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4.2.2 Move Around (J® SUEICD)

RN T A (@ FE AR GG TFECEA [ wel e F R
WS A 9 Move Around (Y° SRICE) FS A 8 w&FlR S
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T, e IOl e 9ol Uiy, widie, @9 9 @2 Insert
(ZPIG) TS i@ A BiRA IO RN G IEE A SR @S
AroE e NCSER Scroll Button (CFE <) M @bl @ W
A FE T, TR SRGIE TEE AT e ¢ [ 9 forz
3% 3 FEE 9T GFAE 8@ A [E @61 F@ Az TIH@ A A
50 IR @ IEE 2Ol At A AR @O ORI e AE FF I A

70 Ferotel Rwibs! 7Y, g




JROIE SAR-AE Wt F@ T A WO SR WSH  FRPI0!
s T P s 5 P e S b ) R AR s

Rew <@ WH @ @ 9o WO W@ T e g vy e mRie
SEIG! #AFBR, P FIIRE! MR A1 €5l @RI 2w PRI W AF, Towe
A R TR (e TS T FRPIGI ([ G919 e e

4.2.3 Delete Text (f¢f6 G30)

RIS T gl AR, [ ERE A R AE 8 O O 6 Yr S
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@ IR 5@ 93 R IR 2R-S! /R Fie el IR
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4.5 Page Layout ((°& (-<IIT5)

SNITE @R SIEROR PRISE T e 2@ o SnEl 5% I@ e
Al

4.5.1 Page Size (/& 73%), Page Orientation ((7& SRECH*F),
Margin (3f&=)

G A T E1-I06 G Bk fFe <6 e ot e 1 e gt
Wiz 8 CISER W R G Wil RS w91 ReE |l
TS Hol SATSS ity S 2 (el FCESh! G F@l e @l
Page Setup (°& 0Io=0) Qﬂ?ﬁ.@ =R Page Size (& 72%), Page
Orientation ((("& SRECH*H), =W Margin (V&) ™ ST
Tho (@S TIEIG GHN W I W asn B 9@ e @
FEF AR IT TIEHA TR G AW T IS NE SIRiaE e
G35 TG T Tl Mee A, Rewe I SHEreee &7 A iR
(BT <M

a3 o5 GRER e 7F5 B=6 @iy, W6l fFF FE wNEl e T
TO TN 1 R AW WA AR P -9t T g @ 76 i
e Obl 7T F@ ¢ Oh-Se T I8 IS AR, @i Reh
2 gFaE o F@ fFics =if
Aol WP [Kfen T9eR FE9 I AR € 92 O AOIS =l @S
A — RSN AT T8 @0 SR> Ao e 2T e
Portrait ((°ll(356) W& *[GFROE I Landscape (SUMS(E)| EHR 9%
G5! PR eE, Fi, @, e TR, FOo WE AR @ ole I
meq TE@| QEE I 28 Margin Top (Tifeiw 57), Margin Bottom
(W& G¥), Margin Left (Wf&w =6), € Margin Right (3f&
120)1
4.5.2 Section Break (G714 §%) New Page (<1 *1))
ARSI G & GB-S7 T 2 7 SIErBE Tl AR =
Breaks ((57) b I9=IF T Section Break (F7*H &%) New
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Page (Fg70 o)) M@ @ 461 GIF*H 1 2020 Seml e oi-0
A IR GG AREF AR T e v

AR A WATS G2HFR TN ST WS I RS
T IR FAS FAO A TS A

4.6 RS ANE CRE — B 8 Sy e

FAPITHIER A Printer (fr5R) sT9IGA ARG 7 SHEIo6! (R AR

o1 Print (215) 391 A@ @3 &0 @AC G 75 @ =75 7 e

=ie1 Print Dialogue Box (2% ©i@el 39) e Fo@ 2% T =@

JE WS AR KM 2 MeFF e Print Preview (% 2fS0)

T (e O R AR @ B9 o Wi el @Rl A

° PINe R wws e it Tonm foraes Resw Ao =@
Insert (ZT6) @ (AF—Tables (GED), Picture (PIFoIR),
Header (12UiK), Footer (I0IK), Page Number (& <I¥I¥),
Shapes (T°F), Text Box (G35 3I¥) 9@l Tables 3 Picture
TR AR ZPI6 I A OF (=6-3T 9 A 8 AFG 0! Gl
IR W@, FTNCs ®F Size ¢ Text Wrapping I2R I
Picture-<3 %(@ Picture-5i 120 Fe FRe @Bl T4 A

* ¥ A T2 =R IS W References (TWFIACTIHY) R

® Mailing ((2ffR) GRYER I72F & Rows e, @32 R B
3 O I2 A AT o140, AE I 27 Mail Merge (361 3e) |

o J¥ T ¥ At Template (GE6) (R I T, A© &FFE N@
Field (F) 8 B2 © @741 3

® SFCR EORERT Stationery (CHIR) 3@ I dot File (T6
FZe) 2 0 me [

G TN qRE TR I A WO I A Y gl Rl T G
JRQYET M| IINT I O@2 AT PRI N 00! RIF Soy i
S S R A
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SIE: A 4-C TR *e e
77 R @OE R TR, *ME PIRSi@ ST @I *MREN F 2K
AT WA IR, AT F W @ T PF A GF WRE AT €%

SRANGT T S|

Microsoft Office (3% =)
Word (319)

Powerpoint (*IeRES)
Program Menu (il Gi)
Document File (305 FI2a)

Worksheet Area (TR «fm)
Slide (379)

Presentation ((AGICG*H)
Presentation File ((805*- I3e)
Database Management (TSBIT
SISTGIG)

Relationships (fRem=f*{)
Forms ()

Database Application File (o511
SRR FiEe)

Blank Document (F1&F TIG5)
Save Icon (TT® =I1E3+)

Dialog Box (Tr@ 73)

Office Button (Sif&1 3i6w)

Insert (315)

Shapes (T17F7)

Footer (F5r)

Word Art (€3S w(i5)

Design (f&1i2m)

Measurement Units (GRIRGTS 2Tf67)
Left Indent (%5 2T5)

First Line Indent (FF5 #igA 20075)
Centre Tab (FT5R 579)

All Programs (S {2{lals)
Excel («3w)

Access (SUREM)

Document Area (T$GrG «f)
Filename Extension (T2
GIGTI)

Workbook File (€3153F ige)
Projector ((T&2H)

Slide Area (A% «f==M)

Slide show (FZT =)

Tables (GI=P)

Query (=FIAR)
Reports (FiG)
Word Options (‘T @)

Create (f&5)

Cul+S (FioerasHan)

Folder Location (IR =)
Ribbon Bar (&= )

Tables ((G3&T)

Header (tzo®)

Text Box (GG IH)

Layout (T5T=IT5)

Format (Faw5)

Right Indent (125 FFTH)
Hanging Indent (Ztefi Zw5)
Left Tab (=755 F)

Right Tab (125 57)
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Decimal Tab (tefm@ BIR)
Page Number (& =i99)
Find (¥12%)

Spell Check (T <)

Print Layout (25 t=e11E5)
Previous Page (f2fSam o)
Browse (J1%)

Split (F=5)

Online (S=13)

Insertion Point (3RS #I375)
Paragraph (*7=RIa1F)

Insert Page Number (5 & F1=IR)
Scroll Button (C&= 35+)
Selection (FieTa=i=)

Redo (D)

Editing Text («fSe G35)
Insert Text (MG GF5)
Overtype Mode (SSRBI2 GIlT)
Crl+X

Find (¥129)

Alt+F

Spell Check (T= <)
Review Menu (RfeS &)

Set language (F75 =I%Ge)
Font Size (F5 A3%)

Bold (w@rT)

Underline (SeRe1Z)

Font Color (5 F)
Superscript (PPiRTE=5)
Change Case (68 @)
Character Spacing (@SR THIPR)
Align Left (SURIES =0)
Right Align (SU=IZ 126)
Line Spacing (a3 ti1)

86 Fwrolel RMHs! (7Y, g

Status Bar (5P 319)
Go to (1 §)

Ctrl+G

Language (strce)
Zoom ()

Next Page (0 t7fe)
View Ruler ({58 #=1)

Help (=)

Offline (Srra1iae)

Blinking Cursor (=R Fi=01%)
Tab Set (517 716)

Move Around (J® SORITE)
Delete Text (=% B36)

Undo (S1+1%)

Repeat (&f5)

Formatting Text (Fwif5e. (535)

Overtype Text (SSRGIZ# BID)
Cul+C

Ctul+V

Replace (Fzm)

Match case (35 )
Grammar Check (289 )
Proofing (gf%)

Add to Dictionary (ute § fe=i1f)
Font Style (¥ =513+)

Italics (S25ifEE)

Font Effect (¥5 @)

Strike through (*5iZ= g)
Subscript (FE=5)

Text Highlight (535 21%125)
Align Text (SUEIRT BF5)
Align Center (SUFIES BFOR)
Justify (= %3)

Space Before (P17 i)



Space After (TP SI5R)
Border (IvF)

Bullets (J5%)
Indent (Z7C5)

Multilevel List (SfowEtes &F5)
Default Tab Stops (&5 B =5°)
Page Size (t& 7Zw)

Margin (iférs)

Landscape (FUrecz)

Margin Bottom (Sif& 35%)
Margin Right (Wf& 7125)

New Page (g #iroi)

Print Preview (725 2f$%)
Picture (P6IR)

References (@=FIEC™F)

Mail Merge (3 %)

Field (o)

dot File (S5 wizw1)

Shading (=)

Table (%)

Numbering (Sr1%2)

Show/Hide Paragraph Mark (t/2i2%
AIaRE )

Sort (315)

Page Layout (0@ (#-=IIT5)

Page Orientation (t?er SRGECH*)
Portrait (TilG5)

Margin Top (&= 57)

Margin Left (Tfef =75)
Section Break (CTF*F &%)
Printer (f2r5%)

Table (HTDY)

Text Box (536 %)

Mailing (3FR)

Template (Bz0)

Stationery (TH*AI)
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Ao 5. T N R F9—aEe

5.1
5.2

53

54

5.5

e 92T

N BIEe F [ SR

27 I o2 I 8 g w4l

5.2.1 Move Around (& SURICT)

5.2.2 Data Entry (TS5 @fg)

5.2.3 Insert Sheet Rows and Columns (Z01RG A5 & SUMG )
5.2.4 Selection (Pie=I) '€ Copy-Paste (F-17PF)

5.2.5 Delete Data (TS5 o5l

STRAG e e g iwet f{oR

5.3.1 Addition (STIfE*)

5.3.2 Subtraction (FIRYR), Multiplication (F6ZF*H) @ Division
(fefem)

5.3.3 Formula Setting (F3=1 GibR)

Formatting (Fa51f52) '@ Page Layout ((7& (=TeII®5)

5.4.1 ¥, SUEEAGrE, SRETHN, WE, T

5.4.2 Row Height (@@ 225) ¢ Column Width (F& TZw)

5.4.3 Format Cells (306 (TeP)

5.4.4 Page Layout (T[S (sTSITh)

et S 5-C CE AFT Sl
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s 5. M [ RN Fa—a@e

a0 ER SISEAR
SRl eAC (Microsoft Word) (laRGR  I9=d Frafel @@
(Microsoft Excel) T2lERG! (XIef, I 341, Fiea ¢ore J4), Fiad QA
3oji ST (NG WO (A ©I2 G S G &b a1 26
T SN ©F I GEER AN BIin! N

5.1 T2 TEAere St S @iz

G e SEE (PFT 8 AT (AN SIee A A ke, @
A7, [Re9 I 2O, Cler SiF SEnAl S 7 Al el (EiE
TEAOICS P [ R Gt o & [

W IRT U BIR iy i,

5w e W [
\l/ [CEIES : GPIGIE, i
V[M | BooktMMicrosoft Excel — C=TE x|
Tl e Page Layout fmis B Gon W ieEame @ - = x
e % calbi -ju - sl - g || Eemert | = Ap gy
9 CEIS R | o | B | 8~ % 9 I Delete - | [@] -
am Paste Styles ey Sort & Find &
| oA - | EFormat~ | Q- phor s Selaet -
Clipboard Font G| Alignment || Number & Cells Editing
S =T - %] TS5 ¢ TR 2 A ¥
A A B D E F G H E
1 >N
2 1
3 BI5 A 1
4 FIPA
= NGl
s d9 c
7 [
8
9
W 4 » | Sheetl ~Sheet2 - Sheet3 ¥J e e
THHP> Ready [EEmETe v o
- = \
P = i ?
o M5 @ oo o

G HARGE (O T FEE FieF Workbook (SIRTF) I,
QYR FEAECGE IE GHGTH A xIsx A xls | GF6 ST
SAPSE SAFAG AN TN GG ST AN @ TR =, @
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2R0S WA =g, Sheet 1, Sheet 2, Sheet 3,...1 @@ I& = Sheet
name (SGEN)| QWER AN NG AFGCSS AR, © TSl TgH A6
WIFItoe |

W FE!, AT A I FE@ S 2AfS WeR IR qReS HiR
GFG SIFIF (O F9{, @@ AT OLF Gfe T Monthly Accouts
(B ST A SR SAT (AAS @O Figel Pre 41
e, @e CIRSIER FIZH! (To T4 WA RN G2 ST Sl
T 1251 WER = 1251 S, 8 O W ] WE| AN A @bl
FAR T TG FIPINT FFHS A6 MG 87 @ A% 79
IE Al @F6] TEEn |

TR E O @ Insert Inserty

(Z7G), Delete  (TSfeD), —

Rename (&%), Move or fename

Copy (F° = <) Zorfl 5 voncote

GRYER AT S TS S protect Sheet..

