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PC Package

Unit- I

Introduction to MS Window (MS Window &1 9R=¥) :-

Microsoft Window 3/R®T & Ua &#l (Microsoft
Corporation) gRT dovelop f&ar 1| I8 T software & | UR™ # R windows & |+ virsion
Application Package 2| 5 Execute 81 & forg DOS Operating System  =f8Q o1 | Sfeh. aTa
amy w4l Virsion ¥ operating System @1 @8 &1 &xd & Operating System & ﬁ%‘%’s’
®g Software 1 Microsoft Office, Photo, Paint, Page 3nfd ®® &1 &= & fog
a1 & g8 Computers & forg dovelop far am g | I8 Software Graphical User Inte ace TERI
wR 3MgRT & | {59 Application Sofrware & Windows # &R &=d & | 9 1 @?ﬁ% ISR
&3 ¥ ysfid 81 21 ¥ 3R WR g9 Software &1 79 Window UsT| Af

@
L 4

Features of MS Window (MS Window &I fasivam):-

MS Wmd(}v@@ Features fforiRad 28—
1.  Operating System:-

Windows &I gat ap:Em@l Software & @r—ar Operrating

System @& w0 ¥ 41 yafid fear wn 2| a1 g9 Dis ting System DOS &7 M daR qaD
T BT qAT YBATSI BT 26T aRE 91T & | R Command Prompt (<\:) sign usRia
M @& 9 T Windows Desk Top 2T 2|

2. User Friendly:-

Windows W amerRd Operating Systems & | 394 & S
arel 9t Commands & forg Scre aphlcal Object 5 Icon @ed & &9 BRI 2 3T I8l W
DOS @1 7k Command &1 @1 Ferar ¥ Type &3 &1 goie Mouse Pointer @1

W@selectWﬁco% BT foIT I FhT B |

3.  Multitasking:-
S » Windows 1 & U1 Operating arareRel Y& &Rl & | STET 80 & e

@@ & F9g H) ¥ 37feid Application Program Open &R S & &R dad @ | Open &y
g J41 Progr & AT IMAdraR &3 (9 Windows &el ST &) @ UaiRid fdar smar 21 &4

SRl AR fpdll W Windows @R SR 39 Program # &1 &) A 2| I &b g8
ord

4. formation Sharing:-

Windows % &9 1 Rt T A1F U & 98I H &I AT &1 9 AfeD
Application & W& IR &I MEH UaH W &R Fad © | Open f&y I Pragrams &1 U@ AT
windows # w&RRid far ST & |

5. Shortcut:-
Windows # &4 f&=fl ¥ Program a1 command 1 shortcut (Icon) @& %9 #
Desktop TR & F&d € | 397 9 Hadal BRI BT H ARAdT B & | dfeds 97 H HF oTar 2 |
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Various Versions of Windows & its Uses:-

Micro Soft Windows &1 Hed Ugal
version Eofmpd-1.0 @ M & ¥ 1983 # M1 7| S¥a 91 &8 recharch & u¥amq & 1990 #
Microsoft Corporation 5 Window-3.0 SITR # 3[UYei@l &RIAT T &YH ©Y A Program # 1 amam
a1 | Window- 3.0, 16-bit &1 Graphical TR 3TeTRd Td applications program o7 | I Run @%@
fore DOS Operating System, @1 3MaegHhar ot | Windows &T I8 version I IRl & Program !
FAT H HeH AT AT Fal A H UH multitasking program o7 | $9 e & oIy computer # ’8&386
31raT 3HA ITd &A1 a1l Processor @1 &H & &H 4 GB RAM &1 3aedaar gl o | f\ N,

Microsoft =¥ Windows- 3.0 @& 91 9 1995 # <14 S=i ¥4 U2M Windows @k E
Operating system @ %4 ¥ develop f&aT| g8&T 9M S=H Window-95 @1 S &1 32"&\'érat1ng

system 7| Graphical User Interface & @& WRI—3mer 32 bit Operating syste DRI Ig
31ferBdd 4GB memory T Udhd BRI Bl &I AT 2 | $9d a8 1998 # Interface,@ g §T WANT &
I BT € H Y& gV Microsoft 5 windows T U 3T version, windows® 98 f; far S &
mternetég@ﬁﬁmwﬁwﬁﬁﬁﬁﬁrmﬁaﬁwﬁzﬁmmﬁaiﬂ
S 918 B BIc—BIC URTIT B ws$ﬂv‘s§?r§fvers1on
amy RS+ B Windows-2000, window-Millennium, Windows- ows V1sta T Windows-
7 iR Window-8 37fe &= % |
Microsoft ¥ Windows @T U& U1 1 version St f Networking TR 3menRd

o7 | 1 Windows-NT &gl el 8 39 el aifere wrfderemefCenter Computer Operating System &
9 § B o W) 39 Center Computer &1 Sirgdx Co te@twoﬂ( IR ST el 2 |

Working with Windows Elements:-
elements % | work HRAT 95T B ARA
qe A & windows @ Important element ﬁ

Desk Top:-
g8 Screen Sl windows ating System &I load &= & User & Monitor W S
Screen ¥4 YoM fawms gl Desktop ®earil & | AMFId: 94 Five Icons Monitor &R
1. My Computer 2. My Documents 3. My Internet Explorer
4. My Network Places 5. Recycle bin

Microsoft

Windows

Professional

Windows of Desktop
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Icon:-

Icon Windows &T T& AMI Graphical foreg grar 8 i f&=01 Program a1 File &1
USfRid &xal © | Program |98 &1 (& ¥ UHR & Icon | USRI f&Ham Siar & R4 program group
a7 Folder &&d 2 |

Windows 0

Pointer:- a

19 windows TR &1 ouse ®I Mouse Paid
W gAR 2| 91 98 TS IR @ e bject Screen W gHAT ¥ | 3
Mouse Pointer &g 2 | \&

Task Bar:-

Monifor @ ddesk top T icon @ 3fRad o Task bar BKil 8 I8 Task bar Desk top @&
|qqd A B B k bar W Left side # T& Start button &1 8 fT9H monitor T main menu
3T § TRl Right side H A F9g ST ST & | I8 Task bar 39 application T 19 &I
%%lﬁﬁ&!?ﬂw%\l Task bar ™ B icon @I lock T ST wahar g | 572 &4 shortcut &
9 H use g

Mouse Pointer

] - ik 1 e 1.
a5 Start Y pC- Packane - Mircs. [ My Documents W5 Zopyv - Pain: g, b O moERn

Task bar

My Computer:-

$9 program &1 AT ¥ &4 Computer &1 faf=T devices 3R files T
folders &1 Management &xd & | 398 @ disk, Scanner, Pan drive, Camera 21fe &I @yaRerd vd
fif3a fear Srar €1 98 Folders 3R Documents @1 @i iR S9a! ReIfd &1 gar o= &1 &
PHAT © | 39 program & icon TR double click &1 W U& window UERid Bl € f"H Computer #

Rerd |91 drives, Printers, Control panel, My Network Places iR share documents 3ff& & icon
yefRid 8d € |

Contact- 9479307492, 8085321528

Visit us: www.lakshyanarwar.com E-mail- Lakshva.narwar @ gmail.com




PC Package

I8l g9 3f@d drives W double click X S open &R AHhd B | 39 window & File Menu &
New sub menu @1 gl ¥ &9 74T Folder ¥ dOR & Wad & | File Menu @ New sub menu # &
3T options USRId BT & fH Shortcut key & Fe™Ar ¥ &4 AT shortcut TR &R Fdhd & AR
39 Ard Computer # Iuetel ¥4 Application programs # file TIR &4 & ford options ueRia &
g1 S— MS-Word, MS-Excel, Microsoft HTML Document, Text Document 372 |

T T R R >
Qo - © - ¥ | O secarch [ Foders | [F-
Adires | @ My Computer i Y| B
;/] Shared Documents u Lakshya's Documents A 'y
Hard Disk Drives l& y
g Local Disk () g Local Disk 03 {“4““\’
S g Local Disk €2 S g Local Disk F2) V
@PAVAN SIR (G
LI
S )
Recycle Bin:- i
39 Program &I WAl H delete @ g file (document) 3rerar
folder (directory) @I G UTal &} A & te B AP & | 9 Program &7 icon Desktop
TR & ysRia 8dr g | Recycle bin Program on W double click @3 W Recycle bin window
Screen R UeRfd g 2| forad gd ﬁ Folder 3R Documents @ =4I @1 list 1@l icon
m&hﬁﬁ%lsﬁwFolderawD B U UK 3R Gdd 8, AT undelete TR Fhd

g
39 program # File

SuRRerd |4 Folder 3R Do

fd ST |&d 2 | Recy i

ﬂ % “Empty Recycle Bin @ command &1 Execute &< T SHH
8 O & 3R 9 $9 program & FeAl ¥ G YT gl

PR TP HAX P A & FAM Bl 2, Wil Computer H BT
Folder a1 Document 3T § t @1 delete T W IFS! UH U AUE Hd &A1 2 oidid delete
f&d T folders a1 documents, | program # Sucter &l Y&l & 4ifeh 987 & a8 delete fbar S

&1 © | Shift+Delétesdh! W8T ¥ delete fbT Y Files 3ferar Folders &1 Y UTal &1 fhdT ST Al
g

niir| @ mecyels o 9B

Copy of Copy of logo_app_new
289 % 186
IPEG Image

=)
=)
i =2
WU =] A—
=)
=)
=)
=)

Recycle bin
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Windows Explorer:-

Computer # Hard disk @R data @1 Restore &= &I S&HTs file HEe
21| File @ uga & foly S ofa— o/ 9W &y W & | Files Td data & gFafoag a4
FaRed w1 & forg Folder @1 AN f&am SIam 21 o Folder ¥ 3iai Files @ folders &I <& ST
HHaT 2| 9g9M & fo UR& Folder &1 va ff¥ea 9 <@ o 2 |

Windows XP # files Ud folders &I management windows Explorer program @ WgrIdl &
foanr Sar 8 | Explorer @1 Open &1 & forg fAffaferRad Steps &7 use a_d 2—

1. Start — All Programs — Accessories TR click @ |
2. 319 Windows Explorer TR click v | Al W

Optional ¥4 ¥ windows Explorer @I open &= & oy Start button W R1gh(w<’ﬂﬁﬁ Tq
ured list # Explorer W click &v |

Fle Edit ‘View Favorites Tools Help

D bl D - | P 5 Fodes |[FER-

address | () My Documents v B
‘J Downloads ( —j My Music
,J My Pictures J Shared Dacument e
s = [ A e

