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BHES JIBH eIH=ad 2005 feu faefor ager I fa gfenr e fies 7 9 Ag®
fS 9 TGN & Fa® 3 999 © Ales 7% 7gd AzaT gdter J | feg faar3 fagrer 3* fRue &
feaz & E3e J A & A8 fAer & »iad € faur I W3 Ag®, WY, ITEITT M3 IH € Ag'S
v fegamg fe'qg s o 996 gt T |

sansw feafen (feeditste@e) “Functional English (Intermediate)” €°3 »urfag
fefenradt Tgag d WarsT U+ e £ fonr 9 7 fa SHa® Mgdns Tsifedns soHTad
(NVEQF) & & 95 &t gerfenr famrr T | feg Hisnedt me fa@is foran fsemswie
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NVEQF W,mmw,%@mﬁmmﬁf@?mgw
W3 TY-TY oz © fegag fftmraet € ahit®3T & Afeuwsa a9er J, fen 39 feg
&N i 3T fAiye & G3mfozg daer J |

feg fefenradt Tgaga = fa fefenraghnr Bt FaHs® Har3T Uaw © fea gar &
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& I3 A3 T | SHas MIUHSS A 5957 (NOS) fea aniie At AeSasm e Ae T M3 o
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ferr fagen niret &t . fesnedt € ySifau gwmar fe 3 7e a5 |

Ufs3 Hed &% HoH™ Aed® fEneifele Me Sana® Madns (PSSCIVE), 5H6®
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AYT 5% HZ%d USIH M3 A& Held® IT/ITes RAaed € &9 Sanas maifedns
UaH BETNVEQ € Bet 828 1 3 4 (gfeen) feafis a1z 71 8=% 1 8™ 9=t € 59757 J1
s & AHA (NOS) €3 mufaz fa3T ve gus3=r (farHs Hoe3 M3 Iresti3) &afsar
Hs8® (Gfaen) M3 adtgsT € feam et ufgee e /s |

feg fefenradt Tgaga 3¢ © 55 fiue & fsabufoz aoet T W3 dan § »ed J9s
ﬁ?mﬁmmxﬁﬁ—ﬁﬁﬁrgusd' T fegame 34t Aivr § 335 Bt Agdl
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JITST IIHYAST I'9

feg fasm 1T201-NQ2012: snitewt ama® feafen (ReaHisite) € Gfse & Yaraas
feT 3ust Hee € &1 T | 3U§ fa39 & gH, IH I35 € AE's €3 77 3T8 MuS An
feg 3o wfodud AT 235d € €4 JY I8 IdH UAST &HTdT IH Jd&T 9rateT J |

fen fasme € <9 ins 96 7 fa 3078 @as™ © Tfse © Su-y ufgs €3 ga=r
fars w2 AfE'® (soft and hard) YUz 96 ST HEE A9l | IIF RS TTel 8T M
3T AT AGET J | ITF BT cAAE § BEle M3 Tedafew se@e Tz 3 fegms muts
& fenB &et Mahies 3RSt M3 ™ § AHE J13 fapdT | At MrueSt asusT &
TIIC JT A MUS Mirua & ATTe3T 578 WUST Gergde iy g8 € afam <t a9
Aae T | M8 g Suie fq fen ins fe9 fags idns 3073 Bet o -

Aans 1: Are-ufges

feg Aans, gfae € fen 5% 3ust Are-ufgee geeBer Jifew 30§ feu st Ener
J fa gfse € &9 Avs 39 AnsT © &9 grt ot fRar |
Aams 2: Hifag Areardt

feg Fams 308 ARG € o9 anHs fefir™ € €73 g o<t Aredrdt Ha e ga=ger

EN

gl
fen Fams € &9 A farnrs feafnz Ifenr T €9 308 a9 fonfe3s fafenmer gas ©

St War geTeadr | mifem™ § Y3 dds 3 ufgsT fem € 2y Sy Uy §° 3y feafis a9s &t

IS ATEFEt § Jait 39T UIETIIET J |

A 3: Mg

I3 AAG € ffgrfemm I = fa 3076 A €°3 ydt aeat gatet I | St a@™H o , we
7T IH € AEs @3 fafer=r & gadr | fer Aans © feg ms fafermer s fa e res 83
IH 35 &9 3o qUteT g5 € Bet Agdt I 393 farns, Afa s »3 ge™ § feafms
& f9 Hew JaaaitT |

fafanrer 3ums mifmud AT 233 € SUdY I& IS AT Iatet™ 5 | II7& I YaT
J9& € &9 AreaTdt €29 M3 IUTST UIEOHH § HUdS BET 138 I HJ EhT Ja=Tear |
fen & YUz 998 BT miuS MU 7T 2960 7% ITH J9d e d e <98 fama ad w3
A3t 5% faguas fam A7 fima & UseT ad | 7 3U7§ AN &dt mrer Enet fanrfnr
qd&5 BT viUS Ui Ud 77 2360 § UEe Bet Ad &7 [

AAHS 4: MAARS

fen Ao feg AnHe A< (review) UHE 3073t I A & 9 I35 BT ITST HEE
&1 #EB ARs €3 A< 3 ufos™ IHT A9 YRS € oY €< € fAgd Wal 9 99ie J
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A 1: fe'a Irede f9 yrE e mrasd €< (Ordering Food at a

Restaurant)

1 B9 fa gt fe'g JAcae fS9 T | 229 o3 3% feg U'es &gt mitfour fa It ot =T
UHe 341 ! w3 It feq meat @8 g8fis & £ ude e »gsg €< Ige J | gAv
wUET a9 fa= febar ? fen a9 AT mi3 wifAgr des Bt gy T § 979 |
Ao IAT IEt M939 fod T 3T IF WY HIIT &F <93 SISt At I, fAgsr <€t
Aeardt feg a3t aret 91 Jor four mes™ & €9t Miew 5% Uz |
. Starters : 75 fe'g ufgsT dan fam & fa ‘appetizers’ AT ‘Starters’ <t fagr
e d |

Usage: “l would like to have Fried Vegetarian Momos for starters.”
. Main course:37& feg Hy A7 4y fam |

Usage: “I would like to have Shahi Paneer, Chane Pindi, Raita and Rumali Roti
for the main course.”

. Dessert : IA& €7 WHdt J9H-feT 8% AT qf fHal 9t T Aaet 7 |
Usage: “l would like to have Kheer for dessert.”
Jor fay @z § uz w3 Jor fe 3t aret Areadt € 293 Jae JT uEt e 39:

o Starters - Chilly Potatoes.

o Main course - Vegetable Fried Rice and Chicken Manchurian with gravy.
o Dessert - Chocolate Ice-cream.
o Abottle of mineral water.

Using Articles — a, an, the

Gegae

Afalse friend is worse than an enemy.
Are you a good teacher?
Are you the teacher who is going to teach English?

B

A w3,

Jor fe'q gHede 9 Teg M3 Irud & fega arza3 fegt ot § | awusT ad
fa gt arod 7 | g BUaT IT®T &% Ut =T g9 7 IH T¢d 3% I HII qdE 9T
gfgsTgge T |




Waiter: Okay. Anything else Ma’ am/Sir?

1. Waiter: Are you ready to place your order, Ma’am/Sir?

2. Customer: Yes. For , l'would I’ike to have

3. Waiter: How many?

4. Customer: Just one plate will do.

5. Waiter: Okay.

6. Customer: For , Iwill have
7.

8.

Customer: Yes. | would like to order a

9. Waiter: Okay. One Chilly Potatoes, one Vegetable Fried Rice, one Chicken Manchurian
with gravy, and one Chocolate Ice-cream. Is that correct, Ma’am?

10. Customer: Yes.

11. Waiter: Can | get you anything else?

12.  Customer: Could you get me ?
13.  Waiter: Sure, Ma’am/Sir.

14. Customer: you. That will be all.

W& I ( ASSESSMENT )

SN =

fAg 83 < Adt macta® A, ANWI THE €t 93 dde e U&t g=r 949 |

1. Could you get me bowl of chicken soup? (a, the).

2. I would like to cancel (a, the) Masala Dosa | ordered and have

plate of Tandoori chicken with fried rice instead (a, the).

3. lordered  chocolate ice cream, not strawberry (a, the, no article needed).

4. I will have atomato and mushroom pizzawith __ cheesetopping. (a,the, no article
needed).

5. Fordessert,  plate of kheer will do (a, the, no article needed).

6. Iwillhave _ kheer for dessert (a, the, no article needed).

10



10.

11.

12.

13.

14.

15.

16.

17.

Our specialty is Tandoori chicken. Do try it (a, the, no article needed).

Please get me glass of water.

I would like to have onion masala dosa and vanilla ice-cream.
Excuse me, where is washroom?

What is specialty of this restaurant?

Can I smoke cigarette here?

Can we siton upper floor?

What is on menu today?

Do you serve Chinese food here?

Please give me some tissue paper.

Could you tell me recipe of this dish?

11



AH& 2: Ag®U 927837 (Making Resolutions)

3T AT I MTUS &7F JEt TeET Ai3T 7 ¢ T T WATs fagr @vder fae fa

1
2.
3.
4

5.

6.

I will never lose my temper again.
I will try to study hard this year and get a 1st division.
I will talk less on my mobile.

I will help mother out with her household chores when she comes home tired
from work.

I will get 95% in Math this year.

I will learn to speak properly in English within six months.

fAT3T @weT IR MUE WU 578 99 3 87 99 A9 Ifed emie vins fee @u9s
H 3T3 MTUS AIBY “resolution” I&|fer Ams f&g »int fow ferm 979 or® Jarar|

AU9s Ifey % (Simple future tense)
will %3 shall maeT € 293" gfey fe'g 9= =& gHr § Tanrget J1
ge Jor fag =ar § us:

SetA

1
2
3
4
5.
6
7
8
9

I will try to learn English well.

I will try to see fewer movies.

I will learn three new words every day.

I will exercise every morning for 1 hour.
I will not carry forward any regrets.

I will keep my room neat and clean.

I will accept the terms and conditions.
He will not let you join.

But we will argue in your favor.

g< Qudag 9 &t IBETJoT e T T &% J9

Set B

1.
2.

3.

I try to learn English well.
| try to see fewer movies.

| learn three new words every day.
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N oo g A&

| exercise every morning for 1 hour.
| take care of the dogs in my colony.
| do not carry any regrets.

| keep my room neat and clean.

af 3T& Ae-8 M3 Ae &1 € &= 99 € 9 &9 Jt g9 swd meer T | ufgsT Ae
AU9E Ffey a% (simple future tense) & 9™ €7 AYY T €7 He fai AETe! 77 Me3 w3
HUT9& SI3HS % (simple present tense) & g7 €HET J |

J5 feg =ar § u3 | feu Mg o g&17 A Mruet faeat € IR das g ge T @R &
&% 9I& ©f I J9 |
1. Ipromiseto...

N o gk wd

I promise Twill...

I resolve never to...
I resolveto...
Iwilltryto...

I will try my best...

I am never going to...

HBTAT (ASSESSMENT)

I fe 3t nunsT &9 61 & g€ »3 T g 7 Au9s gfey a7 (simple Future

tense) f&9 &
1.

I did not smoke.

@ I will not smoke.
(b) I will not smoking
(©) I will not smoked.

| exercise everyday to stay fit and healthy.
@ I will exercised everyday to stay fit and healthy.
(b) I will exercising everyday to stay fit and healthy.

() I will exercise everyday to stay fit and healthy.

I opened a small flower shop in the market.

@ I will open a small flower shop in the market.
(b) I will opened a small flower shop in the market.
(© I will opening a small flower shop in the market.
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4. The president and his wife raised funds for charity.
(@ The president and his wife will raising funds for charity.
(b) The President and his wife will raised fund for charity.
(c) The President and his wife will raise fund for charity.

5. I'stuck to my resolution.

(@) I will sticking to my resolution.
(b) I will stick to my resolution.
(c) I will stuck to my resolution.

6. 1 changed most of the furniture in my house before Diwali.

(@ I will changed most of the furniture in my house before Diwali.
(b) I will changing most of the furniture in my house before Diwali.
(c) I will change most of the furniture in my house before Diwali.

7. lstarted going for driving classes on Tuesdays.

(@ I will started going for driving classes on Tuesdays.
(b) I will starting going for driving classes on Tuesdays.
(c) I will start going for driving classes on Tuesdays.

8. Team India won every match against Australia in the World Cup.

(@ Team India will won every match against Australia in the World Cup.

(b) Team India will win every match against Australia in the World Cup.

(c) Team India will winning every match against Australia in the World Cup.
9. Ispoke in English with my friends.

(@) I will speak in English with my friends.

(b) I will speaking in English with my friends.

(c) I will spoke in English with my friends.

10. I'wore the seat belt while driving.

(@ I will wore the seat belt while driving.
(b) I will wearing the seat belt while driving.
(c) I will wear the seat belt while driving.
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ARG 3: Ufd=d3as (FE8'<) € 979 II® JdaT (Talking about Change)

fen niftmrfe fe's gt ftar fa ufseess o9 aTs fas st Aret 9 | €=ty w3

Jor fegtr @ergdeT 3 ANST < AR 99 |

1.

Change for the better - to change so as to improve. (FU9& B€t Ufded3s (FE8<)

©wmgd=: He does not watch junk movies anymore and it is a change for the better. He now
enjoys serious cinema.

Change for the worse - to change but become worse. (SE&T= Ud 97 A" 937 J< BT1)

©<rg9<=: She has started reading novels. But it is a change for the worse as she reads them
more than her school books.

Change with the times - to accept and adapt to new developments. (5= fea™ & A<tama
qI&T MI MUTEET)

©=ga=: Our school is changing with the times. We now have computer labs with free internet
connection.

For a change - as something different. . (¥ 4d")
©wg9=: Why don’t you wear a salwar suit for a change? You always wear sarees.

Time for a change - an expression used when it is time to make a change. (f€a gr=
gt Te3 St Arel I A fan s § des e AT gET T )

©=raa<=: | asked her if she wanted a cake for her birthday, and she said, “Its time for a change
- let s have pizza instead!”

Times are changing - a response made when you hear a surprising piece of news.

(fe"3T faprT e, A" IAT fed JI7at JT Ygd ASE T |)

©eg9=: Man: “They charged me 500 Rupees for this tie!”. Woman: “Well, times are
changing. Ties do not cost 100 Rupees anymore.”

Sea change - a major change. (feaq 3T Te%<)

©=rga=: There isasea-change in the choice of careers. Many youngsters are more interested
in MBA nowadays than in medicine or civil services.
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8. Times change - as time passes, different things become acceptable (fA=* fA=” mi™
giger I Y-S 9T MU 8T GdT 9 ATEHT 95 1)
©wgd=: The old man scolded his grandson for not cutting his long hair. He said that

when he was young, he had to keep it short and oiled. His grandson said, “Times change,
Grandpa!”

mafes M3 UfAe <feR (Active and Passive Voice)
Active: The hair stylist changed the color of my hair.
Passive: The color of my hair was changed by the hair stylist.

Passive: | was praised by the headmaster.
Active: The headmaster praised me.

Ufie Sfen © g% 4 =79 f£'9 7937 subject T fAaa a3 IfewT &at T AaeT T
1. You should do the work - The work should be done.

2. We completed the marathon at last - The marathon was completed at last.
3. Has she finished her homework? - Has her homework been finished ?

H
fAgs =rq Mafe= 2few (Active Woice) € fe9 95 €05 § ufgee w3 fea aa 1
They have been scolded.
I bought some clothes yesterday.
The teacher is correcting the test papers.
The test papers have been submitted.
We went there last summer.
We were welcomed by the hotel owner.
She believed him but we did not.
He was trusted neither by us nor by her.

H&TAS (ASSESSMENT )

H mrurs UfAe 2fer (passive Voice) € flRe T 87 & g€ 3 fea a9

i

D

Lo

O N o Ok~ DN

1. Ravihadto revise the document.

(a) Ravi had to be revised in the document.
(b) The document had to be revised by Ravi.
2. Ram should learn how to adjust to change.
(a) Adjusting to change is what Ram should learn.
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10.

(b) How to adjust to change must be learned by Ram.

Seema has changed the curtains of the bedroom.

(a) The curtains of the bedroom have been changed by Seema.

(b) The curtains of Seema’s bedroom are changed.
Can Nayan update this file?

(@) Can this file update Nayan?

(b) Can this file be updated by Nayan?

The youth should change things for the better.

(@) Things should be changed for the better by the youth.
(b) The youth have to change things for the better.

He made some changes to this document.

(@) To this document some changes he made.

(b) Some changes were made to this document by him.
You can change your future by learning English.

(a) Your English can change your future.

(b) Your future can be changed by learning English.
Nothing can change his mind.

(@) His mind can’t be changed by anything.

(b) His mind can be changed by nothing.

The party workers do not like the new policies.

(@) The policies do not like the new workers.

(b) The new policies are not liked by the party workers.
Change makes progress possible.

(a) Progress is made possible by change

(b) Change makes possible progress.
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ARG 4: 9799 UHE 'S € §HaT g27@<TI( Planning an Outing)

g9 WHE A<, feq fudfea €3 Aer 7 AgeT 7, fesy 2ye AT, sufgg Ar a3 € e

FEr AT AT faA ydlerdt Bet ATeT § AT I | MfAdt 999 ATE ©f GAsT fE9 gy famrat
of &3 It I w3 fanrat 9799 A'e <t g9t €3 fagga Fa<t J1

s &6 fa 393 a% I3 ufded W3 39T Bt 999 WHE A < GdAsT I | 3At feg
gdaT I ©f feq fene fana g9 Age I # 398 AT oH I& 3 fAgsT & 397§ Agas d w3
gHtfer § fuafea 3 F AT AEE T |

A9 | fa 3rt fuafea €73 A <t f3wrdt fas adar ?

799 WHS A< &et fe'a gsm ge78<T (Making a suggestion for an outing)

Let us go for an outing!

Let us go for apicnic!

Let us go to the movies!

Let us go out for lunch!

Let us go shopping and have lunch outside.

How about going for a movie?

Shall we go for a picnic this Sunday?

How about a shopping trip and lunch afterwards?

g9 UHE A< ©F @HsT g78<T (Planning the outing)

© N o gk~ wbdeE

I will book the cab and you can arrange for the food.

You can take care of the plates and glasses.

Bring bottles of water, napkins, and some plastic bags.

Can you bring two mats or an old bedcover to spread on the grass?
Can you check till what time the park is open?

Can you book the movie tickets?

We can meet at 6 outside the theatre.

© N o g b~ wbdpE

I will call up Meena and Rakesh and see if they want to come along.

UIST< (Pronouns )

fen A fe9 3t usaT= ©f 293" 99&T fAYadr | fen Ans fe9 AT reflexive usaT=
(Pronouns) € faad at3™ fapr™ I €T I5: myself, ourselves, themselves, yourself,
yourselves, himself, herself, and itself.
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Reflexive USaT< €t 293 W™ 39 §°3 f3s rarasT €3 st Aret T
AES 1: A d93T M3 daH fed fAd 9= (When the subject and object are the same).
gergae:

1. Thurtmyself.
2. Themusic group calls themselves “Dire Straits”.
3. Heshot himself.

AE's 2. feq YyUdtas € dad =7 A J93T M3 JoH fed fAad I (As the object of a
preposition, when the subjectand the object are the same. )

gargae:

1.  Iboughta present for myself.

2. Shediditby herself. (She did italone)

3. Thatmanis talking to himself.

AE'S 3: A T d93T €3 famer 19 fee T | When you want to emphasize the subject.
et

1. PI’lldo it myself (No one else will help me).

2. Theyate all the food themselves (No one else had any).

yIaTE (pronouns) €t I1BI T93” § ufaee

Mitali and | went to the café to buy us some snacks.

When | saw me in the mirror, I was horrified to see red spots all over my face.
Did you learn typing yourself or you went to a school?

What he saw was so unexpected that he pinched him to see if itwas for real.
Please help yourselves to the food — there is plenty!

I hurt myself while fixing the broken shelf.

I am busy...can’t you do the work yourself?

© N o g~ w NP

I bought a nice dress for me from the mall.
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H&TaE (ASSESSMENT)

AT US&T= (pronouns) € 293" &8 YS! AE'S 39

1.

10.

Except Ruhi and , everyone else arrived late at the movies.
@1, (b)me
Ravi was very helpful to when we went trekking in the mountains.

(@) us, (b)ourselves

We really enjoyed on the trip to Manali last month.
(@) us, (b) ourselves

His friends did not appreciate going to the fair alone.
(@) his, (b) himself

Please bring some cotton for your ears if you do not want to be bored
by continuous chatter on the trip.
(@) his, (b) him

As our driver had fever, Naman and offered todrive the
car for the rest of the journey.

(@) mine, (b) 1

One of will have to speak to the travel agent and make

arrangements for the trip.
(@) you, (b) your

We must reach the airport on time, or else will miss the flight.
(@) we, (b) us

It was who wanted to go to the mountains instead of the beach.
(@) Himself, (b) he

Two of the group members, including , have offered to make

food and travel arrangements for the trip.
(@) he, (b) him
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AHs 5: fea aavet gev@<=T ( Narrating a Story ) |

3t It ufg®™ g gt JITeT FeTet 7 ? Hifee gt @9 | €9 faust Ir® I | IA qaTet
A9 28 A9 3 U UATE Jdde J | ATfee IAT A'SET UAYE J4dr fa gd &ar €3 ot

TygeT J, fed fAd 983 83 auetir 3978 &t enetrr gs, faffa feo god

fI3HAZ d96 M3 HETHS J9s €9 Hee aaa™ 76, 3973 a8 Jet 59 <t a9 T Aaw

J& GuaT g9 A9 |

AT 231 S4ar fq fe'g quet Fe@er w3 foq weaT & g9 grer fea fagr Jer I fAge
goret pegeT erfeehe ger J faGfa fern & fe'a aat feseans (intonations) , ga=er W3

fema foas™ € 5% Maes ens €9 Ur 3T fapur 9 |

e oAt feq wes™ & ST AT 8T o7, & Iea=r € &' faur A7 fggr I 87 & yore ags &t

A 2feR Hg3Hs & =93 AT 77 | feu Aes =@ et uar fesgny J=ar |
“@ g @ ISt geeT

Jor fEst quret § €t u=z | fasT =ubyr At Juet § Ao Haw I €t =utir peGe

ot afm g9 |

One evening, an old tribal told his grandson about a battle that goes on inside people.
He said: “My son, the battle is between ““two wolves” inside us all...One is Evil.

It is anger, envy, jealousy, sorrow, regret, greed, arrogance, self-pity, guilt,
resentment, inferiority, lies, false pride,... superiority, and ego. The other is

good. It is joy, peace, love, hope, serenity, humility, kindness, benevolence,
empathy, generosity, truth, compassion, and faith..

The grandson thought about it for a minute, and then asked his grandfather:

“Which wolf wins?”

The old tribal simply replied: “The one you feed.”

HUTdS g3 d™® (Simple Past Tense)

fen Ans fe'9 e fa Aues 33 % €t =93 fas dist Aret I 7

Jor fe3 =ar § @5t us:
1. My grandmother loved to narrate the story of Ram and Ravan to me when | was young.
2. l used to listen eagerly to her.
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© N o A

©

She always left off the story at an interesting point, and said “I will tell you what happened
after that tomorrow”.

I would eagerly wait for the next day to come.

The nextday I would pester her to tell me what happens next.

I enjoyed the storytelling sessions with my grandmother very much.

I don’t know if I will be able to entertain my grandchild in the same way.

Most probably 1 will not have many stories to tell or my grandchild will not be interested
in listening to stories.

But | can surely say that telling stories helps to expand a child’s imagination in a way that
no other thing does.

. lwas exhausted.

It was a very tiring journey.

. I'had atiring journey.
. The journey exhausted me.

i
df 3U& T (AN Tenses) €T &9 e J | g€ Bua™ @™ § Ufgare 7 Ta3H™s(present) M3
gfey (future) & & fe'9 f&y g 9% |

ok wdE

7.
8.

My grandmother loved to narrate the story of Ram and Ravan to me when | was young.
I used to listen eagerly to her.
I would eagerly wait for the next day to come.
I enjoyed the storytelling sessions with my grandmother very much.
I don’t know if I will be able to entertain my grandchild in the same way.
Most probably I will not have many stories to tell or my grandchild will not be interested in
listening to stories.
I was exhausted.
It was a very tiring journey.

9. I had atiring journey.
H&IE (ASSESSMENT)

fe'ghr arehr nrumsT fE9° Buar =ar § g w3 & g3 7 Au9s g3 T (simple past
tense) fe9 Ia:

1.

no

(a) Seema visiting aunt Rekha at her house near the beach last weekend.
(b) Seema visited aunt Rekha at her house near the beach last weekend.
(c) Seema visit aunt Rekha at her house near the beach last weekend.
(a) It were a beautiful summer day.

(b) It was a beautiful summer day.

(c) Itisabeautiful summer day.
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3.

(a) Seema building a giant sand castle on the beach.
(b) Seema build a giant sand castle on the beach.
(c) Seema built a giant sand castle on the beach.

4.

(a) Aunt Rekha took pictures of the castle.
(b) Aunt Rekha take pictures of the castle.
(c) Aunt Rekha taking pictures of the castle.

5.

(a) Seema wanted to play on the beach and build another sand castle.
(b) Seema want to play on the beach and build another sand castle.

(c) Seema wanting to play on the beach and build another sand castle.

6.

(a) Butsoon it has become very hot outside.
(b) But soon it became very hot outside.

(c) But soon it becomes very hot outside.

7.

(a) Aunt Rekha advised Seema to wear a hat.
(b) Aunt Rekha advising Seema to wear a hat.
(c) Aunt Rekha advises Seema to wear a hat.

8.

(a) But Seema does not have a hat.
(b) But Seema did not have a hat.
(c) But Seema didn’t had a hat

9.

(@) So Aunt Rekha gave Seema one of her hats.
(b) So Aunt Rekha giving Seema one of her hats.
(c) So Aunt Rekha gives Seema one of her hats.

10.

(a) Seema wearing the hat and made another sand castle.
(b) Seema wears the hat and made another sand castle.
(c) Seema wore the hat and made another sand castle.
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AW 6: fed ATed™d FE™s € @96 adaTI( Describing a Known Place)

fefprava foysT feq famy €t g 7 Ifeg fea gae fegg St ufear st gar o av A
fena3t faosr fer § uger 7, 7 3! ffter O, W3 At afUe g, Ty A I WAs &
feg afger gge T | fSfommana faue e wifem™ g9s &t WuS "fag 79 99 Hee A9,
fan fe9 3t €3 98 T, 3IAt fen 397 o3 9 Hawe J fAa=-

1. Thecitythat Igrewupinis (name of the state).
2. ltisalarge/small city in (name of the state).
3. The weather there is quite

femme w3 fafen™=" (Adjectives and adverbs)

I am ready to take the test. - adjective

I am readily taking the test. - adverb

She ran out of the room in a hasty manner. - adjective
She ran out of the room hastily. - adverb

I was happy when | received the certificate. - adjective
I happily received the certificate. —adverb

o gk~ wbd PR

HfJd €7 IS Jd& Bl a9 ferma=r:

o City: active, bustling, noisy, busy, clean, dirty, windy.

e Traffic: loud, congested, snarled.

e Buildings: old, shabby, rundown, crumbling, modern, futuristic, sleek,
towering, squat.

e Buildings (walls): brick, stone, marble, glass, steel, graffiti-covered.
e Monuments, statues: stone, copper, carved, ancient, moss-covered,
faded, green, bronze.

Sidewalk: concrete, cement, slick, cracked, tidy, littered, swept.
Paint: fresh, weathered, peeling.

Signs: neon, weathered, worn, bright, welcoming, flashing.

Buses, cars, taxis: belching, crawling, speeding, honking, waiting,
screeching.

e People: hurried, bundled, smiling, frowning, eager, rushed.
e Now, try to describe your city using the above pointers.
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1. 3313 ® T edcs gae Je Js fsn sar § @t ug Isar g vmurfeesas 3o a

‘FHITE T I dae IfenT e Uarare g€ A |

Gurgoe: ‘Faiz® @394z fe9 ' uarst #e9 AE™s I | Nainital is a beautiful hill-station
in Uttarakhand.

1
2
3
4.
S.
6
7
8
9
1

0.
11.
12.
13.
14.
15.
16.
17.

18.

Nainital is a beautiful hill-station...
Itis surrounded by...

...In Uttarakhand.

...above sea-level.

...high mountain peaks

Nainital isa very...

...especially during winter...
...popular tourist spot,

...when the snow falls.

It attracts a lot of tourists in...
...during the British Raj.

The temperature varies between...
...which were established...

15°C and 3 °C at that time.
...and is situated at an altitude of 1, 938 meters.
Apart from its beautiful scenery...
...Itsmany schools,

Nainital is also known for...

2. 35" fay & o= 92 It fors &8 w3 85t U= |

“Ladakh”.

© oo N~ WDN R

e ol
w NP o

Leh, Drass valley and Leh-Manali track are popular tourist spots.

Ladakh isaregion situated in Jammu and Kashmir.

Tourists come for fishing and trekking.

Ladakh has a population of about 2,60,000.

The Kunlun mountain range lies to the north and the Himalayas lies to the south.
The language is written in the Tibetan script.

The people of Dha-Hanu follow Tibetan Buddhism.

Ladakhi culture and Tibetan culture share many similarities.

Popular sports include archery, ice hockey, and cricket.

Buses and taxis are available as means of transport.

The dances are about the fight between good and evil.

The people speak Ladakhi which is also known as Western Archaic Tibetan.

. About 18,000 tourists visit Ladakh every year.
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14. On the other hand, those living around Dras have converted to Islam.
15. Itis the highest plateau of Kashmir.
16. The Ladakhis celebrate masked dance festivals.

1l. femme w3 fafenr “adjectives and adverbs” €°3 »urfez Jo fau Ugagre & us »3 g2 fay

mger § ufgere fq feu fenme g8 7 fafen (adjectives or adverbs) |

I went to Jaipur, also known as Pink City. Many people readily agree it is one of the best
structured places in India. The town was carefully planned according to Vastu Shastra. It
was built in the form of an eight-part Mandala known as Pithapada.

I have never seen as heavenly a place as Kerala’s backwaters. | took aride in a kettuvallam
(house boat) and what | saw was truly beautiful. Palm trees, pandanus shrubs, a
variety of leafy plants and bushes attractively decorated the place.

My family went on a trip to Manipur. One of the many places we visited was the Keibul Lamjao
National Park. It is the only floating national park in the world. The place is marked by
floating plants called Phumdi. The park isthe home of the Sangai or Brow Antlered
Deer, an endangered species which cannot be found anywhere else on earth.

H&TIS (ASSESSMENT)

fe'gt aret mirursT € &5 ATt Hge € <93 99 J¢ YTHt T 99 |

1.

I moved to a new city.

(@) recently, (b) daily

I now live in the heart of Delhi.

(a) comfortable, (b) comfortably

My house isa two-bedroom flat in Mayur Lok.

(@) spaceful, (b) spacious

I live here with my friend, Manish.

(@) best, (b) better

Thereisa monument near our house.

(@) history, (b) historical
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6. When I first moved to Delhi, | found the city to be too and crowded.
(@) noisy, (b) noiseful

7. Now that I have lived here for a couple of years, | can’t imagine moving back to my
town.
(@) small, (b) tiny

8. Delhi is the capital of India and is connected to all major cities of the
country by road, rail, and air.
(@) good, (b) well

9. Mayur Lok isone of the localities in Delhi.
(@) best, (b) good

10. The areais well-maintained and planned
(a) prettily, (b) beautifully
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AR 7: fsgem €T (Giving Directions)
AYUS A'Earar

Jor fe 3 sam & =41 ‘et s’ nfge A st At fenr fagen fas e<qr ?

| tthu Sweet Corner

Tara Bus Depot

1.

Intersection - few & “FaHa’ (junction) A “FaTd” (crossroad) & 3™ &% & AfemT
Terd | feo Qo g I fAg @ A7 € 3 <0 AZa wrur 9 fHseh™ a5 |
©wa9= : We kept driving till we came to an intersection. We did not know which road to
follow, so we asked the traffic police for directions

Fork - feq Ag"s fAE ¥t AST Jet 99 QU Azar feg &t Avet 7 |

©erga=: Keep walking left till you come to a fork; take the road on your right and keep
walking. The shop is there at the end of the road.

U-turn - (F-H3) md9 €7 HS Y& ST gerfenT faprm 7 37+ €7 ot femr &%
AJt 3dta &% fug yfawm |7 A fan ferr 3° =g wr faar 31

©egd=: Themarket is on the other side of the road. You will have to take a U-turn
toreach it.

Turn left/right - 8 &7 A8 7761

©¥rgd=: Theman told me towalk down the streetand at the end, turn left.
Signpost - ATEaTdt & fosT € gu fe'g gem@er Ifenr feq &35 |

©wrgg=: The signpost says that we have to take the road on the left for Noida.
Landmark - fe'a »ATst % feyrat @<= =@t ferds A7 Ag's 7 3973 Bt fE
HT™ddTl ©dHd &7 dH ddeT Ji

©vrgge The City Mall serves as a landmark for their office.

Across the street - I8t & g1 U

©wrgg=: The book store is just across the street.
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10.

11.

12.

Nextto - & &%

©¥mgg9=: Mohan Lal Grocery is next to the mobile shop.

Go straight down - ASd € 38 &'8 98¢ AT

€emg9<=: Go straight down this road and turn right. You will find the hospital there.

Take the first/second road on the left/right. ¥8 A7 A'e 3° ufast A7 gdt A9 3 77T
©wrgg9<=: To reach the school, go straight and then take the second road on the right.
Around the corner -d& € 331

©¥gd=: The market is just around the corner of the DESU residential complex.

At the end of. »itd €3

©wraga=: You will find the store at the end of this road.

—

Jor fe'3 yg=g f9'39 (flowchart) & U3

DMK .
Hospital Little Angels School
Working Women's
Association
Traffic Point A
Oriental

Restaurant

Khadi House

Pushpak Book

Store
Traffic Point B

Fun Village
A

Green Park




o Route A - Fun Village, Pushpak Book Store, Traffic Point B, Traffic Point
A, Oriental Restaurant.

o Route B - Green Park, Khadi House, Traffic Point B, Traffic Point A,
Oriental Restaurant.

o Route C - Green Park, Khadi House, Working Women’s Association, Little

Angels School, Oriental Restaurant.

oy f&9 faor A AgeT T fa 310 . TAUS™S U'AS ebdr gerfear @< st feqa 3 U ans
J HaE I& |
qUHEST (Prepositions)

UHHES (Preposition) €T mee I 7 f£q =/q &9 £ a7 »3 uss'= § ©H FEeT 3%
CECUR

1. We went to the market.

2. The market is just around the corner.

3. Many kinds of stores can be found at the market.

JUwST (Preposition) € 293" 9&T fe3 mgA™a a3t Aret 3
o Prepositions of time: at, on, in, during, since, until, by, etc. We reached

the hostel at9 pm. We reached the hostel on Monday. We will reach the airport inan hour. Note:
Use at for specific times, on for days and dates, and in for non-specific times.

o Prepositions of place: at, on, in, over, above, under, beside, behind, etc.

We went to the library. The library is on Hudson Lane. Note: Use at for specific places, on for
roads, streets, etc., and in for cities, countries, etc.

o Prepositions of direction: to, from, across, through, around, into, towards,
etc. The electronics shop is across the street. The cricketers went in that direction.
o Prepositions indicating other relationships: by, with, of, for, etc. This sari is

made of silk. Asurprise is waiting for you.

H&ra< (ASSESSMENT)

1. gdger f&'9 fest et Aat GU+Hs (Preposition) € 293" d9€ I€ 4TSt AE'S 99 |

1. Go straight down Kingsway Street and you will find the shop __ your right (in, on).

2. The jeweler’s store is right next the bus-stop (for, to).

3. Theflorist’s stall is Kamna‘s house (below, under).
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4.You can find her house the corner of the main street. (around, from)

5. Walk you reach the traffic point (till, before).

6. The book store is just the street (across, under).
7. Walk straight this road and you will come toa traffic point (down,
beside).

Il. gdaer fe'w fe'st Jet Agt JU#tEs (Preposition) € =d3° d9€ I8 uat AE™S

FJI
1. | am very excited about meeting my friend today Dilli Haat in the evening at 4.
(a) on, (b) at
2. My friend stays in INA colony near Dilli Haat, whereas my house is quite far
(a) across, (b) from
3. In the morning, my friend had given me the directions this place over
the phone.
(a) to, (b) about
4. I will take Bus no. 540 the Central Terminal and getoff __ the INAbus stand.
(@) from,in (b) from, at
5. My friend had said that Dilli Haat is right the road.
(a) across, (b) over
6. She will be waiting for me the Sikkim food stall.
(@) on (b) at
7. The Sikkim food stall is located the Manipur and Rajasthan food
stalls.
(a) across, (b) between
8. The hot momos served there are so tasty — I can’t wait eat them!
(@) for, (b)to
9. Oh! I think that’s my bus that red truck.
(a) behind, (b) over
10.  I'musthurryup and get it or my plans for a great evening will be spoilt.
(a) onto, (b) in
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AH& 8: fed weaT e 9 A347I( Describing an Event)
St O It f'9 IAT T TIHE M 13T I ? feg aet fewa, aet AaH fes A aet a9
TIAHS I AdET T | gans (feee) a9 o9 seg< &t dfim adiarfee dor fe 3 yasT &
TE €< Bfard™ 3uTst AuTfesT Aga 9= |

When was the event held?

Where was it held?

How many people came?

How was the food (if it was a party)?

Were there any special programs? If so, what were they

o~ w e

TISH'S 9% faar AN (Present Continuous Tense)

TISHE & IJ AN (Present Continuous Tense) € <93 88X US T 90 oH €7 T9S6 A9
e St At T

1. lamwalking.

2. Sheis preparing lunch for everyone.
HEHA< (subject) & »amd €°3 “islam/are+verb+ing” <99 (verb) € 790 =93 3T Ar=4it |

1. He/she/ittMeena/Rajan is walking.
2. They/welyou/the people are walking.
3. lamwalking.

Jert feg & i
1. Idescribe anevent. | am describing an event.

2. She/he/Reena/Karan/etc. describes an event. She/he/Reena/Karan/etc.
is describing an event.
3. You/welthey/the students/etc. describe an event. You/we/they/the
students/etc. are describing an event.
fAgsT /g @ f@9 =99 (Verb) € =4 “is/am/are” €1 <33 i3t I @0 @R us T 30
aH T TIES gaeT 7 | few set

1. Weare learning the Present Continuous Tense.. CHHT @I3H™S §& 3 AH' & fAY g
v i)

2. Weare learning how to describe an event. (wwt fiy 39 ov fa fe'sr weaT v <ges
fag aigrArer J7)

3. We are learning English. (1T ¥t TRy ad o7 1)
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1.

36 fay T § ug w3 ufgere {9 feg “ 98 99 SI3H™E AX° (present continuous
tense) fe9 & A &It |

1. Everyone is enjoying Sarita’s party.

2. Saritais distributing cold drinks to her guests.

3. Devjitwants to play his guitar and sing a song for her.

4. All the guests are encouraging him to do that.

5. Even Sarita herself is telling him to perform.
“MigreTAeH”’ 83 defaaTar g us

1. Itwas Smita’s birthday ...............

2. We arranged a surprise birthday................

3. Allher friends ...........

4 i, as itis her favorite.

5. Everyone arrived...........

6. .coviiieeeeat 12 pom.

7. Wescreamed “....................7"!

8. Then, she blew the candlesand ..............

9. Ashaand Sumeet .............ccceeennnen

10 o, sang a song and entertained everyone.
11. We played Antakshari.....................

3. J5 fay =ar &t 293" 7% uEl =T g3 I AT & Ud I3

1. “Surprise”

2. ...were invited.

3. Smitaentered the room...
4. ...cutit for everyone

5. Smitaeven...
6. ...party for her.
7. ...ontime.

8. ...distributed food and drinks
9. We got a chocolate cake...
10. ...on Sunday.

11. ...and dumb charade.
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H&T IS (ASSESSMENT)

H “ 9% 3J TI3HE AN~ (Present Continuous Tense) f&9 T €W Aot »iurs & g€ i3 fea

aq

© T

o T N

o T w

o T »

o T » o

o T o

© T p N

We are gone to attend a friend’s wedding at Sainik Farms on Saturday evening.
We are going to attend a friend’s wedding at Sainik Farms on Saturday evening.
We went to attend a friend’s wedding at Sainik Farms Saturday evening.

Everybody will having a great time at the party.
Everybody is having a great time at the party.
Everybody have a great time at the party.

The bride is looking gorgeous in a traditional red silk saree.
The bride looking gorgeous in a traditional red silk saree.
The bride will looking gorgeous in a traditional red silk saree.

The waiters serving delicious snacks and drinks.
The waiters serves delicious snacks and drinks.
The waiters are serving delicious snacks and drinks.

The DJ s playing soft music while the guests have their dinner.
The DJ is playing soft music while the guests are having their dinner.
The DJ plays soft music while the guests are having their dinner.

He is going to play some popular Bollywood numbers.
He has some popular Bollywood numbers to play.
He going to play some popular Bollywood numbers.

Some kids have running around while some will be dancing on the dance floor.
Some kids are running around while some are dancing on the dance floor.
Some kids are running around while some dancing on the dance floor.
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We are planning to drink coffee to stay awake through the night.
We are planning to drink coffee to be staying awake through the night.

© T p ©

We drink coffee to be staying awake through the night.

Punditji reciting mantras and performing various rituals.
Punditji is going to reciting mantras and performing various rituals.

© T » ©

Punditji is reciting mantras and performing various rituals.

10.

a. Everybody is showering flowers on the newlyweds.
b. Everybody are showering flowers on the newlyweds.
c. Everybody showering flowers on the newlyweds.

35



Ars 9: fea Hod< 2_5 W' Jde I (Recounting an Experience)

MEIT & 93 II& €7 MIT J fa YIT@ ™ Sudh™ J8™ WesTeT €7 8317 9SS Jd&T M

s €t fe'e get se@er §er T | Wigge § 93 qaaT A Ude AN feg erudhor Jetne
BT §g EHeT T | feg <t feg fe'w g3 a7 (past tense) 9 fasfp Arer §ifA=* fa (e.g. | run
,-lran, 1go -, | went) 93 a9& © Mg I< feg df @ufenT, d<-2 AHs At fa g uforT, ae
w3 faf* =rufedT g9 AreaTdt AHS T A<t T |

Ag fai gUTet 77 WeaT € 97 RS BT fed 3ud AT §%9T g ge ©f 293 dde” JIMgs<
»A% fTT9 87 JoH=9 I€ I& fAn 3931y @ &9 weasr wet I€t 7 | migg< feg T Aae I8

. Factual, such as a news story (AdT , fA=" fe'q yga aa7<l)

o Procedural, such as telling someone how you build or make something
(YIHtHa®, fAe fa fan § exeT fa gt aet diw fa= gewet J)
o Personal, such as a family holiday or your opinion on a subject

(fedt , fAae’ ufgeaa g7t 77 fea fer €3 3o fegm)

mag< of Gurgger fTg feo AH® T AaeT T

. biographies and autobiographies (Fft=a! W3 A= -dl=at)

o newspapers or the television news (WygTd A 2B Heds yEd™)
. letters and postcards (433 M3 UAE J93)

. textbooks (fa3gmar)

. conversations with friends (€°3™ 7% T &I3)

fe'q rarfea migg< feg wea=r A7 fer © g9 faHt ¢ 99 fergg &% Tdcs 13T I
J | 799 IM IF UH J IJ T 3™ g9ET MGI< & a8t TEles < d AT J | IT&Tfd Hdd
AT MU EA3T ETH JIB JJ 9J I 3T IS B3 ¥ few 79 gHS € 83 &It U=t |

G2 fHU"’ §3' dT® (Past continuous tense)

% fgur g3 I (Past continuous tense) I3 T AN € fR T I® 3 IH ET Tdes dade o | fem
5 fe'g =99 & feg gron =93t ATet O

Was/were + verb (+ing)

o I/she/he/it/Meena/Rajan/the man was walking.

o They/we/youl/the people were walking.

o She was working on her painting.

o He was rehearsing for his performance.

% 3 g3 T (Past continuous tense) T g¥ Gugder Jor feItur aehn™ g
o I am walking. - Present Continuous Tense

o I was walking. - Past Continuous Tense
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e  She/he/it/Tinais walking. - Present Continuous Tense

e  She/he/it/Tinawas walking. - Past Continuous Tense

e  We/they/the people are working. - Present Continuous Tense
o  We/they/the people were working. - Past Continuous Tense

St At & & (AfierT AT I9T) & &9 W39 €F A 37
“The Present Continuous” I ¥ dd IH &7 Tde& ddeT J A< fa “Past Continuous Tense” st
god A & &9 T 99 a1 €7 =des e J |

“The Past Continuous” &« fe*g =99 <1 feg gay =33t AT=dit :
Was/were + verb (+ing)

[N

ge, dor f&3 98 =ar f&9° “Past Continuous” a0 § ufgere |

I was going to tell you a story.
They told me they playing a game.
She is making breakfast.

We were planning to visit the zoo.

The zoo was closed.

o g~ w NP

Celebrations were happening all over the world.

R .

g= If forrs &% Jor &3 yrrfeen & U3 | g< fegs™ & f€q Uagre g6

e  Takingawalk inthe park.

e  Saw some people playing badminton.

e  Satdown and watched.

o Realized one of the players was an old classmate.
e Calledoutto her.

e  She cameto me.

e  Told me she was my classmate’s twin.

e lapologized.

e  Sheasked meto join their game.

e lagreed.

e  Enjoyed anice round of badminton with them.
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EN

“Trip to A Mall”.. dgrgre € 97 & U3 | gd=< " &'8 Ut gr=r 99 |

My friend called me up and asked me

e ...wedecidedtogo.

I told him...

...for our lunch!

Then we went looking...

e ...ifI'hadany plans this Saturday.

e ...thefood court had not been built...
e ...inthemall.

e ...whereitwas located...

o .. .forawhile.

e ...tosearchthe huge mall.

e were already hungry...

to the new mall. There were many good stores

window-shopped

| was free. So
. We

couldn tfind it. and we were forced
guard and he told us that as yet. We came out of the

mall and had to go to a dhaba

for the food-court. But we
I At last, we asked a

e —

gaaer fag f&ghur “past continuous * fafeuT €t =33° a9e J€ ust =T galufashrr &

3IF BT I AST IEHT IS |

1. lwasvisiting my childhood friend Venkat yesterday.

2. We were going to watch the movie Don on DVD.

3. We (see) the movie for the second time.

4. We (enjoy) the popcorns more than the movie.

5. Inthe evening, we (plan) to make a chocolate cake.

6. Bothofus (go) to the market to buy vegetables for dinner.
7. We (driving) to the supermarket.

8. Thesupermarket (offer) sale on all stocks.

9. Everybody (move) towards the entrance at the same time.
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AHS 10: 3fge (5fgde) et A BIST (Finding a Place to Stay)

s B8 3t g It 5= wfd o9 ae T w3 Ifde Bt 7ar &9 39 | AT fen & ads &t fas
7Ear ? gHT Jo fBY A3 § =93 HaW O

e What kind of place do you want? (3wt fam 397 &t Aar Ig€ I ?)

e What would you require in a room (Irt fe'q aq f<g ot Aga3™ 97441 ?)

e Would you take the help of a broker? (at 37t €% € AUTfe3T B<ar ?)

e Would you negotiate the rent? (st 3wt faarfem weQar ?)

god< @d 979

Jor feq masT ©f got &3t aret 7 7 €€ Um »EEh g5 A< gt f€'q fourfen fage 3 8=
gJe T | “ fage @ w3t 7 (“Renting Terms”) & €t u3, fegar et a3 M3 W3weg &
AHS|

1. Broker:Wﬁfagﬁwﬁaﬁﬁau@a‘w@?nﬁ%f@%fe‘am(@ﬁz)ﬁw
IH FIET J |
E.g. The broker helped me find a room at a reasonable price.

2. Rent: g7 fena3t € wad3 =8t 7ar €3 sfoge &t fan fenast enmer i3t aret
nrerfeal |
E.g. I and my three friends are living on rent now.

3. PG (Paying guest): &ar € wa faare €3 afas =™ femaat | A~ Hfows 7 fagrfem
<l

E.g. PG accommodations are easily available these days.

4. Apartment: g8< E.g. Sheila and Renu have rented a two-room apartment in Pune.

5. Landlord/landlady: fe& mmext 77 %93 7 faare Bet Has Ha g gae 8T T |
E.g. Our landlady allows us to stay out till 10 p.m. only.

6. Tenant:fena3t 7 fagre €73 afger J1
E.g. Mr. Gupta’s tenants always pay their rent on time.

7. Single-room flat : fAge fe'ar ad @& g&< E.g. As | am planning to stay alone, | will
look for a single-room flat.

8. Double-room flat : € snifewr =7@T g&< E.g. Aswe are planning to stay together,
we will look for a double-room flat.

9. Commission: faw €5 A €ve § 7 &b Aerer ges fest aret &iv |

E.g. We also have to pay the broker his commission.

10.  Security: 3rget =+ fESt aret ot 7 fo I grat afae faare =a &<qr | few & “fsufae”
(deposit) <t fagr ATET T |
E.g. We have to pay 2500 Rupees as security.

11.  Notice: fe'g amit W& fagaT fa At MU fagees & A &t 7T J €< &t foe g
E.g. The landlord has a simple rule — every tenant must give a month’s notice if
they want their security back.
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Jor © gfae Bet g B9 ” el &3 et T93B Y Aans & UF | feg argg Mz e3s ©
feg Jet Ir®e3 7 | arud fed aHaT 89 fagr 7 |

yd YHs g0 BET TS gdder fe U e I Aa 3T €f <93 da I¢ yal g=r
&A™ T5 | BT i[9 € yat di3tr™ argh™ 98 3™ 7 Aavge 99 AofesT 3= |

Client: 1am looking for a place to stay.

Broker: Ok. Do you want a single room or double room? (Single room or double room)

Client: Since lam going to stay alone, I would prefer a single room.

Broker: ? (Justasingle room, or with kitchen)
Client: I'wantasingle room with attached bathroom plus a separate kitchen.

Broker: You have come right on time. Aroom which has all these has just been vacated.

Client: ? (how much the rent is)
Broker: 4500 Rupees.
Client: ? (whether includes electricity bill

and water bill)

Broker: Yes, It includes both.

Client: Do I have to pay security ? (whether I have to pay security)
Broker: Yes. You have to pay a security of 2000 Rupees.

Client: ? (how much your fee is)
Broker: I charge only 25% of the rent.
Client: ? (whether fee is negotiable)

Broker: Iam afraid it isn’t. It is quite low. Most brokers charge around 50%.

Client: Ok then.

Broker: ? (whether you want to see the room now)
Client: Yes.

9% fagr gfey a7 (Future continuous tense)

fea au 7 3fey feg 9% fagr I=ar «“ 98 fagr If€y & ” (Future continuous tense) €W
TTIISS JIUT T | “ % I ISy % 7 fSY =99 <f feg gron SISt At O
“will+be+verb+ing”. For example:

¢ | will be reporting on the news channel tonight.
e Hewill be coming home at around 10.
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They will be working hard to win the match.

You will be doing your homework.

T Jor fe St Gergger & Hewe &% “¥% 39 3fey “(Future Continuous Tense) 3% & AHY
Hae I

We are looking for a new room. (Present Continuous Tense). We will be looking fora
new room. (Future Continuous Tense)

I am looking for a new room. (Present Continuous Tense). | will be looking for a new room.
(Future Continuous Tense)

She is looking for a new room. (Present Continuous Tense). She will be looking for a
new room. (Future Continuous Tense)

Ae fq “ 9% 37 IS & 7 (Present Continuous Tense) fEg »iAt €7 a0 @7 Tdc& dde Iv A
fad g 9% faor T, “ ¥°% 37 gf<y "(Future Continuous Tense) I &9 Wt €H IH @ <d=a
gav 7T A fa gfey feg g<ar | fen fe's feg =99 &t geraw =a3t Av=att: will / will not + be + verb

(ing)

ge Jor f&3 Tar § ug w3 ufgere fa faus =9 “ 9% g f<y ” (Future Continuous Tense)
T ff9 75 |

1. Therentwill be 4,000 Rupees.

2. I'will be hiring a broker to search for the room.

3. Shewill not be taking the flat.

4.  The landlord will not returning the security.

5. Theywill be staying in adouble room flat.

e

Jor f@3 =ar § “g% ad gfey “(Future Continuous Tense) % &9 €&

1.

Shantanu helped me locate a good room.

The landlord charged me too much.

I was negotiating with him to lower the rent.

I also asked the landlord if he would provide me a cooler.

If not, I am buying the cooler myself.
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10.

| am staying here till December.

Next year, | am moving to Mumbai.

| contacted my broker Vijay.

Vijay is searching for a two-room flat for me.

I reminded him that the flat should have a separate kitchen.
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AH& 11 : #9179 <7 (Saying No)

A3t faeatt fee aet =t Afgst »r et I A8 ig fores o fan fenast €8 fest
UHaH 3 g e Jer J | feg yafas gfemT T Aaer I uH a9a 8% A< gnt fonast &t
fg3r e I |

gg B “ IT " Hgd AT I& Al GIS™ T MAG H3BY “ &g " e d | 30 =7 o En
fenast € y3t az=ae M3 A HigeH d9 95 | Bus™ & fAare g9 “ 79 7 faur I =
feraat & a3 <t oot 3T | fenaat fAgE “ &9 ” &t SfdT Aae Is Qo ye fegedt 3
UHs 3fe I | 7a9 €0 fen § W i 3T AT Juedr 3 feu Bus™ € MaH-AaHe &
ygfe3s q9eT d M3 I § UETTJ | g4 mue €9 gy 89 “ &9 7 afg €< §F fex
dIg MTEdYd=d, S3HIHAT 3 B3d €1 578 | fen 5% g1 37 8ua™ & ITH M3 IAIY I
qdo UHE &1 ddv | fer &gt g9 Idtarat I ?

1. Afriend invites you to a party but you have to refuse.
2. Afriend wants to borrow a book but you have to refuse.
3. Afriend wants to go shopping with you but you have to refuse.

fer € g9 A9

Jor fe3 =ar § €5t uz (favazsT &% “ 379 ” afge € 34ia)
I am sorry but - I am sorry but I won’t be able to come.
Thanks for the offer but - Thanks for the offer but | won’t be able to come.

I will have to say no - I really want to come but I will have to say no.

A w0 poE

This is very kind of you. However...- This is very kind of you. However, 1won’tbe able to
come.

o

I would love to...but can’t because of prior engagement - 1 would love to come but can’t
because of prior engagement.

Jorfed=ar g et ug

e Youcan’twork against the law.

e |can’tabide by the law if it is not fair.
e |lamworking at the warehouse.

e Youareworking for the manager.
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“&r " Jfge BEt Io fou o@er & ug | g fa goa nfast e Aat gar o “ &7 ”
afge € Adt €ar df =49 | et Afggtyr f&9 feq 3 U Aat MumsT 3 Ageti ™ 75 |
TS MG &% yHl g7<T 39 |

IJH5 3 1

Speaker 1: Can | borrow some money?

Speaker 2:
(a) No, you can not.

(b) am sorry but I won’ t be able to lend you.
(c) am sorry but you can’ t borrow right now.

IBI 2

Speaker 1: I am going to my aunt’s house. Would you like to come?
Speaker 2:
(a) Iwon t be able to come, but thanks for the offer.
(b) am sorry but 1 won’t be able to come.

(c) am sorry but I won’t like to come at all.

JH3 3

Speaker 1: There is a party at my place on Friday. You have to come.
Speaker 2:
(a) Thanks. But I can’t come as | have a prior engagement.

(b) Sounds great! But, no! I am not coming.

(c) lam sorry. 1 will not be able to make it. But thanks for the invitation.

IH3 4

Speaker 1: Itis quite late now. Why don’t you stay at our place tonight?
Speaker 2:
() Thisis very kind of you. However, | can’t stay.
(b) Thanks! But I really have to get back home.

(c) Thanksa lot. But I can’t stay at your place tonight.

IJ&B3 5

Speaker 1: Would you like to join us for a drink?
Speaker 2:
(a) Thanks! But I will have to say no.

(b) Sounds fun! But, no! I can’t join you.
(c) Adrink? No. Not now.
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e

1. gdder f&g a3t aret uvtns € Agt <93 gad u&t gr=r 39|

1. Theyinvitedme ___their party, but I had refuse (to, for)

2. Theysaidtheywillmeet  3sharp. (in, at)

3. Butlhavetomeetmygrandparents __ Monday. (at, on)

4. So,lsaidno. ____ now, I have never refused them. (till, before)
5.  Theywerealittle disappointed __ me. (on, with)

6. Butlhaven’tmetmygrandparents _ along time. (for, from)
7. lhaven’tseenthem _ lastJuly. (since, from)

2. g3ger feg fe3t aret Yuvtns €t Aot =93 d9d ust g=r 34|
with against for from by on at

1. Vikrant keeps borrowing money me. The next time he asks me, | will say, “lam
sorry, Vikrant. | can’t lend you anymore.”

2. My friends wanted to share a drink me. But | refused saying “Thanks
the offer. But I will have to say no.”

3. My boss makes me get tea him every day. So, yesterday, | finally said “l am sorry,

Sir. I have got work to finish.” At that moment, | really did not care if it would have any effect
my job.

4, My grandfather wants me to get up at 4 every morning and jog for an hour. I had to politely
refuse saying, “Great idea! | will try that some day. Thank you.”

5. Leena asked Rajul to do her homework again. It seems Rajul replied, “l am not going to do
whatever you ask me to.” And now, they are not talking each other.

6. The opposition candidate wanted the people to vote the ruling party, but
they shouted him and told him to go back.

7. Though itwas raining hard yesterday, my tutor wanted me to buy a book the

market. | said, “l am sorry, Sir. But the weather is really bad.Can | buy the book tomorrow?”
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AR 12: fe'q Init T8t <Az e T35 d9aTI (Describing a Lost Item)

eHg ©f fenaaT=T €A J€ grat I TAg ©F <94 96T fed AUds 3is d 7 fa
mfee fen & ®9< fSg Aoet 9= | Gewae € 39 €3 ffa fagg A gAt g fest o e

IS JI& BE AT for b Io fauhrr femmaT=e e 95 99 Ad< J1

g9 HE< I6 fAus g9 9iFr € H39m § yde dda &e1 @34 ATe 96 fAgsT § farfen a7 raer
J= w3 mee fAgsT & AT HT3aT & yde J9s6 BEt 93¢ 7 frgs fare &dt 7 Aae 3o &3

Name of book
Author’s name

Size of book
Description of cover
Publishers name

éﬁ'&'?_}‘ us:
faresdar v ®et| & - foesdar ave et | €= et
Many Much Some
Afew few Alittle, little Any
Several Abitof All of the/most of the
A couple of A good/great deal of A lot of/lots of
None of the Plenty of
g% 39 Ge¥agge
o Their family has a lot of influence over the local government.
o I bought a lot of children’s books for my son.
o Some people don’t agree with the new bill.
o There was much disagreement over the new bill.
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g Jor et Areardt § uzg w3 &3t aret Areardt €t 293" Joe I ust g 33|

e Amobile phone

e Nokia 0010

e Blackcolor

e Lostwhiletravelinginatrain

e 15th May, 2009, 2:00 p.m. t0 9:30 p.m.

e TrainfromAllahabad to Delhi

e  Shiv Ganga Express

e Compartmentno. S 14, Berth 28, Sleeper Class

Policeman: Yes, may | help you?
Complainant: I lost
Policeman: Where?

Complainant: I was traveling from to
Policeman: Which train was it?

Complainant: .

Policeman: When was the journey taken?

Complainant:
Policeman: What time approximately?
Complainant:
Policeman: Where was your seat?
Complainant:
Policeman: Please describe the phone.

Complainant: Itisa . Thecoloris
Policeman: Okay.

H& IE (ASSESSMENT)

1. f&3t aret mirumsT f&9° Agt relerela (quantifier) § g€ o yat ramsT fe9 331

1. I lost books when | stayed at the hostel (several, much)

2. Hema asked students if they had seen her new leather wallet
(some, a little)

3. The warden confirmed that thefts had occurred in the hostel,
so she had every room checked (a few, any)

4. students, including Hema, put up posters describing the

items that they had lost (A lot of, much)
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5.

Finally, of the lost items were found in Hema’s room - she had nerve to

pretend that her wallet too had been stolen! (much, many)

2. I f&3t aret mirumasT f&9° Aat arretereld (quantifier) & g o urat ramsT f&9 941

1.

10.

| was having fun with my family at the airport until | realized that two of my
bags were missing.
a.alotsof b.many c.alotof

The black bag contained valuable things that I had bought for my
sister s wedding.
a.many b.more c. much

It contained a diamond pendant, gold bangles, a diamond ring, etc.
a.afew b.enough c.alittle

It also had silver jewelry.
a.many b.afew c.some

The brown bag had important documents such as my passport, pan card,
driving license, etc.

a.many b.more c¢.much

The bag also contained clothes, silver coins, and asilver key.
a.enough b.afew c.alot

Though the black bag contained expensive items, its loss does not bother
me as much as the loss of the brown bag does.

a.little b. alittle c. plenty of

It is more important to find the brown bag because it contains important
documents.

a.much Db.very c.some

| do not have hope of getting back my bag. Still, 1am going to lodge an FIR at
the police station.
a. little b.much c. few

I will also post an advertisement about my bag in the  Lost and Found * section

of newspapers.
a. more b. little c.some
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AR 13: fan & yimr g9&T (Appreciating Someone)

gHt fa= HigeH J3dT AT 3T et I ATSdd I M3 ISt HEE i3t I= W3 IT&
aﬁwa“w%wwﬁmmwmﬁwwgwmewm =g IRt
g fesr a1~ mwma’rm’r,ana’rwcuwo«, ufgeraa Hed, 3% OA3 M3
ATET, I3 910 ®et Us=ee J9s € 83 J fed fona3t § 303 a8 A ST H3se J |

feg gums few & gaer I w3 fes Y3t fes semae@er T 7 It 3o AgTssHar & AroHeT
o< T | fan & feg o oot WIT-I'E"'FD-I"'E@'“)-I'dd'éI YHAT g9eT It 7| 3§ feer J9s
wet feg Aes <t 7ga3 Uﬁmh&raﬂﬁwﬁrawfeﬁaﬁgﬁrwfﬁ?ﬁl

Jo o3t Afast € 28: 3u73 fea iga & 303 Bt fe'a gy a3 J1
g< | AT MU €A3 BT YHAT € ' fa= ydie J94drIfen € 79 AT

AT W™ 39 ‘3 YHAT JaT 9T A
1. Someone has done something for which they are grateful or thankful
fanr & g3 aizr I fAAe et €9 gadarad Ia|
2. Someone has done something praise-worthy.
faf & 9 HSTWIGar 3T T
feg yimr fage €<° 0t a4t g9t A< fan & 3u3 st aet an ataT d ,ug 8% St aaat T
e fena3t & g9 U9 AT yuHar ai3T 9=
J& fagt Areardt § ug -
far €t yimr aaat “ Appreciating Someone ”

1. #A< fon & 3T3 et J€t aH 137 T1 (When someone has done you a favour:)

e Thanksalot!

e  Thanks! You are a life-saver.

e Thanks! I really appreciate it.

e  Thanks! You really made my day.

2. A< fan & @egde : aH €3 aPHT &) MTUST a1 AT 13T I When someone

(e.g. ajunior at work) has done his job well:

Great job!

Well done!

Nice work!

Good work! Keep it up.
You did very well!

Keep up the good work.
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| appreciate your effort.

A< fan (fA=” arfed/3™Ha) & SUPHT Udedns J13T d= When someone (e.g. a singer/
dancer) has performed well:

That was a great/an excellent/an outstanding performance!
You performed very well!
I enjoyed your performance.

Ae far & myerus feyrfemT W3 Hee Ji3t 3= | When someone shows concern and

support:
| appreciate your concern.
Thank you for your concern.
Thanks for the support. I really need it.
Thanks for standing by me.

fam €t yimr gaat 7 3973 33 T (WU, &Rz »irfe): Appreciating someone close to you
(parents, friends, etc.):

You are awonderful/an amazing person!
Thank you for being who you are.

feg =dex i3t nfast & Uz | uat grer 39 fa fe3t aret Afaghar fee gt mrue yimr &
g= fa= yare adar | It ufos™ Ay =g &€ 293" 99 Aae J

Situation 1: You want to buy a book but do not have enough money. Your friend lends it to you.

Situation 2: Your junior at work used to perform badly. Lately, his performance has improved.

Situation 3: It is Mother’s Day and you have bought a card for your mother. You want to write a line
showing your appreciation.

Situation 4: Your younger brother has come top of his class.

Situation 5: You are organizing a campaign for the adoption of stray dogs. Aman donates an
amount (huge/small) for the cause.
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H&T A< (ASSESSMENT)

© N o o &> w D PoRE

o g > w

gdaer f&g o3t Agt mums € 293" doe 98 sl g=r 39

Youdidmea favor (great, large)

lamso that you won! (happy, cheerful).

You are looking tonight (wonderful, brilliant)
Youdida thing by helping that poor boy. (well, good)
We thank you for being so (kind, gentle)

That was a performance! (fantasy, fantastic)
Your generosity is appreciated by (many, much)
Youaredoingyourjob _ well (very, vary).

YTBT gT=T 396 BT gdder fe5 AT HEE ¥

Rama presented the show really well. | think she is very
(arrogant, confident).

Sheela is very (patient, lenient) while talking to clients.

She tries to understand them.

I wonder how Nilanjana can be so (relaxed, lazy) before any team meeting.

