipse Tool : L
** Paintbrush Tool 3 @it vfs 5= @itz | Paintbrush Tool @3 Blob brush Tool | Brush G =iy 2tresrs 32
I G JIOF ARy f[fog 7 fewizs w41 7 | Window &re brush sRES Sitg | @eF (At [ioq a9 I str&r
e 17 | I=TTIS EHRITS T TR FA T FA AR |
Paintbrush Tool o= 7RIt &I 5% St @61 Stroke SIPITa ST | @32
Blob brush Tool &7 =it @i % Sieea @61 Fill i<t =i |

&

Keyboard command : Paintbrush Tool B
Blob brush Tool Shift +B
** Shaper Tool ¢ 95T @61 &= Get | @ e +If6 5 =iite | @ Feietea =iy Srsesrs (A fea B2k 41 I |

A A S A

¢l¢li

Shaper Tool : @ 5= faea cifsee ey 38, fage, vepe e Tuge sl T | wfFs awE 0 fefa, 45 fefar a3z 90
fefars tos 2 «ar il 1 FCT AT Beeiea Al wierere BRer o< (o9 e |

- - ( \
- A4
Keyboard command : Shift + N
Pencil tool : a B faca coifeicem s1Ricy (@eiq [ o] (Teita’ Sissl A | K eyboard command : N

Smooth tool : « F& fea NI Giesd M (AR ARy S (@ led Sl @9 (decrease sharpness of angl e)
<1 917 | fea &2 fow@ a, b, ¢ f5fFe Fmetsn Snoot h t ool €3 12T Snwot h Ft 7R (23 @) |

a C

b
Path Erase tool : @ 5 AR e Qo M @ @9 Path @3 S8 wrext rz et T |

Join tool : @ PR AR AEH Qieord 4o wfo At Path 9@ a1 17 | 905 3% fora aemmt g6 et et @it | @
Join tool @ 3% 3@ a 7™ (A b [ *~@ WT @ivt T2t 27 foafs “rean e | o= @eet @ 6y Fieets T aew

ﬁ' O G
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** Rotate Tool ¢ BT G614 3o | 97 HRIAOR IF(6 e/ @ (@ K7 (tF J[Rasrs Angle @ TR T 1 9F
Mca? wice Reflect tool @ Gt ea @i sReeda afofm toar T AR | SWRAICS @A (Al AW CRP (MLCS = | SAIRds
T T AR AART 9T TN Cod TR 27 =+ e @2 Reflect tool @ e toRt F4r 7T |

Keyboard command: Rotate Tool : R
Reflect tool : 0

— r\ i t— \\\ 3 \\\\ ;
2fire Rotate §ee s1R1Cy wf%a WAt Fbrec e
(T AT P AR G2 GFHCE G (@5 (o I
Reflact 5o S=Ieay o=y A<=l (ot 341 TR |

** Scale Tool 3 (P S{esd @ @ 79 (A AW M “Afaon Face U2 Greia TI2F T4 = | SAIRIeregl F=r
A, T SRR CE 80% , €0 % T ARCE “IFTSH FA0o 2T @ FTaTd AR FACS TA |

Keyboard command : S

#k \Width Tool s 6 @G @t 5o | @2t &fsfs 512 wifFre srrenga wigfs #faes s sie T927 =1 | o @3f
PoSe [IeN GreTa AR RS FAET (5 T O I THIRAT (AT AR |

@ Wdth tool Stroke @3 o F1e a1 | T fiteea g @b Stroke & ifemei siftes v (e 2@ |

SA
v

** Free Transform Tool: & M= G0 AACEREE QAT , NI Ao F41, Bed 3917 Fier 40 T |

Keyboard command : E .
@b wIqees B1e18 63 Transf ormTool 3 T2 411 @ NSH ARTIF G5l 67 TS0 (26 1 6 1 T |

@ @ GF F (A AT o MG Rotate F1 A7 |
ST @iot 3419 3 Shift key (507 43031 (7 S_USTE M) @ &TFA RS (@6 A q9) R0 AAANSS |
W @it 79 7 CTRL key (5071 43071 (7 S_USEa P08 F41 #0059 SFfe Afqed 70F |

SIRTSE THCEE NG (A0S MTH o 051 Skew A A6 A |
RSN (@ (1 @ P19 2eF Shift + Ctrl + Alt (oest 8 giel e 12 Wies TNeeIE 2 20 |

i =y d
X 4 a8
"“:-.. o I k. y
| LS = al r 1'-\-. E ?'f
L T
Bl iny Ingte o 1s wikaais g o by guemen mght

** Shape Builderstool : @61 4&61 & §=1 | Shape Builders Fte 1R1t @3iifEs Sqees Fee1s S0 (et @Fa 6
a3 T_CEs ST A T | WK IS TR0 (A WS Wt Iws o 1 |

G SqEE W @Fh SRres I G QN TR S[eeE [ees A1ce ] | oeE Shape Builders tool &= @
WS SrenEd Fe S Bom @it a0 giope Sl et @3 eaeers todl ]I | [fow =

GFIfET TRTeTs (AT e o1ed I (TR T @l TetEl SIasE Fes Aete =264 | v Shape Builders tool & s
IAE (F CTRLIY (@ 3 WA ICEBSTER To> Qo 0 QoF© ST 50 A | [foa « 2]
Keyboard command : Shift + M
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3 ___.-";\\-.Il_ _;"1,\ . rJ.-' 'x_x

i S L — e
\‘?' ”fﬂ, 2 e s ;,,J:_F
PR o= = A SN P s

."'._F : -II ll~'
/Ill N i

& fow : GRIe =@l waees fou = : QU = or=CEs foa = : @ = or=ees
e g =it a3fas 2@ @ S_eE AR 2t (ATF TR A B (10

Live Paint Bucket tool : @ §tma =ie Mew 3 a1 Gio 0 9aeesd e weees 2 sAffass a1 7 |
Keyboard command : K

Live Paint Selection tool : @ §te ArRIe 32 Feers =1 % |

Keyboard command : Shift + L

** Symbol sprayer tool 8 @bt «F6T &= 5+ | @ Grer =iy Symbol Palette T3t @ @@ Symbol select w3 ¢iots
AT A TG EICF W6 @ICCT N CF T T© RIS (31 AW | VR IR e TRITS W (@1 NG & CoId
Symbol f&@i@ Symbol Palette @ gifrerg -z F41 T |

Keyboard command : Shift + S

fora A =t Reg 38 Ot et Fiers
- . 3 I T Gleald Mo Synbol s #ees
[ .':: _-...\’-:'l - 5 T SGROGH OK%CE ﬂﬁwsynbol
' Cod 1 A |
@59 Sprayer 5o Bitets S0 TR0 Nody B Faeet B w120 o 7@
- - e e .":"'
g Bt w B N T T
:\‘g; _::"'.i‘:':i', R
B ek 5@ G P >t PR PE 3

SPCOR I GER ITRIC ¢ 340 synbol & TR (@15, 0. TR “R[ET, G Ao, I w3 2w
W B Fens FAT AH |

** Blend Tool § 98 50 AR IS SCECR N IR R (17 GF TR TBICAR T | Swi=ds =
{5 =7 e ¢ UG Tq& vges ¥ Wty AW Blend S o= G157 (TS bk 2k IO (A

. . =
Keyboard command : W

* Column Graph Tool : @3 gres Koy 79 Al RS T4 IR | 98 I@M6 F- &) @R Gt Pests wea M8 ey
Gl 0 G0 797 (oA 0 (Y 0o 20q | @8 SN G I AP O (@ ™I (vod @eN Data input e o et
fofe 03 e Tod =@ |

Keyboard command : J

** Gradient Mesh Tool ¢ 12 551 =0 I8 IR [FE Sq0ers I AR IR FETR RN (<1 #1ea I3 | Snga=gst
T IR (T ARG, PITS AIF STGR GR G Pt 03 SRS R 87 7% S0 #F5 Codl & | ©F7[ color pal ette tts
T R IR PR GT R AN A | G2 SRACEHERA T TR R AGOCS F& FF IR SEAER TR TH1ear
T Keyboard command : U




** Erasetool : «bT @67 @ BeT | @It fowf §at @itz |
u ,’ Ergmaw Tesd | ShiT=E)
> Scmsors Tool oy 8

¥ ¥nife |
Erase tool : &9 S=ees s 33 @9 B Erase tool @TSTIW SRCSCEA (T S CR AR | Trepey (@ e Stroke

31 Path =63 1 |

Scissors Tool: @ B R ToRIge SRS E Mg SR (6 (el A | GG (1 A& codl F6a Select T 77
W% B Select I ToRe SRS EA IS U8 G0 e T TR A0 76 I A AAGI0 A0 O A

TR | Keyboard command : C
a.:) .

f5w@ a @3z b @2 v2 f¥re scissors tool §7 i s 3™ 27 38 v2 ot @ otz
Knife Tool : 4% 3o SRTe Toago SR0ead MMe SRl M Gl @ LT (06 (F=11 AR | 99 & SReersiv select
T FACO Q| SR TSR IFLTE (AF AN 7S W8T Gl FACT NACGE (0 GOl o0& 2 AT | T8 Gl TR
J-TAC 9 Alt R0 7 @4l FARE o TJ |
** Artboard : Artboard (& SR ZAREA TICICHR =Bl IETCe A | MR S TR 0 T 4FH 7Pt A | I
TR A SIS 70 AR Artboard (Rt «3If Tgw ot cofd I fAre A | Artboard @ 5% Fw3 Scratc Area (®
T Gt FAEIR T P 0O TR | IRIGT TG TR (S| TS «Ifis Artboard T T |
Keyboard command : Shift + O

@ Recent

Let's start something new.

** Hand Tool 3«51 «6T 2Ff 5a1 | «2 Geea 1= Adobe Illustrator Artboard @& S2tsis e gt s@war a9 | @
@19 GeT Active 2itere Spacebar 517t Hand Tool Active =37 | @3 o «f5 Gs1 Page Tool. < st Page Set Up
TP AR T AT |

Keyboard command : H

** Zoom Tool 8 4 FeTe (I ST G SIFTS I 1 (RG FC (T AW 58 4 ST G (I &®IR Qe 1 |

Keyboard command : Z

ATOl-a¢
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** || Button/Box 8 PeeiIT SRS tood IR TR 3 R AT F90e U2 69 I9%0 = |
@I SRCSTs Bes ARF T AN (@ 2 Biets 99 w_eesh ¢ 3w fill 29
** Stroke Button/Box 3 FetET SResd Boie Willl, A GRILRT R Ao ace «2 o7
RO = | (T W13 PIeeTs AP =gy wEl Stroke Button @ @ 32 FiteTs 399 SReesnd
I AR T 92 (AT TS |
Lo
] fr.
** Default Fill & Stroke Button s @8 35+ s 3@ Selected Object «= Fill Color @z Stroke Color #ff@fes
e Default Color <=1 3/ 1 Default Color @ sig==re Fill Color swr @< Stroke
Color JIe=T =3 |
** Syap Fill and Stroke Button s Selected Object @7 Fill @3 Stroke SR =Rt W04y g7 4R[S IR | =R
Fill Color - Stroke Color « =i =5 e Stroke Color - Fill Color @ #fte e =% |
*# Color Button : Selected Object «a Fill @3 Stroke I$9« St “AR—CS TR TG AT F0eT 7%
@R Fill =271
** Gradient Button : Selected Object «3 I3 T “Face Fill @R Stroke I «ied 0 70T 737©
@fes FETR T 27 |
** None Button : Selected Object «7 Fill 43 Stroke IR I (AR & @R G0 [FF FACO 2 |

Palette Activities:

O3 ST ARG 5 e Palette 31 Panel fa Siars 3=

Transform Palette:

[llustrator @ Transform Palette @ w@g S | 9atg X @R Y - File @ SRS (@ SRS S[RgAc boi 3 |
X @@ Y W “AfFa8 AT TR g RS 201 |

W @2 H — File © SRigs (&9 SRETE 27 R Tl N S0 | @3 R JI-T@ICS e (@ Saeenss Size vifenr s
TS RN A SR #CER S AR OF S S ze “Ifaes w41 7 |

Rotate, Shear T Frere FI-TAICE e 72rer @R Jf#2 S+ 7S angl e “Af—es 1 T |

3 &S Fer T =44 e S[fge Reference @3 Wte (43 Ardte 703 | @4t M1 7% 3 Anchor Point (731 =itz |
5T P T Seeece W 3@ | Mouse click @3 =iy @ Anchor Point & fei® a1 263 @7 Point (2t S[cetsd
Position, Size, Rotate, Shear %77 “ifia$ =3 |

Keyboard command : Shift + F8

Referen
i Trmrform ererence

i | giin g———=Fpp  Width
i | f§ily g Height

£ F ey
i ¥
1 & 'E"\- i {445 ¢ T
Yy
§ - Object Properties
Bl Sl Coins
_| Srals Srokec B Facm

Rotate

Character and Paragraph Palette : Illustrator w=r a1 Text €3 Fere 47 Jwaeed 41 I= | Type tool a1 ARy
ERF 77 eI [feger e, Font size, Font style, Alignment, line space, srwess St space, Text Rotate,
Text @ Base line change, All caps, Small caps, Super script, Sub script 2wy Fe s=raR w1 I |



Fort — | famyriad Fre ™~

Font Stde ———Ragutsr ™

Font Size - -EEU pt B ﬁ E‘ua.a “’B"" Leading
Kerning '~l§v@u--'c; B ﬂgo a"- Tincking

Harizamal Scale EEE&E ITE o o WYertical Seale
Bascling Shift AN fam 9 & [ - character
; - Ratation
Underline —+ T || F
Strikethuowgh-— T --I;yquno. ' Enghistc USA m
Hyphenation Languace for the current documens

Paragraph Palette @3 7=y @3 a1 @i Paragraph @@ Alignment Left, Center, Right, Justify 2erifir < st

qA |

Pathfinder Palette : lllustrator @ Pathfinder Palette @3 ewrg R | @2t 7fb s =itz | @=wfo Shape Mode s
fasiafe Pathfinder siext | =&t Shape M ode S5 Sl @35 (&1 (72 | 27t it Pat hf i nders =gt i orat

Stz | Shape Mode ¢ 5= Option =itg

—p Unite or Add to Shape Area

==l ]
Minus Front or Subtract

e from Shape Area

| Phthfinder >
Shape Modgs:

v

'y L_él'l ﬁi Expand |

Exclude Overlaping Shape Area

_ Intersect or Intersect

FPathfinders:

s B, O [
|£I"'J'::| IA:IJ%@I

" Shape Area

} }

Divide Marge Outline

Trim Crop

Unite or Add to Shape Area : 93 AT
YR A OF (51T (@ STAEICE G0 ST
ARTS T AR | TG S PICTE 6 4
OO <€4te |

Minus Front or Subtract from Shape
Area : 7fb SRTETSa oy ok M @G
TERHF T2 AF 9L overlaping SRR
2AF ST G AR BT S5 6 770
GFR GF AL (TR G 0F IS AP
SR*pP YR ACH |

!

Minus Back

QI 86 SRES Preerg =it Unite or Add to Shape Area
FAR 217 G S_CER Ao 20"

TARLH T R G Vel SRCECR/T SN QG T R AT A (T
R W overlaping SREM Wtg  WAEI09 TS AP TATF TR (1R

ANST-%a4



Intersect or Intersect Shape Area : 7f
SRS (PR WA AW GG SACTpIoA SO
AF LR SRGR A = Gf6 AT
AR SHFF AR, AP IRGF e T
I |

7fs SRres Py =k* overlaping SRCGT Mfod NRCT AL
SRR 0T RGP T (T, AR TG A
(T (07
Exclude Overlaping Shape Area : 9>
SRR CFC@ 7 I Intersect @7 s
=i} overlaping S*FF YT A, [
G AR | 58 M2 @ (5T (@A SRR
(TG PG T TP | O FBE (AR

SCEIG AP OF SARD (:3F) W A,
A GF TR AR | AR GRS
@G AR G AT |
7% SRTEEe (FE Exclude TR <R (5T (A SRR CFCA
Overlaping Shape Area Exclude Overlaping Shape Area

Divide / Trim / Crop : «3If5F SRwE® I4F
2IE @2 Overlaping g ACF ST AL
S_res P @ Divide / Trim  /Crop
command @3 WGE SRCE{ACENE  [foqong
e | [ee w4 I |

0

= fog

a
AE

Divide command Trim command Crop command
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Marge : 35 SREEG JIF ATHEE 827

Overlaping SREE AT ST AT TACHT PR

T Marge 5% S0 SRIGTR T GF @ TG I,

58 @ @b TR M ove FACET (Ll IS T

S{Cet®d Overlaping SR*GF (5 (TR |

Outline : 9 SRCECEa *¢ Outline 2= Fill i (\

color = | Outline =T &fsfs @ [mrs

(ST AL |

Color Palette : 3 @3 TSI FS @ *FTF6 (AT I 7 | FACWER AFT© CMYK color mode 73 F& 771 =3 ©0d
RGB 31 &+ Jre8 I1& 1 I | @3 foalb 3t o1l 22 «wa wefimita wmresy a2 tofd <54t e | @

Magenta @< Y ellow 7% 100% (T2l 29 S0 #1iet 92 sA1ea A | -

S Cyan @k Yellow I 100% (31 23 ©1Re & 3R A6 ACF | -

Minus Back : uft sRrengs o s I gafo
SR T AE R overlaping SRR ACE
SR G ARIC (AT A0 T R G e
AR SCEB 07 I AT SRHGP YR ACF | LR 95T
Minus Front &3 =T e 3CF |

aziet Color Spectrum 4 7% FRe =i Aewas 12 fAre #Aifq)

fRwafo@ C, M, Y, K @2+t @ slider @iitg (6T S8 BIs T move I [ FIEIS (AT 513 I8 (= 9]
ST TR AR (ST AfHI

&= s_eeesd Fill color active < sisEt (@ 92 B1es 3999 o6t s_cesd ol udie Fill color @ 1=
@iiw Stroke color active 2= @6t Stroke color 3t I8 AR FIHFA @I

&= w_eees 3 (AR #7 [Fill color 3t Stroke color] &itt Im face s1ge 2t Tool bar = Fill color 3t
Stroke color & &< F@ isite @ e 3@ o=@ None 9 FF F90 @1

Color Spectrum

L | e

o &

None &

[
105 ot FeteT T (A3 7 |
C =Cyan R =Red
M = Magenta G = Green
Y =Ydlow B = Blue
K =Black
Cyan Magenta Y ellow Black Red Green Blue
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Swatch Palette : @53 color Palette @3 stet iz A7t | @2iv (A @ s=ecsd Fill color 3t Stroke
color «3 =i @&t color, Gradient 3t Pattern seyifv fuce #ifd s_eers fre1$ $ fAfde swatch a3 &7 5
A 1z Swatch T SREE 897 F199 @1 WS color F T U3 VeI s_eed Fill It Stroke ot
active 7 12 Swatch w7 @I

Show all Swatch ¢ &% %= 5" swatch 7= =1 I3

New Swatch 4 &% 3@ 997 Swatch tofs =1 7151 794 Swatch tofi F3re 2 12 9 pattern tof s
e 2@ | ©R#F G161 B1Es F@ W8 wieR e Swatch Palatte « o = s 2@

a1 forg w13 @« pattern tofF F M e T @I Swatch pannel g @ 2! oF e 93 vgge
dz @it @ Swatch e Fill <=1 e

R e b e o
e

o e D e nd xnd ]

Swatch

A 0 e 20k 2z X 22
e 8 iz 2% 2% 2k e 2
A e

Show all New
Swatch Swatch

Align Palette:

QT iG> SR* SR | [

s. Alignment,

2. Distribution

. Alignment : @ SRR TR W6 @IS GEEITIETSNE S_ES GIMF SEEE JVBSI ATGICA T | SR LA
o, o, T, AW R TR IARE Horizontal @<k Vertical qoita2 s q% | Nes [fegend e 3t 27 (ba: 7)
Gl =TT

3. Distribution : @ SrRT* =TT WG @C EITNESNT SRES GFRE SRACECIT @O TG Feed AGC I |
TGS AR S, MRT S S A G I T VH0G ASCA A | GFLONI IR G, WA S
S TAMIHR SR SR AN VG @0 A I | Aoy [{fegens e 3 &7 (fba: <) o> == |

= Ajign s .
foa
Ay Ot T ‘
\\
KX 3%
Horizontal Horizontal Horizontal Vertical Vertical Vertica
Align Left Align enter Align Right Align Top Align Center Align Bottom

(fo %)
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O [ L
L
]

= =
Horizontal Horizontal Distribute center Horizontal
Distribute left Distribute right

(foa@: )

«geltd Vertical Distribution e a1 2 |
Key board command : Shift + F7

Object Menu:
ZHPTE5CE F& F419 &0 Object Menu U7 &Fg SI2ifRE1 | Fitb 9% (Ta Srar<eately S e S+ w1 e |
** Transform

wren s Shape / sigfecss et weeie Fa@ & @8 Transform e« T 1 21 | wdie 99 AR (@1
Select F© Object t f&feg weime S 7| Transf ormgst @R Transf or meiTess S @ faca i stesmoe w1
AR |
** Arrange

OIS SRCECRA (@ OIHA G [OFT M & «2 Arrange S e =1 | 9L @ AR @
Selected @5 Object t& =« @« Object @3 A 31 PR (@ (19 Ot g F41 A |
** Group
O[T SAEFCF FACLT AR IHTS 41 IR | S g Select
Object Click - Group Click F7t=12 Select 1 SRIaB et 198 P19 T(A |
RRSICS @ @ 35 weeng Click TR et «ata Select =3, (el A3, Move 341, Wil Afiaed ey ey
Fler GFAIC FT A |
** Ungroup
Group 93 <G I3 A NGRS P IS A Ml 7 Seme=y Ungroup I 3= 41 27 |

Block/Select st
Click Object - Click Ungroup 418 & 11 RIS STl 2CF |
** | ock
FICEF RLR &5 9 T 93115F Sel ected Taeged HE Fa7 Sweey Lock I (24 41 27 | T (12 SRISTSECE 8
@ A 58 @ FICe T A 771 Block/Select @
Click Object - Click Lock ==t=12 Block/Select 71 sRrergaeet e =3 |
** Unlock

(P TS GF 4 GF I GFI1F wqeers Lock A=t S S w1 Somesy Unlock All 331 397 o6 =8

Click Object - Unlock All Click 3212 & wi3e1/S30 s @3 Sy 31 |ock seers Unlock 24|
** Expand

Expand a1 @6 s@ces Fill @3 St 6afSears, @@ [l AT Soib a6l A% | Give 2f5r SResd v % I’
ATET T | GTHATS FACSH M= S[cesd Fill @3 Stroke SFMes el 1 T3 | qRISIS (P SACeSd W Gafeeas
PO P40 IR |

Click Object - Click Expand == 7w Expand Dialog Box =i | w4+ Fill @3k Stroke = forzs g
Active & Incactive st - Ok Click F5te =9 |
** Expand Appearance

Expand Sub Menu & @& <t «2 st fice =@

Click Object - Expand Appearance Click 3=t Expand Sub Menu & s =3 |

** Path ¢ Path Menu siere e@ged | Q21T Sitas GaCR 16 203 2ACE | A0b EICEIR S0 I S0 =G |
(Path Sub Menu «3 Sf4g Sy St =T F6 I 70 S w12 Direct Selection Tool @3 str<res Select
IO R )
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* Join : Pen Tool Paintbrush Tool, Pencil Tool Ee5ifa Sikpes i o Sieet S e @7 7io Ai3eTd 2@ ey
T |

o 12 28 I& FAF & SIS vand 12 @ Direct Selection «a e Select e

Click Object - Click Path - Click Join ==t fotas it 2@ iy 207 |

-7 7

Outline Stroke : ™ S[_eed Stroke & Fill « #ifss a1 a1 @ F=1eed 1=y | 769 % fora (v s Stroke color
« == 72 f5€ Fill color =itz None | 33 fota =@ ora «ita Fill color =itz 8 Stroke color 23 ¢tz None | &=y
2T TGS TS T 067 FNSh Wee T |

Click Object - Click Path - Click Outline Stroke

9, X 3,4,
a b

4 o

a7 I8 8%
* Offset Path : @ 3SR (HIF ST SR T G (T S#ire
T) @4 (T SRCEIA (bW (R6 I IG @RGS0 wwee A | @01 Fill A G EEAR
et Stroke 2o A | Offset wret ot cwafs w o e wrgfon & Lo (N (LGS
sfrafve I e I¢ Wgfon w@ees tofd =7 | #eew foca  YOUTH @Teifa i e
PROTE 0.50bs 2Rk IT 1T SHTEE Tod AR | — 3
AR, B, TR, Ko S Tesifv tod 34 7 51 freesa Mfew Al
fff e Offset Path 75 5792 71 77 | - i
Click Object - Click Path - Click Offset Path - Offset @ gt 5fds wI= . !
fiea - Click Ok

Add Anchor Points : T #1&4 3T #A1 SR 27 ©F 745 [Fee Anchor Poin @i &« @ 1% 3=F 340 & |

Click Object - Click Path - Click Add Anchor Points

* Divede Objects Below : @3 31 «3ifis SQeerd A0 TS G G3Ze(d oS S & PG IR 4 = |
G SRS o) @O F50S AT OT FA0S 512 GO G35 AT T R WPCS TS | SRR @ ARAD F0e1s 0
T3 e fMee =73 |

Click Object - Click Path - Click Divede Objects Below

“ e 2

* Split into Grid : Adobe lllustrator @ s=reR G (ot 41 W1 (@19 S_esaed Rows Cul unn @ {ew w41 a5 @
I I I | Tvzdd : i, Tri f ol d Broucher o7

CTey 2RI G35 TPee diF Fes Faco 201 | SRR

Click Object - Click Path - Click Split into Grid - w3 fts= fotaw I Dilog box 1T 2ita | «<iea Table 3 Row
@k Column <= =T, wiens Height ' Width Zenn fa e frcs =24 |

Bk bra

P, e
L |= " LT oGl |:!II LI
yo— o L
T F o : ¥ s
H

o e 1o

S O



* Clean Up : sitaie 3R et w19 9 Art Board @ g path 3 3 | 758 @retetics @@ 3w Fill color ar Stroke
color A T | FCT Gl AY QG (A= IR 7 | Preview S<g (el T3 | 9% 9=y path AT e sy ey 7ew
SR 20O AT | ©1% Qutel Clean Up FITEE MR TR (=00 TF | (R &)

