el Ol 0y g

] T )

BT SRR (G 9 TPt GO 99 G (UITRCE) 29
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)

T-0d  ©/F 8 @M ef& ¥ MfBhifear

T-0%  FACHR A7

GR-00  FEHIET 2fo=MT

SLIF-08  WAT@EHEs ¢A (Microsoft Word)

WLF-0¢  OAT @A, FEACHE (F563F 8 FHRC0
SLF-0b  ABCEHPTES NG AT G JIXRE AT I NFEOHCA 60 LT
T-0q s ez (Www.teacher.gov.bd)

SYR-ob  WatEErRs atEe (Microsoft Excel)

TqT-ob el wwEel (Adobe Photoshop)

S-S0  FTHE FOCAR 9% GIREFBT

SE-5>  e-Survey (On-line)form =ReeR fra=ietr
SPR-3Y IO KA 7291 Az oy * 1t 1w

e SIRPHS efffrrd T
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W
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389
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Information & Communication Technology and Multimedia

w7 &3f& (Information Technology)

T e, ATH, efEaad ¢ earean A 7@- B afew ¢ 3930 9F FAT I
T o2y oyfe Al ENwae (Gacaeer (Information Technology) | we Fra~s @R &y
LA e € AR TIFNT G O RIS, TAw, AfFnead ¢ o Koo gy WS |
IS O 2 SH gzrg TS (ACT HLACR | O (& (IZR Tyfed T 9afs (RIG FToR
3T BIRAITeR TG0 G FEATHITR A @A T IR | FCE Y7 NS 8 e ©F AW
Al F1 S |

w2y @3f& (Information Technology) @3 T==sifaet

[T LSO |

ST AT |

SIS I 789 |
Tl Jia 7 |
Fleere «ifS Jfa o117 |

Tay *(feq 6% (@Y Zorifir |

Ry eRfE ReR e eiie @ (Influence of Information Technology in the Society)

Ve TG O QYT O SR | IO, ABIA, @A, e, [, @vy @32 Mo
g o &Yfe /T TEA | GlcEE, GRfetr, G, GRfes v e FIEE el
& (@ TS BOR | O3 O RIS ST (F $gE Tl Face A 7 |
= @ (Communication) 25 @R 7 (F@ O aFe [AF Ol
TIZe W A, ©i2 (of Wt FIF IR TS, AR, we @ TAOGHS | BRI,
T, G, 1o, -3 @PITAIN-GF (Fa fqog TR |

= s (Education) w27 g3fE fereifets Afesy sz 1 @ @ @t @ @3
o3& TR @ B S T4 IR | Q4T I @F IS IRATT ICT ISAET @
AR (AF (FIF ST TACS B OIRCE Y28 ©f (T AR | 947 @ (I o=
ffmrers ARERA (AT A7 @ AEFAT T THREE e I gk o7 efefime z=
AW SRR | T (F (O (T (& 0 RO @ @I ST ({TF (21T /10 |

= 3¢ (Medicine) ¥ oM@ wey 43fE <R F0 VLEA T WY 3% F1 75 0% |
G S I IR T e (ofre #A1fe | ey o wifage @ay @3 et
NG TPIF 2 O Y& IR I AN S A0S AN |

= AifRer ¢ feame @ (Literature and Entertainment) 27 exfe a<zies
T G CRA0 [7ge @R G A f[91- 7 e zeer | wEr e f[eew fofe
BIICTETRTET G0 TN 07 (MeifR | o=y eyfe farameas 2 sifemete fafbeace |

= T (Sports & Games) SRl ¥3 ofE IRTM FE NCGL (AR GF
Ice A |

o RS aiférer Sy




T @3 SPffdeTE/seifer (Disadvantages in the Society)

O 2SS PG AT AR | ANT FOGT wpetar STII-IBS ACACR AN TS
SICE T (M QR G T AT F-2Jfeq e ©ifve I | @R A&l A4S “AfPies ot
IR B O G fafae 2R, wo & QR S SR A JW IR Ym FC |

wuy ety @R

A1yl o Ty Yoo AR ©U A 7 [{FH | ST AR 7 (A0S
TERGT (ER TR T GRTCE @ GRITSHTER A QTeR AR T R A9
Tafs Alfe =27 | FET wCF ToaR @M IZR T4 M GRIEPIRITR (F@ To Saar
w | OF RRIRTOR FIEIR FAABH (@R T45 M THREAS A 3 f$fee Faem

T 9 AYET A TF© FACR |
Y TS o AHTAR N 77 8 FebTete
19 (Fax)

T G @I &YfE A (@qFT IR (QAF
TINET (71 O T AP et A1 6 (oifer JE——
R | S I AT IR I QIR AR I -
T afkeq Fr FR1 & amme @@ TS A,

foe aff 103y gICT S (BT T Sy 20 | /
(e seTafr (Tele Conferencing) o

BRI M o JPPe i
Glereaeiafie I 27 | 92 A SColfF sprorg N
AT FoT I GETFTFICEER | T4 g S
IECZ OIHT W W68, L8 aAlF «qe FHToR
TP T T w61 9189 29 | f[feg
SRFICT TGICE IO ¢ O Y& (IR IR
“ e @7 9T T e T | BTt I9E
%\ FCSICIT LT fzraer w41 713 |

fofs iR (Video Conferencing)

TR 932 Z (2 @I FIfEq e fofls ¢ FToR ayfe qagT I A T2
T fSfGe FRIERR | 92 M SCOIT sprorg MY DT S AR OGN & AIZICAT Nea
At TERGEH @O IY JIRE I oIwd ®Q
AT 8 A (AT AR G Re11R fefs Fepicafiz | @ft
RO GRETFIRIEPR-9T o3 | Gre  JREH 7]
WiFBffEar sCoR, e weE!, fofbs Fr+vr 37e,
GIACFI #12, TCeT 8 TBIRCD |
GRETCEIAICEN (TPEACHT TR AT el s
T o5 (ATF N {7 T AT |

@15 (Robot)
il e a1




gt *romg SFIER Ty O eyfEresa IHRM T T T© SAHE | (@K =0T
TE WG T G5 GF6 77 I A FA /TS
A, FOGIET GTET CTetT @M S Flaw  Jfawer
T Cretet fRaEe 361 | @IRGR FICeR [T 7K (@&
5 s@ o A Gt vy Foife e g9
| I ST T A | @R e AR YT e
FIFRTOIE F& F0e I | @t @ 7-Fafae
FATHR S |

GF-GHe (Tele-text)

GRTGHG T G O 2R AfST | W2 fGT @FQF OIS gee 93 FEifre
YT o el B @b M IRTFFER T TR IR R R $@
Torgeits o fofe ferarerd (Decoder) Bfe G 1R 11 1T | ST w27 TN &
Q JIIF! YT TATAN | (TN FRRNST A 8@ (I IS 27T 3517 |

= @€ (Bulletine Board)

DTG JCE0T @€ OF6 i JENOT (@06 T | AP A @G Gorced T
ey fEfPTRTEr SIEmMT 0 A0 | 2T (LFCEF N Sl JEoe (@6 2 3@ | @f
(TTSCE MM AR & Post @ T | @t afo e el g F>100F g [
Gt 2T MG FI-*67 FTHIET AL & AT |

ferce=m BeeT (Reservation System)

s (Reservation) @ «ataa IR ~wfe I MG SR @ @IF A~ (A0
JIZRF SIME R T JF FACO AT | BT 0O A [N, @O5E & 5y
JAIIRCTR | ST TG (2 SR GFTo AES @ (@ (@I A (TLTS AR |

fofs G35 (Video-text)

fofbe-Gos AT qF e FIE YT AwS ACS  guut
3T TGS 9T Y AL TG0y o7 Taig w0 | @G [
@A (OSAF IR FE R AFT @] T
[ IO 1, "

.....

G S i gremiwa (Electronic Fund Transfer)

ERG A TG GEFE E GIA AT G0 ALF @GHSAE A dvvo A weE
AR | O6 Agfes o graimme o0 e 36 TR I wreitnd & | 12 Presas [
ffere et eair FcacR R *eifyS O ¢ fF Iam | wHfN I @3 wrge e BN SR
AT T (ATTT FACO 20Q | BRGNP (BRO @ (Fs FAIF G AP (F FCH
FOSNFT LT FT@W FACe T | @@ I <4l 8 e ffice soebs Gam
BIfsfaeT 927 T4 2T | BT MG IJFICFF @G0 I T S (IS St @71t [#48 F1e
FRE AT |

aF#i15 BB (Expert System)

il e a1




AYRTOT G Wfees AT o Py Jwweq ARTSH O 6 FAA HTHT
FHTHF TFCCWIET T (RS ATET T &b AN I AR | NG AHFAET To fFedr
IEFR @ 9T RO Fg Fie F@ N G306 FTHR FEEAR 2@ @7 AT BHeoT |

FACEIR fomiT (Computer Vision)

FRTHIER ML (F1 aTa &y [(feg 92 @3 Fww 3@ «foes Herrdeea Sagem
T AW | AfFH ¢ @3 [eer A 2o 7@ | @I g [fey w2 A fFRor o wzwe e
S oI | TereT '@ SefeereT 2 AT fmzegia A W FHTOE 45 Ba FHwT wers AT |

Ffew 3wt (Artificial Intelligence)

a6 qET @ 96« I Ve oo To w3 Al w07 | [fey swws gfaw
Fawens @R T # T @3 Pra=e (@ ANd 8 eraieHel Soefd Fed | A

e Al <1 e gfarer 76 |

Faw e FEBR [M@TTa @u GG =17 T 0 T© F& F0a QI T 1o
FAIFE QA (53T I | Pl JaTe e T4 TR GHAG 5N, AIFfod S S,
A eI, foxT @R @RI e |

wERER (Multimedia)

S o 77 @3 e o e | 1% O (At * et el W ez qg Wy |
IO A FTGIT AT I2e Weifbe w1 MGG | w1, 7275, =M@, Toniv T I8
TeNifas ToagreaE T T | mfs e Iyt Seee oy FEEHER A Feow Sfeie
FCSTIT 8 AFLCWIT ALIAEN LGS T | MR Ffyr swlere S8 2 o, e
e, Torifn s 2w | Wi e Jfdr settee ey SRRt Hift ax gigs, Tt e, A
o TSI TGV TAT T IR ST LA = N T 7o eqa | @=e- T3S
TG (o, (S5 S8, T2 Efoft Tonn «F @I BT TEo e |

NG SEoR gyfes e qfs sAreer | ey SeR TAgPEE Ty
3z e avew 2@z | e 3 98 e sewe @ Sfene e Satem s a5 oiE
e WifFefear | @3t TFBRCTe FRAEHER v Fie FE A=A = oal, o eI,
AT A AT @GS I, TfC o FA1, GRfeHT 7al, THRCAEG LT ST AWIF-2W F40
Torin & A1 AW | NEBACTR ToeTce [T A5 4B AT 8 [{Tame J7Zr Q4T S
TTed YOI @ g | R ov@ s iR e s R «my aw e @[ee
T T | WFBNERR ARy wfes Wy ¢ wfbe Iy IJIRER T #rwe e deeid
FHHW (S T | @ [REER e 27 8w fgg F0A@ =22 g ¢ | Difsffeae e
QT [IER Wgos{ THfe hrr | A9 fofbe Gt g o0 WeT#Fe 7'ew e 9
SAIE BT (ATS It | WFBATEAR AR (@l 9CF 0T STRE0 OF NG AT TG Mee
AT | o7 ARTHTY FACS AT @R (Cferelfd (it Al | MEBHReTR MRy vFae e 9@ 0T
TR0 M [Reed Ie J0 BeeT g I PPl i @ Jace A | [feg
TIGIEF AN 2R I @R DfForia 7z F9re A |

o RS aiférer Sy
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Introduction to Computer

T 8 FToR TR @I YT IETRGEE T | NESSTE FPTHR FC ST
TFICR AT G35 AR FPATHITT F {17 | Q@ TAICIGTET FbeT FACS LATATE TF AFL G |
(B ofies ST COf (@ Srguraey Components ze FE feei@ (Input
Device), =es75 feega (Output Device) 8 s 85 (System Unit) |

ferr

75w ZTRG
(CPU)
379 f&eige (Input Device) R
FATHIEE (@ g (TSR WHiey (ool (Data) 325 1 = TIUEs 295 ool
=1 @I 3- Mouse, Keyboard, Scanner, OMR, OCR gsjifw |
e (Mouse) 8 e 3G 3790 fTeidd | 27 IR
TCoT 3995 '8 fATir &l <41 27 |
I}F-Q@% (Keyboard)
I-@AE GF : _—

| WWW@ ‘vu._
AR | F-E@ACCT - :;,:_,Il'i_‘;, BT E e
o war s 5zt Vel L L LT
TR IOATHI 275

AT |

[} K i
i
[ K i

frrraora RS elfrre sl




= (Scanner)

R QI 290 oI | 37T T WG
cofel &R, Ie @ =R A @ _g FCHIER TA95
A FCH HIZ© T AT |

8@ (Optical Mark Reader)
3T @IF [T oy TF T I FHTHRCE T | Tl
A& OB T @A
et fefere 3™
TAPE T FF ACF | (@I (ARG QTEF T6F 2ITGq FeAreet
o ST &) U FIRIT FT A S |

sferg (Optical Character Reader)

AR FloSr @ Fifewe " FIEFE (I 7201 8 g
Iy o) T oy W2 SPTIE TRRE A T | A 3D
(o11B T, e Topifvr AfSDIT 7921 31 20% |

Frebw T8RG/2mer 286 (System Unit/Process Unit)

PIEST TG IS ET6F (FPR THBE AR | o
IFATOIT (@ ST TPFS BT QT B ©lE FEoT o
BTG/t TCMG 0T | TEBISTE T FAR CRCE  GCel- YT I
o et CPU (Central Processing Unit) |

CPU (Central Processing Unit) @3 feafb siee awaeg |

>.  f@=e szt (Control Unit)

3. onfdfes ¢ e s (Arithmetic and Logic
Unit)

o,  Yfe/tafert @i (Memory/Register Unit)

e st (Control Unit)

faraer SeeiR Fe T effsfs foiis AT 29w I ST FAF G AR
AIFS Cofy T4 | fget et (et Fores @3 o a3 Ao SR o[
FEFT I |

Wfafes ¢ 3f& s (Arithmetic and Logic Unit)

Sy el afere AT W7 Ay Nfafes ¢ I e 4ffw | @3 T ey afafes
(@ @, Reae, e, o 3wji) ¢ YeEers MR AL I | Il (<TF Foe] e
~foTe T TW R WCH+G [TeIReT (Wwoe) (e 27 |

=fe/cfertia wet (Memory/Register Unit)

I @y R Ty 92 T @fErGRetE FEw 1o Aewd e Mfdfes
I oL ©2 f@FFATeIR FItE @EPEReRT Iz 21 W3 T QRPN e TR 8 oo
T |

o555 feei2sr (Output Device)
il e a1




FHTHICR (T ST NG QTPIFS (TBT ACG+{G AT (AT A1 ©F WCH+[5 fTeiz
0 | @9 ¢ Monitor, Printer, Plotter Tenfx |

w67 (Monitor)

FTBIET T IGNE AW id & (@ 2M R
T T OCF S S Noq 0T |

%= (Printer)

oS g Too5 Tz, FFEsa
O fFAFAC TS BRI AP MG
A= |

WEIRE 47 e 3

FoeE 96 AT AZD ATFA FACS @ | (WWIHT 7 wWe! SAfqueaq

GFPSTET LT TP 0y (2T ZC |
v &G = > q125
S038 3RG = LGB
yo38 fHETZG = S (VIZG
5038  (WARIZB = NRRISIEY
yo38 s = S (GARIZG

RG (Bit) : T8I stz wrommsi-r IR 121 (Binary) eyt omafore eafde | sidie
R 7T Al FRATHIRT Y Fditzg o1 fofe | «3 iz st «rafe cifers 46 @< o
() TR > (9F) & {6 0T | LA Sa Afw 7o 15 |

1206 (Byte) ¢ =55 {6 A aifde =70 @6 2126 | FFITGI ARG 7_T I, =i @3 R[eaw
fozrs e T = | acwm @36 3T a3 ARG FFFER I9F A |

woIEe fSeiza (Storage Device)

FHTHIER (T THGTECS TCH! AT F0 IR T (12 TS POIES (G2
3T | @ Hard Disk, Floppy Disk, CD-ROM, DVD-ROM %eiifn | 955 feeRem
WL TCHI SO 275 ¢ THIF [CSIRET e ¢ AR W | TS GRS Toiga
(AT RS TEb! ATy FIer F4T AT |

¢ &% (Hard Disk)

3 IMTHIRE GI0 I COIES (G2 |
3 TG SCAF TCHT AN AR | FTHIE IS
FAF 27 Save (RTFA) FACE ACHIS RICIGCH

FAST TN ACE | FATCOR T FAETS JSGTHF
T LI S O A |

& (Compact Disk)

1 FF1EoIaa 3995 8 WTH75 TORER Fe I ANF | 3T AT (©o1/=R[ «F
FEATHIT (AT ) FPATHIE (T AW |

frrraora RS elfrre sl




f¥fefe (DVD)

fefef «a of 71w fefesm enfioiza % (Digital Versatile Disk) 1 BifSa et
fEfefbe FTHIER ¥afh 2T2(5/CH[5 fTei3 | ©a Hifex vex fefef @ «=el el 377 |

7 gi2® (Pen Drive)

o7 gi2e (Pen Drive) IE5iaw @i A=7w
eI oIty A= 4 21 (I GRS WILICT TebT,
I, (PN T AT AT ET GF IO S ATy
SO Freriag 40 T |

weifE (Memory) ™At SiteTsat

e =g o 20 S | FRCHIE (T WL
fafeg ©Ur @ OIS T F0F A T (12 A
(NI 0T | (NI &y foq &FF

S a4 et (Main Memory/Primary

Memory)
2. s eewife (Auxiliary Memory/Secondary Memory)
o, 1 cewifa (Cache Memory)

RF N [fog o< (oifzg ot feter (raier =6 3

e (Memory)
\ 4
I I I
LT (eI ATF (I I @I
|
[ ' I
T = LIV ex
LI i)
y } = PROM - fefele
IR TIRANE = EPROM " (N GIZe
Tt CeifE » EEPROM LI | S RivxY

g4 arefa (Main Memory/Primary Memory)

FITHICTT PIIRS W MY MeFe Toy~uael (NIRRT Q4T EeNfa 0T | &y ewifar
Legaaak

() RAM (Random Access Memory)

() ROM (Read Only Memory)

T (RAM)
[N @< TFEA W | WIS IO .
SAIF T T T | W @ I N @ (I O mg

@I T, ST A, QTS 7 A | SRATEE w & e
FACE/RTS BT (1T e TEBT AT (AF Y07 I | : y

et

il e a1




W (ROM)

= (ROM) @7 = =it zzatt Read Only Memory | @2 GIifice o2 ®y «iw! I7 58
T I AL 0 A 1 | 0 A6 FIR O |

RIS veifa (Auxiliary Memory/Secondary Memory)
FEATHICR (T 4TS TOBI FRTS A A @GR Yore ARwe 4o et | @ @faes

FFRTOITT A(F AN 2 FIASIE ATFT FCF A T | IOACT FPAOOITT AL I97
TaZe I ARAS (el 7w Hard Disk, Floppy Disk, DVD, Pen Drive gejifn |

7 arefe (Cache Memory)

LI I e 1S e &y AP ¢ ediT (i st B B {eew @
“JFOTF T AT 0T | T (O G (A A e 0T F&w Faco M7 | Fi2S
@ IfSTS FATS 2T 4T @I T2 2IfSTe FIe FACS 2N 91 | U2 SPYRLIT F FAK & A<
T @ BIfES «a Siear Sy (Ieifa 59 27

SiapraE areifs (Virtual Memory)

SIRPRE IR 20T 99 9F G0 PPN T AR FPACHICET AT (O Sext
O &4 (I RRETE A92E IS A0 | MRS G4 (CNIRE 417 o] AfTS A |
FHTHIF TAT AT (CNRT (T FAOR G @ IS IR AT 27 04T Frefecya s
FIF HCE LT NI RN IR FACS AR | 9 (YIS SRR (WA I =7 |
FURHT (@ FHHHCE L4 IR 29T 9T FA1 I CTRIC (1 ©=F Heq el T AT 7 |

do

o RS aiférer Sy
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FACHIET 3foTT

History of Computer

SCBIR gfez (History of Computer)

WIF 2T G, A1, R, JIces =iFe, nieq (16 Teqifag A<GeT o Fcs! | S
RS NP H~wl& ARTSTa ST TS R 8 TORCAF T AT FIOHT |
FAEHR @B e
TG | AR T R
AT FFIFA FNF
IO B e tofa
I | ST I
ST “iraifar FesR
OF o AfzTe s
T | YT FTHE @7
FAT o Feaw o
sifers firaw BT At |
ol Shrow A
SITEABFIE TN el
IT TG cofaa “AfaFge
FE | O T0F IS Y Sy (Abacus)
40 T T O ARTE I | [F€ AT Toieq9 Plaeel 019 & Qebs| AT TS FACS
AIET 12 | OF O 12 ATFFEAR SoF fof 0a tofd TR Teaa Sy F>EoH |

B2 5T ST Y FTHIa
TE I ] | ARASICS OfF W3 SAfFEaR
T 2T BETC® AT | oT%e (TP HfeT-*
W12 90 (-5l AT (FC 9T ARTFR
F 7= T Fwrifere s fafor o
TRICH THT AN 77 TGRS AT | B
IS, SIET Bife AL NReTwm
F TR T 20 3589 A fAfife
Colossus F1T17 | Syimam Be faca

| fffe aft 2zt e s T=gee

CFANICES 21 AR & wosfeon O [
JEA TG Tofeifen 0 | T FIEA qA0ed [ I
Tow ST I@ CFeNm R @I

ARTST FACe T | 9T &) AT AL (@R




[EAREE 7S MR 589 AT TTWSINIG =F *FPTECHIRF 7 T NF G
Sfefaife @3 S & =T (John Mauchly) @3g S et @Pr=ie 3516 (J. Presper
Eckert) t& @ Jitea & feaifere e | @2 998 (AtFg & 77 ENIAC  (Electrical
Numerical Integrator And Calculator) %57 | @8 ENIAC FfE5r fsfte Fer 19 =
>58¢ AR Feowd e | TG et ENIAC S™1C5R1G &fe (Ttate ¢oooft @19, vealt
@l FICS THY 126 | qF TG INF0 S TSI G2 FPACHR SR & 0o (ATF 380
eTreais e *Ife7 Srem 2@ | 588 T ARHIF SRS rr@e gl e Mark-1
AT G35 TR FCEDreT FEoR (o =7 | 32 oot @ T oW1 93 b ¥ f |

58y AN (e RMRMeiRR e W See= EDSAC (Electronic Delay
Storage Automatic Computer) =< “Rr\f—?r g fEfeom F1ToR aFge w6 |
o CRGT T A @A Soed AT
W 3TME-y I FPHEER Coft FE |
I 3 e fifens fefers Seonfire =3
3 IO B e 3 e
gifseaw 5% MfFG aazw T = |
3T @3 AL O AG, N 8 ETIR
| FE FACS AKCSN | Gt WifFe
QST *IF FITOR A (RIG T QAT
W= B IC R IO @F
P AT (=T 20 AT |

gefesis-s (Univac-1)

FFTHIET FAOE @ [G9-F T TGP ACEHEE FCET | S5 I FReAT
IR I (AN NI (ofF F0 | 3Q HTHET T FP00 96 AT T©
(=I5 WP G I | OF Bieed s I A | I8 qreea 3.0 GHz @7 =iy wFwref 771y
MIELEPE Ared A7 | @2 High Speed 0P ¥fers FREHEE AR 58 THREH 8
O SNFT FT oS FZCH F4T AR |

SACER eee (Computer Generations)

FPATER ARHR 1T A7 (AT W7 efeae Tfe, Ftem oife qR wiFfere #Afige
T e qore AE | W3 (8T 8 [EFT @F @I 99 oo e | %o fHEa
TS eF @ft i o F1% 0 | RS TS 99 Sfoay 6 e
G ISV SRFR AR | AYFETS Tgae FACHRT SFo (AT Tgoed FRACZ | A0 T
(AT TF OF0 AR ARTSF AT TANGTAR AN IR Aol [P (ARCEIT FTAN O 9F
OFfG TR TG TOICAT T | ©CF T9F (BT AN 20T CABretet (At T |

2T e FRACHE (First Generation Computer) [s580-d5cY]

:ﬂ AT A FIEHIR
‘_‘% ;§ﬂﬂﬁ®aa;aﬁawr|w
G AP TAHF G =T | FEFO!
W GE TS @ A IAToE, A
ISAH  SFFAT | B OREX

R




FTTI SIFe 29w T (@ | O N T QT Ty A T AST AT 927 908 2007 | @
o fomr HS ©27 7 Frel 7oy @R AfRBEE &y Tonifss [gpe *Ife e zeer |
TS FRBEE YT FA | @ IO TV I A€ I oqeamy el | Fited afs feam
TP | Y589 A e e 7y 3regfs fefants S5 =t ENIAC (Electronic
Numerical Integrator and Calculator) F/€oE | 3 tofd @ IEFCIOG =%
rRPEfeTR 37 ¥ o ERhdE sfefaiEe a7 S e e wewen  (John Mauchly)
IR OF LTI (@AAF 3F6 (J. Presper Eckert) | y58@ e @3 F#EH Fer &= &
G 98¢ A U3 FHTHIET IS (1T T | GG NZPINNES 82T JSANES IF JIZAr
CFIARICES 7Y AR & g eI N7 q0Ea Qeaem Soiefq T | 575 e gaeed S0
%7 F@ CFAE et @ Afkes Face =7 | 93 @@ ENIAC (Electronic Numerical
Integrator and Calculator) SMC51taa & 27 |

S588 T ACATFE SIAGH R erg A=A e Mark-3 9t a6 Tl st ~esR
tofs =7 | 37 T @ T6 T @R b T T | 35E8 I (*ITT @B oR-W WG =7 IBM-
650 | @6 o7 @ e AT IS FIToH |

oA e Feniad Wi IBM-650, MARK-I, ENIAC, EDVAC EDSAC
Zoiv Se- ATTNT | @ AT FPOBITT AT (T ST A3 2T SE-@© AT AT SIF
(e Cofd T4 ] |

S o 583 ¢ ifey «@ma tafes Ie417 729 |

3 9 S g AR T |

9 | FFICT AT @ |

81  IREFICCH KT SAB-SC62[T g T4 TF |

¢ TARE SRR o &l |

Y| T e e i 59R |

ol eweqw IR (Second
Generation Computer) [55¢a->5v9]

S58b AT WA (e FAFACAGRCS
T ==sfer (Wiliam B. Shokly), &=
T (John Berdeen) @3z «@%5 JGa (H.
Bratain) sifferesita et tofd &= | @
GfeSa sFesias Sgfers f[7-3 «ta o |
aiwwﬁmm ARRCS GAIEPER ITT A1 T© | FACrEod REHF 2eTF 79
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The Fundamentals

The File tab menu and Backstage view contain commands for working with a
program’s files, such as Open, Save, Close, New, and Print.

Primt
Save & Send
Help
[E:2k Add-Ins ~
=31
Edl Exit

Crptions

To Create a New Document: Click the File tab, click
the New tab, and click the Create button. Or, press
<Ctrl> + <N>,

To Open a Document: Click the File tab and click the
Open button, or press <Ctrl> + <O>.