Priyais extremely (dignified, grand), and that makes her the team favorite.

I like the fact that Ram is (inquiring, nosy), that way he gets his doubts cleared.
Raj spends his money (witha lot of care, like amiser), so he has no major
debts.

It was because of Ram’s (hard work, overwork) that we got a new
deal.

Raj uses (old-fashioned, outdated) ways to solve problems because he feels

that it always works.

Ravi is always (up-to-date, modern) with his work.
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ARG 14 : feq 5 7% § M T q9aT (HEST) (Attending a Phone Call)

A dsdtUdadt T Ir IRl fenergg fae fee T2 feu Ans €5 T B M T Id& I J

W3 A UG § THI € B3 T& B € 575 §g dddlige JoT fe st arsazs & gt U3l
3% uBni-1 (Role Play 1)

Studentl: Hello? You: Hello!

Student2: Is this (name) speaking?

Studentl: Thisis (name) speaking.

Student2: 1am (student’s name). Is this a good time to talk?

Studentl: Ok.Whatis itabout?

Student2: | am from Public Surveys. We would like to inquire if you are a
regular user of the internet.

Studentl: Yes, lam.

Student2: That’s all. Thank you for your co-operation. Have a nice day.

3% u®m-2 (Role Play 2)

Studentl: Hello?

Student2: Hello!

Studentl: Isthis (your name) speaking? You: This is (your name) speaking.
Student2: 1am (student’s name). Is this a good time to talk?

Studentl: No. lam afraid | am a little busy at the moment.

Student2: Can I call you later?

Studentl: Ok.

Student2: Thank you for your time. Have a nice day!

Jor fest Arsardt Uz

f&a @5 a® adaT (Making a phone call)

fora3t g9 U'seT fAd &% IAT 318 Jd&T 99U O
(Asking for the person you want to) talk to:

May | speak to (hame of the person)?
Is (name of the person) there?
Am I speaking to (name of the person)?

WUE Wiy @ ufgere @RS (Identifying yourself:)

I am (your name).
My name is (your name).
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e lam (your name) from (company or organization on whose behalf you are calling).
e Mynameis (youname). | am calling from (company or organization onwhose behalf
you are calling).

YEST Hdd % ASE BT I H II& &Kol feasT I ¢
(Asking if the call-recipient is free to talk)

e Isthisagood time to talk?

e Areyoufreetotalk?

e fona3t fan 7% 3wt a1% aosT Ige d 89 &t O
(When the person you want to talk to is not in: )

e |would like to leave a message.

e  Couldyou take a message for him/her?

e lwill call later/ I will call after some time.

TS Y3H Jd6 <% §°3 (While hanging up:)
e  Thankyou for your time. Have a nice day!
e  Thankyou. Have a nice day!

e 86 aT% M T A&7 (Receiving a phone call)

7 I8 Jd& BT IIF g9 UEeT JI1( When the caller asks for you: )
e  Thisis (your name) speaking.

e  You are speaking to (your name).

AT % J96 & fan g9 Y'geT J # fa Hge &4t /@5 I8 »ic's &t a9 Ade™
When the caller asks for someone who is not in/cannot come to the phone:
e lamafraid he/she isnot in at the moment Or He/she cannot come to the
phone right now.
e  Wouldyou like to leave message? Or Can | take a message?
e  Couldyou call after some time? Or Could you call later?
Y I8 J96 THT TS YT I fa 7 IAt I1% 95 Bet feus T
When the caller asks you if you are free to talk:
e  Surel What s this about?
e  lamsorry. I amallittle busy at the moment.

U3H Jd& & (While hanging up: )
e  Thanks for calling.
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Jar f&St Areaet § UF w3 Uat g=T I |
1. “Attending to Phone Calls 1”

Receiver: Hello?

Caller: Hello. (receiver’s name)?

Receiver: This is (receiver’s name) speaking.

Caller: (receiver’s name), (caller’s name) Life
Care Insurance.

Receiver: Ok.

Caller: ?

Receiver: Sure, we can talk.

Caller: Areyouavailing any life insurance policy?
Receiver: :

Caller: Ok.Would you like to buy another policy?
Receiver: No, thanks.
Caller: Ok, Sir/Ma’ am.

2. “Attending to Phone Calls 2”

Receiver: Hello?

Caller: Hello. (name)?

Receiver: |am sorry. He/she is not in right now.

Caller: Oh!

Receiver: ?

Caller: Yes. him/her that Rajeev Kumar called?
Receiver: Ok.

Caller: :

Receiver: No problem. Anything else?

Caller: No, that’sall.

Jo feghr GegasT u=:

o | eat ice-cream daily - Simple Present Tense
o I am eating ice-cream - Present Continuous Tense
o I have eaten ice-cream - Present Perfect Tense

ufgst Gergae feg femast afa faur I fa 8T w1 39 3 wretw g wrer § | g+t fe'g
€7 g= fer A wrete g9 uT faor T | Sie fe9 €7 & g i3 An fe&9 wreiw aghy urat
af
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=IIHTE Uds AHT (Present Perfect Tense) fem &gt 8F o €7 f9e& dd6 Bt dfanm
Aer J 7 g It gfed 7 |

feg €7 a T =t =95 T95 Bel FAfawr Arer I 7 €3 AN 9 g Sfemr miZ g I St
A7at 7 | Gegde =4

o | have worked here for 5 years.

o She has lived there for 2 years.

FIIHTE YIS AHT (Present Perfect Tense) 7 fe'g =99 € &7 f&ut™ gron™ a3ty
e I8

o I/'you + have + perfect form of the verb

. It/she/he/Reena/Akash + has +perfect form of the verb

o We/they/the people/the sisters + have + perfect form of the verb.
nfgm § J9s 3 ufosT gAt fem & u=:

TISHTS Yds AN (Present Perfect Tense) € 293" g€ I€ € IH @7 T9e& dda Bt A3t
et 3

o I have read the essay.

o She has taken breakfast.
feg @7 I € T9<5 J9s Bt = 93T Arer I fAgsT i3 A g 5g dfemrm mid g =t

Aat 71 Gergge =4

o I have worked here for 5 years.

o She has lived there for 2 years.

o Vferbs in the Present Perfect Tense will take the following form:

o I/you + have + perfect form of the verb

o It/she/he/Reena/Akash + has +perfect form of the verb

o We/they/the people/the sisters + have + perfect form of the verb.

FJIHTE YIs AN (Present Perfect Tense) feed =mar & ufgere

She has done her job well.
I have afile here.

1

2

3. They have been upset.

4. You have won the competition.
5

The man has a lot to say.
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R
1. gdder f&'9 =99 § TI3H™s Y3 AR (Present Perfect Tense )fS'T g8 w3
TSt AETS 99

JaT & Gergder fa'ghu argtur s

e | havedrivenacar.

e Shehasdrivenacar.
A: Hello! My name is Akanksha from ABC Consultants. May | speak to Ms Kavya, please?

B: Kavya _ (leave) the office. May | take a message?

A: Well, our company (plan) a camp at Siri Fort this Saturday. Would she be

interested in attending it?

B: Sure! Infact, I would also be interested. We (attend) such camps before. We

found them useful.
A: That’s good. Can you give me your name and contact number as well?

B: My name is Manisha and my contact number is 9987654321. Some of my other friends
(volunteer) at such camps before. Would you like me to ask them to come along?

A: That’s great! You can ask them to call me on the same number if they need more information in
this regard.

B: Ok. I will tell Kavya you called. Bye!
A:Bye
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Ams 15 : fagew (gerfes™) €< (Giving Instructions)

T 7 feq gefes § yae aoer I & fea mmew 7 fog fAtt anrs €t 39 gerfenr Aver
J | feg ormT Aruds 3fey a® feg get T | G@ergde =4

1. Tell us your name — Instruction

2. What is your name? Not an instruction.

3. Sitonthe last bench — Instruction

4. 1am asking you to sit on the last bench - Not an instruction.

5. Write down today’s date on the board - Instruction.

6. You are writing down today’s date on the board - Not an instruction.

I 7 ATUES JE€fe3dT § YdIie dae I& HS =39 tell, sit W3 write 578 Hg J€ I5|
feg fag =/ @ AEdde “you” geT T , Ud feg »ny 39 3 €3 fegT arer J1

1. First

2.Then

3. Next

4, After that

5. This should be followed by

6. Finally

fegs pgeT &t 293" my 39 3 JerfesT ot e &3t @< B fapdr i3t ATt T | W few
fea v e fas® 98T I (How to make an omelette)

“First, heat oil on a pan. Beat the eggs in a bowl and add salt. Fry chopped onions and green chili as
soon as the oil is hot enough. Then, pour the beaten egg on the pan. Wait till the eggs get properly
cooked on one side. Finally, turn the eggs over on the other side with the help of a flat
spoon. Cook for 2 minutes.”

3IST ARIUET €T 8T 3T “Letter Format” ¥7de fewrgar | few €3 Jor fe3T
JfemT g=am
Sender’s address Date

Recipient’s name
Recipient’s address
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Salutation {should be “Dear (name of recipient)”’}
Body of letter (main part of the letter)

Yours sincerely,
Name of sender

feq u'3q fa= fafamm Arer I &et er €9 geH geTfes™ € AT & &4
Prepositions

o We are sitting in the dining room.
o We are inside the house.
o Put the mug inside the cardboard box.
Pour some coffee into the mug.
We sprinkled water on his head to wake him up.

i

g d=! JUHAHS (preposition) § <1

1. Cometotheshop _ 5p.m.(at,in)

2. Finishthe homework 15 minutes. (at, in)

3. Turnthisfan . (of, off)

4. Walk ___ astraight line. (in, with)

5. Getakiloofsugar ___ thegrocery. (at, from)

6. Stand ___ that chairand see if you can reach the shelf. (on, above)
7. Takethesevegetables the kitchen. (to, into)

8. Donotsmoke thisarea. (in, around)

HBTIT (ASSESSMENT)

1. Do not honk unnecessarily traffic signals.

(@) at (b) from (c)under
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10.

Do not stand the glass door.
(@) like (b) during (c) near

The manager has given a new set of instructions ___ the staff on office attendance.
(@) from (b)to (c)on

As per the school rules, students will not be allowed to enter the school
gates 9:30 am.

(a) during (b) after (c)to

our stay at Khairi in Chamba, we were not allowed to go out in the evening
without an armed guard.

(@) During (b) Before (c) After

Tell the gate keeper to make sure that cigarettes or other tobacco products are not sold
the school building.

(@) near (b)on (c)through

Get me a cup of coffee and a sandwich the shop across the street.
(a) for (b) of (c)from

You cannot park your car anywhere this building for security reasons.
(a) from (b)around (c) like

Park your car the parking lot behind that mall.
(@in (b)on (c)for

The shop is not far; it is just the road.
(a) across (b)on (c)at
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ARs 16: fe'a faarfed gad ad=7@<T (Registering a Complaint)

35 et afadt €3 st ySifafenr fag fragt I=ait ¢
FIF TSt fugdh™ f3& I3 I yaet a9 39 I&518T €5t A =ae< a5 W3 3IAt / &t
A IZHT BUa™ § e We JuT & 9531 1St ud Buar 3 fen g9 g¥ &t 3T Ifen &€t
Wt yfew a% Ie w3 faarfed aq fe3t | 3umsT fea st (873) adt Aaeer fa gnt ufew
rens fa@ are At | gt @ & fa= &R ?
feg Jor f&3t Areardt Uz
faarfes anw ag="@<T - “Registering a Complaint - 1”
1. To register a complaint: fe'a maraet € »iar faafes aaaT

E.g. We registered a complaint to the Principal regarding the bad canteen food.
2. To lodge a complaint: fea »EaTget € »iar faafes daaT

E.g. She lodged a complaint against her supervisor to the CEO.
3. To file a complaint: fe'a naaet € »idr faarfes gaaT

E.g. They are filing a complaint against their neighbors to the police
4. To press charges: fe'a mes3 feT fe'a Te3zdt faarfes aaaT

E.g. The actor is pressing charges against the newspaper for printing rumors about her.
5. Object: fam gtw & fedy daaT

E.g. We objected to the serving of alcohol at the camp site
6. Protest: frarfes

E.g. The students are planning to protest against the teachers.

g3 Y3y (Past Perfect Tense) 3% €t <93 F IH & TI=5 J96 BTt ISt ATel I A €13 g
A fee fam gv o 3° ufgs™ Ifenr g=1

g3 Y3y (Past Perfect Tense) % f&'T <99 &F Jor fe'st eron =a3t Aret &
I/you/1t/she/he/we/they/the people/the sisters + had + past participle form of

the verb.

Jor fest Gegae § u=:

o I did my homework - Simple Past Tense
o | went out to play - Simple Past Tense
o I went out to play as | had done my homework - Past Perfect Tense
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GerggeT:

1. I went out to play as | had done my homework.

2. They had already left by the time we reached the place.
3. I had had my breakfast before the alarm woke you.

Suar =T § ufgee | Y39 g3 I (Past Perfect Tense) 5% A¥UI I&

I had my dinner.

I had had my lunch.

He had gone to Paris.

Have you understood the theory?

I had understood the theory.

The dog had gone away somewhere.
It had been abandoned.

It had a collar on its neck

fea A3 B © feost arge3 § ge8< &t @™ § €99 39319 © 9 56iufes € 395 st
I T TS|

© N o g bk~ wbdpE

Because the canteen owner allows them to smoke.

They should smoke somewhere else as it harms non-smokers too.

So the problem is with him!

Then why at the canteen?

Too many people at our college smoke in the canteen.

Alright!

Actually, they don’t smoke anywhere else because of the signs.

That’s true.

Who else? Let us write a letter stating our formal complaintand drop it in the “Complaint
Box”.

Exactly! Why should they make us unhealthy too?

To the Principal?

But how do we make them stop smoking at the canteen?

I think we should lodge a complaint against him.

Hmmm...those No Smoking signboards at the gate are not helping much.
o Yes. What do we do?

A: Too many people at our college smoke in the canteen.

B: That’s true.

A:
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H&TdE (ASSESSMENT)
gdaer fe'g fest =99 & g3 y3'y I (Past Perfect Tense) fe'9 g8 3 uat =T 391
fer =7a & mHgT BEt fe'q Beude Iust AurfesT set Jor fest aret T |

Simple Past Tense: | did my homework.
Past Perfect Tense: | had done my homework.

1. Rahul (lose) cell phone on his way to Delhi from Lucknow. He
(travel) inthe first class of the Lucknow Shatabdi. He had no idea how to get his cell phone back.
He knew he had to lodge an FIR first. He knew he would have to go to the police station but
he was not
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sure if he would go. He (hear) stories of how taking the help of the police took
a lot of time and effort.. Then he remembered what his friend (tell) him. Ifhis
phone was used for some bad purposes, he would have to take responsibility for it. So, Rahul

decided it was better to go and deal with the police than end up in some problem later on.

I (drop) a complaint in the complaint-box about the lazy

watchman as many people (complain) against him.

Shilpa (file) an FIR as soon as she found out about the theft.
We (protest) against the use of animal fur in fashion.
They (object) to the use of animal fur in fashion.
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17: fe'q 34t fET ySt A3 U™ T9& B 78 A&t (Calling up to Find

about a Job Vacancy)

ma’rfe—u'um%ﬂmr(eaﬁ)uswda »et I8 ddat fea feg fadt Afa® T & fa 3ord fAus

€ Age3 J | fA=’ fa »mw faeaht € 9 3¢ 398 % J9at U A= WI 79 STH g9 UIT
Fast O 7 |

Jofessard us:

I saw your advertisement in the newspaper...

I am calling with reference to your advertisement in...

Could you tell me if there is a job vacancy in your organization?

Could you tell me if there is any vacancy for the post of...?

Do you have a vacancy for the post of ...?

EET (Modals) AaTfed fafgm=r (helping verbs) I&1feT W =99 € 3 & Uddle J96
el T93 AT IS |

oA W

FET 39" € H'3BH €T I& : can, could, may, might, shall, should, will, and would fega™ &
et 39T & QuTar 95

e Asking for permission (mfariT = &gt U'E<T): May | come in? Can/Could | use your pen?
Can 1 go?
e Making a request (f€& §&3T a3d&™ ): Can/Could you pass me the book? Will you be my partner?
e Expressing obligation ():You should do the work yourself. | shall be responsible for your safety.
e Expressing determination (fegre/fea3™ €< &eh): | will finish the project, come what may.
e Expressing ability (313 ydie d9& &et) : | can solve the riddle. We could jump over the
bench when we were kids.
e Expressing probability (F8™=&T ydie a9 &et) : | can solve the riddle. We could jump  over
the bench when we were kids.
o Expressing willingness (f€&T yare &3 &gt ) : | will meet you tomorrow

“Job Vacancy” € feg Jrgsea arsa3 § U= <% (italic) Ta & feg JisseTa
(jumbled) HEE I |

7IEYIS T IS BE TS feusT muer § g9 oS e feg P @t d3 T |
: Hello!

Hello! JobBazaar this Consultancy is?
Yes. What can | do for you?

Your in Sunday’s | Times of India saw issue advertisement.

w>m >

>

Okay
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B: Is wanted to if find out | a vacancy job there.

A Could you tell me what kind of a job you are looking for?
B: I am a high-school English teacher.
Looking for am | for a vacancy job same the post.
A Okay. You would have to consult our agent for jobs in education.
B: do that | do how?

A You would have to come to our office with your resume.
An appointment you like would now to make?

B: Sure.
A Okay. Monday at 11 a.m.
B: Okay. I will be there. Thanks a lot!

HBTIE (ASSESSMENT )

fe3 are ¢u® f9° Adt maer & =93 dod U&! g'=T 4|
might, ought, have to, can, shall, may, should, could, would, will.

Kavita: Hello, this is Cure Pharmaceuticals. How I help you?

Gargi: Hi Kavita. This is Gargi here. | speak to anyone from the HR
department?

Kavita: Of course, I connect you to the HR manager?

Gargi: That be great. Thanks a lot.

Kavita: Please hold on for a minute.
Nilesh: Nilesh speaking.

Gargi: Hi Nilesh, This is Gargi speaking. you tell me if you have any
vacancy in your company?

Nilesh: We are a large company Gargi, which department you be
interested in?

Gargi: That be the HR department itself, as I have an MBA in HR from
Amity.

Nilesh: MBAin HR from Amity? That to be useful...let me have a
look...You’re in luck. you come down here tomorrow for an interview?
Gargi: That be a problem. I come in day after?

Nilesh: Let me see...that be possible. Can you come by 9 am?

Gargi: Yesthat’s fine. | be there by 9. Thanks a lot.
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AAs 18: grfeGsTer fsuar (Writing a Resume)

Wa’rawfensf&wm’rwﬁ@w@zw-me- J ? 39T @ BT MUBTE IS
Tpop h?&f&@??ﬁwu?wr&mm(crumal part) JIHd9 IHT MUST 78 USRS ©
k?fawrwagga_rsrf&r’@?zrwfezrgu-a 3ddt ®IE € Hd § ¥3H Jd AdeT JINgeT
WIfad T § TUT I, BIFdT 993 Adt fesHedt € fo9 3™ e HargsT J few wet
Wy gfegaTer fBys Fet AHT BarfeT o™ &578& WS a1 feys Bet 993 N3t 31
gfeGsrer fan & fa et =<t adtasH =€t (‘Curriculum Vitae) 7 A 2. (CV) = fagr arer
J, ITST HU93 (AfS &) USTet w3 &Y & IAJY & HYY ArEardt ger JIfea gar gfeGsrer
feg ean@er 7 fa fa= 3ust Hoas(Afa®) W3 warsT fe'q a4t € Aga3s & Uar dds ©
&% W& yret I
fea gy aoe feF a® g5 fa feg gor afeGser feuer fag* HosTyaes o
feg 3uv& 83w a3 (promotes) dgeT I | f€q gfeGaTer nust 34T (UgHHS) MU J95 &
Fgne I 7 fa gurd feeafeq € f€9 A9 3 Ho'3TYde ¥ AT € HIAE BT UH JdeT J

feq gar grfeGsrer 3u3 d=9 Beq § faue w3 Iust Aret gt Wustaws § Hags utir
g9 B fea quBHe (compliment) 3241 |

ST viuSt pufenr € 399t yU3 a9 AaE J MU g1feG3e § Uds sege set G E3
wﬁwamwm@wémﬁmmﬁheﬁnwwﬁwa YTH 39
Eﬁ?wgﬁwwmmmmm

feq =utr gfeGsTe € 575 Se=afaar § =urfenT AT AgeT J1Hdd T3 IeGser 3o
WWWM@?U?W%WW%ME’@?WM- 5% IJS
979 I Jd&T fammaT uie daer J1

fog 3€9® A9 MUBaHsH & UBeT J | 799 fed Sddt 9 78T 3I73 Tfe8se & uAe
FIeT T, w%mmxﬁaﬁeﬁmﬁaﬁwmﬂaw@vmmm
@me’m?rfﬂew (recommend) II&T UAE Jde I& |

Jo fe3t pat & ug iz Guar & & g9 7 gt Ave J fa e ofeGse ¢ feg mivs
Fa&T Iater I

Email address

Favorite films and actors
Nationality

Phone number

Computer skills

Gender

Address

Date of birth

The newspaper you subscribe to
10 Marital Status

CoNoA~WDNE
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11. Awards and achievements

12. Place of birth

13. Your height and weight

14. Details of education

15. Skillsand interests

16. Languages

17. The festivals you celebrate

18. Details of previous employments
19. Your religion

At St €™ ga3T “CV Terms” s f&3hi™ gasT us

1. Contact details: Your name, address, phone number, and email address

2. Objective: A statement of what you intend to achieve and contribute through your
service to the organization. E.g., To use my skill and work to the best of my ability for the
development of the organization

3. Personal information: You may include your gender, date of birth, place of birth, nationality,
marital status, and languages known to you under this heading. Optional information
includes spouse’s name and number of children.

4. Area of expertise: The work skills that you have

5. Employment history: This states your work history. It should include the different
organizations where you were employed previously, the length of each employment, and the
positions you held.

6. Educational qualification: Details of the education that you have received —details of degrees
and training

7. Skillsand interests: You can state here other skillsand interests that you have

8. Other enhancements/Awards and achievements: Any other achievement or work that you
want to make special mention of

9. About me/Biography: This is an optional section where you give a shortaccount of
yourself.

Foded M3 dAaES (Connectors and conjunctions)

Fo&ded 8 Hew 76 A feuwr, Aua3z Uaqre M3 9 ¢ €9 AfU § Uddie d96 BTt =93
AT 951 §¥rgas =4 : but, also, however, moreover, firstly, next, then, therefore, in brief, still,
for example, thus, of course, certainly, hence, at the same time, on the contrary, etc.

graHs 8T AT U5 # fa ¥/ar 3 Heer § 73s %o <93 7 951 Gewde &t but,
S0, as, and, nor, yet, so, although, though, because, either...or, neither...nor, as soon as, and or.

&C: IAAHE ©f €93 d&ded & 39 J =t A3t AT AdET 7 |
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B
Jor f&F egne €8 4 M mrueT gfegGarer 3w o9 :

“CV Format”

Name:

Address:

Email address:
Telephone number:

Obijective:

Personal Information

Date of birth:

Place of birth:

Nationality:

Marital status:

Languages known:

Employed: Yes/no

Area of expertise: E.g. Direct sales, customer help, and visual merchandizing.

Employment history (if any)

E.g. Worked as sales representative for SellWell for 2 years.
1.

2.

3.

Educational qualification

E.g. 1. HSC from Amravati High School (CBSE), Chandigarh, in 2003;

2. Diploma course in Basic Computer Education from All, Chandigarh, in 2004
1.

2.

3.

Computer Skills
1.
2.
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Skills and interests

E.g. 1. Possess good communication skills
2. Reading books

1.

2.

3.

Awards and achievements

E.g. 1. Won “Sales Representative of the Year” Award at SellWell
2. Captain of the college cricket team for 2 years

1.

2.

3. .

WyST grfeGaTer ge8T Bt St AFTS 99Tt ATeaTdt fa< g9at J 8F g9 Gwrgger
&< gfeGsTer M3 FgeH Tele feua feq g fagr W39 I 7 fa rgne et et g
| A fa fe'q gfeGzmer (resume) 3Tt Ga3T, 3799 M3 HI™93 € 7YY fagt Aveardt g<t
J 7 fa feq U7 3 w'e 77 & Ud € T Aae! 7 | fed aaiag®Hy Iele (W'e we € uw &) fea
&t I fergg 5% Areardt feer g |

a<=fdar 23 (Covering Letter)

g T € 939 § §TF J Jo" €3 J=fdar Bed § HUS | fAgsT =ar § gefenr Ar
Ager J §uaT € Jor BEts fudgt aet T |

To

The HR Manager

Healthy Pharmaceuticals

Healthpur

Healthy Pradesh

Dear Madam,

I‘m writing to you regarding sales positions at Healthy Pharmaceuticals. I'm

also writing to you about marketing positions.

I’m a fresh graduate. | have a B.Com degree in marketing. | would like to work

in a sector that improves our society. | want to improve people’s lives. | have a

keen interest in working with a pharmaceutical company. | am interested in

working with Healthy Pharmaceuticals.
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Though I have no experience in sales and marketing so far, | am confident that | will be a successful
salesperson. I have good people skills. Iam disciplined. | am a hard worker. Also, at my college |
participated in many activities. | participated in awareness campaigns for youth. think I m
suited for a job that requires communicating with customers.

| hope you will consider my job application positively. Please consider me for an interview.

Do you require any additional information? Please let me know.

Sincerely,

HIE (ASSESSMENT)

g o< AS6ACI/ITHIANS &% YHT grer gq|

1. lwenttoseeher _ shewasn’tathome. (and, but)

2. Itstarted raining we went out. (as soon as, because)

3. We came back she was not at home. (as, yet)

4. Shewas not at home we came back. (so, however)

5. , boil the water. add the sugar. (First-then) (Then-first)

6. wemissedher _ she never received our message. (Either- or, Neither-nor)
7.  Wedrove fast. we could not reach on time of the traffic jams.

(However-because, Because-however)

8. Hetold you that he gave me the book? , the book is still with him. (Thus,
On the contrary)

9. lcametoseeyou you are not well. (because, so)

10. I had messaged them, they still were not ready on time. (Although, And)
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RS 19: fe'q a=9 #2d f&y=T (Writing a Covering Letter)

AJHA! 510 © SBdH 2d<&d omdT fe g ferfaara € e fS9 »idds so0 € firea &
T & fapr fo'q g=a Beg Jor fe3T fapur T | fer eave € f'9 99 I&3tT s
w3 g feu Bt a5 |

Arjun Nagar.
Email: a@hotmail.com
Ph no: 09891989198
Dated: 22 Dec, 2008
Subject: Application for the post of sales executive
Welcome Travels,
The HR Manager,
Sarojini Nagar
Dear Sir,

With reference to your advertisement in Times Ascent, dated 21 Dec, 2008, | wish to apply for the
post under concern.

I have just graduated in Commerce (with Honours) from Delhi University. | am a dedicated individual
who possesses good communication skills and | am eager to join your company.

My CV is enclosed herewith.

Thanking you,
Mr. A.,
Yours faithfully.

Jor fe'3t - a=faar Bea € et &etaT( Lines for Covering Letters )" & U |

sreleT fagsT € &% €9 a<faar Bed Hg ger I Ae fed fan dadt € feg ust ar set
fenfaare © néy feg fafor™ arer

1) Iam writing in response to your advertisement...for the post of...

2) With reference to your advertisement in... 1 wish to apply for the post of ...

feg sretesT fadtnr gs feg fewr@e o6t fa 393 % A9 § AT € W7 T |
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1) Iwill be able to handle responsibilities well.

2) | have the skills that are required for the concerned job.
gt Ugrare 3° ufgs™ 7 sretsT faytnr arehrr gs:
1) Please find attached a copy of my resume.

2) My CV is enclosed herewith.
3) My resume is enclosed for your review.

gt Uarare € feg 7 seteT fsubrr arehr gs:
1) Thank you for your consideration.
2) l would appreciate it if my application is considered for the post.

»rydt Ugrare € feg # etsT fadh aretn™ 95,89 dor fegh gs:
1) Looking forward to your response...
2) I look forward to hearing from you soon.

Jor feSt Areardt § u3-
“HYUW HaHT & J=fdar Bed”

Siddhesh Sharma’s contact details
e B-12,Manak Chand Basti, Arjun Nagar, Delhi -11003.
o Email: siddhesh.sharma@gmail.com
e Phone: 09891223314

Contact details of recipient
e HR Manager
o SellWell Organization, Maurice Road, Delhi - 110007

Subject: Application for the post of Sales Manager
F=fIar Bed T HY 9T (IT6 AT & €99 39319 € &9 qgaT UeT 9)
e |wouldappreciate it if my application is considered for the post.
e Myresume isenclosed for your review.
e Thus, I have the skills as well as experience required for the concerned job.
¢ lalsohave a MBA in Retail from AIBM, Hyderabad.
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o I am writing in response to your advertisement in The Times of India for the post of Sales

Manager.
o I look forward to hearing from you soon.
o I was hired by Go Shop, a reputed supermarket chain, as Sales Manager for two years.

3Us AT moHT & J=faar B9 Adt eane © fe T fayeT T | Beg & Aeadt fest aret g1
fAog = &g &t 7751 § 98T g5 €U = HoTh J9=T I’ 5 | Iu GusT & T
I9SE © fRe &8 I 3™ 7 Bua™ § AIt wasd € R UR Ji3™ A7 & | FgaHE=™ M3 BiT
Zferar goms Twar Tu® ISt T

faudes AUTT (Reported speech)

Qg & et Gerader w3 fenrfunr & vee &% “ Reported Speech “ & migiel

1. He said, “I am thirsty” - Direct Speech

2. He said he was thirsty - Reported Speech.

3. She said, “What are you doing?” - Direct Speech.

4. She asked me what | was doing - Reported Speech.

5. They said, “We have won the match” - Direct Speech.

6. They said they had won the match - Reported Speech.

faiges mitg 7 wfA"T gHe &t =93 feg EFc &t St At 7 fa & ot Jfge g5 7 Age
5 | 3fedae mite € =@ § faldes mitw € fe'g sese mi fer & =99 3 & (past
form) fe'g ge% A=aft |

Gergas et

o am/is - was

o are - were

o has/have - had

o do - did

o am doing - was doing
o have done - had done
o will -would

o can - could

o shall - should

o may—might
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e udfeg @Iﬂ’ e Is:
had - had

e would-would

e could-could

e should - should

e might-might

e oughtto-oughtto

Other standard changes include:

e yesterday - previous day/the day before

e this-that

e these -those

e now -then

e here-there

e tomorrow - the following day

o next (day/week/etc.) - the following (day/week/etc.)

&< Jor fe3 €dt afage g : that - that, those - those, then - then,
and there - there.

& as
1. Meena said to me, “I can’t go tomorrow.”
(a) Meena told me that she couldn’t go tomorrow.

(b) Meenatold me that she can’ t go the following day.
(c) Meenatold me that she couldn’t go the following day.

2. l asked, “Why aren’t you going tomorrow?”

(a) l'asked Meena why she wasn’t going tomorrow.

(b) asked Meena why she were not going tomorrow.

(c) I asked Meena why she wasn’t going the following day.

3. She said, “I have to go to the post office to mail a covering letter.”

(a) Meena said that she had to go to the post office to mail a covering letter.
(b) Meena said that she will go to the post office to mail a covering letter.

(c) Meena said that she have to go to the post office to mail a covering letter.
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4. |said, “Can | go with you?”
(@) lasked if I could go with her.
(b) I'asked if I can go with her.
(c) I'said I could go with her.

5. Meena said, “That would be great!”

(a) Meena told me that would be great.

(b) Meenatold me this would be great.

(c) Meenatold me that will be great.

Jor feF 13 »3 g3t € fe9ag Isg3 J | 3u§ Sfedde milw (direct speech) & fatges
mitg (reported speech) feg seseT T | ufas f3's 303 &et A3 I© Ta1

1.

10.

Boy: “I have never written a covering letter.”
Reported speech: The boy said that he had never written a covering letter.

Girl: “Would you like to learn how to write one?”
Reported speech: The girl asked him if he would like to learn how to write one.

Boy: “Yes, | would like to learn to write one.”
Reported speech: The boy replied that he would like to learn to write one.

Boy: “Who can teach me how to write a covering letter?”
Reported speech:

Girl: “I have written a lot of them so | can teach you.”
Reported speech:

Boy: “Are therealot of rules?”
Reported speech:

Girl: “Yes. Even something like writing a covering letter has a lot of rules.”
Reported speech:

Girl: “Often people write these letters in any way they want.”
Reported speech:

Boy: “Have you sent any covering letter recently?”
Reported speech:

Girl: “I sent one to acompany just yesterday.”
Reported speech:
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AH® 20: fe'q feeafel & AroHeT F9&T (Facing an Interview)

Jar f&'3 Common Interview questions “ & frms 575 U=:

1. Please introduce yourself/ Could you tell us a little about yourself? fqur gaa »rus
g7d €H/At IAT MTUS MY ¥ ATg 3T fAgT € AIE T 1)
feeafe »mi 39 3 fem yis &% Hg It TImust g¥ fa it Areardt € 9T 3
WMYS MY 979 €A UaT & |(23(F|?'§_0('€'HH<'> 6T BB 1§€1:r)

l(o- >

2. Why have you applied for this job? (37t few 78 et fa@ musret staT I 7)
fen yns et 3uvd Just € g fugds o9 87 J95 ©F 83 U Aa<t 9I1gHt feg &t mrfvs
wmaﬁﬁmwmmm T ugud fenAg € ot g e I |

€wgg= Bt “l am interested in this job as | will get to work for a well-known and successful
organization. | also believe that the skills and experience I have makes me suitable for the
job.” OR “I am interested in this job because I like the work profile. | alsobelieve that the
skills and experience | have makes me suitable for the job.”

3. What are your key areas of expertise? (IT3T HU93 ST HY 1B dT I& 7)
fer yms € st At vt Afa®a § Rl 7 fd 3ust 7Y 578 AYUS U5 |
€urga= B the key areas of expertise of a sales representative

may be direct sales, customer help, visual merchandising, etc.

4. Why do you think you are suited for this job? (3wt feg fa€* Fe< 7 fa gt fem 79
€ BT It T 7)

fer yns € BEt 308 MTUS TST T 3% & MIUSHT Afd &9 979 ITS ddat grater I 7
ﬁdu'o few 3ot © Bet Har 59T I5 |

@Wgﬁfe_om&ﬂ fougnefee € 3% 98 90 29T € Acddl € 578 &8 &< of
gt Ho93 ISt Iratet J1Ad9 SHteed 37999 J (SdHd &4t 9) 3* GH & fege g9 =t
IS gdat gratet 7 fa €7 & feg Iwaer yaret Sgdt ‘F fa= yuz stz 7 7 fa 52 st
& T AaeT J1

€<rga< BT “I have been working as sales representative for a year and | am skilled in
direct sales as well as marketing. Therefore, | can easily adapt myself to the new job.

5. Why did you leave your last job? (3t WUt uar=t adt fag 8351 ?)

fen yns T €°39 €< Bfom™ 3u7§ WU ygre HEaT 79 JET &t sa93™a feuet aat
ST&t grotetifeT afge o s “fo I mruSt ygtst Eaet I yw st 7t fafa fea faar
AT | feg a9 fa W mruST yarat S99t 3 STUH St At Ud W fo'd 99 98 THar (ym) I Jda
Culces: el
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6. What are your career objectives? (3T75 data 8€mat a5 ?)

fer yms e €39 €< o, ufos™ dadt o9 aT® a3 B 3° e It Just et at a9
Aae J ? §EU9E B “HT ddd € MrEndleed I 394l § U™ 391 578 TIST M3
qust € yas feam & fe9 daers g

7. What are your salary expectations? (U731 384T €™ Ag=&™=" a1 9& ? A7 IAl
faat 35U 3 IH FIS ITIE I 7)

Had AT €dHg g 3 feg 9ar I fa It feedfel = =& & u'E fa fAn Sadt et 3nt
WMUBTEL J13T 7 BF Bt I5yg &t AHT ot 7 ? @erade Bet “ fae’ fa feg Hat ufast Saqt T,
H& fem a4t et Isura & /v 979 Jet HeaT &dt I | HE IIS eH8 &% YHt J=ait 7
Hod AT IAIET J 3T FHT MU gfeGse € fee »ruet vger fesan g9 ufosT ot
gevsT fegT I T | Aad AT O It Une &t miustet a9 99 7 37 feg gar g<ar fa At
WMUST HgeT 35U €7 10-15%<0T J g=7&T fe§ | A9 At §°a9t Une et miuset ag 3d &
3T FHT 20-25%fHTET €T JTTHT € AT J | I&UTY 979 I TS JI€ AN IITE MTUS I
e Afa&a w3 fermaT=T € 879 €T fAdd Agd J9aT Iuter J1 Seude & -

“lam already earning and I have my experience and skills. Therefore, |

would expect a salary of

8. Can you tell me what your strengths and weaknesses are? (&t 3HT HE MUt RaStHT™ M3
aIHHT R AT T 7)

feq feeafeQ f&g Myt ra3hr 979 9997 aae 9¢, Qs Afasa e @3 defegde =
fa Sadt 57 AaUz I51 €T7gd= &ET | have the ability to work well ina

team and to communicate well with people.“

A< fa v Ut ait™ 979 TS aae 9 WUt fan faqt anit e faee &7 a9, fa= fa

“ 1 have a short temper “ A" “ 1am very lazy “. fen €t safe @uam apfbr g9 i aa
fa vimat 7% €9 T AaeT I | §ead< & “ | have not handled such a big team before.

But I am confident that | will learn on the job.”
owfgpree

30 fev iae &t Agez J fa 3t ff'q pelu=r 8= o8 &5 3% 93 &9 39 9169
T E<9r/E<9it M3 AT 8IS § YHS J9 TS|

The train leaves at 10:20 a.m.

| am reading a book.

Yes, you can borrow the book.

No, I don’t think the train will be late today.

I know because | always take that train and it has never been late.

The interview went very well.

No. They said they will inform me of the outcome next week.

N o gk
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H&TAT (ASSESSMENT )

AT WruRs & 9 W3 UTST AE'S g9

1.
2.

10.

11.

Nishi:__ lcomein, Ma’am? (may, might)

Interviewer: Come in, come in. Have a seat.

Nishi: Thank you, Ma’am.

Interviewer: It is Nishi, ? (isit, isn’tit)

Nishi: Yes, Ma’ am.

Interviewer: ___ areyou? (where, how)

Nishi: I am fine, thank you.

Interviewer: Ok.So tell us,Nishi____have you applied to Sell\Well?(why, how)
Nishi: SellWell is one of the largest supermarket chains in India. It is a
successful organization that has been popular ever since it started five years ago.
Interviewer: __ you have any experience as a sales executive? (do, did)

Nishi: Yes, Ma’am. | have worked as sales executive at Shopper’s Haven for a year.
Interviewer: That s good. We take only experienced people here.

departments were you in? (which, whose)

Nishi: 1 worked at food section for the first six months and clothing for the next six months.
Interviewer: _ salaryare you expecting? (what, how much)

Nishi: My previous salary was 10,000 Rupees per month. So, 1 am expecting around
13, 000 Rupees at SellWell.

Interviewer: Okay. That is reasonable. _ will you be able to join?
(when, where)

Nishi: I can join this Monday.

Interviewer: Great! We are one member short in our shoes and bags department.
you comfortable with this post? (have, are)

Nishi: Yes, Ma’am.
Interviewer: Good. there any question you would like toask? (are, is)

Nishi: No, Ma’am.
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ARS 21: ¢BIes feeafel €=7( Taking a Telephonic Interview) |

=~ ﬁ ~ A ?_:;_ ué'
“Telephonic Interview”

1. I am a little busy right now. Can we reschedule the interview?
- §¥ =afan Arer I A wesd fEedfeq et % I w3 gt famg 57 3= 7
grt fam an ff9 38 3= |

2. I am sorry. | will not be able to join on Monday as | have some urgent work. Is it okay

if I join on Tuesday?
-8€ =afaur A7eT I A IAT ©H fes I T IHS AT ITHd 9 3 WAHNDH 9= Ad O1%
35 =TT /feedfeq 8= T afuer T |

3. I was looking forward to your call.
-8< =afamr wrer I 7Y feeafef ufowr ot Sfo aist = |
4. I hope you can hear me ...

-8€ TIfur™ ATET T A €& BEIS A &7 g< . fegaT ¥ T 3T Uddd da

fa=" ”Speak louder!” and” | can’t hear you.”
5. When am 1 likely to hear from you?

-8¥ =afan Aver T AT IS dds % /feedfel T T fev 57 €W fa €9
€Y9T IITE I I JIIIT/IAaT |

feg g% A593 BEtaT Ua # fa cBies 7t feeafel S =a3t™ A7 AgE™ I8

&< yns fagsT €t fug® Ams “Common Interview Questions” &g ggsr a3t aret § €9
Bes feeafel wet gor9g ga= 75 |

fued FHs €t 397 IT™8 TITT 9% UBH qdaT g=arm,ug fen Tt feu Sxies gt feeafel
dg<att |

TIINE Y'Y I “Present Perfect Tense” f&9d =ar & ufgere
1. I have had my telephonic interview.

2. She had tried to call you.

3. Did you get selected?

4. She has told me that I can join on the 22nd.

5. I haven’t received the call as yet.

6. | have been asked to bring all documents on the day | join.
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7. I have read the contract and have agreed to sign.
8. I have had my dinner.

9. Have you done the job?

10. They have not come yet.

¢ AT § TIIHE HYIS “present perfect tense” I feg 5e& |
Caller: Hello! This is Ranjita Mehta calling from SellWell.

Sarthak: Hello.

Caller: May I speak to Mr. Sarthak Gupta?

Sarthak: This is Sarthak Gupta speaking.

Caller: I received the job application email that you sent me.

1)
Sarthak: Okay.

Caller: I just read your resume.
)
Sarthak: Ok.

Caller: Iam pleased to inform you that we have a vacancy at the moment.
Sarthak: That’s great news.

Caller: Sarthak, did you ever take a telephonic interviewer?

®)
Sarthak: No, I did not.

4) .

Caller: Well, we need to take your interview this way. We need to fill in the vacancy urgently.
Sarthak: Okay then.

Caller: So, Sarthak. We need someone who can keep an account of the stocks.

Are you doing anything similar to this?

(5) :

Sarthak: Yes, Ma’am. | was also in charge of the daily stock count apart from

sales.

(6) .

Caller: Okay. You will be doing something related to that. You will be placed in charge of receiving
stocks, stacking shelves and daily stock count.

Sarthak: Iam familiar with the work.

Caller: And Sarthak, did you ever read planograms?

()
Sarthak: Yes, | read them.
(8) .
Caller: Good. This is all we require from you. When can you join us?
Sarthak: I can join this coming Monday.

Caller: Ok. What are your salary expectations?
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Sarthak: | earned an annual income of 1, 20, 000 Rupees at my previous company. |
would therefore like a higher pay.

Caller: Ok Sarthak. We are offering a monthly salary of 10, 500 Rupees presently. That is
what we wrote informed at our website.

©)

Sarthak: Yes, | am aware of that.

Caller: But on account of your experience and excellent resume, we decided to offer you 13, 500
Rupees. Is that agreeable?

(10)

Sarthak: That sounds agreeable.
Caller: So Sarthak, can we expect you on Monday?

Sarthak: Yes, I will be there. Thanks for the opportunity.
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ARG 22: 3adT € UHAH § ASIATd ddaT (Accepting a Job Offer)

7e gl feq 3aat & Unan § YUz Jae J B¢ 34t € Unan & fEer Aeidd dda &ef U39
foueT fe'q A 3 TUt™ w3 993 3T Yyt €< =t ars et 7 fae fa feo fea s<t 3adt 9= fev
33T Ardh IfART € AHS I & UF FeeT I |

3adt € UHaH & A=IdT d9& ®et U39 feq feg fagr y'39 7 7 fa 3nt 8w qust & faue T
fARs Iovd 3adt € Umaw dist 7 | feg fAg U39 fee Jor '3 393t migne yrrfeer § Anns
g AT J |

o Written acceptance of the job offer.
o The terms and conditions of employment (salary, benefits, etc.).
o Starting date of employment.

o Thanks and appreciation for the opportunity.

o Request for notification of any changes or if the candidate is required to do anything before
starting employment.

&< 3T& U'IT € Agrae BEts &9t faust J1

Jor faSt aret Areadt § u=:
“Accepting a Job Offer”
Written acceptance of a job (fea daat & fau3t ActaasT)

o It is with great enthusiasm that | accept your offer of the post of Sales Executive at
SellWell Org. Please consider this letter as my formal acceptance of it.

o I would like to express my pleasure at your offer of the post of Sales Executive at
SellWell Org. Please consider this letter as formal acceptance of it.

o I am writing this letter as an acceptance of your offer of the post of Sales Executive at SellWell
Org.

Terms and conditions of employment

o | understand that | will be receiving a starting salary of Rs 12,000 per month. | also
understand that | will get full pay and benefits during the 3 months probationary period.

o As discussed, my starting salary will be Rs. 12,000 per month. I also understand that |
will receive full pay and benefits during the 3 months probationary period.
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Starting date of employment (§#3rd Hg d< € fH3t)
e Asagreed, my joining date will be the 1st of June, 2009.
e Asdiscussed, I will be starting work from the 1st of June, 20009.

Thanks and appreciation for the opportunity (I&=™ W3 Har @€ HEt YHAT)

e Thank you once again for this wonderful opportunity. | look forward to joining your
team/organization/company and becoming a part of the continued success that the team/
organization/company represents.

e Thank you for the opportunity. It is an honour to be selected for your team/organization/
company.

e Thank you for this wonderful opportunity. Iwill put inmy best efforts to make a positive
contribution to your team/organization/company.

Had Ste=d & gAar9 HY d< 3 Ufgs™ I9 J9aT I 3° BF &cifeans et 953t JaaT|
J&T HEET €T W98 B9 1 [ “Edd! € UHIH § A=IdTd ddaT “ (Accepting a Job Offer). f&s*
BE JIE IS|

e Prior to - before/after/during

e Enthusiasm - laziness/eagerness/happiness

o Positive - useful/useless/unhelpful

e Per-one/each/first

e Opportunity - offer/order/chance

¢ Probationary—on trial/sample/training
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ma et faf edes 2 Het 10
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© Ut A 1A, Heas feneifale nie Samess Mgans, 2012

feg yams aniterete »dts gdfums 7| faust mirfarnr 3° fast fem yamwst &
yasg-fsane, miggse w3 fan <t fami e Ao T9fmz J |
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fefenmagt e s

fefenagt v 3% &.

39 5@ I o fret
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fs=e 88
gfiar (preface) 89
ITTST a9 YRS 879 (about your workbook) 91
G 1 | MoAAaset MTURS © 7% oH daT (Working With Accessibility Options) | 92
AN 12 | de=dfaares™ies (Networking Fundamentals) 99
RS 3 | fenee iRfaar 7% Ar=-ufggr= (Introduction to Instant Messaging) 106
RS 4 | €9 d5cde 3% J¢ J96™-JA1% T 109
(Chatting With a Contact — Google Talk)
ARG 5 | T9UH -9879T 5278 M3 USEH J9 113
Creating and Publishing Web Pages - Blog)
AW 16 | e BTElS g%Ta1 mifsed € 293" (Using Offline Blog Editors) 117
W& ;7 | Mra-BTEls eavHama (Online Transactions) 121
AN : 8| feeade mafepr (Internet Security) 128
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95 fau AfeGei & migrt Gus sy aee@e T Ho's=ues ghiar fegret o

1. Hed® 8§93 M€ HISdt Mgans (CBSE) 3 Ufs3 Heds™ maHT Aegs femeifabe
e FIWES Wgans (PSSCIVE) € 5% FfuGed w3 mret 2. gffd (IT Basic)
?mwmmaﬁ@a‘xﬁlfﬁﬁﬁwek—u’a@wf@w
(T&=89) € 3% 3. fed A=Y HBJI3aT (AUTfed da=16d), IHET JYls g,
HT H'& HAH gHd W3 BT W& faga 3Hadd AW As |

2)  wAgd feshyr v aatde fdasfmu darem (skill for life), »ASd & 7 de<e
IfHaEs mI f3wmg Ji3T I €9 HIThT Ja=fomT w3 fer Heldhdis & et
QusT € &g d95 & Hfgwait (Dr. Reddy’s Foundation and Quest Alliance) &
St Ta3eT fe3r |

3)  CBSE/PSSCIVE € d¢T & A3& BEl Heldanee © &4t f3rles f@eant Yo
gt- ®af&ar (e-learning) UaH € =33 3T et JI

4)  few usqH M3 Mgt § feafes d9s »3 se@e aet u=st eQFws &
a3t I8t At fam 9 gurdt wafmar hwret, audt et Jd49, §F Hs
e Jifes M3 {H Hs mAfes aHA BiHs As|

5) fem € &% Tt aEl A53d SHE AI3 AT HIIG® 9 mHaRt w3 Gewde
gT8T ®ET I3 IIF I&5IfegsT A9 AIIT ©F GdTs Us<e Afdld A<StaTd
3T I Hfewr farrr J
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SHEH TTBH SIHIF 2005 feg frerfam gaer J fa gfonm e dies 7 fa rgs f<s
J 6F & Ag® 3 999 € Hdles 3% Agd A3aT gdter 7 | fev o3 fagrer 3 fAye &t
feamz § 5% 7 fa i3 famen § »iad € faur I m3 Ag®, W, IEITT M3 IH € AF'S
v fega9 fea Us Tr a9 <t T |

=g nustans (8fAa) “Web Application (Basic)” €3 mufag fefenrast sgaga
Har3T Uaw © e forr J 7 fq 50es Higdns gmmsifeans saH=ad (NVEQF) & &ar
96 BT gerfenT faprr T | feg Hiswedt mre fo@Hs faran fs=®uie (MHRD) & fea
ufa® §, it a3 yru3 f&fea y=&t fan f'g igs, Sanss Mgans WF edféar
feretfebns, caatas Haans %ﬂﬂﬁ@mmwmmm BT g9z
Hawwwfﬂm—gwﬁemmden Ae q3aT MWU’”HNVEQF W13, M3d
g3t A, fefenragt efes it i ugeansT § Suear w3 Y-y o= &
fegars fafunradt & a3ti®sT § Afeuwsa J9er J, fen 39v feo &0 v 3 fAue &
Samfag aaeT T |

feg fefenraet aor ynsa 7 fa fefenagim Bet fanes tasT Uaa & ffTagar g
g=rgTt I, Wifaer € agy <8 Guar fefomaghnr et gt aet /it |, fags™ & <t 77
fere garag &t yifen uH g9 Bt I | Mt & ./mret & gt w . Afas fse=suie s (I1T-
I TeS Skill Development Council) 7 fd &7a® Afa® f3e®uie I9UdHs I HE3ITYUI T, &
IT-1TeS fesredt € et SHa® MTIUHES e 595+ (National Occupation Standards (NOS)) &
fea i3 ou:s-zrlana&nﬂmm(NOS)mmﬂ?ﬁmwﬂ?wa
q96 BT g §°3 31 39T IH I9& BEt AgaT Afd & M3 famis &7 HeTde J95 &et fen &
mmw.ﬁ.%mﬁemwﬁwawl

Ufs3 fed 35 HoH™ Aed® feneifeBe e SaHa® Maans (PSSCIVE), 5H&®
TS e MgdHe® dHgy M5 2dfE&ar( NCERT) €T fed fwed T & fu=at 8 3H ©
AT 375 H'E®d UsqH M3 BAGaT Hela® [ T/ITes Hded © f& 9 SaHa® gaifeans
UdH e NVEQ € 3¢t 82% 1 3 4 (Ffsen) feafn3 a3 J1 8= 1 a&™W 9= € ¥9749 J1
WE & A (NOS) €3 mufaz fa3T ve gus3a=" (farns Hoes M3 Irast3) Hafsar
His8® (Gfaen) M3 FatgsT € feam et ufgee e /s |

feg fefenradt aon YAz 3¢ © 5% fAue § faabufoz aoet T w3 dan § meg
J9& <9 Agdt 893 femBe wel @u-2y fan € u3er © fega {3l Aivr & 335 &t
Agel JIfa3me feg =ur@e & dfmm aget 7, 9 39H10 €9 M3 A9e ¥79 Ha™ &9 M3 Jaa1
&%, 8¢-8< G UT ¥ fT9 939 w3 fafonr=r & et o5 @ 3799 <t &3 Tt ©le gae
g fq feg Gumd fam e fitfir € Sras a1t (1986) € &9 fAge I Ag fefenmast aefes
At y=r=t €t fenr € f&9 99 aet »iar & Arear |
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fen 3w € res3T HE® fUAU® w3 nftwmug € den €3 fageg aeet J fa 89
fefenmagtur & wrust fAfenr § yare d9s »3 asusT=r e fU'sT d9& Bt M3 mrs-ar-
Ay fafgrrer 3 ymsT € et §3nfaz a9

g&d feam wfgnmm fe9 fafemragt € mustna w3 wa™ § afug gaaT w3
IS IHIIT Hge J Had vt 89 § A Bes ed oy fAyve e feemB aee oo fa
ATEdd YUI 996 @78 g | feg Gen Ags St gdls € e M3 avaA & war e fes
gel ITEIBT II€ 6 | IH & BT 96 ST 5937 & T9999 3 US BT dH'GT & TTEIH S
fe'9 39dlg U Agel I=ar »3 uz8e w3 fmuEe &t ugtet € Agdt fear € feg =or
AIST U=
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JITST 90 YAST I'9

feg fasma 1T202-NQ2012: =¥ Wustaws (FfFd) € gfee & yar a9s f<g 3ot
HeT € B8t T | 3076 37T A& aH, §H 998 € AEs §°F 7T 393 oiuS A e 39
mfTUe AT 2d%d ©f 9F 34 I6 SIS THET I J95T It T |

few fazgmg € <9 fins 95 7 fa 3078 udus-e'uuoce’e-&—e-truﬁw@?m
famims M3 AfE S (soft and hard) Yy7U3 d9& €9 HEE J9&dT | JIF AHS dTet 87 J M3 g3t
WMATET 578 IITF EHdT MdT® ARG €3 e 3 ufas™ st 578 fauerfendT W3 gay J13T
AT A9 J | 39 B SIAAC & BEte I feedafes g9 I w3 fegms muls &
fenmSe et Mahies IAST™ M T & ITHS 3™ fapd™ T | IFt wiust I8usT & =93
F& 7 wmuE mifrrrus Ao 578 must §ergds vy e St S S g A T |
WG g SlT o for Ans fev fauz Aans 393 et 75 -

RaA® 1: Are-ufgars

feg faws, afse € fen 578 3ust Are-ufgue aeerger Jifeg 3o feo =t ener
Jfa m‘ﬁweﬁmwmeﬁﬂa’rfﬂ‘ﬁﬁ|

Aans 2: éfag Areardt
feg Aans 3umd ARG € 9 As fefirm € €3 Ea<t Aredrdl Ho e gaerger

JI

fen Ao € &9 7 fomrs feafis Ifenm 3 €0 308 a9 fonrfes fafon=r aos ©
e WaT g7 | MfgH™ § YT dds 3 UfgsT fen € Sy @y Uy €3 iy feafis aos
eI ITS A § It 39T USST IIET I |
AaHs 3: Mg

IIS ARG & fegmfem T 7 fa 3o7é my €3 ydt J9aT gaiet I | ST I HIH , wd
WWEW@?WKW|MWE@?MWH%WEW@?
IH 35 &9 3o qUleT g € Bet Agdt I& 393 farn's, Afas w3 ag™ § feafms
q9& fE9 Hee JI&IMHT |

fafenre™ 3ums nifrmud AT 2353 € YUY I& IS ™ Iratet™ I8 | II7& IH YaT
96 € {9 Areadt €29 W3 ITTST UTEOHH & HUGS BTl 158 S Hd T Ja=Tedr |
fen & YUz 998 BET HUS MU AT 2960 378 IS J9d fEd 2retd 298 fInma dg w3
A3t 5% faguaa fam AT fima & UseT ad | 7 3U78 AN &at mreer Gt fenfumr
9% BET MU Higud A7 298 & U'ee Bet Ad &7 [

EN - 4: N A,

fen Aams fe9 anHs dife (review) yAs 3UST U A § 99 J96 BT IUTST HEE
&N MIT® AHG §°F A 3° Ufos™ IAT AT YAS™ € T8 €< € Agd Wal 9 9die J1
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ARG 1: MaARTESIE MURS € &8 o Jd6T (Working With Accessibilit
Options)

gfuGes Marntfastet afufes famer & Ao ®et wimeT & yaew i3 fasT gag

fifgaaT o oo ot § | feg vy 39 3 fo'q Aeeen@ WeT | 39 <t 7 gageng ma
ATeeeMd T WS (Futars) JeT J 3T feu f€q femast w7 fa il ar avad I § afuGea &
TI3< BEt One Gar 5@ 7 | feg niffmfes SaaaHT (Assistive Technology) € 39 3
wfenT 7rer 7 | fen Ans &9 At Hest nannifasier »urs & 398 Jfubeq fee
Susgy g5 979 fAYar |

feg get 3gT &b dhT 96 7 qfuBed € =93 § yfes aoer Ia) fegsT fee
feg my® I

o  FUMUTIET 3 fAys 9 mmida=" fas fa fsndartir (dyslexia), Me A&
3<ifie

o TEluIHacieet f3AGasT (attention deficit-hyperactivity disorder -ADHD) A
WMTIHS efd3|

e 3ud T IHdel AR fa we feveT, yar A »ium #gye w3 3ar € Huue|

e TS T IHHdI ANT §8US
o ¥Hed A faus3aT miarsT fAs” mudar, fenrait, Sa=eT A IIUs 6% fASIH
M3 TIITE 7S THT T A

qed® Uas © fSg nammifaste miunsa &t <93 2]
30T A199T , fSAUS AT HGH SAHS T Ga & Heveond | Sound| Disly | Mowse | Gl
THEHTET 996 BEt 13t ATl T | Sickykizys

Uiom Stickep.myys i pows waaed b s SHIFT, CTAL ALT, or
‘Windows logo key by presong one key 8 & e

fegsT fe5° vt femmzs=r fa< fa ufos™ ggor I e Sicika Gonge
di3t aret T MuTE3T T8 9T BT FrIed =
ﬁ-eﬁqﬂ-r I5 | EwFlmg:ErJ:?::nmmM o tepasied

- . o - o ™ Use Flessys St
fen ams feg 3wt fesa wamut (XP) feast
a EN o (VRSN tw
HaAAtfastet Mrursa & TIIST fAETr R e Ty e e
ENEN o - i CAPS LOCE, NUM LOCE, and SCOROLL LOCK.
WAHAIESIET MudsH & 988 g —
) f&sw nignaut (XP) fe'g WaARHgSTEt ™ Shoss ssira kepkesard help in prosgrams
MTUHGH § =93¢ &gt Start> Control Panel
Accessibility Options €3 afsa a4 ok ] _ coee | I
MAAAIESTET MursH ot fes+ feyret @<arh Fio

ig.
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a1§93 29 (Keyboard Tab)
Afeat e (StickyKeys )

Afedt e Aatad 39 3 #iliaT JfuGed Trow €t AUTfesT Bet feq Mannifasiet fenmaT
J, g fer et Ta3 T T UT T8 e § WT J9s &el g Aus €39 3

™ gwrar St JISt Avel T | Afedt dtwd Gad § Hteeld ad & UH w3 di8ie a9
ot nrrfarrr fa=t T, fa* f Shift, Ctrl, Alt 7 Windows a‘]wmgfstr@?do(malc@ gfa<t
J Ae 39 a'E:]'SHIa:]"H'de U 3t Avet |

o Hfedt dtra & feag® g9& Bt Use StickyKeys & g1

e Apply €3 afsa ad|

e OKETafETATI

Afedt ahva T nivetas faer e feg feuret feer J(figure 2)

YOO T 719pm

Figure 2

Afeat dtvim § fea 9% J9s 3 gie g It wfg™ J3ar M3 fere ygr= 24dT
YRR R GGl Ia—c'uzf?iﬂ?aa?;EE’rStart%All Programs - Accessories - Notepad
I afE T 791
o IF STHC TTEI FJ (WS We 3-4 BEIST) W3 IgHd § <ane © fasgm g € f[foav |
o MUE J18dF 3 CTRL A § v9F |
o MUS NEIF I MUTAS T |
gﬂ"féﬁ'cﬁi%rwd' cane fadae T famm I | feg i CTRL™MI A S fed & 98T © sarag
Jl
Afedt atwm § faRe® g5 BT Use StickyKeys MTURS & M&9d (uncheck) I3
w3 feg Apply €3 afsa ad | I OK €3 afsa a41
fe®ea g (FilterKeys)
fe®ea st vtaaree fe3 <t fe'a femmsT 7 | feg fe'a Manmifasiet Sams T 7 37
ZIHIW (hand tremors) Bd™ BT 2T § FUST 978 THS J18d8 § HUU AT T9 &9
EIIT 7S T8 A (keystrokes) & MESTtHT d9s HET E€HET J1
. fe®eg atn & fede® Ja5 et Use FilterKeys & <1
. FilterKeys & I&7 Settings §°3 afs'a a9 | M3 “Ignore Repeated
Keystrokes” "WTUH& & 99 &4 |
. Apply €3 afsa 541
. OK €3 afsa Iq|
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femeg ahvm © niretas fAmer eaw feg feuret feer J(figure 3)

« @ @ 7:32PM

Figure 3
feweg atmm & fed9® J9s 3 g™ie g AT wfgn™ Fdar w3 fene ygr= <4 |
. 5CUS 3 HI I | M3 TITT EITE AT T8 ddded ST T |

&fer 99 T79 @79 TUdT A'S % ddded My dd fe 3 ae 75 |
fe®eg dhvm & fsRas J95 SeT Use FilterKeys MTUAS & W&9d (uncheck) d9 |
w3 feg »umet €3 Ifsa a9 1 g OK €T afsaaq |

Sa1% &MH (ToggleKeys)

291% by =t wHladAee feF < g fermar 7 | foo fo'q Monwrifastet eans 7
guar Bar Bet famarfes i3 famir § fAgs™ & &9 aHwaT (vision impairment) A7 SUT3HE
WUIT3T (cognitive disabilities) T | AE” 291& dPH & WM& 13T ATeT I M3 A Sfaar abwe
(Caps Lock, Num Lock, or Scroll Lock)& aarfenr arer & 3+ &fu@ed mera fag feer §
|ﬂ?aﬂwaﬂfe—ewaﬂ?wvawfﬁr@?ﬁw—@ﬁw@ﬁawwaﬁmam
e I ATET T 3T fET HOH e e T |

9% dt § fed9® Jas Set Use ToggleKeys & g€ |

ToggleKeys € J&™ Settings €3 afsa aq |

e ApplyS I afsaag |
e OK €3 afgaqad |
21
& v § fede® g9 IAT NUM Kevbosd Sound | Display | Mouse | General |
LOCK, CAPS LOCK #H™ SCROLL SoundSentry
LOCK dtma feg far €3 St fer e Use SoundSentry if you want Windows to generate visual
o =~ ~ - = wainings when your systam maes & sound
PEAERRECECKN  DeSonEa)
3¢ J9 feg d9s €3 3078 fea v et : : yisual warring
wE geTet faet I I =
=5 o = ShowSounds
m m E_—".)_ %ﬂ-a:‘&- aaE; 881‘ Use Usze ShowsS cunds to tell your piograms to dizplay captions fod
ToggleKeys MmUH& & M&Yd (uncheck) the speech and sounds they make.
9 | ™ Use ShowSounds
w3 feg Apply €3 afsaad | o=
OK €3 afsaaq |
A9'F &7 (Sound Tab)
EN o — ES S Ok I Cancel &m
AEF e g | ManHfastet mmuns
& 'S © ®et dafedid g6 T3 fed ST

MURSH <8t feF saa m8et J |
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HTW (SoundSentry )

A& &7% AU MUTT (auditory impairments) Gadw €1 AUTfe3T 96 et ATE SHedt fsarfes
g3t aret I | g FHedt fey I3=atH™ (visual warnings) & UeT gaet J A= fa Ae ae
&fuQed memw frev qaer T IT Eles o € IR q9aT AT eSfiar aasq |

. AE3Aedt & fedu® aa9a &et Sound €9 € J&™ Use SoundSentry & g< |

feg d95 &% f€q 39U 3785 fene #Wadiee T Avel J fAg grt »ust feer e
MSATT
feg® Taféar & g Aae T |
. Apply €3 afsaaqd |
. OK €3 afsaaq |
AEshedt § mHge &et 3u78 fea ars3t (error) T8 €t &3 T
. Start > Run €3 afsd &9 | 8¢ notepad € 8 note TEY dd MI Med TIQ |
3eUz € ST I TITT AT TB AT ST JT | 5¢ I3 [ feg@B Mad g s Iz € 5%
SASCY % Afder BEt &7 Iddr |
AE3Hedt § fane® a95 et Use SoundSentry MTURS & &g (uncheck) 39 |
w3 feg Apply 3 afET T | g€ OK S ABT T |

W@?ﬁ(ShowSounds)

21x
TEsH MUSaHET § fogen faet § fo  Kewead] sond Dl |ouse | Gencol
ATSATd & MITH @ YI9Te| ATSaTd] ?>‘ il iR
Usze this option if you want Windows to use colors and fonts
femat =t Ho'ehr g9 B, 2aHe JURS designed for easp reading
oaT 77 feseanfes Wsﬂa?ﬁr (informative ' ' Settings |
ICOﬂS) W I — Curgor Options

Mowe the sliders ta change the speed that the cursar blinks

[cursor blink rate] and the width of the cursar.
. g sH & feae® aga &t Sound

2-8- g W Use ShOWSOUﬂdS 3 G? | Mone B"nkﬂatj Fast
o Apply@—s’al'aa aa'| B I\’\;_dlhl B
Wwidth:
[ ] OK @V@. m a%l M arrow )‘ ‘wide
fsmu® 29 (Display Tab)
fsnu® Sg & 9 | MarmifEstet ursH &
fsnu® € st aafedd d95 =3 fEa 0K | Cancel | b
MUREH <81 f€8 sag et T |
T8t JSI™HE (High Contrast) (figure 5)
WYT €@ IHHdT % BaT dF HET B IO IS fET Manntfaslet femmsT I | 3t
ATET 3% TS THI S T MAY, I3 MF ST §€S AT J |
. ITet gedme § fea¥® J9s ®ET Display ¥ € I Use HighContrast & §& |
(figure 5)
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o Apply 3 afsa a9 |

i OK 3 IfBT JT |

WMYS Hated €73 g9 8¢ a4 fA= fa It ded™e mruns fedas a3t et T |
dedme Iret & f3Hes 995 e Use High Contrast - Apply > OK

WTURS & M&Yd (unchec) I | W3 feg »umet @3 afsa ad | IS OK 3 afdsa ad |
ddHd MTUHASH (Cursor Options)

IR MTUASH < fe d ManAlfgsie! feiRsT I 7 JoAd ©f 9féd Je M3 93¢ § 528

T € aHTdt T8 BT € HeE ddet J |

i Jgnd ©f If& T a3t § gese BEt 8f&d I AgTElsg § »ar fus fos e | fors
&% Y JgHd -2 IS € 9fEF Faer I

i JIHd €f I3TEt § guse Bl fesy ngElsg § »iar fus fow§ifers feb qang
o 93¢t 5e8 Jdt J1

)-I"'Q'Fl' 9 (Mouse Tab)

H"'Q'Fl’ e (MouseKeys)

WEH atmwr € Aarwtfasiet fermmsT I 7 st &ar Bt Hee Jaet J fAgs™ § wew
T93< &9 yRfa® »QEt 7 | feu »rurs 89 & (yH 39 3 faGhfoa atus) yrrfefear
fsefen € 393 GRSt AqI™ § =93eT T
WEH g & g¢ , € fez win st Bianmifasiet Muns § Jafedd a9 =S feuret
©<dit I(Figure 6)
* WBWdtn & fea9® d95 T Use MouseKeys & T a9 |
° v = v —

Apply €3 afsa aq | e

* oKkETFafsTaql Use MouseKeys if you want to control the pointer with the
numernc keypad on your keyboard.