Click Object - Click Path - Click Clean Up — Click OK

** Blend

8 AT AR IFIHF STGRT NG FEF QR 17 G Tl IO IR | TG OeT| 409 =17

Click Object - Click Blend — Click Make

* Release : Blend 331 77 @bT Im fite b12cet widie wiceis S{gw feea ee bidest Release click te = |

* Expand 8 Blend @« ettt Point Select $ce 59z 27 |

* Blend Options 8 451 gr<=iesa siest Blend Apply =i 2T o =71 | 9% Blend Options «s stgy Click 19 =7 sme
e Blend Options Dialog Box 5t =it w4 «& Box w2t Smooth Color, Specified Steps, Specified Distance
ojin Preview T (e oFTeid (1o S99 # Ok Click 9o =9 |

* Replace Spine $ 2= 3r<=itaw =ieel Blend Apply a1 2<ees 263 1 Apply o Blend @ siiiif* Pen Tool @ sies
3> Path Drawing 33ce =3 | ©%#F Blend @3 Drawing «3iita Select 3@ «g Replace Spine Click 3712 Path
SpiE Blend o9t =3 |

* Rever se Spine 8 @bt r9=ita= wieel Blend Apply =1 ar<ees =3 | Apply <1 Blend & Select st ¥ Reverse
Spine Click =1 Select w21 Blend & ¢ 317 |

[y gt

* Reverse Front to Back $ 45T sr=icaw =iest Blend Apply =i 2iwce =63 1| Apply %@ Blend & Select 2% s
GGT 7 (At e AT f490b (2t Teiee elfsgro 119 sy @2 Reverse Front to Back Option 35z w31 2% | fatss 3% fora
FOYEID (R0 8 I HNCA SR, {3 B0d GOSE(T FC @ I (HR TG FACR |

iy  my

** Clipping Mask:

Q AT ARIET @ | Mage 97 AT SRH IF &7 S{ge o IHis NArensd ok v w41 7% | 7064 fora «afo e
B AR ) @7 @35 @71 e | Clipping Mask S0 Ay vy @R NR/TE 2[5 ¢l [eoz, =<9 9T S (7l
TR =1 | G AT Fwed f[feq Art work S=1grem a1 I | I 2T &) B9 @ @RI IR e F90s 201 | SRR

FARIDA

[RRSITS Rt FIT, (2B (ST TN AWK @ FACS A (A2

* Release : Clipping Mask 917 %17 W51 3w frre bI2c wdfie Sieeid s_g e (v 51201 Rel ease click F4te =3 |
Click Object - Click Clipping Mask — Click Release

** Compound Path

AgEere Art work @3 BoR Oy (S S_eEs RS 39 %+ Art work 53 g s B At IR | Arred it SqE
2 SRHE T I T WOGACFA FIFCT (AR IR | GRS GFifgs w=ees Feeg a8 Conpound Path w1 fucat
FeTEge SRISBEE G0 SICEFA T A6 A |

Click Object - Click Compound Path - Click Make
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ATOT-5b-8

Tryryy Facms »1o1 sam VD wwrndn

Compornn] Pech »3 oy oy s hiore Ran b e Rk o e ac

Clippig Mask 96 <2 503 wp Compeand Puth s2w Fiy

| Clipping Mask w252 ve Fosy weren
T WE

* Release : Compound Path 337 =17 @51 I fite 5i2cet sidie Stei s@g frea (@t 5130 Release click s =3 |

Click Object - Click Compound Path — Click Release

* |mage Tracing :

Image Tracing F3ces M & JPG, PNG, Tiff 2951w F12e1cF Vector 13 «ftme Fa1 1131 92+ =¥ 7249
ToAx e S0 =R SeoteT 40% RoO@ 20 AW T FIETE LT 4T 6T ST 9L SIS Pt w1 I3 Ol (1R
P2 Rfew we BT 0 ©fF 72 932 OIPfox e F© AfRST T4 I Ao G e @« I Image
Tracing 93 = I3 92 @9 ALY S (N R FE 9 ©©61 ©f 1| 92 F9 2@ Tracing @ 1 oie 2|

e @99 @ =S e A e sketch ¢ Tracing <=t
@<=

A =R FierE F109 @1 o977 Object Menu /@
Object — Image Trace — Make

3w Window Menu cs fi Image Trace Palette &
open S A

AR

- " 1 JPG =1 Image Tracing <3
e T oA @b e Vector




ATOI-sb¢

Image Trace 5wt Preview button ¢ chk s frre 271 @it Threshold, Paths, Corners,
Noise a5 #fFFen IE@ MLATS TR I4 TR FER SIS @2 I

@ik Object Menu @

Object — Image Trace — Expand

27 2 w1t @2 o (26 (=6 4% Rew 2@ itz [N I s =f{)1 @idfie @bt @361 vector Image ¢ #fiws
AR

@4 2 Direct Selection G SRy @ @19 ©ig# BeT8 F01 2=9© 92 (1 A

** e

6 TG Fr6 ooz :

Je QR A1 &R AR S0 I 99 I AF | G TN (oS #1757 ¢ eifodi 7ifFe o2y A6 |
IR e Fited W9 =2 3.5” X 27

TS Teve ©YeET e 7T -

Sf ST I 8 (=Ieen

Jeq TN @ M

NN &y = B, (RIRE, I, €T TG
GIR QRARIRFe 399 63 Fifee

Open a new file in Illustrator
Click Rectangle tool

Single click on the Artboard

G| FI @3 di ] og box S | EIRIG et Fced W9t 5129 w6 fes 20 [3.5” X 27 1==> 0K

oG W9 SRR GFT TS I S RS |

et FIred SRt Mietw A & Of fset Path 1% s 203 | fet s1=omw ece 23 1 | Wit o Soerely 20
Y1 FICeq e @ e A e =09, 99 IR IR A | (TS OF AN |

Object — Path - Offset path

Of fset Path @3 gt -0.125 f14ts 703 | Sl e Fires sififnes -0.125” wAfe wife A< |

OK

@S fod: F @3 T© A |

oa: =
@319 @ cswogd rectangle © & Guide line 3@ e &= =it View Menu @@ a3t w31 fes i1
View — Guides — Make Guides
317 fEees (o7 Sy iy Ficew Aee 1 3 Rectangle d 7 (A= 72)1 @32 Object Menu @ Hw=
IS =)
Object — Path — Add Anchor points @ ¥ e sRCGCE 2ifofb 2w B NN 96 @2F9 A o 2|
[foa 2]

foa: @
Toolbox 2= Pen tool open @ Anchor Point tool Fite$ s=cs 2@
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&

G T SRCSTFA TR qred W4 f7re S_f¥s Anchor Poi nt ¢ 5% 3@ W16 giot 303 67 T ez ot Face
T3 | [fo@ -«

foa: o
QYT SRR RS 1T 93 T TR SAERD SPoe UiF GO ToFSII [ETT FI0ed TR ACS 70 | CTEw) =1
e et fmee #if |
ST I 97 T S S GOSEh 118 IR
Edit — copy
Edit — Pastein Front
Right click on Mouse. '
Arrange — Bring to Front l
o2ife Ff51 41 SAEHH FAR T UK . -
[m: ‘2[] foa: g

SIR°[ 779 g F1e=18 3 : Object - Clipping Mask - Make [fb@ : ]

TR (AT @ ST 1w T e e sweie e e R e coft 20 i |
SR 1R Gui de Li ne, Vi ewnenu (3tF Hi de 33 fee #iifq |

[foa : 5]

(OGD Designation

Full Name
Company Name

Phone : 015556678
Email : abc@gmail.com
57/B, Down Street, Dhaka

www.abcd.com

foa: & foa: 5

A6 cNera fSon2 -

(MBI @7 AT S Q1R Ao | Al / aretatess / €S [fen Smr 47 o S TEd g @I ) (g mEE
T @B AT T TR | T 7, (@12, 55T TN T W06 | QTEIS TSI SAZIAE BoiR e w0 e iR
BT FOOT SZEATIINS! AT | TATTHE 9B fFI (o FACS W 2T AT G561 (AT |

SR CAATBIER 7 7@ 18 X 24 3

T bR wete e 703 W3k o = ¢ @l I T 7@ |

M : Qi Gk EFBR ¢l :
FRYPAR

* ALl TRT! eI

* (T (TR RS FT=EST eWie

* IR PG & TF IR NG (S
* STIRC IO T

afsrreerm T

Adobe Photoshop

Adobe Illustrator

PRaniflaibicib

@q/f7, ©I%T G5 @

B[ - d¢oo

(T2 : 03¢ uE8e

www.abcd.com




O] {IRIRFSIE 941 -

Open a new file in Illustrator

Click Rectangle tool

Single click on the Artboard

GIR HIE @3 dilog box SR G (B W15t 51291 3@ free 2@ (187 X 24711
OK

4G T SN 96 S_ES FIE Sl |

It (HATBIRR ST Wifew 7recs 512 oz Off'set Path 31 e =@ MifEm omm aaie =3 711 7y ag= =0ify =)
SIS FAFSHE (1T G| SN NS (14 Sty 0= (PNBIRA @I (@741 @ 3R I AT

Object — Path — Offset path

Offset Path @3 =it -.5 14t 3@ 9idiR (oArEIca= vifdfw oiiat 3 S5 ifem A=ee)

OK

mce foa: F @3 © TR

Brs [r ':l

oa. =
3R @ (ved rectangle © & Guide line 3@ @ &=y =@ View Menu @& @3 39S face A7
View — Guides — Make Guides
431 ez o7 Sraeay ©ify ow @6 Rectangle Si<7 s TS, @32 GBIE SOMIies o S_ecss Gof
1 [foq : 4]
SR e SRECE s SoRuS 719w 02 72 fucy w2 w3 R 93 S vygyw dee 71 [foq - o)

fou: < foa@: o

IR I bgored TR o fuces #+17 Direct Selection &=
e Bieer$ v Shift key «@ e e Fifse s 2@
(foa: 9

24l Brem e B w1te 23 | 6w - ¢
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et s_eers s B w1 M8 @ Right click — Arrange - Bring to Front [foa: 5]
w779 Shift key 4tx 2Rte 79 3@ Bieeis Fa00 21 widiR w1 w1 oees @32 29 @ qf6 s s
Object — Clipping Mask — Make [fba: %]

ﬁW‘.}:F
Seoe Fi w=eEh s w6 e @

Ri ght click— Arrange — Bring to Front
[fo@ : &l

foa: o
Q4T SR CPBIER AN TR AEI0 beps UF GBS DTSR (BT 817 F14r® = | fo@: A

/

foa:
SIR°7 779 g F7t=18 3 : Object - Clipping Mask - Make [fb@ : @]

oa: @
SRTATY (FCAN 8 SYRTE! 77w o 2 e Sewe It et (Bl tofd 20w 21w |
St 513 Gui de Li ne, Vi ewnenu (3tF Hi de @@ s #iifq |

ATOT-3bb



** Finishing & Exporting
* Make a Print Ready File
SHCEECE 9P P12 T (O W O 245 T wey ee = g s Wi 2@

A4S 5 F13 Freers Fa0o 2@ Ctrl + A F3ices M40y, o7 Type menu @@

Type - Create Outline

AT AT @TLITE (STl AR I (©FF SRCGCT AT 21 @&l o7 text RER AR T T @RS @ 2R I o
FRTAGT SN AT W1 QTS RN @2 (F, @R (AF I @ IO (A G125 303 (T ST S Ik Font =
PTG T ] Al

TOT® oI T2 (@ NS 2R GIYF FER G I Place S ARy i A1 OIRe S S50 e F12e
GRS ST R[0T A 11 =R G T 4@ | ey Windowss #B1ees fict Link #iiesiG open e e 2631 ©4

GG ST 92 FIRCE ST JI© RIS Ol (ALCS AR | G WS [FF I T2 B8 TR TAw wiwfucys
ot i< 8 Embed Images ¢ &< 3909 @1 O @H =< 0 @ A1

R e vl

@319 File menu @@

File — Save As — Save as type : 92ii PDF =% 3t face 2@

ger uwg EPS, CVG, AIT genifn @13+ f@oiias Save w4 #iif¥

* Export

ZHICEsE cof! #13e JPG mode g save FACS 3

File — Export — Export As — Save as type : 931 JPG w18 wea ues 2@
axrets wiwat PSD, PNG, TIFF, TXT geoiifn w2 f23ae Export s« “ifd
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*

53% Title %\

. Graphic Design (Adobe Photoshop) Y=

HOME

Introduction of Adobe Photoshop
Palette Work (fRfS® #5iteba <o)

Tools- (FRR/FRe) <= ~Afifofe qar e

Document Save & File Format; Image Retouching

Project Work by Type Tool: Red Eye Project Work, Hair Masking With Color Range, Lighting
Effect Image, Image Reflection Project

Photoshop CC Shortcuts

What is Adobe Photoshop (4o =G i) :
Adobe Photoshop (gefX =) =t @ photo/picture Editing Software | fces wtaw wiyfs ffers sta Picture
Edit =% Graphics Design 34 &5 Photoshop @7 &= %1 (72 | 221 (Graphics Software) 21 b ear fasrst
G STENCE el oW 2 FARE «R == gt «fefbe Graphics Program (@1f s eiars) Micro Computer
@7 wfe Persona Computer (PC) @a Operating System (sicaf5: #155%) Word Processing Software (\sare
iR TEBeE) Spreadsheet Analysis Software (Tt WiRmFIRREM Febewr®), Database Management
System Software (TebTtae e HEos FFoeard) Internet Browsing (25ReS Jrefer) Tonifn Software fameT
fewrea 7o 551 @a Microsoft (NRTwPTD) «9 Sifgeiey @ fegger suness coxf Multimedia, Graphics Design
gepifvr STwb SR el fZoia Adobe (9efR) @ I$uM Rea rdg W 03 etz | Photo Editing Software fZoa
Jrereee o Adobe Photoshop Sesifes s (e «@ie 78 Sl Version Sfeey ety | «F 743 Version
Z Adobe Photoshop cc-2022 |
feos SIfereR FEMTAT T SFfReteTE F1N Gk ©iere e wifi wiee ¢-
Adobe Photoshop versions and their release dates:

= Photoshop CC - June 17, 2013

= Photoshop CC 2014 - June 2014

= Photoshop CC 2015 - June 2015

= Photoshop CC 2017 - November 2016

= Photoshop CC 2018 - October 2017

= Photoshop CC 2019 - October 2018

= Photoshop CC 2020 - November 2019

= Photoshop 2021 (v.22.0.0) - October 2020

= Photoshop 2022 (v.23.0.0) - October 2021

= Latest Photoshop 2022 (v.23.2) - February 2022

ATOT-d50



Adobe Photoshop % @ 7T SrftR e[ Itea Siffl-

Photoshop CC 2019

FCOMHCR TP FF Foe fEate Fee (Hir) Photoshop creative cloud (CC). 1 o TF0eE #/18tamT
FACAR Gy [feTer FA1 LA | SIVA SR_AT TS FCF IITEIR (FAI SITva 476 FACS ARCE | @FRCT SR JIRARNAT
ey o o @7 R «ft @eel (tF SreaETe I J9=E IR @M @0ce | Smart sharpen 8 Camera sharp
reduction @3 s ST PR RFoR @M T 2RECR G2 OPTH | O G (@ SF T @ SRR e HCACE |

Why Learn Photoshop?
How to use Photoshop in our workplace (It FEMH @3 I3=9): Adobe Photoshop (9ot o) @7
ey «fe=er feorm aem @ Twees Editing (re«e) a3 (g Color a7z e siwdarm s Effect frw
FfRSHC Togrem w41 A7 | @S e ST, SR, NFGREE @ SIS Qi coft zee Pifts «ft e
FRFF | G IR F# 50T photo/picture Editing ee au= @@ F1e 72 I Adobe Photoshop @3 it 37 T=1 41 |
G ST G5 T 7T IR T @, W (@1 [CeiReas &y e @i oEfs G er arares/5a=e =1 | o v e
TG =CeTl-
> 1 Text (G30)
X | Color (=)

1. Primary- Red, Yellow Blue- RGB

2. Secondary- Orange, Magenta, Green

3. Tarsery - Light Green, Yellow, Orange, Red, Purple, Blue
© | Image (27&r) @R
8 | Shape (1)
T (AT Af ST @ oy @2 (@R STeiEd (<RI T |
Adobe Photoshop Basic:
Windows (B&tere) ¢ =i & Operating System Wondows (837terer) 5t =@ €&« =icg | Computer
Power supply on s %7 tgrces sty Operating System Windows (S2etere) «s Screen tidl TR | O3 SIsEl
Windows Task Bar @3 Start Button twats 1% | 3w =+ifa Operating System Windows (S3aterer) @ e
TS ARMS T ATFT, S I TH@  AACE A TP 2ITCS TS AN, T AL AACH2. FACS 2 | Ol
Graphics Programs @3z Adobe Photoshop ¥z 3t @z i siicel si#i=ics Operating System Windows (Sgatere)
THHS SIS GO JCA |

ATST-553
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FO F IR Tw:
T2 B ACHA NI (0 =T ST (NG e Ff4i-
Click On Start Button, Select on Programs.

T @ BTl IR OItE < =W 2RI B30 |
58 @7 *7o172 (¥ T2 TP O 61 T A0TSR WIS B3e] |

Q< Tt fere i Fa7 77 feee S2reifs Spe | a9 feifes “rfvere (rea =iee-
NB 3 gzrers ffey “afere Adobe Photoshop cc 2019 (affs et &1 2056) @ Screen Open 1 I |

Opening Screen of Adobe Photoshop cc 2019:

&=t Opening (stfr 37 @fefir) (6 AraRe fFagfors emfe =0 | Opening (et T @fefbr) e Ame [ 3
VTS 27 S T NI Tl T LG | T @ Screen (Fe )o@t Adobe Photoshop (&R ™) @& <o
Graphics Design (aiferg fSenee) «a F1er 399 @12 Screen (F19) SIS 37718 4=&=T =11 A6 Graphics Design (2ifrg
TeT2a) @7 SIer 41 378 02 | ©I2 ¥R Screen (F9) 93 3 SFTeE Afibe e etaem SR P SIwET fFvd SiEs
fora@ WMt Adobe Photoshop cc 2019 (9S8 FhH B 2055) @7 Screen (F19) «F Y o ~fifos 22 | W
T Adobe Photoshop cc 2019 (9efd Tt 15T 2055 ) @ Screen (F19) @3 AL TS ST TIF (I T2 ST
T2 (a RIS FA0S AR |




foals SIS (AT T2 | TR T W3 Frpa Seers A SiteTes Sifb® & |

1. Project Name & 951 S=@[ THECod 7% | GR0F ToFd @ W[ cofd epeaesa w7 facet Photoshop
Default 2ot wi&e 71w Untitle-1,2 ez faea |

2. Document Width: SI+@& TFIcod &g Fo5F 204 | T2 S Ol (R TS A 7 0F T «Fs (7l
R | FCOHA FIbTS sifeem e oft @ R | e wseeteT o el

Pixels

Inches

Centimeters

Millimeters

Points

Picas

12 MY 8 Y T CHF(a GFPTAT (I TE | P 9P G0 LTWCoF Nof AFR (07 A FAFS TN = [ |

3. Document Height: S3ecoa 2126 2T THCACHR THSl | G508 € ofF 433 &tz |

4. Document Resulation: THEe™a =1 SR THCT5 (T FICEH & Cofd AT TR O WrA=aT (7311 | I Setiges
AT FAF G 2 OCF FUHTS @GETH TS AR 1 A (7l ©ieR O A | 758 3w (3l 2f¥ tofd w5 ©f &% wace
B Ot @gET @fe ¥Rere woo wta e | FIRA oG A @geT™H voo | U @ETIC WA @RIFT Ty T
fer% ~Anear T |

5. Color Mode: «fte far=w ezrgeye | T, SeI3t S#itee +99 & 2«1 RGB Color Mode 2 5e | 58 3fvr 2f4f5
o> Facs 518 weg Wit CMY K Color Mode Use 390e =03 | qriene T ¢fF S (e e e Face A1 |
-

Bitmap — ©6 SI%1a e

Grayscale — 3mi ST JeTer

RGB Color Mode — Red Green Blue Color

CMYK Color — Cyan Magenta Yellow Black Color.

Lab Color — fes yieesia == (e ( Lightness, A Channel, B Channel)

6. Save as Tamplate: «ff 47 wPged G 7= S | T FRT ACEE TICTT EIOLF HROGR JIZA 0 T9H GI(5
THCFD (O FACO ARCE | @ G5 AR ARG 2fF (TS (R ACS IR QAT GO ¢ AT I 92

A | (@GR A5 (DR (T I ACS AR |

7. Save: @t S Al (TS ¢ (@CACRA ©f (MACS ARCIT R OICF HIZRE FACS AR |

8. Default Same Creative Cloud Template: a8 St =T T HTAR S (/0F (el 7R Geab | @6
FCAP T 92 TR TICAEC I JIZA 41 IR | SF OF G [FRDS FIOT LS5 AR T R O 48T
RS =T |

Q4= A AR 28T GIfB FE™ THED o T |

G SR (RN FCE FT-205% (@RI T FOCAR (I S0 5 37 =7 | 2f 6B Greis w1 wrwifse I3 o7
ST | GG (AR FACTR TS ARCI |
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Introducing on Screen (&7 ~fffe):

e M e v e e e B W e W

b w Rs2 X Firh

LA T LAY L

e -

TooisBar & ¢ T 14
Snledn
aEExn

TEGUYB-DYD
TECUVE-DVD

w9 B - =

TECUYB-DvD §

Expand Parel

Tool bar

' - Status bar
T AT T @7 ST e TN T 8 (w2 | I e WA Adobe Photoshop cc 2019 Screen @w
YTOIHIo NN A #IfRDS ZCACR | FCH AT (NGOG @1 FALCT A (AT AR G AR STSI6 SR AT
PRI FKCHCA SIFCET | S @ T SACAGA FH |
(1) Title Bar (Gr2c6e1 a@) ¢ =&t nifel Title *itwm Arem =g == iy | @ &9 Pakage Programs (siteer 2@iw) @3
Toiife Srfie T @ I 0 (AT AT (R == Title Bar (B12e6+1 I9) | 97=e o Windows @3 o et Title
Bar (51805« 3) | Windows «3 Aistret @74 =itz Adobe Photoshop 1 @8 321 @2 Bar (3®) @3 STy (741 St ©1
Title Bar (51251 9) |
(2) Menu Bar (@) ¢ == &if Menu =it et o 2oor siferal | & e« Window te File, Edit , .......
Help 7= 3 *m s | @eteia @eEioee Click 730 «3f6 Sifeisst (il IR | ok SIN=T 970 211 QT ereraio
@3 @36 Menu (T1) | ST Menu (T3 STeTR T30 (@ #M18F A1 (T IR oite Menu Bar (TR19) 391 = |
(3) Close button s == wifs Close *itws =& 3% a1 1 Adobe Photoshop Window @& ¥+t v« & Close
button vy | @ button @z == Adobe Photoshop Window 3= 31 2% |
(4) Maximize/Restore Button ¢ Adobe Photoshop Window s ©#ita T @i M aximize/Restore Button
= | @2 Button @7 7@ Window @7 Size w3 (@16 I8 341 I/ |



(5) Minimize Button ¢ Adobe Photoshop Window @3 © &= Minimize Button mrs= | @& Button < ==t
s Window & =5 3@ Windows Task Bar @ Sorea SIgR A1es #11f | REfers 3949 2rdem 2@ o349 Open
I Pler IS A1 |

(6) Ruler (@) ¢ e Fa 7w ey eo@ N7 T91 Qe &2 | @19 Ies el oY oyt eiw & Ruler
(TR IR T = | FTOR A FAR T K (F0@ Sl 0T (FF PR @RI1CS =01 Horizontal @3k B=icx fes
@rRiTs 2=t Vertical 3T = | AR qrwcas (@1 Graphics a1 e e I s (2t T e v tFEfbee
Vertical Ruler == =31 |

(7) Palette (=11t=15) ¢ Picture/Graphics T M1 St =1 ¢ Sogr=a o=y S Pal ette (*I1te5) @3 Ty fArs =7 |
THRITTR T GIbR SPICa oA ThRR SEAceice Fece Palette (Artelt) awie = a1 | e q (@ te Ry
Tl (9 (A A Palette (11e5) & eveiT S =¥ | Beita Sifwe & wififbfers sar Pal ette (A5tes) emf¥fs
SRR (AR |

(8) Scroll Bar (#713[) ¢ (7 |mage ¥ 59 (MR & (¥ I1F 92 41 =7 oItz Scroll Bar (7 3) I | FEo™
I A AT FECH@ I N (@I Py (@Rce =01 Horizontal @k Teica ey @rmics =t Vertical Scroll Bar
(T 9= I9=E A =T |

(9) Tools Box (g=71 =) ¢ Adobe Photoshop @« Window @7 ey 3w fifey Tools safe «afG 997 (adl I/ | I11
% Tools Box (571 337) | o ata seer ¢odt, «fefbe, Sorgromr, see wyeaensrs , Gl Tenv Adobe Photoshop
R A 2L & FAR & 98 Tools Box (577 I) @3 5+ 1927 F41 A7 |

(10) Character palette (FES6R “01e=16) ¢ Type Tools 93 MG @ PR @1 27 @TIF [Teida 99 & 92
Character palette (FIEFGR ATCG) T I 27 |

(11) Active Document (3% B=(c5) ¢ @ Document & IS A Stz a1 @ Document &3 sItey I Fier
41 =0= ©IeE Active Document (31551 S35 1 =3 |

(12) Name of Active Window (5= ©2aTe! @3 1) ¢ (3 FIRT55 IR U7 0T (T SIA0S! b SR «3R T 7% (7l
Ty wits Name of Active Window (551919 BZecer @31 71%) 3= =1 | e =& File Name 3T |

(13) Document Close Button (5= Sttt 3% 1) ¢ S[r el Close *its ¢ 7= %41 | Adobe Photoshop
Active Document €3 &2ita i &= Document Close Button =itz , @2 Button e A ctive Document Window
TH PR N

(14) Document Maximize/ Restore Button ¢ Adobe Photoshop Active Document Window @3 ©F (==
Maximize/ Restore Button =i | @ Button @3 =&t Active Document @3 Size T=iG 11 I |

(15) Minimize Button ¢ Adobe Photoshop Active Document Window @ T« &1 Minimize Button =g,
«® Button frca Present Active Window & (25 3@ Photoshop Screen @3 Steree siag ardte #i1fF | sk_fors
T e = B Open I F1e FA0 A1 |