To Save a Document: Click the Save button on the
Quick Access Toolbar, or press <Ctrl> + <S>,

To Save a Document with a Different Name: Click
the File tab, click the Save As button, and enter a new
name for the document.

To Preview a Document: Click the File tab and click
the Print tab, or press <Ctrl> + <P>,

To Print a Document: Click the File tab and click the
Print tab, or press <Ctrl> +<P>.

To View Advanced Printing Options: Click the File
tab and click the Print tab. Select from the options
under Settings.

To Undo: Click the Undo button on the Quick Access
Toolbar, or press <Ctrl> + <Z>,

To Move Text with the Mouse: Select the text you
want to move, drag the text to a new location, and
release the mouse button.
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To Replace Text: Click the Replace button in the
Editing group on the Home tab. Or, press <Ctrl> +
<H>.

To Close a Document: Click the Close button, or
press <Ctrl> + <W>,

To Correct a Spelling Error: Right-click the error
and select a correction from the contextual menu. Or,
press <F7>to run the Spell Checker.

To Use the Thesaurus: Right-click the word you
want to look up and select Synonyms from the
contextual menu. Select a word or select Thesaurus
to search the Thesaurus.

To Minimize the Ribbon: Click the Minimize
Ribbon button on the Ribbon. Or, press <Ctrl> +
<F1>. Or, double-click a tab. Or, right-click a tab and
select Minimize the Ribbon from the contextual
menu.

To Change Program Settings: Click the File tab and
click the Options button.

To Get Help: Press <F1> to open the Help window.
Type your question and press <Enter>.

Navigation:

To Open the Navigation Pane: Click the Find button
in the Editing group on the Home tab. Or, press
<Ctrl> + <F>.

To Search for a Word or Phrase: Click the Search
box, type the word or phrase, and press <Enter>.

To Search for Graphics, Tables, Equations, or
Comments: Click the Magnifying Glass and select
an option from the list. Click the Search box, enter
the information you are searching for, and press
<Enter>.

To View Search Results: Click the Browse the
results from your current search tab of the
Navigation Pane.

To View a Document’s Headings: Click the Browse
the headings in your document tab.

To View a Document’s Pages: Click the Browse the
pages in your document tab.

Editing:

To Cut or Copy Text: Select the text you want to cut
or copy and click the Cut or Copy button in the
Clipboard group on the Home tab.

To Paste Text: Place the insertion point where you
want to paste and click the Paste button in the
Clipboard group on the Home tab.

To Preview an Item Before Pasting: Place the
insertion point where you want to paste, click the
Paste button list arrow in the Clipboard group on the
Home tab, and select a preview option to view the
item.

To Insert a Comment: Select the text where you want
to insert a comment and click the Review tab on the
Ribbon. Click the New Comment button in the
Comments group. Type a comment, then click outside
the comment text

box.

To Delete a Comment: Select the comment, click the
Review tab on the

Ribbon, and click the Delete Comment button in the
Comments group.

Keyboard Shortcuts

General

Open a Document <Ctrl> + <O>
Create New <Ctrl> + <N>

Save a Document <Ctrl> + <S>
Print a Document <Ctrl> + <P>
Close a Document <Ctrl> + <W>
Help <F1>

Navigation:

Up One Screen <Page Up>

Down One Screen <Page Down>
Beginning of Line <Home>

End of Line <End>

Beginning of Document <Ctrl> + <Home>

End of Document <Ctrl> + <End>
Open the Go To <F5>
dialog box

Editing

Cut <Ctrl> + <X>

Copy <Ctrl> + <C>

Paste <Ctrl> + <V>

Undo <Ctrl> + <Z>

Redo or Repeat <Ctrl> + <Y>

Formatting

Bold <Ctrl> + <B>
ltalics <Ctrl> + <I>
Underline <Ctrl> + <U>
Align Left <Ctrl> + <L>
Center <Ctrl> + <E>
Align Right <Ctrl> + <R>
Justify <Ctrl> + <J>

Text Selection

To Select: Do This:

A Word Double-click the word

A Sentence Press and hold <Ctrl> and
click anywhere in the sentence

A Line Click in the selection bar

next to the line

A Paragraph Triple-click the paragraph
Everything <Ctrl> + <A>
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Formatting:

To Format Text: Use the commands in the Font group on the Home
tab, or click the Dialog Box Launcher in the Font group to open the
Font dialog box.

To Copy Formatting with the Format Painter: Select the text with
the formatting you want to copy and click the Format Painter button
in the Clipboard group on the Home tab. Then, select the text you
want to apply the copied formatting to.

To Indent a Paragraph: Click the Increase Indent button in the
Paragraph group on the Home tab.

To Decrease an Indent: Click the Decrease Indent button in the
Paragraph group on the Home tab.

To Create a Bulleted or Numbered List: Select the paragraphs you
want to bullet or number and click the Bullets or Numbering button
in the Paragraph group on the Home tab.

To Change Page Orientation: Click the Page Layout tab on the
Ribbon, click the Orientation button in the Page Setup group, and
select an option from the list.

To Insert a Header or Footer: Click the Insert tab on the Ribbon and
click the Header or Footer button in the Header & Footer group.

To Insert a Manual Page Break: Click the Insert tab on the Ribbon
and click the Page Break button in the Pages group.

Tables:

To Insert a Table: Click the Insert tab on the Ribbon, click the Table
button in the Tables group, and select Insert Table from the menu.
To Insert a Column or Row: Click the Layout tab under Table Tools
on the Ribbon and use the commands located in the Rows &
Columns group.

To Delete a Column or Row: Select the column or row you want to
delete, click the Layout tab under Table Tools on the Ribbon, click
the Delete button in the Rows & Columns group, and select an
appropriate option from the menu.

To Adjust Column Width or Row Height: Select the column or row
you want to adjust, click the Layout tab under Table Tools on the
Ribbon, and use the commands located in the Cell Size group.

Styles:

To Apply a Style: Select the text to which you want to apply the style
and select the style you want to use from the Styles Gallery in the
Styles group on the Home tab.

To Apply a Document Theme: Click the Themes button in the
Themes group on the Page Layout tab of the Ribbon and select a
theme.

To View All Available Styles: Click the Dialog Box Launcher in the
Styles group on the Home tab.

To Change a Style Set: Click the Change Styles button in the Styles
group on the Home tab and select Style Set from the menu. Select
the Style Set you wish to use.

To Create a Style: Select the text that contains the formatting of the
new style, right-click the text, and select Styles from the contextual
menu. Select Save Selection as a New Quick Style from the
contextual menu, enter a name for the style, and click OK.

To Check Your Styles: Select the text you wish to check. Click the
Dialog Box Launcher in the Styles group on the Home tab of the
Ribbon. Click the Style Inspector button in the Styles task pane.

Drawing and Graphics:

e To Insert a Clip Art Graphic: Click the
Insert tab on the Ribbon and click the Clip
Art button in the lllustrations group. Type
the name of what you'’re

e looking for in the “Search for” box and
press <Enter>.

e To Insert a Picture: Click the Insert tab on
the Ribbon and click the Picture button in
the lllustrations group. Find and select the
picture you want to insert

e and click Insert.

e To Insert a Screenshot: Click the Insert
tab on the Ribbon and click the
Screenshot button in the lllustrations
group. Select an available window from

e the list, or select the Screen Clipping
option to take a screen clip.

e To Draw a Shape: Click the Insert tab on
the Ribbon, click the Shapes button in the
Shapes group, and select the shape you
want to insert. Then,

o click where you want to draw the shape
and drag until the shape reaches the
desired size. Hold down the <Shift> key
while you drag to draw a perfectly

¢ proportioned shape or straight line.

e To Insert WordArt: Click the Insert tab on
the Ribbon, click the WordArt button in the
Text group, and select a design from the
WordArt Gallery. Click

ethe text box and enter your text. If
necessary, click the text box and drag it to
the desired position.

e To Insert SmartArt: Click the Insert tab on
the Ribbon, click the SmartArt button in
the lllustrations group, select a layout, and
click OK.

e To Adjust Text Wrapping: Double-click
the object, click the Wrap Text button in
the Arrange group on the Format tab, and
select an option from the

o list.

e To Resize an Object: Click the object to
select it, click and drag one of its sizing
handles (), and release the mouse button
when the object reaches

e the desired size. Hold down the <Shift>
key while dragging to maintain the object’s
proportions while resizing it.

e To Format an Object: Double-click the
object and use the commands located on
the Format tab.

e To Delete an Object: Select the object and
press the <Delete> key
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@It efsmt @BeaF ( Local Area Network)

@E affr @BeaF (Local Area Network) : sewifz @ty Skfge sf=esR
WRCP ST W 7S w47 GIZE (LAN) ToIiarer afazl @oea 96 | AgRaTes abi
Ay A1 Sfvrr [fey e I Ko e e @ @ 936 [FowT 67 swuEd F4@
A A FAT QT e 99 A o2 Sfwer [feg [eitm SMesReEs s
NSO & N [ |

WS effwt @Ben= ( Metropolitan Area Network)

GFs I GRS =2ea [fog BT okEe IEORPTRE o[ IS I
of@E I MAN ((TGHRBT @Sl (BeTF) | @9 3 B! *1=@9 *1=3ar, wfefie, =if~e
ey 981 MAN 3 | MAN B9t stigeres LAN @ Sg@et (GReeie 9209 41 27 |

2T «WfiF @BeAF (Wide Area Network)

fege  copifie @l @A SPATER
@oeTFE WAN (ST12T il (5exF) e |
meg fifog *12a S_fEge IR W IAEWR
e e [fey wed w[ige  FeorenRS
AT IS TACe R ©f I eFde < p
FBSTF | TTRCG IIZ [N (75 eNFE 8qizT
G FOSTF (ST) ICA | ST (FAPSANIA &)
qrEes 2¥ fEwer @iy, R wAbs Fpiee,
TRCEFree R Rerifn | FBReNs e ey
TR 8 TF T TG eI A qife s
FACE |

woens weRee (Network Overview)

AFISIE A (5 GANF PO TAMIH, T I3 Teoia Qe | ey s’ [7qd o=
EXGI I

= SR (Server) 3 ST EN HETNE 6T ST | ST FFHTHE «F T
0 SART T FAFG QI JRFAFET faer T4 20 AN |

= F@S (Client) 8 @ 717 IMTER ASF I 28 RETITR IIRT I GR TSR
T3 fmafae = A |

= e (Media) 8 @ s ST Rt sr=itaa AN I ACE |

Yo

o RS aiférer Sy




= THRE ST (Share Data) 3 (Heas ASR F95 9ve FIZePE |
= TR DI @ ST ARSI 8 S e Sty ReIeTR |

= RN ¢ (Bea TR &=y T3, FAIBI @ Sy SAMITE |
TAIE AN fofere (B eaee 7' 3267 St ot T3 @S AN |

%) e § e ( Peer-to-Peer Network)

) ASR @3¢ (Server-Based Network)

AT (FTC € (A § (I (OSTNR AL gyzrgeyT | AN fefers o enica
w3« fagfafiie faacaa B fFsa aea |

P § Priw @osa ( Peer-to-Peer Network)

PRIE § PRIF (S (P (SREIHoT MO ATE 7 | 9 TSNS FCHR ST 0Ly
@ Hierarchy «itE 71 | 51 FPICHRE T, T @ @@ PR | SFCHReE @8 e
AR @ FIAT M FIet 0 | IALEFIN % I @I BT R IS I A0S TS |

AR [@Ere {BeTF (Server-Based Network)

A @EC @O GF A GFF T P ACF | @ o «Ffh =fexi=
W@ﬁammzﬂ—mmﬁeﬂwﬁﬂm@ewwwmww
Q@i 8 bt R s g
IE AT | ASREEE (75
93> AT IR @ eAFET

e server processes the cl
and returns just the requested AFE  FOACORCE  WIET  FACO
€ 1f the user on this computer needs information to the client.
information from a shared ddmssﬁl

AT | N 6T CRNIfRR, Ao eT
crifa, Topfvr ey fawae sace

_— S5, " S &5 O FHTOR T STP PO
A |
Jrefer (Browsing) 4t
OGNS OF AT FI7 |

ST Gy oA AT SePorae S 3
» ey SR ISP Aty Dial-Up @oediT @3 A 9 |
" SRR WO @ @I G0 AFOGR (@R W
= Netscape Navigator
= Internet Explorer
STES LG Jrefer w4t (Browsing web site)

S, «fG JreE vie] Face 76 (Run browser)

0

frrraora RS elfrre sl




Go button
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w6eE~ ( Netscape browser )

8 Bangladesh: ¥irtual Bangladesh - Contents - Microsoft Internet Explorer
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ST (Intranet)
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How to create a Gmail account

'‘Google mail' or ‘Gmail‘ is a web-based email account in which emails are stored on the internet
rather than on your computer. Internet email can be a flexible option as you can access emails from
any computer that has internet access — for example, at internet cafés — anywhere in the world.

In this guide, we’re going to show you how to get started with email by creating an account in

Gmail.

NB. We are using Chrome as our browser, however other browsers such as Internet Explorer and
Firefox will look similar.

You’ll need:

A computer with internet access.
Follow these step-by-step instructions to create a Gmail account

Step 1: Open up your internet browser and go to the Google home page: http://www.google.com

Step 2: Click on Gmail at the top right corner of the page.
+You Gmail Images i m

X

A faster way to browse the web
/ Install Google Chrome

Google

Google Search I'm Feeling Lucky

Step 3: You’ll now be in the ‘Sign in’ section. As you don’t have a Google account yet, you need

to create one. Click Create an account
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http://googlemail.com/
http://www.google.com/

Step 4: To set up your new account, Google needs some information about you — first, your first
and last names. The ‘choose your username’ is the unique email address that you wish to use,
which will be placed before ‘@gmail.com’. Because it needs to be unique, Google may have to
check the availability of any name that you decide on to make sure that no one already has it. Type
an email name into the ‘choose your username’ box and then fill out the rest of your information.
You will need to ensure that the ‘I agree to the Google terms of service and Privacy Policy’ is

ticked. Then click next step.

Create your Google Account

untis all you need Name
isword gets you into everything Google, ol shakespeare
Choose your username

} ° :".‘: b wshakespeare25 Agmail con

Someone already has thal usermame. Try another?
Available: shakespearew06 wshakespeare616

shakespearewt
Google yours Create a password
1 preferences just the way you like
Confirm your password
Birthday
é iltemdlbrotme& Modc:Off i 7(“ v +;

e
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Default homepage
[¥ Set Google as my default homepage

Your default hom

Prove you're not a robot
[T Skip this verfication (phone verification may be

required)
Type the text:
C v
Location

United Kingdom

O

m

[¥ 1agree to the Google Terms of Service and
Privacy Policy

Step 5: If the email name that you requested in is not available, you’ll get a message saying that
somebody already has that username and offering you some alternatives. You can decide to accept
one of the alternatives or type in another name and check its availability once more. You will have
to complete some of the other boxes again. You may have to do this a few times. Once you
finalize your email address, it’s a good idea to make a note of it so that you can refer to it until you
remember it.

Step 6: You’ll need to come up with a password so that you can log in securely to your account.
Google may explain that you should try one with at least 8 characters long to be secure. Use letters
and numbers to make the password more secure and difficult to guess. You’ll need to re-enter your
password to ensure that it’s you choosing it and not a hacker’s (ro)bot. This is why it also asks you
to insert two random words at the bottom of the page — this is a CAPTCHA code. You can skip
this step if you don’t want to type in the CAPTCHA code but you will need to verify via a mobile
phone if you don’t.

Step 7: Once you have completed this page fully, clicking Next Step will take you to the Create
Profile Page. If you don’t wish to have a picture on the web, click Next Step to complete setting up
your email. If you do, Click on Add Profile Photo and find a photo to add. Then click Next Step.

Step 8: You will now have set up your account. You can go straight to your inbox and get started,

or you can set up a photo to show as your profile picture.
Click on Add a photo to upload a photo and select a photo.
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Select profile photo

Upload photos

Select a photo from your computer

'S

Concel

Google

How you'll appear

W shakespeare

Or click on Next Step to go to your inbox and get started.
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Step 1: Log in to your Gmail account so that you are on the dashboard (main page) of your mail
account.

Google

One account. All of Google.

Sign in to continue to Gmail

Email

Password

¥ stay signed in 4 Need help?

Create sp account

One Google Accounl'!of everything Google

EMGOD 2B

How to send an emaill

Follow these step-by-step instructions to send an email

Step 2: Click Compose.

o wizR affreet e
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Google

Gmail ~ v (&) More 1-90f9 £ b |
£ Primary 22 Social ¥ Promotions
| Inbox (6) Gmail Team Welcome to the new Gmail inbox - Hi Wiliam |
o~ P Genes Reunited Information from Genes Reunited - 10 ensure
Genes Reunited We've had a makeover! - 10 ensure Genes Reu
Genes Reunited W, grow your tree - To ensure Gen ed
wshakegpeare766 9 y

Genes Reunited Registration with Genes Reunited - To enswe Ge
me my manuscnpt - Hi Will Here is the manuscript yc
Gmail Team Import your contacts and old email - You can impt«
Gmail Team Customize Gmail with colors and themes
Gmail Team et Gmail on your mobile phone - Access G

AAD ANl 48 D mmd PNED S mmal Tasene ® Mlonenss

Step 3: A new blank email window will open up. In the “To’ box, type in the email address of the
recipient.

¥ Promotions [RACHECERCR=TN

To  francisbacon@agmail.com Cc Becco

We need to talk...
1pty.
zssages that don’t appear in ol

:inbox settings.

22014 Google - Terms & Pri

B + o -+

[ ]
q

Step 4: You might want to include someone else in your email to ‘keep them in the loop’. You
can do this by clicking Cc or Bcc, which will open another field. ‘Cc’ means ‘carbon copy’ and
‘Bee’ means ‘blind carbon copy’. Adding an email address to the ‘Cc’ field means that that person
will receive a copy of the email and all the other recipients will see their email address. If an email

address is put into the 'Bee’ field, the person will get a copy of the email but no other recipient will
see that address.
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If you are sending the same email to lots of different people, it’s a good idea to put all the email
addresses in the ‘Bec’ field to keep your ‘mailing list’ confidential. That way, there’s no chance
that it could fall into the hands of a spammer or hacker.

W Promotions We need to talk...

o francisbacon@gmail. com

Ceo  annehathaway@gmail.com Beoc

We need to talk...
at dom’t appear in ol

tings.

14 Google - Terms & Pri

o PN soves W | -

Step 5: The subject field allows you to give the recipient an idea of the topic of your email, like a
heading. You don’t have to put anything in the subject box, but it can help when viewing and

sorting email.
Step 6: Email text can be formatted in a similar way to text in a word document. You can change

the font style, colour and size using the formatting icons. You can also create bullet points and
check the spelling of your email. Choose your formatting from the menu shown.

SansSerif - T - B 7 U A -
BN - .-

Step 7: Type your message in the main body field of your email.

(I
4
|
i
il
Il
(Y |
(Y |
=
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® Promotions [RICHECERERE]NE

francisbacon@gmail.com. annehathaway@gmail.com

We need to talk...

I need some help with my latest play, wondering if you hawve time to meet for a cup of

. . ?
lom’t appeaar in o mead?

5.

oogle - Terms & Pri

Sans Serif ~ T - B 7 U A -

BEE 2] o + " -

W
i
I
i
il
Il
! |
' |
H

Step 8: When you’re happy with your email, click the blue Send button at the bottom of the
compose window.

% Promotions We need to talk...

francisbacon@gmail.com, annehathaway@gmail .com

We need to talk...

I need some help with my latest play, wondering if you hawve time to meet for a cup of
at don’t appear in ol mead?
Let me know when suits.
Your friend,

Wil |

ngs.

4 Google - Terms & Pri

- P s W | -

Step 9: The email you’ve sent will now be stored in the ‘Sent Mail’ folder on your Gmail
dashboard. You may have to run your mouse pointer over the Inbox folder link to see the other
folders.
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Inbox (6) To: wshakespeare766 the

Starred To: me In
Important

Sent Mail

Dr&rts (14)

Pe on 0 GB (0%) of 15 GB used

Manage
Trayel
Molge ~

o~ c

Step 10: You may start an email but then decide to come back to it later rather then sending it
straightaway. Gmail saves your drafts automatically. So you can simply close the email and the
unfinished email will be saved to your ‘Drafts’ folder. When you decide that you’re ready to send
it, you can retrieve it from the ‘Drafts’ folder by clicking Drafts and then clicking the correct item
in the ‘Drafts’ folder list. Finish the email and click Send as normal.

How to send an email to multiple people

Follow these step-by-step instructions to send an email to multiple people

Step 1: Log in to your email account so that you are on the dashboard (main page) of your mail
account.
Step 2: Click COMPOSE.

Google
Gmail ~ - c More ~ 1-90f9 £ J
m & Primary 2= Social . Promotions
I Inbox (8) Gmail Team Welcome to the new Gmail inbox - Hi Wilham |
& - Genes Reunited Information from Genes Reunited - 10 ensure
Genes Reunited We've had a makeover! - 10 ensure Gene
- g Genes Reunited W, grow your tree - To ensure Genes Reunited
wshakegpeare766 9 L4 :
Genes Reunited Registration with Genes Reunited - To ensuwe Ge
me my manuscnpt - Hi Will Here is the manuscript yc
Gmail Team Import your contacts and old email - You can impc«
Gmail Team Customize Gmail with colors and themes - |
Gmail Team et Gmail on your mobile phone - Access Gi
L _J
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Step 3: A new email window will open. In the ‘To’ address box, type in the first recipient’s email
address. Then type a comma and make a space, to separate this address from the next email
address. Type in the second address and continue, inserting a comma and a space between each
subsequent address.

W Promotions New Message
annehathaway@gmail.com. queeneliz1 @gmail.com

Subject

at don™t appear in o

ngs

4 Google - Terms & Pri

L= I Saved W | -
You may find that other email applications, such as Microsoft Outlook, use a semi-colon (;)
instead of a comma to separate each email address.

Step 4: You might want to include someone else in your email just to ‘keep them in the loop’.
You can do this by clicking Cc or Bcc, which will open another field. ‘Cc’ means ‘carbon copy’
and ‘Bcc’ means ‘blind carbon copy’. Adding an email address to the ‘Cc’ field means that that
person will receive a copy of the email and all other recipients will see their email address. If an
email address is put into the ‘Bce’ field, the person will get a copy of the email but no other
recipient will see that address.

If you are sending the same email to lots of different people, it’s a good idea to put all the email
addresses in the ‘Bece’ field to keep your ‘mailing list’ confidential. That way, there’s no chance
that it could fall into the hands of a spammer or hacker.

Step 5: Now type in the subject of your email and the text of your message.

% Promotions

(=] annehathaway@gmail.com gueaneeliz1@gmail .com

Cc Bocco

Latest play, ladies
at don’t appear in ol ywould love to know what you think.
ngs. Wil
4 Google - Terms & Pri

. e o - - -
Step 6: Click the blue Send button when you're ready.
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Step 7: If you want to reply to an email but add more recipients to the “To’ box, follow Steps 3 to
6 above once you have clicked on Reply and the email has been opened.

Google Drive

Google Drive is a service offered by Google that allows you to store and share files online. The
service was launched on April 24, 2012 and provides 5 GB of free storage. Additional storage can
be purchased for a monthly fee.

(;U :{l\‘

Google Drive for Windows

=l =5 i

The goal of Google Drive is to provide a central place to store your files online so that you can
access them from anywhere. Additionally, you can access your Google Drive from multiple
devices, since the software is available for Windows, Mac OS X, Android, and iOS platforms. The
service also provides a web-based interface that allows you to organize your files and search for
documents by filename or content.

Besides online file storage, Google Drive provides tools for sharing files and collaborating on
projects with other users over the Web. For example, instead of emailing large attachments, you
can send links to the files from your Google Drive to one or more users. You can also use the web-
based Google Docs applications to create or edit documents online. When you share a document
with other Google Drive users, everyone can view and edit the document at the same time.

Google Drive allows you to view over 30 file types directly in your web browser. These include
Google's proprietary formats, as well as other popular file types, such as Adobe Photoshop and
Illustrator documents. For more information about Google Drive's proprietary file types, view
the Google Drive File Types article at FileInfo.com
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Drop box

Drop box is a personal cloud storage service (sometimes referred to as an online backup service)
that is frequently used for file sharing and collaboration. The Drop box application is available
for Windows, Macintosh and Linux desktop operating systems. There are also apps for
iPhone, iPad, Android, and BlackBerry devices. As policy around BYOD has become more
common in the work place, mobile devices still pose a grave threat to an enterprise’s sound
security. Access this exclusive resource to discover best practices to ensure that your enterprise has
an optimal mobile device management solution, in order to avoid risks from both outside and
within.
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The service provides 2 gigabytes (GB) of storage for free and up to 100 GB on various for-fee
plans. Another option, Drop box for Teams, provides 350 GB storage. The user data is stored
on Amazon’s Simple Storage Service (S3) and protected with Secure Sockets Layer (SSL) and
Advanced Encryption System (AES) 256-bit encryption.

After installation of the associated application, a Drop box folder appears with the user’s other
folders. Users can save files to the folder, add new folders, and drag and drop files among folders
just as if they were all local. Files in the Drop box folder can be accessed from anywhere with an
Internet connection — the user just has to log in to his account to upload, download and share files.

To share a file, the user can generate a URL for it from the Drop box website and send it out so
that others can view it. Folders can be shared by sending an invitation from the Drop box website.
Recipients that don’t have Drop box accounts will have to sign up to access the folder. Once a
folder is shared, it will appear in the folder system for everyone who has access to it and all
members will be able to make changes to files. All versions of files are saved.

Drop box has usually been considered a consumer market service. However, it is increasingly
being used within the enterprise and as such is an example of the I T consumerization trend.

The service is named for the repositories used by banks, post offices, video stores and libraries to
allow people to drop items off securely.
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Google Calendar

Description

Organize your life with the help of Google Calendar. You can schedule your social and academic
life, create personal calendars, share calendars with others, and invite friends to events.

This article will help you complete the following:

e How to log in and view your calendar.

e Schedule a meeting and Invite guests.

e Book a room or resource for your meeting.

e Set meeting reminders.

e Set up recurring events.

e Add an attachment or Google Hangout to a meeting.
o Create a new calendar.

e Edit your calendar’s privacy and sharing settings.

e View another user’s calendar.

Set meeting reminders

1. Open the meeting

2. Under Reminders, choose the type of reminder you want (pop-up or email message) and
when you want to recieve it.

= m Discard changes Delote

Team Meeting

9M8/2013 1:00pm to 2:00pm O9M18/2013 Time zone

Event details Find a time

3. To add more reminders, click Add a reminder.

4, Remember to click the Save button.

By default, you receieve an email and a pop-up reminder 10 minutes before each event on your
calendar. To change your default reminder settings, follow these steps:
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1. Open Google Calendar

2. In the My calendars section, click the down arrow that appears when you hover over your

calendar, and select Reminders and notifications from the drop-down.

- My calendars -

Bl Casswy Smith =1

I Tasks

» Other calendars

< prm

Display only this Calendar
Calendar settings

Create event on this calendar
Share this Calendar

Reminders and notificatigns

-1 1 B |
N N .
N .
N N

Choose custom color

3. In the Event reminders section, select either Email or Pop-up from the drop-down
Event color [ | [ B ]
Reminders [Er‘nail :] 10 | minutes * | X
| Pop-up +| 10| minutes % | X
Add a reminder
4. Enter the corresponding reminder time (between one minute and four weeks.)
5. Optionally, click Add reminder to create a new reminder, or remove to delete an existing
reminder.
6. Click Save.

