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Firg .
it/ Windows™?

INTRODUCTION :

@

J 5122 As Halld & A s+l neeell el oal stal s3L asa 8.
UIg, 512L2? HalldA Alg, $AL HIS A2A ¥ S $AL HI A&tH o-lddl 12
Al Wl aui Operating System eldl %33l &. Operating System -l
yegell “alld A ULl AR YA FNALS 28 B A dell AL ofA w1l
sSl 3U Operating System $2Leu( - slal dl MA Ul 512422 g % 2
9l UQL A ALY 212 (8. Aed § sl 592R AlY sl M-l Yeld AR
A B 5 dui Operating System sldl %33 &. y)

!] WHAT IS AN OPERATING SYSTEM ?

Operating System A A§ USR] System Software ©. % ML AL §1L2?
A gl st 52 O, Ail dl AHR ALEL B, L HIBLRA A Hefld @R’
sl s34 sl 52 O.

DIFFERENT TYPES OF AN OPERATING SYSTEM ?

@ DOS - Disk Operating System @ Windows ME
@ Windows 95 @ Windows NT
@ Windows 98 @ Unix

& Windows 2000 @ Linux

AU AL course 1 Windows XP 14l Operating System (A2 et
®. Windows XP A Single User Multitasking operating system ®.
Windows XP 3 GUI (Graphical User Interface) &. %L {leL Mot stal
Graphics Interface -l 2d3uml €la ®, d4% command udl Hie elsulal
sedl-l %32 usdl ell. Windows XP -l graphical display el 2031 opetat-l
®. Windows XP 3t llvianil el q2wn 8. Windows XP di siusl hardware
device Auidlell Install s3l st &,
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. How TO START COMPUTER ?

SR ALY SRALHIS dAMIRL §¥R2RL So{lenl A ole A B, FH{efl Udg,
® & Power Button - ¢{l% sl2L & Restart Button. Computer g, s2cl Hie
usg oed Aed 5 ¢ Power button ealdd gefl saaeul oflu s34 Adly
Aot Bl Aol B § 512422 Al ol @[ B. AL £RALL %L AL Hl{le{l 2l
ALs elal dl d usl ON s2%1. Computer lg, 2ldll AZALAHL ¥ Process euld 8
A Botting Process s$dlal. clRelle $12(e? Start ol A AHed A Yol
logging screen 119l BU[ User select s31 Password Aluci-l 12 8. 3 vl
ell4 Aug 5 Password A Case Sensitive sl & Aed 5 Filed aeRul
Password el dl Fileaui 21 ol abed Hi Password €l dl oflzy abed i

Password uudll 289l.

QURCLE SRR ALY,
28 2L Ul 1A
Yogoll 2l euLal,

oiogil eldd 5141 Desktop sdami
2§11 8. ¥ui My Computer, My Documents
& Recycle Bin 4312 Icon Ald 8. QURoLE
ARl cd Taskbar sdaMi 2d &, Ful
a1ell ol Current time oldld & A4 %1 A
time Gu? Mouse 4 pointer 2wuta™i 211d dl
Current date u@l oidld ®. Taskbar -l
steflotry Start id oled 8. Windows XP o
Ul sldusl Program Alg skal el L d Start button Gu? click sl g 821
ASIA 8. AA dH Sl s2UL program Ui 5 application Hi st $31 el ©1 d ULl
taskbar i oldld 9.
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@ Change Date & time :

Taskbar 4 %HQ[l ol g2ldd A2 BUR double cleik $2A. cuRotle (1A galda
Date & Time propertiesi dialoghox open 2l9l.

ity vl Tome Prn periies

ot &= THiok | Tives 2ot | Inbarner: Tine

| o - .
b
Fog ¥
2 f :
1 4 8 4 7 4 3 2
W il i 13 14 15 s - %
17 18 19 20 21 22 I3
H#EBWraow {
2 1855 AN -
Current: e zone! Indla Standard Tese
Lo || cwed |

dul Date & Time { udel dropdown
list siefl #[&-l select 531 d-l GuR sells
5. Relle Ald scroll button il
select 531 A A galdad didlvmell
AW select $A. Rolle sl time
oleddl Sl dl USHL SALSL VLM SELS
531 Scroll button il sells select s3l.
RolLe Aoy Ad Hldle A As-s select

5L 2L Ao A am 5 pm AlAse s3| e ] button Bur sells 531 = button

BuR sells $2.

@ Properties of the Taskbar :

Start Menu BU? mouse pointer 4 ¥ right click $cli properties BU2 sells

$3.

Uil
E=plerd

Browin with A0 ee

Searth

i by Wanarep's Bockmark ket
Erpems in e

Pl i Winags

219l.

[lack futackbad

[ 5 hesu Qusck Lamsreh

Hipihostin sy

[m TR T

[k rep b kb onbop ool ofes pandos:
[ Greoy srela larkba btiors

BT | | 99 options
[l Shee ch AN 8.
Tou can g e notrcskaon aes uncufteed b, hong cone Hhad pou /
hisss pd ook e sty
[Ebed hadky e Doz
o || rews |

Aed 1A Ywol Taskbar and Start Menu properties open

Taakhar sl F2aci b s Prapgeries

e 2Au( Taskbar

appearance [
AR Yegot-l AdoL-
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Lock the taskbar : 2l checkbox M B 53¢, s cll taskbar -{l position
SIS change (& 531 A5.

Auto-hide the taskbar : il checkbox selected (& €2l QR screen L
{12 Desktop M taskbar ldl “WQ. Ud %l checkbox B & R
taskbar hide 1§ 2. u -l woulA HIBA 502 A o2l AR s d ldl
Y.

Keep the taskbar on top of other windows:

Al checkbox Ml E $2¢ sA AR slSUL program open $2A RUR
AlA taskbar %sldl MWQ. U8l <l checkbox selected Sl €l R
slsual program open $cli 1A taskbar ldl Hwal -&l.

Group Similar taskbar buttons:

Ul checkbox Ml B 53¢ oA AR Asy WAM Asell deRdlR open
SRl A1 dl A Yu et e

Show Quick Launch :

L checkbox Ui E $¢ s U2 Windows Media player, Internet Explorer
FAl AR AR BUAML lddl Programs o list Start menu <l ollogMl
olcdldl.

Show the Clok :

UL checkbox BUR B s dl % taskbar -l el AMA odldd. %l
A& Sl dl AHA -A[& oldld.

Hide inactive icons:

UL checkbox GU2 B e dl AMAA o™l % icons dd GUALIML (&
Adl €2l d hide $3 &Q.

Taskbar and Start Menu Properties i 0{1"\2{9 option start menu GU? s¢lls
sl 1A Yol screen wldl YWl

aﬁi{?ﬁﬁﬁ@

b St i
ekt Hin e stile ol aasy aocess o e
Iinfiiral, vl Bl PO Do b DRV

E=Hilansha 5 i pgevas Cushonias
Gebacl Hhis oplioes by e B viera digls hoan
ol ik s o Windors

o) (o)

<D
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1. Start Menu : 2l checkbox 8 dl d¥ internet, email A dRIdR

GUALIL Scll WIAMA ARwidlell dizdR Ul dS asail.
2. Classic Start Menu:

AUl checkbox E €2 dl d¥ Windows -l il versions «l 1l 3l

Start Menu %sldl HWal.
Customize button GUR click $cli d¥ icon -l size -l Avil & 5 HIEL A sSL §2L

AL L. AM{ BUUEL clear list button BUR 56lls 5l 8¢ open 536l applications
L list start menu H(ell lsvll @12 ©. 0K button GUR s€lSs 5l setting apply all2L
8. Settings - S1AMl sl (2 apply button GUR sells 531 OK butter BUR scils 524.

My COMPUTER :

B

WD) MRFDY CWORIDE] I WO DR D
irl (L

s il F i
R g < i \" - LI = » = 3
y E-Ar S : e B B s

L) Ed

Sheead My Racde's
Docarmirdy  Descarmndi

Desktop BUR WAL My Computer
-l icon BUR double click Sl il
Yol My Computer open 2Ll ©.

My Computer L BU12l Computertl Install elAdl €35 Disk Drive dlell Control
panel ulddl 12 2ll2l 8. Ul GUALL glrL SISl Hard disk, CD, Floppy %
Pen Drived{ %®edl file A folder ® d €35 dRq, Access 53l AslA B.

E TERMS OFTEN USED FOR WINDOWS XP :

My Computer GUR sels secii [T L
AL AL Drives odld & F C gl A7 el
drive, D drive, F drive, ¥ drive .
open 5l €2l d-l Bu? double
click $ecli d drive {12 Y% open
219l

5
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d%x 3ld AU el folder open
sdl HIe ¥d folder Bur double
click sedi d -IlA Yot open
2l9l.

[ofia L

.......

.

D full form Compact Disc ®. CD/DVD access $¢l 1 2l el CD/DVD
drive/wirterd, eject button press §3| open 8L Al CD/DVD 35l d% button
s3lell press 5ol d oftl o8 ¥, QURelle My Computer BU? double click 52l
{1 g"z{otrﬂ screen gL

7] How To0 AccEss CD/DVD ?

W ply Csmpuler

e [t Yew Mgordm

# O Shared Cooueaits

& 1) My fcala’s Ceourmnds
S Py Wenork Places

& Reoy Bn

1 - Searth | == Polders | 133+
= | g M Computer B
Fridars x 4 e}
5 - = & o
O Davktop = e (= (= Iﬂ
B i My Docusnends WIN BT  WIRDEF D CWORLDTES  UNEWORE \ My [ 160
= i sl
F g WIH 200 1 A
B S WTH P o | |
A ga CMORLDE:] Shawed Vi Rlicos's 1
B g LVE WO IF1) Coossais  Dacurant !
Bt Py Do '
% [ cartral Paral I
I
I
I
1

Ioch  Help

aMi CD-lL Symbol dvil drived
CD drive 58 ®. Ul di % CD
enter $31 s dd M cla
AlE My Disc M-l cd insert
sed 8. d CD-L icon GuR
double click sdl CDMI &6l
contents {12 Yol L HW B.
aMi 28el folder open sal L2
ALM Y A Yol double

click sdi d open 29 CD-l storage capacity 700MB el .

M [t Yes Fgocbss  [oos  Hel

o pact b

s ]

T

<
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D How To ACCESS FLOPPY DISK ?

Floppy 1 full form Flexible physical property . Floppy Access $2¢ll ¥ 0l Ueld
Floppy - Floppy DriveH{ insert $3l. cllReile My Computer GU2 double click $3L

3'/, Floppy A BUR s¢lls $2cll Floppy Open 22l ©. Floppy disk-ll capacity
1.44MB €l B,

E] How To ACCESS PEN DRIVE ?

Pen Drive Access $2¢li IS Al UelM Pen Drive . USB PORT %13 connect $31 LR OILE
My Computer GU? double click 53| Pen drive BU2 double click $dl d- access
s3I AslA .

E] MAGNETIC TAPE :

= \ Hard disk, CD, DVD (Digital versatile Disc), Floppy, Pen drive -l 34

,H_,,f magnetic tape Ml storage device 3Ud 8. % ALMLL tape -l cassete
Bl % guld 8. uIg Al storage capacity lLsl olell strorage device Scll el Sl
8. %5212 AL [(Fuct uL ofley otell device -l UHIRML af sld 8.

T

r_‘] MY DOCUMENTS :

AR AWML 51§ windows application Ml s A QU L ULl SIS
olley directory save sdl w2 selectd s3A dl e Al windows a-
My document folder ¥ save $2 ®. d-ll Bu2 double click $dl Al &€l
files s folders edid &. My Documents Open s2dl-L step {2 Yol 8.

EIFH]. Desktop GuR {lA Yo ealdd My Documents -l
|

2 Icon BGUR double click $2L.
My D t - . i
e : 216310 Gu? gulde icon Gur double click
»29& 5240 My Documents-)l Window

7y
T open 29

My Documents ¥[ My Pictures M-l folder pictures save 2ll2l &. %l My Music
AlM-L folder 4{ music file save el ©.

2 D
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Recycle Bin : @

o212 URL AL SLE file 5 folder A delete $3IAA RLR
a file ¥ folder permanent delete 2ldl 6l€@ Recycle
Bin H{ store 21§ 2L &. %l AUl Q file permanent
delete 52l €l dl A Recycle Bin Hiell delete 52l
US 8. A Bl wel ddl wdul A 4 wdl SlA dl dAd Restore sl U3 ®.
Recycle Bin Hard disk-{l 10% %92l A5 ©.

Recycle Bin

T.,L;;l Al el desktop Guz QA [= e e s B3
=251 galdd Recycle Bin-il Icon s i L e
|, GUR double click $3L. EEER:

)
-------------- -2
Recycle Bin

z129 9642 aldd Tcon GUR double _
=R click sl AR ot ¢l deleted

Recycle Bin -{l Window Open 2Ll 8. files & folders
Lol Hnl.

@ Restore the file :
s\ file 1 delete el s2cl ud Al oA Wedl @8 <l . dl A Restore
5l uS %L steps A ywol .

—?;‘;; 1 Al Weld % file 5 folder A restore $°¢ © d select 2.
B4

2659 cuRolle sielloty ealdd list Ui ol option A2d 5 Restore this
PPk jtem Bu? sells Sl A restore el 3.

& To Empty the Recycle Bin :

sl Recycle bin Ayl viidl 52 €12 dll 1A yarei-l 2wy Adl.
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F 1 2l Wel Recyclebin open $9.
E ql
-iiﬁl_z lRelLe stofl et ealda list wiell first option Aed
: % empty the Recycle Bin GUR sells 5L, Aed 1A
HBOl message ALl

Eondirm Multipke File Deleie

§ IR file slAH UL delete 5l & AG YoMl ALd 8. %l suuMle delete
$°g Sl dl YES GUR sells s°g A %l delete 1 529 €l dl NO GuR sels
5.

7| How TO CREATE FOLDER ?

% ML As ool Al Aol gpddl siddl AvdMi dUd A Sles §& &
sles? create sRal-l steps A Yo .

1 2l wely My Computer open $31 % drive i 8lesR oi-ldd & d gldd 1A
pP Jd 3ol open 52

= woRn 5 EER
Mz Et Vew Pgorkes Toos  Hep i

AP SE R T

X! - Go
File ol Fobder Tasks ___J ___.--F ___,.--r __,.J
i ACT MG MRCRoat  AGCAD-L.. G 2000
O Maka 8 ey Fokdes d * )
'. P bas Bndeder ta
the Wels __J 1 ] |
bl hid th Todche — et Lt
o -Erammple- Clewpuags  Clagsr Cabs e e
BoCES

) J LJ L]

CorgDRAW D ConpDRAN L] CorleDR AW B DordFuds. ..

L | J |
— — —
CTF  E-GRAMAGCK E-GemBock  BoC-2008
b SCREEN -

B <«
[ 1} 9
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Eﬁz Menubar [ %81 File Menu BuR Click $cli | ¥%¢l File Menu open 2l9l.
=l QU New BUR pointer @ ol AHA folder BUR sells S3L.

® Shorkcuk

Create Shorbouk
Bieen ﬁ Bricfrase
Renarne

- B ACCSee 7.0 BMP Image

lil/
Properties

Ch @ Microsoft Word Document L
CWORLDGE:) ¥ g Flash Document

Close @1] Microsoft Office Access Application
ﬁ PagemMaker Publication

1
I
I
1
I
I
1
@ Microsoft PowerPoint Presentation :
|
I
I
1
I
I
1

ACDSee 7.0 PSD Image
E] Texk Document
@ Microsoft Excel Worksheet

iF New Folder Bu?
EE9d slls s2dl A
Yol New Folder

dug Folder ol
.

I Hew Faldir

23 Hw Folder 121
H D Hiis Estiawinik | COFTWERE tesmn WD [Tregesees | g 0 _ _ _ _ _ _ 1
i PMER

J

B D Palls

gg@[(} UROLE dMIR % Folder § |2, [ .
PR A cfu seg QA d ety | om0 O L)
53 AL g Sles? ol =t
Y S48 8 8 &
I H [ heded
| e a2 D @ o
: L Mg Ewes Wik

_______________________________

_
o

Ga
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._Srlg-;gs ¢d d slesR Open 529

s£9d 9l dl Al 6ur double
click sdl d 1A yeyot
open (2.

. BACK GROUND :

ALl BUALL desktop o wallpaper Gleddl L2 2l 8. %L steps (A Yol .

Arrange Icons By [

Refresh

il oo B i iPl Desktop BUR right click 53| Qi Alell deg

z::h?;sc:::i:i“ X =25 4 properties Option AAse 5.

Display Modes » i

hew ) : Display Properties

: : Themes Deskisp | Scveen Saver | Apoewance | Setings

DR

& theme iia*:igwdphsawtd soundk, icons, and othes elements
mhﬂIMﬁdImdmmwrﬂMMMM.

Elg.‘.ﬂz Properties BU? click $cl{ {13
! Yegold dialog box open 2lQl. SH{
Desktop Option Select $4.

B ©
[ 1} 11
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Display Properties

Eﬁ. Desktop GU2 click socl {1
=P yepolq dialog box sldl WAL,

@ Coffes Bean

B Copy of Micole

%@ 4 al s0al background list uiell % background picture select s2q sl

AT A 83 st A sl Picture q listilell 4 Qg elal dl wel ofsRell ag el dl
Browse Button Guz click s2l. Aea 1A Yo browse 4 dialog box <ldl
yual.

Dizplay Properties

2?5 AM( look in Mlell path select 3L
24d protos open sdl {1 Yot
dialogbox ldl HUl &.

12
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P

Yosold desktop sldl MWL,

s

! HOwW TO APPLY SCREEN SAVER ?

Eiwiﬁ URelle Apply Button GUR click 831 OK button GUR click 529 el {12

Screen Saver Ae@ L AU SLOULL s1H sAL AR computerd AU AU
8AL €Al AU sl sl A USL monitor UR AL AAIL SLAE
AU AlAse 53] el d AL UIS . L screen saver §€ 8. %L AL o8l §3L AU
sMRALG, 529 L2 cll keyboard URell SIS UL key press s2cllell dleldl Mouse A A&
move $2dlel screen saver ¢f€l 2l&) 9 screen saver apply $2dl YLl steps {1
yosol 8.

I:I'il-pla.g.l Pre puriies

Themes | Deskiop | Soeen Saver | fonesmnce % linps

B e ] (e |

iyl 10 mnles f::unlp-.:ﬂ DAz prokact

To shet mordo pomes s=tings and cavs snegy

SIF314 Desktop GBW? right click s3l

=29 L properties select S AN QM
screen saver BUR sells sl -l
Yogoldl dialog box sldl YW,

13
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L)

L&% lRelle screen saver list Hiell %33 screen saver select $2. cURolle

Settings Button Bu? sels s3l 33l setting $2A. lRolle d screen
saver 54 vl d wldl I Preview Button Gu? seils 521 R ¢ile wait Hi
%33 minutes set . Apply Button Guz se¢lls s3l OK button Gu2

sells s9L.

‘Z‘EB Feedl minute set s3l Sla dedl minute ugl 1A Yol screen gullal.

e
.

!| HOW TO APPLY THEME ?

Them ¥ background, sound, icons, pointers dd3 A2l effect UL HIS
use 2l 8. F-l steps 1A Yol .

S|#%14 Desktop BUR right click 53| properties select $2citefl {12 Yy oil screen

=eAd puya,

Themres || Cimkiiop | 5 oesen S | Apresranos | Sating:

Autheree & o backowind phue s et ol sounde, oo, o ol eksinesnts
Ioibep pou personaine your compes with ore dick

1 et

Wheiddoes MF ocibad] ! [ Soveds |

(m

T
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ilﬁz Theme option (el 2092 theme select 53 Apply button GUR click 53l
£P4L 0K button GU2 click s2dll 0 Yosoll screen £ul2l,

B30t [ 017 Plcrnalt Ward
. How TO CHANGE APPEARANCE ?

Appearance &l2L U8l Dialog box, windows, Icons, Highlighted Item %<l
windowsl dgll seR clecl ASIA SlA. Appearance change $2dl-l steps
A Yool B,

E@'l Desktop GU? right click §3| properties i %€ Appearance select
=29l gaquell 02 Yosold dialog box sldl HWAl.

et b

Actrey Wisdew

B ©
[ 1} 15
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AL g2lde screen Hi 37l changes vleldl setting sdlell d-L preview G2
lal HWQl. AR A9 A1l dl Apply Button Buz click s31 OK button 6u?

click s?L.

! WINDOWS EXPLORER :

Windows Explorer Hi 51 $cl HI& ol mode UM dUde 8. Default mode A
ALEL A GUALL SAML AW 8. Fd U My Computer & % dMI2L Desktop
BuR osldl MUl . A4 oflxl Ae@ Windows Explorer B+l &L di filed As
el ofla wRUL A transfer 531 ASL ©l. Windows Explorer Open $dl-L

Steps -1l Yol B.

EXET S -
o AT e b Crawarestiong
00 Adda * [ Enbwtarrant
3 A ferckal * IS Srabur Tock
103 Ahasd Hara # ) Adchwms Pock.
G T PP LT Fo b ok
T Cord iarhecs e 11 o Coswand Frosgd
V5 CordDRAW Graphics Zuln 17 & 8 Molapac
3 Palder Lock L
0 Gome: B Progran Conpadibly Weard
6 Herbtt-Pachan B Fewhenine
T3 HP Laserat Ml Tow wisdear P
8 Feige Aesizey Pro 2005
8 Julank artii ER T
—— 3 Tl Appieation Accalersor
i & Manowsda
3 S MehTiras
— ) Mesmnit offic
; r T s
5 3 shah3aftams 1
U T o oy
£ 0 Satp
o {8 ST Saftaars Phug -
- T Unerral nbaratien
- & wlp
z ] woncitene ke B sorotei om0

[ Adrobes Aeder 5.0
{5} A fercbel 5.0
(LR ¢! Ackbs IrugeFac 3

i star

i

Start Menu GUR click $31 URCllE Program select $3l Accessories
select 83 Windows Explorer GUR cursor @§ %ll. ¥ 1A ywo O,

Windows Explorer U2 s6ls
sedlell 1A Yol windows

open 2. ¥ Windows Explorer
58 O,

W) My Hetwork Place:
) My Dacument
3 Fhared Decument

3¢ Contral Panel I

2] View switem WIN 9 [C:] WIN =P (] C-%DALE
mbosmation TE]
Ly A on remnvs '-"j B
[ Change a selting g2 i, =
LWE wORE  CORw My seltware
{1 Dievess |G-]  om lapes
- J
-

Shaed  RAJPUT:
Docwmentz  Docesenl:

(5
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! SEARCHING A FILE ;

Computer U[ 81§ SIEA, A WoR SlA 5 L sl d AL USL B d o 4 &l dl
search AURLA d s18c Qedl Hee 52 B, Fl steps (A Yol B,

i@l Start GU? click 53| search
229l Gur 02 et sdls sal.

JE 3 ) .
E J i?x Search GU? click sctl {1
- iy ot - =E 9k yxwol{ windows open 2l9l.
L&-mn_um—h .
e L o — =
O - =
glmwm Eﬁﬂ- - 8=
E.uhnqnﬂd-u qm _— g-vr gt ™
EM:&-MM g-wp.d L= ] L.‘#u =L
ﬂmm @ 2 Proron komes o ;_%:bum &é‘ ooooooo
I# Shodtost 0o bhshad _;'AH-‘-:!P-— __JI S i oy | das o Crmamar
= Sl T ﬂ"mnw | A | YTV I —.
LR o .
g b [T
P2 ookt [B] tum ot copatar
]| fjomm et [Jemcorean £/+T 4 pain

§ﬂ3 Bl SIS SISl AL AYS eR voR el dl All files and folders
=% option select 831 u&dl i sL8ed L @vil. look in i drive i veldl
folder select s3l search Gur click sdl 1A Yol screen wslal “ual.

—EE}[} A sfe sul WaAnAl 8 dd
T extention type sedlefll d o e

P
"W o | der

extension "ﬂ. O‘LED. file O‘LCLLCD. é@. _

B ©
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! CONTROL PANEL :

Control Paneldl BGU2Ll2l computer-( Software, Hardwar dx% User - control
5L M1 2Ll . control panel A A5 S1ES . FHL €8 o0&l tools L collection

ALl B,

control panel ¥ dUAEl UL tools, windows customize $dL clell

hardware -l software environment set $2dl & dURA &. Control panel
open Sl steps 1A yxo B.

.f.?ll Start GU? sells 531 Control Panel
GUR AR Auil.

(o o

_’Jﬂpm
|y My Recent facuments +

1@2 lRelle control panel GuR sels sl
=Sk (1A ywol screenwlal v .

.’Jl:—r-d 2 )
My Pctures
o= o T
E gmm =T
Tekoke: Pagitobes 8.5 .
. My etmork Places Fick a category
-}m m Chanix Viss .
Emmmm _ -5,.1....“... [ __.;B;_.n-mmnulm
- R (g 25 rogrn e e Somins | gt i S -
£ ks ot st
_!dt' Sheet g by brashap ‘;’Hrmrdl-‘m b -;au.uﬂma.m 9 s, i, Lanuane, o s
ﬁ!‘._c.umu ﬁ'u‘""‘dw Mm.s-nl.ﬁmnm @'mnn:m:
Jep
= 7 Emm @M-ﬂuﬂ @ Swady Ladm
P& sasr [ T o Gt
& e

(1) Appearance and Themes : il tool GUR click $dl -l g"zfotrﬂ screen
Fldl YL 8.

% Fenia
-, Howee Peinion
il Hagh Caniast

T Dinplay
7 G

—
5 Appasrssce arnd Thermes
S

& Uem Acoound Paciers [ Tharge the Compuier’s feme

A D et

UM BUR YL tools
salaal Al 8.

Pick a task... (1) Display

(ii) Folder Option

Chomn & eorse sy
E] Tharge i ssisen s

(iii) Taskbar and Start Menu
or pick a Control Panel icon

'i.., Dsides (ol Fobde Opiem

; Farhibsar comal Sland Mormi
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(i) Display properties 1+ taskbar and start menu (Al ALULL AL2W %LH"&QCL'I

4 dlEll .

(ii) Folder Option : Computer 4( ALA AL folders SHL-S-| properties change $2dl
YIS AL tooldl GUALAL 2l 8. AL UL folder option BUR sls 53\ view
option select 531 Do not show hidden files and folders H( tick $3L Apply
button BUR 5¢lls 53 OK button GUR sells $dll hidden 56l file A1 folder

A& sl Lell.

| Foldsr Dpkioes

LT B Y REIERET Y PR N A EH )
Skl gy s ol sedem s ¢
Zoopbevibs Al asikoroes add e by
Coipkibe Al aaiboroe e b

Tamelzmhe wmkral

(2) Printers and Other Hardware : L option BuR sels sl 1A

Yogoldl tools sldl Hul ©,

LI Primiver ard Dthey Basdass

= Add Hasdain

W Sownds, Seesch, snd
Az Denicer
1y Mo Dplien

% Syatum [SELET

7] Herdwsie

7] Pisiing

[4] Heme = Smal Ulhcn
Foetiinking

b Giars Conealny

v;:l o=

Lol Pristers and Fases
B

IR ) s o e
Iri

i e Pick a task...

21 Vizs mutalled primter oo b prisbee

or pick a Control Panel icon

&ml”m
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(i)

(if)

(iii)

(iv)

(v)

(vi)

Game Controllers : Games A @2lcll +dl [SALSALA set $2dL AL option-il use
2Ll 8. U3 Joy Stick

Keyboard : Keyboard A @2Lcl{ -dl [Scl§dl settings 2l 2L option -l use
2L B,

Phone and modem option : Internet connect $cl MI& WL S3LA L
option-l use 212 8.

Scanner and cameras : %l d¥ Vel AL scanners 5 digital cameras
% Install 53¢ Sl dl d-l settings change $dl L& L option -l use
2L B,

Printer and faxes : printer and fax-ll setting change $2¢cll 412 1L option-il
use ellA B,

Mouse : Mouse -1l Primary button change $dl double click speed $2dl,
AL AL pointers select AL dell pointer L motions set $dL L L
option -l use 2L12L &.

& Steps to change pointers :

Mouse option BUR sells 83| pointers select 521 - RURGLE ¥ pointer “ledd & d
select $L RUR Uedl Browse button BU2 sels $dl % pointer select 531 GUR sells
531 QULRCLLE Open BUR s6ils 531 Apply BUR 5ells 53| ok GUR 5cls 5 Fell pointer
olecld 9.

(3)

(4)

(5)

(6)

Network and Internet connections : Internet & Network o -dl §s9l-
5L deldl AALBAL SA5AAM[ changes $dl AL option -l use 2l 8.

User Accounts : -dl user add $2dL, user -l password ¢leddl, user :; settings
change 524l dell 518 user * delete $dl Ml UL option il use 22l &.

Date, Time, language and Regional options, Date -l Time-ll settings
change $2dl L Option -l use 2l & ¥ UL A2UG S dL2LL.

Accessibility Option : Windowsl facility specially Adl person *I2
designed $dM[ 2Ud ® § % handicapped Sl . Aeldl Repetitive strain
injury 5 % Alt Key teldl Ctrl Key hold $2dl dell S8 ¢{l2) key Press $dl
we Yol A4MA B, Aeldl ¥ caps lock, numlock key on eldl off

& 5 A& L WS AScL ell. ddl person A help $2cl M1 3Ldl option GULLD
o .

©
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(7) Sounds, Speech and Audio devices : Speaker recording -l option set SRALHIS AL
option-ll GUAL2L 2l 8.

(8) Add or Remove Programs : sl§UQl Software ¥ program + sl*2zu( install
SRl Veldl A slRleule(l remove $2dL AL option -l 2Ll &. L option GUR
sdls sl 1A Ywol-il screen LAl HUL .

& To Remove Program

% porgram remove $dl {2 currently installed programs select s3l
Change/Remove button Gu2 sclls $di d program remove el§ 9.

@ To add or Install new program

SIER 4 A wet stofl ol BuR |

E b o
sESL 2ddl add new
1
| programs dase 2.
\\\ : 1) Ackoks Wcssbai 5
o ok |t C5 8
- [ ook Fagebgin 5 tim  M7e B
_____ > d _J 13 Asicks Praizsive 70 tim RS E
- (R msicha Trpa mimsages 1.0 T 1w §
S Albwiad | gl s
ndj or M Arad Fios - Burare Rom
Remowve R e LW i fie  t4mm
PTEBI;IFEII'I'IS 1 B - s ol Tomct Siwas 5w
A Checamaiien i L ctins Duma Sba TR
AT — Sba 71
T Cam iRl 3 i it 13 fos TS
5 Dacmviasy Som L)
D sl g |
Install Program From Floppy Disk or CD-ROM i _)ﬂ
Inzert the product's first inztallation floppy disk or CO-ROM, \

and then click Mext.
—_—

M3 2 Do Foppy | Button
Els &4
FESl Gur sells sal.

< Back Cancel

B @
[ 1} 21
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E‘i‘f—?B Next GU? sells 2.

ik o e e

1

i B - Yost o oo Sovuse Temmt
[ Lm0 | e L Siw 1V D0eE
. P Fagbies T ¥ ]
by [ T — v i
P, Ducheavem T
B L pmrariard |

=3 - v

=3 _

ki

It e paochuct's e inetslabion Boppy cek or CRADW
and B clek ik

Browse $¢(ls $31 path
select 531 open BUR

sdls sl @‘/E |

=Esl
4L

A e e b (T A0H = Fagop

Vo askel g bmm @ D5 FUIS w Ropne Svb_ clek D s Nioyoy T
kel et o e B mnh
b SR | e B s B e e e b

Run Instalation Program __I"h'_
“Wingdowr mg unalele to fingd the relelslon progrens, Cich
Bl b by g, Clhok Baorsses 8ol Hee ot aBation
/ progeans ek
- (oo
@lRolle Software § program
automatic install el& ¥ @22 yes
no option select u3[Rald Yot s2dl. e ] [Core ]
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! How To INSTALL NEw FONTS ?

2@1 Fonts install $2dl control panel [ Steil oL, Aldd switch to classic
AL iew option BUR sdls s2.

5?12 duiell fonts BUR suld
4 sdls s

THHA®

ip File Menu i 2] nstall o —

£ fq new font GUR 8(—[18”__) B Pome B MWEE .
sl i i % 3 @ 8 8 ® 8 |

1 1 dabadecl .. ddalen  Aswlrmlive  Aadlen  Garalbeckslc  Sbed AT SekayTem  dbbaTeol
————————————————————— b

—=—r ¥ ® o 4 ® § 3 =
- B - M. . e . A At
¥ 3 ¥ 3 3 ¥ 3 3 3 =
A T AfTeolae  ASubalen  Subabebak  Ahabe®sa  Heber kel B dipbafold dshafold . Alshelish
i ¥ ¥ N 8§ ® ¥ ¥ ¥ H
A A T s s el g G el Lkl Jl'\-ulﬂ-u.-;hhi I::. ;'-l:\.“

HE O X & ¥ 3 3 3® 3 o

Gpimn  Sdfmcfve  Snalen  Eeafecbe  dmuies  arecdol deweste . searieolakt  Smbaies Asbarimobol

3 3 3% @ % 3 ®» 3 ¥ 3
At el Rabow ool dabis Pl . oo | eld . ':l'-h-m q::::" -J::r“m:r t‘—‘: e fecliodd

Link of Fearlz

294 Rl drives Hi AoA L8 Alase 5A

= P99 3 curotte folders iell % font install
| 5L ® d font o folder select 53l

e i <= Select All Gu? sels 53 OK 2Ll

=TT a| [Ema e % [t |

B wIkODWE

B @
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D SHORTCUTS : SHORT BUT STRONG CUTS

@ Creating a Shortcut on the Desktop :

Short cut 3 SLSURL Application ¥ Program < ARuldll dlell 33U ALg, sl WL
o{41de 2L 8. Short cut &3{l 3l create 3L ASRLD. B+l step WA UHILL &.

L} Folder

BT <

Microzaft Word Document

i3 . .
) i Inege "Ell:::]. Desktop UR right click 53\
B New - Shortcut 2lase 2.

Microsaft PowerPaoint Presentation
detive Desklop » 347 Microsoft Excel Workshest

Amangelcons » ¥ CorelDR&MW 8.0 Graphic . N 0

Line Up lcons '@ Pagetdaker Publication -?-'hlc_t o&eﬂ’ rﬂ—a- ]\'!50&0{ Cl’eate ShOl’t
_— Ela LR

Pefiesh (& Corel PHOTOPANT 801mage =05 cut" 2 dialog box sldl
AN — @ Carel Media Folder N

Paste '@ Adobe Photashop Image ]-LU]_ Eb .

Paste Shartcut 5 Briefcase
Undo Delste

Iicrozaft Data Link
3 ﬁ My Documents Folder on Desktop

Mew
Froperties I
s | _—

T & "Command line" [ original object -l path
PP 215U 521, o8l path uoi AL 1AL Browse
ole click s2dllell {12 UMWl dialog box

Topa et (sl 27 wed ranek =° 08 BEC T B S CHE
Aokoriad n U1 sssmhiog = winbe rlesowy s

AALHW O , —
T el # =l [FE gﬁ\]
z EIoLEPaTiERE y '\.'%\
E:nwﬂ.x:.c:q = ]
E;?EIEE;:.{: * "': Browse window M[ell object 20l€ll
o e 1 2B Q) Gu? double click 53\ open “e-t
e e w2 click 52dl.
U H |l:_ LavE™ =L >
bhe ye | Progqann = Zeazel I‘ﬂ

-E'*t’_" 5 ¢d Command line ¥{ d™ LM A object o Location slal YWl LR UEl
P4J Next Button N2t 53l F-itell Shorteut 4 A L asll.

) .o

L QR Ul finish oled UR sels sdlell shourtcut Desktop GUR <sldl

E'u=

EIV qual.

@
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! PAINT 22 gj ?

WindowsH[ Aldel Paint programs d3 AU sISULL graphic file dALR 53l
ASA SlA, Al Bitmap File & ©. Paint M[ €36l 518 ugl Aol save s34
" ULl Desktop U2 Wallpaper d3l5 uslL alledl astad 8, dell d-l print
e asla e,

| PAINT ang s2dicll fa :

i‘% Start Programs Accessiors Paint

[
Jﬁ Start Run MSPaint OK|:|

e 1 ¢

el 2 ¢

e St Progran Acoest and Defals

W wrdons Gt
R rima e ) S

U= Prgrami " opens | R w
B e :

E}' Ieiting b

Semph

[ o ” ] H bmu--.l

#
) Heb st nppon

Prolessionel

B oo,
T OFF Crrpubes. .

i start

Windows XP

25
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P B e M Caed He

el
#9
Ll
LY
Sl

_4% Paint Alg, sctl A yoyordl =7
(s slal v .

L T

P i, 2 e s P e

[ Screen o introduction :

Titlebar i
Menubar/’: l: —— -
el
g
Toolbox/h,: i
il
m A
oo
\
Scrollbar
StatusbaVF FER R EE T EEE
T Te— - ; Statushar
Taskbar
! afGe Toolbar ol GuanofdiA :
1| Free from select : il tool -l Hegell Ard el Aisld select
"1 53 sl 9.
| Select : il tool -l Hegell Alsld AU Aeldl doALRAHI select
""" s3 ASlA B,
Sardar Patel Institute of Public Administration, Ahmedabad Go



O (O] [ O I~ (2] (=] ¢ [B=| = (2] K] [$] [S

Eraser/Color Eraser : il tool -l #cgell elke usld & 2Lslcrl-l s\
Mot el st 8.

Fill with Color : L tool -{l 3egell ALglani 3oL Y3l sl 8,

Pick Color : 2L tool -l Hegell 1 As isla-l saR-l copy olly
ALS[AHL 53] sl .

Magnifier : 2L tool -l Hegell ALsla-l AlssA ML HIeL S 2ASLA B,

Pencil : 2 tool -l Hegell Paint H{ AUl *332ld Yool 2xALsld
el3l 2AslaL B,

Brush : 1L tool -l Hegell 2Lglani 3oL Y3l asla 8,

Airbrush : 2L tool -l Hegell sULglaul 31 spray 31 AslA B.

Text : 2L tool -l Hegell Paint 1l SISULL text duil ASA .

Line : 3L tool | uegell 2uslani Gell, 2118 5 =il L
eldl aAslA B.

Curve : U tool -l Hegell Curve (duis) diuil Shape AWl aASLL B.

Rectangle : 1L tool -l Hegell AUl ARA § dolARA
eldl aAslA B.

Polygon : i tool -l Hegell 2uslami [Asiel, Al R Aisld
eldl aAslA B.

Ellipse : il tool | Hegefl 2qslani slun-doraiun €13l aAsld 8.

Rounded Rectangle : il tool -l Hgeell 2uglaul 20m stday]
ARA €13 ASLA B.

27
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File Menu

CerH-N
ChrldC
Cer4s

)
) New : (Ctrl + N)

AL sUL-sl Hegell paint Ml dl =g

blank file et-tdl asla 8. sat 43 Background (Tied)
Set As Background (Centered)

Crrl+P

“.“ Exit alk+F4
1 open: (ctrl + 0)
Paint 4[ USdl A-LAEl SIEULL S19E Open Sl dell AM YEURL dElRL $2dl
UL AL SHLSL GUALdL 2l B,

i m Al wetr File  Open command uR sels sdl 4l ywold
7. dialogboxslaluu®.

4

My Cangists

e = o
i B ' ! . @ Look in (efl path select 531

| &S
L %

= | — _ .~ file select 53 open GUR click
' = L sl 1A Yol file open
2l dl slalyual,

o

0
[. EFEEEEEETEEEER
(o lmelal L maigel o

o e, e s o P KA

Ga

on
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o
1 save : (Ctrl + S)

Paint 1 A-IAEL SISEA save SALHL 2L SHL-SHL GURAL2L 2112 8. Paint -l €35
‘éL&?:jl' extension .BMP ®.

. m File Saveu? sdlssdl-{lA Y %ol dialogbox Bl 4W &.
<L

Save As ]

S | [ AAYESH - 3 L R =

Save in File SU[ save $Al & d e

"%l path select Sl ARl file |
Name ................ file | reeess
4 A Al save R sells | @) mee  mm > Cesl
82% Wi Hebood | Sevmarbmps 2040 Bivesp [ b, ity ¥ Lmcal

>
T
Ll Rl

|

|

na /
2\ |
. |
g i
L \ =
i._- S I "
i

F !I'I'-III'I_I
FErsE~AN FrEEr

o ot s e e T PR

w1

.

I save As
AL SHL-SAL GUALIL SLEULL Al SIS YelHdud save sAL UL dell -l
s15d ol lHell save sdl M2 AWl 8. Save As sadll ALusll
Open sidd oflot el save eld Aed 5 copy g st 219l

29
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o
Jﬁ Print Preview :

PaintH{ 156 Ll Ul d-{l print d-L USAL 43l 5 %1 €l § print
Sl AL A LAl IS AL SHLS AUUAUM AL B,

m File Print Preview BU? sclls $2cll LA 40l screen gW1QL.

€ v e

@ Print Preview Hiell oclelR
T dlsndl L2 close GUR sdls

59,

"
J Page Setup :
AL sUL-sl Heeell print Adl usdl page 4 margin - orientation o

setup s3I ASAD.
Page Setup |E] [Z|
Freview Paper
e (R
N Source: | Automatically Select -
File page | | [—— : |
£ Origntation Marginz [inchesz]
setup U2 : : o .
: ] (&) Portrait Left: |075 | Right |D. ] |
SC‘D’S 82%' i : . i O Landscape Top: i_D_?_'S__l Bottam: |E?5_|
Centering Sealing
Harizontal (=) &djust to: !‘_@ % nommal size
[#] wertical ) Eit b i___| by i__| page(s
[ i) ] [ Cancel ] [ Frinter...
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o
[ Print : (Ctrl + P)

Paint -l SISUSL document | print AL | o

W2 AL sHesAL GuAlal eww .| o= 2

Ful si8eq A0, Qe AL el Bedl | -

Sl print stledl & A Al @ B, | )

[Fﬂe Print J LR
e [ come | [ 2eck |

= oD .
“ ﬂ ( f - ¥ set as Background(Tiled) :
“J 1 . Al Option w? sdls sl €R¢
; ‘r paint a1t desktop u? a1l 9.

[Fﬂe Set as Background ’

%
1 Set as Background (Centered) :

Al command UR scls sl elg Paint desktop U2 wallpaper 35
center 1 set al& ¥4l

URolLE Bedl AR open 21Adl stSed list 8. d-l Gur sclls 531 Alell A file
open $3LASIAD.

"

@ Exit :
Paint Program o{tL $dl ¥l Exit $HI-S UL Paint oftl $cll Ul file
Save 52l 331 8. cll save L8l 531 L2l {1 YA message Glclldl.

2 @
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Edit

BUR sdls sl file save §3 ¢iel 219l

Save sl daR oftl s20l GuR sclls s2L.
u? sclls secll paint ALY, % 2.

j%

o,

3

Menu

Unda Chrk-Z
Undo : (Ctrl + Z)
AL suL-sl Heeell Paint Ul de@ ¥ st 53 elu cut P
Al AR cancel 53| ASLA . £l.d., DA AU gy e

Paste Chrkey

516 15521 (Aot Cut 5301 Undo sHL-S AUNL dl & Clear Seiection De

(A=t Cut 21 el A screen GuR yw (AL slal

Hwnal.

Repeat : (Ctrl +Y)

Select Al -4

Copy To..
Paste From...

Undo $L-S-l AR §2 AL HI2 Repeat SHL-S AUAAUD.

"
iﬁ Cut: (Ctrl + X)

©

% Ul 5 RiAt cut 529 sla
dd mouse d3 toolbox H(all
select tool WR sels $2.

AL sULSA veeell AssA HUlSAl, R A5 wrUell cut s ey
R A move §3\ ASA .

k,
-t ]

F R

1=

m IR EETENEEE
PR Brmm B EEs

e e e pr—
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¢
>
%
i
[

it al b e
wie ! ——
e .- M
Mouse d3 [ select $31. B 2
N T _—
o |
¥

o I 10 N O N I
TrTE-EEERCT R

13)
“<

<. Edit Menu i %8 cut UR click
§3¢ el select sed cuLel 5 (Aot
Y o el €2 2l§ ¥ Q.

0 N . .
177 .

i o d

el W e CaA %1 Fa

. QUROIE Edit Menu [ %8 momm

Paste BUR $cls sRcll R ddl IR
A A A move s Sl ::|
QU Al W sdls sofld] vl
drag 531 ASLAO.

Do a
[1= =&

H 33
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o
J Copy: (Ctrl +C)
AL sHL-SHL Hegell AlssA Riat-L (oL & (Rl copy 531 aAsla &,

%m Al ve ¥ duilel 5 Rl

ol ™ L Lz
A3

"5 copy sl Sld dA select i
5.

1
m EEEFEEEETEEEEE
rCErETEE T aEE

= @
<

<. Edit Menu { %8 copy U2 sdls
§3¢ gl select sed cuLal 5 [AsL
clipboard [ save 2§ 9.

&
'm HENTHEEETEEEEE
[pin_ein _isine o)

o oo e

. @ Edit Menu M[ %€ paste W tor

=L sdls sedl Retdl copy 2l
% Al AL move S Sl
QUL Al U sells gotdl Al
drag 531 ASLAO.

Lo N
g~ r+vpg

EE

|
2 _

£]
" ENIFEFEECEEEEE
I e C_ 1
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L)
'@ Paste : (Ctrl + V)

WAL % AlssA 1AL 5 RotL cut 5 copy 59 s d windows clipboardul
save 28 A B. URALE AU d AssA HUSAL 5 (A ¥ o A
Sl LR paste command U sells sAlMi 1A B,

®

v

Clear Selection : (Del)

Al command -l Hegell AlssA AU select s311 delete 31 2usi 8. clear
see R ulg dladl Undo command-l use s3l sl 8.

ke

Select All: (Ctrl + A)

L SHL-SL MEgell AU dHIH MUS AL 15 Al2l select 531 ASRL O . SUL-SHL
GUALL %A AU MM HUEd select sl %32 US LR vudl.

®

-

Copy to :

AL SHL-SAL HEegall ALssA SAL ML AS Al SIOE RS save s3I AL D.

®

-

Paste From :

AL sHL-SAL Heeell current fileui ¢ilyy s Bitmap file paste s3l Asa .

j:] View Menu

I-"}'Q .-}_“'-:"'-. v Tool Box Ctri+T
AR v Color Box Chrl4L
: = 1, v Status Bar

; 5
| Tool Box: (Ctrl +T) LN

AL 5L Heeell Toolbox screen uRell on/off Zoom
View Bitmap  Ckri4F
g3l ASAD.

B ©
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ke

v

¥4

=ike

v

v

E 4

Color Box : (Ctrl + L)

AL sHL-SL 1egell Colorbox screen URell on/off s31 ASLA B.

Status Bar :

AL sHL-SL Hegell Status bar screen URell on/off 53| ASLA O.

Text Tool Bar :

AL S-S By default Active €ldl +2{l. Paint 4[ text tool [a] -l GuallaL s31A
QLR % AL SUIS active 2l A QR olle Font style dell Size d&ll3l &
gLl AslA 8.

Zoom :

AL sHL-sHL Hege]l Large size 536l (Aot Normal size Wi 18 aAslA 8.

9

Large size

AL sULSL Hegell Normal size [ 286l (A=A Large size 1i LS 2ASLL .