(16) Option tool Bar ¢ Menu Bar @ 5% fes sfgs Tool Bar 5= % Option tool Bar «f6 5 51w &t =i
AT | Window Menu Tt ies] $1% #F oIt Sies =7 | 9 Option tool bar @3 3t tool bar @7 efsfs Frem
A [Re 7% 7 | fog foF tool ¥ TS FiT e fog foq <o (7l I/ @R QeteT SE fog o Fee Gii=emg
s #Iif7 | Gff YRR e | SR Siee JRand g3 [ 9w e |

(17) Status Bar (STIGF AR) ¢ BT S0 (I et B Z00R 20511 o= SARe w6q 2 Status Bar (3571517 I9) | a=rer
Status Bar (355507 I9) T[T Sy O o0 SIS 26w I |

(18) Zoom Indicator (g3 2fer=69) 8 T *RIR ¥ % N KW= SR @4 o4l IR 1 Zoom Indicator (g
gfStabq) Status Bar (Sr5FT AF) @3 M0 SRYS | I 56 I3 e T %512 I I IF S0 =S Ied 205 TS
i MReer =T ST T4 I |

(19) Work space ( eaier)s @it fewteid g Work space tredl 2t | SR 6 TN 6o 1 47 fhee
SR S IR (AT A I I T @GR (205 W] SR FICG FAICIAT | 2 G4 (AF [WWE o 7 sty 518
SRR oK A [0S #ATT AT @ (O FT R OF (AF @I G5 e IS FA0 2A0a | 705 ST <=
T (ST ZCA1-

1. Essentials [Ep———r

2.3D Graghe and Wb
3. Graphic and web v Pt

4. Motion 24

5. Printing oo
6. Photography Dwte Worksgude....
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it uff ST @R 06 SeresteTl-

7. Reset Printing: @& s+« fca tofs a1 a1 o/ sare=iomess [ots a1 33 |

8. New Workspace: €3 FI=Ity QIeR Sk a3 (25 e T+ SaeRT tof 341 T |
9. Delete Workspace: @3 AI=ITay (o 1 SRBC=RT 07 (1l T |

Palette Work (Rfeg “icsicta sie):

Navigator Palette:
IS AT TRCTCRCF (FISCalG M TG (T FCH (AT 4R T & G WL & @ A6 JIRS T | G5 IS
Yoo Y IT I TRl IR | AT NHITT G FRER 9= 6@ A1 Ctrl++, Ctrl+ - Teens 79/0=6 41 IR |

I nfo Palette:
N GIZS IER AR (T, 27), TG S T0F G A AW o @ SATICED %S 2 | (I AT Je =1
YT O TSI (N 70 TR *FI=100 5% I o0 A |

Color Palette:
BT I SRCECRA FACE I JFRATE PR ARTET & @ 20 HIZ© = | GRS FER [T RS , ST TZCH
IR AN =Y G AICICE MG | R R A0 ShRIFIH AT, WS G A ©f Sl T T |

Swatches Palette:
FOM FAONCo PR TG T (01 F4T A T (oA IR AR AR @ TN FACAT AR ETRG 2ICEACE A 4 T FACAG
G [ QST IIRET & & AT 7S 27 | @ A6 (A0 TG 2R G B AR 0 Mo Gt I St
JI5CH (0T WeeT of 02 T |

Swatches

]

Styles Palette:

TR ~ASIETCod 0o FCHHF FACNCE R [GFT I IS T o1 A IRAFO FANDT IBI1Z G S0 A A
FRERFRE TGS PTG P OF “ICeT6 2o TR TG 1 IBIRCT (55 FACT OG FACNG 4l 351215 NS 2 = |
FCAG 3T 3513 YRIF Gy IR IBIZEACE WCH G IR (616 6T (et e of 0» A |



>rer CWrTrEreT wrfirorsarn s Mo R R s Lok 2o

L ayers Palette:

FCEMI! (AT Tofe @Pgel< @ #ATICTs | FEHTe! T I G35 BCa {8 =GR & BCF 7 F& 7] = | @ G
R A7 7T e S @ TR T 20T | @ ATCECE I LR Fro7 08 Srard 1 20 —

a) Opacity: FPIG-TIET (TRACTT LTS A SRS 761 @R CUIT TUACP WCATFPO FEH FACO ¢ T G2 = | &%
100% 2F | ETAR I S0 e % @ Fees T3 NS 239 IR A1 7 1 res Qret 303 @3 eyt AT
AT I |

b) Fill Opacity : «f6 ==fifba wCo1R, ©w1 ey 2T «fbs wEE e Fis I GBS FEE | @: G0 G125 e oF
Tog w51 etz Faca Wi e 8 (o Tor B Fw FaEs e Sl S (T $oR e S | SRS
CORF (TR & @RI~ AeEE @RI TRe (76 3@ @R B1Ra O GO S a1kl A1 (721 571 Bieets 63 $otam
@rorfE 70 |

c) Lock : Ff88 (\TRRCE I% Ca AR A GfD SELATEIT F03 4R &) TR A0 @ S TR JIRE A1 7F | G
TG SAIRFCTR AN HACAR TG w14 TOme] Sl R | AN & & NS (A | @ WEH (08 Face
RS Bt TS SR, @9 G, JeRed, RO @, Frers P, (@fera® T | sifees w6 @ Wz ashe
YT ALEHE (TS Y@ A AN | 7 O WL (IS T @ TR AR (FF PG FA1 I 58 771 A |

d) Layer on/off: GTa “ITeTha ALES @RI I 210 (B weot ot A, @ o1t Sfoen et @ e 3o
SRS AR Tl Ve IR | SR 5 T (14 (-1 AR 32 T 019 TEA |

e) Layer delete : (M TR 2 &) & FTHRCE M08 I3 (e FATe bief e, It @R 21eese et A6 1 rewm
TG R (& Qiol $03 Tt A6 (=0 e A1 @@ G ffers o 118 S0 @ @0 S A |

f) Layer duplicate: 738 (*RIHR F(% FACO (FRIER A6 76 I I TR G 0O BIAHO @R W7 B3 IR
CTIRCE 9 I TR | FCGEHCR G BI#{Te (21 (F, I CRIRCE A Glol IR TR #6478 60 (= e 34
Rl

g) Align: G4 ERITTA SRCSTFE ARG FACO FTAR TS IS FCI YO o1 P18 A ST O GeT1R 1o
TR | OICS (3% I Q1R (A |

h) Group: GTER TR 1013 I FGE+HE, I @R TG 29 A6 1 @R NG 82 o= 7% a0 Preeise
CRIR AR PR AR T@ee 701, G2 Ctrl+Shift+G w17 faest Ungroup 2@ |

layer building mode, Opacity, Fill color #fR&$«, == fefereG, *RIF A, CRR &%, R 351, TRIR New,
CERIR GEEPHET , fT18 @R, i TvRIe Q=GN A2 (TS SR NSt @, Wer fSferes, cesiifoer, Ao 2eve o
ST | Ctrl+) G B PR GRRG I T IR IS GEGEE OWE OURd GRR Pieis
Ctrl+Shift+Alter+E @I BI2ta fT6a 7T FRIF S 207 @96 @TF o 204 |

Layer mask:

T wefe @3 @RI foor TEsh @R TEeE T | @ @b TS [NE OiE @RI AREe I (TATT &
TR~ IS SR I (57 FIRIEA T4F TR 39 909 ) |

* SIEARH e A ETRIER TR FoAH R i Tew S THSE TS FA0S TS |

* (ST #ICETCBR IS 60T 5 4 |

T PIET PICT! 10T <0 @l Beemel T4 JOee ST @iol e Sieaain (e e fHessill e =09 | S (i
It STl F7CeT8 wea @ BeeT Nes f7[e a1 oo T @iol e fae il el f2eca oived |
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* 51821 Adobe Photoshop (¥ e Ifad &) AIReera b 7 ToR AT Qo IR F41 M) 93 SIS G TH1ReT @it
A (TS (W] OO FBIRE AN A (A |

* Ctrl+] 5ol T% GHD TARCS BIAEH @R (el I90© A |

* FEE+D Tea B T O Soin S 136 7 w0 59 o6 Fne @ Press Ctrl+Enter. ©% GHEGE WS T4
5 @16 7 |

* 19 1 GG FTARHIE IS0 § 6 S_ISE FACS Z0 (TRNEE ToR TS ARG 56 I FlG § 6 SIA0ST3 TS 2F)
TR PieTs AT SIRFE G ST T 60 36 I (R Pl I B10ers w01 (@ferwms [ Mo Aml-Ficen
@S 75 (At ToIta At Facs 201 | I Ffea fcs =@

TR % 2 G0 ERIEE (007 SEI0 GFRRE HRE (Rl | @9 936 @CEF shape @ G35 AT THICS 20T
ECRCH @RI T2 30er Wz ©Ite i AT+ Alter key (571 47 Click 90T 3% 207 IF |

Cliping Mask:

Make text>> Insert image & keep uplayer >> Select image layer>> Click mouse right button on layer >>
Create layer mask (if you want to rotate this image, mouse drag, but yout want to fixed and then select
both layer and click on link button on layer palette>> Same another image include in image.

Photeslop

Path Palette History Palette

TP 75T Path R 91 999 & @ “FETs gage 910 THONCE GRINIRPSIC TOLTT PIer a1 = 3 o7 e
= | «rs Fill path with foreground color, Stroke 91 & SITHH ATSHG FIER ST FRAF FH & =TS | 9

path with brush, load path as selection, Make FTETD TP e O] ERREIRCN

work path from selection, new path, Delete Tors
Pop-up TS =315 ST SCHP ST SR |

Coom ' ©

Brushes Palette Channels Palette

I BER @i e, Joed RS TEEH-REeE,  IER E NS T8 2e 79 T SRS IS I

TG ARGTET, FER ARTSTTR IO @B e &y ST SIE ToR IR T @ S RS T | FER IC

Q 2JICD JI7© & | TS I BIGle SIETF! BRI It AP0 HICTeT @
AT oA 2T | BT feferefeis fBrrbraa e 3o
(2TF B ([T I9ZS) I 2T FT AW | T HICET &
T Goeta NGee T 970 SRR Mol Fiesi|
T AR | TS P & @ BIICT Q60 (5 FA0T AT
BIICET CORT = | BRI STt Wil Sedioe 285 Hriteet ot
FAIR |
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ﬂ Hyphenate

Character Palette Paragraph Palette

@ 76 W’ Font name, Font Style, Font size, @ =55 =@ Text Alignment, Indentation g fade
Leading, Kerning, Tracking, Vertical Scale, FARI N

Horizontal Scale, Baseline shift, Text color, Bold,

Italic, Underline Te7ifq %1% a1 231 |

Properties Palette

TCoT (BT ARTTS, @ o (BT, fome, =171 T AR & @ SATETE IS 2 | TG 2 AT TCoa
A bar *7f% AT T, AR @ T TCEo AT bar AFCI @7 75T T3 A2 ARKTS F41 AT | bar Fe 6 T
0 @reifoe #eeese fies weight, width, slart w1ea | T s Afiees Fea oS (e Afiae vEeies =3 |

Glyphs Palette
P Foa TBRCADS T 2RI FA00 G S FIxe = | Teary @, st w=micwa Enable type layer
alternates SR ST Ao (I @ ST B! RN G |

Insert Glyphs panels - Select your text- Select Alternative font from Glyphs panels- Select font (or right
click and change font)

Action Palette

Insert image>> Select ‘Action palette’>> Select ‘Frames’ in Action palatte pop-up menu>> Strokes>>
frame>> Click on ‘Play selection’ in Action pallate>>

Select ‘Flatten image’ in layer pallate pop-up menu >> Select ‘Photo Corners’ in Action pallate >> Click
‘Play Selection’ in Action pallate

Tools- (3RR/FRA) @ “fRfofs axr sfwIfer:

Adobe Photoshop @7 itres 2ifesy feeas 4 51w @2 Toolbox (5 U9 FIertell 47 OFTold F90o & | T
Toolbox (F5E) <9 F& Y SETOIE T w1 AR S (Bl F&g F 7189 73 | Adobe Photoshop («efd ™)
@7 §i« +Iffofere smmr @@ Toolbar (57 Toolbox (=) «3 e «ififoe z@fz | i @3 Toolbox (F7R®) @@
g fifoq FeeteTa IO & & F6 F91 I IR @ Feo Ie & ©f SIa1 I 1 @il ot Jier F6ce AR 71, S
s feffe foq 8 @riE s ey 5 Fie s s)ere 228 |
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W/ﬁﬁw a7 “fafofe:

Burn oot Pen ool

Horizontal Type tool Path Selection toolbar

Custom Shape tool Hand tool

Zoom tool Edit toolbar

Mowve 100t .i. 0 sl ractangie Marque tool
Magnetic Lasso tool ‘3 " Quick Selection ool
Shice Selection tool ./ K Frame tool
Ruder tool - C Patch tool
Brush tool ,’_ & Clone Stamp tool
Mistory Brush 100l .‘, (’ Eraser 100l
41 Paint Bucket tool 3\ ¢ Bhur 100l C
> 2 |
. &,

Set foreground color
Set Background color

Default Foreground and Background Colors(D)

Ednt in Quick Mask Mode (Q) Change Screen Mode(F

T B @ foafs T e @@ foraw e Affos == 1w @72 ot Adobe Photoshop cc 2019 (@ef wcsr+) Tool
Box/T 0ol s 1 #Iffos | «ff FCEMToR (2™ &F 0T 2R I e (i 2a A0 THfeTe JOPR &Y I RO
41 IR | @ HR g 67 A1 o =R I3 Adobe Photoshop cc -2019 (9efi wome Fift-20s) @7 [feg T
SR A |

TR Sl /U S

FI-CCCT Tab F 51T Fo Sy 20 IR | W& Tab F 51 S =i 26F |

NB: X At =3 @, Tab F 51T 5o 39 IR 1 I (215 2T ({0 Sy =03 I/ | 58 Shift F ooeet s Tab
BIAICET Be RIS A1 79 TECST/CHB Wy = | ORIel ¥ Bt I e Window catps faca wiTes #iifa fese o e
Click Window Menu-Click Tools.

Tool Selection (5=t fa=foe):

Toolbox (3517F) (2t ke ug safore be fodiba e ier w1 T | @913

5. WE T 5% 90 | 9

Q. *BFIG F I e |
NBs 151 orfta e 5= =18 58 &% G | @1 G AR S AT 3% Fa0T & §ot o7l g g3 w1891 (B ot
o S of Fer Fa0o =0F | 9=IGT Alt FF (5071 G0 @I P21 et 59 ST QPToR Sy 5o fodow <l T |

Use Of Tools (= 542H)

WA ARCIT T00I'S ST AIRA FAeel I9RE | (FIF T0ols @7 92 &l 77 A oo Design T4 783 1 |

(1) Move Tools (V) ¢ @ 5o T2 I (@1 ERIF FCeTT VAN (I SCAER [7h17D® SR*TF Gl I IO 40 A7 |
S AT I SR FCACE ST G5 9w 51 | A 2037 S el | SIeel-

(2) Artboard Tool (V) ¢ <=fel SR FCHMC (X TRCST/ANG 9L i ©f J0er/TRre! RO 9o = | 68 o
I HHCRIC TECSTS PR FACO bIF OCF NGCIAC §el PICeT IR #1347 (ol Fa1 2061/ TITTTO [SH G FAC12 A
I (AR BT HBCATG (TR PR A T9 I AGCAG e F& FACS AR | G FI=F FAR A T&H {78
AT QTS T I FACI S L WHCANCE WWPS A | FRICH IS A RIF (O R 1 | W HIRCT SIHo® TS
P 2B HBERC TACS ARG |
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©)

4

®)
(6)

@)

©)

9)

(10)

(11)

vormal Wissdow 'With Arthoard Wndow

Marquee Tools (M) ¢ aft @G aFf BeT | @ @Feet 1 =it o fAmweis

% Rectangular s vogergien FieTe=m S0 T |

% Elliptical Marquee s aft e ¢=TeI Bresreie <1 3 |

% Single Column Marquee s «ft fiex @z et twef (%2 = P war a7 |

% Single Row Marquee ¢ uf5 fiear 4= Picaer ez @i s a1 3w |

Lasso Tools (L) ¢ aft @0 ar= 5o | @ @Ftst Al =Iice of Wmeeis

% Lasso 8 ¥ FFb3 AR STARCER (@I SR*AE SIS PIeIs 41 A7 |

% Polygonal Lasso Tools s @ 5=ifba =ieay (e ceeet coest Feeig w41 I |

% Magnetic Lasso Tools ¢ 4 b MRty TfFTod 958 4o Pirge e Feig w4 a7 |

Magic Wand Tools (w) ¢ « 56 3= 30 TNRER G R W1 G358 FEA (FC 9 3703 Feeig o2

T AP T o 41 A |

Quick Selection Tools 3 J=RIET Fre Fieeig <1 AT |

Crop Tools (C) ¢ « 5=1f> 3= 3ca TNRCed [ SR*E (FF06 WEAMSIE AW+ 1 T¥ | =7 SJIMES k=S

O T TR | TR 4T TG | R AL ST TR

%) Prespective Crop tool -

) Slice Tools (K) - ¥ §e1f6 5219 e =< o sweniw f=omr9, s Fonfv s 7 | Web Link Work
qE |

) Slice Select Tools ¢ Slice Tost TR =7 37 FIe® TR IS T2 41 27 |

Spot Healing Brush Tools 3 @ artst 71 @ity of fmeots-
%) Healing Brush Tools ¢ @ §= 792 303 SCNR0TA S SCI3E T 2CNR0TE OR* (0d! a1 = | TS SFH
37 Color @ 7ta Background Color @ Color Mixing = |
<) Patch Tools 3 ¥ 5=1f6 <1 03 3eReed [Wive St NSRS 763 B 41 I 1 Select AT FE 5[
@ &= Command Apply Tt wgai@ Sel ected ST*R T2RE T 2 |
) Conten Awered tool
9) Red Eye tool
Brush Tools (B) ¢ « &t Sitar 31 Siey
<) Pencil tool
¥) Color Replacement tool
) Mixer Brush tool
« 515 fRfoe ca orerea GRr 41 I3 | 51w FG Color Apply &3 |
«q §e1f IRIT R TSI G-I IR | IR 9T § FIR A #1123+ =il A7 | 31971 FG Color Apply =3 | I3=F
&S (S T PTG LG |
Stamp Tools ¢ aft q=fG ap= 5= | @ epee 21 wiiee of fges
Clone Stamp Tools ¢ @ 5+ 977 7 ZCNR0GH e~ CIRE T 2N0eH SR coal +41 =7 | Alt Key 3989
33 9T B 99 IS A A |
Parent Stamp Tools 3 @ 516 3= 03 2N QP SRACF TG e (125 Fa1 IR | 22T Y32 T IR
ATAGART | I F= |
History Brush Tools (Y) s «ft @35 @ 551 | « aptst 31 Sieg of fH5zeei
History Brush Tools s «@ 5= 5= 35a eI »FRicets Seace FEifbe S[gr (126 41 [¥ |
Art History Brush ¢ @ G=1ft g5<=i= sca fafme w1 fResBifa G606 Stylized TBIC (426 9541 I3 | G T JCARE6
Artistic = TR | #FIsice History Brush Tool @ & Freifi@ SRR ST I3 |
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(12) EraseToolss «ft aafG @ 51 | « opeel JT =itR of fW5zeeis
Eraser Tool 3 @ 550 3927 3 1ifos 3 @RF 7 71 eader o=l f=iffoe sweed Piceet =1 3w |
Background Eraser Tool ¢ g F#ift 5219 ¢ Z00ea JRalies =T A7 |
(13) Magic Eraser Tool 3 @ 5= I532/ T3 R @ 5% 01 TWEROIE G2 GH0- A9 PICe GETitaiics 1
@ |
(14) Gradient/Paint Bucket Tools (G) ¢ @it q=fG apf §et | 9 2Pt A1 =R o fomze=is
Gradient Tool 3 « 5=t 57z wca qexdees T Liner Gradient, Radial Gradient, Angle Gradient,
Reflect Gradient, Diamond Gradient create =< I |
a.  Pain Bucket Tool ¢ @ 5= v st Zewdeer 3154 11 fRffoe sreits (FReies S Wea (425 a1 I |
fifen @@ Gradient create IR =19 W2 Fes FACET YF JAAON (e 41 A |
b. 3D Masteria Drop Tool:
(15)  Blur/Sharpen/Smudge Tool ® s «ft «fG @ 5+ | @ aPtet 3T =tR of Wmzeei
% Blur Tool s «3ifss @@= ot F917 =17 Border Finishing 41 ¥ |
% Sharpen Tool ¢ «3ifss IR codt Fa1 %17 Border/Image Sharpen Filter Apply =1 ¥ | St [1:Te
23 22 wg@ Selected Layer 9 TofF S1dea =1 |
% Smudge Tool ¢ <3¢z = codr T4 »& Layer Color @6 (3t& s iioce Drag =&F a1 37 |
(16) Douge/Burn/Sponge Tools (O) ¢ «aft <G apf BeT | @ @t [ ST of FmwFis
< Douge Tools s g7 scares Selected Layer @5 = smr Lighting Effect twezr 2137 |
% Burn Tool s = seaes Selected Layer «= = ssiest Lighting Effect taszn 2 |
(17) Sponge Tool ¢ «7 st Selected Layer @3 €7 1w @ Frei@ Lighting Effect trear a1 @2 Effect &
w61 Grayscae Mode @31 1 |
(18) Path Selection Tools/Direct Selection Tools (A) s «ft @G @ 51 | « 2Pt JT =ITR of 5Pl
< Path Selection Tool § »a T Ft== =y Path toft F71 717 @ wcape Eewgees Path Border Select
@ Mouse fa gees 41 99 |
% Direct Selection Tools ¢ ya T Gte J=I Path tsft 3117 717 @3 e Zeagees Path =i Select
3@ Mouse fea @15 Ig F41 37 | “RFeice Select 5§% Delete 41 I |
(19) Type Tool ¢ «ft «fG arst §eT | @ et [ Neg ©f et
T% Group Tools a7 Stey 5315 fog fog Tool RMrae | aeteR Tes (@1 Fg @141 IR | &% Tool &t 1 J72F
%a Horizontal & Vertical Type 1 I3 |
(20) PenTool (p) s «ft «afG @bt 5= | @ 2peet 31 =ieR of fgzeeis
Pen Tool ¢ 4 F=ifbe Iy ey wsitas A tofd a1 A7 |
Freeform Pen Tool ¢ @ Geifba 3r=eay ¢t fca Sieiter il i [eeitd A1 Cofs 4 A% |
Add Anchor Point Tool ¢ « 3153 =y =12 @ GRF< & F40 AT |
Delete Anchor Point Tool ¢ @ 563 =@y A1 @ Greea [ige 1 IF |
Convert Point Tool s @ G#fba =0y @ RCTF GRIT AR (F N KA GRIF @0 @ Convert 31
(T
(21) Rectangle Tool (U) ¢ aft @35 apof 5T | @ aptet [0 =g o fmeeis
Rectangle Tool ¢ 4 5563 A=y [feq Sl voge Sl I |
Round Rectangle Tool 3 @ G=ifbe A=icay iy i ¢iieTea soger =i
AR |
Elipse Tool 3 g Feifos sr=icay ey wiwiea 38 =il |
Line Tool 3 @ F=ifo S=ieay (Al SIS #113 Sl A7 |
Polygon Tool 3 @ G=ifos s1=icay iy s sieper tofd a1 I |
(22) Custom Shape Tool ¢ @ F=ifoa A=Iea iFsiE Shape tofs w41 a7 | @zrer Option Tool Bar tait faces o
R wFEAR Design Create 341 I% | 32 432 94
(23) Note Tool (N) ¢ afs a5 aF 5= | @ 9peet 1 oiieR of g
% Note Tool 3 @ 5=f67 =T @ ZCER ToF Ty F41 AW | “FFeice Delete T4 I7 |
< Audio Annotation Tool ¢ @ G=Ioa AR @ Trveced T fofe ca T2 A1 1T Torin @FC 41 T3 |

>

7

%

7
0'0

7
0.0

7
0.0

7
0.0

7
0.0

7
0'0

7
0.0

7
0'0

O/
.0

CR )

O/
*

*,
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(24) Eye Dropper Tool (T) ¢ «ft @3f6 apof GeT | 9 aptel [0 =g o fmzeis
% Eye Dropper Tool ¢ « 516 7921 303 SNEH (@1 S {3536 ST (FIAaies g 2weed @
it =@ |
% Color Sample Tool 3 @ Fe1f5 2 T FCNCEH (I S 353 FAET @ ST eI [fwy sar (%)
T AR | AR Info Palate @ Sty e =T |
< Masure Tool ¢ g G=If5 fdia 03 FNR0ER GF 2@ T 35 FC WS A0S 0w v @Al TG X, Y
AP TS 7Ag, THOT qR =@l Feyi il A7 | A= Info Palate = wieey e =3 |
(25) Hand Tool 3 « 5= 3592 303 (@ Treens @ Erer fowcd o I [fog s e a1 a7 | &< (26 <@g
2 RIS |
(26) Zoom Tool ¢« 5% fod5a a1 SR 35 I TETRETS G 24 LT G 0 L 1 T | 77417 (R FA00
1 Alt key @7 31y face =31 |
(27) Foreground & Background Color Tool ¢ ute gz
Forground Color s @4ita @ 3R fifo® At To185 FACT I (GRG T TR GT R = | 9 35 3579 I AR
PRAR (A (FRAS FER F=ifom w41 77 | [K@ifie 7327 “afs FEs W6 @ @ |
Background Color ¢ (IS S §o @1 T @ §1 ¢ 355 33 3R fodfbe <1 a1 | ZO030e (I o (06
TCsT 16T SR FIFACS F = |
(28) Standard/Quick Mask Mode ¢ « 7fb 551 @ sr=ieay S M ode #Rasa 1 217 |
(29) Screen Mode Button ¢ @eteT fasze=is
% Standard Screen Mode ¢ RO 9 el T A |
Full Screen Mode With Menu bar ¢ @ Button @ f 3201 SR T+ ~Migre ([ I1R)
e =7 |
Full Screen Mode s @ Button « 5% 0T wga@ SXRE(0 I+ W Y Ao X(J |
Jump To Image Ready 8 ©% Tool €3 =I5 Image Ready Program &3 4y &t 33 U TR
2t oy 39 ="y (@eq I | Adobe Photoshop Program SiHT 6T €& Program @ 43 =0
FTer 40 T |
Screen Mode:
Screen Mode Tool/Options/Button s aetetr fxzesis-
% Standard Screen Mode ¢ A<RTOT 9 @e’ T A |

% Full Screen Mode With Menu bar s @ Button @ 5% S0 SEE(s 1 *Migre (W[ 7%) awfe
=)

Full Screen Mode ¢ @ Button ¢ 3% 3T sgali@ S8 T+ *M1 e awi+o =09 |

Zoom Tool:

Zoom in/out ¢g JIRF

G BT IR A FCO A BIFSTICE Z00M in 3T I Z00m out (=15 I (AR & T G ZFT-Jfard &y @ ol

I RS = | Z00M iN TG I TGS A 9008 7@ @ F(F (A I T Z00M Out €3 TG 0.59% 7@
(RIG I (74 IR | G 5o PIeI FACT SN2 AT G 27/ S5 ST qfpioe =T |

R/
0.0

R/
0.0

0.0

Press Ctrl++ (for Zoom in)

Press Ctrl+- (for Zoom Out)

BT G In/Out =(F | @fSTa5d #FIteod M8 ¥ In/Out 4T AW | G=Iers Alt key T60s 47 A ©2Cqd e
T G 2 G 063 e @I g =es =07 |

«qrFCE 912 Preference S#HItad Zoom with scroll wheel A5 436 A6Ce 27 | SwF TR 2RA 0 F9
R TR 6 FACS 2 O ARG G 2 N(OG ICH [T JG6T ARG = |

Press Ctrl+0 (Zero),



OrerE BRI ST GRS AT TGS (AT | (=I5 30E T IR G 20N (RI5 FC (A | S0 & B L8 AP |
SR, TP BRSO A S_ER A€ (2t Ctrl+Alt+0 (Zero) @31t 519 ,trid =[G 00 % G S (TR |
TG G §eT 0SS ¥ T (R 0 (7T |

Color Apply:

BINE I SRCEIES FAACS 1 FRACT FER ARTTEETT & & #JIC6 Ize =X | IRTIe I T 2GS, I FREH
IR T T @ AR NG | g PR #1010 SR AT, NN Gl IR ©f Sewl F41 T |

Selection Basic:

O AT FCTR=ICTa AR T TA | FCACE ACAG AR SRAF AT/ I/ JaIPIE/ T geraereid, Column
R Row ST Peeiamitad &y i 2Proi G1eteT Aj9%e = | 8% Geetel Select IR G I =Co &A@ @ Option
T[RRI DT A8 a1 IR | W [WE SR (e 8 P w41 [ |

Path Selection, Direct Selection tool, Color Selsction etc. =T Sy 2tETT FER IR FH FIG FACT |

(a) Path Selection tool- 7% SRTESIF #A1 FITF T &5 9§ I9%e = |

(b) Direct Selection tool - SRTETSE A S K BT T ey @ §et 992 2 |

Layer mode Change with create Photo Pencil , Sketch

ST S T R Y38 SRl {3 | O TR b 2fpd IS F6 IR FTAR 7R [R@ifEe &iecs == |
G G5 STET ST 0T AT I T AR ERIF (AT ITIF P (PR 0o AR | (@ T @RI CofF, IR
o R WG 41, Eel6 T TG SIS A0S '@ FAITe AR |

S. 2R AR ARV @@ G B ST 2 |

iye. 2-0deN

Cop O35 Iy i bipaad
Cop S5 ‘og
Dugicahe Ly egbhnlam

Ders ) Ademt

Gk Erpot s PG - Infte (o
Bt AL s Oy

Aot vor ot
Frewe bleilne

Farene Lo,

Ly e

8. 31T AW T=RIe 3+ wear | Ctrl+J or Layer menu- New —Layer Via Copy

ATO[-208



ATOT-0¢

€. GIR AN I FTEF g @ A Image- Adjustment-Invert-

e T
Bt ot il
7 X Lk
Lyir Tore S Civl Cif sk il
Aoty Condoeed  Slls Fefe il
Bpomm
Az Codor Srt-Latk-i
Sikreea
[ Ty
:'-'.'! Sin I_w ..u .- [ Eabaian Care
Larvnd fere A ..H'l\.. b Bl Lk
g Lt Btk e EERINDIRSE
T :
" ' . Chanssd Mo
3T Colen Lyehup.
e E—
Lt b

IR G @ #Af7eeq 63 @7 Color Dogle.sits Ht5a T MR-

SR N0 207 B A (72 17120 AT (-
b @37 551 (9 2 Filter-Other-Minimum-



ATOl-20Y

Covewt Tt val HiBu

e 2ty
Dhoydow Nk drgm RL IR L N S
Con ot Basy Ftxr PR St
Lot Tawwet - SR D

5 93[ R (7 2w Layer Visible & Alt Key @3t 5% @ 2p7 T3 | ==fie Alt key tetst <@ Layer
Visible @ W% fgs 3031 ©Ite Gl To7 ¢TaIR Cof =03 |

Y0, YIIF U R PTG @0 RIR e (o& F3cd Layer Mode -(Multiply), Opacity-65 =T |




5. @3 w=CE Background Layer @3 3 ¢RIR Cof ST @R SIF (B0 AR $AGH N0a [T | @it @49 (@ e
041 ©ICS BRIGTS PG FIEIR ©IF AFCS R0 | BIRC e F1e F4C3 1 | 58 S O WS HIRC FCO J(A |

Press Shift+ctrl+] (3 ¢Ree @7 $#AE e A= &ey)

%
I (7T

@

Undo, Redo:

SR FrEtE Im F909 undo, ¥R Undo TF W I I S[_F1 T0O AN M @Co Step forword @R T7=G1
fate @S step Backword Fei® ace =1 | RSBt g1 5= faczre 1afs a1 ar1 | 615 Newia:

Ctrl+z (for undo), Ctrl+Shift+Z (for Step forword), Ctrl+Alt+Z (Step backword).

Document Save & File Format:

LTS P (o I FIIF OIS TSR PRSI FFTFCT T Save e NS FIRE T BIeT A Gy
Save As SPFF 73T© = | 58 FOM (@RIT FIZF (T FAT AR G T (AT eI | A AFH A0S 72
QAT 2O IRFH P A |

5. Bitmap or Raster

Bitmap 2cxe 7 =fRCS SRCHIT ©F 41 T 9= = | 9% T A1 T TRYF SRON R | (F AN NG I AR
Bitmap =3 | &= S 1w S Depth & Resulation é=e w41 =21 | Bitmap @3 &+ $@S 4307 T2 A6 =0T |
@F- BPM (Windows), PITC (Mac OS) azret Windows &at Mac OS Serw &5 GIF, TIFF,JPEG g7 |
R. Object Oriented or Vector

G0 93 = T3+ V ector Graphic =2 | azrrel Macromedia Freehand, Corel Draw or Auto CAD =i is

(ST T ¥ | 6 IS0 T FANIHT IR 9 F4T TG |

GIF
GIF 0= SRR & G0 SBIBIC FA016 | IR Wb @7 TFed 9t Il @@es (i | $179 GIF F==51c6 Transparent

PR G I AR GR Q=i cFeas Gl F 13+ 327 341 = |

JPEG

Brer SRR FHEICE (Fa «ft s s F=wis | JPEG-Joint Photographic Experts Group Fs51tsd (@
Fo+ 589 Progressive JPEG (Interlaced) w51t itk 2t | @8 F=1cs Low, Medium, High,
Maximum @2 SiRfGR @ GG SRt (T 1 A7 |

PNG

PNG/Portable Network Graphic 12 21156 GIF @3 oo @ <« frea < | «fs 64 bit 2 A’ s@
AT |

PDF
YIS T 2T FATO R (P AR (A G 41 25 99 & | ATLRTS 20TRG W 92 4T (0% ETIRet=

PDF w==71t69 2@ 2tz | PDF #12e=T Bitmap Image, Object Oriented Image <3k Text Te3g Ao 71T |
CMYK Color Separation @7 =@ @it @6 afe =15 | DCS 2.0 TS M Fgetd @@ Spot Color,
Spot Vernishes, Die Cuts 31 =« (S ¢ &5 @ et ACAs 3 | DCS 2.0 T2 dEes Page Maker or
Quark Xpress & TSl (/& F1-STH (AT FIRE T |

FICER R T TR0 NGe 901 = |

ATOT-204



To Save The Image/Picture:
% & Image/Picture Open & Editing 2T SRg¥
% FileClick
% Save Click =t=i? Last Editing =g wafsFs =03 |

dayffilenamey] | sima
Sate ?ﬁ&‘p_ IR AT (PN T TR TRITT TS B mi Image/Plcture Oper] @ File Click
PHEDIME PR 0J BOX click steo 23 |
Or, Keybo adgém{&hﬁ&@:trhﬁ}*lﬁmw Save As Dialog Box %WW | 91?1?1—?\-) GFL TS
A0S ZGBMP (*.BMP:*RLE:*.DIB)
4ave For WCDmpuSEWE GIF (*.GIF)
- 1Digam (5
@ Fllg .:.t ﬁ%@dﬂ?ﬁ%% & @2 Sub Menu 57 sy facs =1 Or, Keyborad Key
{Alt+Shift+Gy hl:up DCS 1.0 (*.EPS)
$ove & Save ﬂmtnshuu DCS 2.0 (*EPS)
ST AGRTS TR (T B3 2w Ctrl+S x| 768 Tt Sz ¢re T4 a1 TR Tawie s 3 e |
THCTT (T FAF &= AT - File Menu -Save As
. ChisH
Dpen- Cht0
Bicraid i Breige ARa D
Qi B Ak Chdi- (e O
D a3 Tt Dyt
e Fareat "
Clise ey
Clixia A1 A= Chile Y
Klecre andd G2 [o Bidge.  Shells e iy
G TCEF TR ISP ERIC @I 5% S F13eT T et $90e 269 |
QR TN T e FE )
|
I" —r
— d
:._.'__ -|'
WWWWWWWWWSweastypeaamwwrﬁcwwmnmr@ﬁzrww

TR w03 e fire =9 |




Crop tool:

G GG A (FCo TP ZCAS (O G @ FoT 77 =T | e SR W8 Gl eal Enter key ===t 5=t 99
zre 5% W Click F90eT 9w AIRCEA 30 0o 24 | & bt Pt 6a 5o 2re @b @i =i (@w=: Size,
Rasul ation Teyifr) F==1 T | Crop mark tF 30ter ifad Wi Biace ik I6 T Ao e FRales e
frca fepetenet =3 wdfie I¢T Codt = |

u 'L'I_ Crop Tool

m Perspective Crop Tool
7 Slice Tool
""‘" Slice Select Tool

fifoq M8tem 29 todt Fa@ e a1 “afs/Image Size

wie ST A2 PSR FEHe @ @1 MEE =’ tofF w11 1w @2 fFei =f<e Background g =t I3 O
T, Seaet fRoTICa AT Sisat #H7esiit T3 =¥ tofs @32 Background & 3= 3w 143, bo7 7 341 T1-

5. 2T ST T ble] FICS T
G @ (I GG B FCEMA SCo e | 05 N @35 2R 1w, Sommr @ =< fFre A | (@ =f<_ee Apes
G FACS BIF) |

©. 92 Crop-a9 €% =g 9 @6 e Ctrl+Enter Press <63 or B Bl 1o e wea Bisca e |

(«= fo=f 3 S A orer AR

8.3 Pen Tool =/ 2R3 7 330 2( 7 [iegers a1 a7 78 Pen Tool 7R & #i12 ¢+ 74 ©itd F1C6T T)
@TE SR Pen Tool Ji<=id AT | 19 I35 FT 71 9012 19, B 211 S ol B Gl 37 07 0o 209 | SR g
& ace =1 Keybord @t Ctrl + (+) b1 et =< g 25 =63 =i Crl + ()51t et =< g =%t =69, fes @ 5paa
Pen Tool =i =f7 Al S0 =02 |

ATOl-206



ATOI-3%0

THIG8 QT ST A0S =64 74 Pen Tool 532 41 =3 o9 @ =i+ 3t Path Option T Select w7 (eai =311
PR QLT ST G5 TR IR ACHS DI (O] IBCN | SR A0 @ GG o0 2 (A | 059 =fes o 7o
MATS Nz |

@. B9+ 26R 7 B BT 4126 A7 15 I@ Make Selection FF T GF61 I WP (@1 g ARTET a1
@ OK s e =03 |

<
/'\\\ Croate Vector Mask

'\ Delete Path
Define Custom Shape...
| L

FaPan..
Stroke Path, .,

Make Syrrematry Path

OrerE BfRfG Pieeiw 209 | 92T @ A W I Keybord @t Ctrl + Enter ftete = |
b. 93 BT a1 B} Tew (oigte fArs =@ Ctrl+N Fwrs fem a1 Click File Menu- Click New

Cipser aa S mart Stmpards
Dipezny Bez o

Clescs

s

Clona and G io Bridge.
vl

Servr s
SR G T9F THCAT G IH SPICI |

Q. GRATC APTCATS LT B M TS =0 | F1E SET APTATS RS 2R AT FNT5a LT AP’ Meced =<
% Width = 1.6 inches, Height = 1.9 inches, Regulation = 300 fustt OK s+ | feoe 2f<ice (2311 -




Untitled-

Let's start something new.

1 rasre ol

5. ¥R 51 @ Foreground color Tt e A1 @ (@1 G55 SRR Pitet® 2o (S0 APTCATS M2e B[S 2@l
AT AT T FERE (@ FAT =0T AF) | o= Paint Bucket Tool (G) e 2@ s1mi Siest Sie | Aeviss
Foreground color == et e |

0 AR FFACT FRIF IR TR FRRCE e 1 GHfqe HF e =9 | SF & qedl-Layer Menu-Merge Down or
Press Ctrl+E
feyebe 1o =03 - 5. TR Ve FA[ 77-

3. 2T fC6 TR (306 ©RE ST I ETRIEE NI
9« 41 TR Passport Size

S0, awwﬁm G fte 209 | ©F &= Tiear Edit Menu- Stroke-a3@ Gais SRt
I3 AP O oba SreeteT 5% @ed Ok 4T |

ATOT-25



ATS-233

Unds Merge Démn (2
Fado Syoke e G 3
Togohe Lot ate

Fade Sroke
Copy

Pacte
Pacte Spacal

Sewch
Chock fpeling
Fod ood Replate Ter

Content: Smare Scale A= Shie Onle C
Puppet Wep
Panpecive Wep

S8 JJPT T (17T ARG M20E 29 |

i\
s¢. “IfFT=Ita File> Save As PItd @G @6 «I% td Save 3 A4....
S, @AM BB b 1 B ToFD F0AT | O &y &0 GG T (%% 1 | AR AR *(I
Height - 1.9*2 = 3.8, Weight-1.6*4 =6.4
S 9] @GR WK TS 3% AR | Create T |

9. IR TR (2120 AT @R ot Fieeig @ed Edit-Click Define pattern-Type pattern name (T=g ARG Az
¥ O3 G APTAGS (=747 ZCR) - oK.

Sbr. 31T 0T AT (130 b{T %I Fwi ea e &= 3T Edit Menu- Fill- Contents- select Custom Patten-
Ok(4<iIt @2t Cofst w1 Patten e a1 oite =Kt (i¥te fiwars 07 2 1)

Yok Sy

Pt lgeiw '

s (3=
el e
fedxd Fpion It




G T @2 Ve i @I 2 ot e e See Al | e St =99 Mot (qa =@ | Qe e e
ST 08 @AET |

e Stamp 3Ce XRR 79 = (Width.8"”x Height 1” x Resolution-300)
e Passport 3@ <R A5 = (Width1.6 “x Height 1.9” x Resolution-300)
e 3R 3wew =f¥w W5 = (Width 3.5”x Height 5” x Resolution-300)
e 4R =3ted =@ Aot = Width 4”x Height 6” x Resolution-300)
SoE QR 12 =fk7 M3weE ey @ v =% Stamp, Passport, 3R, 4R, sz 2R

Type Tool/ Character Design:

Type Tool =i qeee Text e F41 I, Type Tool Fiesi® a1 77 SeRE e @ RIS =, G AT
RS T @R (T (At Type Face ,Font Size, Color, Spacing 2ern fiesi@ <1 a1 Type Tool e 2ees
FT FACT AR TR CofF =1 | W Type Tool & mifE WS g 9 F1esig w31 317 ik f[ifeq watew ¢ 3
(Layer Effect) crgar a1 srzrel Type Tool @ Rfey Style k3@ =z, @ Style 917 I GG @7 IER 8
Cenea «fae T 94 | oy «@a Poster, Brochures @3 At i feeigcas ey 51271 G 9% =¥ AT |

Type Tool «5 Shortcut key — (T) 3= 3 Text Fi o= &y 2=ty
1. File-New or (Ctrl+N) Command e g s T Cofd Facal

3 == File-Open or (Ctrl+0) Command e @sia @3fs 3trer eeai T |
© IR BT ICHF 512 G Boied FpTR et Horizontal Type Tool =i Siprd, 16 36a Fieeig 35964 |

8. AT I AT 20, 9T T @7 N2F AP | T @A A TR AT 2> FoIF60S NS Tl
AR A6 T 5 FPw @k g7 Tled (g 2t Reset All Tool st i 34 |

Aegar ml Tock ra Hhe dafaul detnan?

I (33 I Canc

ATOl-259



¢ .93 TRET 37 AP, ok A5 5 T |
O AN T T TR [P I T T 796 P A (e e 2eozwe A1 Arial S F16 Pes a9 |
q.7[CFq SIS F5 A2, 94 (AT 48pt Fees 94 |

Feraes Foreground and Background color 3tew facss Default Foreground and Background col ors it fg

A ( fe= FFR =65 S = D)  Foreground Black and Background Color White @1 =3 |
@3 New Document or Image @3 &=ta f§s % | @36 Horizontal P& siee fige TECUYB

Tool Box 518 5= (T) o i3 3¢ 403 e Hidden 5= =i | «iv it Vertical Type () 7= P
T (*5F6 = Shift+D)

BN

1T BIRCET (TS FACS A | 8 At G @S T I FIRADG F& AT |

TypeMask Tool:

FAYRTS 512 N FETR AR AT TR (/TP G FTC? (P =S P0G H0a I 31 = 8 Gd Jrace [feqy
T MR = | OIR W I FIE(0 A G G0 [0S G0 FACAT |

File-Open or (Ctrl+0) Command fta @t «3fs 2 9t 3331 | Tool Box @3 512t 5o (T) 7 5% o

4z AT Hidden 5o SIPT | @9 (e Hor M % 03 BTTs 3 (Shift+T) |

(- -
(o ) boezrtal Typw Mok Tox

IS 5 T | ANHHCS ART AT A FAG AT AT | 513 T |

ATOI-258



ATST-2v¢

IR (T (41 =0T SR 2 (g GG BT 93T S (B TR (72 | R G120 eI (o =0A0% | G- T (A0F
Edit-Copy/Cut 31 s g3

deberis]l e Mes kel Od-I

gy Lni Siwin MuiH-L

Brush tool:

I B (@ Path 91 Shape &R 1 & @ b+ 93%© 27 | Brush tool 1§ 3 B2ita F=1ae 200 Smuth 0% w41
e TeIPOIta I &I 58 Smuth S00 % R FCT TS Gl e fSTHoea A AT Jr 1 ‘R @ Smoth
T G A | G=GI8 I G+ A Setting @ 86 <7 STz, A1 Photoshop CC 2019 @3 9+ WS | smuth Y00%
T 67 o TR AR Tl T |

Polide string mode : TNTTRER T =09, S(F (TS JIT*R a2 ([ 19%e = |

Strok catch up : T “IGICH WS fe I 4T AT TIF AR+ Il T @ =09, (=0T et 39 =@ AW |

Catch up on strok end : T*IF #ICICT NS Gl IF FACA I I 0 GR (RCS T (*IF AT YS A |

Pencil tool:

& @ g I & @ 51 9% =¥ | Pen tool Ft1g 303 91t §7ae 2re Smoth 0% 341 201 FreiFeid Gk =0
58 Smuth Yoo % €T FACT & GrIFFI= TN SSTIOCET A L TR 71 T 7 SMuth =03 G2 =T | 9=els
CoIfTET BT Q0 GATGR Sopie 815 Sromi =iy, 1 o™ BT 050 @7 T IR |

Color Replacement tool:

Freed el ® e R A=t & @ o 9% 24 | @ BT P10 GoTai 0o faees) e siepie) 36ea ier 00 =(A |

(e) Tolerance 4ft SR foFoR CFiag TIZ© = | FFIR AR CF@ foFiT Fopg 48 frs =ked ©f ek
T RO = | S TS I AR IFF FER & GR AfSF#q ©© =(F |

! — | B4

|

_

Spot Healing Brush:

It RS (@9 W A1 6 Remove F9[ &+ 9 551 I3%s =X | 56 Fieei 03 200e *I0h 59 a0 &% 54
BRI 20O FER TR TF 50F (B (A, T @ (@1F Spot Remove =7 | 16 @R I 51 i1 A1 S[gR S
=



Patch tool
R BT SRSITST STl SCa Foa1Ca Source €<k Destination SIewa uft s famysii 21css | fsgees ¢ea Default
T3 Source W= G3(Be AT |
fog fdifare =16 Fi=ig e Destination 16 &5 03 W8 G SIAgR S SRR A S ETIeT (=g et T =516 @
O AT A | 70p9 =R (A~

"

Red Eye tool:
TII (T 7 B 90 (510 3R 1 91 e =0 I/ | TS [rome Yoy weeyifre w (3 YR MRS T & G Fo1
T[IZ© T | TF G PIe1g IR SYAI@ FTH G Fc=12 (GG Tl = am |

I -~ - -

ATOT-23Y
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Red Eve Project Work

1.1st Image Open <7 |
2.«3/@ Open =1 Background Image-ote Ctrl+J fac 3% 373 |

o

9. @3 Red Eye Tool Use S/ &= 3+ 41 R Pesis 0 =i T© a0 W ed Gl F419 | IR0 920 G
Tl FACS #AIT SR BIR0 (5 FCAS Gl FACO AR | R (N (TS I | SF ©f ACHH T© (LI-

Clone Stamp tool, Pattern Stamp tool:

Clone Stamp tool-

e 31 ZCNCER WIS SRTR @I 1 S CoRa G @ B 3e =X | Uff SeawsT Healing Brush 5&@ Stel o3,
Healing Brush tool =t® @ Gt e TegeT | S0IEE (I SRHE @I Fa00 20 Alt key (5T 403 W18 {3 a1 (It
s fd@e 03 te = | Clone Stamp Tool &3 F1e FCS @RI #II0 20 T TR 70 51 FCORT 2AFCaeT A1 5o
37 zre All layer FTt=i€ 30 21 | FrelfRFeCT GRS Current layer Pt 21t |

e S

A - L. W

BONCER ~II61 Coaid G g §eT 3% 2 | I 94 Pattern (931 30 &4 (3 (1 200& ©f AT 41 I |

Image >> Canvas size (500.300) px >> Make Rectangle corner >> Select color >> Alter + Backspace
TSR M PG TRIHCA G-

Edit- Define pattern-Type pattern name- ok.
ATBTT TRIFCAT 2T A O IR FIACS 2ACE | T FT ATBIE T4 Mouse right click ¥ delete Somite f5
T TF AHAL remove 20 A | ARTATE BT B CORTS OF AT (T TICE-




File >> New (10px, 10px, others is as usual)>> Create new layer >> Make horizontal and vertical ractangle
with Ractangle tool >> Ctrl+D >> Edit >> Define >> Name and select others >> ok.

TS 20 25151 AT T Tors fNRwerend ez 41 q7-

Edit -Fill - Select Pattern - Select Custom pattern - ok.

Blur tool, Sharpent tool, Smudge tool:

Blur tool-

OGP AR S8 T & HIZ© = Blur 51 | TN: TG (1 G35 SR* R[S 7o SR S5 203 GO 4§t
IR 0 ST TASI FC WS Grof FACT Blur =J |

) o ox

s ¢ s

000 & 100% G/ Re)

* & BlrToo
A Sharpen Tod

Smudge Tool

Sharpen tool:
BT STAEAIT SH |, @I (B NqF S FA00S @ Fo 9% = |

Smudge tool:
Bed Smudge 3T #MHREST TR G TR NI 1 FI6T SRHATH PP FAR G 970 =& Smudge tool. T

Insert Image >> Select Clone Stamp tool >> Select Sours area (Alt+mouse) and drag with target area
>>|nsert Image, Select target area and Setting that position >>Smudge cut area with smduge tool.

Sponge Tool:

g 5FI(Sponge Tool) TR T &) &ITH T SL2 FF 50 5% (A Gefo FeTs Fa0e 209 | 2103 ST 0 @0
o PICe0 FACS R | PR G GCoTR S 0T (I S0 SRAR @ R SIS ST NS AT R0 T SR
FEIR BN T SICS IEEE W@l G (e ©IR G FeT TP TS I 91,0 AN I oS FTE 6

AN | 12 FoT PG I o1 2192 S 1 (A0 SroIe ooy Wes 209 | s feser @ ft srseiey iy

Desaturate : % S=R=fG SR @l S0 ¢ |

Saturate: SR 2 SEREG FRFC G ASN FERCE 05 FAR FI0E A2 F1 2 | 5o 06 43 I F0F W |
GRITCT 2R G0 SR BfF GCAw 1 200 R =RIG (M0 W 2062 ST FE (@ | O1R O ST IR A
TP S G 7057 #11%1 i wom Fiesig s o ey I w41 =g |
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Saturate frca sETE T4

> 2T G0 THIT IS STAT FAE |

2.«3[ Press Ctrl+ (R 3 397 &) |

. I TN AT T G5 AT | [Nova T -

8. ™I 5=I(Sponge Tool) Tta I T | (T @&res
R el S Ao 2R | GO SN S
RS FIE F4CO A1 |
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Burn tool
BN JIZ© FERCE 2! FEIE 2fFTo F99 &= J92© =7 Burn tool.

Kormal Image Burn Image
History Brush tool, Art Brush:

History Brush tool-

OFE FRICE T ZCACEH B2 FTET FACT ©F Remove T IRAT | o7 ZCACE TS| IS @R (RRIRFOIE dd S f6ea
el 31 @ F90o History Brush tool I9&® =¥ | @: A @6 =f<cs ml FIeT 91 Grayscale 9 7 f history
brush tool &R AWI-FIECE remove IR AT IR | T A0 ZRCS TEA G 0ot S0 ©F ST 271 e ey
BRTS IRACE (741 IR | FZACF RIRFRE TR G RIS AMI-FICAT IR FZACE Aol w01 T |

Insert image >> Image >> Mode >> Grayscale >> Image>> mode >> RGB >> Select >> History brush tool
>> Mouse drag on your target area.

Art brush tool:
TCOT TR O 55T TRICR feelT S99 &) 9 B 7R 2 |
Insert image>> Create New layer >> Alt+Delete (for apply backcolor) >> Art brush tool and mouse drag.