Set up recurring events

1. Go to the event details page.

2. Check the box to the left of Repeat.
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Repaeat

Repaeats:

Repeaeat ewery: =

Repeat om: [

Starts orm:

Ends: -

S UMM arys:

Drome

DO UrTerncCes

Wieaekly on Wednesdaw

Carncel

3. In the Repeat pop-up, select an option from the Repeats drop-down.

4. Depending on your selection from the Repeats drop-down, further define how the metting
recurs, including specifying start and end dates (if applicible).

5. Finish creating your meeting as usual.

Add a document or Google Hangout to a meeting

To attach a document to a meeting:

Click on the name of your meeting to open the event details page.

In the Attachment section, click Add attachment.

Description

I My Drive

Attachment [Add attachment

Upload

Event color [ | [}

Reminders | Emaill &
Pop-up 4| Al

Add a reminder

Showmeas () Avaiable (3

Privacy (+) Default ()P

Shared with me

Add attachment from Google Drive

] Better Brainstorming Example

1 Previously selected

B Marketing Team Off Site
& Team OffSite Proposal

Training Satisfaction Survey (Responses)

|

LAST MODIFIED
Sep 16
Sep 13
Jul't

Jun 27

3. Check the box next to one or more Google Drive files, and click Select. You can also
upload files from your computer my clicking Upload and following the prompts to upload
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files from your computer.

4. After you've attached all of your files, remember to click the Save button.

To add a Google Hang out to a meeting:
1. Open event details page of your meeting.
2. In the Video call section, click on Add video call.

3. Click the Save button.

Edit your calendar’s privacy and sharing settings

By Default, your "free/busy" calendar information is shared with everyone in your domain. You
can share additional information with everyone or just specific people, or stop sharing all calendar
information.

1. Open Google Calendar.

2. Inthe My calendars section, click the down arrow that appears when you hover over your
calendar, and then select Share this calendar.

- My calendars - 2pm

I cassy Smith =

B Tasks Display only this Calendar
r Other calendars Calendar settings

Create event on this calendar

( Share this li:.a.laserl1::|:—;|.rlﬁi‘:I

- Reminders and notifications

 i~-1 1 1 |
N I -
.
.

Choose custom color

3. Select the sharing options you want for your calendar.

By default your "free/busy" calendar information is shared with everyone at the University.
You have the option to change this so that everyone at the University can see all event details,
no one can see anything (uncheck share this calendar with others), or make the entire calendar
public (check make this calendar public)

You can also change the sharing settings for specific people. Under the Share with specific
people section, enter the email address of the person you want to share your calendar with,
select the appropriate permission setting, and click Add person.

Once you have finished setting your Calendars sharing settings, remember to click Save.
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Google Classroom

Classroom helps teachers save time, keep classes organized, and improve communication
with students.

Classroom is a new tool in Google Apps for Education that helps teachers create and organize
assignments quickly, provide feedback efficiently, and easily communicate with their classes.
Classroom helps students organize their work in Google Drive, complete and turn it in, and
communicate directly with their teachers and peers.

Create and collect assignments: Classroom weaves together Google Docs, Drive and Gmail to
help teachers create and collect assignments paperless. They can quickly see who has or hasn't
completed the work, and provide direct, real-time feedback to individual students.

Improve class communications: Teachers can make announcements, ask questions and comment
with students in real time—improving communication inside and outside of class.

Stay organized: Classroom automatically creates Drive folders for each assignment and for each
student. Students can easily see what’s due on their Assignments page.

How to enable Google Classroom

= [ Google Apps -

E Calendar
E Classroom

Il Contacts
™
L Drive

M Gmail

>
| ™)

‘ '/;J\\()\)‘T\)";év\)ﬁ ]5) f"]\

)

(i Stact
6 v (Ae_
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Google Classroom makes organizing and managing all of your Google Apps activities
streamlined and

easy. Set it up in minutes. Thousands of teachers are certainly finding their way to Google
Classroom. It has been as billed by Google: less focus on tech, more focus on teaching. It has
made managing Google Apps files in schools more streamlined and communicating with classes
easier.

This guide will show how to set Classroom up in a matter of minutes and perform the main

tasks. It will even address a few things Classroom will NOT do, as it’s not a fully featured
learning management system. Consider keeping this post open in one tab in your browser and
Classroom in another so you can refer back. Feel free to click on the screenshots below to see the
full-sized versions.

In_addition, you can check out12 great ways to start using Google Classroom
now and10 ways Google Classroom will make learning better (which | wrote before

Classroom was released).

Set up your class in Classroom

Use the “+” button to create your first class.

...

Welcome to Classroom!

1. Go to: classroom.google.com. You can use Classroom if you log in using a Google Apps for

Education account (i.e. if your Google log-in is your school e-mail address, you’re probably good).
2. Click on the “+” button in the top right to create your first class. (It’s next to your e-mail

address you used to logged in.) Then click “Create class.”

3. Add a class name and a section. The class name should be the title of the class

Create a class

Add a class name and section.
(“Mrs. Hamida “8th Grade Social Studies”). The section should identify which of those classes it
is (for me, mine say “2nd period” for the section). Then click “Create.”

>
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4. Once your class is created, students can start joining it. But, chances are there won’t be any
students around the moment you create the class. This is the time to get creative and have some
fun with it! Click “Change class theme” on the right side of the header. It will open a gallery of
header images you can use to spice up your classroom.

Enter class details in the “About” tab.

5. Also before your students join your class, you can add details to your “About” tab. This

provides some basic information, such as the name of the course, a description of the course, the
room where it meets and the teacher e-mail. You can also add materials (like a syllabus, classroom
management plan or anything else students might need to refer to during the year) by attaching
them.

6. The time has arrived ... your students are ready to sign up for Classroom! This is really one

of the easiest parts. Have them log in to Classroom with their school

PR s Gl Ao

Vielcome to your ciasst

Give students the class code.
Google account and click the “+” just like you did. It will prompt them for a class code, which you
can give them (write it on the board, show it on a projector, etc.). Once they enter it, they’re in —

like magic!

Using Classroom in everyday class

After your class is set up and students join, you have a fully functioning Google Classroom.
Congratulations!
But you don’t want to stop there. Here are some things you can do in your Classroom:

Welcome to youw class!

Communicate with announcements.
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ADD AN ANNOUNCEMENT: This is a good way to communicate with your class and give

them up-to-date information. Click the “Announcement” button to display a message to your class.
You can even attach files (from Google Drive and otherwise), add YouTube videos and provide
links. Tip: If you assign an activity outside of Classroom (i.e. a blog post on Kidblog), you can link
to it in an announcement so there’s a record of it in your class.

) & D =~ Pracice e 12 ptine m

| JEYSesS—— a AaLgaTnt
Add assignments with details.

ADD AN ASSIGNMENT: Creating a new assignment is almost the same as an announcement,

but it has a due date. Write the title of the assignment, a description of it and attach files (if
necessary. Then specify when it’s due. In student accounts, it will put extra notifications on
assignments in your class to remind students when something is due — or when it’s late.

Dinserts tan post ane Comment © LLAGE (006 A

[

|

0(0i0(00 08
L LB L L
[

Manage details of students in class.
MANAGE STUDENTS: From the “Students” tab, there are several actions you can take to
interact with student accounts. You can manage permissions, giving students the ability to post and

comment, only comment, or give only the teacher the ability to post and comment. The envelope
icons let you send e-mails to individual students (if Gmail is available through their school Google
accounts). By checking individual or multiple students, you can remove them from the class, e-
mail them or mute them from commenting.

GRADE AN ASSIGNMENT: After you’ve added an assignment and students have turned work

in, it’s time to grade it.

Hispanic Heritage activity

o .

D OO OO
(L L

Grade and return work.
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Click the title of the assignment to open it. Click on a student’s name to show any files attached
that you need to view and to reveal a text field where you can type a comment to the student.
Classroom flags every assignment as “not done,” “done,” “late” or “done late”. Classroom doesn’t

change student grades if assignments are late, but you can.

Once you’ve viewed assignments, you can assign a grade by clicking where it says “No Grade.” If
you want to change the number of points an assignment is worth, find the “Points” section at the
top of the page and change it. Use the button at the top of the assignment screen to download
student work to your Google Drive or to view the Google Drive folder where the student work is
being stored. Be sure to click the blue “Return” button to finalize all of the grading you’ve just

done.

Note: Once students turn work in using Classroom, they won’t be able to make changes to those

files until you return them to the students after grading them.

What Classroom doesn’t do
Classroom is not a full-fledged LMS (learning management system) like Schoology, My Big
Campus, Canvas and others. It’s Google’s foray into the education world and strives to help
teachers with very specific, basic functions. Here are some things that Classroom will NOT do:
e  Provide tests and quizzes. Those can be created using Google Forms and a link to that

form can be added to an assignment or announcement in Classroom. Google Forms can be
graded automatically using the Flubaroo add-on. But all of this happens outside of Google
Classroom.

e  Chat. There are no chat features within Classroom itself. If enabled by the administrator,
students can chat with each other and the teacher within various Google Apps, but not in
Classroom.

e  Calendar. There is no connection to Google Calendar to display due dates. You can do
that separately in Calendar, but Classroom won’t do it itself.

e  Full-featured forums. If you want a forum or discussion board, an announcement can

serve that purpose in a limited way. You would need another option for more complete
nested discussions, though.

Tips and tricks

1. There are lots of places to provide feedback (which is great!). You’ll want to think about

where you want to provide it. It can be left in a comment in a file attached to an assignment. It

can be left on each student’s assignment (only visible to that student). It can be left on the

assignment when you click “Return” (visible to all students).

@8
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2. Adding descriptions to assignments is a good thing to do. The assignments in Classroom become

good points of reference for absent students and kids that see their grades and wonder why they are as
they are. Spelling out all of the details makes for easy reference later.

3. Student work lives in a Google Drive folder in your Google account while it’s turned in to you in
Classroom. You have access to that folder, but it’s not a good idea to make many changes to those

folders in Google Drive. Make all of your changes directly through Classroom.

What are your opinions about Classroom? Is there anything vou’re unclear about after this

guide? How are you using it in your class? Share with us in a comment below!
(For notifications of new Ditch That Textbook content and helpful links, “like” Ditch That Textbook on
Face book and follow @jmattmiller on Twitter!)

Interested in having Matt present at your event or school? Contact him by e-mail!
Related
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10 ways Google Classroom will make learning better

In "Ed Tech"

Ditch That Textbook's Best of 2014

In "Ed Tech"

5 practical ways to connect your classroom to the world

In "Ed Tech"
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faear, «ifere, 2fefvaitar, sMfRey facaa w2, FGT, (N, 457

www.bestedsites.com

/T A e Soimad, HeEqw, S<H/fAw, ARk

http://www.channel4learning.com/

T I STEPTR0T FIEFT

www.ictliteracy.info/K12-Resources.html

http://www.oercommons.org/oer

I3 ©T (T

www.wikipedia.org

fqoee R[Sy o A1 BT HIGAIRG 3w 8 WIS

WwWw.maps.google.com

ot fomge =7

http://edupic.net/

firvame ooy ffeg faew http://www.discoveryeducation.com/teachers/
fafSq G, 15 AfaFe 8 Sy [eneR o= www.microsoft.com/education/educators.mspx
M @fierEE, e, T51EfEe b 6 http://science.nhmccd.edu/biol/animatio.htm
Apple @3 %1 iz 1125 http://www.apple.com/education/

qB AFEANT STEIAIRE QTS FECH FIGH LI, 21T AREH,
7 e «el, el e, frrs ot

http://www.thinkfinity.org/

P (AT SoT @7 Rewtea 4, Aarw-fars/amafaes,
I, TPTH FTE TS WO Teyifey

http://www.sciencenetlinks.com/lessons.php?

e e eeia A1 BITa IICGHTIR5 20S Behe T+l FIed

www.earth.google.com

o RS aiférer Sy
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Siact

e R wweride =it Soeaerz:

o GRIG :

http://www.biology-online.org/dictionary/Main_Page

http://biology.about.com/

http://www.dmoz.org/Kids_and_Teens/School_Time/Science/Living_Things/

http://www.emc.maricopa.edu/faculty/farabee/BIOBK/BioBookTOC.html

http://www.biology4kids.com/

http://www.phschool.com/science/biology place/glossary/index.html

http://www.kidsbiology.com

http://www.biologyinmotion.com

http://www.sparknotes.com/biology/

http://www.ibo-info.org/

o WidfREal:

http://www.animations.physics.unsw.edu.au

http://scienceworld.wolfram.com/physics/

http://scienceworld.wolfram.com/physics/

http://www.alcyone.com/max/physcis/index.html

http://www.sparknotes.com/physics/

http://www.jyu.fi/tdk/kastdk/olympiads/

http://physics.about.com/

http://aapt.org/

o TEN:

http://scienceworld.wolfram.com/chemistry/

http://www.icho.sk/

http://www.rsc.org/

http://www.schoolphysics.co.uk/

http://www.sparknotes.com/chemistry

http://webbook.nist.gov/chemistry/

http://antoine.frostburg.edu/chem/senese/101/index.shtml

o dfde:

AfTes LTS NIT http://www.sparknotes.com/math/
sifelted @ IT T@AT http://mathworld.wolfram.com/

sfren GG http://math.about.com/

T8 FRICR ACTF T TM@AR http://www.sosmath.com/

sifers @, 2T I Trew Fifers faaw dece http://www.mathacademy.com/pr/prime/

sfites WIS, Eafefes, afswibrom ey, eFfe, Fm
TR

http://archives.math.utk.edu/

qEEies At ST http://imo.math.ca/
G Afele AfARITT (FTFE LI =) http://www.matholympiad.org.bd

Aifere -G AT FTee, STFAG, Jrewrifars, epififs
fary

http://mww.mathsisfun.com/

sifeice v TR, i, Jreifas, spifvfs, = Tosm

http://illuminations.nctm.org/

siferes fafeg fFem SpiecTa Ty www.brainetcs.com/
&1 Cofd &=y http://nces.ed.gov/nceskids/createagraph/default.aspx
affeitex fAfog TSR 8 A[FAT &=y http://mathforum.org/mathtools/

o RS aiférer Sy
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AT

[ J
AN NI =TT I3 http://en.wikibooks.org/wiki/Wikibooks:Social_sciences_bookshelf
BRI ot 8 Ty 92 http://www.lib.umich.edu/govdocs/polisci.html
G NGOG S e http://lwww.bangladeshsociology.org/index.htm
ool sereg S http://www.sociology.org/
° i‘%{lﬁ:
T, W ¢ fanfefes 2feqeE w92 http://en.wikibooks.org/wiki/History
3oz 1B eraET M20eT s http://www.bcsthistorysites.net/
o MR 3SR
qiETe 3fer, @fegy ¢ we w1 faaw e http://www.muktadhara.net/
JIETACT FETGE NS 2R, Jfegm dgfe http://www.profile-bengal.com/
° Wz
SI<RRNSTN, SeTqly, =, M@, eI, vog http://www.geographic.org/geopgraphy/geography.html
TEba, 7 8 PONCETS =T @ T http://geography.about.com/
TRIGTAR BeoTTeT http://wwwi/geography4kids.com/
JEAC &fSRBTE, AEfes en TNba http://commons.wikimedia.org/wiki/Atlas_of Bangladesh
s{fR Wi A @ ey e wEba, ey http://commons.wikimedia.org/wiki/Atlas
NS, ¢ ToTIf TP “AreT A
JIEATTATHT ! D@ LTH (TS http://www.nayerdak.com/homeland/maps.html
o g
fafeg «x smew e http://www.religionfacts.com/
TN @ 3feg, afegy http://islam.about.com/
T ¢ Yy [aafefes @fdfqameT http://www.al-islam.com/eng/
2 qT0F 8o ST IRl http://hinduism.about.com/
FETT GATAMN 2g < FRwT Sorparer http://www.hindaism.fsnet.co.uk/
AGaR et http://www.bhagavad-gita.org/
B 4T AR iy http://christianity.about.com/
B 4% e [@ifae http://www.christianity.co.nz/
HIEIGE] http://net.bible.org/bible.php
T 40N AR QT http://webspace.ship.edu/cgboer/buddhaintro.html
faf5s http://www.accesstoinsight.org/tipitaka/index.html
o XY wdHife:

‘ TR STIIAIZD ‘ http://homeschooling.about.com/od/homeeconomics
° ?ﬁ‘ﬁ@ﬂ'

‘ IR ’ http://www.ca.uky.edu/agripedia/subjectindex/
Jeqaioes GO T35 http://muktijuddho.wikia.com
eqa SEES WerT SRPTR0 http://www.liberationwarmuseum.org
GRS TIROIIE 82 http://www.genocidebangladesh.org/
133 IS (PRI STIARH http://www.sectorcommandersforum.org/
ez TFe (@ T NS http://jonmojuddho.org/home2.html

o RS aiférer Sy
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o ToifSRmn:

T (SIS W s S http://science.nasa.gov/Astronomy.htm

ety fafeg faax http://www.kidsastronomy.com/

T AFCSNT NS http://www.cdli.ca/CITE/astronomy.htm

rerifsmnee http://www.enchantedlearning.com/subjects/astronomy/glossary/
T RIS AT http://astronomybangla.com/index.php

wetifes (ayifelmy e http://www.issp.ac.ru/iao/

o Je O ¢ Fifger:

ARSI I2CTF G http://www.boi-mela.com/

JieET TIREAT http://banglalibrary.evergreenbangla.com/
e qHICT http://www.banglaacademy.org.bd
AT T FAFIART http://paschimbanglabanglaakademi.org/

eI 2 T oL

www.ovidhan.org
http://dsal.uchicago.edu/dictionaries/biswas-bengali
http://dictionary.evergreenbangla.com
http://www.bangladict.org

3G O, A, 3o Tenife http://www.englishlanguageguide.com/

3G [Afeg e ey http://englishteststore.net/

et o fafoy @t http://www.english-online.org.uk/

RS SAI LIS AT http://www.english-the-easy-way.com/

TORG LA A http://www.ucl.ac.uk/internet-grammar/home-htm
3G Tirea TWR http://etext.virginia.edu/colections/languages/english/
%, &ATF, TATT 395 http://eserver.org/

gﬂﬁr Alfzey http://www.classicreader.com/

THAFA @ ETFHIZAT http://www.pitt.edu/-dash/folktexts.html

o 3RS s AR AT AT

English Games, puzzles,activities

learnenglishteens.britishcouncil.org/

www.fisher-price.com/us/playtime

learnenglishkids.britishcouncil.org/

www.bbc.co.uk/schools/4_11/literacy.shtml

www.teachingenglish.org.uk/

www.bbc.co.uk/skillswise/words/grammer/

www.learnenglish.org.uk/kids/

www.funbrain.com

WWW.primarygames.com/

www.enchantedlearning.com/Home.html

www. learnenglish.org.uk/magazine_current_frame.html

Dictionary

www.dictionary.cambridge.org/

www.ovidhan.org

www.wordcentral.com

Reading

www?2.actden.com/writ_den/

www.chanel4.com/learning/microsites/b/bookbox/home.htm

www.realbooks.co.uk

www.readingrollercoaster.org.uk/

www.wordpool.co.uk

www.penguindossiers.com/audio-frameset.asp

Listening

www.elllo.org

www.esl-lab.com

www.wordcentral.com

ferora PG affrre S|

doo




Vocabulary

http://adesl.org/g/h/vocabulary.html

Grammer

http://www.adesl.org/g/h/grammar.html

Rofbs TR

http://www.khanacademy.org/ http://videolectures.net/
http://www.yovisto.com/ http://www.schooltube.com
http://www.teachertube.com http://www.teachingchannel.org/
http://sciencestage.com/ http://www.ted.com/
http://www.pbs.org/wgbh/nova/education/ www.explore.org/Educational-Videos
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TRCFITES QTHA

Microsoft Excel

ierEees qrwEe (Microsoft Excel) @3k @3 @3=p

MECEFPTFs TH TR CCATHIG GIFETIRPTT (T | (e R -F F41 (AT wze
@ TR A e [fey avme wifds fome e toface @amfe gfe 31 @3
(ANATTIF I ST PR (@I TIBIF BI6 LI FHAOI SoZIoT F4T T | TG FA
AT R A COAINR Ao I FRIA-TICT Ty F19 (0@ Y32 9797 |

SfETI: NRCERTEs @eFe (Microsoft Excel) -«93 @& A ceot W, @, [Ream, e,
ot 8 *eal fefy ¢ f[ifeq FieT-uz 777

gogifire fRae
O3 FCIT ¥ITT Af*rweiforer--

> WR&EPTEe Qi (Microsoft Excel) @ TR T AfG, @, ez, e,
B @ *eF [l FACS MR |

> W@ O (Microsoft Excel) @3 fAfog T 47 91T FACo AR |

Microsoft Excel & SRR @ A6e F@ o &9 fofe I@ qRRIRFea
Microsoft Excel s/t sti<Rel i@t e | @3=[ SAFANE oot «fG, @Y, [{eame, e, o
8 *reaq! [efTa ffrFadiitng 2ITe T SpAeT S |

i [REifie ¢ gt Reae

Frer-y: NREFEs aeFe (Microsoft Excel) siaae

Start tats Programs @3 ©iF A (2t Microsoft Excel f&= wstst Microsoft Excel v7g
R

KR

Shortcut Bar t2te MS Excel s Symbol &< sts1 Microsoft Excel o7 =31 @@
qrRRiRFea Microsoft Excel s/t sftaier gl e |

Frer-2: Microsoft Excel s/t st qiqeft

Ready | 72 | | [E=HIc) G 100% (= ™) &




a3% (Work Book)

NZGFTFG THA THFEBCE J6 T SRS | T (AT I I 27 047 935 Afer eqigs
FEE &) (o7 AT | 9T STFYF 9T A GFIF SARFAG AFCS AT | (AN Bl FACE
AYIReTS off SHFING @l A | GF FAT AFISICO IS A FACAT I |

aqNe (Worksheet)

GTHCETE STFAG 2= Column ¢ Row @ sy <ifSe A5 | eqFAIGa Fammes A, B, C,
D, E...... 93 @ 9T 3,3,9,8,¢ ........ gl FIeT fofTe At | GAFAT dv,0686 Column s
50,8b-,¢ 45 ROW FC(E | STFANG TRFS IIIACE G DR @R @ ¢ Fawe ffers
AP -0 0T | SARFANS (I G (I @ @ FA19 A9 90d Tex I 7T @ferig
T AT T CTCFCA #HHHHHHHHHE 5T SIPTCS #1107 | QTG FANCE IQ 07 W0 =l ITRT (7l
T |

FIE-9: NZCEFs qrFA (Microsoft Excel) Ifaaet
TP I FAF A (AT (ATF & 20O BT
= Office Button ¥ 7=t % Exit Excel @2 Close a3 6T fFe Fa g I @I
TR I S |

Microsoft Office Excel ld_z-J

! \ Do youwant to save the changes you made to 'Book1'?

( Yes ] [ No ] [ Cancel ]

G TR0 (T BT (@9 0O B Yes o |2 (TS 71 F4ce 513 No 6w 56 v @
70O A |
Fle-8: Fizer (1 I 77H (File Save)

ST (@ (©6T @ff FA9 <9 ©f Save (@®9) ¥ &y Office Button =~ z®
Save/Save as w7+ f3s F90e 77 |

(W] Save As ==X
@'\J"l 5 + Libraries + Documen t= v + [ #2 | [ Search Documents =)
Organize Mew folder H= = (7]

Documents library

. Arrange by:  Folder =
g Eavortes Includes: 3 locations ot
4 [ Librarie: Name Date modified =
(] Documents;, #w Choose a location. =
T @’ Music A= . Ci\Users’ | 8

> [ Pictures . Brochures 7/14/2010 2:59 PM

. Budget Fi14as2 A

Type a file name.

> oy

(&5 My Data Sources 6/ 5 AM
| Weekly Newsletter 7/15/2010 11:58 AM =
4 8 Computer -~ 4] [ v
I File name:  Sales Team Report2| -
Save as type: | Word Document -
Authors: Add an author Tags: Add a tag

[F] Save Thumbnail

= Liide Eolde Eclick Save when done. l—mgb [ e

d09

il e a1




File Name: Box @ (T It T34 (TS F463T Ol 7% 5129 F540@ =(J | Save 36+ (55 0@
A |

JIG-¢: FIIT (T FAF AT A T TS T FATHFA

Office Button ™ =rw Save as =M 5% F40e T(F |

File Name: Box ¢ (@ It T30 (T® AT ©IF W 51239 409 (A |

Save 357 % 909 TJ |

FIE-L: FEHFS Fiear Open

Save 41 (I F12e Open <419 &= Office Button ™ zre Open &+ e 20 | F13E
SifeTal (AF erareEy Fiea Select Fwe 26 | Open 6 F5 F900 T3 |

(] open ==
@\:J..;J! Desktop » v|"’|| Search Desktop 2|
Organize = Mew felder 5=~ I @

|z| Microsoft Excel S Librari

e
System Folder

i Favorites
BNl Desktop
#@. Downloads

4

Computer
= System Folder

/|

e Metwerk
L System Folder
>

=il Recent Places

- - Sample_CSV.csv
s Pocumen s @a Microsoft Excel Comma Separate...