Costom Custom fomm i
. . L]
AL SIS Heeell Normal size Wi R€dl | == ——
(A= Large size Wi 18 aAslA 8. R e Onis
Craoxs O EME
Show Grid

Large size U €l Aot 1l sAletaeetal JEURL dalRl s2aL 112 AL S1L-SHL
GUALSL 2Ll 8. FUL ALl AWRY Box Sldll HUl 8. Fefl YeUlR salMl
ARMALE D,

Show Thumbnail
Large size H{ (A2t &) W1 slal Y A oUlg™l original picture -l
size M gLl HIC AL SHL-SL GUAL 2l lA B,

View Bitmap :
AU Eleel (A wallpaper d3l5 2lsdd sl U d Screen UR 59 @122 d

BLell WL AL SHL-S AU Fefl §5cl R 2Lvil screen M slal Hual. Y 514
ULedl elldalMie sLESURL Key press 5.

©,

Cn
Co
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7| Image

a3 )

| B a8 StretchfSkew..| CrHw
- L Irwert Colors | Chril
. =, | Altrbutes... | CubE
@ Flip/Rotate: = Clear Image Chri+Shft-+M

=ik

v

t 4

t 4

4

» Draw Opague

Select $2EL picture L €L % EL angle M $AAL UL AL SUL-S AU

Stretch/Skew :

Select 56l picture A Horizontal % Vertical stretch $2dl I il option
AL GUALIL 21 B.

Invert Colors :

Select 526l picture-l Back ground i (A colour Yl (2 UL option il
GURALoL A B,

Attributes :

(=L €lRalL ML canvas L AL2L & A~ Width 1+ Height delldl § elelsal Hie
AL SHLS AUAM AL B,

Clear Image :

sLOAML ALA G SLEURL picture select sl A21R SLOAA blank $cLL ML AL SHL-S
UM AL B,

Lab Assignment :

Draw a Natural Scene using line, curve, Rectangle, polygon,
Rounded Rectange. Use Pencil tool when it require.
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LC'WORDPAD

Wordpad A U9l s editor program o, Gels2eL &. Window Hi slSUL formatted
text file ot-tadidl %32 US QU Wordpad -l GULoL 2l 8. A duileld
Bold, Italic 5 Underline, Color effect U4l 2512 © dell AM[ graphic WSl insert
53 sl ©. Wordpad | sl Document file 5¢ &, dell d-dl €35 s15dA
.Doc extension @l &.

WordPad 2uig s2diell Ad :

Wordpad ot Guaoi :

WordPad 2ld, scll-{l 3l Yul A 3 8,

B a1

Start Allprograms Accessories WordPadUR Click $2¢.

B a2

Start run4?Click Wordpad type 529 0K [U2[Click $24.

- gy Type e e of & progeem, Folder, doomnent, or
- Tribst Fisounck, s Windows: sl open e oL

cpeni | Wordpad -

| o || el || [ I

! Wordpad 2aig adi il 3vGicll Screen guiiRl.

Titlebar — 7 =4
Di=d] Sl ] |5 | <—— Toolbar
Menubar TR LW | 3 = m|jul@|[x 2|9] %—— Formatbar
E. 1 1 ! 2 [ ] ' ] " [ 4
| . Ruler
Pk, mass L H —— Statusbar

38 Cn
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| Wordpad il screencll 2mdl :

Wordpad i lefl Gurl dlf Al Document dWg & d- titlebar & & d-l
AR A A2l A2l menu L HUL & AL Menubar 58 ©. d-l Al A2l 2adL
tool sldl YL & A Toolbar §& & d-l Al bar 1 Formatbar 5& &. d-l
12l Ruler LA dl €12 8.

.EI File Menu :

Ndb/ E
[ New: (Ctrl + N) New... Cr+N
Open... Cir+C
Wordpad ([ Al blank SIS ol-lddl AL Save Qs
. . Save As...
SHL-S BUR Click ScUML Al &, AL QU]
Frint... ChrP

{12 Yol 4l Screen €2llddl Rich Text = Frint Preview
. . Page Setup. ..

Document Select 53| OK U Click Sl -l

blank file 6 .

1 Acobe Photcshop 7.0 Read Me
Send. ..

Exit
A/

[> Open: (Ctrl + 0)
AL SUL-S &L Wordpad HL 2218 ot-Ld el sLEUsL file open L ASLAL .

o g 0808 down list 4iefl drive 5 folder
g | = select 524

e [ L i)

s e Prk Ly P [ ® [ oece

K37 QAROE $18d ¥ Slesul Y i T
el d select 53l Open YR \( o
Click 524, =

B ©
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@

[ Save: (Ctrl+S)

AL 51~ Wordpad M ot-Ld el sLSEA save SALHLR AURARL D,

£9/ QRele s18d select 53l Open

uR click sdi sifd Open a8
x4l

[T
07 m i 37 File % driveM( save $2ql Sl
d drive save in -l ollg -l
drop list Hiell select 52 Cﬂ.
: :: _.n:-ﬁ-.J [ 1= BE

M|

------

QROLE sIfd ¥ slesMl
Save $dl sl d select 521

Open u? Click 524 kV .
| sy Corrn
-

i rgin b |
Iy Vi ek b s P | Ol |

File Name : $L8e avil
Save UR click s2di s19d

N'J Save 28 s9L.
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Ay

[ Save As:

A/

A/

AL SULS SLOULL Al L6 UelHAUd save AL ML dell -l s1ddA el
AlHell save 5L HIE dURLA 8. Save as 5cllell wLUL( open 5L ofl ot Alrell
save 219 A2 & copy FY 5Ll 22,

Print : (Ctrl + P)

Wordpad AL SISURL document A print Sl HIS AL SHL-SL GUALIL 2L12L 8.

Print Priview :

Print @dl USdl AMQL Al il
Sl ¥ print 5dl w14 AL HLe Print
preview AlUdMi Adld ®. Print
preview Hiefl ots1? dlsnal e Close
UR Sels 53L.

Page Setup :

UL SISl Heeell print Adl USAl W% setup cledl ASRL & dell
Stefl-2s el o1 L Margin 3L ASL 8,

[> Send:

Current file A Internet Y{ Email dA\5 HlSAcl ML AL SHL-SHL GUALIL 2l 8.

Exit :

Wordpad -l otsl2 lswdl W Al SHI-S AMdLl. Exit Ul USE[ open
document A save $2¢ 33 8.

41
Sardar Patel Institute of Public Administration, Ahmedabad O



_]:] Edit Menu :

£t |
| Cukt Ol
E@ Undo : (Ctl’l + Z) PC-;r.I'-f Chrl+iC
Pache Cerl4Y
. N | Paste Specal. ..
AL sHL-Sl Heeell wordpad Ui ©ed ¥ sl | Clexr Del
: Select Al 8
53 e d-{l AR cancel 3l AsLAB.
! fnd... CH+F
Keplace. .. _H+H

[ Cut: (Ctrl+ X)

L SULSHL Hegell AlssA UUSAl 5 (Rl 25 AL 2l Cut 5 ol
SR move S ASR .

47/ Al Melnw Acg/disd 5 8520 cut sdl % d mouse 93 select
) AL ©. d dld-l A3ALAML W2 dd L A sells s %
(Eaumi (Hase s2g elal a (B Ul UASL.

)

457 Edit Cut U2 Click 52L.

=/

Cut $°¢ AlsU Ul &S g Sl Ul Cursor @ LAl

g/ Edit Paste UR Click $2L.

> Copy : (Ctrl + C)
AL sHL-S-L Heeell AlssA LSl 5 (A=l Copy (15e) 531 sl .

Al el F Ace/dLs 5 551l copy 5l ® A [Ase 53l

Edit Copy U? Click 53L.

Copy $°¢ dlsl Ul @S g Sl Al AL Cursor AY 1AL,

4a7 Edit Paste U2 Click $L.
L&Y

Go
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[ Paste: (Ctrl + V)

AW ¥ AlssA HUSA 5 (A= Cut & Copy s s d Window -l
clipboard M save 2l 1L 8. RUROLLE AU A AlssA ML 5 Rt %
FRUA T Sl d oAURN $AR Avil paste SHLS AMAL d AR
WEdl § Rt wlal 1 8.

[ Clear : (Del)

AUS5A AUl select 5311 delete SRl UL AL SHL-S AU B. Clear 52
AUl paste scllell 214 A[&.

[y Paste Special :

Cut 5 Copy $36l AUl Formatted text 5 Unformatted text d3l% paste
$UL ML UL option L GURALL2LRL B.

s ]
mreied “ad [0 e £ b2

C re hecorens o 1w o basdi oo
Gla S o b m Ty bl L g

- N Y

el.d. il 518 2oe select 53 bold §3\ edit M %8 copy 5. ed dI? A Al
paste 529 €l AeA ¥ bold d21R dl d¥ Edit menu 4{ %§ Paste special ALUl.
clRotle Unformatted text U2 click $31 OK ALUl. A %81 bold % paste $¢ Sl
Formatted text U? click s2dl.

Select All : (Ctrl + A)

Wordpad Ui $L8e g % duloL As Alel select SAL HI AL SHIS AU B.

Find : (Ctrl + F)

Wordpad Ul dUlel SIOURL AGE & | Finduhat  [Lookind j
e AUdl HE UL SHUIS | [IMstch uhole vord oy
?J‘LLLLCD. 0532(]. Eb . [[]Match case

Findwhat [ % 2182 & 20€ 2leld)l Sl d dudl. RURALE Find next UR sels sl
d Lo [ase 212 dl sald .
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A/

[L Replace: Replace PIX

Replace de@ olgdd. Lul| ™™ L
sISAdl SIS ALssA  og] | Pemeoswits

AL SIS oLl A0E 2LEU SAAL | [ hstch whole werd oriy place.
L2 AL SHIS AL GUALIL 2L B, | [Thtah case

Edit Replace J

Findwhat H[ % 2&R2 § oe Aledl Sl d duldl. _URClLE Replace with Hi
% Adl 20 Sl d dudl.

[0 Match case :

Al click sqlell find -l process case sensitive ¢1-2l. GURSc screen [ vl
file ¥{ HELP 2o& QEdM[ Ald 8. QURCE L A6 HELP Alel Replace
UM AL 8. Aed 5 ALl file Ui wAl-5Al HALP 6E €l2L [ HELP 212 8.

J:l Insert Menu :

Ad/
(> Date and Time : Date and Time...

Wordpad H{ %[ Date - Time print SRdl SlA [ = Object...
502 Al VUL SUL-S UM 1A 8.

poteama o [0}

Syl sbls fnemats:

orc— | o) | el AL Aol format H( Date
Time %slcl W 8. % format A print 529
Do 6 el d- select 53| OK AIUg,

Thursday, Seplembes 28, 2006
Sephemben 28, 2005

Thirsday, Ml Senlembas, 2006 o
A0 E et nmbins AWNE

E\Zé Object :

UL SUL-S &1L wordpad ML sLEULL
- _ object insert s3 ASIA O FUF
¥ ' Clipart insert $2cl ML1S AL SUL-S UR
et Cesne | click 59 Fell 2L Yol 8l %l

g " U\]_ Eb
-_I' II .N'-'r:io-czt.’i:'l... LG SRS "_J
{ .- .‘ - \

ALs(cl gleadl Yool Microsoft Clip Gallery UR click 83l OK g,

[N I )

[ W =] B T
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e J ﬁl || el Gua wIdl Clipart gallery lcl ywa.
%‘“mm Q .&L S ] s Clipart select 3| Insert Gu?
o Cen click 529 %ell current $18dM( d Clipart
. e - WEE S| I ETE LR

) ) et |

! Format Menu :

A/

(> Font:

Format Font

] Wordpad u[ elfU s3e duilBl-l text

B e e | lLstyle cleddl M2 AL SHLS AURIA . %
FIRCT T T
,‘Eﬁ i i i 2LSU 56 dULRL-L font eleddl €1l dl A
 E chameli Sciipd ITC o .
MR = o select s olle AL SHLS UM 1A D,
. . %1 2LSU sl USel font set sl Sl dl %
= Aaﬁb¥y£z
S = d 9L A cursor AV AL SHULS LUAML
I-::;um-;:-cﬂ:;?‘ fl-w:-.:l::wlb-euzdmwh m" ?}LLQ Eb

B ©
H 45
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Bur-l §3se Ll olle 1A
Yogotdl $81R 212,

Ei) Bullet Style :

SO Adl a1l M 4dl Ygl ddly AssA (Rl adar e

SULSL GUALIL 20120 .

T LE e by R e
Nl &M M B B

ek o s EsD P EEEE
|

T AR
Ha-;

I—-am--fvami—soradia—from-Wisntech—Pvt—Lba:

Fha— e —an i giei b —raditl- e b — e — Db — By
Operarar Reoare Dok ing

Fix vk, o P |

My bed e et Peer e

OWw@ Sk & L
Earde a1 wdpe

Al wely % YeL 221 Bullet
AL B d select s

) / Format Bullet Style U
~" Click 53L.

Ads

[> Paragraph :

AL SHL-S &lRL ruler line H{ paragraph set $3l ASRL . dell cursor J alignment

left, right & centre 206l ASRL .

DFd A s 2@ B

[ Format Paragraph

‘manm S EFORtEE B

@
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[ Tab:

Al

AL Screen Indentation stefl A 1l otivgell el Sedl aie Audl & A
First line 1l usdl dld Sedl e udl 8. Al HIW dUUALAL SIL & 512

Alignmentii a2 duiial stofl, el ol 5 el Alg 534 8. d 55l 53l
OK u? seils s2l.

Ruler line H{ by default 0.5 §-L | Labstop posiion
2 Tab oL6dcl QA ®. dell key |
gollecilell 5212 ull ollog AU B.
U3 L 518 AUssA {612 AL tab
key gotlll usiAg Q2L dl d {oi
AL tab 2Nsdg U3 . L st [ Cear |

Ruler line 4l % {¢i2 UR tab 206dg sl d (o dufl set 59 cllR01Le OK srclleil
d etz 2o ‘L7 (Reul a1l Q. sd tab key gottadlell s2 A1y A {ei2-L tab
BuR % %9l Tab §2 $2dL L2 clear eldl clear all SHL-S AU A1 B,

B Wordpad [sasmple  Wead7ed

Fle Edb s bt Foovet [0
Dl & & bl i |

Consied Hesa o

a from Wiantech Bvt Ltd.
recuirement for a Data

Entry

Sunday
Monday

.
*
- B HE
-
-

sy
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Microsoft

C:2 Word2003

Microsoft word & ?lell q&u? quelg Al§ed? &. Al Al§ed-]
yeeall office 1 @G S BSYell AsA oy &©. Word H[ document
dare §3) asta & A w3[Ud Y¥Y editing A formating UQL §7]
astl . Word Software Al Gualolell &AMl €eLSl el & 4
stlearml qeu?l aud 8.

@ Introduction :

MS-Word ¥ Word Processor Hle-ll & Program €. il Program Microsoft
Corporation ML U.S.A. -l A5 SUAl &RL dAR SAAM[ UL B, AL SU-ALAL 2UUS
(Bt e 8. ¥ (Aol Alell sy @lst dis »ivuia 8. Word -l Heeell
document oi-ldl eAslA B. A printing §3 AL & A% document L SRBL AAe
uglL 530 Al ®. AL BURic document o editing (YAURL) A formating la(RLd
53 ASRL B,

@ MS-Word 2003 H[ &) Facilities :

1.

MS-Word 2003 {l Yua facility % & ¥ il AUl aSU s3I AslA B.
clell dHi 28cl Lselll pdl Yaudl Aste . dell AAWHI 2lsU sel]
AL Ui UL af a¥ O.

MS-Word “{ g document Gi-ticfl s & A A printing WSl &S AsL
8. deall sl e 53| ASRL O.

MS-Word H( automatic saving facility 2ll SL§ AlsS5 time interval set sl
WML d time interval ¥{ document automatic save 2l %L ©. (&l.d.
€2 5 YI{l2) %2l document M[ Sl& work $cll duld power off 2l& 1
QR Hl2LMPLAL work A AU oLl ASIA SlA.

Auto correct option | H&€2ll document M[ 2Ll regular spelling mistake
o correction automatic sAdL aAsle B,

Auto text option | Hegell ¥ text A ddlR duwdl-l %32 USdl Sl d
sortname AUl add $3| 3R Yol Insert 53l ASEL B.
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10.

11.

12.

13.

MS-Word [ multitasking ll U8l facility 4ol ©. FH[ As Alel A § deil
ag file open 53| ASKA B.

Book mark option Il He€2ll document [ SL& ALssA text 5 graphics BUR
Asclfell 8 AslA .

Document - Normal, Web layout, Print layout, Reating layout, Outline,
Thumbnails, Fullscreen 4913 option H{ %8 ASRL .

Date and time option «l M&€2ll document ML Sl AUSSA position GUR
select $e6l format Yol system i set Al WMl Date and Time
sl el ULl Insert 3L ASLA .

Paragraph option -l #&€ell document Mi select $?¢ AlS5A paragraph 1
margin change $3 ASRL ©. AL BUAd page list set 3| ASEL .

Columns option -l Me€2ll document Hi 2€dl text A news paper style
columns Yol set §3L ASLA .

Change Case option -l “&€€2(l document M[ select SIell text -l
character 1 %€l %€l case Ywol Sl AslA .

MS-Word i document H{ select 53¢l row - column MW Table
oLl AsRL B,

How to Start MS-Word :

— All Program — Microsoft Office = Microsoft Office Word 2003
R sels sd.

Ad-2 :
— Run UR scls $3) — WINWORD type 53\ W2 sells 5.

— N
QARelle 1A |
| Yool screen (A2 |
gldl M. | A

4F) Microsoft Office
L. Word 2003

Copyright @ 1983-2003 Microzoft Corporation, &l rights resenved,
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MS-Word il Screen (a2 aulddl :

Menubar

Standard Toolbar

Formating
Toolbar

Workarea =———t——

Statusbar

Titlebar

M

. 4 Hama hined pok ol NI oepr Mimskes  Hidr T r puadmirihalp v

13 A 1 TR LT L W e Al TN Rt [

vrmd - Tow bl Mime = 17 B u E-"-—'__ =:= I tm Er““i-,

= ' R a| - carina - a
g D et

A resn ] Ol e

serk e rae kel Ha

L LR LR RN
a4

ewd g d bk

Tiwdn Az

Taskpane
B I

3]

Scrollbar

o il e

Lpea

Sl
fo o

mnT A | _.|I ot
sl ciFlald A » -A- =T @AR
R

Titlebar :

Ms-Word 4{ Screen «l 2dlell GU-l AL2IM[ AS Horizontalbar ldl Hul
®, % Titlebar 3y uwld B. ¥ Program  Application 4 -Ld
(Microsoft Word) i+ Active Document o M gald ®.

Menubar :

Titlebar +l 1AL % bar ldl YUl &, A4 Menubar §& ©. %[ Word -l
%€l el Menu options (€l.cl. File, Edit, View ddR) fldl HuW 8.
Standard toolbar :

Menubar <{l {1 Standard toolbar *ldl MW &. FH[ %ldl Hudl %EL-
%€l tools 1 mouse -l Hegell select 3 vor »suell wd AsalSeil
Editing command -l GUloL $3L Asll ©. €l.d., New, Open, Save,
Print, Cut, Copy, Paste d93.

Formating toolbar :

Standard toolbar «{l 2dl2l formating toolbar °sldl Wl &. ¥ *ldl
Nl gElgel tools 1 mouse L uegell select $3| formating
command -l GUALoL $3| ASA O. €l.d., Bold, Italic, Underline d93.
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[1]

> Rulerbar :

Formating toolbar -l {12 Rulerbar %ldl HWl 8. dH[ Mouse -l H&€ll
Margin A+ Tab set $31 ASRL O.

> Statusbar :

Ms-Word il screen -l 2dlell AL ML statusbar ldl HUL &. FHi
Active Document (2-{l Information %cl ¥ Cursor position, Page no,

Line do? asldl ¥l 9.

Word Menu :
Ms-Word H[ Menubar H(

(1) File (2) Edit
(6) Tools (7) Table
File Menu : (Alt + F)

I

=] :: wl >

T @

Thppe gy
S ik Sredee
i e b

e

[ LT TH Py

L% e e bl mH
ERRITT T IO RATTY FERRN T s
AT gk T = LT

="Arm ns HEOU DAre w1V Sy

galal W §d4 9 menu %ldal Wi 8.
(3) View (4) Insert (5) Format
(8) Window  (9) Help

Ul Menu 2{l filed management s3I Sl
8. FU[ Adl file create $dl, dd save
5dl, save 53cl file open $dl, file close
sl du file  printing 524 Il facilities
Hledl command Sl B.

New (Ctrl+N) :

AL sULsl Hegell Ms-Word M +dl s15d, Web
page 5 E-mail message oi-ldl aAslA ©. il
SULS UL Titlebar 40 Documentl Ag <slal
il 9.

: New Document v x
New
|1 Blank document

New W2 sells sedi A yoyoi Tagk 23 doenet

IE_D] ‘Web page

pane °&QL ]'LU].Ql (06]'”3[10‘“_?;) ' E-mail message

@J From existing docurment. ..

Templates
Search online for:

. G0
A2l Blank Document U2 SHl§ =5

03‘ Templates on Office Online

Al Adl s1Sd B 219, B on my computer. .,

& on my Weh sites...

Sardar Patel Institute of Public Administration, Ahmedabad



& Open (Ctrl+0) :

AL sHLISHL Hegdl SISUBL save Sl SIS wldl ASRA D.

"File Menu" H[ "Open"
207 option select $2dlel
eldl "Ctrl +0” command
o Aludlell screen GUR

‘ ; Open 4 Dialog Box <ldl
w8,

@ Close : (Ctrl + W)
AL sHLSHL Heeell open Sl filed close S3L ASERL O.

sed sl dl A Yol dialogbox
sl Hual.

- " A dl modification Ll file 1 save 3l
close 531 Astd . A | mwa " Y dl modification save
sal R file close s3 As B, A " cancel " QY dl il
option f dialogbox cancel 53 AslL .
@ Save (Ctrl+S) :
UL sHL-SL Heeell current file A save $3| ASLA . AR file 4 UelH dUid save
Sl SlHA AR file . UM UG 37| E— e wm

&. MS-Word | €35 document file
.doc extension @9l 8.

;_;l' Save UR click sdi A
Yol Save Asd dialog
Box %ldl MUl &.

____________________________ Ch
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Save in [ path Al uRelle filename Ui s18ag A a@vil
Save UR sells sedl s19d save o wA B.

& Save As :

AL sHLSAL Heeell save sl file -l copy S3L AsL ©. AHed § AL Fdl o
o{lo file Ms-Word Wi ci-ldl asta .

@ Save As Web Page :

AL sHLSL Hegell Word L document

‘l Web page dﬂ% save Siﬂ ASsLAL f) Thzaga bow Lier, dency ishes Lie chown whil eu g wben
wr Slenl s bree. Treae are moea's gqoesd oee de Hen's Tide depeada

°5—2“.§ Web page da% save Sél 2}{'1 opza tha Toae. BLact 1: rilated Wiek wrea sinee the BITE af YToaog,

17 tae ecs are akallakcd fren the earh, nk].:l i zine tie 'fo af
r " huwar belgas ¥ Toess sLpply w105k ol men's teds. Troes ar: blesslag

Internet browser 1'I-l- U‘Ilc—l-q'-l'l-l- Mla- Eb . ka mbn?’qj'f:g\::t. qive choids ehclier. Wzwers. ond foaake Frioe aas
N . necmaamry fas wvery ronnbre, Tresa heautify heie sernnndiags. Tresa
c‘a’le &l-l_l_ Character fo rmat hep ta weeresme fhe Zovsr ans werry <2 the vazld, Wwasce thens ane
! Frara, theea aorziadall. Tresa sbrae d-ada Cleeds giae rain, Tresa

Traaths a0f YapIay s senceplsca, and Feap ool Cowmer lasvas

Paragraph format’ Page layout’ of Aroes bate L irzon Aealds, acd give bazk opgen, s praceat

Editing, Graphics format, Table | @wmwien J

format 4913 CledlS L B, i~ o T oot at
& Page Setup :

AL suL-Sl Heeell page f AAd-AA2 margin A Header & Footer f U8l
setting 531 ASRL O.

Page Setup U2 sells sdl A
Yesold Page setup - dialog box
Bldl HUL 8.

Margins 4( Top, Bottom, Right, Left,
Gutter (ell8SUatdl eiLal) e
margin set $31 ASLA O. dell gutter
position ‘Left 5 Top’ 2Avil ASRL .

@ Orientation :

L option [ paper 4 orientation portrait (Blef) 5 landscape (L) AuY
8 d set s31 ASA .

on
(W]
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& Preview :

AL option Hi page 5¢ Euld o Y ASRL O.

Paper ¥l option H paper size -s5l $3L ASIA © dell d-l width

(USIWLES) A Height (BAE) set 53 ASIA 8. AR ©llE
U2 sells sl page setup -ll setting apply o 2 V.

@ Print Preview :

AL sHL-Sl Heeel Active Documents Print 2ldl USdl df Page GUR output
5q Alsna A AouBell screen GUR B ASAL B. L SULISHL SIRAEL A B §
%l document Ui SI§ @ el AT elAdl Al YURL AsA 8. Fell Lot
el RAAIAAL ol 2l B.

Print Preview (el
ofslR lsnal
Close UR SEls sl
s3lell normal
document [ Ll
.

"'_'—
[RES[=Tem o T

@ Print (Ctrl+P) :
AL sULSHl Heeell Active Document
4 st GUR printing 53 AslL B.

1. File : Print U2 scls sdi A
yosold Print 4 dialogbox <slal
qunal.

____________________________ Ch
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2. Printer : Print Sledl sl [Dle-l GUALIL sdl 8. d atelell Adse 53
ASLA © A properties U2 SHlS Sl o printer -l setting change $3\
AslA V.

3. Paper Range : il option ¥i 5edl U%-l (e stedl & d -ssl sl
AUld & 5 oell Uy, current page (Active page) 5 Ul Page number (AYS
o Uos) -l print Adl .

4. Copies : ¥l option M[ print -l $ecl sl stedl © d set sAM(
A .

5. Scale to paper size : 2§l 54L-Sl He€all current file L HUSAA AlssA
Paper size AlUdL HIS 2l . FU5 Letter, Legal, A3, A4, A5.

& Send to :

UL sHl-sAl Heeell current file Al HUBAA ALssA AR USRS ASIA
. FU § UL s1ddd Mail dld HIsddl €L deldl d Fax U Hlsddl
Sl dl Mlsdl AsRL B.

@ Recent file list :

File menu Y[ properties s4L-S+l {12 Word “{ 8c@ vladmi wdd file  list
dlctladiml A 8. -l Heeell ded vilddmi A1ddl #Yys file 1 AuLctl2l A
open dialog box -l M€€ ddR §3lell uilell aslaA O.

@ Exit : (Alt + F4)

AL sUL-SHl uegell Ms-Word -l otslk -Alsull aAslL &.

File — Exit U2 sells $3L. OR Alt + F4 Press $l. OR Titlebar -l
asuellouy 2idd B9 close button UR sells s2dlefl MS-Word <l otelR
Alsull asta &. A&l 51§ document save SAL - Sl A Exit SHLS
AWl {2 Yol dialog box wldl 1L 8. }

Microsoft Office Word

B[ Alddl
document save 2[LL B Do you wank to save the changes to Document3?
ddR MS-Word | LR
Asull asta ©.

L Yes ] [ ¥l ] [Cancel ]

on
(W]
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[2] Edit Menu : (Alt + E)

(1)

(2)

=t

o B R U T A P

| -_:.E = ] e = e TR

I __gl B i E

' = Lh-L

'_'r'l,! e Len .

B 4 AT N
e AL Menu Ui file | editing 28 A3 B.
it Ll | FU 5 file Ul 818 select 5 text A AS |
l;"f w e |1 RelRell oflon el @8 wdl el select |

Alaa. cor || S text file Hiell & sl el AdR |
it | st2ll Edit Menu H[ 21 A3 O. |
CAELD i i - Y,
ol

Undo Typing (Ctrl+Z) :

AL sHsdl veeell Bed ¥ sl s ela A sl wAR FAd s wsA
®. d-l Shortcut key (Ctrl+Z) ~Z ®.
GelsWL : (1) Rl 5 AL SIS AssA UUSAL copy $3A Sl A e
$3d copy -l Audl Sl dl did % Undo daldl Ctrl+Z
Ay, Fefl Copy adet Ul wlal Hu (8.
(2) SI§ AssA UUSAl Delete [g2] s SlA A A d Hildl
wel Aunddl el dl dkd Undo eldl "Z dud. Zsul
IAB st slEULL sl el Yset ag €l dl Undo
SHISAL GURALIL sl

dlg : Undo s4l-sl yeeell Oed ¥ s1d 53 €la Al ¥ AaAHlel
ysd aqly 8.

Ad : "Edit Menu" (2l "Undo" select Scllell eldl Ctrl+Z tiuctell
Document H{ UG Editing command [e.g. Cut, Copy, Paste] 2ll sl
52512 € 2 R 9.

Typing OR Redo (Ctrl + Y) :
AL susl Heeell Undo a3 ¥ sl e eld ddl Ml yst el

®. ¢sdl Redo $HI-S Undo sHisell [A3s st s ©. %l shortcut key
Ctil+Y (*Y) 9.



®3)

(4)

on
(W]

Ad : "Edit Menu" H{2ll "Redo" select $cllell eldl "Ctrl+Y" Jtiuciell
B € Sl Editing Command -l S3lell wMe 2l .

Cut (Ctrll+X) :
AUL sHLSL Heeell select $2e Text ¥ Graphics 1 &2 53| ASERL V. L select

s M12L window M store 218 <1 &. %2ll Document (20l L select $3e
ML oflost Relldl Paste sML-Sell Move S3l ASRL .

dle : i dd cut SISl GuaAlaL Text 1 oy wouR df
odl sla Aed § Move s2dl sl cal? sedl.

Ad :

Step-1 : 2l YoM document M[ %33l MLl mouse &RL eldl keyboard
(Shift + Arrowkey) d3 2192 3d select 53L.

Step - 2 : "Edit Menu" ¥{ "Cut" option select $3 dteldl "Ctrl+ X" tiuclell
document [ select S MLl §2 2§ A B. ¥ document Ui S\ ol
el Paste sHL-Sell Move $3l sl ©.

Copy (Ctrl+C) :

AL sUL-SL Heeall select 5e SIS AUsSA Text A Window clipboard Hi copy
s3I ASlA B.

Ad :

Step-1 : 2l Yol Document Hi %331 ML select $3.

Step- 2 : "Edit Menu"™[ "Copy" option select $dclell teldl "Ctrl+C"
Aludlell select ALl window clipboard i copy S$3L sl .

Step - 3 : QURCILE U text -l copy Sl Sl UL cursor 48 ¥ paste
SHISS AUl o text -dl AR copy 2l B.

Office Clipboard :

Computer 1l % 5 ULl @uill 5 RLsL Cut 5 Copy S 8L R A clipboard
Ul save 2l 8. RURGLE paste Sl clipboard iefl UlEy paste ol 8. dul
AsAlel 25 clip save 28 A5 B. ARole dl wdl s ud 9.
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@ Paste : (Ctrl + V)

Edit — Clipboard U2 sells scll -l ywoid
taskpane open 29l

ol Al uldl s el dl Clear All UR sdils
Sl d wdl o A 8.

AL SISl Heegell A2UB Copy 5 Cut sHL-S2ll select 536 Text A document i
Paste $3| ASIUD.

Document 4[ % %9ULA paste 53¢ Sl d el cursor €8 %8 “Edit
Menu” i paste SHL-S select $2dlefl dteldl Ctrl + V command

Aludlell cursor position UR cut 5 copy S C{12L paste 28 wl.

@ Paste Special :

Al sUL-SHl egell text <l formatted 5
unformatted copy 1 paste S3L ASERL O, AN
Ad AUL Copy S text A paste $3Y R
unformatted copy 2ll. %2 Paste special -l
yeeeoll formatted A unformatted AM of Iad
copy S3L ASLA O.

Cared |

Ad : A&l Al uerd s1Y text A select 83 A copy g [€l.cl., Bold,
Italic] URALE d-l Copy 83l Paste Special Ui %8 %l "Unformatted" 1ulg
dl text formating Sl WSl copy paste 213. ¥ %l "Formating" U2
click adlg ol text | % formating 5 e [el.cl., Bold, Italic] d el

paste 23l.

—————— He|
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(1)

(2)

on
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Clear (Delete) :

AL sUL-sHl uegell document H select $3d SIS AlssA text §2 §3l
ASL B.

Ad :
Step-1 : 2l Yol document M %330 UL select 52U.

Step- 1 : "Edit Menu" [ "Clear" option select $3| Enterkey press $2dlefl
select $2E ML 2 2 A .

Select All (Ctrl+A) :
AL SULSHL Hegell dudl ofell text AsAULRL select $3I ASRL .
Ad :

"Edit Menu" M[ "Select All" option select Sdlell teldl "Ctrl+ A" Aludlell
Y % document select 2UlA O.

® Text select sl 2w Ad :
Key board 43 selection :

L8 A AlssA AL Select sal HIE Shift + End
Cursor Ulodlelell Gu-dl Hil&dl select sl HIe Shift + UP Arrowkey
Cursor Ulodlet-tell 1Al HIl&d) select sl I Shift + Down Arrowkey

Cursor Uladlet-tell el Otl"gr[l HU[&d select 52dl HI Shift + Right Arrowkey
Cursor Wlalet-ell stofl otog{l (&l select sal Wie  Shift + Left Arrowkey
Mouse d3 Selection :

¥ HUSL select 52l €l Al A3ALAML mouse § UlS<R @8 ¥ mouse -l
Left key €otldl Av{lA Fedl Hil&cl select 5l €l d select $3L ASRL B.

dl€ : Selection §2 $2ql HI& S1SUQ Arrowkey 4l Guala s2al.
Find (Ctrl+F) :
AL MLl Heeell document Hiell SIS AlssA Word find 3 (ALl ) AsIA B.

Ad : "Edit Menu" i "Find" select $cllell eldl "Ctrl+F" command
Aqludlell Find Hleq dialog box osldl uul ©.
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Find and Replace

Find Replace | GoTao

Find what: || v |
Options:  Search Down

[T Highlight all items Found in:

[ore ¥ Cancel

4l "Find what" box M{ % word find $dl sl d word [EL.d.
COMPUTER] type 53l Enterkey press $dlell %l d word document Hi
s dl d word highlight 21de %ldl Wl 8. %l d word document Hi
Asell el daud sld dl sefll Find Next deldl Enter Aug.
Document [ el % ¥ -[H-l COMPUTER -l word find & s U
"Word has finished searching the document” ¥dl massage ld ©.

Replace (Ctrl+ H) :

AL sULSH Hegell document U2l SI§ ALsSA word find §3| Al woURL
Adl word Replace 31 ASRL ©.

Ad :

"Edit Menu" M[ "Replace" option select Sdlell eldl "Ctrl+H" SHL-S
Aludlell Replace 2o dialogbox <sldl “Wl 8.

Find and Replace

Find Replace | Go Ta

Find what: HEERAJ |
Opkions:  Search Down

Replace with: MIRAT] v|

[ Mare ¥ ] ’ Replace ] [Replace all ] [ Find Mext ] ’ Cancel ]

el.d., AS5 document M{ ¥ wRARM U.S.A. quld sl d-l U
America $?¢ €l AR "Find what" box Ml % word find sl SR df

____________________________ Ch
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UM g [U.S.A]. URClLE "Replace with" box M find el word 1 %
4dl UHell Replace $2dl sl d UM type 54 [America]. cUROLE
"Replace” option select $3| Enterkey press $2dlell Find 2lddl word -dl
AMell replace a2 ®. %l find 2lAel word document M[ Asell deR
quid Sl dl "Replace All" option select $2¢. %R document M Ciél
% word replace 2§ 91 cAL3 "Word has finished searching the
document” ¥dl message Ald 8.

Goto (Ctrl+G) :

AL sHL-sHl el document [ SIS 2ALssA Page No, Line No., Footnote,
Endnote 5 Bookmark Gu2 Asdlfell ¢ skl &. d-dl Shortcut key F5 ©.

Ad :

"Edit Menu" H{ "Go to" option select $dclell teldl "Ctrl+ G" tudlell Goto
command 4 dialog box ldl “ul 8.

Find and Replace EHE

Find IRep_Iace Go To |

Go ko what: Enter page nurmber:

Enter + and — ko move relative to the current
location, Example: +4 will mowe Forward Four
items,

Previous | Mext I Close |

Step - 1: 2l Uald "Go to What" (2l %33\ option (€L.d. Book Mark)
select $2L.

Step - 2 : QRCIE "Enter Page number" box H[ Bookmark mno. type 53l
Enterkey press s2dlell select $3cl Page no BU2 Aedldell ¥ sl .

Object :

Edit A4M( wlde Object suL-S{l Heeell Word document i Insert SRclMi
Al S8 drawing 5 object M[ %33 351 3 ASRL ©. M $aAL MR
Al Y Word document M Insert $3e Picture 5 Object - Select 53l
QUROLLE AL SHLS BUR Click 5L, M sdlell 1A ealeul uMIElAl Screen
sldl Y. BHL P Picture -l el YL ALLNML 33 YURL deRl 3L
ASlA B,
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[3] View Menu :

(Alt + V)

,
I

Menu -l GUOL 2l 9.

I
N J

“nzbekes

Marhy

=d ooy

Lo BT
& Normal :

UL SULSHL ueg2ll document -
Normal mode Hi 8 ASRL O.

View — Normal YR Se(ls Sl -l
yoso{l screen £uilel. ¥H{ Ul Horizontal
ruler %ldl YU ®.

dl& : Normal view Hl screen GY?
Header %7 Footer NG aASldl -ell.

& Print Layout :
AL sUl-s4l ueeell document

AUl Menu -l Hegell document 4 AL |
| AL View H[ 1§ ASA & A |
| document View on/off sdl Hle il |

S

gned mwCLE
il ol

.| deadagla-cuz
Sl

I, Sare LT 1]

A Talur, ,
“Ller

e Fep

T | lwmgrs s

Teddx 3l buaer

gamah gy =

RN _ T T PN T T |
T [ =

Whaalic Sodam ¥
ey oAy o nisdeapaniel comganth

aluienr oyl s iy 1z
sl spee 0wl

Srarmciacbaiic o Syiem
aTipar wlion

Al acieon

ally o s
ey ek e

wCrET OF ol

Semen 2 Beten
w33

L I N VI [T

. . °o>|_f'5‘ ln-:::!-w-ru:bﬂuwn-n ——— *i ..-
Lk FEACTAFET I T, LT O o h g
Print Layout mode Ml FECTTICYILT N VEFT PR

ASLA 8. e

A€l Horizontal Ruler du%
Vertical Ruler %sldl HUL ®. Print
layout mode M{ document X[
header A footer ldl HUl ©.
AL Al AUEAML document
+ print layout mode i ¥ %ldl

Y 8, ST e

KiInat IR SA88m v

T [T [ S o |
al_nka tnpether zocend ng o plen
ok s Ep e ke

LNa e ST R a7 SR D
sCrparealen

wrleraslan

mrld e
airlrgeien 4
e Db sdbw

frgininis §LF

O — == G e T S P R A T T



on
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Reading layout :

AL SULISL GUALIL document 4 AUSIAL FH ciAdl HIE SAML wd O, 1L
SHL-S AlUdl document A reading layout mode Hi %1 ASLRA .

View — Reading layout : il layout Hi otsl? lswdl HI2 close U2
sells sdl us 3.
Outline :

AL sUL-SsHl Hegell document A Outline view mode H[ %18 2ASA . Al mode
Y{ document Heading, Subheading ¥}t arrange 28 oA B,

0 50 ke« M oromeh ol %
D [h e fee Ppea [mb e Hmes B irim -
L ot LT B e e B T T .:I'rm-uun-l

. Vomen— e 3, il -1-::3]’;:..“ N T -
| i e boied = g A Rl = | Somal vk E iml@:jn L 3 '.
o Elmaiits of Systenn ]

w Bl s mnd ks
| LaliE R
Tl
v eFawdea)
sCreiranTet
+ sEalnadatas ard Imeriaes

v ABSLTCE < I idodtis
slchematc madals

s N + wFkva AyErerh necele iFFRT)
I %HQD. O-LL% Q}LquL I + mSralic opebam mnr-h.lhrl‘ll'hnﬂ_l
el « aliynamls sysio rodeds
| task pane 4 on/off 3\ | . |
| | = Characteristics of Open System z
QI.SL?.L f) I + wlput from odks ce .
________/ hgl_l.. [ M Fl W Py 2 LELF

..‘_l:_l'.ll.. (= R ) o T T P DR P LT

Toolbar :
AL sHI-s-l uegell toolbar 4 on/off 3l ASLA O. L =i .
toolbar on € dl d<l AM v mark %S AsA AL d ; B @
Screen UR %ldl HWal. %l toolbar off € dl screen U “ '™ 1
ogldl YWl (8. "
63
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& Document Map :

AL sHIsl ueeell document U[ dlddl W&l heading o list %18 AslA
8. %ol ATcl heading BUR click sdlell document L A % AL BUR ¥

ASA 8.
T B e G Pped ek Tge greke b -
il S VTR o d i IS AMEARTE e
i vrman e I N T ST T e |
ﬁ;zﬂ;ﬁi:;:‘ ::l e R B SR R Rt
aneause (& N
L P M D e _ E}’L":Z ;F::' ey canp: s
:TC":““““ r .
| AL il otelR dlsual uie |
| View - Document map UR |
: Z | s3ell sdls s2datell otelR |
{I::- b At ¢ \Lx:.;;:-l.i..l:u B il ol JI I '{lsuﬂ- %qlﬂ I

T T T T [T J
J'|1'|| Crmy - Ry v T Lo - s a

@ Thumbnails :
AL SULSHL Hegall As Uosell oflol U UR dRd °§§ ASRL B,

N
” ulell sl rﬂsmcu Y2 sl View —

 Thumbnails U2 sells sl elslR lsull °zrcu21 |
@ Header & Footer: T T T T ——————

AL 5HI-SHL HeERll document Ui €35 Page BUR Header 1 Footer %18 S 8.
SLSUSL osil U . dg AL R F €5 UKL MLQ@ SURERE L Gtterﬂ
olgA Sl dl Al Header Al Ul [=m=m

end Hi Sl dl A footer 5& &. AM[ |-
document QL AMI ASALS 2L B,
Left, Centre, Right, Ml ¥ elfU Y
Sl d s3L AslA B,
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Header type sl U&l footer M[ %dl M2 Switch between Header &
Footer A press 2l u$ .

Footer type sAl U8l o1l lsnidl HI close UR SELS Sl otsIR
ALsull s,

Footnotes :
AL sHLISHL Hegll Insert Menu &lRL oi+ldd Footnote 8 ASRA .

dlél : 9 A5 yl Footnotes insert sl aldd sl dl
Yl S$4l-S Highlight 2ddl Alal yud -[&.

Markup :
AL sHLISHL Hegll Insert Menu &RL o+ldd comments %18 2ASRL .

Full Screen :

AL sUl-SHl uegell document A full screen Ml S ASRL O. Sl menu
dAus toolbar ldl ¥widl 2ll, $5d document %l ASRL O.

View — Full screen

f%Tgs, ¥l mode el olsiR ladl close full
1 screen U2 SElls $2¢ deldl keyboard (el

Esc key press $dl.

Zoom :

AL sul-s{l ueeall screen BUR document -l size delldl § elelsl ASRL B,
Minimum Zoom : 10% ¥ Maximum Zoom : 500% Ul ASRL ©. U@
AL A page with zoom <l df GuUALL 2l B.

View — Zoom

dle : Zoom Y[ &ulid] document l size screen Y2dl ¥
sl 8. print out 4l dl font Al ¥ size €9 d
Alqel.

on
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[4] Insert Menu (Alt+I) : i} _LI—
P:-;eh;_'rb-es.
Ve — ~ard .l-lll..n
| L Menu H( &l 5 La.
| document M[ SIS 2AlssA File, | |~ ::::“: i
| Symbol, Pictures, Date & Time | | cunmur .
:&H"K Page numbers Insert Siﬂ.: Fiat E
TR
ases. R B

& Break :

AUl sUL-SAL Heeell document M[ Page Break 4% Column

break $3| ASRL O.
'V){—

el d el 502 @Y g,

FZ e
Lo

n-admed.

) Hyal b

I

2l Weld document i % @l WA Page Break ¥ Column Break $2¢

Insert — Break U2 sells s2dlell "Break" dialog box °sldl HwWal.

%H( "Page break" option select $dle{l document M[ cursor -l
el Page break 2§ <s9l.

%H( "Column break" option select $2dlell document ™[ cursor -l 2elld

Column break L& °s9l.
T

@ Page Numbers :

Y2 scls Scl break apply el ©.

Al sHLSHL Heeell document H{ Header 5 Footer -l Wlalatd BGU Page

number Insert $31 ASRL O.

Insert — Page numbers UR
sdls sl "Page numbers"
dialog Box %ldl HWal.

"~ Sardar Patel Institute of Public Administration, Ahmedabad oo
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Position [ dropdown list ¥{2l numbers Header 5 Footer S8
Position U? insert sl ®. d select 5.

Alignment box (2{l number alignment ¥4 5 Right, left, centre,
top, bottom set $31 ASRL .

Format... box U2 sells $dl number 4 format 3y At 8. d
AsSL S ¥ 5 123 § abc, i, ii, iii 4d3.

& Date and Time :

AL sUL-Sl Hegall document U select $?El format Yol Date and Time
Insert 31 ASRL .

& Auto Text :

AL sHLSAL Hegell ¥ Text A dlddlR dudldl 32 usdl €l dA sortname
AW Add 3L 332Ul Yol Insert 3L aAslA B.

IR e ] - 1 & _Yerey,

R FAY CTEE ' Al weM ¥ HIRAA Auto Text
Al library 3l Add $dl sl d
select $3U.

Insert — Auto Text : New U2 S¢lls
5L deldl Alt+F3 press $dl 1A
Yol Create Autotext o dialog
box ldL HUL 8.

Short name type $31 OK U2 $Ells $cll auto text -l library i add
a8 .

Sardar Patel Institute of Public Administration, Ahmedabad



2% s Add 52 st MR document Ml AR ¥R U3 QAR insert
g sl WS §3lell "Insert Menu" [ "Auto Text" select secll dd dialog
box %ldl HUL ©.

Sortname type 53 Insert UR sells sodl d-l
Y3l HUSl document i Add 2l . A %l
library el Alsivl &l €2 dl Delete W2
sdls 8.

OR

Sortname document i type §3l F3 ludi
ugl Autotext <l Y3l MUSA 2wl w2

& Symbol :
Al sULSAl Heeell document ML current cursor position UR select $3e
symbol insert $3 AslA B. T —
et |
J— , . |
Insert — Symbol UWR z ; i ? fi :I \; '";]: i ':‘ E L J ] =
sels sl "Symbol" j, 2o |z t{n|v w|x ¥ oe|} ||} -
dialog box ldl HwQl. el EL R T B
P (i P e P e ey
Font (el alod \i’x Sl g e
font select $3l. o

Insert U2 sells $di d cursor
A9 symbol select $3L. position U2 insert ol °s9l.

<& Comment :

UL sHLSAL vegell document Hi SIS AlssA Al 5 paragraph UR comment
Insert 52l €l dl s3 wslA 8. slF alsA & Aoel vel sl ealda eld

Al Yol % Al5A A0E 5 Al U1 comment Ysdfl €ld d At
5 dldi select s El.cd. ACT

____________________________ Ch
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Insert — Comment U2 5dlS $dl comment add 29l. d¥( <%
comment dudl €l d duil oslR sells sl d v,

] i £ - - = = 4
4 Tasiulol o Mesbeiloner 0 BJ ] EEEEMIE. - - F® —.%.5.]

on €A dl % comment

astl. s girear
CENCER A
- |
@ Footnote : G [ e

AL sHLSl Heeell document Ul €35 page <Al AcHi footnote Y5l slA B.
footnote «l BUAL2L comment FdL % ©. Comment %l document -l printout
adtfl el dl dl comment {l %A footnote Hscll Al LA B.