Image Retouching:

>. R WP image Open 3¢l | Jicss image-53 o
@ image fots Ctrl++ Press 36 zoom 3¢l |

. @@ s @36 Duplicate layer o F9@@1 @—R (26
126 1% 33 R Blur Apply F9T |




% layer @3 =15 fva Blur

\O, OF &« AT Filter- Blur-Gaussian blur- Radius-12%-15% pixel- ok.

Toviese Hoa
Lomwert Y1 Srem Fooem

LR

Sdactve Woln drgle. AR D RLlebid
i Hme, L0 A O A
Lrrs Camrvtom Y
[P D
e IR g Eh. Oy

Layess

Q Kind W e TOD

Normal acty: 100%

ock: BH .I oI ™ a & 100%

ol
(& 15'3."4 Blur

r h ]
L2 o Background copy
A

r
O r’: Sackground
=

Layers i ] »

Q Kind @ e TO

Norrmal Opacky: 100%

ek B8 7 < I A Al 100%

’ )
=
L

Ml

b Background copy
L]

‘;T.“.‘ Background
>,

L ‘0’ Spot Healing Brush Tod
‘Q' Healing Brush Tool
{:} Patch Tool
&% Content-Aware Move Tool
+O Red Eye Tool

v @3 Brush Tool - Select Soft Brush — Brush size -150-250, Opacity-80, Flow-100% <<t |
4.¢319 Filter-Blur-Guassian Blur —Radius-15% -ok.
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@3 Press Citrl+E for Layer merge.

Q. @3 Fill color - Black & Background color- White tts =ffbte Brush w#cam sive =f:i6a =15 e 2 e
AR |

L= - -— 3

0.3 Brush tool select ¥t Foreground color Mouse click 3T Sits #{tda Fea TRIErs! I emi+s &
Q2 Image 97 J26 ST click =l | sits J=26 =ke=H color, Foreground color w13 w16 =63 | @31 opacity
(20) @ Flow (9o0) 9631 4R IMage-aa TR SF10e! 6a I T |
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Codw Putas 1V wagpons Coleny

39, I/ TR TR FeeT® et Ctrl+E press 363 R ¢rmeties Merge 9ta Wa |
8. GJrcam soft brush select ¥ 1% sk W18 click T w3 e opacity- (20) & Flow - (30) 3ca f7 |

3¢. G 703 ORI B ST (TITs 76 2f0F G @ WS J(J | FF & AT -|mage-Canvas Size-
Width-(Double-faew) & Height-(=f<= a1 Height =itz w12 2¢3), Anchor- Left sight centre Mouse Click(eits
ET =R AN 0 (TF TE R TH AT FIT AR TOR =0T | 93 T AT T 41 246 )

-----

Y. TG ST B 3R @16 AR 'R S fed o &y 719919 75 w97 T 99 1 @2 Type Tool fiw 5127 s
< Before & After.

9. G I TR AET 5% I P Fa0aT IR TMer 67 1 |

Sbr. BRTS ICH (AR &) 2T G0 T R 717 4=k 3am - Edit Menu- Stroke-(15-20) pixel- Centre-OKk.
5. TR TRCERR PIeT® I3 Trer I3 9 |

Q0. FRCE Save FAE! |
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Pen tool:

. 51 e o s Brme v v w1 sy v ot | i fewiie rofe w @ oo G e
FOMITA (T2, FCOMTH (T §oT TI2R 0 ([ (T AT 2 IS AT 0T | G 27 3T (@47 Tol AR SN =
e @l | @Il @IF 9B 21 I TR (0T ET2Ie TG 4 IR (2 FoT IR I |

FEHCA (A 551 TI=E 03 ([{feq 40 G tofd 1 a7 | @ 38 5oee )1, Twha Zepifn |

Pen Tool (p) =G aps BoT | @ @Fts SIEaT 1 ™R -
% PenTool 2 « 5=tz =iy ey wsis =i tofd a1 3 |
% Freeform Pen Tool ¢ 4 F=ba 1=y ¢oifswet e Sice siem TR Jeoied =i ¢ofd 1 3 |
< Add Anchor Point Tool s « 5= =y #i12 @ Qi I& F41 AR |

Delete Anchor Point Tool ¢ @ G=1f67 =y =i @ @reds [Ye 1 I |

T B FOICAR ARBIR B8 I 27 | @R BoT 9RICH & GO BAAR W89 e Bacet oIt A Sopi J1ea oieatl foaift
A QA T | S SO FCHCA (o FreT A Fler e |

w=s- 5. Path
2. Shape &
3. Pixd

Shape 8 Path &3 <y A4y -
Shape ¢ Path u3% 35, ©C3 A (P e FETR ACHA S G 766 FETF- T FIRACS I AP | Teid <47 =0l

EAR fowas e At | =1 (s
o1 B e st et et '

2T G0 TCHCD (o FACIT A AN G0 0TS GCAF IR T 5o e AT Cofdl e 53— e #A1f |
T 51 P11 S S 19 (AT AT PTG 6AT | GRSt 89itd oy aaeiics e 3«2 tofd wcar
SIF & (oI BeT TR SRgi o O B! ST FACT

TR BT (T T2 BT 192 0 SCAPECET 7 (AT (@A 5 a1 2aifeet) Tofd tafy ¥k seee 2 g
IR @ AR TS SR |

Pen tool fwea Shape tsfa-

TART G2 I AW AT oI AT A 4 ARRCS @91 B w3 SO, Oreed o e Fill e siezr « (o
T PICST A 5 A @12 ETCs ST f6eT SRR T2 A7 | oo =f{ee orge-

L =i




QT G (AP QA SR W WA G ST F0e 21t | e (r3-

R ST B0 Rt 2@ (BT 191 ST A, FACANS A | G- 05 St (<7 07 Tofar S |

3% Shape T Path tsfa — Curved Path

Pen Tool ficar Curved Path or Shape Path teft St <317 {35 S99 =/ @35 Gl 03T | SR 2= 77 (2t =4t

RS f5d T T G5 T FIACS TF | ST GIRUA ST @ AR FIArs 20 AA( G I 0 BT
2ACR)

|

T R T IR FO6T T 2 (767 e PR AN T (7, mﬂﬁﬁﬁa«WW|
Freeform Pen &3 3927

Freeform Pen 3572@ 363 {7 7=0ei2 21 31 @1 (ot 341 A, Fiaw «ft sreifey @fre e o 1w ¢ e st <t
G191 Tof 03 T3 | (T 21TC=A = A1 VI97R b1 Sioe (et T AT Cofer 4T I si=eed Freeform Pen tool 359 36 |
I -

Pen Tool facx Ficsig a1

SR (AR BT A B G 11 2M12 CofF e G BIRCeT I FIed A Pt waiee #A1f | Fiesi@ w4/ &y ¢ §=1 e o7t
31 A1 vofd T <) @EIbF T A126 59 @ Make Selection @ f5F 79 79 ok 90T (ataT (F (o7 B forew Cofft Fat o1 a1
1= P18 200" | 947 BIRCT A1 ATAECA 97 GG 708 G1R Feere=ita wp et g ~fisaa e Face #11f |

IDER CASREC RIS

Pen Tool Path Mode, Shape Mode & Path Selection Project Work/Nick Joint Project
st Nick Joint Image Open .

293" Open 3= Background Image-f5t& pen tool ficar Path ts3t 59 @3k Path a1 siexiGaes Ctrl+J fa
FIA IR | Q4T A TN A 9F R ERIRCS JIAACE FTR 1 |

© 3R TATER I G (@ §F ToF I& a1 RRACR OIF (b1 ST W8 {356 63 3% 0 T |

8.93% s =e* 5 7tdd i pen tool e Path tost 3393 ik Path 1 sieip3ee Crl+J ey 3% 759 |
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¢ 49K G2 TS SR S fdew o

L 43R 725 TR e Yo @ PIK @ ETEReE Crl+E e st 949 |

93 T (@ IR SR ACF oI Erasser Tool e Erasse 799 |

[ REETS IS RS |

Gradirnt Techniqg, Gradient tool,Paint bucket tool:

TSRS TOR, THA, (G B

Editor>>New>> Gradient type (Solid, noice), Randomize, Select Color mode: RGB/HSB (Hue Saturation
Brightness), Select color >> Ok.

New 350 5% 03 «3ifes @SS Todt F03 ok G Click I «f¥Hw@ Pty weR wafrs @t Tz fire =@
(Alt+Mouse click) | e FF =9 Setting 2o Reset M Click T Y7 AT (2T ped SPTS |

TRIT AES

Editor >> Setting>> Save gradient >> type name and select location>> Save.

IS @CTCP ETC F- A&

Editor >> Setting>> Load gradient >> Select name and select location>> Load.

Gradient tool:

SRUES LER W Over lapping IR o219 &) ¢ bt e =X | 6afStars «febea ficy F#e #fiqs 1 I 1 Liner,
Radial, Angle, Replacted, Daimond Gradient & ¢ €A Gradient SR | €¥@re Gradient tool FEE 63
w2fras «fStra FETR e TR 7 FEIT ERITE Mes Gt T30 @ s =09 6aferars e =03 | wafbwrs «febe T
(ST CoRT A1 AR | CORT AT GASTRD FRTAH , FRAF , TIC FaT T |

Y (@ e =Y
T G35 TR TR (AfCTAT 2T TR 27 JRATSrS (@Aferms AR/ 58 2/ T AP |

Insert Image>> Create new layer>>Apply grdient>>Select image layer/background layerl>>Select quick selection tool>> Select
image/picture>> Press Delete key.

I T @A AR, TS FIFATSEA dFWS J1R0 €32 F2F WS T, qToRZT T& FBalered 71 GIH6 I O« (&4
J1Z5 0TS AR FACE o121 AT 7S Z0ASE FHO (O A 1 | (T (GG FHFET FIFTT A2 F! @TS AN |
TR (I A I ACE I GORETH TR @92 THHes AT AR, Gewi@e @ (@ferms @ 592a 70 2 |

Paint bucket tool:
SRS TR WY A JRR2ACE Solid color AR &=y @ §el 77z =7 |

Warp tool &3 I3R%-

T ST FIRAGCE (TS 7] A P& P (I 20 WPAT |

BIRCT GG Warp 9 1 fTs #ATaw | SIF &) =T (ope1 Wea #1123+ (ofd F0a St (HG IR T A | AR
Option Bar tats Click Create Warped text wite Warp Dialog box =IP1ta | @2+ ©IF BIes Gt e e
i Warp Style Select w4 Ok 3% | f7toa o 363-
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B RSy g G DI Fee:

>.OFG TF TCFCEIG  CoiF ICH [Fg 5127 Al | @) Click Layer Menu- Click Layer Style-Click Blending
Options-

New
Copy CSS
Copy SVG

Duplicate Layer..
Delete

Quick Export as PNG  Shifts Ctrie
Export As... Alkt+ Sheft- Ctris

Rename Laver...

Blending Options,

Pl El ) s - » 'ﬁ' s i,
fT5e TrRIETe 9% WP | @39 Drop Shadow Check Box « 5 fo firar ercarersia s1i2er @ v 5% a1 fese
@ite Drop Shadow 3@ 2@ |

GO T A(F TS A2 GFAAR FCI (TS A1 |
Bevel and Emboss

TECUYER TECUYB

|nner Shadow

TECUYB

Outer Glow
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Gradient Overly Inner Glow

O[T FRLCET S B (A IR TS (1o U |

Project Work by Type Tool

92 e cofd FAce My SEr #E Horizontal Type Mask Tool, Layer Effect, Move Selection Serifi 35927 |
SR S TN NSNS GHG @1 TR, T (W0 T =SSR (I SR TR 0ol 200z 947 SIar d7a «3fs
O Gy 2R (P G0 TG (G T07 300G T4 TRCR) G TP |

>« 5187 5 i 3@ Horizontal Type Mask Tool ¢ &% w5+ (Shift+T) @3 @3 5o S Ad &6 P
A |

[ ]
3. T 3012 grered (I =0e Font Style Bold Click -Click Font Size-(72)
©. G TCACE TG 5% e | IFIH SCG0 A AF (AT R 5% F91 Zeay G (6 SR ¢l AT |
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b, NS AL G ST 0 S | PIeItad [ootR e AR 70 SIPTCeT A BRI AWl FCTF
Move tool @ #fi3f$® =3 |

q. 553 a3 Preee=is o T aR 2oees aap W ova e A |

b. 939 (79 (A Edit-Copy & Edit-Paste s |

> TR (206 (T4 G0 T RIF (ol ACE | A8 TCAER TR 132 JH Paste 19AR IR 797 FRIRG SITE 6l
©f A AT, 58 T (2406 o TR (AT A |

Yo. YR FTAF (2067 s =t Add a Layer Styleawﬁ‘m 5 399 | G GBI (g SPTE (T4 (T Bevel
and Emboss « & 3% |




Text effict

File>> New (1200px, 900px, 300px, RGB, 8hit, white, ok)>> Gradient tool >> Gradient Editor (liner, Black and
white, 100 location color: 128.128.128, HSB: 0.0.50%, ok)>> ok>> Mouse drag on down to up >> Filter >> Filter
gallary>> Texture: Texturizer (sandstone, 100%, 2, top, ok)>> Double Click on layer lock>> Double click on layer>>
Stroke (100%, Inside, normal, 100%, color, Color: Black)>> Inner glow (Color burn, 15%,0, black, softer, Edge, 100,
100, ok)>> Custom shape tool>> Click on setting from custom shape toolbar>> Shapes>> ok>> Select Dimond >>
Click on setting on tool bar>> Unconstrained>> Frome Center>> Path>> Blank path (stroke path) >> View>> New
guide>> Horizontal, 50%, ok>> Ctrl+H>> View>> New guide>> Vertical, 50%, ok>> Make daimond from center>>
Click on path dropdown key and select Make Selection from pop-up menu>> Fether radious: 0.5px, ok>> layer
palette>> Ctrl+J>> Unvisible of Stroke effect>> Double click on layer effect>> Bavle and Emboss (Inner Bevle,
Chisel hard, 100%, Down, 14,0,120, Use globel light, 30, ok)>> Ctrl+H>> Type: S (Tragjan pro, 150pt, smoth, center,
Color: Black)>> Thistext Move on center >> Click on Fx of layer palette>> Bavle and Emboss (Inner bavle, Smoth,
1000, up, 7)>>Gradient overlay (Color 0= 204,204,204, HSB=0,0,80, 0k,100=77.77.77,HSB= 0.0. 30%, ok)>> ok>>
Color overlay ( Color=31.167.237, HSB=200.87.93, Blind mode: Color, ok)>> Inner glow (Hard mix, 75, 0,
color=0.255.246, HSB=178.100.100, Softer, Edge, 22, 15)>> Stroke (14, outside, Normal, 100, Color, Color: Black,
ok)>> View>> Snap (for uncheek)>> Select text layer >>Ctrl+J>> Citrl+J>> Displace others 2 text>> Move 3 text
layer on top and Select that>> Ctrl+G (Name: orizenal text)>> Select 1% Text layer>> Click drop down and select
Convert to smart object >> Setting text>> Ctrl+Text layer>> Add layer mask>> (Same others 2)>> Open pencil
tool>> Click 1% layer mask and remove text cross.

Advance | mage Manupulation Lighting' photo

Insert image>> Double click on background layer>> Ok>> Click on new fill and adjustment layer>> Curves (Custom,
input 255,output 94, chanel:blue, Input 56, Output 88 >> Select Mask>> Select brush tool>> Fore color: Black>>
Mouse drag on pictrue>> New fill and adjustment layer>> Cureves>> RGB(input 52, Out put 79), blue input 70,
output 56>> Select layer mask>> Ctrl+I>> Fore color white and mouse drag on picture with brush tool>> Create new
layer>> Opacity 25%>> fore color black>> Mouse drag on out side of picture with brush tool >> New fill and
adjustment>> Curves (input 217, Out put 175)>> blind mode: soft light>> Iselect mask (curves)>> Opacity 83%>>
Fore color: Black>> Eraser and Mouse drag on picture>> Create new layer>> Fore color: Black>> Alt+Backspace>>
Filter>> Render>> Lensflar (105mm picture, brughtmess 36, ok)>> Layer blindmode: Screen>> Move lense flar>>
Image >> adjustment>> Hue/Saturation (Colorige, 33, 33, ok)>> Copy this layer>> Marge down (Layerl+2)>> New
fill and adjustment >> Solod color (HSB =37.100.25, RGB=64.39.0.0k)>> Blindmode : Screen>> Opacity 13% >> Layer
mask and click on layer mask>> Ctrl+l (for apply black color apply on mask)>> Select brush tool and fore color white
and drag on picture>> New fill and adjusment>> Gradient map (Black and white)>> 44.91.33, 138.179.21. ok)>>
Layer build: Screen>> Click on layer mask>> Ctrl+I>> Click on mask gradient mask>> location 100(44.91.93,
238.179.21.0k)>> Blend mode: Screen>> Click on mask>> Ctrl+I>> Fore color: white>> Mouse drag on pictrue with
brush tool>> Opacity 33%>> New fill and adjustment>> Brightness and contrush (B 32)>> Ctrl+I>>Fore color:
white>> Mouse drag on face>> Opacity 73%.

ATOT-9o



Letter Portrait

<

=

L.Insert picture>>Ctrl+T>> right click: Flip horizontal>> Unvisible this layer>> Create new layer>> apply white
color with paint buket tool>> Type 'Z’ (font: Georgia, color: Black) >> Layer 0 move to top>> Opacity
increase/decrease and resize picture >> right click on layer 0 and select Clipping mask>> Ctrl+J>> Select face with
magnatic leso tool>> Click layer mask from layer palette>> fore color: Black>> Select brush tool and remove out
side

Face Slice

Insert image>> Double click on background layer (layer 0)>> Select face >> Click on layer Mask frome layer pallate>>
Ctrl+J >> Rename (Slicefrome hear)>> Rename Layer 0 (Backup)>> Select backup layer >>Create New layer (name
background)>> Fore color white and backcolor Black >> Mouse right and Blinding option on background layer>>
Gradient Oberlay (Blindmode normal, Opacity 40%, Gradient Black and white, Revers cheek, Style radial, Align with
layer cheek, Angle -111, Scale 143, ok)>> Select Slice frome here layer>> Draw ellipse with ellipse tool on face up
position>> Ctrl+T and resize that >> Layer name is cut2>> Ctrl+J (Cut 3)>> Set ellipse down>> Ctrl+J (Cut 4)>> Set
ellipse down >> Ctrl+) (Cut 5)>> Set ellipse down>> Select cut 2 to cut 5layer (cut2+ shift+cut5)>> Ctrl+J(Copy
4lyer)>> Unvisible all cut and copy layer>> Visible cut 2 copy>>Mouse right button on slice frome here layer and
select apply layer mask>> Slecte cut 2 copy layer>> Resize upper of ellipse with Path selection tool>> Click on layer
2 copy thurmnil (for selection) and unvisible that>> Select Slice from here layer>> Ctrl+Shift+) (name slice 1)>>
Delete cut 2 copy layer >> Selecte cut 3 copy layer>> Resize upper of ellipse with Path selection tool>> Click on layer
3 copy thurmnil (for selection) and unvisible that>> Select Slice from here layer>> Ctrl+Shift+) (name slice 2)>>
Delete cut 3 copy layer >> Selecte cut 4 copy layer>> Resize upper of ellipse with Path selection tool>> Click on layer
4 copy thurmnil (for selection) and unvisible that>> Select Slice from here layer>> Ctrl+Shift+) (name slice 3)>>
Delete cut 4 copy layer >> Selecte cut 5 copy layer>> Resize upper of ellipse with Path selection tool>> Click on layer
5 copy thurmnil (for selection) and unvisible that>> Select Slice from here layer>> Ctrl+Shift+) (name slice 4)>>
Delete cut 5 copy layer >>Select Slice frome here layer and rename slice 5>> Move cut 2 under slice 2 >> Select Slice
2 with Ctrl key>> Ctrl+G (name slice 2)>> (same to above 3 group)>> Displace all slice>> Select group and cut no and
change color.

(Clliping Mask, Blend Technige - 3= sRf%g SIT=ibe 11 F0AR GR FE I (AT AR | SR =M 76 FR (real 271w 1)

Project wor k with Photoshop

Color Separation Project Work
1. Image Open & Create Full Path

2. Save Path-«3[ (TS T 2RTE S IR T (O I AT TACH (% I99 R G I @R MR FSR
CIGF @ IRRT P18 IR TR (1 G I 6207 I | oI ART AP GIRPa IR 7 |
3. JIG T TN PSD [© ¢T0 397 | A0S AR &raens afes F3ce i |

ATOl-20)
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| mage Resize without L osing Quality
AR A AT I @GR JCAGCP GG TG IR ARG 27 3 (R0 FARS AWe =7 | Ae S&l &l 3
TR BIRCE (@ TTGEEHE/IC 0 (LI BRE (PRI ST AP A1 (& (@it B9 A FACAT FFT =631 |
38 SR W2 I B 2R @IEHRT 97 ST dw=a FCs | CTRE U8 IS0 I & 2RI G0 206 Gooie
FACAT | O T SR FAEGECAT ZCACE A& I IR (LI
OIR I @EGETHR B G IR |

R SITF B FACEN OF T FICATS (A Press Ctrl+I 7 | 906 (13w @R 3 =g |
R AT --

Afprdriet i

Ay Jarwt Srailes il |
Sgta Cortlng &= Bl sl
Baitd Lol -l o

Image Menu- Image Size-Now Display  Image
Size Dialog box

¥ Image Size 1.01M g Dimensions, Fit To, With, Height & Resolution it 331 A1tw 2<ke @RI
O AT |

2 =& Resample Check @ & Resol ution -300 %¢a 73 |

G ST 513 Ok Face #iif 58 wite =R\ spwa oreica 71 1 =R 99 2@ w@ee (@ Noise treid | -
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©I% 25 3Wa 9 = f1tb7 Resample Down Arrow TGE =g 3%+

ATy

Bt Smoothar [ergerment)

Boub Thaper [reductes |

BOAL (et prithesrls)
Repes MeghDy (el soges)
L

Preserve Details (enlargement)
B SoRG AR TR S o G0 A (AR | (Y-

 ad '
w i
.

. ‘L;{f‘ e

_\_","‘:..,a . Vo

W‘iﬁﬁ?w

T R T G |
R ®Y (TS T8 N B o72e F6ce #i1fF | 93f6 =f§ FFITHE (TH60e (e B A1 Wtz | 3 2f<{fb7 Age

[

Ly -

[ 4 sy
s

GOITT N 29 o Face A |



e

R ST B ST FCH (18 FAAT | N6 T GG (58 FACI! | SRR RIAGH LS TG =0 ANK |

GO N B e Fare A |

58 T BT AT S THIA BT FTTIR0 =7 ARG S0 27 | O3 Wb #1@fs Seprae Fh0o AT —
WWW.imageresi zer.com
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- > &
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|
*
[ e =n
= cowpons avaasie D  ~
=
10 ) e
| =
| —

| <. i e A |
QT wooXwoo AT ¥ BfF Cofd FdI TACR | S SR AT AIRCEH B o FA0 T 113 FA0S AR |
Y BRI TR 2R A Tor B20S! TAPTE GRS T FICE |

G CT® 3P |

Hair Masking With Color Range
1.1 Hair Mask 9= B=rrt @36 Image Open 3<9.

3. @37 Background Image-f5a 371 s (v (&1 53 2te (4) pen tool e Path Tedt 773 @k Path
TG Ctrl+ W 3 3399 | TR @2 I 1 EERHS T9 B B @ (514 7% I W1 |
©. @3 Open w1 Image Background Layer ot Copy =3 Ctrl+J facx or faess s s

Mouse Drug @ |
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8 . «a@ 9 Select Menu-Click Color Range- @<= Color Range Dialog box f5 Open & | ©& ¢ifr =7 e
o g Arrow fofes gt e s -
A o Fuzziness 51t 3t i @3k &t 399 |

. %
2
L

b, @I BF D-Inverse IS TR | K & IS q. 93« Ctrl+J Press 379 7331 ©lte @RIF 3 T(J |

(2t a3 Ctrl+Shift+] Presssaq |

SR & FIeAe (*tF Ctrl+Delete Press 359 | o3 #tdq
CTRIR TR (BT I 4TS T |
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Yo. @37 Ctrl 5T 4t TS 3 6 7T ETa
PieT] 99 1

3. G FIG (*[F BIAE (TS FACS AE |

Restoration I mage:

S,

Awo

v I o6

Image Open- Copy BG Image

Create Path

Ctrl+Enter (For Selection)

Select —~Modify-Father(1.6)

3@ Eye Dropper Tool Tt Eere ¢RIt @ gita W16 35 399 | site Foreground Color 51
RIS |

G SR TG TR Z0NG G BT W6 (35 99 | ©ICS L& P A |

@3 Shift+Ctrl+l (for Invers) 359 | SIte 20er O3 IR SRKH P 2J |

@3 Alt+Del ete press 3 IHRISE e e |

@3 Ctrl+D press 3ca fCFeeig 323 |
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0. QT (AT LT GTATA A1 ¢od 7 A1 737 ¢Te 41 #Ir! faezwr Clone Stamp Tool e Image Repair
|
3, ™F = PSD -t save 49 | Ite Re-edit 1 I |

Lighting Effect Image:

Sl 2= W= @36 2 fer Pen Tool Path T sta e6 Sistmr e |

21 @7 77 @35 fce T s Background T AT |

© | 7 *7 9% BRGTF Tom uFfs TR coft @ Flip Vertical 3@ Shadow I fAess =< siter @k Opacity
wfe fwear |

8 | 47 717 2fbrs Rifeq Light @<k Lens Point i e 2wz wrer 2RI STem |

¢ | YT HZAS (TS FACT |

| mage Reflection Project:

(oo &l T orftT 41 )

Image Open.