@ Music | 240 bytes
| Pictures
B vid
B Comput -

File name: Sample_CSV.csv - |TextF|\Es(".prn;".b(t;"‘cs‘.'J vl

Toels - | Cpen @ | Cancel |
F&-q: g1 Work Book « arezr

I g B3 T A9 @ @S (TS FF AT (TS 7 2 I oy 9Ffs 799 Work Book
9 ST A - O

= Office Button 2 T New o f5F 00 A |
» Create 3J09 % Fa00 I |
» 999 Work Book 31 g+ 18e1 #I1e3l A |

Fe-b: @32 Work Book @ Fg« Sheet @ ahsat
@32 Work Book @ =g Sheet @ arszis &5 Work book «3 facss s Sheetl, Sheet2,

Sheet3... @ @=Hre fF Fa0e 27 |

FE-5: NICEFFe QTHCER W67 (Operator of Microsoft Excel) a3 gi=elt
« e affrss Microsoft Excel @3 SI7tata ™1 Aférwe@ima 4ol (e | TRIEPTHs
QTHE (TOT WG 719 @ (O e e Fer Face =7 | Ao Fier @u @, [Keary, wf, e
ol Qele I (THIR MY S (CoR 9ol Face Jfesre Prae azd Fce fog oz ar
FIEBE I7%© = | @ I 5% I FEERCE A°MEE I | MILEFPTHD ATHE IR0 AATH6F
JRECFA I |
q:

»  fifefes S+{ita59 (Arithmetic Operator)

= fJCeTIeIeT S9/1ta59 (Relational Operator)
»  fecee wWATCA64 (Logical Operator)

yo8
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sfifafes w=e=ba (Artithmetic Operator)

Mfafes T T T ITE @ FAKGAF [WETF Ao o wfefze Far =1 @
ATEBARTAR TR Nfifes wAfrerar Far amw | s @, [{eaer, ed, o Topifn e w41 T |
s Artithmetic SIFIRbR TR SIfeTs @ F1er 9ot < T =Ce |

AT Eipy e
+ [SILRPES T A9 IS
- e o Q@ S s
/ i fo Sl FAR IS
S @ o QT FAT FICH
A 1w oz QHCATCINRIET AT
T2 2INSTTIT IS
0 P9 Qe TR FCS

fateiet wiieaB (Relational Operator)
TR @F A G TEOR N0 9ol A & @ 4RI HACAORA DI el = | Wewa
ARACE @ AAHIRTER I (ST ZEE |

Ao Eiby I
= T o for=a g2 AT S AN (@RS
< ooy oz I 2T AL T AR (5 (FB @RNTS
> 79 oz I 2T N T AR (B I8 ([@RICS
<= Feq A b I AT K T AT (BT (=B AT TN (@RS
>= JReq T oz I ST LTI AT (BT I T AN (IS

#f&rsier woica6w (Logical Operator)
fifeq eor @ifes Fe TR & AGEE SATIGA I T4 T | @ A0 Fele] A
True 3t False ewiv 33 | {0z 726 AfGere SIAEGES I (TS ZCe:

AT I

AND 9o QAT M @fET Pl a2 I | 8y TAeE QR
N True 26T <& Q767 9 True v 3¢ |

OR 7o GHEHEE T QIGS Pae 429 I | FIATF G0 QT
W True 20T =& Q7 +H0a 9 True v 36 |

F&-do: @ Fresi= (Row Selection)

@ @3 Row Select Face 2w (47 o=k @ Fretg Face 512) ISH ARHGR Row a3 ©
AR ToF 5 T 7ol (it Preets =03 A00d | S «F A «3ifes Row Fiteg Face 518
T& ROW @TeTR TR WS IR i gl 40 201 |

o e T i £ T S € o = T it

do@




FIE-5d: T Biesre= (Column Selection)

@ @36 Column Select 3ts 2w (4fs C 7= @ Free1g Face 513) WS 2R C ¥F &7
e fas a5 Ferw Freers 2@ 3@ | wwvee @3 3 «Fifgs Column Fieets F5ce bIgee
& Column @R 89 e B e g 90 201 |

r———————

Jer-32: GrE/rae B (Cell/Range/Selection)

STFAGA (FIF ST NG AT (@9 07 7 Fie Fa00 20 A AR5 (@I 927 Feets
FACS BIZCE (@ (T (TP PICIg T B2 (T8 O (ATF WCH ARG (BT 403 0P TS
LS e P (=0T MTe 7(F |

I @TTT LT FACS HIZE (T G (AF PIETs FACS BI1Z (T2 G (T AT @2 Shift
TH0 40 TR BT ety S ey e frees sace =1 |

JIE-50: @ I GRS @ FIe (Hide)

TP @ a7 (@bl ¢ (Hide) ¥t 314t 51301 Row a7 Row et Select s4te 204 |

Home menu ->Format Si*#t @ Row Hide &= Fate 23 |

FI&-38: FIAT @ R« (Unhide)

I Row ffaca sieice zee1 Row <o ©#itz9 @ ftss Row Select F4te 203 |

Home menu ->Format si#ta@ Row unhide &= Fate 23 |

FIE-d¢: 93 I G F=1% (Column) FHET

T FACTF (AN (©OT (FZ ATS (AT AN (T & (861 @& Hide 363 aTs 513t
e Column 3 Column &f Select F9te T |

e Home menu->Format S*~t=a Column Hide &% Fate 27 |

FG->8: FIET Column e s oz
e Column e ST SIgceT
e Column 3 Column &fe@ It € ©twg Column Select F9C® 21 |

e Home menu->Format St Column unhide 3% 390e T3 |

F&-»4: 7 swegdrew (Row Insertion)
FE A T FF @6 ROW ALISCT ATHTSH =0T
e 7T IF Row Insert (FTTATEH) FAET (72 FIC G ATTBIF ARTS T(J |

e Home menu->Insert 7™ (AF Insert Sheet Row F*MF f$F F40® 2T |

oY
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A B C D E F G

1 Name Bang Eng Math Phy Total

2 Ripon 45 67 79 78 269
3 [

- Molla 56 45 32 67 200
5 Sabrina 57 56 89 89 291
6

JIE-3b: Y2 A SreIfRS Gt waferesae (Merge)
PICEF ARSI Y2 q SrolfEF O qFfae FCe e
" TR PICEs F900 1A |

* Home menu ->Alignment Click F0® %0 |

= Alignment 5719 513 ¥t Merge Cells sisitey B Bz (V) face =3 |

» Ok 315 {35 F0e 703 | GRS ETerateT Ftsrd $t Home menu->Alighment 3eRE
2tF Merge and Center ..... 57 {33 FAETS GTETT TS 20T AN |

JIE-35: Merge F4r e Split Fat
e 1 @rEres Split Face =T
o W (T WIS I FACO I

e Home menu->Alignment 3@1@ 2t& Merge and Center 5T @ T
e Split 20T T |

JIG-R0: Fa ALIES (Column Insertion)
Pl FAIF ACH (@ 9306 Column LT ATAS 20
e T I Column Insert (LG FACT (12 JITH (T SO AATS A |

A B C D E F G H
1 Name Bang Eng Math Phy Total
2 Ripon 45 67 79 78 269
3 Molla 56 45 32 67 200
4 Sabrina 57 56 89 89 291

e Home menu->Insert I7* (AGF Insert Sheet Column < & F9C® TI |

Jle-d: Q@MY
AT AR R @ F09 & Sriae A Wema Wiy @3 eqege tofd I g3 B2
0F E2 W 718 (ToR @It F2 TG (39 19 Sy F2 70T FR0T9 AT T4 |

A B C D E F
1 Name Bang Eng Math Phy Total
2 Ripon 45 67 79 78 !
3 Molla 56 45 32 67
4 Sabrina 57 56 89 89

Y09
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e =Sum(B2:E2) 512 ¥t Enter MteT F2 Cell @ WIITe (39 20 A |
e Tool bar 2® summation symbol @ 5% I QB BI7Te T(F |

JIG-2: AV GG @NTE &9 40
o F2 T S99 ART® (A |
o =b2+c2+d2+e2 5137 I Enter W F2 Cell @ @Fa (&9 T T |

NS CITGTATS FATH (I A & FAT F2 TACE (@0 TS 2761 F3 =0e F4
AR Yo 0O (T |

Ie-x0: [EarT

OTHCE R SR o Snizde fomE e i a3 sAF9e cofd S «dr C2 GTEd Tt
(ACF D2 TCeE TE6! [ T F2 QI Teel (I A9 &) I 2 G0 (@0 e
ARGE E3 2o E6 #I¥@ Gl F4Ce A |

JIE-38: @
@ FAF & Srizgel =IT10E Mg W @3 AT cofd 39 waz B2 ¢ C2 TR (OhT @ I
D2GTts F6Fe (9 I ey-

A ' B ' c D
7 £ Item Price Quantity Total
2 Computer 3900 |
= Sabilizer 4098 a
a Printer 4500 S8
S5 Scaner 6790 S

o D2 TG FREE RS T(A |
e = B2*C2 BiZ% I GBI BT D2 G @ol%e (@K T AN | 2T CToRte ol
OO ] |
IE-¢E: SO
ST ([T I & D2 G I A4CS (T,
= C2/B2 537 F0q @R B9 D2 T ©IfSe (J9 T AT | AITSf (ST iy

A B C D E B S
= Item Quantity Total Price Unit Price
2 Computer (=] 240000
3 Sabilizer a 40000
a Printer 8 160000
S Scaner (=] 30000
(=]
7
8
° 1
10
b e
PICS (] |
Sobr
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FE-Y: FEPGTEAN FRYIT 0L (ACF T (R TR, I@ AT AR A7 7@ o (9 vt
o IRYIFTAN W (ACF ¢ (Average) AT ((FF FAK &« G2 T IS (0
Average(C2.E2) foTtd @B Bt 2J |
o AT T4 (A I (Maximum) T @@ F9F & H2 T IR @0l

Roll Name Bangla English Math Total Average Max Min Sumif
1 Mr. Ripon 50 58 65
2 Mst. Sabrina 75 45 85
3 Mr. Molla 53 45 56

nnnnn

=Maxverage(C2.E2) fTtd @517 Biolte 2(F |

o TRANGTETR W& (AF @56 (Minimum) T @ I & 2 O IR @0
=Min(axverage(C2.E2) o1td @B1K o19It® 701 |

o IRIANST Wy (ACF Condition WX @PF (79 Fa9 &G J2 T IR (0L
=Sumif(Cell range,"<60",sum range)

PIG-39: GTHER SO O T4l
TITTICE oI O F1 W | GUFE OF8 (TOT 92 B2(SITe (Al AT | SAFIRCE Ol off
IACO T(A-

View 71 (A Split i 900 23 |

JIT RS FI (@0 fFF Fa0e 207 |

FE-b: O AT TR FEIAG FAT
View G (e Split fa Face 2q |

SPAE:
frweAir WeteETes atFe (Microsoft Excel) @3 sx#iee @, e, w4 8 o
ST FAIT |

Practice ... Practice... Practice ... Practice... Practice ... Practice...
TR RS SRR AR S @i5a ToR efereeiitns  3fs MFFe R TR | THE-¢
AFRAICIOAT € SHCIHCT [Tz

AT T (ACF OF T GFIHF T (T I AIHTT It P MG @ B ZCACR
O TAZAT FACO JE | KRR TN B |

dod

il e a1




ST NREEEs qrFT (Microsoft Excel) @ saidais wawis, 6 ARy, e
e, 2% 1SS, (obt A6« I_RT

erejifire frdeeet
« ST T fRrendiore-
> | &Pt at®e (Microsoft Excel) @3 <@ 6 wawi5, (ofer @ioeiel, o6 fafes, bt
6 FACS A |
2T T T ALZAFIAIR R 4=l (& o7 Toi7 fofs wea qiamifzsee fasim
ST FTIE AR (0T @ | @919 ARG FAIB, (o oo, &% fafs®, vt =16
ToTiv FIeT LA TS P AR FAICI |
Fe->: @ Tawe Cell Formation

Worksheet @3 @ @Tee1 725 Acd Currency % ¢oite 201 @ T8 GRlts JIE
T30 512 ©f Select Fate =@ |

Home menu->Alignment Click et f{tss w713 SRIeTs I8 =910 |

(A

Currency formats are used for general monetary values. Use Accounting formats to align decimal
lume

[ ok Cancel

e Number 37< 5 <47 209 |
e Category I3 20® Currency 5w Fta Ok 57 5% Fa0e 21 |

argea AR Default Currency 0@ waim o $ s | @3 foF «ifiqsds Face =@
Control Panel Ttz “fqass Fate 207 |

IE-2: GEed et Fos (Decimal Format) seiesfaesae
Worksheet @3 (@1 Tt 7R A w=fe ©F (T 7Ce-
T (T v oz Sate 512 ©f Select 40 23 |
Home menu->Alignment Click 3t fNtsa S Sizifers! 197 ST |

| T |-

[

Number iz Uzed for general display of numberz. Currency and Accounting offer specialized formatting
for monetary value.

ddo




e Number 577 &= Tt 27 |
e Category 3 Tts Number {4157 3@ Ok 5+ fgs Face =T |
o WHNIFA 217 Y2 ¥yl e 512 Decimal places @3 #t* 963 2 foTed ce =63 |

FE-0: FFETCE AREICoS FAe0 (Percentage Format) siefiesse
Worksheet €3 (@19 GTER 21 A *o4t oF (oite 20-
T B (TETCE *ewl fo Face 12 ©f Select T4 21 |

e Home menu->Alignment Click

e Number 55 5% F9te 21 |
e Category 33 T Percentage 415w Fa Ok 5 fgs Fa0e =1 |

JIS-8: GARPAIGT W8 EETRTEIE 61K (Border) ™aat
SARFANG CTETRTAICS (T AT AP IO (T T of fo% et 2% 2@ 91 | et Gfeaa wer
FEGTE o T JWME (Al A | Q&) CTETSTEANE 6K (AR LTS T TG | Q&)-

o THETTE PICeTg S0 2(A |

e Home menu->Alignment Click ¢
e Border i i35 F90® 207 |

e Inside ¢ Outline 5= F3te 27 |

* TS FCH JGICAF (ST (el A |

o OK I fgs Fa0e 70A |

JE-¢: Font 2f{ass
% (Font) It «i=el
= SR @ A I FEHIE 5187 I0F AfF ©f @ 1 @ Font @ BiRe @ AfF |
FE FAF G FIO01CF Sy €A0IT Font ST | ©F 3@ *14F & Times New
Roman/Arial @32 & @M @ Nikosh/Nikosh  Ban/Solaiman
lipi/SutonnyMJ/SulekhaT/Sutonnyll 0T F669 GIRIT R A |

IR (AT G I AET (A AT Font ST Face 2@ 436 Option-9
AfTTST IS TF |

* Font Select (WIF-2A& 14K & Times New Roman «dR JET @THE &=
Nikosh)

% Avro e AFSTIET & Interface e wdie, FF @I IBRCET 2fqed F12
507 SI2[T English/Bangla @3 ©F 3% 33 <fiqed 4o 21 |

» English Zte & FA08 ZA
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e Home menu->Alignment Click ¢

Format Celis [ =S
Number | Alignment || Font || Border |  Fill | Protection

Eont: E size:
r 11

= ular ] 8 -

b= =
d 10

Itali

T a t 12

Fr Academy Engraved LET ~| 1a ~

Underline:

None [=] [—————— ] (]worma 1 font

Effects
AaBbCcYyZz

] Strikethrough
This is a TrueType font. The same font will be used on both your printer and your screen.

] Superscript

oK [ cancet ]

e Font Tab f&= 39t 27 |
e Font &6 2t® Nikosh Select F3te 1 |

e F12 7 W21 Bangla/English f&F @ Keyboard #ffa$s Fate 23 | @37@
ToTICeT JIeaTr forall S |

Fig-v: &% &S (Print Preview)
T T4 G SRR ~[TE PR NIfEH, @OR, FHH, (5 T 291 OF T&d e &y
e Office Button TT& Print-> Print Preview &% Fa @t &l @ | “7<eice
Close 35+ f3% S0 7T TCFEEE T A |

F&-9: (7% B (Page Setup)
SARFYE PR e, Fotes 7w R RThT @9 oy Default T4 A4F | @ CFe@ o
AfdST FCe 2-Page Layour Menu TGF Page Setup &% a0 9023 ©rRieter 9 o107 |

Page Setup [
{"Page | Margins | Header/Footer | Sheet |
Orientat
©® Portrait 3 dscape
Scaling
@ Adjust to: 100 (4 % normal size
7 Fit to: 1 % page(s) wideby |1 + tall

Letter

1Kl

i | Print guality: |00 dpi

First page number: | Auto

print... | [PrintPreview | [ options... |

oK | Cancel

W& FGrel/Fet

«3e Margin 51T i3 303 &eaies S Left, Right, Top, Bottom @3 Mifew reicar
AT S |

FATER ARET AR

SFqE [y <@ Foited ARw IECR | @ 4-Letter Size, Legal Size, A4 Twjif |
SRFIFT AT (FIF AT IS 4T 20T ©F ToF [Ofe I IO Irited Alew
“Afaqe 91 T ACF | 99 & Page B1itd i35 Fate 27 |

9O

il e a1




Paper Size I3 (® AT (A A2 P13 & OK A 5 FACT FIo0ea 73S AT«
W |

F&-b: BT g7 e

Page BJit3 {35 3@ WEMed &=y Landscape Wk s¥ERA &=y Portrait Pieeg 3@ f&fey
IS T <41 AT |

.
FE-5: FIZER @I o1 5 (Print) T
Print (2 [t
Printer
Name:  |cghp Laserlet 2420 UPD PCL 5 E| Properties... |
Status: Idle T‘
Type: HP Universal Printing PCL 5 &

Where: DOT4_001

Comment: =
| Print to file

Print range Copies
9 Al Number of copies:
Page(s) From: =l To: $

Print what Ij] @] o
Entire workbook 2 3 -

Selection
© Active sheet(s)
Ignore print areas

Preview f OK [ Cancel

FACHIET (I IS FINEE NGO ([T FAF 9N 14T 47 | O] 2T Face 2@ @F @oF
TS @ R BRI FIThIa 330 F41 AFCe TR | U2 W] AT TR FREH @ R

Ca
for% Fare 2o foor 9« F@-Office Button ' T¥F Print 3% F9t9 23 |

TR 7“3l 2l Fare 7ot Page range «F All FteTs 303 OK 901 120 513e1 7t o
TR | FREW [ @ B A TR P IS 6T Pl T @@ W@ oS T 512 Page
range €3 page(s):FTEs 0@ [fE =BT 31 @ T =© @ P LS &% i of fee 0K
I e Ta0e FEER B T eve et &5 =03 |

FI3CEE P14 (@I et {9 e =0 Page range U3 Selection f1ts13 @ OK w<teT
PreTs w4 S oS =@ | G e @G AT zeE P e @ we 7S ez
b F1eeTs T4 201 |

Page Layout S5I5 Print Area S#*Ita3 Set Print Area 35 33t Peeg 31 w33 siice
T J AR |

Ca
q3°F Office Button = | TdT& Print &% S0 19 |

J&-5: (©51 75 (Data Sort) Fa19 f{aw
TEGT Sort A9 9L (THIE [T Far R (COIF (=6 AF I8 (Ascending) 93 I@ (ATF
(%5 (Descending) SRS ST |
TR (@ @I BT 6T 2619 (@0¥ Data Menu 3 Sort & Filter-a3 A-Z f&s sat
Ascending 93 Z-A 3% 4T Descending Order @ Data SIS |
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Wﬂﬁﬁ':

AfrFeRir WRt@Ees atFA (Microsoft Excel) @3 saeAits w015, (ofer @ow, fers
felfes, (©bT 316 25 T FITS FC SFATeTT FAI |

Practice ... Practice... Practice ... Practice... Practice ... Practice...

TERE: f*rw SR TifeR i «fba ToF affredidive b A3Fe Jemee F90a |

AR 8 ST i
FHAZAFIATT TG (ATF AF AT AFIEF G (KI5 I AT I I HETD 8 FIS LRCT
ST THFF FACS I | LI I Bl |

ST MELGFTRs GCHC 516 (Chart) Tofiwaet

gogifire fRae
O3 YT *ITT A*rweiore---

> WR&EPTEs O3 (Microsoft Excel) @3 S 55 0o S0 ARE |
> R&EPTEs 3 (Microsoft Excel) @3 12 515 (X FaCe AR |
> WR@Eres 9 (Microsoft Excel) @3 €A% AG ©ibT «ff @ A=

T (Of FACS AR |

515 Cofd T T (RIIRFOIT FAGETEAT STATCR TLTT N T T |

TR [@ifee ¢ qaRiRs Rt

IR AR AP I(& TG ML FGLRCA FRITS! FACS B(A |

DI WY (T (I G0 SR RS 90T 421 I | GrAest WNeaR (eoies L=y sieGa
MG TAZoAT ST 17 |

OTHCET 'O 515 o a1 T (d) (@ AN (@6 T B 5i6 cofd Face 21 | T 93 6
(SO @ BIT Cofd T 20T 4T G256 @ Y (T AT | TLF O A6 b6 Cofd T I ©L4F (THT
8 BI6 T A (7RI AMF A1 | T LTI BIs (T (& Ao S0 AR |

0= T (ChIeTEr TS ford Chartl Tt Save ¥4 |

Item's Name R00¢ 00y 004 | 00V
Jute @Y P o o
Leather ({4 Le e b eq
Tea LY qq (@) »a
Garments Qo o o oY

TEOITET F10eT8 T4 T(J AT (TR footd (T (@9 I T TS TF |
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Column Chart Tsf

Insert Menu zt® Chart &% ¥4t Chart Box SIPGa | Chart Type &1t Column @3z

Chart Sub-Type @3 w57 foaete (A & Afea 9N’ I @ &9 @I P s 1 OK
Insert Chart (B

3 Templates Column 7

S| ) 2] 182 |08 193] 8
== | oot 08 o 4
e e || (] [ M)

@ Surface
@ Doughnut
22 Bubble

% Radar

G fgv i |

" T GI FEN QA 56 (ofF FI9 &+ Design menu-3 Switch Row/Column Click
FACO ] |

= Chart title ™ms3¥ &« Layout Menu-3 Chart title 2t® Above Chart Click 3t
Title forate 79 |

= Axis title ™eqF & Layout Menu-3 Axis title ® Primary Horizontal axis
title @32 Primary Vertical axis title te 23 |

* Legend Ts¥E & Layout Menu-3 Legend 20® Legend at right Click Ft® 2T |

= Data Labels ™e3 &« Layout Menu-§ Data Lables 2@ Outside End Click
A0S ] |

* Grid Lines ™sT¥ & Layout Menu-¥ Grid lines 2 Primary Horizontal
gridlines->Minor Gridlines Click ¥9C® 29 |

Pie Chart

=7 TEbITE SHFAIC 512 F¢7 Chart2 FItw Save Jf4 |
Board Name | Percentage of Pass
Dhaka %
Comilla b %
Chittagong 8%
Rajshahi A%
Jessore ¢ %
Barisal 0%
Sylhet 0%
Dinajpur 0%
Madrasah 50%
Technical 9%

TOLTRTE! FETs 0o TR AT (THF fOotd (@ (P FI0T IR0 A140o T(A |

20¢
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Insert Menu zte Chart &< st Chart Box <=3 |

" Insert Chart (2 S
G oo | [ T (S ] OB GO
[? w1 | 88| | B Ll lah ] 144 ]
t oo M M J_A_fi:l M LuJﬁJH
e e |l A e ] ] ]
2 |[8) w08 wsl @]

| [ Manage Templates... | [ setas Defaultchart | ( oK ] [ cencel | ‘

» Chart Type @@ Column =237 Pie @32 Chart Sub-Type @3 fo@ete 2tF Pie
Chart @3 s> Frees Face 27 |

»  OK 315t 35 Tt =07 |
= Data Labels ™s¥¥ &5 Layout Menu-5 Data Labels 2t® Inside End Click Fste

Percentage of pass

m Dhaka
® Rajshahi
= Comilla

W Jessor

= sylhet
M Dinajpur

¥ Madrasa

Techinacal

A

Wﬂﬁ?:

afrraditr Rc@rTes «t3e (Microsoft Excel) @ =iy 5 tofs Facs v |
Practice ... Practice... Practice ... Practice... Practice ... Practice...

TERE: f* e S TfeR i «fbq ToF affredidime b T3Fe Jeee S |

AR 8 LTI A
JLZAFIATT TG (AT OF AT GFIEF T (457 FCF FLIHTT I I HCEDA € TS AR
O THFIF FACO I | NI AN Bl |

ST eEPTEs @i (Microsoft Excel) @ ST A1 Feiwe cofd

gforifRre fRraee
O3 ST <IT ef*rranfaer---

S| TE@EPEs «rEE (Microsoft Excel) @3 SRR (O61 Uff 03 2R[rwa Feree (of
FACO AT |
A TATE (O FA T (RIRFTOI FAGRTAT STACTCAT AT A2 ZCS (A |

Tt [RifTe ¢ gt Reas

SRAL)

il e a1




fA06a ISR TR AWR IE ST T AR LTS FACS (A |
Grade &9 3919 *$71R
n GFEE BE (T (P @I [T 00 G FN (AT FAT (T S

» 9T T o I O @R T @T (T A+
»  fIEy FRF q0 A1 O @ =0T (@C 2T A
» T 79 vo I O @ A (2T TT A-
" fFy TRF ¢o IO @ T @@ 27 B
» f3HY TRG 80 AT O @ A (@T T C
»  fay 999 o I O @M 0 @C =& D
9y 999 00 4T I A (AT I F

Grade Point & 3317 *€R
» Y TRE 0o @3 06 T @ AT TE o

»  fIEE TG 0o I O @ W2 8o U NG T (@T AT @ S
»  fIqY TRG 80 A O @ U2 ¢o @F NG A (@T AWS W@
» 9T 999 ¢o I Ol @R U3 Yo «F TS Z(ET (AT AT TF

o fIEY TG vo I ST @ IR 90 «@F N6 TE (@ AWH TE@ 0.
» 397 9 q0 I OF @M @2 bo «F N6 T (@T AT I 8
»  fREY 99 bro A O @ 0 (@T JF AT ¢

Total GP 37 Fa1 *$7R
» 39 9 GP=0 T Total GP="F" T

" e RAEF GP- 3 @79 (I A0S ]S
» Total GP @3 F919 (%@ b [RE0W ofie GP 2re  [aamr =@

Total GP 38 F41 €7
= Total GP="F" T GPA="F" T

» Total GP TS ¢ Il ¢ 9T @ T GPA=¢ X
=  Total GP 9t& ¢ 43 % 20«1 Total GP-¥ 9% Value ¥

A B —C D E

F Gl - | 1] K L | M | N 0
1 Name Bangla GP Grade English GP Grade Math GP Grade 4th Sub Marks 4thSubGP Grade TotalGP  GPA
2 |Robiul 54 3 B 32 0 F 59 3 B 85 5 A+ F F
3 Saiful 60 3.5 A- 44 2 Vv 88 5 A+ 47 2 C 10.5 3.5
4 |Molla 76 4 A 82 5 A+ 74 4 A 56 3 B 14 4.67
5 Ripon 87 5 A+ 76 4 A 94 5 A+ 65 35 A- 155 5
6 Sabrina 88 5 A+ 55 3 B 66 35 A- 74 4 A 13.5 45
7 |Saiful 67 35 A- 44 2 C 80 5. A+ 49 C 10.5 3.9

GP & ¥ & C2 Tt IR e

=IF(B2<33,0,IF(B2<40,1,IF(B2<50,2,1IF(B2<60,3,IF(B2<70,3.5,IF(B2<80,4,5)))
))) 1@ feTC @B BI9ITS 7T |
n C2 T FEEs C7 T o15® Gt $40% Td

C2 Tt® C7 T 3% FF F2, 12, L2 T Paste F4Ce 1A |
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Grade @@ A & D2 T I @02

=IF(B2>=80,"A+",IF(B2>=70,"A",IF(B2>=60,"A-

" IF(B2>=50,"B",IF(B2>=40,"C",IF(B2>=33,"D","F")))))) @ feit¢ @6 v1*It® TJ |
» D2 TE Teld D7 O 9148 G F40% Q@

D2 Tt® D7 T4 % ¥ G2, J2, M2 Tt Paste 4o (A |

Total GP &7 3419 & N2 T IR @)
=IF(OR(C2=0,F2=0,12=0),"F",SUM(C2,F2,12,L.2-2)) 1@ ffic¢ @B B1+It® 277 |
N2 T TAwd N7 BT 219@ Giv $908 1

GPA 3 391 &y O2 T I @Y
=IF(N2="F","F",IF(N2/3>=5,5N2/3)) a@fﬁm G BI9ICe TF |
» 02 TER FETE 07 T 1@ Yol 909 I

SepAT:

AT ATIFCE TN @ @Few R @@ #6 tof Fce I u b oo
FACS T |

Practice ... Practice... Practice ... Practice... Practice ... Practice...