7 Use MouseKeys Settings

fAver e f&9 WGw atw mMelds & &< &9 (Figure 6)

]
|« B ol 7s9eM

Figure 7
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“Use MouseKeys” & feaa® d96 3° g€ HBH YTfeed & HE J96 BTl HGH & <93 d96
&t g* &99 Uz &t (number pad keys) & =93 | ¥ UH H< 96 &eT 99 abH 4 (number key 4)
& =93, AF UH H J96 B 6, J67 & HE dd6 &l 2 M3 §UT €8 U= J9s &t 8 899 ot
& =33 | EW &t & f3ng® d9s Bt “Use MouseKeys ” & miasgd (uncheck) a3 1 Apply ‘3
oG 1D 08 ¢OK €3 afsa 7 |

A59% 29 (General Tab)

feg 29 3u7§ W9 Uddw BT MARANESIET MRS § dafedid d9s ©f Afeur feer J | 75d®
g § 9, M3Has ManHIfEsIet Munsd & Jafedid dd6 ®et fea fes feuret e=qtt |
(figure 8)

“Turn off accessibility features after idle for”, “Give warning message when turning a
feature on” Aqy “Make a sound when turning a feature on or off”.
ge fegsT femmaer § o9 €9 q9d 99 g9 M3 ST T JeT 97

Accessibility Options b o s |

Keyboardl Soundl Displa_l,ll Mouse General I

—Automatic reset

I Turn off accessibility features after idle for:

|5 Finutes LI

— Motification
¥ Give warking meszage when tuming a feature on

v take a sound when turning a feature on ar off

— Serialkey devices

Serialk.ey devices allow alternative access to kepboard and
mouze features,

I Use Serial Keys Settings |

—&dministrative options

I Apply all zettings to logon desktop

I Apply all zettings to defaults for new users

Ok I Cancel I Apply I

Figure &

Aot ahre (SerialKeys)

Adt® dhe fea Manmtfastet fenmsT I 7 €0aT 8T § Hew J9et J fAgs™ § ateas A
H'EH T93< &9 Hafas Jet T 7 €57 o9l Bv afuGed § Mdtws Ude ot fesye € wet
yH Gugae fAe’ fa fAy, u's W3 999 Af<9H € <93° 9d AA< I5 |

Sergae wet fe€w €3 fmflar (sipping on the tube ) f€'q fa=rfen § #acie<e aaet I 7"
fa @7 fe@w €3 ufear (puffing on the tube ) EF & #act=< Jael J1
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Figure 9

fea gmg iy w3 ye Af<es &t =93 &5 feq fs=fen & ded® 93 faur 71

BIPHE SAF 27U §°F AdtH™ AfEI MuUSBTet J9d BIrd™s feH Twd et dafedes
AIHAIESTET U & =93t A7 Aae! 7 |

&< WrId B AT RfEam faerse musTel gad AT Gwar &et fed i afuGed &

=93 T F5feaT NARAIEBIE Mums § "USTe 396 et =93t AT Aaet J1
g
7€ 3U7% UdT fere™ § 7= 8¢ 39 Jor fe3tnr fafen=r a9
1 “StickyKeys” #Urs & <93
2 “SoundSentry ” WTURE & TI3
3 “High Contrast” Wurs & <493
4 “SerialKeys” MTUH& & =TI
yBl greT g9
1. HTElad Aree feg manut fe'e ratea 39 €3 miesT =& gx9 €t AuTfesT 38t i3
9 9 IS T8 TN § Wl et MUAS I3t ATet T |
2. WA »QI3T T8 GrdT ©f Hee &gl {3wg J13t aret J |
3.  WEldq Aee fe3q miamut f&9 gmet deame (High Contrast) Mmuns
MdI3T % BT € Hee &el f3ng dist aret J |
4. fAgaT & 998 A HEH T93< fe9 wafas WEet I Guar &ar & Hee st

WuRs fImmg &gt aret I |
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ATS 2: de<dfadr e3™ed (Networking Fundamentals)

feq afufes &e=aa afufedr & AHT J | M3 J9 983 a1 7 fad »un &9 Aeg
m(mwm)wnswm ATU&T M3 ATeddt § AT (share) I9& &F
wirfaroT fee g% | feg Ans 3u7d Se=afaar M3 fedse € He® fars W3 MEar-2 g
fEedse TSRS df T93° ¥ A'S Ufgu'e qae@er J |

Jor fe'3 Madleadd & 293 578 &e<dd fama J13 A I&:

utg-g-uta (Peer-to-peer (P2P)

87 3e=ad frausT fE9 A gfufedr € Tan g9ag I § Uta-2-Ubng de=ad afge
I& | viH 39 §°3 wifAg Se=da &9 79 mﬂw&gwfs—orwmmﬂhﬂvrzr?zrl

I&fae-Ad=a (Client- Server)

87 &eg=dan fAgsT f&9 g3 yw gfuGed a® yH AHafuz I, g7 JfuBedr & (Se=dd
ﬁ)wﬁmxw@z—wmaﬁvM|

8v afubed fAvs AT= HO e Fa="8E U6 § Ad=d afue J& W3 8u + fegsT A= &
eas—tra?;?;aw%zsrﬁream

&“e=dd T faAH™ (Types of networks)

&I T & WY fIAHT B 8T S2<ad (LAN) M3 TTEIs 8dhiT & e=dd (WAN) 76
BAB T Se=ad (LAN)

BB g™ Se=ad €U I 7 gfuGeg 3 fa=eina § iz gaifsa uza feeAgerd fAe fa
W3, A S, AfuGed 89, Te3d €t fona3 7" 63 &3 AfE3 feHa3™ €7 AT | M 39 3 898
St Seg=aa g3 37 IS UA gaer I M3 JfuGea M3 uﬁlﬁwﬁﬁﬁlﬁ A &g mfe &
3% et S gfarm arer 7 |

TTEF 89T &2=9d (WAN)

TES g™ Be=ad GU T A fod 5g3 3 439 § a=9 J9eT J (H3BY [T et S Se=aa 7
HIT&AIE, U349t A7 dH FHT § #3e7 J) | g 3 YT 25 (WAN) &F 895 fegde T 3
feg TU9, AT, JI-HETeT AIGS, fora3IaIg YU3d™d, IBTAd, HEIHE JdE 8 MI
e g™ gnrar =afam™ 7rer J1
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fﬁ'?ﬁ'g?' (Internet)

feegae foeq vy fog g3 3¢ JfuBed Se=dar e feme-fommit farer I 7 fa gabi™ 99
T %IE" UHdH & HeT o< &el A 3nids feedde ucq&ﬁsﬁ?aeawzrlfezrmaaﬂ'?
?;?easrzrf?mh—trwwsﬂe—e vgfaa, hWG‘fHEF IO H M AdddT &e=dd HHS I5 |

%mmwﬁwyﬁaﬁwwmaﬁmﬁdﬂw ERIKERNED
fareait feg Hee Iaet T | fEeaae €t 293 fenmrua 39 3 fefemmagtnr, fefema narfonT,
Eﬁmﬁm@ﬁwwwmﬁwwxﬁwﬁmmwﬁﬁ
ol Jud wamc ot =93 Jrs®eTd 3¢THH fAS fd eE& S 38R & WdHH 9d& BTt
I3 J | feeaae ngwﬁwywm(quéqH)Erllzecae)c
Ifear M3 e Aeeanid owdT fedade ana™ M3 far3edr 578 Fudd g=Tet due feg
AOTfegT ddeT J A7 fa M ar-2 grer §°3 3fae 95 | ffedde m &9 et HEdAs e fea @37
AUE <t g faar T |

<IBT TTEIF T (World Wide Web)

TIBT TEF 2 (F<T 5H WWW 77 W3, W™ 39 3 Web =1 AfenmT arer T |) mrur fe9
ﬂazrsr(mterlmked)mm(hypertext)mwfs—orfnmaﬁﬁf%mgw
Safamr Arer T | fe's T g8 wa(web browser) € 3% fenarat T9 UAa & Sy Aaer J fAgs™
feg Zawe, IRtar, ASIEG I ear Hehitstnr T T w3 feosT fe9arg oretuaféan
mem{rwwal

T ASddl 29 Ad<d ©°F Aca It T @R & 29 UAdA =a AfenT Arer I w3 feg &a5
&fuQed @ 83 Sy yQwa fad erfeagan (Firefox) ewmar yruzg stgt aret & | 29 @ fo'w
WUHW@WWMWWU%MW%@B@WWE
fegarg feq fecaer erqH JdeT J | e*arﬂaeafe—orarﬁ@?a'trﬁ%zm@?wm
AEteT »3 §Us™ 5% AYUS TEI%T § Hed daeT J |

&2<=dfddT 7% AYUI 99 erfew feu Ia:

° WH"’BTHW (Data Sharing) : a?ea”%renemgsrw 3<YIE BY J SreT Hfgar <t
It‘H'Hd e¢' U' | YHd CO(C €'é|8' H'le sfHIC' sf'o(HCH UHCH(’)' 7’1"3:1@3'8"3'
eﬂs?@a@ww@gwgmgaﬁﬂa?M|

° JTgFeMd ATST J9&T (Hardware Sharing) : gggend quaen fae fa f{eg,
Ao &d e S ATS (share) A3 AT AAY I& | @€gde &t g9 Uwd Eﬁﬁrza’uﬁ?:'a‘

ﬁwmmwmwwaw%ﬁw&vmw’ﬁvw
WB’HTE?THGT@?UI

. ﬁrza'cs—c' AT¥T gaT (Internet Access Sharing): J9a gfuBed »et 593 FEZEI?TJ
FEARS Ydlee ©F g gt fed It feeade gaams udte Aae 7 w3 fen § 8<aa &
fog o &fubear & fegae Wy a9 | fog w39 3 feegde &g , AIg® A&A
JushHT, Fe wustamsT mrfe feg urfenm arar 7 |

° B2=II MUTfaa MuBtaHaT € 93 (Usage of network based applications) fA= far
2 89N, TS IBTIeeH, 9¢ MUBTaHs, WSte w3 S516 aféar e gx &9
J6 |
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foedd e I UgT ISEST (Getting access to the Internet)

feegd e & =33 BEt I £ eadec Taans e Aga3 7 | feegde goans feead e
FIH'fE"Fl'UQ"&Iéd fre* fqr 9793 99 ﬁEIT)-rfS)-rt%Ta’(BSNL) TNICH, MH A WA, <3eS,

— =

WWWWWWW%l

f&egd e Aafen G="E159 (Internet Service Provider)

feeaa e nafen Y=retaq (ISP) fE'a fatss 7 fagsT fa 3uwst feead e a7 stfes-my (using
modem) A7 37fedde (hard wired) AT TEIB H TSIHS HIT UJT IS8T T | Jo o<t
& gTaT UlE M3 3073 U39 ST I ans ©f fam |, feq yr caamat & GusausT e €3
f&dgg aaeT T |

W 39 T 8¢ M3 HU €97 € SUTT Tddd, WIP Twrdd Jadelf<el ef famr fas fa
St A M® (DSL), 98 U3, 3Tfes-nu, aasazreﬁeaﬁ*ﬂ TEHIA A7 3 AT § TI3¢ IS5

HT €91 3 T SUTT Gdd AT fredmer fam € #gd3T @8 Jrad frmmer mits =&t
Faactfeet fas’ fa st »m »'s(High Speed), nrs?nms’rm—ﬁwf-—cr?;eas—e’a?ﬂ

H3H (Modem)

W3 f€'q fs=etn I 7 fa fawtes afuGes fAarss™ & fe'a mfAad gy (analog signals) fee
g% faer § faos & »ets @ €3 77 Aael

feg g9 wadar feesr § fswles fiaesT feg & sesger 7 | HaW mee fene o
Hg®ed/3MH 3B ed (MOdulator/DEModulator)3* gTfemT fapyT J1

MY f&edd e Foactfedt ™ famH™ (Types of Common Internet

Connectivity )

WA % Jet famr &f feeds e gaacifect umay T | feg forua 39 3 Tfeds w3
Tfedd@H g9 @ &9 <31 A A<t T | Jor fa3T famur 9% y-2 famr @feas w3
Tfeddn @ f&9 <31 feeaa e gaacifect € AU ATeddt 7 ¢

It (Technology) Foactteet of fam
Ifes-ny Ifeds

St M. =feas

3% fE2da ¢ MaHH (Cable Internet Access ) orfeles

3t Tfeadw

TEHaA (WiIMAX) Tfeas H

Freterel (Wi-Fi ) = fedd

Y W =43 AT f¥2da T gaaciieet feg g

Ffes-mu(Dial-up): STes-ny feegd e Mann |, feedd e Wann e feq fed faorgud =
fa vafsa Afe 93 <BIes de=ad (PSTN) & AgS3 § fEedsd ¢ mafen y=eisa(ISP) &
TETHS AETUS JI6 BT <Bles BrEls gndT feq faefen € 293 &% fan & Wan afue
5, § TI3C J | Gedd wrEt AR M. grar fe s famy u 99 fes d9e I w3
ffedd ¢ 3T UJT Yy'U3 qae I&|
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ITes-nU TEIHG 593 IF T (slow) I T& wF fmmergg g3 feT feo ot mits
TEIAS AL fd STHA M. AT T9% H3H &8 9% fe 3 IT 75 |

St AMS.( DSL): f3Hlec® AaAddTgd BElIs B8 SBIes & cd=dd o Iar & €3
farite® s7er & 2aTAfHe J9d feead e MARH HO BT Fee Qe J | STHAMNS. Aafen
TEIT B Aafen € 5% BF 7t ¢xies sets € 3 feSt Arel 9 | gruoa e vy 3 feqd
ﬁ?ﬁ%ﬁﬁwmﬁ%ﬁ@?@ﬁmwﬁ ST A M. fe®ed aret edta T
ffeden § Je8e T | STAAMAS To6dns § I3 FEE”f IS feq stHAAS iaH w3
fs—ornaﬁr%nmw@rﬂaagzrl

duw feeaa ¢ »iagnw (Cable Internet Access) : I8 f&eds @ WaAH fe'q 997383 feeds e
WEHA BT gV J 7 a7 39 coifens fesearedddd § 93¢ J199% feeasd ¢ Wann Hger
q9S 2T . 529 IIt HO e gaeTfenT Arer 7, feg st AAs € =vgr ¢t I 7 ufgsr 3
Hoe ¢Bles BEls € €3 Haehr araeret Avet J1

3#T: 3+, StHT A&9Hs (3rd Generation) 8" 8eTgU I | feg AESw@sw e feg Ae o &
Wmmwmwﬁwﬁ?m@wwa@a@m | ITE it
FO&&T Ude Wan | (HSDPA) 3t Hefes 2Etest o jea® I o §9 37er fu9 It
(higher data transfer speeds) 3 AHa @™ ©f wfapuT feer T | Hag o5 Hafes & €3 3+t
AITe3T QUB T T 37 IAT WUE et i A Ut a78% miue @& §°F oot muls feeds e g ans
Y3 J9& BET 3t Foactf<et § FIRTITEY Jd Aae J |

STEHTH (WiMAX): = etian (Worldwide Interoperability for Microwave Access) fe'ar igra @7
TTEIBH ASSMIT T 1 agt famy™ & fa=rfena € gt wfaer w3 onr fe9 Hafes 9383
FaacIeer & HIEMT Fa=g< BT f3nma i3 famr |

TEan fed HHt 37 e fAiner T 7 It fadHied & a=9 g9e W3 ¥H 39 3 €3 =afswr
7reTd A e ST A s A7 a9 feds e WanH a9t @93 ATHaE | ge g § 3 Afag wa A
Te3d B Ju% fegBe f&9 Wafa® I Aot I ud 8 feead ¢ WiaHn 996 € Aga3 get J |

=El-gmet (Wi-Fi): fret-evet feq yfiu caaadt I 7 fedaeafaa fs=rfen fas’ afuGeg
7 Hofes @5 & It AUlS fEeds ¢ I8dHs € &% de<dd @ §°F 3¢ Mang A 9d& <t
wrfam feret 31 Tet-gret fo=fen fAe: i3 uans® &fuges, mie 3%, 1516 o ans
fe Se=dd ATUS AR fa = fedd | widAH wdfee (WAP) 30t fEedd e &% g3 A< 5|
TEr-eet €5 =afaur T I fAY Se=dd mI f€2d& ¢ WaHH HIThT 9S8 Bet
g%T &at gsetr (fAe fa yarehr™ ferra3™, gadt 839) | =el-evet €7 <t =afsw A7
AgeT J AT gaed § Hefe® gadciieet € Aga3 et J | Tel-evel gadeifee! 8 T33°
uH 39 §°3 edd e WaHH J95 BT Wa M3 €39, 9¢&, THH M3 Ag® JuH feg i3t
At I

ATUIT H&H, del AUA, farde ' 39 €°F yea A7 Ufmur feg Set-eret wann mus
graar & ffegs e &< e UHdH HI €T Jae I5 |
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foeas e §°3 37eT Y9 (Data transfer on the Internet)

1T 7A9Td M3 fEeds e € Ir®% ade J¢ o< IHT Jd'6 J¢ J fa fae gahyr € feq a& feg
§5 o AT g9 Afger € f&9 ot g+ €9 439 3 Aeddt Y'U3 J9e J 7

93 I AU9s g g wG Suie fa sere gaTa® af euger J fae fea g A § Ae

feeda e €3 carAeg digTATeT I

Fre faen f&e f'a Aretn € gafanr feg =fsnm arer I fAn § Uden (packets) faar
Arer J1

I Ude & &% feq 339 Afwr arer I, fagsT ener I fa sver fag nifenr T, fen
T w3 fag g grdter I w3 feg gat Uder @ &% fan feg fee mm@er I |

99 Ude afued 3 afuGes 3'q Ifmmm arer 7 7 3T feng wuet Hfas
(destination) st &gt | 77 f[&'T I3a Ffubed feu ensT gaeT T fa nawT Uae fa e
gAST J ? A Ude fed It anz § &dt & Aae 95 |

HfE® (destination) €°F Uder et Amg St ATl I | AJd aet @ Ud e JIH AT YIg I I
feq frem st arer I fa Gus™ § gaar 3fmm A | feg 8 ST At afuer I 7
3T AT Uae At YUz &9t J¢ |

g?ﬁ&c eeaT 8usT € viAs gu f[ET fea s Fi3 Are U5 | feg Aar g9 Afget e de
dJ!

feegde § MIANH dd6 Bet , I f€q mdfew feeade o(So(Hcs o 7ige3s T | feegde
IEIHS UBTS & FTHHE(ETE:’FHWB'U&J'&T IIS AEadt & fedar q9&T mswuz’l“w
993" & fos &% AHs< ©f 83 7 | fer nifew fe'g 3t fiedr fa feegde gaans ot
g< fae qaat T |

g% W™ YHS 1 39S eHS &9 Hew Jdadr 89 feg os:

fengaans & yus das e Genatd?

S IHT T&THE BIAMIT FII T ?

fea vt & feg »ina fast wgar € i[9 32 378585 digr A=ar ?
3% fast mits gatet 9 7

W?Wﬁ?‘o’kv_ﬂ’fo(u:ﬂ CAEHBHT Gumsy I ?

et i it. €8 faos -2 us's Gusgu 95 ?

ot fe'g ot AiMT 7 A7 9 JIF US'S BTt Uaz 3 7

TY-2 FEAAIIUAS UB'S S 3%6T dda &et fd 89 3T Agas™ &t ga= dedr, fed
MEHTES YUZ & M3 ferndue J9s Bet Jor fe 3 298 § <93

3 At

MEt WAL, UBseTaH | 38583 Auls OB AT HeI HaH
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q9S feedd e Man A
et At | s T a | 38a8s mils FEERT AT HE3 HaH
StAR A
et At | s e e | 38EEs muls FEERT AT HE3 HaH
ﬂav
wrEt A dt.| uss e s 3EEHT HHT 3EEHT HHT HEI HaH

TEt et T U T a8 BTt IS feqa mdfew feedd e goans € &% fea wiahn ynrfee
E"THH‘(E{UIW%@?W?ﬁf&‘dl&ddbddodeﬁmmU?w ut
fes =ret-aret(Wi- Fi) 37829 § ydtes 7 fage €3 3= s BE fea®y HoET geeder I
fAgsT fa =ret-amet (Wi-Fi) I&acifect Bet feeds e aaacifedt f3efen w3 fe'a wiann
Tfae 827 9T o JdeT J | TEt-eEH(Wi-Fi) 8= € Aoy Jda BTt Sdaa® HIa3
&t 83 7, feg <t At miarH ynrfee enimar @rEt-eel(Wi-Fi) $2<9d § & de J9d MHIHH dd

g famer fa ufos™ 0t =93° BEt Aenmy 3T 3Ifen I Ifam afuBeg €3 fes wamit g%t
J, gH EH €3 Jor €3 €a1 €1 =93 99 BUs 9u = fedBH &'e=dd™ & Hol =¥ AaE

fArer 2o € f&9 = feddH melas & €°F ate afs'a a9 WI View Available Wireless
Networks” €3 afs'a aa | (figure 10)

Diszblz
Status
Repsir

View Availzble Wireless Networks

Change Windows Firewsll settings

Cpen Metwork Connections

(figure 10)

fes »amit Gus gy =vet eet Se=aar €t pet feureatt, Int fen fene fee fan <t
IEAHS & S AAE J | Fol fe g feydt e g s € 83 sus IfB q Jad o< |
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I Choose a wireless network

I o Rosbrachnetecek kst

hick an ibam in the list below bo connmc to a wiedess meteer hin ramde o bo oot more
inficeTation.

7 Sek L & wireless nebwark gy VoB-Suest
far a home or smal affice ﬁ
Unsecured wirsless networs ]
[ Rielaied Tacks (“ﬁﬁ UoB -saff
i Learn chout wireless. Unsecured wirel=ss netvaork i!ll!n
netwarking

UoB-Student

| 5fz Changs the crder of
| preferred networks Unsecured wireless notwork

|
| 3= Chergs advanced
settings

Connedt
&< 793 gfem Ifenm Se=ad Ha Ttz T 373U UHETS M'ed dda BTt Ufen™ AT Aaer
J | It €T T&eIHE YTU3 Jadr g It fe'q T fedd 7 Se=dd 5% g3 I J | g< fAner

3C=Id 3% AYUS MUSBtaHa" fA= efedean(Firefox), aaH (Chrome), AATEY (Skype) wfe
& I3 BE fama T |

Jor fafer=r § a9 A€ 3T T4 Yar walts &

1. 393 nfge &9 Qua g fan 3 et w At & pet 576 | FosT fAe gaacifesd]
& fam, Auts 73 yas & fed o7 96 3 g BuaT & 3BT ad W3 R fa
WTET WA Ut AT 3 Tt I I fag e

H&T S (ASSESSMENT )

1) YTHt geEr 949

1. 8& (LAN) & yar &7 J1

2. Tfeds feeaae gaaciiect e f3s famr , KES I5 |
3. Tfed@N feedd e Taactfeer e fIs famyr , W I |
(2) Jav fefau & Ty feb

1) &e=dfaar €t udlgmr &t I ?

2) &2=IfAaT & o FF IS ?
3) &e=dfaar €™ @Y-2 famH™ faazstur as ?
4) B&(LAN) M3 25 (WAN) &t femipdr a9 |
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A& 3: fenee AATHAT 7% ATe-Ufge™= (Introduction to Instant Messaging)

feree HRfrar (IM) feegd e € €3 g v feq gu I fAgsT cane mufag HIen § s @8
T YUI JI5 T 3 BAM3T SITAHIAS & UH FaeT J | frmmer3g feme e HAfHar Areeenig
© f&9 A 3Mds ¢ane 9< 3 fegrer orfes cavAed, W31 I<, 1316 af&ar w3 Srsed i,
SASCTY HfFar wirfe feasy ais I€ 0% | feree HATHT Argeand €f <93 forua 39 €3
fot M3 =ueq =93° ®et i3t Avel 7 | fen Ans &9 3og fenee HRfaar € Jsiue,
fenee HRfrar Mage & g8 Bt AeUR w3 fere e HATHIT Aree<enid 57 oH dda §7d <F
Ae-ufgere gd=Tet A=<t |

¥ T AFET J | Y feAee HATHAT Aeeanad Uwd § B¢ YUz I8 HAH Sy &t mrfamir
fee 95 7e €U 91 v &t I€ | fegar § mMe-&Els “ Offline Messages 7 WA faar
7Er I | 316 w3 16 g2 7 TaedHaT § 93T BE IUF B HElddes M3 JSHS
7 AlFE M3 T IHIT IST IIteT I 3T H THd f€F g1 &% 3% I HAS MI €Y A< |

fene e HATHAT €hd uTH feimaTeT o7 WEHT I&:

. SaHe WA & 77 =7 fema3trr & st 7 AgeT J1( SMS &t 337)

. WG FfSar M3 TTaediHar

. G arf&ar vz araedfiar

. TTEI® 2ITHET (FTgH < AU FHIE MSIE eets A6 eets mife I ot i &at 3
. v faredt (Wi & 9f<y Jedw &et ie ggeT J) |

feree HRfrer ma@e (Instant Messaging Account )
T B AT & T g1 § HAA J9s &et fea It HAfaar Areeen@ ¢ fee Aels fes
(signed in) I At 7 |

feree HAfHaT A & T93< BTt feq gne a® =f8s fenee HRfaar »a8e ger
grdter JIfenee HRfaar ma@ er erane fe'e 43 I¢ 0%, I3 feree HAfrar Aeeen@ fas
fa wrg AT (Yahoo! Messenger), {3 Brete HAHT (Windows Live Messenger) Mage &

HAH Id6 BT TS MBI I3 I& M3 Aeecand fa=’ fa Aameiy (Skype) AE3MIsE ™
TI3T IS

fere'e WAfaar mafers (Instant Messaging Services)
femee HAfHTT Ageemd © 397 € J% 06 -HUSBIaHs MUfds W3 29 muTd3 |
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. HUSTAHS MUTfa3 e e HATHAT Areeand § 38583 AT AeT d M3 Tad ©
gfued §°3 feres i3 Aver J | g% HAgT oA e HAfHar Areeewa feg us:

Jra1® < (Google Talk)

e Tg WA (Yahoo! Messenger)

e HATEIU(Skype)

o &3 mrele HAAI(Windows Live Messenger )

o Jfse g8 nrfel( Rediff Bol)

. g nufa3 feHe e HATHIT Areeewa I8 70 ©f 293" J9d WaHH a3 A'E I
fA=" Internet Explorer, Mozilla Firefox, Google Chrome | % HAgd < ¥ »UTfa3 femee
WA Areeena feg T

o HIE(Meebo )

o 'Y HAAJ =9 BET (Yahoo! Messenger for Web)
o MWMHMAME 29 HA'AJT (MSN Web Messenger)
o WTET ¥ & (IMOprfe|

feree ARfrar @ g="@=T (Creating an instant messaging account)

fen mifgm f&9 3t IO aF (Google Talk) & =93< Bet feq fenee HAfrar nage

gegeT fdar

J9® o q feq fenee HAfaar Aafen & & ¢de »3 =318 g7 & AT9 Bt v

FI= QT I, feu Ia fean gniar feafiz i3t aret 7 | o o € 293 316 o Her

W3 7S (GMAIL) € H& g7aH (mailbox) fEe" muse eue st < 13t A Age! 7 | 1%

TF He3 I M3 MUBITHS MUT3 (THd & JIS MUBIIHS FEEHT dd6 M3 MUS

SHACY, HEfe® AT Uy €3 fere s d9s & 83 J) w3 ¥ MUfd3 (THd JOB TF &

»MUE #H® (GMAIL) Mar§e f&'e Arels fes (sign in) I9d =93 AaE I5) QU T |

' JIOI% HY dda 3 UfasT 3ursT fed AN 3T (Gmail account) 3T Irdter T | 31

ufgsT fafanr I fa fe's 7 973 (Gmail account)

fa= gerfenr Arer 7 | fen »ifenm fe'g It fAdar .

ﬁmm% fﬁé’ ﬁ'l Google Talk |4
i S S93< B Settings |Help

5 few mignm § aos ¥ o g9 Swwde g Ko

ww.google.com/talk 3 JraT% T HUSBTAHS &8

@ Demao Learn

& € A3 I Available ¥
. : \ x
JIIT&H 7 & HJ dd&T (Launching Google Talk)
= == @ learn.dermo?
J91% < & Hg d96 ST Start > Programs—>Google fialabe
Talk>Google Talk 83 afs & &3
= NP .. - +Add | [ view ¥
SHICY € 83 70 SUBFU J 3T IHT IJEB T &

et @ €3 < 39% Ifs'a 39 Age T
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H T5cdeH J< &E QusEy g5 307 Busr ©f feq pot € 83 7 | 799 395 dB Jer =t
d&ede &4 I 3T f&q AeT (an invite) 7 & AT Bus™ € ANS mia@e Mrue gacae fee
A3 A< J1

Ha9 Ufg®™ 3UT8 aB ANS Mage &dt 37 At fed s=7 Ais Ma§e g7 Aae J
33 A o Mg ¢ f&T Arets fgs 7a&T (Signing In into your Google Talk Account):
JI91% T TI3E BT ITS MU MATYT ¥ Fd= 3% AEIS f€5 (sign in) Ia& &F A3 T
WMUE JO% T MATg ¢ fE g ArEts fes (sign in) I96 3 gmie 376 o SanTet fes Tqait
feq fe3 feuret et g0iel T | I IO oq MUBIIHS =I3° BET f3na I

[ Google Talk — 1

) Settings |Help
talk>

@ Demo Learn

ible w
~ >
@ learm.demo

=+ Add View ¥

o
Jor fe3t fafenr a3

l. 3HT IA® 2 (Google Talk) &g Arets fes (sign in) agaT fAfumr I | g ggmar
JIO% o €f T93° &% AEls Mge W3 AEls fes 95 ©f dfad 99 |

ye@e

| &t gr=T Fq:

1) feq feegd e ‘3 AE9g € gu J A A39 3 forled Sden murfas HAm
¥ 393 TTTAHIES & UH JaeT J1

2) , L ES M3 TH IHIT MG M3 SFIG Trsedfrar
wet B3ter J1

1. 35~ gy fe6:
1. faw s #ustans »mofas feree HAfHTT Areeang €t et 92761
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ARG 4: f€q dacae 5% ¥¢ q96™-g 6% ' (Chatting With a Contact —
Google Talk)

few Ans f&9 AT fed T&dde (contact) 378 < Jd&T fAYSr fAgsT fa ufgsT ot gast

J&cde fBre feg IS T |
. A Tt g5 ae fone &9 IusT en3 masTEls Jer d 3+ gl fenast & odt
faat s Sy Agwe 7 | fAe fa A<t 12 fe9 T

" Google Talk B¢
g/) Settinns |Help

@ Dema Learn

Available =
|1 X
@ learn.demn?
Available
(+add | (view ¥
. Mt Iacae 83 se5 BT J9d OF 8 cIAc Ie HEmHg T Aae | feq fes Tu-

wy g=ait fae’ fa I 39 few feuret aret I1 3wt Zane gan feg 2ane f&y Aae
I M3 Wied eG; gAT fena3t SaHe HEH SHar M3 3T AEH € gdd €<dr |
. I B M3 MUS ¥ AfgUSIHT € J&cde YU Jad §Ia™ 7% 9 d9 |

| ® learn.demo2@gmail.com _I
| L. Sendvoicemail || L Call | | ¥ |
' Al

Demo: | am fine, Thank vou. How about
you?

learn.demo2: | am doing Good.
What time can we go for lunch?

Demo: 1 P should he fine

learn.demo2: Great, we will meet at1.

gfear age i g% i fso 96 w3 fimaerare T fanet €t user g9t odtet 7 | €9 3adtes
fea fag o5 fAe €ua™ & Thi® &t musTer Ji3T T |
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. HHH &7 M3 PiTfee WgATd dT Idter J |

. Hd9 IUFT AFGts &H feng feedde adt d9er 3w oHEr WuE wy € 3™ 3 A
ufggre g9=76 |
. IHAT U'E Aa9 g4 fenast a% ufos™ 92 J95 € Adr 9-feg uaew a3 fasr = At

A9e § 7 3t afger § €9 fasT Ho'sTyds I, fev Adt 3dta &7& yuz adt J<ar Ad9
Y3z a3 fenmz J |

. U HIF 9 §9§ ydt 397 3% A€ 7 IAT 999" d9st IUE T |

. ¥F miyd™ (UPPERCASE) fe'g eety qgaT 993 9t gy J-few & fem@er w3 g3 ot
IHBTET HfemT T |

. BT & gve € T AT fe6- fen 3 ufosT fa €7 & Har i@ fa B8 8w e g &=
, U3 J937 § 37 993 YHG, f€F arwe3 & gafe u's us3® &F 39T ST AaeT J |

. fAe <t free 32, fan ferast 7 gt ar'® o9 99 T €7 €°3 yor fomrs fe€ | few frage
Afgag e 7t 95 &dt T ¥8fa 799 AT JE™ &% ITH J9 9 d 7" gd Hfew™ &
wrfarr 8T ITST forms 39T g5 I, IAT €4 € HATG f€ 9 JE Ho'3TYIs unrfee
EF HAC J AT IIBII T AT IPHT AT T |

. feg Ho'3=yes T fa fenee HATT € IT&T3 § AUt €91 5% 43K J9- I8 Baer J fa
IBEI YIH J et J, T feonaSt &dt AeeT | AT SHT ER IH J9e IT e a9 fee 9, T
AaeT I fa €7 Aadts @ AOWE §6 & 94 34 9< fq 3078 €& 9 »idr 8T 3 J<|

S €3 8fear agaT (Chatting on Gmail)

fem mifem fe's It fe'a 2 877 oo 7N ma@e & =93 J9a €T Jcae &% ¢
ggaT fHHETr |

I 7S mEa@e fe9 Aels fes (Sign In) F96 3 g Ifear rafera & =t =93 Aae JIAHS
»age € T93° J9d IfeN J¢, Sden I »ife Ja€ AN Gat a1 »iuetfen Fr=ar |

feg =9 A< At A® marge f&9 Aets fes aoe J, ffq dacae fe3 fsmus g=at 7 3
YE UH A7 A UH 97879 © fegae fas fa gor feufenr faprr 3¢
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) Inbox (4) - learn.demo2@gmail.com - Gmall =10] x|
Ble Edit Yew I-h‘_s'ury Bookmarks  Tools  Help
| P Inbox (4) - learn, demo2@gmail.com - Gmail li]

‘_"F & https:/imal.googk c |." - Google | M

|5 Mostvisked | | Getting Started | | Customize Links »
<
COMPOSE Int1 Apartments, OMR - wew sc
I libox i4) Demo
Starred Gmail Team
Impaoriant
Gmail Team
. Gmail Team

1 nat, 0% full

Utzing O GB of your 10 &8
@® |eamn.demol Lisang 111 o 1]

1] | _-Jﬂ

Figure 13

HAd IHI Toede &% 9¢ AI&T Ig¢ J, Iaeae a™H 83 9% afsa a9 | It fear pop-up
24dr fam 3g7 e I feurfem fapur T |

® learn.demo1 — A

* ® -t hore w

£

Pres= Enter to =end your message.

Figure 14

% 9 -t hore =

me: Hi
learn.demaol: Hi
me: How are you?
learn.demol: | am fine, Thank
you. How about you?
me: | am doing Good.
What time can we go for lunch?
learn.demo1: 1 Ph should be fine
me: Sreat, we will meet at 1.

Figure 15

= £

g< IHT Aew feyeT B 99 Aae § fAgsT At gAeT 9J€ J W3 € AUSd 3J7sT 9¢
frew @7 gg € € W91 IS I9iE 9% |
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o'y €°3 SfearaasT (Chatting on Yahoo)

feq fenee HRfrar Areeans & fiye 3* ge, 3T e 5% 37aeT adar | fen sfgnm e
IH Ty HRAT (Yahoo Messenger) & T93< &t fed fenee HRfrar ma@e geGar |

&2 fer mfemm 3 ufos™ 3umd <grTele hitp://in.messenger.yahoo.com/download/ 3 &g HR'AT
(Yahoo Messenger) 7888 dds €f Aga3 T AFET J |

fem 3 ufas™ fa AT HRAT (Yahoo Messenger) & Hg a3 ,fe'd &g W& (Yahoo! Mail) ma§'e &t
Fig93 J | 79 UfI®™ 3U78 a8 Wy W& (Yahoo! Mail) mar§e a4t I 3™ IH &g H& (Yahoo!
Mail) Mar@T se78< et gt I8t vuAs § TIS AT J |

33 A% GUaT Icde € Hut It ITdtet J 7 ¥ BEt QUB YU U5 | 799 39S dB At dede
&d1 T 3T AT BUaT € W'y HF (Yahoo! Mail) mage & ReET (invite) 37 & MUt geae fane
IEEEERCCHN

&<: Had FHI MTUS JcdeH g1 AUaT fAe Microsoft Outlook, Gmail, Hotmail wrfe 3* fetae
dd& &et felge (import) Mmuns § 93 AA<E T |

g HA'AT (Yahoo! Messenger) & R93<€ 3 g€, IS #idl @0 »3 ffa S g g8wa enar g
W (Yahoo! Mail) Mar@e €t 293" 7% WU Afgust™ &% 92 a9 |

AT Sfear &b gabr Aafers fa=” MSN, Rediff, Sify »ife § St =a3 Aae 7 | 378553
& BT 99 JETe3™ M3 Aecand § <93¢ BT AU S AEler § = |

Al

B3t &. | fafenrer

1 WMUST Fede Aot ST 99 Jede A3 M3 HBSIUS Jede &% ¢ a4 |

2 Windows Live Messenger, Rediff, Sify messengers& 3883, ffHe® a8 M3
93 I7ife™H F9 BT AU MAGeH §°C |

H&TdE (ASSESSMENT)

Js gy feb

1. feeda e €3 Sfear aae iy fan f3& fow™ w3 fameog g9 €F fAgsT @7 uss
FI&TINIET T |
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ARG 5: <9UH -987d1 979 M UAf®H §9& (Creating and Publishing Web
Pages — Blog)

g% (blog) fE'a 999 A&T €7 Qa1 J A fd 576-cTAS S (M CISITS THd™) Grd™ enar
fat 27 U 9= et =afgwr Arer 7 | 9871 fed ws sEts fadt sifedt =vg t &
M3 TISST IS AYT T |

A g¥TaT § faH MBS I35, ¥Ea, AHifanr wrfe 979 iew ug 98T et <93 AT J
BT Mo 39 §°3 29 §78w9 € 293 J9d HoH dI3 ATe I& M3 fen set nidfew feease
ISIAS IrateT I

gﬂ?wmm (offline blog ) Aree=wa &t =93 Ufg®™ g & g8 &et w3 7
afee fedde Foans QUBTY I 3™ gmie fe9 usfen 996 et <t ad Aae J1

mefares SuATEleT U6 1 He3 © &9 g&mar nafen fedtn™ g5 | g% yfiy gemar feg feg
HHS I&:

www.WordPress.com
www.blogger.com
www.blog.com
www.weebly.com
www.blogsome.com

g8 MaTET 8T (Creating a Blog Account)

fen Ame f<9 At fAUdr fa =95-UF (WordPress) &9 g8 mia@'e fa= gerfenr Arer

J | TI3-U'H (WordPress) fea He3 9 Aafer T & 3AT Fed SUATEleH A" 9879 g8

et <93 AT I | TI-UH (WordPress) a& & “themes” &t AuTfe3T &1 & faarfes

& IHSHTEIH J9s BT J | HHH “themes” §&TdT 7T < ¥ AEle ©f fe¥ § Maond g+

AdE & |

. ¥5TdT § T9IT I ufosT, feq g@mar mar@'e €t Age3 gt 7 | fen & g8 wet
I fo'a 27 590w W3 feade gaams 1 3 T |

. Y gEaa § v8

. W34 A g9 f9 https://signup.WordPress.com/signup 2/€tU &4 | Blog address,
Username, Password, Email Address and Language @&3H &8 fea Ud 397§ yu3
JeTgtET I |

. BIogAddress WMUE TIF-U H (WordPress) MaTg'e FEt 3U8 e maUT WSdH HI EhHT
goeT8 T dleT T | fsv@vmmaﬁeﬁmmmgﬁeam |

. Username : fer g%7aT & H&H dda BTt 308 e d @wd 5™ gaT gdieT J |
. Username : e 95— H (WordPress) §8TaT #a g e § f€d HAgs UH=ds 578

mmmﬂ' | 8¢ (LOWEI‘C&SE)WW%E’ (Upercase)hflﬁl"?u‘ CES
a 31 fedter w3 fogr € o8 fe'q gt Hags UH=ds I=ar |
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3U$ € T URSIS FI5 ST B3 I |

. Email Address: f&& 3u7§ »UST €I M3d H Agd ga&T Irater J[“Create Blog”
€3 afe T d9s 3 gie TI3-U H (WordPress) &8 feq Maciens f&a 3o g
H=ar |

. Language: fe'3t aret fene fe9" 3t g% fdrar € &t virust 9 g< Ade J

. “Create Blog” €3 afs'a adl
feg a9e €3 30F A ma Qe § Maciee ads Bet feq e® It =gt iUt

TS & 88 M3 Mactens a3 afs T a9 | 3o fea =79 “Activate Blog” ‘T If& T d9% 3°

gE 3U7$ =I5-U H (WordPress) 87T miag'e €3 fagmeidde a9 fe3m Ar<ar | w3 3u7d

Jo feure nigH 29 UA fereT gater 7 |

Upgrads to Pro w  leamingdemo [l &

—

I

Home Features Mews Suppot Themes State About Uz Forums

Your account 1s now active!

Your blog at leamingdemo.waordpress.com is active. You may now login to your blog using your chosen username

of "learningdemo”. Please check your email inbox far your password and login instructions. If you do not receive an

email, please check your junk or spam folder. If you still do not receive an email within an hour, you can reset your

password
(AR o 1 THE DALY POST Feadmore... 'k Uk 1l Fearl more

Support & Forums ordPress fpps Wizekly Writing Challenge: Wil it In Mew Themes: Gridspace and Ascetica
Free Fegtures iord Press .ong Nizekly Photo Challenge: Bveryday  Freshly Pressed: Bditors’ Picks for
Shop for Upgrades ‘ford Press t Life ugust:2012
| "IP: Enterprise Hosting & Services Focus On: Humor Blogs Mew Themes: Able and Sight
Popular Tags Embed “4daos on WiardPress E':msr;‘ilietr:':;? pF;iS: é{;ok‘:_E““ ER Tppones TR0y Tese
FAdvanced Senvices Online Surveys by Surveydaddy or Essential? E‘":'Sg[g SSRGSt o
Developer Resources higtt hdullenweg ‘U‘ll’rfek!'y' hirting Challenge: Stylish How Thema: B

Imitation

Wizekly Photo Challenge: Mear and

Far
ApontUs = Tems ofZe ke - Priacy= FOIW 15 o Facebook - @woripessioom of TWiE T Al A MA C Thlwgama k)

g< g5 (blog) T93° Bt {39 § | IT$ IIF §&9T © WSIH &% YUT gane T UH

MEATT UH 3T A'=dr | At A" 37 f&q 3 su® afs T gg Aae T Ar ¥ g8aad € f<9
WSt M3dH U d9 AgE J | AT T3 ARG TS II°3 W?WW@?’B‘H‘W
|

feq =at A€ AT gBTaT 9T fenm I, 3T 3UTg AHIIET (content) AT I § €H <Y AAS
Y™ (submit) F9& € Aga3 I | fen fafen & dsee Unfear (posting content) farar ATET T |

. feq Uae g=8< &t “New Post” ‘T IfBF 99 | I&T TdAE MSHT fea &3
feyrat faat T |
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,ﬂ\ A WeteaPost ¥ Tie (optiona (W nsertPhoto
/)

11
.
-

I
"

ikl

<&
“

6 Pos

d‘) Fast a Limn

Figure 19

Title: 3T MTUST Ure &eT fATSY (title) HI €M™ Faa™ et I | €U fAedy g€ = few
Ure €3 defdz I | 8¥gd< &et: “School Annual Day Function 2012,

fa'g 2aWe 7 (rich text box) € <93° ddd IR QT e e U IIAIE I A AT I IE T
TH UFS |

feq =at 7e° gHT qee eTEN J9aT HIH J9 fen I 3T 3T7s few Une uafan ags et 83 9
3* 7 ©H 3d feH § U AT | I&ce & ULfBH dd& Set “Publish Post “ €3 afsd 39 |
Ure & YT BT IHT ¥ §8w € WSIH g9 € T g5791 €7 WSIH eIV Jd AdE T |
UAe € 3% &8 397 393 g8TaT 7t fener gater 9 | (Jor feurfenr famrr J)

learningdemo

Sraile! Youwre at the best WordPress.com

site ever

My First Post!

Posted on Septem

Recent Posts
= My First Post!

I am learning how to blog and this is my first post. w Pallsweniag

T will use this blog to help othes for learning about blogs Archives
= September zoiz

Figure 18
T =I3-UH (WordPress) &g Gus g nirums™ €t 293° € &5 g8a1 € feg genm, 316
wife S 73 Aae T | AT Effr™ gniar uefer di3 Une €3 ane(feust) € Aae 9 | mm
39 9T aHe T MURS UAe @ mdld <% QUBTU It T | IHC Id& BET g®Tar @ fEg “Leave
a comment, Leave a reply” wrfe MruasT™ § <° | §€gde &eT, T95-UH (WordPress) f&g
dH'C 79 UnHe © Jo' Afag Jer I w3 fen €3 “Leave a reply “ 3% s faprr Jev T |
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Leave a Reply

Enter your comment here...

Fill in your details below or click an icon to log in { : (wr] _W;
% Ermail {re
[ rotify me of follow-up comments via email Post Comment
Figure 19
. Enter your comment here...gaHe /o f€9 UHe g9 mirust feustnr fag |
. Email (required) ¥39 feg wWueT €& wizdn fay |
. Name (required) 39 feg mrusT & f&d | Website 8439 feg, IAT MUt g&Ta1

WMIIH &Y AIE T ((HTUASS) |

. IHT fea =79 feust a3g aaee foy foar, fors &7 mitfyT a9 W3 “Post Comment”
T afsaaq |

. Hog AT fE'a =9 “Post Comment” ‘T IfBF a9 fa3™ 3™ IAt 89T & &% MUST
feust =4 | (Tov feurfemT faprm)

Learndemoz says:
Your comment is awaiting moderation.

Sapternber 19, 2012 at 2:54 am

Mice!
I am also new to blog. Please help me to know things about blog
Thank You

2pl

Figure 20

o= ]
Jor faforer & 9 Ad 3 IITS UdT WAls I

1 3T =93 U'H (WordPress) €t €93° ™% S%79T 578 W3 X ddoT fAfmr
J | g g SEATEReH fA= fa 83919 (blogger), STE®T (weebly ) 5%
g%79T 579 M3 I d4 |

2 5 f&frm et g1 576

e HI® AB'&T fe=H YIaH € W&'S JdaT

e YEEEIY

H&aE (ASSESSMENT)

Jor gy fef

1. feo g@ar @ @<w <t feufpdr a9 |

2. 53 gnfeer € gEl 978 7 %91 A=T Y5 9T IS |
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AHS 6: M BTElS g8 #fsed @ 233° (Using Offline Blog Editors)

Hod IT3 B Mdfee €2dd T TEARS It I 3T IHT IBTIT MUSBTIHS ©f I3 Idd
BT 92T AIE J M3 AT 1 fTeds e goaciieet QuB ey J< 3T IHT 9891 § UgfEw a9
AdE T |

e 397 € He3 M'E BTEls I87a1 nifsed Qusay 75 # fa Baw qafufes €3 37885
w3 fere™® J13 A7 Aae 95 fae fa

° Qumana
° Windows Live Writer
e  Blogdesk

few nifemm &9 AT e ®els g&a91 #fsed aHaT Qumana) § T93<T fAETT | IHST
(Qumana) fex He3 T8 MuBlaRs T 7 fa Aru9s T w3 =93t At Iifen mifgmm feg
AT IHTET (Qumana) & 3T fAETT |

8<: 3I'§ IHET (Qumana) & 3TEBT M3 ftHeS J95 € Aga3 7 | IHST
wwwqumanacom?ﬁmﬁﬁwnﬁalmwmwywaﬁm
& 95791 Ho6H J96 BTt =93 AAE J |

gHaT & IB8ST (Qumana Launching)
e IHETS IHET HET Start > Programs—> Qumana > Qumana €3 afs T aq |
o HId FAIACY €3 qUaT er elas QU U T 3T IR ER O T S sum afs I ITAIE T |

Add Blog Wizard |

Auto Configure

Enter wour blog's URL and then click "Mext",

Zumana will e to Find out the required configuration informakion.
ie: http:Jiblog. qumana. com

Fcto:ii]

Back I Mexk I Finisth I _ancel

Figure 21

FHST (Qumana) & TI3E BT II§ UfI®™ 3 92 9T §B T Mg e € Aga3 J | few mifgnm
h?gﬂ%mW(Qumana) &% HgeT 295 U'Fr(WordPress)maT@_c’?a‘ =gg=r fETT | mrusT
eaTa'—U'Fr (WordPress) §&TaT "33 H 99 3 WordPress €3 If8a 99 |
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. feg fas f&3 feurst feet T | 37§ »us =I3-UH (WordPress) »d™@e € S9< 395
€ Ag9z I | €3 = Add AT THT ¥¥9T AAfeN § =I3IST YT J 3T IUg BIret
AEdat 995 € 83 JITIF-UH(WordPress) I5TaT €7 WS H <F WSIH 183 f&9 39 |
FI5-UH (WordPress) Ma™8e €7 ad 3™ #3 UHSdS 39 |

. Next = Finish €3 afga ad

Jor =g feq feg feuret feet 7 |

sl

Eile Edit ‘Window Help

@ H @ @ search:| - |
Revs Posk Refresh Posts Add Blog
FoHEElagS Status Title Date

learningdema i1y First Post! 9718712 11:21 AM
4 Hello world! Sf18/12 10:02 AM
|
@ My First Post!
T am learning how to blog and this is my first post =l
I will use this bleg te help othes for learning about blogs
If anyone needs help about blegs, please leave a message.
Happy te Help!
- |

2 Posts

Figure 22

Ha9d Ure UfasT It 3073 g8 € fR9 Hge J 37 I 378583 dda © 5% 5% Hge!
g&Tar & feyrear |

fe'g Une g=8< wet,

e “New Post” €3 afsa a4 |

o dJor Ty fEa f&F feuret foet 7 | (IF=lT dom)

ST

File Edit Format  Window  Help

New Posk Save  Publish Post Insert Ad Insert Tags Insert HTML Blog Manager Hide Properties
[efault Fon ~|[oefauicsize ] A B 2 U ap = = =S Date Craated
B, 5 e [September 21, z012 4193 Fta
Title:]] Choose Date | o |
I ~1 Categories
™ uncategorized
Fowered by Qumana
Refresh |
I~ Allows Comments
I allowe Trackbacks
Trackbacks
-1 add | _oelete |
WirSTwY G [Source Wiew | Toert
| Draft

Figure 23
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32 TEle® 183 &9 Une € BTt 2eles 99 W3 UA TEles € JoT e 3 430 f[eg Une
IBECT T |

. “Publish Post” '3 If8 & &d |

fe'q =g 7e° AT “Publish Post” €3 afgd age I 37 93-U A (WordPress) S&TaT Sgt
UHE »US Wy Mus<e § A=l |

UgfeH 13 38 dac<e § SUS BT 29 T87T § U8 M3 »TUST %71 WSJH eI J4 |
IHT MTUS 891 § WTIIRd IS8 Bel fer feg Sen™ M3 A1 AHE o Aae J |
feq In<ts eus 99 BEt|

. MUBIAHES € Ad 08 @78 UTH fond mielas €3 afsa a9 |

-

—

SEnEE @

Image h

. feq =dt 7e 3T fore mretas €3 afsd gae T 3™ Jost o3 feust =it
Q Insert Image 7 il
Ilearningdemo x| [Image Preview
— || No image loaded
Browse, .. I
Basic IAdvanced I
Wrapping Style
- . = = v - +
— - — — . [ | .
Mone Right Left Top Bottom
Upload & Insert I Insert Cancel
Figure 24
. frAgst 3n<te gt g8 a1 € fe9 uafen d9aT Ide 7 €7 & B9 &t “Browse”
CEIGEECE

. fe'q =dt A It “Browse” €3 Ifda d9€ T 3™ MUBT Jda & HaT 979 BTt
3ASNT BT THI wrudfedr fAner € g78w fe3 feuret feet 7 | 7e 3wt fene
& g< &€ J 37 Upload & Insert §°3 Ifs T a9 |

. Publish Post '3 afsd &9 |

3ASTT ¥ 5% ULfEH J13 I€ Jace § SUS BT 2 ¥ 8T & 4B M3 WU §%aT &
MSIASTEIU FT |

FY-2 I MAY T € T3 TId IS TH I AUSTaHET fA= fa Windows Live Writer,
Blogdesk,€ &7 afaa &d |
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1 FY-2 39T € M BTG 9B MiFed IEEHT 9 M3 I3 |

H&Ta< (ASSESSMENT)
Jor gy fe&
1. fea nre Brets g&%Tar #fsed € Hane § mMF T |

2. fam U nire ®rels g1 mifseq €t gt fama ad |
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ANS 7: MT&-8T9l&s SITAAHS (Online Transactions)

MEBTES HaleeTd! feddefad Tug er feq gu J fAg grod dim § feedd e @3 2o ma

ydte A< & | WGW@WWMW@@@ THITH f—e?ﬂwrrﬂwa Y et
fE_orMouc%'lecco 2 IRAHG 9T IIteT J | Irud ddfs<, 3Tae a93 =93 s B MEETEE
I35 9d A IS |

MEBTES HUar fegsT g&3™ &g srgufed g AdeT 7 :

e JUF IB AT ¥ fT9 AT BT It M B4t J

o G3UTd MEHTES yaleT € HaES Aed 83 AT framer Higar gev a |

o fETB3UT AT AT 7 &a® Hdfae feT Qusay sat 7 Gu mras s Gusau 7 |
g% HAgd MEBEIS B €< Jd6 THBMT < ¥ ATElen feu 7a:

. IRCTC E&Tete M3 2daT ot feder I Ja=8< Bl fed mMasets Udes J |
e  Flipkart yu3dd §3uer § ydtee & fed mrasTels mrfUdr Udes J1

e EBayd udles w3 f9< B¢ fed Masels Udes J |

Redbus §H &P feder & MTasTels 9 da=< &el fEq Masels Udes J |

f%%rwmﬁ?éa‘(transaction)o(do et 3T8 Ao & fea S 8w m3 fea mdfex
fEedd ¢ TEIHS ETBBUIH?WETE?WH&WHTWU@HWWEF&?W
195, 3fae o939 A MrawTEls §1&ar Aige 7 fa “Net Banking Subscription” & 39 3 arfemt
7T J © 8F I T | g9 29 AEleT €7 3T fa &3 (COD -Cash on delivery ) € wrfapur
feehm 9& fA'e gwd 8¢ g93™s a9 AgeT J ¢ BW § Aafen AT §3ume W fapr 9=

efB Y ade & =93 578 MEsTEls 8=-2< (Online Transaction Using Flipkart)
fen mifgn fe's gwt efey ade & =93 7% MaBTEls F-T< (STHANG) qd&T fHYGT |

efEy arae fe'd mrasTets Aea J fAe It gt 39v v fedaefean ms, fagmar, Aorfed
Suaae, fadle® aHd, Hafes 85 M3 Udifeas fae’ fa ffeg mirfe ydte Aae T |

ef®Y arde FEt IIT & FJAIF'E AT &F UHAH ader J A< fa credit card, debit card, net
banking, e-gift voucher, "3 Cash on Delivery |

@YU Tge &% AH I35 BET IS e d © ¥ g78wa & i3 feq miafe= feegd e gaans &t
993 J1

. fam =t 27 g7879 fA= fa Firefox, Chrome A Internet Explorer & &% |
. 39 AEd © f£9 www.flipkart.com metU a9 M3 wied €9 Q|
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fea @9 ya I fe'3 migAg feyret e<am

| Cigital

._.ﬂ_'.p ka rtm:}m Customer Support - «

All Categories = E \__! Cart ()

All Categories

Books »
Mobiles & Accessories » New on Flipkart
Computers » BEST SELLERS
Cameras » TEKTBPQK KIDS COHNER e
DEALS! -
Gaming »
Music. Movies & Posters »
TV. Video & Audio »
Home & Kitchen "
Textbooks Kids Corner Watches - Bestsellers Health & Beauty
Pens & Stationery » medical » Early Skill building = Mar » Makeup
Belts, Bags & Luggage " Engineering s Schocling » wWomen » Body and Skin Care =
MBA& = Tays: » Kids = Hair'Care:»
Watches »
Beauty & Health Care @223 » s
i Bestselling Books Wiew More =
Baby Care [IZ3 »
¥ e

o 2fBY Ige € 93 5% B< €< A& BT, IIG B Y dd¢ MG BT ATEls My
J9& € Aga3 J |
o FIMITTUAT AT 3 €UT “Sign Up” & €3 afsa a9, efdu ade &% Aels

New User? Sign Up
Sign in with

8 Google

Ermail address
Fassword OR

Repeat

Sign Up MNowr!
Already have an account? Login!