2 | microsot ft Word Document

=lo4ke
-~ kapi = apil
! Rich Text Format Fj_:j Text Document

= 1k

.. | Type: Rich Text Format

i1 | Date Maodified: B8/11/2012 4:24 PM

4 - t-AV r \
- | | size: 168 bytes g

Dialog box:-
log box, Th MMIAHR box BIAT & | W&l Yd del command eriRoT & Related
% fofg ammg File @1 save &_AT aed @ af MW file menu W click &R&®
save button TR click & | T @=E font BT format X & oI format menu W
font option W click @ | font Dialog box $da& faff=1 options & T 7 @
| dialog box & faff=T U®HR & elements P f[IaRT $H UHR % |

T8 TP box 7 | RTH ¥l &R & Text @I Type &R Wdhd & | i & File &1
A text box H type R ¥ |

2. List Box:-
U& box ST 3 options @I list & ATF & List box ®&ed & | List box # right
side TAT A1 @1 3R options PI Scroll R FHA & | o & folder T file, list box # folder & A
qer file &1 19 UeRfd Erar 8 | font list box # faff=1 Y&R & folder & -9 &I ®
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3. Push Button:-
T 91 frg @ dialogbox RT@T click &R ¥ BB instructions T AT
BRIl 21 S push buttons ®&d © | push button S & open dialog box H open button [+ open
instruction BT & | 3 UHR cancel button f5=7 cancel button &t 2|

4. Check box:-
I FHR buttons B & | ST Entry symbol display &< €1 S99 on AT off
button B & | ¥ on AT off option B & | AT 37 boxes H Tdh R click HX AT I =re] & Eﬁ%f\q?g
IfE 3¢ G click X A1 I 9 81 9 & |

) 4
5. Radio Button:- {*‘\\7'
I circle BrE 8 € 7% click &)1 W circle & 99 3 Mﬁ NG
BIAT ¥ I BHYT 3M® option & Group # URid &t | R+ & fsdy v &l # select @R
Jhd & | A’ Y
6. Drop Down List Box __Combo Box:-
RECATACNERCEIN ‘zﬁﬁ%\’lﬁrﬂzﬁnght side

ﬁ?ﬁ?ﬁ%ww%\’lGﬁQﬁFﬁoptlon?ﬁhsth’ﬁT%\’lﬁlr_&\*cw & 91§ option URRIT BIdT
2|

Font

Font | Character Spacing ]  Tewt Effects | Clo
Eont: Font stsde Size:
Buld 18 > ..
Regular - 11 - LISt BOX
Traditional Arabic Ttalic 12
Trebuchet MS [Bold | 14
Tunaa 1 Eald Italic 15
Tw Cen MT 5 = i
Font color: Uniderline style: Underline color:
Autornatic El {rone) El
Fffert=
[] strikethrough [ shadow [] small caps
[] Double strikethrough [ outine [ &l caps (DI‘Op DOWIl

[ supcracript [] Emboss il .
[ Subscript [] Engrave E\ LlS'[ BOX)
Preview

Times New Roman

This 5 a TrueType font. This font will be used on both printer and sorean. ] CheCk BOX
Default. .. [ Ok ] l Canccl I
Push Button

Creating a new folder:-

e files Ud folders @1 X@= & fofv Mg ¢ folder &1 AR &Y
Add & | 7V folder T create B & oIy 71 process d—

1. 39 desk top @ My document Icon T double click #& My document &I open X |

File @2 folder @ Task @& 3 "id make a New Folder W click @Y | i@ &« I blank
Space SiHi— Desktop # right click @X | 3R New @I select &N T2 Folder &I select &Y |
New folder &T select &3 R T 14T folder default A & AT show &M |

4. New folder @& fofg w18 New Name type @ iR SWad a1 Enter key press @ |

(O8]
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& My Documents EEX
o

Flle Edit View Favorites Tools Help

© - ¥ Pseacn [T rForers |[F-

() My Docurments

v B

'LJ Downloads IL\:P/ My Music

.”\Q\ oy Pibires l;J Shared Documents
=

e L ANIL KUMAR
|,J sukhend

o

) Copy this foider

&) Publish this Folder to the
Wb

= | microsoft word Document

k&2 share this Folder
= : 24 kB

) E-mai

kapil
Text Document

)

1kB
Other Places
ovekush kushwah b spidler.sav A v
(& Deskiop icrosoft Word Document SaY File )
{5 Shared Documents 1kB & \,

W My Computer

Sl
A

#® My Documents

Fle Edt view Favorites Took Help

ek - @ - ¥ | P search [ Falders | [T~
v B
File and Folder Tasks \ij Downloads L,ﬁ Py Music
(29 Make & new folder
e Publish this folder ta the -5 ==
e \’\Q\ i, Biftires L__‘[ Shared Documents
(= er _J
P By ANIL KUMAR
_’J sukhend 2 | Microsoft word Document
L 24 KB
o kapil kapil
o ) e
i My Computer ==1kB 1KkB
W 1y Network Places Iy Lovekush kushwah b spider sav
@ 3| Wicrosaft Waord Doclment SaY File
— ] z5ki 1kB
!;j New Folder
1 untitled - Paint @8 p1y Documents & i - O @ so0PM

Creat a New Folder on Desktop window

Coping‘a file and Folder:-

File a1 Folder @I Copy &_T &3 AT &M ol o W s
AT g I8 A3 click ®R1 W 5= Easy @ & amg File a1 Folder @1 U& Folder | ¥R Folder
I Th Drive ¥ A Drive # a1 U Computer ¥ R Computer § Copy &R d&Hd 2| TH
Computer & & Computer # copy &A1 369 W 1R F=ar 2| f& Network & IS & a1 =& File
a7 Folder &1 Copy &<1 & fol¥ f77 Process @v—

1. 399 Desk top & My Document icon TR double click @& My Document &I open &3
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2. afe sfea File a1 Folder My Document fd=5 # Sucter €1 © d Other Places @ 3idid My
Computer TR Click <@ U= 3f&d file HT 4dT oI TT I select I |

Item W click @ g9& 91§ 7 &1 Aifd Copy Item dialog box show BT Copy letm dialog
box # ¥ drive IT folder & select TN RTH 3MU copy AT @Ted & 3R fB copy button T
click @~ Ifg 3M7 items @1 Y& New Folder H copy &<+ @Ted & I Make a New Folder W
click @ |

& My Documen ts [BEE 7]
Fle Edt View Favoss Took Hep o Copy Items E

3 D ¥ Pseath [ roders |-
Select the place where yvou want to copy these & items. Then

click the Copy button,

¥ B

|2

(B} Desktop
(5} My Documents

=] 1} My Compiter

“e Local Disk (0

< Local Disk (D)

“e Local Disk (E)

“e Local Disk (Fi)

o PAYAN SIR (G
|23 Shared Documents
I AZ's Documents N
I lakyash's Documents

| £

To wiew any subfolders, click a plus sign above,

Make Mew Folder ] L Copy ] ’ Cancel

Moving a file and Folder:-

ile a1 folder @ Moving ¥ T & & 39 file A1 folder
B & place ¥ IBTHR TEX placde #= a1 | 519 MY file AT folder HI move &I & | df MY 34 file
a1 folder @1 copy &l file a7 folder T move B & oIy 171 Process di—
M
ofile

1. 3 desktop @& cument Icon ® Double Click @%@ 39 Document &I open & |

2. Ife s=®T B a7 folder My Document window # Suael &l & I o< file &I 3y
Move 2 39T other places & <1id My Computer TR click @& UdT o TIQ T
IAPT select ™y |

3. file a1 folder Network @ f&=il Compter # § @ My Network Places W click & |

4. File"wd Folder Task & 3r=<ifd Move the selected Items dialog box s @1 +ifar yefRfa g
ve Items dialog box # 57 drive 3T folder # 3T move HRAT AR B [SH select B 3R
move button W click @ If¢ items @I New folder # move &= @ed & ar Make New
Folder W click & |
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® My Documents [BEE
&

Fle Edt View Favories Took  Help

Move Items

Qi - @ Pseach [ Foners | [

address |2} My Docurnents

CE Select the place where you want ko move these & items, Then
click the Move button,

File and Folder Tasks

‘1/" Downlbads ‘er/ My Music
‘\\ﬁ My Pictures I/[ Shared Dacuments @ DESkUDp
[f;] My DoCuments
= »j My Compuiter
“e Local Disk (C1)
< Local Disk (D)
< Local Disk (E:)
< Local Disk (F:)
<o PAYAN SIR (G1)
[ Shared Documents
) &7's Documents W
2 lakyash's Documents

{5y Move the selected items
[ s

|

| £

To wiew any subfolders, dick a plus sign abowve.

[Make Mew Folder ] [ Move .H Cancel

R,
P

02 P

Jaib - v
Moving a file & Folder ’@

Deleting a file and Folder:- ‘{\‘\
39 39 files AT f] erw delete HR Wb © I 3Ad programs
# 981 2| files AT folder BT delete B & foy s —

1. 319+ Desktop @ My Document Icon w click %% my document T open - |
2. Ig W & delete frg S 4Tl fil er My document @& 3 present & a7 -Tgi A}
J present 7@l g I my comput tion W click &Y | el files Ua folder store 2 |

3. g% 91 delete by S il ifolders @I select &X |
4. File ©d folder Task & ete this file a7 delete this folder W click ®¥ | <9 314
T B a9 H file older permant delete s8I B8R I Recycle bin ¥ Store &
S 2| S a8t | % & fag Shift + Delete Key @1 Key board &1 W& ¥
Press @3 | 4 (N
& My Documents EEX
Fie Edt View Favortes Tools Help 7]
(€] © | Psearch [ Folders | [~

() My Documents ~| B

‘j Downloads ‘[ﬁ My Music

[ My Pictures J Shared Documents
=
i KU

L
=
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Control Panel:-
Window-XP @I Control Pane ¥ Feature 2| Start Menu @ 4ffd € Control

Panel € Views # Sua&l &1d €| Udb View @I classic view T & ST 39 window — 95 & #d 9
B use PRI I IB © | TAT AN TUY catageroty view BIaT & | S Window- XP Special & | T S
g<x Q@R < & 97 —|1T AN F use § AT O Whal = | A Mg 39 Contol panel ¥ &
(bore) T 2| fT9®T 3MI windows & YR versions ¥ use Hd 37 ¥§ & Al 3T T 3MHYD catagary
views @ 1T B HT Continue & F&Hd & |

]1 views @ dr9 switch &< 9ga oI 81 2| Control panel & 3fdid switch category
view @I select X AG MU classic view # € SR I M9 category view # & oI 39 swifeh to
classic view @I select & | &A\Y

Pick a category

-

e
-

Network and Internet Connections
-

E Add or Remove Programs

.\ £)) Sounds, Speech, and Audio Devices

gga d help HRaT €, 34 desk top Thems @I select HRAT TG TMT AT I PR AP © [FEBTIAR
back ground set wd Resolution &I U JALT & AR G |