Pen Tool fwew Path Create 353 |

Ctrl +Enter Press st Select 49 |

@3 Ctrl+J Press <9 |

Ctrl+N Press 3t Tga 6 Custom Size Paze 7 @3k S000x3000PX 371 | Fit6d T

BeG gy

[res =]

Y G G T |(TTS T (PIer Cod 2 A |
9.931® Image Bar—Right Click—Duplicate f7 | Sitos wre-



Duipdic e Trpg &
Dwpbctes Ref D1jpo
s | TN,

b.@awmmﬁmt@%WTitleBar—Right CIickW|pIicateﬁ?Wﬁit5§W Name
Diaog box =13 | %td@ Untitle Name Bar- tits 3 3 e =it st @294t (7195 963 7 | o3 Copy  =ifo
7 TS 203 | O 20 FIEG JACS 210 R0 B w1 20307 |

Dupkratzrage E

Duplcace; Lintided-] = 0K
Ast befnp \{/—,—“{ Canosl
0931 Image 5t Move Tool e Durg 53 79+ ¢7ie-« e I1 |

.93 Ctrl+ T fca Image 6t Free Transform 359 ¥k Shift+Mouse @t Image ws Right Corner <&@
RS A (FE TG T |

LT G CRIRCE SICET 90 7 399 #tda wo Ctrl+J press ¥t @& Ctrl+ T fwea Image 5@ Free Transform
I R @I G5 ZE G T T AR | AR A FIGi0 394-

Erase Tool -19 size (Soft Brush f&3)| @3 Erase Tool 1t @ths 41 203e @3 Fieh 2=ITS JFT F99 (SIS T T
TR #itarg @R [evd e =iee s [N k) | Fevs 7o -
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FOPONE 08 TCEM LAY T SO Y. PN

@ Ctrl+E Press 33 G W% 3 (7% 3599 |
Photoshop CC Shortcuts

Selecting
Draw Marquee from Center Alt-Marquee
Add to a Selection Shift
Subtract from a Selection Alt
Intersection with a Selection Shift-Alt
Make Copy of Selection w/Move tool Alt-Drag Selection
Make Copy of Selection when not in Move tool Ctrl-Alt-Drag Selection
Move Selection (in 1-pixel Increments) Arrow Keys
Move Selection (in 10-pixel Increments) Shift-Arrow Keys
Select all Opague Pixels on Layer Ctrl-click on Layer Thumbnail (in Layers
panel)
Restore Last Selection Ctrl-Shift-D
Feather Selection Shift-F6
Move Marquee while drawing selection Hold Space while drawing marquee
Viewing
Fit on Screen Double-click on Hand tool or Ctrl-0
100% View Level (Actual Pixels) Double-Click on Zoom Tool or Ctrl-Alt-0
Zoomin Ctrl-Space-Click or Ctrl-Plus (+)
Zoom out Alt-Space-Click or Ctrl-Minus (-)
Tools
\% Move
M Marquee tools
L Lasso tools
W Quick Selection, Magic Wand
C Crop and Slice Tools
I

Eyedropper, Color Sampler, Ruler, Note,
Count



J Spot Healing Brush, Healing Brush, Patch,
Red Eye

B Brush, Pencil, Color Replacement, Mixer
Brush

S Clone Stamp, Pattern Stamp

Y History Brush, Art History Brush

E Eraser tools

G Gradient, Paint Bucket

(@) Dodge, Burn, Sponge

P Pen tools

T Typetools

A Path Selection, Direct Selection

U Rectangle, Rounded Rectangle, Ellipse,
Polygon, Line, Custom Shape

K 3D Tools

N 3D CameraTools

H Hand

R Rotate View

Z Zoom

D Default colors

X Switch Foreground and Background colors

Q Quick Mask Mode

Hide all tools and panels Tab

Hide all panels except Toolbox and Options bar Shift-Tab

Rotate through full screen modes F

Scroll image left or right in window
Jump/Zoom to part of Image
Toggles layer mask on/off as rubylith

Select dl text on layer

Increase/Decrease size of selected text by 2 pts
Increase/Decrease size of selected text by 10 pts

Increase/Decrease kerning/tracking
Align text left/center/right

Create new layer
Select non-contiguous layers
Select contiguous layers

Delete Layer

View contents of layer mask
Temporarily turn off layer mask

Clone layer as you move it

Find/Select layer containing object
Change layer opacity

Cycle down or up through blend modes
Change to a specific blend mode

Switch to layer below/above current layer
Move layer below/above current layer

Type Shortcuts

Layer Shortcuts

Ctrl-Shift-Page Up/Down
Ctrl-drag in Navigator panel
\

Double-Click on T thumbnail in
Layers panel

Ctrl-Shift->/<
Ctrl-Shift-Alt->/<
Alt-Right/Left Arrow
Ctrl-Shift-L/C/R

Citrl-Shift-N
Ctrl-Click layers

Click one layer, then Shift-Click another layer

Delete key (while in the Move tool)
Alt-Click layer mask icon

Shift-Click layer mask icon

Alt-Drag

Right-Click on the object w/Move tool
Number pad keys (w/Move tool selected)
Shift-Plus (+) or Minus (-)

(w/Movetool) Shift-Alt-letter (i.e.: N=Normal,

M=Multiply. etc.)
Alt- [ or Alt-]
Ctrl- [ or Ctrl-]

ATOT-28%



FEOHCA AGI Cofs 4
5. 421 1000x1000 Hieeets a6 F9 (A2 Cofy F T

R. T OIF (FTHRHE a9 FAET AT IO FE T A6H TR 7 I

\9. @1 TRT-T View —>New Guide—>Now Display new Dialog box —sthan Horizental 500px & Vertical 500px (STOT S1T8STT
MBI O 20) NBER T©

8. MR ANTW AFB YOI WL ¢ 2T Y Bf a1 W<, ABid 1o
€. Q1T SRS AMGIT JFE Y91 WL AT FIEAIC ATRE A1)

Y. QT Edit— Define Patten —ok.
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P ELESRL T LR RRSR A ana ol
et Wi - L)
Teoma Lan fosep A Ceri- T

E T

i e

o e e s Pl

Turdenb-fee e beals S B i
Fupper weang

P b R e PR

Fre-y Tromufzam T T
L

B g b i

T R

q, G99 T T A9 932 92 T (=T19 1018 (02 AT Edit > Fill>patten—patten select—ok ©TC® #7151 (ofs 2eal| g
ST QTG F (TR (O F FACS I M AT SIRGII FACS I | PR G D11 G2 (o SIAGHII 251 20|

b, O TG (T FAR 932 S&FF IR @R OF @0 T ETRIRCE GF FACI AR 1 P01 11 Sieiia @3 1 P sicet sierns
a1

5. AT 7T T G GFo SN A B0 R ANGI Cof T

30. 3R AR @R & O=F FCH 4§ TR T Add Layer Mask Add I |

Y. @3 Add Layer Mask €3 AWl 927 16 fF3 3 9 F1TE @04 Edit Fill>patten—spatten select—>ok

I QUACHTE 2151 Cof31 @I (73 A5 M ARRE 96 G (o FART I PSD Mode 9 (12 I @62 2@ 0%
SATIBT J (F IR IR 91 A

Final Image/Patten
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¥/ Networking (Networking, Internet & Web Browser) [E=

HOME

FTHR (5T (Computer Network)
Network 317 & e @R

Network Topology

Printer Sharing

What is WiFi? WiFi Router Configuration

Introduction of Internet

Email: Create an Email ID

Mailbox: Mail send, Receive, Forward, Reply, Search, Attachment
Internet Troubleshooting

FEATHF (OSF (Computer Network):

RSH FMTHR @ @IS IR AT 930 T A SIE I IEHR @oSTF | A2 FHEHTP I, SIHET,
SHICGHIIEE A (TSN IF NG 93 I OCIfe FACHIAR N0y AL o4 = | MR T IFATHIPICRA W1y AR o6t
AIF-2WI FHCS #HCH G2 HETPHR CrRie Fh09 #Hita| SRR I @8 eSS, NAFSTS 8 FIAGHEH G120
IR I W FHSAFH % (¥ TOITPTR T3 (ofF FA0o IR, Gifis IACo AR O (IS WA 21 FE6H
FCSATFH TG I GHIZAY I THREG |

@ FPTHR e R fMes #1ita St SR FI85R I 1 AR ST CRifRe Fa00 i g @I eiwife ARkt @
1 SR, PIED-TOE @S @ FEHRTE My Mg iR AR @ (g @ iz JRer faes «iw@ 711 o=
SAFTH*H I (X6 I

A computer network is a system in which multiple computers are connected to each other to share
information and resources.

U2 I OroIfF FFATHIRCS 32 R[fon fCorem MY e F11 27 0 qurd Wxy [few e, evewr, &5, 5,
SR GFEP TO7IM CRIE TR AW I oA @H @R I 2fF|

foa. FGOIR (RGETH
G : FRATH @GS AR ALY AT FHTHRCT 9 936 (IS 0T |

ST : (A SAFYS (T (TS (FATHI) CTAT AR T OIF I A | AT S[0ps =&, T Tl 3754w 932 g© IS 574w
RdaicoEl

SAFCEAT : APSTIGE (@ I @G ORI 42 I EIfIE A 2 SAITo# | @HSNF THRE PG G2 AL
FIIE/ SRR G LT MOIEH AN SAFCHPTR AT LIS AP | SAFCOR MO (A (O67 (e of Afeara=et
IR

FTH (5T 929 (Use of Computer Network):

ATOT-288



FEER (0SS [0y TOER [To2a aze = | M BF6H, T, e, HER, Colas Ty xeies, Fife, fUfefe

o7l | FFEOR (Thear [fogernd 3 T a7 | @@= 710 varg W_ige FH#CoR MR Y O (Cable) FREACoR @I_T
(TG T T AR | AR IR WAL ICHR FYCRF AR (GFRCHIN IR, CH FRAT FCHRCHH NG (oA 8 41 I |
e Sharing files

e Sharing printer

e Sharing Application Programs

e E-mail

e Remote Access

e Common Access to Internet

e Common Security System etc.

e PAN (Personal Area Network)

e LAN (Local Area Network)

e CAN (Campus Area Network)

e MAN (Metropolitan Area Network)
e WAN (Wide Area Network)

PAN (Personal Area Network):

@ A e [fon SEREive fSSIeAefEE [0 A Be W ACHE Gk @Een< tofd 221 Gsifmw e
f2e1a Infrared, USB, Bluetooth 3971t 9572 231 @3 feespies W IR G, Gares e, 4y, &b,
I3 (I, F71E, &b Feml, @53 2ol PAN tofits o 1 SR8 JR@s 200 Ad| Ok M4w e
g0 2 TTFICE RIS P 21 @F I (FBPER fago:

o a3 I do FGIH @ Ny M=

o FMITHIN U2 O Y& FCSITPIRA MK O SMIH-2WI I 27|

o ITHIN IPPTR TR Y92 FRIFSTIIES NN & AT |

LAN (Local Area Network):

IR TG TAMLS IATHRPTIRCE 2R AT F99 IJ98F a1 LAN (Local Area Network) | @2t @6 wag @
@3 @FIER fog =%, @G o, =01 Afe9it [eear @i [ifee 31 7 R0e o/ige IEh 3¢ FiHre [ifen 385w
A 93 ABSHF (T (Sl | I NG GFf6 WFeR [Kfeqg G A1 Rewm IeemR @ 93 [eons 67 761 T4
TR | 92 AR FHSE BICTS (A TR, (-SRI F71<e I T2 @ib3 I71<el @S2 My« e
@fee e@e 32 Ty Rfew HeAF Tor aze A1 OF 24 [IREPER fHag :

A LAN connects computers over a relatively short distance, allowing them to share data, files, and
resources. the computers in an office building, school, or hospital.

o LAN Gooifeif& snigizers <5is, faie feeam 2r2fie 12 2o s

e LAN gfeifers (Sb! simiH-gui= F=0S Al

o 3 YRS LT Soo FABR (AT Tl FAGR #18 2@ A

e LAN ImmeTs @32 i edd 26 MAN @3t WAN @9 631 $e-Eeei @ 33

o LAN 4 osRf¥e FME5o12 ©fF I SARIW AL 2l F11 27|

- L.
e e
CAN (Campus Area Network)

Gfs R AXPIHS O, QIS O, TIEME O, Beb EFOIE, WK PR G2 S IJ7® O FifFo
LAN (=TIt 312g@ F7c0 CAN 329 41 1 07 [[g® >-¢ .1, 28 209 Aiica) o LAN @3 5= [5~>i afza
e ff© 27
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MAN (Metropolitan Area Network):

G2 WR(AF V(X SRIFS FEFH I TN 0® THRCEE I 27 NG @fFar (HeuF | @ €I @68 ¢-¢o
R 3 RYS S M1 @ G @B SHF @ FIZ© OIS (e 2 A, J2b, NIAFGHS Qo1 ToyfH |

A Metropolitan Area Network is a class of network which serves a large geographical area between 5 to 50
kilometers in range.

University Campus b h

Govarnmaent

Building

WAN (Wide Area Network):

R cSTeolTeT Tt AT e (T5\ex¢@ 90T WAN (Wide Area Network) | (s IRETere«s [ifoq *=ea S[ige Seo
R JRFCATHT L AT (AT SRS FHTER YRS T TS 20 O I GNRC AfRI (o6 | ey (o e fTerRem
AR @B FOGARE T QTS &F e AE, FIEAR WA I, Wew, BRI, ARG G,
METEFISCTS G Topifn |

A wide area network (WAN), is a large network information of the world that is not single location. This
internet is the largest connecting billions of computers worldwide mangagement.

EBenFA Boiwtw 19z (Elements of Networks):
wiface== et e (Application Software)
@oes wwbewE (Network Software)

@B eend (Network Hardware)

i TFbeTF (Application Software):

SR TEE G R0R IO ST (AT AT I NN FATHF GIRAFIAAN B SACE AR I& 2 (A5 SAE
Ryt RS e iR S0 IRIT FACS A | Q9T FICFG-TeTR fF231 Prea-5-fore 2pfon 2 il

e webewiw (Network Software):

@SS TFCG 2R FOCE (AT A A @ESNF I (2 1 (2AGe Bio IF, 4 fofere @b FHThR
SR FCHIER AT O A AWl FCH A "2 I | (ATGRAfeT 13 FICHIE @G e eifae=w offew Iy Aifes
AT I8 FCH 932 AT AR A HLAR BT IAPTEI FAHIF B8 I

@ben$ e (Network Hardware):

(& TN (ST© TARH I TAMIN 9FIfIF FHTEHE NI FCF, SIACE GG (5 OSH 2T 231 G0 N0y 36 og)ef
BN 2 FIEHIR BIoIe I 191 G L5 @32 (FEET Ser=6a1 FIsifama Sy sidRere oIk It Sisifbwre T2
TS| (CSAF SHTCIBITHR FI& G AT 8 (5 SAF AFHETRA N (P F Fo FTI
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Categories of Network: Network can be divided in to some categories:
e Peer-to-Peer Network.
e Server Based Network.
e Hybrid Network.
Peer-to-Peer Network:
FAT AT FATHE 7O 12 A1 Oroifd FEATHIRR T3y HETH e F919 & (@ @ESF 191 F1 27 ©f & P §
o (B e fPree § PR (G eaitd (@ aweicR frmiee 3y (12 |
At :
S, 93 (HSTF EHI T YF TG R K6 PN
3. IIRFFER QA RO e F90o A=

SRt :

S, 7 fareet =g 472 v

R, @3 FPENE FANSIE Ve 778 (3

©. 9P @ESTFR MY AL SN SPYRT|

Feer o Feer Network

Tt

Server Based Network (Client Server Network):
9% I G TR MO 132 AT FIEFG I STFTHHN G AT FIED MO (G ST A 2| QAT ST FTHIR
FATSIR (THT G AT €32 @31 (THT FITS FFATHR 9 KT 2T 929 T4t 27
ARt :

0d. I3 A&OCS AT S AT |

0x. S (©GIF eofer 2% |

o, fAfea et (P, ®7i=19) crag <=t T

=7 e B

" SERVER- Based

T"! = I‘ riadoe

Hybrid Network (2123® @6exs): aft yere e § e 13 FIers-e1e (h e e )

Network 399 & &I TaiR=:
1. Persoanl Computer

2. LAN/NIC Card

3. Switch

4. UTP Cable

5. RJ45 Connector

6. Calmping Tools

Local Area Network Topology:

5reieIfE It Network Topology 20% (heTRge FBHRTes SRS @32 JRM Ry ST Sriefecs oy
MRS @GS FT ARG R afelze Ta T @b FFTHR EGSAE FHTHE Toie gy [(fes 4aEe
TFANTSFRBIR, TR, IR @ Sy (e 78) AFCS AR



EIeIeT @R B SATE RS e SfEfie o =R Grarefer 9= F11 =21 720
1. Bus topology
2. Ring topology \L
3. Star topology \L
4. Tree topology

5. Mesh topology
6. Hybrid topology -

3) I GeAATETS (Bus Topology) : 936 T SLEE AN 3R HER (16 S FEH1H @ Seyiay T@+iifs 3t foiss 1ye
AT | G2 Y AL TIHCE I (Bus) I 221 @ YR AL TS0 FEHIE T O3 Homreicd (©6! ACH s
ALY AT | AR NG (@ (I FPATHIR O (@ (I FITHICH (OT (29 FACS A (A (@I FRATHI et e
G PO TS T | SRH T (Pl FATHR AT fTS12H (BBT IR A HALIF FCA (o SNIGS F1 I

%) e Greifeife (Ring Topology) : 72 SroieT& 202 I8F1R| @ 4R FH e 2Afol F1E5 o 12 fucew 9ft S5
e AL AT | (P FEEE (AT (AT (ThT JSIFICH 9F FATHR (AT RIS FEGIE AT AT | @ (W STIGS &
FAGHTR (TOT (2Rl T R0 SHATR 20 (BB F Obet 2(H #ICT |

) "613 GeolETer (Star Topology) : (X GrARIers FAG6R A1 [ifew q= < [Teiex @- 256 PR el 219
31 3R N AT I& A OIF B SAAS I | @ AG(0re @B SNFgE IEHRE 9+ 201 I 936 I A (=5
FPATEIR) @ NG @6 S AL @I @ (T5T SMIH-2AI FC| Y I 336 M (R FACHIR T3T (a2l et | ¢alist
HESTH Tbe (T (T |

8) & Geoile& (Tree Topology) : & EHSAF AFOITHF BiF AAISGHIZ T=2PTHS F211 ATS IIIRT VEH FHTHE @3
@A (X6 FFATHR 1 OIS M I& AT | afbE HRFRe Sreiefens =1 23

@) T 1J@ GeeAleTs (Mesh Topology) : >R A2I@F G e (heE 2Afel FEHR ARr={Fei® Ay AT
9 A FEHSCE (P (A g FI R AT 1 @I7F FFATHIR AT 1 @ESAFYS 2T FIATHR & (@A
PATHICRR AT SR TR B G2 (SBT SAI-2WIN FACO AN | 2F 2N O G2 932 Gioe] FARFAEHE &y
FIITEH @H S ALFHTS @b I35 27 A1)

v) 72FF GeAES (Hybrid Topology) : 519, g, 391 291 (HSF THRQ @ @HeAF P 23 ©its 22{e @heqs
I

e 127 (Network Device):

FATEIE, ATHTY, 7S, 26, &AE, T (RN @32 S ERaHAe B I @ESAER Y AL FICS JITS
OSIIR T ACEAE @heF T2 Il @3 [Toresee 32 1 for @heAE g, N 32 A+ TA (b gIes
IR

ST NIC
kl;:‘ =) P 5 - ;-‘-’ -
325 AATEE R ebewm

5@ : Rfew o Ben$ et

LAN/NIC Card: i 976 (083 IO 919):
GTF AGSTF QUIPGIES I T U AIFAS 9 FAGHIERT ARG A @5t Built-in 21t | =7 A6 External/
Internal LAN ¥T6 I& 341 I | OIS IIF Wireless LAN 168 #1631 T3]
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TR (Hub):
U2 I SCSIEP FFHTHEE HYF FACS AT P A1 AT (O61 Pl I ALICHT ST AT G2 (o SACP Fiiee e
(T AW TSN A G R e

3J2T (Switch):

32 31 OroIfF FFHEHHE TAREG (5 SCFHR AR ALYF FACS JILF T | J30F v @R G 935 @ | Iw@ 4, 5,
8,16, 24, 48 =% [{f¥8 Switch #tex I 335 @I AT 8% IR 1, MAC (Media Access Control)
ST I IR Y FAME (2ATE BoiaifG 2111 2y ©12 7% 931 2 21 Al FIHee epiizes (IfFS) FCF 21937 FHACHIER
(oIS (2R ¢

Network switches

FTBIF (Router):

O @ @35 FIEPHL OIS T 132 AGFAoE Y3 I OolfiT Fog oS AL I F@HETF T2AF FICO
AT 97 AL 92 AR (T SAPICER o fon PR a3ifdd LAN W@ F@ I8 471 @H A #Ic8 (ofett I WAN
@3 3 @3B LAN J& I IM6H1F I7zs =71 A6 NAT (Network Address Translation) IR2R IR F@HeTF
fofee 3R A

IO AOHL GRET G T T (A I (SBT PR &) 2@, 1917 8 T 77099 A4 (@0 (771 ATH (©61 «wie-
AR N T fFIeir At GRe toff @, @UE EE ST e @IS A e 2l AF | A6He GRAT aSbiEw
CTCHITRTS AAFS AT | 9F @HETF (AF O @O (! AR @fore qeH I @b «3ifes LAN, MAN @32
WAN & 3@ 3 WAN 194 TS 21|

MBI ARAPTR:

S| (O5T R CFCg IR TSR FAT

3 (BT fRpebIfRe ITpex =

o RSH =T ABSF (@T9H-3AREG, G, {2 T g Fa0e @)
BIVaIEERCH EHIE

S| ACHIE N @)

3| AEETH fon (AGIFEE @ESAE AIS FACS A 1

O | FARFANCEHT QeI Gfoe |

RJ45 Connector: Cable Connection I3 & IIHIER AT 20/ A cable connector is the component
that you attach to the end of a cable so that it can plug into a port or an interface of an electronic system.

Ezw & N, @
9 -




Ao (Modem):

Modem 2= Modulator @32 DEModulator =<acas 3238 3911 G w3 ¥4y Moy =yiieef 32@® (Analog
Signal) SMH-2AwN 2| FEATHICH ACIRIR FHK &= (@613 fefasie sietee (Digital Signal) @ 3941E1 F31 =11 (&7
FRATHICE NCOH FATHICI TSEGETeT HUFOCP S FLCRC® TS B GIReTcr= @I G TR AR (6 (2fFed
F(A| FEfEbIe AL SyHE 7R Fo ARTOEH 2AfFAE F9E™= (Modulation) I

24T FIITHITH TCCH (T3 S AP SR fSfEBI F2ro #Af7ee a1 Syt HFecs fSfEbie JA2racs gAmsfae
T4 gferanes fSagema (Demodulation) I fSfEbTet Hepieice aaters Fiefwpics @2 aaiers Biewyers fefasre e
FARfF® TR @2 ATFE S oo (Dail Up) FNEHEH B1rewe I @ (O6T Gt 2R 33 87 «iforim 21

Gl 'Y

Computer Modem Public Telephone Network ~ Modem Computer

fafiotw (Repeater):
FCGIE YT FICHIERH TR (@ 20 5231 @HSAE I 20 IR fowg fac 211fee Fiefyie v=1e 2@ #icS 1 @
I 2R FoIees A== =i @32 B wHe wfde gaee sfeawms a [fH5R 5=™ 3 2

civew (Gateway):

LAN (Local Area Network) a3 3t (N3~ 31 5415 IG5 © 9316 == 34861 A2y F0s (@ AL
Y M e [TSTZETR SIS 2 OIS (5 ST 0| ATHTE, TS, 7, 7726 2951w T AGIRT GISTeeT=Ieas [0 <t (r31 1, g
eiber @ R4 @3

———m
v e

UTP Cable:

I FRATHTR 8 STy TSR (S, ICHI,26 T011) J& IR FIEET FIIKCT 7 ATCH M TS 7| RS AFA

T wie ok e UTP (Unshield Twisted Pair) CAT5E (Category 5 Enhanced) CATGE

(Category 6 Enhanced) @ 7<= RGN R2© R
— [}

/ / EIATUA 5584 Seeand
: 1 e GroenWhde -
4 / . e
Pl ‘-”;,‘? / ‘._‘ — ?’H! 4
- VAR Ly CrAn g0 NN
Y / = gl —
<4 (NN £5 5 Wy e (=]
/ - swmtemmnemn C31;e
- A AN 21740 e -

VA

e —

SAfOFIT HIRAIF (Optical Fibre):

SHAGFIIE PSR GFHIC ATS, g OF {eay, sMrRere [w Iie w21t 21763 Mo I 23, 1 =i« ifore oy« g7 2
wifbpyiel P13 AT T4 qH0Q S I A Rofet AR 2y #Af724 T A1 S=ABHI T2 dd¢0 IF TP QTBICHT &) (0fF
A1 2AfRE ACS BHiRFRAT Rel 732 T30 I ARSI GRSt ot GRie 6 25 Face w#ifbaiie F1237 o4yfe 3727
AR 93 Bt e coreafeET

An optical fiber is a flexible, transparent fiber made by drawing glass or plastic to a diameter
thicker than that of a human hair.
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R
oAb F12o1F (Optical Fibre

gefbriet T2 I (Use of Optical Fibre):

AT FreIReYfe G @32 @HeFER AN AT I37© 2| OISl FEHR @b e, Teioe, e

FIIf 92 AP RGN NS IS A1 T OGP (PR T & e N2 0 0 [KSw Mo of=wed w1

=

What is Server?
A server is a computer that provides data to other computers. It may serve data to systems on a local area network
(LAN) or a wide area network (WAN) over the Internet.

Classification of Server:

Many types of servers exist, including Web servers, Mail servers, DNS Server and file servers. Each type runs software
specific to the purpose of the server. For example, a Web server may run Apache HTTP Server or Microsoft IIS, which
both provide access to websites over the Internet. A file server might use Samba or the operating system's built-in file
sharing services to share files over a network.