Al Yol % A0E U Footnote insert Sl © d QAGE U cursor
AuL.

Insert — Reference : Footnote U2 sells $cli Footnote o dialog
box <sldlL HUl 8.

kopinahe and| kndnata r;
Lo_dion
-'.»';i;'-ci:&:‘: it e ® e 4..-|
LA Irdaf -an —art
RO Yoy
Format M{ %€ symbol U2 sells $3l ”::”':’ = el
Al symbol select $3l. ot T =
m ,1 rl 'l o PR Rl
=0 pply WR s€lls s Insert UR sdlS Gprowanm essa 9]
sl Footnote-Endnote insert 219l
AL QUL ¥ note duidl Sl A duil ik

asLal.

on
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& Caption :
Al sUl-sHl Heeell Equation, Example, Figure 5 table A dalcdl HLl&dl
dAR s sl dl d Particular MURAA Particular No. ldl ASRL .
€l.d. Equationl, Figurel, Table 1 d33. &l auto number -l 2A2dsS
8&cl B,

Inset — Reference : caption U2 sels sl .%:;] |

e

"Caption" o dialog box %sldl Hul &. ;[ |

N . . | F- s she b -roeeees
d4l "Label : __ oylefl | e e et
Equation, Example, Figure, Table | aern- ° v | e

adlMlell Al GuaAlal sdl slA d

select 531 OK UR sdls $:d.

@ Cross Reference :
Al sUL-SAl Hegll Bookmark, Footnote, Caption dIl? SU[ - SUL Page
R ysd 8 d el asi 8.

Document [ SI§ 2AlssA Insert $3d Bookmark, Footnote, Caption dd13
UilSdl suiell Wit see . d dL sHISl Hegell el Asp B,

Cross reference U click

Reference tvpe: Insert reference to:

SQCU. cross Reference '\"5 |F00tn0te V||F00tn0tenumber V|
dialogbox %ﬂCI,L ll,lh_ f) [#] Insert as hyperlink [ 1nclude abovebelow

For which Fooknaoke:

a,l'“_ % '_n- Reference %ﬁ.cﬂ' { CONDITIONS APPLY
sld d drop down list
Uizl select 5.

J [ msert ][ cancel

____________________________ Ch
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& Picture :

AL sUl-sdl deeell Active Document [ SIS RASSA picture Insert 53\
ASA B, 2]

Lresaa
Fage “hroers. .

D= =nd The. ..
* Ak 3
i o
A .

Trnal.

Al welM document [ ALSA | 4§ oy
position BU cursor Yl Rt 2oe ’

"Insert Menu" M[ "Picture" —Z el oo,
. . 22) (0 o [ antis,
Option select $9. : el i sl
= + weAL=urg

| onrap
Al e

RN LA NIRRT

e ClipAI’t . g hac

%4 "Clipart" Option <l H&€e{l Picture A document [ Insert $3| ASlA .

; CHp At - .
—r Insert — Picture — Clipart U2 scl§ 52dll
(1 A ywotd dialog box sldl “wal.
o4 chi-
M- B R 4--|
Tweda d v Eﬁi?
A wedatz b o Search for ¥ [Awa duil
W sdls sl d [Ava 1 daldl
clips oldld 8.
dulell = clip 9dl Sl d select 53\ Insert
] ¢ e de. W2 click $dl d clip document M[ 1§
L asiA B,

& From File :

AL sUL-sl Heeall slSULL drive Hiell original pictures document M[ insert
s ASA B,

on
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DeTé&p- Insert — Picture > From File WR
sdls sl 1A Yot dialog box

ldl Hu
@

Look in H[efl 222 path select S3L.

QUROLE Picture select $31 Insert U2 SEl§ $cdi d Picture document
Y[ Insert 21§ A 8.

@ From Scanner OR Camera

AL SUI-SHL Heeell scanner A camera Miell direct picture dS ASRL O.
& Autoshapes :

AL sHL-SAL veeell SR Adl autoshape document M insert 3| ASRL .

Insert — Picture > Autoshape UR sdls $Rcll autoshape <
toolbar open 2Ll ©.
Autoshapes N

19U autoshape select 531 Draw $3L Sl B Eo kD
ASAL . it

& WordArt :
AL sHISAL Heeall SR Adl headings style Hi Ul ASRL .

Insert — Picture — Wordart U2 $els $di wordart
Gallery o dialog box open 22 ©.

eTes, Lo Style select 831
' R osdls sdi Qi
A9 text type $3\

R sdls s:q.

[ it o
Wikl |'F'-'u 1A Wordhrt

|'.|rl-'1 [RRER
it it Bl

X
= = RGO RUINER
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@ File:
UL sUL-SHL Heg2ll Active document H[ o{lay SISUQL File Insert $3l

Al YeM Active document i ALSSA Position GU cursor AvL.

b iy [~ =]
(L2 ]

"File" option select $3| Enter
key press $2dl2{l "File"
Dialog Box ssldl Hul 8.

e

%[ "Look In:" option H{ 2l el % File Insert 52cl €l o File 5§
Directory H{ & dd U4 Select 529 cUlR¢ile "File Name" option [ %33l
filed M select 531 A2 Sl UA sclell Active Document Ui select

sl file Insert 2l ©.
@ Bookmark :

AUl sHL-sHl Meeall bookmark create $31 ASRL ©. Fell document i SL&
AlssA text (particular line / paragraph) 5 Graphics GUR ALl *&
ASRL ©. % documentHl U2 SM $cdl paragraph 5 disd sld dl dA
bookmark s2dlell d U2 sells sl bookmark Aed d paragraph BuR
direct %8 ASRL .

< Marking Add 5?9 :

Dockmardk: HE
Ad : IB:fcu'c-i'rcrﬂ
Al e ¥ Text A marking [ N
$2q Sld d text UR cursor &8
%Y.
[ -
QRURHULE "Insert Menu" open | w4 FHae o _idi

s31 dMl "Bookmark" option | ' Umecmek:

. 5 Y | rid aT
select s2dlell df dialog box | |
Bldl i B, e
Cn
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o "Bookmark name" i SLSUSL sort name (El.dt. A) A}l Add
$2¢ el d Bookmark name store a8 A B.

AlssA Marking U wdl UL :

"Insert menu" open §3l dl2{l "Bookmark" option select $2¢. dul(
Bookmark -t list 4le{l % Als5 marking U2 ¢ el (€l.ct. B) d select 534
"Goto" option UR click Sdlell d mark $3c text UR S ASERL .

Hyperlink : (Ctrl + K)

Hyperlink «l GuloL As siSadl olly swd-dl link Aqludl L2 el
®. Hyperlink 0l Gl HlelAOl Webpagedi sldl HUL &. AL SHLSHL
GWaAlDL Sdl Ml Al UM SIURL text screen BUR 2O S AA
QUROILE A select 53| Insert Menu i %8 Hyperlink GUR click Sl
QA Ywotdl screen slal w8,

Insard [ [wperlink 2
Lirk Tartesdzp |MEST =TT
= I aReha 2l 3
- E Vel
Wl Ea i o e mocks &| 7 Exchwak ..
il . R - .
Fodar | - 2 . .
P TagebFrars..
Flazsr T =
L=k Erciazd | <A nidalida
Faces Tl
1_—1 EE]
[ ol e L Fricd r:_l -
Disxvren: Fis _
L
o Ak [Refon kw346 IESTH o T b -
2
[ B
i1 end

adl e Browse dudl ofed BuR click sclell Ms-Office <l file o list
dclagl. duiell % file A2l link Aed § 5L $G sl A file Al UM
UR click §31 OK 2tudlell d file f U AgA (Path) Al odld 9.
QURGLE OK 2udlell & A select 52 2 ddl seR oedls A Ad
d AL BUR MIBA cursor A Al d MIBA arrow [(FoRU[ oledld
AL [(BoR d¥ click sealell ¥ slde Hyperlink M[ select sl s d
stde open 2.

|-zi’a : Hyperlink ) g Gualol web-page d-idal Hi& eli2l o.
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Format Menu : (Alt+0)

Formak

Fonk...

Paragraph...

P
R -3

Bullets and Numbering. ..

Borders and Shading. ..

Columns. ..
Tabs...

Drop Cap...

Text Direction. ..

Change Case...

Background

Theme. ..

Frames

=] AutoFormat...

Skyles and Formatting. ..

Reveal Formatting...  Shift+F1

Chject. ..

. . Y
AL Menu H{ document Ui ALSSA |

| text o formatting 31 ASL &. %Y |
|'% document Hi SIS s text L |
| font, style du% size ctedl ASIA O. |
| Document dell? tsds ot-llddl L |

| Menu -l GuaAloL 2ud . |
. J/

P
I

Font : (Ctrl+D)

UL SHLSHl Heeell document ML SIS
AlssA text - Font, Style dux Size
oledl ASlA B.

Al weM document Hi 33 text select 52U.

QURCLE "Format menu" H{ Font option select $2dlell Font
dialog box asldl MUl ®.

FUul "Font" option M[ %33 font select 53 (ElL.cd. Times
New Roman) Font style option H[ <33l style select
s, (el.d.,

Regular, Italic, Bold, Bold Italic) cLlRellE

"Size" option Ui %33l character | size select 3 (EL.d.
10,12,14,16....) Enter key WA sdlell Selected text Hiefl
select $°d Font, Style ¥l Size UMIQAL character <sldl

yu 8.

on
(W]

Sardar Patel Institute of Public Administration, Ahmedabad



o A&l Underline R click s2dlell single,
double, 432 type «l Underline select
s ASA B,

o el H,0 Ml (2) 1 select 83l sub script
Aludtell & HO display 29l

o 3rd April i rd A select 53| super script
Aludlell d 3w April display 219l

e s Word 1 strike through option el

A5 AslL .

LR T souda
Liio a. L
....... P E
T 2
- "
£ = oz *
T Poie '
—_r - - bruw | pr -
e Lrra e
wnrk = |nan "
V-
Tl w g T dal - Mua on
T s reraor g Y 1 [mj e
T 1 Taew an
gz —xma
Fuha
T -
— Gaeple 0 BELEIE
ot Tl e = et
| ta.a . | k] | |

€l.d. Category : 6€/SE/ST/O6B€/0

Paragraph :

AUl sULSell document [ select $¢l A5 paragraph § Margin change
§3 ddl Margin YMIQL $3lell set s3I ASRL ©. dM% document H[ <A
Spacing dx% Table spacing select $3l1 d- set S3 ASA O.

Ad

Document M[ %33l Paragraph select
$3l "Format Menu" Y[ "Paragraph"
option select $31 Entre key press
sdlell "Paragraph" dialog box osldl
8.

FU[ "Indentation" Option [ 2Alo2
Margin (Left, Right) select s3l
ASRL ©. AR "Spacing” option Ui
Paragraph -l A3vld™l & ¥ dHl
%331 Space select $3L ASLA .
dd% "Line spacing" option [
paragraph <l €3s line dA %edl
space udl sl d

Ircznks &z Zped-a Al - e
EHLE |

@ g . - ol oked hobknz o=
[TL BN 1)

ut < 5 ML -

2 1 3 e . e 3
o

LT TH CE: E N 9Ty I

L L. E; | anga » i
-

T e T s
(s
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@ Bullets & Numbering :
UL sUL-Sl ueeell document ML €35 paragraph -l detal YEL
A3ULAHL bullets d™% number set $3 ASRA O. FU 5 dR-L M 5
YRAL A, ASAAL UM AL qudl Sl dl dd auss ol il
bullets d4% number 35l sl B.

URLE Format - Bullets & Numbering UR click $2dl
dialog box open 29l

192 bullet H2ldl number patten select $31 0K UR Sells $dl
d & ywol insert ot B. %l Al bullet dladl sla 5
number format change $dl IS customize U2 S¢lls $dl d set
s AslA B.

& Border and shading :

UL SISl Heeell Active Document M[ Border, page border -l shading
AWML asa B.

AML YWwL A8l option ®. (A) Borders (B) Page Border (C) Shading
QLA Hiell SLSULL option apply Sl UL Al UM text 4 AlAse sdl U3 9.

Format — Border & Shading
U CuCk Sle 'ﬂ.a ]\'jjog(’{'\'jj Far koo onl B iy
dialog box =ldl Ul 8.

W =

(A) Borders:Gu2 galcul uwial
dialogbox H[2fl box U sells s3l
AL style select 531, color select
s3 0K UR sdls sd. =

on
(W]
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e (B) Page Border : «{lJd ol

o e T _ dialogbox [l box uR sells s2U.

boes T RN A9 style select 3, color select
| [ — Pl away 5l A %l fancy border tudl
E . * o Smes. Sl dl art -l drop down list (eil
= Lo = - Aldse s3 0K WR sdls s
Bl o | eroervrm— ,f/

_Seeds ¢ =

men | 3 Lo | cm

B " T T T |
il

(C) Shading : Select $2 text i background color ilUdl il option -l
GuaaloL el &, Fill Hiell color select $3L 0K UR sells sdl color fill
2l .

|

*

| ikn - -

L -

|

EETE Y N |

@ Columns :

AUl sHL-SsAl Hegell document M 8¢l Text A News Paper Style Columns
Yool set 53 ASRL B.

Ad :

Al Ueld Active whole document select $2L. [Ctrl+A d3 leldl
Edit menu [ select All command d3.]

QURCLE "Format" M[ "Columns" option select $dclell "Columns"
dialogbox <sldl Hul 8.

____________________________ Ch
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Sa kd Avhoe __J=

dM[ "Presets” H[ 33l option select
53l (€l.d. One, Two, Three, Left,
Right columns) ®de 0K U2 click

E LI T

- FFEr—= AlUdl document AwlUd select
A columns Yol B AslA B.
=k - Rl LEEE N :I
@ Tabs :

AL sHL-SAL Heeell document Ui S8 Balancesheet 5 Paysheet ¥l numeric
UlEdl el sdl M2 Tab set s3 ASIA O.

“Format Menu” H{ “Tabs” option select $31 A2 Sl UA
sdlell “Tabs” dialog Box %ldl HW 9.

Ul “Tab stop position” option H[ %

position U? tab stop Sl €L . position

Saa ST %' linch M[ (€L.d. 3") type $dl. URoUE "Alignment" box

e oo o |M[ €35 tab step Ml document M[ Text document il

- | %33 Alignment (Left, Right, Centre) select $3l Entre

Lx | s« |key press $dlell Horizontal Ruler Bar M[ €35 tab
position set 2Acl ldl W B.

& Drop cap :

AUl sHLSAl Heeell current paragraph -l Meld character dropped capital

d3l5 display el 9.
InnEan []=]

Al Yol % paragraph -l Ual¥ | W ‘W
character dropped capital $cl Sl d | TEe mwes e
select 521. El.d. "Honest Labour | .

" [erio o =
Bears a Lovely Face.

y et p—
. R L TEEN, T T u =

cllRolle "format menu" UL “Drop cap”
option select $2dl d dialog box sldl HUL. ] e |

Cn
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FU( "Position" Hiell %33l option select $3\4 [El.cdl. Dropped] OK tludi
selected paragraph -l Weld character Dropped Capital d3l¥ *ldl MU 9.

‘ onest labour bears
A lovely face "
Change Case :

UL suL-Sl Heeell document Ul select $53El Text L character 1 %EL el
case (El.cl. Upper case, Lower case, Sentence case) M[ 3dl skl O.

Ad :

Al weM Document M[ 33| Text select 52U.

Change Caze [ 7] |

" Sentence case.

QlRolle "Format Menu" ]'l.l_ " lowercase

"Change Case" option select % {PFERCASE

s:dlell "Change Case" | € TieCase

dialog box %ldlL Ul 9. " HOGGLE cASE
Ok I Cancel |
FHlell gel el option select 31 (1A Yol case otedl ASERL
SELECTED OPTION EFFECT
Sentence case €35 sentences -l Weld e&R [Character]
capital 3 ASlA B.
lower case €35 &R [Character] small letter i 52l
ASEA .
UPPER CASE €35 character capital letter M[ 5l ASRL B,
Title Case €35 Word -l Wel™ character capital $31 Sl
8.
tOGGLE cASE €35 capital character small A €35 small
letter capital letter i 5dl aslA ©.
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& Background : b

e
:::T :u.- rb{l SISl Heeall document:L\
i Background LYl aAsLA
FTr ) \ ___________ /
> E ] T8
r [ibeng HHHHHH- | Eill Effects 2 sels sl
48 opvem R A2l AAd Gradient,
& 5@ Texture, Patern, Picture
S effect AWl ASAL B. T

dialogbox 1A yxol B.

Printed Watermark : il option
R osdls sl A ywold
dialoghox asldl Ul 8.

3H( text watermark select |-
53, ¥ text type sl sl |
d type s Apply W click |

531 close W sells sdi -l I
Yool effect ALl aAstA B.

P r—

on
(W]
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& Theme :

Theme d A5 As[Ad Sl %EL %EL design elements A color scheme il
AYs ® FU[ background, images, bullets, fonts, horizontal lines - A
elements -l AqHLAA 2UA ©. Theme -l Heeell Professional d- well
designed document dAR $3A ASRAL O.

(o ———————— .|
Format — Theme W2 click $2dl 'iz'fh Heudimg | alyle
AA Yot dialog box wldl HWU &. | T

el
ki Folasid Lire:
f i
[
rmem e -
N Bivin Heailuge Zatsl:
" San Pl Tesk Suple
e ?
il [T EEER
-

Choose a theme ¥[2[l 09 theme _-m«
select $3L OK UR click $d. e

[Faemn | ][ =

@ Frames :

Frame [l GUl2l web page design $dl Ml 2ll2 ©. Frame -l H&€ell web
page [ eldd AN @dRd Ad 2ledl Askl 8. AR SIS web
page L el el MIML [AMU%d sRaMl A 8. § % €25 oL AS web
page €ald ®. d €35 ML A frame 5& B.

& Auto Format :

Auto Format -l H&€ell document ¥ 8l heading, bullets, numbred list,
borders ¢+ symbols A »suell format $3| ASERL . L BUAd L SHLS-L
yeeell Internet Address, Network Address - e-mail address A Hyperlink
53l AslL ®, ol hyphens (--) 1 em dash (—) 2l cledl aAslA &. di font
command Y[ effect select $31 default U2 click 52l d automatic 2l =2
8. ed AR oflXl S1Ts WALS § AL | AY effect wudl €l dl direct
Autoformat izl 2l asu B.

@ Style :
AL sULSHL Heeell active document A AUEAIL AAIL style Ul ASRL D,
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& Object :

UL sHIsl Heeell document U YsAUM( Al Picture 5 drawing 1 3R
Yool format s31 ASLRL O.

Ad : T

Al weld ¥ Object + format $°¢ €l o object  select $U.

QlRRelle Format Menu Hiefl style sMLSl -lA d object -l
type €alde 2. (%l Picture s dl U Picture gldd e.)

Ul click s, Fell 1A ealetl Wl dialog box %lal Hual.
leradthena: )|

SRV WL LiF Lete T -~:| amee | s |

1A caldd dialog box M 32 Ery

Yool object 1 format $?UL. R

W =N

e o L.

Cogn: o o E=H

SO T SRR SR | I |
e |

i | _owew

Assignment 1

ANKIT FADIA- ETHICAL HACKER

Want to learn hacking? Want to be personally trained and certified by world
renowned author and computer security guru Ankit Fadia? Want to be recognized for
your computer security expertise? Want to be considered amongst the best security
gurus in the world? Want to climb up the career ladder and improve your global job
prospects? Want to become an ANKIT FADIA CERTIFIED ETHICAL HACKER? If your
answer to any of the above questions is a yes, then you have come to the RIGHT PLACE! To
catch a criminal, even YOU have to start thinking like a criminal. No prerequisites required.

An ANKIT FADIA CERTIFIED ETHCAL HACKER is a computer security specialist who
has insights on the science of ethical hacking, knows how to discover loopholes in target
systems and is able to setup security systems to counter the computer criminals. Professionals
who undergo this training and certification program will have the necessary knowledge required

to administer security solutions to companies and individuals by making computer networks
secure.

INSTRUCTIONS
» Make font size 24 and do underline in a title.
» Format first paragraph as following:
Font:Arial , Size :- 15, font color : red, alignment : center

Cn
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» Format Second paragraph as following:

Font:Arial black , Size :- 18, font color : blue, alignment : right
> Apply 3 columns to first paragraph.
» Apply Drop Cap In Margin for first paragraph.

» Apply Header & Footer As follows.
Header:
Your name Middle Name Surname
Footer
Date Page no. Time

» Bookmark the second Paragraph with A name.
> Apply Border and Shading to the second Paragraph.
»> Apply Background color.

[6] Tools Menu (Alt+T)

Al Menu H[ Spelling & Grammer check $dlL HI& d4% mail merge -
document protect $dl Hl2-l facilities 2&cll &.

@ Spelling & Grammer : (F7)

AL sHL-SHL Heeell document [ ALssA word -l Spelling check $31 a-ll
RN dl word replace $3L ASRL O.

Document H{ cllell cldi A ArR(UsQ) 4 @ eAld B, AR dld
dldd A Spelling Mistake €2ld .

Tools —> Spelling & Grammer U2 $¢ls scll I Yol dialogbox

Lol 1l 8. f*
t\—' b

Ignore U? seils scllell d eye AL A [

8AL & D A ARl A Alsull i .

Add to Dictonary UR scls sdlefll od
gddddl Aced word dictionary [ add
sdlell d suRA wlel A€ oldld.

Change All U2 sells s2alell vllel 2oe 1A eldd suggestion box -l oe
%3 Replace 21§ L 8.

Bl o B v, Lo ik 152
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@ Reserch : (Alt+Click)
SIS oedl ALl Aoe Edl HIE L SHLSHL GUAL 2l B.

o

on

Ga

search for [ 2oe dufl uR
sels sectl 1A Yoot d-l wl-ell : :
Aog oldld ©. deldl F AoEHdl |
Al 2loe laudl Sl d Ao |
W point 2AvQl Alt+Click s2clefl bue iy

QA Yoo Ao list oldlad. e

Set Langauge :

AL sUlSsAl Heeel di O o language set $3L ASL oL

Language — Set Language UR SELS [, . 0esees
sl A yrotd dialogbox sldl WUl &. | KK
i e,
SLAMI g
* L ML ] -
Toocide o hilan wdoyg s adn iy
ZI_I:)ZI_ language Select gé’l _. ;J:ll!;:lel ke Lkl allogen,
. Drlll_l e by ubn e g rAame-
1[? 8(‘0.8 SQCU. a. HL‘:t:::I-aqu:-:e s kol
language set 2 L O. N CPTI : S EYTE

Ld nguag:

Translate :

AL suLSHl Heeall SlOULL language Hi document f fUMIdR S ASEL B.

Step Tools — Language — Translate

AL SULSAL BURALIL BUR osQlll Research command ¢{d S % 9.

Hyphenation :

AL SULSAL GUAlotell AR type Sl Al complete ol Aed oy
automatic AlG ol WA V. UL SIS 2Ace ALY ™AL €A dl d u A
Adl aldMl Al A B. AR Hyphention on Sla dl 2ce Y3l 2l -
SRl dld Udl a9 Sl dl - L BuALL oSl Aot ofly Al type

Al 8.
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Itgphanation =l Tools — Lanuguage — Hyphenation u? s€lls

e sl 1A ywotd dialog box open 2l 8.
RS T EL | NCAVERT] dialog box ¥l Automatically
alin g s el e Solnid =

hyphenate documet mark §31 OK tUdi

et ) L X Sl J 3 on af ou .

@ Word count : -.-u.:um
Al sHL-SAL Heeell document Hi AlsSA paragraph \’.’1 I
Ul word, character, page A% line «l Al Ll | sy, -
ASRL B, e ;

11 ek frardne . avand oo

ot ol A

& Shard Workspace :

AL SHULISHL Heedl A5 sl dell? Ulset A5 document A A AZ V. A
Adl UR sl s A5 B,

@ Track Changes :

UL sHIsl Heeell document Hi SAML LA YEURL dElRL Fdl 5 insert
new text, move, paste, delete, format change <3 %€l el (Rl

yeeoll caldl asa d. T — 1.1, {
Ao Sl bl gl il 3 s -1. 1;‘I::F.I|.IJ'.' = _-HI. :

A P 1 e i = 1 a

S =R |
=

| vim A8 sy mlag. o Shlsser s bl e k. ls=——.

Tools — Track changes

wR sdls sdl AL | R —— o
option on 2§ %A O -
A Reviewing 4 g
toolbar on alld B,

$96l JYURL d&lRL Astnal | Reject All Changes in Docurment | UR sdls
KRl d g A8 %A B.

@ Compare and Merge Documents :

AUl sul-s{l Heeell specified $2€ document ML 2ddl YLURL 5 delRl
Active Document Hi{ merge $31 ASIA B.
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Protect Document :

AL sUL-SHL Hegell document A Protect 31 ASRL O.

Tools —

pane %ldl HWal.

box ud 8.

Protect Document UuR
click sl {ld yxoiy task EENETNIA

%33l restriction U2 click 53l
Yes, Strart, Enforcing Protection
UR click sdl 1A Yol dialog

Slark Enlorcing Froleclion

[T I RTIH Il |
57 Tmmg uord

Uz w o e by s d e rsnvo-e dosave
sty Ie b omed 0 v el

Irbecpew, aessediopdonall e us
|

7 Lank oo decHor

‘A erizshed cmers oo remrose dozamek cnchecior. T
Jozaret tanc vobme srd L o JEE Bk B st

] =]

confirm
password protected 2 12 &. dd uilell ARl % AslA . AUl S ISR
s ASldL tell.

@ Online Collaboration :

AL SULSHL Heeoll ALl el note (A MUSAl cvil ASA Ol dell
server (A9l uel W&l duil d-dl Al =S|l AsA B.

on
(W]

Bul-l dialog box H[ Password
type $3l Renter Password to

: Ul wWel A% password type 53l Aludl document

Protect Document

ry
Che aocumenc:

|N|:| changes (Read only) w

Exceptions {optional)

Select parts of the document and
choose users who are allowed to
freely edit them.

Groups:

[Ewervane |

& More users...

3. start enforcement

Are you ready to apply these
setkings? (You can kurn them ofF
laker

[ Yes, Stark Enforcing Protection

See also

Restrict permissian, ..
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& Mail Merge :

Mail merge {l He€2{l A5 document, letter, envelops URell d-l YelL 3L &Ll
of-ldl ASRL . ¥ AA2L HA2L S A RUR ¢lLE printout email Fax 531 Hlsell
sl ©. Document File 1 Data File A A{l 52l facility 2@ Mail Merge.
As % letter As Alel &l otell @ulsad Wisadl Sl AR adl d @lsidl xys
HI[Ecl o cledl . oLl letter A-AL A % & B. dl letter type 53 % HUSAL
OlEAdRl ©. d Mail Merge d3 insert $3l letter dlR 3| ASLA O.

Yol Active Document H[ Tools — Letters and
% 33 Sl dualdl & Mailmerge — Mail
d edu sl Merge W sels $d.

Mail Merge W2 s¢lls sdi 1A
UHIQL taskpane tld. dl
select document type [ Letters
select 531 next : Starting
Document U2 sells 9.

GuR Yol sells sl A wHdlg
taskpane ldl MW ®. dHl select
starting document Y[ use the current
document U2 tick $3| Next : Select
recipients U2 sells s2dl.

“ seran
Ve v

T 3 ST .

i b e e s Al e L B e T ] IR ICR T TN Y TG e T W Te =1 1 7 0 SRy T |

) T T T T a1 L wnsr i e 0 L lpog g BN

Bul-l dialog box H[ next
AUl {12 unLal Al taskpane
Adl W ©. dul select
recipients i type a new list UR || P
tick 53 create... U2 sdls 59
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s i amLopl

Crate U click $dl "New Address Mwn?t\w‘j i
List" o dialogbox open 2lel. dM( st
customize U2 click §3| ¥eel 2gudl i
Sla dedl Avil cltfli  Remove U2 e
click 530 lstvl gal A Adl GARqL |T= 1T T e T
Sld dl Add uR sels s3l GRRdL. o o O
Fow Ldd css L £t | |
i i cAlROLLE  enter Address
e information ¥{ Ul wdl.
new Entry U2 sclls s3l el
Do paisuealus iz R QFA R wud sla
e I W WPV Aedl Al austal.
HU[&dl Al ugl close U
R sdls sl file o B4
name type 53 save UR M;m
sdls s29. i'h
e S — =
E= a——2
M e RS
P e Enter $3¢ Record oldldQl sl
s £ T sl e sld dl edit u?
sefls s3L YRl aAsiL A %l
RreR el dl - ywo
W click 5.
::.d : ..b. kb =]
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Sl screen U2 mail merge toolbar dtldl Q. Fui
Insert merge field U? click §3| 3§ As 3\ filds document I Ysdl.

! Fhor avp salenn Al Werr

I I Y e I ] T wWebha =4 JuACWrSR Wy -3
A I SV - X N e o e 1 5] [ B Y|

T Ll 1. m Ualian T T TR |
=

R T S S S

wTilles ~Tawl Ficwes «Zaal i

wALH2

sl

w2 ik

I

If fo any relzzon, yocas dedemenr an L-mai iz nod delivered e
v e b

comeeviice bl i Gl vl Le cueel ol mps oo

TR CN T C S el B T | '-‘k-..:-j.~=wﬁqﬂ

Skl . 3 Lie W0 e ikl L stz GF

QUROILE Mail Merge toolbar Hi merge to new document U2 SElS
Sl letter dAR oS 3.

1" Ton anngn zbrer s Aol Mol

Pk Vem 1-w P ' S Y UREC W I | FzagodEne i - u
Mg o= BT P P 5 aq'hﬂ'lil-'i--,ﬂ,jﬂﬂllﬁlﬂﬂ‘!!‘é -d!l::.i--v!
4 U

HE TR R S L L

S EESSRE TS |
= - T .. e . =

Tl «Fire
LR HZw
w il

oA TP _Coden

A e relasuil vox o,
ot Lar b
cazeemive ronthe, iz faciliy il e canezlled smoie=1i-
cally

vhe e s g rnllema
sl e ooz
[RAE- TR . EELRTCN XY

g o=t lased -
—orrioy, ro Jaeds s
[ALTET NI TN | EEYRLR

LTIV N S B . IR - [ R W

Sardar Patel Institute of Public Administration, Ahmedabad



o

on
(W]

s rwc oamw b the —wes e B T LY T R ¥

R ™ N B e - R B AT . )

w @)l A T = e |!

Pl bid B Cieckafaa -0 - RO IE]

4l
w

=
= mm - i -H-':-A.-!
kL

i T A T |.x

pA| J,;,;,,',::-::**;cm:-l__l
s - S —

Sy e -

—aL - N4

H D e i ot

PR vikanEHAR
GO AR AL
AdlbL AL AL
A5

It =i e relazan, yoar Sroderncetan Banail iz ner dzliczred
yon fos b

veasgs e niwthis, His .I:m':ilil._,n' wedl be e L sleanti-
ol

E

ChE R s naland el e be STepel IERae il e

sn e s Al a2 =T a

R noord i b

—_————
S b = TR DN O TR VR [ R TRT T |

Envelopes and
Tools — Letters

»  Envelopes

Labels :
& Mailing > Envelopes and labels

: AL SHLSAL Heeell Envelopes U2 Mailing [To 1 from]

address Print $3| ASRL &.

Ad

[rvelepes end Labels
Toeozer | Ak |
I E e £

2neal= FL sulenk,

L R TR E T
Alraileene g,

RER, T CERDGE,

LR NE N 2 TN m'l

Al Y2 "Tools"
Menu H[ SHLS WR

Enter Udll
"Envelopes and

= T .
) ceedbe ZoalEn:
Srcieny |

Mirg = Sl

S Al e wari,
Witzdpu Frade,
Aheedst 3l

S0oe PN, e CWHEDCT W UIN ORI ALbCEC o T

Labels" 12 Dialox

LB - H-r
| —
— m box ldl ¥W 8.
= 00X
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%4l Envelopes select Aulg. A+ "Delivery address” Ml % dRell 5
Qs uledl dlsddl slfa dd A Al R eldu 5.
A" "Return address” i % 2Aell § s Wisddl el d Uldld
A AR el 2 B,

P Lables : ¥l SISl GUAL Page GuR %3RaUld Y%l labels print
SAL W 2l B.

Al WM "Tools" Menu Ml %9+ "Envelopes and Labels" SHLS
UR Enter AUd( 1A Yool "Envelopes and Labels" 4 Dialog box

Fldl yu B, >)
)

Envelopes and Labels EH

Ervelopes  Labels |

&ddress: M ™ Use return address Prinik |
ACTUNIV ﬂ Mew Docurment |
2nd Floor, Parth Empire

. Cancel |
Rambaug, Maninagar,
Ahmedabad opkions. .. |

™ Delivery point barcode e

~Prink Avery standard, 2160 Mini

 Full page of the same |abel Address

™ Single label
Ru:uw:ll 5‘ Cu:ulumn:ll 5‘

Before printing, insert labels in your prinket's manual Feeder,

FH( Labels select Aud. AL ¥3RALL Y¥o Labels Type
$3\ print eldl New Document UR sdls $:d.

____________________________ Ch
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@ Letter Wizard :
Tools — Letters & Mailing — Letter Wizard

AL sHLSHL Heeell Letter Wizard Open 2l ©. %l Heeell suell letter
create 531 ASLA . BU[ letter create $AL HI2l AR option %ldl YU O,
[A] Letter format [C] Other Elements
[B] Recipient Info [D] Sender Info

[A] Letter Format :

| rllber Wwie i =]

Irtorr Ptk Ihn!ﬂ:\'!ﬂ: Irfa | wbecLleres | =rd= lrf:l

Ire T [Txscas, Tune 22, 200 =]

W bouhiy pctlor 3 pd ol a1 Ly e

umazpapdeypi H LT R P FH
|F|js:--.i.||d Al ﬂ Fi L.k

¥ e 1y e da] val)

WEer athrpeas s e etk A e bor -
Hewrvezk szacs coss ko sitotheas nooc™ " 3‘

K] [ ] cana |

Date line: by Default Date line off Sla ® %l letter M[ Date BGHRdl SlA
Al [ ollel R [sus sdl ddl el oilyg Addl-;etdl usiR-l Date esldl
Wil 8. ulell w3t Yol Date select Sl

»  Choose a Page design :

T

FHL AU AAI-HAIL Page design Hiell 2uell ar3Rauld Hwotdl
Page design select $cdl. €l J}ULL Professional letter -l design
select $°e ©.

:Prafessional Letker

[
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»  Choose a letter style :

T —

FHL AU HAIL AL letter style Hiell auell 3Rt Yot
letter style select $dl. A&l AU8l Modified block letter style select
Rd 8.

» Pre-Printed Letterhead :

Al option Al BUALL SU-lAl AR letterhead UR Printout @dl L
2lld 8.

[B] Recipient Info :

Lefier Wkzard

14l s Fenwd  eaxsw nfe | G4l e Fhamal. | Saska il

Lrf s Tt o sbeoe b che omzcr voo A s seedig = bk

Shenl e Loz Sl e n Eoye, Ik -

decpisrkFrars |L|r|:le N LaEa -

obeary mderssr |G LS P O Jool anchkckeor <ooda,
Faiy, Jomllal
Il

T ivha

Zoangle o twhonn 1o Maw Coresne

Les-Lirpk W, Loeqw w
ke ORI IR Cinkr
K | | L]
* Recipient's Name : |Dim|:u|e M, Solanki h

* Delivery Address : [a-1, Fint City, Gpp. andhkalyan Kendra,
Ranip, Ahmedabad,
{India)

Al ¥ st letter @vlld Sl df A AL AR 2SU 59,

____________________________ Ch
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*  Salutation : FU[ ¥ KU letter duici SITA d Ul AHA-AAIL
Aofleriiell 33 Aollet select 52¢. el L Dear Dimple Solanki
Select $3d ©.

|Dim|:u|e M. Solanki El
[C] Other Elements :

Letter Wizard

inrephyto: ¥
ERSCMNAL

attertion: ¥
Subject: =

%4 "Include" [ AR Option %ldl HU ®. ¥ by default off sl &. ¥
d option UR [s&s Sl d ON 2 A B.

P Reference line : A&l 33Ul Yol Reference line 48 ASL 8. AS|
AU |In reply ko E| Select S .

on
(W]
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»
»

Mailling Instruction : sl %33aAld Yot Mail sAL USR] & o
Select $2¢. Mail &l oell USR-l sl 8. Fdl ¥ certifled Mail,
Confidential, personal dd13. A&l ULl [PERSONAL MAILL v| A 8.

Attention : A8l Letter HI2 33l ollotdl €l d Type sdl.
Subject : A&l Letter ¥ [Aold e did B d type 5.

[D] Sender Info

*

Letter Wizard

| Letter Format || Redipient Info || Other Elernents | Sender Info

InFormation abouk the person sending a letker

Click here to use Address Book: e -~

Sender's name: Miraj R Solanki W

Return address: 3-19, Pink City,

i Cpp. Andhkalyan Kendra,
[ omit Ranip, Ahrmedabd,
Clasing Previgw

Cumplimentarg |%espectl‘ull\,f vours v| Respectfilly yvouts,

closing: !

Job title: b _ .

& | | Mitaj B. Bolatdi

Company: | hd |

Wy'riter by pist | 3 |

inikials:

[FliEndiosuresi! |1 2| |Enctosure (1)

[ Ok ] [ Cancel

Sender's Name : v|

Return address :

el ¥ st A Letter HlsAd O, dAd UH AL WA A8l type 5.
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Closing
Complimentary

(1) Closing :

Respectfully yours w |

FHl wUe option (2l Complimentary Closing : Select $q. el
ALULL Respectfully Yours, Select e ©.

(2) Job Title :

v | @€l Job Title Type 5.

(3) Company : | v| €l Company Names
Type $9.

(4) Writer/Typist : | v| Al & @lstA Letter

duR sAl 8 df Name Type $d.

(5) Enclosures : | v| Sl Letter Al 13e

Copy -l Awl Type sdl.

B3 Do urmentls - Bicrosell Word

i H Ml %> lra: Fmi " - iz il e omw by He Y I TEES Rl o
RNR= NENEE NEN <N e B TS e = = 1 ] [ S i e ] |

o Moy Ted— L r e dama - -||B rom D= == fE-|IEEiE EEIE"P‘v.&v!

w """'E:""" e e g R T ; =

G 1%, Mink Cily,
Dy Al b lvean Beudra,
Brvnw, &lunenlalil.

1 neply b
PCRZdk L

. tampl e kL nlanks
Li-Ly, Pink Loy,

Dor. Andhialyan Kendea.
Hawn, idnmelalnl.

Allmzulm:
Cear Dimple k. 5aolank)
timhyert

Lpparane ket hara.
ReEpectiully yours,

m o= o«

e ogebesss N N 1D A EE A 2-A-STc@al
[ | e, 1. Ak fZ r? il FE. ~7 EaT % WE

on
(W]
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Macro :

AL sULSAL veeell ¥ textdl GUALL AR adl sl dd diFdR -
dudl Al Macro ol add s$cl. uedl si1Suel document HI A text -l
%33R US QR dd GHIl aAskL B.

Ad :

Al Yeld Tools Menu i "Macro" H(2ll "Record New Macro" select

53 "Macro name" Ui short name (Ravi) type $3l W
click $2l.

el Screen BU? "Stop Macro" - "Pause Macro" % 6l symbol
Bl HW 8. ed dMR Macro l eX ¥ text ysdl sl d
document Al A& type $dl.

QURGILE "Stop Recording" U2 click $3ld Recording stop 53L.
Adlell AN text Macro |l e add & <.

sd % document [ recording $3e text 1 GAI €L d open
s34 Alt+F8 teldl Macro Bu? click $3l "Macros" option
select $dl[ Macros dialog box %ldl Hul ©.

Macros

Macro name:

ConvertEqns

(el AULULl create
$3¢ Macro 4 -llM
"Macro name" Hi select
59 €L.cl. ConvertEqns
RuLE "Run" option
UR click $dl Macro Hl(
Recording $9@ text
d document H[ ldl
Hu 9.

"~ Sardar Patel Institute of Public Administration, Ahmedabad U

ConvertEgns
EditDispEqn
EditPaste
EditPicture
EditPictureEdit
EditTextEqn
ExportalMathPage
ExportEqns
ExportMathPage
FilePrink
FilePrinkDefault
FarmakEqriMurn

|3

(3

Macrosin: | all active kemplates and documents

"]

Description:

Step Inko

Create

Qrganizer...

I I I I Ix‘
=
3

Cancel

Macra created 9§30/2006 by India




on
(W]

Template and Add-Ins :

AL sHUISHL Heeell active document M[ w=l template GHIl ASRL O.
add - in program load $31 ASlA ©. document -l style update $3L Sl
8. Ul BUid >edis ddl’ templates Global templates d3l¥ GHIL ASLA
®. %2l d-l Macro, auto text, entries ¥ custom command setting «l
GualaL el B,

Options :

AL sHlsAl ueeell Ms-Word <l Default setting 18 ASRL &. A dM(
F3RVAld Yol $81R ULl s3I aAsiAe .

A&l 'Options' M[ General, Edit, Print, Save, Spelling & Grammar <13
Al 8.

A&l 'Save option' -l € "Save Auto Recover Info. every" M[ v3ludlell
document automatic save $3l ASlA ©. ASl Auto save Sl M2l
Minutes set §31 ASRL ©. (El.d. 5)set $¥@ minutes Ul document
automatic save 21§ %12 8. Auto save Ml dAgMi df 120 A AWML AL
1 minute AL ASIA O.

Upticns E"E
| Saaig3gian o | TiabSmygae | Uedilomadis | Sonoaishis |
| Fh:la-rtrirs T |
Hign | wmiema | el | Pan | S oy
Saverplus
D;."‘h":l:.". HEFE I NI 1 |:| P [ doey er L epeg 4o
D."'I.ln Las. vavas D Fund Lo ceve Horma szl
[Flatin s g s Cdaw: b ikl e
|:|E|||J:J TreTvpe o E| T oLed aepgclodd:

|:|H='.= b oopy ol ienseaad o gk sl
[i#] Sevars o0 e nfr s r I mritss
[#]Fmn=d ==er-tres

[ a=24 137 75374 propestes i oschpoces

Laad (=
e o Fles as wherdLcamneazit a0 o

[CIrkaar b r= mbead eed vter

[ ok 1 | Zdnd |
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Assignment 2

<Title> <Name><Middle Name> <Surname>
<Add1>

<Add2>

<Area>

<City> <Postal Code>

Dear <Name>,

I have passed my 10™ Std. Examination with distinction and want to celebrate this event
with your esteemed presence, at my residence on 20" of the may between 7:00 p.m. and 9:00
p.m. So please come and enjoy the event.

Your lovingly,

XYZ

INSTRUCTIONS
1. Create a suitable heading with the help of WORDART.

2. Insertasuitable picture and set it Behind Text Layout with washout effect.

Send this letter to your 5 friends with the help of mail merge.

____________________________ Ch
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[7] Table :

o

on

Ga

Table

(Alt + A)

ﬂ Draws Table

Insert
Delete
Select
Merge Cells
N Split Cells. ..
Split Table

r

I
\

AukaFit

Table dutoFaormat. ..

Heading Rows Repeat

Conwverk
Sart...

Formula. ..

Hide Gridiines

Table Properties. ..

Insert :

| |2 Menu M{ AlssA Row A1 Column -l
» | [AwAL dil Table crate $31 ASRAL B. AU |
| Crate $cl table o Editing 2+ Formating |
53l s B. |

_______ _dqai________\
|

& Draw Table :

AL sHL-S BUR Click sl Pencil o symbol Ll
YU 8. %l Heeall document H[ table draw 53\
asld B, AL Guld (1A galcr uxidy
s Toolbar WA 8. FU[ %EL el option -l
yeeell table Ml %331 32812 s3 AslA ©.

Tables and Borders

E=

v| 14 vl_Jv|-@,)v
E-mE|=-dt AR gl £l =

Al sHISHL Hegell document ML select Sl Row A Column -l 2{vail
Yool Table create $3L ASA 8. AL SUISA GUALL sdlell 1A Yo
dialog box asldl MUl ®.

Ine=er | lahle

a2 [z
Sz o ok s
R TTTREINN T

kel k Exameer
01 roee oola—r vkt
1:,' ad LB L oy b
1.?.! Gl FL Ly Ay

Isaestue |ablerzid

x|
L ”.“|

ENE T

kel o Thaz. .

T Rz—c—ker dmerdzng Faerewkakbles

"k

I_ Sorerd

%4 "Numbers of Columns" box M[ 933l
column fl vl (€L.d. 5) A "Numbers
of Rows" Box [ @33l Row -l 2fval
(El.d. 10) Type $dl du% "Column-
width" box i %33l Column -l Width
AL Ae sl UA sl Select sl
Row 1 Column 3¢ document H[
Table create 2l ©.
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Delete :

AL suLsHl ueeell document H{ @Al Table, Table L S ALSSA column,
table 4l Als5A Row & Table uiell AlssA cell &2 s AslA B.

Select :

YL SHLSHl Hegell document HM[ AL Table, Table 4L SI§ ALSSA column,
table [l As5A Row 5 Table Hiell 2ALsSA cell A select S| ASRL O.

Merge cells :

AL 5Ll ueeell document Ul €l Table Ui & & dell dg Cell 1 Merge
(ML) s3AA Asy cell I 3Uid? s3I AslA B,

Split cells :

AL SULSHL Megall document U 28l Table ¥i select $cl Cell Al A ¥ dell
dg, Raw 2ldl column i devide s ASRL O.

Split Table :

AL SULSAL BUALL 5l Table BUR click Scll table HE2L AHAI LML
asAl sl B.

Table Auto Format :

Al sUL-SHL Heeell Document M[ L table <l format change $3 ASLA
®. el Al Y table Ul cursor €l 33 B,

Tuhls fiul oFormed

I FI: A Izl

Larm B 12
Wen 4 |

Lo i il -

[EAE} £ T |

L S L Y T
“] mbn e— F -
F--A | I
G Zar.
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Sardar Patel Institute of Public Administration, Ahmedabad ou



on

Ga

AutoFit :

Al sUI-SHL Heeell autofit to contents, autofit to window, fixed column
width, distribute row evenly, distribute column evenly d91? %dlL option
set 31 ASA B.

e T m—
Heading Rows Repeak ﬁ AukaFit to Window

ﬁ Fixed Colurn Width

Conyert 3
%l Sark... EE Distribute Rows Evenly
Formula... FH Distribute Columns Evenly.

’@ Hide Gridlines

Tahle Properties. ..

Heading Rows Repeat :

AL sHISHl Heeell document M[ 2€dL table -l First line 1 Heading d3l%
GUaALIL 3L ASRL & A AL BUld AR AL table dief StA A d ol
Page BU2 €ollY) %12 AR -ldl Page BUR UL ALY table <l Ueld Row heading
ol % B, Al Uel ¥ line 1 heading AUG & d select S AL $ULS
GU? click $2dlell d line d table § Heading ol »i ®.

Convert :

AL sHLSHL Heeell document Hi €Al text - table Wi 3Rl AslA &. FUI
Paragraph, Tabs style < Space -ll GURALoL 2l ©. dell Table A text ¥i
5l asia V.