1. Customi our Computer:-

Desktop Background =i & ferax g9 =rar 21 o«
3mq op W <@ AP & | T AR A U qAUIE o3 BT Vb Frax 94 A1 99 f&F a1 &
39+ Raint § §9RIT © AT U&H Hiddl & AU6 B<  dI desktop background & set &=+ @& forg fs
pr -

1.  3fe amuar Start Menu Classic & form # set 8 I Start button W click ®X| $9& 9IS
setting @I select @Y | control panel WX click @X| M@l start button W click &% 3R
control panel @T select & |

2. 39 915 control panel window f&@mg < |

3. Double click display & 31gdR display dialog box =/ @1 #ifar show g7 |

4

5

9% g desktop tab W click & |
background list box # fe@m T foi # | foH=ft U @1 select H |
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6. 3afT 3ma Background List Box # $%8T & ¥R image =&l Ud § o 3M4 &N folder AT
drive # locate (G@®HR) FR Adhd = | IR Brows W click @@ & T &I select & Adhd
g

7.  colors &I select & & ey 3Md color 1 click % |&d & ST &Y puldown Menu # 8T
2| afs o desktop &I T TE cover HAT & I color @I select &I W background H
®Is Effect 781 7T © |

3T
3@ Back ground desk top @1 set &R &1 Udh IR a1 & foraH 774 steps &Il %\’—A

o
1. Start Button W click % 9@ a1e my document @' open X T mp picture’®l click &
ERT my picture § ST a7 39 o3 &f f&=ir W1 folder AT drive # locate Eﬁ‘ 3

desktop back ground & w9 ¥ @TEd % | \
2. desktop background @& w9 # gfewa foF &I right click &% set@ackground R
click &Y | L.

Display Properties
Themes | Desktop || Screen Saver | Appearance | Settings

A theme iz a background plus a set of sounds. icons, and aother elements
to help vou personalize vour computer with one click.

Therme:

I OF. ] [ Cancel ]

Mground display Window

Setting a Screen SaX‘-b

@ D
el time (Re ode) % show BRIl & | 3MY 37U =BT FIAR A= Setting &I screen saver &
w9 # set forg f997 Process @v—
1. ol Panel window &1 start %X | §9& d1< control panel window # display T double

lick &% |
&Wﬁ 91 properties dialog box show &R, $9H screen saver Tab W click @ |
gad d1€ Screen Saver TR click @ | ST @1 31U screen list # select foam €|

4.  Wait Spinner Text box § Minutes &I H&AT Bl select B T © 37 Automatic IT wait
period screen X run @RI & 19 system minutes ! AT & 97 show BIAT 2 |

5. Screen Saver start 8 & d1& screen @I clear & & {7y 31 mouse ®I move & AT
foelt ¥ key @1 Key board @1 {8 A press o

6. TP screen saver & oIy screen potion WR JfE STef | Screen saver tab TR setting @1 select
PN | 3T A SWIIAR W T gl Fahd o |

7.  Priview @I 3@ & AU priview W click & |

Screen Saver, U% moving image I patern & Wil 3T screen
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Display Properties @ :

Themes | Desktop | Screen Saver | Appearance || Settings

a
~N Y
AN
-\

' B4
| U |
T —— b
Screen saver
VH Settings ] [ Previgw ]
Wit 1% | minutes [] On resume, display Welcome screen
M oritor power

To adjust maonitor power settings and save energy,
click Power.

Power...

I ak. H Cancel H Apply ]

Scre

-_
a@%er Window
Accessories:- Q

s @ Bl © fd¥l device @ external parts ST SUIR URg
2qg Sirel a1 Add far &1 waar €1 Windows & IRued ¥
TE BT ¥ |Accessories @ AT T Tool B 2| ST Ml
windows W @& External H HBICT Y B o |

afg windows Operating System dRIfdd TS T @Ted & @ §= 3MMUDT
KICRIRCICRUED cessories @ d Tools & AI—AT windows 3= UHE tools T YT BT |

1. Cal lﬁato :-

Accessories PI g

Calculator &7 Use 39 f&¥1 +1 Valid operation &I &R g use HR AD
3T 81T ¥ Yps W drel Calculator S Addition @ Subtraction T 7ol &
ientific Calculator ¥ 9 W™ dTel functions logarithms Td function &I execute &< & |

Using the Calculator:-

AmEIa: calculation @ fofv @mg Calculator T use Standard
view # ®R Hdhd g | @l 3w Scientific Calculation @& fofU scientific view ® ST d&d B |
Calculator &I Start &3+ & forg FfeiRad Steps @1 Use dN—

1. start button R click X |

2. All program & select X |

3. 39® 91 accessories @I select dX MR @9 Calculator W click @ Calculator o & Hifa
open BN |
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Path:-
Start —» All Program——» Accessories ——» Calculator
T (o) = s | | Ll Calculator =] & ==
View Edit Help Wisw Edit Help
° o
|-:Z-:u|::egrees ™) Radians C:-Grads|| MC || MR || MS || M+ || M-| |r-.-1c| AR || MS || . || wA-
L e [ Lo fl o |l ][l e || = || v | =] = ||l || = ||~
|t |[sinn || sin || 22 [lontel| 7 || 8 |[ 9 || # || = EAEAERIERE
| dms | [cosh || cos || #* || ¥x|| 4 |[ 5 || 6 || = ||2x| |« | s || e |l = [|e=
In||tanh||tan||x3||~%'x||1||2||3||-‘ ‘ 23|l ‘
| e || e |[moa[ 109 [[207]| o || . || + | | e [ Il =]
Scientific Calculator ga’ndard Calculator

o,

2. MS Paint:-
A
Paint Drawing &T & U9 d M%ggol 2 fga@ g | g black and

white, colored drawing 99T &d § TT = B les(bit map files) & U H save T DI ¢ |
MY paint T use Email §RT drawing &1 se 21 3y Desktop Background & %9 #

Image &T T AT drawing dTel! f11e i Eﬁf faf=1 formats # save &< H T use
HI © Paint &7 start B & ﬁvl?i use ?5%—
Path:-

Start ——» All Program Accessorles ——» Paint

I T I
S FEECEEEEC S

Palnt wmdow
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3. Not pad:-
Note pad Program T& UHT program & Sif A= Text file & IR &xal & Ud

I Edit 1 &xar 2| 1 ®Ror 9 Text Editor Y1 &8 &am g1 Note pad Program # Text @f
Format &%= §a &! 8Ial @ | Text @I Format &7 31f g Text Size, color, font style 37f& # chage
BRAT TAT S screen U AT AT printer FRT SH IS W BUAT | Note pad ERT byte & NHR B
file & FHVT HRAT WG T | 3AW IS IMBR & file & T & oy amue! wordpad Program T use
DA MY |

Note pad Program # U&% row # 3ff&iwad 1024 character type &R H&Hd & |
character ¥Id: &1 37Tl row # type & Il 2 | $9 program ¥ 15 text file T 1 open T
ST \hd 7 | f8l 3= window program SI9— MS Word, page Maker a1 MS Excel 37fg Gl
Tl’sffllea?rnotpadfr?rﬁropenmww%\’aﬁ?ﬁﬁwSavemww{w@ﬁ‘&ﬁ
Edit a1 S \aar © | Note pad &1 Start &= & foig 77 Steps @1 Use &N— o

1. Start button W click & |

2. All program @& 3faid Accessories @1 select & | ,A( e
3. 9% are Notepad @1 select X | “ ) 4
4. Note pad &I select & & 91§ =1 window open 1T |

B Untitled - Notepad
t Format View

Note pad window

Word pad Program U&% UHT program © S AMRI: text file T
T4 text ®I edit Hal & | Word pad program ¥ text &I formate &R ARG BIdT B |

a3 & forg f9 process T—

. Start Button W click & |

2. All Program &I select & |

3. Accessories @I select & 39 a1 word pad @1 select & | Word pad @ select & & 91§
U% window open BT |

Path:-

Start — All Program —— Accessories ——> Word pad
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Document - WordPad

File Edt Yiew Insert Format Help

DEd & o ® R
S\
e N 4
N
N7
)|
4
N o
Word pad window \(
N
Start Button:-
Start Menu a1 Button uter Desktop @ He¥ ferel f@=y Task bar
R left side § show BT g Start Butto ¥ computer & (e BT W Program &I
Open @& d&d &| Window-XP rt Menu & QI Styles # Sua&l &l g1 XP

Special/Classic XP Special eny H AT Look US™ &xal & T & fo & fewaman

T & | Classic Start menu &T ¥ §e§al ¥ look BT & 3R I8 window &7 old version

2| Start menu & style ® PR DT 8-

1. Start Button W Rig 3R program properties W click X |

2. Start menu tab W ST option T & S ¥ ¥l T W click & |

3. default click’speci rt menu &7 select & 3R Start menu &7 select & AR start button
ratio button W ¢ PN |

4. PRM win % eversion H style ®T  select &Y 3R classic Start menu Radio button W

click &Y |

A rt button W click & 3R Start menu & New Style @ display &dl § ST

t fpar 21

b
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Jis ‘} Lakshya

Internet i My Documents

Google Chrome -‘j ¥
(E—I_ E.mail 5 My Recent Documents  »

|| Microsoft Office Outlo... A
My Pictures
. = Y

7] Microsoft Ofice Word [ . A

2003 .___J" My Rusic {“\’/7
f | Internet Explorer (Mo g’ My Compuier L U |

Add-ons)

A 4
g My Network Places
e} hozilla Firefox
Eﬂ Control Panel
;l.!-

VLC media player v
=) praye Set Program Access
- and Defaulis
3| Microsoft Office Excel ©
2003 }lé Printers and Faxes
@ MNero ShowTime t_‘) Help and Support

p Search

All Programs p E Run...
@| Log Off @| Turn Off Computer

@ PC- Package - Micros...

Start Menu window

Creating User Aceou \

919 39 319+ Computer WX user &I add &= & AT MBI YT

R file or programs @I access ®RT I AAC UG HaT | View user
utér W create BT & forg f7 process H—

computer FfdTe
Account &7 370+

1. Startb lick @ 3R Control panel @ open & |

2. ceount T double click X §d® 915 use access dialog box show &IdT 2 |

3. ahew account W click & $H9& d1€ AT dialog box show &M |

4 w user Account @ foTy text # U® name I type HN AR next button W click & |

a1e Computer administrator 3T limited &R click & A 3T new user &I
ccount & type TR ¥R EIdR assign BT e § T4 create account TR ST last
Dialog box # & 39 W click & |

Contact- 9479307492, 8085321528

Visit us: www.lakshyanarwar.com E-mail- Lakshva.narwar @ gmail.com




PC Package

B User Accounts

Fle Edt View Favorites Tools  Help ]
@Back = u L’: pSear:h lr: Folders (11|
Address | [ User Accounts v Boo

See Also =@ User Accounts

5 Appearance and Themes

Pick a task...