Close window 3

. Email Address : 3UT% MTUST EIHS WS H HI EPAT 96T IdTeT JI8HS WS H
o 293" 3U™§ UHSH H& (offer mails), YHHES W& (promotional mail) SAE &et a3t
Aret J | @Y arae Mage Bt e WSIH BT &™ (login name) T FafamT
Hr=ar|

. Password : fd HHE3 UHRJS € o II7& MTUST fRY J19e HT3T HI 93 JI&T
ggter J | 3T UHIS € T79 99& ©f 83 J1

“Sign Up Now!” €3 afs'a ad |

fe—or@-cﬁﬂo(d IHT AEB3YI=T HTEIE MU J3 famT § 37 JoT #wigh fea fag feuret

g=aitl
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arner Support - ContactUs | Homs

C'_ﬂfpkﬂ t..:cm

| Al Categories

| All Categories

Books

Mobiles & Accessories » New on Flipkart

Computers »

Cameras » TEXTBQOK KIDS CORNER BEST SELLERS
DEALS! ——

Gaming »

Music, Movies & Posters »

TV. Video & Audio »
Home & Kitchen »
Textbooks Kids Corner Watches - Bestsellers Health & Beauty
Pens & Stationery » Medical » Early Skil building > Men Makeup =
Belts, Bags & Luggage " Endinesring = Schooling = VWamen s Eody and Skin Care »
MBA Tays » Kids Hair Carg
Watches »

@y age ¥ I% A= fa gehir &g aet 39+ € G3uer v ydu J | 3o fan <t 8fes
<qq1 fe'g AEfus 83U & 9% J9 Aae AT IHT oW fernsT & 293 & Jet UH mreler
B9 Aae 7 | @egde =0 799 IHT feq f3Hte® aHaT ydtesT ¢ J 3™ IAT AdY IaH
feg fadle® aHaT eIV 99 Aae T M3 AJY farwe e fee fea s g5 | 3ue <t
IA<IT €3 IfB T q9a IHT WTUST UAE ©T H'SS I< Aae 7 | IAT e fB Y ade feg Bus gy
83yreT T JeBdr IEH 9 AaT 7, f€q =9 A gAT € §3ue & udlee e ensT a9
WU‘@'?B’HT@WT{?Y “Buy this now” WTUR& &t €93 ddd Ydle Ad< J | FIB'S JIS
s'u&lwgﬂ?fe—oraa'@w—eggznqe J | 3978 \fUar arde feg aHs 83ue yare
I35 < mitfodT Bet Qus T T A= |

W cart (1) Digital Cart (0) L)

The itern Sony Cybershot Cybershot DSC-55000 Point & Sh... has been added to your shopping cart.
your cart has 1 iterm now,

Item Type Item Description Price Quantity SubTotal
Camera Sony Cybershot Cybershot  Rs—5498 1 Rs. 5300 [ ]

- DSC-55000 Point & Sh... Rs. 5300 Change
r \y Move to wishlist

(Free Sony 4 GE 5D Card +
Zarrying Case + Sony Batkery
Charger )

Shipping: Free
Grand Total: Rs. 5300

and Continue Shopping

Figure 26

123



MEBTEIS I3 BET SfBY Ide Iet I3™ & € &f wirfarr feer § | At Fa=s & yar
ad& BT credit card, debit card, Net Banking, Cash on Delivery AT e-gift voucher € @93 a9 A<
g | fAe B3t T €7 397 fage J13 T Stz 3ug Aot ATedTdl 995 ©f 83 I M3 “Pay
to initiate the payment” €3 afsa ad | 9 I €a1 €3 faggq, =7 o3 famud T Aaet I
M3 MEBEIS STTHARS & YdT dd6 €7 TdT 968 AdeT J |

g% feqgd3T (F¥-AEleT) FA37s & fan3T f[<9 a9s ©f Unaw =t foe 5 fen &t feg aaar
g et fed AfeuAsd WURS J | gI3Ts € Jd<Tel M3 WHs €3 Areardt Bet
SR § FII3s ©f e § =¥ FII3s waT M3 mfg §3F SEREle gaZTs ©F
AedTdl BE HI3T & =4 |

3% fede™ T 928 Bt MTEHTEE SITHIHS (Online Transaction for Booking Rail Tickets)
fen mifeorme feg gt fiear fa fa< IRCTC &t =93 d9a 29 @b feaer & gfaar a3t
Aat T |

fegthrs @< defaar M3 gfomi aUdws (IRCTC) fed mrasels Udes J w fa @wrzar
fede™ oo Ja=@< BEt I AT AFET J|

IRCTC &% IH dd& BT 378 feq 27 g8wa w3 f€q niafew ffegd ¢ g&ans € Aga3
2

J

. fomr =t 7879 fA=” fa Firefox, Chrome A Internet Explorer & 8% |
. MFd FET www.ircte.co.in fe'S eelu 33 w3 ieg e g |

fe'g 9 UH Jo" »igHg feyret a<ar

Indian Railway Catering and Tourism Corporation Limited

( t‘ J A Governmeant of India Enterprise

fEnguiries
Towur Packages Flights Hotels Tourist Train
Login Alsrls l Updms
Usermatne inflanmable ilanuel L FE explosrve articles as
part of their luggage and also to desist frommn
Fassword smoking in the trains. We cs=
Mew payinent Option IMPS {(mterbank Mobile 3 Lakl
Payiment Service) has been introduced for
ticket booking. every
L — Enwvironm
Agent Login l For Rallway Enquiry
rumbal Subirban Season Ticket 24X T Support
> I = — 0

Figure 27

IRCTC € ¥93° 3% eI HAHS dd6 &EI 3U6 IRCTC MaAge 578 ATEIE-MY (sign up) I8
T EI T
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. 29 Ud € A9 3 Guad u™ “Signup “ & & 9 w3 €3 afsaT a1 IRCTC 5%
ATEIE-MU 9d% &Et feq fe3 da™ »mignTg feyret @<t
. J&T WgHg IRCTC &% ATEls-—1U 36 &t 3976 < ¥ ud €3 dizfedae atzr
A=l | IFARCIHE & YdT dd& BET ATSdTd! F9& THS MTSHIGIS €T &f UrsaT
el
N Indian Rallway Catering and Tourlsm Corporation Limited

¢ | 2} A Covatnmant of 1odis Ealsrpeias

Toil Packages Flights Hotils Todsrist To i Cabs Loyaity P agi ain
z Individual Registration Whardato
Torms & Cordtons
Concebstion Procadurs B GARBAGE AN VALUES Il PROFILE MAY LEAD TO DEACTIVATION
B Please use a valid E-Madl 1D and mobile rambeer inregistr ation,
Fib= TOR Procedurs -
Feoabntk Your userid, password and an activation bok will be sent G your rigistered £ -Mail id and mobile
AT warifitation code will be sent te registared moebile number,
Uisemame * featween 310 Rarectars) Check Avalatiliy
I wista berged yomsr prasswerd, we vl i bify yis with Bes o feeration
B ® <Sehich g £
THE W= 11 D 15 HERE WHERE ART YOU»
Avin
2 _ = Male Marital Status * | Marriad -
State Private University == ¥ e
I of Bt M sl Sep M| Year M
ﬁ)‘ “’"ﬂ@ &mmmve mes iccUpaton = Select One- W
| F ' . ]
The Natonadity « - Seledt One - |
Leaders in
= i Residential Address
Adrport Advertising s
Address»
info@tdiindia.com
D13-26392619 o e — Ghlet D - &
— Setect One - -
Salect Ove -« -
Cag dance o office
;‘;m’;:__._: 10 &ves O nNe
Other Services
Suliserigtion to Spocial Ofers / Coammanreial Promotions /Sawsheiior raugh amail [ $84%
Ra Wil LRl atio 4 & Spacisl
hmElsEMS per ®ovss Do
per
Raidway md through phone™
Entar Verification Code
I®iesey
Entet tha bt from Imags * O Crokchaze far newimage

sensihne

[ sutsinit | Reet|

feg =79 7€ AT IRCTC €3 Bami's I A'e T 3™ IHT LIAEIR & feder §q I35 Bet
I3 HAE 7 | g€ 3T IHT Fel AT T fa 39 %5 ot feur@er 9 | »igr =0 w3
ATEaTdt 991 B3 fAIZT (x) &% U Ji3 I& €T ot 75 |
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Indian Railway Catering and Tourism Corporation Lim

( N ' A Govemment of India Enterprise

Towr Packages Flights Hotels Tourist

Plan My Travel SETINT
= H
Frorm#* Enter City Mame =¥E 4

T Erter City Mame
Date* 214912012 &= Booking History
Ticket Type * | e-ticket |

Guota * General _-:j (7] “a"

@

Figure 29

#e AT “ Find Trains“ €3 afsd aae 7, Gun gy eda™ €t get feae Quagus™ € 5%
feyret <3t (3In<tg J&~ J)

Fram = NEW DELHI (NDLS) Rs. 528 10/8/2009  AVAILABLE- 0480 Book
To* CHENNAICENTRALMAL | From: NEW DELHI (NDLS) Class: 5L 11/8/2009 AVAILABLE- 0495  Book.
% /07900 Fanes] 3
Date 10/872009 EH Tﬁ;\gyENNN CENTRALMADRAS picoimionne T T————
Ticket Tvpe = I&?lc‘net -v.} {MAS) =
quots*  [General : Train Name: G T EXPRESS Train No: 2616 i
Train Type: SUPERFAST Distance: 2184 KIS Wazony AVALABLE-QdRe.  Bokc
P e R Quota: BN 15/8/2009 AVAILABLE-0491  Book
- List of Trains
EEsyEa e TrainMo.  Train Name Depatas  Aikest 1A FC 2A 3A ©6C SL 28
Quick Book
= 2618 CTEXPRESS 18:40 0815 G & 6
Mumbai Seazon Tickst
Y2615 o TEXPRESS 1840 0615 (s ol s s
Banner Auction
User Profile
Shubh Yatra
[+ e o
Figure 30

W fesT € nigAg e Gus vy feaer €f Afast 2y Aae T (§us feurfenT famrr 9) | fe'a
o9 A AT WSt U'at a9 fe'st 7 fa wr3ar et pfeuwsa 7 37 3t feae & g qa= €<
et SgATEte f&9 feghyr arehy gerfesT &t UseT J9d »'dl <0 Aa<e T |

A< gHl fede 8 gae T 3+ £ fedaefad feae & anit radts €73 feuret e<att | ferve
&% Jt IfAredns g9 fe3 WWW@?%&?H‘E&H@E‘TMI
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1 Junglee (www.junglee.com), Yatra (Www.yatra.com) &7 3fAred 9= M3 M&BES
CTTHAHS T U™ 31

H&Ta< (ASSESSMENT)

Jor gy feb
1. MEBTEE SITHIHS &7 HIAE AHT'E |
2. faw 5 TgArEter € FEt 976 7 MTEBTES SITHARS € MrapHT feehaT 9% |
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A 8 : f&edde maftpd™ (Internet Security)

feegse pafunm v 39 €3 fRegde 5% myuz afues aafi & feq aur g, fev
WAAG §TEHI HY ™ A J&t I ua fer feg de=ad Aafumr =t &t 7 | feegse €3
ING 3 B®e =93< Bt fon v 89F fawy w3 Gund rafug g95T T | fEead e wWud oz
958 § fea yyy €9 Aurd wrls 7 Guust fAe f fefier Aeardt € mes yers set
feuGer J | feu ins 3ud feedd ¢ e fun agasr & Are-ufgee gee@er d M3 €rer
J fa fae mrasels W3 5e=9d SITHARGT & HY I3 FdaT J |

TS feedd e ST ATSdTaT M HETAS HI TPHT JdeT 7, At MTEBTEIS Y3fPdT™ Jdor
feg 3v3 afuGes & »Ad Tz &3 AaeT J | I8 feu wals sege &t 583 7 fa 303
UHd 3™, UHSJS, Jdfse 98 A MasTEls gfadr Areadt e fumz I fas fa feg eda
dI3 M3 miefaa a3 Gra™ edT 93 AT AdY J6 | g% SuATEleT afued §°3 faar gwag
©F Afoi3t 3 HE=en@ (Malware) § feHe™ =t 99 Age™ 76 AR &8 afufed 5T uay
A WA o3 T |

MEBTES 34 fA= fa Phishing, email spoofing, chat spoofing »ife @wg & mM¥3T dd6 &t
frgreser & SUTHIE I | AF 3 UbAT mHST A= Antivirus Software, Antispyware Software,
Firewalls, strong passwords e & 233 & AT 74 & WeT Aae I, fere &% It =ubur
MHBT T A9ga3T eBgeT |

Hd ™ e uhd™ WH®

HHE3 UHSJS 93, MBST&QHIIT W3 U™H ddded™ €7 AN® fed UH=ds se'ge &et
93w AT AaET I 7 fd €1 GHdT €9 J9d J96T AT U3T BEST HaT HYT &9t JET T |
UTASds feer &7 38 fAe’ 3u73T Heg'geT Jar, €nz A fag3ed € &, Iela =7 &94,
Hefes &99 A det fead & A7 e & mums | 7 feq gae 393 foart 39 €3 Aeerd 37
fegs™ UTHETS™ T WMgHTE BIMGST WATE 7 | We We 2 A7 3 I3 IHE MaHd MTuST
UHSdS 98 3T A IIF MAge € ATEdTdl Ha 43 a9 |

HAE3 UH9S ©f 93 Ha [tpd™ SHWST AuH § W J9 Aaet J, URS9s faaT ygemst &
feg Areeana € A funm Harfam w3 fe'q HAgs Ui=ds g8 BTt Und € s
€3 a9 gaer I | g3 AT TEATEIST UHE9T ©f YI=RSIE3T € A9 J9emT I3,
7 feq gna ufost =79 afAreg ager I 7 87 UH=ds gese IsI8ewde &, Ae gAt
S Bet IfAreg dae T 37 gHt 8¢ d9 AaY I fa fe'a uH=as Hied uregs &t 393 &
fey@er J fa= fa Jor feyrfen fapur T |
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Choose a password: |......... 123455TEQ Password strength: WYWeak

Finirmurm of 8 characters in length.

Re-enter password: |

Choose a password: |........ 02765432 Password strength:

Flinimum of § characters in length.

Choose a password: I......... QETASAZ21 Password strength: YWeak

BAinimum of 8 characters in length.

Choose a password: |......... ORTE 5432 5 Password strength: Strong
FAinimum of 8 characters in length.
Figure 31

o

HAE3 URS9S & HaH J96 &t Jor M fenr fegen g5

o HId feA™HI3 T 3T UHEIF ©F FIEr We-wWe 1-14 Idded™ 3d 34 |

o TUIEe Tiewr T, fsafiadt meeT, »iygT AT #d IH, Trd &, far3ee A" Usg &
wife 3° Uadd a9 |

o HId wfapyT I 3T &¥9 T f9aT § UH=Ts f€9 AE 3T |

e  JUte® (capital) M BMIAH (lowercase) MYd™ € TI3° A9 |

o f&F um=Eds & HBSUS ATEleT W3 HaAET B TI3< 3 UdH 9 |

o ORTH I ITHIT H MH B A" &8 IH JId& 8 ASE I A= IIST 9u3 UAE MI

FT-UHE |
e Hdd AIT J 3" ¥3931¥ UHEIS A&ded (random password generators) & <93 |
HHE3 UASES €1 8egd< : ulvX:, 4Hd{$
AT www.strongpasswordgenerator.com <gATEle & =t fefie g9 rae I 7 fd Hags §3931E

UTHSds g7 AdE! J1 www.strongpasswordgenerator.com € ¥93° &% HA¥S UHSIS g8
FE I&T MEATT I4:

o JE S 27 g87T U8 | W3I N g9 f&F www.strongpasswordgenerator.com €Y F3 I
g ggl

. “ Generate password ¢ €3 If@ T a9 | ¢ &F “ your new password ” € J&T UTHSIT
feuret feer T |

WMUE ¢ T Iy BT (Backup your data): MuE faHt 3¢ € anut ovET faw J9 vzt

fAe JUae fsna (At 3t.), Us 39ele wife &9 8 | Hdd 3¢ €7 §an's Jer J 3T feg feg fAgd

&3 f&9 Aufed T AaeET I | 3¢ & MEmfude3 Faar € UgY 3 €9 I¥ |

MU 3¢ & MESHUa93 Taad™ 3 Ha i3 U Be feagquns Areeamad (e 39 83 mrudfear

mgmﬁwagm)mlmmamgmmm@w
It T 37 It fug Aee=md(3rd party softwarev) € 93" 99 |

N =

Wmmwmgweaga‘lésnl Jye d% : WWWWW@EB’@F Uﬁl@?ﬁ'@?

3T A< 99 7 ISt Hgs €3 fae’ ffegde ag fev =afsn aer 7 | 8w9 303 fadt 3¢ &
WHW%WWWMFW%WKWHWWWWWW
Jl
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SUATEIC 7% IAACIHG: A <t IHT SUATEIC 57% dfAHed Ie T 3T JUSPHI T8 ASeH e AT 313t
& UZ, Acene A 31t fe'T feu Areardt g2ait fa Saarele fovt 3¢ & fag Ta3at T |

fa Al Areardt & ATST &7 99 : TEATEle €' 3UTE eaW 995 Bt g¥ 1w fae name, gender, age,
email address, school »'fe g9& €t 8= T | fed fAd oW 996 & A= 39, 8F W3 USI™H a9
7 feg Sonele fememear § | 3T3T €S U™ fan Menfudes gag e IuTg SaAt AT
MEHBIEl TS FAS Bt 9™ A7 AaeT 7 | faw S Sgrrete €°3 areardt @< 3 ufogr & 7
f3s =t A9 »3 feg ensT a9 fa feg »ms feT Agat J |

Hd g B=-T< : 990 IH MaBEls YaleTdt A 8- o1 =93° a9 99 § 3™ S gHEler 3uTsT
gdfse a9 A" wasEls Ffaar € fart Aaeadt A= fa IosT Jdfse 97 &9q, Mae
AreaTdt mife St A= gageidT 76 | feg Aredrel 2dd dist AT At I M3 Menfudas gwe fagsT
& iy 39 63 Ja9 faur ATeT I B IB3 TI3 Bel <I3T AT AFET I |

TIIT U6 9 [ AT T FATEIE YHTTE3 § M3 MTEBEIG BS & § ISTE! 3 U BTl HY 1S MHBT
o 293" qaet 7 | faffa Aareadt fAe fa Jafse a9z 3¢ A faft Areadt de=da €3 I+t
aret I, feg o frefom sitst Aret I fa fegd fadt coraawmsT et fige mefwms Sameter § ot
TIIIUSIH 9 7 < IHTEIC Ha I3 ST Hans § <93¢l J, »H 39 €3 feu fsates reacifeae
eW9T 2 ¥ 9990 € M3I H §9 &9 feq Afsgdt 3 (golden lock) & gu fe'g feurfenm Arer J1

W ATEITH WM MEHUTEIR T Aecewd 293 : JfuBed Areeewd oid 3 a3 4 A fa Haawg
v 0 AferT ATer I A 373 aﬁx@zaxmuzrwwmmaﬂ@ﬁrahemaxm
qdeT I AT ITI aﬁ:@za*zrﬁm’rwwa’rum&wwa | Yo fae keyloggersmaﬁx@w
fereTs Jer galer I, Menfuda3 Grd 99T 99 a7 J18ds 83 UH Ji3T aret J €7 edq w3
yrfa3 d9s Bt | Adteretan “mmmmwaﬁwwﬁ
ge8e IUF Afued & ds-eeH rafim & faaeat § Um gaer J1 Mue #El=ETelen w3
WEHUTER M Areeemd § IHAT MUS<T ddd 34 | feu 3073 afufed § & 3t € uaforr 3 g9
feg Hew aT AaeT T |

WMSH'E Jad™ 3 YTU3 NS T g™e feq ex &7 €<, feu i gondt T raet I 7 fart Areadt fas
fa 3ost 8 mae f3ews, wa v uzT wrrfe fed ot I95 € IfAN Tget 7 | TF HS 37§ 3ddt &7
THET A7 B2l € B3 € ABE JI&IAT AAT IE8 THd § AHSIT dd6T U AdeT § | M3 g%
A" &9 TN A AdfdUeT 7 H3356'd I6 NS §°3 Wed 9 AdE™ I8 ; MEA'E ATUaT 3 YU3
METHT § TC T HS |

g78Hd gata § WIHd ATE dd : goltd §aeH 96 7 fa #a& dfufes §°3 7" It Somete &
fefre goe T 37 €€ g€ 7Y U5 | T&d gatd € H3BY FeT Agae J faforr=r 7 gost
ufast fefae Sava g™ arehr™ 75 fae fa Sarms f3ew, arfiar av9e &t ATeaTdl, < gATete
fe's fefae 13 Um »fe | feg I¥ MemfuaTaz Gre™ ewTaT 2dd Ji3T AT AdeT W3 A< J fa
I3t fadT ATeaTdt IF UJ9 I8 Bet |
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mrUIfear famer M3 Areeend § Muse 34 | I fa mrudfear faner fanmma, SHe M3 fanedifele
I3 IE T3, ﬁﬁ@Wﬁ?WWBﬁW%lﬂdw o7 JJd B'F & AT IS,
Ja9 AreaTdt § fed sl M3 IF 99 AaE 96 7 fed 3 fa yd Jfued & 3979 a9 Aae T&IM™H
39 €3 573 feqds a9 & A< fa3 J€t Aot it utet At 9 37 Afes aoe 96 M3 BF U
HE & M3IF J96 Bl feq »use Busay ger J | IrT AUz 239 (fegd3) &t Sanele & =F
fefae a9 Aae I fa Aa9 et »use Susey 7, Adfunr ger 3 miaret &1, 378583 a9 w3
MUE mrudfedr fmen M3 Areeanma Mustans & mug-3e (Wufed) 3% |

feHe® erfed=®H : Tfede™®H TO8MT M3 Aeeamd T AT I& M3 JfuGed M3 Sead &
mmmmamm|mmmwmwwm
gaet I fq &t edfeq & wrfarr fE'3t At Ialet T 77 &t | fammer3g anr f&g mmudfear famer
fa= fa Linux , Windows A" Mac fe'g efea=™sr Areecama mrudfedr famed € fe'a gar = IS
gt 7, fer 397 feg afuGed & paftmz Tuet 7 |

993 I We A i[9 3u7§ & 1 B o Bt miruet erfege® & Iafedd 9 € Agas It J |
MEH'E A0&T 3 I Arecend feHe® &7 a4 fae’ fa €9 feremdar ot T Aae I& | fade 9ait
39T A A YIRT EAEeT 3 7 378585 a9 | HaH € 378583 dda 3 ufosT feease €3 A
Jdd AT ngwmﬁéumaﬁﬁraﬂevwommH-ecmxm
W%WW?WWFBWM?WWI

WE-BIC WS WSS Hecamd MUBIaRaT § 976 : Ae AT fan Sanrele § fefae starger T
3 feg 33T ATeadt 3 faaT feaHe™ T T T Aaw & | ME-83IT Aecand fEHe® T Hae
95 fa@fa v Aget Aee=n@r 578 WE J€ T HaT I8 |

g3 JadH A= c%Y9 438 Aecand € 578 MH 39 €3 feHe® g 7re g5 A €9 3=t aforst
3 faaT fa 7 Arearet gAe Bt Yard i3 J€ Is1

ufgw™ gt yAe9s yiT gefemT JeT 7 | A w9 < gATele §°3 e d96 ©f dfam gger I 3T
29 89 WANT UHd 3™H M3 UHAS § AT J96 BTl UET I5 |

feg pfeur goer & Um A3t A7Et § 3 7 €9 TH9 5™ M3 UAEIS § eIV A3 fasT Buar @8
"THI TI3T JIET S IHTEIC § BIPHS J9 A< | feg &ty 39 83 As3a A7 Ar¥ gfuBesr €3
29 g879 €9 AT 32T 3T € AgU &4t feSt Aret 9

29 g8w9 fA= Het®T erfegeran (Mozilla Firefox) f&'S* fa At 37er e g9 &et, 7879 & 9855

o Tools Ht§ €3 afsa 731 Options €3 IfEFT FT |
3 Security ¢g €3 afsa aq | I8t fe3 feyret e<qit :
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= r—

Seneral Tabs Content Applications Privacy Security
I¥ wwarn me when sites try to install add-ons Exceptions... |
I~ Block reported attack sites
I~ EBlock reported web Forgeries
[ Passwords
I¥ Remember passwords For sites Exceptions
I Use a master password change Master Password..

Saved Passwords

= ] cancel | Help |

Figure 32
&< Jq fa “ Passwords “ Fams € d&™ “Remember password for sites” s (fe'a) g=r grater
J | few & W3y T fa 7879 & fen 397 dafeaw a3 J fa €0 »mus »my SgwTeter € UA=ds
A= &3 | IA"Remember password for sites” WUR& § #»a9d dd AT § Had IHT UASIS
A< 995 & 39dlg &dt fae |

Hfa®T efegd @aw (Mozilla Firefox ) feg 3ver méq a9 Ager J fA<, cookies, visited websites
7 webpages data, browsing history »tfe | few Hég 13 9¢ 37¢ § Ae I35 BT General tab >
Option €3 afsa ad | o=t f&3F w7 mrealt :

opuions x|

NEERE:

General Tabs Content  Applications  Privacy  Security Sync Advanced
- Startup
When Firefox starts: | Show my home page =1

¥ Dont load tabs until selected

Home Page: | Mozilla Firsfox Start Page

Use Current Page | Use Bookmark... |  Restore to DeFault

[ Downloads

¥ Show the Downloads window when downloading a file

I Close it when all downloads are Finished

+ Save files ko Lj Downloads Browse

€ Always ask me where to save files

|'Addfnn5

Chanas options for your add-ons Manage Add-ons... ’
o | carcel | Hep |

Figure 33
Privacy 28 €3 afs's a9 | J&81 fe5 a0 nreait:

[ostions x|
P == = A0
== == %
General Tabs Content  Applications  Privacy  Security Sync advanced

Tracking
I Tell websites I do not want to be tracked

History

Firefosx will:  [Remember history ~1

Firefox will remember your browsing, download, form and search history, and
keep cookies from websites you wisit.

You may want ko clear vour recent history, or remove individual cookies.

|’Lo(ation Bar

when using the location bar, suggest: |History and Bookmarks =]
oK | cancel | Help |
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o History AgHs & 9 Firefox will: f&9° 39y 378 g €3 afsa a3

J — :L,gr[ % <E a

Genetal Tahs Content  Applications ~ Privacy  Security
~Tracking
[T Tell websites I do not want to be tracked
—Hiskary
Firefox will: IRememI:uer histary j
Remember histary
Mewer remember histary
I_Ise custnm settmgs Fl:lr histary
Firefiox v

L[, LILI Il |0

, form and search b

Figure 34

o 39U G &9 “Use custom settings for history ” & < | J&&t <3 famus It

x|
—1 et N b She
(o = =1 = 0 e 3
0 &5 = B (& O %
General Tabs Conkenk Applications Privacy Security Sync Advanced
Tracking
’( [~ Tell websites I do nok want to be tracked |
 Hiskary
Firefox will:

Use cusktom settings For history

[~ Always use private browsing mode

¥ Remember my browsing and download history
™ Remember search and form history

¥ Accept cookies from sites

Exceptions... |
W Accept third-party cookies
Keep until: Ithey expire 'I Show Cookies... |
I Clear history when Firefox closes Sethings... |
[~ Location Bar
When using the location bar, suggest: IHistory and Bookmarks ;l
[a]4 I Cancel I Help |

Figure 34

UedArR & &¢ d4, eeigean (Firefox) g78fmar 3 s8=&fsar faredt, Agg w3 o
ﬁrnza’rm—gasﬁﬁ (cookies) & WE FUS B I&fedd I faruT I | Agd AT §ug fAgg a1z
JT ST & AEd &It dd6T IUE ETad'uaT@foﬂ?fé?“Never remember history” €3
BT dd | AT IAT AG3A Wt fae i AreteT e g fe9 T 37 3HT “Clear all current
history” & §< Aae J | fer nums & g6 €3 Joat fe3 feuret e=at:
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Clear All History |

Time range ko clear:

This action cannot be undone.

L

All selected items will be cleared.

A~ | Details

[¥ Erowsing & Download History
[T Form & Search Hiskary

W Cookies

[v Cache

[¥ active Logins

[~ offline Website Data

[~ sSite Preferences

| Clear MNow I

Cancel

Figure 36

“Clear Now” €3 afeq ad 3 fed OK €3 afsaq a4 | I= 3 HfmsT erfed ean

(Mozilla Firefox ) et faredt wre sdt U fan war 7% gwt fen § dafeaes

J3T AT |

FE MEHTEIS Y39 I fa= fa Phishing, email spoofing, chat spoofing, e
AT Ag 3 TUPAT Antivirus Software, Antispyware Software, Firewalls, strong passwords

wfe § T93 T 43T § WeT AAE J, fene &% it »is &F AggasT § es 8T

J&&P faferer § a9
1. 3T HfasT grfed g/ (Mozilla Firefox ) 7% aH adaT fifim T | o< ufos

v o

SR IHT§ g1 g78#aT fA=" Internet Explorer, Google Chrome e 87575 &4 |
T B9 BT JBY TS AT WEHEIS JBY € I3 7 |

HBTI<S (ASSESSMENT)

Jor gy fe€

1.feeas e gt € @EnerSdes d9 |
2. @Y-2 3I" & MEBTEIE Y3fau™ €r @95 a9 |
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HY&T 3AGHHL
(Information Technology)
me e faf Medes 2 gt 10t
IT203-NQ2012 =93 YRTHAT (frearitsite)
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© Ut #iH MiH. Aea® feneifebe nie SaHs® Wigdns, 2012

feg yams anilerete muts gtz T | fEuat mirfarnr 3° fast fen yamwsT e usa-
fsae, misgse 3 fan St famH e Aieg =afA3 T
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fefemaat e s

fefenagt @r 38 &.

39 5 I o Hiat
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ferr gat

o

o< 139
gfiar (preface) 140
ISt a9 YRS §79 (about your workbook) 142
a1 Uargre € ®mge & AudaT (Modifying Layout of a Paragraph) 143
AH:2 J39 HaH J3&T ( Managing Headers) 147
AH&:3 ged HoH JaaT ( Managing Footers) 150
AH&:4 AETEIBH y¥T J3&T ( Managing Styles) 152
AH&:5 FgHe uBe (Document Template) 154
AH&:6 UH M3 HAHS 99 5% IH J98° 157

(Working With Page and Section Breaks)
AH&:7 | ddded edne MusTer ad&T (Applying Character Formats) 160
ARS8 | Jrelas Mravde M3 feBHeIHs TS d9aT

(Inserting Graphical Objects and Illustrations) 164
AH&:9 ame Iflar (Text Wrapping) 168
AH&:10 | »adde ¥4 a9aT (Inserting Objects) 171
ARs:1l | Ay, f98 W3 UH d9ded E% J9aT 173

(Inserting Shapes, Symbols and Special Characters)
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95 feu mfodstdam & mi9Ret Guagw ge=@e &g Wo3=yss ghiar

fsgret T

1. Hcd® §IF M AASdl Madus (CBSE) & Ufs3 Hods™® HoHT RIS
fereifebe we IAmas MH&Ho (PSSCIVE) € &% dfuBed w3 wret et
a‘fﬂsr(lTBa5|c)ETmm3wrbwmﬁaﬂwaa€r@€Eﬁ|fenzﬂH%
feg 7. &0 feam (F&=tsq) € &8 37. fTd ASgU WBJIII™ (AUTfed
I&SIEd), IHTET YIS A9, HT H'E HAW IHT M3 HT W fagad IHaad
HTHS S |

2)  wRgd feshyr v aatde fAdastmu Garem (skill for life), WAwd & 7 de<e
Sfiass WI 3w aaT I 89 oo do=fomT W3 for Weldns € et
8us™ € ®9r g5 =8 Afgwant (Dr. Reddy’s Foundation and Quest Alliance) &
Tt Ta3< fe3m |

3)  CBSE/PSSCIVE € d¢T & A3& ®el Heldanee € &dt fawles fsednt Yo
gt- BIf&ar (e-learning) UaH € <93 13T Jret T

4) fen usgH M3 AHat & fsafes a9s M3 g8 Bet Tu=ast TEFHS ©F
ﬁwﬂﬁaﬁﬂ?ﬁrﬁrf’e—awﬁeﬂwwwﬁ wa’rﬂ?ﬂwrra—om' " H'&
e Jife® M3 HT H's wHAfes A AHS Asl

5) few € &% Tt g€l A53d 3HE HI3 AT HIIG® &9 mHart w3 Gewae
T80T BT 93 I¥ I&5IfegsT AT AIST € Gdes Usew Afd3d A<
3T I Hfewr farrr J
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SHES JAIgBH gaH=ad 2005 feg faerfom ager J fa sfonr & dles 7 fa Ags
fS 9T En & Aa® 3 9799 © HlEs 5% Agd AzaT gt J | feu a3 fagmer 3* fAye &t
eIz § E3e J A fd A3 fAiner & »iad € four W3 Ag®, WA, ITEI9d W3 IH € AF'S
v fega9 fea us er ads gt 7 |

UAfAar (feeadist®e) “Word Processing (Intermediate)” €3 mufas

fefenraat =gag @ Gar3T Uaw e £ for I 7 fd SHe® WgdHs THBIfedHs SIH=IT
(NVEQF) & &Jr 95 et serfenr famr g | mmﬁwh@}mmm
(MHRD)E:]'fE_o(U'fT.I'&'U' mﬁmm’@ﬁwamﬁmfe—&nq& SAHES
WdHs MF 2IfEar encifobns, caatas Waans f%ﬂﬁl%@ﬂﬁmwmﬁ?&w
HH® %, St 9799 HeaTd o wH g wid few foaew fe agaT, fog wans F fa
NVEQF Tar3T, %33 434t fAfunr, fefenmaat aefes ffww i[9 urgeansT § suar
M3 TY-TY T3 © fegard fAfvmraet € arstiissT & pfeuwsda ager J, fen 39+ feg
&0 3T fAye & G3mfog d9er J |

feg fefenraet =gaga 7 fa fefenragtn™ set FaHss oz lanA € feg gar &
g=@El T, Hfagar © Iy <8 Cusr fefenmaghy et gt aret /Y, fAages™ & 3<t a7
ferne ggrgg &t yifenr ue g9 Bt I | mret @ /et & gt m . Afa's fsssuie s (I1T-
I TeS Skill Development Council) 7 f& 3H&® Afa'® faesuie I9UdRs 3° W3 YUz J,
& IT-1TeS fesnedt € Bet SHa® MIUHSS He 395 (National Occupation Standards (NOS))
& feafiz dI3T I | SHa® MIUHES AS3I8H (NOS) fed quleHt Aeamasa " Ae I w3
IH I35 T8 87 €3 5ld 397 aH dd& HeT Agdt Afd & 3 fams €7 veTae d96 Bet fen
& fenr fagem mret 2. fesnedt € ySifau gwmar fe3 A7e 05 |

Ifs3 fed % HoH™ Hea® fereifeBe e fdmas Madws (PSSCIVE), 3HaS
IS nire Mgdnas dHIY W'F 2dfE&aT( NCERT) €T feq flwed I & Su=at e83Hs ©
AYT 575 H'S%d USqH M3 HIfEaT Helahi® [T/ITes Aaed € fe9 SaHas grsifedns
U3+ & NVEQ € &€t 8% 1 3 4 (Ufaen) feafis d137 J1 3<% 1 I&™H 9= € 99799 I
W& § A (NOS) €3 »ufaz fa3T ve guss=" (fard's Ho93 M3 IEsM3) Safsar
HisE8® (Gfaen) M3 gdtgsT € feam &gt ufgee I /s |

feg fefenraet Tgaga 3¢ € 5% fiue & faaBwfaz aaet T M3 J9n § #ed T3
f[S'T Agdl Bua3T fanBe wet g y-2u fen € u3er © fegaa 3t i & 335 et Agdl
JIfaamy feg =u@< &t afag a9t 7, €9 39dl0 € W3 A9S I7d N €9 W3 JI'aT &7,
g¢-8¢ g U ¥ &g 9aum w3 fafoner € Bet Tg € IAJT S B3 JIwAt ite age o7 fa
feg Gum fam & fHfnr & Swas 313t (1986) © feg fage T g fefemmadt aefas
At yor=t €t ferr € f&'9 99 a<t »idr & 7r<ar |
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fen w3s € Fe®3T AE® fUHU® W3 niftmud € Jen €°3 fageg aeet 7 fa 89
fefenrmagtnr & wryst fafenr § yare d9s w3 gsusT=r e fU'sT 998 Bt M3 mrs-ar-
Ay fafgrrer W3 ymsT € et G3ufaz a9 |

&9 feam wifgmm f&g fafunmagt & aatHa W3 '™ & aiHs J9aT W3
ITSIHIIT Hge J Aad At 59 § o B @@ =g Mus e ffems aee o & fa
ASaet U3 d9s @8 g | feo Ben s et gcla e fee M3 afaw € gare few
Iel ISR AI€ IS | AH & BT II6 ST J6d3T & I99d™d 3 US BTl dH'&T & e S
fe'T suataues Agel I=ar »3 uz8e w3 fmuGe &et ugtet € Agdt fear € feg =or
HI&T U= |
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JIST ITH YRS 9

feg fasma 1T203-NQ2012: =g GHfHar (Reaistee) € gfse § yarads feg 3ot
HeE € B8 J | 3T8 fI379 I&™H gH, IH I35 € AE's §°3 AT 3u78 miue Aan' fee 303
iU A 23ad ©f €Y dY 96 S9d8 o €T IH Ja&T It J |

fen fagre € &9 Ains g5 7 fa 3o& G913 © Gfse € fy-2y ufgs €3 ga=r
famms w3 Afa’® (soft and hard) YUz d9& ST HEE JIa4dT | I9F HES dTet 8T J M
o(ld'FF"Ho(e'El'Idd'sf Kﬁmamwmwﬁa‘mwm
mﬂsxf&w@a‘wmmw%ﬁwxmaﬂ?ﬁmvalyﬁm
IHUST & TIIT J& 7 WU wifeud Ot AoesT 57 must e Wy el
ST =t o9 Hae T | W6 g SuitE fo fon fns fo faus fans 393 set as

RAAHS 1: ATe-ufga=

feg Faws, gfee € fen % ot ae-ufdge geeger Jifeg 3ug feo =t
eneT J fa gfse € {9 aH® 99 AmsT © &9 gt ot fAdar |
Aons 2: Agfug AT=ardt

feg AgHs 3umd ARs © €9 mHs fefimr € €3 g 9=t Areadt Ho g daeger

EN

J1
fen Ao € &9 7 fomrs feafis Ifemm 3§ €0 308 a9 forfes fafon=r aos ©
Eﬁﬁaw@wwﬁaﬂm-@ ydT J9s 3 Ufos™ fam € <9 2y Uy §°3 My feafiz d9s

o

BEI IUTg ASAdT § 9t I9T UIET It I |
AoWs 3: mifg™

99 AAS € &9 rifgmm T # fa 3§ A €3 ydt Jast odiet 7 | gt a@sm g,
Wad A" aH € AE's §°F fafer=r & g3dr | fer Aans € 9 mvs faferer 7 fa o &
AE's §°3 94X 996 fe9 U8 Julee ge& € Bel Agdt & 393 famns, Afa® M3 Ag™
& feafiz a9s <9 vee Jaaaitr |

fafenre™ gus mftmua 7 2dag & SUdy J6 ISt It I& | 378 o
ydT g6 € f&T ATSddr €9 M3 ISt UIEOHH § HUGS BTl ST = HogtT
q9=TEqr | fen § yTU3 J9& BET MU wfd™ud 7T 2957 578 I1 Jdd fed eeiH du8
fammg a3 w3 AUt 575 faguas faw 7 fimg & User a9 | 7 3T7§ AHY &4t mr@er
Sret fenrfin a5 et MruE mfomua A7 2969 § UES & Ad &7 [

RAN& 4: MAANRT

fen Ao feg AnHs A= (review) UHE 3073t Y9I H & 9 I35 BT ITST HEE
FI&TT | »ETB AES §°F 7e 3 UfgsT AT A YAST € @Y €T € Agd Wdl g€ gie J
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AR 1: Udrare € 8¢ & AUdaT (MODIFYING LAYOUT OF A
PARAGRAPH)

3At =97 YRTHST € HEst Areadt ufgs™ 3t fAy g9 7 | g 1s 36 fa fe'q feg fragt afest

J fa gt fe'a &1 8y fgue T 7 fa et Afen g7 I w3 3078 feu mins se@e €t Agas &
37 U3S T feAg WATst 578 US AT | 96 fest Gegde @5 20

What is Culture and Gender Sensitization? Culture in simple terms refers to our values, the
way we speak, behave, think, dress, religious beliefs, the music we like, our interactions,
and the food we eat. Diversity is a commitment to recognizing and appreciating the variety
of characteristics that make individuals unique in an atmosphere that promotes and
celebrates individual and collective achievement. Many people mistakenly use such phrases
as “Indian culture,” “white/black culture,” or “Western/Eastern culture,” to describe a
particular culture but these people fail to acknowledge the presence of cultural diversity,
or the presence of multiple cultures and cultural differences within a society. In reality,
many different cultural groups exist today in India and most developing and developed
countries. Diversity in the workforce means employing people without discrimination on the
basis of gender, age and ethnic or racial background. Since globalization is the current
overwhelming trend in business, diversity in the workplace is a better accepted and applied
concept now more than ever. There are different kinds of diversity that one encounters at
the workplace. These include diversity of gender, age, psychology, education, language and culture

gt Gy fe'3t A aret (content) Ugs fR e M™™s I P g= JoT eaie A3 AUS & =4

What is Culture and Gender Sensitization?

Culture in simple terms refers to our values, the way we speak, behave, think, dress,
religious beliefs, the music we like, our interactions, and the food we eat. Diversity is a
commitment to recognizing and appreciating the variety of characteristics that make
individuals unique in an atmosphere that promotes and celebrates individual and collective
achievement.

Many people mistakenly use such phrases as “Indian culture,” “white/black culture,” or
“Western/Eastern culture,” to describe a particular culture but these people fail to
acknowledge the presence of cultural diversity, or the presence of multiple cultures and
cultural differences within a society. In reality, many different cultural groups exist today
in India and most developing and developed countries.

Diversity in the workforce means employing people without discrimination on the basis of
gender, age and ethnic or racial background. Since globalization is the current
overwhelming trend in business, diversity in the workplace is a better accepted and applied
concept now more than ever. There are different kinds of diversity that one encounters at
the workplace. These include diversity of gender, age, psychology, education, language and
culture.
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U99I'e € ¥93 d9d IHI BANST AR § fead AT U T f[RY IS HAE 7 | fem gara®
feg ugs =8 Bt g & AHSST M3 MET BT 993 MAS J | few mifgwm feg gwt
wwww@?ﬁwwawfﬂ'uml

at At fena® (Un=9) feus T grfeGamer (resume) se7@< &t afim a3t J ? fea arfeGarer
5% IH JI& =B H HI 3=2Ye foAT I 8T T mietane & mifen3|

& UH<=d foy mia wiaantfafset © aas feg afebse @ mirs 9791 58t da<mas T fa 8R
ﬁmmewwgwﬁﬁh—ﬁw@w | ferr &€t A9 gfge yrfeen wisels
I AT I&, MI feT I39 W3 AAHGH I& | IAT fed fad o3 feg wm rae g fa fAg oy
gf%en sEls »u &dt 95 77 A Tt a€t 4Bt gv=T (empty spaces) I& # wfsfear M3
gId'ge & B9 TP T 75 | fon Bet g 3ud af qgaT gater I 7

1. =93 Urne fe9 f€q a= 37aie ¥ | fags €3 “Page Layout ” 29 €3 afga Jq

2. “Paragraph” 3@V € J&" Metas €3 afesa ad | fae” fa Jor feurfemT fapur J:

Page Layout

l_'ﬂ_:q o =

Home Insart Pags Layout Referenices Mailings

n 1 s Orientation = ¥~ | (4] Watermark = | Indent Spac I E 1=~
_':I e~ §_]“ @?‘:ga Color~ EE 0 = ;E £l s :
T'| MEs Margins <. S : ==
2 b = Columns™ ke || [O] Fage Borders == s W
Themes Bage Setup 4| | Fage Background FParagraph El Arrange
Figure 1

3. “Paragraph” STewstar gan feuret faer 7 | grt MreHfed mizretane, Aufiar wmife
B MTUAS Y AAE T A fa At W3 € &9 mi@etane a95 € gafe »us »y sTgHe
FUTHTT T HemU dd6 % He dd Aae J |

4.“Tabs..” 9¢& §3F afaq a9 | 29 3foqsar gan feuret feer J |

5. “Tab stop position” 79 € f&'9 &9 Ae™V UwiHa €T fAgg J9d IAT ¥ AV UwiAs & Ae
9 AT J18Y AU UHiAS € fAdg d9s 3 e “Set” ¥¢5 ‘T AfBF d31"Tabs” &5
feyret feet J1

&<: “Default tab stops” € J&T 5=t 289 €T fAdd J9d I fgede =59 (0.5°) 3 Fgn3t
ST A Uniiies 89 ST Ae g Aae 7 | Ufee € 5% 3% (fAs” 7cm »ife) 39 fagurfas
J9d AT OF =59 € fAdad a9 Aae J fAg cg gt J1

6.“OK”" @I afeT a3 | 2 &3 Fgric & 387 W& 7Y (L) s 5% famfss i3t =,
H3®Y ¢¥ ATV UHHG OF Urins €3 Ae At aet J | ge AT gt o a eg@e 9 37
FIHT MTUS T HPATST 8 UritHes 3 »aist <8 A Utas €3 #U a9 Ar=ar | 3 feg
3ISt HAfa® & I8 < gger J!
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d
Tab stop position: Default tab stops:
fo.s" =
H Tab stops o be cleared:
Alignment
i Left " Center " Right
i~ Decimal " Bar
Leader
i+ 1 Mone - -
-
Sek I Zlear I Clear all I
| Ok I Cancel I
Figure 2

&< : 359 3 83T ynrfee €32 afsq J9d =F AT €9 He UwiHs § Ae 93 Aa< T |
g< f€q a2 IgHT §F, g9 Sane T J9 M3 Med €9 | 8¢ a9 fd Barag Sane
MUE Wiy Uardre €t 39 grare J famrm I, €W Aeta &% fAameT 3Rt “Tabs Dialog box
feg fAag ataT 7 |

]

Joa fafer=r & &3 :
1 Jor fedt f8e® 97§ (29 @7 S92 Iu8 BEl Aag € 39 €3 fagm famr 9)
Left-aligned Centered Right-aligned I_De‘:ima' -
-:EIL_L!___I-—J;s!_
; - Student’s:Name -  First-Test |- Second-Test - TOTAL - + REMARK
_ - Anita Chopra - 2342 - 5411 - 7753+ + Passed|
~ +Shruti Tandon - 17.34 -+ 2997 -+ 4731+ 1 Passed|
. “+ Mehek Wadhwa - 1201 -+ 1787 -+ 2988+ 1 Fuiledy
l -+ Anuj Yadav - 2576 -+ 6511 -+ 9087+ 1+ Passed(
" = Vishwank Arora - 1023 -+ 1983 -7 3006~ + Failed|
L gtlcl:;:kto select the type of tab IS ;:.edrng click Lahl:eg‘;galfﬁ're Lr;d%?éing
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2. |se3 AN et =93 Jod fen ga € feq um “Tag@ me gee ” & g2 | fen
Fgne & TOC_{your name} € 3™ &% A< dd | AT fen & »@@t mifgwm feg
FI3T1

H&TAS (ASSESSMENT)

BT =T g9

1. € 293 Bar39 Sane § fed A frmrer =ar f&'9 335 &t i3t 7 Aget J1
2. U9re Jgy v Jo" GumEy J
3. fse®e 2¥ mev Udtms g |
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AHS 2: 989 How dda ( Managing Headers)

39 €7 ¢deH AT IR I6 7 UH € A9 3 Gud ii® Sishdr Aretr o | fer fee
™ 39 €°3 H'3=YTs Areardt gt T fae fa quat A faurgene e &™), 41, UA 849,
BT T & »fe | feg a0 3 A MAS STIHE U39 I MBITJeT J |

Jor fegdt Gergae <% 24

I e s
F.
I Application Form, June 2012
23] First Name:
h
| LastName: 5
4 ast Name: 5
= [ = Lovzal =
4 | i | »
Page:1ofl ||[EEAE = = 100% (- [ ) {F) .

Figure3

8ugd sTgHe ST 39 & &< ad; TEes “Application From, June 2012” feR STgHe € AT
UAT {9 mrivs &g Av<ar

fen mfemmr fe'g gt sTaie 9 939 A 95T fRYdT |

J39 3% AH 996 M3 AHSS BTt <93 UnHd ST feq s=r s/gHe 88 |
1. Ribbon €3 Insert <& €3 afsa a3

2. Header & Footer Y fE9 Header vuns €°F afsq a9 | fae fa I& feyrfenr fapur
ol

Insert Header

.g ; S~
e By
- Homa Inzert Page Layout References Mailings Raview

e DB D S

A Bookmarl:

Baturgtt - Micrasoft Ward =R

3 j j "A=| 5] Quiocpars - (& slgnature Line > | T Equation =
= =k A werarrs (3 Date &g €2 syl *

= Table || Pidure Ciip Shape: SmartAt Chart 2 Headzr Fogter  Page Teut: 2 :
= Page Break - At - {4 Crossreference - * Humbere| Boxe = Dicplap  Pgd Object -
Pages Tables Tustrations Links Headar & Foater Test Symbols
Figure 4

3feT saU 3765 fene feuret feet T 7 fa ufos™ ot ygazs 939 »munsT &t gat
JI(3A<T I57)
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i ey 4 A= kS e
EREL = 2o T 2
-t 'moler  Bmor e uben Weoedi poation Yy
r Mt = | oo - Pamt ot -

Rk et
]
P i e [ ]
- U
S e
ol
Figure 5

g< fene f&9 fan ufgs™ ygzs mruns & eus 995 €t dfin g9 W3 3gHe & 939
gar feg ses= & =4 |

ST J59 gt feg far 1 & €°3 “Page Number” € JoT »i@elaHe § g€ o UHA &899
TS &d AaE J | “Page Number” W™uRs € 3&™ “Format Page Numbers...” ‘3 Sf&d gaar

IH UH $99 €@ $9d 790 <t 998 HA< 7 | “Page Number Format” 3TemsTar 7aH J&T
WMEHTg ferer T :

21
Mumber format:  FINEECANNEGGENGNGEN——— - |

™ Include chapter number

Chapter skarts with style: IHeadir.g 1 LI
Use separator: I {hypher) LI
Examples: 1-1, 1-4

Page numbering

i Conktinue From previous section

" Skart at: | E

Figure 6

“Insert” I Y € Jo~ BUBET “Date & Time " MUAS & BT dad IHT HIT M3 Av™ =F
TS 9d AA< J | IAT 3¢ MI e & BT Gus gy Tove fe 9 vt e9He IS Aae T |
AT 939 & 9 IfFY e AT JTt IA<LIT < €4S Jd A< J | feg murs feg fag
T&3T Y Aufed T AaE! J A€ 398 Juat AT fEq feee €7 a1 eu® J9s ©f 3 gef
T
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“Insert” J@YU & I “Picture” M3 “Clip Art ” WURS € 393 Jdd fed IA<Ia A"
IfBY 7ge TS JI6 S A I | STIHE fRT M ses= § =4 :

1. | fuest mifgnm f&9 A= 13T aret eets (TOC_{your name}) & & 14" UH

WU AT € &™H 7% J3d HaWa © f[fo Aeg flfega=r s fe€ Ifteade 3
feq &3t 8aBs g9 A" A UTH 83 fe'a 3n=ta =93 (Insert->Picture) TE1s &

=

HE dd|

H&TIE (ASSESSMENT)

Y%t greT g9

1) € 93" 999 U7 €9 A9 3 QUg Areadt § »US MY ETYS J9& BTt
I3t A7 Aaet 7 |
2) fesnde 2g @ fe9 IOV & Jor 339 MURS GusET I

d&T gy fef
1. fan 5 nreéir €t get 976 7 J39 &dtur € fe'g A3ty A AT 05 |
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ARG 3: 8¢9 HoH ddaT (Managing Footers)

YO AT d7dT

ged U cane AT 3T I 7 UF € AF 3 Jo& I7aT i[9 As Ji3t Avet § M3 sTgHe &
g A 29 gadtet A7 et T | wmmxw@z?wmxw@zwzﬂm

@ergde BEt, A9 IAT fo'q Sane g g €T 9ge T, 3T IAT A §F € & JI39 ot
93" A9 HTHS Jd AAE J M3 UH $¥d TUS dda BTl §¢d MTUASG ©f 93 13T AT Ad<!
J1 feg sTgHe & fey & e 3 falfes s @er T |

SgHe f<9 27 (footer) T J9& BeT, =95 YA AT <9 fed 5= 3/gHe 48

1. “Ribbon” 3° Insert 29 €3 afsq 9 |

2. “Header & Footer” aig’y f&9" “Footer” »mums & g< | fAs” Jov fewfenr

Insert Footer

@H” b Document] - Wgrosodt Wond =X
Home | Inset | Pagelayout  References  Mailings  Review  View @

B Cover Page~ Lj) )ﬁ “ 8, Hpeiink ==5| j j (A | 2] QuickParts * | Signature Line =TT Equation ~
vl =l ™ 1 "
) Blank Fage — U'J = A Bookmark = | ¢ Awordit-  (Fosteatme £ symbol
i || Table | Piture Chp Shapumnhrt Chatt Header Focker  Fage  Tet
o Page Bres " At ) Cross-reference. - »  Mumbar  Eoxr o= Orop Cap Mg Object -
Fages Tables Dlustrations Links Header & Footer Tet Symbal

Figure 7

3. f€F s97u 38% fene fenet I 7 ufgsT 3 Yz ged Murs™ & Fet € ANT J |

4. g geq gatm ¥ &9 3t i3 mim, Uw &99, 3A<te 3 B Y wige eu® J9s <F
dfan a9 w3 ge8=e § =4 |

CIEL R

Joatr fafgnmer & a9

B3t &

|fafemr=r

1

“Influence of Gandhiji on Youth Today” €3 fe'& Ua €7 macta® 576 | arat At <t
fe'a A<t eus g9 M3 939 ST eeles Tu® qdiged &9 MusT s a&™
w3 W3t ey 3 1ferm & Gandhiji_{your Name} € s 5% AT &9 | fie a9 femr
MITB & MUS AT € & § UBTdS BEF AXT &3 | IHt fen Iav
“Google docs ” §°3 =t dfaw a9 Haw T |
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H&TIE (ASSESSMENT )

BT greT g9

1. WMIYS MY I Ae @ §3 AT 3° J&T ATSdTd €u® Jd& Bet
I AT T |
2. ged MU fesnge ¢ feg JOY € wuls GusEy T |
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A& 4: ACTEI®H YT a3 (MANAGING STYLES)

ASTEISH AT AeTElS Ae ufgsT ¢t ygmiag AT aneHEas viursT &t @93 We 3° we u3s
5% UPAT ey TH YeHeS a-qwaw@zxﬁaﬂﬁwﬁra | IHt TIF YA AT € Med
@Waﬁmawmaﬁﬁrwf@?maﬂgwmmﬁwm

fe'g AeTI®T § WusTEr W AAH 9T fEdT |

ACTEIST 7% IH 996 BEl, 93 YR He &9 feq s=r =93 I9ne 85,

1. AeTEl®T € gt [y BT “Home” 9 € JaT “Style group”d BFI(3A=IT JaT)

34 Find =

- i Replace

AABBCC|  AaBbCcDdi | AaBbCcDdE  SWN:lidd® AABBCCI AABBCCI AABBCCI

Heading2 | TMommal | Mo Spacing  Headingl  Heading3  Heading 4 Headings | — |Ehange
- “ h . - = g - T |Shyles lig Select -
= B Style Set L
..... a P 000 .
! 0 0 i ! B coler: +
Eonts 3
_:_,‘.n Paragraph Sparcing

Set as Default

Figure &

2 .
Had IHT BUB IU AeTEI® Hen (style sets ) € HET & f¥eT ¥J€ d 3 “Change Styles”
WURS € J&T “Style Set” €3 af8T a3 | TU-2 AeElHT &% €T gU-38% feuret
g4t | (3A<NT J&7)

v mambear AAB assiee

Heading 3 Titke Subtitle

Diefault [Black and White]
Distinctive

Ele gant:

e Styles fram Tempiate

Figure 9

fe'3 I reetsT 9 IfE T J9d fai Aeels & 9< | yar sgn<e fagufag st are de ar
JIT & H3TEd MUS MY g€ A<l
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Josr fafer=r § a3

1. fue® Fms f&9 7 »adta® “Influence of Gandhi ji on Youth Today” geTfemT At €R&
& M3 STIHE T MB IT-1B dT AaHGT §°3 elegant,formal fancy "3y manuscript FeTel®
FeH €t 293" J9& ©f JfH a9 | M3 gE8< § <4 |

HBTAE (ASSESSMENT )
yBt grer 99

1. We 3 We u3lar 578 UM ey T8 YSHa® SIHC § IS8 Bl IHEHE TS
HTUHST I |

N

AT I 29 € Jor GV &t I3 JIId ACTEIH €& AT T |
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AH® 5: STIHE 2UB< ( Document Template)

SUBT M3 TTIHC SUBT, BT STgHC § 996 BEI 3HG € I few g5 7 fa am
HHT@%'E'?W'@HUWUFIWBH@?WWWUEMW
B SH&T AHAIET (sample content), 8 (themes) M J FaE I&I8€wdeE &et Add IHT

grfeGsrer ge@er gige I 3™ 3T IfafH Sude & =93 naw I w3 fige €W Faws &
ged fran fAn feg o= et Agazs I |

fen mifemm fe'g At 3Taie SUBe &% aH FI&T fREdT |

399 <93 YA A9 9 QUBTU Aus Suden § Sy set

1. “File 2 New” €3 afsq g3 | 3u7§ »Har-2 famd € Suden feyre Frar |
(3A<T J&7 ) Berade Bt A99 AT fo'q U39 g€ 9rge § 3+ IAT “Office.com
Templates” A& & J&T “Letters” »TUHG ¥< A< T |

s 3§ 3976 IS 9T HaE® € Adcifede g8 ©f Agas J 3T IHT “Certificates”
RS §< A J | U7 Adeifede cUBen & Het feuret ar=att |

Super studemt certificate High sehool diplama
certificate (Fancy design)  cestificate {F

Preschool diploma (Dots
design)

5 ol giploma Vo izt t
G,
= &3 = | |IT==
>>>>> Day cetificate Elamentary <Lhcc‘ B eatifi for Certifacat: d Saudent of th ith
diploma cetificate ([Ruler stisdent of the rmonth achsevernent certificate
nss,gn
........ = e — ———

Figure 10
ge fen €3 59 afgq aod fan St dude & < |

fe'q Aacifede fes Jor nignad feret Jige It fon Sude § =93 AaE d M3 dee & Aa®
< &, feferragt € o wrfe & ge8% o aReHIH a9 Aae J
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[N AME)

Figure 11

AT FEATEreT 3 g fam € SUBe 37858 F <1 J9 AAE 7 | g¥ S gAEleT # He3 fY
SUBeH T UHaH a9 e Is 89 feg g&:-

office.microsoft.com/templates
www.thepapermillstore.com
openoffice.blogs.com/openoffice/templates/
www.docstoc.com

AT HH, IQEBT MI TUBe § TI3< Bel ©F fAde ISty SEAEler 7 ISt BF
Wa?;?ifem?aaﬂa—eal

Sudze €3 miurfaz sTgHe feq a= sTgHe g8 578 AT ANT w3 fHoss 99T Aae T
faSfa saite & feafes oas B8t SIIE =& Frar i ufasT 7t 91 gfeonm T | gt @asr
mxmmaﬁm—uﬁﬁmwscqwgo%wm A f ™ gvrar g8
Sude & ICEB3 ch,mgﬁﬁﬁﬂﬁmmgwwwww
AaE J | A8 3 Ufg®™ 3078 € s/gHe I8 & 83 7 7 Sude € 337 AN a7 |

3¢ IH feT nH ST e ITT cUBe & e 8E T, Ud Ag & A U feu fa gt fem &

fa& Aiw g9€ T | File > Save As §°F SBd a3 W 2ude w & fe6 | “Save as type:”
39V 37G% fene f&9° “ Word Template” § §< |

&< ad fa feg fE'a “Templates* 3™ €T THIT HElAd ATee =93 ©x 9 T | A9 IAT MuS
"SuBe § BF A9 €3 A= g€ I 3T mAT “My templates” JeTfaret € few Sude § =ue
W J=7aT |
fen et Grg g 3 “Save” €3 afd T aq |

g SUBT § TI3T BT File> New €3 IfET I | “My templates” €3 7§ w3 fa=
It 3t A% 38 Ja€ T AT EEH {your name}Invoice SUBE H IHT g gSfenm I &

S s

YT |

GH & g M3 OK B3 AfBT &J |

3< ad fa feg fe'q s=r s/gi'e T w3 feg Sude &dt 7 | fen &t gt g It 3u8 Mue
Sude §3 mufa3 f£q = sTaic gefenT J | g€ A¢ IH fen sTgHe § AT q9e J
3™ feg "™ .docx IS =7IT A= T ATET I

155



Je8T fafer=r & a9

1 feegd e 3 cUBe § I8EBT I M3 T3 |

2. < AT fea=fen (invoice) T ude g=7Q4r | fes<fen (invoice) fAde fe'a
Fgne €t fand 7, fAn 3% Ae egie I €1 Agds J M3 + fa g =9 =79
gErfemT 7A7=ar | 87€1® UM {your name} Invoice 5™ &% A< &9 |

fes<fen (invoice) § fa=e* gerfenr Arer T €3 AT3: At fea<fen § Wy 3 gar
fSessAae & m,ws’rmggzal

fes<fer @ I3 f[SU 3U 3BT I T I AIET T : ( ITTST UTS ™, UIT, THBIeE M3 TE
WI Had GUBFT T 37 ITST I WS H), FE “Invoice” AT “Bill”’ A 39 €T UAT AI I
€ua fay 7re 5, fed fea<fen &99 (feu feq 95 four 531 &99 7 7 IAt g2t Tue T
feg g9 fea<fen et Syar g gateT 9 ), e feas<fen Hat, 3oty ga3™s Ha3™ A7
fast AsEt 3u8 gA=S™s d13 AE € A J | §¥gde & “COD”, “Cash”, “30 days” mrfe
| FTTST AT AT IBTEE SH WMI MSd A, “Our Ref#” AT “ Our Reference” ( feg It nru=r
JCHE &9d 99 AdY d Had IAt fes<fen 3 ufgs™ Iers AGt a3t I 1) “Your Ref# A “
Customer Ref ”(3U™8 Imdd €797 HAd 3d7g HAleS € WG9 AT oH € »as 83 ns, fe g
397§ PO A" WO number 99 39T Id1eT § 3T A ardd 3081 feas=fen § mus ye &
UUd I9d 7% THST AT |

fes<=fen g731 (invoice body)é’fe”—u'wwéa?ﬁw’rmwe’raaafrfr@ﬁe’r HTIdT, iU
o fearet, s Y3t ufae, Tydt-2udt THg 3T IS o, I AdeT J | Ae= e'mr&;fe—u'
mwwnwwﬁwwmmwm | AT A'EddT & 9% © U fe9
mﬁgmmalgﬂ?mmwwa,fwwmmww@zﬁmm
TUT Aeadt €€ g9t A9t A€ IHT SUBT & TIIT § M3 HBSIUT T&'S (invoice)
gERE T | 9875 (invoice) g7 f<T I3 meter € &% I (Total Amount ) T AET J |
FII37® TT geETfe3T (Payment instructions) (fRge Aag Agdt 9= | feg yruz 937§ Exer
J fawuS 99 @7 gaI37s fa< J95T 7, fan & W3d A I9d Ad&T J wTfe | Add IAT WA Jue
T fa 399s &a 2aTART T 3= 3T IS fEF wueT Y MA@ &99 MI Frot &t
ArEgTdt €St gdter J1) gar feusham “Other comments” (Stotedt JeTfedT, & TUR
3, gerfenT gargTs st wfel)

HBTIE (ASSESSMENT )

TS greT g9

1. A =~ Frl_- =§- A =~ =:. E‘r ﬁn Y aﬁ |

2. €3 mufez f€q a= sgHe g8 &% IAt g9 Aoe 7 fa@fa
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RS 6: UH M3 AaAS 99 &'% a4 Jda7 ( Working With Page and Section Breaks )

AYU3 A'SdTat

U (Page) M3 HIH& €3 (Section breaks) € @93 feq sTgHe & AaHs f€9 W& I d96 Bet J13T
7T Al T | 799 AT STgH< fT9 fE'q 5= UF HY d96T 97« J 3T AT UH §9d (Page Break) &
I3 AT 7 | feq s/gne &9 € Aans 7S 91 I35 STt IAT HaHG 99 (Section breaks) & <93
Aaw T | Gegds Eﬁgﬁfea&lﬁmwe?w@?xgwéwwaama | gHT
WUE FTIHC ST MBI AgHs & 397 wgmwmaw#mwx@rwmﬁmly
Hg 9= f€F Aans e IAT »US STgHe €7 YI™ I59 M3 §¢d 9T =1 AT J | Gegde &t
Hod Al feq ane 8 97 34 I M3 37 IAt fwles feeant, o3 GRfHar , Auds Hie mirfe wet

MBI-2 AIHS 9T AT o |

g99W (breaks) 5% IH TI& BET, T95 YA 19 [ 9 € 5=™ 3TgHe 4% M3 I¥ g eI T3 |
Hdd U6 ©AT &= UH IdteT J 3T Page Layout <9 f&'9 UH 939 (page break) Wuns & 9
|

A. fggs €3 Page Layout €3 afsa a9 |

B. “Page Setup “ 3@V fe9 “Breaks” »muws €3 afsa a9 | (IA<IT To™ I)

Breaks
Page Layout Tab
I.-'-..’I. do -0 o n'E
-J" Home  Imett  Pagelyoul | Aefespm Main 'S
A SIETLE | = |_i J o Bois = y '-’{| 1 Indent f:l_:ll:n] 5:
e || e Humbess  —  — = Bl 02 Tl A = o .
Thimei Marging Danlation Si  Coduam Walermaik Page  Pagu i Biingts Tadta T Hign -
|EII=L:|' i - - - ¥ Hrgheation - . :v':" 5:;,,: B3 Bk 0 S ;:Jllll Gl 4 2
Them: Fape Setup E Page Bareground Pargrach 5 AInge
Figure 12

C.) m& -2 fami™ by g3an (breaks) MTUAsT &% f€q 3TU 3765 fene fenet 7 | w9
fam €t U W3 Fows g9a set fenfnr fa'gt aret T |

Fane fe9 fa3 <t aggenst Uw e 3 A7 U & Hg™3 996 BTt ffF UH 999 s Jist
A At T |

feq s=" Um g=g< &t IAt M'ed 9e5 T8 J Y AAE I M3 JIHd e Bels 3 gl BEs
T AET T A 3F €T 527 UF Y &4t T ATET | UT HAd IHT YIE UH g e AsE T
Ir &S UH @7 de¢ MuE My fage T Ar<=ar!

feg fadt mifr 3° go< ®et feq MAs a1 9- UA 999 § <93 »3 €9 a=" A §g a9 |
M UA 999 & ST TII AAE J A Al feg Uar qasrsge d fa fem e mue tm € A9 &
€3 fe'q = Jued A" Ag-Jfsar wuE MU B T A= |
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|',-_—=_'| Breaks = |
Page Breaks

Page
[ Mark the point at which one page ends
and the next page begins.

) L

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

% Hl]l_’

Section Breaks

HNext Page
Insert a section break and start the new
section on the next page.

Il L

Conftinuous
Insert a section break and start the new
section on the same page.

i

Ewven Page
Insert a section break and start the new
== section on the next even-numbered page.

|

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

bR

Figure 13

3TF FIHC § TIHE JI& BT HAHG 999 BYAIBUS Azt I | fegar € =93 7% gt
WET-2 TIT M §eT, MBIT-2 T &< ST, TBH™ T Bwe guweT, TY-2 e Bt
wwmwwwmm?fﬁ'wﬁ@nmﬁ?Wﬁw@?ﬁ
TS AT At 7 | AR S99 § <9deT e @3 Un @ 9 fex ger stgie Je et 39 I

AOHG 99 STIHC de ¢ B SgHICTT § Jed® Jdel J o fedd widr fuger J, Ae 34 feg
Al HoHG 999 §'3 341 UgT Arer | T Ude Bt Add 3U'3 3% Ud 499 3 M3 Ur 99 8
€3 fars 999 578 10 UA™ €7 S'gH e J 3T 3 399 UH §°3 AaHs 99, U 1, 2 M3 3 &t
SIHTETT § Ted® qdet J AC fa Un §99 8 ©3 AaHs 999 U 4 38 3T granfear & dea®
FIeT T |

feg Sy et fa fag erovfear Ia<t T w3 ¥3H It T 77 €9aT & SIBie I96 BTt ITS
feg Sye St 83 T fa faT 305t Aaws 999 7™ UH 999 ©HS o3t aret T | fons /U 994
& 2y B “Paragraph” Aams € f&9 “Home 7 &9 € €3 “Show/Hide ” 925 €°3 afsa
q9 | IT FIHC [T Hans/Ud 99d feue A7e 75 |

1. Section/Page break €3 afs's a9
2. S J189s 3 “Delete” & €98 M3 AAHS/UH 99 € ATer J1

e Tt 30 e UA fE'9 U 97959 AH® s ©f 83 d< A" 8 SHAY Gdtiens fee fea
9% Udeede Gatiens € fT9 gat 3'gHe 578, IH § MA'S 58T HET HaWs 999 ©f
I3 I |
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]

Joat fafern=r & a9

1. U M3 HaHs §9 976 |

2. U M3 HaAs 99 Si8te aq |

3. fea a=r ITgHe 8% | MUS UH § & ar®HT feg 31 (Page Layout->Columns)

nygTg feg feq 84 86 w3 fon feg 99 | Sane &9 faF =t &Y Tod I Ua
99d & <93 & IfAN d9 |

feq = sTgHe ¥B | WTUS AESd MYETd ©F HIdY B8 IHaHs 99 & =93 M3
“Newspaper_{_{your name} ” &7 A< &3 M3 MTUT 3TgH < fJe 39 |

HBTAS (ASSESSMENT)

yrBt
1.

w N

o

grET gd:
"3 §9 feq sTgie § Hans feu T3 BTt =93 7 AAE I&
|
UH 99 € <93 ddd It fY-=Y 93T AIE T |
fea haws g sTgHe d<e &t qed® e I + fegd J A

3 feg gd AaAs 3T &9t uggeT |

HaHs/Ud 99 § 2y BE ges 83 Ifs T a9 |
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ARG 7: Idd2d SIHE MUBTEL JdaT ( Applying Character Formats)

Had 3T fefarimad d¢e 57% cane §9 927 ad § 3™ 3T I¥ Jdded™ BT UTH granfear
T3 € BJ Il T | IIAST eIHfedl e gdded AT mae §°3 mumTet 13t AT A<t J1
fen Ane fe'9 At Jdded eranfedr & 96 g9 fAEar |

Fdded TINTEIT 5% IH FI&T (Working with Character Formatting )

Water is a chemical substance with the chemical formula H20. A water molecule contains
one oxygen and  two hydrogen atoms  connected by covalent bonds. Water s
a liquid at ambient conditions, but it often co-exists on Earth with its solid state, ice,
and gaseous state (water vapor or steam). Water also exists in aliquid crystal state
near hydrophilic surfaces. The density of water is 1,000 kg/m3.

