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=)

Hang (e)

Alt+F4 (SFo+as-(T1R)

Tab Key (577 3i5+)

Ctrl+Alt+Del (FioenaeeHsFo+we)
Safe Mode (77T o)

Screen Saver (F&< CToR)

Turn off the display (Gif == W f&oz))

Sleep Mode (3 o)
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Close (P)

Vertical Scroll Bar (SRf6F tEle
)

Mouse Scroll Button (1% t& 3(57)

Save (7Te)

Message (T0Te)

Enter Key (@& 357)

Cursor Key (3717 i3)

Restart (?7515)

Install (ZF%%)

Put the computer to sleep (3% W
FACTER § #)



AS 2. INIOHIET OB T[OR O IS

2.1

2.2

23

24

2.5

2.6
2.7

A A4 2 — FIZA 8 TR

e IR Mg I THIES Ty, ¢ T ¢ ¢ T o=
A F% ol

FiEF 8 FOR — T I IRTOF; FOR dgosl A @wror T
wor fire e 3l o P =1 3 #iiY, 8 FiEER g
LT AN A AR

FoIR @I FIOR (OF T4 I — FIOER AN medl, 9%
ARG, CPIOHIHPR FACICH (A TR Fell — WCEH TR e
oAt Fe w4

(SR AR (O 26 Tz, FioER & WOCR W33,
FIIER S AT 2RSS Y GHE, FIETE AN (ST, AN
AFBICHI, FIZADEL FAPCOR &F 2 &l

FAPICHIER FIZA € (HroRels 2wEee o efem - — 3Pt A
F6 4 € T TS A, fT0F A roE vF% 791, B A
OIS SeE Rl

ST S 2-7 N T Ol
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A 2. IAOLIET NS IO O FSI[ AES
A W — FiES 8 FIOR

2.1 AR I W I THES Teiew, v T ¢ Qv
e A== A FF

1 s S R e S e o < B o a4 e o AR S i T O
FAPTBIEE (oS TNl B iy, 26 Tns | el fages
thiEe et e B/t ¢ v gizrtes a1 Skl @3k
MR, @ FAPCHIE CHES [TeiRr o ¢ M At At =7,
IS ARG O 56 FA GILFNF IJIE FA AR FAPIOOES &
IOE FRE Oy A SN S (S AW (TFOe A FACCHR
WZFAG! FF R NG Bl T
A W e ST W

File Edit View Tools Help

Organize » System properties Uninstall or change a program ﬁ: - i -@- —~

0 Favorites 4 Hard Disk Drives (4)
B Desktop Local Disk (C:)
4 Downloads o

| Recent Places 23.0 GB free of 48.7 GB

Local Disk (D:)

M T — ——
= Libraries S0 321 GB free of 732 68
_— Local Disk (£ «— | U
% Lomputer T e— | \BYQ 3?1
E_f Local Disk (C:) c‘::y 204 GB free of 73.2GB
—a Local Disk (D) Local Disk (F)

a Local Disk (E)

a Local Disk (F)

% DVD RW Drive (G:) My Disc 4 Devices with Removable Storage (1)
DVD RW Drive (G:) My Disc

_—1 |
=7 319 6B frec of 375 6

i‘; Metwork = 8 0 bytes free of 356 ME

CDFS
. | SUTANU-PC Workgroup: WORKGROUP Memory: 4.00 GB
[t Proceszor Intel(R) Pentiumi(R) CP...
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@ CEN TRl o, O G Ol 0 (el I e =@l 2Ree
TE R SEEhR eER e wRm Rw By, ae 7 Iw
AFE (I D) BIubTs ¥ qeq T, Address Bar (SUTHT IF),
Menu Bar (G J9), 8 TOIe [TeiRier i@l qet= & [Keiie
SAGAE TeTF @it Sl Hard Disk Partition (29 & #iifb=)
ARG I

T e WP @02 (R ZE WS GGl A TR) g
SIE IEIH SR O FE R (92 2[R mil [z 5RK), ¢ e
F@R C:, D:, E:, F: W a1 @t 33 A== F91, @ @36 &F N2
TS O Ol I G PIED! AAER I (WA 7F FARITHIE FPIG
TEHSWF Al A Load (FIT) IR MR SINE QeEFIE 6 P-gigs,
5-TiTe, 3-TiTS, 4F-TiRS, IMe G WP dF! [TMEs2 A
@3 AN IE IR FATEE THR A TN FE A ST 24D
IESO! O AR WA AR, RGA eFeyd == C: (F-uige), T
G TR AT PG oSG, [ e SR FUEThE b
@Bl 251 Primary Active (2231 wroe) #AG=m ©i2 e =& @it
e Ry = 39, WM ST FIEE SURETE F-giRee A aRl oF
o S AGESE O SRl

2RCS Tl AR, SR T T YRS 20N G¥ FATHIRBIS b!
ﬁw o fTeidd (Removable Storage Device) oIt 2@CE,
a35l 7 ool gize @Hi @351 Audio CD (Sfbe fif%) mR
N, ST W6 T B AW 6! P TIRS @51 BRI
(USB port) ORI SR

2.2 Figel 8 (FIOR — T A AP, FICE oo A
wror B, wor G @Ne 3 @oE Caer #i
3t M, 8 FiZER [g 2™ JE SR

T WA TS FE, FAPCOT T R AR 2w, OfF b File
(FIZ) M@ A9, Filename (FIC) W@ A0S @1 5611 9T
T2 FLAB AT GoTON T2 S, ©iF FAPICHIA FiZeT FADI A
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TS R S A PO FZS @O AT A S 51RO
O TS FOR, AW W FOGHT A 2 FACGGIE &S @,
AW, 2fF, e (P, 91 e 9 HelieE o ¢ N, RE AR
aF GF6! Ml AR FizE IR F[mg 9w e wiza § F@ o
F4 AW € OF AN FOF MeT I O ARF AEF [ O S GI 6!
o= 2% FE e[ 9

FAPCHE (O AEF S Fige @ AE—FNeE  (2AeH,
RS FIRE, 2RE, St T e, W Wi WhEl PR e 9
Tl g© FIRER T SEE GF GF6 FIEF 56 I L& R F
FE@? AT TFPwE @ @F @361 Ffe sEem Beoe Afem af,
(o2 (TS JIB Qe FIE|

T IE 9T G0 FiRA T GF G5! IS AW REEH @I S
e R [ WNTE SRE A0S FE, IS AR 6 T
AR SRR ©R IPGSER [{W o IE@ T @ @F @ [aeE
ITSENE @F G0 IO N @R M2 R FOROR 8oid [
ARG o A @eEEE SRl I TR FOR| INFICHIERT R @2
Fge FOMESE I T FEA FOR A ©Y Folder ((FIOR) W ©fF
g6l AW o =W, AT A Folder name ((FIOR )| oA, R¥w
G5 FE T FIEFS @FNE 0 ([FINS R IO A SV ACF
FiZel & e e A G AT W B[ FPEAYENS AL G S,
GF5! FICR FN Picture (PF6R) A e wRe @3 =R it
O @8 PRSI IR By {08 (YF, WIF (IS TS /A Al

AR =FF FE @ G0 T REEE e [iew orl w9 @ HAE
T @ B[ A PR O 'R RS N (e SR, NS
RO (@O, (e SQRE-FEE, (FNS IF-IE0E, 29l TR
2R, g TRENT GIoR FOE A 99 2@ @ @ (FAGE [
6 L& ST A Al O G PIFOE (FIONE WOR WS ol
IAS TI—P, @O, WG, IF, T AN @ GSEE
T PPN FIGH E @O W TR A Subfolder (TRCFTR) |
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QUO% TR TN SEP TS A W A PR OB AR W O
2Re TNl (O YRR ORE SR@ AN A GWENE WA ©F I
NS =@ *FE VA ACECEA GE O 2E SepH . SR AW
i A offiy T, @erE @ 9T 9B PR TREEEE [
OISR [@OIAR TRNLER N W @F @3 AT AFE [
ARCPICRGEA S| TOAR, G0 IO WK @ AR Figa [l
TE, (o0 WS FOR A W, € FIYFER WS WREF A€ TR
AL AW ORI ORI FORE I OF 5 WK W TR
ARFCRI GRSEIE A & =5t #112 Folder tree (@R ),
T AT FNS F [FES THES TS|

T®S C: 3 D: 3 E: ] F: A G: ] H:

|orrom | [woroR | [ worom | wiRm wiEza wEe

wEE  wRE | iwre | | e |0 @i

3

Tem  [oeem | wEm
v

Tl
GAIE @3 @eR Go @me @ @R TR A9, W 6 =
Path (719) F O 1 @ Tl ©F FAS Q@ TIZSHI AW QT @
@ —E:/Picture/Festival/Dol/2016/1 S€fie, @alid SNAl A SRART
@ B OeiR Cet AN O G5l (R FER 2016 AN e, o
93 TFIORLE @R E: Uiste PiFsR (Picture) (FIOIEE S @RGSO
(Festival) FIEIEES (o9 Mie1 (Dol) FITIE|
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M I 2016-3 @3 W TOTI [TOR 9361 2] @ACE, A 906! Fia
I A medl 2R Mita.jpegl FIRER 9N @ G35 O SEI A0
TR O G2 PO el AL, @ I @ Pathname
(71ETw), =& E:/Picture/Festival/Dol/2016/Mita.jpegl e, T2 @@
225! T (F OF SRR ARG @[ TF FE @A TR TN S
Tize ¢ FroEE @ \ BT M2 AwE I = Backslash ()|

IR N T3S GF6! @FoR B-93 =} me[)
o G men VP R oS wereER AR

Organize » Include in library + Share with » Byfn New folder B - [l l@l

> &, Local Disk (C:) *  [Name Date modified

> s New Volume (D)
Household Saving Rates Global Finance ...  8/21/2014 3:04 PM

How Household Savings Stack Up in Asia...  8/21/2014 3:08 PM
Modern history - Wikipedia, the free enc...  8/24/2014 10:13 AM|

4 —5 New Volume (E)
> 1 cfrbackup-QHKISASE

> . ChlIntro . . s -
o Pensioners lose savings in government c...  /21/2014 2:57 PM
Russia Seized Citizens Pension Funds. Co...  8/21/2014 2:57 PM
Ch11 Not by Eco Alone L } ;
. e capitalism_crisis_sen 3/11/2009 8:03 PM
4 Classical KU Raja .
. . 1] Chl Intro The World after Shylock 7/1/2017 6:59 AM
> Amijad Ali Khan L o -
. 1] History of Capitalism 8/28/2014 7:02 PM
E Bhimsen Joshi
| How Household Savings Stack Up in Asia...  8/21/2014 3:.08 PM
. Begun Gun Gave
E"ﬂ Modern events 8/24/2014 1:07 PM

4 . Bhimsen Joshi 8 Balamurali Krishna : L o .
|| Modern history - Wikipedia, the free enc...  £/24/2014 10:18 AM|
. Liveln London

) || Pensioners lose savings in government c...  &/21/2014 2:57 PM
‘ Maes.tm s Choice || Russia Seized Citizens Pension Funds, Co...  &/21/2014 2:57 PM
Series One E| 3 SavingInvestment £/20/2014 6:36 PM

Series Two ] Surplus Dump 8/31/2014 11:07 AM

. Sangeet Sartaj
Bismillzh Khan
> |, Economic Anthropology
> 1. Format Dump C
. Philosophy_For_Old_Agel
> RAI MARRIAGE

> ¢ New Volume (F)

f

wreE G
gRre T3morR M S eR f vt 9 @S FIEE (Rl
T R 5T @Eme @3 @eE @90 FF IR ob Pies e
2T @ Y@ AW TI OF W SRS F T WOR W FZA AN
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O TH T W U, 8 @3 (HIOER ARGl (R SAEE UG
@ 9% TSR VB! WA WA Al AT =6 IATHEE iR
8 O FIOR § (R B3, W ! 7w, e @ wige A
TIOR EE 39 AR OF T3 @FNS FIEE @S A @S T
TS ST AR SRR BiRet IS 29 AN Rl TR A
e*FE Afvra R g Reideg 5 e e @ sma @ e
Qg P12 AT SER A ARD EEE e Gt Fs A1)

dfmre woR G Remeld Ml @oReER i Am @R
e med ozl @ FOET (OOFR AREeR Wi oF A
G5l 2F 59 oz @il $Bite e TR @9 Tl g o v =iw
fon B=b! e =@ Foe e I @1 @b % o 68 IE o7
oo SRR FF F90e 2@

23 JOR @3 FOR (o T4 IW — FOET N Med,
AN ARSI, FIORIGEE FACIOOR (AT R Fel—
GRIE TR AT IO SR GF6! (FIOR (O IR 97 T 2AS= T3
WSER T A0l 7T I G [ AW/ F (right click) | WA
IENICE (CROCR WIS TREIN (FINe WZF I AN M) &
IR AW FF I 0 R 6! foTE PR SIS T A
GRAE FHA AZA A 4T Rew A B q@ Brote @2 Il
I AW @ FEOE @@, CieS Tl 94 A New (F®) A @i
WG A, TF T AT 57 BF mMeq IO CRIE G A
SESo TG el @3 G et e Tl @6 SiRGW =@
TRl GBite 5 F9=2 @51 New Folder (79 (o) (o =
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View »
Sort by »
Refresh

Paste

Paste shortcut

Graphics Properties...
Graphics Options »

Mew »

Faolder

. Shortcut
B Screen resolution ore

E‘ Gadgets
g Personalize

Microsoft Office Access 2007 Database

Bitmap image

Contact

Microsoft Office Word Document
Journal Decument

Microsoft Office PowerPoint Presentation
Microsoft Office Publisher Document
WinRAR archive

Text Document

Microsoft Office Excel Worksheet
WinRAR ZIP archive

CHE L HEEPEIRE B

Briefcase

R WREl G5 FRR (OECH TP T FE, ©IR @3
TN CRICRE (URGCIR (o = T wereR Aen 9w "
S SR SR @ NS @FIOES ARCEeR e o [
WZ@%WWM?WW@@W%
R G FF I@ 7% IE, IS TS TOR A FIRER AR
eNE @Y AL FE I g oW e @b, IS € @R [l
FiZeh! TEE W 5y T TS R

G FRE @R T IRl AN, WS FreR-ag e W [y
el @7 G €2 [T TFRE AN I AGH WZIA60e2 W3 B 7
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FAS @ GRAE oW @ 79 froe «hE, 7 @ ORF [ e
SR TP+ A (i3 A Rename (RET¥) 11 S2G011

Open
Add to VLC media player's Playlist

Open as Motebook in OneMote
Play with VLC media player

Share with

Restore previous versions

Include in library
Quick Heal Total Security Scan

Add to archive...
Add to "Mew folder.rar”
Compress and email...

Compress to "Mew folder.rar” and email

il 6 6 6 =

Send to »
Cut I
Copy

Create shortcut
Delete

Rename

Properties
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@3 5 [FEw-9 IR G @196 FF FE WA AR oo e
W@CF B @ 98 A RITRDE A SReibl RERs '3 Wi, IF
WY GU G QA AN BRI A A @ (FISH - TR
Bizet T SRl @ PR @3 [ 0! 2R IU @I S 4l
@ 932 OF|

G FRT FI @ IATOR T TINe TR FORE = el
T @ AT A3, A AT ARE T MO FAPIOGIRE TS
“eql A N, WF FACITHIRA TS Toizne @ To@i €6l 1 AR
83 (FITROR I 3 NEF 992 O A% FF F@ @ oF061 e
G, O W Al [T SEGSeE 9% wiei? =i Delete (R
ﬂWWWWWWQW(Message) S, TR
o5 AR BN & 92 AeE FroRE! it Fare ble? @7 TeE ETEsE
Yes (2f) q No () IBE fFF FqC© @ @2 IASH WOT ARKTOR
G, A e A TS Ty ORG w0 A w7 @3 Ol
FAAE FORG! 5E AR @NPR Tl I SRG-R @OE, I9 W
Recycle Bin (133 /e)1 oI & GBIF IRE TS A8 AR
(restore),ﬂﬁ%@ﬂ?l@ﬁﬂwwmﬁﬁwm
Empty (9~15) 391 oK ©f 2[ A, @A Tkt 2@ @ fongwe
R FIo S @ S|

2.4 TARINE AR (O 26 FZF, FIER &/ @R
EF, FIRER AGE CIET 2P SRes A GH B,
FIIEE AN TS, AN AR, FIZHA0F2 FAPICOR &
= Tl

Ry iRl @bl SINEl FACO CIER TIACOP PRGEE B3N GRERE

(Windows Explorer) (2{laiis6! gz, a0 5 (UR607 ALl FAIGHR T

QA FF I TOR (ORE WA THES TSR @F @I BT

32 erolel RMHs! Y, JRgN



wy e T4 terorEa AW e, wime [Rem o 3t Fee [ T wies
i fog @i =z il

e Rew g@ew o 99g @ A e w@@ e wE [ fen
e o2 o 3t Mot Fiza iR [{fen eidem [ 26 a
File Format (¥/2s b)) Wepiicd Digital (fef&biw) *f&fore e
| o2 [{fen ww wiza = ¢ pef (of = [fen wiam e, a
wllaeE Mg 2w | FiRE (of T4 I [ew wiam s a3 FUm,
wE FiEE (O I[ e T @We Eian vREm e IO T[/eR

F2H IAFITHIE JIZF 20O AR O & #2l

A OEE R € el Ao - BB B30 TR
T € WFE Ol 3 e 8 o SARFAG Fige
G o (ofF 8 il =15 TG TR
2 (off @ el Ll Previ wige
e 1 Fiems 7 S Ty e FiZet
FAPITHIE (A FAPIOOIE AL -2 SHRCED T
FAPITHRE @FRe R Fw I Hom i T
FAPITHR Bl form wige PrIGs wizs

FOROZ DR [@ER TIRAGENE Sem @ Ffig 391 wwe= oF
8 9P I @A FNEH G W IR AN, @l AR[RE 9360
SEIGE (A Ml G5! (AR FRS RIS S (Al I
T W A O FISEO! @ EER 8 T e ol Wg @
MEAR & FIRER AGR IF G0 O A FeroA () M@ @’
N or%a @4l A a@ @ =¥ Filename Extension (FIESEW
GIGTE) | SR W G561 FRErE AW GfRes, Mitajpegl @€
Mita Z&1 FIZER A9 W jpeg T GHETN O3 AHGTH0! @F [{EW
@A 2R A PR @RI FIRS QTG FEF6! SIS T, Lt
.doc, .docx, xls, xIsx, mdb, ppt, pptx, pdf, mp3, jpeg, bmp, gif, mp4,
html, exe, com, sys, dll, ini, bat, 29I NEFE TG @Bl TP
TR I, ICE 56 I@ Ml @RI &0 @ iR e, ¢l (eilaieR
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WZFH A [ G TS O G5! WP FIER AE Seat I
™4 File icon (¥ WigTw) @I PR FILER AGE =T ©F
TR SZPAD! TR A IS Ol {3 PR Ble] T I |