[3] change an account
[3] treate a new account

(3] thange my picture

or pick a Control Panel icon

- :
m Mail T UserAccounts

)

User Accountw
Create a User Password:- (b
Passwo

mputer &I security & for¥ use far Sar g1 o«
& Computer &I TEX Computer I T[S JMI@T customize setting computer program iR
System resources T9 3ffdr Grfard 3 & password 30 key I1 Name T user
account & foIT §9I1 | U user passw %1 UBR Create & Fhd 2—

1. Conztﬁré)l panel windowAH rﬁry ount W double click X | user account dialog box @I open

I

2. User account dialog ‘ﬁ account Name W click & |

3. Create a passwérx k ® | 39 915 U dialog box show BT |

4. Type New pass word text box ¥ 30T pass word type @~ or type the new pass word again

H text onfirm ®X¥ |
Type wo phrase to use as password ¥ 3T 39+ pass word &I AETIAT | 372 Yol text &T

b

AHd & | 39 UHR W 3MY TH pass word hint ST &R Adhd & | HIS A user Sl
omputer ®I use HAT & | 98 welcome screen TR hint &I <@ Tl 2 |
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What do you want to change about your account?

Change my name —.
uuuuuuuu dministrator
Creats 2 password

N
~ )
N
L Vg
)}
4
Create a New Password Window g .
Modem:- NV
Modem 3T ¥&l ¥ @Y g7 81T @ Modulation + odulation =Modem. Modem
9 devices BNl 8 ST computer @1 HER Telephone line W i tion @I send &I DI facilities
provide @RI & | SAQR Modem bi directional B % | Modem # U& Modulator T
demodulator <Ii 14 ¥ | gEfer U & wHA H data ® <Id # send TR FHA T |

techniques ¥ 9gd ST I8k BT © |
i @8l W Th Modem 3iR telephone line
m U% VAT device 2| ST 89X foTU internet
onic—Mail (E-mail) &g S dTel Text format

Modem @1 flexibility communication techniq
T dig W1 Computer R5/9H U telephone line &
drel computer & AT communication &R Adhd
serve &I, 3707 Friends @& T 91 HRAT
IHEH send HIAT AT G 2 |

Modulation:-
o1 device ¥ digital signal @ Analog signal # change a1 URad=
fF oI ® 1 99 device &1 M tor ¥4 9 T process ®I modulation HET ST T |

Demodulation:-
VN e @& #TH 9 Analog signal @1 digital signal # change a1 uRadd
E7l

fr o g1 99 devi;e U modulator Td $9 Y9I process @I demodulation HaT ST 7 |

»
»

Computer 1 |4 Modem 1 | Modem 2 | Computer 2

(Digital Telephone Lines

Signals) (Analog Signals) (Digital
Signals)

A
A

Block Diagram of Modem
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Types of Modem:-

Modem AH=Id: & UHR & BId 8—
1. Internal Modem
2. External Modem

1. Internal Modem:-

Internal Modem d Modems & € I computer & Mother
Board # inbuilt 1 & Internal Modem &ga € | I8 Modem Mother board W Extension slot #
I 1T &1 9 Modem &7 U telephone Socket ¥ Sied @& fog use fHar ST & | 3M<Tdhal 41
Internal Mdem PCI &7d 81 € | U& internal modem &1 software modem ¥} &gl Il &
el & b 9 319 B & BB AN B I R & ol System Processor R iR 81 81 /A, 7

A S
-\
2. External Modem:- I B4
External Modem U& self contained device ,3?1 RraepT
¥ BT Y IMTERYT BT & | 39 Modem @& Ud Serial cable @ A" ¥ computer,® serial code

arerar USB (Universal Serial Bus) Port IR &7 ST © | A’

@
£ 4

Installing _and uninstalling (Add _or_Remove) ‘&‘W Hardware &
Software:-

o,

MY 370 3eBTJIR Windows Software a1 Hardw @I Add a1 Remove &R AH ¢ |
Windows Windows Hardware a1 Software &7 Add jove B & 1T 97 Process @y—

1. Start Button &R click @& Control Pa elect TAaT Add I1 Remove programe W
double click @ | 9% d1& Add or Re grams dialog box show &I |

2. Add a1 Remove Windows elemen clic

3. %% 2 seconds # windows ent 1zard show BT |

4. fedr Elements &7 add check box W click &% g f&ft Elements &1
Remove &%+ & sellect T check box @7 clear &3 | S<eERY & fouv Internet
Information service rt e B forv S o &1 9ifa select & |

5. g9® 9© win@ nent wizard T el &N |
R
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8 Add or Remove Programs

oA

‘ Currently installed programs: [ Show updates Sortby: |Narme -
Change or _
R'_EI'TIgDVE + Adobe Flash Player 11 Plugin
Programs Click here fi Aport infi o
Add New | adobe Photoshop 7.0 Size  136.00MB
I B8 sdobe Reader 9.5.0 Size  104.00MB
Ej | 8! atheros Communications Inc.(R) ARE1Family Gigabit/Fast Ethernet Driver Size <4.05MB
add/Remove |} avast! Free Antivirus Size  240.00MBE
Windaws | & Google Chrome Siap® 2170008,
Components
;."5‘ High Definition audio Driver Package - KBES3111
@‘ I@ MeAfes Security Scan Plus Size 2.61MB
Set Program |23 Microsoft Office Professional Edition 2003 Size A27.00MB
Access and
Defaults 1§85 Microsoft wisual C++ 2008 Redistributable - x56 9.0.30729,4148 Size 10.19ME
!@ Mozilla Firefox 11.0 {86 en-US) Size 37.44MB
| nas Size  25.39MB
||ﬁ! WL Platform Device Manager Size 1.62MB
& windows Intarnst Explorer & Size 4. 340MB
|8 winRaR 4.20 (32-bit) Size 3.96MB

‘4 start [ & i aint g vol Pansl @ Add or Rem LU & 7:A1PM

L J
Add/remove lu'

3
(b End Unit - I
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Unit- 11

Word Processing:-

SIeg foT@T, a1 941, paratraph 94T, Page 919, Tl 9 UBR &I G
UfBATell & gRT AU a1 Pl GaRed AT JHAMSTd ST | Wdd &3 word Processing &&al © |
39 BT ¥ Pancile a1 deM &I WEFA ¥ B Mg UfGAT A TR UfBAT, HEARd © | U] I
f&ary S/9 Computer @1 FEIAT ¥ &I Il & al 5 Electronic word Processing ®&aTdl & |

Features of Electronic Word Processing:-

a
Word Processor faffi=1 Methos 3 ﬂy

FETIAT BT © | ST e faerwany fFeaferRad 8— {4‘:‘\,’
2 4

Word Wrap
Editing of Text
Page Formatting

L

o

Paragraph formatting ’( @

L 4

Text Formatting ~ )
Saving and Retrieving the Work ¢
Output of the Work
Mail Merge
Spelling Grammer Check L
0. Use of Thesourus \r
Q‘A |
Introduction to MS Word:- 5
oJSoft Word, Micro Soft Company gRT fAfifd MS Office &1
U& Part (&%) g <1 Windowgﬂiﬂ éor cessing ?ﬁ B H 37T & | word Processing Software @1 Haq

EXFAANR LN =

A fdr 1 Document &1 Type e IFH YUR &A1 I Editing SRAT 980 MM & | 3HD
ararar Document @1 Formadtt fou ®$ gRuri usM @1 | Microsoft Company &RT 10+
operating System Wind @ Word Processing Software @ T\ ¥ ST ST & | Micro
Soft Word U@ V4T Application Soft ware & | @ Femar & f&A M1 Document &1 IR fdHar <
Adar &1 Docume a¥r feef off Letter(w=), Memo(faet), Report a1 3= fomRaa fopei o wrameh
A el ft SR @ G gde fHar o1 daar 7 | 5 | §@e e 8-

cument @I Formattin & |

t @1 Spelling & Grammer &I Check &% |

5. Document &I Floppy a1 f&il 3 Disk # Save &% |

6. Document @I Print &= |

7. Document &1 Save BT UG SEIRAT TS+ IR J: open BT |

Starting MS Word:-
MS Word @I Start &1 & fog 77 process @ a1 f+1 Steps &I use FN—
1. Start button W click & |
2. Programs/All Progeames &I select @ |
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3. Micro Soft Word W click ®¥| af& programs @ 3X Micro Soft T&l fd@E usar & o

micro
Soft office @I select B 3R ITPB 31X Micro Soft Word &7 click & |

4. MS Word open &<+ & d1¢ Computer @1 Screen W ms Word & window show BFfT |

Path:-
Start —— All Program ——» MS Word/ MS Office ——» MS Word

T Document? - Microsoft Word
- Edit i&éw ‘.wét Tools  Table Window Help

=@me. i —
:.ag»,aw- .\ﬁ R A e 23

Page 1 Sec 1 11 At 1" Lni  cal 1

w of MS Word
Creating a File:-

roSoft word open &Rd & @9 Document 1 & T file
defaultwﬁopen?ﬁﬁi\'l 39T ST WIRY IW Wahd & AT Open &R Adhd & New file &l
creat &1 & forg S ar ¥ New Blank Document button @ select & §d®% a6 New

| New Document Task Pane & Blank Document &7 Select & |
[BEE]

Type a question for help - x

- Edit w Insert  Format 1nrs Table Window Help

4 E-mail message
| st From existing dacument. ..

Templates
Search

e —
% Templates on Office Online

] on my computer...

(3 On my web sites...