Sort :

Al sUI-SHL Heell text A Paragraph 5 Field wise Ascending 5 descending
order M[ 206dl ASA . AU text A Text wise, Number wise 5 Data wise
Ascending 5 Descending order [ 2ll&dl ASRL B.

Formula :
Roll-No. Name | Win-98 | MS-Office Total
1. Deepak 85 80 = Sum [Left]
2. Tina 75 70 = Sum [Left]
3. Sonu 87 92 = Sum [Left]

GURAL BELSWML olcdlal Yool Total 2ledl Roll-No.l -t Total diull
column U2 Gl €l = sum [left] 3l OK click s2dlell Total [165]
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YUl 8. A%y Ad Roll-No.2 34 Roll-No. 3 -l Total <lvil column Mi GML
€1 = sum [ left] Al OK click s2dlell Total [145] L [179] oslal
yu 8.

& Hide Gridlines :

AL sULSAL Heeell table e $8dl Gridlines slél ASRL ©. JAed 5
AUlg-olly euildl Border g2 S3 ASRL B, A s3I RAUR W3R US AR
show Gridlines UUd( A Borders %18 Ul ASRL O.

& Table Properties :

AL sHISHL Hegell ALssA table, row, column A cell -l property set $3\
Asld . AL sHISHl Heeell Table size, alignment, text wrapping, row
height, row page breaking, row header option, column width, cell size,
alignment dell cell <l A properties set $3IL ASIA O.

Table Properties

Table | R || Column || Cell |
I:I Measure in:
Indent from left:
0 M H s
eSS S S hud
Left Center Right
Text wrapping
=a| HE
Mone Around
Borders and Shading. .. ] [ COptions. .. ]
[ K ] [ Cancel ]
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[8]

Window Menu (Alt+W)

[ window |
ey Window
Arrange Al
Enmimere Stk [ St wih “Al Menu Hi window 1 managment\
e | S8 AslL &, FUL As ALl Open S |
R | & ddl d4 document As Al |
2 If for any relason I\H_(—l.i iﬂ.i%_v&nioz EL_O&_&S‘_QI'_&P'L i /I
& New Window :
%22 document size 88l HIEl SlA R s ¥ document ML AL AL
ML Al work SdL ML Adl window open $3A o ML AL AL
window i set §31 ASRL B.
& Arrange Al :
AL sUL-SAL Heeell s ALl open S €35 document - screen GUR LS
ASIA B A Ctrl+F6 sHL-Sell Next Window BUR il Ctrl+Shift+F6 sHL-Sell
privious window Ml ¥ ASRA O.
@ Compare side by side with :
UL sHLsAl Hegell A sl As Al BOL wRuildl ASRL B,
T O T N R L y L b P Bt e
P w1 w e veRM ey r v B 2 U e e

AL ot sl
close side hy
side U click

sl AL ofe
rarpare Qre by Qe = 21_6 %I.?‘L E)-
R
b | |
u I |.= i u (179 3 i
H o Sezrac s W LICHEL A wr 3 e o e eoc o LBl F10A
I'ap EELEN il oD a D o | - L o | I oo Ll A -
Cn
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Assignment 3

No. Name Word | Excel | Power Point | Internet | Total
1 Amit 67 54 67 76 ?
2 Rajesh 45 54 98 65 ?
3 Smit 67 56 99 96 ?
4 Chirag 99 87 68 86 ?
INSTRUCTIONS

Do Total with appropriate Command

Make Font Arial and Font size 14 as well as green color.

Change Name Column to Upper case and give align centre.

Add new row at at the end.

Delete the table.
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Microsoft Office Indic 2003

Introduction :

Microsoft Office Indic 2003 2 Microsoft 4 % software &. Ul di elRdlx
(LML eldu 53 sl ol 2L WIS Al UM MR IME Indic Install ¢ usal.

Indic IME :

IME o fullform Input Method Editor ®. %l i\ MS.Office Indic 2003 (2 Indic
IME help ugl Y3l uid 9.

How to start Indic IME Help ?

Start — Programs > Indic IME 1 — Gujarati > Gujarati Indic IME 1 vs1 help
WR click sRL.

GuR Yol click sl 1A 3ol Indic IME <l help 1A 4ol open 212
A"l contents “{ keyboard layouts select $ecti d-{l %8l ¢l d-l characters
o-ld 8.

[ Topreain kb

| 1 i (i b som i vy T i bt s s g e
| | mepres e m e ueewd

|

| i i Bt s o B . B Bl . il e

| Doy f i porv7- m
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Ukl cri | s pasys gl 1

How to Start Gujarati ?

ysucl oML keyboard set sl LA ywotdl || i .
steps ddl U$ ®. T

AR WA s
Faili. igH w4 csaldbecle Lol iz wRgE:
siom.q om hormonal b

1. Control Panel H[ Regional and Languages U2
click secti Il Yool dialog box open 22l 8.

Tt

"
L I N

Il

2. AMl details UR click $di dMA default
set 2lAdl language oldld ®. (& English us
default language ®.

Tear Eposices aniIngin Langyages

Sedlg: b d|

T Errrica - lnpui Latgucges

RUT IR T T T4

1 rojch [lralad iIning]

Likz et A rnadzdng, Repopr ozoozoow o tlunar . . fekry M

s 3. Gujarati Lan- R r e st o
: guage select $dl U2 bt :

rilHz 1=

fikes lacaws e s Al ek el e e sk e . .

T R e GuJ aratl keyboard u'e :“r‘:c:‘::—:.l:!‘H_nul.lr:lxn:rl's. B b b

S click 531 OK UR Clck | (s somasiomn
us . . N - & e
ey w3 = | 5l Gujarati T
E:-_WJ: - L. | £ T | g
i bk BT IR e %Ql [z

4. RYLE language bar Y[
A Yol Gujarati select $3U.

5. Gujarati ¥ Toolbar set
$dl Ml Start - Programs - &
Microsoft office - tools -
Microsoft office 2003 language
setting UR click $2l.

Vil drmen P bk
[ -
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[t raTre

" o ot ot oot s J00 Lo iemena 7ok W ne
ﬂ o ity

i kg e g A e %y s
R

6. URCLE (1A Yxoil dialog box Hi display |  =imns .
office 2003 Hi 43Ul select 53 OK U2 click S, | @ mumm—
7. QURCLE %1 Microsoft office <l SL§ Program | =7 d

Open éQl d]. a.& 0‘[&, 82’1 2“-% SQCLI_ Bicresefi Cdflce 3003 Languagr Scitings
A Yol message Glcld 8. FUL | D) 2l o iy e T
yes UR click $2L. x|

Microsoft Office word 2003 :
QURULE Microsoft word 2003 start $ctl {l2 ywoi-dl screen Euildl.

e e w8
it o, W 5 il e, W 8
| sl ] st el b

o] Wm0 | e ] o

a
Moyt g b N, g5l B

-

LT e
= LET IR 1 (ke
oy mawmE s Cam)
L) oF
o7

E s
A-dl stfd A uR click sl — :

e 0]

AR Yogotdl screen guull. e

e e

1T
I AkF

AT LA L

A

T T

Tl Lz vzpzediod g el

20 tHeTamm o0 <IFTTEF-RE amms

s U "Helwmag crasle 1zF KREN:
= b . cHsLawaimany e SSSTE0T LS
R T

on
(W]
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e  Gujarati type $dl M1 keyboard -l Left side Alt+Shift Press §2cll 9L%?Uc{l(
type 531 aAslal.

e dMi language bar Hi keyboard U2 click $31 §edl A2l keyboard set 3L
ASlA B.

GUR Yol Remigation Indica keyboard U2 click $2dll d keyboard set 2ll2l .
a-l layout 1A ywol 8.

ot P o o bl By 4
F 3 ¢ E

A ULl
ASIA O.

____________________________ Ch
Sardar Patel Institute of Public Administration, Ahmedabad oo



Gujarati keyboard i Gujarati Transliterator U2 click $cli Tick 213 %2l d keyboard
ofl type s3l aAslA O.

saEsme
DAL~ L dadglded - v e ] C300d AT R L3S,
e b 1w B R
II

T =tart O P ek wad

UL keyboard i help on $2dl U2 on the fly help on 529 il type $dl
aud dH d keyboard -l otRuSl oldld 8.

1= == = 1=

(RN T TE SRS i 1 I N e e B - |

G ® . L L v i EETECFC TN

[ Lurur BJSaTFe S [ RS e ey LS cRis e [k e L T ]
by s o —=o PR D D = L

QURCULE Ml typing Sl d LA eldu 21,
ElL.cl. (S151) dudl Y “kaa kaa” 2lSU $d.

Toorl o ga Ll m 3. D omozd ae il 'n rr =3
WL S= e RE T, B8 = RS-, N RCRRCNN S N W re T e T -Jil..Jl--!
" ' - R - iz - = - E|

LRH s s

G2l screen i Puniita type $2dl df Output %RAML Y[Ad otdtagl. d Yol
Vikaasha type $cll g Output 2%RUdlHi (Asl type 2lAg Euildl.

AML word |l €35 command Al BUALL UL s3I ASIA BH 5,
Autotext : Spelling and Grammer check

Therasrus :

- ogd weu-tell, [Qvglell wlal wie

- ogd (Awel s, (BaL il Hie

Smart tags : 2%?Ucll H{ type Sl contents L Ay A [l el uwt
oldld 8.

& . — 111
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TBIL DATA CONVERTER

(Transliterator Between Indian Languages)

TBIL Data Converter d3 il SIS (B, 5143, (Aol adlR sleni eidl sifa

Ydlsls (gldl gla, 4l) wi saé 53 ws B,

defl %l stfer saé 53l 2003 §Sls Al FAAEL (e a1, Aeldl AR

As, 2ARA d) Andl ASA OlA.

Qo

TBIL Data Converter 21 3dl qd sq ?

Start — Programs — TBIL Data Converter — TBIL Data Converter

T Pia (s Doowrant

S Opan Offca Doousini
"g.‘""-"“f" B et Progran Soosm and Cof ity
: ik “Wrminar Cabelog
. EM. [ wm-;w-d-!- I
@'“"*’“" ki 1] Acaucim
T Abasdlira W
. 1 3 T mave
ﬁm o e ;
@lmwllﬂluw B et "
PR = s prE el Al WAl 254 Eudl.
Dl & oo bplorer
.ﬂm:@ma:um ;"::iﬂ:-:“
i * s Frsoim Samikanca
3“”%?#* B “warcows Mk Arvar

L

e —— T
—

T.HI_I.. Data Converter
@ {Transitaratar betwean

Indian Languages|

%lll&t nd &F II.I Canwariiog Dgkean

'c i |1’ i)—’—ﬁ Wﬁ_ % @
l\ & g;._[ru:.n- A EcoalFlan
o= ai

Al sl USR A5l 53| Al UR sells 5. AURGUE __ oo [ oled UR sells

g % ek dlsug el dl __Eit | uR oled w2 sells s2q).
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~co | ofed w2 sdls sedlell 0 wMIALAL S\ guldl.

TR Deta Canwerler - Food Selectian

Salact S0uTE Language, Soure Font and Tarmet Language fior Comersion
Soure Langmape | |
Source Fanmat | |
Sourre Fant | : |
ok L | =sakets -
Target fant | «|
[ ree [ x|

&d &l 1A uHl
Source Language (% CLMMI SISE ot-ldd Sl d el Ue SL.)

Soruce Format (¥ USR{ eRRd sbie sla d ulie $A. €L.AASCII Fonts,
Unicode, Etc.)

Source Font (% Sledi SI¥d oi-del Sl d Sl UAe SIL.)
Target Language (¥ MMM SIOA 5+dé saldl Sl d Ll ude s2A.)

Target Format (¥ UsRq e sie €l d uie A el.d Unicode, ASCII
Fonts, Etc.)

Target Font (% Sl2 clell tLtL ML S5 oi-dldl Sl d Slwe dell UMl UAE 5U.)

TBIL Data Converter - Font Selection

Select Source Language, Source Font and Target Language for Conversion,

Source Language J Gujarati _'_J
Source Format J Ascii ‘___J

sCiil Fonts i
Source Font J Kri ‘___J

rishna i
Target Language J Gujarati ,Z,]
Target Format J Unicode :_]

Targ_gt Fonkt

T T (T

113
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RURALE [ mer || oled UR sels seq. dell A wHdl Al 28l Eual.

IBIL Data Converter - File Selection (Select Doc Files)

Source Language :  Gujarati Source Font : Krishna
Target Language : Gujarati Target Font Shiruti

Click Browse ko select DOC File(s) to be converted to Unicode, when done Press Convert ko start.,

Browse . | convert ”

Al Joted UR sels 53 % sldd s+l sl Sl A s18d (Mdse

531 RUROILE ole U 5Als S A8l AS sl delR vl s1dd ase
531 ASIAL 1.

dell s1fd s-ad-l WA Al o1 A, A S8 548 2F WA AL A5 WAy
oflet 4 uR ALl

sad eldd sifd AL LAl s1fd & Alw dw d ULl sifd-il
AM_TBIL Shruti dwd ldal,

-
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Microsoft

C2 Excel 2003

o

Introduction :

Microsoft excel A powerful spreadsheet software ©. %H[ Numeric Data

yol Auidlell enter $3 AstL ®. AUl formula A function Al Gl &3l
HURALAL o8Lddl dell d analyse $31 ASRL ©. dM data A Graphical 3ld
Y 531 ASRL ©. Microsoft Excel -l Hegell payroll, marksheet d™% Account
details ¥dl 5 Journel, Ledgers, Trial, Balance, Balance sheet dd3 dAR 53\
AslA B, Excel Ui ode file 1 XLS & XIW extension ALl 8.

Qo

Qo

Excel «l vy facilities :-
Excel M{ Yl 8L UsR- facilities ©.
(1) Worksheet (2) Database (3) Graphics

Workssheet/Spreadsheet Excel [ Text dH% Numericdata < rows dH% col-
umns AWML eldl aAs2 8. AU data o analysis 3l AslA O,

Database Excel i data :jl management $31 ASRL . Selected data A search
$3 ASA B. dH% selected data | worksheet Hiell A $3A ASEA . AHA
%3l Yool selected data o sorting Ugl s3L AslA 8.

Graphics Excel ¥i data 1 Graph(Chart) 23U ealdl asiL ©.
Microsoft Excel L Gulol :
Microsoft Excel -l ¥g€ell Payroll dUR §3| AsRL &. %U{ Emp-no, Emp-name,

Basic Salary, DA, HRA, Deduction 4313 UslR-l H[&cl A store 534 €35 Employee
Y2l Salary calculate $30 sl ©.

Microsoft Excel -l Mggell student -l marksheet dAR $3 ASRL &. FH(

student name, roll-no, subject, total percentage 4313 USRIl MLU&AlA store $3\
ASA O. A AM total A+ Percentage calculate $3L ASRL .

Microsoft Excel «l H&€all Account details, Journal, Ledgers, Trial Balance,

Balance sheet dUR $3| ASRL .

————— i P T T P A = —— (1)



Microsoft Excel -l Hggell 1§ AlssA Item o Beuled scll Su-l-il Production
9L HU[RL Store 31 weekly dH% monthly production schedules duR2 $3L ASL
8. AL d-l Heeall production old planning 3L AslA &,

( How to Load Excel :

Start M[ program M[ MS-Excel UR click $2dlell Excel load 2ll2l . A dMi
First Screen U2 d-ll logo - version sldl HUl 8.

A1 m — All Program —> Microsoft Office > Microsoft Office Excel
2003 WR sdls .

Ad-2 : T > Run u2 sdls 59 > EXCEL type 53 uR sdls

Microzof
ARl 1A
G'_'] Lal b ]
4wetdl screen - i1 Excel 2003
N °K\l.q.|. I-LU]_.?I A Diapaight ) 195 T0T3 Muviogalll Dasgaration, Al dghis rtiarved

Name Box k ’
(current cell Standard Control
position eafd &) Toolbar Titlebar Columns Buttons

bra  llain Trpe: wymeedion T lecle

Fol s o Wl - F 3 -01- @ T -2l LIEL 4 1M vlﬂ‘.l .
> A e \Jol{;noa{lt)g?g

cell pointer

Mlrragedt FFes Cnline

EIC S | TTL T Bt}
Crlire

Formula bar
. -:---n.n. ot Fatas m= = 1E ]

Rows

1 Task Pane

Fomy=u: Fr=" rwibh A0 e

L ]

M1 LI=2.-
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> Titlebar :

s1ueL Program open Sl screen L Alell GuR-L L2 A5 Horizontalbar
ol HUL 8. % "Titlebar" d3ls VURL &, % Application o 4 [Microsoft
Excel] €alld .

>  Menubar :

Titlebar Al R ldi YWdl bar 1 "Menubar" & ©. %¥4{ Excel Menu
Al *gEl %EL options sldl MUl ©. (el.cl. File, Edit, View.....)

>  Standard toolbar :

Menubar <{l {l2 standard toolbar ldl ¥Vl &. FHL %ldl “wdl el
€l tools | mouse il Hegell select $3L You % »suell A AalSeil
Editing command -l Guallol $3L AslA B. [€l.d. Cut, Copy,

>  Formating toolbar :

Standard toolbar -l -{lA formatting toolbar ldl MUl &. FH{ °sldl
ndl el el tools mouse {l Hegall select 3| formatting
command [€l.d., Font size, Bold, Italic....] <l GUlloL $3L ASRL B.

>  Formulabar :

Formatting toolbar -l -3 formulabar %ldl MUL ©. % =8l LM
dsARlEl ©. Formulabar -l Left side -l 1L % reference area d3l%
Huwd 8, ¥ ‘Active cell’ i Address €ld 8. AR ousll Middle
dus Right side -l Gl Active cell Ml 2&dl data eald .

>  Name box :

Name box [ insert *i2ll %l name create 53¢ €l il d Name UR %l
Y12 name box -l GUAL 2020 &. AUl 51T AS cell select A S dl
AMl cell address %ldl YU ©.

>  Column :

MS Excel 4{ Gle{l €A Column $& &. Column A Alphabet 2l galdai
AUl 8. Excel Hi e 256 column A &l 8. UsHl column A 8. AR
el column IV €l 8. deell column UR dl ctrl + — press Sl AHA
U&dl column UR UslRAdl ctrl + « press $dl.

2
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> Row :

MS Excel ¥[ Sl €A Row 5¢ ©. Row A Number o[l ealddi
AUld 8. Excel Ul §d 65536 Row Al el &. el Row UR wdl M2
Ctrl + | press s2cll A u@dl column U2 WslAdl Ctrl + T press s2cl.

> Cell :

Row A Column %[ AL 2Ll Ll Box ¢l 8. ¥ cell 5& 8. €35 cell
4 A5 cell address €2l &. Address M2 U&dL column A+ ULl Row R
A2ULScll address ¢l 8. €l.dl. dMLY cursor Y column A 20 i<l Row
Ul 8. dl d cell 4 address Y20 ® A+ s&dl.

>  Cell Pointer :

Worksheet H{ §1U8l sl location U2 SIH 53| R@ll &l d cell pointer
SRL % ASIAL B. dgBURAd AS dud Formula Al UL Fedl cell
Y A formula copy $dl €l [ cell pointer 2l drag $cli formula
€35 cell M copy 28 . Number drag $dl L2 UL cell Pointer -l
GULIL 2l B.

> Statusbar :

Application Al Alell AL AL statusbar sldl YUl ©. FH( Left
side [ Mode Indicate message [El.cl. Ready, Edit......] aldl ¥l ®.
%sA1? Right side #i{ Keyboard status Indicator [€l.dl. Caps, Nums d913]
Bldl HUl 8.

> Worksheet :

A&l ASs Book -l e Default 3 Sheet Sl &. A sheet Ul total
65,536. Rows L 256 [IV] Columns lAdL Sl 8. Row A Column
Al Intersection A cell & ©.

>  Taskpane :

Screen H{ Slofl oll% Eulldl dialog box  taskpane §& ©. AddL AL
commands H[ taskpane H[ A2l AEAIL option ldl HUW 8.

Simple calculation & Excel <l GURALAL 2lll 8. AL U2 A Ywol
Marksheet o GeLs28L 1S,

____________________________ Ch
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( Marksheet :

Condition (Foumula 5 Function) tiudl M-l %33l 2ARdl :
(1) Formula €H2 = ol A3 el B.
(2) Formula H[ d2A space (JUA) OLSAML Alddl il
(1) Total Calculate :
= Sum(C3:E3) . Udi 272 1dQ. C3:E3 4 Range $8dlA 9.

272 + [Symbol] l ueeall WBAA sefls eolldld WBA drag s el
Gur-l formula copy 28 QL.

Em FaokD e 1em W oca mwr A Frruprnk-wrhap - o 5 s
5_'_,'HJ'_|1|_'¢721.§'4'_'-'-." Sr sl T a2 5olhd &) '%l
: B S TIRCNTI 8 5 WPT N ETERCS S N P . a-a.l
ar O L
I I C 2 = R | = 1] " [ o | S

ACTUNIV
o RN pa - 1R == e i Coraa FUSE o A R LG B Eoet MR B o L DT o
LG = oI
s
Bt
4H02=.5
LM
E E J- L

alda W

E rrr L -k

DRI 1 3 W o el iy . I 1

(2) Average :
=Average(C3:E3) J dllUdi 90.67 tldQl.

90.67 + [Symbol] -l Hegell WBAN sells eoudld WBA drag 529 Fell
Gurl formula -l copy 28 ql.

c_____ _ __
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BEHESHEL ]
. IO AL SE L EAL M RIS NEE )| as |

T R E D DRI e Y

e

E

" TS (=i
| R R GO MR RS T F. e r 1 0 1.3 | wr] Ttz
ACTUNIV
[ROLL MO HadE WORD  EXCE. P TOTAL WA Wodbiind ETATUE  ZRaDE
1 VAL a1 =] [’ pLi R R e
MR [ [ =] 0 MEE; madari]
JCHRAS i ] E =
T HLULHAS. . Ea =1 "
G HIRAY &5 £h b 14
B BadL [} -] E- 1/
¥ AEHA - £ ES ]
aPRYU L L T Lkl

(3) Minumum :

=Min(C3:E3) . lUdl 89 Aldql.

[ ——
AL EEETER SETRATT Y. R
QR T T R R WL B AR AL 5] |

L e
(e EE
B N D Y T S e | = T o [ ) S R I R |
1] ACTUNIV
| 4 HOAL HU MERE WLRL ERLE_ 10 AL AYEHASE MW HK UM AR L (U EMUE
&1l 1MkeE W C] i e En
4| TG 5 & [ I N [reieey e ]
h| 4 CHIRG e H [ M )
B L HOCFUR & 54 ) W Em
2 & MREY & & & W W
nl R mEH | i o (el =T
5.| 7 EETHA % % 55 B =l
| B & T TE = EW
ny
12|
'[5'.

QO e e T R AT T T T




(4) Maximum

=Max(C3:E3) . AWUdl 93 Ldel.

: =
| ACTUNLV
(oW G G wnmn e RR T SSRLCE WSS LLaE ETORE SR
ﬂ 1 L] ] ® i e BTSN

] F X T = (5] ET OO oy T

B E i) L [ ] L] E Lrd )

Bl € 1 L3 b = i 0 L

Call | L [ i ful el (allt] w

] - b - L ¥ =w L

LB} T AREHE = = = i = =

e il Lt L3 L ;| )3 i L}

i

o

n

M

|

|

L1

i.

|

E-1| -
PR g R L | ]
1= LW

(5) Status :

Syntax :

= IF (Condition, True Part, False Part)
Minumum Status

>=35 PASS

<35 FAIL

=if(H3>=35, “PASS”, “FAIL") . lUdl Pass Aldel.

H3=Minumum

b LR s n e e e LR =l

: b
BECEEN BT
% [ W | & T7a ] 7 F 7 & F 4 [ 7 B w7 o3

3 PO M GEORR Rl RR

£ 1] §end Wl L] w
] I RGAL = o wr

£ e o - =
e & e 5 ("] T

= | il & [ [
1 r ™ - -

] s - - s

DiFany L4 = B
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(6) Grade :
Average  Grade
>=70 Dist
>=60 First
>=50 Second
>=35 Pass
<35 Fail
=if (I3 = "PASS”, if (G3>=70, "Dist”, if(G3>=60,"First”, if(G3>=50, "Second”,
"PASS”))), "FAIL”) . AIUdl Dist ldel.

uét TR T Ll wl

= Bl o~ 1= 1 s a W LML “
_ R B s I —
I3 = Status S OTONTY =
Phoas BEEL RE BERASARGE WA e pnang
] 1 ol wiky ENT B Rk s T T
G3 = Average [ 3 f § m S8 @ DEE imesers
L] - - a1 He  on [ e = e
|i_ & 7] o am @ 5 v
B4 f & & g5 % 5%
4 W i [y = - - o RAFY
[ n u A mm o o e s e
n T TR Ty =
(1]
Lt
i)
-
I
|
1]
al
|
IE -
s el e ratl Bl ) I ¥l
=

1w an ) ] L L]

FMRL = =] ] == =m = B BRSSO

¥ CHaPAl) ar . B 5 BEH ] o R B

[ =] = = = 14 am M o PAL FAL

& W 5 E ] 185 o L] B FasE  PASE

E Sa L] u [} 17 [T A M PGl ElCORD
Faling : ] ] | o) Lt . iR SECHD
L) L] L 5 % =a B A P ot
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( @ SYMBOL ot Guanon :
(1) Zh L Symbol -l GUALSL cell A select $AL HIS 2l O.

(2) <b 2L Symbol Al GuALAL columns -l width delRdl-gelsdl HL2
212 8,

(3) 4 il Symbol-l GualL row -l height déllRdl-€elsdl Hie 2 8.

(4) GIK AL ngbol Al GUALdL cell L content A copy/ move Sl HIS
22 8.

(5) * Ul Symbol-l GUL ALssA format <l copy SedL UL 2l O.
% Handler 5¢ 8.

( File Menu (Alt+F)

Wat Paga Frues
Piind i k
Fiind Prages

Eyind. i
!.;d‘ra o 3
Fropeites

= _
il L

2
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@ New (Ctrl+N) :

AL sULSL Hegall +dl workbook create §3| AslA ©. Default bookl Sslcll
YUl ©. As workbook -l e Bl o€l sheets sl ©.

New uR se{ls scl -{la ywot
taskpane ldL 4 .

dxiell Blank workbook U2 sels
sl -dl Workbook Open =2l9l.

& Open (Ctrl+0) :

éNew Workbook ¥
New

|1 Blank workbook

(] Fram existing workbook. .,

Templates
Seatch online for:

| (=]
E& Templates on Office Cnline

@_J onomy compuker,, .,

[ on ey Web sites,.

AL SISl Hegell save $?¢ll workbook [.XLS] ¥t workspace [.XLW] file

1 open 531 ASRL B.

Opies [7][%)
Lotk ) My Docuranis - | W X D ] Tackee
Y sLL
2| i v
WeReows | (i paks
Crarm thet:
L £ e
Cegtop
5
My Docurants
(%08 %f!t_
, =
“_‘,’ Fie e v
M W r———
‘Flacas Fles o brpe| | apacrosctt cffes Exze Pl w  [_com |

"File Menu" ({ "Open"
option select $2dlefl
yeldl "Ctrl + 0” command
Aludlell screen BGuR
Open 4 Dialog Box <slcl
i 8

sTsp FU[ "Look In" option M[ Al Y™ ¥ file open $dl €l d file
o Location ded ¥ a file 88 Directory ¥l & dd <L select 9.
QLROLLE "File Name" option [ %33l file name lUdl screen

BU? Workbook open 2Adl ldl YU 8.

QD ——— T S R R A



o

o

o

Qo

Close :

AL LSl Heell open 5l file A close 831 aAsLA B.

Save (Ctrl+S) :

AL SUL-SHL Hegall current workbook A save $3| ASKRL O. Save Sl €35

workbook < .XLS extension @3l ©.

Feorw | ZEN -

5 Comn ]

SR | acrosort offios Excl Wortbaok

s19d save 28 2L .

Save As :

File — Save U2 sdls sl
{1 Yo dialog box
oldld 9.

|

Save in' H[ Path Al s1Sd Adse $3A save BUR sAlS Sl

AL sHL-Sl Hegell current workbook | duplicate workbook ci-ldl asiA 8.

Save As Web Page :
AL sHL-Sl Hegell Excel -l file 4 HTML

format 2[l Save $3| 2SRl ©. L HTML

dl5 Save $3d file 1 Web browser ¥ ullel ASRA &.

L)) My Docuranis -

) Corl Lirmy P
o Vi ook
iy

=Wy Pictes

Ervara e Hoaak Sglscaan: Shast [ paah..
3 O addinkeractniy
{ienge Thia. |

File — Save As Webpage
R sdls sedl A ywod
dialogbox sldl Hul 8.

s2dl s1d Save 28 A

Sardar Patel Institute of Public Administration, Ahmedabad

Save in M[ path select $3l file name type $3| save U2 SCls

8.



Save workspace :

AL sHI-SHL Heeell As sl d8llR
file A workspace under save 3\
ASLA O, AL IAd dUR 5 file 4
XLW extension @9l 8.

XLW Format Y[ Save S$3¢l
sldd .XLS Ui Save sdl s18d
sadl el Al slA B, d
AL 2L Ascl sldlell Save
workspace $SAM{ wld B.

boome

LI PP = o |

File — Page Setup

& Page Setup :
AL suL-s{l Heeell page f AHed-Addl margin - Header & Footer o uul
setting 531 ASRL O.
a-n [Pfy | T e
A £ -."
@ am e Ia_TI O Frivk Fracise
sdar e D,
Gt b =k e e
L) 1 an oo le 1
T T TC LT L
& Print Area
AL sHLSAL Heeell U Text -l print area s5l s3L AsSA O.
AL U Fedl Print Area 18l €l dd select 53l File — Print Area —
set Print Area UR Sells AlUdi cdedl ML print Area 3% Select 2l &.
%l Print Area clear $dl €l dl Clear PrintArea Uud.
& Print Preview :

AL sul-s{l ueeell Active worksheet print 2ldl USdl dJ page BUR output
5 Al d UGl screen BUR WS ASEL B.
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] e i e | e oy | [ [} s

o ACTUNN '
Print Preview u(2(l
ofelR -lswdl "L close
U click $dl olslR

el . m

@ Print (Ctrl+P) :

AL sUuL-s{l ueeell Active worksheet o page GUR printing 53| AslL B.

L9757 File 5 Print UR SEll§ SRl [ g o) [
. X Wpm Mok S Doosrort g Wl Driver [regrme.. |
A ywotd dialog box oll | 2z === i S
H]}L 8" ;;:v ::wu-m |
Py Eolil 7 Im :
;:k;l:h LT T T ﬂ ﬁ {Fih
T b k]
“-_J Frevms | o camnl |

@ Properties :

Bk Piapsatiar

AL sUL-SHl Heeell active workbook file Al [
(Qotdark Hledl sl as 9. TR

File — Properties UR sclls sdl 1A | 7.7
Yoot dialog box <sldl Hul &. i

@ Exit : (Alt + F4)
AL sUL-SHL Heeell Ms-Excel Hioll otk -lsull aAslL &.

c_____ _ __
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( Edit Menu (Alt+E)

o I e R e R e s ey e
HETIL SR s : B - o

T - o
a1 | ] s s g I...u !’!:E-!Emtg ‘I:-L!"I.H‘ e — - l
I

T e il T r | & T & oW T 1=
| oo ACTUNIVWJ
L

dwu«ﬂ«m T

] e akw DFR TOEL  SeESaniE W W s e e T

E| | v, i = - ) i WERE  DET

.l | {rd m s mm o Lo S g nar
| I T an ' T T [ aEsT  nar
a| |m - M (LT] SBD M SEFEL  FAL

Il | i . B o 144 B L Eal R 'Sk

] | = o 1% a5 e e
L] j Dol * b 1 K e SaPaif  EI00eD
11 Terds e 5 kL (ECI T 26

ToPhIE  GZCOND

Undo(Ctrl+Z) :

UL sUL-SHL Heeell worksheet Ui SIS Als5A Data 5 Graphics i Editing
command 2l SI§ $SR S €12 dl d 38R 1 cancel 3 ASIA B.
Redo (Ctrl+Y) :

AUL suL-sl veeell undo ofl g2 se€l effect 1 WSl dladl U2 Redo -l
GULIL 2l B.

Cut (Ctrl+X) :

AL sULSL Heeell select 53c 5L ALssA data 5 Graphics L move S3L ASLA
8. Al Id & 2Adl M1t windows clipboard Ui copy o % 8. Fell L

selected MLl worksheet M[ ofll ®l2([ paste command 2l move 53l
AslA V.

Copy (Ctrl+C) :

Al sHL-SHl Heegell selected data $ Graphics -l ofley oA copy s3L
ASA B,

Al v B2l AL copy Sl Sl d select $3.
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@ Paste (Ctrl+V) :

AL sULSAL Heeall copy dMes cut SHLSAL Heeell AIUB select 53¢ data 5
graphics A worksheet Hi SI§ AlsSA AL 5 AL worksheet H[ paste $3)
AslA B.

@ Paste Special :

AL sul-sAl Heeall AR SIS cell Al copy SAUML ALl Sl A dA paste
s2dl Sl QR copy Sl cell (el $5d Formulas, Values, Formats,
comments, validation ddlRRfell SISUQL As % paste G B. A 5l sl

e AL B, Paste Special E”E]

AR S cell -l value copy | paste

53 ¥ - d cell Ui paste sl | @l O validation

Q2 A cell i click sd| edit | OFemias O alescept borders
) values i) Column widths

menu HL?D’ paste special $HlS ) Formats ) Farmulas and number Formats
YR click salell 1A sl ) Comments {7 Walues and number Formats

HHLQI:_; dialog box 215(1 8. Dperation
(%) Mone () Multiply
ed pastealnll cell H{ values, | © Add ) Divide
() Subtrack

formats, formulas, comments 5
AL Rl % B3R S A | g parke

select 83 | ok | 42 click
59,

|:| Transpose

[ Paste Link J L 0k J [ Zancel ]

2
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AR yoroldl Aol AAIL options Hiell 3L Yol AU option select 5.

Al :

copy Sl Cl&ll contents, formula, format, border ddl? of&l A o8l
contents LASOL paste 2l 8.

Formula :

copy 53¢l formula -l Megell A% formula oll® wdlot Aedl ML use $dl
SRl R cursor (cell pointer) 2Avll Formulas U2 select $clell d-l esdlot
a8,

Values :

copy 5@ contents Ml %l formula UBL dldl %l el A %A Paste 52
® Ul widl contents ®SAH O formula § formatting 1 %18g sl dl value
select s2clell ulldl contents 2ddl %ldl 1WAl

Formats :

copy 5@ contents § uldl format Ae@ ¥ font style, color, background
AoRR. % ulldl paste ¢ €A dl format select $3L. 0K UR click $2dlefl
selected range i format paste 22 <sldl Hwal.

Comments :

copy 5°C contents H{ %l comment Sl A4 %l d comment 4 % Uildl
paste 52l €l dl cell select $31 comment option select $31 0K U2 click
s2dl d cell U2 uldl comment paste 2Acl Hldl W D.

Validation :

copy $2@ range i validation A1dg sla Al d validation ofly Sl range
Gu2 usL apply 59 el dl % range UR validation apply 529 © d select
53\ paste special 4[ validation option select 531 0K U sclls $cli validation
apply 2§ 1L O,

All expect borders :

copy $?¢ contents H{ border €l ¥ Al contents Paste $dAL & [
border + %Ol €l cl L option select $d.

____________________________ Ch
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dl

Column widths :

copy 53¢ contents -l ULEL column width WMISL o{l%) column set $cl Sl
L option select $2cll SIS contents 5 format paste el 2ldl vildl column

width copy $3d column %¥ecll 2l %1 B.

Formulas and number formats :

copy $3€ contents Hiefl ulldl Ul formula A number format or paste

5 Sl Ul ¥ option select $3L 0K UR [ss $2¢ AWM sl aAHi e&dl
comments, coloumn width 4313 paste (& all2L.

Values and Number Formats :

copy 5@ contents Hiefl $5ct Al value -l dd number format % select

¢ sl dl d Ml ¥l option <l GUALL el B.

o
=

Fill : |
Down : & o Cirhax
L option -l uegall select 5l cell range | i:’:tw?":
Y[ Alell GURAL cell M[ ®EL contents 5 |& ews oo
format {l AN s el €25 cell copy | -
L &) Ewem =710
gé]. QI.SRJ. E). ey bR maght A
. . [ 1.2 =10 1]
R].ght . B e Cirber Lt
AL Option -l Hegell select $3€ cell range ; | o
. . . . L .,
U left side i cell M[ &L contents 5 | 2o

format (L Right side Al A=l olel ¥ cell ¥ S| ASRL B.

Up :

AL Option L ueeell select $3e cell range Ui *Alell AAAL cell U el
contents 5 format Al BU-l side Al A=A olell % celld copy $31 ASRL O.
Left :

AL option Al Heeell select $¢EL cell range [ right side Al cell M S
contents 5 format -l left side ui =L olél % cell Ui copy S3L ASEA .
Series :

AL option Al Heeall select $3c cell range M copy SI& numbers 5 dates -l
series fill 531 SR O.

————— i P T T P R e — —— (13D



El.cl. 10/4/2006 2{l date -l series column [ enter $dl ©. dl A
Yoot dialog box sslal Hul 8.

Al ved % date 2fl A3 ¢ eld A date @vfl enter 2Ul. wlgy
A2 A Aok R df onil. A€l date mm-dd-yy format Hi .

Edit — Fill — Series U? sells sl 1A Yol dialog box
sldl WL 8.

Series |Z|

Series in Tvpe Dake unik

@ Raws {:} Linear {E} Day

) Columns () Growth () wWeekday

(%) Date ) Manth
[]1rend ) AukaFil ) Year
Step value: Stop walue: I:l
I o4 ] [ Cancel ]

Series in H[ column select $L AL Type Hi Date select $2cll

Date unit ¥ day uR sdls 3l W sdls sedi A
Date drag $Rdlell {ld Y%l number <l series enter 21dl
sldl HWal. \

I wlcresalt Excel - Boskd 1 2
P pe gl gee frewt rgmd Dk Qs e ek s -
T = N T O TN WO R I o e e (e TN P Ry ! |
| e el I e N ey | o
A 1 B ] | e | F | 5 | H | ] |

2 E 5 N 5 S |
E
o

g
:
g

S
g
g
2

o

17

1A -

b Sheets { Sheats { Shesta Je |
THEtar EB GE®8 Dreoesea. |OAERem T aen k.. €
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B Justify :
Al Option <l ueeell worksheet Hi s Sl delR line Ui el text
justification $31 ASRL O.

@ Clear :

AL sUL-SHL Heeell select 52 cell range M(2{l cell ¥{ € contents,
formats & notes <L eldl L ABRL 1 ASs A2l select 53 cell il clear
53 ASRL .

m Al:

Clear All uudle]l selected cell range L €35 cell M[ &ALl contents, formats
du% notes 1 AS Alel clear 53 ASA O,

B  Formats :

Select $°¢ cell range (el % cell 4 formating § S3l AsSlA B. AR
contents &2 22l &l

B  Contents Del :

Select e cell range (2l % cell Ml Ml contents €2 d % cell & &3l
AslA V.

M Note :

Select $°¢ cell range (2l cell “[ (o notes €A d % cell 1 §2 ASKL B.

@ Delete :

UL sULSHL Hegall select $3e SIS ALSSA cell, Rows dHeldl columns <
delete S31 ASRL O.

® Shift Cells Left : Selected cell Wi 23c) JUAGE X
ddl g2 28 A ® Al ddl Right | peeie
oAl cellsHl &dl uLlddl left side
U{Lq(l %2l f) () shift cells up

. (:}Entire [{al)
® Shift Cells up : Selected cell “{ &l | ) Entire colurn

Rl g 29 xa 8. Al ddl Al
oyl cells i 8l wedl Up side
A B,

[ (a4 ] [ Cancel

2
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® Entire Row : Select sl Row {l it HUSAl & a8 =na B.

AU d 2wl Row Blank 2 o2 9.

® Entire Column : Select $3el dteldl cursor FH[ AWl A column -l
A HUEAl g2 28 A B At d 2wl Column blank 28

8.

@ Delete Sheet :

UL sHISl ueeell Active sheet + workbook Hlell &2 s3l asia B.

. 8.

Edit — Delete sheet U2 sells
sl A yowod dialog box wlal ) T

Microsoft Excel

! E Data may exist in the sheet(s) selected for deletion. To permanently delete the data, press Delete,

| Delete | [ Cancel ]

e Delete 59dl sheet 1 Undo scllell utedl alcdl st -[S.

& Move or Copy Sheet :

FH[ "to book" option Hi current
book 4 M eldl d ¢l book
Ul move/copy S B. df M
AWML Bl select 3l sheet d
AN book Hi move 2l9l.

ﬁ
Move on Copy E|
Maove selected sheets
To book:
|B|:n:|k1 - |

Before sheet:

Sheets
{move ko end)

|:| Creake a copy

[ (o4 ][ Zancel ]

—_————— He|
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@ Find (Ctrl+F) :

AL sUI-SHL Hegell file wiell [workbook]
SIS ALssA Ace 5 S adl Sl d
el AskL 8. A&l find UR click sl 1A o
Yool dialog box sldl Wl 8. ‘ﬁ&

kind ond |8 place |E| rZ|

Fa Tegmie

&2
@ tosews | ~ dl Akl lops . -

[ T | TRtz czaz
¢ o LIFa irdu 4 tnwi.
Zrecd: De R - =
Lo Fowls w0 LT

| il |||;ulu->|| I thoa ]

Ul "Find what" UR click
sl d 2oe Al ASRL O.

@ Replace (Ctrl+H) :
UL gLl ueeall find 52 word L U ol word Ysl AsL .

Find - Replace U2 sdls s2dl
A Yol dialog box sldl HUL 8. %

Find and e place

A Fadae

Fuleas | S ETEE I
Fepkas it | v | werermaa | T rema o

wibr  shert | Ornine

| |Merdherkre zel ovzerks
temick e Hoas L

Lusr Fonule W |l.'lpt|0m=-’.-'|
[h:-:h::e.:.l ] " hrane | | rda [ Irdfs ez ] C L |
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FH[ "Find what" 1l ¥ 2c€ cleddl sl d A "Replace with""i %

Adl oog Ysdl el d AWM Format set §3| "Replace All" UR click
sl gl oedl oA ofll Adl Ace wlal HUL B,

& Go To (Ctrl+G) :

2

=
iy
. E'mi

L SULSHL el Active sheet [ cell .
cHve Sieer L o

pointer 1 As cell uell oflaw 2AlssA
cell U2 #suell a8 8 AslL B,/

G0 kot

Q ObjeCt : Reference:
AL SULSAL GUAL AR Worksheet L |!

A€ Picture 5 Graphic add $LdQll U3 | [[e=csl

7

l

K ] [ Cancel

% 2l AsI.

View Menu (Alt+V)

g |

4

& Normal :

Normal Page view <{l (€2 document Hi i3
As Horizontal Ruler line €l 8.

@ Page Break Preview

UL SULSHl Heg2ll Active worksheet HI[
¥edl data € d-l view sldl MW .

Mkl

Jage Break Preview

Task Pane _krl+FL
Toolbars 3
Zarmula Ezr

aoakus Ear

S=ader and Foozer, .,

Jommenks

Jaskorn Wews, .,
=l Gereen

a0, .,

-
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@ Task Pane (Ctrl+F1) :
Task Pane On/Off $dl M1 GuALA &.
& Toolbar :

AL sHLSHl veeall Toolbar on/off S ASA &. Sl ¥ Toolbar on €3
a-l a1 - [v] mark ldl YU ® AU d screen U2 HE ASERL O.

e

Bk | P

Tribae BRI % 5

bk Buners

-+ | Porreia B et

FrBy CortrolTodhat

ey 40 RIS 0 iy

i Extemal [y

Cuistors YRR Forks

R S Formuda fudiing

okttt s
P
PrmTaba
Frotection
Banaara
Tesh Fore:
Tl To Spesch
Vieuud Basc
watch Warkea
wet
wordst
Qorars...
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o

o

Formulabar :

AL sHLSHL ueeell workbook L 2Alell GUR i MOMI ®$d formulabar A

on/off 31 ASlA O.

e s

Bil|E

Ko

G

135

PETEX IR

i
o et L BLEH]
] T G O ) T R O ] K ==
fl ACTUNIV
1 IACLL D WAME  WeORD  ETTE. PR T FRERFGE WHHIK WA I STATUE GRATE
1VHAE o0 -] o) & 2] Bress ST
Z.AMGAL e 1] = [ ! mm o X PATR o7
3 CHRAE -] E ] B =0 k] ES E e 43T
I HEPE m ™ - (L] 41m = FAL FaL
S ARy L] = = 124 S0 a5 HPASE  Pass
Default formulabar h 5AH | n m H 1M iR i SRR MO
. T AERHE = & = 168 S m &5 SEPATT  TEQCRD
dlSplay screen Ul HHHIL = = M 1as ETET 5 CEPAN MR
Exl|
2 v
e I« ]
CrES R

Statusbar :

YL sULSHl Hegell workbook L Alell AlRAAL eLoMi ®dl statusbard

on/off 53 ASRL O.

toml | Saed

fab Sda . Sedwm o

ik sn B EERA e A EE sl
= =2 RIECD
B | R E BERES] o [ H J B ET -=
| | ACTUNIV
3 IAOLL WO HAWE  WORD ENCEL PP T2TAL  ANSAGEE WRFLW H.lhu.‘i.luii'l.ﬂ.'ll.i BREDE
_T_l 1 ¥RAT 1] o AT m 'S!iP-‘EE ST
| j=r =] N [ bl i) 5 a7iPads  DeT
ER T CFRAG w n /] e | mn (] MPAST [T
6| A MOOPUR ) E » 14 #m M S[FAL  FAL
v I * KA i ik kL 1L wHin . rdiHAKY ary
4 | E RakL LE] (13 £ i a7 #H TaPasE EECORD
M| Pl o i S Hh 1L i 101 A rhjHARS b g HE (]
.:_?-E £ PRIFLI 4= = B 175 7 # THiP4gE EECOHD
1.:!i
K]
1]
15|
Statusbar i
17|
i
2
Pl
il
| o4 b, Channd ; et Cham e »
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@ Header & Footer :

% Text L €3 Page U2 Display $cl €la dd €35 Page U2 - @uldi
Header - Footer M[ dull Adlell d €35 Page U2 Display 2l . M,
% Text 1 €35 Page U[ BUR %1l Sl d Header - Page M A
Bl Sld d Footer i duidl.

View — Header & Footer U2 sdls secti -llA ywoiq
"Page Setup" < dialog box ldl HUl 8.

.
\\‘_...-_I i
[ H
: | [ ZFxe. |
e R e
“mh-
W= H -\.-|
e

Header Aludl sl dl Custom Header ldse s Ad %l
footer Ul Sl dl Custom Footer U2 SElls S Custom
Header W2 sdls $2dl 1A yotd dialog box slal “wal. dul
date, time, page no, file name ddR buttons U &. d-l
U2 sels sdl d apply el ©. Header =18l section i divide
s o g 8.

inbar [%| - )
L R PR S L A o R T R o e i
Tol-sztmoce murzen, cxoe s Hepetu b sneve of k2ooans cx e e |:
K on e o s e b b s e s pee s abeen | s
(O D T TN P el W DT S | BRI TY (T IR B R TR PR | . ‘ =
peanmll bz el cEn AR m oW
A a8 Ble [o(2)E] (@]
Lt : secthc - Cefiief 5241 on: E o setic-
lra R e
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Header i type $3l OK uR click
sl {lA ywotdl screen I
Header display 2ldi OK U2 sclls
$dl o worksheet [ apply 2l

9. ———

& Comments :

AL sUL-SHl Hegell Insert menu

Al degoll add $3d comments
AT ASRL B,

Reviewing

d %) _J_J| S5 A | [F Y @j| ¥ Reply with Changes, .. End Review..,

@ Zoom :

AL sUl-SsHl Heeoll screen BU2 sldl YWl worksheet L size deldl ¥
geldl sl 8. wASl Zoom 10% ol 400% Yel-Al different view Hi w18
AL 8. ASL ¥ cell range Ul zoom S SlA d cell range $3L zoom

selell dedl % range o zoom 2.