TERE: f* i S TifeR i «fbq Tor affredidivg b T3Fe Jeee Fa |
AT '@ ST FTIfR:

IHYZAFIAE TG (AF OF I GFIEF TP (G5 FCF AT I RN HACEAGA 8 FET FCACR
Ol THFIF A I | NLCIHCA A Bl |
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ST
QeI T
Adobe Photoshop

1. What is Adobe Photoshop? («teifc &+ ?) ¢

Adobe Photoshop (ateifi wwm+) gt @6 Photo/Picture Editing Software | ftes st=
TS e 3w @3 Picture Edit <& Graphics Design 347 @ Photoshop @3 &= s
@2 | 37 Graphics Software (@i Tw5eq) el o sTRaEa et Fesy 29 Fefies
3 *fee 2w «fefbe Graphics Program (@1 ceii=) 1 Micro Computer @3 st
Personal Computer (PC) 43 Operating System (s#iafe fo6w), Word Processing
Software (sIGawitR FRoeAE), Spreadsheet Analysis Software (C7eis «anEEHRT
soerd), Database Management System Software ((EbItae SFItSs e 7esearF),
Internet Browsing (35T Jefer) Tosifn Software fasfrer f&or@ & ?i5w™@ Mocrosoft
(TECAPTED) @3 Sifgsrey @%s feerer, v o Multimedia, Graphics Design 2wyl
Graphics Software ffrer f&ta Adobe (4teif) ¢ I8+ {ey AL 74 7 @dtz | Photo
Editing Software 3t qres e $o Adobe Photoshop Sesifes 3 (At Ga1ke Serefe
Version IeRere Iz | @9 3509 Version 2zt Adobe Photoshop 7.0

How to use Photoshop in our Work Space (FRCw@ FEH @7 GLF)

Adobe Photoshop (4teifd TG @3 *ferT Fiv 3929 I 2o Editing (1<) @
fafeg Color Iz 3@ wedaw 99 Effect W Fifewsawes Togre sar T @t =& e,
SRR, WFEBHGAT, Q3 ez aifes tofis oy s = Graphics Program (&fegy (o) |
MCFE & cofx zeens e Ui siFeig 1899 | @ A F41 5t hoto/Picture Editing sie@=e
O3 (P Frer (712 T Adobe Photoshop @3 stiyesy s 21 =10 |

Windows (%gtee) ¢ si=iwsfa Operating System Windows (S3tier) 7itF Si#qE «1
itz | Computer Power Suply On 3% # wgrFess Seq5 Operating System Windows
(T3re®) @3 Screen ™t T | o3« wwt Windows Task Bar «3 Start Button m<its #1132 |
I wr+if Operating System Windows (32terer) @3 1t SrTelid “f[ibe 91 AMH, ST o=
FACHFG WA FFY O TG F0e = | ©12 Graphics Program (@ife® ceaf) Adobe
Photoshop (4teifd TG @7 F& wee IR SCT *rraa 76 @te Operating System
Windows (S3Toier) I3 (& e | SIF=a

Y Click on Start Button, Select on Programs

Y Click on Adobe PhotoShop 7.0 (Si&i9 SIgres 9ol S0 *09)

NB ¢ vziere Rfeg “mfotes Adobe Photoshop (4teifs ®GH+) @3 Screen Open 31 I |

Opening (sceifar a1 @fefbr) Screen seeere fegfere amfife =t | Opening (StAfr T @feGe)
Screen ARETS A1 AT S T O T T TN AP QS | FIIS (@ Screen oy <ar
Adobe Photoshop (ateifs wm+) @3 e Graphics Design (@1fFs fSeize) «3 Fie 76
@18 Screen IE =8 = 7 A7 Graphics Design (@ifws fSeiee) a3 Fie 41 789 7L |
Si2 3 Screen «3 AT SFTed ~AfRbe Qeq TS | SiRee S Siwar oy wifFe brag Ao
Adobe Photoshop (4teifs wer) «ifafoe 23:
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Fle Edit Image Layer Select Fiter View Window Help
)~ | (2R 8 | Festher: [Ton | Ant-stenas | Styer e Haight: [

& 72181-epouvantail.jpg @ 66.7%... [:_"E @

£ 3

B
7 x,
&7,
&
£,
O. e,
R S g

s P el

$.@, ; e
2. T
N 0. =B P PP OYIAIANN e

bt

- CJ
Ll Adobe Photoshop- 7.0
sije
a@ @ Thomas Knoll, Mark Hamburg, Seetharaman Narayanan, Marc Pawliger . Stepharde Schaefer, Sau Tam,
Sandra Alves, Joe Ault, Vinod Balskrishnan, Jason Bartell. Scott Byer. Jeff Chien. Scott Cohen,
Andraw Coven, Chris Cox, Todor Georglev, Jerry Harris, Sarah Kong. Tal Luxon, Sean Parent,

GDQ Jodes Penn I, Tomn Rusrk, Cris Rys. Del Schneider , Russell Wilkams . Matt Worrmdey . John ‘Worthington.

Dave Rau, Michasl Scarafone, Wik Leavy, Rick Wulff, Dave Howe, Karen Gauthier . Gwyn Weisbarg

© 1990-2002 Adobe Systems Incorporated. All rights reserved. Adoba. the Adobe logo 3nd Photoshop
are either registered trademarks or trademarks of Adobe Systems Ihcorporated in the United States
and/or other countrias

Blog 4o Birungaets y "
v w Birungatta Biogspot com A
Varsion 7.0 10451209673346657696  Adsbe

B Dec: 2a1K/841K

Opening Screen of Adobe PhotoShop 7.0

@3 Screen ¥3 Y oo Afifbe 23 | W7 k@ Adobe Photoshop (4teifd wwBme) @3
Screen ¥ AT TS T 7 AT ©©2 OfF [GSIET A RIS FACS AR |

T / o @3 RS w3k IRt

Title Bar

Menu Bar

Close Button
Maximize / Restore
Minimize Button
Horizontal Rular
Vertical Rular
Palatte (Same)
Horizontal Scroll Bar
Vertical Scroll Bar
Tools Box

Character Palatte
Active Document
Document Close
Document Maximize
Document Minimize
Option Tool Bar
Status Bar

Zoom Indicator
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aewF S Screen #fkibfe e ST FwEr | s @7 wEger sivf Adobe Photoshop
Screen ¥ rerwis AR A ~Iffoe 20T | 9B AT [T 10T Sl fTHAZ LTS | S @
e et 357

(1). Title Bar (51235 a9) ¢ o= wif Title *tar et s =eeTl #iifs | (@ &9 Package
Program (77taer eiam) @ Soiify st 19 (@ AEd Ny (s A @12 2 Title Bar (G266
3) | ze o Window @3 Aot e Title Bar (51305 I9) | &% 339 $=1tae Window
@3 Mt R Toica el wicg Adobe Photoshop | @2 26 @ Bar (3F) «7 Sty @14l =it
2213 Title Bar (513054 I) |

(2). Menu Bar (@IF 37) ¢ S[i @ife Menu *tw3 Jiee si<f siferst | &767 9 Window e File,
Edit, ........... Help s w36 =% fiarsis | @etsim @ @&iafoce Click 3t a3t wiferst it T |
SR G IS A QeteT gropFive «F @t Menu (&) | S Menu (1) TR Bt @
2 A IF (LT T S Menu Bar (19 I9) 90 27 |

(3). Close Button s ==&t @it Close *itwa =i 7% %41 | Adobe Photoshop Window «3

THta o (9w Close Button w1 @2 Button @ == Adobe Photoshop Window ==
AT |

(4). Maximize/Restore Button ¢ Adobe Photoshop Window @3 8+t B (I
Maximize/Restore Button vy | 92 Button @3 =& Window @3 Size & (=5 3¢ 341 T07 |

(5). Minimize Button ¢ Adobe Photoshop Window @3 itz B &= Minimize Button
e | @2 Button @3 ==& 5=+ Window @& @15 3@ Windows Task Bar @ Seorssi sgw
RS A | TS T LS 7 O Open Fea F1e F<ce A |

(6). Ruler (@EFF) 3 F& 99 T8 [ifey A 7 TR AQEH &7 | (FF IS 94, &4 37
@4F & Ruler (@FR) T[9RE F41 T | IM7E0E GIE I TN FCHEL. St AT (@ g
@RS 7@ Horizontal @R ©#t@ 6 @Rte =@ Vertical I#0 =7 | odR Qrw@e &
Graphics @3 ¥vtam s 3w W wite v e s cw=1ioce Horizontal Ruler @1 =31
w7ace @9 Graphics @3 I es o s Tt b s fmpsi cw=iibes Vertical Ruler z@i
T

(7). Palette (#11t=5) 8 Picture/Graphics & SISl SR ¢ T#g#HIw &y ffeg Palette
(FITICSTB) @ IR fCe =T | (@TTe fe+5 bR SepTita Ses Twwe Sareite (I Palette (71eit)
ewf¥fe 2T T | YIS (@fFTS (REE B0 (] (AtF W62 Palette (AUES) & v AT
27 | Tod SfEe ~ee SAffbfere e At emfxe wegme ez |

(8). Scroll Bar (t=g%ie I) ¢ (&9 Image 93 vofs (e &= (@ 11 92 41 =7 ©ied Scroll

Bar I | FTHR RRIF IR AT ALCH@R. GICT A0 (I Fg @RS 2o Horizontal «3r S
e @RI 7@ Vertical @1 =37 | Joak qrF@s 9 Image ¥ ©F WS 1 I M (dite =@
faeos s v (@ 91=fs 992" F41 =7 ©its Horizontal Scroll Bar 3= =% | si#Rfwes &« Page
«@F o e A1 5 s (e =0T i fies w3 59 s =3 i Vertical Scroll Bar
BEIETE

(9). Tools Box (¢t ) ¢ Adobe Photoshop «s Window @3 sttay die ffeg Tools (¢BTer)
TRfere @6 I A W I T Tools Box (G 37) | ffeqes svtw w_ees ceoar, «afefbe,

9D
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TogIomT, ST e, g3 295 Adobe Photoshop @3 &< 24w FIeetel F419 & 92
Tools Box (G ) (AF 71 el F«r <o w41 ¥ 1 @2 Tools Box @3 ~ufie a9z
frecea (930 (AE (o 6 |

(10). Character Palatte (F1ta3 =7itei5) 8 Type Tool @3 MG &I 55 1417 #7F @7
foaizs w9 @y «Z Character Palatte Use 341 203 2ItS |

(11). Active Document (31551 &%) ¢ & Document 5 €3 e =tz af @ Document
Q3 W4y I Fer T4 2% ©icd Active Document &1 27 | ufss e 90 (1 (&
IGel

(12). Name of Active Window (veis S2tel @3 71¥) ¢ @ Title Bar (B30 1) O 04y (&I
Window IS B Witg 827w ordt T ©ice Name of Active Window @ 22 | J1tF Ss=r
File Name f&1ta €t 72 |

(13). Document Close Button (519 TFears I 311) ¢ Sl @ifel Close *to@ =g 3% 347 |
Adobe Photoshop Active Document @3 T+t ©iF &« Document Close Button
s | @2 Button g7 &=t Active Document Window 3= <=1 T3 |

(14). Document Maximize/Restore Button ¢ Adobe Photoshop Active Document
Window @7 ®°ita ©iF @Ieiw Maximize/Restore Button fmisis 1 @3 Button @3 =it Active
Document @3 Size = (25 I¢ 1 T |

(15). Minimize Button ¢ Adobe Photoshop Active Document Window @3 S+t R
@ m Minimize Button w1 @ Button @« ==t Present Active Window @& (=5 3t
Photoshop Screen ¢ ST SRgR AreTe #I1fF | *RISice T4 etde 2d ©3q Open IE I
e A |

(16). Option Tool Bar ¢ Menu Bar «3 = s sfge Tool Bar 5= = Option Tool Bar |
98 Tool Bar @3 sty [*fesex Icon it 3w &€ Tool Box @3 wtwr Selected Tool @3 fa=ifas
@Y |

(17). Status Bar (3551557 9) 3 BT A (FIF FISr T4 IO, (FI 5T 970 Z0R 29J1W O]
w_fEe ¥ @2 Status Bar (35551 q19) | @gere 3 Status Bar (35551 I) @ oy S f[fey
SR A Sere 76 AW | @b uFfh ex g a9 | fieufie fmres 96 (4t @ e |

(18). Zoom Indicator (g EfEF5o3) 8 FeIA o F© % G KW ORI G (7l IR | Zoom
Indicator (g% 2f&=54) Status Bar @3 It S1%e | @i 7 3@ FH2 g % 5 F@ 9oF
T ITRe e 2e5ee R AT o1 S_CE 340 A |

Adobe Photoshop @3 Wi« aifers feenss w2 3@ 92 Toolbar (5=<) / Tool Box (3+R¥)
OF FICRTAT 4J ORI Face (< | I @2 Toolbar (37@%) / Tool Box (3¢R%) @3 Feete 37
TSI FACe Al AR 9 (&« Iz F41 789 a1 | Adobe Photoshop (4ateif wBm) @
Screen “fffere st @2 Toolbar (57717) / Tool Box (3+79) @3 i ififoe zrafe | g @2
Toolbar (5=_%) / Tool Box (5593) @3 Sf{ag &fey Taetea T & & e a1 I0 W3R &
BoTa Fe & o SiE 7 A wif iR Se 9 e | O W SiwE ek fou e @i
TS ey BUad FIST SToCE SIS 22 |
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Toolbar (§===) / Tool Box (G=%) ~ffofs s

- v Rectargpalar Marquse Tood i3]
[ Elliptical Marquee Tool el s Mauve Taol (W)
=a Single Fow Margues Teool

/
F .
;j Siregle Colurmn Blargues Toaol ) .._.M-agll: wand Teol (W)

o oo

I LA .
:-_i_--* Las=so Tool L Y == ’\,:I ll.,-" _‘__'i‘?' Slice Tool K
o . ) - "
';5_'51 Falygonal Lassao Tool L ™ \\\ *:iu ;"IIJ ! m ¥ Slice Sslect Tool K
S
- _E-:" Pagnetic Lasso Tool L \L:J‘ ‘1‘*}{’/ - Brush Taal E
e ".‘-\K o B
Crop Tool [0~ . /— - / Fencil Tool E
- [rI2eiling EFEh TEE] J i - = m o Histary Brush Tool b
£ Patch Tool a T ol o '
. _,/‘ -/_.—-" _;”f &t History Brush b
' L
- 1 Clone Stamp Tool S‘_______-—“’ 11 . 5/‘ | _. Gradient Tool =
%R Pattern Stamp Tool = /,," &;‘”'_f - ,-:""(q, Paant Bucket Tool =
m 7 Eraser Tool E }/f’ - - :‘H‘““x = Codge Tool 3
*£ 7 Background Eraser Taoal E ! -;~lL T - T B Tood o]
= Magic Eraser Tool E 1:?' = = \\ o Sponge Tool =
L ] = ‘1\‘ m T Horizontal Typs Toeol
- Elur Tool R_l,-"' FI e
s oo J f T ertical Typs Tool
Sharpen Tool R PN it -\.‘ -
[y J ."II L -\. % Horizonts! Type Bask Tool
J Sraudge Tool 23 ff i & . b L
S f -}J, . Werticsl Type Plask Tool
I + & &3
= g Fath Selection Tool 4 J 'II i \\' Rectangle Tool u
| | Re gl
% Direct Selection Teol A / |'II-_| I|II . —_} Rounded Rectangle Tool u
. \
- ;‘:- Fen Tool F f IIII I|II k] __) Elipze Tool 1]
II ! -
:I;. Frasforrmm FPeaem Tool [ 24 |'I IlI '|II ) Polyman Tacd Ll
__}" Add Anchos Point Tool I-' I' 1 A ™, Lime Tool 1}
| \ \
.__-}_ Dedate Anchor Foint Tool | \ l'l. Custorn Shepe Tool u
I| [ — =1, |
[~ Convert Point Tosol JI .'I —|" L III 1'!. _,J"? Ervredr opper Tool |
-
- J Motes Tool aq.ll' I.' '.I AW Color Sampler Tool |
C12) Audio Annotation Tool ] IIlI '|I o Meazure Tool |

|
Harmd Toaol I:Hj'l ‘Zoam Tool (22

Rectanglar Marquee Tool (M) Move Tool (V)

Lasso Tool (L) Magic Wand Tool (W)

Crop Tool (C) Slice Tool (K)

Healing Brush Tool (J) Brush Tool (B)

Clone/Pattern Stamp Tool (S) History Brush Tool (Y)
Eraser Tool (E) Gradient Tool (G)

Blur Tool (R) Dodge/Born/Sponge Tool (O)

Path Selection Tool A) Horizontal Type Tool (T)

Pen Tool (P) Rectangle Tool (U)

Notes Tool (N) Eyedropper Tool (1)

Hand Tool (H) Zoom Tool (2)

Set Foreground Color Switch FG & BG Color

Default Foreground & Backgroung Colors (D) Set Background Color
Edit to Standard Mode(Q) Edit to QuickMask Mode (Q)
Standard Screen Mode(F) Full Screen Mode (F)

Full Screen Mode With Menu Bar (F) Jump to Image Ready

OS] @ A I LR @ forag 7 sirend “fkifve zow @12 et Adobe Photoshop
(TR FCBT) ATCFCS peraid R 2ifdfoe | Gt FEMTR @EIT wee F96T MiF I e [femes

EH Ao FAHfeTe ARTOFE ToT¥ I AT Al T | @ I(FF [feg A7 A1 §o1 3727 67 Adobe
Photoshop (4teifa T @3 &fey Fler T 41 AT |

oY

frrraora RS elfrre sl




Tool Selection (5= &H7)

Y Toolbox (35 (it frfeifis uft smafore 5o ff&iva S Fie 7 A | T 3
S, IS ey 5 a1 @32 2. *5F16 F T ey |

NB ¢ QU@ AT N IS F(Q NPT G2 FG opsr BoT, AFFH spor BT AT AGH ADR 55
AT S AT (A T @32 8 (BT o 15 I Fer 41 AW | @7ere, Alt F BT €T @I oo
B {5 FACT sprorg S B G157 41 T

BT STy / eI e e
Y F-canesd Tab S o1t Goesy S 0 A9 | Wi Tab 1 51/ ©f <7 %S |

NB & Tt 7l T ACe 20 @, Tab FF 50T 5 I/ QIR S0 77 (65 MWl (TF S TR
M3 | g Shift F west o Tab FF 51t ok =Ie! 1 79 TS / TH66 ==y =T |

Use Of Tools (Rfeq serm azzra)

FCOTT G2 40T BT ICACR (TN 3 AFF BT @ spof Dol | O BeeTeTd FWepd e Siw o7 w1 @ spsy
TeateR 06 O o a00= | 9FF B IR sper BEGTAIR IR e | W0 AR Tools @t I9ee
TR AG3RfE | ©iF Sheet I Follow 3@ W72 e & @27 sz | 39 Tools @3 I_TF
G T AFCET STty Design 341 78T w7 |

(1). Marquee Tool (M) ¢ @it @G sper BT @ spror AN SR ©IF I fepqoaaior 8

Y Rectangular Marquee & vogeipion fitsra= S A7 |

Y Elliptical Marquee s aft fea ¢ofen=eia Fieare=i= <=1 a7 |

Y Single Column Marquee 3 aft M @ FItse e~wsiRf*E F [iees Fa1 A7 |
Y Single Row Marquee s aft i @z Picse ax~weif*E i e =1 2w |

(2). Move Tool (V) ¢ aft a3 aFF 57 | @ Beifb G- T (TN G ACEE WL (FIF Z0NCE
fifoe SiE G IR IO 1 T | JIZF IR S REHA R0 (TP (S W |

(3). Lasso Tool (L) ¢ aft @G spsr BT @ sprer AN R I 7T g azneis

Y Lasso Tool ¢ g Fiba ARy Tes (Sl W d Teoicd F1eeg w41 I |

Y Polygonal Lasso Tool s« Gefb3 =1y @It (S0 (et (eeT S0 AT |

Y Magnetic Lasso Tool ¢ @ Beiibe TR TfaTeld a2 401 (AT A0S e ol T |
(4). Magic Wand Tool (W) ¢ aft @36 «a= 511 @ 5o 929 I 30 998 @ / iR
GFE PEAIET TAF o7 I 2 58T W@ A& kb7 1 A7 1 Gradient Apply 73 T7z™
(S OleTO[C] Fer <1 I |

(5). Crop Tool (C) 3 @t 3> 9o BT | @ Feis IR A S0NCEA Y2 (Pl SN (FC6 SeTml
BT v 41 T | B OIS ¥ 07 (A & 9% TF | 3ZT Y2 ATAGAT |

(6). Slice Tool (K) s aft a<fG spor BT @ spror A AR O #FeTT Frgahor ¢
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Y Slice Tool 3 «3 Faf I7eR I 2@ [fey sikeR o119, #Ifqwis, Teonfor @t a1 Web Link
Work =137 |
Y Slice Select Tool ¢ Slice te3t T2 =7 37 PIeT3 TR TS I I AT |

(7). Healing Brush Tool (J) 3 «ft @36 spsr 551 @ sprsr A1 MR O 1 fsreaameT 3

Y Healing Brush Tool 3 « 55 592 30 S0 SIg@el 30t 41 S0Ae| WXl Codr 41 A |
«re sl F#w Color @3 7t Background Color @5 Color Mixing =3 | T2 “iafe s
25 (At e e |

Y Patch Tool ¢ « 56 32" 63 2oaced e s e[z s Select = 7w 1 Select
YFFET SZR @ @ Command Apply 396 wgw@ Selected SikesR T#72 FIEF7 =7 | IR
Aafe Frwaa [0 (AF (& e |

(8). Brush Tool (B) ¢ «ft «3fG spsr BT @ spror AT W02 ©F I fyareaznet ¢

Y Brush Tool g @ B=fs f<iv w3 I ©ita gfiie =1 a1 1§ FG Color Apply 263 |
Y Pencil Tool 3 @ 5= 5727 I TSN @121 I @R 93 5% IR FICF &A% ST A |
sdmt FG Color Apply = |

(9). Stamp Tool (S) ¢ afs GG spsr BT @ spror AT SAMTR ©IF I FaIGT=e! ¢

Y Clone Stamp Tool ¢ @ 55 T2 I e FG@=T 30N& Al SCA0ed «e*| (o 4T A |
Alt Key 353217 9% 92 Tool @3 Fier 0o = |

Y Pattern Stamp Tool 3 @ 356 92 I TENER @ (@ NHF ATBH Ted (2135 F1 AT |
37 Y32 TSI A2 TSN | S TS |

(10). History Brush Tool (Y) ¢ @it @36 sper BT @ spror AN ST ©IF 41 g1l ¢

Y History Brush Tool ¢ @ 516 357=w 3ca Rebif #0ieeis 2oscem 4ifbe =gl L= g5
AR |

Y Art History Brush ¢ « 5&f6 aqe s e sar Rebifs ¢56 quiebe Stylized ¢oes
13T A I | @7 T et Artistic 2@ TR 1 sRReice History Brush Tool @3 =it =reifis
SRE S A |

(11). Eraser Tool (E) & @it @G spor BT @ spror AN SR ©IF I @101 ¢

Y Eraser Tool s @ 56 92 I @9 @A A 300e 91T 1w wieeair foeaget 32 17 |
Y Background Eraser Tool ¢ @ 5= 9= 03 720q 2R FIATS 7 AT |

Y Magic Eraser Tool s @ 5&1ib <=9 67 (@I @G 55 Fa0s TfaTeNT GF8 40 79
ot FRToIcafice Je T |

(12). Gradient/ PaintBucket Tool (G) 3 aft «&f5 spsr BT @ spror T STR ©FF 971 fTTGaG 8

Y Gradient Tool s @ 3=t == e 3@ @9 8=« Linear Gradient, Radial Gradient,
Angle Gradient, Reflected Gradient, Diamond Gradient Create %<1 3% |
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Y PaintBucket Tool ¢ g 5= v w3 Statem 7= It fdifoe st FrRaies Ferm e
1% w1 317 | [fewer gsiw Gradient Create 39/ 79 2 Fleis w40 Y9 Fwweied Design =1
R |

(13). Blur / Sharpen / Smudge Tool (R) 3 a6 a3fG sper ToT @ seror TN TR ©F 041 @070

o

Y Blur Tool : «3ifss Layer test ¥4 =9 @3 Boarder Finishing = 3w |

Y Sharpen Tool ¢ «sif&® Layer tedt ¥a% *7 @7 Boarder/Image @ Sharpen Filter
Apply 31 37 | T AT =03 2> @@ Selected Layer @3 ToR S5 =3 |

¥ Smudge Tool s «3ifs= Layer tedr #9017 *& Layer Color @35 2t swifote Drag &
CTT R |

(14). Douge / Burn / Sponge Tool (O) ¢ «ft a5 spsr 3oT @ sprsr Al SNT7 ©IF I1 ezt 3

Y Douge Tool ¢ @z sigier Selected Layer @« S=« smmr Lighting Effect trean am |

Y Burn Tool s 3 w4iew Selected Layer @3 =« sieatt Lighting Effect ez

Y Sponge Tool s @3 s« Selected Layer a3 €21 simi ¢ Frelfks Lighting Effect trsar
1w | @2 Effect & =6t Grayscale Mode @< stel |

(15). Path Selection Tool / Direct Selection Tool (A) 3 4t GG spsr BT @ sprer Al SR ©F
RECINCRICE i i

Y Path Selection Tool s sa = §tsia AR Path tof S #9 «9 e gowees Path
Boarder Select =@ Mouse W gi=aa 41 T |

Y Direct Selection Tool s sa 7 §t=@ 7=y Path tedt F3 *[ @3 4y e Path
e Select F@ Mouse W =25 3@ w41 1% | “7eice Select %3 Delete w41 7 |

(16). Type Tool 3 aft 9= sper BT @ spror T SR ©F 01 TG 8

Y & Group Tool 93 i« oG fomres foMwa Tool RWrsie | Qe ey i fag forat 7 |

T® G @il 9’ sea Horizontally & Vertically Type st 31w | [feres swfoq ot Frecsa
25 (ATF O ¢ (& 7 |

(17). Pen Tool (P) 3 «ft @5 sper BeT @ spror Tl TR ©F 901 IG5 8

Pen Tool ¢ « 5=f7 =ity [feTes sritas il tofs 3t T3 |

Freeform Pen Tool 3 « 557 F=ICy ¢oifFfet e St S T i« tof 41 T |
Add Anchor Point Tool ¢ @ B=1fbe SRy #A1te @ik 26 I& 41 M7 |

Delete Anchor Point Tool s @ FeifBa ARITT At @il A [KFe w1 I |

Convert Point Tool 3 @ B#ba AR O@F (AT QI ARBCE N A IR 206
TS0 FA[ AT |

XX XXX

(18). Rectangle Tool (U) ¢ aft @3B sper BT @ spror AT SR ©IF 41 @201 8

Y Rectangle Tool ¢ @ 5afba =y [feTes e voge cofd F41 T |
¥ Round Rectangle Tool 3 @ 5&f3 =ity [RfeTed SIER (IR boge cofd F41 T |
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Elipse Tool ¢ 4 Ferfbs =i fafomea NI I8 Codt S0 I |

Polygon Tool s « Gaibs si=icay [ReTes SiFicas #ieger codr 41 T3 |

Line Tool ¢ « G=fb7 AR W &I I o112 =& 341 T |

Custom Shape Tool ¢ « 5af67 AR GIAFR @13 todt 41 I | a'rele Option Tool
bar wF e e 03 wFETw Design Create 391 ¥ | 37 432 T4 ©12 mifae IR 7o
frwcaa W60 (TP (e e |

XXX X

(19). Notes Tool (N) s a6 9Ff spsr ToT @ spror T W2 ©IF A1 TGI8
Y Notes Tool g @3 Fafba TRy (@19 e $919 xaay F41 I | *[eice Delete 41 T |

Y Audio Annotation Tool ¢ «% Feba AR (&FIF e T fofe Fea F1 T o Fopif
@I T4 AT |

(20). Eye Dropper Tool (T) s aft a6 spof 5T @ spror AT S0 ©F I areaznet ¢

Y Eye Dropper Tool ¢ @ 5= 532 0 20N0ed (@1 S f65a S0 (Faaies R 2oeed
@ 7 T ifoe 21 |

¥ Color Sampler Tool ¢ « &b =R I NG (@ S 56 I @ SR 06T (0
fafeg @t (%) &=t % | TR Info Palate @31 Stay e 23 |

Y Masure Tool ¢ @ 3= v I 2o @3 &A% (AT 353 I@ ANEE sies W@ 92 ams
TGIE X, Y BCE, @S 719, THo! G e~gel Fonifn =1 A1 | IR Info Palate as weey g
2T |

(21). Hand Tool & @ 5= W=7 I (@9 S0es @3 TIro foota Jo wea oy ol ewea w1
TR | = (=I5 SRR AP e |

(22). Zoom Tool 3 @ e f4ioa T IACE 59 FE TGS Goaw AR I@ I AW+F F1 T |
TR (=I5 Fce 7 Alt Key 97 =Ry face &3 |

(23). Foreground & Background Color Tool 8 @&t fa w1 8

Y Foreground Color Tool 3 92T @ Fe FE1f® A (125 T I GHG foTwet @[ ¢F 06
T | @ 5 {3 303 ST PIe (A0 @RS Sl WL w4 A

Y Background Color Tool ¢ FRaiSs M e W 9 5 3 e 76 v w1 17 |
BOACEH (@I A (6 70T FI0T Sl AT T =T |

(24). Standard / Quick Mask Mode s «Z 335 Gre i=icay Ffeicas Mode “Red w41 a3 |
Palette Work (&feg =riteieos s7en)

(25). Screen Mode Button g @&t foF @i ¢

Y Stander Screen Mode s ARSI ¥ @IEh 6 A |

Y Full Screen Mode With Menubar 3 @ 35 fFF S0t 2eaeis 75 “Wi ge (GRIRoTR)

em*e =T |
Y Full Screen Mode ¢ @ IG5 53 F0eT wgia 2caeis 775 “wi gre awie &7 |
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(26). Jump To Image Ready ¢ ¥2 G« =@ Image Ready Program &3 sty eta= S
@ @MY (e [feg TN MR @ew w1 Adobe Photoshop Program =i Qs Tw
Program 4 43 31ce Sl €1 I |

AT e e T4 ¢

Graphics Design (@i fSezs) Adobe Photoshop (ateif wwmme) i f[fey @ma
THAD O (TG TS 4R GHB RS A @ WA O (O &y TS IR qyzrgye| SN
AT FCH ACF | (FFA G YRS RS TS AT GHG A S WA Fg TN JWe 8
TFENT I T I AR | NGRS 2MI AT @@l awidfe =7 911 Window & (&
ATATSAT TG f$F FCI ©F AT 0 AR | 92 {716 AYZ oo |

1. Navigator Palette 2. Info Palette 3. Color Palette

4. Swatch Palette 5. Style Palette. 6. History Palette

7. Actions Palette 8. Tool Presets Palette 9. Layers Palette
10. Channels Palette 11. Paths Palette 12. Brushes Palette
13. Character Palette 14. Paragraph Palette.