G Tl T FIRER AN T, AN AR ([E), 8w
FAPITER T = el (TofeiB) | @iZeem w e =1 39+ (iRe (A
I R FIGHILT 6T I Gl F(E ANS 2 (P )| Aoz @2
TJRF AF| AN IE P8 I R FGOF G5! FIZe DA
ce1 20! @R A FH T FEE OTe I E SIS IE el
IR FIEEE o™ e TRt @33 O I AE, @6 SIEl FIoEd
e e, SCT A5 7 I@ WW A TR, Guidren e
T @ gere Rew 3 RS @1 3f oE i, awwst
FAPICHRGIZ WHeT ZF INAN

2.5 JIACIOGIET Fize 8 FORRRE AEe o sk
— 3 A FH FA 8 o TS AlE, T A
TIGIE 775 34 O A Uit @ Sd Al

@S 35! TITS A TR Q&AF S TS TIZS A @ed FE o

SRl FiEE ¢ @woRE P/ A v gite e Y o, @[

Y o i P/ @ v uide FE ke e @ @3

JEG! A A GO! ACH— AW FCS LA Copy (F7) @l Cut (JI6)

8 S[F7E F900 T Paste (1°FD) |

1. 29 3P A F6 0 — @ FiZA A FIOME S04 @ TS T3
S AR S PRI LG 5 00 AN TR P! YE, @Ol
QR @i R s A ol Farel 83 FPiee tedl, @1 SR
I ¢ R GI6I WE IO AGE NZGEAI IH IO A A
HZGICS AR FO IO 2(E FIb NGO FRORE @@ BEm
@R FF IO @ IF ¢ I TN AE AR SR oFTS J, Of
Sl AE F@fR]
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2. @ PG TN — @ BiIRe A WoE Re A e ], or
YiZ© A @O TIFOG PO [T 8 PR TINOE FF @A
(TS (RO A FIZEA N O HBICEN S 7)) WA TIPS
e Py <[IR A1%6 e FU0 A @] @ TP I O W
WAl P RGN SRl OIS FRs Fe FAEe @ Fed
IO S Tl 2ERe, O G¥I B W
R I € IAGA OFOG! FF I I ARl TS TS A

IO T SR O PRI (W ©Y 5} OF 61 I e ==

GRS TS, O AR I IR I TG AW AR OF GRIA

e @ 9 Move (Y0) W O GRACS [T bR, O 6

IR T Wl FH-CFS T T SR SR W@WE Y= AE, A

By TYH TRACS| W, IPLEFS T SR GRE € oA SRl 13

GRS A
@S TR A PITF FO-FD @ G TRE @ W G

RO @ Aed T Yo FAR WE G5 T T FIOR A FIEE

WCER #1Fs AN Bt @ B W@ ed A el (drag) @ W

GREGES @ e 66 @ med| FE I, (FiNe P Al

PO il T (CRE WE 0oit [Fg FH-077% 79, FH-075 A Yo

@ Al
W T, SRR @RI S FITE € FIORE Gl I I AR

fog foU e =in 7 Fiw @GS+ FARe ©f oo AAew TPyl =

@FHe IR A @ S ACS WRR AT I, SR IIW T AN

Backup (J-S07) F(F, I @ I @ WE GF61 [W 2@ @R

wfofie Fiza I @OR THNE T GRAEL AP T TS FEA

A FOE) IAE A IE I W AE POE P2 (©F6CT A 56

I R YRGS Bl 0T T (TS R FUPITHR e 7 T

ToH FE PPN TSR T IO D, W T GBW PR €

FORYEl WF AT [l SR FE A FEE 8 FPORE AW I

o (TS TIECS, Fi-giRe ql (OFb7 W b6 (A @RI AR & o

@3 Shortcut Icon (*GF6 WZFw) (THGC I @O AR FIEa A
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WIORGR I A5 FF I @ oo SeT ©ite =itg Send to (T
D) IW WY WRE Wiz Desktop (Create shortcut) ((9%6+ (feb
*G315)) | @Bl FAE (TFHGC FIZA A FIORGF *BIG AZIA (OF TF,
o I A ORGP S|

EFE FITE 8 FCRE IS A FO-(15 SR GRS
FAo K, @6l 6! FE A@ AR A IE| 93 oy I A F6 IFAS
Tz I FORIENE G0 P @ Ao @ AEeiE SisEl
G SEFLE FigA A FIORE Piets Faco A

GFifeT FiZH A TR PiEE
ACOR =16 Ao ol @ @6l I A7, I @EE Pies Fae
[ PR FEA A EORSE 2R AT [FY G5l IS gA 2@ @S
A SiF AEE =S IBOHR G FIRE 9T T FIECS B I
oy e =®, Shift (FRF6) =iw F=Ee A HibsiRast (Ctrl)1 SIS
T S-SR 2 ee Fiee ARE Qe Fivemes w9 o e
AF B 30w, I 7! I

WS PiEe? Fao 2@ PR Fiza d oReE] M 2[R A,
SR WE WS FEPCE PR A PO S A0 (3 Hos
TIRRBID) O @190 9 @ PeTs 799 (<5l 225 2@ AR)|1 @IF
I@CTA Shift (FREB) Brt @ T ¢ (A S7FF 2AW) Figar
FIOE WO FOE G #7706 FF 3971 WMl @ R ReEEe Fes
(TB) @ TI@ @@ 93 s A GRS A% FE I
TRYENFE I A P T @ G P FA0! 9o =@ IS S
@ FINe TRER SWRE @0 75 FaER @3 FiEg F90! 5E A

RYEIT PeTg Fa0 2@ C1R Fi2d A FroReE] I o[em q A,
SE Sl Cirl (Pibiees) it @ @361 @61 IR FZe A IO
T T I € SRR TS I @ @S GI6F 8P AL FE
T FRLENF2 I A F6 A IE@ GML| A IS (@, 9F G301
I A FE FAE WEE FEEO0E RS O 5o 9l Memory
(CR)-To A0, Towe |l Q[E (FiNe g 9 T T ==l
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2.6 TUPIOHI RN (PN TR & A 1

FIZH € FORYENT (@S G35 Faw efe@m AEs @bl o3 IE @
R IR [ G TS G5 T FiLE TR @ SR
e TR Al FAPOOEE O [OIF =[O =@ HIR-~661 o*m, ©F
OF GIOCS SMZ A FOR AF @F GI6! FONE T[S =R AR
SPRY FILE| G T WF AN VIR PTG O & AR F
P

R SN @ TTRGT AR IR WRFAG! T FE DI
GIERE  EANG SIFE SR MAre AR SAPILIEE CHIES
TeeE (T T, FY/ffe, v gize) @ Ft F wror
R S CIER T SRS J F @R 8 FiRE W@l W I
TONE G5 MG SR, (FIH QIR (T (ol i A 2|
G4 P12 IO Y0 (N (3 OIS OIed Fige | G3 F IR 90!
TGl A FIZF PNA WF IF I, To%e A €6l Y& 7i=e bl ol
A S I T @, W RGN [OO! RE @2 FOIE 83
TS A 721 O TARY

(ORGP IAGICHR 330! [ I TIEPT QR (2ANG!
BIETEST T3 T2AOD! & SNet O 3 A Fe O Tl @R
More options ((WF SFP) It @36 7D Ao =T OF 2 =R
Show/Hide preview pane (/22T #©8 7)1 (K W1 GG
FF @ Tl @61 FF5 WEN @GBS WiR TIAEIGR TN S
FIZAENE (Q6-IC FE NS MR T2 @6 e I W As|
/23T PSS (oW B0l =61 55 diGW, W @A T FE OF
W =l 2fOS PR i (MEIET) = SR 2R IR 3 e ol
2/2T (T A |

Fizel RO i = PIRAG A e PGS F WMR O TS
el ST (7! Tl FC A R G9F GI5] FZA Al Y8 G
7 3@ PEe F2 AR RISS tim ™l F0e FISHre I S|
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I3 Bt ot Fefe IR R
THAE @I FIER6R
i @61 FEIBR
e R
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g 56 @ AET SUREARF A WY OTOE AW F FE? 99 G WS
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3% @S Bl T4 I @ WG FTg IS bis
OfF WS (1 ) e II=6! At WA
3 @ G AR E (I W) AT
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4.2.5 Undo (1Y), Redo (7), ¢ Repeat (D)
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GBI GRIE ANE@ TR T AWEAR @ @61 IIZA A 2| 6061 55
IE O @ AT TR SR WS FIRN A QTADBES 56! W
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4.4 Paragrap (°TRIAF)
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4.5.1 Page Size ((°/& 72g%), Page Orientation ("% SRECH*H),
Margin (Sf&«)

O A ¢ (E1-C6 G Bkl fFe wea e et e 1 e gt
iR € CIPEIN WY W G Wil ARRS oRfiE @7 SReE |
TS bl WA R S A (T RG] e W@ {ReT A
Page Setup (& GiG*) °BIc® =iz Page Size (I°f& 7Z%), Page
Orientation (((""& SRECT*H), =W Margin (V&) ™ <M
TS (NS TIEIG FRIN WF A A AuE F w e @
TES AR TC TFECHA TR ASET @ BT TS I ST e
36 FHOG OT Tl Mo A, [Rerwe IM SHereere =] Al Sl
(GI#) AT

92 foFG R o oFD =0l =i, @6l e w0 SeEl Y
T© T F T AW WA W e Fh-=e K geibE @ o Al
iR Chl 7 F@ e ¢h-=7 Tt 39 e iff, e RSl
2 gFaiE B w@ s =if
o M R[fen T76R T TG AR 8 G2 O AOCS TRl &S
A — ARSI AOTF o] ([ O oA e AL
Portrait ((°I(Z0) =¥ *(FOE 3@ Landscape (FURSCE™) TRE «F
G5! TPE e, [, @ ¢ TEE, FOO WEW A @ e @
wmed AE @EIE @0 = Margin Top (W& 51), Margin Bottom
(Wfetw G), Margin Left (Wféiq ==F5), € Margin Right (f&w
31Z5) |
4.5.2 Section Break (/7" &%) New Page (79 ~Iol)
MY GFR e CIB-S AN T A SR Gl A’
Breaks ((©57) Wbl I9=F A Section Break (G79*H &%) New
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Page (Fg<1 o)) M@ «@F 961 CIF*H a1 2020 <Ml e G-
AR AR @GO AT A A e beidl

AT R AT G2GTR TRIFI S FHIER ITRE RIS
@ IR FACS FACS I S AT

4.6 #FS @ CRE — fBFF @ Sy e

FAPICEIEE M Printer (5E) w1t AR & SICIO6! (AT (R

o1 Print (2F5) 391 @I @3 &0 @3C GF 7F5 @ =715 7 9

=07 Print Dialogue Box (7% Tiwer! 33) s Foi@ % s 2@

A WS W@ W 25 MeTF =t Print Preview (2% f2ifo0)

Y TR O IR o el 59 o1 @i el @RI |

o e A wiwE e [t T foees Rew eres =@
Insert (Z6) G (XF—Tables (GED), Picture (PiFoIF),
Header (1201), Footer (I0IK), Page Number (& <),
Shapes (1), Text Box (5% I¥) 29yl Tables J Picture
TR AR ZPI6 I 79 O (=6-T 4 A S 2AEG T Gl
I @, FENCs F Size 8 Text Wrapping IR2R I
Picture-93 (%(@ Picture-5ii3 120 F% F=e @Bl T4 |

o 2R Tl 2 N FIE WET References ((FRIHCEM) N

® Mailing (W2fFR) e 3929 = [Remwe SRp), ¢33 FER B
3l O IR EICFA I fo1aCs, AT @ =¥ Mail Merge (G126 31%)|

o RE*W TR ¥ I Template (G026) (O T4 IF, AS &F@ WG
Field () A8 B2 <27 t=7al T

® SFCR EHRERT Stationery (C5=IR) f&3iiia A dot File (°6
Fie) DA e med Tm

G9g TN WS TR I e WOl 9 AR Y @l o qw g
JAQYERT | IIQT FAE O@2 AGF R T TS I T R
O @S R A N
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SAET: A 4-T7 TR 0 et
P 77 WOl Il AR, *MRE PIRei@ MSAl (R MSE! 7 7K
AT T IE, M0 F I ER VA PF A G R AT 83

TG T S|

Microsoft Office (TZ@Tw6 =iz
Word (319)

Powerpoint (*leIR5)
Program Menu (t2lais T)
Document File (S35 %)

Worksheet Area (ST=ERG @iz
Slide (z2o)

Presentation (T3{GICH*)
Presentation File ((20T5* F13#)
Database Management (TSGI
ASETG)

Relationships (Rtemmf#{)

Forms (%)

Database Application File (To51&
IR iEE)

Blank Document (1% TIGIG)
Save Icon (T =EF+)

Dialog Box (Tfwetst 3)

Office Button (St 3i5+)

Insert (315)

Shapes (1)

Footer (F5R)

Word Art (€31% =i5)

Design (f&13w)

Measurement Units (GRIRGTS 28HE)
Left Indent (155 3095)

First Line Indent (7% &3 370%5)
Centre Tab (GF5R 1)

All Programs (9% i)
Excel (4t3e)

Access (SUIFEM)

Document Area (T$GFG «f)
Filename Extension (T2
GHGTI)

Workbook File (easgs %igs1)
Projector ((AI&r3)

Slide Area (iZw «fF)

Slide show (FfETT 1)

Tables (B3P

Query (wIER)
Reports (Fai5)
Word Options (\831¢ S==)

Create (f&b)

Ctrl+S (Ffb=mesa)

Folder Location (TFI@R )
Ribbon Bar (F3= 39)

Tables ((G3=PT)

Header (tzo)

Text Box (G35 73)

Layout (TT=IIe5)

Format (F<s0(3)

Right Indent (A% 25)
Hanging Indent (e 3w 5)
Left Tab (=756 BII7)

Right Tab (1T HR)
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Decimal Tab ((SF™IS 5719)
Page Number (7% s919)
Find (F12%)

Spell Check (=& <)

Print Layout (35 Teiies)
Previous Page (fafeapt ofe)
Browse (31%)

Split (F=i5)

Online (S==1i3)

Insertion Point (ZPIR*M 7&5)
Paragraph (*7iaF)

Insert Page Number (315 (7% wI19)
Scroll Button (T&& 3f6w)
Selection (PiEE=H)

Redo (79)

Editing Text («fef %35)
Insert Text (35 (G3H6)
Overtype Mode (SSRBIZ# I0)
Ctrl+X

Find (¥129)

Alt+F

Spell Check (T B<)
Review Menu (Rfe€ &)

Set language (G5 #1TCEe)
Font Size (F5 7izw)

Bold (@)

Underline (SMGR&Z)

Font Color (5 F)
Superscript (PFIRTE>5)
Change Case (& )
Character Spacing (FEFGR T7IFR)
Align Left (ST =T5)
Right Align (riizs 135)
Line Spacing (=137 ¢=ifi)
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Status Bar (T6m1 35%)
Go to (vl )

Cul+G

Language (@)
Zoom ()

Next Page (¢ t7fer)
View Ruler (f68 #419)

Help (t=z=171)

Offline (Sw=re1i3)

Blinking Cursor (fFef&F =)
Tab Set (57 T1)

Move Around (J° SURITE)
Delete Text (6 BF0)

Undo (=+1Y)

Repeat (&)

Formatting Text (Faifb2 35)

Overtype Text (SSRBIZ# BIG)
Ctrl+C

Ctl+V

Replace (ftzm)

Match case (16 &)
Grammar Check (W=7 B<)
Proofing (%)

Add to Dictionary (S07e § fo==mif)
Font Style (% =52%)

Italics (SNZHIE)

Font Effect (F5 at3)

Strike through (*5i&= g)
Subscript (TRAE=5)

Text Highlight (G¥6 2/2e1125)
Align Text (SUEA GI0)
Align Center (SURZH BTBE)
Justify (= 513)

Space Before (7Pt Rei)



Space After (T=P1 SI%5H)
Border (I9r)

Bullets (Jt15%)
Indent (ZCT)

Multilevel List (SefowEtee &F5)
Default Tab Stops (&5 BT =5°5)
Page Size (t°1& 713%)

Margin (sfé)

Landscape (Scz=)

Margin Bottom (W& 35%)
Margin Right (Wif& 2125)

New Page (79w #irsl)

Print Preview (2% f2f$G)
Picture (P=619)

References (G=FIECM)

Mail Merge (2% %)

Field ()

dot File (%5 wizw1)

Shading (&)

Table (GFF)

Numbering (S191f%2)

Show/Hide Paragraph Mark (t*ll/212%
R )

Sort (35)

Page Layout (7°[& (#-=11T5)

Page Orientation (77% SRECG*)
Portrait (T7IGG)

Margin Top (& 57))

Margin Left (Sif&w =1%5)
Section Break (e &%)
Printer (f2I5iF)

Table (<=1

Text Box (%36 %)

Mailing (Wafw)

Template (GG5T26)

Stationery (TH*RI)
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Mo 5. A @ DR Fa—a@ms
N I]2R

5.1 AN TEES SR

5.2 BiZ7 O I 8 ol ww el
5.2.1 Move Around (J© SURITS)
5.2.2 Data Entry (TS5l @fg)
5.2.3 Insert Sheet Rows and Columns (ZP1RG 5 Al ST F&1)
5.2.4 Selection (FE*H) '8 Copy-Paste (F-17PD)
5.2.5 Delete Data (S5 Tobl)
5.3 SAFRNG et e g e fReR w9
5.3.1 Addition (SUifT*)
5.3.2 Subtraction (AIREIF=H), Multiplication (TfF5RF=H) € Division
(fefe=m)
5.3.3 Formula Setting (FF1 GibR)
5.4 Formatting (Fa0152) ¢ Page Layout (& (sTSITE)
5.4.1 T, SURARAETS, SRECH, W, Wt
5.4.2 Row Height (@ 225) @ Column Width (F&N T2u)
5.4.3 Format Cells (316 (o)
5.4.4 Page Layout ({°ISf (sTS1T5)

5.5 RS 7@ TR
Sl A 5- G O AT Sl
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M 5. e @ DR Fa—a@ms

€l TR ESISEAR]
oNEl eMY  (Microsoft Word) 2GR I92) Mzl @@
(Microsoft Excel) (2IaIS5! (RIell, 3% 4, FIZA O I, Figel (=&l
Toji GAT (HANBR OB (A1 OI2 Q@ S G S Sl 26T
T S ©F I GEAEE AN TSIt S

5.1 TlE SIS J =g

G e SWEE PIFT 8 e3Y (HiEN BEene A e, @ o
I3, T I@ TOM, G SF SEmA I 2 Al G el
TIACOIS P [ TR Gt F o & ¥

et RICEICH RIS
" ookt ™Microsott Excel — ="TC0 x|
Data Review  View  Add-Ins @ - o x
= General - A 34 Insert ~ X - ;i
s~ w9 3* Delete - E‘.%? éa
Styles e Sort & Find &
=] - EHFormat- | G- b o Select -
5 | Number cells Editing
TTO! 8 FAel! 270 I ¥
E F G H 1 E
1
3 MW A
s =@l JIR
- )
s AR
7 AI|
3
9
4 4 » M Sheetl Sheet2 - Sheet3 %J [ m 1
OS> e |23 0084 U S
- .
T m—— — ,T !
A M «fm IEY o

@I (ARG (S T FEE T Workbook (SIFIF) I,
GYETE FITAGE I GHETH AP xlsx A xls | GF6 SASLS
TR ST AR A SAFAG SEE AN W@ R =7, @
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R0 A =tg, Sheet 1, Sheet 2, Sheet 3,...1 @& & == Sheet
name (GEW)| GSER TN SR AFBCDS AR, € TS T A6
WIFItoe |

WA I, GO (ARG IR I SR AfS WEE IR A bR
GEan| @W o 3, €A IF OF G® I3 Monthly Accouts
(T SORFTHN) AN SR ST ANGe TOld Fige Fre Il
Frafe, aiitie CREEE FIZH! Fe T4 @ @1 98 STRFT SE]
AR 1251 E™ @ 125! SAFAG, € Owd "IN 9 e A W @b
TR G WA IR @IFE a6 A6 8 [ A6 79
IE TR G0 TFEE I

® 9F O =R Insert sert,
(ZPTEE),  Delete (o), o
Rename (ﬁmﬂ), Move or Rename
Copy (Y= w® <F) Terfm Move or Copy..