A< %ﬁ < W, W ;abColor 4

A6 TFIE, TS Ao IS Hide

IE Yr WeF, A ACRENT

%ﬁf@i ?ﬁwf\l G M | March ~ Apri | May Select Al Sheets
i J SCEH-11R. P19

AEFe TS AR SRl WOEE FRPIE RGO SR @R FTF6 A6
B AOE TN FE@ @ S| TF @, GF dI6! A @6 I
FAA GBI W

fter @ Tt 9o ARG SESl A6 [, Ok e S
IF, WO-PE FE TElel ORAT STRFIIONT G0 AN TEw e
e CProiE Gt @l @ NGl %

SIEI Sl ST (AIANGIS BIRY ¥R T TIGre dfFE ol
GFA (A @F @F6! MBI G Sl AR Sheet Area (b «fFEM)
@A O [{few kA 8 Ry wE [R@deE B @ fe
foRfeem Face ~ifF A5« [fen 3 e 31 =@ @ 936! ®@im
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3l Cell (¢ M O € 9 Fel € AR A @-EF =W M@ @
& Column Bar (F&% IF) MR FANSER a9 AB,CD, ....7Z,
AA, AB, AC...AZ, BA, BB, .... 3@ @& Row Bar (@ 3IF) T @&
SER AN 1,2,3,4.... IE 97 T(E 4F G5 OO @ G I,
Al, B23, F19 29jit Cell Number (G 71¥R) @ S I« ¢ @l
SO I

IO GF6! MG 16 JASET @ FA € 10 FCHT @R @A
TSR, WS G IT fZpRe WEE g6 A ACS AR BEOEE
TP =W A 12 WoR ZrR 1250 WG A0S [ O S T 56 FE
9T G5! WeW BER & AT T W 9 960 G ©b B
e i g T T Rk e wNieE 1251 Wb |6 @
SASE GG NG FPCPD F@ W@ T 2@ DI TS @ 95
I R GRE ST

GJF % IEl, Q= Program Cursor (THIAN FI01K) AT =7
I STSFE I W@, T @F GF6! G AN 7L Mo afFmm %
@ M @R MR SRR @ OIEl SR O 791611 SiF A2
SIEl (R 9T 96! G T R R AR SR IR 9 [ Tl
95IF SEl =R Data and Formula Input Bar (TS51 ¢ T 2976
AN

5.2 DIZP T O @I 8 g wa el

GFA A SWRE TS W @F @6 CE| O3 SR ARIE
WO G (AN SO W@ (@00 =1 SRl i ST (Al e
I F wE [fon wEem S@ Aen T Y@ WRTS T
Qe €F3 ORE W FRARGIE [fen oa W@ @ Al

5.2.1 Move Around (J® SUHITS)

AN IR0 ARGECS! G W e W FIETT W, TiG,
#1%5, AW SR (IR FB) I9F IF, I TR Bt @5 @361 F@
TR P AR SR @R et #itea s e eeoice @ P
E ToR zw, e o W IR @ i e e s W
W, WOER TTE A6+ A AN TINER W I M@ MEa S
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A 3 ORE A ¢l T, Y RN FRORG! | A 97l 2 @
PageUP (("f& @01), PageDown ((°I& T©iGw) IR F@E <@l el
fEFBIE 87 e TS A G351 MBI DY WATS|

G (A FROE TR IR0 [REEg @& S [F—

Ctrl + > I @ @-T M2 OF 7 SR P
Cul+ < IR @ @ SME SR 24 SR P
Cul+ V RO @ T SR O 1 SR P
Cul+ A FRIF @ FACH SUE O AL ST BIE
CTRL+ Home G 2

CTRL+ End AGT =T

CTRL+ PageUp TS T ANGa 5F = A6

CTRL+PageDown IS e NG BF ~iww [

o I@ e ST IR I8, TR, 8 @O et medl tea
FIARG! T (A N P IS A2 GIF WTH FF IS IR
o P W@ A8 @F2 M T A=R6IS el Al

5.2.2 Data Entry (T%5! 4fg)

e G351 PIE (e RO @ 7R Ryl A FI BIRR I@ e,
AfSE 3 Bi7 T A O FF TH A CRER @02 513 FE@ SN0
TR R SR el ARRS) 3 BizA 9 Tl bl €A (NG
MO

ORE T, G o7 @ IR AR (2iEs FROIE, We FRN,
G ) X B | e M S e b 5 B | S s 5 R s o O e S 1
= oo Pies s

IR TR, B Bie?l T M MR (05! 2476 AES Tiol 1R 0%
GIPR IR FIE, BIR, 9B 3 AT W@ S+ IEt @i SIReIEs! He
CItg, €% O bl iF A ORE, e O R @l AR,
TR TP CRIG fRCT (ole 0! 3975 MRS TGl TRl

G 2, T R Ol T A@ NS O iRl W [y
R T (e TS A @ S gl PR BIRA TR e Wi
IR T2 @ 0 TG O e P, e[ 0 oReie e
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FF I@ B2 AW IR G, K BT IO @ @G IR
QI IR I3 IR I I @ A, IR FI3 [@NSGT IR FIR
JIZR FAE2 AR /-6 A TIZE-AEE P 5 [, SR 83 O

$eibi2 O A

e 3@ Tk S T O g6 G Bz T 24587 @R o)
[E @ 9Bl A 246771 G2 SRIF, €2 OTA @6l BIFIER N2 3@
OBl LA TR i, O TR IR e 587 95 WK 5iRA
@ 677, W[ 24-EF B o@ WA FT F@ ¢ 587 @ 677 HiEA
FE

G TR T, BRI R TR W, FNe O @ O Wi
RF3 I WE OF W O HKE IR GF6] AW T,
BRI FROE T ITRT I 6% pEbee P BT oGl @t
SRR BiRY T W@ RS TR TF, 8% O WeA TRE FF 4
GAE SN B3R v {e I SR @ied e 12 W
TiEw A MR 0F @Ol e TR TRI2 ToN W b7l FE Fre
R g @I RefES ST BRe TR I8 w75 =@ B
3 GOR 1B, T WASMF Sd FF FA© A

At ¥ Tk e @1 G 47889901 BiRPt BRGNS, W
@S OTE WO TR @AW €] PR RYDBIE AL 1
478799021

5.2.3 Insert Sheet Rows and Columns (3015 A6 & SUG FW)

@ FEFG! @O O FRE PR G0 92 PNE @ o @-ER S
ST GFG! A G ([0S WS g O R ACEG | <l FAS WA
@ WO e WP (Al WIS bR IR (RN RIS N e
QRN e Ol ERCERR BRI MW-N % 399 (Home—Cells—
Insert))| ¥ #K, Imsert Sheet Rows (ZTIRG A6 @) bt 775
IAER GBI YA @GP WA S RS FEIO! @ BIRIS A
il 76 wesW 13 F4 (Repeat Function Key F4) IR21 F| Biegl
FEIN SRR IR SN DIFCS ARG, @ oI FEPIG] @R O 1
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*c<l, Insert Sheet Columns (ZTTG 6 Feii™) Wl <= a1 A =N
PIFR 8% (< 725 FF @ @ TREM I/ IR OCS @ A FAN
PG T B! AL W O, T WP 6% PRl @ IS
SR OF $7@ S Tga FAM WP OF 1 AT I =l

o @ ok SIRRGA A R oG @ R FEEE O A @F
R R G G @S @B €O G5l T W GIelel W
SO FEANGE Wl Y] TG FoAN BRG] FF A, DIFAR A E-
A W AR THRAE AP AT A

5.2.4 Selection (=) ¢ Copy-Paste (F-1775)
GFE SAFAD CHAVENS O @ FMZ 537 F@ OIS . @¥6!
T AGET @61 A G P, W G5! A GFIRE @A FAw, QA
S e G A G SAFTT @ O AN AR OTF W NEwR
SRFAGT T Fvg e G 2 aw= ik, e ERicE TTers
B IR I @s W Sve Af[ 97 oo S FH-0P0 - Al
FE-PE TS TE, A W SR €T @i By B A 36
FAR T ANEE 2GR I A IO AR [Ug BEoE P IR
TR G SARFADG IR P FA W O S T TR

FAN AEE AFHS TN wF@ NG IPNRE @ Tl @61 Wo
T 1 57 o ¢ G{IE WO FF PR 2R o] K Wt e
AE P AR RISl ORPE SRl CTRL+C A CTRL+X 3,
SR@ G W@ Al ARG 7 @ @ FAns! s A 36 w@ o AR
I A FO T O WA @ OMEIT SRR PR FRER @Al
GO @ GBI @ I A T T AR W TN A @ (TS
GFB! FEACT AT @R D A6 et FAN @ T A NS gtk
@ A Shift (FeD) Bt T 1B IIRT FERe GIMfRT AR o1
Pies 341 W @FTOIE@ @W-EF 8@ W @Fifes A Faw 3 @
T3 30 T OEs FA9 @ QA TN AR [ Fepa meE
CTRL IR FA© 2|
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STRFNGT BF @@ s M I IF € @ A RAPIFE
vl 96! fager H 0ol Wizl GBS fFE @ @ SAFHAGER s
FIE e T[N

SARFNGT G Pl el Fies @ I a1 36 Faco AT Shift
B FITE B TI2 @ 8 CTRL+C d CTRL+X IE, W&l SSoE
e QB B WOH FEE I G @ ¢ ORPE A T @ PG
I T PP AR AW T M eiEE IR G (ella
I W@ P@ CTRLAV @ 1 NSH A6 76 I@ 0% 31 [

TF I@ @, IO-CPE I e, I PG I RS FETE!
QEE W, WH S[E TR OF PG T AW SRR, I F4
SR 2R PP I @O AE GRS B @2 @ GRS G
CPG FA8 WO AE, TR CReENE Pies @ FE @@ @ o=
FEE A face ™ F@ AN @6l 5 AR Esc B, W[ oy
e P P g 5iRe S

IO-PG T4 WA 2R G0 G (WF WEFG SRR Yo 0

WTER 75 64 Bt W @ W @F A G G, @09 A
FEA FTA OUE PIEAs F@ NES! TRAR @ @© 7R @bl I
PieE 341 PRIeE A @ 3 FACH SRR Pt vt 82/ SIS
IR AR SN Y@ FAEE BRI ARl Tl G(F @2 FReE 6
B e IO @ A @, Pz SRE TS O AF[(E SR INE
9% Y@ T O o1 X
5.2.5 Delete Data (TS5 To51)
SPGB WSS GF I GMF O, @, Felw, A 7@ G A ©y
ol e Y@ e 9 BfFG Fwe s, =il clerne FeE w0
@ ¢ o JEEe TR A6 W A Feeme e @ IeTs
TG Fe I TG FF 7@

fie 3@ ok SAFAGT TR0 O R Ry ol WISl @1=
QUEIE S G361 PIE IP-0PE @ | IEI6! e Pies w4
OIS P 0 Tl GReE @1 197 O 02 e Ol «=_Ie 61
GFIfF @ I P @ S TRER TN P IEe G5l I WMl
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GFoT R O O Y@ I Wl [{ WK eI Freld [ F4l T
e AN GRIER SCoP I PR O, @-EE W S PieEs
o el 11 Gl SAFHG O Frer e’ T T wied AN 9T
G5! IST AER F2F WREPT [ AEE Undo (W) = Redo
() b~ T9_R T F = T A

5.3 SAFNG AR e oy e Ber w1

AR SR QU SN o e @ S| AR R @S Sl
@, REe, ad 8 ort 31 @RIfE, STRFG [fen oe o 2R Al
ARG | qRITl, WA TG TIER PR A A T W I
T, @ SE T AE SAWNCR AFE WO FEA A @S (O T
e #iif7, T 279 @ Fres 7@

5.3.1 Addition (SUIfT*)

SO A @ AW @ FNE GIIEE PIER TRANSENE 8 (ISR
MR WS TRANF| @ERFA! TR @ I @ O] SRR 512 G
oA, Wl WNTE 0T I S ®F, R CEBCS Sl @ISEn]
fold AT B2 ¢ Pl PiETs 0o 2@ (HEN IR ORI @E |

fier @ ek SAENGT IESH! O PR RGN Ty wiReel G@iw
@eies oRE@ @ Crbre PRI FF 3@ (3 IR 2 IR IEF)
T Pies I (AN IROIRCE AL 8 PRI 512t I = ool
GRE FIEEC IO I I F@ A AET FF I@ RYT @I
PR O GIDI0e IR W@ e 8 MRl @ @Fe #1LR Frbiee
= fol=d A 9F GF51 F@ 93 PRASER 99 P, R JFRR6IS [eF
IO AR G @ FAS B8 O GF6! P @3 f3F Fa FReE
W Bi3 I + O=0N Ol @ETs (R PN €3 O w=4h! @ OF
A + BT TR T AR R [T T4 IR @ e @7 ML @
CEGR 2 @5 IO B8 PI2 PRibieel S G361 PR MRt @it
FACS HIRE WRE + BZ06! 5137 @ P12 CFbee IR0 W@ el et
A, FSNB T R @ FAK &0 e W 2fBR ot 2@ @A
@B Bt @Gl 2@ @ 8 @S0! #1 2F AE 63 B
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SUM v (0 % & fi| =C2+B4+D3
A B C D E

1212[  4578] 12120
657 457] 2345
4554504 3456

2458 5545 1144|=C2+B4+D3

DWW N

TF I @IS FRE OIE @5Fen] RO ER LS SIPE @RI
SR G5! @R FEYEl, @6 Tl A @i e A

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

e @ Tk 93 @RS SIE FNS OER R @ IS SR
@INE G5! PTG S 6] G WS 1 @2 T W P
@ 8 + T ME W@ OF 799 T@, A TS «@F6! FE 499 AT
O P 99 @@, =C4+B4+D3+B2+C5 |