Cwomg

[ |%=D5h L

Page 1 Sec 1 a1

Ln 1 el

Contact- 9479307492, 8085321528

Visit us: www.lakshyanarwar.com E-mail- Lakshva.narwar @ gmail.com




PC Package

Opening a File:-

39 3+l 918 ge File Hard Disk # Iuael &l word file &1 @rd
|ahd & | fd¥r Alsie Cocument ®I @ie AT open B & Il 741 process dv—
1. Standard Tool bar ¥ open button W click & 3R ¥ Open Option W click & a1 R
Keyboard & Ctrl+O Press &< a1 a1y |

75
Look.in: |ﬁ My Documents - 3 -3 X Cu B~ Toos-
] e l Iﬂ Copy of My Music i ’ \
\;—3) | Downloads A y
MMy Recent = My Music A "Wt
Drocuments ';ﬂM}r Pictures \ ) 4
F-““% | Updaters ‘, V4
Desktop

My Documents

g8
My Computer
‘:__& File name: T __v:“ ar
My Mebwork =
Places | Files of type: | 8l Word Dacuments b | ’
A u
Look in:-
I window & SW &= A1 part CI"\’ drive a1 folder ®T A 77T & STal
sy file save Bl & I8l Sfrd drive 3T foler et P |
File Name:-
T8 W Mouse o SITaR ¢ 4 file &7 9 type & | a1 B window @& 3=
IO file @I select &N 3R open b click @ a1 Enter key &I Press @ |

Saving a Document:-

Document ¥ 8 forRgd g a Microsoft word Devault %9 4
AMH ERT set fHT T O AR Save BRAI R8T © | 3MUsb Document HT Automation T |
Save BT 3MUd §RT yp Tg f99 9% & document &7 Save &< &7 312l Hard Disk a1 31
Storage Devices Save HAT BIAT © |

Micro So t‘()ffice XP Suits:-
Suit To ¥res 2 S Hotel admd # 9gd 1S yafeld @ Suit &1

I & U®H set $AD 3@l suit BT 37 related computer programs HI Udh  Set Al ¥
Suit &1

31ef & Office XP Packeg @& 3icTd related Programs &T U&% set & Wil MU # Sile U & | ST w7 A

FER fBY 1 FHA drel Tools & T & HROT 1 TAHI 9 Suits © | Office Automation & IZITI
Ed

forT w8 Suits U & 3R I Micro Soft office Suit @ U® option & I H IR W& & | U suits
e
faRaa g—

1. Star Office 2. Lotus/Smart Office 3. XP Office 4. Open Office
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1. Star Office:-

Star Office Sun Micro System @&T U& Procuct ® 9 Suit ¥ Star Office Wtiter
,Star Calc,Star Office, Impress, Star Office Base @21 Star Office Writer ¥9 aedd Memo BT
dgar ¥ fora # a1 fawg %] Drawing Image @2 Index Tabel & w7l 84 Report TR &R+ H
eI U™ dRal & | Star Office Writer $9 &R &I Wl 41T & | Star Office Calc, Spread Sheet
% ERT 3M9 Analysis T data &1 el Ydd Ud ReIdl Ydd AT ©Y FGER & Fdd © | Star
Office Impress MS Power Point @ &AM Yd fazretyor a1am Presentation tool @ | Star Office 3Tae!
a9 Related data table definitation Report @1 form @ W1 data base documents T f#for #
|erd g9l & | Star Office draw WRerdl Yde T by ST e dTel charters network .drawing
image floor plan 31 & AT 3MYSH communication H AT of &1 H FEIAT Y cb%dl&\,v'
2. Smart/Lotus Office:- ¢y’
Smart Office T& Suit & rH Office Automatio:@w/ Unlimited
Applicaton Add f&U U 8 | 39 Pass S9 Company & foU 980 §B © Sl MS ce Suit T TH
wXel work Group Oriented Option @m&d 8 Smart Office # Lotus Apﬂﬂl Millenium Edition,
Lotus Fast Side Relese 2, Lotus Freel ¥Mfid & | 39 Package &7 Y 1 Lotus Smart
Center & I8 U& box 2| S 3mya! Windows desktop @& Top =R f | @ Calender Contact
List Wabe 2memRd @A Reports Td Application @1 Lonch & 999 9 Lotus 1-2-3 &
A1y S gV user YR Virsion & High Compatibility &7 | Cell data @1 tips Ud Spread
Sheets & HTML ;Hyper Text Mark Up Language) | HT ; Exracted f&am ST | ©

Free Lance Graphics gRT wave ¢sentation T 9T Support A &7
21 <] 394 Power Point Animation Schems T a1 | Approch data base Report &I g4
B U AFTAT &b HROT A 37 fawdr 2 | ' Notes @1 |41 A6 ODBC Sources |
data T QA fHAT ST Faar & g9 AR 1 Windows Application # Selected Text
@I direct Organization § sent @ F&d & & = & B |

3. Open Office:-

Open Office Suit ull office Auto mation Package 2 | ST Linux Operating

System & RTHT AT distribudi n1 Ed AT 2| Linux ardeRel & 3idiid Open Office, micro soft
Office &T option & A& 7 |

¢} % %8 Features 99 ¥ &3d H Sl o dlcl & | J&ERT & forg
faf=1 Application aﬁ%s Window # open &=+ @I 31U Mg Wl BT TH & window &
uits # Open Office.org writer, open office.org calc, open office.org

3T open TR ABUE |
Impress ?ﬂmﬁrg@ﬁ'gﬁ T B PR © Sl Micro Soft Office & 3icid gHe: Word Excel dor

Power Point

4. XP OH@
Micro Soft Office XP Suits § &4 | &H 6 YHR & Application program z | {5

™ Excel, Power point, Access, Outlook T Front page =4

Word:-

IWRGd 99 § Word Suit 31 o g dem use full 9 g1 39 Application Software
ERT M word Processing @17 desk top publicashin ¥ related 1f@ier smagaadrsii & gfid o) ddhd
2| M WA document S UHI | AR Sificd documents S Memos, Resumes T2 Reports d@®
1 HFE T qH T |
Excel:-

MS Excel T& 379 Other Application g f5i&@T Use a0 Data &7 fa?y w9 | Calculated
data @1 @R Td Manipulate ®R+ 8J use &4 & | MS Excel ¥ 9gd &1 3% Feature 811 & | S
TR & A1 Deficult calculated data R 1 BRI &R H 39 & FeRIAT B & |
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Power Point:-

79 Presentation &7 A I[N & a8 IS 3MUPG FHIIAd client & 3T YD 31U+
Board of director 8 Power Point & & AT UHT Application 2 59 31 39+ slide R Fif¥ad wu |
TAE BNl | Power Point @ ST MU 3109 <ied Pl UT v+ I & Ofid & | a® I8 Computer T
3@ Presentation @1 slide show @ A | AT Printed overhead slides @& YW gRT 81|

Access:-

Access @ AT ¥ A8 98 Start W few= e Ar fa9iys 8 Database @I g1 31eid BIer
IR F°T IR FHAl © AR IABI U6 FR FHal & | Office Suits # I T Programe # Access &
T WA QT I & Ol v S data ®1 R ¥@ offar & R R v R &) record B By

YT ATAIBIAT ISeil © | $9d a6 I8 v Office application | Y UTw fbam S ?ﬁa‘cﬂﬁ'l‘\’,y
Out look:- Yy’
Office Suit & ¥ Contact Management U&% Email client rive~qer folder
Management Functlonahty IU HRAT g | Out Look T Hadl MUDT MMYDH AHI o R H
[eTH AT © dfcd T MU ATRITT AR GATAS contact Il BT Mamﬁg,emgnt EaoECalCIRE|
Source ¥ E mail & dgq &R $I GfALT U PR & | ‘A N 4
fadey [ECRU|

Singal Spacing U @ 919 BIg I T8l }Eﬁml
Double Spacing | ufddal & <= v Rea q:m?ﬂ oI BISdT & |

1.5 39 g9 W Ufed B ST & |
Front Page:-
Front Page 3M9& Sui 2 ST a1y 31T Full website a9 & & |
94 Wizard 3R template &! ?-F\’E»' features % |

Paragraph & Page Fo a.tt

MS Word @ versions ¥ paragraph f&¥T Text Graphics

I7 Row &I H&d © | ST arasign @& Tl FATG 8l @ Coputer 9% Enter Key &I press
B R TH paragraph WHSIT 2 | UG U Paragraph sign WeRid @=ar & | Paragraph Sign
Bl screen W @ & S dard tool bar ¥ S\ Icon &I High light &=ar © |

Aligning the raph:-

Paragraph % Text by default Left side YT © 3Maedadl & IIIAR
I right si nter, justify @ ¥&d & | AR dR% 4 settings & oI 741 icon &T use &—

ft:-

39 bitton ®T use ®Xd Text AT graphics BT left side arrange &R
g
Aligning Right:-
PR B Y B 2 |

$9 bitton &T use HXd Text AT graphics P Right side arrange

Aligning Center:-

399 bitton &T use & Text AT graphics @I Center # arrange &3 & folt & % |
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Aligning Justify:-

$9 bitton &T use HXd Text AT graphics P both side | align HH & forg &t 2 |

Space between two Paragraph:-

Paragraph # 3 Lines & #ed $98TJER space BIST Sl
Addr & | Taable # Line Spacing & option &I WS 0T & |

Paragraphs & A& 9 BIe & 74 Process &~ — "f\y
Formate menu ¥ Paragraph &7 select @& ‘:{\}" '
Spacing # Before # IRRM% ¥ Ugel Bl WM dTcl I Ud After § IRR® & 91 ﬁgw’aﬁ
R & SWITAR FIiRT o | o\/

Aligriment : = Cutling level: Body kext b y

Special: B
{none:

=
o
=]
A4

Before: 0 pt Line spacing: Ak

EHIEE

After: 0pt Single ~ ES

(= .|

Paragraph Indent Setting:- Q

Page t¥ Margens & 3IfdRad B T Space @ Indent &&d ¢ |

89 I 3R ¥ Indent foraem TR T T |
1. Indent fRerifRa Steps @1 Use & |
2. Format Menu | ph @7 select & |

3. Indent & Help ® Left Indent Td Right # Right Indent feriRa & |

Word Processor & &g #gdqul &l § Edit & &I &aT b Afd Ageayqel
Processor @1 Hgcdl &l dQTHR S AfFILTeT §91dT & | 39 379+ document &I &g

m evise X AdGA © | IAT 9@ JfaRad document H Text & Style, Size, Color TR IH
2

Typing the Text:-

19 3M4 document open @i I cursor screen &I A UEell Row W left
side show BRI 3 F81 ¥ typing Start R T © | IQ T Hel A& ¥ HIs word foRg=T =med = | ar
39 oy Pointer 39 98 @ Right side of WU f599& arg o9 fore=r =g @ 2| <fd a1 @ &
%nsert Key On & @ OVER mode Off &1 372 3Ma delete fy 7T Text &I Over Write &R A

|
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Setting Text Seleting with a Mourse:-
Mourse @1 HeRIAT & Text @I Select &)= & folv %7 Process &y—

1. <@t 9 Text @I select HAT ATEA 2 | IWd 3T Mouse Pointer & S¥ 3R click ¥ click
PP Jbs Ve click ®I BIs T8I 3R Mouse Pointer &I T8l Th WD AT ST&f db ATTD]
select BT & | 319 click @I BI§ < |

2. Key Board @1 grar & Text &l select &+ & o7y =1 Steps &1 Use @x—

1. Aero Key @I grmar ¥ Text &I Select &%+ & oIy Aero Keys ¥ Cursor &I @&l o
ST STet A Text &I select BT 2 |

2. Shift Key Press @ 3R Aero Key @' H8RIdl | 98l d& o WY W@l d& SJTE{N
select BT @Ed & | 39 q1€ Shift Key &1 B |

3. Shift Key @ w12 Control Key Press &<+ W M0 9 U& word &I Wselect
B Fhd ¢ | )

o\/
Deleting Text:-

3T Text B % Methods ¥ delete 3% @ 8= Al o

1. S8 & S8t & Text Delete &7 € d8l & text Pl select PN D &y board @1 HERIAT ¥
delete Key &7 press @& | U& aR # GT Text delete & ST |