& | view Code

GBSER R SRl IO

& | Protect Sheet...

Tab Color 4

A6 T, NS Ao AfSw -
IE Y' Weq, A AENT
Wﬁ-m W G G] | W@ Select All Sheets

M| March  Apri | May

A =W MG we-Ficg Fa9
ESE! TS AT Wz WEER FRAIR MGG 82F @A &6 A6
met Ao W FE @ ST T FE, G GBI AGET @D (G
FAE bR AT

e 3@ N e Dl JE SR Ao few, R e T
I, SE-PiR FE TGS ORAT SIRFIIOIT GI61 AN W@ e
e e ore J@ e G I IE

SIEl W ST HARGIS biRY w9 T OFers dfEl tedf
GEFA T 9F G5! MGA S S 72 Sheet Area (WG @i
T SR Jfen Ryl e R W@ [RIereE B I@ e
i Fare i A6 «fimr [fen 3= WWE Fa =0 @3 @361 @
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3t Cell (CFF) R SR 89 I FaW ¢ AR I @-GZF B @ @7
G« Column Bar (FW IF) MR IFaNeEE 9N AB,C,D, ....7Z,
AA, AB, AC...AZ, BA, BB, .... ¥ =19 Row Bar (@ %) 7w @&
SR AN 1,2,3,4.... IE 9T T(E GF G5 OEE @R WRg 3,
Al, B23, F19 29It Cell Number (T w=K) W@ ©F FaW € @i
SO A

GZOIE @6l MG 16 TOEF @A FaN € 10 5w @ @ A
ToR, WS U I FEEe WNEl G5l MpR AWS A FAOE
ST 2R AN 12 NeR ZeR 1261 |G A0S I O W =1 56 I
9F I MOR BER & AT T WWE 9F GI6 WG o I@
S Al g A T BeR Fwe wNieE 1261 W |6 e
SN GG MG FH-PE IR W@ A I DN IS @ @b
SR AE 19

[ TF I, A Program Cursor (AN FO1K) AT =F
G5! AASFT IAF @, T GF G5! TIEE AN TR A @m0
@R AT TR TR FROIG! @ P SR, O =011 S AR
SEEl (R G GF6! O [ T W [ TR SR PR O 1 el
95T SEl R Data and Formula Input Bar ((S5! ¢ Tl 2476
)

5.2 BiZ7 A O 1 8 gel wm

GFE AR SWRE TS W GF a6 CE O SN A
WOl CIE AN FROR W@ @0 2 SIRE S ST (i e
I F oI [fen T Fw Aen @ [ wgReT < Am
QNS IF3 SR SIE FRRGIE [fen oa @ @re AR

5.2.1 Move Around (J® SURITD)

AN IR0 ARGECS! G S e I FRCT =i, TG,
#1%5, AR SOE (FPNF FB) I9 FF, I TR Bt «F @361 @
TR P W@ SR G5 et #ite Siee e eebice W@ B
T T 7w, WS oE e IR N P S i s S
@, CER CEE A6A A AN TINeR FE A9 M MG et
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i A ofkw Iw Tl TR, B RS FEOIRE T Al 9=l R @
PageUP ((°[& ©0I7), PageDown ((7& TlE+) IR2R IRE <@ O
FEBIE ©NE W 0o 2 936! MMBA SYSTEA WMACS|

AU (AT TR TR IR0 [RERY (& qCS 2F—

Ctl + > IO @ @-Q M2 OF TN SR P
Cul+ < IO @ @ A2 O 24 S O
Ctul+ V PRONT @ e MR OF T O FIet
Ctul+ A FRPIF @ I SUZ SR AT SRR A
CTRL+ Home MG 2T

CTRL+ End RCERaE

CTRL+ PageUp IS WA MG 0% W0eR Ao

CTRL+PageDown IS W WA BF 1w Ao

o F@ e SRET IR SR, TR, 8 @orR Bt mel
FIPIGG! T (AF O PG Frel 2| @I MoH G IFRe IR
S O W@ A8 @3 A T AIFIR6NS T A

5.2.2 Data Entry (T95! @fg)

e G5! PIE (AN RO A g Rl A @I BRI e,
AfS5! 3¢ 51ZA A A9 O OF TH AN FIER W02 5iZt R S0
FAR e IR SET 2RAST IS BiRtt FAF o0l @bt ST ANGR
paSEY

OIE T, I o @eE IR AR i IR, T IR,
I TS Giget FF WG Gl I @ I @S o
= ¢ Piss w41

IR T, O Bi2et SR MR MR (O61 275 RS Piol 1l =0
GIPR IR FIE, BIIR, 9O A WO W@ S+ GIet el SIian! e
P2, €% @ bl O A@ WRE, e O Ry @9 A,
TRl TP G G (oW Th! 2975 MRS eIl TRl

GRIE o, o RENE eI Al A (NS T BRI R
TR T (¥ [0S A @ @S gl R BIRA I el i
IR IR I @6 @G CR e i, we| 0% e e
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T I BI2F F99 IOIH! GF, WK IR FAO @ GQAEH D
RITT SRR 2 IR IR GG R A, IR FIZ @0OGT I F13
IR IAE2 SRR 87F-F6 A TIIH-IEE P 5 [, SR 82 OIE

DGR B A

e @ OO W QR GG O BIRA A 24587 W wei
[E @ S5 T 246771 @R A, €2 OTA B BRIER iR 70
QB! IRCAGE FACS B8, ORGA JIFCHH R W 587 B WRE BiRA
IE 677, WA 24-7F T *@ W FE @ € 587 &G 677 5
Rec

G WAl T, HiFA I@ ERE O qF, @FNe O @ 9 e
WFE A W OF SRR FOIE ORI IR @6 AW T,
FREMGT TR FR I IS 97 OTS FE 0F SUB! e
SRE BT FW W@ RS TR T, €3 OTA WS TR Fe 4l
GAE SR IR AR R IR IR @e IR iR e
TR A MR BF @Ol RCNE TR T2 ToW @ b7l FE T
i@l g i et ©UbiE B FIwie TR e T, =@ ik
I IR FIZ, I VOMF TG FF IO @

e P Tk NS @61 G 47889901 BiRA (I pieCT NS, ©
@S P oA 6 @ G 83 PIER RABIE A= FEI
478799021

5.2.3 Insert Sheet Rows and Columns (316 6 @ SOIG F=1)

@ IR @O O FRE AT G ROR AE @ 96 @-EE i
Y G5! [ GFIRT @O WiHe [y 0/ AN A G5l FHS S
@ @O 8 WY (A TS BIR PRI WM IR e @
@Y GFE Ol R 91 O G 2pT5-03 e F99 (Home—Cells—
Insert))| @3 #I¥, Insert Sheet Rows (P16 A5 @)1 @bl 7=
FAAR IO TN W GO AE@ SO RS FELH! W PBIRIS ZE
oEr GG wese Fi3 F4 (Repeat Function Key F4) I €1 9+
TN SRRl GFR O BRS ARE, @ T IR0 Wie ©F &
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A<, Insert Sheet Columns (ZPIG A6 F=s) ez TP & [ N
TR IS0 SIE TS 9 AT AT FRONE AR o] Fe
PR €99 @ (26 FF @I @ TEe ! APTE OIS @ A TN
PG 919 Gl AR W ], T W I 6] Peid! @ E-iS
SR OF €°F ST Tga FAM WP OF AT 3 =l

e 3@ T SAFNGa #f o o700 @ W FACE o A RS
g Ry G G @SF @5 €T G5 T W DIFle| Wi
TOR TG Wl B YA TN HIFS| FTH I, DT 27 -
I SR FAN-AE TFASEN A 2AES A

5.2.4 Selection (P '@ Copy-Paste (F7-170)
GFE STFERGT PAES O & FMiZ 5137 IR IR0 I G5!
T AMGET @6l A GFEE G, W @61 A GFIfHE @A FAE, QA
S @Ie G A G SARIF @ O AR WME ST W G
SIRANGA O Fg SReIR EIFes 2l Gvef, ST R S
B IR I} oEs @ S AR @3 o S FP-0P0 - Al
FO-UP0 IO X, A SR AR €T (@A B I A IO
AN T AN 2GR I A I D [ME BT P IO
TR GFE SAFANG IO FeTe T4 I P51 Wt 7l =

FEAN AEE TENE FAN 7@ NG IPNRE @ el @361 W
T 39 o9 Bz v @RI WA G AR A PN G W61 et
AR P TR MAtel 9R#R SiE CTRL+C 3t CTRL+X 3,
R[] (3 (A A AL P @ S TR I A I I S A
F A Jb T A WAl IR PEET R SR [l @i
GO 7@ GGl @ FP A FO T AW AR FAN AW @ TS
GFB! I A L TG A6 B I A2 TR A ASH gtk
@ T Shift (F1F5) Bt FRETE FE 72T FEe GHEF AR T
P 3 I IF2OR W-ER $AEF W @il e T« 3 @
B2 T T TS F99 @ 9 T AR G 2w Rega weE
CTRL IR FA© =T

94 Ferorel RWibs! (7, TR




STRFAGA 0 eoig dfeea @I S A9 € @ AE AR
Tl @61 fage e Wol Wim GBS F @ R SAFAM06R FiEs
IR e T

SIRFRNG GFIfE CrE SEl Fiets @ 3 at Fi6 Fare AR Shift
W FRPIE 12 92T a8 CTRL+C a1 CTRL+X F(d, W24l WCEw
TG QB B WA M I G @ ¢ ORPE A6 T @ PG
AR G PG AN S TR AT eEd @NE o i
IR W@ @ CTRLAV @ A WSH 136 7 I@ 5 391 T

TH @ @, FPLEPD T O, G PTG AR SEme FieREh!
WFE @, WA SR RS ONF PG T AW O[O, I T
SYLE PR PP I @O ANF GIIE B @2 AE AT T
TP e WS NE, P2 OFSENE Piee 3@ FEl @ 6 =¥
fFIET a ofice I F@ AN @6l 5 AR Esc B, S&l =
e G iy g Bie e

FO-CFE T A 2R G5 S W S S [ 4
WTER (155 A6 B! Ol @ NG GF 9 GRS O, @S QA
FEA ) OUE P W@ SES6! TER [ @S AR @b IO
Pits1g T4 PRGE Al @ A AR SRR PieT=i=a vk e#i7 SISy
IO IR R IO FERE B=O! Meal Tl G SRR @Es A6
B Gl T JE| WA AR, P12 GRER (FINS O AK(E O WS
9% Y@ T4 O @1 AE|

5.2.5 Delete Data (f5f6 (b))
SARFNGT WRINE 9F A 4T OF, @, TN, A 7 WG A oy
ol e Y fiee Jf Bt we A, @il eleEie feg @
@ ¢ SRR SEes U6 a0 M a1 Fee e e i@ Soms
AT 7 Iw ThE T 3@

fiter @ ek STFNBT FEF6! O B R e wiwiel q3w
QYEE S GI6! O IP-0PD @ | FEI0! 8- P w4
G (P00 Tl oS (3 97 0o O e ©El @[ @<
G @ I P I T SR FAN PEE IRE @5l FE Tl
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T g O O Y@ 91 S| [ S Fl Fred [ 41 T
T AN AR SePT R O, @G 9 FeE Pieg w9
o Ot Tl A ARG O Frofd O w1 1w vl AN =
GIB PO AER F2F WIFER b A Undo (W) = Redo
(Ro) b= T2 @ F = e el

5.3 SARFANG A e [y AR fReR T4

G S G (2D 3 FIE T SN AR RE @IS Sl
@, {ame, od ¢ i F9 @RI, SaERpe [fen o o & arl
RIS [ G>, WEl I TS BRI P G IR
T, @ WINE T A A A WS P AT (O
frs R, T ~=[ES “E fres =@

5.3.1 Addition (SUIfE=)

SO A @ AW @ @S GRS PIE TRANSENE 8 PISER
AL NS TRANF | @AF0! &1 2@ I @ FTe6! SRl 512 PR
SRR, el SRR BF T O T@, TR CEDCS Sl @IreEn!
e AACS 512 8 Fibl PiteTe F0o @ AN IR PRIE ®E |

fAter *@ ok STFHNGT FES0 Ol R RYT B WISl =i
AT @ @ CEbe oRIE e 3@ (A IR SR 3977 I)
THE Fes I (AN IR A 8 PRI 5z I = =6
GRE TR I F2 I @ 1 AT 77 I@ R4 @4
PIARER @F dIBICe FIPIT @ A€ 8 MRl @ @IETs F1E- CTibiee
= for=a At @F 9FB! F@ 9B PIERER 99 WY, W FOIEGNe 72T
FAS A GR @ FAS B8 A9 GF6 P @2 fiF 41 IR
@R 5127 I + PO Ml @TE R OIE €3 Pl w9961 €@ O
A + BT TR 2@ @ RR FRF I IR [E@ A8 @7 MY @
CEBR eyl @9 IO b8 PI2 Fbitel <@ G361 PR 7Rl &t
FACS HIRE WRE + BZ6! 5137 I P13 CFDICs IR W@ el el
A, FoNG TR AR @ I & e W5 2GR WO @ GQAE
@B B2 @ 2@ @ @ @IITEn! F74 =@ AR 82 O
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SUM ~ (30 X & fi| =C2+B4+D3
A B c D E

1212 45?8l 12120

657 457] 2345
4554504 3456

2458 5545 1144|=C2+B4+D3

DWW N

TF FE: @OTE @AF CE @Ol TR FA AES SE S
SR GF0! T T, @61 (el AR SR TR A

ES -( £ | =C2+B4+D3
A B C D E
1
2 1212 4578 12120
3 657 457 2345
4 122 4554504 3456
5 2458 5545 1144 7045]
6

e @ O 93 @EIe SIE @S OEd R @ IO W&,
TS G5! CIER I S 961 P e 2@ @2 T 9 P Fe
FE e + BT M@ =@ W 7599 L, A @FEE GI6! FE w71 AEs
Heff PTe1 9499 ERI—TH, =C4+B4+D3+B2+C5 |

T |, T AL FE @ @S PR R A A mE,
Canel (FJMCE) =R Enter (95F) IR A0, £, FHRGR S0 Q@IS

fFe IS SR T TR (0 % || £ | =C4+B4+D34B24C5|

5 F@ @ wRre #fF, 3 ga
?ET FEEE T [MOs IO B C
AR

D E
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Auto Sum Function (5! A FR=)

W G @fefbe R ol A T (P Bebn @R BrbE At w
T Tt e e I@ SR «@me i fRpR IR @ S
T FIA MACS A, @R AR 2R el @ S @A
M@ @iHe @, A TN, A GFEE @8 FAGH AR CEeER
TR RS @A FE e R

e 3@ o G951 ARG o M IR0 IAN € @R
TS g A 7y e, ¢ fNpd e wiEl Sept FE

1299 (E-GR TR T TR AR CRIGIeS SIEl EI-EE e
MY @AFEn! T 5131 92 PRI W 7 FE@ A6l 3|
GRS T X P SEN A @-EE G @R T (R
GIF FEE AE GOR T WRE FEME GO BHAER @orpen] @i
2@ A@ oT% F(EA, G2 TR0 @ 52w e = Sum (W) W
R 2E, IFGET T SRCEA el 999, 8 SR @l () b e
IS OfeT <1291

SUM v (0 % « £ =SUM(AL:C1)

A B C D E E
1y 230 478 oas)=sum(ERE)
2 205 778 315 | SUM(numberl, [number2], ..)
3 691 238 772
4 124 735 998
5

2.9FTONR 2 FEGR <om
L B el £ L v (0 %K« Jx| =SUM(A1:A4)
Hd CTne FE0eH ' |

A B C D
OIS MRYE @it 7 230} 478 945 1653
[GISIT 2! 205! 778 315
3@ Tl @ w3 6915 238 772
N & S 124} 735 998
5 =sum(¥B¥)
GERAIREG] TIRfCEa 6 |SUM(number1. [number2], ...
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f5a @R IR @R @ @7 T @PIER 9@ Ao Fe 99
7 GIV AL PGS I SRR T8 3 @ 8 O FIRep oA
B0 @ TR [N5R SReT ORICS @@ (Shift B0t 12 (@IS
IO F1 IIRT FEAS B I W) |

SUM v (0 % & £ =SUM(A1:C4)

A B C D E F
1! 230 a78 045, 1653
2} 205 778 315!
3 | 691 238 7721
4L 14 735 908
5| 1250 ’1=SUM{A1:C4]
6 | SUM(numberl, [number2], ..} |
.