View — Zoom U Sdls
sl zoom o dialog box
sldl Hul.

ACTUNIV

1
d ROLLWD MAME  WORD  ENCEL PR =
[4 vumaz | u 1 Ex
| 4 > 5 45 &
|2 3 CHIRAG Ln B3 5
| A 4 HOHOF R A 4 24
7 5 HIR &Y 43 45 54
| =) ERELNIN =) a ]
3. TAEEHA 53 58 I
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B EALH AW

Zoom Set 31 OK W?
sdls sdl Al Yot
screen %ldl {Wal.
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Insert Menu (Alt + I) i

Colls. ..
@ Cel : fomes

UL sHI-SAL uegell worksheet Hi Sl§ ALSA Row, rkshon
Column H{ cell -l range insert $3l sl . iy cho.

Insert — cell U sdls sl {lA yyof M= k
"Insert" dialog box 9sldl HwQl. Al22 Option
select 531 OK UR sells scli Cell insert oLl ©. ,-;.| i,

Insent E] \ B Hypesink . Chil-k

&
Insert 4
() shift cells right )

O Entire pow —/'

() Entire calurn

[ K ][ Cancel ]

& Rows :
AL sULSHL Hegell As deldl AS Sl e Rows insert $3 ASRL .

Al Ueldt worksheet Ui Fecll Row Insert scdl €l d UHIEL %33l range
select 531 "Insert Menu" H{ "Rows" SHL-S select $2dlell <33l blank row
insert 2§ 1AL ©. Row SN2 cursor position 2[l GURl position UR
insert ell2l ®. AS worksheet Ul 65536 Row sld 8®. d dedl efl uig
data ullell transfer ell2l ©.

& Columns :
AL SULISAL Heeell As weldl AS Sl e’ column insert S ASRLD.
Al uel worksheet Ui Fecll column insert sl Sl d UHEL <33
column select $3| "Insert Menu" M[ "column" select $2cllell <33l blank
column insert 21§ 1A . AS worksheet [ 256 column Sl 8.

@ Worksheet :

AL sHL-SL Hegell Adl Blank worksheet insert 3| 2SL ©. Default 3 sheet
open €l &. ¥l Insert worksheet lUcli sheet 4 current sheet -l left
side insert el ©.

2
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Al w2 "Insert Menu" H[ "worksheet" SHL-S select $2dlellscreen GuRe(l
Active worksheet &2 21§ 12 ® dd 4dl Blank worksheet 2ildl
AR .
Chart :

AL sHL-SAL Hegell Active worksheet Ui select § A€l sheet [ select $Ie
data 4ol A4 select SREL chart Yol chart oi-ldl ASlA B, YwU A type
Al charts ®. (1) Standard (2) Custom types

]z peoEn g g R e g gr

AT TR I T A . AL e Sy [ WL Y |
| v O T NI o |
Q - n o a r r i n 1 i 1 B
Al uaM data . ACTUNIV
| %l '
o Hm . M R Rt [ Lah (LB MeEHTAE RS WL R BT U WHAE
SeleCt 82 %rt = Bl £l A = ™ e (13 aTren n—
4 L H L Ll Lo - Lol =" R Feay
Chart ("Lrtl.q.q.l b LH R H E Lo ) L2-E L] e B (FH
L= woor m L5 A B anm o fa ] r
él?,'_ ] ol » » % & amm an aypms s,
: %, » » £ o o - L P
= e E) E) Lo L] LL-L11) e o P L, FRA S 1)
Lo m. Lyl T i w am 47 ™ rRTS oy |
|

ST TN | Cumbare Typan

Chart mib ez

Insert — Chart W sdls sdl A ywoiq

chart wizard open ell2l ®. di %33l chart
select 531 Next lUl. Chart 3l gwul df
preview %slg €l dl Press and hold to view

1 REE
ol |
Ed

Chuatbanad Cohn. Corpanes wabuss scroas

et

| Prorss encliodd ba e ke

|t

sample U2 SCls Sdl sample oldld ©.

Cancal | T T

3

&>

(8
Data Range M[ series H[ Row &
column select 31 next U2 sells
$2¢. Series [ chart column
Yool o select 59 AWM sRclell x

AL y A&l value change $3L
AslA 8.
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arnar

| et |

Lt |

RellE Gridlines UR click SRl
major ¥+l minor gridlines (Ll
Hlel Uldl) Hle-dl settings 53l

ASlA .
Foar | vz | dwr ) 0 | Dvmabac | et
e ACTUNIV MARKSHEET
o

QUROLLE Data labels U? sells $31 %l
chart H[ lable dlucl sl dl Ao
Option select 53\ labels AWl AsLAL
®. % chart Ald & d-l GU -IM,
Marks, 5 [Qu gafaal 12 Gulal
2l 8.
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r FL. LM AL ACTUNIV MARKSHEET
ETTTO -
P (X
v i sl

o i 4. L | ™

- .. |
A b_?t-_-:.

ettt

(& title Ul chart o title
AL x ALy 5z Al AU
AL AsRL B,

Zald Clea 1 Opting

won = Liged | Deeliser Deslsbs

P

Ve il ACTUNIV MARKSHEET

e
TEsRE = H
fr==piny 1 1 =
=V g S = 2 la=:
Tormadee H Eﬂﬁ a;-l;---

" E H
'a.“.' i

QUROLE legend UR click Sl
legend ( sAL sd?, sAL (A
gald d box ) 1 58 position U2
G B, d 53 Asl B.

ACTUNIV MARKSHEET

.

sdl dd % data <l chart
oAl ®. d-dl data d chart
Al2l table AWML Fldl SlA dl
show data table select 829; Next
R sdls 52



Chart lacation H{ dM? chart S insert SRl ® d Y® 8.

As New Sheet : 2l Option select
T — | 5cli chart AedL sheet M 2w B,

] ©ompen: | Er— AR EWRA D

E TP e -] | As Object in : il option select
$dl chart active worksheet [ 14
B, Wg d oRleR B Asldl il

219 option select $3\ finish UR sells 59 AU[E As new sheet option select

[(ore ([ cos | |_mnr

0 SymbOI H Gt | Sgeil Charachrs
ok Fnamal owt) e Sybget | Cureney Fmboks v

LA T T T | F £ P 5% =
AL sHsAL gl LA Aal Symbol | Ll Ll L E s e
insert 530 sl ©L. T eANE -7 V=[N I=]#
sls[zlo| [[[J=[T]c [FHFH]T.
: i €[z ¥ [e[o[mx[#]<[2[~ = [u]a]p
% cell 4l symbol insert p— P e [ e
sl Sl Al sAR Al Cep =)

Insert — Symbol

UR click $2dl

A2 symbol select §3L [t ] UR
click $cli symbol insert 2Ll ©.
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Page Break :

AL LISl Hegell manual page break insert $3L ASLRAL . AR worksheet
Al width 5 length d&R Sl QU ¥l worksheet Al HAI A2 HL2LA
sl BUR print s3I ASERA .

Ad :

Worksheet % position BU2 manual page break 829; sl Ul cell pointer
a8 S "Insert Menu" {2l "Page Break" Option select $dcllell worksheet
horizontal A4 vertical border L uegall AR ML dSARA sl HUL
8. AR ¥l worksheet o printing SRAML A R L worksheet AR
AAIL AL page Ui printing 2l . L BURld worksheet HI AL insert
$odl pagebreak 1 "Remove page break" s{l-s-l ueeell £ s3L AslA B.

Function :
Function A pre-defined tools ®. %+l Heeell sl AlssA 2ALBLALs sl 53
ASRL ®. FdlL 5 Sum, Average, Minimum, Maximum, Count dd\3.

Insert Menu [ function GUR [#= i
click seatell A el Wl | vinis e

e b

dialog box Ui\a 8, Al BuAd T -

AT

toolbox i fx GUR click Sdlell | fs=w

L

ugQL A% dialog box yd 8. :TEL,............,..,;,_,
J-z__;.#" Pl 4 - |
Bu? ealdd dialog box M[ search for - )

a function M[ Function d@vll GO R J#»
sels sdl 2AlEl AslA O. Category M = J
list 4iell A9 category select S2dlell
select function *(ell 2Al%A function

select 53\ W Click 59.
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€d el YEL functions A AMwAL HE AW A eAlddl BerswllAl
GuallaL s31g.

[ = K
I N | e o] =u [ = ] [ 1 3 o,
1
21 w1 Tar T3 1) Tats
1 B W WT uE T
4] WA W B T A
Bl MM EE W S s
i XA W% mN AT PO
T e - L5 b -
Hlm
7| Com
L L
11| e
1} | Wirirasn
1|
i
W,
L]
Ll
W,
".
F
a1l
?J‘_
- =
o R LT P In w|

[ | Sum :
select Sl cell Al value -l AW $AL Hle AL function -l GUALIL 2L
8. Cell Al range -l sum A& 3d s3I AslA O.

(i) Function Wizard 4l ggell
(1) B8 Cell Select $R.
(2) Function Wizard ¢le GuUR click $31 %2l {1 UM dialogbox &ul2l.

E Micraecd Dazal MATHSHEET |= ;F 14

_.-I: B gee Jum fgue T [wa s mm Py o S S 0
s il bt Bt o R E ol pad e
e HLEEE WS R I T i T ::n-nl

it T
L | e T I T

e
= s LR RICETE T

3 PRI TTT M ey '

_':-' g FTT I':pl-cl:luu ot O o ik o St oo o e hen B :

£ E= T == ——

T o e R FL &

T ELL WY Sabye! hretiny

L N SN =

R regern

A7 | e e by |

11| s par et

SHLLLFL B

&} APtsebor| ot

iE R M T i b g O Sl

s

17

i Febor fercioy Frarl

i fee=

=

A

=

2 — = xS = -
T4 B W Crertl et { Sreet] ) Geed |= |
+in
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(3) Sum Function Match & Trig category M[ %ldl HWQl. Sum Function
select 830 OK ole WA s el 1A uHldlg dialog box ldl HWl 8.

(4) % cell M[ AR s €A d range RAse s2A.
(5) Range IRl Ul OK w2 sells sd.
(i) Standard toolbar H[ell ¥ sigma Function -l GuALIL :

_-_5!'!-!-'!-:"-—- oW
[ _— i e B e e in i i b =
CE R Ry W A T AT e Y |

B3:E3 cell [Adse s3l.

Ll 2 e ) L 1 -
=] AT TN L LT Il e |

_I._T.Tr-.-‘ S (- I ML VA0 C | [ ] [l L |

Sigma Button () U Lo

$dl selection i AS
cell qell Q. - -dl
cell Hl Result =sidl
Hual.

"EIESRRESST

H ;
‘QJ Rt =T In il
o i mrr

[ | Count : YT Rl & i

Al function 4l Hegell ¥ cell -l Range select sl Sla d Range I
Numeric Value $edl ©. d 20l Asie 8.

n
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Function Category [ statistics category Hlell (Adse s Fell
1A Yot dialogbox Euill.

" r|.I._AJ"-ﬂ,ﬁH—.1 .-" = RN

QEEN S T e
=LOMINT B8

e A AR

_ n & | ol E | F- ] 7B ] H O} T ] 4 ]
1

] cir i {FIl] [ritc] A Tanal

5| Am 500

Ll x 3eW

5| e 1Es

A — e vorue s | T |~ 003 740 255,11
B (Toiw i gt -

[ |Cewm [T =y

1 | Bemra ot rearbet of oM Ehat condkin resnbait and waebin sl the b o skl
1'| Pl i s iiem

12 Mrirrum

3] Wbt b v 1, a0 1 o 0 et that ianconkan w el b
| ALY O RN TyDes O (AR, DUTORl TnDers & Dnied.
15

15| Pormuds rek = a

ir

B tisinan e baclian

£ =
13 |

3

i

Cell Range (Aase s3 UR click $2d.

B  Average :
Al function -l uegell select $3e cell Al Range Ui % value sl d-ll
Average 2lEll aAslA B,

Function Wizard
: open §3 statistics
sea13uell
Average [Rlase

B rmichy e mr-i-fh m-ﬂlwh mﬂ -

T dEE s | e s et ok SQCU. "n.a. g ( Ol-i
TTain i :
lr“.-w : : i it i for e (R AR p dlalog box %{\l_cu_

A3 vk vt Fmidarradl w 4R

121 [repr— Ce Jloemnd T&p I'LU].Ql
= Range Select 3l

DA sl

Result ¥wal.
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Maximum :

Al Function -l He€all cell 4l ¥ Range select $31 Sl diell 2lell HsdM
(Suct 20 8. ad-l M AL steps &AL AUL.

S A e ke —

i

Tty aEcExs

?:.
:
:
!

Function Wizard Open
5. Category Hlefl Max
(Mdse s:A. Range

Riase s?l

WR Click 529,

Minimum :

L Function 1 Maximum function 2l (dldge Opposite function ®. d e

Range il 2Alel -l value 204 ©.

i o e

Fyret Tk [s vl beb
ol TRGA = AN I W N )

| o I LE

Function Wizard

L =B T
8 S I .

Open 53l category |

:
Y{ stastistical H(ell 7| : :
) R
Min select sL. |5 i e
Elud | oicE
9 Cowrt H
| bworin a0 L
Range Select Pigturirm

1

il
- 1E
AUl Result g
gldl HuL 8. i

E F =] H TS T
raniderd | mrd [~ posa 0 e
Mt Pul=

Anoumd thet raalat nissbeld b it O b Jorenas legeal pal arc bt

Pl B | e b s L1 30 wanbers, ey ool Bk vk o

bt

-l

hor which wod RN the e,

|
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Discussion of Some Useful Functions :
Excel €38 category ¥dl § -{oRR, s, ¢{A[d, Financial, AisslaALA, date
A time, string, Lookup and reference, database 4913 (& €QlL 6i&ll Function
YRl wsAl 8. udg oéll % Function <l AAL a4l 2usll WA AxA el
dl AL Session Y3 $cll uSdl 5edls Hetdl Functiondl Al s3A.
If():
Al veld condition R Ul condition AR €l d HI true value A Wlél
Sl dl d I false value AWML AdAld ©.
If Al G2l value dtd formula GUR condition AS $aAL HIS 202 .
Syntax :

IF (logical_test,value_if true, value_if_false)

Explanation

Logical_test : SLSUCL value 5 expression SIS A3 © AU d AL Atelal Wl
SENCER:

Value if true : %l logical test AL €l dl true value QUL & <%l logical
test ALRAL Sl - true value omit 53 Sl dl TRUE elU 219l Value if true
ui sl8 sfal sl as.

Value if False : %l logical text Wlel Sl dl False value AUl ® i %l false
value omit $°@ Sl cl FALSE el8U 29, Value if False ¥ 51§ sijal &l
A5 .

Example

AL BeLeRML A10 Cell value 100 €l AHed 5 logical test ALRAL €12 dl B5
: B15 cells 3=+l sum 2ll2, €ld? Logical test False Sl dl Blank cell (“ ”)
empty 282l

= IF (A10 = 100, Sum (B5:B15), “ )

____________________________ Ch
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1A 20 Worksheet Ui {lA BelswL .

B Micraroil Ex B
[A1pe ot Men [t Pumet Iok Date Mindow Heo

wul - Bopk §

. EC ST [ A
~lai

N P@o SR bh@dT-- |z ati B -0,

Ixn.al

sw B Sy EEEE 6w, MO EE -4

% d Hldlf e over & § el d Wi formula @ull. Formulail text <{lA-l

Ad duRl 8.

o5 z =
A 5] iC ] b E | [ W

P e Acteal Expemses Fredicied Exposses

2 | S oy et L 1) 7m

| 4 Fefirusry 140 1400

4 Marcl 400 %

| 5 |

[

e

o

2

10

1

|12,

13 =
|14,

15

1B -
7 St sheete et 1] 1 _;EJ
Faady [ | I k|

= IF(B2>C2, “Over Budget”, “0OK") equals Over budget
= IF(B3>C3,”0Over Budget”,”0K") equals OK

[ | Nested If :

8RRl 5 Averagescore GU22{l grade AUl & dl dA-l Hie 1A table il

Average Grade
89 ofl agy A
80 2l 89 B
70 @il 79 C
60 el 69 D
60 el et E

dl d-l 4 1A Nested IF function dludl eslL.

Sardar Patel Institute of Public Administration, Ahmedabad



= IF(Averagescore>89,”A”,IF(Averagescore>79,”B”,IF(Averagescore>69,“C”,
IF(Averagescore>59, “D”, “E")))) BuR-l GelsWML o{l% If statement-il False
value MelH IF statement 12 ®. %1 IF statement-l false value cflal IF
statement IS ©.

GeleRWRME 4Rl § uddl logical test (Average-89) ALY sl dl True valuedi
“A7 2lSY 2l A %L USEl logical test Ullel € dl ouSl-l If statement AS
5L

Note IF function 7 nested if x‘g&ﬂ true value ¥ false value argumentM[ ALYl
A5 8. AR value if true A Value if false evalute 2Ll & QU if AHI AWl
value 28U 5 B.

Look up :

s condition AUl Ol AR &RNAR Ald2ll deR condition AS sl Sl
&. IF condition-l HALEl & ¥ Ald % condition dvil ASRL &. AR IFH[ Ald
condition dull &L UR UBL dlALM 8l dsdls uS 8. (ALl gl 5 FUR

dHl YURL saldl sl AR 3dl uRRald awla dl ddl e look up
alternative ©.

Table-{l situation GUR &R AW ® Horizontal ¥ Vertical d UMISL HLookup
() 5 VLookup( ) -l GuaALoL 2l 8.

Vlookup function tabledl Stofl cllg{l slen-l value 2lld & A A % rowHl
1AM table &1L column value @AW . SLell d2s SlAM-Al HLEldl ML ARuiHel
Sl €l R Vliookup-l GUALIL 2l 8.

Hlookup table & arrayM(ell Bul-l Row -l Value 20¢ll Same column*i value
elSU 53 ©. AR tablel topHiell Data Locate 53| Specific row sldM[ d
8 R Hlookup-l GUALIL 2l 8.

VLOOKUP( ) :

Syntax :
VLOOKUP(lookup_value,table_array,col_num,range_lookup)

Explnation (AsAA2)
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Lookup_value : Array -l usdl slam 2edi-l value Uell reference, value
5 string Sl A5 .

Table_array : (el data %ldldl €12l d table dM( range 5 range name-l
BURALIL reference d3¥ S3| ASRL O. FH § database 5 list.

21 range_lookup true €9 dl table array-{l Uecl sldu-l value ascending order
Yi Sldl A, -2,-1,01,0,1,2,A-Z, False, True -€ldR Viookup AR value
Acla?l el %l range_lookup false €12l dl table array sorted €l %33l ell.

Data menu M(2{l sort option &2l value ascending orderl 20&6dl AsRL ©.
Table_arrayl first sletM-{l Value text, {12 5 logical value Sl 5.
Upper case - Lower case ¢l Uil % 9.

Col_Index_num : table arrayM{ HA 2ldl valued sleM oiR 3Ly AdMi Atld
® table array-ll WelH slday 12 1, ol sl M2 2, A UMYl value AUAM(
Al O, %l Colindex_num 1 20l L4l €& dl vlookup #value error oiclld &
AR %l table arrayil sldd $cl Hlel ot col_index_numberM[ dWdiM{ il
dl vlookup #REF error oicld 8.

Range Lookup : Vlookup &lRL A5 ¥ approximate match 2ldl value LA
8 d el logical value &lRL Specify ScUM Ald ©. %L AlSSA match L %Ll
YU dl lookup_valuedl Ll valuel usdldl Ml value elSU 2l & A
%l false sl dl vlookup Als5A match HUA © A AL HUL dl eror #N/A
odld 8.

= ¥
dlé : ¥l Viookup Lookup_value il l&l dl < range_lookup
[ ALY €ld dl look_valueell il § equal to valuedl Gyl 52 8.

table arrayM[ Aldcll usel stamAl Al ALl valueall lookup_value il
Sl dl #N/A Hwal.

%l Vlookup &2l lookup_value Al HUL ¥t range_lookup false €12l dl vlookup
#N/A error oldldql.

————— i P T T P A e — —— (15D



Example :

gl 5 AL table M AU average score BuRell grade Aludl .

Average Grade
89 ol darR A
80 2fl 89 -l ax B
70 ol 79 dl 4 C
60 ol 69 -l 4 D
60 el et E

ALl (50 Worksheet Hi 210 Al -l tabel ot-ldl.

Seriesd €Ul il vllel ALd 5 U data lookup value ascending orderti
®. sd oAl answer duidl Sl Ui 1A UM formula elSU 2.

= Vlookup (B2,$G$2...$H$7,2)

Gur-l s1Rfl ldl WA 2la ¥ array rangel absolute address A B,
%2l copy function 531 ASLA. %l relative cell address dUUE Sl dl error
result Hi slal 1wl

HLOOKUP ( ) :

Syntax :

HLOOKUP(lookup_value,table_array,row_index_num,range_lookup)
HLOOKUP -l GU2lloL horizentally lookup LUl HIS 2Ll 8.
Lookup_value : Array-l usdl slam-l 20edi-l value Ul reference, value,
% string €l A% ©. ousl-l value VLOOKUP Hwoi 283l
ABS( ) :

AL functiondl Heeell sLOUBL ANl o1 WHléld {eiul olecl asla B.

€l.d., ABS(-23) -l edlol 23 Hwal.

MOD( ) :

AL functionl uegell Remainber (An) 2Alel AsLA O.
€l.d., Mod(37,6) sdlot 1 Hwal.

____________________________ Ch
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mINT():

Al Function-dl ueeell s1§ ayeuls do yaulsul $dl asia o,
gl.d., Int(25.99) sdlol 25 HWAl.

m  FACT() :

UL functiondl Hegell SIS ol factorial value 20l ASRL &. FU & 5l
factorial value {5*4*3*2*1} = 120 2l9l.

€l.d., FACT ( 5) %dlol 120 1wl

B POWER() :

AUl function Al Hegell 5§ Aol elld dedl elld d el As B.
€l.d., POWER(5,2) %wdlol 25 2l9l.

B  SIGN() :

Al function -l He€ell numberdl sign el ASA . Ae@d 5 %l number
positive €2 dl dlot 1 YW, %l number 0 S dl wdlel 0 HUVA A ACR
negative €9 dl wdlel -1 HWl.

€l.cl., SIGN(-9) esdlol -1 Hwal.
SIGN(0) cllot 0 HWal.
SIGN(9) alot 1 Hwal.
& Name :

AL SISl Hegll B HUEAL dlFdlR %32 usdl €12l dA shortname AUl
add sdlefl, s wAR d UUSAL BuR Bsuell ¥Y Sl AR ¥ ASEL O.

PRI [N e Pae Fyas b bee W s aEm
FAINT U I TR I TRTN T Al
3 den DI T T R i 1 ALy

) '! ’l'll-ll‘-'-:'ﬂll ST IF [ T e T ) N LD P T

7 O N I A . B N VS T e N

ACTUNIV
Leg e g Wik PR FA TOTA.  MelFRACE AAAS Rieacad i TTATLS GRADE

Al wet ¥ WRA Define [

L = " any L1 H WaEn ped

o < S <~ S v I

sl sl dA select s3U. - N T 1
|l A ™ m - AT e m meraE ERT
n » i » u ™ ™ L B a4t LT B iy

2
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(o= dialog box ldl Ul 8.

Rahars pa! h

mSheet | HRAED: §RES, Sheet L FAES 4047, Shoet 1 AN H0R |

%]

BT =
EE—————
. g et B T L

AL Ad define s short g o' """ e

name formulabar U2 d s v o r o S e

name select $31 click 1 = T

L|._|._;'l-|-
slll d define sdl @
name W2 %8 ASRL .

4

=

|

A

L P LS ST e

Basd g i | b | W

%
&
ERl e

Insert — Name — Define
R osdls sedl AL Yol

A uel U2 click 520 2l A A define 219l

& Paste :

AL LSl Hegll B HUEAL dlFdlR %32 usdl sl2l dA shortname LUl

add sRdtell, 831 AR d Ul BuR »suell ¥g sla AR ¥ wslA

@ Create :
UL sUL-SAL Hegell slOUQL name define (create) $31 ASA B.

& Comment :

AL sULSAl Hegell AssA cell uR SIS
comment Y5l sl dl 4§l asiA 8.

GO ——— G T S P R A e T

B.



*_Illih-l-*!-—nv—- Y I

oo bl e B b BB -

e AR FABMAN IS EF -'."'"I
Insert - comment W2 sells .~ " T e T tE
53l comment type $3L 0 = [ | i & o o n
ASL 8. == =
A
g =
. . Irest |
& Picture : ey
UL sHLSsHl Hegell Active Worksheet HI i
sLS RAssA Picture insert s3I AL 8. oy -
‘.'_:li.-\..
& Diagram : =
Al e-rma. e,
AL sulsl uegell A ddl diagram | e ~ E
select 531 oi-ldl st . e
‘1 Dhegan... & B
. Blumne ., oo | gems
. E IR T
&ﬁ ‘ ) %" shd| S o3ancEon T At

Insert — Diagram U2 SClls

A& ® . sdlell diagram gallery i
R *} AloY  diagram select

sl OK UR click $9.

AL SULS select sclell Al
Yool dialog box sldl HWl 8.

FUell % application select || ..« o
s3% o application <l open || Zu] e
d3l¥ store s3I ASRL B.

c_____ _ __
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@ Hyperlink (Ctrl+K)

Hyperlink -l Gualol As
sidal ofly sl link
sl M2 el 8. Internet
Al €3S webpage
Hyperlink ANl sla 8.
Hyperlink «l d&? usdl
GUaAloL webpage oi-lddl

el Ackchum

1f Far arvp ralasan dee )

TEL | S

IR el 8. dl sHUsdl ueeell SISUQL cell ¥{ Hyperlink 38l asia 9.
eldl SIS select sl Hyperlink + edit 531 ASRL O.

Format Menu (Alt+0) :

@ Cells... (Ctrl+1)

AL sHI-SHl Hegell Worksheet Ul select SEL
cell jj Alignment, Number, Font, border

AR oedl s ASRL B.

select 3.

......

[yTE

X
L L e e vk e A
T.=tn FTON T R TTY

Al Ueld ¥ Range 4
formatting $°¢ sla d-d

-
Sardar Patel Institute of Public Administration, Ahmedabad ou

Farmat

|§| Cells... Ctrl+1
Fow k
Zolumn 3

Sheet *

AukaFarmat. ..

Zonditional Formatting. . .

I Skyle. .,

Format — Cell W click
sedl A Yo dialog
box open =2ldl uUedl
number option open 2l9l.
AH[ ¥ number format set
G sld d s3I AslA B,



webs | Sowewd | ek memr | Fakeon o Cmeser
it we !

lRelle Alignment option i At . .

alignment set $3L ASlA . o - B e
s pitom -

Idr k1", R

I+ b
[T

e Shrink to fit :- il Option select $dlell cell ¥i{ &€l contents Yol
automatic cell -l range 2§ U O.

e Merge Cells :- 3§ $dl delR cell 1 AUl 531 AS cell of-llddMl L
option L GUloL el 8. Fedl cell 1 merge 5l Sl d select 53l
merge cell select 53 ok UR click $cli merge cells ldl UL ®.

e Wrap text : %l 3§ line Ul dull8l + Ald dl d ol line U{ transfer
oA A B,

] A

Font Option i font, color,
size, style, underline set 53l
AslA 8.

] [

Border option ([l border il )
style, color apply S31 ASRL |[e. " -

N :ﬂlﬂ
iy -

2
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QURCLE pattern option Hiefl
backround color apply 3l

ASlA .
“ Row : Farmat
. . . . @I Cells... Chrl+ 1
2l Option iell Row i Setting _
| Row Plt[ Height. ..
Sé]. ASLA fb Calumn 4 AutoFit
Sheet 4 Hide
[ | Hight : AutoFaormat. .. Urhide
Conditional Formatting. ..
Al Option -l He€ell Row -l e

height change $3 skl 8.
DeTep

% Row UR cursor € %¥H[ Row height box i 233l height type
53l Enter press $dlell row l height change $31 ASRL ©.

Standard Row height (12.75) €l2 ®. Row <l Height 0 2l 409
Yell AeR 53 AslA 8. AL 0 (YA) value AHULY dl row hidden

oS .

[ | Auto fit :

Al option -l Heeall select 53 row -l height d-l font size UHISL

Automatic fit $31 ASRL O.
m  Hide (Ctrl+9)

Al Option Al Heeell selected row A hide s3I ASA B.

®  Unhide (Ctrl+Shift+9)

Al option I Heegell worksheet M hide $3@ row A Unhide 53l

AsRL 8.

QD ——— G T S P R A T T



Column : Format |
0| Cels... ctrl+1
. Row 3
. WIdth N | Column P||.(.'_.|,. width,..
Al option -l Heeell select Shest > AUtoFi: Selection
53¢ column +{l width change el S
Conditional Farmatting. .. Unhide

s ASA B,

I Style. .. Standard width...

"Column Width" box i @33l width type
53 0K U2 sells Sdl width change 3l
AslAd 8. standard column width (8.43)
el ®. column width 0 2fl 255 el
enter 531 ASRL .

Column width:

[ (o4 ][ Cancel ]

B  Auto selection :
AL option -l Heeell select $3e column [ REEL €35 cell Ui content
1 %S Asld O. ddl minimum width Automatic set $31 sl O.
B Hide (Ctrl+0) :
Al Option I Heeell worksheet H[ select column < hide §3l
ASAL .
B  Unhide (Ctrl+Shift+0)
AL Option -l Me€ll Worksheet Hi 2UGB hide $3cl column - Unhide
s AsSA B,
B  Standard Width :
Al Option -l Heeell ol A2UB column -l width Ui $sR 5 €l
dl d Width 1 change 83| Standard Width (8.43) $3l Skl ©.

Sheet : Farmat

& cells. .. Ctri+1
Row 3

Column 3

| Sheet 4 Rename

AutoFormat, ., Hide

Conditional Formatting, .. Unhide. ..

I Style... Background. ..
Tab Color...
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Rename :

AL Option -l ueeell select S sheet 5' A4 change $31 ASA .
Rename UR click $cli Active Sheet Select 2l9l. dMi Sheet § % M
AN sl d dudlell d AL sheet wldl HWAL.

Hide :

Al Option L Hegell select 53 worksheet hide $31 ASRL .
Unhide :

AL Option <l Hegell hidden sheet o list %1 AslA B. FH[ ¥ sheet
1 Unhide $aldl €l A select $31 OK ug.

Background :

AL sUlsl deeell sheet L background Ui SIS picture insert $3l
ASlA .

Tab color :

AL SUIS UR click $2cl active sheet A color apply $3L ASRL ©.

& Auto Format :

AL sHISHl Heeall worksheet Ui select $?¢ cell range 5 table <l format
change $31 ASRL O.

Format

| Cells... Chrl+1

Cell Range Select $2U.

Baoww 3

Calurin

Sheet

a _:_‘#.;." | AukoFormat, .

Format — Auto Format
U click $dl dialog
box open 2l9l.

A% format select $3L 0K e e
UR click Sl d apply &6 | s ¢ ¢t Ty
A B. T
____________________________ Cn
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@ Conditional Formating : il Option -l €&e(l current worksheet Hi conditional
wise 51 data - formatting $3| 2512 ©. Formating $314 2192 color, border,
pattern set 53| Sl ©. Data | Maximum 3 conditional formating A1l sl .

R R - T

Format — Conditional
Formatting U2 Sells sl 1A

L= il B R AR BN e o
e T

ACTUNIV

N_Lis‘%, :m""“ti?jw:vm;f- Yool dialog box open 2l2l.

o
Dw

P T e g a— n al

Range type $3| format U :'fi@:i_f"‘”“""“"#‘u:H‘““"—”'

SACEEHE]
AAFRLEL

R
4!

&
W
r
L
X
Fal
4

sells s3l A9 format select ‘1 e _.pf‘E,Tm;;.---;m-
. T p— T —
s OK WR click sedl A | = o % E o o
yosol Result oglal Mwd. b v B & F R B S
J E-;.:---'_ﬂ=“-'p‘:‘m11l—,rpw;,‘ = I-I.“

Stla [*]

e — ] B L L
I e Al option -l Heeell selected $°d
[ olres Sowes, Extoa e [ | cell M[ AHAIL AHAIL style Al effect
Fae s AL Astd B, u[E Adl style Add
dEEET G ugl 831 AslA B. AA delete ULl 531
S sl .
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( Tools Menu (Atl+T) :
Touh | Dals  Window Hel

fpeting 7

Rizenich.., ARCliek,

Ewmor Cheoking

Spensh b

Ghmed Wokspaoe.

Shwe 'Wakhosk .,

Teook Chesgeas 3
npaie and Mege Wakbaski

Peoleaion b

U pline Collaboasan k

Goolbeek .

Lopnanus.,.,

Fumrala Auditing k

H..m, ool s

@ Spelling (F7) :

AL sHI-SAL Hegell sheet Hi Als5A word -l spelling check $31 d-l oA
4dl word replace $31 ASRL .

sl Enwlisl L5

Bl Zala vy
Fx2-1 I B oL |
C 1A
Adoooc Dizders

Qv
T - . |
= Ler| LA g
Pty _
F3Lh3 A
s =
e - A e |
Folvwrebn jugz |E'.cl5'|l;_ ] ""l

rrirs. Ly i

A& change UR click sdlell selected suggestion d cell U2 replace el
8. du Ignore UR click sdlell d cell content A Ignore $3| next cell
UR pointer AW A O. w[E add UR click sclell library ui -dl word
GRI aAsl B,
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E -
Research : %

Tvwreh Far;
AL sUL-SA Heeadl SIS aoeAl Aui-Lell ooe el ASRL L —
8. A ollay el AUMid? ULl s3I sl ©. Bt - | @)

Vv deud fo ok pn a
vanafp of recparch ang
L

et can o press ALT ang'

ol A e o BUANT 8 reansh,
=3

':1 iat wervces oo
P bt opd s

W, Reseanch opiions. .

Error Checking :

AL s1L-sl ueeell sheet Hi wUel formula Ul SO e Sl dl d el
YUl asia 8.

Speech :

AL sHL-sAL Heeell excel Ui voice recording $3L ASRL . AL HIE dMIR
microphone -l %32 u3 ®.

Share Workbook : Shire Warkbook
AL sl Hegell AR AS Sl 17k | diarend
ag user 1 computer GU2 S 5 e e o e SIS T

Sl AR ollwl user df UM add
$3 WelH wuser 2Alel worksheet
share 31 A5 ©. Al SULSAL
GUALIL network H[ 2l 8.
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@ Track Changes :

. nghllght Changes ° [IiTrack changes while editing, This also shares your workbook, |

AL SHISAl Hegell worksheet | Halont which changes
Y[ selected cell ¥[ 5l& word otedl
Adl word type sal Sl AR d
change $2@ word cell ¥ normal
word $cli HA2L color Ui sldl Hul
B Al AR AU d word GUR
pointer A8 ¥SA;U AL A;ALULL o] [ conea
change 8 3, sul A 3 B.
A change sal usel s2Al word

i

edl d uel el as B, | -
[ | Accept or Re]'ect Changes B Select Changes to ficcept on Reject rg|
,.l ,1 . which changes
UL SHL-SL HeEall worksheet HL ey | NIRRT

change $?¢ word accept dteldl reject Cwhe:  [Evervone 3

s3I ASIA O, [ wihere:
OF ] [ Cancel ]

& Protection : ¥

[ | Protect Sheet :

AL sHLSHL Heeell excel U ot-ldd worksheet A protect 3| ASL .

Iernterk Shrad

|EN B FEY YRR PRI PUNT MRS T ¥
Earpc d:3np Zoeck srmek:

| Tools — Protection —

Protect sheet 4R click
Akt o LR of bhs o whezzin

T — sl 1A Yol dialog
i!m’:.l‘f?*ﬂ(!t L

box open 2l9l.

e ol
'|iEf“ V8T€57 qul password enter §3 OK $dl
o v sJlell confirm password HI
e | yodi d % password enter $3l
OK dUcl sheet protected o8
A B,
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formula dUde cell H[ sl
s3d target UMIQll value

AlEl AsA BD. (

BURLsd Belsw@M[ Roll no 3 -l

Protect Workbook :

AL SISl Heeell excel U ot-ldd workbook A protect $3L ASRL O.

5T &5
Tools — Protection — Protect PHEESUT IS ['5__<_|

Workbook U2 SIS Sci Rl | Protect workbook for

Yool dialog box onen 219 i{:ﬂ:

Password (optional):

I ol ][ Cancel ]

Windows ¢ tick $3| password type $3L OK U2 sells $di confirm

password [ s3lell password enter $31 0K UR sells $cli Workbook
protected 2§ U O.

B g e e DS

Goal Seek :

M T LI AR LR T
am g :plil B A ERE o
!ﬂ ES

;.
i

sl sulssl weeell . [ ooy .

it

iEFiige

—mEE -rt.-.--

[P
EEaRCERE
mEd e E

e xTin

] Wt M| ]

student chirag o total 217 L ote@ _
240 ¢ B.

Ki’b Tools — Goal Seek UR sells Goal Seek IE
sl A Ywold dialog box Set cell '
°gﬁ_qL ll-lﬁ- E) To value: 240 |

[ Ok _][ Cancel ]
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Tools — Goal Seek UR sdls
sl {2 ywot dialog box
Fldl HUL 8.

Goal Seek Status

Goal Seeking with Cell FS
found a solution.

Target walue: 240

Current value: 240

Goal Seek

!

Set cel e (e
To walue: 240
By changing cell: $E45 =|’i=

[ Ok, ] [ Cancel l

FU[ "Set cell" Hi ¥ cell Ui $8R
BTN BlA d AU, RURGLE "to
value" Ul ¥ $WR KNRAl 8. d
Target value AlUdl w4 By
Changing cell" H[ % cell u[
change s34 Target Value
quddidl 8. d select $31 0K
AWl LA ywet "Goal Seek
Status" o dialog box *sldl MWl ®.

& Scenarios :

N . .
%[ Target Value add current value sldl Wl ©. [& "Goal Seek
Status" Hlefl OK AwAlUc{ worksheet M[ lUe Target value Yol
selected cell Hi %8R 2Adl ldl HU 8.
I ddiciosalt Fooal - MARSH FIT S Wods o deedaig el | 29
(6] Sk pR ges et Spma Tone [ Weetw b T
AN N BEREN NNk e L AL BN ST LI ) |
i i -li-iJuEii_ﬂ-Ew*zg;ﬁi;#_-.A-g-i
[ - A =HUMIE Fhy
A_| E C | O E |[F =] H [ 1 [ 1T T ® | g
B ACTUNIV
L PLL HD FASE WICRD E<ZFL [=n=} TAThA, SUFPAGE WL HAS U STATLE SEANE
2 1HAS X i x] &C FLF EOLLYF = 21 PAGE CIZ
¢ i lizal o ih or [wa ) EXET ] OF Pags ARET
| 5 S CHRAZ T e, ) = £0.00 E=] Bl 1] RIET
] 4 HCOMIR = o x 143 4123 ] 433 PAES FASS
I = N 4 ihy = 144 AH1 ah nd PR FAR
L] EidA-IL 'k 4 =3 J12 JRE S Jd PR Ul
L ¥ ¢ AR-RA - B M il ] Y firi | R =M ]
] EPR-U L5 4 i 175 323 45 73 PASS ZECIHD
Li

AL sHISL Heeell Active Worksheet Ui % change $31A &l dA scenarious
Ul short name 2Atel add saculell %l A Adl A o value A ASEA B.
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Example :
il value

4dl value

value

Items
Ttems1
Ttems?2
Ttems3
Items
Ttem1
Ttem2
Ttem3

select 3.

o Scenatios defined, Choose Add ko
add scenarios,

Shiows

Close

Changing cells;

Merge...

Summary. .

Comment:

W click $:d.

Sales price

100
200
150

Discount price

80
181
135

Al waM sales price -l

AU[E Scenarious name [

ARt type 53l

3_'|:Ie ol Jew frsm: sk Tozk [ats Wrdao Le:
AR REFCIF- RO AR L SRR
i SRR TR TR I R

" - A SerF oo
[N E C C SR ]
has Falaz =ria
Har | (L]
Il 2 220
Har 171

Tools — Scenarious U?
sdls sl {lA yerolq
dialog box <sldl HWal.
FH add UR sells sd.

Add Scenarts

o0 ™|
{Chabichick. cols bo sweck noneadiecent
changing ool

Cgrmment |
Cormabed by VIEAR o H2A/2004

n
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Soonacic Yalues

Rele sdell add uR Erter wekins For schs oF Hh changing o, .

click 529, . i EE— )
fofz 10
i —

Kdid Scenerio .
w[& s3I Scenarious name

Ul ol M type 5

= A W click

Wirichick el o selact non-sdiscent
chergingoely 52 95
Cranatd by wBciS on w8 15005

Frofaction

[ Brasane shargan [ e

Scenaric Yalues

Friber wabes for mach of He changng cals, | o .M
1 41 |Dtcount Price m
QRelle sdell add 42 |= e ] lzm:“I
. dudd
click $2d. 1’ T ]
4 i | 135

X

Scenarios:
. P sh
@LROLLE scenario manager -il
. . _Close
dialog box i DP Select 53l e )
show W click $9. [ e )
Changing cells: Merge...
e ' (s
Comment;
Created by WIKAS on 9/28/2006
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= i rowe i Excal - mAFHEHEET -
IR B e Tewb Aers T Taw At B

Worksheet i change Al value ., ., T T I AT

1 o DL A & RTIE T ET
Bldl HWal. T w L woanEwe
| A2 [ k] = =
1 Fuava [ R
Py 1|
[ETIA i

%l value W&l @lddl scenario Manager i %8 SP select $3| show
UR click $cti %l value sldl uwal.

@ Formula Auditing :

AL sHl-sAL Heeell =*
oAl worksheet Ui {1 R iy o e ke e e
payroll & marksheet - E! lnr S
ofLddi forml.lla AL - %;1 E 'F_“"“ g ﬁ *E:E %#
Sl @R dMl auditing | ILI::T:-!_ o e
11| s " e
53 AL B. H = g
™| | | et e B T
.E. | :::"' ::-'1""
ety
u -”-' R TR F T e, bt [ b i 2l

[ | Trace Precedents :

Al Option L Meeell selected formula Sl BUR depend & d olcld 9.

Total -l formula
select sdl ed

i = g

> { LA |
e BiUEE EX s

BB =5UISED

T AT 8 [ e | 0 E e e TR T T [ I [ & [ Ly lrace precedents
1 ACTUNIV : '
-“!RD.L HO MAME  WO3ID  ENCEL PP TOTE.  AVERAGE MMELR MEWLM ETATIE GRALE ‘LI'Q ClICk 8 2 dl’

IWREE [ b= 7] HET ea S3PRES  DET :
] 1 AIGAL % & & W RE 45 wpss RS Arrow (Pointer)
5| THIG A - SO N 1 | SPAES  DIET
B | 1 NODPLR 3 54 k] 14 403 E'} SEPEES  PAES WOId, Excel, P.P
K| HIG = & 54 144 Jaoo 45 SAPAES. | PAES
B 83l - S DU N I |- THPASS DIET YR 2d o
0| T AESHA B ® 5 6 B i SEPASS  SECCWD :
Aoy 4 PRYL = 54 B IS e 45 76 PAES SECCHD
1]
1
i

c_____ _ __
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B Trace Dependents :

B microme [l - MEEEHIET

e R I T e

AL Option Al Heeell selected ‘il“““’ M e

formula Uldldl BGuR A . LTHE BN B ._E_IA(I:TliNIr.\II ) 1 T N 30
depend ® d odld 8. S — Sy

P.P select sd AR trace : "‘é 1- X :: ., :

dependents UR click Sl & - —

Arrow total, Average,

Minimum, Maximum U2 <12l &. Al el 3 © 5 total, Average, minimum,

maximum ¥ PP U2 depend AW ©.

[ | Remove All Arrows :

Al Option -l BUALIL Trace precendents A Trace Dependents &LRL
AAAL Arrow §2 Sl HIZ 2L B.

m  Show Auditing Toolbar :

AL Option -l BUlloL show Auditing Toolbar < display screen U2 ON/
OFF s2dl Ml 2l ®.

Macro :

UL sHI-sHl Heell worksheet H[ ¥ formula -l dlRalR %32 usdl sl
(€l.d Marksheet i total) d- Record new macro i store name LUl
formula record $dll AR UQl SISUQL worksheet M[ d formula -l %32 U3
QR macro Run $dlell d set $?d formula -l %32 US QR Macro run
sdlell d set s formula YO macro set o oA O,

o[ condition apply SRdldl &. U sAR Avl.

Record Macro fE
Macro name:
pragrot ]
Tools — Macro — Shartout key: Skore macra in:
Record new macro UR Ctri#| M |New Workhook 4
Drescripkion:

sdls sdl dg dialog
box open 22l

Macro recorded 9/30/2006 by admin

Ok, ]’ Cancel ]

____________________________ Ch
@_ Sardar Patel Institute of Public Administration, Ahmedabad ou



dMl Macro name A Shortcut key type $3l W sels
sl Recording ulg, 212

=
. Sy QUROLLE formula type 53| enter LUl Ae@ Result
- Bl AL A Tools — Macro — Stop recording UR
Sharag Workapace. , M
iy click $2L.
Tirw Celsborntion " ool ik N g ool 8Tk o B BE it mg e -5
o L_. 1 S D (] E ¥ & H i ] B
;-wm.-u = :'n-ﬁ. i s ﬂ.c.'-_l_ CEL P ':?ETU:‘-I:,:;T-.“- STariM | BAAD
i R e Emor. el i y " ) P T @ - ks
H s otamet oo d  Doop Laardeg 2 Z',_:_'.';, ; - Tﬁq 4-:_ 5
. .. FoEme £ I o3 W&
pdal. F] vrsibm: s caarn ¥ Faaa - - 2 m
L. o Moo Sk [l CRSAPL] = b FH ir Fr,

UROLLE Al ¥ condition
type $5dl ®. Al cursor 48
%8 shortcut key press $3 %
AE ctril + M B,

& Auto Correct Option :
AL SULSHL Hegell Automatic Text jj correction $31 ASRL O.

folia Az FoodizholLs |

L T o Rl CI T

Tools — Autocorrect Option UR
sdls s2dl 1A ywot dialog box

[Fzpm e, o il s

[+ = etk A e
BRI S T SR g I
[ =zholes yars: o oo °o>LQL 'J-I_lﬁ_ f) -

| TR P LY LI EY
| R PR T

Lk = ‘.% o

5 d A[E ¥ word Ui typing mistake aldl{l AsUAdl
Sld dd usdell Autocorrect -l library #i Add
T e )| SR WA B QURGLE AR UL WL typing
53 spacebar press $dlell Auto correct d-
Automatic Correct $2 ®.