Jdded SIHTETT 8% oIH 9d& BEt :

A) =98 YA FT 9 feq = g 88 w3 Jor fe3T Ugrgre ey aq:

J< 9E8'< Jd& BT TS IIACIH § J&T [eU™® WEH SOHC 96 ©f B3 J | AT ear
fa few Ugrare € g% Hue §%3, I fecfsd, I W3IBS, I¥ JaET M3 g9 €f Aq"
fe'g gust I8t T (guanafaue w3 Ag-Aafaue)

B). STgr< ffT a<ce €3 Tanfedr musTel ad& et IuTd AYUI HYE AT AT € AHY
?;Gw(select)aﬂtﬂ?zrl

feq added A" HEE & IEBe BT IO MURST 8 93 a9

Font Face: ¢aAe § 926 3 gmiE fe3 aIE @2 &9 yH ¢ Aefes & ge& Bet 3973
gz Py T fe'g de @ s €3 afed 95 € Aga3 7 |

Font Size: ¢ame & ¥e& 3 gmie &3t aret a3 € &9y @2 Aele § 9<& BTt
mwmgﬁ—u’wm@?qmq 95 € Aga3 7 |

WATER is a chemical substance with the chemical formula H-O. A water molecule contains

one oxygen and two hydrogen atoms connected by covalent bonds. Water is a liquid at ambient
conditions, but it often co-exists on Earth with its solid stafe, ice, and gaseous state (water
vapor or steam). WATER also exists in a liquid crystal state near hydrophilic surfaces. The
density of water is 1,000 kg.fme.
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Grow Font: aAe & ge& 3 e fagurfas ynifee enmar igerde Al 3’ S AEid &
<3 596 BT FUS S YU ¥ [SumEias [ €3 a8 d q95 € Agas J I

Shrink Font: ame & 9<& 3 e fasaufal yfee enar Hger e AEiA ' S AEIH &
£¢T 395 BT ITG S AP U & fSmMEtas €3 - [a 96 €t Hgaa J |

Strikethrough: ¢ame & ¥&& 3 ™€ < I ¢aAC & HU R T e (Aeaeid §9) BEt 3T
e Igu T fSgnmdlas @3 afg abe st Agaz T

Subscript: A § IS& 3 T TS I dIT <AAC § M™ cTAC UHHa 3 JoT Jd6 BeT
IUS STIGU T 9 welas  x. €3 a3 a9 S Agaxz J |

Superscript: SaAE & & 3 T IS JIT CAAC § MH ¢aHe Udins 3 €9 J9s et
IUS ST IPU T T wetas X B3 afsd a9 & Agas J |

Calibri {Body) 11 | A A 13_'/
B 7 U - ahe x, x‘AavaE?v&v
Font |

Figure 14

Sentence case.
lowercase
UPPERCASE

Capitalize Each Word

tOGGLE cASE

Figure 15

Clear Formatting: I®Md STIHTEdT € I3 IS ¥ SdAC ©f qdded eranfedr (fas fa
Bold, Italics ,Underline, font face & size, superscript & subscript Wrfe) & a8tig J95 et di3t
ATel J1 IdFeT TIHIEAT S IR BT A § IS M3 e agu e f[ee || wetas €3
BT I

TextnghllghtCoIour H99'S's I9T IS Bl fen vuns & =93 Ifeg a9 Es?rcomc L
MIde IJguv fev s [ - @?oueso«a‘o'lm-euome’@?a@?? 3 afsd
d9d IHT SAarE' T IaT g AaE I

Font Colour: dHe €T 33T Ie8< et fer »iuns & <93 16T a9a &et cane § g€ M3 @<
gy e &g metas & - @?arf&—oraa’lwsﬁawe@%aﬁ?;w@?qmq Jdd IHT SAHC
JI IS HAC T |

161



Change Case: SIFC dH § TF MYd™ AT 8¢ Myd" ST ge&<E Be ¥95 YA A A3T
AUfegT aaer J | gﬁwkﬁmmawmmawweuﬁwma“mm
Group” 3& “Change Case” € S93° 599 =57 &4 Aae T | o7 q95 et ¢aen § 96 3
I ITS SCIGU T fRT J, - |Melds € @3 afsaqas et 83T |

Sentence case: 3IU G MURS € &9 fer »rurds § g5 €3 92 98 9 © ufgd rae
T fe9 ufg®™ niyg @3 »iyg (Uppercase) f[f9 g€ A=ar |

Lowercase: 97U 379& niuns € &5 fer viums § g6 €73 gfen famrr 2ame €2 »ive™
(Lowercase) f&'T ge% A™=ar |

UPPERCASE: 394 3785 MUns € fe¥ fer muns § g<& €3 gfenr famur Same 3
»ya™ (UPPERCASE) fe'9 €% A™=dr |

Capitalize Each Word: 39U 39% nurs € i[9 fernmums § ges €3 ge a sa e
A9 HEeT f@9 ufgsT Wiyg €3 »yd™ (UPPERCASE) fe9 ge&% A™=dr |

tOGGLE cASE: 39U 378® »urs € &9 fen muns § ges €3 s aR sa feg &<
MYT T YT =9 998 Aadr W3 EF WYd 8¢ WydT =9 598 7 |

Jor fagtu fafaumear a9 -
53t&. | fafeu=r
1 g¢ 3° €% (Change font face)

2 &C HTEtd g€ (Change font size)

3 &'¢ Ja1 5¥& (Change font color)
4 SaHe & IrEtsTEte a9 (Highlight text)
5 ¢JeH oH 9€% (Change text case)

6 fugst mifgwm fe'g g=mfenm sTaie  Newspaper_{your name} €9r &5 | fEH
mfg f&9 fY I8 99 Jdded eare €t 293 add MTUS WMTaela® © ufad
UH § AAE | ITgne € Ud 1 T fie 3§ 3 fuses ivs feg =8 ok fle s
fer &t IBaT AT |
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H&'d< (ASSESSMENT)

yBtgrar ga:

1.

2ane ©f 9 96 SUd3 3US HgeT 8¢ AEld 3 TU Mdd € eS¢ g8 BEt 8¢

gV feg €3 I T d9s € 7ga3s J |
»Yyg € eoHfedr & Jerg< &et, Sane €t 9 a9 M3 e PV feg 3
IfsT AT |

ges €3 9 ¥ Tr9 @ ufa® mue € fe9 ufgsT »iyg €3 wiyd feg
U8 d'<dl |

-~

Hr<dl" |
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AHS 8 : Ireta® Mrande M3 fegHedns eu&T agaT ( Inserting Graphical

Objects and Illustrations)

el T79 Ae AT feq caatas fatde A fsGadeg 7 fe8 ST fa ensr § usa faue T
3 fen € &9 grfean E™ ¥ fami™ AHE J9aT eRg=d & J9 fesgny geT feer J |
feq casta® fauge fe gHt agude € JagraTdt € gre A 3BT HATS AHS 5T
gIe J | ﬂ?iﬁf&?ﬁ;@mwuﬁwwwamf@?ﬁmwx
ATST Jdd MET HEd Uﬁﬁﬁéﬁfwwmwmwwaﬂ?awm
fegaT grfean & ITaie © ST 985 905 ©f AgS3 799 5 <95 YATHAT Ydd™ € Hed3T
MI AA3T T |

wHT fAge arfean fena & I »ue WAw ST 985 a4t J9 AaE, U AT WY WA =93,
9T Udede M3 Gus mirfen grt™ e fenmz=r fE'9 985 a9 &t mirfamr fee o5 | feg
femmar=T »iny 39 €°3 Gadd<e “objects” T ATSIHT ATEMHT I% | feg Gadde Bagqr fan
<t fami €t J Aaet 9 7 fa afu@eg efes =a° gt A Aaet 71 Ag's, Mefaa, sarfear,
mmwmmmmﬁﬁgﬁwmmwm
&% fia &g e T |

XA WWK%&%’W(Embeddmg)&WW?WW@?UWﬁW
Wﬁm(lunkung)mmamm’@?mom gdat J | U
(Readers) 7 f&a® »rarde & WaHA 96 ©f AfAH J9 I I& OF IS MBI eEH e
Ffedae MIH H Agd 9T IdieT J A BH »ende § @€t J | GAe" H3®9 I AaeT J fa
f&as Gariae § Tue Bt Bus d® IUTST U935 SIEIT T HIARA JST IUET |
fmeT39 <93 YAWT € IF Clip Arts, Shapes, pictures, charts »fe € gy fe's €eae eus
95 € AgH3 uelalmwmxmwmw@zzWﬁmaa
Faet I | afsy mge SgHe ffeg =33 MWW?WWUW&H
Eergde Bt Had ﬁwmxﬁwﬁmw@?@geawgﬁmmg
&% AfBY »de fAs Irgd M3 €8 wfe <93 A< J|

3T =93 YAHg € <9 gt IfB YU nirge Izt ©F <93 a9 Aae 7, It S gAele 3 St afsy

e & SEEBF Jd AdE J | I¥ < gAEIeT fAUaT d% He3 ATB Y »deH I&:
o www.openclipart.org

o www.pdclipart.org

o www.clker.com

o www.freeclipartnow.com

www.wpclipart.com

mmﬁgﬁmwxmml
feq sghe <9 IfBY Mae & T I35 Bt :
) T3 YA e fe g feq = g e 43|
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1. “Ribbon” €3 “Insert tab” €3 afgq 91

Clip Art
Insert
Ep‘ = imentt - Microsaft Word = s
Haome Insert Page Layaut Feferences Mazilings Paview View Lol
2 Cover Page - --—'I | E _".’ Shapes T @ =] Header - A 3l ouickPars » 2%~ | T Equation =
i = j =
|_] Blank Page I =" F|SmartArt = Footer~ Al wordart- 5 2 Symbal =
= Table || Picture dip o Links Text 2 .
=, Page Brazk - et gl Chart - #] Page Mumber » Box~ —==DigpCa L
Pages ables llustrations Header & Feater =1 symibols
Figure 16

2. fegwedws @y (lllustrations group) fee “Clip Art” Wruns €3 afad 99 | (IR
JoT T )

3. &Y nrde Task Pane feymet €291 | AIY g9 feg IfBY wde deadt 5™ I3
WMI Go €3 AT a9 | Gergde Bet Add IAT fea BT fesnde ddaT 9 g 7 I+
Hd9 9N feu &1 f&g W3 Go €3 afsa a9 |

4. feq =9 3t Go €3 Ifd T J9v T (IF=IT 17), B IT d1=d3 &'% HBeT afsy
wde &% feq fes feret J1 (3In<1a 18)

Clip Art ER
Search For:

Search in:
Selecked colleckions -

RPesules should b

All media Fil= bypes -

5] owaonize clips...
Ty Clip art on Sffce Snlins

¢ Tips For Finding clhips

Figure 17
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Clip Art e e
Search For:

loga Go
Search in:

all collections G
Results should be:

Selected media file bypes -

VIR

8] ©rganize clips...

o:—a Clip art on OFfice Cnline

& Tips For Finding clips

Figure 18
W afgy e § dac a4 fAust It =93 I9e I, fon €3 595 afesa ad »3 feg
3T TIHC feg TUS T A=A | J€ Je IS fed fadt Ifsunge et agaz get T A fa
T97 YANd MuBtans feg Guasy adt gehnr g5 | wifag anr feg gt Sareler €3
fefae a9 mae T 7 fa afd Y wMde € Unaw aaei™ I& fa= fa OpenClipart.org [

g< gHT FEATEIe 3 @Y wae S8EHSF JdaT HEdl M3 feng »ue sane feg =93
I

b) www.openclipart.org 3° &Y mMae ITEEHT JI& Bet
29 g'8wa ¥B, M3d H g9 feg www.openclipart.org f&8 3 #ieg e9€ |

SHT T EATEIe €3 CUB T AIW gaH wTUST 83 H3Ed af3 U nde € HEl 2T BT T93
Ade § | 8€Ude &et A9 gan few School Bag f&% »3 Search €3 afsd a3 | 3u7d
Jo MEH'd J1=ds AGS 89T 578 fHee afsy »irae e gat feuret ar=att |

Clipart search results for "School bag" &

Bag Bag School bag
' by biswajyotim by blswahonm by Kib
29.08 2007 lrla 200 01.09.2 ﬂ]L‘
A = 120570 'L.‘ 14855 u & 7433500
1
School Bag Rucksack
by gsaqriod
14 9. ’”71 1
£ 128401

"‘FdE\fIE‘S
g At €W afsy »ae § g Aae I fAng 3t ufie agv J, few § »rue dfues €3
FE58T J7 W3 =93 YR Y feu 8¢ MUAs =93 & fen & €u® J9 Aaw J1

Figure 19
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]

Joat fafgnrmer & ag
»3t &| fafer=r
1 Fane feg afsy g W3 IRt eus aq |
2 feq sraie 8% 1af® U mrge f&9 “Birthday Balloons” &€t A9 a9 | 7 Gus¥U
ga=fen fapar § €7 feS° fea & A@de a3 W3 ufgeg € feq Hag et AaH
fes aaz e feqg A g6 |
3 feega e 3 IF AfB YU »den 38EBF A9 M3 Ud3 fe=n (Earth Day) €3 fex

ied fsafes a9 | fer wifgwm feg gt fige S3tet gnster ot orus a9 |
IH AYUI 2IAC MIBT wifgH f&9 eu® Jadr |

H&TaE ( ASSESSMENT )

BT greT g9

1. feq nrarae § fe8fsar (Embedding) d9aT sgHe & g=@er
Ae fg fe'q mranae & f&faar (linking) mraviae e€ls § Igie et fe'g

Faet T |

2. Usd (Readers) 7 f&a3 mrariae & WIHA J9& € IHH I3 3J 76 OF I ST
ar Agd I gieT I 7 OF mrarde § sTEE I |

3. afBy mMae SIHE & E] ge8e feg Hee a9
Aaet 7 |

4. &Y wrae fesnde 29 feg fegHeIRS IV & 3fa3 Gumay
Jet Il

J&T gy fef€

1.

2.

Jet € LIAEIE € gt 578 7 He3 AfBY Mde UH JaetT I |

93 YA THar Areeen@ feg mrandaen at I5 ?
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AR® 9 : daAC dfUar ( Text Wrapping)

fuest rifgm fe'e 3wt arfean w3 fegredns § eus agaT Afum I | grt fas age T
ﬁsﬂeﬂafe—emk?wm%gﬁmamewfem@wwwm
us?awwga?a?gﬁmemmfe—orwchae-&e Tl

dT IHt Sane HAA & AUfse Ifenm §79€ § 37 7 ¥¥ U™H Sane € a1 d= M3 Bn 3 g
grfedn € A UTH A7dt 99 ? & AT Sane § A UH JI'fedn € Ug 9%'geT 9ge J ¢ feg
ATdtH™ WruRaT Fg< 98 7 fa Sare JU »urs frost 3wt gee 7 €0 €73 foasg aaehn
IS |

8% ot ger A<’ grfean In<1T gg3 famer gt 7 @351 7 ? 3Tgne f<9 grfean fenm &
mﬁ%mmm?mmuwmWaasumﬁmwec@rﬂa’gl@u
Hod 3H°rsH<|d & g (left mouse click on It)U?W@?WWEW
'3 q2d® I3HH fene g5 | A IHT MU HEH & feus™ I3®H €°3 TUe T 3 Jond 398
J3F (double headed arrow) W3 f&'9 g% Aver & M3 IAT IASIT € M9 § WG A"
TUge Bt I3% § WEd A 999 & FIIT M3 AB T J9 AaE J | fen mfgnm f&e gwt
e IfUar § <93< frAbar |

Apache OpenOffice Writer is the word processor component of the OpenOffice package. It

15 free and 15 available for a variety of Operating Systems including Windows, Linux,
FreeBSD and Solaris. It is capable of opening and saving documents in a variety of formats.

fe'g =" =95 sTgH<e 8 W3 Jor feg ey aq9:

AT A7 37 GUs wirfer Ireted €T AddiarTe (screen shot) ATHS &9 Aae A MuE FfuGed
feg In<to et 4w a9 |

AFEISH™E (screen shot) B &t fed =& <Shift> M3 <Print Screen> dh & €I | Sare &
AH UH g9Hd 38 M3 fed mi" <Ctrl> w3 <V> i § 9§ |

fe'q IA<td B9 Bet, e 3 Ufa®T J9nd 34, Insert 29 €°3 afsa ad »3 lllustrations &
JoT Picture €3 afaa a3 | In<1T BT §787 &3 #3 Insert 83 af@ T 99 |
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Eie Ede Mew Inse Formst Table ool Window  Help fd

BrBEEHe 0  BaR ¥TE - ®-¥ @-o - @E-v @6 T ] e oy
LR Terbody [=] | Garamond 1 [F] B 75 U =[F]== Tz ex< &-% -
= T I S S p—— g ey— — — - rp————— S———— 0T =

Yet if hope has flown away
In s night, or in a dav,
In a wmsion, or in none,

1n it therefore the less gone?
All that we see Or seem

13 but a drearn within a dream.

T stand amid the oas
Of a surf-tormented shore,
And T hold withm my hand
Grains of the golden sand-
How few! vet how thev creep
Through my fingers to the deep,
While T weep-while T weep!
O God! can T nat grasp
Them with a tghter clasp?
O God! can T not save
Croe from the pitiless wave?
s all that we see or seem
But 2 dream within & dream?]

Edgar Allan Fod

; v
Pagel/1 | Default Englsh (USA) |masey |STO |- | i IOBBh |8 e ® [100%

Figure 20

* fear =79 At IR THS &9 fedt 3™ At Insert 29 € Text HaH& 3™ Wrap Text
TUHE 293 o IASId '3 598 AfB T q96 3 g€ caAE § IV Id AAE 7 (IR
J&T 9) Add AT =93 €3 a1 99 37 7, A< € 9< dd fed Format e¥ € J&™
Arrange 319U feg Text Wrapping 394 379% #id & fAdae 99 |

B Bring Forward = |2 A
B4 send Backward - E (€
Eﬂ} Selection Pane _gl R

In Line with Text
Square

Tight

Through

Top and Bottom
Behind Text

In Front of Text

Edit Wrap Points

] B R EE B

More Layout Options...

Figure 21

g TY-2 U MruEsT A= fa Square, Tight, Through »rfe § ge& € afmm a9 w3 3flar feg
dI3 are e § 24 | feq Aadts He A€ fa Square Wmuns =93t aret, Jor feyrfem fapdr

EN

J:
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Fant ) Paragraph o Styles

. L. | Apache OpenQffice Writer is the word processor

| component ofthe OpenOffice package. It is free and is
available for a variety of Operating Systems including
Windows, Linux, FreeBSD and Solaris. It is capable of
opening and saving documents in a viariety of formats.

Figure 22

i

Joatr fafer=r & a9
1 fea In<ta © W& e Zane JU (Wrap) a9 |

2 nifgnm 1 f€'q f&'g ge8 s/gre Gandhiji_{your Name} & && | ardt #F sgt
afad &9 | 7 398 A 3 UM IEt I EHG g M3 U gEsTE i3 ae
nraeta® e fie 6 | MU ITgie § M® a1 5™ Gandhiji2_{your Name} S/gHe
&8 AL d4 |

HBTIE ( ASSESSMENT )

BT g=r 39

1. feg 3n<e § B9 &el, dane © J9Hg 3Y Insert &9 €3 If8 T a3 M3
Ilustrations € J&™ g3 afsaaq |

2. 3IASIT § TYS J9s 3 g€ AT WS S93 d <IAC & JU (wrap) I
Aae J |

doT gy feg

1. =93 UHfHar Areeenis fE9 Gua sy fan f3& =93 3flar (word wrapping) Mmuds™
< got 5276 |
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ARG 10 : wWrEade €% 957 ( Inserting Objects)

grfean fens € &% f€q '/ iAw &9 fart »fonw 735 et 7 un fernsT § sente
®et, T AgeT J fa gAt mrue sTgHe © &9 fan g Arecend Musidns e »As efes 7
AEF efesT § AH® JaaT I 9¢ d< | §ewde et 3nT =95 YAne feg watae. (
PDF) g7fe® AT RUJS Hie (spread sheet) €% od A< T |

fen mifgnm fe'g gt sTaHe fe'g Garden e ads g9 fitdr | Genden Tus J9s
et
o 3T TIF FTIHC UH |

o Inserte¥d v< |
e Text AoW& & I& Object €3 afsa a9 | In<tg 23 &9 feue mignw fFa

SfeOTSTaT AN SHd MTEdTT |
2

Create New I Create from File I

Object type:

:Adobe Acrobat Document

Adobe Acrobat PDFXML Document
Adobe Acrobat Security Settings Document
Bitmap Image

Microsoft Equation 3.0

Microsoft Excel 97-2003 Worksheet
Microsoft Excel Binary Worksheet

Microsoft Excel Chart ﬂ ™ Display as icon
rResult

v, Inserts a new Adobe Acrobat Document object
into your document.

oK I Cancel

Figure 23
e Create from Filecg & g< |
e Browse §3 afea g3 »3 fA=" spread sheet 7 PDF document # 397 afued
€3 Gumaw I & ¥ Open €3 afsa a3 3 feg OK €T afda a9 |
o &2 dd fa# 3gHe GUBET I 8T IUS =95 SN fST A T farum T |

&< : Had gl fe¥3s s/gHe § Wifsec daaT g e g 3 fen €3 sum afdsa ad | few
AT MUBTans § 93  mus My fegd #ifsfear et &% S=ar |

IS QUTEH BaT§ S93 J Y Y faAH™ € STgHe TUS J96 ©f IHH a9 |

1. 933 Garaen § fie aat Fi3T A HaE" T |
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fagsT ferast 3us saie § % foor €W € gfuGes €3 fREsz evlw &
IHET BT AYUI Aeeand Agd B3 JfemT Jer gdter J |

Hdd AT GEHde A (embed) FE€ T, 3™ 3T SIHC € AEH &l @9 ATeT I
w3 feg sTgHe & feqT nicare € 397 8% d9s fe 9 HAfa® e I9< 9 AaeT J |
Had At feq Garde & f&a g9 7, fagsT ferast 7 87 s/ane & 8% faar d 37
87 3% Gariae € MA% TEI € Afg3t 5% J&aHES Agd 9T IdteT J |

i

Joutr fafgr=r & I9

&3t &| fafer=r

1

Zane feg Gadden eus a9 |

H&TIE ( ASSESSMENT )

BT g=T 39

1.
2.

fegss Gunden § fUe JI3T AT AET |

7o gt feq sTgie fe's Garde eus gae T 3™ 3U$ ENE J9s o9 Hafas
W Aaet 7 fagfa
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AW 11 : "YU, 95 w3 U d3ded @H® 35T ( Inserting Shapes,

Symbols and Special Characters)

IH HU MRS (shape option) € 233" &9d §9rde fAgsT € 2Y-2 »ia9 I& fA<’ fa sets,
gfia faGhefoa ium, %9, fegens AU, e8979e U, ATY, §59 M3 I8 M™gen nirfe eus
dd HA< J |

fen mifemm ' At =93 s/gHe <9 HUR &5 X Fa&T fREdT |

HUA 3% &H 996 BT , T93 YA A9 feT feq 5= raie 88 :

1. Ribbon €3 “ Insert ” 29 €3 afs T a9 |

2. lllustrations IFY f5° Shapes »muns €3 afsa a9 | fa=” fa 3In<ta 24 f<9

! feyrfenr T |
Shapes
Insert

lﬂy" = b ogefmentt - Microsoft Word - =X

~ Home Insart Page Layout Refere Mailings Review View '@J

| Cover Page ~ j = r_J.ﬂ; Ly spes - "y =] Header - A & Quick Parts = g2~ TT Equation =

|} Blank Page — T2 smartart =] Footer = | wordare - [§} €2 symbol ~

Table Picture Cllp Links Text = :
W= Page Break - Art [l Chart - =] Page Number - Bax~> == Drop Cap b ~
Pagec Tables Nlustrations Header & Footer Text Symbaols
Figure 24

3. f&'q =79 A< AT AU »urs §°3 af T gae 7 37 €T s97u 3785 fane yT-fsefes run
fa= fa box, circle »irfe &% feyret faat T |

4. M GUBTT HUR &t fore RS AU ST AAE T | M3 HER € S UH I3 98 925 &
maasrwazrélge-uwxe’rﬂngﬁfe—orm?jmawweasfﬁww’@%
FF € WdT T MTETeH § 9< | B I3 M3 =IT § IS HE HY § FIIT &9 |

g< fene f<9 Qua gy gl HUR & s 99a ©f dfiF a9 w3 G med dee Ag a A
JIT IS I IH AT |

g¥ IB3T &9 T8 FgHe i[9 uH »iyg A f95 Tus a5 & Age3 § Aaet 7 fae' fa
WMBI-2 TF" € oAt fug, arularete A" edavad fog wife | few mifgmmn fee grt vw
MYyd 7" {95 TUS qaaT fAddr |

fos 7 U™ YT 5% IH J9& BEt , <97 YAAg © feT fFa s Iane 83 |

1. Ribbon €3 “Insert” g €T aIfBFT ag |

2. Symbols 3Gy f&5° Symbol »muras €°3 afsa a9 | fAe” fa IA<tT 25 fag fayfenr T |
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Symbaol
Insert v
H ) Docomentl - Microsaft Word - T X
| mﬁ Ugtumentl - MIrosart v¥ord
<) =
Hame Insert Fage Layoul Ralerences Mailings Rewiew Wiaw L
2] Coyer Fage ~ :I Elgl L§ Shapes - Wil 5] Header - A | i Quick Parts = &%~ Equsation
| | - e ; =
LY Blank Fage 1 Hd 47| SmartAr \5| Footer = ..i] Wordart = (33 1 Symbol =
= Table  Picture  Clhip Links Taut &
=, Paga Break - Al [l Chart - =} Page Mumger= Bokr == Drop Caj L
Pagerx Tahissy Mustrations Header & Faater Teut Symbals

Figure 25
3. AT 26 € 9™ feq FTUzE= fene feuret feet J1

|£] Syml_:lol 'i
S S
™ 4 & 2 o=

== > L] I_[

pon Q 5

£2  More Symbaols..,

[

Figure 26

fane fe9 fag g€ M3 e f[E9 fug eus aos set fen €3 su® afga ad | Ag9 At
FIH < f&T TUT J95 B I9 f9g M3 ¥H gdded e¥e I'ge g 3© Symbols 3TV 378
fene f€5° More Symbols... »muns €3 afsa aq |

1. Fgne ff9 TY-2 Hun , f9s M3 UH qdded § <931

2. 5313 AT 3TF s € &3 JE St e € A9 BT € UFT € 99Hd
(brochure) ¥278 | g3na fE'T A= Agd AHS Jd | AR € HB-THH
ane § JU a7 | fen fe'g fe'g fue =&t 7, gfoe Bt Jes w3 mar €3
UJg<e € ATSddr ATHS Jt 9ratet J |

3. feq s=r sTgie 8% | g e¥ude ey fAe fa Jor feurst aret O
TG |
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Step 1

start over repeat

continue

4

H&TAE (ASSESSMENT)

y®%T grer 949

1. 3At WURS & T93° J9d BEts, gfa faifesa wuw, mig, fegens wum,
g&Y9e, Hed, 869 M I WTEEH TS o9 AaT J |

2. fHg® (Symbol) MUHES Insert 29 € feg ey € I35 Qusam g€t 7 |
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H9&T SA&THHL
(Information Technology)

me S et faf s 2 et 10t
IT204-NQ2012 AUd SHie (feeaHistee)

fefenragt aan yAsT
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O Ut A # . Aeaw feneifele nre SaHs® WHdHS, 2012

feg yams amiterete »uts acfanz T | fsuat nifapnr 3° fast fem yamsT e use-
fsae, viggse w3 fan =t fami e Agg Az J |
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fefenmagt & s

fefenagt €r 3% &.

39 5 I o Bt
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95 fau AfeGei & migrt Gus sy aee@e T Ho's=ues ghiar fegret o

1. Hed% 8§95 M€ HISdt Mgans (CBSE) 3 Ufs3 Heds™ maHT Aeads femeifabe
WME TAWSS HHIHS (PSSCIVE)FWW@?HWWETZ‘T gfrar (IT Basic)
or o W HieHH W geele wEt | fon @ @ few 3. 6w feaw
(TE<NS9) € &% 3. @8 AU HBII9T (AUTfed d&=1ad), IHET Jayuls dq,
HT W& HAH gHT M3 HT W& a9 3Hdad AHs AS |

2)  mASd feshrr e araude fActaafay o™ (skill for life), MAST & & de<
afies w3 faug aigT T €9 HaTh aoefenT w3 fer Heldhis © STt
8usT € & 95 =& HAfgwait (Dr. Reddy’s Foundation and Quest Alliance) &
gt a3 o3 |

3)  CBSE/PSSCIVE € dcT & A3& BEl HEldaHee € &df fSrles fBednt Yo
gt- ®If&ar (e-learning) UaH € =93 13T Jret JI

4)  fem ysgH W3 AHAET & feAfes d9s M3 s &et =u=at QA ©F
S a3t I8t At fam f&9 gurdt wafmar hwret, gt Ratvm a9, HF Ha
e Jfed M3 Ht ' wAfes aHA 7Hs As|

5) fem € &% Tt aEl A53d SHE AI3 AT HIIB® 9 mHaRt w3 Gewde
g9 BT TIT I I&5IfegsT AT AIST €T WdETs Usee Afd3 A<IAd
a3 T femm faprr T
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SHES FAFTBH gIH=Id 2005 feg fAerfan ager J fa gfem e #ies 7 fa #gs
fS9 T € & Fag® 3 999 © Ales 7% g9 AzaT gdter J | feu a3 fagrer 3* fAye &t
feamz & 5% J 7 fa i3 famen § »iag € faur I w3 Ag®, W, IEIT9 M3 IH € AF'S
< fega fe'qg s o 96 gt T |

IT204-NQ2012 AudSHte (ffeaisiee) €3 wufag fefenraat sgaga Harsr
Udw e f€q fonr I 7 fa Snes Migdns sifedns eaH=dd (NVEQF) & &' dd& &eT
gerfenr famr 7 | feg Hiswedt »e fobhs faran fasemsune (MHRD)ETfE“—oru&mfr
mmmwwmm AT, SAHGS MgdHs M3 2dfsar fenetfetrs,
SABITS MPAHS %H?ﬂﬁ@ﬂ?‘;‘ BT M uolé'HH:l?:IWFH'f)-I'&'EI?? e 993 AT T
winy firarg w3 four fsgen fie 9T fszrnmr'?;zr’mNVEQF WaI3T, W39 §34t A,
fefenmaat aefaz At fS9 ugeansT § Turear w3 SY-dy9 Gaz=r & fega
frfimraet € aEti®3T & Afeuwsa aaer J, fen 39w few &1 A 3 five § Esafas
gaeT J |

feg fefenradt =gaga 7 fa fefenraghnr et FaHa® GarzT UdH € fed gar §
gt T, Hfger € gy 2% Qo fefenmaghyr et gt aret /Y, fAges™ & 3<t a7
fere garag &t yifun uH g9 Bt I | mret & /mret & gt w . Afa's fss=suie s (I1T-
I TeS Skill Development Council) 7 f& 8H&® Afa'® faesuie I9UdHS 3° HE3T YUz J,
& IT-1TeS feaned! € Bet SHE® MTIUHSS Ae 595+ (National Occupation Standards (NOS))
& feafiz dI3T I | SHa® MIUHES A 3I8H (NOS) fed JuleHt Aesmasa 8" Ae I w3
IH I35 TS 8" €3 5l 397 AH dd& HET Agat Afd & M3 farns e veTae 95 Bt fen
& fenr fagem mret 2. fesnedt € ysSifau gwmar fie3 A7e 05 |

Ufs3 fed 35 W™ Aed® feneifeBe e SaHa® Madns (PSSCIVE), 5H&®
TS e MgdHe® dHdy M'F 2dfE&aT( NCERT) €T fed Awed 7 & fu=at 8 3HS ©
AT 375 H'E®d UsqH M3 BAGaT Held® [ T/ITes Hded © f& 9 SaHa® gaifeans
UaH BETNVEQ € 3%t 825 1 3 4 (Gfeen) feafig i3 J1 828 1 8™ 9=t € gar5d J|
& & MA (NOS) €3 mufa3 fa3™ e gus3=T ( fard™s, Ho93 W3 TSI ) Hafsar
His8® (Gfaen) M3 FdtgsT € feam et ufgee e /s |

feg fefenragt Tgaga 3¢ © a5 fiue § faaCrfoz aoet I w3 dan § »ied J9s
ﬁ?mﬁwmaﬁﬁ—ﬁﬁﬁr?udd' v fegamg 34t i & 335 et Agdt
ifargme fog =u@e ot afaw s9et T, §°9 Forly o9 w3 Ao T3 e od w3 T98t 578,
g¢-8¢ P UT ¥ &9 9997 w3 faforrer @ Bet o8 & 379y € S It Shite e o fa
feg Qumi fam e Ao &t Snas 313t (1986) © fev fAge  Ag fefewrast Jefes
fAfir y=r=t €t fenr € f&9 9o aet »iar & Arear |
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fen w3s € Fe®3T AE® fUHU® W3 niftmud € Jen €°3 fageg aeet 7 fa 89
fefenrmagtnr & wryst fafenr § yare d9s w3 gsusT=r e fU'sT 998 Bt M3 mrs-ar-
Ay fafer=r w3 ynar € et G3nfo3s d95 | gaa feam mfgwm f&'g fafumradt &t
AHBM3 M3 HBT & IHS JI6T M3 JE&TSIHAST HI< J Add #At 89 § oA 8 &
Ty fAue € f[S9 A qae I &7 T AredTdt yu3 a9 @8 =g | feo < Ags &t
s € 9 w3 o ™ & war & <9 It 39Etst ga€ 95 | aH & &1 996 9 g593
& 99999 JUS BT IAGT € T 8% 9 FUAIBUS Fgdt d=ar I UFET 3
frr@e Bt uzgTel © Aget fesr € &9 T JoaT u=ar
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IS IIHYAST 979

feg fas™ 1T204-NQ2012 AudSHIe (ReaHistee) € ufse & yar a9s feg 3ot
HEE © BT J | 3086 fa39 ™ gH, aH dda & AE's §°3 A7 308 WU AN 9 303
WMPATUT AT 295d € T dY J6 SIJT o @I oY Id&T IrateT J |

fen fazme € <9 Ains 95 7 fa 3g8 Wa=T € ufse € fy-2y ufos €3 ga=
farrs w2 AfES (soft and hard) YUz d9& f&9 Hew d9&dT | I9d AHG A&l 87 I M3
ous-ﬂTHo«e-zrlsu'as wmxmwmw@zmwf@m
mamwmmwmxmwwmwm
Wamwwwmémwmﬁmww@zé
a‘fHHE‘TaHHaFUIWEEHTEHfEHHHo feg fag= AdRs 3975 BEt 5

AgRs 1: Ae-ufgee

feg Aaws, Ufse € fer a& 3ot Ae-ufgee goe@er Jifeg 3u§ feo <t
erer J fa gfse € f<9 As J9 AmeT © feg At ot e |
Aaws 2: Agfag Areadt

feg AgHs 306 Ans © &9 aHs fefimr € €3 g 9=t Areadt Ho g da=ger

EN

g
fen Ao € &9 7 fomrs feafis Ifemm 3 €0 308 a9 forfes fafon=r aos ©

Eﬁﬁmmmﬂ%ﬂmgwmiuﬁwﬁﬁ@ﬁﬁwéﬁwmm

e ITT§ AEIGT § 9t I UFET It J |

AaHs 3: MigW™

J9F ARG € &9 mfem I # fa 3g7d mi° €°3 ydt Jast Iaiet I | S a@™H an
WT 7 IH € AEs §F fafewrer & J3qr | fen fiaws € fe9 mns fafenrer 7 fa g &
AEs §°3 I 996 &9 3ud qulee g5 © Bt Agdt 96 393 farns, Afa® »3d g™
& feafiz a9 f<9 Hee Jaaaitr |

fafenre™ gums mftmua A7 2dag € TUdY & ISt Irdtetd™ I& | IT7& o
ydT 395 © &9 Aeadt €29 M3 ITST UIEIHA § HUGS BTl SIS It HaepT
ga=Teadr | fen § YUz J96 BT vuS MfTUd AT 2d6d 7% IS Jdd (8 d TEIH 288
fammg a3 w3 St 575 faguas fao 7 fime & user a9 | 7 3u7§ AT &dt mieer
Sret fenrfm aas Bet mrue wifeTua 7 2360 § U'ee BTt fsader adt |

AAHS 4: MATHS

fen Fams fE9 mH® e (review) yis 307ST U9 A & 9 J9s BT ITST HEE
&1 »ES ARG §°3F A 3 Ufgs™ AT AT YHaT € g'Y €< € #gd Wl 9 99ie J
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ARG 1: A®T f&9 WM7ény € S93° (USE AUTOSUM IN CELLS)

I Ay SHte T &<aie (navigate) A9aT, ABT & UUSBT d96T M3 ABIBHS JdaT Aot I

| fAs’ fa 3t Aree T fa BT BHE J9s et AY SHIC T 397 & HAHSIaS SIHaT ©f UHaH
gget J | A (Sum) Ay SHte feT Qusau SamsT fee' T A Fle fe g g &war ev vz

Jaar J1

fem mifemm f<'T gvt A SHte f°9 “ autosum” &R & 73 996 Bet fae =afamr arer

g9 fAEdr |

WTEAH & 293 fE'T ae ABT fE9 My »y foaT eou®T I8y JH3T &7 A3 U3T Jds BTt

i3t Avet 7 |

AU SHiC 48 M3 Jor fe3T 3er 99

| A B
.1 | S.No Mame

2| 1  Abhas
| 3 2 Anita
L4 3 Raja
|5 a Subbu
| 6 5 Priya
| &

8

C
English
36
30
7S
78
94

D E
Hindi naths
79 92
84 o4
825 91
29 91
93 100
Figure 1

F | &6 | =H
Science Total
91
85
98
FF
87

I J9d fefenagt € #ar €7 A3 Jd6 BTt 76T MEH'T J4:
. A% G2 €3 76 | A€ G2 A® gfew™ Jfemr I 3™ Home 29 @ f&9 Editing Iy &
JaTAutoSUM MURS €°F afs T J9 |

AutoSum
“"h}" g9-v Book! - Microsoft Excel = |
Ld
j Home | Inset  Pagelayout  Formulas  Data  Review  View @-2x
) = =1 [ | Sm B f2 | EAdusume 3
* 7 I O Sl = R =T Generl - ﬂ ﬁ#"d _I_:ﬁ - \Ej %T tﬁ
— 2oy = = . = | [gFir
Paste : B IU-Eid|h-A-] ESE EE BuegenCenters |§ - % o K00 | Conditional Format Cell | Insert Delete Format Sortd Find &
«J Fomat Painter ‘ = ‘ - ‘ : i E ks ‘ ‘“” Fomatting” asTable” Stjles| v ¢+ Cears  Fiters Select~
Clipboard 7] Fant il Alignment i Number i Styles Cells Editing
Figure 2

JoT IA<t9 fE9 fayfenm T A% C2 3 F2 3T SH3™ mTUS »Ty g™ ATEaibdT |
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A B C D E F €] H
1 S.Mo  Mame English  Hindi WMaths Science  Total
2| 1 mehes [T Es T T2 hssuwiEERR)
3 2 Anita a0 a4 g4 35 [ SUM{numberl [numberZ], .. |
4 3 Raja 73 85 91 38
5 4 Subbu 78 89 91 7
B 5 Priya 94 93 100 37
7
Figure 3
o Wed VTG

o A% G3fde aw Az feyrt faer 3
o foi I9v grat fefemmaghyr @ I8 #a™ @ 73 IBIB J4|

A B C D E F G
1 5.MNo Mame English Hindi Maths Science Total
2 1 Abhas 86 79 92 91 348
3 2 Anita [0 841 94 85 353
4 3 Raja 75 85 91 98 349
S 4 Subbu 78 89 91 T7 335
6 5 Priya 93 100 87 2801
7

Figure 4

ETHTEAN (Autosum) A8 € W& E™8 JdIHaes AT SIS MTUS WU IHIT § g€ B€T J |
Gug Gergges fe9 IHt ¥Y I AA €3 I §997 € A2 dd&T 9J¢ J, € fodaghyr ar a3 u3T
IS I gE A IAT o ford3t e A3 UITIIG ST dfAF dde J ST Hge  Ag @ Ag 3 Gua
a3 I 8T gt Aret T | fen ow3 feT gurs GusT AT €t vz geat Uet J favs e grt A
JI&T IIe T |

ge fan fe'g fefergat € feq 7 v fefimr f9 w9 § sedifefenmadt € I #a™ 73
WMYS WY IHISE T 7T | TIHS & Mrenfed IBIBHS (Automatic calculation) fedaefaa
AU SHte €t fe'q 593 It Ho'3euss rastarst femmsT J |

oz ]

1 WTSHH SIHG § <93 d eoH®T oy faaT asasns aq |
2 HOls €97 d13 I Mrue fart yaw &t feq get f3nma a3 M3 »irem Muns &

TIT I IB 73 ABIBC I |
3 HOIE € &= W3 HA1s & &9 g2hdr o fere 976§ | 83 W3 WTeny Sans <f
I3 &% IS ff9 I® gt § aBade aq |
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H&TAS (ASSESSMENT)

BT gTeT 99

1. <oy &t fedaefaa mysHe € € 993 7t Ho3=uss
HaSTS fenmaT T |

2. Toyw foy fasr My My AT feeAg doa aet_ dt=a3d st aret 9 |

3.  AutoSum »TUHS Home 29 & J&T gy feg Qus U Iat T |

4. AutoSum MUE WY BET & W8 od GL g™ § g 8 T |
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ARG 2: I5HES gradfedr (CONDITIONAL FORMATTING)

AYU3 ATSdTar

IStHe® eanfedr 3ud AT ©f fen f&e ais € mue €3 sonfedr gese (font color,
border, shading) €t »rfaruT fe<t T | v 3HT €9 78 &% <t o9 Faw T U9 feg ga@< =™

J AdeT I 799 ITF &% gUI H'IdT @ fe9 3er 7 | fon set 3t A f&g a3 st fea
I3HE foaufaa 9 M3 Hdd dSTHG AIt I 3™ A& €F grarfedr MU w1y 9€& Avel | feg
fermaT €€ 93 srgvfed gt Ae At B9 A7 ISt 7T IUNTS ITEH AU SHIE AT HadHe
€3 av g9 3T At | IHT AwT € f'e &3t ot a5tes I Uz § BT T M3 eAT we §
J9 J91T € &% JrEigTEle 99 AW |

A f&9 gt feq A faer AT § g Aae 7, M3 faw (conditions) e Aae T fa a<
w3 fae BT A% T9He < | I51Hs &% TS € A € dce A €H HB" € dee €3
WMOUfa3d I AT T |

IHT o f&' 3 TaHe J<Is Id HAE I

Number format

Font, font style, and font colour (but not font size)

Fill colour and fill pattern
Border colour and border style (but not border thickness)

A B . D E F
1 Name Production in 2008 Production in 2009 Production in 2010 Production in 2011
2 |Copper 87 81 75 50
3 |lron 67 88 94 95
4 Zinc 77 85 72 B3
3 |Manganese 88 68 79| 84
6
Figure5

IS 3¢ BT ISTHES TIHfEdT MUBTET Id6 TTHI J&T MEAT dd
o GusT AT A®T & ¥ fAus™ & IAt I3HS € WgH'd eane JdaT Ige JI

Pl A | B ' C : D ' E F
1 |Name Production in 2008 Production in 2009 Production in 2010 Production in 2011

2 Copper 87 81 5 30

‘ 3 |lron 67 88 94 95

‘ 4 |Zinc 77 85 2 65

3 Manganese 88 68 79 84

i

Figure 6
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home 28 & f&'9 Styles I°Y ¥ J& Gus=y Conditional Formatting »muns €°3 afss
39| feq 39U 3765 fene feret a1 | |

Conditional
Formatting =

—= | Highlight Cells Rules *

— =
ﬂ | TopsBotiom Rules »
=1y
EI Data Bars L ]
==
== Color Scales L3

(= Mew Rule..,

=% Clear Rules >

_:'| Manage Rules...

Figure7
Highlight Cells Rules Mmuis €3 afsd a9, fea ra-Hig feuret feer J1

. &C:IHT viuSt B3 € wigHg fe 3T et I3Hs g< Aae 7 | few Bewae feg
Hod IH Hdd BUa™ aH3™ & TEI%Ele dda6T 9T 9 7 75 3 ST I 3T AE-
Hig € Jor BuBET “Greater Than...” & ¥ | f€q sfenamar gran feuret feer J |

Format cells that are GREATER THAN:

I?S E with ILight Red Fill with Dark Red Text j
OK I Cancel |
Figure 8

. g &9 a3 fagufazs ad M3 with &85 3 »e@ 3785 #ad €3 afga a8 W3
IS et 3TV 65 fane 9 yifsefes eoie o< | 799 IAT AB AT &
WUS TIHTETT AeTEl® &% JTEIBEle da9aT 9ge d 3T 39V s fane &
Custom Format »uas €3 afsa a9 |

. fe'g Format Cells 3TfomsTar oo feyret feer J | 3AT Font 29 € JoT W& ar-2 @<
JJ1, Border 29 € J&T 9934 ASE® WI JIT M3 Fill 29 € Jo7 &% a%d g< A<

J |
. »ar =0 w3 Jor fE3T 372 976 fen § feue I 3dta 5% eaHe a9 |
A B C D E F

1 Name Production in 2008 Production in 2009 Production in 2010 Production in 2011

2 |Copper a7 g1 75 50

3 |lron 67 88 94 95

4 |Zinc 77 83 72 65

5 Manganese 23 68 79 34

3]

Figure9
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&<.fem 397 AT gt aret ai3™ fA=” less than, equal to, between wrfe et fa @y-2
IS A IIASE T |

FHT MTUST HaAt MSHT A8 W3d A < faaurfds 99 Age 7 AT aW3 Aea It T IfeT
993 J1 AUTfed T AgeT 7 fAe’ fAage fe'a gr €°3 a3 9e8 &, IStHa® eravfedr ufasr
gt It 37 €3 A9 a3 9e® Ager 7 | €vrgde JaT In<tg feg feyret aret 7 ¢

A B C | D _ E | F _ G
1 -------
2 Month  Units Sold = VT o
il January 34 < a0
4 | February 85
5| March 90 I _I
6 April 60
7 May 87
= || June as
9' Greater Than Iil&
10
131 Format cells that are GREATER THAN:
1; —sFs2 E=| with |Light Red Fill with Dark Red Text E‘
14
1577 [ Ok ] l Cancel l
16
Figure 10
&3t Jor feurfem faprr T
‘ A B c D E F
1
2 Month Units Sold = 7J0
= January 34 = I 40!
4 February 85
L March ="
) April 80
L Mlay 87
=2 June a5
Figure 10
Jos fafer=r & a9
pEt &.| fafemm=r
Av N o Y —
1 32T AgA € §°F I3tHes erafear a9 |

2 We we 10 fefenmagtnr w3 5 fefr™ € #ia gt 57§ | fags fefenmagtnr
580% 3 TUMNTYUI T3 I&6 BH € A § 99 IIT 578 3 318 B T &
JetsTEle a9 | few =darte & Marks_{your name}. 5™ &7% A< &4 |
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H&'dE ( ASSESSMENT )

Bt ger 99 ¢

1. 30s A@T ©f fen f&9 a3 € mug 3 eanfedr gese ( font
color, border, shading) a9& &t mrfaryT feet T |

2. Home 29 @ fe9 9 U ¥ I& Bum T Conditional Formatting
MR €3 afsa a9 |

Jor @39 fe€

1. fam U astHaT/eraren/»reter €t Fet 978 7 I3THa® eanfedr &et Ta3tu™
7 IS |
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ARG 3: 39 M3 T8 § TEIS/ME-T S W3 gdia d3a7 (HIDE /
UNHIDE / FREEZE ROWS AND COLUMNS )

JT T ITF I 3T I M ITBHT & fE 9 Jer I fAg3T fq eouET A 99e BEt
BIter ger J, ud 3T a4t 9% fa grer feuret €= | fe'q 593 It »iAs Ay Fwte &t
femmg d/arsH § guBe & @arsT I 7 fa Mnydt gag & feuret &4t feet | gorfa

feg feyret sat feer ya feg row/column f&9 gfunT 3TeT IBIBHET Bet Gus gy Jer J1

galfear (Freezing) @ »3 I™&H AY SHie €t feq J9 aH mBT =&t fermsr § | A<

IHT 3¢ I 9U3 ATGT HT39T &% N Jde 7 fAn fe9 aet e w3 ®%H d< 3T It

97Jdr fa 3T73T 339 AfET 37, A< fq IAT 3¢ fEU AAd® Jd€ T 3T & IAT oHd W

TTHHA © 3™ Ufge'E A |

feq s=t =ganle &8 | I 77 TBH § U< HeT Jo MgHd dq

. fom 0 77 a@n & U8 et I AT 3T UH I 7T ITBH fAng gu@er I §
SCHAE A feR M A T @H © T A § g Aae J | ( Gewae Jo7 )

a -~ o o ~ = . 9 VS o -
o Home 29 & f&'9 Cells a8y & Jo™ §usgT Format »murs €3 afsa a9 |
Format
IJEE:\}) Ha-0-): Bookd - Microsoft Excel
- Home | Inset  Pagelayout  Formulas  Data  Review  View
5 3 — : g it e n R [P : E
I b0t Calibri i |A A‘ | General i kj;‘ % g rjm a8 ;J e %T [ﬁ
— 2a0py — ” — = | §lFnr
Paste BT U E DA |EESEE AegekCenterr | § 0% 0| 50| | Condtional Format  Cell | Insert Delete Format || Sort & Find &
v Fomat Panter | ~ |_ | A i i o | H'“'u| Fomatting ™ asTable~ Shles=| =+ ¢ || LT Fifler- Seledt
Clipboard fi Font li Alignment i Number i Styles Cells Editing

Figure 12
. Jor faure »igntg feq 39av 3785 feyret faet 31
&CET

Cell Size

*[0 Row Height...
AutoFit Row Height
™3 Column Width...
AutoFit Column Width
Default Width...
WisTbDility
Hide & Unhide »

Organize Sheets

MMowve or Copy Sheet...
Tab Color »
Protection
Uiy Protect Sheet...
[E]| Lock cen

= Format Cells...

Figure 13
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. Hide & Unhide Hide Rows §*3 afs'a aq | g&T feure mignta Ay SHte feuret e<ait

&< : fen & B%< It In/a®H § I< AAE J, IEle AfBF a4 M3 Hide § T |

I B2 - S |
iy B Lo D E
1
2 —1
3
A
5
<3
Figure 14

&e.fen Gegoe fe9 Ay sHte &t It el 9 Aw gfen faprr At w3 €7 3 e
Hide Rows »muns g<T aret /T | few &t St &Ets (row) gut 38 T | A9 3wt few &
gafe Hide Columns gfewT ger 3 at ger?

. 7 gfunr Ifenm T 87 I&H 77 I § few@= (unhide) €t 3078 €W A'® 3 ufos™
A7 gmie © &9 a8t &t A% fAdae adar Uer T €7 3° gw Home 29 € I
€us gy Format WUAs f&9 Unhide Rows €°F afsd ad |

I AT B & eI (freeze) II& BT I&T MEHAF dd:

. fea a<t Ay 3wl 85 |
. View 29 & f&9 Window IdV € J& QUsTT Freeze Panes wurs €3
BT I |

. JoT A fed 397U 375% fene feuret feet T | Freeze Panes €3 afgaaq | feg
96 €73 €°ug ATdbd™ IE (rows) M3 IS JIE AS & Y U™ AT a&H (columns)
gdtd (freeze) T AT |

. WUST HEH AU SHte €9 A9 a9 gdid o3 9T dma W3 T&HH Afgg Ifue 5|

[Freeze
Panes ~

Freeze Panes
Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row

Keep the top row visible while scrolling through
the rest of the worksheet,

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet,

Figure 15

&< fAg 3U3™ IgHT TUT I BF UaH (panes)gee I&IMTURS § T9TT g 3 SUsTT »Wuns
feg ges= §82 a7 | MdT T M3 TAPA™ MrURST & <t J9s ©F IR I | AT AGT e A7
ITHEHA & I & ATaT It e 7T ITBHA & = edte Jd Ade J | M3 ATaT I AT TBHHA & edie
JI& BT “Freeze Panes” §°F afs'a ag |
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B

w3t & fafenrer
1 IH/SBHA & Hide/unhide &J |
2 IH/IBHA & Freezelunfreeze 39 |

3 B2 €3 g9Hg § JuT IT Jor e 3T Iret Taarle § =G, edifuar € AabyT
WMURST & J95 € dfin 99 M3 yI= w7 fadiye a3 | I @He w3 e <]
U598 & UH 39 3 &< J9 | TgdHI § expenses_{your name} 1 A< Jq |

G6 - f | 680
A B C D E F G H |

1 Name January February March  April May June

2 |House Rent 2500 2550 2550 3000 3500 3600
3 |ElectricBill 700 750 800 830 900 625
4 (Grocery Expenses 1000 1200 950 850 1500 1250
5 Travelling Expenses 500 600 750 680 1000 950
6 Phone/Mobile Bill 400 500 350 600 Sﬂﬂl 580“
7

8

9

H&TdE ( ASSESSMENT )

TS greT 99

1. A I § S H di3T AreT 9 3T Afgg afaet 7 |

2. cg ¥ few Iy & Jo QUBTT Freeze Panes »murs €3
IfBsT a9 |

3. fAg gasT Ffprm AveT T €9 UsH (panes) g€ I& |
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AHE 4: UH 999 A< dd&T (SETTING PAGE BREAKS)

Igante fie a9s Bet aia Aoz uar & It fie gaaT g7d< T, gwt =9qnte fe9 fie 995
3 ufg®™ UH 9997 (page breaks ) e &9 Aaw 7 | feg femmagr sg3 dtefeshie Ty 39
€3 6% 7e 9g3z Adtr wter § fe digr arer T | fou Sy Bt 9 fa= g 525'< (e.g.
changing row height / column width) mrerfea Un §a § ygrfea ga< 95, It “Page Break
preview” & <93 Ad< T |

fen mifemmr fes 3wt ftar fa AdsHte fes Um 9o & fas A ais 7rer J1

feq s=t Ay FHle &8 W3 Jo8t Hie 976 | View ¥ € €3 Workbook Views Igy € f&g
Page Break Preview §°3 afs'a a9 |

E B [ o= (=] E IF =
dpeplicatio:rm Form

Drate -
rarre

Crate of Birth

Father's MNarme

AL RO U R R

PO ther's Narme

11 Age

13 Address

16 FPimcodae

18 Mobile MNuumibear
Figure 16
I UA 99 & A< J9& BTt Jo" MEHd 9 ¢
. TS UH 89 & TS 96 &et, A e At UF 99 €Us d96T I'ge J AT do™
I & fAdde a9 | It e® U 99 & ©US 996 &et, fA T At U 99 oU% JasT 99e
J 87 I®H € AT UH § fAdde aq |

. Page Layout 2T & f&'T Page Setup 39U € I Breaks 36& ma €3 afsd a9 |
J&T TgHE nigHd feq sav 378 feuret feet 7 |

=

=

Breaks-

-

Insert Page Break.

Remove Page Break

Reset All Page Breaks

Figure 17
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e Insert Page Break Wruns €3 af8d 99 |T&™ MaHd AY SHIC feuret faet I | A aee
St ety Ji3T I €U ufed um ffg wBer I w3 3t fen § fie ag Aae T |
o UA 99 & H= 306 B! fAge UH 99 § 5991 J9d B3tet a7 €3 & 7791

(Cin) &l =2~ © u

—t"j Home Insert Page Layout Formulas Data Reaview Wiew

EEEEE == =1 S Ruler 7| Formula Bar &) |- Tl Hers

| 5 _-I | I:“ Eil= W Gridiines M Headings _k Fi% —E“é_’x’ .
Mormal Page |[Page Break;| Custom Full ~ Toom 100% Zoom to
Layout Previews Views Screen Messsge Bar Selection W
Warkbook Views Show/Hide Zoaom
120 - | S|
A B e D E F L] H 1

1 Application Form

2 Date :

2 |Name

. g

5 |Date of Birth

&

7 |Father's Name

s . >

5 |[methers Name L —rves ~

10 I CALd - i

1l |Age e

12

13 |Address

14 |

15

i6 |Pincode

17

18 |[Mobile Number

Figure 18

&< : Breaks 397U 37G% f@re f&'9° Remove Page Break »mums 83 afs q g9d At UH 8
& JeT (remove) = AT T |

UH 99 fS9 A¢ AT a1 U3H a9 B€ I 37 3an® =€ ffg sun »rB< &t Vieweg €
J&T Workbook Views 3@y f&g Normal €3 afsa aq |

1 | U9 99 § Fe, He w3 Fiste 99

2 | Jor fe'st =ganle 576 | I@fadr ¥ aBTH<e J9 | fre &9 10 99 = g &t
Aot 73 w3 fyfear &8t Um 9 Ae 99 | Aag g<e feqg um €3 fee sat mrBer
3T UF 99 & L J9 | fen eet® & »ast mifgmm f&g =93 &t items_{your
name}&™ &% A< &9 |
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I A CI c 5, e
S.No. Item Code |Item Name Opening |(Closing
-1 Balance |Balance
2 1 ADD1 Pencils - HB 800
3 2 A0D2 Pencils - 1H 102
4 3 ADD3 Copy - English 176
5 4 ADO4 Copy - Maths 213
6 5 ADDS Registers 112
= G AlDE Geometry Box 35
B 7 ADOT Set of 6 sketch pens 5
9 8 ADDE Fountain Pens Fi
10 9 A9 Ball point pens 231
11 10 AQL1D Staplers 12

H&Ta< (ASSESSMENT)

BT g gq9:

1. _ UH §9 § TS dd6 Bet, fA g AT UF 99 €u® J9aT 9ge J Gne
Jor I & fAdae 39 |
2. UH §9 § TS dda B, fA g At U 99 TU% ddaT 99T J X
IHH T A UH § fAdde a9 |
3. Ud 99 M7UH& Page Layout 9 € &9 oYU ¥ I6 GumTy It I |
4. 3n% fe§ &9 Tur w8 &t View c¥ € Jov CICRIREESS
3 afsa aq |
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5.0 ®nge A d3aT (SETING PAGE LAYOUT)
mmwfﬁreﬁﬂﬁ?aﬁmk—eaﬁmgwwﬁﬁmn?wawgﬁfw

jenes ey =ro fie ST g9 § 37 gt ot gaar

)I

b

¥ | fog a=t A 58

?Hﬁ%ﬁ?mwwmm@ﬁm
EE:THE:TWWU?TWF@?W wm@?wﬁmmmﬁaﬁﬁ?
almmmwmmmmﬁ

i%rqu@?i%r%“ I3t At

Ud 3nge Ae d95 Eﬁao" WMEHT d9
. View 29 & €3 Workbook Views 33U & f&"F Page Layout Wuds €°3 afsa ad | I&*
WEH AY FHle feyret e<qit | fe'g gt Ae a9 Fae T |

Margins

Orientation

Page headers and footers
Hide or display grid lines
Size of the page

Define the print area
Specify the background

O OO0 O0OO0O0O0

.......... A
Click to add data Click to add data Click to add data
=
Figure 19
- S o . N = - ~
e Page Setup IG YU € I& Margins "URS €3 afsa a9, fea sau 368w fone
. o a =
3A<1T 20 &t 397 feuret feet 7 | i
Margins
e | Mormal
| Top: 075" Bottom: 0.75"
| | Left: LY Right: 0.7
o Header: 0.37 Footer: 0.3°
1 Wide
| Top: & Bottom: 17
| Left: s Right: 1°
e — Header: 0.5 Footer: 0,57
e Marrow
Top: 0757 Bottom: 0.75"
Left: 8.25% Right: 0.25°
Header: 0.37 Footer 037
Custom Margins...
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o ZH AT I QuBHY yifsefee vafas nmumsT f&9° det &t wrums g< Aae 7 3AT
WMTUST HTdAS Custom Margins.. Wuns §°3 afs's aga »u faefes a9 rae 7 | fea

T
FrfenrsTar g feurel feer T | © o | e | oo | i
Ion: Hegder:
[o== 0.3 =
Lef Bt
Bottom: Eooter:
T Pty
I yertically
grot.. | Ponterevew | gotens.. |
o ] eoes |
Figure 21
o Fen&ar gaH € J6 SUB T mrumaT fE9 AT 07 5% < HafAs =59 He a9 Ade

J |

e Page Layout 28 ¥ f9 Page Setup I3°U & I& Orientation Muns €3 afsa aga It
UH < Gdiens A7 37 Udede 7 feg $IHaY e 9 Aae 7 |

o Tdbm & I o AT e 13T A7 =& eabur fsgurfaxs a9 AaE T | o™ MEHT

I 1

I

Print
Area T

__3 Set Print Area

Clear Print Area

Figure 22
o T JT § fie 395 BET Ae J9& THI Set Print Area €3 afsd & | IAT Clear Print
Area MUHa §°3 IfS T J9a e et astma <t J9 Ade J |
e 3IH Page Layout 29 ¥ f&9 Page Setup Iidy¥ € I& Background mmuns §°3 afss agar
Ut Hie Bt §a9qre s fsaufes a9 Aae T |

g™

1 fugst mifgmm f<9 items_{your name}. 1 &8 gTet Sgante & 48 | HafAs
feg gu9 a9, sTgie § fie fufel % 24 w3 gev= § MadgT a9 |
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H&Td< (ASSESSMENT)

BT g=r 39

1. AU Ivle Aeeana aet 39T &b Ud Fwrge mumsT fe§ &t =5z
&% UH WIS e HdT B HI TP dae@er T |

2. HafAS MURS JEU & I& 2y feg Quessg g<t T |

3. UH Gdiens & 39r <F W gat T |
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AHE 6: I9H UAST @@ HEH d96T (MANAGING WORKBOOK VIEWS)

fifear =8 rie € 531 TUS € HaHE BT AY FHle Trd & Ufdea3sHls fe§ &t Uman
gaet J |
A SHte f&9 5 397 & fami™ € fe€ (views) Sus s o551

e Normal

e Page Layout

e Page Break Preview

e  Custom Views

e  Full Screen

View ¥ & f&@ Workbook Views € J&™ At Miuis Jfe d gaa At §ug € f=@ fee
Jet fea g Aae J1

HiENE .