@5l FEFAR e FE Y e, Frer@ AR q eeR-fNwe
TSR A @ I @] S @61 G = [ IR 0T
IR FEl Pl R = Ol el el

T PR GBE A P A TG @D+ = A WA e A
FERTC PRI R W IR A8 FIET GBI ARGE @ e
T A @3 SRBE @ A FE @1 IS FAF T =5 Esc G

4,937 TRl TFING @Il OiEE FEel el Cell Formula Copy
Paste (O T FP-0PD) T O O8I 41 T WA
FE, 2N @GR @ @D AW FEEE, P0F SR Wl IR AR
F-SERS @A W FE@ 7 27 FE Free 2@ @3 Fon! e
FP-CPT T A AR, AW AT S T TS 27— i)

M @-ER T @ O Tl o RoR Im w9 2w, o
TR oW (@ A8 ¢ A2 FF F@ M @ @@ Wod TouE
TTE @2 f2pRbiz FAo B8 Pl PReE a3 P @ (WS
gt A FRG Boh) ¢ GIR G G A AW FF I@ PG I
(R RIS I8l BPR b S|

FAPISHR B TR @ Sl 99




GFESIA 2 FEARDE @R @ FE I FE AT T FEA
OIFE AR FANSER GEDe IR A TR

G AR M

IPLEPE T4 CRISER e o 7 I@ (A IR R fie)
Tl O FEEISE FOE AC6Rl 95! I 48 e W
GF G5! -G PD FHE TR G1R @51 THE6IR AT IR R,
N THA0] GFR (AF AR AW FAGE ARG 6 @92 ACE
T (PP T T G TF01 ARG A, g @ FA P 20”
P12 FEE0IR AICE @l =

e @ ekt

> Tl e S O SRAMSE W @ ReRE! RS PTE 4 QG
ot e e e 21, T e O PSS R RN [y
A T4 =

> €% S PEYER W@ FHe oA @ AN BIFEe @3 RrrRb!
ARG W11 WY RO FE O FEKSE S A T

> G e T Ry WEE ¢ O [REE A S
(@, D1:D4, 3 A3:F3) meal i, O3 SRl (@ &F-e @ Al
TN PR PR YA CESETS R R ¢l WA @isE
gl T Y, 96 @6 FE O W @ BT M @ew
TR TR O = Al AYH CTEeEieee @ by e wepm e
At =

> TAET oY CRSETE R @H wele wEEl @ by W o
R AL FFE IR @ FA© ~AlfH

5.3.2 Subtraction (RGI==), Multiplication (SF5REH) @
Division (fefe*i)

ARG 3 [, NF6RIER a wd, ¢ Tfoxq 3 ont Fa IR

IR O TR o, D! Sl @ R RE @l e + a9=E

FE IR B! ONER L -7 O 4R @Fe R T 3 9 =10
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3 @ @ 5 I@ BT o R Fe @ FEEes oF Wed
TFE AT @WE — * A @, / A O, WiF — A [@s F4n

5.3.3 Formula Setting (FT=1 GiibR)

> e wibe ReTT FER OIS Per Rl W@ @i, e,
@, SR Rfen o (o 741 a7, DR T 72 @ | (oo
o, @ O @2 fRORDGT A0S 58 PRI BRI el ©f el
@ TR € TR T4 RS =

> wibe FRgER @ ARG @M € FRD A @RS 9T IF—
oz Mro 2© |

e 3@ ot Foe =R qBIte ted s, FE A oI Rl TR

F1 8 G131 |

F1 v fe | =A1+(B1/D1)*E1-C1+200
A B C D E F
30 40 20 40 80 20|
2 30 40 20 40 80 230.0167

AT (OO W(EFE] IEA JIRA O A (A A A A
FAADBIR TN T Al
F2 v 35;| =A2+B2/(D2*(E2-C2))+200

A B & D E F
1 30 40 20 40 80 290

2 30 40 20 40 8[]| 23[].[]167!

> (S P TRl W) O P P S99 T G961 [ o
S @ (FINE @-EE et W@ FE6 @ O G 2@,
OF T [ A ACK FECE CTE PG T PRSP0
NS T A A OATE A AE GFR FAEE O PG T O
A A, ©Y W-OW SEIR ARBIEI SRE, - G W@
TG (@ O 5] RER, ONF €2 A e (@-6= O P05
I FAEICS @0 S SAEE A T '@ @ GFR @-EE
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O q AR O PPT FEe Of ™R Al ©Y FeIN-0T6 9EIR
AFIE|
Gl @I A7 BT |

| e - fi| =a1+B1+C14D1 A7~ fe| =a1+n2+A3+04
Al clpole fle H Alslc|[plE Fl& '
1 4 5 8 7 [ 24] 1 4 5 8 7 24
2 3 7 1 4 2 3 7 1 a4
3 1 6 3 s 3/ 1 6 3 s
4 7 2 9 3 4 7 2 9 3
5 5
6 6
7 15 7 [ 1s]

G1-¥ HIER FI-®@ 0°PF 3@ O <8 Jt 231 F1-@ PG 41 [

Tl =ITE, #REF!, T S P99 68 PRl Aed Ter A 1 @l

e T FaEE (@S OTE RYF e O R T QI

AfFAGl 2@ 7, #VALUE! MA@ | @F2O[@ AT-F A8 I A6-1

Ph @ MR S|

> Tl e e e ofEHe WgR AW G P Rl €Y
Tl MER @ 9 2@ AE, OA Error Message (459 (0TS
=Piid Circular Reference (FIEee (@@Ia) |

5.4 Formatting (FII) @ Page Layout ({°IS (sTSIIO5)

5.4.1 T, SUEIACTD, SRECH*M, e, Wi
SRFAGE [Kfon e, @, 3 Fa Fies 3@ FEw TRE /9 A T,
R e, ~5ize 297t Home Menu (=% &) &< Font (¥5) gt
WF T AE, @I A el ey A e @99 Aiew g
Alignment (SURIEATD) (T SRl O Pies 3@ OF FRIG CER
F A T AE, N FE (ZAZTOE), S SAEF, [E QA CIEE W
(SRGFE) SIS 7771 Cell Orientation (U SRECE*F) W@ TR
CRIBIE @it e, TR = I3

f[fen (@GR SR A TGRSO O SeEl AW @R @ A
FAGE AL F [RACS| Qe @ A IAGE FESE A Label
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()| 9=Iol 53e (o Fao oRe REmm ite =1 @& a w1
S R i e Gl Merge (31%), Unmerge (SN1S) 1 Wrap
(T BB

GRS oTRIE ™3y rdl IR, A B C D
é]a?‘m (TCeTs ﬁ‘?{ AN ﬁ Students' Height and Weight

F R wF W B Awm
2 |Class Measurem Students
GFIfEF FAN qA @-EE FEEN Boys  |Girls
27, S[R(s W [ NG 4 Class I Height
MGl @ omE SRR S Weight
6 Classlll |Height
AF@F T A J Weight
SE-F  A@E WOl TR
C§ RS Merge (W) 8 9 Students' Height and Weight

TR @ e = G IR

ﬁm@ Fq oS %TC\E m - Class M:‘::lre Students
a5l OB IR TR SR, 1L . Boys | Girls
élﬁfl?T OleT ol élﬁfl’ﬁ GIER i; Class Il :fl_gh;t

eig
AR B € O ACH P 5T 33 g
I B 70T IR A OIS 15 Weight

GRE @A WE [ [ oA, CC

IR VO G IR WM A AW A SGIB O O G
Rl Wrap (F1°) B30 I92F IR, I FE €8 PEDE SREITSS 5!
3l o FRE I 21 SR =} VB! (Al SR S S Bige
@ T AR O TR TR A, B, C, D FGK @& 7 S [T e
GBIF2 9 TF @ T F-PP F@ FI00 41

e @ ok T W T® IE |9 99 @00 AR 5RG
P WIE @ IO I TR A-FAEE o 10-11, 12-13, 8 14-15
T B @ @ T IE@ OTOR T AR, ¢ SRR SRHIE
WAZAEBE PO I A B10 PO WP GBI @ O
SRbGFE CToR 4 2@l C10 W D10 O uib! e I CroR =
AR, ¢ SRHIE JZEOE |
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5.4.2 Row Height (&1 2125) ‘¢ Column Width (%1% T2uY)
SAFANGE @-UET 8 FeN-E TO6! 5CT] 99, © =nEl 99 R
At #7951 T TTT T T @ A TN e et - E'A?&
AE T G5! (A GPF GIRAE P F) oo @ L
@ A FAWA OF AR AZBR @A WOHF | [Sromate| 2+ 0T T
@ oE o FA9 B=ol ol AE) o | Cell Size

TCEH @T5 A6 U AR OAE (W W7 | L Row ot :

i i SO @ AN oG @ gl Avertowenh

FAA FACNE 2B I TITY I, I o | Colun?nﬂidth... |
CE| @-EF TFE S T @-FF 236 A AutoFit Column Width

Tl S, A A AT W @61 TAR | _j_“-;a“'tWidth---
ﬁ, Home Menu (m mﬂ) X _ Cells Hide & Unhide »

(CTP) g7 (T Aeq AR FH0B1 GBS A
T TG AbAs! fFF FAE @ ORE I/ S, cename Sheet
TS @ R, FAN OIGERE WA FO6! IR _Move or Copy Sheet..
F HIZCE CIER (OO @RI SRR S PG Tab Color >
A AR (ﬁ?ﬁm [ IS S ﬁ'@)l [SABNS Protection
(&) ‘Zf(fa W%ﬁ@ Uﬁﬁ [ @R RN HHHHH [y Protect Sheet...
oz W@ o | Lock cell

‘53 m W W W WTIT W & Format Cells...
Format Cells (T30 0P, A IO A
@GR THOl W FEN-EE 2B (S IACS O AE 95 96! 2o
WP T SARFAGEE ALCS| 9T, @ F {3 Styles (F5i2e)
F SR SAFNGT SYeEE Tables (Gr) I@ Frs, ¢ [fen
CE e T I@ o A STFNME AreR webl oA e B
WRE medl =7 Page Layout (7% (9-S1%6) FaCA a1 Tz G &0
276 @ Print Preview (7215 f2f$8) ==

5.4.3 Format Cells (T35 ¢em)
(@ o) 9T Number (A1919) F SIS @61 91 Gl Fies
Fq P Data type (T95! 5127) I O FAEE ©F A= Ao A —
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T, R, T 74, -y, oo, oal ToiMI RUF THE@ Fo!
Decimal Places (TSP (20P) 3 7SS B Xl 2@ Gible @
med IR @uER WE [ 9 W@ o F00 W @6 aEE
TGS AN TP OleA o 5T @ Alem I7, WkE, Cells (GT)
751 s sheT T

5.4.4 Page Layout (& (5TSCH)

GFA  (AAES R SANTH Pagesetwn ' [ERC
Mt Ia @, Page Size (& | oo =
7%w), Margin (), Page | v -
Orientation (P& SR@CG*H), || e

Page Break (0°@ &%) @@ || oo o9 %
AT A @ G e - e

W6 R GRTT ACRS A, | oo

Print Titles (25 GBigwhem), © cur en o

Rows to repeat at top (G- § o )
&+ =6 5) =T Columns to _ —

repeat at left (F=19-%1 § &5
w6 =Th) Aed T RIAGE TP i N fFe Swe et Aed
A1 G5l 2O =l AR Tl ¢ FeieE RN Aea [

e F@:

2fFARF B =G, AN, AN, A, WE Y 2@ SR AR @ e
T e Sfew meal St WP @EE Ot I e e Al
AP O Wi TR AT SR TS 0 WH A @ W TS B
e (PRPTE 29I am )

A B C D E g G H
1 Ram Shyam | Jadu | Madu
— Property Value Total | Balance
2 (Rs.) 2/7th 3/7th 1/8th | 1/9th | Sons Donation
3 | Land 1250000
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4 | House 460000
5 | Car 350000
6 | Ornaments 600000
7 | Cash 800000
8 | Total

Pl 299 @0 C3, C4...-GF Tl =& 79 79 =B3*2/7, =B3*3/7 ... ¥y G3-
TS GioE I@ S T@, 8 OR#[ WET 51 “hedl [E@ H3 =B3-G31 @379 @2 @I-ER
@@ T CEeE I FE NE AEE @-2ES CFE FAS @I AW AN MSTF T+
T TG M@ AEE Q@@ ©bEE am e 7@, FERE e 7@, @ AeR @ns
T NI IS 2@, @, AN AR B3 07 o 77, oI s felsr o |

Distribution of Property by Haribabu

Value Ram Shyam Jadu Madu Total Balance
Property (Rs.) 2/7th 3/7th 1/8th 1/9th Sons Donation
Land 1250000 | 357143 535714 | 156250 | 138889 | 1187996 62004
House 460000 | 131429 197143 57500 SI111 437183 22817
Car 350000 | 100000 150000 43750 38889 332639 17361
Ornaments 600000 | 171429 257143 75000 66667 570238 29762
Cash 800000 | 228571 342857 | 100000 88889 760317 39683
Total 3460000 | 988571 | 1482857 | 432500 | 384444 | 3288373 171627

9 P

1. W6 (OIS =oFdl 9 O «a R[Rfen e T &)

2. S0 T (@ G 100000 B, =17 30 e i@ 150000 Bi=w|
]IS (I (2T F9 AN

5.5 9! K@ RE

TSl @ @A (Al M <R AR, Sort (7G), Subtotal (R-

Wi6e), Pivot Table (PSG GIe), =+l «F== Function (FI*F)

2R, R[fed @@ Chart (50) (o I@ <uE 2RO WE,

Statistical Analysis (HIBAbFE SUREER) a1 AFFEEE [Kfox T

I FE o R[eswel, Tof
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W:%S-@C‘T‘HW@W
P 77 WOl Il AR, *MRE PIRei@ MSAl (R MSE! 7 7K
AT T IE, M0 F I ER VA PF A G R AT 83

TG T S|

Workbook (€=g)

Sheet Area (R5 «f)

Cell Number (7 «19R)

Data and Formula Input Bar (Te5t €
T 2P )

Data Entry (t5! afg)

Insert Sheet Columns (ZP15 A5
)

Copy-Paste (FP-7P5)

Addition (S01f%=)

X ()

Cell Formula Copy Paste (GF1 g1
FP-)

Multiplication (TfFGRF=)
Formula Setting (T ¢i52)
#VALUE!

Formatting (Fa0152)

Font ()

Cell Orientation (0 SRECE=)
Merge (3%7)

Wrap (717

Column Width (F51% 2Ty
Format Cells (Fai5 G7e)

Print Preview (2% 2fS8)

Data type (T95! 5127)

Page Size (& 72%)

Page Orientation (& SR@CE=)
Print Titles (725 55emi)

Sheet name (AGE)

Cell (7w)

Program Cursor (T2 F1119)
Move Around (J° SURITE)

Insert Sheet Rows

Selection (Piee=iA)

Delete Data (f6f5 o6t

Auto Sum Function (5! 3% 1)
= Sum (A1)

Subtraction (IRGTF)

Division (f&fe=)

#REF!

Circular Reference (e GRFICa™1)
Page Layout ((°& =TeI5)
Alignment (SUEIZAGRG)

Label (t==)

Unmerge (SN

Row Height (@l =25)

HitHHHE

Tables (GIe)

Number (F191%)

Decimal Places (TSR t2iG™Y)
Margin (&)

Page Break (t/&r &)

Rows to repeat at top (-7 § R0
=5 57)
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Columns to repeat at left (F=19-71 § Sort (75)
6 =6 =7D)

Subtotal (TR-GBE) Pivot Table (Prei5 53=)
Function (i) Chart (5i5)

Statistical Analysis (“GHfox{GFE

i)
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AT 1. [fon =g @am € THREt THeEw ARG gl

AO® -G FEFR GRE | ZEN8, *RI-IACHE FAPCHRT IR
GRER 96 SETAREIGAE wEe = ('l e Jfere vl Iw
CIRIZS A TR FHC0| T8 (9] G FAACER A3fes T

qEE FRIFT, WN-REF ¢ #3few SEEd q bl W $F W
Y-S @ S INTE FINFIOHEE IIRF =W Communication
(FFTTE=H) A o MEA-ENSTR @A <1, BRI M7 SRIiHi=
frer foRPE =, & eE @O, TRF SURFICrod BRel-2=eR
T, TR REER O @ RPN 76T FE A ¢ oF Reswe 4,
@R Jied aivs AREE ¢ RoR-AEe w9, o 2R i a
FAE (OF 8 W2, A @ FA 8 i, Pt BfS, mRiRe weew
IR — @3 IACCHIET IIZFN

w1 27, el @sfod T o1 1990 W& (UF @F T Il O
AR, I = =¥ Information and Communication Technology
Age (TN WG FHRCHETH GIEEG G&) A 7= ewet ICT-a 3,
IF M TE, AR ORET OU-od FGH FACICHIET IR AT
e ©F I 23 Digital (ffesie) o g7 Figel, IHHTER Fe I
IR o2 ¢ e fofet® F@ M | Information (ZVFRGTN) Il
Y TS WRE TR e A =W, [y wR, o, 9 a3l om
FRE 9F GIH T ST fOROE T WA TS F @RE O
QN AR ALIEEH SNEAD T S-S AT FE FAACHE
IR A S IR @l 2F OYAFE I Information
Technology (ZTFIH GIRE) |

98 FTEEEEE G A oUrfen @b weefe W Wi
SRR SAF A O G [T 8 /R A (e FA WG
LY I S AARRI GF6! AR A FR-76= I3 AL TN Y-
AT T @3 790 G ATIRE I W) GBI O FH A0S
A @G «<6! SD Card (Secure Digital Card) (% Fo-HfF@R
a5 %) I Memory Card (G F19)-, qE Chip () 3=

FAPICHR BT - @ S 109



FAACOR M qoR U-gT T T @ 2EfE, O TS gl
el @Bl 2o FACTHE ANE TFH! ¢ OF W TS A
Accessory (SUIREPE) A Input Output Device (2970 SICH76
fTeIzs), @ENE @ @ =¥ Hardware (JTSTR)| TSR &R
WA Q@ENE @-ER1 IR S0 26 Software  (SRFDSF), I 2A
FAACHA S A Geid med g [ e, I 7= FHPIToR
oiE SR WiE IEerE I 9erE RS SR EehE B
fire =21 @@ FeieE @RS @ T, WS W@-EE T O 9@
SFHEWR A A Computer Program (FAF06R (2ilalw)-¢ I&0 23|

SR @R RN 3 TSR
FAPOOR (A Tote SR AR SPR (AN [ TWHeWEl W
2SS g AP (O 20T, EASEl S T AR OR (FINE
g 31 i Sifert (R a1 SprERl T TR, S-SR @EHS T
TR (PN Al (TS TSR T WiR| AES, @E I @
IR R (ISVE), CIeEe WERD @61 ©bl T AR, @ IS
JRE W O SR e TEN 9 eianeE W ofiEes e
S 2@ W (TS TYH AN WA @bl OF YR a6l AFell I
Gel] (ST 2@l
> Computer Language (S5TBIx s01Caen)—
C, C++, C# (sharp), Java, Javascript, HTML, Python, PHP, Ruby, etc.
> FIACICHRD! (@ 5e1@ O Operating System (S0 FHIH)—
Microsoft Windows; Apple macOS (Macintosh or Mac); Linux
Operating System (Ubuntu), etc.
> {2 I I92=T Application Program (ST (2iiaim)—

o Word processors— Microsoft Word, WordPerfect, TextMaker, Oracle
Open Office Writer, Google Doc etc.

o Photo Editing Software—Adobe Photoshop, Skylum Luminar, Capture
One, Adobe Lightroom, etc.

o Animation and Graphics software—Adobe Macromedia Flash,
HTMLS, KeyShot, PowToon, K-3D, etc.
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o Media players— VLC, KMPlayer, DivX, ACG, etc.
o Enterprise Resource Planning software —NetSuit. BluePrint
OneWorld, Procurify, Bitrix24, SAP Business ByDesign, etc.

o Accounting and Financial software—Tally, Integral Accounting
Enterprise, FreshBooks, ZohoBooks, etc.

o Gaming — Razor Cortex, LogMeln Hamachi, Steam, TeamSpeak, etc.
o arol e Rt Raem it Tawere e[ =7, A 8 dwes s
JEAE (FFHITC) LWL TS 22|
> FUCICHIER TG SWRALE T @ A 8 HelER Utility
Software (TR TPHSAIF)— Compression (Zip/Rar); Portable

Document (Adobe/Foxit); File Converters; Hiren BootCD, Acronis True
Image, PcTools, Norton Utility etc.