% I, T A FE FE @S g T e s vE,
Canel (I70T) SF Enter (5R) I Ao+, f, TR W9 Q@E@Ce

WWWWW{:: % &

=C4+B44D3+B2+C5|

oo W@ e wee #if, T g
e WEEE d dAfes FEe B ‘3
il

D E

FAPIEHIF AT (1Al 8 Tt 97



Auto Sum Function (5! 1 FIR=)

@Y GRE @fee fRm ot A X (P Bt @2 BbE A [
T Tes T B @ SR @@ W oW @ I8 @W S
EF FIE MACS AR, @SE AR A ol [E SN @A E
M@ @8 @, I FAN, A GFAC @ 8 FAGE AR CEeER
A TR @i FE e e[

e @ Ot 961 SARFAGA O W IES6 IAN € @-EE
CRSEIrS g 4l ol A8, 8 [pa e 9= e el

.29 @-BF FHEE G OF G CTEbie SNEl @-EE CEER
YA @ERFEAD oo 521 @2 PFbre AN FF I@ el GIR
GRS R E fFe FEN O WHER CIESEEl @R T R
R TP AR GOR e W/ FEIC GO BAER @is! @R
@ AE T R, G20 P @ Hrzd Mo = Sum (AN) W
Il 25, PG W WA O 99, € O @led (1) b W
IS P61 <171

SUM » (0 % « £ =SUM(AL:C1)

A B C D E E
1, 230 478 945)=SUM(
2 205 778 315 | SUM(numberl, [number2], ..)
# 691 238 772
4 124 735 998
5

2,958 ALY FEANGHE o
QR8N elablid v (0 K« Jx| =SUM(A1:A4)
3 OFbIe FAeR : |

A B C D

OIACAR MR Q@eoreet 4 7777 230} 478 945 1653
(S]] 21 205! 778 315
3.@@ Tl @ s 3 691§ 238 772
TN e TREE e 124 735 998
5 |=SUM( )
w W 6 |SUM(numherl. [number2], ..)
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e MR T Tl AR @7 T @EEER 9@ A FF
R GV AN P P SRR AT FF FE 8 SR FTp Ao
B (Y THGEd (R TRCE OIS @t (Shift Bt $18 @Ies
IO 12 IIRT RS @bl I M|

SUM v (0 % & £ =sum(ai:ca)

A B C D E F
1 230 478 945, 1653
2 205 778 315
3 | 691 238 7724
4% 14 735 oo8f
5| 1250 ’1=SUM{A1:C4]
6 |5UM{numher1. [number2], ... |
=

@5l IEFART WP IFE@ I A8, Fe@ AR A evi-fAmR
TR TR @5 I @ETE6 S GF6! P @)l I I3 0T
IR T PO T 21 o tred el

TH IE: GOR A N AL FAEE @G @RI R A WA e
JIZEAC INT IR W @R A8 T CRDIR AAFGE = fiefe
TE AR 92 SBE @O A @ @bl AfOH FAF AT =7 Esc G

4. Q@R Tl FNE @I6! PER e Fre@ Cell Formula Copy
Paste (U1 T IP-PE) @ O OEe I9-T T T WA
I, AL @O @ @D IF FERE, BF SR WO IR AR
R-LERS [ I FE 27 27 0 e 2@ @3 FIen! mws
PLEPD P T A, A9 A A T TS W 0

2 @-EF I @ O el o fBrR IR w9 wweE, o
TR Wew W A8 ¢ 726 77 I@ IH @ @A FHd TouE=
T @3 fRpiRbiz Fa00 ple iR G @i Pies F@ (1o
ol A RS B0 € @[ e A d %6 7 F@ P S
MA@ TRVENOL. GBI 2P ble SPTA|

FAPIEBIF BRI (1Al 8 S 99




GFEOII 24N FARGE @ARFA @ TN I FE@ AT A q@RA
OIFE AR FANSENT TCEDE JI-T F4 TN

@ICT e AR

FECPT 9 CESETE e W fFF I (A FReE W@ Fie)
T G RIS Tl ACHRI G961 TN 4 e @
GF G5! @@ PG FAE FAER P12 @-OR =6 AED @RI 20,
FAN THA0! @I (W AR W FAGE ARG €3 @92 AR
AN D A PRI =] AFOR Al Y @ FAW PP =R
18 WFADIR AACT @RI =

e I oo

> FEEl W S O TRAteE e @ RERD! NS B 11 A6,
Cib! e e RS 27, 37 63 SR PSS Gl R 7y
e T =

> 6% O GRS WA NS TG @ A I BRI @2 !
B 1 By RN T G FFE WA A 7=

> SGPN X e T Ry SRS 8 0 O [RER A G e
(@, D1:D4, 9 A3:F3) Tiedl aMF, SR W A @8 @ Al
N PR TR T9H GRS Ryl e Gite. @i caeiece
a1 T Y, @6 GBI I O WA @ BE W @R
FOEAE CFCE O = Al YA CEeEices @l e w ey oy
s =

> FAEl o GRS RUE @ »ele S| @ By WE oo
R MY IS R @ TS A

5.3.2 Subtraction (IRF=), Multiplication (FF5EE*H) @
Division (fofe*i)

ARG A [, TR @ ed, 8 fUfess at ont 7 @
GF2 O T o, ! el @S R R @ e + a<mm
IE IFERI NG NEE X -3 O] ASER @Fe Rem FIow w4 T =
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I @T QT 53 @ BT em @ o @ FiREs e s
TR 2T QAF — * WA 2, / W O, N7 — A= [E@ws F4

5.3.3 Formula Setting (Fa3=1 G1i52)

> e aibel BeiRs FaE @i oiew Rkl @ e, R,
@, oeR [Rfen o (o 741 a7, 9DR BT 3929 @ | (ool
E, @ O @2 fReRE TS b3 CRIIR I Iee O el
A TS TR T TS 23

> o TR @ 2 En Sl ¢ @Rpl S @RS 9IIRE IF
oz Mro =© =

At @ Tt e =R MBS Ty s, FEEE A oI @ R

F1 € G137 |

F1 - £ | =A1+(B1/D1)*E1-C1+200
A B C D E F
1 30 40 20 40 80 290}
30 40 20 40 80 230.0167

AT (OOF WEIH! IWAT TIRE OF IE O A8l gA A
FEEIGIR TIeaT T TN
F2 v fe | =A2+4B2/(D2*(E2-C2))+200

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

2 30 40 20 40 80' 230.0167!

> ([FHE CE TEEl W O P T SR R G961 K wwe
A @ @FINE WH-EE CESE W P @ O @Rl 2R,
OE T A A AT FACE G CPE PR TS FeN-06
NS TR [ HCE = AR G FACE O PG R ©f
A A, VY WO SEIR ARG WEE, SN CeeE W
FAEAD! @ O R R(R, O €27 I o @GR O ohG
I FALEICS WO ET @owa [ T = AR @R WG
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TH A QAR O PB R Ol [ A, VY RO @TIR
ARGICI|
Gl &= A7 B |

[ 61~ fie| =A1+B1+C14D1 YR fe| =A1+A2+A3+A4
Alelc|[D E Fl& H AlB[c|[Dp|E F|& t
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 5 3 1 6 3 5
4 7 2 9 3 4 7 2 9 3
5 5
6 6
7 15 7 | 15

G1-i3 HISR FI-@ 0°PF 3@ M <18 Ft =241 FI-@ 0°PF 41 T@ =1,

@Rl @S, #REF!, I W FOE0E 62 G0l +ihedl e =l | @,

e Toive IR RS OTE RO WM S [FR @RI AR

Afeaiol = A, #VALUE! 0@ | 99T AT-IF A8 &R A6-TF

PG @ T Al

> TapEl e Gl e AfTE W AW 96! P Rl €Y
FAel MR 79 9 2@ A, OILE Error Message (499 (30T
«Pi Circular Reference (I @FIE™) |

5.4 Formatting (FIIR) @ Page Layout (IS (sTII©b)

5.4.1 T, SRR, SRECH*H, WS, i
SIRFAGE [ien o, @, 3 oW Feg 3@ FE TRE /9 3 T,
Y ZE, *Hizel 29w Home Menu ((2% 77) &9 Font (F) g7
W@ 9 AE, @0 SR Wi e T Rfm @9 A g
Alignment (SUFEAET) @ S O FEg I OF ERIGE OER
F A T AE, MR FE (ZAZTOIE), S €AE, E SR CIEE R
(SR{EF) ATCS “7E1 Cell Orientation (P& SRECH*H) M@ Gew
RGBS it e, eI F = T/

fon @-ER e A FACR SR P S a0 o @Al
FAGE RYE F @RITSI @eE @ A FAeR FERS 3 Label
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(ETR=)| qriol B3 (o o oRe MEas o = ma @R
SR RN Fe =eT ¢e1 Merge (%), Unmerge (SU=S) i Wrap
() BB

R TR T (dl T, A B C D
ﬂﬁT (TeTs 3‘139{ T4 TNl mﬁ Students' Height and Weight

T Q@3 wF T @5l m
‘QW TN 4l @LEE ﬁmﬁ 2 |Class Measuremn| Students
o ) 3 Boys Girls
27, O[R(s 5133 T =™ 4 |Class Il Height
REEsG @ Omd SRR S Weight
x| aGF Gy AR 6 Class |l |Height
' 7 Weigh
ST AWEE WOl TE e

Pisig 3@ Merge (Ve 8
CToR I@ e = 9 FE

Students' Height and Weight

(=]

Fe® <1 CWeEl e PE@ 10 Class M:fe::e Students
G5! O IR ARl SR, 1 Boys Girls
kﬂaﬁ]‘ [GlGEERGH ‘ﬂﬁf W E Class Il :l\?;igh}:t
WW@@WWW 14 Heigght
O SPH ST A AT e 15 o [weight

CREI @4 WS F[OAW oA, C

IR B G @R STl e AR AT Al GG O O @RI
s Wrap (017) G35 I929 IR, IM I 62 PEDR SREISL 70!
3 fOFG #EEH I AR) @*ie =X AT (el SR SICH Sl BIge
FE@ T AE O MAE TR A, B, C, D FAGE @ 7 o8 Fpa s
GBIFE 9 971 @ (UF FH-7PD F@ FAWI0 41

e 3@ ok T W TH I |9 T @S AR SRG
P WS @ IO I AR A-FAE o 10-11, 12-13, 8 14-15
- VB W @ WS TR OB T AR, 8 OFAN ORI
WAZAETE PO F9 @I B10 TGS W7 GBI IE@ OREE
SRMGFE CFoR T4 2@l C10 WF D10 0@ 9l Se I Crork S

TAE, ¢ SRHIE AT OE |
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5.4.2 Row Height (@ 2%5) ¢ Column Width (F51% $2w2)
STRFAGT @-9F 8 FEN-9F FO6 56Ul Fe€, ©f S 5
ﬁw"“ﬁ"ﬂmwmﬁmﬁmﬂw 5= Insert ~ Z'A? j
AR GF G (I T FRET B3 I@) | oeee - @ L
@ A B i e ev Wowe  [Eremat | 2 et L
@ e o 99 =6l Ml @ oy || Cell Size |
TTCEH ERG A6 B AR GO /I WOy | L Fow el |
ﬁ}(@ @‘[6‘{ IO | IeN-TE THa W @T"T N AutoFit Row Height
A FAGE AF A TIOA I, OIFH i | e
Wl RA-TF CHE @91@ m @T‘W Q‘_‘;ﬁ; aT AutoFit Column Width

Tl FE, N AN ATEN SR I TAR | _j_e;aunwmth,,,
2w, Home Menu (@Y W) fR9t9 Cells et e ’

(TP g7 (U AN AE T GBS A
T TiGA 50! fFF I @ TR I/ S, cename shect
OIS @ 225, FE TIURE WP FO6 bR Qove or Copy Sheet..
F B CIER (OO @Rl SRR Sl 6 Tab Color >
A AR (ﬁ?ﬂ@’“\? @A AN ﬁ'@)l (GRS Protection
PTe AR W‘%ﬁ@ Uifﬁ FE @ RIS HHHHE &y Protect Sheet...
oz Mm@ mam 2 Lock Cell

@3 @9{ W E| W HMeyq I # Format Cells...
Format Cells (T30 TFM), [ J& AN
@-EE THO! W FHAN-EE AF TS FAS O AE G @61 Al
PR W SARFHAGET ACS| =T, (2N R [RReTE Styles (“5ige)
A SE SAFABE SNEAF Tables (GFor) @ frs, ¢ R[fen
Gl e T I@ o A eME Aer webl oRie e f
WRE medl =7 Page Layout (71 (#-SIT6) T+ a1 PIZe G (A
275 W@ Print Preview (725 2f©S) F==|

5.4.3 Format Cells (T35 (771)
(@% o) e Number (F199) (U(F SNE @361 I GIiEgF Fies
34 PR Data type (TS5 5127) A ©0 FEe ©f I e #ifF —
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@, R, AR R, T-offy, onie, ToFh T | wa T
Decimal Places (TSPl (20P) a1 wifsie B ARl = GHIS @
meh IR QuER WE (WO T4 @ O TR0 W@ 9l 9=E
ETRBS W G O G fFe I oten TE, WRE, Cells (M)
ag DR XIS RTT