TCP/IP: TCP/IP @3 535 za Transmission Control Protocol/Internet Protocol. Bffensf 2
THREE JIAEE G 2GR b1 IR AGF I 4o AGRFER F9 MeT AR 92 G 46 20 : G Fege
2AwG1we (TCP) ¢ TBE 2iet (IP)1

IP =1t (Internet Protocol Address = IP Address):

SHREGH A I&° AfS FHATHIRR 9l B A; I o=t =izl B I wifd | SHEEE 7Y@ 246 1@ (S5, (rise
29717 (T FomeIR Bfee F9F &y @3> Ree¥ 797 7329 #1127 T IP (Internet Protocol) i wicw #ifkfow | =iz s
2R THIRACG a3fs e Icas Bn 3 Bewi geaicgs IANA (Internet Assigned Numbers Authority) w5 a3
ARSH 2N IR AT | W2 G 7o v1a ot o «32 2l w1 o6 () b wet aemeik Rew | 9& 3 o 61 20

s (Octet) | 5 S T =8 =izt wyiwst [Pv4 (IP w5 4) wiey #fsfos | IPv4 @3 sy 2o 4 x 8 = 32 [Rb31

=izt 3t IP (Internet Protocal) B+ 9f ofF stz @6 IPv4 @32 IPV6 i «ififow)
IPv4 207 03 {6 8 IPv6 202 128 [R69 |

AREADS:

9P FECSAFE 12 I OrolfdT @H e Row TP AREHL I

IPv4 @ AREDL Wws 0 R 2 @G FAGHE 2T 7T RS [ A ©i2 @igf> BFiar @ FI0 [ qibis AR (0 @ 1) 7 [r
A T | Y SN FJRE Gy ST A A7 T A | @A 2¢€.3¢¢.2¢¢.0

IPv4 g 2fSf @heans fonf wca siwa 2t Network Address, Broadcast Address, Host Address | @9fs sz
GG 17T (A T-

Network Address : Network Address @i=t @3 @Genide e 281 Network Range a3 22+ siiaift 2 3|

Broadcast Address : Broadcast Address 3@ @36 RO SHiws 1 717t @3 @Heid 5o Host @3 s st
<41 7w Broadcast Address e Network Range @3 19 siieesiis <= 21

Host Address : 3ft & Host @36 (hemis FHEHE F40s 519 O ©iF 43 o7 St A 2o | 9 (72 SHwabEs
Host Address 3wt @3t Network Range @3 Network Address ¢ Broadcast Address @3 s€R8t siwe
enteeTReE Host Address e 3727 39 =11

Class A @3 @vca (0ex$ 10.0.0.0/8 et w151 255.0.0.0

Class B @3 ¢%tg (6ed< 128.0.0.0/16 =6 w3 255.255.0.0

Class C 43 @&tg @renr< 192.0.0.0/24 i<t s 255.255.255.0

ATt @ECATHR AT STwT BT A | (FTHAR AT SIGT ST 2| @ A2 B @G @GSTF ©H @32 (FH0 @6 =™
@I (@IRATS ARG N FIYF T W1 ARG TS 93 ARG % [ 31 27|
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Class C Subnetting:

Class C 7= 13te| @i Swiege:
ECeF 192.168.0.0
AT (@6 : 192.168.0.1
CITRF 2B 192.168.0.254

TGI8 AN : 192.168.0.255
IP Class A,B& C &%

A g ELET T

c AL 255,255 295.0

o 1oy s | RESEreed far Maticassng
£ e | Exsermentl

Mote: Class A addresses 127 0,000 s 127285 258 255 cannat
b used and 1= resened for loapbinok mstng.

Class

Private P addressrange ~ Subnet mask

10000-10255.55.085 | 25000

1721600-1721631.255 | 255500

192.168.00-192.168.255.255 | 255.255.255.0

IP Class A, B & C and Default Subnet Mask:

Subnet Mask
Sumis |0 IZRevawe s IR | 2Barrowes = Binary=> dec = Sulls
5% e o LARAR AL L)
764 i 1 1M
A8 0 2 11411900
.20 ‘”™ 2 11111900
240 an a 11110000
224 v s 11100000
A8 2 e 11006000
12 ) 7 10000000

IP Address 932 Subnet Mask a3 afét :

a2ty Start » Setting » Control Panel » Network Connections » Local Area Connection ( &= 1%

T AT @) @ T3 Fg91 R T3S apR|

o Sereed
Pt v

W P BTN SOPU 1 D PY s I o

1 comenior iese e vimang b

W Ot o b b

Ll - L L e e i L )
L b

L4

[T — :.A!!!.'!!L,.

oy

T ewbnn Conni P vl sene Pl Mo e
BN sk pad st A posw crm e el
A e e ronwbed setech

B e B L |
SN e whoa a0 20w s Pl iat y o0 vy

T |

94 @@ Internet Protocol (TCP/IP) s wta Properties 364 % 3371 GIUIT $AGE #0417 83csifb Aaw:

[

R R e e L I i
0t gy (W ot pivn o el s W o -, @amitapn
L e L

hamr o B srme s
L e LA O
" ——
Tkt man
L

e e e (M0 b A
Petrrme M -

s (0 s
Latemss |
 W——
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Toitare G3reice 3K IP Address ¥3 Subnet Mask #iice 2@ =1 3 fcems W3y (GeNF2 I 513 v 2113cet [P
Address 3329 3t 8owl ©i2 g FE6RGT IP Address fRETR 353.00b.0.), SRAEAD d53.00b.0.3, ...... GBI AT
SPAITH S5R.DUb.0.%¢8 #1¥T FHI-PiIcH 2fsfb 486w I[P Address e 231 a3t AREG T1% (Subnet Mask) s/ 86&
R G2 REE.REE.R¢E.0 | THIREGR A I&° 1 2 513 [P Address @32 Subnet Mask =g w2g)

SR WA (BSTFHE I THAEDT ML T FACO 57 GG oW wrefse Gateway Address @32 DNS Server
Address e 2611 (@ FATHRG TP THREEGEE AR I&, 12 FCERGT &= THIREs A gerzerme o IP, Gateway
Address 932 DNS Server Address s 23 (3w GPRS Modem 3937 341 23, o7 Gateway Address st DNS
Server Address T 2 ) | TBREE I 92 IPHSERGE ASIF REN T I 9 IFEATHRACE THIHEE IR FAE ©1F
oy FAEEEe e (Client) w7 Gateway Address @32 DNS Server Address 2@ Ao 86w IP Address!

QA @3 [T T A0S 2R, TFREH & GHOAE @ FFTHEM TR THREGT M g&¢ @12 IR Server Rea
JTR TR @R I a1 FEERE Client RO 3327 311 756 FEHIE THREb JIRT FAF G ASIF FEACHRDG 7K T
BIe] LTS TR | O FEHRMD I8 FAE @5 ST T FEER THEAED IJI2F FACS AR 1, OR Nama Fy @iz
cRfsi2 oI AR

Ping command:

ping S e JeTs @RITE A FIES (AFE @ESAET T 932 G AH F11 201 are @36 B @IS 99l Rpers Ao
@ (I 12 RPEs (I 3 @351 @B SIor1 22w fBifSt Gt 429 I SME655 U1 GHSAF FIIHE (I T A
frafe Ei7m Arewr T Al

OSI model

OSI Model @3 #+37 zwit Open Systems Interconnection Model. OSI Model s 4851 ¥ Sy (15 ewfHe
TOSIZTPTRR WOay FFSTR A T B0 G612 ™ @1 are Arsfb TR A | &4 o © e Upper Layer @3 o+ 8
s Lower Layer |

OSI LAYERS:

7. APPLICATION LAYER @t : HTTP, FTP, SSH, DNS

6. PRESENTATION LAYER @fer=s : FTP, IMAP, SSH

5. SESSION LAYER e : VARIOUS API'S, SOCKETS
4. TRANSPORT LAYER @i : TCP, UDP

3. NETWORK LAYER @fere : IP, IPSec, ICMP, IGMP

2. DATA-LINK LAYER @ie=e . Ethernet, PPP, FDDI

1. PHYSICAL LAYER @rGee . Coax, Fiber, Wireless

LAN Settings configuration:

Find out in the Start menu mouse Click.
Search programs view network connections,
Search programs, click on view network connections

Your computer modem will show Local Area Connection.

Mouse Right click on the modem you are using and Go to Properties.

£ L
i“ £ o Nenwark anol ntemet ¢ Nepwork Connectnns »

Digacize =

‘: Local Ares Conewction .‘ Lo Area Comnection 2
o e &
» o " 4

Nee shbe ur 3
Y ieiR BOA0CE Gigeh e Met
K’."l":p)pln

Select Internet Protocol Version 4 (TCP / IPv4) -Mouse Click.
Select Use of following IP address
IP address Example: 192.168.0.1

Subnet mask: 255.255.255.0 Default gateway: 192.168.0.2 (This is the IP Address of the 2nd
computer)

® Ok mouse Click.

»

b
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;

U Locet Arce Connection Propertes = |

SA—

Motworiona lm‘
Conrmot uing

| B e R RISEAOIC-Z Gagulat Mutuwsote ©ore wction |

TIUTH spva THCeTR ey

Thd e caarw ommbiam s sasmeny B e Pealooese sy ll-ou-

el 0 Clup for MICrosst Metwoboe
) ot Packost Sebymdder
ru ana me sm 1or annﬂ

| Gerfgwa . |

[ B— nm lm 1‘nnu¢qynucovofy me 1700 Dirlweny
& o et

| Instal... ] Urerestah | ‘I/m ]
D omnpeony
Trenemasion Control Moto ool irtomot ool Tho mm
MAOE el OO O SO0 OO LN OO G CU TR Oa O
B e b S e = I -~

ST S .TEET

oK | [ Tee |

Ca fAMl!v\”HM‘-lf

D" sciungy cosyved autono tcathy I your retoss b suppon
ty . Othar <ita, you Nead 10 sok v’o'u' N8 s O NN T ATOr
Tor U 20000 Iate T Sl

O ODEa0 o0 F 3000e5s Satomancaly

Bz . 3aW
Gkt mone 389 . 258
Defost gobzwoy: ho | 1co

FNEND LS AT A vt M T AN sy
e Use e folo i OIS sor vy acch o
Freforred DNS serven

Al les TS ooy ver

I 1 vasdate setings vpsory et

Click ol

Fue-— - Bt gl Mewey e Ao pe— R R

- - oo L

- e

- * P RCATTT T * v

L
o Mewa lwenwr vl

- d =
B Dessrerns ’ e~~~ ey B e e aled
2:‘-:* st mas tuet by Sam
Moe
-

R

= Com pome

L T

Internet Protocol
File Sharing:

Suppose you share Local disk (D) of 2nd computer with 2nd computer,

Right click on Local disk (D) (or any drive or folder) from My computer, -> click Properties.
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et weew

£ VIULE HX (04 Fron

LRy 1w \ppet rapTEpy
T i e by
B onvnTem

Adtwasreom
L R Rt R T

Secutity Tab & oist @& |

L e

(CR

——]

e et e [
Laen Rhad Do

AA ocerwl

Acad A cuncura
LA TOARMY GOt

-

LD bt

oo Adveroed.

ALK

e

.

Locon ol S| ~

Click on Security Tab -> Click on Edit

Select Urerx or Grougn 9l = _!‘

Sebectbwelacttos.

Lsars longe o bl @ secaty prvones @
FOBARTLAVGDON

Erter the chinct rses b select fmmrniol

|Mm1m:

E_ thet cHK ok-—m> Cancal

EVERYONE hear

Click on Add

Type in the object names Everyone, ok and come out

From Properties to Sharing Tab.

B osvuTem
“-

£ VIULE BOX (4 Fron

Secutity Tab & ois & |

Ll S
T et T Lo o e

Tu chance oo g (i F M. e I( e |
Laen Dl Derw

AA ccerwt
fary

Fread
vove

Aead A suncuara
LUK TORME GO W

-

AR

Do Adverod
Lmer D whomnst

- -, lT’l”"——A._j

-t

[ e | o

T

[ 83 VICes BOX (D Peesersery

e T
Phatweod. N wrsd fodder Sowny
| S

=35 - Taprs sharing

R e e

A el s

S oo C W AT MOOA. S BT St
101 » OB O
I“-‘Mi T ]mmmﬁ-m

L e e

Peacio wanos o uaer ~o it
s memes bl vemn stsmmd Al w v -

T oheroo thiv stinG. Lew 0w leol s, sl Shamu Corde.

e N
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Click on Advance sharing,

Advorced Sbaring =2

|2 Shore e fnider
:"“Rxhnrr thix folder YR A

Share nana:
il -

[ Ao |

e thn re v oF GrouERCs Nt e o 0
et
Pan rnses v Coctdrg
ok DIy [ | Cance

Share this folder Select, OK, press close and come out,

B ) Netwzck » OPETRC »
Hganze ¥ Natwack pad Shadeg Center Viow remate ponden

& Favostes } 4 | ¢
# Decosp <

!
e s

08 Dowrlonds
R Recet Pacen 0 O
B Leaies

. Docements

3 Musc

0 Perwes

= Vdees

A Hemegroop

G FIHTHTR; RN 1 FIICEIH-9 T2 1 (@FleieiR Start (e Run @ By «\ s sse 3 i’ iz e @b
33 3 Network Share @ At (4ts MR Swewig @3 &+ 3 Permission @3 2Gme 231

WiFi 2

WiFi (exgei?) uz i 2e=- Wireless Fidelity | WiFi (ex13®i?) 20 ST @I afsml (oS 58 19
SIRICY FIBETR, SHAG! M (NRILET (FICH RS THIFEAD ALY T | GAIFIR A JET T s @foe
RISEISISREREIER]

575 eTIZHIDs
2575 ( Hotspot) 2t e @a izt e a3 @3fh Mo el (i THRE0 2@ F1 AW SNRER @i =
L | JoT® @6 25746 (o FA1 I AP FATHITHR TG A1 o ASIH ITHIES A HLIS (AT SIGT Swi=/2A 1 FACS |

3-FI23

ais-wi2 (Light Fidelity) a3 7@, &% «ifex a3z 8313 T3 SRl 5f0et 7 q@ @i @i 43fe|

What is Router (€67 f%?)

ATHIR 208 W @58 TFR Tores o [Rfew @beAE M4y M TG 276 O 7 (@I 21 AR ©f {7t 71 ATH
IHREG “Gifre R 3 F1w 7" @)

JRA:

G FESNF THAE *IP® AiFe (FESFI T4 T TG At ©IGT 2FFHE IF AT (AT I ASHICH AR 7 Toef
g =1 @fb o8y @i )

iR RS 430 FATHIF Aew I IACGITHF I 2018

e TP-Link N300 WiFi Wireless Router TL-WR845N.

e D-Link DIR-615 Wireless-N300 Router.

e Mikrotik RB951G-2HnD AR9344

e  TP-Link Archer C6 Gigabit MU-MIMO Wireless Router.

e Tenda AC10 AC1200Wireless Smart Dual-Band Gigabit WiFi Router.
e Cisco C891F Ethernet Routers
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e TP-Link Deco M5 AC1300 Mbps Gigabit Dual-Band

o —

< - -
\

N DT e p——

Fig: WiFi Router

Router configuration:
IP Address: 192.168.0.1 then Press enter.

T - "

S 0

bpyr P ar s memme eyt b g b e 40 - b

TP-LINK'

P beies

T

Type default: User name admin

Password: admin

IOV VI vhe e W R oasdey

et B T e I e

o 4

ity ety

AME00d vy

e L

PO MM ey
s @6
6 Lampert

Iyvhae bade

Stats Men

o e Cagh 30 T Fay
T e e e M
i L ETE

LA TN ey feanee ey
e AN oo of $y Rl oy o
e R LT )
ram

o MAD soemn  Tw st
0w U e T

R AT S YW
(30 cofees fam o tw Nevesa »
Avwwn betom o

" Waskewr Bali - Sl
WAEE W ereee
WA T TN R ¢ MTe
i

T N0 G -

ru et S D yern
«
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A e s —

Wireless Router 3¢ WiFi Configuration

Introduction to Internet :

FHREE (Internet) 2T @EoeAEa @3 @3 [ (v a, T T 2d [ee7 (Globally) FFE6eR Spiifee
OISR U3 WAER AR %7 (interconnected) 31:3& (connected) @ SR | THHES R THRPICES
@bens (Interconnected network) @3 13 351 @bt RO (IGET I ATHIHI AT FEHR @H ST
QTP-SATIR AT LTI T AL 1% 271 at® Internet protocol suite (TCP/IP) 3= =1

1 -
WWW : www @3 9@ 99 2 world wide web. aft 2= it Rees s s=enist «7 s wieifq @i
STIRALG ST T A1 (P foigre & sae http 31 https »= ffg www @RIGT (9T 2ita| 8316 exgs
SRR ALTHCH STR e wfefze Fa1 2@ Ad| WWW =t i3 [fen (od ST it A7 ALy
Web Page' 1«2 Web page «fin 371t Web Browsing 3wl Web Browsing 3@ $HREG T1wN
A7 RfSw 0= TSI 14 STR o Al a1 1 THRCAGT Mo [fos o sr=eies 7929w A1 @2
STIPNIGACEICS A FO1, Tof68, SHEIG, FADGS, GHE AT | 9295 SIEPT 419 &= 936 address 99 Awe 23
A Url | 9i51e IBIREE ME AR et I& A2EGHE (hypertext) sgorss e Far o +119 @
gee Afeat 2 world wide web.
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Uses of Internet : 393+ s=1ca #51 (online e-learning) e =g v IR RFY F1 20 THIAEG @9
TLICH (ST ATOI2 G (T, O RErg THREEGT I IOV AN 1 (A AFRF ST 341 0%

S TN, G, T (RN 2o @R @9e g MW 9w Seeme Fiex &e) g oie, 36EEsc  F
STIEFC S o e et enei (2 “video call®, “voice call” < “online chatting” < =cs “ifs)

2, FHIRCEG 99 JIRH G2 THIAEG JRRAFPIR (F AT AT A7 Uy (@082 beemez) &i|iE, FEAT #1708 SAff¥fors
THIRAEE AR AT AFFA @ ([T PIRCR | THREE ANHH (A GG AfSET A 77 0=

Web browser: SRR JMTEIH A O G0 FFLS A A NI GG JRAAFIR QBT SFITS, G ST
SRR ST EAFIE AT @HSF SRS (I SRPNIGT QI @14, B 932 S S SAPFale, TG
fFe3 (4TS A=

Chrome : Chrome 2t Google @3 tsfs Web browser| aft ooy At 92 Ni2twtes
B3rore GAEbe B & gif¥e 291 @359 e @t Linux R o=5iy sieiafbe Siesce o=
ofF 2| (FI T ST [FH1F IR AT GHG*H 36 ST A

Firefox : onfee smmes 0 wmees (3@ Mozilla Firefox) Gifeet witee, @ a3 983
ST TN I3 Taaage 43l fF ¢ 1A ETT ST ITTH | TIEFPTTs S2Core, T ea, T,
RQATS ARG PICSTIR & TR A ST ALFHI JCACR

Opera: Opera 2= o=l b eI @13 F9F Teife aofb erm 1Teis ¢ T’ 326 | «fb faw
SHREGE [fen Fe (@9 931 36 (2, 30N 2429 A @ AT, (NONS FHI1F ALTHe, A=
SEAT2A G115, REGES It @3 Rion FICTS II2T (R T2 SIGAETS, SR 7o 76 3oiifh [Kifew Fre w4t
| FIGeTS FITER @ (IKIZE (FICTF &= AR (SRR ICEH) oS|I KA ASH oIt S=yi=y
fOOI20R &y TGS TR fFace 27

Google drive : Google drive 43 cloud based file storage =fes @t Google @
7R fAf® 1 @3 TS 28 @fPfel 2053 A 9Joitstx @i |l %7 F41 2@ Google drive & cnereid a3t
sz file storage service <@ (e #ie, @NIE o g files &9 “images”,
“videos“, “documents*, “apps” 31 @i digital file Si#e S ERIE (B I AAS
¥

Google Docs: Google Docs «3f5 @316 2Gifie caiat™ 1 wieify a3 s e 72 FE |
Google Docs N3P SAtes Sz @32 T ol @15 witr f$fH Ry «ft 32w Face A=
@R (AT TR fofew, ©iT SR FATHIR @A 3% 1 Fa2 Google Docs Reaw @i
SR TR AT | TS5 AR TBIAEE AL 932 G5 F5f0oA (ARETIS IO it 0ol 2 oo
itz Google Docs syt sz

Google Forms : Googl Forms @4+ 351 @ eafer w5 (e 25w | @F Moy o2y
28R WA @i T Pl 2

What is Electronic Mail?

BTN Ol IEFAT (3T 261 FfEBIT ST A FROATHIN (AHSAE M (B9 T T1 539 AT T SRAAS
AN SEAFAF (NS (2R PN 2| 3T (TS AN TACHH 3-T03 I (FFF 932 AF G2 OeA 1307 APCS
TS| QTP 3-TNLHACACS @2 T (F21 3-TN2A AT (N2 A7 FCH I3 AFHe FCH AW 2| JIQFFIA A
AATE AT FRATHAE SNeT S AT ACE R A Y T (I 3-TALA I IR Ao 3-TALeA BT APCIL
==

Advantages of Email: 1zters 5faS QI 2@ 9IfS qo #13it T3 @3 R @14, =i, f$fe, 3ere Topifn
AT | GFANL AW PR AT TH 932 T 4G QAT (TSI B 0 I 29517 |

Popular Email Sites:

Gmail:

ferearest @i STRTNL Al oieH 96 (W3 HIfO | GBCAC IS 3T& FAE AN 96 SN2 SFCCEo ATAE
IR | PR YoICeTH e IS @ TOHER, (2 (BIF T8& Ao fGCH2 SHIFIGH TG (| OIRO! f&a3e 8ei=
THRCET AT ARG | TS GTCH2 SFIPTES 75 F @32 A de & FCT GBI (21 Bige) ST T
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Outlook:

SIGH]F 0T MRG0 A A GFfo TN F125 | aff Seeb! feregeTa 102 @32 wievcre 9 “hotmail”
T G| TRCFOTFGR e AN (T F125, AAFOTFs o6, TIroe 8 2o7ifit 308G (0 ATCHHT SFIFTes
AT AR | 92 ST 9Fus F (O fFs T AW @32 s¢ &R F FTE coicae Areq I w14 SICHTF 0@ I
O TR (A2 SIPICT TG FAS AR | (NG AGHTF 4T (I3 F135 GG G2 AL SAHFTE (2
TIPS 3G A M|

AOL:

AOL @3 Fi GRS FS| I8TF FAAW =HF SIHAFIIN @3 (W3 AlfSH 38% 31 205¢ A Verizon @t
AQL 5t (1819 51 @7 FRGN F711% *7 2| S+010 (2 AOer o2 AOL A1fsT emia Faee1s a7 oy ot oo
IR @I GF QNS [{Fers 8w orem ww AOL @& wtsifs IM 3t 3975516 (e 7fSs fRenae 38w F90e S+ |
9zret AOL Si=fefSGs coiae Tifes e F@ |

Yahoo! Mail:

TR (V3 ST AR 32 o e | g 71700 RIS ©fF (73 I SAGCF (07 AT AP (N3 A& 2
s e @b QAT SIET SRBIE IR 3R (13d OFh QTN 2 AIfS3 | QLI S9N FFET TS IS AME AN
A TH6H FACS AR | AT QT A=A S GAIRAZE T F CHERST AR | RS [fow F2a Gy a7 Yahoo!
IR T4 AoeF | Yahoo! (W3 30 (G2 T2 I GFCH5 AG ST I [HE T2 L& (517 93 A O3 Sicett
IG IE|

Thandarbird

BTG AT FIRAFF R 9 2T A | @ff 96 IENZA F12F [ 51of FIro & T 1 | ARG 4 GBI 932
T THIACTA AP 7RG | Q2T B AP (726 ST AT A @2 (V28 GFATHIS AT & [{fow aR/GT* T8&
| BIFETT 2-(03 135 28T I ATRAS 9 84t [Twb e 38w w41 27

ICloud Mail

I ATLFNS SN AT fESI3T AFANL FIHS FH 266 FACO BATS F(H | TS OF2 GTSTHINCTD (O T JTS (FIA
SIS (IS 30T FICS | T (IFRIRTOT SIvg e [Te1s Ui F9iEd AR I e ALes o iCloud Mail
TNF SRR (N3 NS A6 FH|

To Create Email ID: Gmail
ST 4%

www.gmail.com %ees e Enter @ e 9909 2631 @t s+ fNb e =<1 109t 93l (A% (2T Sie | (1=
@@ Create Account @1Its &% F31

| S :_:]-_
Oyme acocount. All of Goosle.
e ey Tis wiamiifirmane Lo DR 1
e
T -

ATOl-v0



IEIERI]

@3R3 =R o 93 (%% G2 2R ETRIT SR TR AN S¥ G2 I oA e | G319 S99 2c3e i 5
4TS b9 G161 fue | SR =1 3 2% fro owie, oIz 2200y EibT Mg 68! 39, IM 393901 (@6 @12 B at fAew A
SIREE S (oI T | o I & I T892 Ie B @ 41 2ite oz “Someone already has that
username. Try another?” 43 (e AT ACIA | O SN N AN @ 7227 1 [eaw (g gew W @
FACS AT | M SRINS GFT FETS (T I e g M (681 T 1 M oI (F1 (VT A1 (LR OIRC, ST 3002
Al (R TR A |

Lo Lik |

s e P LR

Crmsin n s i

Crsmllerer: yeer pos s e

DHrihriany
e 3

Clamder
| =T

Moisin plisse
el + 1

B T S . S

Mailbox: Inbox and Outbox
BT - 3 GAF G G @A AT T A1 (N2 (A2 A

=
caiffe %5 (Sent Mail) : cifss @12e @5 @ et 1 578 (2fFrs 1 STFerel® [oaet Fa1 (v2afar (r2rs Arewt T
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Login afé&m:
ARTHA S - AT JIZAFIIAR AT 92 APNGHG FIIAR FC S (V3T SIITE bie] Fg |

(=] a
vTHA % - B3CRIte Auf¥e " Compose " [ib= Fea et il forge 3t tofs 39 |

swemA 3 - e $3csirs, " § (T0)" o Aes 3-tee Bt forgm u32 ar91= " faw (Subject) " I& 337, SR
IreR @ " I " IT T3 @32 " @R (Send) " Qe B T AR, (N2 [RFAG =8 932 725 203 o)
ATAG SPACH SIGHCD TS AEA | @F3 (N2 GFIF BRI #A191CS 2= A Bt w1 () Trew wetmt FR foreics 231

Email Reply:

2192 Reply/ Tes ucs

AVTHA S - A=A (@ 32D Ter e b1 ©f 47 (Click F57) @32 " &3k i (Reply) " @i B2 31 Fiics " Shift+
r n FT?‘ I
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Intee your message e
AMTH § - AW $3cmite, (W3 " Body " 0 Sex ud @32 " ci=t (Send) " Qe 5 w571 " {(To) " Bemif o==mw
5129 =11 3¢a 12 ¥E i (73916 el (o9 341 2J |

- ~e " o

Email Forward:
FEMAIEL 9P T2 ST AR o JTEE A 2ifet 1 Al oy T3 A2 (AT (ARRA | 9T AN AW =
FIH JIRFFIACE SIF 932 IS o117 5137 F0o 201 711 @fbrs Fafife Amessisfe seye sz

AVTHA S - W9 (T TG FCARMS FACS bIH O o @32 " Feq (Forward) " @ 7% $34 31 i@ies " Shift +
i o Ol

AMCTF { - A B3reirs, " § (To) " o At Bt o 3 " et (Send) " @i Bojm1 geis 7148 fers I
FEEA 2R
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et (Search Mail):
STNLH PRI T A I N A1 e Fifews Twge Faiews 93 e
AMTHH S - SIS AR emf*© Sprai= 1T 1, T3 o13fS A FI-#171 forg=1|