Y Navigator Palette g (fStsi5a 216 G-I I WIFL® NG IG-CRI6 T (AT A |

Y Info Palette 3 @2 *5ites 57 I S0NCEA @ (@ SH A ARG a1 T06d "= M
emf*e 21 |

Y Color Palette ¢ @ =5t &5 33 6 @3 ¥ w41 77 | {F6}

Y Swatches Palette s @ “iteioibs v ca 76 W e w4t T | {F4}

Y Style Palette 3 « #i7ites 415+ w3 f[fey @@ Style Apply 41 9% |

Y History palette 3 38T 30 T3 T© I I TRCR ©IF STl emf¥fe 203 | 92t fSheers
IR TCNEH TR FIeE Jlfoe F1 I |

Y Action Palette ¢ @il #[Jits6 QiIF= I T HifHer weqtg Fier T4 I |

Y Tool Presets Palette s « #itet & ¥ Tool Setting @3 3/ ST A% |

Y Layers Palette 3 @ =iiteiofs {167 3@ @Foe TR ERIPTIZ e 20T | (@8 Toa
TR Cofd, (T YR, (T WS 741, G IO F41, I F1 o7 e 41 7 |

Y Channels Palette s 93 “iitsis [4ifoe Eeees S (e wepiiea &Koy qe biitate o =3 |
T BIICHET Cofd T, BTN =T IR BICAE 712qt® NNy &g~ Fier w1 A7 |

Y Paths Palette 3 2 #7iteTcs7 [ifoqed 9% 67 9 (I IR I A1 7R~ [Kfeqgs Fe
AR |

Y Brushes Palette s 3 fadioa Facst (1253, T, coiferet, febifa Jros st f=ifos g
7 | {F5}

Y Character Palette ¢ Photoshop Package @3 gy = iifme Image @ Text e
&= @2 Palette & sz a1 27 |

Y Paragraph Palette s Photoshop Package @3 sty s=iifwe Image @ Paragraph
Setting 917 &y ¥ Palette 6 517 31 &3 |

SR S Sotd SrErsiie Palette (SHIt5) @t A STl ARibe 2o (oIHted | SoEe
Palette (s7itei5) Tea Wy Wik Palette (a7ites) Window wiqre fmwie swcz | g
Palette (S7ts5) =i+ (eree AFTS AT | @ Palette (A7te5) @ (e Wi &3 (3 (AT @
Palette (°1t=5) Show/Hide (=i/a%) ¥ I ©& Palette (o7th) @@ [eule I
TSI rFEd 36 (AF THre AR | oMy AT IS (SR 6T SN T |
Palette (si71tsi5) 15/ Show/Hide (¢=1i/a), Move (Z=r~@), Maximize/Minimize ((@5/39),
Add/Shaparate (9sfas/si=1mr) =1 =1 2I=eeT #wcaa W66 (& (e & |
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Adobe Photoshop 7.0 («telf FGHer 9.0) Package Program (°ite (2iais) «F Seey <36
Menu R | &fsfs g S8t SeTees $@if¥fs smfere arga i Pull Down Menu. @ Pull
Down Menu 2 15 (e ~Ifaseed =< | Sidfie e 68 (et & 5 e Far a8 @R sefyz
FCEE G S 7 © @F Feeq @2 Pull Down Menu ¢® Ansal I17 | e Sitebacs siee 2re
“*7ear Adobe Photoshop 7.0 (4teify Gl 9.0) (pmed ~fdfofe waz @iF itew &=y
I | OFCH FEHR JIREIEE @ @ & Package Program (*ii@e @) <3 Pull
Down Menu ¢t 31 (e e 71168 Package Program (<1t (&ialiv) g e <1 (5
SPTEY 20O AGE 7 1 5@ &fst Menu (1) @3 Sifgwg Sub Menu s «Ififofe 3t swifret =i
T G G T ASIR*IF | Goqemly 92 WGIER w7 | Adobe Photoshop 7.0 (ateifd
FEH q.0) @3 Editting Window e SREFSIT @ &9 39T @ & Menu (&) Open 31
R |

File Menu
1. To Create a New Image (797 «&f> 3w todt F4)

Y File Click

Y New Click w51 New Dialog Box =vts w49 Name, Image Size, Resolution,
Mode, Contents Box 3 s&feg Select =

Y Ok Click =5t “leware wigq @6 Image Create T3 |

Or ¢ Keyboard Key {Ctrl + N} Press =ts1 New Dialog Box SIFTE | #RRSITe §& Featel
9P AHSCS FACS T(A |

Open EE3 I
Look v | =3 Images =1 =] ek = m
M- imaged1_emf - image3 vl
- imagell ipg A= medtpage tF

13- image0 pox
*': imagedl_png

#F pamted bmp
S speas gff

- imageDl tga
-*: magel2 gf

Fie name:

Fiez of typa:

|spmeor of [

Iitfm"-"ncw - Fies

Thank you for using lifaneew |
Hvala na kKoniscengs hfanVievsa |
Danrke fuer dhe Benutzung von IrfarView |

2. To Open a Image/Picture (43 3we/=< ) ¢
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¥ File Click

Y Open Click ==tst Open Dialog Box w9t | @ity Files of Type @« 31 Any Picture
Format 18 ste 203 | 01 (T sarwe Image/Picture File R @l a1tq | o2 @ File &
Open s=te 512 @12 File & Select st a1 File Name Box ¢ File a3 w6 foes

Y Open Click s=t=ig Select = Image/Picture File ¥ Open =z emf*fe =7 |

Or s Keyboard Key {Ctrl + O} Press %5t Open Dialog Box SIFIt | #7aeite U338 &fete
FACS A |

3. To Browse a Image/Picture (3te 2cve/=f{ (<=3

Y &= Image/Picture & Hard Disk 12t& {08 wesifers IRIZ7EE Open 1 &« Browse
Sub Menu 5 7577 S =7 |

4. To Open As a Special Image/Picture (436 e grwer/=fq af=) ¢

Y Image/Picture @3 Wt @3 g Format/Mode =itz @t Open &3 M€ (et I 47 |
@12 Format / Mode @3 Image/Picture t& Open %= &y Open As Sub Menu & 35=RZ=
4 T A | W @ @ Mode @3 Image/Picture (i &y 2321 49%F F41 20 A |

5. To Open Recent Image/Picture (3Rt e 1 Teer/=f< () 8

Y Adobe Photoshop @3 Wty & 9 ¥ F{e<T e 341 2aer @&+ w1 Picture/Image
Location, Open Recent Sub Menu t& &4l IW| “7FFece 7w Open FE &
Open/Open As Use 51 st Open Recent Sub Menu 2t Open <1 T07 |

6. To Close The Image/Picture (2twe/zf< 3= <41) t

Y @ Image/Picture Open (¢ AFREE

Y File Click

Y CLose Click =t Open $© Image/Picture I a1 I | O AW FIEETT TG CoAPo©
@ we wPeEfFe Aite wtd Adobe Photoshop Dialog Box =i | w49 No Click st
Image/Picture & seiafre wRgires % 20 | w7 Yes Click 3=t Image/Picture =
SRR WRH RIS RCY I (A |

Or s Keyboard Key {Ctrl+W} Press %<1 Open $© Image/Picture 3% ¥ AT | #7TSIC
TE IO 938 2R Sre F0S (A |

7. To Save The Image/Picture (Zwve/=f s F41) 3

Y @i Image/Picture Open & Editing 4=v=3™

Y File Click

Y Save Click s=t=i2 Last Editing =g seaf® =q |

Or s Keyboard Key {Ctrl+S} Press =12 Last Editing <3 @ e T3 |

8. Save As (FAfFS &7 S« (I T T 1) 8

Y EfFe @ 2R/AWED WHy (@ A A A Fh0e bl (18 2f9/3me T Open 3w
Y File Click, Save As Click =t Save as Dialog Box Si9ta o<« 36 7% forea
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Y Save Click, Ok Click s=te =7 | Or ¢ Keyboard Key { Shift + Ctrl +S} Press <t
e e Save As Dialog Box 5 505 SIPTia | #RSITe T@ Faate u3s aors Fa0o (A |

9. Save for Web (FIZe(F S AIZC A ) 8

Y I TS SRS AR FGH A9 &5 9% Sub Menu o= =y e =7 | fwwfe w1 g3
T W = FrwE T (A e @ 79 1 @3 s\ Keyboard Key {Alt + Shift + Ctrl
+S}.

10. To Revert The Image/Picture (3ter/2RT 7T 7@fFFe TG ASA) ¢

Y Adobe Photoshop 4 sigier Design < 53, (&1 Image/Picture Editing <1< =i
T FATE T T T w41 5 T 55 O3 AL L FLHAT FAeAHe TIFT wrwsifers B AET

&y @3 Sub Menu & 37gi7 341 &3 |
11. To Place a File From lllustrator (&5 (}CF 0TS <219 1) 3

Y Adobe lllustrator Program «3 @t tsar 1 *. Al, *.EPS, *.PDF, *.PDP Format @3
File = sitew vifawis ©#w fefe s Adobe Photoshop Program « fac wiiiw &y Place Sub
Menu G 5= 47 0T AT |

12. To Import Image/Picture (3tre/=R Mt 1) ¢

Y Adobe lllustrator gz ffesga Graphics Package Program « tsdr &= File =
Scanner, Camera or Another Device & Image/Picture Import (W) I & &%
Sub Menu & I/zR 41 2@ A |

13. To Export Paths to Illustrator (=@ *jTe ILET ) ¢

Y Adobe Photoshop Program «3 @i tedt 41 “fTecs Fited vifemia $27 fefe ata Adobe
lllustrator Program « 3@ 419 &= 8& Sub Menu 5 572 6 @ A4TF | QRGNS BTl
Image/Picture 53 Size, Mode, Quality Terfw +fieeq Fa@ & Export @3 =@z
ZoomView Sub Menu & 95927 341 27 AT |

8. To Use Workgroup on Web Page (s corstera oy @sti=ee=r 1) 8

Y @ @3 2RE SR (oIRE TARE S todl FA9 77, I8 wesifers Web Link S todige
R $ER (o13e 7ge F41 &= Workgroup Sub Menu Use 41 0 9IS |

15. Automate () 8
Transform «3 <779 32} 8
Free Transform 3

IS IS FAG WY [WWE (@ s [fey @I I FN9 AT | ARCT JRIFTFEE
ARG TF Beaer TR [feq QI FoF, 99 WFR I-Jfa Fae Topifn S Face Free
Transform Sie==fs J59=F 41 =7 |
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AT

Y TR @ G ARIGANCS] FTHTE BIo $ACd! (T @R fdie Face =29
Y Edit &q 2t Free Transform soxafs fysfae s=ce &3

Y 93RS #Ers ae fifoe St e GIieHE Brei FA0e AR |

Sacle J7Ma I 8

Foee Fre R g sfe -3 Fare @ e wre |

T 8

Y @ R3St of g whee % |

¥ Marquee Tool «3 TR Sreifere TRt STaem Sie e F9re 703 |
Y Edit &g 2t Transform > Scale S &5 Face 23 |

Y Qs W S e S eres e e we B R-gia Fare AR |

Rotate S+™t9s 5929 8

FAYRETSIE ©2 TR [feTga «rieee At Fa19 &y [feq (soo, Sroo Toyif) fedive it w41 =7 |

Rotate Fqelw TRRIOR ©=7 TR AT QI Afeers F41 T |

CA ¢
Y Trelfere Tared (@ Wkl 9 SR Rotate T e (37 TG Abe S0 ](A |
¥ Marquee Tool «3 7=iTre! TrefTs @RIER ARG S I [P P13 F900 1CA |

Y Click on Edite > Select on Transform > Click on Rotate.
Y 9¥F [Rifoe sieiG w8 #[cs =it Mg «sicsteet sfeers 41 A0eq |

Skew St IR 8
goes fifered wigfers SorgeitTa &y Skew S+t 7= 31 = |

AT 8
Y Crelfere Tered @ Sk 9 SR Skew Sl etae (o7 RS A6e A0 1A |
¥ Marquee Tool 93 FRTe! TrefTe (FTITaa ATEIT S A H*PTIR F1Ceg T4 204 |

Y Click on Edit > Select on Transform > Click on Skew.
Y @ [Eifoe SieGE WS« s ai|l Mg «sicetee Afeere 4 AT |

Distoer SoHt 7RI 8
B R e wigfers s Fare Distoer Wi B {38 MR |

QI 8
Y Trelfere Tored @ Wl 9 ST Distoer 3 Qe (7 GTRR{G Abe FACo 20 |
Y Marquee Tool 93 2e! Srefere (FTIaa ARSI S I NLHPTIR FIeeg F00 =07 |

Y Click on Edite > Select on Transform > Click on Distoer.
Y @3 [Hifoe SiexGE WS #icws wia e «pieste Distoer =1 A3 |

Perspectove S+~t<3 Ik ¢

Fowe MR fifey wigfers seere Face Perspectove S#=e gl {78 Fe e |

AT 8

Y Trelfere Tawew @ Wl 9 SR Perspectove T ARies (7 (FRIRD b Fhre
T |

Y Marquee Tool «3 Fzrre! Srefers Itaa eeaiemy sl af iz Block/Select
(PIteT8) FaC® T |
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Y Click on Edite > Select on Transform > Click on Perspectove.
Y ¥ Eifee weFF Mouse Pointer (&% #ror) el fog wigpfece Perspectove
RGN

Note 3 9oT CFIEF @R Cofd FF IS T4 T

Adobe PhotoShop M@ @R @3 wfeq ariemr aw | [fey @ 3ome tofid owg
ol Zoae eRe Rfeg 9l qFaSio (TS A A0E | FET CofiFe FrAed e S e
FIE F1 RS T | AN [ TG (Y (FC6 AW (730 I |

To Create New Layer (794 =< t4) 3

THCACT PG SR (LG NP (1 O GLIE S R Sr@IfeT® ©f 7R 9w A6+ Srelfere 27 |
FTeICe fAME EFTRIET T QTG FRIFE T F90e 2 | SR THECE qF(FAE GH
TS AT ZE ST A6 FC @G (O T | AQTIE TS (T (ST T TF (AN QTR
FIE T Ao 2 |

T *Mafo 3

Y @ CPECE TN (TR 0ol 1 ATAE (3T CFCABILCS WK FACS (L 3

Y Click on Layer > Select on new > Click on Layer (New Layer Dialogue Box

5 =1eR) Box & wsisw 3

Y Name 3 93 301 99 IR FIN 5139 F900 204 |

Y Opacity 8 St NN AT Iy R F909 =0 |

Y Mode g 43 Drop-down box it tefige crfba e fdige Fare 107 |

Y g sEEr oieg Ok button Click 3#te 2@ |

To See Layer (@RR ew<q 311) 3
(@I IS STAT FACE ALRS A (FTAE2 WS T | (@ @R I ew*s 91 20 @ @Taa $2rsice
T (@THIER FNIEE 19 I spg PIF6R A 5 I (G we(q F0eT @R vl 209 |

To Hide Layer (< 1ea) ¢
(I TR WM FACS B30 LR FHCS HIRCA FRIF TROICS TS (A WG (0 (o1 v
ACH 5o T RS TgwT T30 EERT Somie =1 |

o w9 (Layer Options) 3

T A fifey Ry e Sate 7eeT toIE S SR 99 v ed ot fEiRe 0 77 | @I
CTTACR WP fIGIel 0o RO (1 TN TR (35 S0 0T WA AL A6 5 w0 emf#o (e
At Layer Options « f&% e 31 Layer w9 3t Layer Options &% 363 ©f 311 317 |
[GRIER

T BCAE FILETH ARG R JRCS R [P0 SN SR TS A

Y W FIEEE ERIE YR i (18 TR0 SE FACO ]S 5

Y e Tl (Layer Window) @3 o it @3 5T 3% 03 emf*e aiw Delete Layer
S5 5 Face 7@ w2, Layer > Delete Layer o« fite 203 w2, @i $2cet (Layer
Window) @z facs © frcs Delete Current Layer 35t Click (f55%) 39te 23 |

To Create Duplicate Layer (#6365 =% Csfd F4) 8

e 4 I @R e @0 = @3 Duplicate Layer (gfPsat (@1R1F) T=ee cofd 41 T |
Y W@ EREGT gEreiss tefd Sacal ¢F TaRfs fdivy F90e =03 5

Y TRR TS o (cE Duplicate Layer SioafG &ive w9 ;

w231, Layer > Duplicate Layer ftas face 23 | ©%« My =97 ¢
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As 3 ToH I0H YP6Rs @RIER A @3k Documnet @ @=itad Destination W™E F3te 2@ 1 Ok
FACS T | GO GFABIRG (T (o 201 |

Adobe Photoshop (4teifi FEMH) @3 TR Qs TR (32 o797 | [feqes ares e
ez ffy 8

Y W EEE as IR G EEER FEh $90e =0 |

>

>

Layer Effects

View ar

+

Y Click on Layer > Select on Layer Style ¥t Style 5 SP1t3, ©3« G (0P ST (@
@ Style ez 3ter F7ce A |

Graphics Design Program Adobe Photoshop (4teifi ™) @3 Preview Rw sias e
AR | O G CHCG I (@R TP foog 16 63 | e S Point e Stcmsar w47 ¢ofe 8

New View s 92 S+=qfG e q3ifas Tareive qa2 30e Fi2e o8 I |

ey ffy g

Y Click on View > Click on New View % 99+ 200! 50 WP T07 20 @ B AR |
Preview 3 ¥ S+=qf6 fts 3taer wi3ce@ @ v q0ed fofe @@w- CMYK ¢ Cyan, Magenta,
Yellow, Black) €5+ 2@ it | 3tie I CMYK Iite 7 '@ o« (ite (@5 ¢ RGB) =%
e CMYK «7 fifemes qte 3wita oyl 6 3% 21 ©F (iR o S ow+i 31 fafe® war @ |
Y Click on View > Click on Preview ¥t @36 Gl ¢l g | @i (3 &feg s e
ST Fler ST |

Zoom In ¢ F1teR e TEES TS TC F41 27 | Zoom In T 3voo% sr=fz I8 F41 T |
eeary fify 8

Y @IS S FAC! G160 A0S RCA 3

Y Clic on View > Click on Zoom In

w24, Ctrl +

52T, 551 A0 Zoom Tool 5w Fa @3 et A< T A |

Ruler awxfe/sigwfe
Zoom Out 3

Zoom In @7 7 e =& Zoom Out | 9% == fca Zeaess 305z T© (=IG 41 17 |
e f&fe g

Y WIS @ FACE G166 S0 70

Y Clic on View > Click on Zoom Out

<<, Ctrl +

52T, 51 a0 Alt FF Geef Zoom Tool & 63«2 Fier 41 T |

Fit on Screen 3
TNGCET AR AL AT AT T Q3 A9 IR F40 T |

Y Click on View > Click on Fit on Screen
24T, BeT 90339 Hand Tool @ Double Click (Te fg<) Fate 23 |
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Actual Pixels 8 ZoTe 17 SgIToE 2ni*® (X< 71 (4 47 8F© AF) AL Y00% AMHT FIC JeeT A
FACS 2 ©F A 3

Y Click on View > Click on Actual Pixels ;

w2&t, Zoom Tool @ Double Click (TR f55%)wece =0 ;

w2, Alt + Ctrl + O F-a 5191t 203 |

TACTE N WA (3R6/G133) T e AW I O FA AW | G & (@ oA foF o et wace
EGE

Y Click On View > Click on Show Rulers ;

S @, Ctrl + R . Siemel F0S 5130 3

Y Click On View > Click on Hide Rulers ;
94, Ctrl + R .

Ruler f&aice «fiqes <t ¢
Ruler (zeam) @3 <ol w0 62 o (ATF 5,2,9.... GO R | AT FRITE TSR @I N zeatiag <0
T (Rulers Zero Origin) wz <1 T3 |

eeary fify 8
Y T 3G Ao FACS (A
Y Ruler emf¥fs air 2wt View &% ¥@ Show Rulers 3 39t 2@

Guide efvsfer/ e

Color *nTeats fey FTer w1

Y TR K W @R et 93 SiibwiE wmmmw @7 (Intersection) SRE W 2TAG
IR

Y I e it R RO (@ (ACF TR [ T gze A0S BT (T S |

Y WICOR @l (=g e |

Guide emfe s

T AT G AL T ZAGBIeT T SBT3 BIo FC TS S T |

FETICET eMi*S ZEe ©f forG =T a1 | 9 ST 12T F@7 = |

e f&fe g

Y AT T e IR0 TS 5

Y TR WS T RO AR O G T JA 3

Y Horizontal Rular (2Rerbr 3°17) @3 oo e @ W8T ey @it 3@ TENeR @ B
FACS B2 ETIT OT (=20F fts 204 |

Guide Semfd ¢
NIZT gwHfa Fce 1 513ee View & @ Hide Guides i fate =3 |

Guide 2w s
T M2T emfer Fare vizea View 3% 3@ Show Guides fta= fate &3 |

Guide o F41 3 FIea FRLE MITF T© I TG Z0S AN 5 OT &)
fea=a foF &1 3

Y W EEEH AR IO F4 nad (1o PieeTs F90e 201 5

Y NEE AW S 0 AE O O TS FACS TS

Y FERed Move Tool g 36 (@ 13efb o Face 513 Giioa T 1 #t7s fAre =
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Y 9 Gl 5 AR’ YO F0O A |
TS et &TeT RIS N3 &% QAR 12T (' AT 351 Bier &T&T View T ({TF 1 07 |

T PR A0 TIZEA A0 G712/ | FER ANCAS TJIRT I (FIRATS QR FRATS AT
157 <41 W | T [IYT FAF & TS (T BT @R A FH08 O =eT

Y Fe«ewE Foreground & Background <7eiie I ;

Gradient Tt 316 11

Y Eye Dropper tool ;

Y Point Backer tool ;

Y Gradient tool ;

T (AF (@ (T 67 61 20 GT (T2 FAR I awi*fs 2d | @5 RGB Sliders @3 RGB
Spectrum &5 T RGB TITe SR “A7ites ewi*e 2 |

FETR 2D (AT IR W57 41 8

71 ©ItT A 416w 1 217 3

Y TR AR A

Y FER SRR M aue SRR IR (A F I ;
Y TIRCIEE OF ST (GG 90 AT AW I |

Foreground & Background 7= 8
T AR (FRATCT (AN W) G2 FAATTE (Freies L) A00Z | FOHA SFIes (FRaes
O AIRACH IR FAC B WETS ©F |

Foreground ¢

Y TR |

Y @ e s e e 7w |

Y TEE S e FI6T S emfie =7 |

Background s

Yl F 3 ey I9RE 90 27 |

Y ISR S (@0 e FioT S emfe 27 |

72 A Srolffe M w7 T e fifXe 2eqE @fews I &7 | Sy AEE 99 I9RE {32
QT PR | Ab LT @SB w7 T T | (TN ¢

(). Linear Gradient Tool (2). Radial Gradient Tool (3). Angle Gradient Tool

(4). Reflected Gradient Tool (5). Diamond Gradient Tool.