Replace & ¢ US 8®. A 2ot type $A AL with Ul AR Aog
type 53l ADD UR click $cli d 2c¢€ library M[ add 28 %3l

c_____ _ __
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o

Custom List :

AL Option -l Heeell A9 custom list daR 3L wAslL B. Worksheet
Ul dlRdRr % text fl ¥32 usdl el df custom list otdlddlell AR 3R
U3 QR dd Automatic A2 s3I ASA O.

Tools — Option —
Custom list select

5.

"
5.35,:&

Import UR sells s3L OK
U2 sdls sedl vl
Range add 28 <.

WA me C=n i . w ke
Saers Trardir | sodsilde Tt
(SR
M
ES
| |
sl

sd AR A Range U2l SI§ contents BOA AR SIS s type 53\

A drag sl olel Aldl ¥

Data Menu (Alt+D)
Sort :

AL sUI-SHL Hegell selected data A Ascending
% Desecending order M[ ollsdl AslA .

Al Yol worksheet M 233\ Datarange select
531 "Data Menu" H{ "Sort" Option select 3\
A sl WA sdlell "Sort" Dialog box osldl
WO 8. Ul "Sort by" box H{ field 4 ctelld

Lot ‘?lﬁ(l

Eo1  EOREEY
B |
her b
o O Ty
B |
her b
PR T o
T T
B TR e

i nahoodeerca

-

EiHoaze e

:;_:t:rs.. ] | |

Data f Sorting $?¢ el o field 4 M select $2¢ L GUAd BUL sorting
$¢ sld d Ascending or Descending select $2¢ il GURict "Then by" box
Ul % secondary field d3l¥ oflostl field o ™ select 53 Aer Sl UA scLell
Active Worksheet [ Data o sorting 2d¢ <sldl HW 8.
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QURCLE "Data Menu" [ "Sort" Option select $34
A2 AUl "Sort" Dialog box ldl HWl B.

FH( "Sort by" i % field 1 uddelld Data o sorting ¢ slA d field
4 M WG (el.d Total) RURGUE L Al Aedl sUHL 20edg slA dl
Ascending A GcRdl sHM[ dlsdg el dl Descending Al Total 1 Asdll
sUH[ llsdg 8.

Ascending select $3l1 OK UUcl Active worksheet [ Total <l Data <
Sorting 2ldg <ldl HW B.

Note : 1. MS-Excel M[ Maximum 3 Column-Raw U2 sort $3l ASlA O.

2. MS-Excel Hi Sort -l “eg€all column teldl row SLESULL ywoel
sort §31 ASKA O.
Filter : il SuI-Sl Hegell Worksheet i ®cl Data Hiell sSIE 2AlssA
condition dvil Data %8 AslL &. Al w3RAd Yot AL Data
worksheet [ Als52L MM copy $3L ASAL O, Condition Alel match
eldl Data hide 2l %3l
Auto Filter : Tools — Filter — Autofilter U2 click $dl Il bl ol
Screen ldlL HWal.

B Microsaft Escel - MARKSHEET

PE) B E® dem [eet Fomat ok [ea pedw b - B

HENEN = BEE = RENE A R R e AN R N R TN R |

E o S FEACE T EIC DR I T ey | % Field j, filtering
) I v = [ri] T O R~ :

T VT —— e g el ddl el
;:PDLU{%]:T;EQ 'L]NJRDJ'E‘:E,EL-PP ETOTAJ.Q%J‘.EP&E%Mlumgmm%gz.g@gg?nﬁﬂ . . rl
e a2 1 i O .0 DT drop down list Hlel
[ 6| E) r.HF!-\IG :r 113 29 a0 123 06 PACT .21 l l t
il e | o —a——hre e value range selec
] G SAHIL 56 212 O 55 78 PASE a7 . N -
oo W o=z B Eps maw sl Al ywog
1] o .
gl filtering sldl Hwal.
B
18 |
7|
18|
18]
]
Fal|
(22|
M & v Wi Chatl f Sheerd f Sheatd S Sheetd J Sheatz le |

TEj MED - Mircecht Ward B Voot E el - P,
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I sddoreast: wucxl MAIRESHEE Ao Wik Rt ee @otewgher B2 - A R

DAl PR (B M4 Mem Ar 4 O R WA whiw = Imcz.oda wo e WA o
R N I T N e N SN R AN N ST Y L @'I
foy ST N N N - T _.-*-r-..':rl
n . ol
= | F | - A F [ Ff [ - 4 T I 1 I & I 0IF
ACTUNIV i
BT Y T I YT T Y S S (Y I [ BT B A R K BN FTRTS N TN S B RN T TR B
FIRRRLIY .- ] + tam oo B i Ak
i =E H] = ~E ] 43 SITeEE ZECC -D

Advance Filter :

Heading select $3l copy $31 record -l & =8l line ©®lSl U paste
$A. A condition AUl

2 Wicrossit Fecel - MARBSHEET - Mgoghere MiTek i Hudestng o DrewrgPed @2
] B B e [eed Ryl Tk [eb Windes e Type a cuaskion e halp o[RS0
RN NEWE T REAE- T AN TR T RR | R YR TRLT P R Y |
 uia NI I T EEEEIE I Y |
ElS = &
= B C 7] E F [ H 0 ] ¥ L
1 ACTUNIV
: 2 :QI:LLI}:' EWE WORD EMCEL PR TOTAL  AWERAGE |MHIvLM M)W STATUS GRADE
X 1 MRS a ] a3 22 WLET ] MPAES  DET
4] 2L -] L] .1} 168 B2 AT &5 & PAZE FRET
5] 1 CHRAR & ] 55 M0 enm 54 M PAES  DIST
6] 4| NCOFUR E] 54 k2] 148 1833 k| S5PASS  FASS
= 5 MREY a5 = 54 144 4E.00) 5 H|FAES  FRSE
ICH| B SAHL 8 b 5 riF] T 5% TFASS  DIET
=] T AEEHS, E % 5 1E8 SE.00) ] Z5FAES  EECOND
o) BFRIYL 4 54 % 175 8313 45 T6PAES  EECOMD
11
Hat
[13[ROLLMG MAME  WORD  EMCEL PP TOTAL  AVERAGE [MHIMUM MWLM STATUS  GRADE
14 £
[&]

QUROLE main record select $3| Data — Filter — Advance Filter U2
click secll 1A Yol Screen %ldl MW &. Al criteria range “{ I
condition Al & @l select 83 0K W sells 59,

Advanced Filter. fil

Action
(%) Filker the list, in-place
() Copy ko anather location
Filter $3¢ record °sldl

. 8.

List range: | $adz:drd10
Criteria range: |Sheet1!$A$13:$K$14| a

Copy to: | i:l

[ tnique recards onky ‘ &

____________________________ Ch
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5.

j e sF s B D WS

i mm

u -‘"L‘.:

o EEET
| T Y N A I T LY T ' ) S T =

_
F |

‘ ACTUNIV

[
ISP NC NAME WORD ENCEL PP A
i

IZGIn s

W ==
e

B0 e R

v w5 o e e et S e |e
o

1
i

olell record 1 sldl €l l Data — Filter — Show all UR click
)

=

& Form :
Al su-sAl ugeell worksheet Ml 28cll Data o e e
Database management $31 ASlA B. Aed 5 SIS |wes [0 |
Als521 Data 4 %18 ASIA ©. d Data A cahange d4% |*7° * |
Addition s30 asld ©. ¥qd selected data - ;, b BLEE.S
worksheet ([l Delete 53| ASIA B. AUl BURd I [sewz 2| S22
s condition dvil Data A Find $3| asta ®. ¥ = |
N =
m New : v
Al option BUR click sdlefl Active worksheet Hi -dl [Record] data GR3l
ASlA .
B  Delete :
AUl option BUR click $Rdlell current record 1 &2 s3I AslA O.
m  Find Prev
AL Option BUR click s2clell current record USEll record %18 2ASRL B.
B  Find Next :
L Option BUR Click sRdlell current record UL record %8 ASRA O.
EB _____ Sardar Patel Institute of Public Administration, Ahmedabad -@D



Criteria :

AL Option -l Megell "Data from" M[ Sl
AlssA condition dlvl Data A find 3l
Asle 8. el.d. 45% Budl Avg. oslal
YHVLcll.

A

Form i Avg 7.45 wldlA form Gu2 click
§5d AW condition dlvil Data % "From"
Y ldl Hwal.

Subtotals :

Sheet2 X]
Rome: || ] Criteria

Find fext
BUERAGE:

AL sHLSHl Heeell Active worksheet Ui selected field wise [column Hw o]

subtotal $31 ASRL .

Example :

CONTEICTT a1
b -l s mm om aowewmom dn =l =l
REL T 2R R L A T s v omm|_E *
[ = =1
N 3 I - ! [ ¢ 1 )
MISHAM BCOK STORES
[ BOOKE SALES PRICE CUALITY PUBLISHER
= = S8LES PRICE Total L]
[ 4 a0 I:d HRE s L
- = 15 Tetal n
[ ifawe-n- ] WL LIHE
= V60 Total [ o
[ oTA g 1300 O« SLTOR: iD= 2
- . 2 Leesl i
[ 1= o LIHEE
= 5 Toeal S
_F TheE3En e AT = SLTTF wWin® 7
[ _EETTo LES A0 T TE 0
- 4 12 Lol 1L
B G il nl:l
1
L]
g
— -
[ENCNCR | A0 PEU R VST P I L [E1) I_._!_ILJ-I
] |— [FEETEAEE T T

Sardar Patel Institute of Public Administration, Ahmedabad

A&l Books i subtotal S2dl Y12 BUsd range select sdl.



Range select sl u&l "Data" Miell "subtotal" select sdlell -l
Yool dialog box ldl HWl 8.

Subtotal

—

A&l "At each change in " ML Books select $2cl. due "Use Function" H[
Sum AMl1 "Add subtotal to " H{ Quantity select $3l OK dlUdi Books
4 subtotal 2de sldl HWAl.

;S.ILEBPHI:E GILIGNTITY

1] T CCRAFUTER R |

160 B0\ CREATWVE WORLD PYT.LTD |
1800 o

A 200 CORPLTER WORLD |

) S HEA] IVE WOHLLTEVELIL |
= |

i3 50| COMPLTER WORLD |

L1 __ BO0ICAERTVE WORLD PWTLTD |
1400

B

n
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el screen Al Left side [ formulabardl 1A group tab[=] (Rau-l eald
8. ¥ group -l Level asldl 1 8.

Level 1 L option BUR click $cll $5d Books -l Quantity 4 Grand Total
sl HUL 8.

Level 2 ¥l option BUR click $2cl( 2Als5% Booksq, Total -l Grand Total
Bdl HUL 8.

Level 3 il option BUR click cl AiUe A{ysl HUSl lal wil B Aed
5 €25 €35 Booksq M, Total Al Grand Total %sldl HW &,

AN effect [subtotal] &2 Sl Y2 first cell U2 pointer 2Av{l "subtotal"
option Hiell remove all select $dl d effect & o A V.

> Validation :
AL sHLSH Heeell Active worksheet i data Entry $2dl duld Range iUl

AslA 8. [el.d. 50 2l 100 I d2A % Data Entry $cl L] A user 4
Message Hlsdl sl O.

T Q . .
Al yelH worksheet M %[ data Entry $dl-l ® o range select $3L.

Lhaka wakdalion

%[ settings option H[ "Allow" i whole Number select 31 "Data" Hi
between AU A "Minimum' box [ WOMI Ll value wLudl.

____________________________ Ch
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(El.dl. 50) A% "Maximum' box [ dgMi dg value §lul. [el.d. 100]
el WLl 50 20l 100 fl @2 % Data Entry 53| asly. sl 50 2l el
value 2teldl 100 2l dg value Qg L A Yool A% 2l A Ad
value store 29 -[&.

Microzoft Excel

x

Al 3ld Date, Time, Decimal -l U8l validations criteria oi-tldl ASA O.
I*l\[& : Validations <l BGUALL [effect] selected range YRdl % ED.I

& Table :

SIS s Bed U sul &L A d Rl dwldil sal W A
SULSHL GUALIL 2l 8.

QA Yool s A UlEAld 1.45% AW QU ddld 8.

U2 AR B cell et (*) AL ot cell Rl (*) 3edl %
@y dlg 8 d dul enter AUl

[] Pl Bl W fert Fane Tods Data W Heb

HERCH " RETE IS NERE 2 R S ue e T R | e TR P Ly ) |

§ aned LILEETR S AN % = Roril O E A SRy vy |
B ] ] A ] - B

500 B0 80| 0] 1200

W 4 v AN Chatl {Sectd Sheetd {Sheet] foectz /. - 3l
e N
[ estan b AE b= Mooiot o

n
oo Sardar Patel Institute of Public Administration, Ahmedabad



B dnicrmeef] Facel - NAHKSHEET g o
) B BIE e Dewt Farer Dok Qe Mede ioo v tonfr be i C
HEREN - RN X W e A E-dl il al wl

NN Ay = = AL d i s.‘dvl

Il b g el Taed Zes 3ee M= weh
T I RO TN W WL R |
p e

rEE OO
< T . g P e i i o I

ada BPRNENE L e s g

Data — Table W sdls sl |
{1 Yool dialog box open 212 |} |
aui A yordl A3 @vil 0K ¢
ALYl i
5 ==
.-“---_e...;-...n...u...u.u....'u..:..' |- — :
Tahle

0K dudl sl
sl 2l dl
olcdlal.

Raow input cell:
Column input cel:

[ (8] 4 ][ Cancel J

@ Text to columns
AL SULSHL Hegell WA Text A column M 5l ASRL O.

D e e R AT T T T



= Win:rmnll Frcal - BAHESHEE |

PAT R ozl wme gt B RL Wea Jew mEmes s
T - R NN - NG T A RN R
HE PRI |
=% - & FR=rTo= el F5 THF Ak P=2TALT
Al ey Text 4 As % column Al —2—+ L= L v = [ =
Ae Type S2A. § [FATCE b eSS HE dr dFERFEE

€l.d practice makes men perfect

Type S text L select $3| (&L A€l A3ld] Ueld column %
select $9)

"Data Menu" M[ "Text to column" command select $3| W22 ALY,

QURULLE Qﬂ.é]. Canwort Tout b Columas Wizers - Stepq of 3

Thes Tk ‘Wwd has delewradtha dabn b Ficed Widkh
‘?ﬁ.cI.L 1'l.U.I.Ci.l. FHhm;.hLﬁw:b::‘ﬂ-H‘:bm“h&hh:m“-.
Crignial date b
"convert text e e M i S o
a1 - Chersiers such a6 commes or tite sepaace pad fiekd.
to columns qm T e e A e

wizard" H{
"Fixed width" )
Pravvis of tabietad data:
SeleCt 8'2’1 neXt Z'HETIEH HAMEE THE MAN FERFECT
AU, n
|

[ |
QURGLE Sl ldl HWdl "convert text to columns wizard" [
"Fixed width" select 83| next UG,

8 "column data format" H{ General select $3\1 finish lUdl
AN text A column Ul 5dl AslAL B.

A Wiizrosodt [ucel AAARKSHILCT

] A 4 st e v we el 1 TaapksencToIr 8- X
O ™ I e I N T e R R N PP A I ) '1'.9!
b s g m==gd s o iagle==n.y o
1 - 4
J [ v T w T v T 0 T @ J Lig
TEMRANTIE  ARFT T-= il PEFRC

c_____ _ __
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Consolidate
& Consolidate : -
UL sul-sdl Heegell s LS“F“‘ . J

ALssA area Ml2ll select [
$3¢ data A summarize $3

Al references:

A table i saldl sl

8.

Use labels in
|:| Top row

[ Left column [ reate links to source daka

=l

-

[ o

Close

J [

Pivot Table and Pivet Chart Report :

Al sHL-SHl Heeell Pivot Table Report Create $31 ASlA .

BT Mirrmeaf) Farn] - MARKSHEFT

. X

Example . ] Be BR Gew [ewt Famd Tock Qs Mo Heo forw R

RN RPN TN & A T Lo = il 2l Bl a0 o

=it 3 B r U EREE Bw s HAFE G A

Al = E RpOLLnO

I P 0 S =S ) B s - O

Lt HAERSHNAD COMPUTER CENTRE

Em?;uz WORD  [EXEL PP TOTAL  AVERAZE

3 1 VHAS = =] 53 T2 067

[a 2HIGAL ] 15 a7 W R

(s 3 CHRAS & E ] B M0 B

[E] 4 NOORUR = ] ¥ 8 s

| 4 S HRAY 45 4 54 144 4300

| 8] & SAHL L) i} B 212, MET

=] 7 AETHA, =5 E = B %M

(L0 & PRITL 5 £ T 175 5aas

b ouh il f Sheets § Sects f Sreecd ), Sheaté JSheatl fSheatd /£ |4

Al WelM "Data Menu" I
"Pivot Table Report"
option select $dl A
Yol dialog box ldl
8.
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next UG Fell A Yol Covad | [ awr [ow |
dialogbox <sldl Hul 8.

A&l "Range" Option Y[ Data ] e ———=
4l Range select s3Il Next T %
QH.LU.SJ;. i Lz

bumer]

PhvaiTabie ard PivoiCheri Wizard - Step X of 31

e o | |
IA—————
O barermitus = ' Ael "Page" ML Roll No
O Pt sy vt Field 359 a1 "Row" u(
e e Name Y5¢. du% "Data" Mi

word, Excel, P.P, Total -
Average ¥$l1 Next lug.

E Hkrmil e, - m3EHLLL heaie Rk abua o e Bz C)EE
P Lm g onw tcopywe _we LR omees LW Sm kR, [ Eom
R A NERET I NN N NN BT R RN N e '-i!
o S clE s EEE = oRu o H I RE - o-a-

=

Ael, "Where do you S B S— ——
want to put the pivot |. i =
table ?" Ml New B e
Worksheet option select [-F i | g
s34 finish audl Adl | " - r
sheet 1l d pivot table il i s
report ldl HUl 9. S e
e N -

Hra o 7]

c_____ _ __
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el pivot table report Miell Sum § $2dl edit menu I %8
Replace $HLS select $3l4 Find What Box ¥{ sum of type S3ld
Replace All dUdl sum of §2 28 9.

@ Import External Data :
AL SHISAL Hegll Web Query -l GuAldL 3| Internet site BGuRell
Aeldl dl World Wide Web BuRell data widl sl &. il Ml d¥ Microsoft
Excel Al2l dldcdl Web query aldl dMl3l ld dAR $3d Web query -l
GuaalaL s3L sl el

External Data Hwiddl M2 dMl3l WA Internal Access -l A2LdS
Sldl A ¥ Internet 2l eldl dl Internet service provider 2l &l
A5 O,

@ Refresh Data :
AL sHLSAL Heeell Data A Update 3L ASlL ©. AR AR Data

Refresh Sl 2ld ® AR Database H[ Bed ¥ YRl adrRl sul sl d
Wi 8.

Window Menu (Alt+W)

[ window |
¥l Menu ¥[ window o managment Ly o
s AslL 8. FHL AS Al Open 52 o 5 e
defl dg worksheet As 2Al2l AL AL ;;:pa““'de by Al
window Hi 1§ ASA O. ;nhide...
T
J Freeze Panes
T [F] imareseEr

[ | New Window

s Worksheet -l size &Rl HlZl €l R WS % Document Al A
AUAIL AL ML AL Work $dL L2 -dl Window open $3l4 ofd ool
A2l AA2L Window H[ set §31 Work s3I ASRAL O.

____________________________ Ch
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B  Average All :

AL SHISHL Heeall As Alel open 5 €35 worksheet A screen GUR
Y ASRL O, AA Ctrl+F6 $HL-S 2l Next Window GU2 A Ctrl+Shift+F6
sHl-sell previous (A2UBAl) window Ui ¥ ASRL O.
m  Split :

AL sULSHL Heeell Worksheet U Sl AlssA el split sclell
worksheet ol

AAIL AL ULSL AHl work S3| ASRL . dU% Remove Split 2ll Split
g Sl AslL O.

[ | Hide :
Al s Hide s AsSRL .
[ | Unhide :

Hide s3dl s19dd AL sHL-SHl Hegell Unhide $3 ASRA O.
[ | Freeze Panes :

AL sHlsAl ueeell Ul sAR AVl Freeze panes AMdl d Row 5
column (Al &l Records scroll $31 ASRL 8.

ASSIGNMENT
ACT COMPUTER EDUCATION

ROLL

NO | NAME | WORD | EXCEL | P.P | INTERNET | TOTAL | AVERAGE | MINIMUM | STATUS | GRADE

1 A 87 45 56 98

2 B 56 54 78 78

3 C 56 56 68 35

4 D 78 58 89 39

5 E 69 61 65 45

6 F 58 87 32 54

7 G 56 96 12 65

8 H 79 84 65 65

9 | 68 85 76 80

10 J 82 86 71 70
[

2
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1. Find the total,average,minimum,status & grade for above mark sheet

N o o N W

%

10. Add three more records with the help of FORM command.
11. Create a Pivot table of above mark sheet.

-Status
Minimum
>=35
<35

- Grade
Average
>=85
>=75
>=65
>=55
>=50
<50

Create the custom view for all distinction students.

Create a column chart for Name & Subject of above mark sheet
Add one more subject named BASIC between word and excel.
Apply border and suitable pattern to the mark sheet.

Change a total of Roll No. 10 to 365 with the help of Goal Seek.

Status
Pass
Fail

Grade

O o w e »n

F

Check the all formulas are right or not with the help of formula audit-

ing.

Remove all arrow of formula auditing.
Make the sorting of all records on the base of average in descending

order.

> C(reate the Example of Scenarios as given in the book.
> (reate the Example of Table as given in the book.
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Microsoft

83 PowrePoint

o

on

Ga

2003
Introduction :

Office 2003 [ Word - Excel L GU2llolell letter, Application 5 Report
S ettt 8. A dil %Y. Power Point i Presentation dldl 3 sl
8. Bl dld AUSAHL wAR UL SIS st wilol sal A d slides uHIQ
presentation 2R $dl Ml powerpoint -l BGUALL $3 ASRL ©. AUl S
% presentation H{ A5 sl 8RR slides Y5l presentation A dg AHisHs
oLl AslA O dall slides, iél-l %3[32ld ML Graphics, Cliparts, Sounds
a9l Y$l Presentation 1 ag) Aists ot-ldl s B. dell slide 1 animation
A transition effect UBL AL ASEL O. €35 slide A Alss5A timing ALl
d Yol wd % sliede show %8 asA O.

Power Point Alg, $dl-l steps :
— All Programs — MS OFFICE — Microsoft PowerPoint 2003
Method-1 OR Method-2 — Run — Powerpnt —

%ol {1 Yol screen display 2llal 8. Ul PowerPoint o version %ldl Hul 8.

l AT |
= @Rulle Powerpoint {l {lA ywol Al
219l.
1
nﬂ wursazl s . s
[ PowerPoint 2003 \
Crergh: P SWIMIHEnse Topawn o KEs il | \i \\ Titlebar
Standard__ S e e e — Menubar

|

e

Click o add it

Taskpane
Sk iz o] cuidile P

Drawing
toolbar

S Statusbar

—— >
Taskbar e issiintiidandsalial
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(1)

PowerPoint Ui A Ywoidl 3 A3 Option *Adl YW 8.
File Menu : (Alt + F)

e @ New : (Ctrl + n)

.TZ:« — 1¢ Presentation file oi-lddl HLE il
sULSHL BUAldL 2Rl ®. File — New UR

Click secll 1A ywoidl Screen slal “wal.

= e T3

Tazar e L.

Lot I E T A8 )

Tap . .

Chck to add title

Yol

i | 0 hHE
yopal o \-.

L ity =k vam ~m_Smln Carrens

CliGE T 2kl sl e

b |

e e

Blank Presentation :

PowerPoint M[ Slide Ae@ ¥ Presentation oi-tlddl Ml il Option -l GU2ALaL
sl S, SIRQL 5 AL Option a5 Ul ALl w3lald Yotd Layout
UAe 831 dY AW Presentation AR s3I AslA S,

From design template :

Template file -l GU2L S presentation dllR Sl M12 L Option select
SRAM Ald B,

From Auto Content Wizard :

Al Option -l GUAL $3A Presentation »¥SUl A Wizard «l Hegell s3)
ASlA 8.

From Existing Presentation :

Al Option L GULL s34 A2UG o+lddl Presentation «{l egell g
Presentation oi-lldl sl ©.

Photo Album :

AL Option L GuailoLell Computer M[ CD / Floppy / Digital Camera 4312 devices
el Direct photos @< A Option o Presentation ci-itdl sl B.

____________________________ Ch
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Blank Presentation U sells s2dl {12 Yool taskpane %ldl Wl 8. Fi
§A 27 UsR-l AL AL slides AN . Al UsR A Yo B.

Text layouts : FH[ ss5cl dvilel dufl sl Adl slide AMI §& 4 slides
AW 8.

Contents Layout : %[ Pictute, Chart, Diagram ¥ Clipart -l Gualal 3l
sl 8. ddl g4 7 slide addl ®.

Text and Content Layouts : Fi duileldl lel 2dtel Clipart, Picture, Chart
% Diagram U8l ysl sl 8. defl §¢ 7 slides 2wddl B.

Other layouts : FU[ AulLl, Picture, Chart, Animation, Movie Clip, Sound
Clips @R Y5l asia 8.

Click to add title E’[

Click to add subfitle Conient Lvpts
[ ]
-

— Click tm 2k o 530 wheninsestignen sdes

i [] auothepme - S 2 OOl Al @@ - Z-A-==saall

Befe 1 1 Defauk Desgn il )

Open : (Ctrl + 0)
UGB oi1lddl Presentation File Open $dl HMle AL SHLSHL GUALL 2Ll &,

e EPES O R N - R =+ D R
} ar
- [T
THE Sy e
v am &5
= &
U-_a et v
R =TI e Academy for Computer Training (Guj,) Pvt. Ltd.
i aln 2rel Flook Parth Empie, Refmbets, Mainagar, Amedate
i) Phora; ~31-78-25464162, 25464180 Fax  -B178-25454485
I
T
] « 1 x
E‘!: Ao . I::‘: ]
FoHems o I r
) 55

Tae i s e TR -

Look in M[2ll Path select $3l. File Select $3L Open U2 sells $cli dMi
8l olefl o Slide Open 219 A+ Screen U2 WelH Slide sldl HwWal.
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e

File Open sl u®l 1A Status line U Sedl Slide L File ¥{ &. d
oldld. Slide 1 of 5 Al el 2l s1Scdi 5 Slide ® A Screen URUR
udd)l Slide wsldl MUl ®. AL Slide oleddl “i Screen -l Slofl oil% wAdL
Vertical Scrollbar «l GU2AldL el 8.

2 A5 ASs Slide BUR-l ds lal L.

T s As Slide RAA ds wlal HL2.

Close : (Ctrl + W)

sl8ULL Open $3d File 2R dl J}UUSL % File U S 5cl €ldA o File
1 oftl sl Ml AL SHLSAL BUALL 2l B,

Save : (Ctrl + S)

AR o4l Presentation file L Save Sl ML AL SHI-SHL GUALL 2Ll B,
Save in M[ location select 53| File name type $3| Save U2 SClls sdl sldd
Save 219 % © Al ddf extension .ppt el B.

Save as :

sISUBL Save $3d Presentation file A ofll Mol eldl oflent sl Folder
Yl Save SAL MIS L SHISHAL BUALL 2l B,

Save as Web page :

Presentation file A Webpage cdl3l5 Save Sdl HIe AL SHLSAL GURALIL 2Ll &,

File Search :
Name the CD Ml CD 4 -UM type $9.
Add files UR sclls $cll -dl File BRIl sl ©.

Copy to CD UR SClls Sdl CD Write 28 <1 ®.
Close U2 sells sl dialog box -l clslk -lsull esdl ©.

Package for CD @

{ Copy presentations ko a €D that will play on computers
\\@ running Microsoft Windows 98 Second Edition or later, even
without PowerPoint,

Mame the CO: | ACT COMP, EDUL|

Files to be copied:

COMPUTER WORLD, ppt Add Files. ..
Linked files and the PowerPaoint Yiewsr are
included by default. To change this, dick Options. b
Copy to Folder... Copy ko C0 ] [ Close ]

____________________________ Ch
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& Web page Preview :

AL ¥ File 1 Webapge d3l5 Save 53 o File -l Preview ldl 1 L
Command -l GUALdL 2l 8.

o o e - TR
B

@ Page Setup :

Slide <l Printout AdlL uUSdl d- page <l size UMIOl set Sl M1 il
SUISHL GUALL 2ld 8.

Paips Selup I ]

Jdessadbo - Xk or o

oy LY n &
=3 ~

I Al G

B+ 5 D T TR A

|-"'5 "II"":":\"= U

Envd s e wes B owe: A M

ks I Ll ardeaze

& Print Preview :

Presentation -l Print Ad( U&dl A<l Printout 5l WA d <sldl Hle i
SHISHL GUALL 2Ll 8.

Academy for Computer Training (Guj.) Pvt. Ltd.
2nd Floor, Parlh Empire. Rarbaug, Maninagar, Ahmedabad
Gujarat - 380 008. INDIA.

Fhone : +91-78-25463192, 25454080 T'ax : +91-79-25454495

[

on
(W]
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@ Print (Ctal + P)

File -l Printout Adl Hl& L SMLSA GUALIL 2l 8.

[ 1 1 .
S p— U@ =¥ slide open B ssd d-dl
- print Adl SlA dl Current slide i
R B Click s°¢ 2l %l oell o slide
e print Adl €A dl All YR click 3l
14T OK dUg. AL - AHHIL slide dolR
ID:T‘:-;GM?H aarzeradkrEpa Moz s, jﬂjﬂ \% S 1 e
Fi- dudl s45 1, 5, 6, 8, 10, 13.
[ T okon
T |E_f| @ Send to AYCRL  oAdldd
il - . .
Lot Presentation « e-mail d3l% Hlsedl
J
— TR e Folder ofgddl M2 ddlR M1
AL SHLSAL GUALIL 2l B,
@ Properties : il Option [ File 4 title, subject, Author o <M, Company
4 A 4R Al ASL & dell general AA statics info. Wuidl AslA SlA.
@ Exit (Alt + F4) Powerpoint l olsR <{lswdl HIe exit SHI-S AHlddi USMl
File 1 oRloR Save sdl <33l ©.
(2) Edit Menu : (Alt + E)
o ST s @ Undo : (Ctrl + Z)
5 I AL sULsl uee ol ded ¥ sl s e adl
AR Cancel 53 ASA . el.d. ded UL
i bt s s1§ AlssA HIRAA Copy 5304 Undo sUL-S
oty 1 AWMLY, dl d AlssA WS Copy cancel 218
% ¥ Screen BUR sst yw Ul % wlal
HUEE | A ]'l.UlQl.
== ——| @ Repeat : (Ctrl + Y)
ke o Undo Command <l AR §2 sl M Repeat
SHISS dURRL B,
@ Cut : (Ctrl + X)

AL sHLSAl ueeoll AssA HUleAl 5 R A5 woutell Cut s34 olly
RN move S3IL ASRL O.

-
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@ Copy : (Ctrl +C)
AL sHI-SHL Heeell AssA wUSdlAl Copy 83 asia O,

@ Paste (Ctrl + V)
Cut 5 Copy $°¢L el Paste $dl MIe L SHISHL GUALIL 2Ll 8. Paste
ded ¥ SIS AlssA wRUN Y5,

& Paste Special :

Cut 5 Copy S9¢ll ®e: Formatted 5 Unformatted text d3l5 Paste $dl HI2
AL SULSAL GUALIL 2l 8.

Fnsln Spacial r".‘ "' |
e o: Ihbiea 3o :I'“‘
- L Canel
e =
Falah ik i1y
Ll 22 con
Zerdk
fa¥] Perkee Jao g bl L Ll e 10y
L=.| LT P P S Y AT

& Office Clipboard :

Cut 5 Copy $dl slde & Ne?2 usdl Office Clipboard Hi Save 2l ®. IR
ugl culell Paste ol ®. M L Clipboard + ulldl s Sl cll Clear All
R Click $edi d uiel 28 o B.

13 icresolt PeworPaing - [COMPUTER WIFLD] 7 Vioachane WiTods . Handwiing & DveewgPad B 7 = |00 ]5€)
] pla £t Wew Jumt fovet ook SkieShow  Wirdow  hen e ouestion for help i a0

(RET Y R R W R B AR £ 0N L o |

| Al <1 - B L DS ([RE[EE s A LR R A - Desn e S
* | nwf24 - Chphsard -
B a)
ek an i bo pasta
U =R
Academy for Computer Training (Guj.) Pvt. Ltd. E—
2nd Flgor, Parth Empire, Rambaug, Maninagar, Ahmedabad.
Gujarat - 380 008. INDIA.
Phone : +91-79-25468192, 75464080 Fax : +91-79-75464495
Click to acd nob
- [cpters -]
iopw - [ Mutoztpm - s Ol Al Bl S-g-A-S==aafl
ELE] ok Cesgn EnhiLLS. el

Tl start T2} 3 - Moot wend

on
(W]
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o

Paste as Hyperlink :

SLSURL text L select 531 Copy dRU oule olly SO slide Ui dl Paste as
Hyperlink ttudlefl d Slide olley 2alel link 219l. sl Slide ¥i ¥ Paste as
Hyperlink $22 d text slide show &RUlA AS% dim ldl HWA A d-l
U Mouse s @8 eydtell il ¥G Symbol wlal Hwal.

Clear : (Del)

Select 3l SLOULL N delete AL HIE AL SULS AMUAML dId 8. Clear
sl text | Paste 53 sl ell, UG Undo s2dlefl A wiedl Aundl asia 8.
Select All : (Ctrl + A)

SLSURL slide M Fedl UBL Object Sl d ofelldl s A2l Select $AL UL
UL SULS YA 2d B,

Duplicate : (Ctrl + D)

AR Current slide L Fdl % oflzy) slide ci-tlddl HIE AL SHIS AURAML
AL B, L SULS A;UAL Ul USd{ View Menu U{ %8 Slide sorter SUL-S
Al Fell ULl Presentation M[ Fedl Ul slide s d oell As AL
Screen U2 ldl HWQ. €d % Slide <l Duplicate Slide ot-lddl €l d-
Select §3\1 Edit Menu i %® Duplicate $HL-S UR Click $d.

Delete slide : Screen U2 8l vl Slide - Delete $cl Ml AL SHULS
ARRL 8.

(3) View Menu :
Wiew | Insert  Format  Tools e Normal

= ! | . . .
e File 1 Normal View M fldl ™1e L SHI-Sl GuaAdlaL
Slide Sorter X . i
= P - all ®. L Veiw U File 1A ealell wdl oslal
|_';I Motes Page | HU]'QI —

Master 3 - i
| e ' ; o Academy for Computer Training (Guj,) Pyt, Lt

Task Pane ChrF ; = Litst of Becekis

wrt UG G FCR

Toolbars 3 Sy

Ruler ’ -# - ;I”

Grid and Guides. .. \__ : 'dr.:.::.ﬂr.l
| Header and Footer... i
2 Markup

L00M..
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B2 Wicresolt Pewe Pt . [DOMPUTER WL 3 i vt 3 xRS |
X

Slide sorter : N et T A ek (| e
LG 38 s Ao e - RS T e b3

G o-lde oo || -
Presentation -l ciell o N s i L—v
Slide s 2Ll AL . 2 -

slide sorter view il
GUALL 2l 8. Select
Slide A Transition effect
A Build effect uQl
AL AslA B,

& start T} ## 4 - pecrosan woed

Slide Show : (F5)

R 534 Slide ¥ Presentation -l Slide show %lall M1 AL SHL-SL GUAL2L 2112 .
Academy for Computer Training (Guj.) Pvt. Ltd.
2nd Floar, Parth Empire, Rambaug, Maninagar, Ahmedabad.

Gujarat - 380 008. INDIA.
Phone : +91-79-25468192, 25464080 Fax : +31-79-25464495

Notes Page :

UG odel Slide Ll 1A Notes yscl ctell Speaker Notes ¥sdl Hle ¥l
Option l GulaL 2l B.

FRESPR., = e R
IR
|

1
H
i
i
1

on
(W]
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& Master :

A[E Slide master, Handout, Master, Notes master ¥ QL USLR-l Master
view ALl Sl 8. Master slide ¥ Adl text AudM A O § FA €35
slide U? display $2dl-l Sl2l. F¥H5 Data area i data type $2dlell d data
€35 page U2 display 2l2l. dM% footer area M SU-l{ M type S3| sl
ell €35 slide H[ number insert sdlefl €35 slide U2 numbering 53\ ASEA O.

[ Micresolt Pewe iPsiat . [YAHOO TRAVELS]

[i4] pla £t e Jumt Forst ook SdeShow  Window  Helo
Ll Lo | | 0 - T e B T =[] i e i e s [
L D I e I ah |

| B o T ks e e [

ACT
o s L Mt

[ o
+ Click to edit Master test styles
= Second level

= Fourih lseel
» Fith bl

St fewn for Rulobeyots |

[ v nteniertigon Sdes

H==
iy~ [ agottupua= s W 10l Al Bl M- d-A-S==a @l
Bde Vet Cefoul Cesign =]

TN FE - Mcrosalt word B Pacroadlt PosverFoink: ...

@ Color/ Grayscale :

Current slide - color, grayscale 5 Black & Whtie mode M[ %sldl AL SHL-SHL
GullaL elld 8.

4 start

IE Marral

slide Sorter

&l slide Show Fg
_ Motes Page

Master ]

|. ColorfGrayscale » | @ color

Toolbars 3 E Grayscale

]| Header and Footer... | Pure Black and white

Zoon. ..

¥

-

@ Task Pane : (Ctrl + F1)
AL SHLS UR Sells S Taskpane - On / Off $dl W2 dURL ©.
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Toolbar :
o |

Toolbar [ &Rl &Ll Toolbar -l M €l &. [E] e
% On/Off s3l aAsid ®. Default dd\¥ [ oo

il | Shie Sy FE
Standard, Formatting 1 Drawing toolbar | te=eme

on SlA 8. s :'_::,;m* ;
. lla’.{-,m ol
k Ipokiasi HE] Banderd
. [0] romattrm
Ruler : | Controd Toukso:
. . e
AL SULS &lRL slide Al left A top side AU Ruler On/ | oo
Off 53l ASRL O. P
v
. RirvEire
Guides : ST
Guides A Screen U2 On/Off $3L Sl ®. d-l &Rl Object i
A RASSA UYL UHIEL set s3I ASEA . N
Wl
Header and Footer : f—

€35 slide M[ Header 1 Footer 206ddl Mle AL SHLSAL GUAL 2l 8.
AU(E Date and Time slide number ¥\ Header 1 Footer d3l¥ S1§ uwl
message AL ASRL © A 3l el HUSAl Title slide Rl Slide i
Al Sl dl d ULl AU .

Hrader and Foaler

B Fiobas ared Herclosts

Inchyde on sids Apptaba ol |
] [ate and tins
(1 pete Zeore iy IEI
20308 - Cancel
AP ik
ST -
11 Fged L1
[] e prarber

[ Frestime
ALCT COMPUTER EDLCATICN

Tl pant shoms on bl ghcl

Markup :

Slide M{ %l S& U8l Comments Insert 53 €l dl d+ Screen U2 On / Off
$3A ASRA B, AUl SHIS dludl USdl Insert — Comment LUl sA dl %
A&l Markup On /Off 3L 2AsLA.
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@ Zoom :

Zfoom E]

Zoom ko
| percent AL Ad Screen U d® ¥ Slide gL ol
oo (B 8]% d 38% Zoom S B. dHY d-dl sadi el
el WL Aetdl ALl size Ul slide %l el dl
. UL SISl GuALdL el 8. el Fit Option
O50% U2 Click sRdlell Slide Screen -l size el
O 33% o 8.
[ Ok l [ Cancel ]

(4) Insert Menu : (Alt + I)

Inserk |

)| MewsSide Gt @ New Slide : (Ctrl + M)
\lgupli‘atﬁ"de Current Presentation M{ «dl Slide GX_2dl
Sl Hembe Y AL SULSHL GUALL 2L B, AL SHLS
| B3 sl Aludlel Slide layout o takepane open

Syl all & dulell r3dlad Yol layout

select salell Adl Slides GR3I ASRL B.

Commenkt

slides from Files, ..

slides From Cutling, .. o Duplicate Slide :

Picture ’ Current Open Slide -l %¥dl ° Duplicate
i.f Diagram... slide oi-llddl HMle AL SHISHL BUALIL 2Ll
25| Text Box @

Movies and Sounds 3
G chor.. @ Slide Number :
| Tabl... o{ldell Slide A number wludl Ml L

Iigbiect--- SHLSAL GuALaL el 8.

| Hvperlink... ChrlHK

@ Date and Time :
YRl Slide M[ Date and Time Insert Sl M VL SUL-SAl GUALL 202

____________________________ Ch
Sardar Patel Institute of Public Administration, Ahmedabad ou



& Symbol :

Slide 4{ S8 Special symbol Insert $dl M AL SHLSAL GUALL 2Ll B.
% Symbol Insert 52cll €l d- select 3l Insert ALY RURGUE Close 5.

Symba f};
T EEE *-
—|—|—_ ' lkalMbe ol ™ - A& Font U(

Wl e e L AR LT default d3l%
[ [FlePelm|a[€ B tINd™[Q[ e %4 normal text -l
A% WA T Ll DDA NE symbol Sl 8.
=1 (Y=L n) T ={#(=]s|z|a(]| QM =ell ofel
I=1l1rla " F*TJ’+=|FITF Symbol -l Font -l
oy bt A AL el B,
|€|£|¥[O|®|™+]#|<|>|+[x[<|p|a
CARETE Shara cadei (G105 | e |uncode P b

[Ciwet ] [ oot |

& Comment :

Current Slide H[ slide (A $I§ Comment Insert $AL HlE L SHL-SL
GUALIL 2l O. RUROUE dd Screen YR On / Off $dl Ul Veiw Menu Hi
Markup $HL-S-l GUALIL el 8.

2nd Floor, Parth Empire, Rambaug,
Maninager, Ahmedabad.
Gujarat - 380 008. INDIA.

Phone : +91-79-25468192, 25464080
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@ Slides From Files :

Current Slides i ¢lls1 S\§ Presentation <l S8 ALssA Slide insert $cl
Sl R ¥l Command -l GUALL 22 8.

Slide Finder X

Find Presenkation | List of Favorites

File: | i Back up'|,PRG'l,presentationI.C\JULDS-.C\°.-’.:2EISDLC°£02EI[1].|:||:|I| Erowse. ..

Add ko Favorites )
Displan

Select slides:

ERESEATATION QN S0LE

“Fafmm Crvmiopera—d L mice

1. Slide 1 | 2. Slide: 2 |3, Slide 3 |

o >
[TJkeep source formatting Insert [ Insert Al ] I Close l
Steps :

(1) Insert — Slides from files M{ GUR Y%l dialogbox open 2.

(2) Browse UR click $3 path select $3l file select $31 Open UR click
Sl GUR Yol Slides &ullal.

(3) 9l Slide Insert sl Sl ddl Wi d slide select $31 Insert UR click
$L AU %L Glell slides 1S Sl dl Insert All UR click $3| close UR
click $dll slides GW2LS L.

@ Slides from Outline :

slduel oleRl Application (-l Slide  clddl Ml& A}l SULSHL GUALL
SRAML wd 8.

@ Picture :
UL SULS &L Slides M{ AHAAIL AHAIL Picture Insert $31 ASRL O.
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Organization Chart :

Organization Chart Insert $dl Hle Option %l GU2ALIL $AM[ Ald B,
Organization Chart $18 su-{lMi su{l{ At st 58 d 2w & d wmd
®. ¥ Awlsladl ewldd 8. M organization chart Ul YuUcd =8l shape
enter $3 ASA O. (i) Subordinate (ii) Coworker (iii) Assistant.

o
- AR AER | GENERALVAUGER

HR EXECUTIVE ACODUNTDEPT

Emm.m ting reen b

=}
M.W waOosde @t rd-A-sssadfl
BialE Defouk Desin ()

From Scanner or Camera :

SLSUSL Object direct scanner &12L insert $dl HI2 option -l GUALL 2l 8.
AL option -l Megall %l digital camera (e[l pictures @dl €l dl U8l €&
Asl2l ©. Digital camera computer %15 connect $2L. d-il Mle %33\ drivers
adl A2l &6l CD Install 53| set $cll from scanner or camera U2 SClls
5l d digital camera ¥i €Al pictures 5 movies 1 powerpoint M[ insert
s3I AslA .

Text box :

Current slide 4 text @udl M1 textbox 38l ASL B A AHi §8 ULl [dald
dulll dA uel Bold, Italic, Font style 5 size olecll ASKL B.

Movie and Sounds :

Current slide Hi Sound file (.WAV) -l Movies (AVI) files Insert 3l ASIA O.
51§ slide show aud background YL 81§ music 354 Sl dl ULl 3§l aAsA &
AU % slide show €RUL 88 il movie ealag ela dl d ULl insert s
AslA B.
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& Chart :
Current slide M{ $1§ Chart Insert Scl MIe L SHLSHL GUADL 2l 8.

T man Ty . 'l

UlE el Aissl w3RAUA Yol Change 3 ASL B. QURGLE Close
button g UR click s2dlell Chart file Hi d-l AAR lal HWQ.

& Table :

AL sUL-Sl Heell Active slide Ui
table 4$l aAsld B. AL SULSAL
GUAL AR o s3I AslA © 5
%A} Normal view 5 Notes view
select $?e Sl

& Object :

AL SULIS GRL AglaHl ealeul AL slduLl Object file Hi Insert 3\
AslA 8.
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Hyperlink : (Ctrl + K)
AL SHISHL Heeell S1duLL File A link $3 ASRL .
Format Menu : (Alt + 0)

Farrnak
A Font... & Font :
:= | Bullets and Mumbering. .. Select $9cl text <l Font, style, size
aligrment v OlEAAL HI L SHI-SHL GUALdL el B.
Line Spacing...
Zhange Case. .. L ket for Fot syl <irm |
(2] ) 58 | | Eold L] -"-T I
Replace Fonts, ., Corepkea scrges Forks = 'ﬁ.* Elh [ conad |
=% 3lide Design... okl Thai u o
=l slide Layout.. 'E“}Mm&rw“ [ supanperge ;w—v
[Clsraies oo 8w
Backaround.. . = - B mbensdtic
[lgmbess [ sdrore eI
4}}/ Placeholder. ., Marn Cilees...

Bullets & Numbering :

Bullet ded S8 ULl dlsA-l q2m sAML dlddl vt (Rl default dld
bullet M{ “e” [Radl 2ud ©. d (Aol cleddl Hle dall dd Insert $cl
Y2 AL sULSHl GUAIL 2l B,

Alignment :

Select $9Cl @ulllll left, centre, right 5 Justify Alignment set $dl HL2
AL SULSAL BURALIL 2Rl B,

Line Spacing :

Type Sl duld line spacing set $3l ASlL ©.

Lne spascing
n | L v

Before paagrach

0.2 = L

dfter paragragh

i = Lez o=

Lo J[ e |
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& Replace Fonts :
Select $3e text -l Font GlEAAl Sl R AL SHULSA GUALL 212 8.

AMeld ¥ font & df ABL ldl ©wn A
A Al oed sAL Font AL & A A
oldlddl. ¥ d - select $31 Replace
AWUG A Ul Close luclell Screen UR
AL SULSAL AHAR LAl HWal.

@ Slide Design :

ey A& AYS ready-made design UL O.
ST select sl % apply ol A ®.