2. UH-U& Character delete % & fog delete key 3T back spa &7 use & Delete key
Right side ¥ text delete &A1 & | STafh left side | Text dele % fog back Space Key T

use PN | ‘{\ .
Restoring the Deleted Text:-
Delete fT T/ Text/&HT g=: UT<T -1 & oy 71 Process &
Standard Tool bar ® Undo Button @I click & it Menu # Undo Option &I Select X 372raT
Key board @1 S&radar @& Conrol +Z Key &I Prass & |

Redoing/Repeating the Previ ion:-

Undo Key \g™dl ¥ &= Instruction @I Cancel
PR fagr & 4 oy s Refd g @aﬁgﬁ:wmﬂaﬁﬁmmmmﬁwdickaﬁl
Redu a1 Repeat option &1 sele a1 Standard Tool Bar ¥ Redo Button @R click & 31e@r Key
Board @1 grrar 9 Contro y @I Press @ |

Formatting Font:-

Font Formatting 32/ font &1 3fTh¥d a9 =g 39 Bold, Italic, Underline
9T Srar 2 | Text\®hBold ¥ @ foTg Formatting Tool Bar ¥ Bold Button W click &% | Text
3l Italick Formatting Tool bar ¥ Italic Button W click @, Underline &= & foIy
formattin @ ¥ Under line button TR click & |

t & Font &I change %7 & oy formatting Tool bar ¥ font button @I click & |
Tex olor 39 @ foIY U+ STWTIAR color &I select X §AD foly formatting tool bar ¥ font
c on &I select @ Text & Border <9 & foly formatting tool bar borde Icon @ Drop Down
list W click @Y | 3R $e@IAR Border @I Select & Border & Remove @% & No Border W
click & |

Bullets and Numbering:-

Bullets and numbering &T use M9 list I & oy &=a g a1 R
document & TH HH H FolM & foly o= € MY 1,2,3... & AI—WTYJ AMHYS symbol & use IR
319 Document # points @7 31fd 3MdH¥eH a1 Fahd © | Bullets Insert %1 & fofg f71 Process a—

1. Inserting Point IT cursor &I 9 9 AT Line W Rerd &} Tl bullets T Insert BT & |
2. Formatting Tool Bar ¥ Bullets Button TR click ¥ |
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3.
4.

Text Type & @2 Enter Key Automatic Bullets Insert & SRR |
Bullets Sign &M @ foflv g=: Formatting Tool Bar ¥ Bullets Button W click @ 3iR
Enter Key Press a7 Bullets Sign @7 Back Space Key @' {8l ¥ Delete & |

Inserting Numbering:-

Bullets @ o= & 30 BSsHAaues ¥ Insert &) HhHd &

Numbering Insert &3+ & foflg %7 Process &v—

1. Inserting Point I cursor &I IH I AT Line W Rerd & W&l Numbering &1 Inse?\az??ﬂ
gl ALY

2. Formatting Tool Bar & Numbering Button R click & | AN

3. Text Type X @1 Enter Key Automatic Numbering Formatting ffer®fl | "“‘\7'

4. Numbering A< &%+ & foIg g: Formatting Tool Bar ¥ Numbering oI click @R
3R Enter Key Press a1 Numbering Sign @7 Back Space Key @1 HgRdm lete & |

L e
Printing a Document:- “Y
Document &I Print &% & forg f/1 S ssguse PN—

1. File Menu W click @¥ 3R Print Option &1 select &Y ndard Tool bar ¥ Print

button W click @& a1 f% Key board @1 Hgrmar & Crl, ress @~ Print dialog box

(1) All:- 98 documents @& I pages &I print W%

(ii) Current Page:- I8 document @& current pa

ferr @1 A1 show BT \(

int o |

(iii) pages:- Sudad Option & Select & U Button W click &V |

4& o) Cons ]

Print @@

Printer

Mame: ¥ Samsung SCH-3200 Series “ | Properties
Status: gl . Find Printer. ..
Tvpe: Samsung SCxE-3200 Series

wihere: LISBO0L [ print to File
Comrment: [ manual duples:
Page range Copies

@ all Mumber of copies:
() Currert page

) Pages: | | ﬂﬁ 11 Collate
Enter page numbers andfor page ranges ' '

separated by commas. For example, 1,3,5-12

Print what: |Document “ | Zoom
Print: |F\II pages in range v| S P EL pag
s

Scale to paper size: Mo Sraling

Print Dialog Box

End Unit - 11
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Unit- 111

Spell Check Or Spelling & Grammer :-

39 39+ Document H Word @1 Spelling and
Grammer &1 1 Sifg R Fdhd © | I8 MS Word &1 U& wfdaenet I3 8| ST Computer TR 3USH Yg
foRg=T 3 g7 2 | Spelling and Grammer check @+ & forg 741 Steps &1 Use av—
1. Tools Menu ¥ Spelling and Grammer &I Select @X I Standard Tool Bar & S}Klling
Button &I click @& a1 f% Key board @1 erar & Ctrl+F; Key &1 Press & | = o
2. Suggestion box # IwJad word W click &N iR fFr=feRad # AT butoon T sel ol
(i) @9« Select f54 g1 Word &1 Change @71 & folu Change Button@i PN |
(ii)  Change All Button &R click &3 WX Document # Use &7 7@ = = word
@I change &R <M |
(iii) Word # @IS Changes 7 &% & forg Ignore &1 select BUf o
(iv) Innore All @I select =+ W Spelling Chacker S Ft%{’ 8¢ Word &I &+
Document # TSR QT R <70 |
(v)  Add Button & click &9 W spelling chacke word @1 37a1 dictionary H

Add @R @ g | ,
3. af& Suggestion box # ®I$ I Fsma el 7 & I not i’&i({:tionary box # MU @ 39 Word
®I Edit &R F&5d % | N

Y I
4. Grammer &7 check &3 & Tt check Grammg Mbox BT select Y |

Spelling and Grammar: English [L.S.)

Mot in Dickionary;

Grammer ”~ Unda Edit

Change All
AutoCarrect

Check grammar
Cancel

Spelling & Grammer Dialog Box

Thesaurus:-
g8 MS Word &1 U& fdemel wes ¥R 8| S8l 3 il wes &1 a1ef & Arer €1
aﬁﬁﬁ;{ off a1 ggTare ereg qem e o1 ¥ad 2| Dictionary & Use @& forg /=1 Steps @1 Use
1. 39 Word &7 Select &N {1 qalRE@r e AT 31ef ATH HRAT A& @ |
2. Tools Menu &I click @¥ 3R Language options &I Select & @1 Thesaurus & select
aN A7 Key Board 9 Shift +F7 Key &I press @ | §9& Ul MU Udh dialog box & |
39 dialog box ¥ & option BFI—
Replace:-
I8 Document & 31X select fbU g Word &1 39 Word & 41 Replace & ST dialog
box # B
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Look Up:- 7€ Related Word & 21ef &I g21idT 2 |
Previous:- g 3MYdT a99 o Sl © |

Find and Replace:-

39 319+ Document H &1 1 Text @I Search &R HFadl = | Td IH T

Text @& AT Change I &% d&d 2 | fAT Word @1 Search &%= & foft 71 Steps &1 Use an—

1.

2.
3.

Word &1 Replace &= & forw f77 proce =
i

Edit Menu W click & @I replace ‘opt

el S

& Replace with: | EY |

Edit Menu ¥ Find option &R click @ a1 Ctrl+F &7 select @ $8a& d1€ Find and Replace

Dialog box open &RTT |

Fint What & Text box % 39 & &I Type & fEa®T find &1 2 | a

Find Next W click ®¥ 3 9l 3R 3M4 Text Find &=1 @red @ o Find Nextm—zﬂ?
. . 7 ) 4

click &vd T | ' . i "‘\7'

FAE 89 W cancel @ Text &1 IR 1 &g fafeai a1 Methods & Find %Q{Zﬁ‘ﬁﬂ' More

. ! o’
Button W click & |

Find and Replace

Fird |Reg|ace GoTo

Find what: || b/ |

[ ] Highlight all items Found in:

More ¥ Cancel

select & AT key board &1 wer@am ¥ Ctrl+H
Bl press I | D q1E nd Replace dialog Box show &FTT|
Find What box # d eplace BT & S Type @ |

Replace with box # ﬁ Type &} ST 3Md Replace &A1 AR & |

Replace &7 cli
Find with box % Type
Replace All & cli¢ PN |

| Find and Replace

Find | Replace | Go To
Find what: | v|

Y word @I U& dR # All Document # Replace &%+ & forg

Replace Dialog Box
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Header and Footer:-
Header and Footer & Text a1 Graphics 8dT g | S document & JId
Page @ $UR T4 1< print &1 & | Header $U%1 Margen # U@ Footer el Magern H BT0dT 7 |
Header and Footer @ Document # Add &< & fag 7 Steps @1 Use foam 1 e 28—
1. View Menu 9 Header and Footer @' select @ |
2. Word Header and Footer @ Panes &7 show &xdT ©
3. 3/ Header and Footer # ST 9T Type &=AT AEd © | & a1 Header and Footer Tool Bar
¥ @18 Graphics,Date, Time,Page No. T Insert &= Aadd 8 | Heated and Footer ¥ 91X 374

@ 210 Docnment Windowe H &= o a@F @9 click &V | A

CHeader .