To Use Gradient (cfetas 27 F40) ¢
FEMHTH Foute T @errs IR | Yot IR/ FAT IW | SWET Transparent Rainbow
TSR TR fepmee 8

Y T G THCAT STAT FACS R

Y G¥<@ Rectangular Marquee Tool & & sate 2=

Y GFeew Linear Gradient Tool f5te ©ie i Fate 2@ | M @feras emf*fe 21 |
[

ATBICR Tofe @ AT
3 IR
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Y U TIH Fi0 39 F0a Sifeisl (At @t Fiees sace =)@
Y P 9 OE WIS 2Euik Moy @ ¢ gt FAce 7E
Y P wepe @fews '@ |

To Delete Gradient (s =) ¢

o T T @D (AF AEF T FAREAT @fCRT 2T WEIFE Z0S AE@ | ©F & foF FA
o 8

Y B cafras Bt we fae ace 70 5

Yl Aieeed Edit..... 960 7w 3 @it «feba erierr 75 Open (8toiv) e '
Y W@ fers Y= 71 @1 P $9re %9

Y Delete 357 fgs Fate &7 |

T ATCHCS ~ATOH cofd S0 BRICE swaced Background (Ieaies) ot a592@ <41 307 |
ez ffy 8

Y O e T SKy T W™ S (@ (@ AAS G0 CFED (od IS T 5

Y Tod I TR tedt Face =1 ( Shift + Ctrl + N) et

Y e Paintbrush Tool e “si” wiscs 269

Y Layer >Effectts >Bevel and Emboss o fite zta Emboss 3 &7 ; SI=&1 o7 &
(P =R AT ZCACE N (B S T 3

T 30e wi2e @ 3 Flowers.psd 26 $toF F4ce 204 ;

e Marquee Recttanguular Tool fea 3esces fg e Biee1g wace 703 ;

Edit >Define Pattern.. fta= fate 23 |

eI T2relfs emiw emf¥fe a1 At Window >Show Layyers fatast fics 763

TR 2316 (it Background iRt A4 wace 23 ;

Edit >Define Pattern.. fita= fate 23 ;

Fill St 75 siP1ea @it Ok et fits 203, o0 1_alfes e 2715 freg o1 203 |

X XXX XXX

TEM ACHCE T RICFOIT F AT 6 TAF 31 T | G @X (@I s g o4
e AR 07 IR I TOA T ©f YRUS2 FAT T | VY ©2 9 SCAC(S RIS (WG
e TAZHT 1 I | FEHCAT BT (e 76 I (F T AT I (1R (N ST A (@
g T (I IR EIETE! G FI AT SCASCE HRLE2. FlEF I3 I A0S AR |

Avrtistic Filter 8
O3 R ARG For R | QetE FEIvT 3@ e Mgeite [feTes Feme Face o7 |
RfoTea S7*7a IR E (T 7 8

Colored Pencil 3 «ft 7<= 2w e coifer W 908 S es! 41 A0 | @€

Y T Abe A G A5 0o *0A ¢

Y Filter > Artistic > Colored Pencil i te 2@ (*MiT SR SR I9) | QLI FICed
AR ABRT TEAPT 5 (5T SCASCS (/B I8 FAT A |

Y Options @5 Pencil Width @5 G5 It 1T IFCT W7 F=ercaL fweve fager (Fvige)
& T e ity +ea (oifFeea oo epwer fdias sace 2@

Y Stroke Pressure S ¢oifse facx & sifamia srer ey St 203 ot e w1 2w

Y Paper Brightness 4 2wba Segere! FA-taf* Wéi@er F21 T | d-¢o HE=g A el T
T | T @ 20T Tegere! @ @R I 20 Segere! W (A |

Y Pancil Width 4, Stroke Pressure 9, Paper Brightness 23 &= 3t OK 30® 204 |
T TSGR ST T© [T T(J |

Cutout o1 ¢
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e W 93 Sharpness [Ye 303 &1 w9 41 AW | OF &5 foF ol =i

Y TS e IO A

Y Filter >Arttistic > Cutout... 357 F9Ce 23 | *WIT TRET IF I |

Y No of Levels 7% @ T% 5yl f€iae 47 20 3eibre wefb (+13eT emf*e 2
Y Edge Simplicity @3z Edge Fidelity te s fgize sta Ok F<te 23 |

Dry Brush f&5 ¢
Artistic TgZ @2 e 45w w3 o 3o G2 g Fomia F41 900K |

Film Grain F517 3

G oA 5T R EITb® Se AT AAT P FoME 40 AR 5 @8

Y S el IS R0

Y Click on Filter > Artsitc > Film Grain fta= fite 263 | *WR SReter 39 <P

Y I T I FACO JQ ©f JOET ¢

5. Grain @ -0 #F=G A NERer F1 I | T & = eAev @A WA *F

2. Highlight Area T o-20 *¥~% W @ T a0 9 @ =@ e it @feger ar
iteTIfee 7(q |

. Intensity T o-yo *X=g I e T TR | @R A = FaceT v SFel @ 7J |

Fresco f&o1% ¢
G2 TG N5 S0 TS LD ANea T oraa T w40 0 |

Neon Glow =5 3

@3 TS 5w F0a 3res ey @ Tegere! Wi F4 T |

BACS Abe FACS T(A 5

Filter >Artistic > Neon Glow... ff<i5 9 203 | “WT SRET IF S |

PITe o A1 Wife 57 399 & Glow Size @ 28 =g+ Wd@e F4r T 5

Glow Brightness @ o-¢o s~e ¥ e wta Trees Segere! I a1 A%;

Glow Color @3 So+«f5 faive S S SR (@ S Teifers 27 ©iF 2 /o Far 17
ety Ok F40% 21 |

XXX XXX

Paint Daubs =For ¢

@2 oS 5T 03 SreE F- e &tere o T | Q@

Y e vy F9re 7@

Y Filter >Artistic > Paint Daubs... &5 F9Ce 203 | W SIFers I/ 97 |

Y awffe G I Aifey Tza TAgH wiwdar F99 @ Options @3 st Brush Size,
Sharpness Tejifn =i ez TSR RFbicaa T fdae waee =07 |

Y Fdfre aifew ar G5 sces 513 NdRe $9 sy Brush Type : Drop-down @3 sRei
e Fae 21 |

Y ey FEie semes (<itd OK Button Click 3990e 21 |

Palette Knife f#6r s
G2 T TR B0 e g e (=06 (=i ol < afeFhen T wemIe et A |
e ffy 8

Y s e e =@

Blur wiomi= facxy fesorat
Y Filter >Artistic > Palette Knife ... 7&57 F9ce 203 | WX e I SI17
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Y Stroke Size 4 T® AT =TT TR &l FHIF AEH ©© 2(F
Y Stroke Detail @ st f«faer (3)

Y Softness « e et (10)

Y TRexits Ok fdimer ce = |

Plastic Wrap f&o1 ¢
Q@ TS 5T S SEE ATITS I M (@ & Pe I @ T899 R @7 T99 6 amfer

Y T e IO A

Y Filter >Atrtistic > Plastic Wrap ... R355 390 23 | 2MI¥ SR I A

¥ Highlight Strength @ T© & I @21 21 IG5 F0ET TI1 GG & & F0F |
Y Detail @ #6155t 0ot B Oie T 207 ©f fdiaer Fr a7

Y Smoothness 9 *FBif6s cAiiicaa e fsfaet a1 I | QR -3¢ sz e a1 I3
Y TRexits Ok fdime e =7 |

Poster Edge 51 ¢
@3 o N5 T FEI6S (@ INEE BT (F 0T F0 (PP @& Foa 9T FA0o 7 |

Rough Pastels &5 s
G TG D T e A WfE e S fotaa T womie 4 31w |

Smudge Stick &5 ¢
O3 FANG L5 0T SIS S (LT 2T e ol < T |

Sponge &5 ¢
IS T e o 30FF (A TRIT & @3 F9{G <9 T T |

Under painting =5 ¢
O TG DT 0T TR T2 Wy T T 0% AN 30FF (A AW |

Water Color %17 3
O3 G {0 FateT 30ICEd Told & A0 308 (! T |

Blur =5 ¢
Brush Stroke s#m« facxr fF=oiaaer

Distort Sts~« e

g o ey Ao (@ STTers AT 0 el 41 T |

e fafe ¢

Y IS e FACS A

Y Filter >Blur> Blur ... {357 Sate 27 | %t fdifow et 9617 =63 |

Blur IR 3% <706 A0, SRS Ao SEid SIE! 7e GR0eF 396 Moy fFoa Fa0e 2I[T |
Brush Stroke s# 373z o7 3 2ers (o Ot wizeasraiaa FC3 SAZII F41 A7 |

Accented Edges o= ¢
G oA 15 S FRifbe Soaer «F Aft~e e~gsl, Segere! ¢ Woyerel ey ©itd Sog-7 31 T |
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Y ECTes el FACS 7S
Y Filter >Brush Strokes> Accented Edges... 75w 390 2@ | “MIT SR I 97 |
Y adit [feaes s 3@ e Ok s =63 |

Angled Edges f#5r ¢
@3 oo 15w e ffeaee i Wiie St S [fey ©ItT Sogee F47 7 |

Crosshatch o1 ¢
O3 o NG5 I INECF YIS 20FE (T T |
A &Y ¢ ofeda i |

Dark Strokes %1% ¢
ST TF CHIT I & 93 A5 415w Fa0e =7 |

Ink Outline 7517 ¢
G2 TG {5 S0 FIfeta ATH 13 oy F0 ST A 41 T |

Spatter &5 ¢
@3 I 5w 0 IS somve DO 303 ! T |

Sparyed Strokes 93k Sumi-e &6 ¢
92 fFo w0 8 TAfSw faes SIgaid Face 207 |

fifoTeq w13 TN

@3 (7 [AfeTea Some 45T 1 3o f[fomed &ivasws 3@ TorgeT Fa T | O3 oM Qe
49 T© FACo A | @ =0T Filter tga 718 o @R AR-SoH 7[ede ooy @il see s
SIS BCACE PIERS FHARF FACS AT |

e foqua TG AR I FIee (7O I FWOHTA 935 w73 gl aw | e @ e [ex sricetwar
AR 8

BNP ¢

BNP (Bit Map) =& DOS @3z Windows Ff*{53e FE5Iaa oy 3551 2mer was | BNP
w76 RGB, Indexed Color,Grayscale @3: Bitmap R Scee T 307 | STl BIieet
LT IR AT

DCS s

DCS (Desktop Color Separation) =1 EPS 5 35I®I¢ SR Il (@RIF F9F (T F4 |
DCS 2.0 =206 Tfooiitaer g3k CMYK %1231 3¢ S feealet wieree! syieeret wii; DCS 1.0 reree!
it =rel CMYK s15¢q 363 1 DCS 1.0 @3z DCS 2.0 ¥ 7t Clipping =4 33 |

Photoshop ESP ¢

EPS (The Encopsulated Postscript) =ieetaer Fi8e Fa00 (087 W3R [Row Qifrsy T
fiw ofe @3 aft aifFs, TNEEH @R (e @T-S185 (ARPRRE AN 3@ 1 EPS w40t
SIFPIEFTITICRA WL CIPBFET6 TR NG ST [T FACe IJI7© T | ) SIPIGFTT T4
(ST NS FIZAE ST FAET FOM FIZABE EPBIIST FC FIHA T3 e 7 | EPS w0t
Lab, CMYK, RGB Indexed-Color, duotone, Grayscale @32 Bitmap Color Modes
T FCF [5G AT HIICt AL 3¢ 91 | EPS

Clipping Path =4s sz =11 |
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Filmstrip s
Adobe Premier @ =i tsfs RGB @ifieme s fe wFigepnres & Filmstrip F9610 3572e
LUl

GIF 3

GIF (Graphic Interchange Format) =& €% ¢aize $@d (W W W) 93 Sy Seria
AfCET @ TIRe T TG A IO W ITNCAC IEE AFH qR FewermeE HTML
(Hypertext Markup Language) @ @w#q =ts | GIF =@ LZW Compressed Format 3t
FIENRE 3 FIR G oIfre Pow F40e eeizage | GIF Sl GiteTer FL 0 7 |

JPEG 3

JPEG (Joint Photographic Experts Group) &1 W W W G S« S#eiigs Aferr @t
AAZ© FIEA TN A FOEFE @R Wy Continuuouus — tone Twes HTML @ @n< 367 |
JPEG w=wit CMYK,R«2 ¥k Grayscale Color Modes 594w 37 &€ Sl siiteera Sads
FE 1 JPEG 2ewe 6o S0 wafamels F13e feswee™ 27 | JPEG TN TR PR (TS 1
I TG (@A @3 FACEHRT @e3e [ne @ sdr 77 | JPEG FH006 (I (TS FAIT 9 Ot
«fEs F47 I TCH! J& F41 I 7 | ©f2 79 @fefbr W3R A& 77 per-veid JPEG TG0 ¢fe e
T |

PCXs

PCX =wit IBM — Compatible S1om @ wjaze FiZeT Fa00 | @Rer (47 Sebee
PCX @3 opfq ¢ wacas swdq 3@ 1 PCX ==t RGB, Indexed-color, Grayscale @3z
Bitmap Color Modes 554w 3a, Ser=e! 5iitaet 1< 33 a9 | PCX, RLE I #afe 7rde
I | TR 3,8,b, WM *8 Bit depth zr® i |

PDF s

PDF (Portable Document Format), 9ed GTaltat, qofd qeqgiae AREER FF6 e HIR©
2 | PDF FI3PRE 7ere qraltds e b 537e =3 | PDF o030 3 [Gae aifersw Teoas
afsfafey I qR IERGES THEND AB IR @SOHT FoR @ IERGEE ThRF T I
APBass  (epTIRiE «Fwel e | womd PDF w=eie RGB, Indexed-color, CMYK,
Grayscale Bitmap @32 Lab Color Mode =47 33 58 Sl Siieet e S a7 | T
JPEG @ ZIP W=+ e 30 Bitmap-mpde files 3r$ts, 3t 9@z 3@ CCITT group 4
Compression 735 Photoshop PDF Sw1ta (T 341 =7 | &= Sifor6cait Fa1 PDF #18e @t
FACT FON P GPBIAIZS B |

TIFF ¢

TIFF (Tagged-Image File Format) w2 T35 SHIfFGE*og IR FACHR ACHECH WL
e [ Face A3ge =1 TIFF =& Flexible Gy gt = a1 Fwide =7 777 256, e
@fefby qR (& FT-SCE SHIFPGETRER | FK @I I F@ TIFF w=est | TIFF =000
CMYK,RGB @3z Grayscale FIZermcs S biitae el 714+ 3 ¥ Lab, Indexed-color
qR Bitmap FEFPTHRE SEF Hie 'iel 7w 76 | TIFF, LZW e A9 36 | 9o
T e TIFF FR006 (T F411 A9 S13[@s FEGer 7ife @fFcom Tt oo 341 261 ©f
el a1 T | AT Fia FWceH F99 & LZW Compression ©F IcF 5 363 (V)
<o wace 207 | TIFF S Fefie @9 T2 %S (75 07 68 9o @ T T4 707 i
FE |
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toie ¢io-=+f (Page Setup) st

B (TS FE | (@3 NG ST T2 78 Fa0® ©f . DOC GHETF & (X CTS T | FCOHf
@35 =S Qs 726 eWT | Ute GINE cofd T f[feTes wifsteom i Sorra [Rfees Tact e
IR |

ey ffy g

Y W@ IR foqed TR0 (T I wada (1SS 0o 2

Y File > Save / File > Save As.. fati= fate 27 ( Save As I SIPTR)

Y File Name: @3 3= 91w @2 Save in: @ feaga e sace =@

Y Save As @3 At §oI-UIee 5+ f§s 900 20 | §A-UIed o5 9P

Y Sifed @rE Fhes 5T w0 Save I fFF I FRAG (e IS A |
FCBMTH B0 CofF A TSR lBIC TS SOo=D (T 75 (T ¢

File >Page Setup.. i ite 23 | T (oier GI5-SI1+ BTl I S
roiEe ffeaea Som fA4ive e 2@

FofceE LS, ET @R TorgHaT Teifn e 711 w1 OK 6w fde Fce =03 |

X XXX
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JR-d0
FATH T ETIT 9T JIREBL
Computer Hardware and Troubleshooting

oS+ FTEIET @ ST (A I AR 1 T4 I GIR AP YOGMIT 0T | BICoTa
FEIGTE TFICHT T TS 2 ACE | @2 TFIHIGTANT FEHE TSI Fe 2 | 93
T JIAT FPICO O 0TS T Hbe FACO AL ST LTS T AN |
FFATHIT AT LI T

FFTHIR AT 4 W fowt

S. 255 feeigaT (Input Device)

2. A1 TG (Processing Unit)

o, 965 feeigr (Output Device)

FPTBIT LCCT TN IS ATGFNS SATAS Fooq{s Sera TP 20 AP | foqis
O FTF QI LT QTS |

IO 4R T J AT

o  FCEIE T
o IFLG T
G FFTHIET AT RS 24T St 7R AT |

N System Unit

2. Display Unit ar sifa5=
V]

8

Input Unit 3r Keyboard, Mouse
Output Unit 31 Printer, Plotter etc.

BT 886 (System Unit)
ArgIAere HEoT TG Moy fyaffe St A |

Motherboard

Processor

RAM

Hard Disk Drive (HDD)

Power Supply Unit (PSU)

CD/DVD

Various types of card

Various types of cable (IDE/SATA)
Floppy Disk Driver

CMOS Battery

mRErS (Motherboard)

FFTHIEE VMRS IR gl W | TMAERICCT T4F oPE, Wi, ey
I, RSy @ FC, AMFRITTT AT FFRE ANEE FCGETR 351w A AF | SIRIGlS
AVIRCIICS IS, TE, fABIES (o6 I A |

¥ o6 R ®»G6 LY

v
o

289
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) WAAVIOARA

iReFREEE (Micro Processor)

gerReE wwe 7wy CPU at Central Processing Unit 3st =1 Processor @&
Computer @3 Brain & simnifrs =1 =71 Hif43% speay Register @ s ofFe =@
AqCF | 92 Register 2oz @3 @35 fF2l- [ 8 bit 1 16 bit 20T A | ISA ISR 2004,
QOGP TGEIGI ANSAT T | ©CF ANWF A0
300 QTP QTSN A97® T ATE | JIQRIIE
ARUT o I WE CPR NS [ e 3oe
IR IR &R S (R0%02 | 92 &0PTR
BT AR (IR T QAT FS IS AR |
3 0o TSI ATPIEE (B AT @ Y |
fifey ofe 7y qeF™ A& sNe IR | @
2.53 GHz, 2.80 GHz, 3.0 GHz , Doul core,
Core 2 Duo.

W (RAM)

W ISR Ayfece toff FTHIER it
SFAT I | WIS FACHIE STF 2 I TF | |
W @ @ AT @ @ O @RI I, I,
LTS YT T | GG WIS o747 A5 (efare e
| SR (T CIGTSTE 3990 O 0T T Sl
T | QI TR I (AT T8o] W ot F6F i
e 7w | @3eR SR e rAce A2 | RAM 92
(A WGCE (&I G- I /1 | B *7 es M1 |
T 256 MB, 512MB, 1 GB 3t Sweq &=l
«g DDR, DDR-2 ¥ q&ta “ANSAT AW | FATHIEE
IS SCFFILTH AT AT Toier 89 3¢ |

wf67 (Monitor)

FHTHIET IO RGN AT & @ =M
T[IE A W OF AW S W6F I | MW @ 'S
ovf*e 27 o Y Y T U7 TR efowfd | @B ToutAs
e I | oyfea ToF feq S TG v3 ot o

frrraora RS elfrre sl

>88




FALY | . FIUC I BT {67 2. F6 Avieae w9 o4 |
e (Printer)
ferbrr «fs SEo5b fTeize, FTHIE w2l afaearem T s e SiHiea ArsmE

Ty (A5 R T =Y | B qEReT ' ACE | JRAT S,

1= (Impact) 2% 2. s (Non-impact) &6 |

,, L_g @ f&451ta forBrze Froets =M T O A= &5 30 |

i @ ¢ o WGy forom, v3fE w3e fatw Tofm @

@%W%WWWWWWW@WW

T | @ TerBiea o, SiE, ofr e Tonifvg A= Frets

IR 6T FHE (OFT | @9 3 @&F &TF, 2TF @0
forsia |

7% &% (Hard Disk)

3T FIHTHIET AF0 @ COIES [ToRT | 3T T AP
TEGT T T | FPPTHIT IS I 27 TS FACT AGAT08 YOIGTH
FRS T ACE | FATHR 9T FACENS JCGCF Sl AFT O YR
T | T G FHS!T TS o (ATF ¢o FNAIRG-aq o7 #1~T
I A |

ASTR srons 386 (Power Supply Unit)

NS T3 T2 6 2o AC (©F6E DC (OIT5 FATUGE I IEHIERT oy
FCAICE FFIAR T¢I | ANSTR sytq12 TG AKeres 250 Watt 31 Ot @ Foi 20 A |
AT sTors SET AT (LT TeeT KIS 8 G TG (@I ANSTF S I, O @
(&9 CF0q 0T B #1e7 S1CeTs NG fovwsy 23 71 |
ST O GIE 5 70T @ T ey it <
st : Drive Not Ready/ Hard Disk Controller Faillure

T GO @ 6 IR [ (FATe I |

I N I SR FCOCHS TIoT IR ToF oAt fIFeid A Rl @S A |
" G5 FPREAD ARRST I A (@S A |

" MR @IS AN T FCIGCH (FIA FCGIET AIST FCF (ALl (qCS AT
FCETHT ANSAT T AR 67 Tl @TS 2I7F |
FTCHT i Fa0e I |

F3emt ¢ Non System Disk or Disk Error (Only Display C> / Missing Operating
System)
A =

= Bootable CD zrs System 3 3t Trefers ey 186 Restart @ @l @ce

AT |

= Hard Disk Detect st (3l (IS 2Itq |

» Hard Disk Format =t (3l (ITS A |

" PUCHD ST F0e 2@ AT |
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st Hard Disk Failure / Data Error Reading Drive C:

A

= TR w9y @9 e Scandisk 3t Norton Disk Doctor =@t Repair ¥
@2 @ATS AT |
=  Format 4 (IS It |

ST : feRFe SRATHR BeTi 4w Hang @ IR

A :

" STPIER B e TN eI gare 6t of (7ete =03 |

» RAM “fE$T 0 (LT @S A |

" QT HAfRTe I AT @S A |
" PNSI(T TFC G 20 A (AR (ACS A |

st . Invalid Media Drive
Ty : Hard Disk @< Partition 5% itz &1 ©f (72t =6 | I =15 =11 At ©izes
Toq IR M%7 F90e =T |

Femt : System can not be read from specified drive
LI : FCEHH Format e Fess e (el @ts A |

st : 1llegal Operation
AT : TICSIIT I 23061 FCF LT @CO 21T |

Femt : System Regisrty Error
AT : S3rereis W 3¢ Install @ el @Te AR |
T fRBITR fars (remE TN R’ *wt Fare AE (T (WhH BB o)
S 8
» f&ites Paper Release ©#ta (SieTl ARTeT @ *I%r fte ~Ata | ¢oM fiferer ferbieaa
T AT <A | 3 90 IS 9 1 A | ©IF AW I (Ol AT o N e
(T | OIRCET A *[% FICI 1 |

Fet : Printer is not Responding

A :

" AN I (A A |

YR A RS AT |

(AT AR TS N

»  CEBR PIEBT Qe 70 A |
B GBI BFeIg W 4T AR |

ST : TSI &% e TN e Bt

AN :

n SR GO FeItT 7 T AR |

v DI CPIER T 70O AT |

3R 0T @S #Ita A Fifbe @ Fifer o9 2T @@ A |

TG : TSR AT BFIT TOI6G! T
AT 3

28Y
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A YT T W 0 (@9 FACS @ | O AR I {TFeia i wfeem
M0 (T |
 OR foetEd TR %K $90o 204 |

T« AHBCR 2NeTR R o= P TS SieT w12 (Feby 2HE 2re IWGE ANeqE 113 M3
A1CR)

AL :

= ICEY ITMGT NI A1- 13 TTET T 3% ©itd g0z 64 ©F Thte 21 |

" ANGTE MA-13 TG (T AT FIAFH TWIT ([0S FFoI a1tz el ©f e

T |
»  PIEET TTMEGT AT FIAFHARTET YT 2T FANC 7T @S AT |
ST - 13 ZTE AfGTeT FT ANTS 2T |

AT : W5 @ BT TBAE “Mhexia g s @i g 7t I 1 wedfie @i
Display 7% |

AL :
= BT 3B M G @ Display F1Re 0z ©f Y0 i #ies 204 |
= Display Card 5 3t i fiwveita #iaice 2@ |
= RAM 5 e fBveita amiice 2@ | &+ =- 6 (Slot) FMier @Ts 2 |
= Display Card ¢ RAM 5 +f&3$q 3@ (ate 21 |
» 50 SIS S T @S AF |
» TIYTIS TMIF (@I 8 AP 798 20 W60 & Display SRa 1
= SIS AN 12 TG FICAFHTETET PO AT ST 4T (2T 207 |

st : CMOS Battery State Low
T« FreeT i sifiaes sace 2@ |

3t : CD/DVD /@t Audio ois qiete «t w25 Vedio 4 i qiter
I : CD/DVD ROM @3 A AFE W68 FFE0 IMIF (@€ A1 AT FIe A
oo alite T3 |

T : PR eve Wit Wit

AAYIT :

I B B P 51 K B YAO R (6

= ST I FFeia Install F@ ¢l @ 21 |

o ISR 9= & Software Install @ (et @t A |

et : P/l o fow fewe «iete s =
AN : T fFaa e GiReed @ “IfT%9 @ @ (@S 20T |

Scandisk s I

Ao A SHRLITIR AT e Fiace FN=esiad Harddisk « g #fessier et
ot TS #I1ta | T T FEHIET IS @ Aw 0o AT qR 9F [0 Qefes 78 =@
FAPCHR W61 R (ACO AT | ©F € COCH SR A[ TGN T &y fafre
Scandisk Program BIsTIts 23 | B[ Bl s =eer

Start ——Programe — Accessories — System Tools Scandisk
Click——»Drive Select—— Start Click @3°=7 «ft o 201 @ ot Mg | oFo="
e FACe = | RGeS 9+ fers Scandisk Program STt T |

o RS aiférer Sy
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Defragment stiias faas

FIATOIR AGRIG (@ TR Save (Tww) I &7 (12 Fizeete [fog s
O BB AT | T AF W o FAPRTEIT W78 Wewe Slow 0 IF | ©iF 7 TF O
Tl (e =T ffre Defragmenter sl ©fow | are SwHEsn afe Jfa A @i
BT oz 7eet

Start — Programs— Accessories — System Tools —»
Disk Defragmenter— Drive Select — Ok Click 2 00% itg Close Click
FACO A |

Anti-Virus Program sieeai= faas

O3 93 FodHE @ | GF5-SIZANT (@R TEPGRE (ABFHT (R Gy
COfT T A | ©IR (FIF FACICHICR (FI I ©IRAFT T 0T AfB-SIZA0T (@l viferey «fe
TE FACO T |
fafoq «@eas «fo -SIZAT (@RI ACACR | (TN 8
F-secure Anti-virus Corporate Suit.

Symantec Norton Antivirus.
Kaspersky.

Mcafee

Avast antivirous.

Grisoft AVG Anti-virus
Panda Antivirus

PC Cillin Anti Virus.

PC-Cillin Anti Virus Program seai= fags

Start — Programs— PC-Cillin — PC-Cillin—— Drive Select —
Scan now Click @z ©12a Clean s<1% #iw 4t Close s4te =3 |

Office-2000 Install ==t
Office-2000 Install 1 &1 CD/DVD ROM 4« &% e« Fawe Wwa <
GF 0 SR IF A

iz Welcome to Microsoft Office 2000

SETUP

Please enter your customer information:
Customer Information

User name
ITuhin

License and Support Information

Ready to Install Initials
Organization
|NACTAR,Boara.

Installing OFffice

In the boxes below, type yvour 25-character CD Key. You'll find this number on the
vellow sticker on the back of the CD jewel case.

CD Key:

C= J = ] “oes

» CD Key 43 ¢ 9tz CD/DVD @3 fvdifsre /1= 518 Fce =201

o8b

il e a1




»  Next 3B Click 39T SRS TR 77 WA |
= acceptthe ........... Agreement si=#it Click %ta Next 36ty Click s=cet facgs i
(B SRS I S |

i Microsoft Office 2000: Ready to Install

Setup is ready to install Microsoft Office 2000 Premium.

Click Install Now to begin installing Office. ..