Normal| Page Page Break | Custom Full
Layout  Preview Views Screen

Waorkbook Views

L4

Figure 23

Normal View : Ay SHle #uslans e fserse feg, 3ans f<€ (Normal View) T | feg =aa
gaT € R MIA IS ST € AT J |

Page Layout: f&q <9a Hie fan &' g€t grgen A aet H3ar ffg 3T 3= & &3t ola
35 B, AT UA nre fef & g Aae T w3 Yers® fey o8 &3t YUz a9 A J
Page Break Preview : feg WuRa Ud 8m8e MTUna € <vaT It J oW few feg 3at uw
gIMT Ac ad Aae J fAogr fa UA a7 3 ame UA €t 39T Ae Jaa7 J |

Custom Views: #ad IHT STgHE €T f@ae J13T JfemT gt e I Je d 3T IHt
arer € »urs =93 Aae 7 | BEUde BT 7dd IHT UTH 3 M3 I8N & femrar
awwe*zrs*zn’r@ﬁraqncrrfe@lqemaaﬂa@m

Full Screen: fsﬁrwm?; ge5 §°3 =9 g ydt Aadts § g9 €t J | fen fe@ ffo g
zaauwamwamwﬁww@zmﬂﬁle% Restore 3 afsa &7 |

fere 5% AU Hie f&9 At Heus fe3w & 8% Aae 7 ¥ger AU sHie & few@er g
ww@wh—ﬁr?aﬁwu fEg ydu gger J | Eﬁmwﬁéﬁaém
A § M3 €IaT € yHU &3 AT J1

w&dl feg {9 S9aga & gAT e H 48 Bt
. Window 3@V € f&9 View 29 @ €3 New Window 52& If& T q|
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H&SIUS Yo 3 € y§u a9s &t

e Window 3@y feg Arrange All e €3 afsa &3 | fea Arrange Windows 3TetsTar
g ferer T

Tiled, Horizontal, Vertical A Cascade URs €3 afsa a9 |

"o S99 o © fAge f<3 fanusfear fe@ & s a3& &et Windows of active
workbook §F g3 & §< |

e OKEZT afsa adl r.ﬂ«rrange Windows | T |[ 2 |
Arrange
@ Tiled
) Harizontal
1 Yertical
1 Cascade
[ windows of active warkbook
[ QI ] [ Cancel ]
Figure 24
Jo& fafgnrer & ag
1 View Htg €3 &3 agy f&9 anrsn & =93° J9d Mg SS2 feg g

Fgawle ™ Marks_{your name}, SS3 &™ expenses_{your name} "3 SS 4 &™
items_{your name} & g99T §B1f3& fe37 & Tile Id M3 IeQua™ & »dAaq fa
Gufeaen & €T B | 399 @3 & MBITHE I3 M3 =¥ gap feg at ger J1
Cascade 3 Tile muns & <t 99 &F JfAH 91

D feqr =gggq € g+ feanen § U< Bet 6§ fog s & =93 | feg mafeq
TIIE F T & fesan § Jalaest MdT aq |

H&Ta< (ASSESSMENT)

y®BT grer g9

1. m&ar-2 fe@w (views) & famir fe§ v fee 95 QusET 95 |
2. fe@ &b U7 famr , , , mI
IS5 |

w

. 99 I € fABae J13T JfemT gdhrT Sye 9 AorfesT Jaer J |
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AHS 7: A% M3 317 ™ MUSBTE dd&T (APPLYING CELL AND RANGE NAMES)

AU ATSdTat

It TgaHte feg A®T € a1 f5aurfos 9 Aae T M3 SHI S YA RS § 39S BEt &

39 fen & =93 | feu Hgerfed T AgET I A€ AT S ST AUSHIS 3 IH JT JJ T |

gede e, 799 IUF IB IfAAE MI FHIT Th™ FFPA™ FEPAT I8 3T AT 83T It

BIE M3 Adt ot fes e € I & JIHI U3 JI6 BTl &™H § <93 Aae ¢ | fer nifgnmm
feg At A& W3 IH & &% o Jd&T YT |

feq a=t AUBHIE 48 »3 Jor fe St a3 39 (IA=IT Jor J)

E10 - I
A B
1 Groceries Price List
2 |ltem Cost
3 |Apple 30
4 |Banana 5
5 |Cabbage 20
6 |Cauliflower 20
7 Cherry 20
8 |Chilli 100
9 |Cucumber 30
1__D|Ginger 60
11 | Grape 30
12 Guava 30
132 Mango 12
14 Pineapple 15
15 Potato 20
16 Pumpkin 25
17 Spinach 25
18 Tomato 14
Figure 25

IS IH &H & MUBTE JI5 BET & MEHTT I3

o H®' T fegU waw & 9 A fa #um, g&57a7, I, I0UNA, areT, HaT, UTEtSUS S
3™ I&1 ( Ctrl dby § g9 & 38 w3 AeT €3 afsd ad-3wt geier A feasT g
Age J'|) Iete @ a3 M3 Name a Range.... & 9< | fen € %< gAt Formulas <9
f&9 Defines Names 313y 9& Defines Name & 9 A< T |

e &M 99& BE fE'a New Name 3o ar gran ferer I | Name @183 f€9 Fruits 99
W3 OK €3 afs'd ad| (IR Io7 J)
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Mewhame 2 x|
Mame: |Fruits|
Scope: IWDrkbou:nk LI
Comment: ;I
=
Refers to: | _sheet116853,5heet11 $B54,Sheet 11 SB57, 55
QK I Cancel I
P
Figure 26
. fAgs A®T © f9 Cabbage, Cauliflower, Chilli, Cucumber, Ginger, Potato, Pumpkin,

Spinach, Tomato SMH3 J §Ua™ € ATOHE 4ad (cost) & §<€ | Iete €3 IfdT ad M3
fer YU BET Vegetables ™ f3eTels 9 |

Mewhame 21 x|
Mame: |Vegetables
Scope: IWDrkhoDk j
Comment: ;I
Refers to: | _cheet115B55 Sheet1!SBS6,5heet 115635, FR]
Ok I Cancel |
A
Figure 27

Had AT feHe {9 BT €7 3% HaTT ABIHe dd6 IJT J 3T, UBTAS & g< |

. THT O I B SN TTEIY §9 MI 33 © A& fE9 =SUM(Fruits) 28U ad MI med
oTg |

fomrs fe€ fa Aatu wireter™ fags™ § @&  (Fruits) &7 & fE 3T At &7 9% ugg feuret

faer g |

Jo& fafgmrer & ag

B3t & fafenr=r

1 A& M3 S 39 (cells and cell ranges) €7 &™ MUBTEt g9 M3 BIa™ & TIHS

feg =3 |

2 fen wifg &9 g=Tet SaaHle € 93" Jdd SHAICHS €T 49 ABIBC

dJ1=ITG I & Grocery_{your name} SH &7& A< 3 |
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H&TIE (ASSESSMENT)

TR AETS 99

1. TJqHIe &9 A% " 5™ MAEIE a6 UA RS &
2. Defines Names "Tydg& _ J@d U I8

£ v ha '} a2
€9 3J3THEE ddeT d |

2y fe'g Qusgy T |
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ARG 8 :97d9¢ 58S, AUTIS I @TIHE Idd (CREATING MODIFINGAND FORMATING CHARTS)

feq grae 3¢ &t gretas Unardt I, fan fe smer fos™ gwmar ganrfenr arer 7 fae fa
g7 97d¢ {9 79 (bars), FEI& I7de &9 BEISH (lines) AT UTEt I7de &9 A&™H | 97d¢
9% € gy &9 fabifaa smer, Tams A" I3 faAH € Ie=3Hd Aedddd & UH Jd AdeT J1
95 € TE% ggE Jifen wfen f&g At AYsHE € =93 &% T9en § g8,
HUI&T MI TIHC ddaT fREdN

expenses_{your name} SgIHIC & TITT UB|

G6 - £ | 680
A B C D E F G H |

1 MName January February March April May June
2 House Rent 2500 2550 2550 3000 3500 3600
3 | ElectricBill 700 750 800 850 900 625
4 |Grocery Expenses 1000 1200 950 850 1500 1250
5 |Travelling Expenses 500 600 750 680 1000 950
& Phone/Mabile Bill 400 500 330 600 BJD'L'I'I BED!
7
]
9

Figure 28

g< 9'9¢ § §'8T BT JoT MEHT da:

. ATaT 4dd 3T 9<¢ |
. Insert @9 & I& Charts 39V fe9 7 At od< J €7 g9e <t fami < |
. g79e <t fam g5 3° giw AU SHie JoT feue mignrg feratt |
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(Oa) i 9~ ™ = BookS - Microsaft Excel Chart Toals i
fy Home Insert Page Layout Formulas Data Review view Design Layout Format @ - o x
% B\ R GSsel[se[ese]ss [ se [ ss[ss[8s[as ;=
chrange_sevens || switen  seee ||| 0000 | B RS -0 ) B8 || W [y | = | =y Wy || < | e
Chart Tyne Tempiate || RowsCoiumn Data # Srare

Type Dats chart ayouts chart stytes toetion
Chart2 ~ 3| ¥
B c D E F G H 1 4 K $ M N o P Q R S T B
anuary February March _ April May June

2| 2500 2550 2550 3000 3500 3600
3| 700 750 s00 aso 00 625
4 Gre 1000 1200 950 850 1500 1250
5 | Travelling Expenses 500 500 750 630 1000 950
& Phone/Mobile Bill 400 500 350 500 800 680
7
8 | — — — —

2

10

1 1

i d

13

14

15

16

17

18 |

1

20

2

22

23

24

25

4 4 » ¥| Sheetl  Sheet2 Sheets ~¥J E-

Resay |

Figure 29

o 3Ty [T Agdt g€® = J9d AT Id¢ € AHI AU (modify) AFE J1

O Expenses D

8000
7000 -::
6000 - ﬁ
5000 -+ 5
- ® Phone / WS bile Bill
4000
3000 - M Travelling Expenses
2000 M Grocery Expenses
1000 A 3
0 = M Electric Bill
M House Rent
& &S @ & =
o o ALy
5 qc.lb

Expenses per month ‘ 5}

Figure 30
gde @ qET WBMeR J¢ 75, fed <t fage a9 ot #istien mus wiy feyret fee o5

Jor QUdR gde &g =93 @ mihier e fea Sd=r d

1. Chart Area of the Chart

2. Plot Area of the Chart

3. Data Points that are plotted in the chart
4. Horizontal and Vertical Axis in the chart
5. Legend of the chart

6. Chart and Axis Title used in the chart
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7. Data Label for identifying details of data point in the chart

aefeq =79 A€ AT Ay SHie fE'9 9de eus aav T f3& =7 29 Ribbon €3 Gusww ge
I& fATST™ € ™ Design, Layout 3 Format 7137 Gus g {35 &9 € 5% gde § #fse,
fgmfes @n@e w3 eone a9 Ao JI3HT faarfes v f<s e & fami, g9e murs

nfe 9% AT T M3 e 29 f&' eete® »ife € Aae J M3 eoHe ¢¥ € J& 9959
, 33T M3 A #fe MTURS He 99 AdE J1
0’; 9 v Book3 - Micrasoft Bxcel Chart Toaks e
j Home Insert  Pagelayout Fomulas Data  Review  View  Desion  [ayout  Fomat ‘f:l' -2X
il BREE Ty
Change Saveds | Switch  Seledt _] 5— Q u U i : Mave
Chart Type Template | Row/Column Data Chart
Type Data Chart Layouts Chart Styles Location
Figure 31
79¢ € AT famH geaT 593 fammer Ho'3<Yds I | fY-2 9de 3¢ § fY-2 Jalfan™ 578

fSAUS J9¢ I&IAT 3° TUPHT I1de € faAH 3 TaHe S93<T 3TST AT I MAdEd Iatd
&% feg@t 3TeT fsAus a9 feg Hew Jaer J1

Bar charts: 979 97d< (horizontal bars) AV €t fe'a farfaa firve €°3 mirdterw fegagd 3uaT
€3 #9 fe<dt T | fen 97de & fam™ f<9 cylinder, cone M3 pyramid subtypes & ATfH® T |

Column charts: IT&H 97d< ¥ 9d¢ 3 € fARe &% fege! »iangd IBET di3t Avat J,
fea e © €97 ufdeaas €3 #A9 fewr 7 | few g79e b fami™ f9 =t cylinder, cone
M3 pyramid subtypes HTHS I& |

Line charts: &TEt& 97de fea AN 3° gie 37¢ fE9 ge8T=(changes) @ AYT fey@er T |

Pie charts: yTet ¥7de fe'9 fAge f€q T9e 37 Hidtw J&t I | UTet 979 Y d9s Bet
UgeH € FYU § feu@er J |

Area charts: €dPHT §7d¢ AN € &7% AYU3 JIH3T € HO 33T & EINg e J |
XY (Scatter) charts: Aded 97d¢ 37T WnTfeen € f9 Afo-Ady fey@= et srgufea ge
5 A fa fea® 3¢ &5 Sy WMo a4t T Aaw |

Jo& fafgmrer & ag
1. g7de 927G
2. Jor &3 A®H 3¢ € Hee &% & q SdanHle 9751
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A B C D E

1 Location January April July October
2 Acapulco 10 5 208 145
3 Amsterdam 69 53 76 74
a Anchorage 17 13 42.5 52
5 Dallas 43 87.5 62 118
6 Glasgow 110 50 61 112
7 Madrid 39 45 11 53
8 New York 99 100 115 26
9 Tokyo 101 121 189 172
10 Toronto 55.2 65.4 71 63.5

3 fen 3¢ €t =93 7 & g9 M3 FElS T9¢ Q| fend 99 WMIIHd g8 HeEl
WYSE gide oF f3aTfes i 576 |

4. 99 Afgd ©F & A® JBIB<C AITI A € & A% § TIHg e UTEl 9de Q|

H&TAS (ASSESSMENT)

. U®t AgTs J9:

1. feq g9 3¢ @

TaATemT Arer J fAae fd g9 g99e fev

AT ytet g9de fev

2. Ay Hle fT9 979¢ o4s 9ds 3 gove Qus gy f35 29

-~

-~

M3 J6 |

I1. daT gy fe€&

1. A 979¢ W8 en ©f f8re 9276 |

, BTEts gde feg

2. Ay IHle f&9 Qungy g9 &b Un fami €t fene =76 |
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ARG 9: 37T Ade MI fe®ed II&T (SORTING AND FILTERING DATA)

A3< (Sort) feq ferm3T I A fa U3 g J€ 327§ A" TUC A Wee g fegnda d9s e
mmﬁalm&amamﬁwwﬁmaﬂ%ﬁéwwamm

<afu mrer T | AisHe o9 s7er fge w3 fesed sds set AsHie fegsr < farmgrer
& U gaet J | feq 5=t AUSHIE 88 W3 JoT fe3T sTer ga:

=% B c o] E F

1 |Region S5ales 2008 Sales 2009 Sales 2010 Sales 2011

2  New Delhi 56 67 25 87

3 Mumbai 66 Ty 54 o1

4 | Calcutta 75 65 a7 53

5 |Chennal 74 25 E-?I ?_:-i'_‘!

&

Figure 32

g 32T § Ade A feBed a9 Bt I&T MEHT 3

o T 37eT 9T fAUST Ade I3 7 M3 Data 29 feg Sort & Filter 3TV I&T Sort
WMURE €3 If8T I9 | T&T MSHTT STeMBTar Ian ferer J:

Sort ) 21 x|
2] Add Level < Delete Level =3 Copy Level | b & Options... ¥ My data has headers
Column | Sort On | Order I
Sortby I LI IE'LIES LI AtoZ LI
[a]4 E| Cancel I
~
Figure 33

e 3T Sort by w7 <7 feu fagutaxs daaT u=ar fa 3t faw mrug 3 e Age
95 AT Id I M3 gH & g fA= fa Tue g (ascending) A wiee o (descending)
w3 feg OK €°F afgad a9 | Evrgde BT Add IAT ABH 2008 f&9 32T Ade II&T
9ge J 3T 397§ Sort by list feg A¥U3 ATedd § IeoT USRI M3 OK B3 afsa
dd |
AUSHe feuret €<t fae’ fa o feuret aret | 3wt &fen a9 Aae I fa 37T Age
UWU#@’WZOOS’@?WWZO%M’@?WWWT@?H%““ 3

I 3T I farur I |
1 |Region Sales 2008 Sales 2009 Sales 2010 Sales 2011
2 |New Delhi 56 o7 B85 87
3 |Mumbai (5157 77 24 91
4 [Chennai 74 85 67 77
5 |[Calcutta 75 65 47 63
il

Figure 34
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3¢ & fe®ed J9s Bet Jor WEHT da:

« Data 29 few Sort & Filter gy J&* Filter »muns €3 afed a9 | fezed §
MUBTEt J9s 3 UfgsT o feure mgag 3076 I39 © &% FeT fAdde d95T I |
A B C D E F
1 |Region Sales 2008 Sales 2009 Sales 2010 Sales 2011
2 |New Delhi 56 57 85 87
3 [Mumbai 66 77 54 91
4 [Chennai 7a 85 67 Tr
5 [Calcutta 75 B85 47 63
&
Figure 35
o f&F =9 A gAt fewes €3 afsa gaw T, Jo feuw® wigwe 3¢ W3 575 I3
feyret g@<ar |
FLy B [ D E
1 [Region |~ |Sales 20|~ | Sales 200 = | Sales 20| = | Sales 20| =
2 |New Delhi 56 67 85 87
2 [Mumbai 66 ri 54 91
4 |Chennai 74 85 67 Fird
5 |Calcutta 75 a5 47 a3
Figure 36

H&H 2009 f&'9 fAgaT 37 75 3* 37 Add IHT BF & fe®ed aagar Ide § 3T Jo MEAT
coll
e Sales 2009 I37 € Jor Quway Q% #g €F afs’s a9 | Jor fey® wgHw fea

o EN
39U 379 fene feyret faet T
o B C D E
1 |Regic|r1 -~ | Sales 20 = | Sales 20| =~ | Sales 20| = | Sales 20| =
=1 Sort Smallest to Largest 85 87
=1 sort Largest to Smallest 54 = i
Sort by Caolor [ = rr
AF 53
>
Mumber Filters [

H (Select all)
; 55
57
i
: B85

| R I Cancel I

Figure 37

o 3 fone feT Qus ey a3™ § I< o fe®eg & fagufas a9 Fae T |

e 3IIVU IG5 fene f&T Guasy »mums Sort Smallest to Largest A Sort Largest
to Smallest & 9= o gwl fesed 13 9¢ 3¢ & = Ade &7 Aaw J1

o FIU FEE fere & J&~ Number Filters »murs €3 afsa a9 | feq =9 A< Irt
IfBET g€ T 3* J&T WMEHF AT-HE ferer I
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‘%L Sort Smallest to Largest
il. Saort Largest to Smallest

Sart by Color >
i Clear Filter From “Sales 2009
Filter by Color »
| Mumber Filters » Equals...

[ (Select Al Does Mot Equal...

Greater Than...

i bl Greater Than COr Equal To...
L[] B5 Less Than...

Less Than Or Egual To...
Between...

Top 10...

Above Average

OK I Cancel I Below Average

Custom Eilter...

Figure 38
. feg grt astmaT & g rae I # 3t fene fee 3¢ Bt fogufes qoaT a7ge T |
Had AT Greater Than.. TUAS g€ J 3T J68&T 3Tfem&Tar gan feyret faer I

21 x|

Show rows where:
Sales 2009

Iis greater than j || [

% and © Or
| =l =

Use ? to represent any single character
Use * to represent any series of characters

Figure 39

. gan & f&g @v a3 fagufas a9 & gt 99< T (fFF feg 75 ) w3 OK €°F afsw
dd | J&T MEATd AY SHie feuret €<t | 8¢ a9 fa Sales 2009 J&™ fAge 75 3° €37 s7er It
fegrfemT faprm 7 |

Region |~ |Sales 20|~ |sales 20/-7| sales 20 = | 5ales 20/ =

Mumbai alv] i 54 91
Chennai 74 a5 67 77
Figure 40

Jost fafonret & 99
1 Fee § BT g f&9 Aae aq |
2 fegurfas atst aret A €°3 3T feweq a9 |

(¢
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B. Jor fe 3 Ie 3¢ 5% € 5=t =9anle 5275 | I8 13, YSHI U3Taq | farr
WEHE M I MESHT STeT Hde I35 Bet fen & =93 | femeeis & Student_{you

name} ™ &% A< dq |

Students |Test 1 Test 2 Test 3 Test 4

Shilpa 50 65 57 77
Sheela 98 99 78 58
Avikal 76 78 98 96
Vaibhav 87 76 92 67
Abhijeet 56 88 66 88
Surbhi 68 85 92 99
Kavita 99 58 78 89
Tanishk 79 78 56 78
Vishwank 59 81 78 67

H&BTd<S (ASSESSMENT)

Y%t Ag™S 99

1)3?%?3?]"3’5@'3’@'8??5 a aH feg »dH d9s feg Hew Jael
Jd |

2. feweq &t =33 J9a IAt 83 mufag 3¢ § IEe AaE T |

3. Ade MTUH& 32T 29 € J& JGVU € feg Gusgg It T |

4. fe®ed Muns SeT ST ¥ I8 gy < feg Qusgu g<t 7 |
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AH510: S9aHte f€9 37T IBIBE Id6T (CALCULATING DATA ACROSS

WORKSHEETS)

s 86 At 3T wifen € f&9 1 99 99 T W3 6 43dT & 37T AT™® Id W3 IAT fer =damte
age w3 395H & fugst faurdt €3 99a U39 € M=dn A% 29 J9& et T93€ J | 399 Hie
feg 439 migwg IfEar ms o (fA= fa Region01, Region02 ..... Region06), M3 A& H15f€ 9 99
He €3, faudt et asase dist % A® feyret feet T | da9 gt fanuat €3 »wa (average)
H® YU J9&T Ig€ J 3T IAT At Jadr ?

few wifgwmr f'g AT fAGar fa & -2 S9dmter fe9 3o €3 d8a8ns fas it Aaret T |
feq ==t AU 'sHle 8B IHe (sheet) e & yearl s fe€& w3 Jor fe'3T 37 eElU 39 |

A B C D E F G H

1 Name January February March  April  May June

2 House Rent 2500 2550 2550 3000 3500 3600

3 ElectricBill 700 730 800 830 900 625

4 Grocery Expenses 1000 1200 950 850 1500 1250

5 Travelling Expenses 500 600 750 680 1000 950

6 |Phone/Maobile Phone 400 500 350 600 300 ﬁEﬂ!

7

Figure41

IS SggHleT fE9 32T IBIBC AI& BT J&T MSHT dd|

o Wi 2 €3 A mI forw " & Year2 34 | M3 Sheet2 f&T €It 37T ma® A% Bet
TYS d9 |

o THle 2 €3 A& w3 few T & Totals 34 | M3 &It 398 Tys d4 |

o H® B2feT M(H3 T") TOHST TEIU dJ =sum (, AC fq g3ae Y& T yearl Hie
M3 Year2 €3 77§ W3 Wied €9Q | g yIfon™ €7 A3 IBIBe I35 Ber &It
HSUN ©99'€ | €T IdlaT &< a9 fan migHe 37 feaufeg sitst aret 7 |

(sheetname!cellnumber).
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A B C D E F G H

Name January February March  April May June
House Rent |=5UM{YearllEE+‘r’eaerBZ}

Electric Bl [SUMinumber, [numberZ, .|

Grocery Expenses

Travelling Expenses
Phone/Mobile Phone

o I = T A R Y <R R N S

Figure 42
ufg®T G T YHS BT T ©< BT IHT €T &<t Hie 92T Aaw J, fARg fa Quarter
Summary afg Aae T | M<dd (YSMHI) U3™ q9& et Summary Hie f&g gar f&'3T gansT
fam 7' <9 99 | Summary Sheet: =AVERAGE(Region01: Region06!H15)
Region01:Region06 €3 H15 &g Aég AT IH3™ Bt Ardt™ Hie™ 83 AU SHie Medr &
JBIHC qdet IIHdd FHT HIe Region06 & Hie Region04 »3 Region05 € fegad U= aae
3T, Aee=Md Region 01, 02, 03, 04, "3 06 THI Hie™ ATHS I35 BT IBITBHS & MIAAS
&dar, Region05 & 3T A™=ar |
few 397 A9 3wt fad <1 Region0173 Region06 fegamd Hie stwle A" iz a9 T 37 fenet
ABIBHS T IH € T AT AT Hier & AHS dd g<ar |

R

Joatr fafgnmer & ag

1. TarteT fE9 BT HET J4 |

2. Ufagst W3 g+t 2o Bt fem w3 #a™ 5% 2 T9dHler 79 | gAl Hie 8278
w3 fen & average € &1 fe§ w3 A9 fefnr &t Medw usT aq |

213



ARG 11: HBSIUS d9d YAST §d ©f <93 M3 As" § & gaaT (USING

MULTIPLE WORKBOOKSAND LINKING CELLS)

AU SHle 3U78 IET AUST 3 YTUI 37 €T AT 58T BeT S U-2 TgdHIeT M3 AU SHleT fe 9"
AsE f&5er g9 T mrapoT faet T | %ﬂwmzﬁmwmaﬁﬁﬁwa
IS q9eT T M3 S8 w3 f&a oigt Tot ATeardt & 93 5% ot 2993 578 ISI8Hs a9 | gt
grl Ay SHieT fe9' ST f&a Fg Hae T M3 J9 =8 A IH 3¢ € g seg= dae 9 3°
WW@%WWqu faaT Areadt § Mu-2-3¢ I HAE T | BT BT H3T
@vmﬁxwaﬁgﬁwmméﬁﬁummgﬁaﬁwyw
fSHUS JT AT T |

fer mifgm fe's gt e fa fa= @4-2 A sHte #usiansT feg Asr § fas B als
Hrar g

fea a<t Ay SHte §8 w3 Jor fegr sTer gq:

A B C 0}

12 24 85 24'

Figure 43

TY-2 Il ST RS & f&d q95 BT T6T MSHT J4:

o fEF &<t Al SHIC S9aT T 8 |

o JT TIUSBT T I, GETIIS BET H3(AV) €T TIHSBT far =T AH fE9 =sum AE 3
g99¢ Y&t T 3T €€ View 29 f&F Window IV € I& Switch Windows »muras €3
BT T | Wdfes I © &™H &7 f€q IaUzE 5 fene fenet J1

Switch
Windows =

V| 1Bookz
2 Bookl

Figure 44

o Ufost AU SHIe 7 AT gevel At & fAdde d9s BEt Book1€'3 afsd ad M3 A2:
D2 A& § g
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PMT (% « Jx| =SUM([Book1]Sheet1!$A$2:5D52)
A | B c p_| E | F | &

1 =SUM([Book1]Sheet115A52:$D$2)
2 | | SUMjnumberl, [number2], ..} |

3

Figure 45

Enter €97 | 3rt T7ur gt AU IHte €3 mr ae T | fAog A's & <9 gt eoysT eg a9
37 At € g% ufast A SHe € f&9 avsT = g% |3 o faprr T | €9 3dtar &< a9 fam
MEAT AEeIMT RS T J=7&T (reference) feeT § | a9 gnt ufost Ay swle feg aet <t
AHI #USe JI€ T 3 MUS MY A3 € a3 At AU SHle € e muse T avet 7 | fem
& d9s < dfaw 93 |

Al - fe | =SUM([Book1]Sheet1!$A$2:3D$2)
>l A | B C D E F G
A o
2
3
Figure 46
> = - . ﬁ ﬁ .§ aﬁ'

1.

A8 & A3 M3 SI99 o ST IBIBHET J4 |

1.  Switch Windows "™Ua& View 29 fe< IOV & I& fHeat T |

2. TyY-2 / fes A% f&a agaT 3o& MBar-2 73w 3 ger &
YU ATedTdt 9878 BT Hee JdeT J |

3. 3 g &7 gea ggStyr grer €9 FreT vifse i3 fasT Areardt §

Jye feg Wee st 7 |
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A 12 :SJ9HIE 37eT ATST J95T (SHARING WORKSHEET DATA)
AYU3 ATSdTar

frmmer3g ge3dr fT9 fe'a ATST IITEI= (shared drive) Ie7 T, fA'E AfodT @t =93 et 20
"™ SEIBT & Hed a9 Aael T | feg M 39 €2 AeW § Sue BTt migreTet daer O

“The document [filename] is locked for editing by another user. To open a read-only copy of this
document, click”!! feT frew few &t fener T fa@fa fan e fenast & eets & ufow™ ot
gfegwr Ifenr | et =at feg < fe'a mi aet fomastn™ § fe'a eets €3 I d9sT Agar
ger 7 | feg 77 37 37eT Miedt &t mits =u@e et 9 naer 7 AT fAge Afatiar € €< wEt
g § AU J9et J |

AUSHIe Arecand Und § S99 o Hd J96 M3 feng Se=ad nas feg gy &t mrfamir
feer J fag get gae fe'q An’ fen & <93 Aae 75 |

fen mifemmr f&'s fiar fa fe'q <gamte § fag AT digT Aver T |

fe'q =ganle &8 »3 Jor fe 3T erety dq:
G6 v fe | 680
A B C D E F G | H I

1 Name January February March  April  May June

2 |House Rent 2500 2550 2550 3000 3500 3600
3 ElectricBill 700 750 800 850 900 625
4 |Grocery Expenses 1000 1200 950 850 1500 1250
5 Travelling Expenses 500 600 750 680 1000 950
6 | Phone/Mobile Bill 400 500 350 600 800' 68(}!
7

3

9

Figure 47

J< AUSHIE § A'ST Jd& BET J&T MEA'T J4:

. Review 29 f@5° Changes 318U & J& Share workbook "muRs §°3
BT 9 |

. J&T MEHT SIS 79N &ad MEer J |
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I Advanced I

™ Allow changes by more than one user at the same time, This
also allows workbook meraing.

Who has this workbook open now:

MRADMIN (Exdusive) - 9/30/2012 8:46 PM

[

Remove User

Figure 48

e MUH& Allow changes by more than one user at the same time. This also allows
workbook merging. €°3 afs'a aq |
e OKIBF AT I

&< frmer3g Ay Sl Areeand MTUS Wy ATSt JIShyT =998 a fe9 g3 femms=r &
MU Wy e 59 faer I | fog S9asd & AU se@e st I fagfa fea ot evts & €3
e BT GH A T HaE I& | GEIIS BEt ATS AISHT SgaE ST ABT & HaH 9%, TSTHES
gTIHfedr AT Ie/3A=ITT »irfe TH® J9& € mfariT a4t feehn™ I |

st | fafgu=r
1. €1 GHd" 578 IAHIC JTeT ATYT (Share worksheet data) dd |

H&TaE (ASSESSMENT)

Jor gy feb

1. Share workbook "'UA& Review 29 f&g IV T I& HEat T |

2. ¥ ISt SoFE AT ABT & , a wife eys I9& <F
nfaprT &at faebnr g5 |
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HI&T A& Sl

(Information Technology)
e g fag Acdem 2-gst 10
1T205-NQ2012 fawile® Unens (feeaHisiee)
fefemragt aar ursa
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© Ut i A Heas fencifefe e Samas Mgans, 2012

feg yams amiterete muts adfanz T | fsuat nifapnr 3° fast fem yamsT e use-
fsare, Megse w3 fan <t fami e Ag9 =9 fAa3 I |
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fefermagt @ a1

fefammagt e 38 &.

39 59 I & fret
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A 222
gfuar (preface) 223
3J73t d79d YA3a ¥79 (about your workbook) 225
AR 1 |ffq y=t afsy @us g3aT ( Inserting a Movie Clip) 226
s 2 | g WSt afsy €us s9aT ( Inserting an Audio Clip) 230
AHS 3 | 98T &% aW 39aT ( Working With Tables) 232
AWS 4 | 97de 578 aH J3aT ( Working With Charts) 236
AA& (5 | caratasT ¥y® JdaT ( Inserting Transitions) 239
ARG 6 | MahimsT s JdaT (Inserting Animations) 241
AR® 7 | G9aden & aigy 35T ( Grouping Objects) 243
AHS :8 | milag &ea s a9aT ( Inserting Speaker Notes) 245
AA& 9| e fafe§ FaaT ( Reviewing Content) 247
ARs (10 Jwens €< &t famrdt aaat ( Preparing to Deliver a Presentation) 250
AR (11| U=3ews fUe s9s ( Print a Presentation) 252
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Jdo fad Afgdatr & mi9et Qussw gee@e feo Wos=ydgs ghiar
fagmet J:
1. HTI® §33 M€ AISdt Mgdnds (CBSE) & Ufs3z Fed®s™ HoWT Aeds

feretfe€e »e Sawas  w@aAWs (PSSCIVE) € &8 afu@ed w3 wret 2.
g (IT Basic) @ 2aHe w3 MIPH™H HIEMHT =g ®Et | fem v &
fee 37. &0 feaw (Fa<taa) € &% 37. fed A=Y WaI3T (Aufex
I5=16d), IHET JYTS dd, BT H'& HIAH IHE W3 HT WG fagad IHaaa
HHS 7S |

2)  wAed festyr v aalde fadtasfau Gaend (skill for life), mASd & | de<
afes M3 fanmg digr 7 €9 Haehdr goefer w3 fem weldhns © @t
8us™ € B9 g5 =B Afgwait (Dr. Reddy’s Foundation and Quest Alliance) &
S Ta3< &3 |

3)  CBSE/PSSCIVE € ¥c<T § A36 ®El HEldanee € &df fSrles f@eart Yo
gt- ®If&ar (e-learning) UaH € =93 13T aret T |

4)  fen usgH M3 AHAET § fewfes a9 W3 g8 ®et =u=st Q3w &t
S g3t det At fan fe9 guet wafmar Awret, et Aot Jd49, HT H'S
v Jfed M3 Ht 'as wrfes aHr 7iHs /S |

5) fem € &% Tt aEl A63d WG AIS AT HIIB® &9 mHaRt w3 ewde
9T BT 9T I¥ TS | feUsT AT AIIT € GO Usee Afd3d Al
atgT 3 Hfewr faprr T |
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SHES FIITHH SIHI 2005 feg faerfon ager d fa gfenr er Fles A fa rgs fes
J 8F & Ag® 3 U9 € Hdles 3% Agd A3aT gdter 7 | fev g3 fagrer 3 fAye &t
eIz § £3e J A fd A3 fAiner & »ad € four W3 Ag®, WA, IEI9d M3 IH € AF'S
v fega9 fea s Tr g9 <t T |

IT205-NQ2012 fsvite® (wens (fRearlsiee) €73 murfez fefenaat gag a GarsT
v e f€q four I 7 fa Snes Wigdns asifedns eav=dd (NVEQF) & &' dd& &et
gerfenT faprT T | feg HisHedt nire fa@is faran fs=msuie (MHRD)E’ffe”—oruﬁm?r ahit
H&3T Y3 fefera yeat fan 9 ng®, Sanas Mgdns M3 dféar fenetfetrs,
SASTAH MEAHS %ﬂﬂﬁ@mmwmmm et 9793 AT T
winy firarg w3 four fsgen fie aasT fszrnmr'?;zr’mNVEQF Wa13T, W39 §34t A,
fefenragt aefez fur fe's ugearsT § Suear w3 Y-y Gagrer & fegara ffuimragt
of 3tHi®3T § Afeuwsd gaeT 7, fen 397 feg &0 A 39 fiue § 83w foz a9er J |

feg fefenraet =gaga 7 fa fefenragtn™ Bet FdHes warsT lanA © feg gar &
g8l I, Wifaer € Iy 28 Guar fefemraghyT set gt aret A/t |, fagsT & S<t A7
fere ggrgg &t yifen ue g9 Bt I | mret @/ mret & gt m . Afa's fsesuie s (I1T-
I TeS Skill Development Council) 7 f& 8Ha® Afa'® faesuie I9UdRs 3° HE3T YUz J,
& IT-1TeS fesmedt € Bet SHs® MaUHES He 395 (National Occupation Standards (NOS))
& feafiz dI3T J | SHE® MIUHES AS3I8H (NOS) fed quleHt Aesmasa " Ae I w3
IH I35 T8 87 €3 5ld 397 IH dd6 BT Agdt Afd & 3 fams €7 veTae d95 Bet fen
& fenr fagem mret 2. fesnedt € ySifau gwmar fe3 A7 05 |

Uf33 feg &% HoH™ Hedw feneifeBe e Sdwas Maans (PSSCIVE), dHas
TS e MgdHes a9 wz%r%( NCERT) &r fed frures T & <u=st e93ws o
AYT 578 H'S%d USqH M3 HIfEaT Helai® [T/ITes Raed € fe9 faHas grsifedns
Ud# BetNVEQ € 3¢t 825 1 3 4 (Ffaen) feafiz di3T J1 =5 1 a&™H 9=t € 99799 J
W& § A (NOS) €3 »ufaz fa3T ve guss =" (fard's Ho93 M3 IEsM3) Bafsar
His8® (Gfaen) M3 FdtgsT € feam wet ufgee I /s |

feg fefenraet Tgaga 3¢ € 5% fiue & faaBufaz auet T M3 J9n § »ed T3
ﬁ?mﬁwf&%ﬁ@?ﬁﬁ—ﬁf@r?udd' v fegamg 34t i & 335 et Agdt
¥ ifoaame fow =ufe &t afom aect 7, §°9 Sovle 97 W3 Aue 79 T 99 W3 J96t &7,
g¢-8¢ O UT ¥ f&9 9997 w3 fafowr=r € »et 78 € 3799 €t 3 Tt e sae o fa
feg Gum fam & fHfwnr & Swas 313t (1986) © fe9 fage T g fefemmadt aefas
fAfnr y=r=t €t fenr € f&9 9o aet »iar & Arear |
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fen w3s € Fe®3T AE® fUHU® W3 niftmud € Jen €°3 fageg aeet 7 fa 89
fefenrmagtnr & wryst fafenr § yare d9s w3 gsusT=r e fU'sT 998 Bt M3 mrs-ar-
Ay faferrer 3 ymsT & et §3nfaz a9

&9 feam wifgmm f&g fafunmagt & aatHa W3 '™ & aiHs J9aT W3
ITSIHIIT Hge J Aad At 59 § o B @@ =g Mus e ffems aee o & fa
ASaet U3 d9s @8 g | feo Ben s et gcla e fee M3 afaw € gare few
Iel ISR AI€ IS | AH & BT II6 ST J6d3T & I99d™d 3 US BTl dH'&T & e S
fe'T suataues Agel I=ar »3 uz8e w3 fmuGe &et ugtet € Agdt fear € feg =or
CEARIEE I
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JI ST a9 UAST §°d

feg fasma 1T205-NQ2012: fsvie® wens (Realsiee) € ufse & yar a9 fev

ITSTHEE © BT T | 3U78 fI379 a& W gH, I J96 € AE's §°3 A7 I8 Mue A fee
IS HPATUT AT 23E5d ©f O 7Y 76 SIIY o HTdT IH JI&T IaieT J |

fen fasme € <9 ins 98 7 fa 3078 o™ © wfse © Su-2y ufgs €3 ga=r
fars w2 AfE'S (soft and hard) YUz d9& ST HEE A9l | IIF AAS TTel 8T J M
stgr A e T | 333 Mﬁmamw%mw@zmwm
WKWMWWWWHMWWU | gt mrust
Wamwwwmﬁm?wm@@mwa?@zﬁ
ST &t od e T | MG g S4iE o for fns fo faus fans 3073 &0t 0

Raus 1: ATe-ufgare

feg Ao, gfee € fen & 3ot Ae-ufgee aee@er Jifew 3u§ feo <t
erer J fa gfse € f<9 Avs 39 AvsT © feg At at e |
Aows 2: Agfug Aeardt

feg Aans 308 Ans € i[9 mn® fefimm € €3 g 9=t Aredrel Ho e Jaeger
J1 fer faws € f&9 A farrs feafrs gfenr § 8v 3v78 g% fanfes fafer=r aos © &t
Gar g | Mg & yaT 96 3 ufasT few & 9 =y Uy €3 MY feafiz d9s &t
IS A § 9t 39T UFSET gt J |
Aaws 3: mfgw™

J9 ARG € &9 vifer I 7 fa 3g7§ At €°3 Yot daat gaiet 9 | SRt a@™H gy,
W3 A IH € AEs §°3 fafer=r & F3dr | fern Aaws © €9 avs faferer 7 fa v &
s €3 a1 a9s f&9 3umd qulee g5 © Bt Agdt 95 393 famns, Afa® w3 g™
& feafiz gos f<9 vee Jaaair |

fafanrer 3am3 wftmmua A7 29ag € TUdy & ISt Irdtetd™ 95 | II7& o
ydT g9& € f&F ATeddt €9 M3 ITST UIEIHN & HUGS BEI IS = Ho T
dgg=Tear | fen § Y3 995 BET MU fd™yd AT 295d 378 I1% Jdd fe o 2TE 78
fanmg a3 w3 At 578 faguas fao 7 fimig & user a9 | 7 3T7§ MY &t mBer
Sret fenrfan g8 Bet mruE Mfewmud AT 2969 § U'ES &S Ad &7 [

AdHS 4: MAANT

fen Ao feg AnHe AAf<E (review) UHE 3073 YA H & I I35 BT ITST HEE
FI&TT MIH AAs B3 Ae 3 Ufas™ It A9 YAs™ € @g €< € Agd Wal g€ g1 J
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AAs 1: fe'q y=t afsy us d357 ( Inserting a Movie Clip)

U+ eHE Aeeand Und & UdcHa § Jaed M3 A98d '8 BTt Unens &g Het
U e g9 e wrfapr feer §1 gt farens feg y=t 7 fecaae s'gngmaﬁs%g
feGu 1516 eww Fg Aae T |

fen mifgnm fe'g At fiter fa Aeels Qe y=t afsy fas eus i3t Aret J1 ydens
Aecand €t <93 &'5 fEd &<t TEI® vF |
& Idtfan 578 AT HST €S J9 Aae O

e Insert 29 €t 293 &% |

e Title 2 Content Layout MTUH& €t f93 &% |

Insert 29 ¥ f&9 Media clips I0Y & I& Movie »uns €3 afsd 91 Jor feue
e fed 3g7u 378w fane feuret feet T |

Movie

-

&:él Mlovie from Eile...

Mowie from Clip Organizer...

Figure 1l

3t feega’e 3 ufow™ It 378883 1St Het afs 'y & eus a9& e Movie from File...
MUHE & 9 AdE J | I&T MEHG fe—orsTfewrwaTer’HGTEr

(&) Insert Movie N x|
o& )v. - Libraries ~ Videos - - mISear:h\ﬁdeos 0

Organize v  New folder = Ol @

@@ Massoftoficepan | Videos library

- Arrange by: Folder ~
Indudes: 2 locations

E15 Favorites
B Desktop

& Downloads
| Recent Places

=l 4 Libraries

Sample Videos

= 7% Computer
® & Local Disk ()
s New Volume () =]

File name: | =l MovieFiles =

Tools - Open Cancel I

A

Figure 2
A S IfBU S BT AT T M3 BF § AgEls ST eU® d9s B8 OK €3 afsa ad
|f|—$|—2fﬂ?>' Jor migATg foyret a24tt:
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Microsoft Office PowerPoint

‘o‘ How do you want the movie to start in the side show?

Show Help >>
When Cicked

Figur 3
AT HIEPT afa 'y § uSH J95 et Gus gu € mruraT Automatically A When Clicked
feg fan fea & Aeqa Aae J |
fen 3* fewr=r At W=t af®y 7 Clip Organizer € 35 SusET I & 4% Movie from Clip

Organizer... MUA& & ¥< AT J | feT a9& §°3 Jo migHd Af8 U mde eHd U ferer
J:

Clip Art - X
Search for:
Go
Search in:
Al collections f

Results should be:
Selected media file types -

Click to add title

Figure 4
3T Bus I Hetor 9 fam & <t g< Aae 9 73 fer & Agels fe9 eus J9 Aae J
feq =9 7e° gAt AgTElE € fT9 U=t eus ag fe 3t 3™ {wens JoT Tan'e WgHd

feyret &=t

Figure 5
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BWTET WURS & *93 & (Using Layout Option)

>y

HeHS Hecand € 293 &5 fEq &=t eEI% 4% W3 ABTES e 3T 9e8 |

Home 29 & f2'9 Slides a0V & I& Layout WuAE €°F af8d 99 | J&7 migAd fe'd 39y
385 fene fenet 9 -

=] Layowut —

Office Theme

Title Slide

Twwo Content

Title Only

e
Blank Content with Picture wwith
Caption Caption
Figure 6

Title and Content ¥ €3 afea g9 W3 Jo feue »gA f£d AEes nge € 5%
feyrat @=aih:

Click to add title

* Click to add text

Figure 7
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IAT  Layout wums f&9  wdlas €3 afgq d9a AmElE i it TS

9 AIY J1 fe'q @9 Ad” IAT wetas €3 afsa a9 fe3™ 3+ Jor MgHd o' sfewrsTar
goH ferer 3 :

Insert Movie

B X'
I"\ J~ [E - ubraries - videos - ~ 23 [ Search wideos =
Organize v New folder =] - ED @
5 oS " =
@[3 Microsoft office Pow—] Videos library
5 Arrange by: Folder ~
Includes: 2 locations
=1 % Favorites
BN Desktop
. Downloads
-l Recent Places
=l L Libraries
=) B8] Documernits Sample Videos
= @t Music
= ™8 Computer
= &L, Local Disk (C2)
[ ¢ New Volume (D) =]
File name: | ~| [MovieFiles ~1
Tools = Open I Cancel |
=2 |

Figure 8
7 It HETEtSIA § U aee § 37 it afsy wiuS wy ug T At |

1 Insert MMUHa € 293" J9d HST B Y T4 J9 |
2 Layout U €f 93" d9d H<T IfBY T4 I3
3

# 3T “ Effects of thoughts on water ” AT “ Our place in the cosmos ” AT “ Effects of
Global Warming ” €3 d€t @4-2 afB UA 88T a9 | fed §aeHs 76 w3
eEls § gd=" & fel | méﬁ@aﬁummwmaw
S3IgHt Ma® A g fen eets § <t =93 |

HBTIE (ASSESSMENT )

Y%t greT g4

).C)J

1. JHeHs Grd § UncHs & JaIeTd "3 A98d 9e8e &el Unens feg
_ O g9 ©f wirfamar feer T

2. AT rens &9 yet afsy eus a9s Bet € MunsT CES

TII AT T |
3. Movie MTURE & J&" GusTT @ »mruRsT S I5 |
4. W=t (Movie) MUR& Insert ¥ € 36 gy © fe9 Qumag 7 |
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s 2 : fea w36 afsy eus a9aT (Inserting an Audio Clip)

It 16 € = §wens € 9 wSi6 afsy aHs J9 Aae 7 | 8egde &Et IH vt
JneHs € AN I8aT Saqres Aan3 9% Aaw J1 fen mifgmm fee gt fivar fa fea
e fo'g »HG afey foae em st Aret 7 |

JHeHe Aeeand €t 293 &% fEd &<t eet® 88 | Insert 29 € &9 Media clips a8y &
35 Sound €3 afss a7 | IR 9 f'T feud wiEwTg feq sauzEs feret T |

&

Sound '

& Sound from File..,
Sound from Clip Organizer...

Play CD Audio Track...

Figure9

3HT AE'T afsy & €us d9a St Sound from File..

. MUES § ¥ Ade ¢ | JoT feue
MEHTS fed Sfenretar g foyret fder § |

=
———
Gk J= | = Ubraries ~ Music - ~ [ | search Music
Organize ~  New folder = ~ [ @&
= - 5 w
@[3 microsoftofficepow— |  Music library
3 Arrange by:  Folder ~
Includes: 2 locations
R oS N = |c tributing artists I Album I = |1'|de
B Desktop ame on’ artist
8 Downloads I Sample Music
'l Recent Places
s
B videos
= 1% Computer
= &L Local Disk (€9
# ¢ New Volume (D:) ;I < | _'I
File name: | =] [sound Files =1
Tools - Open I Cancel |

Figure 10
St afsu § ﬁWﬁﬁ%%wﬁs%mmxﬁOK €3 afsa aql
ﬁmﬂzﬁﬁaﬁ%‘uawmwfﬂ%mgﬁr@wﬁ of USST 99 Aae
gl m@wﬁfmrnﬁm’rfmrfewﬁwaﬁmwm@ma | gHT §g&™ & Sound from
Clip Organizer... TURS & ©HdT WA H od A< T |
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»dr T W3 fer mruns € <93 575 fEa W3i6 afesy eus 99 | 7 At g s afsy
TYE Jd HET MI IAT ASTEISHAH UBH gde 7 3T MG afs Y mruS my 9% Av=<4it |

i

:

P
1. | gwews e rgs afsy eus aqd |

2. | o= a3 3883 a9 M3 BF 3 g fued Ans fg gevet aEls § B |
»USTt U eHs € yI'= SUge Bet fen f&'9 Aai3 eels Ariis a9 |

H&T IS (ASSESSMENT)

i |
Z
2

1. grt SF1§ € = (uens © fe9 HHE dd Hae d |
2. G afgy &t =93° {aens g8 28 UBH Id& BT A3t Avet I |
3. Sound MTuE& Media clips ITY € T& cg v feg Gusau gat T |
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AHS 3: 298T &% &Y dd&T ( Working With Tables)

A AN

U CHE ArecaMd Wdfam™ 78 3¢ (statistical data) & »dEg9yd (meaningfully) 3dtd 5%

SO ET BT grd § ASTElS €9 398 IS J96 € W gaeT J1
few mifgmm fS9 It 298 (Tables) 5% oW Ja&T fRHTT |
U CHE Aeeamd €t 993 &' fEd &<t eEl® 48 | AT € €9 575 J9% €S dd Hae

o

. Insert 29 € 293" &% |

. Title and Content "TUH® €1 €93 &% |
Insert 29 € f&9 Tables ITY € I& Table Wuns €3 afsd a9 | I&T MgAT foa 39U
8% fene fenet 9 -

o
‘ g !Il
v

Insert Table
N A I N N O O
[ M JE JL 16 30 1 I 1 |
N A I N O O
N R I N N O O
N R N N N 1 I
N A I N O
N N N O O
N N O N I
3 Insert Table...
fﬂ Draw Table
EI Excel Spreadsheet

Figure 11
3t <93 YA A9 ¥ f9 3T gan < farest € €3 wEw & 3991 g9 <95 g8 fw
I5 | feg OF €91 § =93 m3 JoT fE37 398 §7C | »idr =0 M3 Insert Table..... W3
Draw Table »Urs & =93 & <9 g9 ©F AfAd a9 |

Figure 12
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Arun

| Day 1 Day 2 Day 3 Day 4 Day 5 |
Savings Savings Savings Savings Savings
500 450 600 700 400

John 425 575 380 750 595

Salim 655 385 500 740 800
Figure 13

JEe® T ST MTUES ©F @93 (Using Title and Content Option)

U+ eHE FAecand ©f 293 3% fed 3= El® 48 M3 ASTEs e 8 98| ASEs
o 3 guse BEt JoT MEAT J9 ¢

Home 9 € f&'F Slides IFY € & Layout uns 83 afdq g9 | fAe’ At =t afsy
THS FIS =B 13T AT | IIUFES fEHeE f9° Title and Content MmurAs €3 afda 39 |
Bnge € wed Qus sy wiElas €2 IfE T aod IHT ARTEls fY <u% TS J9 AT
J | fe'q =79 A< IAT metds €3 afe T aae T 3T I&T MEATd foa sTforsar gan
feyret feer 3 -

Insert Table 2 =]
Mumber of columns: |5 =
Mumber of rows: 2 =
0K, Cancel |
Figure 14
g< €9 fare3t 99 fashd™ I W3 %Y IAT MTuS 29% ¢ &9 9ue 7 | Gergde st

HAd TS 3 THH M3 3 I € &8 ¢89S ITteT I 3T €= Number of columns %3 Number
of rows & f&9 3 2EtU 99 |

feg =at Ae At ABElE € 9 2u% eus o9 fe3™ 37 99 T7 &9 Design M3 Layout
SUBET T ATE I | IHT GUBT § TT #idr UB § WIS q95 M3 TIHTET € BET 93 AT
JI
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D“‘J H"T V7 Fresentationd - Microsoft PowerPoint Table Tools

/ Home Inset  Design  Animation:  SlideShow  Review  View  Demsign  Layout

Y HeaderRow [ First Column momEs | mmmes | mmmEs sssss Somemm S=Ems aoEs: ﬁShading' A} A
Total Row Lol I SSTEIEEE SRt | B biinl Gotntonmy Seebiagl Svivil Sntei - o - Barders » 4

—

orspe [l o] ol besrr] (rivated foagint - Quis D s
J BandedRows [ Banded Columns T Hieds® Sylere (47 iPenCalor' Thle

Table Style Options Table Styles Wordkrt Styles i Draw Borders

Figure 15

Design a':re’ fe—v' Table Styles IE Y & eaa'sr Eﬂ?aaarr@—sr g9359 7 feede & ge% o It
euw u fufes oes wae T | fai uw fsmfes & 93 et Table Styles IIgy € Jo

feafes & 9 w3 fen €3 39% afsa aq|
Had gt faafes & geser 97g€ J 3™ Table Styles IQY € Jo™ g+ fsafes § g w3
&< f3afes €3 afsa a9 |
:-m’ruﬂcnofe—u'cm ger@er fAfun I, U Aa9d 93 YA AT IgHe A" Ay SHie feg
su% ufgst ot ige 32 ﬂﬁa@vfm‘&a’r%maammfmmm’r
n?‘f—a'?ﬂsh%fe"—orﬂws‘]swmsert%h? Object & < |
e Insert Object STfen&ar 79 f&9 , Create From File €3 aIf8 T a3 | M3 aHe
7 AU SHIC fAn € fe9 9% I § 89 M3 I<& &el Browse €3 If@q a9 1vs gu
ST UHeHs Aeecand <98 § €HS Jdar |
o Y ZHT OKEI AT qa€ I 3™ IusT AEls f9 yar g e A" HY SHie felde
g A'Et T | 799 3'gHe &9 2u% I famrer Sane I 3T Y ST § JeT8T BT
TS d13 IIT Zone €3 3um afs T a9 |

e TYH JdT J¢ Hdd IHT Link WEWWU?WW%WW

A A

Hu—sﬂﬂ?fe—u'mawszms'w ummwmefe—e%mm
T €3 gvte afET a5 M Update Link RS & 9, AHS 13T dfenm ¢9%
MUS WY MUSS T AT o |

o FBTEIF P TS & TUS BT I M IV JJ|

wfed™

Jost fafonrer & a9

Insert M3y Layout ¥ €t T3 578 U eHs @9 2% €Us d4|

A AN

Uaens &9 2u% o faarfes M3 egne 99 J41

grt MuBlans f&9 2us felae a4l

fea a<t emets u&Ifen mifgmm i[9 fe'3 are 298 & HBSIUS 3 M3 T &
3% THS dd& ©f ofHH &9 Design 29 € J& Table Styles »muna € 293
d9d 4-2 Yifsefes nefesn § <93 |

PS”!\’!—‘Q)

234



HBTAE (ASSESSMENT )
YTt greT 99

1. Wfa™ T8 37¢ (statistical data) & »dEgIyd (meaningfully) Sdd 5%
TongT SEt TafanT Arer T |

2. 398 WJHS Insert ¢9 ¥ f&g JgV € J6 QumHy gt T |

3. gud & fe'9 9% ANE J95 € War gaeT J |
4. 9% g8 @ € ©ar mI I5 |
5. 7 ¥ 7 2% v wfsfear m3 eraifear set Gus gy g=ar G "3

J6 |
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RH& 4: 97deT &8 oH ad&T ( Working With Charts)

U+ THE Areeend Widfan™ @& 3¢ (statistical data) & IA<1aT € gu fe'g son@< et gag
& AeTEls fE'9 979¢ AHS 99s € WarddeT J | fezrﬂﬁmﬁs'aa?zrfsm?aswagﬂzx
III ANS BT TS |

few mifgnm f&'g At 979 (Charts) &7% IH F3&T A HTT | UHHS Aecend € 93 878
fe'q o<t TEI% §8 | ABTES feU 979 ©U® I9& Bl Insert ¢9 & f&9 Illustrations Igy
¥ 38 Chart vurs €3 afsd 99 | 3o MgHd fea gan feyrst feer g :

[nsertchare T
||__j Templates _Cdl-l - - - E— — =

: - | = | | .=
eSSl g | =8| 2R ] 00| =B 98] S0

13- Pie e T e | A—]

= o Jeia] |JmB | A8 | L |JaA ] AL

iz xveee | sl (L] IaA | A Lok

& surface :.'-i'“’ . ; : : r—
oo e A e ] ] ]

e Radar _P'lE_ : S — - — -

|./B‘ | Ty | iﬁ")‘ﬂa‘ [ |ﬁ| i&l"}| iﬁ"ﬂ;l| =
Manage Templates. .. I F_,etasnefajt'dmt'l ’TI Cancel L

Figure 16

AT SY-2 fami™ € grge Suar 7 AT Uwens f€'9 =93 Aae 7 | gge &f fea fami g€
I OK €3 afea ad | fea faewe g9¢ Azels € &9 euxg g A<ar | g Fwle
mﬁmywwma-c- JU% J& meml

(O w2 - o Crmt Teoty N i
2 ) A ——————— {1\ A ittt -
“ .c‘ = P & jcam 1 -y Sf | Generw A || Gmen- T g

e Save s Switen % o e A (e L= = -l e i | T Oyl &l M- |

- BowCotmn Cats  Dets . F |5 S o = E e a5 - 12 Farmat Ld= |

mmmmmm = Fort Fbgmernt 77| M o EdHing
a6 ~ 3 =|
= - 5 e %‘
fiesl  ser ser
tegory -

Click to add title

1ze chart data range. drag lower right cormer of range.

Semmm e

|1 0 i e~

Flgure 17

236



3T AU S f&9 a3 & #ifse a9 Aae T W3 UHSHS Aeeemd WTUS Wy 979¢ &
MUSC JId €< | IS J&T fE 3 MEH™d ml—smﬁ?fe—u'aa'

Day 1 Savings Day 2 Savings Day 3 Savings
Arun 300 250 500
John 200 300 300
Jacob 150 500 600
Salim 500 750 150

fe'a =9 7e° Al AU IHte fe9 37T 2% fe'T geg= a9 fe3r T 3™ AgEls feg 9de
MYE WY 588 AT J M3 JoT <rdT feuret g=ar |

800 -

700

600

500 -

m Day 1 Savings
400 ;

m Day 2 Savings
300 Day 3 Savings
200
100

0 |

Arun John Jacob Salim

Figure 18

J< AU SHIe f[S9 I3 & 98 »3 9de f<9 geg=" § =4
Design @9 & J& Chart Styles & €U 50 wTuRs € 293° add IAT 9 &7 JaT M
fedae <t 9u® Haw J1 J9 ACTEl® §€&< BT Chart Styles &9 fe'q neels 9 w3 fen
3 sum afgs T aq |
I3 HES four fagon Jo™ WaHd Ia:
o Y3t 9de HAA fe€ | HAm & dfSar g6 |
. Wauswm%maz@w(xwmwww)mwm
g9 AT UEt 9 & 395 €6 | AT 3 HU'SSUds o § AT 3 EFT AT, AT I
HU'3SUTE S¢T BTEIG AT HoHaT & 993 IS A9 |
. wwmx@w’”@?mywam
o T 3T | feQifeas Haf T 0 €3 §Y &9 Ifide 9SS =gar 9t IBaT
ol
o HI nMeHBITE Areddt § U3 9 feGafes sels, 37er yrrfeen, §an nirfe 3°
YJd 99 A 39 §T HAF &% AYU3 &7 I< |
o Y3t fey et gy fea (FU 3 U 979) Jar =43 |

gde z;r f&lge aaaT (Importing a chart)
I AU SHTe f&'9° <F 99e felde a9 Ao T | fon €7 a1 ya'eHs Aeeand ST 2us
ferlige a@s St T A T |
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faGfa ydat He felge dit aret 7, ITE W& oS TEF< d96 M3 AHS i3t Jret
Genae € fe'9 g9e fewB< & 7ga3 T Aaet I Guvde € Aela fu@s/we8T &et
AT fer € €°3 39% Ifs'T 39 Ao T w3 for a7 a9 9e8 Age J |

J&& faforrer § a9
1 ASTES &9 99 eus 99 |
2 Ufg®™ g=7¢ gde feg gues= a4d |
3 TH MUBtaws fe9 97de felde aq |
4 Jor Ay SHte fT fo'3 aE 37¢ €t 293" aod ¥9e a6 | ARTEls feY g9
felge ad
e B G Dl Fole B e S |
1 Name January February March April May June
2 :House Rent 2500 2550 2550 3000 3500 1600
3 _Electic Bill J00 750 00 850 900 625
4 Grocery Expenses 1000 1200 950 2850 1500 1250
5 Travelling Expenses 500 600 750 650 1000 a50
6 Phone/Moble Bill 400 500 850 600 800 680 _
HBTIE ( ASSESSMENT )
yTBI greT 99
1. ¥ eHa Mdfan™ =78 3¢ (statistical data) & AT € U o9 Tange &t Gad &
AsEE feg HH® Jd& & Gdr T J |
2. Insert g & fe9 JOY € I& Chart Wuas Gussg J<t T |
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AHa 5: TrAMHE @u® Fa5T (INSERTING TRANSITIONS)

UH<HE € 96 STTHING &mmaaﬁw@z €9 Hew 99 Aae 75 | fea
ASTEIE cardins fey arat (visual motlon) g fAn f&9 {uens €9 fea 3 gme g+t
mmalwwmg%mmwﬁﬁmﬁmamw
€7 397 T fA=” deqre ?Wéswfe—or?e T fS'9 g€®eT 7 | 993 A9 Uuens
mmmaﬁm 2 arHine fedeaen Hvsﬂwrraa?@—trawﬁmwgﬁmweﬂs

f€9 A& U™ Hae I |

fen mifgnm g At Uwens <9 cordis IS ddaT AU UweHs Aecend € <93
&% feq 5=t eely 48 M3 ufos &3 fenr fagenr € »ug €3 Uuens € feg ace
TS dd | TITHIEG feedeH 578 IH Id& BTt Animations <9 €3 afs T a9 |

Jor feue nigHg 3uTd earHinaT ©f fea fene fouret =it :

Animations | SlideShow  Rediew  View Farmat

gﬁ Tranition Sound: o Sound) = Advance Slige

ﬂ J J ‘E ﬂ &‘ ? v‘” ]9 ﬁ‘ ‘ Hritonspet Ft - 0 Onowse i

J ApplyToAll Automaticlly After. 0000

Trangition ta This Slde

Figure 19
MUBTEr g6 B Transitions to this slide IF Y &9 fea feede § g w3 fen €3 595
BT a9 | Timingm%ﬁ?durationmm@k%‘mm(in seconds) A’ dar
It earHins feeae €t f389ns & =ur A wer = rawe 7 | f389ns & e fire €3 Ae
mﬁaﬁnwwwﬁsmawamaaﬂl

Timing 3GV € 38 Sound »uns f&9 Qus'sy mEs AaH § 9< o 3T co s € €95
Fl"@‘a’fé%ﬂ?ﬂ?aﬁﬂa?ﬂ' | -2 AT AAMHT & TI3< € AfAF 9 M3 ASTES i §
Wsrm@—affeeaza‘

Hag AT yat Ywens € fE9 fed ot cordins M3 A3 fegae duer ¥d¥ T 3™ Timing
GV € I Apply to all Wuns €3 afesd ad | fern nums § g5 €3, g€ I A9
fedden Ardty™ AETERRT € fE9 mMumTeEr § A |

&< : 9U3 ATIPHT SITHIESGT € 293 ddaT fed W B3t I, AT €7 & =93 # fev &%
AYU3 &4t T | fE'q ecardins ageﬁmmﬁm?wwﬁwfeﬁraww
& fe'9 =a3 1993 At ZaTHiNGH ©f =93 gutsl Taens fey & S99 wer feet T |
SITHIAS su'aIUHCHoa‘led'Wmﬁmﬁfgﬁgﬁ@wxﬂ?m?m
%ﬁvhﬁwgmmwmaﬁl
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1 ASTEST §°3 carHiHG MuBTet J4|

2 g< mifgnm 1 fe9 gt Iwens (AT “Effects of thoughts on water” jW “Our

place in the cosmos” A “Effects of Global Warming”) & ¥& | M3 MTUST Ui SHS
f&'9 TY-2 cardtas MuBTet g9 € I a9 |

H&TaE ( ASSESSMENT )

BT gTeT 99

1. §dens € €95 fesaen Afaw™ €t got =u@< fe'9 vew a9 Aae
I |

2. fe'q fegm® HWHS (visual motion) I A€ UH¢HE €9'% feq 3 e gdt

st 7 |

3. ZIrHHs feeaen <t fone 29 ¥ J& QumTy g=4it |

4. 2IrHES fedden Animations 29 € fe&9 IOV € J& QusTm Jer I
|

5. UwHs Aecend ¥ &9 Gusay . , , ,

, I3 TG feeden I |
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AHG 6: MEMHAS €H% dd&T (INSERTING ANIMATIONS)

A€ SITHING I9d ABTEIS € feudd g€ I 3T Maies 3U7g ASEs Mee fAe fa
SqHe M3 Jrrfedn § a3t (motion) ¥ f&'9 AwTElw € fega uB< &t ferms feet 7 |
WEHHGH ISt ABTEIS § J9 frmmeT sfes e fe'y e ®et fed Heeara a1 d | Wans
mmyﬁwv@vmawmmzﬁ@?mqews dds feg Hee
Jaat 7 | @UFWFEﬂE"@?’H'&Ho(C A cane & feq An few feq =9 yare ags € =ubam
IS TS | GeTgde BTt ITF IF JAAC & 5 BT Wamaﬁwwﬁs@?
I3 BT 5% Guar § fea feq Jaa yare 99 |

few mifemm f&9 g7t Hens 9 Wahims IS J9sT fYdr | JneHE Areeemd ©f <93
Wmﬁmﬁwuﬁwmmmgm@@@ﬁém fE9 deT IS
coll

MEHHAS 578 IH II& Bt Animations &9 €°3 If&T a9 | IAT I&T feu® WgHT WEHHES

-~
rursT feddr : p = g
reCE . — —
| R Home Insert Design | Animations | Slide
| ﬁ =
1. Animate; - e
CO RIS . igj,
Preview | 3% Custom Animation ‘ :
‘I Preview Animations

Figure 20
MUBTET J95 BT Eld® Garde § g M3 Animations IGY I& Animate €3 afsT
g |
Animate 3IUSEE fEHe € 95 Wans feede § 9 | 39U 3785 Hig € &9 misar-2
WEHHS AT & g o It fET Hahims fedaer MusTet a9 Aae T |

|ﬁﬂ‘u el = — &5 -

Home Insert Cresign S
———
_'l.._'w..k I;:;. Animate:; Mo Animation ||
Prewview e T Mo Animation e
Fade
Previews Al Wipe
| sHaes I outline Fly In
T | Custom Animation...
1 - - = ==

Figure 21
mwﬂﬁgﬁmmwww&%ﬂg YT BT ABTES B § 9879 (play)
Aeue few@er I fa Mahims feeden Unens € feg Ag 3 fammeT 391 a9 @& MBiHe
Fgr fed feq T | 39 = A9 UM ST 3% =afgur T2 IT e fesden fex uTH AR
®et fed sredt U (dramatic moment) B4 &9 AT I& M3 f€F S1aH U eHS BT HATS &F
39" IH &J AT IS |
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WEHE feeden € mAde™d Yg'< € Huy T35 fer yama J:

o Hf3wm & Feadt 83 fors defes a5 feg vee aget J |
o YW 39 §3 319 & forrfun g9€ Mt AredTdt € S § JedS daet I |
o JaHUeH § fET f€q aod yare qaer I |

it

Joat fafgnmer & ag

1 BT Gavae €3 Mahims nustet a9 |

2 MUS HEITEE AlUde §3 3 ASEIST 5% Un eHa™ 879 | MU Urens &
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Ufs3 fed 35 HoH™ Aed® feneifeBe e SaHa® Maans (PSSCIVE), 5H&®
TS e MgdHe® dHgyg M'F 2dfE&ar( NCERT) €T fed Awed T & fu=at e83HE ©
AT 375 H'Z®d UsqH M3 BAGaT Hela® [ T/ITes Hded © f& 9 SaHa® gdifeadns
UaH BETNVEQ € 38t 825 1 3 4 (Gfeen) feafig i3 J1 828 1 8™ 9=t € 59759 J|
WE §HA (NOS) €3 mufaz fa3T ve gus3a=" (farns Hoes M3 Irast3) Hafsar
His8® (Gfaen) M3 FdtgsT € feam et ufgee e /s |

feg fefenragt Tgaga 3¢ © a5 fiue § fasaCrfoz aoet T w3 dan § »ied J9s
ﬁmwm@?wﬁ—ﬁﬁneudd- v fegamg 34t i & 335 et Agdt
¥ ifas feg =u@e o fam aeet 7, €9 Ievle 97 W fge o9 it oa MT Tt 57,
g¢-8¢ O UT ¥ f&9 9997 w3 fafonr=r © 5et 78 € 3799 €t I Tt Ste sae o fa
feg Qumi fam e Ao &t Swas 313t (1986) © fev fAge T Ag fefewrast Jefes
At y=r=t €t fenr € f&9 g9 aet »iar & Arear |
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fen w3s € Fe®3T AE® fUHU® W3 niftmud € Jen €°3 fageg aeet 7 fa 89
fefenrmagtnr & wryst fafenr § yare d9s w3 gsusT=r e fU'sT 998 Bt M3 mrs-ar-
Ay faferrer 3 ymsT & et §3nfaz a9

&9 feam wifgmm f&g fafunmagt & aatHa W3 '™ & aiHs J9aT W3
ITSIHIIT Hge J Aad At 59 § o B @@ =g Mus e ffems aee o & fa
ASaet U3 d9s @8 g | feo Ben s et gcla e fee M3 afaw € gare few
Iel ISR AI€ IS | AH & BT II6 ST J6d3T & I99d™d 3 US BTl dH'&T & e S
fe'T suataues Agel I=ar »3 uz8e w3 fmuGe &et ugtet € Agdt fear € feg =or
CEARIEE I
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II7St I9H YRS 99

feg faamg 1T206- NQ2012 : « €H® HRfHaT (Reaiisiee) ” € gfse § yar a9s feg 3=l
HEE € BT 7 | 308 fa39 I&™H gH, IH dds € AE's §°3 A7 308 »iue AN feg 305
WPHTUS AT 295d € €4 JY 76 SI99 o @TdT oH Jd&T ITateT d |

fen fasme € <9 ins 98 7 fa 3078 @as™ © Tfse € Su-2y ufgs €3 ga=r
fars w2 AfE'S (soft and hard) YUz d9& ST HEE A9l | IIF AAS TTel 8T J M
stgr A e T | 333 Mﬁmamwﬁrmw@smwm
WKWMWWWW?;MWWU | gt mrust
Wamwwwmﬁm?wm@?mww@zﬁ
ST &t &g e T | MG g ST fo for fns fo faus fans 3073 &0t 0

feg Ao, gfee € fen & 3ot Ae-ufgee aee@er Jifew 3u§ feo <t
erer J fa gfse € f<9 Avs 39 AvsT © feg At at e |

feg Aans 308 Ans € i[9 mn® fefimm € €3 g 9=t Aredrel Ho e Jaeger

gl

fen Fams € <9 A farnrs feafnz Ifenr T €9 308 a9 fonfe3s fafenrmer gas ©
BE WaT gerear | Mfem™ § Y9 J9s 3 ufgsT fen € @y @y uyr 83 miy feafis a9
BE IS AT § 9t I UIET gt I |

J9F ARG € &9 vife I 7 fa 3g7d mi €°3 Yot aoat gaiet 9 | SRt @™ gy,
WT 7 IH € AEs §°F fafenrer & Jaar | few faws € f&9 mns fafoer 7 fa an &
s €3 aH a9a f&9 3umd qulee g5 © Bt Agdt 95 393 famns, Afa® w3 g™
& feafrz g9 <9 Hew qgaaitT |

fafanrer 3am3 wftmua A7 29&g € TUdy J& ISt Irdtetd™ 95 | II7& o
ydT 395 € &9 Aeddt €29 M3 IIST UIEOHH & HUGS BEl I3eA I HaepT
ga=readr | fen § YUz 98 Be MU M ud AT 2d6d 7% IS Jdd e d TEIH ES
fanmg a3 w3 At 578 faguas fao 7 fimig & user a9 | 7 3T7§ MY &t mBer
SHet fenrfan gaa Bt mrue mfemud A7 2969 § U'ee & Ad &7 [

fen Fams f9 mH® e (review) Yis 30ST UaIdH & 9 J9s BT ITST HEE
Jd&aT| A ARG §°F A'e 3 ufo®™ AT AT yAaT © g9 €< € Hgd Wl J< 99ie J
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AH& 1: d&3d &8 oH Ad&T (WORKING WITH CALENDAR)

T HaAne Aalfe3 afas Bt Gasm8et (planning) = & T fare a3te =t 3t gns3T
MT BIUEAIT T JSIT | T HEAHC AUES JaaId @93 o JI3t AT Adet J fAe fa
UUg M3 U; AT MTUE 2TEl € GrsT 978 BTt d& 3T Aecand § <f <93 Adw J |
IHST Aee=nd Und & € fedagfaan d&39 € S9ns Ho e ga=ger d | feg fea
zﬁwwwaﬁhwamrrha U9, U AT YHUAT HIAE BT Madis T
595 T fed fimen T | fiprerae s mustdnsT feg 3839 578 &4 a9s ©f Bfeur mis
g€t J | A MaBTEls aB 39 fAe i gams a&39 (Google Calendar) & =t =93 AaE T Ud
fene met feegd e gaacifect € Agas get 7 |

fer nife fe9 It 3& 3T MusTaHs &% I & fAdar | fegsT wfgnmmr feg 3o5
T M8e8 & d% 39 (Outlook Calendar) €3 mfemm™ 3™ A= | AFs € W3 3 AT
ﬁﬁﬁeﬁmmﬁ@% a<Idie 99 Hadr fA= fa fegaT b gfegrer Za=gar fea
at g a5 |

gIaT® a%39 (Google Calendar) € 79 fitye &gt At fer Avete http://services.google.com/
apps/resources/overviews_breeze/Calendar/index.html. €3 A Aae T |

E-H& YI™ Hg JI& BET :

Start = Programs - Microsoft Office = Microsoft Outlook €3 afsT a9 |

A9 3 88 YY UH d& fS9 Afga &34 (Calendar) €3 afs T a9 | (IA<TT IaT J)

| 25 - | =

Eile I Home Send / Receive

e ;] lE;—;f:j = Clean Up f(\
Mew Meww = e C

E-mail Items =
Pl e Delete

4 Favorites <
[ inbox
= Sent tems
@ Deleted tems

1%

< Cutlook Data File
= Inbox
l:é-zl Drrafts
=5 Sent Iems
@ Deleted Items

L@ Junk E-mail
uda Cutbox

L man

ﬁ Calendar

WMI® Ud 3 feue nigaa fe' fe5 feyret faat T |
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2T AAE T | MUBtans 35 e voeh aee 8wt J |

. Day
o Week
o Month
. File Edit View Go Tools Acions Help
: Eﬁ.ﬂﬂew hd -.QH P, E‘g Today | [{] Searchaddress books ~ | g s
| Calendar < || Day i Week | Month
gerade wEt fes &9 fan v mn Bet fe'q mactfeet & AfsEw a9 et Day fef@ & o<

few @ fse®e fe@ Day J | 3HT & Show work week (Monday to Friday) #™ Show full
week (Sunday to Saturday) & &3 f<T rat fes fue et gHt fe b Jehn™ mrums fes°
fan fea & g Aae T |

‘ Day ‘ Week ‘ Month ‘ @& Show work week & Show full week ‘

Month fe€ & se= €°3 feg a&=9 § vote € &gt fewr@er 7 | grt feg mruer wats=
Afs8® fans a9 Aae T | dEt = munnfeeden/afierne & day/week feg Ae i3t At €9
<t fe'g feyret At |

FeT 5<1died f[9 3¢ § g & At I& 39 &9 fam yH 3t & switch over a9 Aae T

Calendar <=

= ctober 2012 -
Su Mo Tu WYWW'e Th Fr 5Sa
1 > = a4 5 [
= aoffi@ 11 12 1=
14 15 16 17 18 19 0
M 23 2T 24 25 6 2T
25 29 =0 =1
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3HT Tools> Options & §< & ABTT FEI WTUAGT He I AAE J | J&T MEH™I

fe'a sfovsTar gran feyret faer J:

Calendar Options... W URS €3 af8 T 9 | J&~ MEAT fea Senrsar gan ferer

Joprons 2] x|
Preferences | Mai Setup | Mail Format | Speling | Other |
Emal

Change the appearance of messages and the way they are handied.
Caspe.
Calendar

5 Customize the appearance of the Calendr.
¥ Default reminder: 15 minutes »|  calendar Optons...
Taske
z Change the appearance of tasks.