B = T -
Deleting Header and Footer:- J’¢

Header and Footer &1 ] @ forg 71 Steps @1 Use dv—

1. View Menu ¥ Header and Footer &1 selec

2. Header ® Pane ¥ STdx S8 Text AT Gr . Delete P T

3. 39 91 Footer @ Pane # 99 Text a 1ck BT delete B < |

Inserting Page Number:-

r1 g BT use UUH page & Top # AT Buttom #H page
Number & & oIy fmar <imm 2 | Pa rmg Insert @™ & oy 77 Steps @T use F—

1. Insert Menu ¥ Pag Zfﬁ select & |
2. Position @ D % ox H Numbering &T Place select ®X(SHUR AT 1<)
3.  Allignment & own box H Numbering &1 A= feIiRa &% | (Left am Ringt a1

Center)
4.  Docum QE?{ page § Numbering &l <7 & foiy Show Numbering on First Page &

Che P blank & |

Page Numbers E|
& Position: Preview

Alignment: =
Right w —
Show number on First page —

-

Page Number Dialog Box
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AutoText:-

Auto Text Word &T Tah 7%=~ AT Td Processor & &g & ¥l § ¥ Ud © | I8
Word Porcessor @I T& Sort Cut Mothod & | 5@ gRT 34 W Word 5@ Spelling g1 iR
Deficult & Td @I Use IR—dR BT & g= war @ A fa=7 fadl aRs™ & Document # Insert
B AHd & 9@ AfIRad Graphics W Company &T Logo, Latter Head Signature amfe ar fihw
T faery o &I AutoText ¥ 3@ Fad o | MY SIF & 39 Word &I Type FRAT IRH & © | A 98
Word Screen @R aa: & Show & SId 2| 9 89 Words &I Use @< & forv Enter Key Press @ |

Creating AutoText:-
Atuto Text Insert &%= & foTu 97 Process ®v— ’{\‘,
"

1. S99 Text &7 select BN 37 3T AutoText & wT F ST a18d 2 | ‘.\’,’

2. Insrtt Menu ¥ auto text &1 select X new W click & AT Alt+F; key bord ZF{%?J?IT 3
press @Y | I8l Yo box screen W show BN | auto text &I Insert far g ord) box
Tq: &) forRg=T 21 319 319+ Auto text Insert T =9 Pl W ¢ Ia6d ® ENEdl
®ad Graphics @1 Refd # uscft & | ¢ N 4

3. OK Button W click &Y |

AutoCorrect - @
AutoCorrect AutoFormat 4s You Type
AutoTe:xk AutoFormat Smart Tags
Show AutoComplete suggestions
To accept the AutoComplete suggestion, press Enter
toTexk entries here:
Pef == ~
R ERED MALL

Respectfully vours,
Respectfully,
Sincerely wours,
Sincerely,

SPECIAL DELIVERY

£

Prewview

Reference:

i

\( Laok in: All active kemplates e |
® [ Ok ] [ Close ]
AutoText Dialog Box

Auto C t:-
AutoCurrect GFT=I WU I I dTell Tl @l List Ud S9eb Ger Td FEl w7 B

List g e List & FJAR Bl Tl B Sl & af Auto Currect & gRT SHDT U 3T
g S 21 9 afe The Word @1 FJfe gde The Type @R faam oMy @ Auto Currect
IHBT w4 The # 9ae1 <M | 399 Type &R IHI UAF R ToAd Type HT Hal & @) gfgar #
HHY A el Bl & |

s ArI—A1T Auto Currect User §RT WM WU I & S dTell Tolfadl Td 39 GoIR BT 41
Auto Currect @1 List # Add f&a1 ST w&ar 21 Auto Currect @I Typing & A &I 99d =g b
Short Cut & w9 # ¥ Use fhar S |&hdT 2| SRV & foly Document # &H 3@l 9R “Lakshya
Institute of Professional Studies Narwar” Type &<AT & d 87 39 R I & ©H W %
“Lakshya” word @I Auto Currect @I List # Add & |&d & | 39 UHR UAH dR Lakshya Type
% B T8 “Lakshya Institute of Professional Studies Narwar” H d&al SR |
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Auto Currect &1 SUINT § o9 & forg 99 Steps &7 Use di—

1. Tools Menu W click @~ 3R ure List # Auto Currect Option W click X gd® 91§ Screen
TR Auto Currect Dialog box Show &N |

2. Replace box # Ffe gad Word Type &~ a1 g% Sentence &1 Small code T I&I TR Type T
Si— Lakshya
3. Replace box # FfT gad Word Type fHa1 & dF IHS with box H Id®T FEl word Type T

grerar afe Repalce box # Small Code Word Type f&am 8 @ with box # IH&T T[T
Sentence Type @ |

4. Add Button W click &% | S9& a1 OK Button WX click & |

LY
\.«
Auto Curect # &3 & Word @I Delete #%+ & feu Auto Currecmy list &
I 39 Word @1 select @ | fh Delete Button WR click @ 3R 3id # OK Button.3 Gl
AutoCorrect: English (LU.5.)
AukoTexk AukoFormak Smark Tags
auktoZarreck AuboFormat &s You Tvpe

Shows AutoCorrect Options buttons

Correct Two INitial CApitals

Zapitalize First letker of senktences
Zapitalize First letter of table cells
Zapitalize names of days

Zorreck accidental usage of cAPS LOCE keyw
Replace text as vou tvpe

Replace: kb

Lakshva Lakshya Instibute of Professional Studies Marwar
labrakory laborakory -~
lastyear last vear

learnign learning

lenght length -

Aukormatically use suggestions From Ehe spelling checker

[ Ok ] [ Cancel ]

(b Auto Currect Dialog Box

Inserting The Symbel:-

39 U< Document H Qﬁ Symbol A Insert BT Ahd B | S 3MID
MBI € | Symbol Instert &R & foTg f77 Steps &7 Use x—

ocument R 39 STE W click & S8l 4R MY Symbol Insert TR A& 2 |
enu W click @ 3R Symbol option W click & |

4T 3779 Font & Symbol f&@™ 2| @ $9 Area @& Drop down Aero Button W click
|

4. 39 Font W click & S U@ I & AR Symbol Show & & |

5. Jma gRT select &Y Y Font @ Symbol Show &RFf| S8 Symbol (Ufi®) R click &¥ 5=
AT

document # Insert R =18 © |
6. 39 d18 close Button W click @ 3R Symbol Dialog box @I §& X < 3MU (U
Document # f35T1 STE W Symbol Insert & foq click f&Ham o Symbol a8 &R show BRT |
I & Symbol &1 310 Document % ¥ 8SMT @8d & o Mouse Pointer &1 39

Symbol &R @ % Drag & 51 & fo a8 Symbol High Light 78 8 ST & 3R Delete
Key &I Press @ |

Key Board WX
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Symbals | Special Characters
Eont: |Times Mew Roman w | Subset: |Box Crawing w |
— _J_J,LJL=|=_H_JL- .I I:;:;:;"
T ||| — ar | | H
glm|o||°|=—A|>V 4 Clen@®
o ||| 2| a| 2| v 8|A] 7] -
? — | a
Recently used symbals:
elmlav[r]=]"|#|=|=|2] [=] [«]p e
BOX DRAWINGS DOUBLE YER... Character code: |2563 from: | Unicode {hex) s , ‘ .
A
[AUanrrect.“ ] [Shnrtcut Kev... ] Shortcut key: 2563, Alk+3 z ) 4
‘\
(Y’
A 4

Inserting Symbol Dialog Box

Inserting The Picture:- N
3 3109 Document # ®I§ 1 Picture,Image
Picture,Image a7 Graphics Insert &%= @ forg 741 Steps &7 us
1. 39 319 Document & I W8 W click &N &l W®
2. Insert Menu W click & 3R Picture option W clicki@ |
3. 3fe 3y File & <X ¥ Picture &7 Insert &R ‘g& From File option W click @&

3R I9 Picture &7 select & T4 M4 Insert A%FIT e B |
4. 3@ 91 Insert Button TR click & s@® ag Picture 3 document TR Insert &F

e ®I Insert BT a8 © |

STRIAY |
afg 3my 39 Document H icture @1 Delete @R @Ted & | AT Picture
Bl el Select X | T 3T Delete TR 3R R Key Board @1 \gmdr ¥ Delete Key
Bl Press & |
Insert Picture
Lok in: ||D My Documents v| @ - Q K 4 8~ Toos~
= — 5
I — -
My Recent ”” E (=
Documents L,J
Deskkop Copy of My Music Dovwnloads Google Drive
=/ ) o
My Dacuments . C \ f i
(ke (D [ &7
— 2 |®| &
59
My Computer . -
N My Music Lakshya _v _|
5 Fil 1 | | =
Ty Neht-u-v)ork e | v [—QEH—J
Places | Files of type: | &)l Pictures v Cancel
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Setting up Columns in the Documents:-

MS Word # 3107 document ¥ FHE T A
4relg & @s Columns MU #R Fhd & | Td Columns & HeJ AU $eBTIHAR Line Tid Adhd © |
g 31 Designing 1 &% ¥&d 2| GAM drels ael Columns 9 & fofg f71 Steps @1 Use
1. Document & &l fa=g 9T &I Columns ¥ devide &R & oIy S8 9N @I Select &N | T}

Document Devide & fog document @ fB=fl 1 91T # click & |
2. Formate Menu ¥ Columns @I Select & | @quedrq Columns dialog box Show ‘zﬁ"ﬂl
3. =HAGYl WUS W AU OIdE Bl AHHIS D |
4. Apply to Drop Down List # S9 I &I Select @& I MY IR T | $H QUL ﬁmMn

U B ¢ | Pl 4
(1) This Section:- Column &7 a9y @Wve # Set fHar S| {M‘\, 7
(i)  This Point Forward:- ac@™ Insertion Point & 3T Columns @1 STRIATT |
(iii))  Whole Documents:- All Documents § Columns @I set ﬁv‘ﬂTjﬂjﬂT
5. OK Button & JHYET & | a
6. Standard Tool Bar & Columns box Button W click @<& Dropd X BT yeRia & der
Pointer & Columns &1 STBTHR A& &I Select B o 3R clic
=
=| 22| = = =
one Two Three Left Right
Hurnber of columns: =
‘“Width and spacing
ol #: width: Spacing:
1: 712" =
Apply Eo; Wwhole document b
@ Columns Dialog Box
Removin ns From the Documents:-
Documents ¥ Columns @ Remove &=+
o forg ps @1 Use dN—

ocument & f&H fdRy 9T ¥ Columns geM & fg IF 9T &I Select X | T

ocument ¥ Columns @I 8™ & feTy Document & =il 1 91T # click & |

2. Formate Menu ¥ Columns &T Select &Y |

3.  Columns Dialog box ¥ Present # One @I Select &% OK button W click X a1 Standard
Tool Bar & Columns Button &R Click @%@ Drop Down Box &I UsRid @~ T Pointer
¥ U& Columns &I Selcet & |
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Tables:-

Row 3R Columns @& Intersection Points & @) i1 Image &l & a8 Table &gatwil
2| Table Row 3R Column W MR &kl ¥| Table & Y& box I Row iR Columns &
Intersection Points & fAcidx g1 ® S Cell P& ? |

Tabel &7 use F&a: data d Row Columns # @R &A1 8T & gd@dT Use Micro
Soft Word # Report 9 & forq fdam Sirar 21 I8 Rows 3R Columns TR EMRT BIAT 2 |

Creating Tables:-
Table &1 Create &3+ & forv MS Word # < faferai &1 Use fbar S 9aar 21

1. Tool bar &1 Use & |

2. Menu bar @1 Use &% | &A\Y
1. Tool bar #1 Use &Ra:- -7

Tool bar @ F8rIAT & Table &7 Create ®=- & forv f= Ste£ a Use -

1. Document # Insertion Poont &I g&f of SII¥ W&l Table Insert HRIAT N

2. Standard Tool Bar ¥ Insert Table Button W click @X | @ T& Dialog Show ERTT|

3. Row, Horizontal Cell 2T Columns, Vertical Cell &1 ST &7 select &N |

4.