SETUP Install Now
Customer Information @, Install Office 2000 at C:\Program FilesiMicrosoft Officel,

License and Support Information

Ready to Install

; - ...or click Customize to make more choices about your Office installation.
Installing Office
Customize...

‘_-_; | g Choose the installation location, indicate whether or not to keep
‘:_D previous versions of Office, and specify which Features to install now.

[ Help ] [ Cancel ]

. Install New =15t Click =teT Ready to Install =¢x 21t |

»  9gE Customize 3@ Click 39 Q@ew SR SHe PR ARG 124t
RS 33 g sfafore 30eT F41 TMF |

»  Customize @3 Next 36ts Click FateT fta ©rRiiess a9 = |

i Microsoft Office 2000: Selecting Features

Microsoft Word For Windows
Microsoft Excel for Windows
Microsoft PowerPoint For Windows
Microsoft Outlook For Windows
Microsoft Access for Windows
Microsoft FrontPage for Windows
Office Tools

Converters and Filters

SETUP

Customer Information

License and Support Information

Ready to Install
Installation Location

Removing Previous Yersions

Updating Windows

Description:
Selecting Features Office programs, plus additional content and tools.

Installing Office
Size: Selected Features: 181MB Free Disk Space: 8321MB

[ Help ][ Cancel ] [ << Back ]I Install Mow ]

=  Office Tools ==~ #ICe 27 | Q¥ (At Equation Editor @ e AR @ed
Click =5t 23 @3z Rum from my computer si#=it Click Fte 263 | 58 s
Shortcut Bar @3z Photo Editor f1cs13 sce 23 |

= |nstall New 35t Click ¥t =@ 1 Install T 1 28T or=fm JCF A0S A |
Install @ OK i5es Click s Office-2000 Setup ¢*1¥ F2t® 20 |

Office/Bijoy-2000 It &+ (FI5 766 uninstall st

°8%

il e a1




» Start — Settings —— Control Panel 3@ @ @@ fE=TG AT of
(Bijoy-2000) fic=1g wta Change/Remove di6ts Click 3t 23 |

* Yes 3G Click 4te 207 |

=  OK 315t Click st 23 |

CD/DVD @3 gt Bijoy-2000 Setup/Install ==t
= CD/DVD ROM ¢ Bijoy-2000 @ &% &t It fNege w31 Sl I S |

=, Bijoy 2000 Installer

= Install Bijoy-2000 et 360 575 Fare 207 |
»  Next 6 % 932 Yes 60T Fae WNma T SReTs I J |

User Information @

Type your name below. You must also type the name of the
company you work for and the product serial number.

Name: | Tuhin

Company: INACTAFLBogra.

Serial: ]I

< Back I Mewt I Cancel ‘

= User Information T Icwa Serial S=™ta 555555 U Stk wmw ¢G> Type
S (A |

» Next 36 Click s2te 7id | =17 Next Click, Next Click te 79 |

» Restart sa@ &= Finish 36t Click 3t Setup ¢*1¥ F9te 201 |

wigzeereiza Bijoy-2000 Installer e <t Bijoy-2000 Fonts teiam i5e e
FE F0 26 FAl AN |

deo
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e-Survey (On-line)form e ARt

S1 &9 Internet @ Browser @ &t3* 9 |

R www.banbeis.gov.bd/ Web site & &t S |

O 9«E ANes Bangladesh Bureau of Educational Information and Statistics
(BANBEIS) @7 {95 Home page 2mf*f® 23 |

81 I} TATH ©IF (I =1 (oliet B e-survey Menu T Click 35 |

Home v Data Services v Others v e-Survey e-EMIS

TQI-II  Survey Forms

Click to visit e-survey site

@1 Login/Sign in Page 2Wf*® 203 | QAT *THNRARGT/2TE SN3C IH @ SR
eifsdte ENIN T3 14 @R *sP1eames 0 532688 #14 @k fiige 31 6w
@ Click 9 |

English www.banbeis.gov.bd

T AT FA) T T FOAT SR VWednesday, June 05, 2013

=fS8rE o ARA I T
* TR W 99/ 20TH RS
* ASATE

R 39 WA
o

& ST (TS ?

Y| Tq Page SPTCR | G TP Il S(FeTSc ©=F 27, “IfFed Al (R & Q2T
Click == 90l Click ¢ |



http://www.banbeis.gov.bd/

Welcome JAMURA AL AMIN DAKHIL MADRASHA

Home | Upload Data | User Information v Sign out

Crmretfa =1 weiEes ey 3, AReS 91 oria & @i e v D

Q| G AN ATSHI AT AR Tl ©F [{5e 28 | Toltg TN (T AT
efsPItTa W emf*fe =9 |

bl SPER afeRie ENIN e e s o7 oy emfe T s v e o
T (A | GTFCE SFIFS OCAT (FI AR TATG RO AROT Fepey | GRIGT
fog ep ifer I TP TUTIA, AT AT ARSI 7 TP | SR AT "
9@ Select one 3¢ Click 6= @, (&, ©oicere, 3Tz, Gl @z QT
Select === | &fsfG @re I07 @@= &y Tab button press =+ i@ (@,
ST, TSfE, (et @« 41 Select 7 F9teT Data «fG =3 11 |

5| Q9 Page @ &wAey EBFNR Update 91 o Niwd Tt [Save and Go
Forward Button| @ Click ¥ @2 OK e |

eEeTt R O @ RPN PE(DEE)

www.banbeis.gov.bd
Welcome SARABARIA HIGH SCHOOL

Home Upload Data User Information v Sign out

>t & et o 7t s 2t & 7t i ofrat = 7t 2T ES YoF et et
TS oy = - 2014
. ANE o
IHRHRGT 125267 Preet e w5 aAfddiom e 2187
i e e e e @IS e 8101121301
S, MR 93PS e Rax = q3fre e
TRfE e 1229732

3. () bt e (S R )

WY SARABARIA HIGH SCHOCOL

() B
fasi5f  Select One - @& Select One o
AV BATEET | Select One = ZEfee  Select One %
< R o)
Gt Select One = o8 A SEHHIN
STV WL € @G SARABARIA
feaa RiEs 01721668825
=E EXccy
CTHIALD
TSR AT [WAI5AT G PABNA 4 wEEe 71
3 sfedm iRy
%= 01/01/1993 ST =T4T g = @25 (o)

M

il e a1




8 . sfebit e «rey 2 S =

¢. 3 300 TF"
=) A7 @ T v (o) 3RfBre cis o Rt
11 2
() <P W v e
SRR SIRY  08/05/2012 (=) =R =t ter
AW Sadn ey 17/04/2014 e =07 (AW C1F 26T[E S

(1) B T LTFTET TR TR TN (S-S CTaIeTS 2% 2

DEO uno T W LG (TR )

[ Back ] [ Save And Go Forward } [ Cancel ]

So| O TSI AAFS RACK | PRS! 7pT >>| /page tab @ Click TP | 94
faSTa “BTa T ©IGT S=Tes 2 |

Sunday, June 09, 2013 Welcome SARABARIA HIGH SCHOOL

Home | Upload Data User Information = | Sign out

58 ANaT ‘B’.'T"ﬂﬁl' 8 a7 &H ST W ST W ST WH ST D ST 5o ARaT [SERIET

o << T 61 ©UAT TS TeA e 2R eI P

S SNy (TATH OTely AT 70 o e

O3 7[tE] T |Save and Go Forward [frai €= Click I @3z Ok i |
9% “TafeTs TR0 7Bl 8 @Te T3 W3R &fS 7T (<ItF [Save and Go Forward €
Click ¥ €3¢ 31f&a 271 &= [Sign oufl Button @ Click %% |

3| TR Ao et AfeTe SRS &fel Rrraa oo gemmmiv 32,
I P T AN ST AT 2 @ e g Row TiRfE (X)
fofze Fw Click F° @W9at @ fretasa mge Row select st delete <
R aafé Row rﬂﬂwwﬁi‘wwﬁwmﬁwm T

. ot Wi 9 @ Add more G Click

K6 ﬂg—»[ Row create 3@ @ff FPT @2 A& T (Save and Go Forward
fora1d &= Click 3% |

31 AR afedieT Data «fGa ST A1 20 21 T4 Sy F0e0T 2B1R Ao
5T @ Click I 71T =BT @F A & 1 AR | ST TFears A
afelG =o1 fors Fea e 5 |

| G A N (FIF PRI [y 5T (olteT =2t S Data afg a1 A<ecet
A7 EIIN S99 €% Password Mt &ta 40 207 |

581 Online @ Data «fG7 SFfRdl I “RINCR &« @I FPq QI3
05538bdokobr, 0dDD0VERBAQ, 03933 AVO0Y, 0d@ERBE>09),
03GEAOOHIAOY, 03b3UOHEOIAETL YOI |

MgV
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SL-3

FPIEHTR A 26T j37® (BR =tad A Il

TP (GLOSSARY)
Te | oyt o= Tt R RS T

o> | Abacus RFPT 436 BT 1T | S qrF QA fCfesre A wigs fofes
NI JCT T I |

o | Access o SOIT Fou © (11 A1 e Oy o (79 Fh19 & (O e
@feTd AT AL BT F4T |

oo | Address @ RO (iR ETCET ARBT @ 79394 |

o8 | Algorithm FEATHIRS IARITT (I AT AL 21 T foIfre &t |

o¢ | ALU Arithmatic Logic Unit 2= 1 @l | «ft «a Sreage ifes
G OF AR IATHER IR ANfifes ¢ IEqer AT FAATGT
FA T

ob | Array aFE @I (SRR WILH RO AeE AR | @2 ARace
Al coERee W7 aFd TEia wrwa e @) =) afefs
(ORIECE S B (G G SIS A [[ro AeH (Suffix)
(IR IR |

oa | BASIC Beginers All-Purpose Symbolic Instruction Code s2if5% s1f#Fe
T | HIGE TR NG PEOR @ 7o (@i | T2 @res

RETH |
o» | Batch FITOR (iR @3 @36 o afs | it I oI =3 gritR
Processing TG | G *Rfore AFR LA O, AN S T dgfe, aF

S Q0 1R |

o5 | Binary G GO AT 2Iafs, ATe A@ Fio FAeF » 2 0 dF AT AT~
T e T T | fEABT FEoR @3 FefT “Mafed AR Yol
FE g I | AR Tafeq fofe zoam 2

o |BIT 5 qeTCe A2 OF o A S WA GIB ©F AR Sl Rw BIT
w5 Binary @3 Bi @32 Digit @9 t f o1y |

55 | Block TFI-BI69 @ie ROaT F%f, @A (@ eq =gl oreafe

Diagram QW 1T AT |

52 | BUS FEATHT AR O e ot sifeazmiar fagre sifziar =i |

so | Byte =5 R (Bit) 217 w2y Wl @ 2135 (Byte) o207 toft 737 |
FITH Yo IO (K Fo! ARG G AP 1 2 |

58 | Chip PrferrtTa Sey~e AMell W3R (RIG FTOCHFARPE T3, TF T

IC, LS| @32 VLSI WWWWW@l IS
w3 1C, LS| @32 VLSI-(F oo 303 Sfeize o1 27 |

°€8

o RS aiférer Sy




Te | oyt o= B 10 1= RS E R NE L]

R

se¢ | Circuit IETFGHIE QIR IERGET T FE (T [T IS & Cofd
Apfes IeAT |

3 | CMOS Complementary Metal Oxide Semiconductor s2ifbs wiefire
ol | @b IC tofia Reey oyfe | SEim axw [y aqir a5 A
YT FEEE IO Setup (& bel I & @ A1 TS |

s>a | COBOL Common Business Oriented Language ®if6a e @t
COBOL | «ft 53911 @ ™8 Jo SI4N 1 ey [ oI foifee
T3 (@I IATHR (i Ol | @ SR FALFS (AF TR S
*TE AT @, ©I2 (I TS I[T FEOR (i St s
T orETe WL FATS A |

> | Core TGS (9T @9 i “mid) tofq sffs (Bead)

5> | Core Storage | F5I25 Jfod i (Fa o7 S fCTGBI 0y S A T3F] |

20 | Compiler a6 @I ROT TgEme TR (T | T FR (TS O O
(AT SCEF ARCOE (AT M A P A |

3 | Computer «ft g3 IRGE 7, TS N @3 ©2r 395 e It I
RO TR AL FCF TP SN T |

22 | Cursor Vedio Display Output (VDO) #tid @ SRR I7E5R Tox
IR FHE 9, (18 FH i @se gerce fere AF @6
AACCHFAFE A BF |

o | Data FTOR AT FIEE & AT ST 67t | @ ceaifie a3
AT FACHIE BAC (TN T SR&T o FIE G @ (et
L

38 | Data FATHIRR AR O Q7GR ROI-q9 7 Tl 0T (ST

Processing A& |

3¢ | Decimal 33 wHiNE MRAT e | @ cafere WG o AT IR (o (ATF 5
i)

v | Digital (5) IR A IS FCF QNS TG I 2@l |
(R) B IR IR PG S A5 TG T AR |

249 | Diskette Floppy Disk 43 5=191 1w |

| Display RN, A 3R OE B Ot FOW (SR TF, @NF TS
ferer-, VDUL, CD i |

% | DOS Disk Operating System J=if6a e T | 2 3o ffefes
ARG FIB |

wo | Drive fI5/2125 (@ed AN W 7R fres G e a3 aifdgs a3 |

oy | Edit CRNETCT [RET<E ARS AT ST { e 4T |

o} | Enter FICHIT GPio S WI10RT &y o emi e |

wo | False @I Ted A w1, @G FChE Fes Wt e f[eafvw | i iz

0 =i & 41 = |

p(q(q
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S | oyt TR R RS T
R
w8 | File AT TS O B |
¢ | Firmware ZA ROM =g Sreita e (rea (@il (Software) & I3 |
oY | Flip Flop 7 Sl T, 3 2okl W e 1 = F3af 0 S_gw @wd
meTr AR | 4 ARG RAM i ereis 4fs @ e o<
ALY |
949 | Floppy Disk | 5= *mitd& &terel sriiear sfreetr {6, 45 RPM @&0ed el 2/-if3caa
THICHT Q7 ST AT | @ O IFITHIEE O ¢ (A ([FF6 341 27 |
o | Flow Chart | &390 [0 313071 Y& @1z 212 407 AL 919 Afd@ €G22 |
w5 | Function a5 @35 afer, Fte FToR (@< MNq 93 1 GFifF Afdfes [T
&7 (O AR Q0 Mfefess fazm 7l a7 W3 Ted 6T (7T |
8o | Gate 2 T FAF IS A% [T F3BR BEFGS ARG |
8> | Graphics IEATHI AR =f < AT TIFT |
83 | Hard Copy | fersitas Sieite =it f3<e |
89 | Hardware FEATHE IR OFF IO A FEHN T~ 75 e W |
88 | 1BM GREIRYFGRLT RERIR VYRR *JfAqe JR@W SO forsfrererait
AfSHI |
8¢ | Impact T A~G FITOH &I &5 (2@ e &l Mo oS 5ed |
Printer
8y | Ink Jet FVCE T2 ST CFRIT AR Fo1 ST GTF (5T QT T |
Printer/Bubb
le Tet Printer
84 | Input R, o 9 e 3o e feur et e e @
ST Y OISl ST eifew |
8v | Instruction | FICHRGE (@F [T IS FACO I ALF 0P W (FIT) |
85 | Integer sfef AT T 89, br, @, > B3I |
¢o |1/O 8D 3/8sbs FABT TLFS Fof |
@> | Joystick fefee (1% (YO (ACETRICGS AIF HECT & GIZ© ool o
SERGE A |
@x | Key-Board | B2 AR T© (AAC® Sy MBI G I (@ A0 {TeiRa
GF @roI BTl ST e Fa0e 17 |
@o | Language FITBIR (T F O |
@8 | Line Printer | T &1t @S<1ta a6 2[CAT w118 =91 27 |
e¢ | Logic T 9o 9519 W04 I QIZg T Froie |
ev | Load AT S ST (AT AT JFoTS (@I I T2 STGIEIAS I |
e¢a | Loop TR G0 N, AP 92 T SCSIKFAIT 21T Tl = |
e | Machine FHTHIER 556 (@ SR N TS 21T |
Code
@ | Memory s oo |
Yo | Merge 12 1 Srolfsd HI3AE QIfae 41 |

Y
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TEE | cporit A AT *Ca SRR IGT
EIN
vy | Micro W IATER @G WEeEeierE (CPU) 9k ROM, RAM s 1/0
Computer 2B oo @idr ifde et Micro Computer e |
v} | Microproces | Very Large Scale Integration (VLSI) e3fex sizicay ffie e
sor Gioe AFs «F o FRI® T | (FIF ICHE =% |C @3 g
CPU fotet areeet (312 =1t Microprocessor 3 |
vo | Mini MG T (VBT FIACHIEE =G o! KT IO |
Computer
v8 | Nemonic TP FRGTACS (@ FAF AN JIZS ALIOF *[F, I AR
(ST 3720S JRTS AT Tl T AACS AT FACHRCE ¢ e ez
R TSI R CNIF |
v¢ | MODEM Modulator @32 Demodulator *= 7’3 e Fof| @3 T@T
FPEOIR fEIeT ATFSCE GTieT Qe I AFed [Gf&site
FA~G FACS AN | IPCOICET X N AT FCHIET ©2T
AR GIACEIN IR MG @A 4 20T T 1 Internet-ax
AL AYS Q& AT |
Wy | Mouse e I [ead | @ft @35 Input e | @ TRICy FE6iea
fafeq Ao aT &wie <41 207 |
va | NAND NOT @32 AND 32if5a 5effre a9 | @it @6 T fefEoe afes
oI5 |
uw | Nano Second | €% GTETEa UF *e 31 ST @F O (Yo~ CIFE) |
s> | Network FTOIF (ATF PO A FiolT 93] |
%0 | NOR NOT @3z OR #2157 71 | «ft qa e fef&ser #fess (olb |
ay | NOT fefesier ot o= (Inverter) |
1?2 | OCR Optical Character Recognition 2ifos 7if%e w11 936 Ko
390 g @G QAT Srwe 59T QTS (@7 2I%te AN |
Q0 | Octal 8 (Eight) Tnfesr g& 1y #afe «te % =55 7ot =mez 0, 1, 2,
3,4,5,5, 6, 7 SMEOR (N TR FIT NFF CFQG QT 41
| @ “mfed o 8 |
a8 | | On line CPU =Rt fafae 34w 1691 T wigapim DIOR | @F FACHITAR A
Iy FPICHF AeFE A A Internet-«3 e 7S AP AT |
a¢ | Operating ANEIFON FHEEIAd Fer TN faa-rwa Software T @i |
System
@ | OR «fs @36 Tifers afe (b |
19 | Output FPATHICRR PG AR ATH AT 2T T |
| Output T TCF NG FEATHICTT e Teree] AeA AT |
Device

oeAq
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@EE | oyt A TR =Twe RS T

<R

15 | PASCAL T3 @eA (@i oFr | e wae afdee @-3w IeEE @9
TPINCE @7 FNFae | 1970 A A3&Eenics et @7 @ oy
tsfd @@ | FORTRAN @3 o siger =i BASIC @3 woiw
et @ e (eiaifare ST fify FFCEIE @ e F4 =3 |

vo | Password FRET FRIAGR & 2® 2 | 40 SO FRFe TR (A 02
AT ST (T ALFS AST FATHRCE S0 7 |

vy | Path T (@R SPIE I IR TN IR @ e Ay 2R~ 4
AT |

v | Plotter FTHR AP B & GIZ [0 LR 1217 |

vo | Port FTBIC 0ot e (AR AP T IS I =G0 |

»8 | Printer FATHIRS RIRI T |

v¢ | Program FoUTE! e SR, T ST CPU & &I 36 f[oae o <t
ST AL SART T (AT |

vY | Programmer | RS SEocas (@i cofa S |

va | Language FTHIT (AT @R & ¥ S IR FAC 2T |

v | PROM Programmable Read Only Memory 3=ifbq s7ef#e s | «ft @
FETRG e FA Y T |

> | RAM Random Access Memory 3=if6s sef5ee @5 | afb 20l Seale
SEEIRCISIAEU

5o | Range TP (SRS AT FIHCT T GG A |

5> | Register CPU @3 w=gfe (gt 3t RAM =4S S/ |

52 | Resolution | F™IS5R 1w 7TF [0 I€ AR o |

59 | Robot FEsR fafae el vk AifEs 2tes ey ey fafmr o
ST (AT N S AT AT TN 7 TF |

58 | ROM Read Only Memory <2 s1efreg 559 | @t @6 I 3G e
e SIoH |

¢ | Save FEATHC WS Ge SFRT Yo ooy e we Ao e
ST B ©IT AT |

5v | Sequence I SAE AlSF GO AT |

®a | Software FIFTCOE @ P ORI SATBIfTe 20| FEPEHEa e
T, (AR tofid R, (FNE YT O (A ICHIEE
O WM @2 9 e @ e Software e 1 (ROM @3
Sy FA gfere et @i Software @1 =) |

s> | Space RIS forate g'fs ISR I =W NeTml I AR G @ F
TR R |

55 | Special TR 1 IR RIGT FCOIRR (JI4Y I FICABE | @ *, /2, 1, &

Character ol |

oo | Storage FEATHIC O ST A (T (T "G ©ror |

>od | String TG forze Wi e sifes za% 91 ISR e |

o | Tag @ o2y A Wt (Marker) /=1 @@t (Label) i sz

FARI |

Mg
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S | oyt TR =CRS RS [T
<R
>00 | Tape FICed (ol Fre, TS oy I (2T (771 = |
>08 | Time- «F% CPUGT NI @32 7w «3ied Terminal @3 s=icay sy
Sharing ST (2R BRI 9970 | G2 AIZR GIFF FEHR IR
@36 g=% o=t 1w CPU @1 st Multiplexing Sm s1ge
YCF | FPEER IRIFIA! &fS FEF G FES Wl G &y
I CPU @3 31t% 1g® & | CPU b Srey~e g e 1= F4ce A1t 01
@ ANy ANCL N2 A BINAET (A Fore ©2F TG e [{est- 7ot
T BATHIRR I S SR |
so¢ | True @I Ted A1 w1g A FFHTOR T89S ey e RS | Ot A
1 =< fofzre e =31 |
Sob | Update qefe fe e dfFe FRew (Data File) 7@ w5 Iz
AfeFeT w2 (T |
>oq | UPC Universal Product Code s2i1f6< 1€ e |
sob | Word «f syl o=y 31 o |
so5 | Word I-@C, No7, IO G2 fABIET AR @ B A ETRIE
Processing | RI7ICAl, Seexiige < W=t =eff<ayist w4 |
>0 | Working SO P TN AGS| T@F WFH ©IC Aeweed &y RAM “gfe
Storage ST |

20
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FPATHER-9F -5 *=agar (Computer Terminology)

we | ICOIET FTHICR FCFA =TH 0 I
ALFA

o> |AC Alternating Current

ox| | ADP Automatic Data Processing

ool | ADT Abstract Data Type

o8 1 | ALU Arithmetic and Logic Unit

ot | ANSI American National Standard Institute

ov| | APT Automatically Programmed Tools

ocal | APM Advanced Power Manager

ob | | ASCC Atomistic Sequence Controlled Calculator

od 1 | ASCII American Standard Code for Information Interchange
sol | AT Advance Technology

N1 | ATM Adobe Type Manager

51 | BASIC Beginner’s All Purpose Symbolic Instruction Code
> | BCD Binary Coded Decimal

81 | BIOS Basic Input Output System

sel | BCS Bangladesh Computer Society

i |BOTM Beginning of Tape Marker

a1 | BWF Best Web Face

w1 |CD Compact Disk

1 |CCITT Consultative Committee International Telegraph and

Telephone

1 |CBT Computer Based Training

B [ CGA Color Graphics Adapter

1 | CMOS Complimentary Metal Oxide Semiconductor

! | CPU Central Processing Unit

81 | CPS Character Per Sound

¢ 1 | COBOL Common Business Oriented Language

V| | CRT Cathode Ray Tube

Svo
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we | IACEIER FPATHICER FRCFA =TH G T
® | TN
a1 | CU Control Unit
W | | DBMS Database Management System
w1 | DC Direct Current
wo | |DCE Data Communication Equipment
oy 1 | DOS Disk Operating System
o | ECP Enhanced Capability Port
wo | | Email Electronic Mail
w8 | | ESC Escape
we¢ | | EPROM Erasable Programmable Read Only Memory
oy | EGA Enhanced Graphic Adapter
©q1 | EIA Electronic Industries Association
o | | FAT File Allocation Table
w51 | FDD Floppy Disk Drive
8o | FTP File Transfer Protocol
81 |GB Giga Byte
81 | HDC Hard Disk Controller
8w | | HDD Hard Disk Drive
881 | HMA High Memory Area
8¢ | HP Hewlett Packard
8v| | HTML Hyper Text Markup Language
841 | Hz Hertz
8»1 | 1/0O Input/Output
851 | IBM International Business Machine
¢ol |IC Integrated Circuit
e¢>1 | IDE Integrated Drive Electronic
el | 10S Interworking Operating System
eol |IP Internet Protocol

oL
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we | IACHIER FPATHICER FRCFA =TH G I

|| AT

e81 | ISP Internet Service Provider

ee! | IPS Instant Power Supply

evl | IT Information Technology

¢a1 | KB Kilobyte

¢r | | KBPS Kilobyte Per Second

e¢>1 | LAN Local Area Network

Yo | | LPM Line Per Minute

Ly 1 | LANE Local Area Network Emulation

w1 | LCD Liquid Crystal Display

vo| | LED Light Emitting Diode

w81 | LIM-EMS | Lotus-Intel Microsoft Expanded Memory Specification
be | | LSI Large Scale Integration

w i | MAN Metropolitan Area Network

va1 | MB Mega Byte

Wl | Myz Mega Hertz

vs 1 | MDA Monochrome Display Adapter

Q0| | MS-DOS | Microsoft Disk Operating System

a1 | MODEM Modulator and Demodulator

Rl | MPEG Motion Picture Expert Group

!l | NIC Network Interface Card

a8 1 | NOS Network Operating System

ac | | OCR Optical Character Reader

v | OMR Optical Mark Reader

a1 | OS Operating System

a1 | PC Personal Computer

51 | PCB Printed Circuit Board

vol | PCMCIA | Personal Computer Memory Card International Association

ferora PG affrre S|

MUAY




G | FCEIET FTBICAR FCFA =CH =L W
RS FCFA *H
1 | PSN Packet Switching Network
vo | | PPM Page Per Minute
v81 | PCI Protocol Control Information
ve | | PIXEL Picture Element
vv | | PROM Programmable Read Only Memory
a1 | RAM Random Access Memory
vb | | RDBMS Relational Database Management System
¥>1 | RFI Radio Frequency Interference
so1 | RGB Red, Green, Blue
51 | ROM Read Only Memory
51 | RTC Real Time Clock
501 | SCR Sequence Control Register
581 | SIMM Single In-line Memory Module
s¢1 | SIO Serial Input/Output
v | SQL Structured Query Language
1 | SRAM Static Random Access Memory
s 1 | SCSI Small Computer System Interface
51 | SVGA Super Video Graphics Adapter
soo| | TCP Transmission Control Protocol
o3 1 | TFT Thin-film Transistor
sox 1 | UMA Upper Memory Area
o9 | | UMB Upper Memory Block
o081 | UPC Universal Product Code
so¢ | | UPS Uninterruptible Power Supply
sob | | VGA Video Graphics Adapter
soq1 | WAN Wide Area Network
sob | | WWW World Wide Web (W3)
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