> Internet related (FTREH TFS)—

o Email — google mail, hotmail, yahoo, rediffmail etc.
o Web browsers—Google Chrome, Mozilla Firefox, Internet Explorer,
Opera, Safari, etc.
o Social Network — Facebook, Twitter, YouTube, LinkedIn, etc.
o GPS softwares — GoogleMaps, Here WeGo, Mapfactor, Navit, etc.
o Hacking and Ethical Hacking softwares —Metaspoilt, Nessus, Hydra,
WireShark, Nmap, oclHashcat, Maltego, etc.
> Smart Phone System Software ((NRI1Z51 =G (FI=a FoG
TFBEF)—Google's Android OS, Apple iOS etc. @ Apps (SU?HT)—
WhatsApp, Messenger, Skype, Instagram etc.
> Malware (J$TK) ©IZaF, €T, Grerw, F60, 6%, A,
RS, SOSWE, JPINSTE, 97— Melissa, Sasser, Zeus,
Conficker, Stuxnet, CIH, CodeRed, Mydoom, etc. (Q(=R (FiNe Siferp
TO2 IT T I MET IPTRA) 8
Antivirus (W—W)—ESET NOD32, Webroot SecureAnywhere,

Kaspersky, Panda, Trend Micro, AVG, Avast, Avira, QuickHeal,
McAfee, MicrosoftSecurityEssential, etc.
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SHRED
Internet (?rlfﬁ'c?ﬁ?) FAG! @i Interconnected Network (?»@?I—
FINET FHSARF) |@F| GF6] INCOR (AT SNEI6! FACICHIET A
WS I 8| @3 (UF ©F W AR [ @ AET «F5 FAPICER
WA S (@7 SESH FACICHIER AR @A F4I, O S-S
T @7 FE TR T@ IR R GO G S, AT BLAGCS A
TSR RSl @3 WHSANFT GRFID! T FAE N T @ G300
TFTIR &, AME AC® A& Cobweb (FISER) | OF QF GBI
World Wide Web (€3icfT e32T @@R) 3], I REY SR 2,
WWW |

a5l FACEHR ML RSO FAPCOIEE  @HIEEh s =7
Telecommunication (GFRFNEHE=N) IRBE WAE, @ GRS
T8 @ o, 92 99 TerEd iR oifiw, @ieiEel dfRe el
GREN OEE T, *Rreds M@ e ARS W HEE-hEDE
TGN [ ACH Spectrum (CFREN) T GO A3
TAfx ML MY O AR FTO| SWPIE 98 TGER Foole THo
AR, W@ I+ =W 2G, 3G, 4G T9m 2G, 3G, 4G Toima G W@
@RI 27 *78) 2fe I Generation (TSR | SIPTA @ReE g
O AR FASl WP [@oReer [few Band-Width (Jre-
T2u) | @7 MR HE RIS @R @EIER o STRFSE| Rie
I BYle “2 ¥S Y i@ ARl Broadband (IUT) A W
@ e o SiesE IR TOREH IR 7F, TEe G
FReE 8 GRfera @6 SAIEEaE, Ol IR IR TR
GRFerR O W@ SPhIE T OF avaE @ ISP
(Internet Service Provider) (293 GRE0 ST (Afeizes)
Internet Access Provider (Z7GRGG SURREP (ATO130)|
STHRED I
SHRED IRTFR N FORAG 5370s [em 532 Ses 23, 8y
T T P S =T FATHA G5! 2 FAACHIE  SHICADT
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FIATHH ST JIB T 6] = @I 3G Web Browser
(SR FTAR) A

SPRGD FEFH ST TE AR SHRED ST (ASRuR @i
R AR 93 JAFEG IR FA©  NE, IM s NIC
(Network Interface Controller) (FF—F0SAF THRETT FGER)
SN AGF Gl A DSL (Digital Subscriber Line) (fS@mias-
fefebm ArwiedE @z7) M 3@ e @wRe @il Ethernet Port
(ZoREH iiG)1 <[, Wifi (Wireless Fidelity) (STZF2—STREM
FIITED) MRS FATHNG! FAPICOT W= T AW o Wifi PreFme
(@I T A 6 FAPCHIE @7 AR AF 8 WEIHE [TR67
FAIOOIRE Q@ F e AT

VI TERED IR q© 2GS T WA A ARG B
g @2 I K6 WS ) @I T TE FHCS 20 Modem
(VW) @ Router (ATHR) IR IJEIT AR SORED I
e SBREG S AreiRer @i e A O M & a6
WO GFAET IS 28 TORGAD (P M@ OO INCIOOIER A
AN, ==& Wifi M S0 FREHIE el

WON FAGI Y@ = WOTEI5I-OACTED | G5l FAPICEIRT 9y
AR A e € e FI& A OIS Modem BRATH AR
FAFTHIEE TRdE s =Proqe  SfeEt I
AT, 8 *RroTHF (oo [ONGeEs I
FAPICOIE =S| (P13 (AT 93 ARGl Pl e |
TN 24 ADSL (Assymetric Digital Subscriber
Line) («fSeigesripigs eoe Awizam a@izy) ¢ ore Wifi
TRae AT WFTRGT TF FEA ADSL @ ofSre o =i, W
Download Speed (TITAEFIT ™A©), ©F @F I AfSCS O A, N
Upload Speed (ST ~tv)|

G5! TPRED FIETHH AF 952 ML GFIEF IFACICHIE 20D
AMeTF TP I AL F@ T ACHRI NEW AT IR FAE IR0
W WOH F ACIE € ORFR ACOR (T IACCOEI GRS
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FIACTHE PTG (e ST &) ATHIRS AE Wifi-Ga I3
el 90 IIRAEE AR WOGR 2 ACHE ¢ Wifi-Fa I8 A9
APF| @3 GREE WOA-JATCHIE AYRAS GIF6! FIEIHN QAF G 10-
2051 FHFTHIE SHRED ~HeAF I7F AT, S Wifi-B i1 wiorG
100-150 TG =1 ATHR-GR HG@er 7R € Wifi-Ba wwol e @3
S, RO @ e@ o, RRmies SoiMes| @3 o SR 35 RE0
FIEFBIe Twefon 2o =

FRAVENCS G @FIRSE F TORED FE T IS
AR AT IS 9498 TFFA A AW ©f (W& Al GRAfe=EE Baw
@ SPIEDIRA G roe e, g O Soifis @ AE @RI
SEIREDG NS THR 2o (RIS (FIE DS, M GGl TH FAoE
W GIREA @ F0eAF  @FiReER @ e 1w SIM
(Subscriber Identity Module) (F—E3IF SZTADBH AT FTT)|
GhIF2 ORI FTPRED I - MeqR Hotspot (26°76) ™ -
ATHR F(@ [Fe I ITIC A1 AFE @7 AEDS FACICOIEH SPRCAD
FIEEE ST F© AF, IS OF A S=F! I 231

WRIZE TFIeb! ™5 (A OIS SRHREG I ¢ JTAT e
QAT TOTFGA Al TG FAITHIE SR IIRT T &) FIA=I
NS = S GENE B0 FE W@ O FERED PN
11K 1 B o 7)< BT A 1P S ) T S o o 2 R 7 o ) (A
Wifi e w9 I8 A
STHREH IR
G5! FERED  FEEE MSTT MY ML THREG ST (Aezed
@R SIMa Server (TOR)-T@ @3 IA*WoIE 36! IP Address
(Internet Protocol Address) (SZP-3BREG (AGIE SUg™) W
fofes sw@ W, 8 IR «<6! Login ID (7537 =3fT)
Password (iMeq®) @ ol A w99 eal ¥ =izt Sy, @
@ TF 151.101.129.121, « TEES @RI @GN @I w4F1 @
TPREGT AT AFREE Bfee T AF @bl @361 e o

114 Ferotel Rwiss! g, Jwgw



[P TR NET 8 AREIT AR @WFNE INICHR (AF2 SHRED
FIEE e AE, S IR Fa IACCOE @3 I AF| GF
SHRED SOREP 26Tl @ T TEEED JIRTIE T 3T e
APIGTC MC IR Ble] TR, HA A S (2SR Server
93 AR, ACE F& =7 Online (SEIRS) 26|

@A T TPREG G SOREEG S SPR Website
(SEIRE) | RAEee WPyl g @ G SADRED N SPdI=ers
O W O MeA A TPINED AF W SR T SGRED
SERAIRG (O FE AW @F GF6] SENG AF @F A @FfEF
Webpage (SERUI®), I (A1 A SEPIRD TRl G2 SEPNRLSEN
AL AT FHE A TS MOE, FE 2w @i [ew [few men
Qe O AW FOREG M (AelReamd AER A @S T
SENEHA FEF AOR |

FOREADGT  SEPNHEA (TS FUICHIE @F6! Web Browser
(SR FTAR) (AN A I3, @H Google Chrome (@5F (&),
Mozilla Firefox ((fee F@=wF), Internet Explorer (ZGREL
GHARF), 2o ISR el e Seie .

Wl B AT RGB! @B bl B
@ SUIeA L6 SN AE@ ORI R = gt 3|

fa A A @BR THEA ITW A X Google
SEPNRGA (NS M A S G351 C e
Pl i 7@l @9 PGS, @ GRS L

GF6! I, fFF FE 62 SFPIRGA HEBIS ,
TR AE SR, JICABR SEPNE AT .
@35l Internet Search Engine (GRG0 36 2f&w)1 W= AC® 2(F, M6
O S AE, FRE S 3@ a6 @61 W =M FE @ @S
@Re fifE *emE 9@ & e @ @I be s =3 |

@S @F6! SEPNG IR g #16, IF @ URL (Unique
Resource Locator) (ZoSNREA-38WF RO @IF0H) Sl ARFE FI6!

FAPITHR BRI <11 8 T 115



SER JCAEE SOCST A 537 I GBI I TP 6 SEIND
Wl @ URL-97 A0 =*| 21 «0F http:/ A https://
http://www., https://www.| http =95 sl 2 hyper text transfer
protocol (2R BIC LIFPER HIGRE) R @ “s” AIE @R
Secured (FFERC)| 9979 =T Domain Name ({03 %) IE
™I A .in/, .net/, .com/, .edu/, THWF FINE GF6l | IEF WF €3
SEFPGoR  Re™ e FeT  AWI @ w92 URLE,
http://www.bidyacharcha.com/index.html | @(® SEEIZG6R Domain
Name T 251 bidyacharcha.com @ Ti¥ index.html aFB] SRS
W= |
fRHgUe SFBIREE IHARD! (N I B O S T[S I/ W)
o R@If® @-s 2@ IP Address, URL, Domain Name, DNS
(Domain Name Server), oM & SN QAT P2 NG I
R w6 O Wit tied g, e JRRRei wo § S I
SPRED IR FAS AN
e Electronic mail— 2% 25 EEREWF @ A Email (31 93 =00
GIT A IR K @ TS A SR GG A IR 3
TR e [y B oS A g oewele| G FHACHIE
s Rg [ @@ 6 TR 3 NS FEAS APCS AW K@
Attachment (SUBHETD) IR IEE IIT FAO AU IJIRTIRCST TS
@35l Email Service Provider (3@ fS7 (2fe3wq) *lev 3@ @ ©F
SEPNG P @351 e SURFITT (o @ o =@, & Google Mail
(@%@ ), Yahoo Mail (Z3= @), Rediffmail (F%FE) To7fMm | @bt
Coff @ ~ea AE@ @361 927 Email ID (3@ =N13fE) € ©F Password
(FIMeAT), W @ IF, GF6 I SFCCDT TR IeE wiefe:
arun.roy@gmail.com 8 IPISIT; xyz43211 €2 SOFCTH SO AFE
gmail.com SEPNZHER ACTA ~RISFNE 63 SEFMNZE FF @3 iz
NET ¢ APGAT We 9B B SORFICTO! A € (el AR T F e
9OTE, Inbox (TRF), IR “E AR T FPH WIHS JIRFIRCT,
7 oR T WETE! T AT
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e Downloading files— Rfen @5 @F = 3 fitks wFigw, fofde
o T, @FHe ERI A 2@, N ¢ TR giRen e, 29iv
TIONEAG FE FeE FAPCHIE W ARl W@ qwE [fen swes #
TICET 2@ 1 WS e @ e ARl A e S R R
ARG MEPR—SST| ARG (T AT FAe Malware ' Virus SIS
A, G CONE TRF THM RS (7 SAUeEe OF Qe Hro A
AKRe http SEEPIHG =OlS ftp (File Transfer Protocol) (&&FbP—Fga
GFPRE AGe) SEIRbe &, T BiRe Med-men TR Sl SR
Torrent (5(F0) IIBR «JFEF Peers (PRP) REmFRE FACOR &
TR TC FYER R FIE W AT I @ @S o vite
@ Leechers (F5Pf) Fg@s=ifal

¢ Education and self-improvement— Nﬁﬁ@ [T AW @ NEGFEA  SAGIRED
W wE W A 9 @ R R oR, {fen Ra@ wm e prE we
SBIEE TIRT Y72 AbfoT®| @ FEFG! SRS 2+, Youtube, Wikipedia,
Ted Talks etc.;

e Social Network friendship and Discussion groups— ZBRBI ST DTqIQ
8 AFPRT EGAR IIB W2 @ FES6! SN, @, Facebook,
LinkedlIn, etc.;

e Electronic newspapers and magazines— (&l 7 IC T (I e 8
e AR OtE SEPIRG SFEE A O, 98T AR T
BHRGH T2 4 AT,

e Research— Twod % 8 I@FAE SHREDGT I TOIRHF A (610
el Rfon @aiIRs @ ~ew IR TS I3, TP, O ¢ ARPRH
Foifi, @, Online Journals, Goglebooks, Research database, Jstor etc.;

e Interactive games— FAPICOT «Fell fofos Pl (4@ W@ e @M
QAR € TETAR 2 IEIGE (W@ (9, G BARE WEIE e
SPRED SPEIOS OFpT @Bl FE@ o7, 3 [eiom Jie [Resw st
92 R R Ty [fen i wim g @@ [Jefegae e @Rl @
TSl @Bl AR GBI WH B@ WOR, W O 6UE FEI0 ReT el
O3], @9, Blue Whale, PassOut, Salt and Ice etc.
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SPREE IR AR
GI[ MCH GI6! WS F(E@ @6 AT, FPREG IIBO! T IR
(51| ZADRCG TIRIEE & LA Wl ACR MR (AT — G0, o1
g g (WA I(E), TFERAG N IR & O WA (AT
T 2 SETPARG), N Ve 20RED M @2 SEPNGSE IR
FEI AN S JqEMR @ SOREG A6 @S PN =
G5 Mg T¥9 e, A I IP Address| ToAR Ol ZFBRED bl
A TN AR G5! WA T DML 8 (NS SEPHNE [rFr A
SEFG] RPN SUIGET I [ FAACOIE MY @IS IR, FEA
@ ST FiLe, CFIOM I @RI YOAR, [P Address-5l &l
AR O IP Address Mcd TONE FAPICHE FFCo (IMAl RS
PSR 2D el AF)| SHRED TRACGE F 12 248 2o @bl
o8 7 R WS FEFH! 417 ==

SRFPILGSE AP FORAD HJe [fen FAEEER A Ao
P ST FEE WA OO WEm W W@ @ersE I A,
qE I 28 Domain Name | FIFe, SR SEINSGA SO S
T T A @ Bl D! I SERIRE, W Al AR FHI0! WA AR
A AfSd BiZY T OR SEINL FAS GE 2GR OF GBI AW
@SR I =3 @6l ¥4 = ICANN (Internet Corporation for
Assigned Names and Numbers) S8 @36 SSEfOF RIEA| @7
Ty =, A® Domain Name W@ d<om@ R[We 7eg a1 afew
SR @RI T ﬁ’? Sl R 99l SFE e Domain Name
®F 191 IP Address-bit® ®IPCS @I P6l 28 DNS i, I@ 3
QIR @ 2|

CRPILG (OFfd @7 @ 47 T SRR TONOIR  SEROTIRE!
I A fEAET FA 8 @5 Web Hosting Service Provider (SER
@B AfSH (2reiZTs) @F Server (ISK) ©Ul e, @AE A T
SRFPNDOR Fiee, FIORSE 93 AOReA =12 @6 IP Address
Iz, 6! ICANN-F SIS 21 SERAIZGD! 5] F<0S|
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T T TSR Ol e @6 6 [1M, @RENE A& Server
Farm| J© IC SEMIRD (I AfS IS RGeS @ F& A
%) Rien meel sivw ey a1 efol w91 AR A, IS HieS SN 2@
A oY, WK goeif9s T AME| GIONG A A (9 W& QA
AP FASH @ AR 8 MOR FHEE o€ I @ SRSl
TREFIRE W @R Ege AR S IR o7 GDR SEPNRGA
Domain Name-ZF MY ©2 @JifeF ASE@E [P Address 2iisa I[
IR @G 27 OF RGE #Fwa IP Address 5itol

SEIREG IIBE T ©S 25 Domain Name Server (DNS)1 (=
For 7w, REAAFIFE Mem URL-@ @ Domain Name SR ©F ©F
8 IP Address- SFEmM I WS, @ FHREAGHBIF €% IP Address-G
5@ e @3 DNS SR MR TRE@e F9F S AT o1 I
T4 ST A, GF6! T Primary DNS Number (225fd fGanas
99) WIF =001 25 Secondary DNS Number (FTRoR Gaqes 759),
0! Fler IR (@S T AR 70! F& 4 T

@8 435INg DNS-@ 7 Re9a TR €@izd Domain Name
@ [P Address @ R SPTRAI O7 @F REE 910 2@ @, € OF M
55 IE RS FANS P (A A, W F2 A @b FA@EI Oi2 [Reere
fen o e DNS (O 2@ wig, IF IT IC IEI6! oo
ARFRE A T SURED, SN TR =6 AR, @LE AW SHRED
SORFEPT (AeRTd @IfReE (@)t @, BSNL, Airtel, Vodafone,
Jio 39if) | qT IT SEPNZBYEN FeF DNS M ©E aimsed 1P
Address ®TEACS SPRED SRFET FE@ SR S|

G o oo, 2@ REE e DNS 9 @ @€ @61 Domain
Name-&@ IP Address Bt #fteat A& Ft I@ — =€ DNS-TR TS 1
Domain Name R IP Address-G@d © A =2l <6l =¥ ATHRE
TEREeR feferel DNS @FR W R @s aF @ IF
e GFG TFHREE IR 961 URL e 018 S@aizs 53es
BI3®I @ @ DNS-@ @bl apie ©iF ©NeiEd 83 Domain Name-Td
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IP Address Bt =1l AR O €6l 2@ @ SUESG! DNS-I PRGNS =
I O R ASNE SWES6! DNS-G|

@bl ARG BT I TERISAC@T Mot [P Address Bf #iheat
19T ARG BT TR TR MR A SPGB G5! WM TS Wy
Lo 2 0 B 1 e B B e i s e < e 6 | 1
3 1% W6 FICG| WK IP Address 51 eat wise 7@ 712 SR o
AW W oEe AT @ MA@ ARG W6 OGS @ SEPAZG
FFE G TG+, G GRS (I ST SUIFERT feAIe) S,
RS TORED IRRTFREE 24w ARG RS = WMo SHRED
e ArelReama DNS @, 2 mie eiR b [ew g
SENZG Gl IHE FE MSTF B8 IS A DNS  @EAE Nt
frcal e AR GETe AW, W6 SRS [ SUieen| Sk 9
@A TRFIE AE ZHRED IR SOF I8 AE, ZHREG
AfSH (2reizTama DNS-GFR e PR Mo @ S+ Fis AR
3 §FI SUFEP DNS-IF IR I <61 IR @361 [ 21afS =ez|