5.4.4 Page Layout (7[& (5TS1G0)

ET AGAS S GG e L
WSl FIE IS (F-NC6 3F F@ | Fooe | v | veerrotr | stest| —

s ~7a @, Page Size (e | 17 =

7Z%), Margin (3(E), Page | = =

Orientation (0?0 SRECH*M), | o |

Page Break (01 ®&F)| @G | oo N %

e @ @N W e @ e

SICE Rl ROl ACRS A, | e

Print Titles (BF BIRB®), | - owomon

Rows to repeat at top (-3 E e e

% =06 5*) == Columns to

repeat at left (F=19-%1 § &5
i @Re5) Sfedl IR RIA0E T Ol o 7T IEe qetE e
A 951 Fea 2T =l “or @l e FeieE REFw e Fm)

= @

2RI bR T, AN, N, T, WF W) 2FKRE K AN @ e
Ty e o medl o WP e ot I e ¢ Jfe A
e O A A e SOIfereibl T T (<9 A (T, = O Bl
e (PRPIR 231 M ) |

A B C D E E 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 ... ¥9jwI G3-
TS Gio I@ o (@, 8 OR#F W= 5IF 2T A H3 =B3-G3| @37 @3 @I-3TF
@@ 4 CEE I @ [E A @-SES ¢ 90 @I A M (MeSTE &
TE TG T AER A b am e 7@, REEE it 7@, @ Ao @irs
T AT FACS F, @, I WG B3 IOR Ao [, TN e et wan |

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 51111 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

RIEISI&H

1. TG (O =oFdl 39 off ¢a R[Rfen &R e &)

2. ST W 08 Gl 100000 B, AT o0 FC i 150000 Biell
G T (=T F© AN

5.5 “RAS! K@ rRE

TS @ @ (Al W@ <l R, Sort (3G), Subtotal (R-

Giow), Pivot Table (PTG G3e), Wl €W Function (F*)

927, e @@ Chart (5%) (SR I@ SWF TS TR,

Statistical Analysis (WG oTE SURREER) 9 e [fen 1@

AR FE o [ReeEd, 2oy
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SR Mo S-CF TR *erE oifert
77 R @OE R TR, *ME PIRSi@ MeT @I *MRE F 2K
AT WA IR, AT F W @ T PF A GF WRE AT €%

SRANGT T S|

Workbook (€a=3)

Sheet Area (<5 «fsa)

Cell Number (77 919)

Data and Formula Input Bar (TeG! @
T T W)

Data Entry (o5t «fg)

Insert Sheet Columns (ZIRG =6
)

Copy-Paste (FP-7PD)

Addition (SuifE=)

X (Fremm

Cell Formula Copy Paste (G T
-0PD)

Multiplication (SIF5fEE)
Formula Setting (F=1 T16)
#VALUE!

Formatting (Fa0152)

Font ()

Cell Orientation (F% fRECE=H)
Merge (W)

Wrap (717

Column Width (3= ©2uy)
Format Cells (F015 577)

Print Preview (215 2f$%)

Data type (T5! 5127

Page Size (v& 7izw)

Page Orientation (& SRCG=H)
Print Titles (725 52gemi)

Sheet name (5E)

Cell (77)

Program Cursor (T2l Fi19)
Move Around (J® S0RITE)

Insert Sheet Rows

Selection (FieTa=)

Delete Data (f¢f#5 w5t

Auto Sum Function (5! A 1)
= Sum (1)

Subtraction (IREIREI)

Division (fefe#)

#REF!

Circular Reference (FIF=a tRI)
Page Layout (([& G-TeNT5)
Alignment (SUEEAGIS)

Label (&T3%)

Unmerge (SN=3I%)

Row Height (@1 2125)

HitHH#

Tables (GIe)

Number (F191%)

Decimal Places (teFis t2em)
Margin (&)

Page Break (t°l&r &%)

Rows to repeat at top (-1 § &G
6 5+)
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Columns to repeat at left (F=19-%1 § Sort (%)
6 =ulb =)

Subtotal (AR-TGHE) Pivot Table (Preis G3)
Function (F1=) Chart (515)

Statistical Analysis (GnfoAGE

SR
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A 1. [Kfoq 767 (N 8 SHRED T AE q=el

AT AWM WOIH GRE Al Z(AS, *2Z-JACE FAICHIEE 2
GREE G0 SEIARIEAR Swe = el Fewa Ifeee Ml W
RIS @ IR TS| P18 (O] GFLRC SOOI A& e

T R, GH-Re ¢ 4@ Simell A bl AT BF T
OY-TET @ @S JFE2 FAGIOGIRE IIZF =W Communication
(SRTHEF) T O ST-EASTR AN 1, BIFA *1F A
Jfend foR7E @1, EE @, IRF SURISCoa BRA-~1RE
T, ARSI AR O 8 RPN F6T FE A 8 7 [rawet 74,
A-FiNe Fie wioe e ¢ Rer-Aee w9, aw 2R s a
FCER (O 8 T, o @ F4 ¢ i, Bien BfS, wiaizet it
IR — a3 FOHIEE IR

w1 77, e wasfon T o1 1990 W& (UF @F 99 Il 6T
AR, A <6 = Information and Communication Technology
Age (TR SIS FHRTHEH GIEHEG ae) A 7-ewet ICT-7 39,
Iq W =9, A7 TR Y-8 FoFel FAPTHIET I AF
WIES i@ I 27 Digital (fUfeotr) ao @7 Fiae, FIHTHR I
ISR o2 ¢ e fEfEte F@ @ | Information (ZRFRGER) I
Oy S WRIE TR @z 2 ARy iR, w9 A 9f, o
T2 @F I O SUF TEoH F@ @edl TS F @RE 9
R AEE AT EGA TR S-S IO FE FATEE
AR FAE A EFE WEIH W@ =W OYAIE A Information
Technology (2 BRI

R T GRS A ouHes ure e W wiE
TRE AR WS O G [T €@ Y_E NS (FINE T NG
Y I ACS ~RfRl G5! AR Ao FR-AG= I3 AL T -
AT (A G2 TN @IS e I8 Wl et o e AR
#fd @G «=6! SD Card (Secure Digital Card) (@S FC-HFE@R
fEf&5ie1 F1¢) 3 Memory Card (G F19)-@, e Chip (o) 3=

FACHR I RT e &= 109



FAPOER i o w-ed I TR @ A4, O FTTO !
7l @361 2o FAPRER AT TgH! 8 O WhEFE T@Als [
Accessory (SURpRfd) A Input Output Device (225 WICG75
fTeies), @EIE @ @ =0 Hardware (QCSIR)| VSR I
A 9T @-ER T SU6! 26 Software ((RRGSTR), [ =&
FAATHR S A @i Trea [y Foiesm g, 9 w0 FEesE
TR SRR FE I I ger FRe SiE FPehE IR
e = @3 FetieE @RS @ W, WS @HEE T SR G
TFEHEWR A= A Computer Program (FAPITHR (AEN)-8 I& 23

SR = C2lia A TEpeWE
AT (AL TS SR A SPRY (AN [ OReE Wi
efSfere T T (ot wwr, TEEeEl ISR T ATR ©R @FIHe
g 1 ==l Sifer (R a1 SPrERl I AR, S-SR @RS IS
TR (TS Al TS TROSWR A W@l RS, [ [ @
IR W (TS, CISEIE WHRD a6 ©Ff S IF, &P IS
TR W TR SR W TEe R EmeE v eRaes e
A =@ S (TS T (AN WP Bl ©IR B GF6! Al FAR
Gel] (ST =&
> Computer Language (SNPICGR s030e)—
C, C++, C# (sharp), Java, Javascript, HTML, Python, PHP, Ruby, etc.
> FIACICHRDI @ 5e1@ O Operating System (S PRGN —
Microsoft Windows; Apple macOS (Macintosh or Mac); Linux
Operating System (Ubuntu), etc.
> {48 I I92ET Application Program (ST (2ia)—

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 rIYl R e e <ie FAkiwers eRiE =7, [ [ et seEE
JA! (FFHATC) FEHSTRLE (O =3
> FUCICHIRR ATHSWRLEN 5T @ A 8 G Utility
Software (ZTHHEH WGW)— Compression (Zip/Rar); Portable
Document (Adobe/Foxit); File Converters; Hiren BootCD, Acronis True
Image, PcTools, Norton Utility etc.

> Internet related (2R 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 ((NR2& =5 &FI=a PP
TFBGIF)—Google's Android OS, Apple iOS etc. '8 Apps (SUPT)—
WhatsApp, Messenger, Skype, Instagram etc.

» Malware (TRSTF) 2T, ST, GISIH, F5E0, 6%, AT,
NRER, SPOSHE, TPINSE, 9o7M— Melissa, Sasser, Zeus,
Conficker, Stuxnet, CIH, CodeRed, Mydoom, etc. (A%FR @S Siferp
@O3 G @ QU T SPTI) 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 (W) F26! @r@  Interconnected Network (i?ﬁ@-
FAET CIHSARF) QF| @I FACHR (AT SESG! FACICHIET M
IR F41 TR @2 (0 OF 27 T4 ReE @F 2ilted @36 FAPeoR
M@ o= 2IeF WESH FACICOER M AN <, O Me-e3l
N @1 T R 7@ Ol [ qe 9T e, WE REES @
THSARF| el @3 IHSAET HRED! I FAE WA E @ GI6!
TFCAR e, A RTTS A Cobweb (FASTER) | OF F AFIR
World Wide Web (3T S3/3C SFR) FD], IF S SIFE 29,
WWW |

@F5] FAGCHR OMA  SNEI6!  INCIOLIEE  @EEeb s =@
Telecommunication (GFRFNEHE*) IIBE WUE, @ BRI
8 @ E, 92 98 TuE ol SRiE, @b ke el
GREN O N, *ros% W@ el AR T G-I
TGN Al REFT Spectrum (CHREN) e GRRGHER 2 e
Tafor M A O 2RI FAO! WP @2 T7RGGR FAOS THo
AR, W@ I+ = 2G, 3G, 4G Topm 2G, 3G, 4G Toima G W@
@RI 2 *f7S! 2feall 1 Generation (TSIGIR)|1 SIPTE @2eE g
oy AT Sl WP [Wwoeser [few Band-Width (TS
TITY) | @3 MY 5 WRIZE @R @EEER #HSAFE WRIEE
IF RIUNe 93 go e #fie==E AR Broadband (ITIG) AN W
@ TR Mt e I[N SHREE P 07, 1o BN
FReE 8 GRfeHEE @ SEEE, OF I/QF IR WERFR
GREET o e wleE FiRAEE o] amaE @ ISP
(Internet Service Provider) (@ﬁnﬂﬂﬁ’f—iﬂfﬁﬁﬁ S C‘Zﬂ@W) q
Internet Access Provider (mﬁ'ﬁﬁ [SISTaM| CW)I

SBRED I
SHRED ITHIR R FORAG 30s [em 32 oes 27+, 8y
wh 9B FE S I FACCHEI G5 T FACIGHIA SHREGA
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FIFHA PNSTRF IJIB N W6 = a6 3G Web Browser
(SR FTAF) (A

SHRED I 2T A B SORED AT (ASRTR @i
F PAPTER @3 FEAPHAS IR FAS A, I ©ts NIC
(Network Interface Controller) (FF—0SAF SR FLER)
AN AF Gl A DSL (Digital Subscriber Line) (fG@masi-
fERom wiRim @z) W I IS wFe @t Ethernet Port
(ZoRGH iG)1 <[, Wifi (Wireless Fidelity) (S3F2—SiEm
FECRD) e FiE=Ho! FAPEHE == W I oo Wifi Piewm
@R JIB] AT 07 FACICOE @7 TRSENL AF 8 SCGHE [OIR671
FAPTHRE QU MeT AT

VG THRED I @0 2RfETs FA T Al ARCES B
g B AR K0! WS GG T T T F0S 20 Modem
() € Router (ITHR) IIZFA IGUT ARER DR I
i1 ZEREG AT eRer @i W@ W O MY 76 G060
MO GFAEE IS 2 TORGED (P9 W@ OO IACIOOIER A
NG, SEl Wifi T S5l F#Tica #ihea

ow UG E = WOTEne-CACTED bl FUPTHEE 9Ly
AR A e ¢ eI FIS FEAI Solts Modem BRIEN AZER
AP, 8 RIS (OOoE  [ONGSED I
FAPIEHIE S| (i [T 93 AN ORGP
SN 23 ADSL (Assymetric Digital Subscriber
Line) (aige-snfiss TEte TwEim @zy) ¢ ors Wifi
TRare Qe TG @i i ADSL @ s © e, Wi
Download Speed (TITET =AT), SF AF I 2SS 27 A, N
Upload Speed (ST T)|

GFD! SHRED FIEFH (T 93 A 9T FANTHE SAGRAD
AMeTT T I AL FE@ T JICHRI W ACHR IR FAE G
2™ WO (WF ACHE 8 ORFA ACOR (AT FACOLIEI  GFE
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FIACITHIR PG (PR ST &) ACHIRS AE Wifi-Ga I3
WGl WA AIREE R NOEE NB TR € Wifi-a I8! A
AF| @3 GR(E NOI-ATHIE AT GFB! FIAT (WF 4L 10-
2061 FAFICHIE FHRCAG e g A0, W Wifi-G Tt ioro
100-150 F6 A ACHR-GE FA el 8 Wifi-Gr waol qifew @3
e, ReE @eer@ o5, Refwiei 2oiifice| ¥ & S SGRED
FIATHIGIE THoIfSa 3o =)
AR~ IS @28 TFFS A A O (A | BRfe=ER BN
@ SPGB Gl roe oits, g ©f Soifes e MAw G20
SHIRED ST TR = (RIS (T B, T G5l T wEeR
W R @ CheIE  @rifNeER @ chemt 3w SIM
(Subscriber Identity Module) (FN—RCEF 2R SZTADD ST FTT) |
GPBIFE ORI THRED I MeqR Hotspot (26°76) =T TO-
ATHR I [fFe @ ITAT A WA @F TS FANCHIE SAGIRD
FIETHN ST @A AE, IS OF S 6! T 23|