Attachment:

@BT O3 R0 AT @ WA et (73 =R 11 @it word/excel w125 9t PDF %139 1 i+ (TR T2 A1I1CS HICoRA|
T G 2 OIRCE S SR e f&erget g TR MR R A &) (@I FIE AIINCS A |

GGy, SANTCE AL (TR T WY 33969 W “image attach icon” < st =9 g “attach file icon” &<
IE A 139 Attachment 1% I& FH09 ARG | SIEIRE QIR & e =Rk o557 g1

Attachment
G ST IV RSN o, (eet fRoiea AT *7 932 (20 =fR & A AT - ©F Giefetral|
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Email 4 Signature Add == fa3=:
o N2 9T @ @9 3 I @32 AW AR AN @iz Bwviw @3 R o @ Settings a 7%
941 Gmail @5 Settings ¢ i< F917 49 Settings ¢l w1 |

a3 7 Click 7 See All Settings -> No Sognature g3 it Create New s Click 3571 47 7 9% Box
@i @9 Signature Name Type st Create Click $971 s 5w Signature « @& @ w=ce 517 ¢ Type

SEGl

-
CO0M0 DO Tar el @ ThON | a0 3 aniags s 5 W JEasd M1 Dars 15 OFee Comta s A0 DA | SO0 A LT & e
arwien -y
0 ged oo ary T

bopr lime vgds Lo wh

Lastan

a7 79 M Insert Signature Before Quoted Text « = oz e 231 @317 (At WA 7949 @14 797 Email
ferace e oo Email 3@ spieiees s siced sieere (reat Signature o 3

Some of the populars e-mail clients:

3-(T IS TT& TR &) IOHIH Y2 2AFF RIS &S SR QoTeT 207 3-(W3 F135 92 GTIICE | (AL 135 FIG FCH
GG (13 e e 3-(1%s #1355 @3 s Outlook, Thandarbird, sie (73e1 Staatiay| (@861 =i+ e T
S A=A TR FTeR e FIERT A0S ARG | TN ST N STEIFTER o7 A2 A | eI
AT GRS ST (S ST FACS AT | FR9 SRR FIOC CHIES TS 386 I | @ P IR o137 932 @HeAs
(AT (W27 TG T AN GO N Frearea, 3302 (02e, AOL Seaweata|

3-(737 BT 9 p2 @3 @ o AFE

Cc: Carbon copy

@3 (WETS [fSH ARCEH IR I A1 512 o7 M CC (0 O B (M2 ©Ieed I M Sieat o=l e 51354 F70o
QA1 QT TP ST (V20 27 FAIF A7 L0 2MHS BFIAR (0 SIS AL 92 (IZ O P PR PICR AT IACR

Bcc: Blind carbon copy
Cc 93 0T A 75 QR BFIAPTR 23 201 71 T AT GIFCS AR A1 92 (N3 O FIH FIF FICR AT IAR|

Internet Troubleshooting:

ST A
FCHTR FHIEE NCOH | S, O IBGHR (2HTE NS FIAN (T |
e A= 3. FE6H ot e |

©. S ACSCAL BT YR (FCE QA FCH NG BIZOTH 39766 FF1
TS AT G5 BN/ S, BTSN 9 I 36 |

e 2. M TS @ (A Y0 AR SIS FoH T
TG TR 94T | >, GIRIZ SHIRED (RN SIETSA? TG 21 GATWo2 3| FOTS, fSamas 3t

SITNIF JIZF I OGN IBINED IS (5ITS A
FBSACE AT FIACHIE | 5. (IS AT FACH IR SN2 Ao 7 O [oefl (A4
IS BT AR 1 Q. O] FEACHICHR AN CRAITRR o S1CR b1 (g |
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Network Troubleshooting
Network Troubleshooting = 6w @A Ty TH e, fF ¢ AL a5 Jaze Afers g A e
Network Engineer-at GGeaiF S0yl T4 FACS G328 @HSAF AT THO A (IL I | TN A4 @36 AT
AfG, oty T© @ (T 2aT ¥ Reaad T3, 936 AR S [RFICIR FIBRAT ©© @A 2

Network Connectivity troubleshooting:

Network Connectivity-Wifi ==t smisies ey g «ish:
(1) Check That WiFi Is Turned On/off And Airplane Mode Is Off
(2) Check If The Problem Is With The Website
(3) Check If The Problem Is With Your Device
(4) Restart Your Device
(5) Check IP Address
(6) Try a Ping And Trace the Route
(7) Inform Your IT Support Or ISP

Introduction of Firewall in Computer Network

Firewall = @36 @hews et e o ool dfewitm 4 dfelFe faiver Afen T4z fofe v Imifie @ag
SICHATRR @he i e @32 7o @@ (Nfereid, Firewall sesdid (6o @32 FRGNN THREGT W&
QR o2 fRFIeeR Fe @

Install TremViewer/Any Desk (Connect with other PC)
VIR (I SIT51F-9 9FEPT A0S 91 19 @19 386 @9 troubleshooting e %S 27

Run the setup file downloaded previously
Select Default Installation under How do you want to proceed? and click Accept — next

2 Teamviewer Setup >

bt SR

How do you want to procesd?
- [Default installation]

O Install and set up unattended access to this device

0 Run only (one time use)

e ]

Click the check-box to accept the TeamViewer EULA and DPA

B TeamViewer License Agreement — >

B | accept the EULA and the DPA.

oia ] [Srewora ]

Click Continue to finish the installation and begin using TeamViewer.

Any Desk:

AnyDesk s=beme Open I@ 99 I M @ 79110 ML= Gt 251 SioHie Giee oizf) ow (@14 @1 S
o121 T 00 W3 T990 IIQT FACO ANF W32 9N I L AL FACO bi9 O IR (AT U2 F240 ATHGH| S
TS A REIG TO1ET wiRfS 5134 )
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Creating share folders
A AN @ESATE Oy GIZFAI A AN T3/ (TSR A AR IR FA 0o, S#A1E o173 (Wf*5® 3308 2R (@,

1391 @32 T2FT ernfae FIess by ez o4l | T2/ erfae vie] $5ce Open File Explorer on Windows 10.
Open File Explorer on Windows 10.

Navigate to the folder you want to share.

Right-click the item, and select the Properties option.

Use the drop-down menu to select the user or group to share Click the Share button.
afile or folder. (For this guide, select the Everyone group.)
Click the Add button.

Confirm the folder’s network path that other users need to
access the network’s content and click the Done button.
Click the Close button.

G ST CPTOICE CIRE F<T O JJRRIS PO AT
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é@ag Title ‘\

X Virtual Communication o

HOME
SipAE SASface=a 52
SIFHIT SRS GF AP 8 AFLSTI TR
S b wey II2S e b ofes AR g ey
sigare b W R @R SR, sigwe b av HEwE
gy, Jsjet 3G, F13%, @G - SIS 32 Zoibe AfeFat
g sigaE bt ¥ SARDTS, g SHFISrE 47+, g ShiisS (oA 4, B 932 CiRE g
SFIFICS Eioe, gy b @ @i afF
gy b2 @5 T, b @ S TETMR (128 GFIOCE STEe St @32 SaEs At
gy 32 sAffereig afe
131 @32 RIZTE 9o 36 et s Eoest w4, fibe AfREEwER ok T2
#1294 7 F12A G~ 391, FIXATS | T RfSw el
RGN @ RSN FIIFN; G G2 FAFICS @GS GIoe= (3l QGFen9 @ [fon sre

sipaie e (Virtual Communication) =2

SO 2y ¢ o133 R NI FRAAT 9F 21 (A0F 941 2T TGS @ (T @F I G31f8F ifes
S G T WSS 1 OfE8 ST FLTT B TGN AN A ANL 7T OIS FIAG A |

sigH T (Virtual Communication)-«3 291Rwew @ FF5SWIT TR;

») (Feif&e- iMessage, Slack, and WhatsApp;

Y) fof®e T9wIafi2- Zoom Meeting, Skype, FaceTime, GoToMeeting, Google Meet and Hangouts;
©) A&E Iers- Asana, Basecamp or Trello;

8) (W3feiz- Outlook, Yahoo and Gmail;

@) e ffew- LinkedIn, Facebook and Twitter;

SigHe R R v JITe TfAw ibFifem AR 32 tafey;

Zoom Meeting: 1 2feem, wif 31 01 Afo9H TR O3 256F Y=g sipAe b3 > S I, o[l
AfRERe G, STafaie Topifue AfGIemT 9o Aical g Wb R, IIRAFINA @32 M GCI Hi16 Grer Mo
AT ST AR ST @32 Y eI FRee Al Wb R w3 Gifers sAfsesmt g smeas way Rersyesy == w1 7w
@32 2B &y 8o TG STt Mz Fca 1 el [Rifvwew 2 8o RTGH T3 eIt T

Skype (F2%): aft 2w IR S I AANCE 9FF JTF I 9 8= e @iirearst Facs JRt fex
T | @t @ FJoAfHoS 205 @A etz IR A FHb2-9 LTI N =1 JIRER & JfETS
SIRFICS ACACR T2 I IR & (1 276 e =, 77 oifSe @3 fogyame et stem, ez f[Rem @3
3o Bl 28TF JfF AT

Facetime: 43 F#fo® 255wt syua I 932 SR AL A T QIS8 JPAAE SRTrs 2R
T (@S AR e @3N Wywia opisi (Apple) fTerzsferm e strwessjef| [af¥Erfem Wty IcR 9
115, TS RIS ©IG SH2AZOFIR GFANC BTG FACS #M1(F, I (& I2A PR ©F S SR S A
@32 97 DIALOUGE BOX =1t& (4t 519 ©f sy fRdize wace itz 1 aft Rersjeet 2w s« 93



GoToMeeting: 93 27GFG GF= G SFH FCH A A TR APTTA N (0T, [ofes aay et
Gif@e @32 segETery B Eifb e sege szl GoToMeeting 3572 3@ GMRT Afewia 73 o
o0 &= Al b2 ARG F7Co A 93 206w d8 e RANETR Gl MG IR 2w
R FACO AT | G AT AT N G2 & TS AT $12 (AT FHCS 27

Google Meet- 4t Google Hangout-as @3 si#tes @32 v g% Gmail Account =13
Google Meet === o=t 1711 @2 275w 2fowers Gmail @3 wwst Google Fefercs e S =itz
aft Apple 932 Android Sex fEerem e AN 93 e @7 oft 2+ wite- & 7§56 @B (dfs we
$6), T& 36 I (A WET $12), @3 & 6 @b=2zs (2fe o7 $25)

Google Hangouts: @t RANns @3 275w 1 @H I F9 &= bt AfSH M AT, SRwwNe
ST P fofos FIFIERIL 77 do &= A F B w41 ¥ =4 7™ Google 2T =, @3
5wt 2foncr2 Gmail @3 wwet Google Feffers 25+ w11 witzl Google Hangouts-«s szt
T (3If*Ey 21 fefes serfer YouTube-y fRexe-513c g% w1 313

sigaiet e (Virtual Meeting) a3 3fl4t;

vV AN FE WAL

v TS @I

v ¢ 2F5 3 T A€ TT;

v WSl ¢ Wi RoAeTa Jeif ©litg;

V AT (@ FEE o1 fHifbe -« SsrEe ST T

v fafbe srrwpbt e 314,

-GS EISEERECT

vV TS ([ a7 AT

R CERICE ER Ik

sigate fafbe (Virtual Meeting) 2ibeci spjfat;

v iR e wers (Less Direct Interaction);
V' T ARITS 0T,

v AR QiR wor;

v gifee @7 TWIRAT AT,

sipe fifbe (Virtual Meeting) a3 8153,

v i T o (0 e F;

v SeTR R AT A Sitites Sound E6 (Mute) [14F;

v e @7 A1 QTS B13EE 1 O IS T AT O[ Ao fofosh 35 a1y,
v Reeet s e

V' SR FURTST, SBTH-SI5I (SPIITRT e [,

ATOT-205
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g% (Zoom), 3= f35 (Google Meet), %2# (Skype), @by (WhatsApp)- e 32 2316
afeeat;

G (Z00m) CIET=e 43R 236+ Afepa
Google
@mu meting -.‘-l:r-ul‘-i:rf-l:1> x 4

T Choad mhSRling oo =P

2o0en Cloud meeling download Tor pe

0N Choad meeiing dovnced apk

zoom cloud meeling downioad for windows 40 B4 bit
IR R meRling owncen App

2o choull mesling dorwnioed app Tor pe

Toscrn L mesting doniosd Tor pe windows 764 b
200 Chaud raesding GovTE0Ed apipdre

zoom cloud merling downicad mac

oo choud meating downinad apk 4.4.3

Google @5 Search w1 zoom cloud meeting download 512+ w5+ 32 Enter =

https:/fzoom.us » download i

e
Download Center - Zoom >
Zoom Client 1or Meetings. Download from Google Play Download from Zoom. Zoom for

Intune. Download from Google Play Download from Zoom.

Goicx 2mf*e Address Link g &% 35

Zoom Client for Meetings

The ek browe=er client wilf downlosd automaticaily when voo start or §fain your frst Zoam
meeting: and ls flso available for manual download bene,

Erwwrdcnd SZ-hit Chent Dararnloza ARM Cliont

Download ¢ &= 35+

[OR, ST JI7© FISHIET wAE@be e 1 32 bit-93 77 oizee Download 32-bit Client ¢ 57 3@
Download F3t® 3@]
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Zoom P

The Zoom Plug
wou to stark or

@n:.a:t&;e!a: )
ﬂ A Type here to seanth

Start Menu ¢= &+itxs Download 3% ZoomlInstaller.exe s &< g+

5 Eown Cloead Mawingn ks

Z00m

FER CFeed W2 Zoom Install 3w @ 3797 @t Window i i)
[«fF (2t ¢ee® 33T Zoom Install smis 2]

997 35 (Google Meet) wiatee 32 T5ba aifeF

Google

'@ miel downicad > b

qoogla meet dowmnioad Rl 1

A=

google mesl download po
google meast dovnicad far mac
gerogle meet downicad windows 10

Google @3 Search 31 google meet download 512+ 35 @32 Enter i



https:/imeet.google.com

Meet - Google >

Real-time meetings by Google. Using your browser, share your video, desktop, and
presentations with teammates and customers.

Download the Meet app - Google Meet Help - Google Meet Security

You visited this page on 5/8/22.

G-t #wf*fe Address Link « f&s g7

Premium video meetings.
Now free for everyone.

Wa ra- t'-ri]inr.nr:\u'.! the sarvice wa built for secure CUSNEES

rmeatings, Gaoghs Meet, ta makes it fres and svailatle for all

Enter a code or link 51 Host (R meeting call ) @ 2i¥ Code 3t Link 5124 @32 Enter

N — g

Join w=t =71

%137 (Skype) CIeee «32 35 AfeFs
Google
<1wenqa chownipad > W L

symie fraa downinad
2 shoype aa downinad for windows 10 &l bit

(-
. @ & () ¢ : |
«get Gmail-g Log In U=t w5 Google Apps> LM==t | g f5s 3¢ Meeting -9

Sy fras oaiinas apk
ey frap Amuninad Rar sndeald mokils phens
soype res download far mox

gy frap dawnligd fshipps

SNPE Taa Jouminan wingows T

Google 9 Search <1 skype free download 5134 <9< @32 Enter =

https:/Awww. skype.com » get-skype > download-skype-...

< Download Skype for Windows, Mac or L@
Get Skype, free messaging and video chat app. Conference calls for up to 25 people.
Download SKFPE for Windows, Mac or Linux to-day.

ATOl-29%
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&ita 2o Address Link « & 35
Skype for Desktop

Avaitable for Windows: Mac 05 X and Linus

Sy doawnbaadng Shps Pou Accept Teoma Of | Pl FCy S ok

Get Skype for Windors 0411 T

Get Skype for Windows 10 & 11 -4 f&= sscst Download =3 2631 37 71t 231 1=,
Problem downloading Skype for desktop? Try again

Try again ¢ &< 5=t Download 33 2@

[O@, =1 GIZ© FEATHIER AT Fiesw 3w Mac OS 3t Linux @9 23 ozt Get Skype for Windows
10 & 11497 TR GIERITS 79 0 SisE Fifes w9Ee Fiess (0S) Fieers Faee 23]

Get the mo

’7
< .| '-L -8 B30 458 eys )
H A Type hers to search O &

Start Menu «= %7 Download ¥ Skype-8.83.0.408.exe s &< +g4

Microsoft
User Control

Allow —Message W

- o

B Sabap - Sepe semon B

oy
Rty b Install
FHELED 5 gt 10 10 0 e e VD D WU OO

Dk [rpfwll by coréram with e retelafon

Let's get started

@ B¥ fficrench

Install and Continue -Install « &< fegwr w2 —Install i 23 €32 9 7"
Window @21 131

@< Sign in or create ¢ &<




BE microsaft

Eack

Il -
T Skgn-in aptions

T T GIICG T 513, Create one! @ <)

(37 *{7 9IS 2icF oz Account Name 3t
Phone Number 3t Email 5125 3@ _Next « &=

B Microsoft

Create account

Create a password

Entar the pascsond wou wWoulhd TS T use wilLhy wodd
300Nt

| | Showe password

e your Ead |
. )

G I7© (NTes 754 fveg Next

What's your name?
We need a litihe more info before wou c2n wse this app

|_.“.. -

5-__' p":'."-:.'._: goeur F" SFHE LTI T, o Ig'i" 12 rCPVYe rEmace
rmabhcabors iz yaur makils BEhona -I}\.‘i i_-llllg-."; rases may aoSpiy
—
T Password 513+ 1 Next QLIT TR 212 wi2# @32 frdr =ie= 512+ wcq Next
[Password s==12 Alphabet (Capital & Small letter) 432 q &
Number firs= gt 21
92 Verification 513
Skype @@ Micorosoft w1 faca sisir (3t (Niiees @3 fh (1% Jr=e S
St 5137 @ Next
Choose Your Preofile o
v e
@41t Upload Photo s &% 3 186w
F i Location (e Jsrest #ifes oia (et
I 93 @3 =fR ALY FAC A

el Wi i g
i . . )

wizret Continue> Continue fwex Laptop
3t Desktop ¥s WebCam 51e 21<6e =3
77 Add = 91 s<eaw Continue.

ATOT-248
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et (WhatsApp) wréee g3z Zeibe sifés
Google
@Pﬂ fras dmi'nlua-:l) ® L

whalsapn g downiosd
whatzapp free downiosd fior pe

whaisapp free download for windows 7
wlialsenn free desvilosd for antdroid

whatsapp free download fer pe windaws 40
whaisapp free downioad for windows 10 &4 bit
Google = Search stz whatsapp free download 5125 337 932 Enter s

Fritees e w ~ I T

Download - WhalsApp
Mac of Wirdows Pl wWhatsmpp rust Be insleiled on vour phore. By dicking 1he Downilcad

uban, your agree toour Terms & Prvacy Poboy. Supporded versions

&3 emfe Address Link 9 &= 73

P —
DOWLZALFON WADOWS

Vst on your mobds
phone 1o instadl
WhatsApp i4i5® (=13 @i @ 53z =3 eiewca (7113 99 Google Play Store @ fAca 99 s=rerg
Install < = w3 orzret Windows @ <219 09 5136
DOWNLOAD FOR WINDOWS « &< 3stst Download *3 2@
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@Empp Setup.exe D

£ Type here to search

Start Menu % %7 Download $ WhatsAppSetup.exe ¢ &< s34

T use WhintsADR on youl T

B iy Wt A g D (R [
2 Ters Mgl of Selbiisgs 18 o o] Lisked Dhedices

L Font e ovars B3 s soreen o coowrs T couls

arwg SivaTE e (s QR Code Reader v i QR Code Capture 3@ “fie e Install
SR TS A

gy B2 (Zoom Meeting) 4 @rwi= 2fEFw, gy sige fifbe an RS, g Srwles 434, g spiwtes (o
>4, FIfSt @32 (TIRIZE g SIS G

oy fafbe « v dfe

@ Zoom Meeting- @ @rmis 319 &=y xjy3ta Zoom Meeting Apps Install 22 5171 Glewtg F1E61as
Search I Zoom 5125 F41-

Sy manch

- Zoow

@3 Boitaw Zoom App @ &< Fa1 Zoom b1 |

Apoe

& Zooamirsteler o < in Duveio sl ’ 200' I I
- Joominstfieryvos - e 15 My ’ »

sotinge

LD Char e ZO00N Incierme n
S Tum IEgniTer O oF o >

A Charge Magnifiar seem ksl : m
A Change Magnfier view

Pawand s U verds

@<+ Join a Meeting @ &<

O annm downlosd
A2 dom ineeting
< 200 Ingin
= Meeting 4 Join 911 &= 7919 T,
Meeting Link w2t Meeting ID @3¢
Passcode




Join Meeting

Swanan Detonath, Fenl

H Famsner My nane for fubire maehngs
Dont connect B0 Sudix
Turn off rmy ndec

By ichineg "M, yan agree 0o o Tarers of Servkos wad

1

94y Host (3 f5fb: 31 seacn) @ o
Meeting ID =t Link

Enter meeting passcode

i

«a4ie Host = 218 Passcode 5127 33
Join Meeting « f&7

9L TSI 1 5139 30 Join ¢ T

Tot ey et o il B i i s

@91+ Join with Video-cs &< @ o=g W Host =1t Join @3 Admit 5 ot =¥ et

REISRIS]

Host st+=ite Admit st Meeting @ 3% 2@ @9t Meeting @ @eMEFs S (209 A |

gy sigaie 362 (Zoom Virtual Meeting) 43 «ff6f®

v v v v v v v

v v
Sound Mute; Video Meetinga Message Computer Meeting ffen Re Zoom
Unmute 7% Display @Rkt A Chat 3 Mobile cFewamow  fizfofes awwe Meeting
oy AR G @A GR FGF FAEwy Screen  (nde® Host Reaction Zoom QAT @
Invite #iE= Share ¥ Record 3@ @eiimewy  Apps @ ECRIERCDS
o Gy A=) SignIn

IR G

2TSl-339



G (Z0oOom) SHIFIer5d 43:

s) CNfe (Basic): JAIR FATCRT —IGI3 GFES FI2IE IS AN
Y) ¢olf (Pro): 43T TR (F13T G185 3061 fWME (D @3 [N #kfers #16ce A b @6 T #AE|

v) I (Business/Enterprise): a3ew J-1 (7138 @385 26wiR X Mg b2 @re F9e A=)

8) fret (Education): fret 2fS9i 7RI & TR 9 KA 9SS G2 27| 32 (53T I FH-(513T, 7§ K0 20O S|

o (Zoom) SFIeH (o Tl

Z00Mm

Z00m

KeEp e e in

o s Ih i

B, & Lt

>

QLI T4 @B1G5 co F71d &=y Sign Up « 5%

@41 Sign In @ &7
X
=FOTd .
axr@ ACCEPT COOKIES « &+
Werihcation
lar wetherhnn pieaw cashres wir date of hril
= | aCoo

QLIE SioaTe errelfiy Verify 96, st 3@« v 261 Zoom Account o1 =1 I 411

w1, e, =7 5139 33 Continue s &5

ATOT-24b



«<id Email ID 512% st Sign Up ¢ &<

@I o Mail @ g Zoom (e ot Mail @3
url « #% 30 Rcare g o s-

G S FR AT 912, 7o wig= 5129 @32
Password <1 e seiw w© Capital Letter,
Small Letter, Number fam «3fc Password
s 7@ @3 Confirm Password 33 @33 shes

e Continue s &
e c=araoE el | M eTing v 2 e Lk
3 STTRTIFILAY

s i
SaWnaar

91N Zoom EFES (O 1 1w et
4w Sign Out e 9F1%5 (A [ 70O X

Activation Email Sent!

Were wend an eomil f0. sumonnath i yohootom
CHek the corfrmation Bak in that amail i bepin usiag 2oam.

7/

& SR AT T (I S13fSre Zoom (AF 9 (13a
AT AR

F vie did Aot ooenss e g

B N S e

94w I'm not a robot 4 B IF
Skip this step « &=

Z200Mm

v
@3@ Zoom b1 73 &=y Sign In « &7

SO0

i Enop e sgesu in

nr migmein with

.......

10:47 PM

ey St

@i Email ID 932 Password 5137 @@
Sign In u f&=

. 'nﬂ?ﬂ'@ Wﬁﬁ@ Host fzois Meeting Call =t #=e31

ATOT-295
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gy b2 (Zoom Meeting) @ 31, b2 @ Sy TR (12 GFTECE SFS WA 9= SNge! ATSICAr:

b - A H ¥ ®

My Personal Meeting ID (PMI)

BE 5BA 6308
W e
e Rl e st DA
@ &g Cocp vt ton f Edi
N’

wie Zoom ¢85 Email ID @32 Password 5124 s
Sign In st s Meetings « f& s @ o1 (131 [16q| @91,

),',_ Wy D e iy

VR b R g

@31®, M Automatically join audio . a =
i< fuca Join with Computer Audio = 7+

Start « 5=

Choset year smal prrvicy b preadl mwilzbaon

O O

Traal W Ml

T el Morawl

@4, Email @ ¢ 301 A [Rfes Mail @3 Link o
[ oot @ Mail @3 4w Email #i9its o1, ©ite
&< 9t wve Mail Open @1 911, dEee
Mail ID (o st 3t73e 330 AR |

931, Participants @3 st @ricaice 7 3@
Invite ¢ &% 3t Alt+1

gy fifbe (Zoom Meeting) Afsemiz afEF:

v v v v v v v v v
Sound Video Meeting @ Message Computer Meeting fRfen R Zoom
Mute/ Display @ M=FRE YT I Chat I Mobile GFETmREw fefefes  awmmem Meeting

Unmute R &w @A G FEE  FAIAR  Screen Reaction Zoom [QEEEIER-TI)
REIER-T Invite a7 Share =1 @A & Apps @
AR Sign In
AL G

v’ @¢ 3w Mail @ sftext Invitation @5 Mo Meeting @ @remiw e =1 211t ©i2e, ©ite F7Pi Meeting
ID 932 Passcode Mo w6 b fues A=

v @Rt Meeting ID @32 Passcode @i Request ot o2 sisifs Host RRea @rem==siaios
Admit wce @1 @H @R Request Accept =ce =1 5131 Remove ¢ &< 3408 3@

v e eicre Host f2erea sivifa @ wicat Sound Mute/Unmute 33t A== |

v . ,
seie" Edit @ f#= 3@ Passcode «fsqos 41 Ti@| & A



i @32 arree e B35 (Google Meet) wri=iss cisets w1, fifbe AfRsemE @k Tz;
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