@S FEPFIR FINe GF6! SEPNZG I AT TIFE TR A9
@ DNS wR=re @2 IP Address tdierifers 2iferaibl bt ©f w21 7o et
FE e @R FUT6IEE Browser Cache (IS F#19) 2R
SE e A T ARR SEINLDENE FREEFRER AN @IS
AR Ty O IP Address @ %S TS AME Server Cache
(TR F™ia) A

GRNF ARPICHEA | GIKIZS N6, 26776, A IO TUI-ACHR
AT FHRED I Wwe e (Areizes @61 IP Address @
THIE 7@ @ M@ O DNS ASE| FE R WIS, 2676 A
T(OI-ATHIE @2 DNS-5I e a1 =1 TS, FIAIAN6! Bl I
SRS R FIB @ 83 MEIEI G AR O AT T2,
@ AF Google Chrome bTF] Iq2 @2 ASE FRE@PG AR
Google.com-G& IP Address SRR P12 @I G377 TREFIE ©F
T @€ URL B2% Facs1 @5 Ao DNS Wispe [P Address B
o @ ~01E 12 O, @ REAPRIR I IE w501

120 Ferotel Rwiiss! oy, Jgw



e ZFOREG IIBOR AR, @ [fen @iGRa—IP, http, Ftp
$wjifi, =T Domain Name, ICANN, Domain Name Server jifd (G
T, FRe IFNRE RIE [Fwfefes Tounst T, Ry 3= T0RED
IR AR TEFoR Souet @52 FHREGT [ReEg)

RGNS 2. ST T A @l

FAPO6R & Electricity (TEREMG) A ﬁ’ﬂﬁ i@, <" I FE
Electronic (2ERERT) A (@fed Toim ITOR ©UF € e
Digital (Rf&GR) I @1 FIFIOOR 7 SFE OF Bl € FI& a7
o) FPRF® F@ ¥ FYF Binary System (IR Peow) e, =
@@ 0 WF 1, W@ 93 qh W q Hs 9@ F@ AR T
SR @R AN BN SR e, g Al A, SR A ER O,
FAFITER I F—CIPoT M TTF G QI 1 S Al G 47 O

Codification System (@ISR FITH)
IO DA ANH = OER, A, & BF A T 2w IR
FPICER I IS @Yod Mw I FE IR ¢ AG 63
":@T JizafE e W@ @3 o v =@ Codification System
(IR Biedw)1 @3 @R Srbab =i @iet @ 5 3@
Mg ¢ om ffE few wRE IRSW Oy IAFCEE Encoding
(@=FITR) FE 7@ | ©OR*F Encode (GFI0) T SURENT ST
ARG WO WA W@ 4 Decode ((UF0) @ @3 Fleo!
FAATOIE 27 =S Foel|

@ AT G5! S 1 WOl 9Bl wiw g T, WNE NS AR @5
g *orom A ASHIl FACHE TR FreN w1
TSN GG TR R (FRroT% GFIIC T AT HEo
TG FAWH 2T, @ wav, avi, mp3, 39)M)| SRR SRR T4 SI0!
WIS 513, OiFE WRE G FE *rows [ SWNime s e ol
TG EER @, A [ TR0 GTET T FUACHER ST
oFIe F@ =roas I ATT WTH75 WHWE HIFIS Al
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@ AT, W FEC @ BIR T ol e Ry oy forfel @b
FAPITHE GHCPIC T A ACI B! 4071 2w 7o, SN RS e
QT T4 AOR INF dIfee Fr AE ASCII (American Standard
Code for Information Interchange) 3 Unicode PG| ToAR, =EL
T P52 BiRP Ff, O FAATHRE AW @B @1C DA ASCI e
25651 T 72 27 @, K28 75, 91 = k 107 | @3©I[ [I0!
3, Yy, B, I T T i, € WA I TR e 7 g =
(S AT, O ASCII (3 Unicode) PRGN (@IfCTR a1 4 ACF, =4
FAATHIE PR DICF 88 (IIC P FUPITHR GRHiGEs (RG]
F@ 8, ASCII (3 Unicode) ROSERE OF e[ &FC Fieko
F(E, I IACICOR I F(A A2 e I929 FE|

Digit (TTfe5) IR Ww WFF @F @F6! 39| @, 7032 RAGA
45 =% 31 fofes Wizl A 7149 Binary System (24 PTow) @
w5l fefes =T FF, 0 W 11 «iF (=1 Base 2 (G §) | Decimal
System (TePmE FESY) 1061 et a7m@ 3@, 0,1,2,3.4,5,6,7,8.91
@d @ Base 101 Octal (SBW) PTHE 861 fofes a1 == 2,
0,1,2,3,4,5,6,7,8, IF @ =W 81 W I = Hexadecimal
(RRMTHEE PIEDe) @A 16561 ® 23| QLI (OPiE PeoeR fOfen,
0,1,2,3,4,5,6,7,8,9 W 3Afa 249 651 3 A, B, C, D, E, F-(38 @&
@35l s IR @ S+ =7, 10, 11, 12, 13, 14, 151 @3 @ 161
e Tfire @3 IR TR AR e WA SE—

ASCII Decimal Hexadecimal  Octal Binary
[ 91 5B 133 1011011
\ 92 5C 134 1011100
] 93 5D 135 1011101
a 97 61 141 1100001
b 98 62 142 1100010
c 99 63 143 1100011
d 100 64 144 1100100
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FAMOGIER AT — Measurement Units
w2 PR 38R6 A @3 =@ Bit (R6)1 A PriGem g @36l
fEfes =e 4% @61 bitl Wb 2bfeTe 2@ e @ 86! bit-(F @ 73 1
Byte (31%)1 @3 Rew @Fwe [fig Fa 3, @ AR Foiser
AFED Y base 2 4G W@ Wl 1 byte-tF fers ~ifd 2° bitl FHFTER
TS G O (E HETR W O Fel AR 7ed @ 9
ARIE A ez A FEGe o AfREiel gveeE 2o—
1 byte = 8 bits.
1 kilobyte (Kb)  =2'" bytes = 1,024 bytes.
1 megabyte (MB) =2 bytes = 1,048,576 bytes.
1 gigabyte (GB) =2 bytes = 1,073,741,824 bytes.
1 terabyte (TB) = 2" bytes = 1,099,511,627,776 bytes.
A7 9T W, Peta Byte =27 bytes, Exa Byte=2" bytes, Zetta
Byte=2"" bytes, Yotta Byte=2* bytes.

©J ¥ FAE Storage Device (CHEE Toi)-eEn #wsl
Aige WA =W 4R GFFRE TR W @, 500 GB, 1 2 TB RIS,
16 GB *H ©iZ®, 4 GB fUfefe, 2o w2y #ft<aa o Ml =7 bps
(R™«@) a1 bit per second (RT *IF FIF®) W@ Thod S == GET
PPIGEE @1t 2@ Kbps, Mbps| S(=F R SR FI2e TIGAEIT
9/ S e KBps, MBps | TG 4 PIZER AEEE MY Poia
&= @bl g @R byte per second (I *F FILF©)|

FAPIOR APPIER SIS W =¥ Hertz (?aﬁa"’&é?) fa@ Hertz 4336
JA2E 2 o7, A Cycle (EF#) @ 5@, 2fS OIFe ©F 7Ryl
AR G| FAPCER ACPR e A (e S i Ol O I
2R fS Mg Fa =0 @3 Hertz It RGF Hz @ —@ =, 2 GHz
JtT =<1 2 billion cycles per second |

FAPICHICER & T8 — Basic Hardware System

FUAPCHRCE Sl g o e Jfe 9B R, €l w6, SN IR
drrer owerEle i M2 @8 e e Fiwbl w@ Processor
(ACPR) | S SR SNTE @ W3, Fe6! A (e Pl 92 @ =l
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[ 2AEPIE I 26 (1ol 2e Input (376), SR A0PTE &bl 6
A I F@ Ve, PieE = Output (WTH7E)1 1 TG @3 &R@
AS—

Input —————>|Processor [ > Output
(Command (Data)

& Data)

40P =5 Logical Operator (Af&<e SEEGe) @ ©Y & WPl

IE F@ | G TR FO @R oY FE TS 7o @ie (F Gibered

& 2@l T 96! e @ Mo AW TR =6 AP w3 ol
ARG TTO B 1S S TR I AT TIRAE W] (AL

GFBl GB!I FCE—

1. TEHeE T F I, A ACPR WS AR, W 2CPE WTh7ER [l
T I [OAR, AN R TP (en Wi WG (e
TS, FCE [T Input Device (i*'{‘{f: fToiz7) = Output Device
(@T@ﬁ?ﬂ? Toi)| whee @ T, i??ﬂ? o2 =& Keyboard
(F1Z@®) ¢ Mouse (WT7), = WTHF Toi@? =& «<6! Display
Monitor (f&Tg SG3);

2. 62 TTOIDNGTANT ACPIRS MY GO INF G5! T FACS A 97
G FAOIE G5l I, @I CPED! ARE ¢ fTeiRret A
B U@ | @3 [@CHIE @) Motherboard (FMIREC);

3. 9T G 0T 25 PR B T @ @G T RS WE I
WNTEo5 (ead el TodR ANEE B! ACPRE M TISAR <ol
TRB ANCS FA| G5l FIOR@ T4 AMR? @3 o0 QG 936! (e o
BACE TMFEACS IS JF, @bl @ A0PRE @ MeA W@
SE G I GEER WITh7E il «hite et BIOS (Basic Input
Output System) (JEP-ETFF 29706 WTE+E fToIR)| @2 TAIEINGI
FAOIEE A @, e GBS SSEl @ G TG AE@ 9%
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I @Bl I [ ACE € WA Bleg = O = ROM (Read
Only Memory) (F5-S1C e« I¥);

4. fog 2fodm FATHR b F ROM-G 1l @2 (2ENGIE 2i/0
HeIS @ € O(F2 Z0PH &S AR BIOS-GI (I @bl 2(& (O
g A FE O BIOS SUCE e @ ANE G451 I A,
AE I CMOS (P Ruge 1 e o1 @3 261 Te AE, ©i
@3 MR AN = GF6! @6 IDIRI @6l = CMOS Battery (PGPt
1)

G2 *® SR [ AN o Fed wkee ;e zm—

Output Devic?/_

Input Devic IProcessor

BIOS

ROM S'e

Motherboard

g T T IIFH Qe [FR WOR W KNS [y I A
5. 40P (O] @9 IS e e I OF 9 FiE FEE G610 Sl
B3, WA O Ewerd BIOS S5 @ A4, 3975 mea 7!
©Y ¢ fEIE [NE, SRR A (et e A et F9, 8
@ ATH76 (O I WTH75 [ToiRel APiE 92 SRt Swwo!
G-APTE EIRE SREE SOl — W AW BoRE @R =@ 93 [T
2@ RAM (Random Access Memory) (JF-30GH SURFEPT (719) |
G5! ML A ZF IT IC F& AT A AE@ A, I IS0 I TSl
GFp GFp T ANG A G (A T W AN ST I TS
3= Non-volatile (FR-(SEGES ) 3 BEOII Al ACF, S AN
Ze Volatile ((OFIGIES W), FHIEH 20PR @FW® O A0 <=
Wi, 93 FAEIOBE & T PRI @&F 7K =2 A,
6. GFACEE PP 26 @F AR IS I G (PR O 8 s el
@ W WITHEp A AN IF, O (FIAE qF TR VS T,
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FARTHR IF FAETS, I SIEE IS FAS IER, 9] FEH KB T
M@ @ G TR = Storage Device (CHIFE Teiz) @ A%
QTS SN[l @361 Hard Disk Drive (ZEfo9® ©ig®) <@ DVD
Drive (Tt wize) w57, IS 20PREE 2d@imew Scol Hoe mE <=1
I 6% YIRS AT [ ¢ 0 A8 @R WITHAGE i A el
q Pfe I AN @R AGR BIOS-IF 92 QROSER SUe YE

O TS,

7.3 %5 9 @1 &fwT FAETER b Rige e qoet Teiz
q weee Rfen s Ry A tor6 AEeE Gl OISt W
fite BI3 SER6! I/, W@ 3@ SMPS (Switched-Mode Power
Supply) (G- FZOT-(NC AT A2

Output Devic?
Input Devicg_— Processor
IBIOS
ROM
SMPS
Motherboard

DVD

HDD

MOS O

92 A =& FACICHIRE &1 T9F Processor, ROM (BIOS), RAM,
CMOS, it Motherboard-ta #fE, T@ICHIE il I Mount
(WTB) T4 =7 @35 Cabinet (FR(A6) 3l AE Chassis (*0i) =T
OI® G 2@ 8 HDD/DVD wizeowEl, SMPS € UIeE ©OF
TS B P wheite el @l Gpg P SRl AR G0l
ORG5! ARPHE FAPIEsR CPU (FfEE)-zra gos 398! | T75 ¢
TG0 [TeiRtete AMRCRIees fFiig it #ia el =31

a2Yl Sy wRe g @it &1 gors =@, e Cabinet
Front Panel (FRG F6 ~Nel)-& T Power Button (7I's3i®
3M6+), Restart Button (55 3G<), HDD Light (935fEfE #igp),
Cabinet Speaker (R0 =A%), USB Port (W™ 71i5) o
Sound Device (7S fUeizs), Display Device (fooz fTeiz),
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Network Device (0e3% fUe23) ¢ Wifi Device (€322 fUoiz),
W QR 2@ 2fF ¢ USB tAilf IMRGAISE Medl AF | bR
=8 fGeizd PCI Slot (Peripheral Component Interconnect) (e
AB)-G AP [T, T WRe O F MeE I, oy FC, e AR
JIE QT ST I, P AT QST FIE Dol 00! ST AT

(OR57 FATCBIET WX —Assembled Parts
R G5! (OGN FAPITOR (FINe IR A A R[fem @i
fen wex A =67 AFE [/fE @ 9 =@ 72 AGAeE OEM
(Original Manufacturer) (€243-€RfEm REHRORR) 7 @i
QYIS IS I SIOEe IFE O " @ JeiE [iE 3@ amse
o567 FAPICHR 2|

@ ¢ IR QW AGTeE /e oz @ o 2w e w14
I T W@ SORAD IR O 8 oA @ MRIER fofbe =
g ! R T @S = Gl 29, (@6 MR D! B =
8 BE| (PRGN FIE MR O TMIREIST [few Slot (F5)-2ER AR
T AT @ SRS OO = (@G PR 62N, PISEms A €
SRSER WA AN Jumper (SIR)-E @11 AF @EG @R
IS TI—F0! ATBe = @G @ebel EE e 5o
W e, @3 B [Res @ OIS T Processor, Motherboard, @
RAM-F @, -8 o f{fem % sate =@ ¥ ®wor’ HDD {1

TPToR e =S TS AFGR, ¢ @93 WA T AYEEHE FE
toft T4 = @7 TRl SPRY| SRR ©fR i By SRAeER AR
el TR @ SR A G, PR SR SEeE [ wE me
e Fime, g W02 29! O ACD TE

1. Processor 2.  Motherboard 3. RAM cards
4. HDD/SSD 5. DVD drive 6. SMPS

7. Cabinet/Chassis 8. Front Panel USB 9. Processor Fan
10. VGA Monitor 11. Keyboard 12. Mouse

13. CMOS Battery 14. SATA Cables 15. Power Cable
W &9, 612 AT, Cabinet/Drive sTPIRIE 97 Screws
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3-pin fan
Connectors

Back panel and /O connectors

PCI Express
Heatsink

P4 power
connector

Inductor
1394 headers’

Integrated
circuit

SATA RAID

[ == Capacitors
CPU Socket
Northbridge
CPU Fan
Serial port connection
connector
Southbridge

Screw hole

FuwH
in PLCC

24-pin ATX B 2
System power connector oppy conniectar
panel ATA CMOS 4 SATA ATA (IDE) connector
connectors  RAID  Battery  connections

TS

SATA
hard drive
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Power

PS/2

VGA

b L > LAN
USB

TN IY

Sound

R AR APN S T (SN (81 IS T Processor
STl T FIeET 9KE 64-bit (Intel i3,15,i7; AMD A6, A8, A10, A12)I
G M W N F94 AMRRG (Asus, Intel, AMD, Gigabyte) it
@ RAM S@#13 ddr (ddrd), 31 3@ 4GB| ™ SDRAM 551
Al €5l SRS @R [AfSs zml HDD 500GB ==k o, g 1
TB-9 % 2O el M T2ifS g 25f& f& SSD (Solid State
Disk) (e %56 o) @imel 2T O e berwi 1 gefimmial SSD-3
W et R W21 961 Swesl USB Flash Storage (3™ THIae)-<=
TS GF AT S @ SR TP Wig) I @), (W I TR0
F4 2T [ 20 UEI HDD Si§ DVD drive 209 23 SATA (Serial
Advanced Technology Attachment)! Sito=FE PATA (Parallel ATA)
it FIer 5 1 Front Panel USB 3.0 e 23|

FAE 267 oo HheTl BIE I 4G G5! FAPICOR AW el
I BY vre @ e PO e Rl W, Processor
SR 32-bit (@, Intel Core 2 duo) Z(F AMRGAGS iR Swg@ist
TS 2@ @A RAM X[ ddr2, =9 4GB 9l (18 5ai[@l @A Wifi @
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HDMI display ¢ii5 i3 Il S6ml ¥ o 27 =W Wifi dongle
(USB) f@ gizeR 2%s e 21 99 USB 2.0 5%1d, USB 3.0
T | 97 T SED PG 32-bit ea 5%

FAPTHRD! BIEICS GIEE IE TSR A2 QOO A==
@ Operating Software (SIEDL FFHSIF) 0B FEA WO 2@ |
WA S Z(F, Primary Active 2R C:, ®I9 G &% Format 2@ New
Technology File System (NTFS)| ﬁ@ Pen Drive format 23 FAT321
(Siafbe. TRpeR) B FAIF YME2 IWMREICS] Device Driver
(T2 TizoR)-e@ 9FF b E05a 3@ e 2@l

@S, Wew, g w67, 9FoREE R, 39 SiesE Plug
and Play (2% =% (2 fUei®) @ weal 2@l USB ¢IiG sl
FEIC ¢ [T ~Aex IR oy PS/2 FIZEIC @ WT =it PS/2 i €
IS @R FEEI PS/2 TG A SR 8 NEER (#iib Semt e
237, 8 @ER DIN Connector (7 FI=3R) PN 5597 W1 BRI, I
A @re-eeE SECT SIPIBI TR0 R =@ TS Al

9YE SRR ArEaR TelR giRer wHiEbe Twhewr e
@ = o ke gReReEl @@ o @R Toldy, @ 215,
FoEl, =foe P, o AiE Ml Fite 2@ SeiEb Frids oF
TRe gRem ez rE o & oA wm Tewhe me men
STHErE DY/ @ it T05a Fa0o 2@ | @G FE AT
fTolen piger, wfbe WiHeE T9M KE THREDG @F @6l o
A, TR o PFae ol ARFE B¢ O TR0 34 2E @2
TIRORYE T IR O FOGItR ISR GiEeR WEmM I GTe Al
Back-up (I5-=01%) @ 4l S|
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TG 3. FAPIOBIET THATH