IRIZA 0! N Z(F SiS SPRED I ¢ JTTH e
T [OF07 Al FP6 FACICHIE SPRED IIRF FAR Gof FEA
e 271 SR BT 76 FE WE O FHERCED PTG
PG FACICOIE @ (TF07 FAPICHIAS IR F4 I IW P
Wifi Pieleiet a0 <3 A
SEREG IR
GF6! TVRED IS MSTR MY MY SHREG AT (2reizes
@S SIMa Server (MER)-@ @3 IAT*oIE 936! IP Address
(Internet Protocol Address) (S2*-Z0REG (G =UgT) e
fofes 3@ R, ¢ IFIFFRE @61 Login ID (FHE =EfT) s
Password (*IPeq®) i ma A 979 Meq @3 S SOg, @9
@ AT 151.101.129.121, 1 @S HAEI @ @F61 w=mE M@
SPREGI AT REAFRTE Bee I AF @bl 961 AW o
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| BT W 8 APSAT AT WS FAPTHR (AT THRED
FEAF AT @, === I i3 FACOOE @3 II7 AT GF A
ORGSO AN @3 FE SPRED IIQEIME iz =T 8
HAPEAT AR FIETEH Tl T2, IREAN =@ A Aoz Server
93 (Y, FAE Fe 27 Online (SHAIZH) 26|

@A T TOREG G SOREG e 9Py Website
(SEIED) | RHEee SpRal HE @ MGl THREADT MR SPIEels
oA Mg ©W men A TPINRY [AF OW WA Tl SGRED
SEPNZG (O F@ AR IF GI6! SFPNZG WF ¢F A GIIfET
Webpage (SERUI®), A MYl @ SEFNLE FFET 98 SERRAIZGSE
A AT FINE [ FNe AOIE, FE 2w wie [egw [fen we
GYE TS M@ TERED A (PR ASE A @S @
SEINGA FerF MO |

SOREDT  SEINBSE (TS FAAICHIE  «<651 Web Browser
(SR FTRF) Al AR I3, @ Google Chrome (9F &),
Mozilla Firefox (few wRwd), Internet Explorer (2GR0
GFRF), M JCTR lEs M =eiE -
SRl pfF SITG SEPIRG! <6l BEE 7 e
@ SUCY ARGI A AR CRIE [Ty = o @
o A6 A @R I AT @ A aohgel
SERAZG P XS & O G5! .
P e i @9 TS, @ @A e ™
GF! I, T F@ 62 SEINIGA PIEss ;
TR @ SR, ACARGR SEPNIG AT —
@35 Internet Search Engine (Z0RGG A6 2f&w)1 M AN® =X, 76
a1 WS ANE, IR G 3G @61 @61 *% eml FE W@ e
e Wig e 9 Lo Irs & @i HT e 73 |

@INe @6l SEPNG EIFR Ffig #16;, WF I URL (Unique
Resource Locator) (RTSRIA-38FT RO @E01) @l A Gio!
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SEA JTANEE UMY AE 537 I GO I FAPIE 83 SERPNZD
Wl @ URL-97 70 <=l 29 «F http:/ A https:// A
http://www., https://www.| http *b1 & 257 hyper text transfer
protocol (22 GIC PR HAGRE) @R P “s” ARE @RI
Secured (PF@RT)I @F°@ <G Domain Name ((SI(N3N =T9) IR
@ QA .in/, .net/, .com/, .edu/, TN TFINE GF1 | A AF €2
SFPIDOR  Rem it Aea@ 7Bl @ «@ @@ URLD,
http://www.bidyacharcha.com/index.html | (S SEFIM2H6R Domain
Name @9 ¥& bidyacharcha.com 8 T index.html @Fb] SEICIC
(SIS«

e FEREE PG @ I E O R[S IS [
oie f@® e =@ IP Address, URL, Domain Name, DNS
(Domain Name Server), oI 7&(&E| ST QN T2 SEGA I
@R Rewl| 7y o Wit T (AR, avew IRRiEf e F F e
SPREL IIRT FAS A
e Electronic mail— 42ias 25 GRS @ 31 Email (33@) @3 A=IE0

GFT T RS [REE @ @He AT Y @I A G A
JREFRCT FRe [y B ~M0S *ia o7 OeFelR| IO IO
WWWWGWWQTWWGWWRW?T
Attachment (SUBIGETS) FEI IEE JIQR FA© 2 IFRRFRE (T8
@35 Email Service Provider (3G 7f$7 (AC2wR) *lev @ W@ ©F
SEPNZG A @361 TEE SURFICT (o I e 2@, @ Google Mail
(@%@ &), Yahoo Mail (231 &), Rediffmail (FTGE) Tomf | @bt
CofR e Stem W@ @I51 5193+ Email ID (3 wi3fE) € o Password
(FIMeAC), @ @ AT, GI6I IEE SFICCeT ohEN e Wi
arun.roy@gmail.com '€ ~MSAT: xyz43211 92 SOFGHO WP AR
gmail.com SEPNZHOR ASA ~RISIFNE 63 SENIG @ @3 Tz
=T @ AMSAT e @2 I SORFTTE! YA @ MRl AR FF I
oz, Inbox (FFF), SE A AR TEH PR JFNE IR,
M O TEE AEBTH! Sl AT
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e Downloading files— Rfen SEIZT @@ =fbe 3 Fofes 2w, fofde
o FiEm, @FHe ENI A =P, @EN ¢ Toip wReR FEw, oM
TOET FE em IR Aw el @ geE [on sweies Fi
TICET A AN T (@ T AR AE | CISAEe I R [ReR
RGO TRFE—SSH] A2 (AT TG I Malware 3l Virus SIPS
A, G (O TEF THM TG (Pl ST O P TS A
ARe http SEFTPIRG =S ftp (File Transfer Protocol) (&&Fbi—ie
GFPER ABE) SERIRee =T, TS FiRE MeA-medl I Gl WRE
Torrent (5(F0) ITBA «JFEF Peers (PR RE@LFRE FAECHR &F
GIBIR TG FIET A FREA WA T[T T N G ©OI@ (S
@ Leechers (F6Pf) e@efa

e Education and self-improvement— (Fﬂ?ﬁﬁ N I @ NGHEA IR
WF GE I A 9 2w [REw @R o, [few Raw w8 tRE w
SRDID IR YRR ZfeTS| I FESH! SEPIRG 2w, Youtube, Wikipedia,
Ted Talks etc.;

e Social Network friendship and Discussion groups— Z7BIRCG MU T
8 AT SEIBAR T SR @ FEI6! SEPAEG, @, Facebook,
LinkedlIn, etc.;

¢ Electronic newspapers and magazines— SN&Rle] 7 & I AT oIS @
A feiE S SETIRG SREIRT A HOAR, ARt AR &)
DRG0 I92F F4 A,

e Research— Twoa el @ SREIT SHREHA IIZ[ TOIRAF T (I
FRe Rfon eEPIRs @ ~Aeq IR 2o I3, SNEEeHE, O ¢ ~ARPRIA
Fo7fi, @W=, Online Journals, Goglebooks, Research database, Jstor etc.;

o Interactive games— INCICOE Fa1 fofde (ohpT (4@ BE SE @I
A ¢ TETAR 2 FEFGE (W@ (9, I HARS TRIR Wal
SORAEG SOEIve GReT @Bl F@ 7, 3 [Reieme Fie. Rem sfam
G2 R W T [fen SRt Wil g «n Refegae Mo =il @
ol @B AR GFE I @ ACR, W OF 6@ IR0 R ~ifRefs
©I[E, ¥, Blue Whale, PassOut, Salt and Ice etc.
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SERED IR ARTIO!
AR CHGT G0 WG FE W6 AT, STPRED IIFO! TN I
5| SORED IR T TRETIR Tl AR TR R, TS
g F (WA I(E), FERAD ) IR &) 0 MY (IS
T = CERILG), SR WVEl SHRED WEH @3 SEPNLRET II2E
IE SE S IER @ OSPEEDG  ACTI6! @ A P =
@35 g w91 W, A T IP Address| TOFR O THRED B
I IR TER GG WEF 79 D@ ¢ NS SEIEG Fer W
WG] SEP SUIGeT IS [ FACIOIEE AL I TR, FRIE
€% CEIRGER T, (FIOE AN Wml o9, IP Address-5 &l
AN (OWE [P Address TG (ORI FAPITHE (oo (IWAl (e
FRFCRIG AIGT weal QIF) | SDRED TR 7F 2 2 2& @bl
g @7 W WS FESO! 4T W

CRRINLDEN P SPREG RIS [fen FAPEHR a1 AoE=
W SOYT (A QA 2COIF6! el N i @ersR 3 A,
qE I =¥ Domain Name | FRe, SR SERABGT SR i3
TEI! M0 Al @ Gl (FIRG! (T SRINLE, S A1 AE T=46! WA [
A 2ffSqE Biz7 w9l ©iR SERINRD TS CIE AR O G5! AN
@SR Fa0e = @5l 91 =W ICANN (Internet Corporation for
Assigned Names and Numbers) 9I(3 G361 S@E0F MRBE| @
T*0 =, [® Domain Name W@ 4I5m@ e 7y A afew
SN @RI T Fg [ (e Fil ™ o)1 Domain Name
®F O P Address-BitS SIPCS 2@ G061 2@ DNS i, 3@ =
GRIEE @ 7

SEFINLG (O @ *FF 47 T SERCE 29jorR  SENR05!
I A O Fa @ @36l Web Hosting Service Provider (SER
@52 ST (2felZTR) ©’F Server (OR) Ol (e, WA A I
SERAIZOE Fiew, (FIORE @3 ASKOR =02 @61 [P Address
Iz, WO ICANN-F TS (< SERAIZ06! BIe] T
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W T TSR ©fSl e @61 IC [P, @IENE A& Server
Farm| ¢ I¢ SEMI (@A 2AfS JS [ge a@m gef Fee
%) [fen (et oive ez 31 ©fel F4t AR A, A PIiFS o 2@
A AT, IR goofSs e AME| IO ASH A O TS W
FLAPFIRR F2A 0 AE@ 8 MR IR o8 I AR ORI
MEPRIRE WEF @ RS TRER S FHE 771 @R SENEGa
Domain Name-@d M ©2 @FfF ASIET IP Address “iedl I
JIRTFIRE H@HG! 27 OF SREE w0 IP Address HITS|

FHRED VR I+ ®% =51 Domain Name Server (DNS)| @2
FE oF, AIAFIRE meA URL-@ @ Domain Name ®N(® SIF ©F
g IP Address-t SFRIM I e, 6 FREPHIE 6% IP Address-
S el @2 DNS S@R A TREAN I &0 20OOCE B! FE
99 ew A, @61 = Primary DNS Number (230 Tana
99) 9T W61 25 Secondary DNS Number (CTFSR fSaaas w99),
B! P& I (FINe IR 2SN 901 FIe 71 FAE

@8 GF6g DNS- A [Rega I e@mizd Domain Name
@ [P Address @ ¥ TP O @F RE 91K 2@ @, © ©OF MR
O5 I RGN FANE P A A, WH 2 A @b FAEI ©iR Rgre
s ™ SFE DNS (O 2@ @i, T IT IT IEI6! 2
ARFE A F SURED, W TPLEN T 26, @eEN A SR
SO (ASRTH @FRSE (94t @, BSNL, Airtel, Vodafone,
Jio 297iM) | I IT SEINHSET eF DNS A O 4wl 1P
Address @S ZFHOREGD SURFGT IE@ SR |

GAF 2N =, 2@ BHE Ak DNS 9 @ @€ @361 Domain
Name-GT@ IP Address B! #ie3t AME@ F FE@ — @S DNS-3 (1 R
Domain Name 9 IP Address-GR ©U A =31 @Bl = AT
AR feferol DNS 9FER W AR=RE @ 4F @ I
TS GFG TORED IR G5! URL T o2 SERoiEld Ghes
BI3®I @I @ DNS-T@ 96! G O ©Noi@ 83 Domain Name-Td
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IP Address Bt =1l ARG O €61 A M@ SEE6! DNS-G PRSI
AR T ARE AT &6 DNS-

«B! S BETIR I TERSAMTET ol [P Address B =it
I TRE@PG! 56 A CI2 MSIE A SEPNZG! @961 WHg FEa g
e ~em T i @51 S @ AR 8 AL TR WK 26
P T b FIC®| WK IP Address B Aewl ke I ¢z ASR o
I @ W oEe JfSE @ WA AR5 A6 OISl @ SERIR0
TIEE G T T, PRI G0 O P SORpPl Twiee) S,
WRY SAED TR 2L D! ARTS = R ZBIRCD
AT reiResms DNS i@, ©R tioe /R bk [Resm g
SEING Ol IHS FE@ (ST BF FAS AN DNS @i Hwet
el qreee SRR GeTE AW, T WA [ SO S 93
@R TSI AE ZHRED IR ST I3 AE, SHRED
AR ASRTTMA DNS-EFF I FAPR MR AZE S0 @i AR
3 F SURFEPI DNS-F I92F F@| 5! F99 @361 [ #1afs =izl