$9® d1g 3MId document ¥ TH Blank Table show &1 | “‘by

2.  Menu Bar @1 Use &X®:-

Menu Bar ¥ Table @1 Createy =1 Steps &1 Use @x—
Document # Insertion Point &I 98l o SV ST&f Table&e{rt PRIET AT 3 |
Table Menu ¥ Insert T Select X | .{\ ;
U&fid Insert Table Dialog Box # Column @ % e iR & |
OK Button W click @ | a@
¢

b S

Insert Table

Table size

Murber of columns: a

Murmber of rows: z

AutoFit behavior
() Fixed column width: Ak £
‘b O AutoFit ko contents

() AukaFit bo window

\ Table style: Table Grid AukoFormat. ..

& )
] remember dimensions For new tables

I [s]4 ] [ Cancel ]

Editing Tables:-
3 Table # Text Insert BR Aebd €| G I Edit W1 &R Fhd 8| 59 H1A Bl
3y Keyboard @ Mouse &Hi @1 Help & &R Add 2 |
Keyboard &' \gddl ¥ Table &I Edit &1 & ot 89 Aero Keys &1 SWIRT &-d 8 | Aero
Key @1 Use &% &1 Ud Cell & X Cell # Cursor @ Move &R ddhd & a1 Cell # Text Type *i
PR Ahd § Mourse & FEIAT ¥ Table &1 Edit &%= & o1y Cell & 2iex Click X @ Text Type
P A1 9 Edit R |

Contact- 9479307492, 8085321528

Visit us: www.lakshyanarwar.com E-mail- Lakshva.narwar @ gmail.com




PC Package

Adding to the Columns in Tables:-

amg Table # fa=fl *ff 73 Row @M Column Sirs AT
gel 9hd & | Table § Column Add &=9 & fov %1 Process &x—

1. Column 5= Cell & i # Add &=AT € S99 Cell W click & |

2.  Tables and Border Tool Bar ¥ Insert Tabel button W™ click @} | afe Tables and Border
Tool Bar Screen WX Show &l &Il 8 | A Show &*H & foTu View Menu & Tool Bar &7
Select ®¥ @T Tables and Border &1 Select @ |

3. Left Side Column Add @< @& foig Insert Column to the Left 3R Right Side Column
Add %1 & ferg Insert Column to the Right @1 Select ®X a1 Table Menu ¥ Insest &
Select &% TG Left Side Column Add ®=+ & foTv Columns to the left 3R mMe
Columns Add &4 & fag Column To the Right @7 Select & | ‘_\7

Adding Rows to the Tables:-
Table ¥ Row add &=+ @1 fafer Column @Tﬁ o fafy @
FAM T | $9@ folg 791 Steps &1 Use dv—

1. 9 Cell =R click &% | 9@ $WR a1 7 Row Add &% 2| "\
2. Tabel and Borde Tool Bar & Insert Table TR click @< | Ro Add & & foru
Insert Rows Above 3R Row &I i Add &%= & foTv Insert\Rows Below TR click & |

Merging and Spliting Cell:- (Cells @1 fiamr v

Merge % Cells @ m, | @I Split Cell T 3T &Rl &
JIfa drear g | Cells & Merge &% & fofg 741 Step @Eﬁ—
1. 37 Cells @I Select & 578 Merge &= |
2. Table Menu W click & | T Merge Ce% plit &1 & forg 71 Steps &1 Use a—
(1) Merge Cell # click & |
(i)  Table Menu @' click &Y Cell option W click & |

Deleting Columns and Rows*

Tﬂbl%; mns U4 Rows Delete &+ @& forg /1 Steps @7 Use &X |
1. 39 Column a1 Row &I IR of ST Delete &=AT AR % |
2. Table Menu WX lic%

3. Delete option &I Sele |
Word Art:- ¢

rt &1 Banner 3T Poster Style ¥ 99T & | $99&1 Use Play Cards, Poster

anmfe g+ # 21 Word Art Insert &3 & forg 741 Stpes &1 Use a—

1. Insert\Menu ¥ Picture Option TR click & |

2., Word Art &7 select @ |

rawing Tol Bar ¥ Insert Word Art Button W click ¥ |
ord Art Gallery ¥ STBTIAR Style &I select & |
. OK Button = click &%

4

5

6. Edit Word Art Text & dialog Box # sfegd Text Type &x |
7. Font & Drop Down box # $@8TJ9R font select & |
8
9.
1

. Font Size & drop down box ¥ STBHR size select X |
Text type &% & & T2 39 Format &%+ & a1 OK Button W click & |

0.Word Art Tool bar @1 WeRIAT ¥ 34 319+ Word Art # 3Mawaadgar Editing 1 &= dad
gl
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WordArt Gallery @

Select aWordart style:

WordArt ,qonlﬂt wordae Ill-rdlrl w.mmrt : W
| Wil “urd%n l;r:{l : ' , o

w‘mm Word Art WU‘ —ﬂﬂ W |\|.3|[ . b
mm WartAr| H!a'd-i‘m ﬂﬁmn;]ir- 1 7 2
i : n. S -I i | & \'
a‘:‘\bﬁm.:w il ,_uf ; 3:f% j y ) 4

[ O _I [ Cancel ] Ov

A o
A
MS WordE%DocumentﬁWﬁfflr_vIW?ﬁTs‘a@%@%ﬁ%lmﬁﬂmﬁ
T gg ATl Bl Edit W1 SR Adhd © | 39 o0 71 Steps @1 Use ‘&Y
1. Standrard Tool Bar ¥ Drawing Button W click ¥ | ?JTenu 3 Tool Bar &7 select
%N 3R Drawing &R click & | N
2. Drawing Toll Bar ¥ sfzod Button R click & |

Line:- Line @@= & fofv Line Button &R click &~ Yz@ﬁg WR click & | Td 39 qifod I
TR of oM & oI Drag &< |

Drawing:-

Aero:- Aero ¥ & foU Aero Button TR chc AR WM R Drag &N |
Rectangle (am@):- smaa diee & fog utton %1 Use @ | 39 Button @7 Shift & &1
Use &% W Square &1 MR a_"lT?f
Oveal:-

JUSTHR ATRIT DI T el Button W click ®X gd 99 & iU g9 Button &7

Use @xd 999 Shift Key Pre
Mail Merge:-

MS word ail merge 9% feature ¥ Wi AME® TR & oIy use BT | AHRE
UFTER &1 31 P Celients ® Sd Address W latter Woiv1 ¥ & Mail merge &T use form letters,
Maling lavels, (Envelopes), diractries @1 Group & E-mail Ud Fax faaRor =g use fdar <

AHdT & | 3T I use B Ahel a—
Ugd il, merge wizard €| TAT SHHT T TIHT I8 & | fh o0 S WA X 9 Process &I

=T %=1 Step @T use HN |
Ste tarting Mail merge wizard:—
|d Yo udi Mail merge wizard start &RAT BN Mail
merge wizard T Start &3+ & foTg f977 Process &3—
(1)  Tools menu W click & |
(2) Latter & Mail mergs @I select & T Mail merge wizard & click & |

Step II: - Document & Type &' Select &1 —
(1) wizard @1 gl Window show BRI | f5=99 latters radio Button &7 select &Y | @7 Next
Starting Document W click & |
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(2) s9@ 91¢ Wizard & Next window show EFTT 39 Step # 39+ latters &I Set &R | Hafrd o=
Option & If¢ M Previous Button W Click &va fUwel Step H 919 O Wad 8 | Use the
Current Document Radio Button &1 select @< @2 Next Select Recipaint @i Select & |

E Mail Merge e 4
New Address List g]
select starting document Enter Address information v
Hows do wou wank to sek up wour Title |
lekkers? )
() Use the current docurment Firsk Marne
() Skart From a template Lask Mare \

() Skart From existing docurment Company Name

Use the current document Address Line 1

Start From the docurment shown
here and use the Mail Merge wizard
to add recipient informakion.

Address Line 2

City
chchch
v
Mew Entry ] [ Delete Entry ] [ Find Entry... ] [Filter and §0rt...] [ Customize. ..
Wigw Entries
Wiew Entry Mumber 1

Total entries in list 1

3 U
Step Z2 of 6B Q
=  Mext: Select recipients @

4 Prewvious: Select document bvpe

Cancel

Step III: - Creating a Data Sourse

1. Wﬁﬂﬂ%ﬂﬁwia% window show BIT| 9 U # 3Mgdl 39 address
B TH list I MY ofcR WOl ATed © | AT Ul ¥ 9+ gs list § A select
BT ATRd & | fadie ¥ 2ma Outlook ¥ 4t Contact Select @& ddhd 2| afe I8 AM
forar o & x I Contact List &R =&l @1 78 8 oI type a new list radio button &1

click & | I t a new list & 3fTFa create &7 select & | sab g1 New Address List
dialog box, show 8| Text box # waferd @ (data) BT add #X | 7= save in @I click #va
39 contact list ®i save H=AT AR & |

Ugel ¥ &1 contac list IR & ar Use an Existing list open & Skt & radio &
o~ T Use an Existing List & 3fdd Browsing &1 select & |

3. e in Drop down list &R click @& data source ¥ list @I find &< @1 Open button W
click & |
St :

.- Writing your Letter —

1. Next: Write your letter =R click ®X | g9 a1 Wozard &1 write Your letter step &7
dialog box show &F|

2. 3t Letter @1 type &= & e Address block dialog box show &r1T| Address block
BT AU ATLIHAT ATAR customize & | g9& a1 OK Button W click & | g9 @18
Next: Previous your Letter & click & |
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Step V: - Merging the Document :—

1. Step No 4 Complete 8+ @& a1@ Next: Complete the Merge W click & |
2. 39 Ife 39 letter T I print BT A18d & o merge & Aaiid print R click
PN AT Al MY 39 AV TS File # Save == @red & o Edit indivisual lettrs @R click
BN |
Step VI: - New Document —
1. =g gFREa #x o & mailing list W Suaer foa— &7 afeqai & fag Letter %o 1 @rgd &
ar e fa&=i +f Radio button W click @X 3iR Ok Button W click & | ,{\y
Hyperlink:- Y
Hyperlink, Colored Td@ Undr line text a1 &1 Graphics 8T © Wﬂv_\’ Bl
foedt faey file a1 file & fHedt fa¥ly M, word window @ f&=fl page =T ntesnet @ el
HTML page W ST 9a&d & | Hyper link 3 39 document & f&1 News group, ‘Gopher, Telnet 3T
FTP site 9 1 I8 94 2 | L e
Hyper Link Insert &% & fofg f71 Steps &T Use &i— “'\’,

&

N
End Unit III * U'
RS
2
N
>

N

&
4@

Contact- 9479307492, 8085321528

Visit us: www.lakshyanarwar.com E-mail- Lakshva.narwar @ gmail.com