. %4l fonts, background, color, style
dd? 1 template design Y¥ol apply

et cdeera numbise)
T

@ Slide Layout :
AL Option 2l Current Slide 4 Layout sldl Mu sl dd otedd el dl
ofl% Layout select $2cll change o8 <9l

@ Back Ground :

Slide -l Background color change $dl Hle L SISl GUALdL 2l B,

Hackgroune L) Fill effect UR sells socli s
i A Yol dialogbox [[«»t e —

ok

=
Rotha i EETREVTIE: MR TRUTER (SR Sy
=l Ad-Adl  effect | i T

bz gon

- options UAL &, e I
;9"" (i) Gradient : & 1
[ mEE mEN ! =
e QJ{.L option background ..
ma e Yl AU 1A ddl one

E LT
o

color 5 two colors 5 preset select $3L color select §31| F¥z®
shading style descide 53l OK U2 sells s2q.
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(ii) Texture : il option background [
AAI-UA2l marble designs ALl &. ALY
design select 531 0K U2 sdlls $2d.

(iii) Patterns : L option background i
AA-AHA2L designs AW O. AHl Foreground
A Background color select $L. Hle AL L ol
SAM[ AS light A AS dark AUAM ALA O. P
UROLE ALY pattern select 531 OK U2 seils 5.

(iv) Picture : il option <l uegeil E
background M[ Picture insert §3L ASRL ®. Select | Dun womeopnan
Picture U2 s¢lls $31 19 picture select 3\ insert
531 0K U sells $di o Picture background i insert $3 Sl O.

Apply UR click $dl background current slide Hi e e
% apply 2l 8. = = lams s
Apply All W2 scls $dli background Gell % slide  -sumnans s
UL AS ARY apply AL B. .
TIRevz racal il reden s o bz oo mam mee
(6) Tool Menu : (Alt + T) gAY e
Tools | ‘
¥ speling. . F7
A Research... Alt+Click, T
Thesaurus... Shift+F7 0 Spelling . (F7)
Language. .. . .
. AL LS4l Heeell slide Ui dutdl

Spelling check $3L ASRL & A vilel
sld dl d cedl asia B.

Shared Warkspace. ..

Carmpare and Merge Presentations. ..

Online Collabaration » O Research : (Alt + CliCk)

i g AUl sul-sdl ueeell SIS ULl Acedl
Al el aAs .

add-Ins...
'?/! AutoCorrect Options. ..

Customize. .. 0 Theasures : (Shift + F7)

i UL SISl Hegell SIS uLl oe-l
Al 2og, AL vl wA ol MMM MR SAAL U dURRL 8.

& . — 207
Sardar Patel Institute of Public Administration, Ahmedabad



Auto Correct Options :
AUSL SISULL AdL A0E § F UL ARAR WAL dulld sdl Sl dl %sld
% YUl s Adl facility 8.

1A Yol example M Power 1 ole@d PAWER type 2ll2l cl space 5 enter
Al automatic Power 21§ <l.

AutoCareecy; English (LL5.)

SnCoet | pukoFonest B Tou Typs | St Tags

[¥] Show tusoiComert Dptiors batons

[ it Wi Thistind ot s

[ Caphnkon Firstlether of sanbances @
¥ Caphskm frtiether of beble aely

-_:f:l:lptlhn numan 3 deys

[F] ot mocdendal e of cAFS LOGCE iy

[] Peapluca tit s s by

Rplyos with;

B . -
warbmarl; pardamant
Pt part ot
Ll DT w
[ e |
[ J[ ome |

Customize : Ul $HI-S €35 Menu (Al Submenu o list AL & el A
sul-sell Icons il s3L sl 8.

Options : L $UL-S{l el MS- Powerpoint <l %€l %EL settings BH 5
Screen appearance, Printing, editing, spelling d91? ofecll sl 8.

e : Tty =paiing ard Style
View el Fodt Prink
Gerwal optiors

|Provinde Feasdbudl, vith zosned o soreen sknsents
[l mcenths s e bt |4 3 erkes
LUirk s with file sbe grssher than | 100 =s]
Lk infounmationn
M |VIELS
Tratiadss | Fi SHAH

[etopcions .. | [ Servies xptiores... |
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@ General :

Al option H{ Filemenu M[ recent file list «l Al $ecll Al & A set
s AsA B,

A2 sound file Al size $edl Al d ULl set S ASRL O.

@ Security : e =
A1 option i file open $cll dutd password set . ., ™
3L ASLA B. AU open 2Ll UL 18 changes |70 o
5dl Sl dl modify password UQL apply S3L | -rewrcemmr mercan
ASIA B. % open password Wl €3 dl A file | oeccmen
open % (& all. o PP e T

® View : @\ T —
ALl option H[ powerpoint open Sl cAL? e
screen UR Sl options AMAL & ¥ il Avidl :
cl show option Ui set 531 ASLRL O. %A slide —
show duld sl option on/off AMAL & d set
$dl I SLIDE SHOW i 102 option select |l = | _‘edarozn
53l asia . By,

Kﬁt\%knm

Eloarkenm b

(7) Slide Show Menu : v
Flivagd b wéonssdoimer odaan =
Slide show e i vy L iesnos b

[T view Show s | A
r
| Set Up Show, ., - n
. Dpinz deovzoia e im -z
é"ﬁ Rehearse Timings Th— =7 caca- by -u He 3

Record Marration, ..

Ackion Bukkons 3
Action Settings...

Animation Schemes. ..

Custom Animation... O View ShOW .

Slide Transition... 9 .
AL sul-sdl Hegoll AR 21dd  Presentation
As Ul As Slide show Al FH A AsRL O.

Hide Slide

R

Zustom Shows, .,

on
(W]
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Set up show :

Slide show — set up show Gu?

SIhian el Zhw ikl

S esaedby s sl G _ click sRdlell GuR Yol

Ol iremusdby an nbadal [vandaa) o ==

Window Open 2l2l. L Window
&RL dAR Wt Slide 4 YEL el

o Bresiss ol & Bk (Ul eeraan]

Fhiea opliare Ak o

T T R—— Citmsty Ad setting $2al M2 il Option
il ot perv =) t I presant .
b Ep— AL GUALL el B, dui Uen

Option Presented by a speaker

P ok | N
(full screen) L SHL-S &l slide

Parfornance - .
o - full screen i display 219l. 2@
T el pe———— = 5 slduel toolbar 5 window

[ 5 [ =« || option &uwlld sl

Browsed by an Individual (window) :

AL SULS BUR Click sdlell ¥ a Slide show 219l. d window -l a2 219
AHed § dAMl Toolbar ssldl HWAl.

Browsed at Kisok (Full Screen) :

UL sULS &lRL Slide full screen ML cl show 2 % udg %<l 3ld Display
property H{ screen saver €l 8. d 3dd % dd sl B. Kisok Gu? click
sdlell powerpoint Al AvL AUl S Rl 1 SlFA AR As ¥ A @Ale
ofle A;WMEL oi-Udel Slide show 218 %3. A Enter dteldl Space lUdl d
stop 28 ¥.

Loop continutously until ‘Esc’ :

UL SHIS BUR Click $2dlell d AR U8l Slide show S0 AR d Slide
As ugdl As ALY WA, d? o-uddl Slide Y3l 221l Ul ULl d 2AsLA el
AU ALY ALY % 8A. d Hle wAL YEl dA ‘Esc’ oled WA A8l A Ul
Yell Slide show U 212 &l

Show Without narration :

UL sHISAL BUALL Slide ML AUl %EL gEL AdlFL AR Slide %l el
dl d M2 2l . d Adl® Powerpoint H{ ANAL SR . d U 1S
sldl 33 8.
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Show wihout animation :

Custom - animation <l & o % g€l %EL ‘animation’ AWML &L d
animation -l AR (effect) d2R Slide sldl Sl d HIE AL SHLSHAL BUALAL
2l 8.

Al :

As Sl dell? Slide oldlddl sl U el ° Slide show SAAdL ML
AL SULSAL BURALIL 2Rl 8.

From :

As 5dl AR Slide ot-lddl sl AUR dxiell «ys AlssA Slide show S
HI AL SHLSHL BGURALL 212 O, el.d. 1 2l 20 slide of-lcdl &. duiell 8
ol 15 slide lcdl Sl d ML L $HL-S BUR Click 531 OK Ul Slide show
s2dl 8 20l 15 ot Slide show 29l

Custom Show :

Al Yl Slide {l (e Custom Show % Bedl Option ®. d run sl U
AU Yl AL suL-SAL GuALL 2 Sl

Manually :

Slide A aldM WL Sl dY Ol dd el dorR sdl sl d |
Option «l GUALAL 2l 8.

Using timings if present :

AR set up ¥ manually ANG Sl AR AL SHIS ARl F 2tduell
Slide show 22 &. d Y%¥o % show 2. d & Rehearse timings UG
ARarR! 8.

Rehearse Timings :

AL SISl vegell AU oi-lde €35 slide A A M $dL text 3
graphic object L timing Y7ol set $3L sl ® %2l slide show €Ul key
board 5 Mouse d2lR ld % As Ul As €35 Slide AL dHl &ALl Object
au-l effect Yol run 2Ll

Al ve €35 slide A 33 effect Atudl.
weli Slide GUR %8 AL S-S5 wual Foll {1 yorordl sl wlal wual.
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List of Books
~M3. Office 2003
- Tally 7.2
-D.TP.
=C
Ciracle
~ Wisual Basic

el timing set eldld AlG 2Ll 8. defl dMR €5 slide ¥ object A Fedl
time f AdR AuY Sl dedl wait 531 Enter qdl 8g.

Becdl slide usdl 1A Yool sl wlal HwAl.

Microsaft (fice Powerfoini

i This erskal s o phas slicla ainvssd wises (RO 12, Co i) waenlt £ Eemmpne pai sl
Himsing: tovurse wrhen you vierr the dide show?

e ] [ |
el Timing Save sl Hle Yes AHlug.

T o e e =

caterey for Computes Tining

-

Action buttons :

l-;{*: :::ant:z:tt;c:semeg ’|D L Option dS slide ML wYS

3| Custom Animation, .. Uu. Action o2+ ]:158']. ASRL 8. % slide

| side Transition... —— show €U ofed Click $dl d-l set
- 2l effect S s .
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el.c. (1) GBGu-dl itglariell B otedt Select s3| Slide Hi ¥ o ¥oARA d ofe-d
Jlsdl. (2) URolle d ofed select 83 slide show menu il Action

settings BU? click 59.

Action Seftings

Moisw Chll | pgmpy O

Butionion chidk
{21 o=

([ Hyparlink, tos
e, Sk »
(3 B prosrame

Dgwm

(3) ed Hyperlink to iell 1§ uBl effect select $cll. A&l ‘Next slide’

5il 5.

(4) &4 slide show €RUl4 d ofed UR click sdlell Next slide %slal “wgl.

@ Animation Schemes :
%l Object select $31 tHiell SOULL effect AUl ¥ slide show €U
Bldl HWal.

T sl | B it | OB LE WIRA L] i mless ¥ @k, Wesssig | L 3 £ 3
AP U B e G few B S o -
Ll hgt b AT E R B A Boiiz dmam  aul

UL I T F T B | i & | __'ﬂ:h--.‘.'&'_!ml.lh:lhl
LY
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& Custom Animation :

T o e R e e e -
1 2 o e

L)
[—_.- | T
ey =
:. = - p—— - —
- l Academy for Computer Training [ —
- l : 1 I e
- 2nd Floor, Parth Empire, Rambaug. v
& - e
Maninagar, Ahmedabad. F
[ Gujarat - 380 008. INDIA. | ==
Phrona : +91-79-25468192, 25464080 = -2
[ 3
== S ——
i sss ade ba Ceidie i o) - - )

Select 53¢l SLOUSL Object A animation A sound effect AUl S il
SUISl GUALL 2l 8.

| & Lana)
& Taker Fpomrter
]
A Fon A Tar
oy e
P
L]
o Somrercaq
F )
#
o]
M ighi Goand
F LT
& soralln
b, Rl

[l s e

o B

o

Mo

Mgl
E,’.".’:.._:
o =k

Foaatt] =
= = |

o

o

Steps : % object -l effect dtiudl slA dd
select 3.

Slide show : Custom Animation H[ 21§ 92
effect Al OK 2tug.

Start : [ M2 object automatic %18g €l d
after previous eldl with previous select $3l.

Speed : AU effect l speed 3ecll Awdl &
d Al 455l s3I wsiw V.

Slide Transition : 38l No Transition L %92ll

SISULL Transition effect AUl ¥ Gu-l effect H[ ldl HW. dd Slow,
Medium % Fast $31 ASRL & A

AMl U8l Sound 20&dl sl
®. %2l d Effect dud d
sound <l AR Adl U B.
Aed 5 ¥ d uUslR-l dley

AVAILABLE FACILITIES

' | | - ROADTRAVELS
2llA®. Slide transition set e + RAILWAY RESERVATION
. it + AIRLINE S BOOR G

$q. Apply to AWl qWMalefll .= | HoteLsookms

. . L + FREE AIRPORT PICK UP
ofell o Slide M VUl effect set  .mi=i | . EREE SIGHT SCENES
2§ o9l ~
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@ Hide slide : Presentation Sl9UQl slide A Hide Sl Sl ol 2l SHLSHL
yeeoll 3 ASERAL .

@ Custom shows : Y45 % Effect AUl slide oldl MUl 2L SULSHL GULIL

2l 8.
ofe ofe o3
ASSIGNMENT
SLIDE-1 :
 GUJARAT
SLIDE-2 :

INTRODUCTION

» Gu@arst state inowestern India, ordered 21 tke noth-
east by Rajasthan szates, on the =ast by Maczhya Fradesh
state, 21 1-e scuth-2ast By Manarazhtra sz, on the
soth 317 2outh-ecst by “he Amb an Ses, and on tan
RO E=wiesT by Fakistan, [0 was formed ancer the Bombey
Feorgatizatizq Aot C15E0 from the pradsminantly
Sujdral -speakicg noilhemn dand weslarm poricns of
Burbay slae, the remarnrg sculer ard 235 2m
pFarticns becams Mahsrsrhtra Gujsrst has an ares of
196, 024 s ki (75 505 59 mid.,

215

on
(W]

Sardar Patel Institute of Public Administration, Ahmedabad



SLIDE-3 :
POPULATION

Tha popsltion o Guars i Sesedba in bekow tabla, with § darsty of

A fopie pin u ke (R e ag
Year  Hindus |Muslims | Sikhs Christiang

2000 36964228 4808020 1,200,023 1.350.000
2003 [37,772.237 |5.806.424 2,325.005 2,956,968

2005 |38.214.956 6,586,957 3,489,563 3,992,369

SLIDE-4
POPULATION CHART

19,000,000
F5.000 000 17
Ih Bdn 200 o
15.000.000 4f —r
19,000,000 4 min:
15000300 4 i
19,800,000 -
5,000,000 - f- 1 1

n L . =

HIND 0% MUBLINE EIKEE Christlans

ECONOMY

The mconomy is maind
icultural in ferms
ﬁrnlcv,-m-nl Thw baiding
GO A I"ll.‘,ﬁ I'I'II:IW'L':I' s,
1. cotbon,

and h:hatm .mmn%a
Eveshdcrn;daiaad s:rn“ 1B, "
sheep goats. Mineral
produced inchude =salt,
T S, limastore, and
bauxrtaimh il 15960,
produc in
and thers s aﬁl refinery at
‘wadndara. Oma of India’s
mast indusirialized stales,
Gl\i?ﬂt has & varisty of
siries, the principal ones

being general and sleacthical
anginserng, and he
manidaciure of tectiles

iahle oils, chemicals,
0 ash, and cemen . Mew
Industrias Include farmizers
and parocha
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SLIDE-5 :

POPULATION CHART
i)
MO0 000 ¢
SRR | [z
A5 00,008 1| il H
LT TT .-I‘.I
s.-nn.n: ,.
HINDUS  WEELIME BIEHE  Chislians
SLIDE-6 :
1N I
1
i
L
INSTRUCTIONS

1. Make the above slide in power point and give the font color and style to it.
2. Apply suitable but different background to all slides.
3. Select the first slide and give it effect as mention below.
= Select the heading and follow the steps
Slide Show — Custom Animation — Add Effects — Entrance — More
effects — Flip (select effect) = OK
Start — With Previous
Speed — Very Slow
-~ Select the picture and follow the steps
Add Effects — Entrance — More effects — Flood (select effect) = OK
Start — After Previous
Speed — Very Fast
4. Select the Second slide and give it effect as mention below.
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= Select the heading and follow the steps
Add Effects — Entrance — More effects — Pin Wheel (select effect) — OK
Start — After Previous
Speed — Very Slow
= Select the picture and follow the steps
Add Effects — Entrance — More effects — wheel (select effect) - OK
Start — With Previous
Spoke-8
Speed — Fast
« Select the address and follow the steps

Add Effects — Entrance — More effects — Faded Swivel (select effect) —
0K

Start — With Previous
Speed — Very Fast
5. Select the third slide and give it effect as mention below.
= Select the heading and follow the steps
Add Effects — Entrance — More effects — Bounce (select effect) -+ 0K
Start — With Previous
Speed — Very Slow
& Select the contents and follow the steps
Add Effects — Entrance — More effects — Color Typewriter (select effect)
— 0K
Start — After Previous
Speed — Fast
< Insert Back or Previous button on Left side of a slide.
Slide Show — Action Buttons — Next or Previous — Draw in a slide
< Insert Forward or Next button on Right side of a slide.
Slide Show — Action Buttons — Forward or Next — Draw in a slide
6. Apply Slide Transition as mention below.
Slide Show — Slide Transition
Apply to selected Slides =+ Random Transition
Modify Transition
Speed — Slow
Sound — Breeze
Advance Slide
Tick on Automatically after. Set time 00.02
Click On Apply to all slides.
7. Now Run the slide show by pressing F5.
8. Now give the suitable effect to next three slides.
9. Tick on Loop Continuality Until ESC in Slide Show — Setup Show.
10. After giving effects to all slides again run the slide show by pressing F5.
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Internet

& Internet :

Internet 4 Fullform Interconnected Network 8. Internet 2 (A%l 2dlell 3\
Computer network ©. %< global network Usl $& ®.

Internet U2 ¥ Surfing, software download, chatting, e-mail, Net banking, e-
commerce, e-education, e-medicine d912 AY[AELAL U 53] AsL 9L A AL ULL 2ASL L.

.2 1969 i Department of defense (DOD) States of America i 2dlell uég
network Alg Sgr Sd % o M ARPNET (Advance Research Projects Administration
Network) sq %H[ dMd A5 Computer California Sharing ¥l Millitary 2 University
4 d-l UR sharing &L istdal-l HiAdl L. Al otell [QertellAL AL 2L A
dAHQl Internet <l AL 83\

Internet -l Alv{l system TCP\IP (Transmission control Protocol\Internet
Protocol) Protocol U establish 2Ll ©.

@ Internet W[ dUAAL AMLA AGEL A Al el

TCP\IP : TCP\IP 4 fulform Transmission control Protocol\Internet Protocol
Ul QR Internet d connection 2lg AKRL el

ISP : ISP Stands for Internet Service Provider. ISP internet %13 connect 2ldl
LAl Rl B.

FTP : FTP Stands for File Transfer Protocol. Internet Gu2e2ll File ddl 5
Internet GUR File ¥§dl UL Protocol -l GULaL 2l B.

Download : Internet URe{l file computer H{ Adl-l process ¥ FTP -l Gu2LlaL
2l 8. % process 1 Download $& ©.

Upload : Internet GUR dI3l File ysal U1 & SO Hlsddl HI2 dA Internet
UR Hsdl uS &, Ful FTP -l GU2loL 2l 8. % process 1 Upload §& 8.

Telnet : Network 4{ 2&dl directories %ldl M2 § access $dL Hle LAl GUALL
2l V.

DNS (Domain Name System) : Domain Name Computer host %l & register
sUdq US . ¥H ¥ netvision.com M com A Commercial (4eL$2) website . L
Adl domain -l Getewl A Yo .
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edu education
com commercial
org organization
gov government
mil milltary

net network

w4 domain name U2l %10 A5 ® & websiter €ellSI2L © 5 Acsl d w10l
Asl2A O,

AL % 3Ad AYS websiter H UL A AH&R A country code SEAM[ AHld & %
URL DNS dily aunutid 8. Al wid wd © 5 website sAL g2l .
@ Countary Codes :

in India

us  United State

fr  France

au Australia

uk  United Kingdom

de Germany

ca Canada

nz New Zealand

& URL:

URL o fullform Uniform Resource Locator ®. Internet GU? open $2dll-l website

webaddress | URL $& ©. €l.d, www.yahoo.co.in (World Wide Web, URL(Uniform
Resource Locator) Domain name, Countary code (Countary Domain))

@ Web Browser :

Internet connection €l A+ website open $¢l sl L Web Browser 4 tool
AN, Market M[ A2l AL Web Browser available &, ¥4 ¥ Netscape Navigator,
Internet Explorer, Mozilla d91? il “i2ll Internet Explorer 3 Alell dalR aurld
common web browser 8. d dHl2L Desktop U2 % €l 8. d-l U2 double click $dl(
d A Yool open A 8.
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M [& Vs “awcd kel lue o

) _-u": _f| :‘ e T o e ) (T A

Stwmn ] e N st cor o, S -+ 0t -t d - EG@ -

|‘ The pages cannck ba s plaped

Iha pags en S Tacking Rrin wme ey Ml . ke Wb

R e n Ry e Bl () Address ¥i{ % website open
ey o sl ® dd webaddress type
£ T gt s — UR 5¢lls s2di d website

@ ¥ pouTEad ek gk edditid e Acd o b Tabe
da 7w bk T o apeled s E)
& i thach yiar G Webdhd d w2, s be Tl mEe
wic trutd b [nbasnat Datesan. 20t [ido chons Open 21_[_24'_ -
b, dzh detiiage. T e dheadd varich i
proaknd = yCu" kel o narbo ik {LAN 3307 I ROTRS B
B A PO
& B A e RO IR T R A a e I, W ool
L TP TR TR
B TR T S N T
B i o | W R D 20Ty W i G T
s Py Dt re Fpm ok Samingy
= Larami rece e 8.0 roreecia Mot Gl bw
Smip s and twn ok Aboon Ininrant Esplarer o ¥

e # Izt

@ E-mail
E-mail o fullform Electonic mail ®. Email H2ll small letters 4{ % €l O.

d capital 4( el €lg. email 2l (AU unique Sl B. d ASAR FL HWY el

A oflogidl AUAHl Aldd Aell. email id Ul a2 sARA space Alddl ofl. el.d.,
vikasn_shah@yahoo.co.in (Country code, Emai Id, Attherate, Sevice Provider, Domain
name)

& How to Create an Email Id ?
AWEL Al yahoo U email id otiddl 2{ufly.

EhE = el MR LD s EEEN

Dia v 1l A Faks T e hume pengs el A e -

Wrabk | rrages | v 2ain Dovekas: | eea
YaHoO! |

23 Tulun! Ruzkers: dzlo = ve 2zl | Az ezl

-

KAt ke il

Step-1 Internet Explorer
61{2 8(‘0,8 Sé]_ Add]_’eSS ba_]_’ Auluz Hul Jubis FlivLus Trawel Fona el T

Clxanra anps RAnl Cetota ™

1".[_ WWW.yahOO.COIn type Sa [=1.T531 .53 *oules Bhoppling Hellow raqes (=] Mall
N button .q'e Click 82%_ :.:::\I.:'::rillfu: ::J:i:““h :Ii::.:llrll.: T Intsmalivrial

%?jl 'n.?l 1\-|5°50{_:L homepage Hore Ydhioo! Servives ;

k
]

Open 21-21' Tak i gair e w ok
For moderale b SEvend pEanasis... Abraf CHASML X
¥
FEwbran dprvan apranch UL L v lier

nlamyiwa, I 1o chearer skin. 5

b RS ERL R 1K rm—————"

Iy A1 i = 2 -abo m

n - n ! n 1=
4 -

on
(W]
R
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Step-2 Al mail U?
click sctl {12 Yot sign
in 4 page open 2l %l
M3 UL ID A Password
€l dl d¥ mail box access
531 sl ©l.

s far Fan

pt works harder?
EChion, mare Wﬂ';.‘St'T"'ShET?

t works twice as

s and cleans amel
Iﬂaer.- ragty rsas aut afywour

7 Remernber mey 1D an this

COTELeY

Sanin |
Wiy 0SB BRCUNG
MAIL PJI.IE Forges vour 10 or pacswand? |
Helo

| Don't have a ¥ahoo! ID?

| Sgning s ey
Antivirus

B o™

Em?wﬂmhﬁm&m-mmﬂmm'_l_ﬁf'_‘—'—
o | A G P 2 o [forwa. gl | Biw | |iDepARE O 2me

- opfdEsedR-as N O

WF_MAIL

Al Bawe an 18 or @ Tahec? Mal sdérexs? Sigain

-

Create Yeur Yahoo! D

ikag

shesh
Mk 'I
m CU"WH' EyERnRL N

mmmmlq o Thia 0 |
e [

TR Cn

LT e

IF Yais Fasget ¥eur Passward

il
2 NEa = Tok: I ) LR O |

Firsi rewre:

Step-3 g email id ci-llddl Sign
up WR click scli 4l Yot form open
219, A AM[ w33 HUEdl type s:dl.

- oA E-as = O _

h-=
IF Yaus Ferges Your Passward

Sacuriy quaticn: |W was the name ofyour frst school T ;|

var sravar: [RCT —
o L

Fooi code: [IENDOT
Cortry: |Incdia vl
e | @
Special Offers

P Contact me occasionaly shout sperial oifers, promaotiors and Yah
feshres. More rformation heps |

Werify ¥our Registratien
esrtwcatestewre FALA | ety o9
Thiz haipa Yahaol prasand sukrmatad ragisirab

w_ A 5

P Confact me occasionaby sbout special offers, promotions and Yah =
feshures. Wore information here

Verify ¥our Regestration
Entartta cate showre E m<

Xxg{,A

Flaman vy i ollowing barra: and incicabe your agnssresnt bekre, Primtabl ersios §

Welooee to Tehoo! . Vehon DEOVIQEs 168 BECYLIOE Go =]
you, subjeot co che following Terss of Serwine |
("TCA"), which may De updated DY s from Ciee oo

wiee wichour nocice co you, Tou een ceview che -

Terms of Service

B Duking Apat” ¥l ogras s st o a1 W ¥ ahoo! T
Py PRCa:, Al () ECERE FSLINSD NORISS I ghier vy

& | Agree I Do pctAgren |

GuRl [Adtct etRdl Ul yahoo ID U ID type 529 d available & ¥ (& d check

5dL.
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Check Avilability of This ID
UR click sectl 1A Yot dialog box ldl HW 8.

fnd sbor aealasc Tis
Lrrersachers el
BERF I RE]

B s ko cemackz e regsTador prozzzs e clam od ok ivecur
R I I B I T R Y TR I QTR R N

TIFec ackmer

o w | Cunlinan Dagislation Wil Ui |

Continue WR click $ci d yahoo Id dMd Hul ®.
R Al ok e - LR O < | o -]

Frct ras: wiknn
Lo rere: bl
Carcr: Mam
ehood O At e iR Lo s
Faawrord P Sherem far Yo Pratucios]

o Fasget Your Fazmward_ Step-4 1Y form ™3\ I Agree
T e o WR click 53 %1 Qi SIS Met s
e i dl A yeyotl screen wlal Hu.

& Subem i This Fam Eacuraly |

Gurl form Ul % field WVl seRq &utid & d YeUFA Submit This Form
Securely UR Click $2cli email Id Create 21§ °s9l.

& How to access mail box ?

Mail box access $2dl-ll steps 12 Ywol 8.
poe@EadmETE R EE = o -~ ]

Sigmn in :
o Eo Tahonl [
" Proteet ywowr compaiter

with a zign-in seal. dionet | [ e Step-l 2‘0. Yely Internet
o Explorer open $3l di addressbar

LI "RRETT [T IR

o sor | Y{ www.yahoo.com type $3l — U2

st E12 with aur sicn-in seal s click 52l d homepage open 2L2l.
T Al mail UR click $dli 1A screen
aears ¢ 1 Yatocl Fign-it1 zages D:-Ilr}]!:aﬁuyilw' o °0>LQL HU].QI
BTN I IO LT RCHIRI P T) LTI UL Sigu Uy
".'J-nl =inn i1 sma fo- ruoee '—I_I_'
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- IEEmll= 1ol R lyn [ -7 =

mmu M faradl bl S Eameh |
MAIL adaal” ! Ml Homn - Hel
YAHEO! WAl e
T sacresses -] Caendar | Hotepss - SMS Madl Alerts -
Options

ClebLh Maal Lamposd I Swarch Mail Sasrch

Erowse Welcome, vikas!
w |_11i|| fans A ToU Eve 2 unread mesgages

profiles. FREE Inboxiz)

Fobders  [add - Ecit] Create your own Avatars
Cilnbox (2

G Craft

Ca Sert

BBk [Emoty]
G Trash  [(Emeey]

Step-3 (& dHIR Fedi message
afudldl olLsl e d dw) 2. A Inbox

YR click $2dll Inbox open 29l

S ofaanadi-as-h -0

| ar o Swatch Apple L_ Mokia
d] i " Watches IPDCb Mobile:
it i onbia i Buy Mow | 44 / Buy Nov

EETE Aedrosses | colondar -| Notepad ~ M5 Mad Alerts -
Optons

check el || compoze | Search Mall | Search the
Get proposal Frewious | hieat | Back to Wessgges
HE":_‘GII - petete | monly <] Ferwars <] spom | move..

This mesgage is notflagg ed. [ Aag Messaga - Mark 2: Unread |

Fodders  [Add - Echi]
Data;  Fi, 20 Sop 2006 10:42:35 +0100 (BET)

ey a “vkaz shah® <vkam_shah@yshooooine B o ad
L Draft Frome Y T
L3 Sert o)
E@Euk  [Empty]  Subjects & HiFdands
GATrash  [Ewety] e sckedu_romputerByahonco.n
J| ¥l
SR IakAll=Tol-Le e ER R ] e
-
[@Tiash  [Emety] | T actmdy_tompskerErahon c.n
Search Shortouts Hi Everbacy,
My Photas 'ZTLs saslr"r‘ea mample.

1My Altachments

Jeb Capariuniny Find cut whet Inca is telking abaut on - Yahoo! Ansrears india
far poul Siend FREE 515 to your fiand's mabile from Yaheal Messangas

Amschinents Aitachmant scannis

Latest Products
o Bost Pricas

MD_M
742

2 b 171 5k1 o]

———s:rd—aﬁgenn;m—te—of—puac—gmm;at—m:A—hm—ed—a;ad —————

Step-2 yahoo Id M[ Id type $21 -
password H[ password type $L password
secure Rudl dl 1§ Asldl el RelLE
Sign In U2 click sl {1 Yoyot dialogbox
open 2l. % mail box §& ©.

Glﬂfﬁlﬁm@ﬂllﬁ ao e |m

TVATCTTE — |
=

Buy Mow

b Buy How | .*.. Bu[an |
m Rddresses ~ | Calendar - Hotepad -
gﬂﬂn‘
Check Mail I Comiget 0 I Saarch sl I Swarch the ¥
0% of 10GE

= Meet Special Inkbox

ppl @ L
Shaadi.com view: SlMeigades = Messages 1-2of 2 First | Previous IIIE::

‘niders [ - Ede] ootete | spam | masw ] wewe |

Etinba {2) " Sender  Bubdect Dt = |
G Diraft [

C3Sant T ehah Hi Friends Fri 28 Sep 2006 558k
=1=T [Empte] 7 Waheo!  Welcome to Vahoo! Fri29 Sep 2006 Sddb

G Trash [Emptr] Check 21 - Clear 8 Messages L-2of 2 Frsk | Frevious | He«tl

iearch Shertosts Dalete | spam | v ] weve_ |

..........

Step-4 Inbox i message S8l
s 8. dd A wldl Hul.
QUROLLE subject M AL [AvA WR
message & d [AwA dudl s. 58
ARV HIsAAML AR & dlAu A
mail -l size dUlcll sl &, # -l
el A elld 5 mail WS ofly
attachment QL ®. d™i subject U2
sells s2dll 12 Yol mail open 2l2.



PR N B A L e o e e I )

Step_s Message Open al_d_l_ ek Hadl T Ii su-mu-ul Aravh o

WIsA-AR Email Id From : i qWg] slal

Wirugs 5can Rasuls
[;dlr-i_.'.r:h no

YUl B, RRUIE message AWl 1A B, & . - e e
A %l attachment Sl dl d Oed ldl e o
YUl ®. %l attachment - computer i oo I ._ wmrﬁ -
download $°¢ Sl cll d-il UR sells 3L 1 o R s e
Hed A ywordl screen gull. 1,“ e ——
o=
.:-I'-'-'"l..t"'ll.ll.'.:

|_"$ 1o, e doomlzed gt e
e

4

I L R T PR = ey BT e T T ]

LA ERNRY T IO T CR B PRICTTY BT TR T IE
“Tm || fee P o |

B b e o adue w2

Step-6 Gu? Y¥ol attachment computer

H{ download $cli Al virus cl efl 4 & I

scan 52 8. lRoiE Download Attachment U2
click sectl I Yool screen ldl YW 8.

48 2 KB of ?box-Inbox&Msgld-6395_33314_312_16... Il 4 ||

&

Step-7 lROiLE File download
4 dialogbox open elcti file open 52l
® % save 5l © d Y® B. Save W2
click sl 1A 3ol Download -l
process AlG, 2AlA 8.

S = TR e e AR

- Saving:
8 jpg from in. (77 mail.pahoo.com

: Estimated time left: Mat known [Opened so far 48.2 KB

Dowwnload bo: D hdownload8.jpg
Tranzfer rate: 120 KB/Sec

% Close this dislog box when download completes

i [Hipen (1 per Ealder | Cancel I

[¢

m Pud-waeve - Cokride - Mlolapa: - Ak K2l Alerts .

Cirong
ﬂ Sawnacanrat | cwnern | B PLL SHL Suvd
oo | aer et Step-8 A% Ild message -l
R aalol AUl Sl dl Reply UR click
B e 5L A %l dl message type $dl
arart | Sl dl compose UR click Sl 1A
LT SR B SR TR SR (- S PP S

FUiie e 1 e i S,
1 =il

T E LT
AT |

~ Yol dialogbox open 2.

on
(W]
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@ To : email id type 524.

cc : A5 Sl delR dlsld AsAL2l email 5L S dl A& clell-ll email id type
sl G email id <R comma(,) 5.

Subject : H[ ¥ [AMA UR email 5l ® d [AwA type $Rdl.
Attch File : File Attach 52dl el dl attach files UR click 9.
AL box Ul % letter duidl Sl § message HlsAdl Sl d type $9.

L. u e @ Step-9 Attach File U? click sdll 1A
% }'1L % .} _,__Eq A o] O screen oslall HUIQI..

ﬁj: ? EY; Browse U click $dl "Choose file" -l
11 ) P dialog box Hi ¥ file attach $dl €la

J! ' M| select 3l open U? click 59.
bpas 17 M |
e |.:J bt :] Lozl I.é

SR e A EXEE

Lo gesl Bl L

[T -
Step-10 URoile §3lell Attach THRHQOLMAL fa s SETEEE

TN
o T

File U2 click Sl -l 40l attachment eI oo = Comear = Hobpos « 302 i s
PihA ko

L process oldla A process Ul oorm

aldl 1A Yyotdl screen otdldl. Aitaching fhas...

Frazrralewhic o dkss-hrllaz)x yowermetioas

AL process < uploading U8l

T E TSN shs A TEEEE e Fem s s ghenreeeand e he
s8dlA B. e B pa e en s B L
B Ed o s Tk tho (=] Step-11 Bu2-l screen U2 continue
B P € g H@:h E‘- 5@}. r.%l- 3 N?ml @; ’ YR click SQCU. '{121 QKO{'{].
Agkaza [8] bz 177 resyohoescon i Tongoie 7 el 103 Mot ompoik oot mpoikcadoreconns || e | Lika = message clic g screen
e RN
m Addresses - Calendar - Motepad -  SM3 Mad Alsdts J
Cptians =
S e | Hortan Snfxinis C1 e aimer B E H@:ﬁ r@- sg r.%_l- 3 u?w @d’ i
Attachments : RT Akbmra (] e 77 nesdymhoc coru Tongie T s J060L fThsmmpe by Tompait D lliansl =] ;_:*an_m.ﬂ—
The following file has been attached: el e Comel Samd FREE 545 R
- CLICK -
' . [ — To |u.; sn‘a;;numjna;o,mmmm
| LT ( = = =] C: fassharen1spomal o, s Sl atimes. cm
&1 Do 0 e subject: [Ra: Hi Friands
s | 8 %3 v [e EpEpan] Eodeall S5 sam
Atnach Files
HHOE e rn DR ES X
| % | mecaie pour il # =]

&
T F T - v | ST T [N A | e el &8 sam

____________________________ Ch
Sardar Patel Institute of Public Administration, Ahmedabad ou



Step-12 qMi $ISA attach e3¢ EE
oldld ®. message ready 2lld Aed send - 8 el g SR E W
Adhera (8] 177 1ol patvin oA H 0254 T V1A C et T ebseyestaiesmtcrnbicaeciss (] i Hlm | Linka ™

YR click $2cli d email send 22l ©. A (BEETE] Addresses - | Calendar - | Motepad - SH1S e Alurty =
AR ygotdl screen wlal HuL .

Cheirck Madl Lompose I Search Mail Saarchi
Reply Sent

Hap

B AR I o R B "

Fahath  Hors  Smach  Faevstes  Mads  Histoy sl [ Create a list te eossll this grews |

8] T =184 M - B Linkz ®
ok ] 17 e o0 comnCow pose TrT=1841 Dt Btebsmyeoty Bhetamyesboreimbbici=doie =] plla | +ilsas_shah @yahoa.ooin

Talag M Yoo bl e Seorch | 5
- x—|:| “ikasshah21 Siamail com

Hisros

I iz
YAHOO! MaiL e

Wkas A5 @andiatimas com

m Addresges = | Calendar =| Notepsd = 5SMS Mail Alerts ‘l St e s
Oplions

5] o
Cheache Masdl Compose | l— 5o Fel Mall Saawch 1 Pt M - Eer ] P 3 JE T Reeadl, W anm
Reply Sent

[ Create a list te emsell thiz grevs ) | c
vikasn shahiwahoo.coin » _':I

L ) e A S B e

4w Faal Wy =1w Hm T ko

SE miakc b ed R R pen o Pkt e MR ] o
TIMEIR FU L WSy | Eued,

o lawe successiudly closed you nilbos, Step_13 Email $ S5 'l.i\e) 2ldl
Returm o ¥ awest Hiall Indla mailbox securly ¢{&l $dI-l € 8.

Va7 weda_crnpade - .
I Y2 B Sign Out UR click Sl
" TTI_LM QA Yol screen Eutlal.

ESAER R Rt = P =LEL reun
E e A = =ral b ey oS =
al | o
Bllabbir g aden e s miue padan ke o oclad

A | @ | T 2 2w e || Rt L R v

Arakad Fizcad Inicte Lokt

[+ a8 Zw. “gvbn [ [ T

- . 3 . @ E @\ 5 = oz

T el A “mn e ZrTy Tene chdh L E3) Ful

F1 w3 Frva a2 b i e awis eT b ik ] e Rt

Step-14 BU2-{l screen 4l €% mail |-yxproot man cenit
box UL %9 SI2L ctl password type 3| | i you rer using atiout piai
Sign in Sl Aul ¥ Astd. ARAL P —— 2
Sign out Complete BUR click $Rdll
mailbox Y3l 3ld oftl ol 1 8. Aed
A Yrol message olldll.

PILT S LIAT 00 TALGNT ARSIV TS

Nuwd Iz Adbar wll benrddr &>
lmwt rnt ra harama o reree cardarar 19

[T P Y R
4l ] =

]
£ T | D= T T R T o R RS - Sy G S R

& . — 27
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Search Engines

Internet U MURBAlAL vl 8l &. Aniell sl drg 2Aewdl otg ¥
o St B, FUL AMAAL VURAL 2L ol 8. AL AL AHRUL search engine &RL
sd 28 A5 B. Search A} USR-L website ®. ¥ webbrowser 1 open $31 %33l
HU[SdL oWl aAsl . AL HIe ¥ search engine open 531 ¥ HU[Sdl Wadl &. a-l
([QoLd type 53\ Search UR click $cll d HUSAlA @dldl website, Hyperlinks A4 d-
@2ldl information €2{d &. %33\ information -l website link UR click 52dl d page
open 2Ll 8. A AL 33 HUSAL Andl wslA SlA.

Internet U2 €Ll Gell search engine AHlddl 8. FHAL uys A yro .

Google, yahoo, Attavista, HotBot, WebCrawler, Excite, Indiatimes, MSN, Lycos,
Magellan @92, AL AL oelmiell Google A Internet U A (A2l 2Alell g search
engine ®. dl Google GuR2ll information 5dl3ld search $2dl d @ (A Yot
159

1. Internet Explorer Open $31 dM( address bar [ www.google.com type §3l

Go UR click $2dtl 1A Yol google 4 Homepage open 2Ll &.

P
(2 T TR ST I B
Agdrean Bl e ar m S| He: L ®
S dloEn om Glm
00 [Ef"
8 Ind a
W:h  ay Ziwa cumi o moae e
| LA LI AT T H
Jwhinia
L e T (LTI TR ) ellcihddh i T
Daer e ® leal © wegen o - idie
pomile s cheed o ncallegan e Rassa dal
RN SR oZ0l Sonlk me r Ml ety Geoilr oIm |

L T T

T

(]

|| arae

e

2. aMi toolbox Ml % [Aw BUR information Sl €l d [AMA type $2A.
Pages From India :

Type 53¢ (AUl W[EAl 51 51§ India -l Website U2l 18l Sl dl L
option UR tick 5?L. ¥ the web option UR tick $dl d eldu svc [Auadl
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YU[&dl Internet U\ €35 web side il 2Alel AU . RUROLLE search UR click
sl 1A Yol information A links Alcld 8. %33 ALl L&l link U2

click $cli . webpage open 2Ll 8.
el.d.

T

T e r
et - ) - ] (2] G| P e @] (5- 05 -

JET bt v ogie 0 5 ] B |k -

“!nln -

Winh Images Groups Mews  more s
[i3ptaps
Search: & thawab T pojes wam India

Google

HP Eusiness Mofboak par k
weww hp comindatimd Greal Daals an HP Nobaba ks from only ReS8,9800 Browas
e,

Dol Value Laptops

wwdellcnin Pemium M baeed Impiron 1300 Staring 3 Rs. 36 900 anly

e computeseid com  Udated Laptap R e, Faans & Preduet il Frs

‘Whita Paparcl
Tip: Sares ime by hitting fhe retum key netead of clicking on “search®
Laptop - Wikipedia, the frae ancel oo sdia

& laptop canpubar of 5 mpy Bageeg (ko notabd ok camputan of notabd ok] B o sl ...
Ao poracnal comguan, lagkees are copchk of 1ha £ama luaks o o

aBay India -Biry & Sal [aptops, natebook, Compad lpted india _

Baach | alsseadiney

ezl 1 - W af about N2 00K or [aptops [drirition] {128 s=carde)

Laptops for e |
Buy Ladast Lagriop For Less
Exttlisa by n Irdiatimes. Buy Mow

Find Tl Laptap Infc And Ratal
Eduhth AN Pasitls Retalers
i Laptps

Mﬂ
The masy way 10 protect information
stored o0 your oo ox PC

Gigatwie Laptops
Wan fovards Fom Chio & Tachtiod com =]
[ [ et

o) & @8 * 3 remsiomn | Slsansson. [E W | §F ORI
3. %l dui image UR click $cli photos 22l Information ¢ldld 8.

Q= 6] 2 D e romm € (e e
mﬁ-—h T S 80N L IS AT LB i i D AT

Wieh  Imanes  Groups  Mees  mors s

Google =

Images

L

S earh i

Images chowng [Alimag: nze =] Fiesults 1 - 20 of sbrart 10608080 far photn |deirition], (.11 scands)

1060 m:.u.au 20K g 1041 mup.au 1Bk - g

[ i it 1
_ s~

il
] T e renvan] Grering g M (Tweges Aot <0 i weges e Lo (NN | | | [ [ [ iwens
Hiotwt| o @ @ * D peee s, | ] P rostve. . |[E phaete - Gengle 1 rtted- Pt | [ 4 @0 11

%L dAHIRL 2l text @udMi 81§ ¢d 28 Sla L Did you mean Ui d dHi3l ¢
YURA odld 8. Fdl UR click sl AL UUSAL s3lefl Al asta B.

R et Pawa iPaim FOF
Fhaoto Ak
ST ¥ ST pieds - 254K - )

Micholk B m' wi b i .

5125 'sap.m 151 P
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MS Outlook 2003

E-raad Aicsanbs ﬁ

04 cand e CALBD- 1 ESITE IT §
E wall e othor £ sl orver: Wl you b b cenfipre an B mall cooound?

MS Outlook s Adl program & 5 FH( dH email recevice S31 2ASL &\
A% send USL 530 sl ©Ll. Schedule set 53 sl L. Task 11 Notes UQl manage
s3L sl ©l. contacts list Ul Add 3L sl ©l. A w3l Ywor diell
UUlEdl ueL Audl st .

How to configure Ms Outlook 2003 ?

El Start — All Programs — Microsoft Office — Microsoft Office Outlook
L 5003 w2 sells s2di A Start el .

Outlook 2003 Startup

..........

s v Bl bk D7) Sy e b et
il yase T s o of g O sk

EZ Microsoft Office Outlook Start
adl A Yool Screen sl
Hual.

o ] (e |

1T & Microes Excharga Sarear, [enami

E Microsoft Office Outlook [ Next
S . 3 UR Click $dl e-mail Accounts
manage S2dl 42 Y® B.

Sprepr
5 | Sioad cay coh thi 2y of bt sor e il et vl o mith,
. _uf\.l_l Carad
P rgmalt Bacharor Soreor
et s e 1 A e e i

J:«tnhlm-iﬂm-uuw_-wbul
N - £
FUL Yes tiudl A yewoidl T R —
Screen £WIRL . AMi AU Server et T st v ks
select $2L. S S,

| [ | ews |
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Server Select $31 Next UR click
54 el 1A yoyot L 8l slal
Hual.

5

Irberaet Fomad Softines
oyl e coding s s o s Ko i et e ke

LES T TErwe] e
= e S '.;“-E;;.
TAREE BT TP o yancn o0

fowr s I“"u‘

s falbn | nﬂ\nlw-c: =

S R Py | R N 0L O TR O T
Beryloibiend ! varoranand pa e v round by diding b
INEUT] e hm:-h-mq*-m

ERataie tairicd [[roet dammri et
Eu-‘mw

P

Yy bave puccaiul ontorod o the inbersobien oquered =
Frhup v gonk

T choma b e, cick Pk

14 P ey
3 Eaiet
oA [nshy

e |1
La pm g
3 Tt
e b
PR ———

QLIROLE Finish u?
click 52¢ A -l
{l)%’otvt\[ Welcome
E-mail %ldl ¥ 8.

bt

,
‘%
X

i»||Ul

QURoLLE E-mail setting HI2
1{@9(1[ AL e-mail AL
information enter 53| Next U?
sdls 52d.