@S REALFR TS @F6 SEIEE IF I TIFR TR A2
@ DNS ¥iw@e @2 IP Address (dreiifers afeibl o1 ©F 5211 7o e
FE Mo MRELFIRT FAFTOIE2 Browser Cache (ISR H19)
< S T IR SRE SERNDSENS TREPIR@ER A A
FAE ST O IP Address ®(FN %S TS ~AE Server Cache
(T T™i9) &

QR ARPRCHA 1| MRS N6, 267716, I JoUG MOI-IO6E
AR SORED Iew WEg AfeT (Areized @36l IP Address @
CHIE @ FE @ O} DNS TSE| IR (13, 2576
TOI-ACHNAZ “2 DNS-BI W Al =1 AR, IATANG! Bl e
SR R Pl AE SR MO G REEE O A e,
@ FF Google Chrome bTF] FaE2 @2 ACR RE@GGI oI
Google.com-G& IP Address SRR P12 OEI G377 SRR ©F
TR e URL 5127 F1 @9 e DNS W= [P Address Bf
& FE ~ARIE F12 STE, ¢ RPN IR A SEPIRGH!
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el ZROREG IIBOR AR, @ [ @iGRa—IP, http, Ftp
297, =T Domain Name, ICANN, Domain Name Server 9ji% 9I(G
TR, FRe IFME I FRefefes Swiet =, Rew 7= TERED
IR AT F@FOR Soue @53 FEREDT [eEg|

FAAE 2. FHACHR FHCE AR @I

FAPCOR 5 Electricity (eEh0) a8 Ry i, = F@ w@
Electronic (ERET) A (fen T Fwom ©AcE @ e
Digital (Rf&5=) s @1 FIECOR 1 T2 OiF Bl 8 F& T
o) FORR® F(@ @ MAUF Binary System (IEHfE Prow) fc, @t
@ 0 R 1, W@ @% gl o 1 et a9eE @ AR wis
SINEl WRIR [ B OE e, = 9 A, Wi q RR 9,
FAFICER I F—CIPRoA M TTF GG 4@ 1 WE Al G @@ 01

Codification System (GFfCRE=H HrHw)
FOR SA(T SE B ©RR, YR, WA 2] W M@ 2 )
FAPTER TSI (o Tgw TR T T 7 WG 6]
wil AR ffes Men @ @@ weel = Codification System
(ISRm Frow) ¥ @R Pt s st @ 5 @
2 e ©om e frEm oeEE FwSE ©w FAPECHE Encoding
(@) F@ 7@ | ©R"R Encode (GFFC) T SN SNTR
ARG S S NI WA Decode (fUrF0) I @3 FIS0!
FAFITHIE = WS Foel|

@ AT G5! A A [T bl wiE oy 7, SR $HS #ifE 9w
PR *Rrow A S FAPCHE iR Frey s
SASTHASEANE GIC I (7 (HOTF GICIC IR 7T s A
AT TG 2, @I wav, avi, mp3, To5M)| SRR SR ILF N6
TS B3, OF2 ARR e F@ *wroaw [ Swee sFHe m)
ATE (2R AN, q Mg 00 GNEe T FEPCHER ST
OFIe T =roaw I TS WCH7E W@ HIHIS A
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@ [, W FAC T B w0 o e e oy fowfm @6l
FAPITHIE GHFIe T 20 A 7! 41 29 =5, W e oE
IR I IO INF aNFIfee 4 AF ASCI (American Standard
Code for Information Interchange) d Unicode PPIGGI ToAR, =Nl
T 2 BiRF I, O FECHE AW @2 @we P ASCH i
25651 FIC I/ 2 @, K 26 75, = = k 107 | 92OR T_S0!
3, ey, B, A IR T ANE, € W A FEAC W [ g T4
T[S AAE, O ASCII (I Unicode) FrGm @ifewz a1 I A, =N
FUATEA TP B 68 (I PG| FAPITHR G7ied (PICRAF=I=b!
FE@ 1, ASCII (3 Unicode) FIOENTE SR AR @FIC IR
F(E, IR IACICOR I (@ A2 et 929 FE|

Digit (TTfeh) FUOH M FE @F @361 | @, 7032 RAGA
47 =% A &6 =ital R4t 714 Binary System (32 HrSw) W@
wh! fofe T9=IT T, 0 WK 11 «GF I Base 2 (@1 §) | Decimal
System ((SP™E PCow) 1051 et 3729 F@, 0,1,2,3,4,5,6,7,8,91
@d @ Base 101 Octal (%3w) PCHE 861 fofes a1 == A,
0,1,2,3,4,5,6,7,8, I @ ¥ 8| WEF« I =¥ Hexadecimal
(=FSPEE PIeDw) @A 1660 =F 231 @4t tobia Pieoem fOfern,
0,1,2,3,4,5,6,7,8,9 WX 3=fea A 661 3 A, B, C, D, E, F-(8 @3
@351 fefed @ «@ W F¥a =7, 10, 11, 12, 13, 14, 151 @3 @ 161
e Tfire @3 IR IEE Ao e WA SNZ—

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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FAFICHIRT 7" — Measurement Units

we AR 366 A @ =@ Bit ([6)1 Iz PoiGeR aF @30l
fEfes 2=o1 @ «J6! bitl B3 2T T@ g @ 8B bit-IF @ T3 1
Byte (3125) @3 Re@ e FfE FRe =13, ©@ AR PPGeR
FET @Y base 2 4@ W@ SRl 1 byte-tF ferers #iif7 2° bitl FHTGR
TS T B (T DT A OR T AR 28T I T
AR =@ AorR| A2 FRIGE o AR G 25—

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.

I @TSIE3 WY, Peta Byte =2°° bytes, Exa Byte=2% bytes, Zetta
Byte=2"" bytes, Yotta Byte=2" bytes.

o WY IR Storage Device (CHIFS TORN)-oFR Fol
AZE A 2 92 GRS IR @ @, 500 GB, a1 2 TB e,
16 GB "M TIg®, 4 GB fUfefe, Twjin o ~ifaea <o W= 27 bps
(RfPi@st) At bit per second (/G I OF®) W Twosa S == HT
PPIGEE I =@ Kbps, Mbps| ST=F N8 SGREG FIH TGETG
4R " 79 KBps, MBps| GGG F41 FIREE Mew@d MR ToE
&= @5l g @RI byte per second (JfZD 7K CLF)|

FAPICOR APPIER 5O W% 23 Hertz (20%) W@l Hertz G301
[IRT T o7, A Cycle (IEF) DM b, 2fS AT OF 7
TR TGl FAPICHR ACPR Il B (gfen ©wm e O o e
R ofs e w1 =W @@ Hertz A MCF Hz W —@wW, 2 GHz
T ==7 2 billion cycles per second |

FACHIER o1 B — Basic Hardware System

PTG Sl FR et e fe @bt e, €5t e, W G
ARSI wUeEe ME MBI @ e e FE6l S Processor
(FCPR) | S ORPE SNIME @ R, T A e Pl O 8 e
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A ACPTE GIFIE 25 P12 Input (2975), SR 2A0PE IIE0! 6
T IF I@ W@, Gl 2 Output (WTH7H)1 & IPRG @2 2@
ToL—

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

& Data)

40P = Logical Operator (Sf&sle SHIGGe) 7 ©Y & SHpiE

I w@ | W T T @@ oy fFw T go e [ wibee

I 2@ FE G0 FE I MO AT CHIR 1 AP F2ol|
ARG O @Bl e WS FR TG VRl FIRSE SN ¢

GFB! G5! FE—

1. TPPSE U S @, A ACPR S SR, Wi 2ePR SiThEeR [l
TE@ F @ OAR, W R T ST Wi WiGEep (e
W, AE A Input Device (276 i) =@ Output Device
(o5 el wHes @ T, Zp TeiRt = Keyboard
(F12EC) € Mouse (WTH), ©7 WCG7G Ueizd =& @F6i Display
Monitor (f&Tz F53);

2. 93 TSNS 2CPIES ML GO AN G5 IJIF TS A &7
S FRE G5 @G, @ ACPRDl A ¢ [TeiRietE i
B AYFE | @3 [@GGIE @ Motherboard (FMREIT),

3. 97 AR TOY T ACPR BN T I D! 25 FETH A G
TG e TS| AR AAER bl ACPRCE T ST GG
JIF| IS A Bl FO@ T4 @2 GF &Y @G G012 o
FACIT AMICECE TS FE, @61 G 20PREE I e AW
I (T G G5 Uil @bitF a1 BIOS (Basic Input
Output System) (JEP-EPF 276 WTH7P fToiR)| a2 (ARING!
FAC(IZ TS A, IR OIS STl =@ i BRI @2
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R @Bl @A AN A 8 WA Bl = T = ROM (Read
Only Memory) (F5-1C @l GINR);

4. fog 2fodm FATHR BNz § ROM-G A9 @2 (2EbT 20
HeIS @ € O(F2 ACPH TS AR BIOS-GI (51 @bl (& (Ol
g T 781 ©f2 BIOS ST ¥ @ ANE GF6 IIW A 2,
A A CMOS (P R =t A (o1 92 9151 Te AE, O
@3 M T T @61 @6 IBIR @6t =@ CMOS Battery (P
BIRIE)]

@3 *® SRl A RN S Fed 2fkee meat g —

Output Devic?_/_

Input Devic IProcessor

BIOS

ROM CMOS |y

Motherboard
g Ffe T I G [FR WOR TR WKS R T AT
5. 20T (9] (39 @ W@ Fe F91 OF (O F& FEE G061 @izl
b3, I O1 SRFerd BIOS S5t A Ak, 375 mea SRIo!
O ¢ FUHRE TS, O A 4l e el FEn FE, ¢
T WTHH (O I ATH7G [ToReT Mol @2 SrReib <=6l
QB-(APICE @R SREE ol — A9 P W =@l a9
251 RAM (Random Access Memory) (S-S SUIFEPT () |
G5l TR T FE IT IG IS WG FA AE A, A IS0 I DTN,
I GFF I ANG] AR G TS TN el S
T Non-volatile (F9-TOEGIRE GNE) A BTSE A AF, S AW
Zel Volatile ((OF013e W), @RIE APPR @W® O AR WE
Wiz, G FAPITHIR & T PRI (QF 5K Y= T,
6. GFAER TOY] 26 I GFAR G IR G (PR O ¢ [ e
@ [ WCHZE A AN IE, O (TS 4@ AN VESE W,
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FACITOR TH PR, [ AT PG PO IR, 9] FAS TDIR TR
@ 97 T AR =& Storage Device (CHIEE fToizd) @i I
TS SRl @361 Hard Disk Drive (2o gige) =i DVD
Drive (Ttfeft wige) #1187, IS AEPREE 2@ew Wo! Hw e @1
A @ 6T TIZS AF AU ¢ O e qIR ATHHCE eI e e
3 P @ AEN FRIZ AT2 BIOS-F €2 TROWER W€ 9E

A (S,

7.3 72 W @351 &fpn FEEER s Rge e aoeE ez
q weeE Rfen sfieE Rgo a1 (or6 g@es Gl ©iR el w0
e vi3 =EF 9%, W@ @ SMPS (Switched-Mode Power
Supply) (PHaTE- FBET-(IC AT A2

Output Deviccf/_

Input Devicg_— Processor

IBIOS
ROM

SMPS

Motherboard

DVD

HDD

MOS

@3 4@ =1 IO Y1 I Processor, ROM (BIOS), RAM,
CMOS, it Motherboard-t@ #fA®, @EHLE st A Mount
(VMTB) T4 =7 935! Cabinet (FRE6) It A Chassis (*01F) A=)
OIS Wl =¥ ¢ HDD/DVD TiRewE, SMPS € (iaEe ©F
TR e O wheite oYl =l GpF FNET Wl 2R a6
[R5 e FAPesR CPU (FiPRT)-za gew 398 | &7 ¢
WT575 TeiZtets IMEes g il i sl =

agol ey wiwe R @G T gers 7w, @ Cabinet
Front Panel (¥ReG FT ~Nitw)-t7 A1 Power Button (==
3G), Restart Button (756 3Gw), HDD Light (92T =i5),
Cabinet Speaker (¥R =%F), USB Port (285 ii5) oyl
Sound Device (T fTe©izd), Display Device (T fTeiz),
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Network Device (F0e3% fUei2y) ¢ Wifi Device (€i3w2 [Toiz),
WA GYER AN G ¢ USB t°if6 IMIAEies medl Qe | biE
=iRe fEeizd PCI Slot (Peripheral Component Interconnect) (e
70)-@ A TR, T SRS OF AT IS, [y IC, IS AR
FE Qe FAC I, el ARG ALET Fe beila ol e AT

OIF6™ FAOGIET (e —Assembled Parts
A GF! (TG FAPITOR (e IR [ A [fen @i
Rfen e A ~69 fw /& 3@ @@ == o STTeER OEM
(Original Manufacturer) (€39s-SRife=a FHIFOEE) | ﬁ?;?g [SisaliCf
QIEIPE IS A SEHEA @ O 9N W@ IaE [ie 3@ Itee
o5 FAPICHR 2|

@ @ IR QAT AGAE [Fe Fews 7@ Fo im Fei@ w4
T T NE SORED I2 O 8 JYOFAW I@ MR fofde we
g @O [ I @S = Gl 29, [@IRpE M D! i e
8 (1| (FD! TR N O AMINCAIST [few Slot (F6)-=TH AR
T AT @ SRS GOS = (@IS PR 6N, T A €
SRSER WA AL Jumper (STR)-@ 1 AF @FEG @RS
IS RF—FI0! TP W @G @S wEa M o
o ), @2 25l ReW F@ ORt® T@ Processor, Motherboard, 8
RAM-F @, -8 o e 3% sato =@ ¥ ®woi’ HDD [l