FPICO TR VB! ©lo—Fl A1 JCSWH ¢ RS (A A
DS THATHe | QOST THAIHCA TF! PO ALCS = e,
o WEel ({F A, T = o M@ @wiRe I Bl BroE
JRA2F I O BT M@ A SR FAPOOIE T (e AR
TR R O SRR Y 00 Z([, A0 QA HeAbe I A
G A RS R TR AR @ | AMOrS ARers @ f[ge
R AP, OIS FAPITER BRI SPfRel (21 By o [ANS 2,
e =g Earthing (@) A Ground Line (TS =Z) &
DI 1 A FTAPTOE Roge @ i T TS @ sTigs
B, WS S [FHS (6T T@ 9F2 AL Al AT GG, FACCHE
e @R & w96l Surge Protector (T (ANGFR) A
Spike Buster (*F12F IFDR) SN @B S+ WA [Fars “veqt TR
A Ikle e Ao, I R SR iEE 9 @bl Sl SihRIE|
TR RS Ier F9 weRl NS I7RiE [ AIE T
g2 % e Al @bl [ew @ from e Fify/fefer mra s aes
@ SEE T ol AR, B I e ee 1 Y/ witte
GF5! Fif/fefe 7 o ANE TIRObR @ Sl #iUl SWihR|
e/ fEfele wize 7 w4t Tho, e M@ 71 o, gikres e mea
WE € IH FAE GOl @ronnl Bl o uiRe Y fte =& Wi
PPIGY Gre *F uize Hzhl 7126 FF @ Eject (3@3) @ Mo 2@
@ Safe to Remove Hardware (7% [ fii® Q(0ew) GOmes ae
SRR S A
AT IR A1 =@ T wien FiEs-rme 96 =6 b A
IACICOR & AMES @bl T GI5! SIE (WF I IACICORA Bl
S PN R O A ALCS| WL A GG GOF W W =@
7 ¢ o CMOS Checksum Error (PG 31N @3K) M, WA
bR 82 PAod O IACIEEE AW Al qrRe oS IF2 SERE TR
Tt e I@ o =@ RTs  JizEees F2 (9%-y) et
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FAPICHIFE NS g @b T60 AFE (OF AT A @3 oI
R G EaiE AEs wen I7, I6IRT e ¢ Fpe e B @

FAFTER ble] RETE O T TG, O WA T 7l T RAM
Card (TN FI0)-3F IS Qe SNF 00 <GBl = Wl AR
FAPTER Blf =1 Boot (F) T System Sound (FPIG Tw)
A 2@ I AN O HER € FAPICHN bie TR Al 99 RS KA
ZH WMRECSS WP (W W FIC6N e W@ Fhe 8 kb
HCANSTENE S FoIe T AT I 7eq ¢ JF eTeid 63 @t
A AR T SR AN GRS TG AFE @R AR W
FICHIZ R @ IR 8 FIb] WMl IR G A6 Q| A
QR AW G (ddrl, ddr2, ddr3, ddrd, =9 =t 2w, SDRAM) =
FAPOHIBGICS AN G5 TN PV S =3l

FAFITER Coft = fifem = A1« grel @2 woleE B
Wt FAPIET 1 AR 2T el I TS R A FiY/Re gige s
AR A, MGG FOGE weTw wrg A, 29w e Selie
AP A FANE I AL e 2@ ¢ FAPTHE T 1 A+,
JREC, AT, Aes Frips To FE A8 FACS A SR TP A
el GBI 7Y e =1 g, @ e P |l $912 Tl

ReR @ W TE, FACICHIEE INREDA s adl USB Port
(TR TIG) T A= AN G I, AT FIREABGT ALE WS AT
8 A IMRERIS &0l 28 O e Peed /@ilR ibeE IMREnss
SR AF, Oz 4[P 2o Mdl I A SWwsE USB Extension Hub
(FCPR @B 2R) AMeq AT, A M@ CEEE @61 T8Ik oA
WF2 SERRE 8@ AAE edt FF, 8 N [l IR Fiie/ Sl
giZos YEP o Mall W AR PITHE@ @0 SR 26 @361 External
CD/DVD Drive (9357 Hif/fefe gize) R aml, at 8@t il
N @ P/ giztes a@em =7, IR [feq e & R T
TTHEPE e ¢ giReReE Y/feftre memt =1 | @mol System
Repair Disk (PP i &) i Boot CD (35 FifS) bisiiem
ware FiiY/fLfeft gige =iel @ 79 gize e 6 el
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M FE FACIOOR JOSMIET [fon =t a1 +AGweE [Fe aw
TU @ FACCOR (SR =W CIUENE I Assembled (SURTRED)
FAPCORI @7 R 7, ARIE ol [fem ABA ARSI AW ISR &
R @ | @INe AABT AR A I GRINMST B8 I SRR ANIR
s, 8 RIS T Al T ACPR, TMRES, T [0, GRS el
T SN ST AS O GO U AT (T A (AR S| TP 7,
a3 AGARE @ ARNER Ol @V 3FIF, A THAE ZJ, O A8
O @ SME PR @I oiMd dW W@, I = Branded
(FIMTT), IR IEE [E I, CleE THAER 23, [HS [
8, CIEIR FINe GF6! SAB7 Y=IA J ARG [Res 1001 =21 el
E @ HAGT SRFIA TR GWES PFOF Al (ISl RS
WARSE SIMd JNEGT INICER AT =S|

FAPEOR AR TR T g WS WS AN QST Y[ [
A FRE wed Thol fFa AR Fae AW I @S FhERE a9
e oFt form e e IR 2= Jr weal T AR Fa
FAPITHR ATHT FAC o2 AE O M A O, FIAC, w0,
W&, T FREG e FRE Ie@ AL =E

G SRS AT
LGSR THACTH( 742LS =5 Operating System Software (SIIEDGR
OGS o eTR) 3F9F AN @5l A2 Install () Fa =W
ciomEE T o At @ C: T® 3od I W AfIm
FAPITER bl 2= @bl C: TiR® (AT S Load (=11%) = ¢RI @
Ty C: TReE @ =¥ AR WURhe Titel el S @ T
JARIEE e ML C: TETes 35 341 27 |

TR, e 2R WNEE e TR € FORSE], A TS (O
IR ¢ Y @, 98 C: TS T, S e A AN e
IR AN 8 2@ O ZFE S 9 VRS O A @
@3 Program Installation ((2faM 3T5F™=) @ Device Driver
(Tel® piEer) wiEeEiRe O35 FE@ IP o AT @ men
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OF G PIRE, @S IR SHADL FRIGE TepewE SR 2 e
Fo @ C: UiZ® Format (FA0) I S F© @ FEA PRI
g foet TR Y= @ (ST B ARG WSl SR AN 6
fToiz giRemeEs SIRE 35a @ s 23 |
Disk Clean Up (&% f§ =1i#l), Defragment (FTZ15(5), System
Restore (PRGN IGH)
TR PR FACTHER IS S B 2@ @@ i@ @ System Crash
(PP @) IO 2N TAS TP AP (Al FFHe e
Uninstall (S92757) F41 T System Registry (PPios e n)-to
wv<Fie Registry Entry (REf% @) == 3w, vl ez
TITOR T T A, GCRIR A Temp File (G T2 o a9
GET THRED IITE FAES FALS B FEA 6 Cookies (FF)
Tl R OF $UE QG OMF @l WS G G ™A Fragment
(F175) =@ Linked Chain (#1:F© =) al Lost Chain (F% ) 8
Bad Sector (JT 7i37) (O IS @ S (O SANE FANCHR
TIFAPT GFT ATl RS IR @S TSR] R FAPICEIER AT

G ’F TalEE TR Fle awWol 2@ 2fSame § C: wiEe w0
I R SPAEG PG, v i, ¢ fTe giReReE 2oa
IAS T@? 99 6T (O Wie «F 5! User Account (TTIE
wIIGD), Password (7IMe310), Date-Time (T95-512¥), 2ot 7= &g
WRE 0 @ WMed A T T IPIRG! ©% SRR PR 2= ’F2 OF
4, [ IPAG 8 TEPICF| 12 RETCS =A— i =il

THATHET 240 & 2o, QYO [T TS T 26 Sl
FiZeerE WENGE Y= @l @bl @ Disk Clean Up ([ faa
@) @7 T Semt Utiltiy Software (SGR6 Tw5ewiF) “hemt T
g CloE I A T TZAEP FGER @6 SR G IR I
el TSP @bl ~Medl IE—AIl Programs\Accessories\System
Tools-@@I @3 (@2 =2 Defragmenter (THHTFOR)I fF-=07= 23
ol o e 2@, Rew 3@ C: Uidted & SiEssl [ e
TINEM AW (A IACTOR WZF) @AF IF 96! GRS A2
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3¢ @ TiZe D6 e tre e T G-t e Tmeiers
S TR R e -t 8 e ¥ Hard Disk
Crash (¢ &F @) 28T TS AF6! @Y T4 I-N N D
@ T T YROYER Swe 30 FoRA el @ A A4, [
Unused Space (SNH257C ) 2|

MRS O G-t @ s F99 71 IACICOIER e S
6! AT TG ©F e T WAl W @ FAETHR woyfET Bow A @
FeR OIFE @RI A&, SN2 Memory Resident Program (&
PSS (2flE) e A 2R O PPGE @GS eleeiE SRl
@EFE F a9 o S Zehih whemE Aledl IR [y ©F
M TP PPIG Al System Restore (PPIGS (F16F) I929
3 PFF @ @61 Sem AR T3 Control Panel (FVGEGE
“i==1)-System and Security (PPIGY U FRFCRD) @GF PGS
A OIS S A ST S5l Fal (NSt = A

FIPToER S BF A Ty MR N =9, @ WR FE F9
23! @5 (AN Uninstall (S9E5) I@ @6 @3 SHAR I@E
AN (F Ao (AN IR A (R0 @ (AN S0
W, ool Ol Fuere wiNGl g @R T FeIesiEs i @
26 9 el W Task Manager (5P@ Si=e®) e @6t #iteat
IE 5P A AW FF IFE@ — FACOHIEE (NRCS 61 Processes
(0P @C @ WiR, IO GNE WEE, I K =R ¢’ 2R |’
G AN q WOfRE G R, ©f 2R A FA2 T, e [
T TEFE|
System Repair Disk (FPios Reeime o)
o ot @ Fweers < gs 2T e @ TS AE Ol
2 IAPTEE C: UiRe @@ PPiGs SREDeWEs Aores Al =, ¢ ©iF
B2 =@ Al PG @ieg #iEen! 98 a Corrupt ((FAIFS) 2@ IEs
iz 2@ @b (A @S 23 System Repair Disk (PPGs R
&)1 T3rer PRGS 35a I AR GBI S S[R3 (o I Al
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Tb®l a5l =& @6l Boot Disk (F o) i Fife/ffele weiea
FAPITHR bl 41 6 TRAOPT PRGN Pow AEE FEaecE
T AE| @Bl @ TS TR (O FE (€A AW, G5! YA Al «fe
fife/fefee i, FEE e System Security (FPiGs HifFG[R(G)
[Sad

ﬂj; e ETTW ‘ﬂﬁ S Al Track  Track Sector
Ol A@NE TORS O (2T Magiar,
foore, Ffe/ffef, vm wEe y
T 1Y) TO6T GRE R, O
Format (F6) 3@ Track '
(B1®) ¢ Sector (737) NI O |,y
T | 2= PFROE w=a W@ Tl WNeie=—27,
= G foedll @] Track 0 (e o i
W SEEET O — % % “Actuataor Arm
P2 AR W 8 (PN P € PiFEl @Bits @ = File Allocation
Table (¥ SUEAE=H B3e), A FAT (F6) T SAF6! @ I3
YAE AR o Woll BT @2 PR GEre AE weAcEbe
FPiGs swhewie Y6 Executable File (TG wize), a W
PGB! Blf =W TICeM PRGN @2 FZEHE AN command.com
(FG ©6 )|

® @e O a1 79 gige@e System Format (PPIGS F7s015)
(3 Bootable (JBI@) A €A I ((PIH TR OGN F0i6 T
Sl (Al S, WAEDL FEGE o IR Al ARG | S e
oo e 36 s FAPITHR be T ©§2 Command Prompt (I3
#6) A C:\ e ik =i g 91 AT ), 7wl fone wiwe 97
JIeE o TR IR T4 A T PGeE FEE s
@ FrGe Rermm O e ¢ ok e ME $oFwE o
TIMUGE @ Version (SR*F) IFT IEE, OOEE R P

Disk Sector
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AT TRe e I @ T GO M@ PO 6 SR
TACGEE G5! =6 TRFA ble W 93 R 1w

<5l e 2 BIwd giZesE@ Scan (FF) F4 IR@ ¢ ReoERS
FA AR L&, All Programs\Accessories\ @& Command Prompt
(FC =) FE 2% R gigewE! 9% 3 IE@ chkdsk/r F1G
e @zef FPIGS bR T92E I Fie @ 8 FAPITER ™ IR
SR Bl T WS A C: YIRS @R W ! ewg A AW
qroe 7l 3% =@, oiE C: UiReE TR F[ =ol SO AR Al
FEbE T Al I JICO @ RS TIE! o T W o1 oRE
B8l TS @ S B TSN I OBISE SRwwE w46 IR
@3 B8 9T RO ~Efors @ W2 WO AE S+ FACTHET @3 2
forsl ok o i@ Aifie 7l o+, A 3@, Slave Mode
(T @) |

FPGY femE e M $ S99 @6 wige «IF TS T
FAATO BIe] FT 2GR A T AT S ACTHD! ble] (A
a3 b IEE PTG AFE @S o I ¢ SeE FeGss C:
TES WF P (O UF @ O Wl Fsw e e i 6
TR T FE? 92 AN P WDl 9Fp T (RN G FRI AT
Boot Device (T fToiz) F10 (I @R @He 20PR-@ F12) | 9gol
menl AT I T AT @I @ A6 B BIOS (I i,
&5 =v 3 @ To5m e Rien HorR-a [fen o i o
P bl o e ANCS =@ F e F10 (A1 F12) qiba61 Boieeg
ToierE mir—T F, fyew YRR, tm oEe ¥im
Qe PietE @ e oW Fie/ffele | g FuFiesE el et 6
foThl o ANS JE 9G9I JOI fOIF A P BIOS-G (=1 (el
Boot Sequence (5 FiFE™) SPiE C: TIX® (WF2 P F9AI ©12 b
Te® o 2@ F TR6IE el @00F OF TS =
System Imaging (PP 3tfEr), System Recovery (Fripw fFeifs)
Rl e @ @ 793 A T C: TiRerE w0 F9 2ol SR
AME «, W O S A R W > W Y= AW ool A C:
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YIZSCE TR0 F9 e ARSI GIR AW (PR WL PG, vl
iamet, ¢ fteis giReRet, ¢ @i 71 oy o6 I wew e
OF RFRE, WRE oA FAS TE, A @ IEWI € TROF 7
Y 7e PRGN e @ el

C: Uze (I @IS TRo)-BF @351 Toiw J ool (o I@
G5! FIA U@ Sy @Fe (S @S T R giRe, ey, ar
PF UIR®) R MeAT I[F Creating Image (fF@be 3m@) @2
FBA T (@ T AT A PRSI S WSl @3 TR
IR IW O Gires es! AfBEN FAE A Image Recovery
G o) @3 R SEF 56 FE@ C: TROE [WR WER WSl
IE WA AN TG T RIS AC Al O3 FACPEHR @ 2@ ¢,
PG PR 6 O, 91 SiRar 9N R (O, Sl ARER
Tl S A

TEeP POGEE @ I8 ARl Sie—Control  Panel-System
Security-BackUp and Restore—Create a System Image! @b! 5ifeld @
TiReb! AE Med @ ORI WindowsImageBackup  (S2HCOMIRGE
S A 96! FeA (O ™ | System Repair Disk (FPIGH
femE o) Mo 6 w6 e @3 Tl [ ARISRIE frer w9
& | Advanced Recovery (STe~e [ellR) =@ 2@ [eeif
NS AR FNGS “NEER Security-BackUp and Restore |

a3 JEbl [ SN WA OO TTHSWAE AN T, T
Acronis True Image (U@ § &)1 92 THSTEGIF 961 b
O At =7, ¢ ¢l M P F@ FAPCOR S, @7 R
YIoT TE (Of T ANS W O FAS YRS 6! FEA AN A
(O TER 9 )| WA ANCS F, 9Bl T3 AR W gige
*i @RIE ¢6% F OF WE F 0E OF G2 FiReh! @€ [{Fen S
@ AR wrRle gk B C: TESE | TR T, S R
UiRe FHRSET G9p W (S A oYl gE IE (90 Kool
e wiReb Ok @ @ AE OFes M Feier S o

138 Ferolel Rwiiss! oy, g



TR A I, I IS Fize6! Administrator (SUTCRNCEER)-
S+¥s q Permission (A=) ol ot =i I |

FAPTHIER TTHa 4 IO RO SWRSE e @ Fris=n I9=a =
(R, SR THEHE THARCAE 2 FOG TS (o @ @
meq 2GR SAEDL Fopy ¢ Toie giRereE 3od 3R 2[
i s Fro = SerEeaE S § S N I9RE I IR 8
PISTEl 356 I@ WO T 37T 3T IS5, SOSiE SOFISH 8
O AAPISAT, TAHRED FIFFINSEN ASATG, (T2 JFATE, -
o, 2o Ao REmeE 0% @ MeTd »19 ©XH8 O «F5!
PrGY TE (O I AN TPl ARASRIE W @Ne 2N
SRETEGA fNE eSS T W @I PG eer d@
AR R T T (ARG 2B PO I 8 POIGN et
QAE A AR FE S @ FAPICHIER ATH SRV TR
@58 I I

User Account (3591 SFIGT) 8
Administrator Account (SUCRRTE0A SRFICT)

@ FiNe FAPPOIES, QA ey I9RE AR, W@ A= Stand
Alone (“BG SUTAN), Administrator Account (SUCREEEER
=FIG5) 8 User Account (TSR SUFIGT) (O F41 € SUCHHCEEEA
FICT-EE T G35 APeIT i edl Thel  SureRiarDta
WRFICT WEe Frisy el e @ A A $SAer P
TR SFICH 8 CHRACEE SUFICT (O FAF IIF A SA2—
Control Panel-User Accounts—Add or remove user accounts|

«31feF FAHTHR @ Local Area Network (T @l (+5'€qF)
A LAN (379) = Server (FoR) IFIEOE SUCHACEET SUFITH
FA02 = g i Terminal (BIFHI) FHPCHRSEIDS Gl
T fler® SOICRTEEd SORFITS 8 3SR SOFITT (O I e I
A ORI e FR FRGE IO o e fAeefd I e
PPIGSE <RI bl =1 JR
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ARSI Fe I TR 38 UG @ Log in (315 3) I
e FAO A TG T FINE THEWE T IO A PPIGE @
@S T AR FAS O SUCREER0I-EF AR i,
SICfNTE0d SUFITT &F Log in I ©f F(® A