Rk e 3:00 AM x| Taskoptons...

Cantacts and Notes

| Change default settings for contacts, journal, and notes.

H

= conactg:m| goxmaumons| Note Options... |
Search

p Change the settings for indexing and search

Search Options...,

Mabile
[fL| Change the settings for mobilz notification and messaging.
- MNotifications. .. I Mohile Options... I
o« | el | mm |

Calendar work week
B MMon MTue Wwed WThu Fi [ sat

| starttme: [8:00 AM =l

Firstweek of year: [StartsonJan 1 ~| Endtme: [5:00PM |

Calendar options

r ¥ show “dick to add" prompts on the calendar

I show week numbers in the Month View and Date Navigator

¥ Allow attendees to propose new times for meetings you organize

Use this response when you propose new meeting times: ITentative vl
Default color: - Planner Options... | Add Holidays. .. |

™ Use selected color on all calendars

First day of week: ISunday

Advanced options

@ I Enable glternate calendar: IEnghsh LI IGI'egonEm
¥ When sending meeting requests over the Internet, use iCalendar format

LI OpLiOns . |

Eree/Busy Options... | Resgpurce Scheduling.... I Time Zone... I

oo |

IHT 3TfensTar gaH fE9 ga<! MTURS ©f @93 Jdd dH3d €9 T€8'< ad AdY J |

mfem™

Joa faforer & a3 ges= § 20 | WMuSt &c8d fR9 Ad se%=" § 8¢ &7 |

e —

MIAdT J9 |

"0‘13

1 | IB3T MUAS ST I7aH € &9 I9d MTUAS § Jd6 €1 I HH a4 S ge8'S
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HBTIE (ASSESSMENT)

1. farfe3 afas BEt GasTaet (planning) T o I fAme &3tH =Ut It gHS3T
M3 E3Uea3T TF I |

2. grd & fea fedaefaan d&39 € Tons HIeh ga=@er J |

3. IBII AN eI Hude J13 ae 35 fef , w3 IS |
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RS 2: feq nyrfeeie § Afs8® dasT (Scheduling an appointment)

IHT IH ST & 93 IIF MUNTTECHE 9T AW 7 | §¥ude &t IAt v € 3Tded a& A

FE MUHTTEeHE 9T Adw T |

fen mfemm f&e At mprfeeie & RisE® agaT e |
ST € Jatfam™ 578 nmynfeene § Afsg® a9 Aaw

1. Menu Bar € 93" 999 |

2. 3&39 =@ &t =93 o |

File> New = Appointment €3 A& | &~ iqr fe'a fe3 feuret @<t 3

&

X

endees J\D
Actions

E Show As: | [l Busy

k. Reminder: 15 minutes - Recurrence Time Categorize Spelling

: O @ [4j Private w

\f High Importance
Zones ¥ 4 LowImpaortance

Options 5 || Proofing

.
(Op) 2 Untitled - Appaintment =%
gt ) :

. | Appointment | FA Enrmat et o ©

This appaintment ocel

Subject |

Location: I \

Lel

Start time: [Sun 10/7/2012 x| [z:00 am

End time: [Sun 10/7/2012

7| T A day ew
=] [e30 am =l

) b

4]

fe'q =at IHT muTfeene g7 ®et 3T fen ATeaTdt & dB 39 fS9 AT 36 BTt Save &

Close €3 afgsq a9 | A=aTdt d&39 feg feyret a<ait |
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Pie foe yiew Go ool atiors  Melp

SNew - 3 X & Tesw W = - By
Calendar . Oay Week Month Detsils O low O Medum @ bagh
‘ Oaener 207 ¥ =
suMo Tuwe ™ Fe 5o | & 3 October2012 b
B S S Gt g
[7 & 910141 1218
1415 16 17 18 19 20 Sap. 20 DAL 2 3 4 s 0
suBRSsEn |2
B¥XA 123 b
.
7
] A Catendar ttem: -~ Il ¥
- . 7 8 9 10 1 12 13
endar Business Meet Bangaiors | Get Together; Scnoot Camy
&
14 15 16 17 18 19 20
2 2 B £} # % FIl
) Mot s
Catendar
3 i) » W 3 Nov1 7 3
8| contacts E:
7} o 3
e T 3 -

I&HST Arecand I8 J&39 © T Afsgw i3t aret wiedty €3 »ufos f€a

9I=a 5% a3 faar T |

I
T Meet
Start time: Sunday, October 07, 2012 4:30 PM

I subject _________|owen _|

Dismiss All | Open Item | Dismiss |

Click Snooze to be reminded again in:

|5 minutes before start ﬂ Snooze I

IHT IEST (daily ), I837=d(weekly ), HIlE™=™d (monthly ) AT A& (yearly) €3
MO I MUPHTTESHC ST HAE J | IAIN 19 9 I BT MUPHTTEeH e 98T Aae § Berade
®el IHIN 99 31 A=d 7:30 3 8:00 € fe9a 9 A=9 € 33 €T HisE® s Haw T | feg das
BE 3&39 €3 gele afsa aga, New Recurring Appointment. €3 afs'a a9 |
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| |
. ﬁ Mew Appointment

Mew All Day Event

ﬁ Mew Meeting Reguest
Mew Meeting Request With
E Mew Recurring Appointment
Mew Recurring Event
Mew Recurring Meeting
Today
Go to Date...
Other Settings...
= Customize Current View...

Automatic Formatting...
T T

fe'a Appointment Recurrence f&3 feyret fest 7 | gt feg munrfeene & md™ W3 JIIW Ueds
W3 JadH €t 37 fagufaz a9 Aae T |

20
i i
Start;  [1L00AM |
End: 11:30 AM |
Duration: |30 minutes =~
[ Requrrence pattern
£ Daily Reaur every |1 weekis) on:
& Weeky | [ gunday [ Mondsy | Tuesday [ Wednesday
CMonthly | [~ Thusday [ Friday | Saturday
 Yearly
 Range of recurrence
Start: [Fri 119/2012 | * Mgenddate
" End after: |10 occurrences
C Endby:  |Fri 4/11/2013 =l

ok | | el | Eeroverecinzn |

I9-I9 I B §H § wed a9 | aet fear § g€ wF OK €3 afsa a9 |

Tg-T9 T TH My JoT SIS WEHT I&35T §°F IHeT & g1 ©f I feret T |

P

— 00 | Breakfast; School Cze] Breakfast; School Caa| Breakfast; School Cze'

Jestrr fafenrer & a9
1 feg =9 9T T »F T9-T9 I TH mMunfEene & AisE® a9 |

2 TEBPHT W™ B niymrfeeien 9761, 39T a&W AisE® 2. yiftnr nfsgs
3. yifeyr fawrat nfs€s
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4  WIaW ¥ FEr A (fEq =9 & arSifent) |

5  W3-fugt/miformug & vifearoata=ma arstfedt)

6 Id-AId 83T A= (fTq =9 <t arsifent)

7. 2 T AfsEs (mETeT astfeutmumfEene § Ae a9 ,3Ht fen & miarst

nfenm feg =934 |
HBTIE (ASSESSMENT)
1. myrfeene § Afs8® a9s € € I w3 IS5 |

2. IBBI Aeeamd T8 J&39 © fe T Az i3t aret wiedta €3 mufaz fea

5% Ha I faar 7 |

3. MUPATTEeHE T9-T9 I T8 X § A3 96 BTt =93t AT
Aaet J |
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JHT 2TE HEAHC Areeamd feg niunrfEeie & fed y 391 a9 & Mymrfeer e S9ditaas
g3 AAE J | B¥Ude BEF AT HgS &% AYUI JiSifeuby Set gav gar W3 Aet fe AT
IStfeubyr Bet s1sT 391 <93 qualqaadaedsagﬁwawgma(ww
IHT 979 & §€8 AdY 9) | memmmm@zwmwa
UI3< BET gAT JaT § =93¢ T | fsﬂvrrf?wrrﬁrfe—u'gﬁwrrf%w—a?; qI&T fAEaT |
AT A 3T Mymrfeee § 8T 28 AT mynfeene § g8 3 iw HSI9 T J9 AT
ol

munfEene § g8 I8 dedidt 93¢ BEt, Categorize 3TUs™gs fane f& fea gar
& gEERRT QU ) | W?@W&W@Wﬁmwm
€3 595 €T afs's a9 M3 Categorize STUEYs fore &9 fea Ja1 g o< |

AT ATEtHT gt 3 —— Aae 3 | feq syaT Jor feurfenr

2 !
famrr U N L_—| ? High Importance -
Zoo

Categorize
= § LowImportance

Campus Closed Snow or Holiday
Classes
Important
Meeting

Misc

Personal

Prof Dev

Sick
Training-Various
Tutorials
Vacation

Very Important
Ww

YogaMeditationPilatesWellness

IO DOEE@DOMN

All Categories...
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Jo&br fafgnrer & ag
&3t &. fafaou=r

1 MBIT-2 HESPA™ (categories) & MUHTEeHeH 98 w3 fuest mfgmmw feg
ufgsr 3* geet aret munrfeeien €°3 HEham (categories) MusTet a9 | fam
deraet € Ufa®™ 3 I &1 § geBe ©f JfHF a9 M3 7 BT (category) IHT

T I @R & 926 |
H&TAS (ASSESSMENT)
1. mypfeede & uw € J IHT T8 HEAH ¢ ATecawd feg

feeie & AT &9 Aae |
2. T HEAHE Areeend feT g% HE™ (categories) feg T&:
a)
b)
c)
d)
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ARG 4: IBST ATST FI&T | ( Sharing a calendar)

IHT MUE I&ST & AU fema3t € s wiret 31, €3 97 a fan g+ femast s Argr
(share) g9 Aare 7 | fewrar € f&9 7 yus »w@er § fa 1§ feg faf* gosr arater I ? mryer
IBFT AT JI&T IIF AN I Efd3 dies € SY-2 g9 § ITF Atesndt, ufged M3
M3 MUSH YU 996 € WaT g€ I | d&3d ATST JaaT (calendar Sharing ) A9 Afgar »3
RS dc<dfadr &gt #fad AT I | fer 3 fester IAt 3& 39 %39 9T Aae g MI ATYT
I35 BT UH %39 & ¥ | GTUde &el AT UH Yrde el feq &9 %39 T Hae
I 3 fen § MUS &% g1 996 Tfem™ € 78 ArgT d9 | AT §UaT § as39 feg feee
M3 mynEeHen § gese S feAras S e Aae T |

fen mifemm fo' AT €i® Ao=T € =93 a9 MUT J&39 ©f feq anit & ens HAe
fS'T ATy J9aT fHYTr | IHST NS AI=d €3 MuBs T A=ar M3 efrm gnmar MUt
TS wel 3. <93 F fer3H™s 13T AT AaeT 7 |

Jor feuTe »igHd %39 © s<iams Us fe9 Gusga Publish My Calendar... Wmums
€I afsa g |

My Calendars =

ﬁ Calendar

How to Share Calendars
Search Calendars Online

Send a Calendar via E-mail...
Publish My Calendar...

Add New Group

32 : MU IHIT & NS AI=d §°3 muUBT d9s &I, 3TF % HElgHee Hi&ar rafen
fe_ﬁ’ﬁa_orma"@_c’ﬂdd JSTINETd | 799 3T WWW@?UBTWWW@?WW
595 ®et Sign in §°F afse a9 adt I f&F fe'g QumaT click here to 5|gn up for a free
account & 9 & f€F &= €M ma@e 57§ | »iusT eHs »iret 3t M3 UAE9s 99 i
Sign in €3 afsT a9 | Jor wieHe foa f&3 fomet
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ﬁw E_?V\ )
feyret faer I

Publish Calendar to Microsoft Office Online i

:““:E Publishing:

Demo Calendar

Time Span: = previous |30 Days ~| through next IGD Days vl

© whole calendar

Eiack Cancel

& usfer d9s B Finish €3 IfET a9 | Jo&T FTfemsTar gan

& =3

Detads Availability only
Time will be shown as “Free,” "Busy,™
“Tentative,” or "Out of Office™ %
I~ show time within my working hours only Set working hours
Mij) Permissions: £+ only invited users can view this calendar

" Anyone can view and search for this calendar on Office Online

U,y Office Online Community-Submitted Calendars

Description: vour description helps Office Online wsers Find this calendar,

Calendar Comment

Advanced... |

FIUSES dH3 & I o, A'YT Jd& BT AB39d fe 9 e AUS (time span) & §< | AT
Detail f&He "I Permissions MTUHa © 293 a9 fe0 d&fedid o9 Haw T fa faast Areardt

i 5% Argt JISt A= | Agel Aedrel € 3 ¥E OK €3 afd & 9391 Jor nigHa fea
STfensTar gan ferer I

Jsonin
“;‘1‘1‘ '\}

"

Please enter your username and password for publishing

calendars to calendars.office. microsoft.com,

2]

User name: | €} democalendar @live.com

=

Password: | |

I~ Remember my password

Cancel |

3U$ AB3I & USfBH qda BT ITF TS W8 € Aieddt Med I96 §9 faar Arer

J

A< AT ATGt ATeddt 99 fae T 3T OK €3 afea agifea =dt A< IAt OK €°F afsa
JIe T 3 Jo8T HAH Tan feyret faer I
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Send a Sharing Invitation |

Your calendar was published
l % successfully.

Do you want to send a sharing
invitation to let people access the
calendar you just published?

HeT (invitation ) IAS BT Yes €3 af&q a9 d&H 39 A (Calendar - Share) f&5 feyret

a
S e I 7
T 5 @ : Lo
EEE) W ) 8 Y| P
(® ol A =|| Address Check | Attach Aftach Business Signature | Follow | | ‘Speliing
— Book MNames  File ftem Card~ - up~ -
% Names Indlude Gptions || Proofing
To.. |1
=1 Subject:  [Demo_Calendar(t) - Internet Calendar
Send
. Demo Calendarct)
5] Internet Calendar
webc i it Demo_Calendarit.ics

This calendar is shared with restricted permissions. To preview or subscribe to this calendar, you need to enroll the e-mail address to which this
e-mail message was sent with a Windows Live ID™ account.

] » &5

fan &% At B3I AST J&T IIE I BHET EHE miage Med a9 M3 Send B3 afs
g9 M3 ferw &% AeT (invitation ) §Ia™ € €& mia@e €3 9w fe3 A=ar |

e gd fenast viue ens wiage fee Aels fes (sign in) J9adr 3™ YyU3 J93T &
Jo®T HAH feyrfenT araar |

i3] subscribe to this Calendar | (& Preview this Calendar

Demo_Calendar(l) - Internet Calendar
Demo [learn.demo3@&@gmail.com]
Click above to apen this calendar.

Tue 11/6/2012 2:09 PM
learn. demo 2@gmail. com

Demeo_cCalendar(1)
T intarnet Calendar
webcals://calendars.office.microsoft.com/pubcalstorage,785dz6pz3410055/Demo_Calendar(l).ics

This calendar is shared with restricted permissions. To preview or subscribe to this calendar, you need to
enroll the e-mail address to which this e-mail message was sent with a Windows Live ID™ account.

A'Y J13 I€ J&Sd § U BT YU3dd3T § HAA € fiug €3 Gusgu »mums Subscribe
to this Calendar “ €°3 If&F II&T UL | T&BT TSI ITaH feyret faer J |
Rd B

e Add this Internet Calendar to Outlook and subscribe to
.;az updates?

https: ffcalendars. office.microsoft. com /pubcalstorage /785dz
6pz3410055/Demo_Calendar(1).ics

To configure this Calendar, dick Advanced.

Advanced... | Yes
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A'Y d13 I d&3d § HIAAJEIE J96 (HET 926) el Yes 83 afsq a9 | feqa =@ Ae
3t Yes €2 Ifda qae T 3™ YUz 93T § MUS Mg & AredTdt Med d95 et
Jor wonTel f&F & mms fe3 feuret A=t |

Enter your user name and password to download:

https:/fcalendars.office. microsoft. com/pubcalstorage /785dz6
pz3410055/Demo_Calendar(1).ics

User name: Iﬂ L‘

Password: |

u Remember my password

OK I Cancel

feq =t A YirfeasT ydat I et 3™ I& ST 3868 F I A=ar #3 GusT € I&S9
Wnk—u'@watrzrwm

J< €1 Uwd 393 dB3d <Y AT I6 |
fﬁrmﬁ—wmﬁwgﬁwmﬁaﬂﬂwwaéwmm

d&STE-HB E foyuz aaar & fe'sr mggire (attachment) &t 39+ feuret 8249 | feg 95
EE‘TUF@HTEMQH@ T ACILTS) WGTE'?@WW “ Send a Calendar via E-mail ”
€3 afsaaq |

Day Week Marith

Z| ® 3 October07, 2012 Brls
7

& Comtaets Shu tasks o Due Date SatDate  DueDate  ReminderTime nFesder

“ Send a Calendar via E-mail ” sTfenm&mar gan feurst faer 7 |
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JHT AT 3T A9T I& S AT J& S ST YH I3 7' fes § §I=! MUHG & g€ d 9 Aae
JI OK €3 afsa aq |

DJ FLr T L
Message | Inset  Optians  FormatText  Developer @
= 5) 58] & [ o | Seemission - ABC
; 1 HighImportance
B 7 Ul A Address Check || Attach Attach Susiness Calendar Signature | Follow Spelling
7 Format Paint Of="= ook Mames || Ebe Hem & towimportance || '
Ciipboard Basic Tt Names Ontions = | prosting
o | [
= T Send 2 Calendar via E-mail 1y FES
Subject: .
—— — 5] Specky the calendar infomation you want to ndide. = -
Caendar: [calendar =l st
Date Range: [ o
= 7 | Availabiity only
E Time wil be shown as Free,” Busy,” Tentatve,”
or "Out of Office” B
| S
I stow v A
Advened:  gow s
==

I fAR GH9 5% I& ST AT dd6T IJE J SHET WSIH € Hae J | fenast & da&s9
gHe Bet Send €3 afd T J9 |

e G

el - Tm——
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Jostr fafenrer § a9

s=t &. farfonr=r

1 fen mifem fe'g 3073 TvmaT fAY a1E €< Idtfan™ & =93° J9d fugst
nifgnm fE'T g8 I I&S9 § MUS AfgUshiT 575 ATST J9 |

H&Td< (ASSESSMENT)

1. WyeT IHFT JI&T IS ANT defd3s dies € Y-2 IO §
33 AleaHE!, Ufged M3 gf™ 578 Ay J9s 9 Aofesr ager J |

2. FI&T (Calendar sharing ) 9 AfIGdT W3 ARG &c<dfardl BET #fan
AT T

3. € I&IT A3 d9s BEt ITG d<OHS U € f&9 Qus gy nrums
83 afsa agar Uer |
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ARG 5: d%34d fe d9&T (Printing a calendar)

3t I&39 § e g9 Age T M3 I=™S et 34 Aaw I feg €< 93 It Aofea I Aaer T
7T 393 I% qfufeq €t afear st getifen mfgnm fes gt a& 39 § e aoaT e |

File= Print €3 A€ Print 3Tfewrsar gaw feyret fear g |

r~Printer
Name: IMicrosoft XPS Document Writer ﬂ Properties |
Status:
Type: Microsoft XPS Document Writer
Where: ™ Print to file
Comment:
rPrint this calendar:  Copies
ICaIendar ﬂ Number of pages: IAJI ¥ I
~Print style Number of copies: Ii ﬁ

Page Setup... | I Collate copies
oevesos: || | LpILe el

Weekly Style

v enae 2
~Print
g‘;tnge Jsun 10/7/2012 =
B [sun 10/7/2012 |

[™ Hide details of private appointments

OK I Cancel Preview

7 3u§ fUe g9 €t Aga3 T 6w St § foaufes g9ar, d&sg &t IAa g M3 OK G
afsT J31

I< Print style a7 f&g Uz gu @4-2 AeTels™ (Daily, Weekly, and Monthly) €t 93" d9a
fire g9s € 3w 79 (A= €3 9!

fa it mumrfeeie &t areardt fie a9 et 97 g7am “Hide details of private appointments
& ME-9d 3| ST&-MIARE (non-adjacent) fesT & fie gas et Week A Month fe€ &
ge8| M3 €uar fesr§ v 7 3t fie gaa™ g9« T M3File> Print 83 Ifs T a9 |

S 2 53

1. fire srfenmaTar gan f&g »ursT & =93 J9d AB39 § fie J3IgHT Mt
fe'g™ migATg MruEaT daily, monthly A weekly §< AaE T |
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HBTAT (ASSESSMENT )

1. fie»mums Hig I ST Qusau Jet J |
2. f&H mymrfeeren €t Areardt § fie d9s et 3u7d JoTIH

ME-IT ST UET T |
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A 6: feq Wifear 53T 9=7Q<=T (CREATING A MEETING REQUEST) |

feq ifear fe'a mymrfeene g fam fee 3t o § g&8< 7 AusT fae Hifear o,
Suage nife &et farae gae I | AT Hifear §531 g7 Fae T w3 G § 37 AaE 9 M3
MIHE -AOHE Hifear set A7 mrassrets Hifear et rrusT § fomde a9 Aae 7 | fe'a Hifear
531 g0 BET gAT Far €t ufggre J9e J fAgsT & AeT (invitation ) €27 J, AU fama=
g5 Bt M3 T Hifear & ai™ gue T | 3Tt vifear &3t e a9 3973 feasgan
(Inbox) feg femer T |

gt ufgs™ 3 gt vifear fiee 9 § AHe <t a9 Aae I A 7a9 Afs8® Afeursd sat T
3 vlfear & gu9r Ais8® a9 Aae Jifen wfgwm &9 At €T rifear &3t seGer
fAear AT €% MUBtaHs Areeand € @93 J9d Hifedr & AfsE® ag Aae 7 |

gt €ua feuret fez © &9 fei (Subject), 7E™ (Location) W3 Hfear & An (Timings) <t
Afear a9d g1 uwd & Hifear Areardt 37 Aae J1 Send €3 afs T &l

1 Jo8 samsT B Hifear a3t a6

1. Ag® A%aT feer AHTdY 999 |

2.Y& €8 JU F997
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HBTIE (ASSESSMENT )

1. fea mprfeene § fan fee vt 89~ & g6 A AusT &
fomge Sae T |

2. fea vifear st §53t A< €97 IAT ,
ES fsgufag a9 Aae T |
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A& 7: vifear 953t @ 8 =T (RESPOND TO A MEETING

RQUEST)

IHBT AecMd Trd & T Tud" g™ HIfear ga3t™ e g g &t wirfarur foer 3
few nifgnm f&'g It Hifear g53t e gy < fAdar |

53T (request) & U BT E-H® MUBTIHS & HS 1T €< eI Accept, Tentative, Decline
jW Propose New Time "mura & < (SARIG J&7 J) |

'-1 sentItems o accept | @ Tertative | X Decine | % ProposeNew Time | Z Calendar...
tems

[Seore

o Brcept | 9 Terkative | ¥ Decline | & Propose Mew Time | ﬁCalendar... ‘

fea vifear mes g9s T8 =@, At gEse Hifear M € yAg= & Aae J1 &9 <t Hifear
maxwwmﬂeﬁwm@zﬁ?m )-ﬂﬁ‘clTU'a'CIGH-ﬂﬁ'BTaasl 99 AdY I& o
W%memmﬁm@?wﬁmﬁmﬁmﬁawxmﬁm
yna= @?wﬁwﬁawmopose New Time W@U&'ﬂﬂ?ﬂl’rﬁéﬁﬂl

H% gy f&g A< AT 32 AN &7 yAz'= fee T 3 3T »irawt 39 €73 vlfear Adtae a9
BET |

gd <t 799 I Game Propose New Time €3 afsa a9¢ § 3™ 3073 3% B S IS BET
Y MTURST Tentative M3 Propose New Time jwW Decline Aqy Propose New Time I& |

Joa faferrer & a9

&3t & |[fafeorm=T

1. WH IAT 7 21 At I €7 € =93 a9 mue fe'q Afgurst @wmar gHT aret
Wifear g&3t e oy fe6l

2. RS fA= fa Accept & =93 & g+ AfgustT &t Hifear e awme fe€
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H&TAE (ASSESSMENT)

1. I&3T AecaMd Uwd & T Frad" of Hifedr set &3t er ¥ Bt
wrfamT faar T |
2. 3ITF feg ferat Iomst vifear 9531 @ A=y fef |

3. Mifear 953t &t g% A= MuEsT , ,

-~

m3 Jo |

4. gwt feq vifear g3t yuz 1St 7 faosT fa wfsGw 305 wet Afeursa &dt J,
yg feg =t 3wt fen vifear & eumar nfsB® doaT uie JddrIfen rifear g3t & grg
o< Bt ¢ fagst muns €f =93 a13t Aret Iatet 9 ?
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AR 8 : feq ea & ge'8<r W3 #fse agsr ( Creating and Editing

Task)

A (Tasks) 8T&™ aH™ €7 g% foe 98 7 fed Gag e Ji3 AT HAE J& ; THA © fe9

ARG MTEteH™ AT fd a7&edn g & §°d d9aT, feder 9 gaati™, aH yar i< €3 mus

MY e JaSTgeT MTfe ATHS T Aae I fer wifer f&g It ea se@E w3 nifse
Y ﬁv— =~ I

IHT TS IB 3T MUBTIHES Arecamd fE9 2T (tasks) I ASE T |

File> New = Task €3 776 f&'q Task fe5 o feyre nigad feyret <4

O 2 BYa v
vy et Fallew brvale | S
= s s
et [
P o s [ |
e e frme =] sy fiemw 5] wconsie RS

T Segnier: [0 =l (= 2 0] ownen [Bemet

e

feg grt fe'a ema Bet fen € o™, e Hg 3 U3H 9 € AHT, R ©F Afgst M3 ed
& ufosT ygfag a9 rae T | fe'q =dt 7e° IHt ydt AreaTdt € f&3t 3 uw € fiyg Save &
Close €3 afsa dd1 T feye nigHa fea fes feyret @<4it :

Crmp——

I E-H® HUBIAHS Arecend feg Gus'sy ed 3™ €3 395 afeq 9 e § #ifse
9 AdE T |

1. feq &= THT 97§ |
2. ufgs™ 3 Hge end § #fse 39 |
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HBTd<S (ASSESSMENT)

1. ST anr § g=eT foer I fAus 7 gwe ewmar d13 A AaE 9
|

2. THA 978 AY IHT THA & , , ,
w3 ygTH3 &9 AdE J |
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AAS 9: &< 98T MI MfST 98T (Creating and editing a note)l

&CH &¢ JJHC HAH I6 1 fd 393 &¢H &< BTt 93 AT AAE I& | IAT d&3d Arecand
fe'9 &en geT Aae T | fen nifgwr &9 It &2 g8 w3 wifse JdaT fREar |
File=> New = Note €3 76 | J&v feure »igng feq fes foyret <=4t :

<|%>_E!i

10/7/2012 6:42 PM P
At 8¢ T JeC TEN 99 Aaw I MI wElEs o €3 afgw a9 fFa =vdt ae gAt
nretags €3 Ifea gae I 3™ Jo7 nmigne fea sau 376 fene fenet T -

< I

New Note or email

Ire
Save As...

Delete
Forward
Cut
Lopy

Paste

BB U=PXELD

Categorize »

Contacts...

&

Print...

Close

+ &2H AT 5=7¢ 95 €UaT § TuT et B39 MuBlans &9 Notes €3 afea a9 | 7o
St dec § HifsedaaT o e g 3 fen € €3 suw afsa o w3 A B3teT8u § nifseaq |

i

Jestr fafonrer & a9
1. fea s g=7¢ |
2. ST & mifsecad |
3. Jor fagtu™ mreten™ B8t 8¢ 576:
1. IfemraT gt
2. ydtee et fagmar &t gt |
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HBTd<S (ASSESSMENT)

1. &7 JIAC HAH I & fAus fa 393 &2 &< &t <93 AT Aae
IS5 |

2. &cn € get Sue BTt gHt I& 39 MuStans feg WuRs §°3
IfsT qae T |
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ARG 10: A6 Medt s7@sT W3 #fse d9aT (Creating and editing a

journal entry )

Hd6® niedt TTHANG ©f TehiETEts a8t T A fa gede % A3t 77 naet I | feT
zmaﬁ?;m TTHA A MynTeene mfe 7 Aaet T | Jo& T fafarrer Wy wry faaas
T ArehT T -

Y3 I3t M3 It IrEt ENE

HIes BT

Hifear sa3™ M3 e

TEIdt STIHEH H IHT HAA J9e T |

fAgsT sTgHen 83 AT o J9€ I .fan yH dede §°3 It et €N, i3t aret €5
MI IISPAT ATabT fafanre™ e A9a® &9 ©F IR WuS wY faarafsar a9 Aae T |

feg gg3 It Aofea T A€ 308 feu Ares & Aga3 J fa gt fea sane €3 fast g o
3, ﬂf%‘c';o«-es@?wm yag A3, faSfa moes e e s T od AN & odd aaat T
T few AT WWWF&HWWQWWM;;@
AEET IYE J AT Y3t UreT 9278 JI¢ STIHEH & 29d A5 |

fer mifgwm &9 AT A96® &% I adaT YT |
Had AT WuBTaHs AT fa HelgAee =98 ©f 93 & 299 J9&T 9'ge J 3T Tools>
Options €°F A6 | J&7 nignd fe'q sTemsar gran fouret &<ar :

(Options =]

Preferences | Mail Setup | Mail Format | Speling | Other |

E-mail
» Change the appearance of messages and the way they are handled.
. [ unkEmail... | [ Emaioptons.. |

Calendar
ﬁ Customize the appearance of the Calendar

[¥] Default reminder: 15 minutes Iz[ Calendar Options...
“> s  Change the appearance of fiasls
ﬂ Reminder time 5:00 AM [=] [ zaskoptions...
Contacts and Notes

s: Change default settings for contacts, journal, and notes.
= [ contactoptions... | [ Joumal Options... | [ Note options... |

Tasks

Search
p Change the settings for indexing and search.

Eﬁl Change the settings for mobile notification and messaging.
=H [ Motifications... | [ Mobie Options... |

Mobile

Journal Options WuRs €3 afs T ad |
fe'q =t A< IAT ges €3 AfB o dae T o7 WEHAT feq sTfemstar gan feyret e<am
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Journal Options b

fed

r—Journal

E Automatically record these items:

For these contacts:

|| E-mail Message

[ ] Meeting cancellation

(] Meeting request
Meeting response
Task request

[ ] Task response

Also record Files from:

|| Microsoft Office Access
[ | Micrasoft OFfice Excel

|| Microsoft PowerPoint

] Micrasaft Word

% Opens the journal entry

the journal entry

— Double-clicking a journal entryw:

" Opens the item referred to by

Autodrchive Journal Entries. .. |

=]

Cancel |

Also record files from AgH& € J& Microsoft Word & 9 g8 W3 Ok €3 afdsa a3 | ee

H&AHE Aree=md & 8¢ (Close) & |

wmwﬁmw@m;}'ﬁﬁ

Go - Journals & ¥< |

Jo8t fez feyret @<t

A< dd | <95

feq saic ge & w3 fem § A
Aeeenmd ?>‘ T 9| TTEMH HEAN'C Aeeand H Croll
': Journal - Micrasaft Outlook

3 File Edit View Go Tools Actions Help Type a question far help -
-fiﬂew « | X | Today jgay j_\!ﬁeek EMonth &Y Search address books -
Journal « || & Journal «
EAIIJoum... - ‘Seamh laurnal pe vi ¥ =
My Jour.. 2 * ‘ Click here to enable Instant Search ‘ 2
5§ Journal OU
comentv... 2 | ||December 2012 _ @
S g X
& ByType = | Mon 24 Tue 25 Wed 25 Thu 27 Fri
{» By Contac 1 1
© By Catege ‘J EntryType Ml(msoft PowerPomt Eﬁ
: =
& Entry List G‘_] K:\Documents and Settings\K3'Desktop'\Presentationl. pptx g
G Last Sever = Entry Type: Microsoft Waord E
{» Phone Ca - 2
Outlank T @ K:\Documents and Settings\K3'\My Documents\Dod .doox &
=
L mai |
z
; — Fl
';1 = 3 - e
= fERE 4 T | > El
=
2 ltems

-a&
-

feyret aret fone € fo9 7 3TgHe AT Ufas™ gefemT AT @R & &< 39 | IAT Ada®
wedt €3 5% 8T aad A wredt §°F aeie afe s gaa W3 Open Journal Entry &

9< d Ads® Medt § nifse qg Aae T |
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Open

& print

_4 Forward

KMy Documnentsy™

Open lournal Entry

Open Item Referred To
Wiew Attachments 3
Categotize 3

:?( Delete

J&T MgHd feg fes feyet e<ait :

‘D_J V= 9 X $  K\Documents and Settings\K3\My Documentsi\Docld., ), = = X
) 2t
— Journal Entry Tnsert Format Text ligh

o x = - 3 -
- 5 =] fal} S.’:’Sﬂ gl Ay
=1 Lz Forward v B T B g o o
H o “p i =~ E | i
Saue 8 W Delete Statt  Pause Categorize Private | Address Check | Spelling
Clase Timer  Timer * Book Mames *
Actions Timer Cptions Mames Proofing

Subjedt: IK:\Documents and Settings\labdemo\hMy Documents\Docl.doce

Entrytype: [Microsaft Wiord 7| company: |GriziiT7?

Starttime: |Sun 12/23/2012 x| [ra0pm

Duration! IS minutes

il
= Al
liw, = —
I B

Docl docx
v

Jo feurehd™ aretyT mreten™ § 8T 99 ¢

FTIHE SEIS € &™H M3 A3 (path)
g8 ¥ AT w3 st
fs@ons (BW saie 83 &fapr mim)

FTIHE T HTUST HICAC (H1CTT & 598 J(BJ dd6 §3 FTIHC 4H A=ar)

fer 397 7ag A IUS Icae § IAT IIET EHS & 29 JI&T TIE
Tools Options €3 afs'a ad| Journal Options ¥e& §°3 afsa ad

g3
|
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Journal Options

K E3

~ Journal
Aul

tomatically record these ikems:

Far these contacts:

o

h=)

[

E-mail Message
IMeeting cancellation
Meeting request
Meeting response
Task request

Task response

|so recard files From:

BICICT

Microsoft Office Access
Microsoft Office Excel
Microsoft PowerFoint
Microsoft Word

Learn.Demo

{+ Opens the journal entry

" Opens the item referred ko by
the journal entry

r~ Double-clicking a journal entry: ———

Autodrchive Journal Entries... |

o]

Cancel |

=

J<

“For these contacts” AIH& € J6 d¢d< € ATOHE § & Jdd §H dcde § g< fAn § At

SIT JI&TIUE 7 | OK T afsq a9 |
&< €9 d& 39 Muslans & &9 AH® aeden (contacts) feymet g<=ar |

Ie geae & W& gn(fugd Ay f[Te g2 ar) | g =at A IHT H& gAS €T aH yar
a9 &€ T 3™ Go>Journals €3 afesq a9 3&T WEAT fea fes feyret a<qit |

uo-|=

i Jaurnal- Micrasaft Outiook o 1
¢ Eile Edit Aiew Go  Tools  Actions  Help Twpe a question for help =
%_fﬂuew w1 }f Today | | I]Day | 7]|week 31 Month | [ Searchaddress books  + _e_); i
Journal « ||d8 Journal | «
E]AII Joum,.. ~ |||Search lourral D vi ) =
My Jour... = |Click here to enable Instant Search | o
ﬂJournal 9
“cunentv... 2 ||| December 2012 _ @
& ByType ﬂ Sun2z Maon 24 Tue 25 Wed 26 Th N
& By Contac - L ~ L L I
O By Catege =| Entry Type: E-mail Message E| :TE
O3 Entry List s Hi freceived) E
= ﬁ e . @ Hi [sent] E| . v g
& Items

feyreh aret™ W medr™ § &2 a9 (sent & received) | #iedt €3 geie afs T ad M3
Open Journal Entry & 9< |

291



| Journal Entry Insert

IJ_I iz Farward ':I'% ‘L“L‘

'.'6,;' H ot & & |7 Hi [sent] - lournal Enty

Format Text

| @I‘ £

Sawve & )( Dielate Start  Pause Categorize Private  Address Check Spelling
Clase Timer Timer * EBaook Mames ¥
Actions Timet Options Mames Proofing
Subject:  [Hi (sent)
Entry twpe: IE_mailMessage LI Conpamny I
Starttime: [Sun 12/23/2012 x| [w07 P =] 72
Duration: |IJ minutes d @
;\_/] -
Hi =
v

hyTW drswel gel AwietmW nUM not kro:

1. myl sbjYkt
2. twelmstYNp (twelm Aqy fyt)

3. Awpxy Awp myl lel Swrtkt (Swrtkt nUM fbl kifk krn €3y myl Kul jwvygl)

hux qusl jrnl Agy dUjIAW V'K-2 AwpSnW ijvyN ik task requests, meeting requests Awid nwl
kMm krmnw isiKAw hY Agy twelm mYnyjmY Nt swPtvyAr ive trYikMg dw inrlKx kro[

hyTIAW kiAW NUMkro

IVINM. | ikirAwwW

1 nvIN jrnl AYNtrl bxwau[

2 pihlW goN mOjud jrml AY Ntrl nUM AYi ift kro[

mulWkx (ASSESSMENT )
KwIQMAWB:

1. IYx-dYx dl twiemlweln nMU bxwaudw hY ijhVw ik kMtY kt (contact) nwi

iIMK klqw jw skdw hY[
2.
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HI&T A S
(Information Technology)
me et faf riesdes 2 gt 10t
IT207-NQ2012 3TeaH f3=mune (SfAa)
fefenmmagt g/97 yAsST
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OWrWAMH. Aeas fentfale e SaHss Maans, 2012

feg yams amiterete niuts Atz T | feuat nifamrr 3 fast fem yams et usa-
fsae, nisgse 3 fan St famH e Aieg =3 T
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fefenagt & oy

fefenagt v 3% &.

39 5 I o Pt
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o< 298
gfiar ( preface ) 299
fefenragt araw yn3a 979 ( about your workbook ) 301
sl STeTHH J&HUS ( Database Concepts ) 302
AHe:2 FeT AEd gd&7I ( Data Storage ) 306
53 | ST s Hatyde gaaT (Manipulating Data ) 312
AN 4 FTCTHN MraHae 97871 (Creating a Database Object ) 314
AH&:5 fe'q 29% g8 (Creating a Table ) 318
AHE:6 g9q g="8<=T! (Building Forms ) 322
a7 |adrfedt a8 w3 WaH J3aTI (Creating and Managing Queries) 328
AH5:8 fatge fsarfes a9571 ( Design Reports)
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I fau AfeGeit & migRt Gus ey aee@e 9 Ho's=ues ghiar fegret o

1. Hed®% 8§93 M€ HISdt Mgans (CBSE) 3 Ufs3 Heds™ maHT Aeads feneifabe
WME TAWSS WHAHS (PSSCIVE)?WW@?HWWE‘TE’T gfAar (IT Basic)
o PoHe W3 wigHH W geede ®et | few @ @ fe 3T, 6w feamw
(T&=Nad) € &% 3. fes A=Y B39 (AUTfed J&<1ad), gHTeT Iyl o,
HT H'& HAW gHd #3 H WS fagad SvaTad AiHs As |

2)  wAwd feshyr v aalde sty darem (skill for life), »ASd & 7 de<e
afHass w3 f3wg Ji3T I €9 HIThT JaefomT w3 for Heldhvs & set
GusT € & 95 =& HAfgwair (Dr. Reddy’s Foundation and Quest Alliance) &
St Fa3< fe3m |

3)  CBSE/PSSCIVE € d¢T & A3& BEl Heldanee € &4t f3rles f@ednt Yo
gt- ®If&ar (e-learning) Uaw & =I3 I3t aret JI

4)  few usqH w3 Mgt § feafes a9 »3 g8 Bt =u=sat eQFns &
I g3t It At faw f&9 gudt wafiar Awret, gut Astwr da9, Ht Hs
wd Jfe® M3 Ht ' wAfes aHA FHs As|

5) fem € &% Tt g€l A53d SHE AI3 AT HIIB® fT9 mHaRt w3 Gewde
g8 BT TIFT IT TsIfegsT AT HIST €T GOETs Usew Afd3 A<l
gt3r I Hfewr faprr J
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ghar

SHES JAIgBH gdH=ad 2005 feu faerfom ager J fa sfonr e fdles 7 fa Ags
fS 9T 8 & Fa® 3 9799 © AlEs 5% Agd AzaT gt J | feu faar3 fagmar 3* fAye &t
feas & 85e7J A fa A3 fAmer & »iaa € faur d »3 7g®, W, IEITT M3 IH € i8S
v fega9 fea us er ads gt 7 |

37eraw fsSsuie (8fAa) Database Development (Basic) €3 »urfag fefenmast
TITY I W3 UaH € f€q fonr 7 fa SHe® Madns gBifedns san=ad (NVEQF)
ammgﬁwmﬁalfwmwmmm (MHRD)e°r
fs—orufmwar MWW%@WWWTE—&Hd& SIHEH WNgAHSE WF
Zdf&ar feneifebns, Sastas Madws %Hﬂ‘l%@ﬂ?; B M erlé'a’)'-l’l?f‘hF HHS I5,
S 9799 FE THTET W o wa ferr fagen fie a9, fszrnmzrferVEQF
G913, W39 uIat e, fefenragt aefes ity fes urgegnsT § surear w3 Sy-
Ty HarzTeT ¥ fegare fAftraet €t astii®ssT § Afeursa gder J, fen 39w feg &1 An
3q five § 3w foz ager J |

feg fefenraet =gaga 7 fa fefenragtn™ set FdHes o™ lan © feg gar &
g=ETt I, Wifaer € Iy <8 €uar fefommaghyr et g=et aret /it |, fAgs™ & <t a7
fere gorgg <F yiftrm U 99 &t T | mret &t /omet @ 8 i Afa s fsesuie afas (I1T-
ITeS Skill Development Council) 7 f& 3Ha® Afa'® faesuie IaUdns 3° Ha3T YUz 7,
& IT-1TeS fesnedt € Bet SHa® MaUHSS He 395 (National Occupation Standards (NOS))
& feafAz di3T T | SHE® MgUHs® A 53w (NOS) fed quteHt Aesnasa €T Aie I w3
IH I35 T8 87 €3 5la 397 IH dd& BT Agdt Afd & 3 fams €7 vaTde d96 Bet fen
& fenr fagen mret 2. fesnedt € ySifasu grmar fe'3 Ave a5 |

Ifs3 fed % HoH™ Hea® fereifeBe e fdmas Madws (PSSCIVE), 3HaS
IS nire MgdHas dHIY W'F 2dfE&a1( NCERT) €T feq flwed I & fu=at e83Hs ©
AYT 575 H'S%d USqH M3 HIfEaT Helahi® [T/ITes Raed € fe9 faHas grsifedns
Ud# BETNVEQ € 3¢t 828 1 3 4 (Ffeen) feafiz di3T J1 =8 1 a&™H 9=t € 99790 J
W& § A (NOS) €3 »ufaz fa3T ve guss=" (farH's Ho93 M3 TEsM3) Safsar
His8® (@fsen) M3 JdlasT € feam st ufaare o A |

feg fefenraat Taaga 3¢ © &8 iy § fsaCwfoz aaet T w3 J9n7 § wed J9s
f[S'T Agdl Bua3T famBe wet 2 y-2y fer € u3er © fegas 3t i & 335 et Agdl
JIfaamy feg =u@< &t afag a9t 7, €9 39dl0 € W3 A9e I N € W3 JI'6T &7,
g£¢-8<¢ I U ¥ &9 ggur 3 fafonrr=r € &et 5 € 3799 €1 83 Tt e see o fa
feg Gum fam & fHfnr & SHas 313t (1986) © fe9 fage T g fefemmast aefas
Rt yor=t €t femr € &9 99 et »iar & Avear |
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fen w35 € Ae®3™ AE® fHu® w3 niftrrug & denr €3 faggqe aaet 7 fa €
fefenmaatu & wiruet At & yare aos w3 asusT=T e fu'eT J96 Bet w3 Ms-T7-
A9 fafenr=r W3 yraT € et G3nfaz J9s|

g&d feam wfenwmm f&9 fAfvwggt € mstns w3 war § aHs J9aT w3
JIEIHAIT HgS I A Al 89 & oS e oy fAfve e feem@ aae oraT fa
ATEdd YUI 996 @8 g | feg Gen Ags St gdls € e M3 avaA € war e fes
qTet IS AIE IS | IH § BT 96 ST TEIITE I99dd JUS BE JHST & TEH 98
[T BYdIBUS Agdt d=ar »3 ug8e w3 fMuGe &et uztet € Agdt fesr & feg =
AI&T U4
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JIST ATHYAST I'F

fegfas™ 1T207-NQ2012: Wﬁﬁ%@'&iﬁl‘c’(ﬁ'ﬁﬁ) ‘Database Development (Basic)
T UfEe & UTT 96 SO ITSTHET € BTt T | 3T78 A3 IB™H IH, IH 335 & Ags 83 A7
mmmﬁ?mmwmﬁwwwwwwwm
J

fow fagg @ fe9 Ans 95 7 fa 395 b-ldld'?'lrlld)c E’%‘H—%‘HLITU’E@?EW
farits w3 AfS® (soft and hard) YUz sas f<9 Hew Sdadr | 99 ARG ael g7 & wd
g5 WAaY 578 ITTF T widIE 1He §°F Fre I ufsT mirst a7 fauetfenT W g
3T AT AT J | ITF B JAAC & BEle wT fTeddafes g€ I w3 fegns
mitw & fombe set wiahies IAEleT W o™ & THS oigr faprT T | IAt must
WHWWTWW@'WWW@WWW@?@'
e <t a9 Aae T | WS g= 2 f fon Ans o9 faos fans 393 BTt a5

AaHs 1. Are-ufgar=

feg Faws, gfee € fen 5% Iust ae-ufdge gee@er Jifew 3ug feo =t
gReT J fa Hﬁweﬁ—u’mwwgh—ﬂgﬂ?ﬁfﬂ*ﬁ?ﬁl

AaEs 2: Agfug Areqrat
feg Aams 304 ARG € fee i fefir™ € €73 g 9=t AedTdl Ho e Jaerger

JI

few Aoms € fe9 A farns feafng dfewmr I 89 3078 a9 forfe3s faforrer ags &
EE?WW|W8WW3'WEH€€H€HW@?W’@H&3W
e ITT§ AESIST § 9t 39T UFET It J |
AaHS 3: mifgmm™H

I HHs © &9 rifer™ T 7 fa 307§ Mt €3 ydt dost siet d | git as™ aH
m#&n@m@%ﬁﬁw;-é‘qadl | fen Aaws @ f&9 s faforer JF fa gy &
s §°3 a1 996 &9 3umd qulce e € Bt Agdt 96 393 farns, Afa® »3d g™
& feafAz qo& f<9 Hew qgaaitT |

fafonrer goms mftmiua 77 2dag € TUdY & ISt Irdtetd™ I& | 37§ o
UdT 96 © @9 Aeddt <9 W3 IIST Ude9HH & HUGS BTT «s’issuo( <t HaehT
Wlfﬁﬂammwwwrfwmwwod &8 IS Jdd fod e 798

Wwwwﬁwmmwmﬁwaﬁlﬁmmmﬁw@?
Enet fonmfipm g95 B »UE HitwUT AT 299 § U'ES S8 Ad &7 |

AAHS 4: MAAHT

fen Fame feg mHs dtfe€ (review) yns 39731 Ul R & S d9& et ITST HEE
Ja&drl Wm@?wymﬂmﬁwemwe’ﬂdd GaT 9 Iraie J1
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ARG 1: STHH J&HAUC (Database concepts)

Seran fe d Hafe3 37¢ € AT 7 | 3t fer &1 fe'q Areadt € a<ad € 397 IBUaT 39 Aae
J1 W 39 €3 3T WASHI © AYUI Ufg®HT & AdI63 996 JETHSE gJevd  (Berade
Eﬁmﬁ?MﬁW) fer Ida &% # fen Areardt & yruz J9s &t yfafenr
feg AorfeaT ager T (Gerade Eﬁuﬁwwmm) |

%ﬁﬁmmwgmawmmmﬁ@wme
faaras €t AreaTdl a‘u@e"fﬂddd et J1 govs v, T¥9T ST JI5 BT AT BH,
Yd'E Het wife @ Areardt =t Hed o9% ©f Agdg get 71 Aefa mﬁm‘a—rh‘&gﬂ‘f
FEt TSt § MBI-2 AEIT Ercou;swa'azrs?r “oar | §fuGeaens ey feg 3wt
¢ § IS U T HII3T € MgHTI Haf63 I35 Eﬁa-c-uH Uarea™ Microsoft Access,
OpenOffice.org Base 3 MySQL & I3 IeEN oAU 1960 I Iome fearfesfear,
fasfaar W3 drssed Asadl uz'?ﬂ“n{ra' az@rmm?fewfe—u’euww
WHWWMWWI(W%@?&%WMW@?WW

gagr “end-users” M3 et HTIaT &9 37¢ < faa3r a)

fen »ifgrm f&9 AT 3eTHH IEAUT M3 SCTHH HeAHE fAAeH (DBMS) &% aH JdaT
ﬁw—\ \I

STSTEH Ha AN fAdeH

mmmmwsdénﬁuo{ﬂ I 7 afu€ed Yo &7 IeEn § 8T,
Ag®e M3 =93 § fatr3fas ager J1 MHWKWW%H%HWWBE‘T
wféemme’rwhwruee- J1 e fe'q srer faags, Www
MTEHACH Sl feetares 9379 J1 fE‘o(B"‘c‘WFT)—I?W—D—I?fFTH’c’)—I’%‘H—%‘H gHd Wé’)lde) YIa™H

& f€F 3ean § =93 & wriapn feer J1 9ot 39 7€ Ug'e A€ T8 St =t e
feg Oracle, IBM DB2, Microsoft SQL Server, Microsoft Access, PostgreSQL, MySQL, FoxPro

MIZ SQLite AHS TS |

greT & famT f&'9 mradiaTed 3T A AdeT 9
o THZ TEISH (Flat File): 3T feq It ¢u® f&9 Aea Jer J1 mm 39 €°F we Hzar
T8 3¢ BE ST T |
o f3@Ha® (Relational) : 3727 JET 29&T fE9 AET JeT d w3 298 fed Ay %3 <t
I3 Idd 73 I I&5| faBHEs Hishi w3 St 3T 78 3¢ Betata J |

STSTHH Ad<d

FCTEH AISd AHITUI (dedicated) IfuBed 98 & »AST 3e¥r & Jue gs 3 fAge
ﬁﬁwwwmwwﬁmwmﬂww@? STSTYH Ad=Jd fe9
@Wmmdelllqu lr|1-|d I&CdGH (GUD Ce’)H Fﬁedcm_af(Frontend)

S JfSHT gra fr oTdr SfT ATET J | STETHH AI=d ?)_ SI-mM3H (Back ends) fatl'r
AreT g1 fensafe‘rweas'gawﬁ? FAJ=d (client-server) 8% =1 ArfamT Arer T |
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w9 3T 8 A AT (RDBMS)
[I@HES 3TCTHH HaAH ¢ fAdeH fEa 3Tegr Haaie famer I # fa fadwss Hsw €3
Wufda T # fa et wie. 33 (E. F. Codd), et gt . €t A& 97 JHd9 B97dedt &ar UH
d13 I I& | Hger 93 fe9 w8 =78 Ag 3 HAYd 3¢uN, f[d8Ha® 3¢ s €3
wUTa3 J| ITSHA HorH ¢ &et fa8Ha® s ufa® g yistde &fad (first-order predicate
logic) eTaH H3® €3 mutfaz T | ufasT famma a3 w3 €3a1 #ie. a33 (Edgar F. Codd)
orgT 1969 fE9 ynzT= gfanr fardm 3Terew € f98Hss H3s f&9 Arar sTer miur feg
TF I® U (tuples) ¥ FU f&'T TanfemT Aver § | 38N # f@Has s € gu fee
farfeg Jer J €7 fI8Hes sTeram ger T |
f[aBHE® HTS® ©F HaAE 37T mi3d g (data and queries) & faaufas doe et WHESHA
I HI €M™ Fa=8eT T : Uwd AT I feu afge g5 s7eun &9 faust Aareadt s d
w3 v fen &9 faust Areardt 9% I5, STUH HEAH € Aeeamd & 3'eT Aed A& &et
M3 FAHIE € g T BT YU TG € IIf™ T ITeT ACddgd S9& A9 € s
v feb |
STeTEN J&AYUE (Database Concepts)
geran © ST Garden A I U6 7 fqd Areddt § Hed I96 M3 HoH J96 BeT
IS ATEMAT U5 | SCTEH § 9g3 I HO® T fS 9 AHSE BT MG ITST ME3dH T ©F
e YT | S MSIA T [T TSI JIC I ? TS B BAT & &H, BAT& U, BT
T 35 599 M3 T AaeT 7 fa &7 @ AaH fes 1 T Aae 95 | £ 8 W 33 -8 J1 fen
geude &9 93a femast & €T “item” Hifen fapur T | few &€t »reter €9 T fAm o9
STSTHH ATSATdT Aed dd fgaT I | A9 IAT WUSt W3d A o fe9 ATSdTdt ASd od dd AT 3T
BT S ITS ot Ufenm At ? ITSTHSIA St I ? U376 S99 ot I 2 wTfE | J9F YIS o
nm’rwe‘lzwwmw@trfe—ora’lw“ﬁeld” Jer J | QE‘H?)‘B‘@E_{FI:T?E'E'HE
(Freiends) 78T T W3 WMTUST W3d H 8 o9 €uaT &t at Areadt Hfvs a9at gatet J1
SHT YHS Uedl, ¥ YU3 d9 M3 fed a2 faaas “record” =61 fen &t faaas
“record” 3T78 3THH &9 Aed fan fo'q wmreler & g9 fq Aeardt er feqa Ae (%3
T gfenm) J1 feq BT “value” A&t cane 7 feGifea gt a7 3t T 7 At Arearat
HHS Jd& @8 MTUS 37egH &g uQe JIAae IAt ATt Areardt fea st aifd s € feg (fae
IH AU SHIE d9€ 9) UET T, ANs fadrasw € AyY f€q ¢9% se8er J1
feq 3w € 9% feq A7 9F 298 7 Aae I5Ifeq wizdn g fen & fe'a 5u3 7t Aow
Gergds T, »A® faedit € &9 It 39 ATSddT AHS I&Ifed @3t Just € a8 musT
3TeTen J=dr, feq J9% =ng se, ffq 298 fen € musTet 998 Sfen Bet, fea a5
T%HFWWB’TB‘E:T € 939 Y'U3 JI6 Bl M3 99 el J Ade I& | mAs gu feg
feq 3egn © fe9 g9 2g% © fe9 %HW@?HEWH’W’E‘TMU@TU I fE!FTEE"T
FeTHH A% gu ST f€q gead T 7 298 w3 gt Gunaen § dyer I M3 feu HaA
Faer 7 fa feg fae =agt Al
Tt 9U3 It HO'32UTS WE U< 8T 9iF feu T fa A€ wAt Aarea<t v@e ov, 3r g a%
fe'q a1 € 89 T Aaw U5 (f'F I 20 ANIS 39 T Aaeh™ 08) A fed AEdA € (ufseg &
HEd)l U3 A€ S¢TUH 78T U7 3T ¢ U @9 fed Ho'3=yds ferms faaas & fegues
“record uniqueness” g€t I | FUBIAE SHIT © FTH MB IT-2 MTEIHT © fegad ug'< 995
T Wl JT 993 HU3<Yds J1 fesye3T gag A" JfuGed & &3t € dae MIsy3
foaras ©f suBianT 3 99< et Hee J9et J | fen & 39§99 A7 aH3™ A 43 fagas =+
Ufgeetyr Areb™ g € 293 J9d YU 13T AT AAET J |

303




Hag feg fadt fesys iz 3oms dtwsT feg oot et 37 gnt fee fe'a segn fsafesg
TH UH ¢9% {9 Ty €153 e Haw 7, A E fa fesye &99 7 aH3 99 &<t #iedt et
WMATENS ST AT A | for BE1 99 298 9% dt 9183 Je T # fa feg nfenfeg ager I fa
fe7 yg s7eman € f9 100% e fedye a3 T |

J9d SN 788 I& e A framrer diws fe'q dtv € =7 gee 3T I gdie 951 fAgsT
faamgs™ e fe'ad a1 7 u3T 9= € f&9 W37 JuT Bt It fem atn § fed fesue avs
WMATEIS J9 A 7 | JoT fefenagt sTeran at @egdes @5 25 :

Name Standard Section
Ram X A
Ravi X A
Ravi X A
Sanjay X B

few 2aw feg fefonraghyr € fgaras™ o9 %39 U3 I9aT 53 It yafas J=ar fabfa
fegsras fead Ao Is |

W3J UST JdS BT, TY 18T 9% $°9, HHS Jd AAE J # [ I3 fadas &t fesue
(unique) 3=ar | €TTgde J&7 I

Roll No Name Standard Section
19 Ram X A
20 Ravi X A
21 Ravi X A
22 Sanjay X B
JeBMT fafan=r & a9
st & fafon=r
1. feq fac® AU et ST Agd3T ©F [SH¥HG J91=TUad Aga3” M3 SIHC &
faaras a9 | (few =uTad Hga3™ & »gHg IHT feg AreaTdt 3Teran geg< wet
WWU)I

2. WUS A BT STCTHH AgI3T & ME'BEIH J9, ArSddl fed of dda HeT Y-
zk@mm?i%rwﬁaﬁ fefonmaat erymT a'eg & fefae 39 | TU<d Agds™
€ SgH< 976 gﬁﬁﬁmggﬁﬁﬁﬂ'cd'dl & FTeTEn g9 T
eagﬂa—e’tr)l

H&Ta<E (ASSESSMENT)

g¢ B39 =8 yrs:

1.stastaAA e yar o at 7

2. Mg ST A A AT E YT s H ST I 7

3. wrg 3t gt AR feg 32T fae wigdieTeta Jer 3 ?
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1. feq farfes 3¢ & AHT J1
2. fEq Aeeamd Uaw I 7 fa 37e9n § g8 M3 HaH J9s &et
=IfIm™ A7 AgET J1
3. feq seran Hamre fiver I 7 fa fo@He® He® €3 »ufas T |
4. 35 vaga Sttt AT Aeeend ) w3
5 |
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W& 2: 37T AEGIH (DATA STORAGE)

feHas seran Haane fAner &9 3er 2uas™ € gy &9 farfez ger J1 g 3ud 3+t
&% e wredr fa At fue® Aawns f&g at fAfwd it W3 99 udsT= feu &t T 7G4

29% (Tables):
fe'q 29% T MBMeH (H3T) e Ae T  fa =9¢tas e (7 fa WuE a1 &% ufgee
7 I5) M3 It <& 3 ©f 93 J9d Madieeas a3 Arer J | fen € a& ygrtz ata
ITBHT &t fare 3t IEt T U mMiefare3 a1 T AdE ™ 95139 3 far uH e feg fer aat
I TaT ufgaret Aret T 7 fa fesys o (unique key ) fESam A at StBs € 39 €3
At Avat I |

BN (Tables) AT &3 (Fields):

fed I®H, 29% & TIF I Bet fed 47 ATUTads faAd &t STeT 3T e Ae 7 | fAn WgAg
I MU JI3T A7t T 87 Yo B Acdagd HI o™ ad=@er J | Beads set
cFirstName, A" cLastName, 31 feg @3 75 |

@ 7 faaras AT 2UB (Rows or Records or Tuples):

fea dn & e faaas AT U & fagr arer T # fa 29w f&9 fea fAa® 37T meten &
W@ﬁalwwkﬁmwméwwwwwéWHﬁm
<t 397 a9 Faw IT1¥Ew feg 99 M eI AUz SeTAed Tang el J, M 79 e W
@3t Aegaga e T |

TeT 2TENUN (Data types) :
T 2TElY €t =93 feg ufgures BEt stSt Avet I fa wiAt fan famy er s7er 3Teran &9
Hed dd& AT 94 ITIv ITeT GuaT € feg gfomr I €3 murfaz Stosm mus »iy feg mzar-
2 fam™ & 3 Hae 981 Sus wirfer 7 (Open Office base) f&9 3TeT ey Wy gu feg I
feure migwag UA famr feg sfswr aer:

o f&GHfaa fami™ (Numeric Types)

o mBTTSGHIIT famH™ (Alphanumeric Types)

e HTEISIT famHT (Binary Types)

o W33 AT (Date time)

o TP SJE"S fami (Other Variable types)

faGifaar farm™ (Numeric Types)

fsGHfaa sTer ey € T93° 3¢ € Ju% BT 15T Bet TI3T IEl A3 § YITH3 J9s
Eﬁaﬂﬁwﬁmﬁs@wﬂawwﬁuﬁqdd 3TeTen ¥ feg Hufe®w 99, 38 &99, igs
f&g eu@ o e, Adt 7T 9% I ASeNT, mﬁﬂzﬂwaﬂ}mwf—e’e’rﬂ-ewduancd )
Eﬁﬁwﬁalﬁ—zwwm%@mwméﬂﬁfﬁr“ *fegt
et 7
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Name Data type Description
Boolean yes/ no Values as 0 or 1, Example: True or |
False, Yes or No
TINYINT tiny integer Store integer range between 0 to 255
: Store integer range between - 2'°to
SMALLINT small integer
+21-1
Store integer range between - 2% to
Integer
INTEGER 9 4201
BIGINT big integer Range between -263to +26-1
NUMERIC Number Maximum precision of et+"23
DECIMAL Decimal Maximum precision of e 123 2-
1074 to (2_2»52)* 21023
REALL real 2-1074 to (2_2-52)* 21023
FLOAT float 21074 tg (2-252)% 21023
DOUBLE double 2-1074 tO (2_2-52)* 21023

mwefsGrfaa smer emgtu(Alphanumeric Types:):

Name

Data type

Description

LONGVARCHAR

memo

Stores up to the max length or number
indicated by user. It accepts any UTF
8 Character
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Name Data type Description

CHAR text (fix) Stores exactly the length specified by user.Pads with
trailing spaces for shorter strings.Accepts any UTF 8
Character.