FPITHR e S TS AFGR, ¢ ¢33 RN T AfEEEE e
ot T = 97 TRel SPRY| SRR ©fR i By SRHeER [ieE
el TR @9 IEE A G, PR W SreeE [ @ me
e e, FRMEE M0 TS O ACD WA

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
R FAAIE, I8 e, Cabinet/Drive SRR ﬁ?gScrews
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3-pin fan
Connectors

Back panel and /O connectors

PCIl Express
Heatsink

P4 power
connector

Inductor
1384 headers® .
Capacitors
Integrated

circuit

SATA RAID

CPU Socket
Northbridge

CPU Fan
Serial port connection
connector

Southbridge

Screw hole

4 memory
slots

FWH
inPLCC
Super 1O

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

SATA
hard drive
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Power

PS/2

VGA

LAN
USB

‘ﬁ%~ 2 '0J0)O)

Sound

R ABAR WA e T (NN W2l IS A9+ Processor Al
AMeA AR GIeGE 72 64-bit (Intel i3,15,i7; AMD A6, A8, A10, A12)|
G MY W N9 N9+ MRS (Asus, Intel, AMD, Gigabyte) S
2@ RAM @2 ddr (ddrd), 9 I@ 4GB| =K SDRAM b&d
Al Bl WA @R Afed =@mer HDD S00GB =+ o, g 1
TB- 3% 2ol el A 7l 79 27f& 23 SSD (Solid State
Disk) (e %55 o) @ibiml ¢ oo 2o et a1 gefmi|) SSD-3
W b 57 W21 @bl Sl USB Flash Storage (31 THIE®)-99
WO GF AT S @ S TS Wiyl A @), (e A TR0
I A [ o A HDD W9 DVD drive 209 3@ SATA (Serial
Advanced Technology Attachment)l X% PATA (Parallel ATA)
fa@ Frer 5o =l Front Panel USB 3.0 Fte =@l

T AT BFOF 7S I I WG GF6! FACCHE A e
) 1%@ WA I AGAeEn PBFoF e Al @, Processor
SR 32-bit (@, Intel Core 2 duo) TE TMRCACE P17 SR
o 2@ @4 RAM 2@ ddr2, =19 4GB w1l 218 5&@| @4ty Wifi 8
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HDMI display ¢iiF 3 Il SEmt ¥R to =7 =" Wifi dongle
(USB) @ uizerR 36e (o =31 @9 USB 2.0 513, USB 3.0
T | @7 T SRR PG 32-bit eaid 9% |

FAFICHRD! HENCe IRAER IG TEHSRA| AN QACTOHT A5
F@ Operating Software (SR TTHETR) ITFHA @ WS I |
W A FF, Primary Active 2@ C:, S T U7 Format 23 New
Technology File System (NTFS)I ﬁ@ Pen Drive format 23 FAT321
(Seiafbe STEpeR) BHe I MEY IMRRICS Device Driver
(fTeiz Tizer)-a@ @3 BIFE 375 FE@ o Z@

IRC, WoH, Tz A6, GFOREE PR, ToNW e Plug
and Play (2% =0re 3 fCoI) @ el =@l USB (I sl
FET @ AT ~Ared TR TP PS/2 FIZRC 8 WA AN PS/2 AT
Teq© [ FASHI PS/2 I FANE FIET 8 TSeR (76 <™l [06d
27, 8 @ DIN Connector (o7 FI=ER) PN 559 W mIFIE, I
A G- eE R BB T A A WS A

G BEIER ARE-R TeRd giRer weiEbe TRhewE s
@ 7 oF ke TRoReE @ oW FRe Toi, @ 2o,
FicEl, wfbe FiGs, 2o @i e Fre =@ weiiEbe Frds o
TgE wreR fmE v vig el W e TehR My mel
ZTHErE Y/ @ il 305d IM0e @ | ARTH E A[TOR
Tz gizer, wfbe WiHaR ToM KE THREG WF @6l 7o
AR, TeDHR TTa 797 ol A Y o i 34 =& @3
TIRORSE T A O FRIGInR IROR GIReR wEml I ¢S 3l
Back-up (I17-=0%) @ =41 S|
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A 3. FAOGIET TN

FAPTER TR qB Ol A FCEWE 8 IS (AN A
TREPCNET TN QGG THAIH(A IF5! PFOII NS T 4,
oSSl @ AbE, R B i NS I B R
TR FAA O BIF M A SRETARE | FAPOOE B (e A=A
JRIEE AR O] SHE Y S =(F, WS 216! Heiibel IS A
TR (A A @ TR WEIR @ | FMere Aers @ [ige
TR AP, OS FAATEE SEIR SR R vy T ARG T,
faye =g Earthing (WfdQ) 1 Ground Line (S1%¢ #igR) &=
o Fa1 ACE FAPCHE Rge k@ W T T wmm wigs
B, ACS O (TS (oT T@ 92 FKA A ACEF 9=l FAPITHIE
e AT @ TP 96l Surge Protector (TS (GIF)
Spike Buster (™2 IFGR) FSNEI GBI SFH K72 o ~Avedl FR
SIS (IS e T, A R eI ™EF Gt @bl ©f ABI|
FAPICHR Efite IR T vk e I9RE A AR e
g2 0% A A 9Bl Reow I@ Rrom e fify/tfefbn mra w@ ares
W@ S O™ (il [, O I wlie v | SRR witte
G5! Fif/fefeft 7 ot A TIReBE e /el 2o o
/el vize 7w w1 S, T© e 7 O, Bikeed A medl
WE e IF FIE 5ol @Ol Brll i giRe @ e =@
PGS Gro iF uize 20! 736 F% 3@ Eject (3&3) 3@ o =3
@ Safe to Remove Hardware (0% [ fi® QCeqR) GO G
SEE S T
A 72 A =@ o7 e FRRE-me @31 @b IR AT
IAPICOR I AEE @bl [T GI5! SIE (WF I IACICORA Hal
A PN R O Q@ ALCS| WL A GG GO W W =E
8 © CMOS Checksum Error (PG 3N @qK) ™3, S
BTl 6% SN O FAGEHR AR A Gwed 2O I BRI T
Tt e I@ Mo @™ RS FEEms F2 (99-3) el
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FAPITHIET SIS 2 @bl I61 AR (o0 A Z(F 93 Ao
R G EaiE AEs wem Tw, I6IRE e ¢ Fps e B @

FAFITER bl Q&R T T TG, ©f WEFIH TWE ¢l T RAM
Card (TN FIC)-T1 ALIPIYECS G SNF 001 @6l = TRl A
FAPTER Blf] F=1 Boot (F) I System Sound (FPIGN Tw)
AfEe 2@ TR A @O BEIR 8 FACIGHR b 208 Al 49 RS LA
= AMEAEICSS (Gl @ N FICH Y W@ e 8 @PhE
MRENLTENT BIE FE 9 ARER F@ e ¢ F e3eiR €3 st
£ o R 4 AV 5 < 01 TR KT i O T O o S S O
FTHIZ [ @ ¢Itg 8 C6l e FE [FE A ANS @ A
@R TN PG (ddrl, ddr2, ddr3, ddrd, o @it 25, SDRAM) 23
FAPITHROITS FALIE @5 I FU3 o7&

FAFCER Cof = ffen @ A+ grol B wveE o
B SR T AR T el AR 2T [ Jt B/ giie se
FAR A, MG PAGE s wivg. o, 3ol e aee =t
YR A NS I AL B 2@ W FARTHE T& 1 A0S,
JREC, A7, AT PG SOt F& A6 IS AE ©F TPj A
=il @B Tied e =@ g, @i e s A w9 Tl

ROW @ O AR, FACICOIERE FREDA A A USB Port
(FoR AF) I I A @7 IR, QLE FRCEAGI MLZ e AT
8 A TMREICS (&0l 280 O} @l e 38R bR IMREIS
MR AT, O3 AFPt 2rs WAl I Al WEFE USB Extension Hub
(TR GG 2[R) MeA AW, A MA@ CEEE @61 e A
WF2 WEFSE VR A6 “hea A7, 8 e [ T Hif/fEfefe
TiZes JEP IS WAl W AR PICFGE @6 T = @61 External
CD/DVD Drive (435R=E F1fY/ et gige) [w i, a1 3@ G
AN A P/ el giztes amem =27, IR [fen @i @ "
STHERE FRE 8 giReReEl FiY/ftfeftre meal =1 | “=el System
Repair Disk (FPiGw Rl &) a1 Boot CD (35 FifC) wieiica
e FifY/fLfeft wige =iel = 79 gize e 36 el
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Ml FE IACICOR QST [on = A ~ABAE [Few aw
Q@ @ TGO (O = IS I Assembled  (SUGTHETR)
FAPTERI 9a Ry 2w, P ol [fen A6 ARG AW AR @&
B G | e AT ARE e Ol GRNfoR B8 I SRS TIEg
g, ¢ WIS W Al T AOPE, AMFEG, QS e, GRNS 7S]
T S T NS T GO U AT (T TP PABIR S| TP =,
@2 ABAE @ FANER WO G IR, A THAER F, O A8
S AE NHME @R @ ©E 9 i, AE @ Branded
(FIMTT), FACOR IeE [E I, CleE THAER 23, TS [
8, PISEIR (FINe GF6! AB AR A ARGl [ReT SHom =@ e
WE @ AT SARFRA T QSECS PRI A PRl IER
@RSE OME INTT IAFTHR ASIE 2T

FAFTER AR PN G T IOl @S N QeI g7 @
AR FRE wea Thel e ek T AR[E A e FhERIE A
e wet fote e e ARAIE 2@l Tz Wew Im AR F96 o
FAPIEER ATHTl FAS o2 2 2 T IR O, JAIT, A5,
T, TO)W FREGT R FIRR FOiE AN ==

PP TACITTHe
LGSR TACTH( 72U 2 Operating System Software (SIPIEDR
Ppe FEoeTR) SFoF Al @51 AUw2 Install (FTHS) I =
G Y R AN @ C: TiRte 3Ihd I oz AfeIm
ST bl 22 @bl C: UiE® A W Load (G18) T3 (wal @2
o C: TiReE @ = AR Siehe giRel Jquiel S @ (&SRS
RTINS e C: BiRred 5 w9 = |

TR, TH® TR ANTE I TS ¢ FORSE, I FAS (O
IR ¢ YR @, 98 C: TS T, S e A AN S
TARET NS R O S 25 A VR S A W
@2 Program Installation ((Zia™ ZF5™) ¢ Device Driver
(Roit uizer) wiRasERe 350 F@ I o=y AfF«w @ mea
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©E| @9 FE, (FINS FINE WAL PRGN FEESTWI AR S
F© 2@ C: Uize Format (F10) F@ ©f IO R[N FE FHRIE A
g for JRE Y@ @ oD T AREH O SR NS 6
folen yiEemeEe SRR &5 7o 3 |
Disk Clean Up (&7 f&= =i7l), Defragment (FTF5), System
Restore (PRGN (RG)
R FCE FACCOER T S B 2@ @S 77 ¢ System Crash
(PG @) Foe AR TS TH Tod (AN ZTHe 8
Uninstall (19275 391 T System Registry (PP @fe5)-to
s Registry Entry (@& @h) ool 3w, vl Toi
TIRSR T T A, GCRIR A Temp File (G T2 o 9
RG] FHRED JIRT FAEE FWPS T TS 8 Cookies (FF)
Tl | OF eUF T ONF T E?P'@T EW 2@ Fragment
(F115) =@ Linked Chain (#1RFT ) al Lost Chain (7% ) 8
Bad Sector (IT F13F) (O IS @ S (O] W@ IACHR
SPGB Fiol RS IRAE @ TSRE TR FACCHES. AT

G WF TAlEE TR Fle @wWol =@ 2fSIme § C: wike F0h
IE AR SPIED TG, nRelR e, ¢ Toie piRerer oA
FAS TE? @ R (O Wi @F @36 User Account (TR
IFICG), Password (71P1€3(C), Date-Time ((95-512¥), Toym 7 57
SRR 5% @ Med 3 B TN IPIRG O AR TR AW [WFE BF
9, A @ IPA 8 RPN 92 RROICS SIEl 2| b

THANTHT A I 2o, T fOHE G Tl 2eq Sl
FiZAYE NENGR Y= @l @6l @ Disk Clean Up (fo v
@) | @3 T Sl Utiltiy Software (SEGRG TwoewmE) “hear am
g Clet I9=F 7 F@ TEAEP FPGeR @0 WR e I9E
Ol ©INOM- @bl 7iem IE—AIl Programs\Accessories\System
Tools-@ @3 *@2 =Nz Defragmenter (THFIPEGR)I fF=-=eR &
ol b e =@, Rem S@ C: Ui & SISl A8 %e
TIAOPT QIR (A FAPTOR WZFw) F 9F GF6! GIZSE 26
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3o 3@ uiRe 276 Wl RN ’ee o fFa-sil e femisers
s A el B fFe-wiet @ e F9s Hard Disk
Crash (¢ &5 @) 2eq IR RFE! @Y FH IR N A
W T T TROIER @S 30 SOk TEel @ A A,
Unused Space (SH287TC ) AF|

SgRere fore fFa-ist ¢ oS T 27 FACOOIER Fed e
5! AT T ©f Mge A @R W @ FAPTHR wopifEE B A @
5oi(2. OIR(E @R ANE, WP Memory Resident Program (G
@Pes ElN) G F e A PGS @ERhre sl @i
w5 < oy e ehEG wheni Aem T g ©F
e T2EPT PG Al System Restore (PGS OGR) I3=
FE 5% z@ @6 ofem @ TI©WR Control Panel (IGEE
iee1)-System and Security (FPGy wrre FfCRD) @ s
TR OIS S ARSI ZT5e1 T4 (e J=2 S|