T TG SORICT L T I NG FAA WY T G I TG
PrGT At 2w T2 Bt I @ WHIIE Ok T6 @3 ATFS GIb!
s o1 SAPITER PRGN ©i2aPt A VST BIFie WEHIE Sz A
WASWRYE 26 %61 Auto Executable Program (S5 @HRFSEE
Tl FiRE M FATHE PRGeE cide |l teite ¢ =@ o
AT 6 AT IFATT ACP M e T AW (WGFE = SR
T R SEEAPe MRl ACR)| @5l I LI =3I, I M
TN T QT T4 W 8 WCRACDe WFITT APSATC 2GS
(A AR T S STt @ A o ™ e @ 2 he
I ACS O AR IR STl T

S0 [Rew
Virus Protection (S123P (2IGT*F)
FAPICHIE FUET A T SIZAPT SAPRR PR, 2 SR (TS P
TS (1, B, B], T I IA0S) AN T, W[ SHRED
JRZR FAR T -S| SEFNAD GIFR T, OIS S Szl
THRED I A T Al AN INCICHIE Antivirus (SUIFGSIRA)
AN 3T5e IR (O d© T3, IR @3 ANeE FEhe Siiees
TS W SHREGA N, TS oo Sizapt [ (o Fers Fa1 =1
TIFe HFE T ST SCE Al FAA ASE 0F Fors FE Al
O3, SHREE I FA W Al G FAACOE WS SR BT
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32-bit, 129

64-bit, 129

Access, 60, 85, 112, 125

Accessories, 46, 56, 134, 137

Accessory, 110

Add to Dictionary, 77, 86

Addition, 88, 96, 107

Address Bar, 25, 42

Administrator Account, 139

ADSL, 113

Align Center, 80, 86

Align Left, 86

Align Text, 59, 80, 86

Alignment, 102, 107

All Programs, 45, 46, 56, 60, 85,
134, 137

Alt Key, 40, 43

Alt+F, 17, 18, 22, 64, 76, 86

Alt+F4, 17, 18, 22, 64

Antivirus, 111, 140

Apps, 111

Archive, 38, 42

ASCII, 122

Assembled, 127, 133

Assembled Parts, 127

Attachment, 116, 129

Attribute, 38, 42

Audio CD, 25, 42

Auto Executable Program, 140

Auto Sum Function, 98, 107

Backslash, 28, 42

Backspace, 41, 43, 71

Back-up, 130

Bad Sector, 134
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Band-Width, 112

Binary System, 121, 122
BIOS, 124, 125, 126, 137
Bit, 123

bit per second, 123

Blank Document, 63, 85
Blinking Cursor, 68, 69, 86
Bold, 78, 86

Boot, 8, 21, 132, 136, 137
Boot CD, 132

Boot Device, 137

Boot Disk, 136

Border, 59, 80, 87
Branded, 133
Broadband, 112

Browse, 67, 86

Browser Cache, 120
Brushes Menu, 54, 55, 57
Bullets, 59, 81, 82, 87
Byte, 123

byte per second, 123
Cabinet, 7, 21, 126, 127
Cancel, 49, 57

Capital Letter, 40, 42
Caps Lock, 40, 42
CD/DVD, 8,21, 132
Cell, 91, 99, 102, 107

Cell Formula Copy Paste, 99, 107

Cell Number, 91, 107

Cell Orientation, 102, 107
Central Processing Unit, 7, 21
Centre Tab, 66, 85

Change Case, 79, 86
Character, 6, 21, 58, 79, 86



Character Spacing, 58, 79, 86

Chart, 106, 108

Chassis, 126, 127

Check Box, 38, 42,76

Checksum Error, 131

chkdsk/r, 137

Circular Reference, 102, 107

Clipboard, 54, 57, 74, 75

Close, 13, 22, 48, 49, 56

CMOS, 125, 126, 127, 131

Codification System, 121

Colors, 54, 57

Column Width, 88, 104, 107

Columns to repeat, 105, 108

Command Prompt, 136, 137

command.com, 136, 143

Communication, 109

Computer Language, 110

Computer Program, 110

Control Panel, 135, 138, 139, 143

Cookies, 134

Copy, 34, 42, 58, 74, 75, 88, 90,
94, 107

Copy-Paste, 88, 94, 107

CPU, 7, 21, 126

Crack, 143

Create, 36, 42, 63, 85, 138

Create shortcut, 36, 42

Crop, 55, 57

Ctrl+Alt+Del, 18, 22

Ctrl+G, 66, 86

Ctrl+S, 63, 72, 85

Ctrl+V, 75, 86

Ctrl+X, 75, 86

Cursor, 9, 18, 21, 22, 41, 43, 47,
56, 70, 72

Cursor Key, 18, 22, 41, 43, 72

Cursor Position, 47, 56

Cut, 34, 42, 58, 74, 75

Data and Formula Input Bar, 91,
107

Data Entry, 88, 92, 107

Data type, 104, 107

Database Application File, 63, 85

Database Management, 62, 85

ddr, 129

Decimal Places, 105, 107

Decimal System, 122

Decimal Tab, 66, 86

Decode, 121

Default File Location, 49, 57

Default File Type, 50, 57

Default program, 52, 57

Default Tab Stops, 82, 87

Defragment, 134

Defragmenter, 134

Delete, 32,41, 42,43, 58,71,73,
86, 88, 90, 95, 107

Delete Data, 88, 95, 107

Delete Key, 41, 43, 71

Delete Text, 58, 71, 73, 86

Design, 64, 85

Desktop background, 9, 21

Desktop Computer, 6, 21

Device Driver, 130, 133

Dialog Box, 63, 66, 85

Dialogue Box, 49, 56, 76, 78, 79,
84

Digit, 122

Digital, 7, 21, 33, 109, 113, 121

Digital Subscriber Line, 113

DIN Connector, 130
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Disk Clean Up, 134

Display, 6, 21, 54, 57, 124, 126

Display Device, 126

Display Monitor, 6, 21, 124

Division, 88, 100, 107

DNS, 116, 118, 119, 120

Document Area, 61, 65, 85

Document File, 61, 85

Domain Name, 116, 118, 119,
121

DOS, 141, 143

dot File, 84, 87

Double click, 10, 21

Download, 113

Drag, 14, 22,72

Drive, 7, 21, 126, 127, 132

Edit Color, 55, 57

Editing Text, 58, 73, 86

Eject, 131

Electronic, 116, 117, 121

Email, 111, 116

Email ID, 116

Email Service Provider, 116

Empty, 32, 42

Encode, 121

Encryption, 142

End, 41, 43, 70, 92

Enter Key, 18, 22, 40, 43

Error Message, 51, 57, 102

Esc, 40, 42, 49, 56, 72, 95, 99

Ethernet Port, 113

Excel, 60, 85, 89

Executable File, 136

Exit, 48, 56, 63

Field, 84, 87
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File, 25, 33, 34, 42,50, 111, 117,
130, 136

File Allocation Table, 136

File Format, 33, 42

File icon, 34, 42

Filename, 25, 33, 42, 47, 56, 61,
62, 63, 85

Filename Extension, 33, 42, 61,
62, 63, 85

Fill, 55, 57

Find, 58, 66, 75, 76, 86

First Line Indent, 65, 81, 85

Folder, 26, 27, 42, 49, 63, 85

Folder Location, 63, 85

Folder name, 26, 42

Folder tree, 27, 42

Font, 58, 77,78, 79, 86, 102, 107

Font Color, 58, 79, 86

Font Effect, 58, 79, 86

Font Size, 58, 78, 86

Font Style, 58, 78, 86

Footer, 64, 84, 85

Format, 64, 85, 88, 104, 107, 130,
134, 136

Format Cells, 88, 104, 107

Formatting Text, 58, 73, 77, 86

Forms, 62, 85

Formula Setting, 88, 101, 107

Fragment, 134

Freeware, 141, 142

Front Panel, 126, 127, 129

ftp, 117

Full screen, 56, 57

Function, 40, 43, 93, 106, 108

Function Key, 40, 43, 93

Go to, 66, 86



Grammar Check, 58, 77, 86

Ground Line, 131

Hacking, 111, 142

Hang, 17, 22

Hanging Indent, 65, 81, 85

Hard Disk, 7, 21, 25, 42, 126, 135

Hard Disk Crash, 135

Hard Disk Drive, 7, 21, 126

Hard Disk Partition, 25, 42

Hardware, 8, 21, 110, 123, 131

HDD, 126, 127, 129

HDMI, 130

Header, 64, 84, 85

Help, 67, 86

Hertz, 123

Hexadecimal, 122

Hidden, 38, 42

Highlight, 10, 21, 71

Home, 41, 43, 47, 53, 56, 57,70,
77,92, 93, 102, 104

Home Tab, 47, 53, 56, 57

Horizontal Scroll Bar, 15, 22

Hotspot, 114

http, 116, 117, 121

hyper text, 116

ICANN, 118, 121

Icon, 9, 21,75

Image, 54, 111, 138

Inbox, 116

Indent, 59, 81, 82, 87

Information, 109, 122

Information and Communication
Technology, 109

Information Technology, 109

Input, 7, 21, 110, 124

Input Device, 7, 21, 124

Input Output Device, 110

Insert, 41, 43, 58, 64, 69, 70, 74,
84, 85, 86, 88, 90, 93, 107

Insert Page Number, 69, 86

Insert Sheet Columns, 94, 107

Insert Sheet Rows, 88, 93, 107

Insert Text, 58, 74, 86

Insertion Point, 58, 67, 68, 86

Install, 20, 22, 133

Internet, 111, 112, 114, 115, 118,
140

Internet Security, 140

Internet Service Provider, 112

IP Address, 114, 116, 118, 119,
120

Italics, 78, 86

Jumper, 127

Justify, 80, 86

Keyboard, 6, 21, 124, 127

Label, 102, 107

Landscape, 83, 87

Language, 66, 77, 86

Laptop Computer, 6, 21

Layout, 64, 85

Leechers, 117

Left click, 10, 21

Left Indent, 65, 85

Left Tab, 66, 85

Licence Key, 142

Line Spacing, 59, 80, 86

Linked Chain, 134

Linked Program, 52, 57

Linux, 8, 21, 110, 141

List, 11, 21, 40, 43

List item, 11, 21

List Key, 40, 43
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Load, 25, 42, 133

Local Area Network, 139

Logical Operator, 124

Login ID, 114

Lost Chain, 134

Mail Merge, 84, 87

Mailing, 84, 87

Malware, 111, 117

Manual, 143

Margin, 59, 72, 83, 87, 105, 107

Match case, 76, 86

Maximise, 13, 21

Measurement Units, 65, 85, 123

Memory, 36, 42, 75, 109, 125,
135

Memory Card, 109

Memory Resident Program, 135

Menu Bar, 25, 42, 47, 56, 64

Menu List, 47, 56, 64

Menu Tab, 53, 57, 64

Merge, 103, 107

Message, 17, 18, 22, 32

Microsoft Office, 53, 57, 60, 85

Microsoft Windows, 8, 21, 110

Minimise, 13, 21, 47, 56

Minimise Ribbon, 47, 56

Modem, 113

More options, 37, 42

Motherboard, 124, 126, 127

Mouse, 6, 15, 21, 22, 70, 72, 124,
127

Mouse Scroll Button, 15, 22

Move, 35, 42, 58, 69, 74, 86, 88,
90, 91, 107

Move Around, 58, 69, 86, 88, 91,
107
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Multilevel List, 82, 87

Multiplication, 88, 100, 107

Netbanking, 140

Network Device, 127

Network Interface Controller, 113

New, 29, 42, 48, 56, 59, 63, 83,
87, 130

New Folder, 29, 42

New Page, 59, 83, 84, 87

Next Page, 67, 86

NTES, 130

Num Lock, 41, 43

Number Pad, 39, 42

Octal, 122

OEM, 127

Off, 40, 42, 60, 64, 85, 110

Office Button, 64, 85

Offline, 67, 86

On, 40, 42

Online, 67, 86, 115, 117

Open, 48, 50, 52, 56, 57, 63, 110

Open with, 52, 57

Operating system, 8, 21

Output, 7, 21, 124

Output Device, 7, 21, 124

Overtype Mode, 74, 86

Overtype Text, 58, 74, 86

Page Break, 105, 107

Page Down, 41, 43

Page Layout, 59, 83, 87, 88, 102,
104, 105, 107

Page Number, 66, 84, 86

Page Orientation, 83, 87, 105, 107

Page Size, 59, 83, 87, 105, 107

Page Up, 41, 43

Paint, 45, 46, 56, 63



Paragraph, 68, 81, 82, 86, 87

Password, 114, 116, 134

Paste, 34, 42, 58, 74, 75

PATA, 129

Patch, 143

Path, 27, 42

Pathname, 28, 42

Pause Break, 41, 43

PCI Slot, 127

Peers, 117

Pen Drive, 8, 21, 130

Personal Computer, 6

Picture, 26, 27, 28, 49, 84, 87

Pirated, 142

Pivot Table, 106, 108

Plug and Play, 130

Portrait, 83, 87

Power, 7, 21, 126, 127

Power button, 7, 21

Powerpoint, 60, 85

Presentation, 62, 85

Presentation File, 62, 85

Previous Page, 67, 86

Primary Active, 25, 130

Primary DNS, 119

Print, 48, 56, 63, 67, 77, 84, 86,
87, 104, 105, 107

Print Layout, 67, 86

Print Preview, 84, 87, 104, 107

Print Titles, 105, 107

Printer, 7, 21, 84, 87

Processes, 135

Processor, 123, 126, 127, 129

Processor Fan, 127

Product Key, 142

Program, 8, 13, 21, 61, 85, 91,
107, 110, 133, 142

Program Cursor, 91, 107

Program Installation, 133

Program Menu, 61, 85

Program Version, §, 21

Program Window, 13, 21

Projector, 62, 85

Proofing, 77, 86

Property, 38, 42, 105, 106

Prt Scr Sys Rq, 41, 43

PS/2, 130

Query, 62, 85

Quick Access Toolbar, 47, 56, 64

QWERTY, 39, 42

RAM, 125, 126, 127, 129, 132,
141

RAM cards, 127

Read only, 38, 42

Recycle Bin, 32, 42

Redo, 47, 56, 58, 73, 86, 96

References, 84, 87

Relationships, 62, 85

Removable Storage Device, 8, 21,
25

Rename, 31, 42, 90

Repeat, 58, 73, 86, 93

Replace, 58, 75, 76, 86

Reports, 62, 85

Restart, 18, 22, 126

Restart Button, 126

Restore, 13, 22, 138

Review Menu, 77, 86

Ribbon, 47, 53, 56, 57, 64, 85

Ribbon Bar, 64, 85

Ribbon Group, 53, 57, 64
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Right Align, 80, 86

Right click, 10, 21

Right Indent, 65, 85

Right Tab, 66, 85

ROM, 125, 126

Router, 113

Row Height, 88, 104, 107

Rows to repeat, 105, 107

Ruler, 47, 56

Safe Mode, 18, 22

SATA, 127, 129

SATA Cables, 127

Save, 17, 22, 47, 48, 49, 50, 56,
63, 85

Save As, 48, 49, 56, 63

Save Icon, 63, 85

Scan, 137

Screen, 6, 20, 21, 22

Screen Saver, 20, 22

Scroll Button, 70, 86

Scroll Lock, 41, 43

SD Card, 109

SDRAM, 129, 132

Search Engine, 115

Search program or files, 42

Secondary DNS, 119

Section Break, 59, 83, 87

Sector, 136

Select, 10, 21, 55, 57,72

Select Menu, 55, 57

Selection, 58, 71, 72, 86, 88, 94,
107

Send to, 36, 42

Server, 114, 116, 118, 119, 120,
121, 139

Server Cache, 120
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Server Farm, 119

Service Pack, 143

Set language, 77, 86

Shading, 59, 80, 87

Shapes, 54, 57, 64, 84, 85

Sheet Area, 90, 107

Sheet name, 90, 107

Shift, 36, 39, 40, 42,70, 72, 94,
95, 99

Shortcut Icon, 35, 42

Show or hide, 54, 57

Show/Hide, 37, 42, 59, 81, 82, 87

Shut down, 12, 21

SIM, 114

Size Menu, 54, 55, 57

Slave Mode, 137

Sleep, 20, 22

Slide, 62, 85

Slide Area, 62, 85

Slide show, 62, 85

Slot, 127

Small Letter, 40, 42

Smart Phone, 111

SMPS, 126, 127

Software, 8, 21, 110, 111, 130,
133, 134

Sort, 59, 82, 87, 106, 108

Sound Device, 126

Space After, 80, 87

Space Bar, 40, 43

Space Before, 59, 80, 86

Speaker, 126

Spectrum, 112

Spell Check, 58, 66, 77, 86

Split, 67, 86

SSD, 127, 129



Stand Alone, 139

Start Menu, 11, 21

Start up Status, 143

Stationery, 84, 87

Statistical Analysis, 106, 108

Status Bar, 66, 74, 86

Storage Device, 7, 21, 123, 126

Strike through, 79, 86

Subfolder, 26, 42

Subscript, 79, 86

Subtotal, 106, 108

Subtraction, 88, 100, 107

Superscript, 79, 86

Surge Protector, 131

System and Security, 135

System Crash, 134

System Format, 136

System Imaging, 137

System Recovery, 137

System Registry, 134, 143

System Repair Disk, 132, 135,
138

System Restore, 134, 135

System Sound, 132

System Tray, 9, 21

Tab Key, 18, 22

Tab Set, 69, 86

Tables, 62, 64, 69, 84, 85, 104,
107

Task Bar, 9, 21

Task Manager, 135

Telecommunication, 112

Temp File, 134

Template, 84, 87

Terminal, 139

Text Box, 64, 84, 85, 87

Text Highlight, 58, 79, 86

Title Bar, 46, 56, 64

Toggle, 40, 42, 74

Tools, 54, 57, 134

Torrent, 117

Track, 136

Track 0, 136

Turn off, 20, 22

Underline, 78, 86

Undo, 47, 56, 58, 73, 86, 96

Unicode, 122

Uninstall, 134, 135

Unmerge, 103, 107

Untitled, 48, 50, 56

Unused Space, 135

Upload, 113

URL, 115, 116, 119, 120

USB, 8, 21, 25, 126, 127, 129,
130, 132

USB Extension Hub, 132

User Account, 134, 139

Utility Software, 111

Vertical Scroll Bar, 15, 22

VGA Monitor, 127

View Ruler, 67, 86

View Size, 48, 56

View Tab, 47, 53, 56, 57

Web Browser, 113, 115

Web Hosting, 118

Webpage, 115

Website, 115

Wifi Device, 127

Wifi dongle, 130

Windows Explorer, 12, 21, 32

Windows Menu Key, 40, 43

Windows Photo Viewer, 52, 57
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Wireless Fidelity, 113 Workbook File, 62, 85

Word, 60, 63, 64, 85, 89, 110 Worksheet Area, 62, 85
Word Art, 64, 85 World Wide Web, 112
Word Options, 63, 85 Wrap, 103, 107

Work Area, 48, 56 Zoom, 54, 57, 67, 86
Workbook, 62, 85, 89, 107 %, 98, 100, 107
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