VARCHAR text Stores up to the specified length. Nopadding (Same
as long var char)

VARCHAR_IGNORE | text Stores up the specified length. Comparisons are not

CASE case sensitive but stores capitals as you type them.

gEtaat fam™ (Binary Types):

grfeadt 3T TEluR € 293" Ffeadt 37T e 9He & Hed Jds BEl dI3t Avel J | STeTHA
fe'T gfesdt 3ean & 93" In=TT, HAN3 eEl® wfe & Hed Jds Bt Ji3t Aret J |
Sy-2 famr € Qus gy gfeadt s7er eely €t fane dor fe3t aret 7

Name Data type Description
LONGVARBINARY image Stores any array of bytes (images, sounds, etc.). No
validation required.
BINARY binary (fix) Stores any array of bytes. No validation required.
VARBINARY Binary Stores any array of bytes. No validation required.

32 2O (Date time):

3< 2TEMH FTeT TTEIUN € €93 TCTHH € J8% f@9 I3 AT BT S M3 I T a3
Y3 d96 Bet JI13t Aret I | FeTEn &9 3¢ ¥ 3TeT erety €t =93 AredTdt fae fa
7aH 3T, Eusd & 3t, 83uTe S & M3t mirfe § AeT J9s &t i3t Aret 7 | @92
fam™ & Qum gy 3¢ ey Traie < fere Jor fast aret O
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Name Description Format
Date Stores month, day and year information 1/1/99 to 1/1/9999
Time Stores hour, minute and second info Seconds since 1/1/1970

Timestamp | Stores date and time information

THDAT STST STEIUA (Other datatypes):

Name Description

Other/Object |Stores serialized Java objects . User application must supply serialization routines

fue® Ars fe9 At fea wizsd | 5 ©f @egde ©t =93 SISt At | fea W3dH g fAge fea
It 29% § =93¢ I | Ug MBI-2 I3 &9 fenet I | 799 At €T steg T w3 fea
fiars eely @ng & 29 99 I w3 gt fugd Hats &9 13t °Aw faamas &t Areardt Ig<
g 3 feg Areadt =t 979 T fa @Az fan aroa & watet A/t | (5™, 139 H, 85, udte Ht,
ydte™ et =g &t fare3t »irfe) 3+ 3wt at addr ? 3t Aret AreaTdt 575 e AgH
(Sales) T9% g=0E T :

OrderID | CustomerName| CustomerAddress Phone | SaleDate| #ltemsBought
000789 Sheela Arora xxxxxxNoida 2444490 | 01/11/12 03
000790 Vaibhav Mittal xxxxGhaziabad 2443358 | 01/11/12 04
000791 Saurabh Tayal xxxxNew Delhi 2678945 02/11/12 12
000792 Vaibhav Mitttal xxxxGhaziabad 2443258 | 02/11/12 23
000793 Prashant singh xxxxRohtak 6784534 | 02/11/12 04
000794 Shila Arora xxxxxxNoida 2444490 | 03/11/12 18
000795 Vaibhav Mittal xxxxGhazibad 2443258 | 03/11/12 45

gt 3t feT Jet HAfas Sue J ? 99 Tt A€ IHT HiST AT ¥9< A fai g arad (client)

& THZ FUE J 3T IUTS AT 99T Hed dd6 ©f Aga3 J | fen wet ferer o At 97

feq cus auifee € AredTdl BEt M3 gA AS ©f Areddl 38t 5e7F | fafa 9da fagas
fexye Jer gdter T fen Bt At 99 a@Tfee & MBS dT ufgues Bt auiee ¢us v
ClientID 185 €4& J9 Aa< J | A% <98 fT9 IAt feq ynrfee Seaw feGar frosr asfee
% f&9 fe'q yw fagras & “points” F@eT J |
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Client Table

ClientID Name Address Phone
0000001 Sheela Arora xxxxxxNoida 2444490
0000002 Vaibhav Mittal xxxxGhaziabad | 2443358
0000003 Saurabh Tayal | xxxxNew Delhi | 2678945
0000004 Prashant Singh | xxxxRohtak 6784534
Primary Key
One client, three orders for that
client. Sales Table
OrderID | ClientlD | SaleDate | #ltemsBought
000789 | 0000001 | 01/11/12 3
000790 | 0000002 | 01/11/112 4
000791 | 0000003 | 02/11/12 12
000792 | 0000002 | 02/11/112 23
000793 | 0000004 | 02/11/112 4
000794 | 0000001 | 03/11/12 18
000795 | 0000002 | 03/11/12 45
Primary Key

fe'g few Gergge &9 &3 ClientID I&ee 295 (Client table) feg feag s TygerJ | ug
faQfa fea asfee aet w9z @ AgeT T, &Umm(Salestable )@ f@g qet Tg e
J fa@fa aroa 3 faar Ag a& #1939 41 T AaeT| wAt Ude § a&fee W3 childtable &
A&H(Sales) afae g7 | fegsT &t 39w Hau?mfs—orweﬂw?;wmm | IHt Fa
g9 ST fTaT ST AT Jde 7, Ud Sean feg Guar Bar ergewr et g fee T |

fer fe®ye 83 (unique field) & yrferat atr “primary key (PK)” afde gsifea yrfenat
WM@WWU&UHW&?MHWUWBT@WE%?W%Z
29 &g ClientID yrferat abu T | yrferat atwr seam &9 3399 (indexed) =t ser@at
J, 37een &9 fea faaas § 9 ¥m3 fegd 37 g g+t J1

ClientID &®3 famer fage 137 T, 7 #®H (Sales) <98 feg g EI'?)' gd& atnr “foreign key
(FK)” afde I&Ifen a9a 396 atH fe'a aray & ufgereet T A fe'q cas feg asur @ /e
& 7 fe'q & o7 AT o ou% 9 IHHT @ A e gevT feer §1 “ fe'w 7 uTR e AT aET
Ude (parent) T I w3 yrfenat st fermam=" (primary key attributes) § amit a9a et
HIET Fa=8eT T | i W@mwm(cmld ) T 7, fan fe9 395

ah femaaT=T (foreign key attributes) & anit SISt Avehd™ &1 fer & e 34 : one,
parent, PK; many, child, FK |

fern & we Jue T AT yoirfee feg I »miet awe d® ae <t 7eran =93 BEt A ut
UJg a9t gt /T2t | §T fige 69t 34 A I5 fAW ©F IR Sy I wifapdr fEE T o
fige €0t mums § ST AaT J& # AT Quar & fee T |
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wfed™

Jo& fafgmmer & aq
sat &| fafeur=r
1 ACHGST AU BET fe'q 37er9w 57§ Aa3: items, price, color, vendor »rfe et
B3 g6 |

H&TdE (ASSESSMENT)

g¢ €399 =% yus

1.
2.
3.
4.
5.

DBMS /RDBMS & Ta3bur ety 37¢ eetur €1 Bet 5@ |
yrfenat atr wiF &9 ot f'g %39 AuFe &9 |

fsGiifaar sTer erety fe's Qussy 572 T famr ot Fet =6 |
nigeT fs@itfaa sTer eely fe's Quaay 572 g fami &t gt 576
greT ety feT Qus au 37¢ &b fami &t pet 976 |

Y& greT g4

1.

fea ST MBMEH (dH3™) € Ae J o [d S9¢ta® & M3 Jatd s
IH E S8 =93 Jddd MIdi&aeas aIgT Jarer 4 |

fear , 79% € 999 3 BTt fE'a ¥y Arurds fam €t 3Ter aiH3T e Ae

g
fea fia® 32T nireter & TaRget 7 |

=93 feg feg ufgaes &t St avet T fa vt fan famr e s7er
37eTHH fe9 AST 99d& AT IT IT |

feq fepye iz I 7 <5 feg fea 3 & ufgeeet T |
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A 4: 32T HBIUB T J96T (Manipulating data)!

SeTEH f&9 A 37¢ T Hedd9d YS'HI Jd AAE § M3 IF ANTST & T93 I Ha1US< Jd
Aae J | fer a0 et @ 397 &b =T o | €9 feg as:

o FCT3EIETS B Ired Data Definition Language (DDL)”
e FTTHAIUSBHS e “Data Manipulation Language (DML)”

STer 3E16HE BIeH (DDL)

IeT SEIEHS B e A FeT [FAfquUAs S'gred (DDL) aHT3™ Bt fed firmma (standard)
H 37¢T9H <9 Aeadwd § YyITTH3 d9er J1 3131 M (DDL) ASeHer STeTaH mrande fAe
fa tables, indexes, "3 users & create, modify , 3 remove JFEMH™ IS IM™ St T HS
(DDL)AEeHe™ CREATE, ALTER W3 DROPI&|

3T HSIUBHS 3ITeH (DML)

SeT HOIUBHS B ared (DML) feq 3 J 7 fa gad § 3eun <9 37er <93 M3
H&IUBe 99& € wirfapdr faet 71 few e @En fAneH &% IHS HE Ut Ir8g'3 Ha ebiT
creusral

ST HEIUBHS f&9 feo aHs ger 3¢
o IeUN f&F Ar=aTdr yTUI(Retrieve) 95 HET - SELECT ASeHE
o 3R 9 ATeaTdt @S (Insert) I35 BET - INSERT RSeHE
o 3TcHA &9 ArEadt 3181 (Delete) ¥95 Bet - DELETE ASeHE
o FeEN feT Adel § HUTST (Modify) 396 B€t - UPDATE AéeH €

fAge AreaTdt § Y'U3 J9% e AHS DML fe'q gedt Fqred €7 37a1 9151 1 WS w3 geaT
BIEATMHI3T G 3 IS 7dg BT 93 A'e I T YA T 3Ter HaluB TS & Ired Aeddgds
gedt Fgrew “Structured Query Language (SQL)” J1 feg fadwa® sreran feS e yruzg
(Retrieve) M3 H&TUBe (manipulate) 96 et 93T At ISt AE € e guBuas
IMS/DLI, CODASYL 3728 fA=" fa IDMS %3 gff™ gar 293 ATe I8 |

ST HAIUBHS & Jred fe 9 WA faf M (SQL) 3¢ §'H HSeHeH NS I8 H Aed aI3 3¢
& 9€8Y & Ud AAMT (schema) AT STeT9H G¥xae (database objects) & 4t §€&¢ |

ST 1% (DML) € 337 &of™ J&h™ 35
o UHIHI® (procedural) : @3 feu fagurfas aoeT I fq fausrser 8aterd w3 fen &

ICERRIER-crauol
o &BUHITIS (nanoprocedural) : @ fAge fev fagurfaz ager d fa fagaT srer 3t
J | feT w9 e MA™S I UT dF & YHIHe® B Jred =7dl I9d1E &9t g e J |
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HBTAS (ASSESSMENT)

Y%t greT g4

1. SeEN § 98T M3 HAIUSBT J9& BT I3 Aretd™ FH=T

e TS|

2. FHT3T BE feq firnma (standard) I # SerEn &9 Aedawg &
ygHz daer J1

3. feg gmr I 7 fa geg & seun &9 32T T93T w3 Halude
35 & »irfapaT feet J1

4. fAge Areadt § yUZ J9& BT HHS DML o g1 J1

5. feq yfAg 3er HalUdHs SIEH AeIdads af

6. "™ DDL AeaHer , mI
5l
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AHS 4: STSTHH WgHdE 99T (CREATING A DATABASE OBJECT)

e IIT o™ famH™ ST 5 i H /g . St A AH (DBMS/RDBMS) € §ussy gs| fer
wfgn feg gnt fe'a Gus Faw wra. St 8t A Gus »irfew §1 (OpenOffice Base) 79
fAyan

6us mrfew & & %€= (LaunchingOpenoffice)

o

e Guzs wrfem g7 § IuL= BT Start> Programs-> OpenOffice.org
3.4.1°>0penOffice.org €3 afsa a9 | fen 3 fewr=r IHt 749 SHaeU €3 Gus
»Tfer §7 €T Hdede Gusau I 3T R €3 suw afsa oo =t fen § 9%  Aae T |
30§ Jor feue nigHe feq fag feret ardtet 9

(& ogencilioears 10l =
Bl Lo Bew Dnek fiedse e
e
. . T
Apache OpenOffice 32

iE Text Document! i Draming

o= o,

[ Spreadshest [E Datebase

i:‘.' Presentation i:"_ Fanmula

[ open... - Templbees. .

B8

STTTEH MRS § §< 9H MUBIAHS § IBES el |

J&T igHg g9d AT fA T It OpenOffice Base MUSBTaHa & I&T AAWE O

e Start> Programs—>OpenOffice.org 3.4.1->OpenOffice.org Base €3 afsa &9 |
3% 3¢EN feaas It seun g8 BEt fagen fesr Arer 9 | 3Ug Jor

MEAT fea sforstar gan feurfer ar<ar :
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ol

Steps Welcome to the OpenOffice.org Database Wizard

Use the Database Wizard to create a new database, open an existing database file,

1.:5elect databast
or connect to a database stored on a server.

2. Save and proceed

What do you want to do?
(¥ Create a new database
" Open an existing database file

Recently used

< Open... |

(" Connect to an existing database

JaoBC |

[

Help I << Back | Next >> I Finish | Cancel |

“Create a new database” Wuns & g o Al fe'q &= 378w g7 Aae J1 It fea
ufasr 3 ige seran eels fan & gt ufgsT ge7 g9 § & “Open an existing database

-~ —

file” MG 93 I <t 4% AAC T |
Next €3 afaq I9 | T&T »migHg fE T Sfenrsmar gan ferer J:

5]

Steps Decide how to proceed after saving the database
1. Select database Do you want the wizard to register the database in OpenOffice.org?

(¢ Yes, register the database for me
" No, do not register the database

After the database file has been saved, what do you want to do?
[V Open the database for editing
[~ Create tables using the table wizard

Click ‘Finish' to save the database.

Help | << Back Next => | Finish I Cancel

Finish €73 afsq a3 | o™ WEAd Save As 3TfemmsTar gran ferer I
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- 2
Application Links Tiind
__] Application Lini Documents library O
Includes: 2 locations
{ Favorites = e
B Deskiop Name = Date modified Type Lot
& Downloads Adobe 19-05-2012 23:29 File folder
%l RecentPlaces Sony PMB 20-05-2012 12:25 File folder
% SkyDrive Visual Studio 2008 2009-201215:23  File folder
visual Studio 2010 03-10-2012 09:52 File folder
- Libraries
Lo WebCam Media 30-09-2012 00:45 File folder
& Homegroup {8 New Database 10-10-2012 21:54 OpenDocument Dat..
@ MNew Databasel 10-10-2012 21:55 OpenDocument Dat.._|

i3 samoleDs 038-10-2012 20;28 CiDenDocument Dat;‘j
12

=
Save as type: IODF Datsbase ;l
¥ Automatic file name ’—I
~ Hide Foldersl extension Save Cancel I
#4

B3 “File name:” f&9 37e8H € & faaufaa a9 W3 Save €°F afsq a91 o feyre
nEAg fea fez feyret e<ait:
ol

File Edit \iew Insert Toole Window Help x

Description

[3 Use Wizard to Create Table...
Create View,..

MNone -

Reports

Embedded datsbase | H5QL databass engine

IS | IHT STCTHH gSeT I #aT® 9% ARsT &9 fe' 3 migHd §F 3TTEH 5% IH 5%
IH AT AIE T |

mfam™™m
Joutr fafgnmer & I9
1 feq TeEn 98 |
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HBTIE (ASSESSMENT)

1. OpenOffice.Org Base €t 293" ™% §=T¢ JI¢ STCTHH ©f TEI% MAHCHS ot 7 ?

2. OpenOffice.Org Base €1 93" && H&H J13 AT AAS <& fai 3 anen & gt
=G
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A 5: feq 29% 98T (Creating a table)

B eI Fean ST HERT 83 J | M seuR g gercumr e gu g Aea qae J |
fue®t wifgmm f&g At Afd T fa Gus »ifer fe9 3w Wradde fae geTet Aver
JI

fen mifeorm &9 3t Yl fa 37ean feg ¢u% fa= g8 A2 75 |

o

File Edit View Insert Took Window Help x

iBR-E - E-1e g o

Embedded database | HSQL database engine |

Tasks & J& €usgu »uma Create Table in Design View... €3 afs'a a9 | Jo* fours
mMEHg fed Table Design &5 feuret feet T -

= sample.odb : Table1 - OpenOffice.org Base: Table Des -10] x|
File Edit View Tools Window Help

-
Field Name Field Type Description [

T ITTTTTE

N

Field Properties

Si®s ey (Field type) 33UsE% fare € Jo g8 set Qusguga=! fam § g=
3% ™ M3 37T TElY fasauTfaas &g |

IS Jo7 foure »igHg fe3 T &issT &% fea eus 56 :

I S1B3 BT SIBF aH mI 37T oely fadurfag a4 | Bvude &t dum feg an
(Name) €®3 I M3 31 (Name) €F 37eT 2€ly TEXT [VARCHAR] J1 3t &85 =59 &t
&oret foauTfaa a9 Aae T |
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Field Name Data type Length
Name VARCHAR a0

Rollno TINYINT 3

DOB Date DD/MMYY
Class Char 1

Phone INTEGER 10

Email VARCHAR 75

Color VARCHAR 15
Location YVARCHAR 30

BT SIITTBT BT BT &™H M3 F'eT e faduTfag a9 3 gode JoT faeye MgHg
g5 & File>Save 83 af8q gaa A= 39 |

=10l
EM it vew Tools Window Help
L] New i
gpen... e+ [FieldType T Description I
Wizards » RcHar ] ﬂ
—— ker[TVIT)
& dose 5
IRCHAR
B saveas.. Ctil+shift+s !
IRCHAR ]
<] ext Crivg [RCHAR] =l =
y L
Field Properties
Entry required No = ﬂ
Length 30
Default value I ﬂ

298 7 &1 fe€ | fsem®e ™ Tablel J1 OK €3 afgq a9 |
EXYE x|

Table Name |5Details|

oK I Cancel l Help |

J&T MEATd foq 3TfersTar gan ferer J -
x

6 No primary key

A unique index or primary key is required for data record identification
in this database.

You can only enter data into this table when one of these two
structural conditions has been met.

Should a primary key be created now?

No | Cancel |

H 2¥% IHT g€ gfonr I BF St 3ovs yrfendt atv Ae I35 &et Ufemm Arer J |
yrferdt atd A'e 95 BT AT EA=! »TUAG 9 AT J A" <98 § yrferdr gt 3 faar
g3 feb |

Had 3AT Yes €73 IfB T dae T 3™ WUBIIHS UfT® g=T8 JI¥ &S BT muE Wy
yrferdt at A'e J3ait | #ad IHT no ©°3 afB T dae T 3™ Iumd Jor feue wighT fea
feg ferst gratet O
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“Ej sample.odb - Open0ffice.org Base -1of x|
Fle Edt Vew Insert Toos Window Heb x

iB-EBHI G- =10 I i

] Create Table in Desan V.«

Description
[ o Create Tabe,. | Create a tabl by specifying the field

names and properties, as well as the

=] sDetais None ~
L=
Forms
Reports
Embedded database | HSQL database engine

JU% HIHG © J& fere M3 a8 I1F SDetails sHE 288 & 52 a7 |
J&8 faarasn g7

Name Rollno DOB Class Phone Email Color Location
Ravi Kaul 23 13/08/99 X 123456 ravikaul@gmail.com Blue Delhi
Bijendar Dalal 13 15/01/99 X 567839 dalal@gmail.com Green Mumbai
Radha Swami 7 01/02/00 X 234353 radhasw@gmail.com  Orange Gujarat
Vikas Maheswari 32 17/11/98 X 233845 vikawari@gmail.com Blue Maharashtra
Vimla Rani 14 23/09/9% X 242526 vimlags@gmail.com Yellow Orissa
Sandhya Reddy 26 19/12/98 X 213141 sandhyared@gmail.com Blue Delhi

% {9 a3 TUs J9s &et, fide cas € s B3 sus Ifs T a9 | gumd Jor feue
wEAg feq fes ferst gatet T

~ SbDetails - Sample - OpenOffice.org Basz:‘l’ableji:ipﬁ- 10 =|
File Edit View Insert Tools Window Help
=N=1 | s | e | B | "

fin] | Mame I Rollno DOB I Class l Phone l Email I Color Location
I
Fecord J1 [of 1 0 N T

WIHS Hie fT Ho T ga=™e I8 3¢ € 5% <98 &9 fadas eely d95™ Hg a3 W3

cu% f&9 37eT A< 9d& BEt File> Savecurrent record 9 |

g™

Joutr fafgmmer & I9

EIR

fafanrer

1.

fe'q 29% 9§ w3 fen feg 3Ter 991

2.

Jor fe g fenur fagenr €t 293" a9a MuS MafstHa faaras Aed o9& wet fea
SCEA 979 ¢

e WU STCTHH ©f TEIH € & BT MTUST 38 99 93|

o S1®3 fA=" fa subject name, required score, passing score 3 your percentage
g
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« FEHdE M B3 § yrferdt ahd =7 A a1 MU 3eEH § T% It € yifunn
531 &% fanma a9 |

HBTI S (ASSESSMENT)

yEt g 99
1. feg 3TeHw €t HEST 83 T |
2. feg 2um § fswfes d9s Bt 3v§ eHA € I& v fev Qusay

WURS 96 € 793 J |
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A 6: €790 98T (Building forms)l

feq ean gnd § SeEn © 9 GAeH U 399 3% ASddl Hed 96 & Afeur HoghiT
gaegEr JIfew AT It seun menae 9 2ur & 39 f€q gng gnor fagurfes
BnEe feegen f<9 gag § 3¢ TuT, 995 W3 §E8S e’rﬁrfewf—ewa |
fenn{bwmhvgﬂ%fs—orma?@wfﬂ*ﬁ?ﬁl

fe'q g9 =8 BT, IeTHH ATHSG € I6 GUB I Forms muRE €3 afe a4 (IA<ta
JaT J1)

=T

Fle Edit View Insert Tools Window Help *
iE-EH - E- @ Qg
—_ =] Create Form in Design Yiew. Description

VEE [FS Use Wizard to Create Form..
Tables

5=
]

Queries

-z

Reports

Embedded databass | HSGL database engine | |

2THY JIg U & & Use Wizard to Create Form... WURE €3 afsq 99| I&T mMgAd fea
@oH fe=g793 (Form Wizard) 3TfewmsTar aan ferear 3

- =1 3]
File Edit View Insert Format T o el
BrEBE = k|
i [pefault Steps Select the fields of your form -z
h [x] [ e o Tables or queries =
- |1 5 Fah\e: SDetails -
& |
Avalable ficlds Fields in the form
D
L Nams >
= Roll —I
DoB S5
= ) ] Y
= pn <
ai
D Color 5
~ lLocal
@
= Binary fields are ahways listed and selectable from the left st
E8 If possible, they are interpreted as images.
=] (1
nac =
Help < Back DNt > Finish Caneel |21
| == | [ B
x| i
Ly R | 59 2 [ | - | o - PEHEIR / ESLTRI@-© - - §
Pagei/i | Default | |merT [s | || [6—e @ |wo%m

Il E1%3 T s ¥ d 13§26 > €3 af8q d9a, geter &i®sT § g Aae ¢ | AT
SeEn e WS aT-2 §%s™ & A Ao § ¥ Aae J |

9% € A'J S1%3T § eoH T =93 Bt 9es » €3 afga a9 |

Fields in the forms HoH& J& feure g8 S®%s™ &< dd (IASI Mar 9) |
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Steps

1. Field selection

2. Setup a subform

ed fields
5. Arrange controls
6. Set data entry
7. Apply styles

8. Set name

Select the fields of your form

Tables or queries
able: SDetails 'I

Available fields Fields in the form

D
Name
Rolino
DOB
(Class
Phone
[Email
iCalor
Location

Binary fields are always listed and selectable from the left list.
If possible, they are interpreted as images.

Help |

| Net> | gsh |

Next > €3 IfeT a3 | IT§ J&™ feure mignd fed Set up a sub form AU SfemsTar

gan feags feyet feer g -

Steps

1. Field selection

5. Arrange controls

6.5et data entry

Decide if you want to set up a subform
[] Add Subform

© Subform based on existing relation

relation do you want to

@ Subform based on manual selection of fields

7. Apply styles
B:Setname @ Asubformis a form that is inserted in another form.
Use subforms to show data from tables or queries with a one-to-many
relationship.
Help <gack [ mext> | Einish Cancel

Had IId

WMUAS 9< Aae 7 | Next > €3 afsq I41

9% f9 qec Y% 996 ©f &3 I 3T IAT M&d1 e79H fEg Add Subform

g< 3U4 T T g IT 153 wdw I35 ©f B3 7 | IAT Jor feuret gt pet i

WMBI-2 ATTE®T & =93 e T

Form Wizard

Steps

1. Field selection

2.Setupa subform

Arrange the controls on your form

ment

@ Alian left
) Align right

Arrangement of the main form

pers ges
6. Set data entry _
7. Apply styles -
pely styl Columnar - Labels on Top
8. Setname
Arrangement of the subform
As Data Sheet
Help <Bak | peas | mish | cancd |

fe'a =gt ge& 3 gmie Next > €°3 afsd adl

fe'q sforsTar gan feyre! faer I fAE At 3TeT wMedt S® g€ Aae J |
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I E— x|
Steps Select the data entry mode
1. Field selection () The form is to be used for entering new data only.

Existing data will not be displayed

2. Setup a subform

(+) The form is to display all data
["| Do not allow modification of existing data
[ Do not allow deletion of existing data
[ Do not allow addition of new data

7. Apply styles
8. Set name

Help | < Back | Next > I Finish | Cancel |

Next > €3 afsa g9 | 3ug fEq sfemsmar gan ferer goter d fAg gt ean € fe'g
293 AT & HeEls § fsaufas a9 Aae T |

x|

Steps Apply the style of your form

1. Field selection Apply styles Field border

2. Set up a subform Beige ) No border

Violet

3 fields Bright Blue (+) 3D look

4. Get joi ds C) Flat

5. Arrange controls

6. Set data entry
8. Set name

Help | | < Back l | Next > I Finish | Cancel |

Next > €3 Ifeq a3 | Iu§ fea sfemsmar gan ferer I fAg At eon &7 5™ € Aae
J1 Finish €3 afsa a9 |

x|
Steps Set the name of the form
1. Field selection Name of the form

2. Set up a subform |Details

How do you want to proceed after creating the form?
5. Arrange controls (+) Work with the form

&. Set data entry ) Modify the form
7. Apply styles

Help I < Back I Next > | Einish Cancel |

feg goH fes feydt fedt T I AT I oS s forr T @R e feg Scad facams &
feg faaras muE wry feyret fee o5 |
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[ Sormic.odb - Detas  Openohce.om bases e

Fle Edt Vew Insert Fomat Toble Toos Window Hep

R-BU= & & g

Page 1/1 | Default | s | | |

fie* fa Jor feufenr fapr § gt 79 3* Jor Afas fag b €3 afsT aod eron &t =93
5% 2% feg &< fgad93 ey® J9 Ag< T |

LEE ]

ﬁ Record |E of 6 14 4 B b ;

feqg =t e 3t fos I €3 afsa g9 foe § 3™ 3973 mrone foaes s=fe set fea
feg feyrgt A=t (IA<19 Jo7 9)

15 sample.odb : Details - OpenOffice.org Base: D (=] 1]
File Edit View Insert Format Table Tools Window Help

R =R A== =="

»
=

pis}

e

Name

N Email

Coler

Location

Pl Record [T of 7 (S Bl 1

i 2 by | BiLE

Page1/1 | Default | | [so | | | |
fued® fns feg At femrfes fe@ & =93 aod foaas gse@er ffwnr g | o feue
MEHATT IHT TOH & 293" Idd fIdT9x €YS Jd A< 7 | I&T fey® »igHg gan feg fea
J€ 3¢ & <IAe ¥an feg e ey 99 |

"

325



Name Gautam

Rollno 43

DOB 10/12/99

Class X

Phone 325476

Color Pink

Email gautam43@gmail.com
Location Assam

A= 313 I faaas & SuT et 298 AAWa € J6 SDetails (S9% a™) €3 39% af3 T I3
J&T MgHg fed fes feyret @<ait | 5S¢ a4 fa 7 faaas It @9y &t <93 Jdd g=TfomT I

87 =t g+ foarasn € & feuret feer T (A= do7 J) |

= SDetails - Sample - OpenOffice.org Base: Table Data View -0l x|
File Edit View Insert Tools Window Help
B & WISt NHIKT v EE
D | Name I Rolino I DOB I Class | Phone I Email I Color I Location |

1 Ravi Kaul 23 12/08/99 X 123456  |ravikaul@gmail.com EBlue Delhi

2 Bijendar Dalal 13 12/30/99 X 567889 |dalal@gmail.com Green  Mumbai

3 Radha Swami 7 01jo2/o0 ¥ 234353 radhasw@gmail.com Orange Gujarat

4 Vikas maheswari 32 12/30/99 X 233445  |vikawari@gmail.com Blue Maharashtra

5 Vimla Rani 14 12/30/99 X 242526  vimla99@agmail.com Yellow  Orissa

3 Sandhya Reddy 26 12/30/99 X 213141 | sandhyared@gmail.com Blue Delhi

M7 [Gautam 43 [10/12/99 Gautams9 @gmail.com

Record [7 [of 7() RDEE

Pk Jassam ||

J< O € T93 J9d 3 I9 faq95 Med a9 W3 GUT TR CaT 5B Buar § =4 |

J&&P faferrer § a9

1 feq e 57§ |

2 9N €t =93 &% f€q 9% feg e niea dd |
3 fue® Aus &9 g8 MIdSMHT STTEH BT €9H 978 | €9H € €39 Jd4]
MISH IR § 331 € WA 5% feu§ |
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HBTIE (ASSESSMENT)

uTEt T 99
#d § WrAGE U J4id &8 S¢EN &9 AedTdl Hed Jd6 &

1

[

nwirfapur feer J1
Hd & SR Mranaer fae fa ¢us feg AT ot 37er 2ue, g9

2.
WMI ge%< of gfeyr faer Ji

3. feq gon se 8= Bt 3u§ e Aaws &9 MURS 96 ©f B3
Jl
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AHS 7 :WW@F"W@%WI (Create and manage queries)

U3 ASdTat

9% g9 w3 QU f[S9 ST mMed 95 I ImiE IS FHT Y A dt deer 9ge g | feg €9
AHT J AC° IHT STCTEH § UHS UET 9 AT gedt (query ) 9 7 | fAR fa s 3 uzTEBer T fa
JodT IET AT 3¢ fE° 9 IF YTH ATeddl fed sl ada Bet Jet 7 | fEq gedt 2y Y 2usT &9
AEdTet § A3 (join) T W Fger I M O ArEardt (information) & fe®eg aaet I |
fewefaar & W3®w T FEdt fe'a Hues(criteria) § <93t I 7 AT fov § WO o qe=@¥ T, 7%
3¢ & guBeT BEt w3 fige €n 3¢ & fewBe &t 7 At Syer IJe T |
Fgwa STt AA (RDBMS) gedt § a8 &t aretas fey vo'ehr ag= g e 05, frmmersg
w3 St 8t Aw fen 39 &t Jov | feg feg At Ww fa@ #w “SQL” (fam & fa fAas faar
ATeT J) A Aeddgas fa8at 'gew (Structured Query Language) € 293 d9€ T | It BIEHA
afueg € =T g5 fAgsT € =93 3erEn 7 feseanns fAne f&S° yns U'se &t Jist
ArEl JIgeIT 8T IrIH U6 fAvsT € ¥93° FeT Aeddud § YITHI J9s M3 SN fe g
3T HBIUBC I9& Bt = i3t Aret T |
fe'q SELECT Aeene feq A fammer 37eun 9% 7 37eran fe§ feS fieg 7 e ar yruz
(retrieves) Idet JIfTe 39 musTaRsT f€9 SELECT ASeHE AT 3 frormeT »iy <93t A'e @78t
3T HEIUSHS BIred (DML) ™S T |
fA%ae Aeene © 3% aEt feasua He™ (optional clauses) I&:

. WHERE: feg fagurfes d9& &€t fa fagahnm ane (rows) YUz g@aty™ J |

. ORDER BY: €7 o fsaurfaz aa<t § fAw f&9 S (rows) faegs getnr g |
2% &9 A9 B0 YU3 J9s &et fAasean feg 9: SELECT * FROM TABLENAME;
gedl & IBET BT ITCEH HaFS € J6 ¥E UH GusET Queries »murs €3 IfE T I3 |
Jor fey® wigAT Create Query in SQL View €3 afsa &9 |

4G Sample.odb - Openoffice.org Base -0l x|
File Edit View Insert Tools Window Help X
. s -t :
=R Bi-10 H; [ |

P |2 Create Query in Design View... Description .

b [ Use Wizard to Create Query... Cfefbe ajgﬁierreycﬁeyntenng =0l

Tables squ Creat= Query inSOL View.. '

Embedded database } HSQL database engine } ‘

Jor feyre wigag e fez feyet a<qit:

328



+ Sample.odb : Queryl - OpenOffice.org

File Edit View Insert Tools

Window Help

o §

=10l ]

At Guawmt f&F feg qTdt ey 9 Ade T WMI IAT SIHG P ©f @43 &8 AT feF fe9
welds @ §F afed sgd fen § 937 (execute) AW T |

8ergde B Aad IAT TuB &9 AIT 3TeT QYT Ige I, 7 IAT fued Ans few gefour At
I “select” A fom 39 faudt A=ait: select * from SDetails;
gedl § IBET I T “select” FEST T &I Jor nigHd feurenT A=

+ New Database.odb : Queryl - OpenOffice.org Base: Query Design I ] [
File Edit View Insert Tools Window Help
A N e e R R AR R |
: s 7 : i P 3
=1 | F - AR S ]
1D | Mame | Rolino | DOB | Class | Phone | Email | Color | Location |
B[ Ravi Kaul |23 13/08/99 X 123456 ravikaul@Blue Delhi -
2 Bijendar C 13 15/01/95 X 567389  dalal@gm Green  Mumbai
3 Radha Sw 7 01/02/00 X 234353  radhaswiOrange | Gujarat
4 Vikas Mah 32 17/11/98 X 233445  vikawarig Blue Maharashtra
5 Vimla Rani 14 230999 X 242526 |vimla99@ Yellow  |Orissa =
(] Sandhya F 26 19/12/95 X 213141  sandhyar Blue Delhi —
7 Cantam 43 1017/ y 375475 | nmitam4 Bink Azcam =
Record [1 [of 7 DEDDE
Select * from SDetails 1=
¥

Susr fefenmagtr™ & Fet YUz d9s &t fAgs™ €7 Hag™8eT Jar s1®T I IHt fon & <93 a9

-~

HA<T d:

select * from SDetails where Color =‘Blue’.

gedr § I¥ 8T 3 g “select” FEIT T &3 JoT wigHF feuent Ar=am:

= New Database.odb : Query1 - OpenOffice.org Base: Query Desian
File Edit View Insert Tools Window Help

=181

G = = = W MR R .
=1 MIF N RIRT v =]

D | Name | Rolno | DOB [ Cless [ Phone | Emal | Color | Location |
[ &1 Ravi Kaul |23 13/08/599 X 123456  ravikaul@ Blue Delhi
I Vikas Mah) 32 17/11/98 X 233445 | vikawari€ Blue Maharashtra
|8 Sandhya F 26 |18/12/93 X 1213141 sandhyar Blue Delhi
Recordh |uf 3 EER T
select * from SDetails where Color='Blu

B

Ju% &9 3% 99 v fodras Tue g feg SuT et “select” meen< few 3o faut A=t
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select * from “SDetails” order by “Rollno” ASC,;

< New Database.odb : Query1 - OpenOffice.org Base: Query De " =101 x|
Fle Edit View Insert Tools Window Help
= = - =) = E |
6 MS- It NBIRT v
jus) | Name | Roling ‘ DOB | Class | Phone | Email | Calor | Location
B3 Radha Sw 7 01/02/00 X 234353  radhaswiOrange Gujarat =
2 Bijendar C| 13 15/01/99 X 567889 |dalal@agr Green  |Mumbai
5 imla Rani 14 23/09/99 X 242526 wimla%9@ Yellow  |Crissa
1 Ravi Kaul |23 13/08f3% X 123456  ravikaul @ Blue Delhi
& Sandhya F 26 19f12f39 X 213141  |sandhyar|Blue Delhi 1
4 Wikas Mah 32 17f11f98 X 233445  wikawarig Blue Maharashtra
7 Cantam 4 1nf17/00 L 275478 |nautama’ Bink Beeam i)
Record [1 [of 7 A [l =]
select * from "SDetails" order by "Rollno™ ASC: ii

W Insert, Update and Delete aH™S™ €t 93" d9d fad™as & HHS (add), AT (modify ), W3
FiBte (Delete) I AaE T | WA fa€ M& aH's § eIV Td6 M3 IBEE &L Tools > SQL
€3 afsa a9 | Io feue g fea fe3 feyret S=qit:

5:

SQL command

Command to execute

Previous commands

Status

Help | Close |

FHT “Command to execute” 8" feg WA fa@ MF (SQL) aH™3™ & el J9 AaE I M3
"execute” €°F IfBT 9 |

INSERT HAEeHT
INSERT ASCHC € 293 3¢uH fe9 fo'a a fimer fgdas AH® dd& &t a3t aret 4 |
“INSERT” ASeHC & Wy firdan Jo faytemT fapur J-

INSERT INTO table (columnl, column2, column3...) VALUES (valuel, value2,value3...)

Ufg®™ g8 JIT I7eun fe9 fEq faads AH® 995 &t I6T MEATT T8I 9 M3 Execute
€3 afsa ad|

insert into “SDetails” (“ID”, “Name”, “Rollno”, “DOB”, “Class” , “Phone”, “Email”,

“Color”, “Location”) values (‘8’, * Ranjith Singh’,” 67', ’12-03-99'," X", ‘435363’ , *
ranjth99@gmail.com’, ‘White’, “‘Bihar’);

8% &9 3¢ TS d96 I gE, MUS T A3 9T <UB § YT BT select JEIT & FII
I IFTT B 3 gfE FUTE JoT feue wighTe feq fe3 feuret et
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B e 0 et = I

Eile Edit ¥iew Inset Tooks Window Help
‘W B D @E R A
N B Mg PN R Y P
D |  Neme | Rollno | DOB | Class | Phone | Email | Color | Location
1 RaviKaul 3 12/6/% X 12315 |ravikaul@Blue  Delhi
2 Bijendar Dalal 3 12/30/99 X 567883 dalal@gn Green Mumbai
2 Radha Swami 7 1/2/00 X 234353 radhasw( Orange  Gujarat
4 Vikes maheswari |32 123099 X 233045 |vikswariCBlue  Maharashtrs|
5 Vimla Rani 14 12/30/99 X 242526 vimla99@ Yellow  COrissa
6 Sanchya Reddy 26 12/30/99 X 213141 sandhyar Blue Delhi
7 Gautam a3 101299 X 325076 | Gautam®:Pink  Assam
E3E Ranjith Singh |67 123/99 X 435363 | ranjth99( White  Bihar
lRecord b [of ] HRME
select from SDetails;| -

UPDATE reene

UPDATE AZene €t =93 37eran f&9 faarasw f€9 R (modify) a9a et atst et 7 |
UPDATE A¢eHe & » fiean J& MgnTa J:

UPDATE table_name SET column_name = value [, column_name = value ...]

[WHERE condition]

UPDATE AC2HC €t 293" &% a8 MU ¢ 9d& BT I&T MEHTd 28U a9 M3 Execute €3
BT I |

update “SDetails set “Location””="Bhubaneswar’ where “Rollno’=14;

MUST A3 I 2¥B § TUS BEI select eIt § IBQ| LT IBCT I g€ II§ JoT
feyre migag feq fes feuret e<ait:

File Edit View Insert Tools Window Help
HE @ @8 ® id,
= HF- AR R vIF,

Record ll | of 8
select * from SDecails

[

D ] Name l Rollno ‘ DOB ‘ Class [ Phone [ Email [ Color Location M

[ Ravi Kaul 23 12/8/99 X ravikaul@ Blue Delhi -
I 2 Bijendar Dalal 13 12/30/99 X 567883  dalal@gn Green  Mumbai
3 Radha Swami F4 1/2/00 X 234353 radhasw( Orange | Gujarat ‘
s Vikas maheswari 32 12/30/99 X 233445 vikawari€ Blue Maharashtra =
5 Vimla Rani 14 12/30/99 X 242526 vimla@9@ Yellow  Bhubaneswa 1
6 Sandhya Reddy 26 12/30/99 X 213141 sandhyar Blue Delhi
7 Gautam 43 10/12/98 X 325476  Gautam® Pink Assam
|8 Ranjith Singh 67 12/10/99 X 435363 ranjthd3( White | Bihar

DELETE ACeHT

DELETE Aeene &f =93 37erun &9 f€q 7 feq 3 frvmer fagrasw § siute a9s &t

ST ATt 7 | DELETE AZeHe € Wy feaH &7 WEH™T J:
DELETE FROM “table_name” [WHERE] condition;

ufg®™ g8 I ¢u% 9 €9 fadas § DELETE ACen< €f 293 5% SIBIe Jd6 BTt

J&T MEHT ST Jd M Execute §°F afs o I41

delete from “SDetails” where 1D=8;
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MUST J13 I 2uB § Tue BT select eIt § IHQ | IEIT IHEE I IHE ITG JoT
feyre wigwg fo'q fes feyret e<art:

= Bl
S S o Gt v T |= =

File Edit View Insert Tools Window Help
HE) - 2e e @8 R,
= HF- T B R 7 -
e} | Name | Rollng | DOB | Class | Phone | Email | Color | Location
1 Ravi Kaul 23 12/8/98 X 123456 ravikaul@ Blue | Delhi
2 Bijendar Dalal 13 12/30/99 X 567883  dalal@gn Green  Mumbai
3 Radha Swami 7 1/2/00 X 234353 |radhaswd Orange | Gujarat
4 Vikas mzheswari |32 12/30/99 X 233445  vikawari€ Blue Maharashtra
5 Vimla Rani |24 12/30/99 (X 242526 vimla99@ Yellow | Bhubaneswa
] Sandhya Reddy 26 12/30/99 X 213141 sandhyar Blue Delhi
7 Gautam 43 10/12/99 X 325476 Gautam@ Pink |Assam
Record ll | of 7 e
select from 5De 1s; -

&< 39 fa sTeww & faaas Roll No 8 si®te T gfamT T |

CREATE Acene

far St wirg 3t Ft i A Aecend fE9 3eTHH AT 9% 79T B CREATE AdeH<e € =93
SISt ATt T | W 33T Aret CREATE aH™s CREATE TABLE a3 T |

CREATE AeeH<e &7 My frean J&™ MgH™d J:

CREATE TABLE TABLENAME ([column definitions]) [table parameters]

IHH USITHT : AW &7% Y 13T (comma-separated) Bt f&F J&T »igHe g% S FHS T AAET
o

& ydtgm: [column name] [data type] {NULL | NOT NULL} {column options}
yrferat it udtg™m PRIMARY KEY ([comma separated column list])

8e€Ude BTt 7T IHT ACTHT § TI3 T <UG §ET8ST IJT T 3T J6" MEAT TEN J3 M
Execute €73 afs a9 |
CREATE TABLE “Employee” (“ID” INTEGER,” Name “VARCHAR (50),

“Department” VARCHAR (50),
“Address” VARCHAR (120),
“Contact Number” INTEGER);

g< ¢uw f9 5 fogas g€ w3 8ua™ & View, modify %3 delete Ia& &€t ww fag We
(SQL) mEeie & =93
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P P

1 |fugst wifgmm {9 g8 o widsfia 3erEn § 8

2 |yHs y'sT BEt fAdde (query) ggdt AeeHe €t 293 a9 M3 Guar fefimr €3
Aafear a3 fagsT f&9° 50% 3 2T Ha YUz 13 95 |

3 |Ag® Bifeddl Bt 3TeTHn 9279 | HA3: book title, cost, provider, availability »mfe &
Bl §I%s 976 |

4 |feF I3 (songs) € 9379 § e TUS Bel € FeHH g5 HA3: artist, movie,
year released »fe € gt 1%z 976 |

5 |A&dIEsT € 37eT fedaT d96 M3 STET JUS BE ITeTHH §STTIHAI: as First
Name, Last Name, DOB, Place of birth, Employment e € et i@ 876 |

HBTAT (ASSESSMENT)

yT®%T greT g9
1. 37eTgH &9 3¢ € 9379 &9 yH Areardl fed ot 95 BT Hew Jdal
J1
2. AceHe feq A fammer sTean 29 7 seun f=€ &9 fieg 7

frmeT 3 YU (retrieves) aget 7 |

HSCHT € =93 3eun f&g feq a° famer foadas AHs dd5 sot
SISt ATEr T |

AeeHe ©f =93 37eran &9 faaasn f&9 AT (modify) a9& &et a3t
Cuci

AeeH e € =93 Feun f&9 f€q ar fe'q 3 famrer fagasw & stele
35 BT ISt ATel T |

. far St w3 3Tt i A AeeE@wg fe'g 3TeTgH AT 9% gTET BTt

AeeHe €t =93 i3t a7t J |
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A 8: falide femfes IT&T (Design report) |

AYU3 A'edTat

fea falge Ad o & &3 AUHe gV few ge@< BEt =93t et J | At Seuw fe9
folger St g AT T |
Gus mivfer &7 (OpenOffice base) MUSBTaHE f&9 37eT8H HaHs © 36 Reports 83 afsa a9

e I feq = dt »iurs g 8¢ I 37 3078 Jor feue wigHT feq fes feurst feet 9

45 Sample.odb - OpenOffice.org Base i =101 ]
Fle Edit View Insert Tools Window Help X
PR = - 3
‘R 510 | [
= [N, Use Wizard to Create Report,.. | Description
Tables
=
=
Queries
==
=) lone =
Forms
Reports
Embedded database | HSQL database engine

I< WAt Ufg®T g=7¢ gIe 298 Bt faude g7 o< I |
THE & I6 Gum T Murs Use Wizard to Create Report... €3 afgsa a9 |
fe'a =rat A" gHT Use Wizard to Create Report... UHS g€ J 3T 3d7g JoT faue

wewg fea feg ferst i<t T

Report Wizard i

Steps

‘Which fields do you want to have in your report?

Tables or queries
able: SDetails pd

Available fields

Fields in report

D
Name
Rolino
DOB
Class
Phone
Email
Color
Location

e le]

Binary fields cannot be displayed in the report.

Hep |

< Back | Next > I Finish

3UE »ECE S IS J <UB € HJ 18T g6 I6, fed =d A It » 9 B3 afea
Jgae J 3T 3G JoT feuE nigHg fEq o3 fenst gwiet o
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Report Wizard N

Steps

2. Labeling fields
3. Grouping

4. Sort options

5. Choose layout

6. Create report

‘Which fields do you want to have in your report?

Tables or queries
I ‘able: SDetails %

Available fields

Fields in report

1D
[Name:
Rollno
DOB
Class
Phone
Email
Color
Location

Binary fields cannot be displayed in the report.

ElE

<Back Next > Finish

Cancel

Next > €3 afgq aq |

feg =3 At Next > €3 IfsT g€ T 3™ Iu§ Jor feu® nigHg feq srfesmar gan feuret

S N

g<dr

Report Wizard B

Steps

1. Field selection

3. Grouping

4. Sort options
5. Choose layout
&. Create report

How do you want to label the fields?

Field Label

D [0 ﬂ
Name [Name

Rollno |RoNnc

e [pos

Class [Class

Phaone [Phone

Email [Emai |

Wt falige feu Stws © 395 &t gu9T Ylgmr € Aae T A At f3e7%e & A'e g9 Fae T |

Next > €3 afgq aq |

feg =9 At Next > €3 afda Jae J 3™ I Jor feu® »ignT feq sfesar gan feuret

S N

g<dr

Report Wizard

Steps

1. Field selection
2. Labeling fields

4, Sort options

5. Choose layout
6. Create report

Do you want to add grouping levels?

is ceated.

The dummy text will be replaced by data from the database when the report

|
1

Help

< Back | Next > Finish

Cancel




Next > €3 afsa a9 |
fear =9 At Next > €3 IfE T Jae T 3™ Iu4 Jo° feue wgna feq sfesar gan feurst

=~

g<dm

x

Steps According to which fields do you want to sort the data?

1. Field selection Sort by

2. Labeling fields (*) Ascending
3. Grouping () Descending
Thenby

5. Choose layout I i - ;I (#) Ascending
6. Create report () Deseending

Then by

L‘ (@ Ascending
() Descending

Help | < Back | Next > I Einish | Cancel |

3wt fatge feg Sdlee® U39 & ga=r 183 w3 Adfear @ 349l g< o Ade dd AdeE J |
Next > €3 afsq aq |
feq =9 At Next > €3 af@q q9€ T 37 o JoT feu® wigHa fea sfesar gan feuret

~

g<dm

Report Wizard x|

Steps How do you want your report to look?
1. Field selection Layout of data Layout of headers and footers
2. Labeling fields [Outiine - Borders -]
lOutline - Compact
3. Grouping Outline - Elegant
4, Sort options Outiine - Highlighted

Outline - Modern
Outline - Red & Blue

& Cresterepoct Outline, indented - Borders
Outline, indented - Compact
Outline, indented - Elegant
Outline, indented - Highlighted

Outiine, indented -Red & Blue ¥

Qrientation Note: The dummy text will be replaced
() Landscape by data from the database when the

: report is created.
Help <gack  [[ mext> | Finish Cancel

It 37eT 378 % fEHe € B wBe J5 QuUBTU T F=T MTUNG ©f 9 J9d faude & B wge &
g< Aa<e J1

Next > €3 afsq aq |

feq =@ It Next > €3 afda Jae I 37 v Jor feu® nigAg fEq sfesmar gan feuret

=~

g<dm
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Report Wizard 1 5]

Steps Decide how you want to proceed
1. Field selection Title of report

2, Labeling fields ISDetails

3. Grouping

What kind of report do you want to create?
4, Sort options ) Static report
5. Choose layout

(+) Dynamic report
How do you want to proceed after creating the report?

() Modify report layout
(+) Create report now

Help < Back Next > | Einish I Cancel

gt falge et a1 € yIg™r € Aae 3 AT IAT ¢¥% &7 miryeT Jf & fallge € a1 &et 3y Aae
ol

Finish > €3 afsa aqd |

feg =79 gt Finish > €3 afgsa g9e T 3™ 3ug Jor feue mgna feq sfesar gan
feyret o<

& sample.odb : SDetails - OpenOffice.org Base: Report Design I [ -(olx]
Fle Edt Vew Inert Fomat Tobe Tods Window Heb

iB-BE> BER € L heoBTQI08

November7, 2012

D_| Name | Rolino | DOB | Giass | Phone | Email | Color | Location
T Ravi Koul |23 o0z X T24% |rovkoul |Bue |Delh
ymail.c ‘
2 Bijendar |13 0 X 567839 |dabi@g i[‘xree“ Humbai
Dabl
3 Radha |7 36521 |X 234353 |radhasw | Orange | Guarat
Swami @gmailc
T Vies |2 0 53 TS |viawan [Bue |Uaharss
maheswa @gmail.c | imra
B Vs |1 O X 42525 |vimiadS | Velow | Bhubane
1 Rant @mailc sur
N om
o B Sandnya |25 [ X 213141 | sandhyar | Blue Delni
Reddy sd@gmai |
Leom |
7 Gutam |88 o5 |X W5476 |Gautams [Pk | Assam
mmu‘
com
H BE | e ~ i/ meeT
Page1/1 | FirstPage |sm |

g< fea faude g€ fan feg fAage Name, RollNo and Phone details amfis 3= | fatqe fsafes
Be TY-2 B wge € T4 T |

famm
1 g% feg 3o feu@e wet fex fouge g€ |
2 |ufosT serfor masid SR 88 |
3 |wmu@ yd wEshia e aes § fewfe wet fsamets &9 |
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HBTIAE (ASSESSMENT )

y®T g=T 39

1. fex Ad I € 53T AUHE gV feu se8e Bt =93t et 7 |
2. falde se@< &et 3uvd ewa J6 Gus ey UG & 96 ©f Hga3
g |
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HargT mutfes UsaH

SHGH SAHSH MHoHSE FHHIETEIdHS YIa™H
me et fag. 8% -2
et 2. Aafer SAA micse
Ha<d: feaeanis cadaanl/ feaeanns caa dH]
fesu®s Aaf<tie (IT/TeS)

faaar s gaasaa

<

cAaH S s &
NCEERT

Ut WA . Heas ferelfabe mie Sanas Maans |, Sus

(NCERT ¥ gete® v e q gfae 7, Halaedt »ire fu8Hs faran fs=suie MHRD € J5 fea
yeHfyang faes J1 )



EELCH

1) < ufges 2
2) Aded g9 3
3) aon @ §<n 4
4) d9n €f 5=39 5
5) gt ©f fafon=r 5
6) yGant fafem=r 5
7) MTS-TT-ATH-2d TS aT 5
8) HacifedHs 5
9) War3T Mutfaz fearet 6
IT201 | Samas feafen(fEeaitsiee) 6
IT202 | 29 »usiams (S 9
IT203 | =95 YAfran feearlsiee) 10
IT204 | AudsHie( feeaisiee) 12
IT205 | fsvite® Unacna(feearilsiee) 15
IT206 | €-"s wfnfaar (feeaitsiee 17
IT207 | 37eraw fsemuieEf) 18
10) MAAN ' arfes 19
11) g%, Buage m3 Aetd® et gat | 20
12) wfmyaT™ &t darsT=er 21
13) Afgdar € =fer &t gt 22

#< ufgg= (Introduction)

SHEH TAHGH WPAHS JHBICEIAHS 9H=dd (NVEQF)
Hatredt me fo@rs faran fse®suie (MHRD) gnmar feafis
g3 faprr 1 3793 Aa9 € €T Tge=3HT guawT I # fa Fet
e § H36 B f€d Ay AEdd YE's Jaer J1 feg Mo
frgr3™ € rgusT BEt T3 ATET I M3 THET U9 ‘T HTE 3T
YUI T3 yrBt fAn €9 Ag® , SdHe® Mydns WF e3féa
fenetfaCen, castas wadns fenetfaGen w3 T &/
gateafaehi 95 &t fenr fsgewn foer J1

NVEQF Garg=r & faris w3 Hura3™ ¢ fea u'mer &t feq samet
€ MEAd B3 § AAI6 3 ddet J1 fegs™ ymar (levels) § five
T UdIe™™ WSH™T UIITHa 3T ATeT I H3B< g a=T (famrs,
IHSIT MI I 7 fa femaghyr g It gatehdr o
feg fors &3 faar fa gv< fa feg amit, Jg-amit 7~ amdt
AT w3 23fdar yeat gwmar grfoe i3 a8 deidas=T
fAye b fearebr 77 fayd 3T € fearet © ye 439 Bt fa3T
Hyt fimrg b gt gs1ta3T €t fearet farrs w3 gad ©
fsquaa o5 M3 IH € AT feg J < Ehite < IgaraaT &
g & J95 ®et 7, 7 fa 87 famms M3 gag € Ian g IdasT &
fearet A7 amedt fa 3T fma(National Occupation Standards) € feg
AU9S M3 IAatT IRSBIT AHE J,1 fa far Jaug<t % Jst
I &, AYU3 M98 AT ANTAT 839 ©f HU™93 Ufdne €%
3 JI3t areh Ia|

a3 & fen 397 ufggz a1 farur § fe'q fenmast § at a9s
ot &3 7, feg fan o873 nuts 3T farur T w3 feg fasT =g
(frprma) 3T AeT JIfeg Wy gu f&9 gfemmet(foundational ), MH&t
(practical M3 fae@afi=(reflexive) aas3T &9 <3 A7 Aa=T J1




feq fena3t et M IEs3T § T9n 9% 9 »ded 39d 575
forr B et "gdt fifew famr 9, A fa 3aslet grssT fea fenast
of fam ¥/ Iy & v fe9 faps w3 yoe3s & w3 feo fem &
fsm™ w2 Jg@HsT & UAW gdeT J1 NVEQF € &y =Y ufagwr €3
fe'sr FramaTdt Mew wie. &. (F.No.)14/ 2011 VE figt 3 A3wq, 2012%
H'S<S A3 fea™ 39™& (MHRD) ©7aT ATat a3 fapit I1 NVEQF
T g9 ¥UJ ASdTd! et fagur a9 i< Ad3 fea™ 133 (MHRD)
@t @gnrete mhrd.gov.in. ‘T A6

feg mee uUs-yITat WadHl FTHT € HEE “curriculam” (S999&:
curriculam A curriculams ) = UATSt Mig=Te J1 feg mge “curriculam”
FT3tat mEE “race course” 3 gETemT fapdT I, 7 foa oW & IR MI
IrdfeT & fagd 7 , 37 ° §9 U3 feaws g5 et Tue, feq
Har3T wufal usaH feg e I fa ffirat & uset w3 Yo
I gE FaT 39 ‘T o AT gater 7 w3 Afeqet ot 995 &
Ffg® Jer gater Jifeg Gusr faudsT w3 Qu-falssT <t uge
Fadt I fAagsT g9 feg &hte i3t A<t T fa fafuwragt €9 @ Hag
2 IfeT HUEs M3 I3 § WUHe gV feu fors goer § fagsT €
WO QWFWWWlMWEHW?;é
wﬁswaﬁﬁﬁmﬂaﬁxmgmm@wm
wxﬂﬂeeﬂ#lwwzﬂwmﬁmrmmmwmaﬂ
gar feg Sfgwr Jfenr 7 fand fa fearet & J9 T wfeor Avar
J199 Ufse & fen Mg ‘3 39 famnrs W3 gog feg Efgwr Sfowr T
ﬁmwamwawmwmam
FI&T I

Rdoed g7d (About the Sector)

HY&T Ida1d M3 HosT feagss Aafens (Information Technology (IT)
and Information Technology enabled Services (ITeS)) /93t wigg feemar
T 7 Bt feq Ag 3 Ho'3<TYIs B3Udad JImet &t feswedt & fige
FHITT T T WY T Bt gBf Se=dfqar M3 AN Sunteten gwtaT <t
Bar € dles § ygrfes qi3r 1 Wet . fesnedt € vy g1 95 ¢
wret @t Aerer, faasH YRR »r@enafiar (BPO), fewtfamfaar
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5 |I1T.205 | f3vte® UaacHs(feearistee)| 10
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w3 ygret gar € fe9 yAfald dos Bet viftrirua & 4 =Y
fenegans® €3 of feddfes 3dta &% <93 Jdat gatet 7 fAes”
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fefenrmaan 5% I&™w
feg Ingae = s 56
5, |FEBY s fo®U & W3S € =des | Ao®Y 98T B8 | fasy e wot =g | HAsU w3 T I8
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(accessibility) e | computer wHe & computer FHaT Bt “HAHAITISTET” MTURS | wmums & Hadtee
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- | Format) agaTI g‘lgﬁ—c'z;%"‘c’ﬁ—clm@' e"rfa—;r‘wfme"r IS wet &fuGeq % feg 7&
¥dT €7 TIS& d4| ewl%a:;;eam?lu;r MT i 31
dt Gabdens & BsHay
3 Udgede feg geseT
Faire Fude ( sane & famg 95 © e me - . _ aﬁ;@zazzal‘een@w
s ey sraite Suge @ 293 3TIHC R UBe | 2uden Tt =9 adaT | wimgr-2 Sude ot =93
document template) & FgHS TUBe @ =93 & fourg a. =
S [—— 39 ¥ T9E FIIT9T 2 &7 FTgHe fanr 391
=A- ﬁv . =~ ?;;
MUBTEl II5 BET 43
ATe Aeun faul
ﬁﬁaﬁa(pagebreakm@;muq( feg U7 M3 Aaws & LIT[?BHMS’HH)TS U9 MT FoEs 999 o =93
4 | )3 FoHE 59T ( page_,\)ms: ki (\ I q95 € Tdl g g9q feq =95 3TgHe 578
sectionbreak )§ | Section Zlu;regraaa S| e frw fie'9 2 @0 T
FgIeT | HAHS "9 i
41
s flRe afsy | afey wae (ClipArt ) aft | = 2 1 et P . fe'q sTaie fomma a9 fam
5. | wrge(Clip Art) & 30 graite g gfey | ClIPA) St =e3' & sTgHe fe9 afsy N N
. ‘o= oo — i 2 fe'g ame (text) € &%
SEEL MIEHY Mae) T &' ! w3e( Clip Art) & y ; .
- =gg=T| afay »rae( Clip Art ) 3=
T TISH 9 |

10




w3t | fAye € ufeew |forns & yaras YTIHS HBTIS f&¢edafezs Fage yaait fafeur
3.
o . = %%333'3@2@ ot = o N N N
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