AT S 0% I T MR TN =, 9w wm FE F9
2 @5 AlEmeE Uninstall (SR2F58) 3@ @6 @7 AR F@E
A R ST o (AN IIRF I (ORo0 @ (e SSFo!
T, G6l fOfels Facaie (2iamhl g ek qA FEIeEEE ofe @
26TR IR (e I Task Manager (BPF iTer®) Wcal @51 et
IR P AE B FF IE@ — IACICHIEE RS 61 Processes
(2CP) @C @ R, F© MR WER, I 4 iR ¢’ IR |’
G AN [ woiigE R R, ©f I9RR q FAR O, e @iw
T T

System Repair Disk (FriGs R &)

foore fg-omst ¢ oS T4 Mge T T @ F0S M1 Gl
2 FAPTHR C: TR (WG FPibs TeHSIG! ATCoR AN 7, ¢ O
b2 = Al PG @EE @20l 98 a1 Corrupt ((FIAIFF) @ Gies
OI2 (@I G5 (ARG @ System Repair Disk (PP Reor
o) | TIEM PRGN 3T5e IR A @Bl WS =R (o I A
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Tfhwl @bl =@ @w6l Boot Disk (b o) a1 Fife/fefele weim
FAATER O] T ¢ DIVTPT PRIGER PO 2T FRAWE FA
A AP @Bl @ (NS TR (O P A AF, <1 AQH A e
Pify/fUfee W@, FEH “IER System Security (PGS PiiFCRD)
(R[S

ﬂj; &1 ARG ‘ﬂﬁ [SZORESIN] Track  Track Sector
Ol [FS THEE [N (7@ Platter
oo, Ffe/ffes, vm wEe >
e FC) TO5T GRE Wi, OIS
Format (F316) 3@ Track
(@F) € Sector (T1F) N O |..g
T4 T A PO 499 e @ AW
o W o ﬂ3 Track 0 @IW h =" ™ Cluster
o)t aF [o=oE Al @
W SEEET O — % a “Actuatar Arm
FIZA AN WM ¢ A FIF ¢ CFE «GBie o = File Allocation
Table (T2 SUGEIE*N B3), A FAT (F6) I S0 @ 2@
2R AR e Wl B O @3 PR fGEie e weiEbe
PPGs ebeizR Y5 Executable File (4Rf@CGe wi2e), a1 fw
PPIGSG! Bl =AM ©ZACOM PRGN @2 FiZEHE AN command.com
(FG © F)|

® @Ms &% A W gige@e System Format (oG Fs0i5)
3 Bootable (JBIF) @ WA IR (VF GRS PRGN TG T
S (RN ST, WA PRGE O I A AR | Sl B
o7 M B FacE FAPIOOE bl 27 ©¥2 Command Prompt (S
2i5) <1 C:\ R oo i (g 1 W A, Tl e wie g
Fie Ao Fizs IR 3P T ACF1 TINEPT FPbeR FNEE Aiwe
Qe PG frmr TR dmE ¢ ok R e oS o
IO @ Version (OFFN) IR IR, LR [ PEow

136 Ferorel [miss! vy, g



AreE FEere e I = T <GBl WE P I 68 ORI
TAOICRE GF6! =6 RF bl W €3 e @i

@Bl MEE 2T O uiReeE Scan (FH) F41 @ ¢ frREs
3 AME <[, All Programs\Accessories\ @ Command Prompt
(FG =h) FE Y R gieeE! % F9 AE@ chkdsk/r IS
e gzt FPGY IR IRE @ e =@ e FAPIOOR Iw I
SR Ble] T TS A C: TIRS (AFE R ! bR Al TM
qroe Ft % =3, SiEE C: UiReE TAUh 4 20l TR ARE A
TGS T4 A I TS TR AT Gl B w9 TR WG oG
W8l IS A W A TN PG OB e Sl T =l
92 B8l @7 RUw ~@fere F@ Mdl @S @ S+ IACOIEE 12 J1%
oGl feoR o i@ =i el @S~ 3 36, Slave Mode
(Tre @) |

PriGs iR o e 6 F9 2@fShl Ik @Fp TS FA
FAFTER Ble] T AU T TR MRS 8 AGPRDI ble] 2R
@2 bl I GRS AFE 2 b I ¢ S FRGsn! C:
Tte T P TS OF I@ oA W Feiw Rerr e i 6
TR FE? @2 AU F A0l 9Ip TR T GO 99 @A
Boot Device (F o) F10 (31 FiNe (FNe A0PR-@ F12) | 9=ol
wmeAl AT P A AN @I @I A6 B BIOS (I@P) A,
T s e T @ T weEl Rfer orR-a /fen =~ ©f
F Dl o F@ A0S = P TS FI0 (1 F12) aib=6 Boiez
fToiPierE miE—aY O, fayress Ff/fifefe, va wgel adm
Qe FietE o e @ Ffe/ffele | g FuPiesE el Wet 6
o761 Ot TS B @RI B i Al st BIOS-G 61 (edl
Boot Sequence (35 FEE™) Swpita C: T (A(F2 P I ©1% P
fTeizs fre == B ORI = [ ©F A0S =
System Imaging (PPIG 20fER), System Recovery (FPibs 7Fei)
Qe e @ @I o2 A I C: GIReE T F4 'l A
AME A, W O S PR A S W PR W O FCe
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YIRS Tl 91 2 2AOIR R AN (S WAL PGS, weeid
iameE], ¢ fTel giReRerE, ¢ WK I [/ 06 I ew =
OF RFRE, SRE oA FAS TE, T @ IEW € TRPIIFe F
I ==l PG Zafee ¢ e

C: UZe (I WIS TRO)-BF @36 o A Aol (o I@
I T BN T @RS (T @He T e wiRs, fefe, A
T Tia©) @ MeA@ @ Creating Image (Tl 3w @3
FIZE! TR [ T AZEE A PRSI 2T WO G2 TG
IR IW@ O GlRred an! AfeFE FA0E A= Image Recovery
(e fFelR) @7 JRa W 56 F@ C: GRS WR AR Wl
(A ST TF| T I AR Y Al OIR FACPTHR @A I,
PRGBS TpeTR 45 U, 1 ©iRaP TOM G O, SEl TSR
Tals ¢Iee A

Taem PPIGeE @@ I9® [ Se—Control  Panel-System
Security—BackUp and Restore—Create a System Image! @bl Bifelc @@
TYiReh! AF WMeA W@ ORI WindowsImageBackup (SSRGS
IS AW GF6! Fea (O = | System Repair Disk (FPiGs
frrE ) e 3B 3@ [T 92 FiZEh! ®’F2 ARISTIE [FFeR 4
IR | Advanced Recovery (SNwe™T FFelR) R I e
e AE INGH R Security—BackUp and Restore |

@3 FGH FE@ MR WEM FTHHAD TSRS e AW, T
Acronis True Image (SUIEF7 § &) @2 TFHSTROIT 96! I
s Ae =@, ¢ Uhl M@ P @ FAPTHR bieiE, 9 R
TIeT T (Of T ANCS [ W S YR G FEA AN A
(OffY T T ©F)| WA ACS A, @B T AR e giEe
M @RI 6% I e W 6 0 G 9] FIZAD! (WFR [Fe IS
@ AT e gEe R C: UiReE | TN T, SEE e
TRT EHRSEl ¢Ip SR EIS AW Ol §h IE F0 RS
T TR0 R @ e SiE TSI M@ TR T o
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SRR AF A, IR ZES F2E6! Administrator (SUTSRNCEER)-G
Suf® A Permission (*I=f=) 2ol et =1 I =l

FAPIOHIER 270a F41 AKOR TPO SIS W@ @ PrGss I92 Il
meT AAEE WAEGL Fripw ¢ Topt TReResEl 3W6a Fh 77
e *@ Ao @ SREEaE @i § OFOEEN I9QE I D 8
Pl 5 F@ WO 2 @37 TR WIS, SO SFTD 8
O APISAT, ZAORED FIEAFINSEN APSIT, [TF67 JFACE, Fet-
e, T Ao REgerE 99 @ Mend o o992 O G0l
PG e o I@ A THOl RRSIIIE W e (Al
SRS I e A W @R PG Feer I@ @
GREHR o GP1 T (ARG 2FHe FRS RE 8 FPIGN Fen!
QPTG A R FE e T@ IACICHET T STRSEN THANEHT
@big N I

User Account (2377 SUIFITT) 8
Administrator Account (SUSREEE6T SURFITD)

@ @Ne IACTHIES, G@FAIE For IEE AFES, IE @ Stand
Alone (307G SUFE), Administrator Account (SUSRETGRGA
PG 5) 8 User Account (TTAR SOFIGT) (OfF I 8 SUCHIREEEA
WFCH-FF T GG oA i wewm Tl syreRiegse
RITT @R PG el 3ee @ AR 2@E= GINeE Prine
TR ST 8 SCRFTEET SUFET (O FaF IIF A SA2—
Control Panel-User Accounts—Add or remove user accounts|

315 FAFICHR @ Local Area Network (&I @fFdl 0€AF)
3 LAN (379) =@ Server (IoR) IPOHE SUCHRFED0T SUFISH
Faro2 = g G Terminal (BFAR) F9PIEReEDS GleEE
oy ey SCRFEEsT SURITT 8 T SIFITT (O F(E . FA
AN ORI FHE IR OGN ICT ¢ I RRei I@ otEe
PRGB! S Bre] <1 3|
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ARSI F& IR TR 38 UG @ Log in (319 35) I
FE IS T [T N @S SRGSWR 25 FAS A POGE @&
@Re TP ARST FAS I CRECEEeI-EE ARRET @i, Q[
SICRREE5d UGS @F Log in I O IS T

A BT SOFITT o5 T FE I A VY @ G A (FINS
PPIGS 3l 2N Fige fb I@ e AGIE O T @7 AT GF6!
s et FAPITEIR PRIGE ©2amt A ASTIF HIFIe WOHIE| Sz A
WASWRYE @6 @61 Auto Executable Program (05! GG
) TR I FEEICER PRGeE IS A e FP =@ R
AT 6 [AE TS ACPT M ] 2@ I (G = SR
TL-TEA G SiZEAPe ¢l ACR)| @51 N3 TSI T@W, IM ORI
TR SFICT IR I 2 8 SYCHRIATEsa SOFTT PeAT 253
I A A SR SOOREREReT I A S A TS EAN 35
I IS SR AR I Serml T

Ui R
Virus Protection (S/Z3P1 (2GT*F)
FAPIOOE FACT W FACT 2P AP SI(EF, =W S TS (7
Tize (I, B, 2R, T I F00) ASNER T, SRR SERED
R TR IR -G SEINZD BT P, RIS ©2ADT Sz
FTOREG IJIF I 2T =, @5 FACICOIE Antivirus (SUFGSIRAM)
THIEN 358 (A (oW e [, FiEd @3 iaweE [fre Simies
IS T SHREGA TG, AS g SiZapt [ (o Fere T4 =
SIS WGP TR SIRT! W26 A I Q@ 55 Frere [ A
O, FHREG IQT I W Al G FAPITHIE WS WIR ZTAR
SIRFITT, APSAT WMeh TR SFITH, W G PGy 36
ERa2) I EERSISE IR ICE YRGS B
THREG I92[ FA 2 ON FAPTOE By Oz (G T,
Internet Security (FGRED FRIGRD) oewR 376 A wew
Tfbw, s Netbanking (W6-1eF) Il (CfRG/AFTE FICa RO
ferfepieia Dl T fPg @R TEDSWRSE T FI bEee 2GB

140 erorel [miHs! 7y, g




RAM () I (I &L | O TMQE = FAACHIE b ofS
=G @ AFIE I AR WA A0S TE, SIFooan (Aes GI6[
RM B T BE A— FACICHR e FE @S ANF SR
WFGSIZIN NG M S G5 26 IO E NERGIE 2
HETHE FE e T@
Operating System (S#[@He FIGY) € Fi 7= FAPTHR
SR (T2CEPT) PriGToie @ 2t AR TS SRl S O
2[R, e YeriEe [ Linux (FAR) wieicaibe. Frds I9=ic
@ IESO REE M Wl @B ARel M e =@ |, WS A
Freeware ((PSTR), WK F® Tg7 T97 SRR IR RGO =3 Al
S SIZAPT T (O3 (72 IEIFR 57, DR PIPGRLA TPl -S|
WEEws @rifee S Prider Ao Reerel @t SARpEE

FIAPITHIER 22 i o weiEbe Frids IeE e SReR a3
e F(@ TEAEM PRIGEI SRR [/F OF! GFF 77 9F SR IEE
G SR FEE Sifeel @E @5l @R T

MS-DOS — Microsoft Disk Operating System (1981),

Windows 1.0 (1985), Windows 2.0 (1987), Windows 3.x (1990,

1992), Windows 95 (1995) Windows 98 (1998),

Windows ME (2000),Windows XP (2001), Windows Vista (2006),

Windows 7 (2009), Windows 8 (2012), Windows 8.1 (2013),

Windows 10 (2015)
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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

HDMLI, 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, 8§, 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

Word, 60, 63, 64, 85, 89, 110
Word Art, 64, 85

Word Options, 63, 85

Work Area, 48, 56
Workbook, 62, 85, 89, 107
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Workbook File, 62, 85
Worksheet Area, 62, 85
World Wide Web, 112
Wrap, 103, 107

Zoom, 54, 57, 67, 86
2, 98, 100, 107