£6

‘Walcomie o Maorosoft 0o Deafook 2007
A4 COCK 2003 Tiodum [l RN CToCaR Com]
Ton Pas Ot Lt
ﬂ Thismk s T ssibag Wlimmialtss (e Dls ol 0T

LR [ R e
PO S OCR, EAONGR B BT I SR T R
e L e T gy el el W Sl p
and mry sy g | et o seaing b of g
i

T i ot BSTSE W O8 ( HELEE. w D R, T,
o e el K ] o o Db i el

S anrinnid Wil Eapquinis - Dasonk reyes poop reed
Cogrmazn, bofiom up 4 Srmd e ree e T ey
fuanbsicrn B pw i L DE gl RGN BRAEE 8
8 B DR B R Lemh da O Gt el Tha il
claraaciges has bemm mcsaspeed 13 K58 SHCE M
balagial by, ok & ool i el gl e (e ey )
e o ey v wce dgve Aviors n greeng o o
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AR prREE o 1R i R gathly e Bt e Cda b
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& Contact & Address Book : _

e e e

Ms Outlook [ s AA Y[l

e == et e ::E:
Contacts & address list-{l el &, [T s = g
Ms Outlook Hi contact URSEls sdl | oo === = 2
A Yoot Screen U contact list | EETT %.
o-ld 8. i | g &
e — = =
Ir—— &
RIS s [
Hﬁ — e
T T TN

BUR ywoq list Address Cards Yol ©. A+ corrent view( phone list select
sl A Yool wlal qul 8.

|1 U . i
i |
i,m___l:u- ndwn-ur—unu-s.-- Py
[rgr—— a T P —
12 ke o L] LN P - T P i
e T e e —
& i —— R - e s S v
B Cmi I.F ]
s ST i EETO e e el TGO R TR e,
op lid s e G L S e
e 1l okl e T i W P 8 3
Sy Wt T
LB |
|
et [
o L I
| J—'iih-
i

dM( %33l (Aol M3 Save and Close -
WR click sodll d 1A Yol contact ..
list ®i lal Hwal.

=] ==
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mpv—rre EARE | P e A PRARE !D.:-"l
— e, = i

s R | e 3

B e = - :
| i ;ﬂ:ﬂﬁmr E;m:t- [E::
e i re

el — I - l‘;

Lo - r— - m—— EJ'
— B
CLEE=E | £

Iy ﬂl’ll"dr' -
@ Task: — o F|
AL button UR click $cl{ d¥- e M i)
sl gl QA ywor olcdld =

8. €35 skl dedl dllw £
5O & d uel gald B. =

B ACT COVPLITTR [ IR TN - Task
ph o Bov [k Towd b ok Bk
{dzeneminoe| & 0§ Creumen |alannies L X b L ai
“rh [ Db and :kul |
e LTI ELA LER
P chaon - R L L] %] Sebm, | nProge -
Spdatn: [ 3RS0 ¥ Pty Mg % Moondes 54 S
] et :l‘ﬁ_':h_:‘.iﬂ".i w uIImI - m i .ﬁil_dl
 [otooms.. | e L|

GuRl Hul&cl “i stll (Aot A suR A3 5 A Deell vt 58 & d stlul
WwLld dedl o © d 3Nl Hil&d)l enter s3\ save and close UR click $di d
AR Yool Task list UL click $29.
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@ Calender: PRt T

Calender M[ dMA current date | =™

ALWAL § ULULAL SIS yg | s s s

H[&AL oLl facility AAAL Q2L | e _ ban

&, ¥\ AU date select Sl A | o

(8t schedule ¢lclld & A o5l

A"l g Schedule add $°¢ €l2L | .
dl uel 530 sl 8. Ms outlook openten | [_owmes |
H{ calender A schedule screen | e ke oo aoan m:

Ll WUl B, S R

Al sl g schedule GNRY el cll New
UR click $31 4g Schedule add s2clL Hie-l
A Yool Screen ldl UL 8.

AU [ Schedule -l A2 [A2(d enter $cl, label Hi dHIRL sRIAl UAR2LA cald . Start

time H{ Schedule Y3l 21dl-l 3w A AMA enter SAAM( A1 . RURULE d- save
and close U? click $2di d calender _ﬁ DA | e,

o . c—
Al schedule list ¥i add 2l 3. oo

[ T T

PR A e e——— = et ] ri L

ki b AN W e e st
Bl T R = e

e [ - EE"*—" ™=
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G [ e e Del pnew e

T

idae - d s e [EPS] fma s Jlmes o fotie u

m_
L]

LB a7

—

M AL BURd outlook M[ d¥ e-mail receive $3L (AL 2ASL &l A create 53
send UBL $3| ASL L. ¥ UL UGB how to access email -l selection i
dlwll d Yol = 8.

Firewalls :

Auys sudl ¥ sufRet Ulcig LAN 5 WAN Network internet %1% connect vl
Sl 8. internet -l vledl 2ldl 1 1 SIS cracker company -l network H[ ¥&
Al data <l AN 4 52 Aeldl Al gsALL L USlRUS d UL Firewalls create
sAML Al B.

Firewalls A hardware - software L MLl $3 routers, servers A+ (A&
%l software AL (12Ul §3LA el-ld Ml A . 1L Firewall A HleLALAL Internet
AA company -l data 1 5 network A internet &L corrept § A3 aldll Asdl
AM YRl Y3l wd 9.

Virtual Private Network :

AL &Rl sU-AL AL, ARellRHL Ulcll-l private network Gl sUL % AL ALMLRL
Qs o dudl A5 B, ldl network A Internet system Gell 52 . FU 5
Railway Reservation system, Airlines, Reservation system, Core Banking (%3l
% ICICI BANK, HDFC BANK, VTI BANK, STATE BANKS, HSBC BANK) c91? GSWAN
dd1? Hlel Virtual Private Networks ©.

GSWAN :

GSWAN 2L USL A UslRq Virtual Private Network 8. GSWAN 2L e(lail o 2dlell
g fibre Optic Network &. GSWAN o Y- Gujrat State Wide Area Network

8. % YU SR Uldlg Network 8. sl§ ulst sl2Ase AL Network A
access §31 A5 O,
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GSWAN

@ How to access GSWAN ?

1. Al Yald dMR GSWAN o Software a3 install 529 U3 ©. URGLLE desktop
R A Yol Icon o-ld B.

Gowan  Lomorate

Client

3. Rle A4l “Connect GSWAN” o dialog box open 22l 8.

Connect G5WAN = r i ,ll'ﬂ

User name: Ipulstrrmlu-ahd

P . i I xxxxxxxxxxxxx

¥ Save passord

Disk [550B307 =]

4. BYR-l dialog box Y[ username
e el type 531 A password enter 531
A %l password ¥} computer
Y2 Save $dl Sl dl Save password U2 v
Tick 83l Dial UR click $dl Gu2 oot

connection -l process oldld 9.
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5.  ROLE username A password AR & 5 d HIS verification $3 &. A
AR sl dl 1A Yol GSWAN Network 1S connect 52 8.

Connecting GS'WAN. I

@, Feqistering wour computer on the network...

L2

Canicel I

6. Connection 2§ 2RIl GllE &j; Status Taskbar ¥ &Sl oML AR
Yoot Icon elcld 8.

XL} GSWAN

Spead: 32.E Ebpe

#se]|  BERSS -F B
7.  QURCILE Desktop UR-L corporate client L 12 Hwol -l icon YR double
click 529,

BUR Yo¥ot-l icon UR double click $ctl 1A Yoot screen wlal HW &
%FH( username A password type 3l Login UR sells sd.

Corporate Client = «il

.—' Lty
o Infrastructure for E-Governance

:_ User Hame |D0|3{n$jla-ahc!

e
Mot Connected ocopyrghtby < & 0 T I'G:n "E

237

on
(W]

Sardar Patel Institute of Public Administration, Ahmedabad



9.

10.

11.

12.

%l User Name A+ password AL s cl {l2 3ot GSWAN -l website
Al 29 A AdR dsell Login 2ll-l Message ¢ldld ©.

3 A € P A w T oot St @ e Ans el e lkbee e

} I'-h -! \Jl-. .--.l.l- Fud I-I|||

EFAFRGAT (Han. CHs Onbre Grarssnca An

BT =
Fieal Phoer)
Vouhwin ascmsbdpboomdon |, o
J —nmn—n—nwn[ - vermiy. Vb
ot Quferat India (Wil Wab ske of ), GovE] et
% [rifornaiion D st of Burat Genara

wab kgl Ao St Tevaer Infarmation oo

@Retle {12 eAldel Screen Yol d-l (Alaa
facility -l GuadloL 3| AsL ©l. Websites surf
$31 AL L. ddR. dMRL Account 3Nl HIl&dl
My Account M %1€ Sl ©l.

Webmail YR click $dl d-ll email Ml open
2l 8 FUL (1A Yol screen Hi username
21{-1 password AUl logm UR click sRdl :¢ 8.

yord bl el 7 apdins

T Cit Wi Faessbes Tock Bk
pmie - - DA F Bt e G By D -

_I-ﬂl-b e e s, e

LG GSWAN &

Tt st Wik

-mﬂ

Plegda Qrowce 0 o Tiame

Exmmp. i
EE =

=0

Login 2ldl % df mailbox open 2l © feuy
‘% '0.21 ]:]5%(’{'[1 screen M %ﬁ. AsLA 8. pase Ve Rex Sterage : Capacts T HE, Used = 420

U mailbox 5dl ld access $q W "

Irpoet ard Enpart your personal i

ALUGL ALV How to access e-mail ? I [ N it o . aiem i
llull oL el =
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13. GSWAN i st Udl 22Ul ugl dq disconnect $°d (d =
Uscqd & & dl 81§ ulset d-dl guullor usL 53l A 8. Ed
AL HIe desktop UR-L corporate Client UR SUiel SEls $9. Coiporats

Lligtr:

i |I'Ifrl_!-ﬂ'll¢1l] re far E-F-mlurnnn-:n 14- QH-'{ rﬂ-?‘\l- 1{%\{90{_'{1

| s prmmse | 2l-uiell Logout U2
e S / sdls 52d.

I Save Passwond

L oot

[ onrmct e ceppright iy n'u"rlml!ll.l.

15. Logout UR sdls Sl server drsell A g"&otfﬂ mesage ¢ldld ®.

16.

17. URGLE GSWAN Status -l dialogbox Mi disconnect UR click $dl GSWAN
Ayel udl ofe 83l asia 9.
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Security :

General Security -l concept 21lU8l A2V Best Practice M User accont Hi %18
dRIL Bl A Hxe B.

Communication Security :

Communication Security 3 2dlefl Hecdl Y&l . ML X Internet connect
$3L 6L AR User name A Password U® ® %l 3 AR €l dl % Internet
connect 2L2L 8. A% ARUE| %l communication 52 €l l e-mail ¥ chatting
GRL $3 2ASL O A HI2 YRl Username A+ Password cR AU -eil.

Infastructure, Operational And Organicational Security :

AL security Hle AL LAN A WAN W2 GUlofl ©. Internet 2ll ofAlddl HI2
AU Alel Firewalls 8. ARUS| LAN AL WAN L security setting 1 (L9
system Administrator Wl teldl Network Administrator -l SlelHi Sl 8. M
&l % user Ulcll Data Network [ security ¥{ %¥ dl d Uld U8l A security
provide M2 username -l password create $3| A% ©. %ell sharing Hi y5dl
data u[Asd @lsat % AUl A5 B. AWM infastructure, Operational A+ Orga-
nizational security L Hlel AL2LL settings system % Network Administrator %
server access 52 & d-l SlaHl & ©dl ULl User ULA UBL A4S security -l
options ® ¥ d BuALAL HI 4 A¥ O.
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Storage Devices

& How to use storage devices ?

AUGL AW Windows XP Ui AL HA2L Storage devices (¥4 5 Floppy, CD,
DVD, Pen Drive d31?) (A (&l Andl. s duiell Data computer H{ 5dl 3ld save
5l A computer i 5dl 3d save 5l A computer H(2l Data A storage device
UR 5l A write SRl A 3L &AL Andly.

& How to use a DVD/CD ROM ?
CD/DVD 5l 3ld Use s2cl A il steps 1A ywol 8.

3 - RS i
Step-1 : AL Yol dHIz === 3
CD § DVD Drive/Writer ¥{ CD/ 1.~ | wecoemm -

Computer [ icon U double s 3
sdls s31 dd open SRl d e e

storage device Al ldl HWQ.  we o B - -
m— . Step-2 : AML CD il ICON UR % CD insert
PR oo 83 © dd UM gull (el My Disc A CD
e o | 8.) drlL UR Double click $Rcli CD AL I
e BB 8O0 e R8¢l contents A Yayoi Alal HWal.

Step-3 : ¥ contents \ copy $cl
€2 d-ll UR right click 52¢. %{l popup
menu open 29. d{ell copy option U?

click 5.

[ Edi

‘ Undo Delete Chrl+2
e Gtrl+R
(. Chrl+E

| Paste Shortcut Step-4 s llRole °25'2‘|.|. ?oq. contents
Copy Ta Folder, copy 5L éla. a. fOld.er open 821
Mewe To Foldet..,
Select All Chrl+4
Invert Selection

EE 241



x|
Step-5 : Edit 4{ % Paste Sl '

Al Yol contents copy 2ldl guldl. -~ -
DATAL.CAB
i From ‘PHOTOSHOP' ko 'PHOTOSHOP
o m— e L anicel
__' 1 n o £ Minutes Remaining |C_I

~—1 Ll Step-6 : %2l copying -l process €2lld
I==_ ln- - 8 u sedl dldle § As-sul ydl 212 d v

e _ A ASRL O.
== S r—r— st
=i S | E::_"_J Lzl WP P T
|."...|.u1.._ N | e r*"" s
folder copy 21§ UL OllE dAl  gae=. | * -
UR double click 3l d-l contents B @
RS ASL B. Pr .

& How to Burn CD/DVD ?

CD ¥ DVD U2 Information store $dl-{l process A Burn $& &. AL HlS dHL
computer CD Writer/Combo Drive/DVD Writer €l %33l ®. ¥+ Burn sorftware €l

ugl %33 ©. Burn software &Gl LA &, ULL ULl [l Nero Burn software il
L&l Andly.

Step-1 : AWM dML CD/
DVD/Combo Drive i blank CD/DVD
ysl dl ofe s

Step-2 : cARGULE dHIRL
computer H[ Burn software open 53U
Start — All Programs — Ahead Nero
— Nero Express U2 click $9.

e —
WA, BT BT




GuRuiell %l Data il CD oidladl €ld dl Data disk U2 sdls $d.
Music : Mp3 2cl{l CD ei-ladl e AL option select 5.

Video/Pictures : Photos 5 Picture 5 Movies <[l CD oi-lddl il option select

5.

Copy entire disc : CD -l copy 3L ollzy CD ot-lddl Sl dl AL option select

5.
Step-3 : Data Disc select 5l 1A Yot <l screen guill.

5 My D | Y
Have Tpe siow Wodied -
-
o

Click on the ‘ddd’ bution or deag@daop data files it this windos fres Sedews Explores or My Computer.
0 it T Fobder, phanse ik on e Criats v iacer’ 001 17 Hhe bop right hard romer

Tl SpoceLbied
R R R IR R R
luva 100ve 20vE e e amuE AIME T e L

e J[@rer JBae | [Cew [ w0

M Snlact [Hlax and Foldars

ezelan e LR _w_LJILL O ol e P
Mi:diy EE Sin
YL & e
[T o bk
ke focivpw:
T Sirwn
JUGAL S
[ aloksr Ly
LIk zhzihUnzk
BBl 3 TSR 3 e -chd=
TEATHRY LMo -chz
M | |
l:_chmfu:-
PR R0
A e zl=d
IS
[ Fyedam®en wraInrns e -
e : "
MR o jap = 2l | el |
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#él % file 5 folder Add 52l ® d select 531 UR click 5.

Files Add 21§ 9Ll ¢ile Finished U sels $2d.
Step-5 : Data Add aldl {12 3ol -l Screen £uill.

5 Wy Do | my
e Tz Soe Vetred
o Al Fie Fodar AL VE BHESOE, 1231 AM o i |
=3 Pt Fie Fokiy WM AT, T2 0RAM F

el

T 5 pace ket

EERERY

e 1 e 008 e e AMeE AIME e e
[@] = @ @ | [Ge= [ w2

2 U - st Wied [Ere—

_ iR

A&l CD I L Data -l size cldld ®. ¥ 1A ruler 1 €Ald &. =L Ad
CD -l size 700MB €l 8. Aed %l GURL Screen Ui Glctill Yool dld 3L AH1d ol
CD corrupt UBL 218 ¥ ©. el data size 4 €Ul Awd. ULl CD i 680 MB data write
sl ay, [&dlae B.

Step-6 : Data -l size 700MB Y¢ll Au{l Next U2 sells s2dl I Yot -l screen
gutl.

A&l current Recorder dMIRL
computer o writer set 59

R it i T BE T e SR [T

AP e : Disk Name : 2[& sdls s3

CD -4 type 59. Default Name
My Disc Sl ©.

"""" " IR e Writing Speed : 2[& Writing
speed Sedl Auidl ©. d set sl
By Default CD-{l Y9l maximum

] B |E- R

speed set 2Adl sl .




Number of copies : il option M[ L% data-l ¢{l) 5ecl CD Write $dl &
A select 531 ASA O.

Allow files to be added later :

AsdLR CD Write 2(2LL U9l ULl A CD Ui %1 sl Data GARAL Sl dl il option
W v tick $d.

Verify data on disc after burning :

AL option UR v tick $cll CD Write 2l U&l ¥ data write 2lRll & ¥ oRLCR
® % ¢l d automatic check §2 ©. il option U2 56llS $cli CD burning process Hi
OHRIL AHA LIl B,

Step-7 : Lo option select $3 Burn UR Sells $cll CD Write aldll process
A Ygot screen EUIL.

(S CD 3edl write 2185 A
Sedl AMA 2Rl 8. d oldld 8.

Pasr st

= AL €A1 CD stedldl YAt
sdlell 5 Stop U sells s2dlell
e CD currept 2ldll-ll AL & 8. A
_— B e currept CD -l oflydlz GuAlal
R — 53 Asldl il
SENELMG (/R SR Trach @
] Y = =] G [ ]

Mero Express E

1 ) Burn process completed successFully ab 10 (1,500 KBjs)

Step-8 : CD write 2ldl{l message 2l dMi 0K U2 sclls 5d.
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b .o, Step-9 : Fell A Yol 8\

gulRl. Next UR click scll CD olsRR
- ALl wA. A A UM screen
Ce gLl

prpr

Step-10 : Exit U? sells sl
software L olslR {lsull ewaldl.

@ How to use floppy ?
Floppy o, U® U1 Flexible Physical Property 8. Floppy -l GUl2L data transfer

Y2 elld B, sldMi o4l HUdl 3.5” inch -l floppy HUL ® %l data storage
capacity 1.44 MB sl ®.

Step-1 : 2l Wel floppy A floopy drive H{ insert 82 U3¢ d udal dd lock
open ® § sl d AsRl Ag. %l lock open -l €l dl open 5.

Step-2 : lRelle My Computer U2 double click secli I Yol screen i
Drive A Hi floppy drive %sldl HWl .

Step-3 : GUR Y-l Screen U Floppy -l Icon GUR double click 2l d {l&
Yool AU 219



File Edit WView Faworibes  Tools  Help

Back - | ) Zearch [ Folders -
€ Q- T P [

Address Al
) ~ a Caovering Letter ™ Resume 1
File and Folder Tasks = —= | Microsoft Waord Document = | Microsoft Word Documer
—— 7S KB — 37 KB

(27 Maks a new Folder

& Publish this Folder to the
Web

Step-4 : Floppy i 8¢l s18d computer H[ copy $2dl d- select $3| Edit

— copy WR click $9.

File Wiew  Favorites  Tools  Help
Undo Ctrl+2
earch l.:" Folders -v
ut Chrl+ =

Paste Chel+y

Paste Shortcut ﬁ
Copy To Folder..,

d Document;

rd Documnent]

Move To Folder...

Selnet all el

Step-5 : %[ copy $?¢ ® o folder open §3| Edit Hi ¢ Paste U2 click $2dli

ad file d folder Hi copy 28 %9l

on
(W]

& New Folder,

View Faworites Tools  Help

Chr+Z
earch lEi‘ Folders v

e e
= o0t oo [rEW ";J 002 WOH LAMHE
e e

'm 003 HAKSHA ";J 004 BAS EK PAL

—_—— —_———

Cuk Chrl+i
Chrl4+C

Paste Shorkcut

Copy To Falder. ..
Move To Folder...

Select &l
Invert Selection

Chrl+a
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@ How to put data on floppy ?

Step-1 : 2l Weld % file 5 folder floppy i copy $2¢ ® d-l UR right click
3l send to — 3% Floppy (A:) UR sells sd.

Step-2 : Click 52dll -l Y%l copying | dialog box 4! file copy 2Ll QUL
File copy @8 12l 2@ Floppy drive o button press 83| d elsiR stadl.

Copying... [z|
7 | o

THELP. CCOm
From 'BIN' ko 'BIN'

[ ) Cancel

& How to use Pen Drive ?
Pen drive 2 As UsR- storage device ®. d-ll YU viflAd A & d 23 &

slLeu( USB port Ml attach 311 dRd % d&-— — D < Pen Drive
access §3| S 8. Pen Drive A d¥ Pocket [ .

(A yeL $31 sl oL, d pocket M Al Sl
QR d pen vlRAMI Y 8. dd % @l B. Pen E < USB Port

drive easily move 31 2sldl sldlell d sidii vol % UAlAd ol 8. Pen drive U(
284l data sl ol data store scl Sl dl U8l 3L 2ASL OL. AWM, Pen drive
1 el auid GUALMI |4 ASRL ©. AEAI-AHE2L Storage capacity -l Pen drive
market [ available . %45 64 MB, 128 MB, 256 MB, 512 MB 1 GB, 2 GB storage
capacity -l Pen drive §ld 8. SldHi dl -dl Pen drive [ MP3 Player Ul 21d 8.
FU[ MP3 I{ldl store s34 AlRvil ASIAL © A Data USL store $3| ASA O.

———————————————————————————— i



Pen drive Y[efl data 1 computer H{ transfer sl L2l steps {12 Yol &.

Step-1 Al el dMRL cabinet L USB port Y pendrive attach 53L.

Step-2 URGIE My computer open $di Removable storage device H[ Pen

drive olcllal.

SySIEN oSk %
134 Ve marters infreston _F,_II b L ,:
L A or rreoan progrns !
[ Targu antirg
- Epe i k. I__,_.II WNAER Bonranks
R = vard [k Drimes
N Py Habait Placi
B A Innmar l-:;"gmu-rn:u
£ Shared ooty
B woreirard
M [ESTRCEPI)
ot il £
Nerraregbh: Dol 0] Earviran meifs Horpoy sbs Flos agm
Frm mraler Sok
Pl Zpboery PRI

& A% Py Gl

l;;ﬂ Lol Dk [

@M....

- |

Step-3 d drive UR double click $cli dHl &6l data sldlL YWl A computer
Ui copy $dl select 53 edit-copy UR click 53L.

Step-4 QURCLLE copy SEL contents - %5U{ paste S & d folder dleldl drive
oepn $3\. Edit - Paste UR SElls $cll d Data Pendrive H(ell dMI2L computer Hi copy

2§ w3,

Fis M Vew Frofes Toos  Help

Kok - g - | JClseenh | Fodes | [T

k[ 1,

tilw and Faltiar Tasks - L_.-J LameshvanRine
23 PMabm u reewsFokdar

& Pubeh tha Fobder tothe

weh

b Fhane Chis okisd

on

Ga
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Best Practices

@ Patches :

Y software Ui software &RL UM facility Y[Aal Guid -1 Al facility
YL d facility doldl Add-ons §-¢le $2dl US &. il Add-ons Patches 315 2lluvivi
®. Patches Install sl cile -d) facility 21U ¥ oL Software &l2L Huid) ASL2 . A&l
ULl MS-Office 2003 Indic U d%Rlcl Interface <l Patch Install $3lg.

Step-1 : Al el My computer

F Mlcousaln Difice F003 Intestace Pack druy

Gualal s3| Gujarati Interface -l T —— On
Executable file (.exe) SISE U SOLE | s cmin suti _ Lo
sdls sl B R e
Step-2 : 2llS| Process 2l olle A IVERTET, B CREFALY T Sgpimeltin s e
Yool AR AL, I " ASAA | o i sl e
A2l Al dlsrR 53 . ﬁ%ﬁ%’i&ﬁﬁ&ﬁfﬁ%
o5 WR sclls 531, el 53 > olerd VT SN A T TR e AT, DTN, o
W sdlls sdl. o e e o o s
O s L e TR
forn 230 ¥ |nforiaen Padk deve I |
| ecrsalt s HIS Kb, Sfiradi nbadlvis Bac Cn B G - | |j$:|
]

s noundal. ol

I |

A Step-3 : sells s2atell 1A Yot Process

219, % Y&l Ul olle A MS-Office 2003
Indic H{ I¥RUcll Interface -l Heeell Aot
AU SHLS Ul FMHD B ASEL B,

@ Upgrades :

Computer %Ll A% $95 1 §85 1 Awld B, ¥ T i install A 3L d
ALY L2 g B ULl Ll st A% 5§ g GAAST A AR d dHl install
53¢ g 2 wA. U install $2¢) 18l Ll oled Al UR g Upgrade $31 sl
®. Upgrade ¥ IRl %l Software -l WAL GAIL A1 B. % Software lud
e df g version vl d A Yol Upgrade Ll o Adls AHiual.

250 EB

Sardar Patel Institute of Public Administration, Ahmedabad



A4l Upgrade Select $31 Next U?
Click $2cll d Softwared Upgration ellsl
% dlR Ul 28 A B.

@ Version :

FH FH Software Upgrade 2lcll 1
8. d-l -dl -dl version AR USdl 1A
8. Software o Version %¥ed 1q sl & d
Software Hi dedl o uvtRiladl dalR sl
®. Windows H[ U8l -ldl Version ilcdl ]
% %A 8. Ul Windows 95, 98, 2000,
XP | el Version % 8. g Version install €2 dl d Install 1 ®l€@ Upgrade $2dl-l
o Adls AW B. Y S computer Ui Windows 98 & w1 €d o Window XP instal
sl cd -Lual AHed 1A Yol Upgrade Aelol AU, UROLE NEXT UR Click $dll
Ugration Alg, 29l. <22l WLl Options M Yes $ No Select $2cll Next 2Uudl d g
Version Install 218 l.

Welcome te Windews Selup

\whch tppe af mdalabian doyouan b padors?

Wotalsbon Tupe: | Upmada Facomrarndad]

it Chooos this oplan I stvewicaly upgeds par
ig") ot varon o Windewar

Lipgraring prareren your nisbed progunr, dats
T, apv] eashing QTR {edings

E o DumingSedup, § b nowesl Tod g soesenbnga
,_lr) blank: for & Fure reconc and ko the conpuler o
Tesin vl e s

Lo |

@ General Security Concepts :-

Window XP M User Accounts -l A5 &8l AL 22ds Ul . FHL AN SIE-L
Account type change $3l Sl ®. d User account ot-ldl sl &l. Al Password
create 53| sl © A il pass word Gledl URL ASL L. AU &AL YWL A user
types ©.

(1) Computer Administrator (2) Limited Account

UL ofd RAAL dsldd 1R Yol dialog box urell el sl .
T Xy

A T TR R G T 0 L R
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Adl User ¢i-ldl ¥ S18 User delete $cll Al ULl Computer Administrator
BS % Sl B. A% dl Software install $2dl, User account type change 59,
Computer il settings ¥ 5L 2l 32512 sl Al d31? §5d Computer administrator
B3 % sld 8. % Gu-l Awisld uRell el asia .

@ To Create a new user :

dl user create $Rdl-l steps A Yo B.

1. Control Panel - User Accounts
YR Click $3L.

2. AR olle dul Create a new
Account UR Click sl {12 Yol
Dialog box open 2l9l.

3. %4 User Account o-ldd 8 df
A type 531 Next U2 Click $2dli
A Yot dialog box lal HWAL.

4, Al Account type select 83l
Create An Account 4R Click
sedl -d User Account ot-{l
%9l
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& How to apply a password ?
SlS ULl User -l Password oi-lddl ¥ olgddl (1A Yol steps Al usl.

T Step-1 Gu-{l uslai ealu
P o . Yo¥ot ¥ User Password ol-lddl Sl
il . - Al UR Click 52dli 1A Yool Dialog
= I'—"w'—' box open 2l9l.

e _

Step-2 AHi Create a Password U? Click e L s
sl I yeold Dialog box sldl MW &. :
dM[ Password type $3L. Confirm PasswordH(
A% Password type 53| Create Password U
Click $2dll Password ot-{l 9l

[T |
[— 1

@ How to delete user Account ?
User account delete $dlll steps 12 Yol 8.

Step-1 % User account delete $°¢ Sl d-ll UR click $cl User account -l
screen &UiLQl.

Step-2 Al delete the account U? click $2dl {12 Yot screen wlal Hul.

Do you want 1o kesp PRIYVANSHS Tilas?

Bafora you delebs FRTAENSHY accranl, ‘Windows can suborasical twwn o conbanks of
PRLYARE ;- cerkon wnad Ty [acusents” Foddes oo s Hodder Calledd "PRIVAREH” o6 e
dmibop. Hovrsr, Wincoss camnok arss PETFAMEH 5-rad rearasgan, Inbamst Fevori, snd
ot saings.

Ceemrir | (Do | [Sored]

Step-3 G2l screeni Y® 85 ¥ Account dMRR delete 52 & d-l sIfd A1
vl B ¥ ofl Auidl. Audl Sl dl Keep files UR click $2dll %l user account
delete 219 U@L d-l s19d computer Ui & A L L AVl Sl dl Delete
files U2 click sl file delete 2 Al A Yyl screen guilal.
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Ara you sire you want to delete FRIYVANSH's

account?

Wirdovws ral deate o of FEIVAHSHS il and han delets PRIARSHS scoound .

Step-4 ARLE dM U® & ¥ 55l dMR Account delete 5?9 © A Delet
Account U2 click $2dl d account delet 21§ <9l.
@ Disk Cleanup :

Al program -l Hegell dull computer 4 ATl ciel sISAA delete s3I d
IRl disk Wl 9L s3I AW B. Disk Cleanup il steps -1 Yol .

Step-1 Start — All Programs — Accassories = System Tools — Disk Cleanup
YR click $cll d Open 2l9l.

Select Drive

Step-z Rk ole "ﬂ_'\)l ]\'15060{'\15 dia‘log bOX Select the drive you want ta clean up.
open 2l & A dulell % drive 4 Cleanup Bises
sdl €la A Select 53 OK UR click 5. | — = 4

& Nink £ legmrap far VIKAS (-} & _:.:"*'_._i [ 0K ] [ Eit ]

Dk Chn;: Plosn [ phor

oo e [k Chrnge oo Foess i ] S0, 1 35 R of e
Sl pecwon MFAS ]

Filsz tan dalet:

o e [ T -
T 5 Terupuny irdrat Filss [AE=TT]
[#] Wi vt Enw P Tewnpasny Fles 13

16 thea S P urg Step-3 OK 2uddi {l2 3ot -l dialog
(=] [ D Ok s ATENER . .

e Zems box H[ SUL UsRL stfa Secl woul sl
;:mmwﬂo-ommwmwalmw 8 d oldld 8. ¥ delete $cl €l d-tl UR
e st il st Cevrioadd o v/ tick 531 OK WR click $2l.

Disk Cleanup

Step-4 OK W click 52cti disk cleanup | & arsaunagme 1 = eemre o umecessasfies
Al process AlG el . AL ddf -

Cleaning up drive YIKAS (D).
status A Yol odld B. CLLLCIOCLC ) [__Cancel_]

Cleaning:  Svstem Restore; Obszolete Data Stores

M harddisk el (G133 s1dd & 531 -l storage capicity del3l ASEA O.
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@ Scandisk :

A3 Computer - ¢AeR shutdown $AMI - A eldl dl d-l harddisk
[ bad secters Aldl %12 daldl dl bad cluster Ll %12 dl A g2 sdl-l process
scandisk & ©. Computer Alg, 5l login 2ldi % SLEUR Scandisk ALg 22 B. A
message Ald 8. %l scandisk 1 $9 el dl slEuLL Sl goitdl axiell oteR lsvll
ASLL B, Ud Scandisk 529 12 UIS [Sctlde B. MA aAHI 20l AHA ALl U8l
scandisk 2lg €l dl 529 % BLSA.

@ Updating of Antivirus Software :

Regular updating of antivirus software Antivirus Software %l oi-lddl Hi
A B, d I AL d vt YL AL virus A delete $2 . L WIS Anti virus
Software 4 update autometicalyq option Sl . d+ on §3| Aug. Fall FAR UL
internet ALY, SAML Ald AeA Automatic A Software Ulcld updation $3| AW B.
Aed % anti virus software o regular updating vol %33l 8.

@ Backups :

ALl computer U &Rl Hecd-l data Sl 8. 1 d data currept 2§ 1A
% delete o8 1 cll AWML &g 4sALL 22 B, Fell 2wl qsAlell Rl Guia
A © ¥ back up AMAR computer Ul &AL data L backup Aci &g AN FH
5 €2 o [BdR, AsdllSA, yeAtad, & duRL data -l backup Adl %183, Backup
dldl data 1 ULl computer M Restore U8l 53| ASRL 8. Backup 1A -l Il At
AHAIL d dF AslA .

@ Backup through Application :
elRlL software application in built backup facility L2l 2ld &. dulell backup

facility -l use 53 backup @8 ASERL &, FH 5 Tally
Setecl Erstunt 12 B it Y[ in built backup facility &6l ®. d-l &RL backup

o i UL |8 ASIA 8. A d 3R USdl restore UL 531

Homs ol ooy =TT

Wikas ey

il Tally ¥{ backup command AlUdl 1A Hyotl

screen £U{19l.

deccopt
Tas |1 Mo
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Al destination 4[ Al backup Ag & d-l path 2§l yes dludl Data -l
backup €48 a &.

URCALE Restore $dl U2 1A Yot screen Sadect Conmpatiies 1o Resturs
Y2 option select 531 yes Ul backup clael ool i s
data UleSl Resore $30 Sl O. o ey e
Yes dludi 1A g"o’otrﬂ restore -l process i R
gala ®.
Loaai] Conmany
¥ilas
| mading
Beoapt ¥
Yz it Ha
%, 1% 1 207

@ Backup through Utilities and tools :

AH dN operating system i UL backup tool available SlL 8. % d¥ select
53| backup @8 ASL L.

Step-1 Start — All Programs — Accessories — system toos — Back up U? click
sl {1 Yyotd dialoghox wlal YUl 8. (& Back up wizard Hi %3302l Yo Next
select 529

Beckap or Restore Wizard Bl

welcome to the Backup or
Restaie Wizard

T izand hape pou bacl up of risione e fies and
seilings On o Comnpler

W i el 2t dudteih 1 bl Wada 1 changs e
=g ted N bakies or nestonn. Thil oplisn i recomisieded
b il L s Ol

[F] it it in wisad made

To contirue, clich Hest

Ml 1 | Coancel |
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Step-2 URGUE backup Ag ® 5 Restore 524 ® d Y® & ¥l Backup files
and settings U? click $3L next U2 click 59,

Backug o Fiecian
“Toucan bick up Bz and setrgr, o et Fer b 8 prracu backug

el cho A b T

R Bk e s e i

L F e e

@

T T

P e

Step-4 UROLE back up Ul
Adl & -l path Browse UR click §3l
AWML AsL B. A d folder f M
9 2Aud 8. d type 53\ next UR click

5.

Backap Pragress

Srafuz Faspgang to beckup uing 1haﬂu-n:w

Pragiass:
Ture

Frooermg

Procaiind
Fae: ' i

Byt 1]

Step-3 cAlRolle AL data -l
backup Qdl & d select $3L next U

click 5.

Hackap Typn, Devtinaben, aed Hesas
s By ] g e LR I Dy v ST,

Lhonzs splacn o sevmpes buckag

20NN o e ] Bt g AW TGA S Db g,

Ippe & rarss bt backug:
Eachup

w I Erzvin

| ek | e Jl Carcd |

UROLLEAL dialogbox Mi finish UR click

$cll backup process AlG 2l 8.

@ Using Data and resources from a Local Area Network

%l 51Me2 LAN Ul connect €l dl lan {l Hegall ol s1YeUl data A
printer ¥dl resources (IRl 3l access 3| ASL D.

Cn
G
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AL Weli A M dMR Sharing sl llug us ?
How to share ?

%l dHl> computer LAN H{ connect 53 &. A dMR AUl €l C drive 1
sharing U2 ysdl B el sldusl slyeul d open 28 A5 d M-l steps 1A
yroL 8.

Step-1 2l Ueli % folder ¥ drive 5 hardware < sharing U2 ¥Y5¢ €l d-l W?
right click $?L.

SRR o Step-2 Right click sl
| o — =E=  gsharing and security U click $dli
g | PN Wl {lA yesot dialog box open 2L
T e - 1Rl Yol dialog box ope .
— 1 v“-".'_"‘:' | T, el Tk {01 Progesties ..ﬂ.ﬁ]!

e | m ..'_'.::."‘_'—.__l. — i i
;“_—_-::a— e | Lﬂsﬂﬂ&fﬁﬂlﬂlﬂmﬂ sharing ha
- o L

Step-3 dM[ sharing option U2 %€
A4l message UR click $2L.

Lt Dk 0 Proseit s JJE[
LS i Lol
ieness| Tooks | Hareews | v | qior| :
Local thawg and oty

j Toshass this bbkder mlh ol e of His cosgunss
58 oy i cthe e Ciccunarisbodr

Toreabon this bkder o s miblobdens pmeds o0 thal
. & 3 -l il

T M A 12

T s o If you understand the risk but still want to
ki o s cosple, celsct bl chack b baioss

dbpe nthse e share the root of the drive, click here sdls $dl
I 5 houe i kb ot ek ..
e [ || (R Y] dialog box %lal Hual.
™ didiors rabacrk Lows | changs np Flas
Lomn wexw abrdt sharr arglancasy
_a_; ‘Wirsdeev Fewrsall v conbgured i alioes the: Ioidn o ba chaed
Pl e Comge e Oy Ehe pesira
Wi o wirdores Fiesived sekings

o ] ot |t |

cn
[wa]
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Step-4 A¥l share this folder on the =N =
network U2 tick $3| ¥ sharename QLUtg; ) = |
€l d sharename type 529. (2[& Act & =
Sharename 8.) Apply U2 click Sl 1

yesoi{l sharing process Al 2L9l. ' L

A EEESS——— gl

TR T = i Step-5 Process complete

. [ | o tmt b [T . .

o, sge ddl 0K WR sdls sdl -lA
":""1 | | D wilif"“'“"" yosoid{l screen Ml d drive
@ iy #-H«J-"" i R share 2lAcll ldl HWAL.

AL UHMIEL dY dMIRL document A network BUR share $3| ASL ©l.

@ How to access data or hardware resources from LAN ?

LAN access $2cll U&dl check §3| g 5 1> computer network %13 connected
8 5 A€l Rotle AL steps 2l dN data access $3L sl ©l.

Step-1 Desktop U2 €dl My

\\%@ Network Places -l icon U? double click
53l open $di dMi 2$dl network
[@ connection olclldl.

Step-2 cAlReile dH(eil
AR % Network Ul &g sl d O 5+ F Dk e (0
select $31 d-il WR double click ~__ = " p— - go—
5L, (A[&AL Microsoft Windows o -

Network [ %8 2@&ll &lA)

Step-3 d-il U2 double click $cti Al 2&¢ newwork group open 212 (&

Livegroup (M4 Network group ©. Step-4 Live goup Network
- :
Yl ¥edl computer dMlL

s Bk Pos Feotm ek s

st ‘ AT B network %13 connected s a-l
evsqmcrrenpun Il - - e oeen A odld 8 A[E dHR %
B o FE—— computer Hi g Sl d-il U2

double 56§ $cli d open 219l
&HL ¢l dA document 5 printer 1 d¥ access $3L AS2UL.

& . — 259
Sardar Patel Institute of Public Administration, Ahmedabad



21

i _
Step-5 %Ul2 A4S computer - security

provide $3cl 2 dl dMR d Open Sl HLe oot

username ¥ password Uil enter 21§ S, e |€2 scmnistator B
ol username 5 password dMa WOR A Sl dl [ oeeceed

d¥ A computer A access $3L ASAL &l

aK I Cancel |

Step-6 User Name i Password s2 cll ¥ ¥ computer - -l Y%l access
53 AsAL. Nework U2 8l data copy $dl HIe d- select 53| copy UR click $2L.
A AL A data BLOAL Sl AL %9 paste U click 5dl d data Q[ paste 2L¢) 9L

Fimiveark Tasks ® ..--r"’ wifice

F
[ . Frinbers and Pames "‘.f Schefber Tasks
g Bkl mramoik placs —— "E

Step-7 sl network Hiell printer access $dl 4l BUR-l screen U2+l printer
and faxes U2 double click $cll %¥2dl printer network %15 connected €3 o {8l
oldld A ddRL computer Hi default € dM[ tick -l sign $€l otcdldl.
I — i
M R ves Fosmen el il *
O=0 1 s e
el P =

Step-8 =L Sl printer A dMIRL default *m .

printer i3} set 52¢ Sl dl d-l UR Rightclick 1 Moo 1 g Pt
53 defualt printer U2 SElls Sl d dMIY ﬁ# )]
defualt printer 2l %9 A RUROIE dX ¥ 56
print 51320l ol A printer Hiell o Alswal.

o
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@ Installing or Adding the Printers ?
Printer install $2dl “l 1A Y¥ot-l steps ©.

Step-1 2l Meld printer
<UL drivers <{l CD < CD Drive Y[ _ s
Ys\, CD Drive oftl sdl d H
automatically {12 36t Run
219l. At %l Run 2l dl My computer - CD Drive UR $ells 3L Setup UR double
click sl d -l 3ot Run 2l2.

5

L Step-2 Set up AlG aldl d system il Aed
S % My computer H[ %33l components install ® %
st s 48l d eldl 12 continue UR sAls 5.

% ' st i g’ m

Step-3 kil (1A Yol screen i windows installer sldl HWAL.

% HP Photo ang Irevagfng 2.0 - AL B One - st @S Blel 8 Wizard IE

Whacomes bo the D taltShiedd Wizard for HP
PFhotn amwl Tsagpng 2.0 - A-in-One

Tha InetalShisld F p'srard mil retal HP Phota and Insgrg 2.0
- MR CRd B ear eiapilEe . Th B, S i,

Step-4 UIRLE Installshield
Wizard Alg $2dl W& Next UR click

5.

Bafarae chdhing MNast, plsis srsa all of your sk, dam are
el g, e Divgovandy dhiabb vOur Nt
[

WARRNIFKG: Thidl progrie i petaetad by copright lie and
nhaTations irages

e
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ik H? Paoin e imageeg 2,00 Alkin-One - InstpliShisld Werard

Lt fegroml,
Flesre rasd the fowang bieres sgreerssnt coshuly

W & Step-5 cAl0LlE Licence
Al el Ll e Sl ey Agreement ¢ldld ©.%1 d dM ML
o AR T e R e Sl dl I Accept the terms in the
i b L b liecense Agreement UR click 3| Next
Aireimene the Zofbware. Tocr may o wibm Tofbwara or depble & . -
gf.,:h...:n:.,__f.m e in Bhra i WR click 5.
(T ot accapk Hha bamer in the koanes agreas:
| < Byck I_ Pt = | | el |
T WP Phato asd Imagieg 1.0 - A in Onc . DsalcliSaicld Weard
D ek Foldes
Step-6 QRLROUE dHR software - Frthd e 1 e, 3 U b il et e
driver U[ Install $dlL & d ¥\ oldld O. e RN
%l dMIR A path change UR click 53\ change (] copropen e s (w1

53 ASL ©. A9 path select 3L Next UR
click 5.

|._!'.-.r- Phatz and Imeging 3.8 - All-m-{tnr - Instaliisiels Wrerd

Busdy be Instal the Frogras:

[ =k [ mecz [ cews |
This sz s B0 b e slafion

ik [t s s Efie: inet, sl gtion,

¥ pcea wemnk ba e or change sre of sour inekallebion ssthings, dick Bac. Cick Canceiba
e el e

Step-7 URCLLE Ready to Install the
Program U8 & 5 d¥ Software install sl

e dAR oL 5 4@ %l dAR Sl dl
Install UR click $*d.

157 HIY Phats and lmegleg 2.0 - AR in dwe - Irsiall5hiekd Wizard

mstalizg
Thea pragrans fasturen vou smbscbad are bang ratalad.

Pl v, iy ths et sl ik "Wiomet inetals HP Photo and Inesging 2.0 -
D Thin we aba warvarad risban.

S

Step-8 UROiLE Installing process
ALY oA B, A do status oldld B,
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=.;' H#® Bhata ansd imeging 2.8 - Al-in-One Brivers - instaliShisld W, ['_ [ 1=l 4l

Instaikng
Thes program Fahuress oy sebacied v being ingt sl

&

Pl e, pobelie ths [t gl Fhisd] Wiz ity HP Phobo aned [nasing 2.0+
Fllirv-Cra Drivern. This rase kakm sevaral mirstss .

ke
Ugdstra coagorard ragitiation

Step-10 URle Set Up your
device now H[ printer computer %15
attach 53¢ ® & (& d check 5?2 ®.
RURCLE Next UR click $9.

1 HA Phata and Frreagiog 2.0 - A-in-Owe Difvers - [scelShizld Wized

Inestalladd \Wizard Cosjslatod

Tha [rastaf=hirkd ‘Witard bea mccssvhuly instaled HF Phoba erd
T &0 - Abire e Dienss, Clch Fireshi b gt thee wizeed,

%

Step-12 Installation complete 2L¢
UL olle 33l software Ll files dAMi
transfer 2l ©.

Step-9 Install 2L 6llE d system
update 2ll2 ©. A d-dl process status
odld 8.

Fart Ug Towr Dovicy Hes

Folko thes et SHEps O PRl Sat U (st b conbnue irctalalion.

A = E'
(i 1l [ ]

(] o=k bearm F ou veould B b contnus vekhonk: phugeing intha devics,

——

Step-11 Installation complete 21l el
QUROUE message olclld ©. Finish U click
$dll Setup installation computer 2l 8.

Irstalling Addizisnal Solbwen:

Inetalieg sdfisnsal soliwase,
Fleace st

on
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Step-13 URGUE Printer Install 2d¢ ldl “ul 8.

@ Scanners :

Scanners A$ input device ®. Scanner %ldl Hi cl B2Ael Helld FY % Euild
8. scanner 5121Vl U2+l image 5 text A computer Hi electronic form Hi copy §3| d
save 52 8. U8l AR %3 USdl scan $EL contents 1 YURL d&lRL S ULL
GUAloML Adld 8.

& How to Scan ?
Scan $Rdl ULl Steps (A ywol .

Step-1 Al U2ld dMIRL computer %13 scanner -l plug attach ® ¥ Sl d,
Scanner Alg 52 A d UL Software Install ® ¥ &l d AstAl aAd.

Step-2 QURCLLE scanner M[ dM? ¥ image scan $dl ® d image < Scanner
URq Scan button gotldg deldl Software (2l Scan L SIS LUl

Step-3 Ae@d dMl2l monitor M[ scanning -l process olcldl A+ Scan Sl
Image d*l2L Computer M[ %ldl HWal.

Step-4 -l zoom change 5?9 €l dll 53| sl A A rotate UBL 53| ASLA
8. Ad[RUd set 53| A save 53 ASRL .
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About Network

Computer Network : Network 2 sl3eRdl Ays 8. ¥ Asollol Alel A
printer ¥l hardware device 2dl2l %Sl €l &. Network H{ LML el o
computer SSU AL AELRU dELR Feel computer LSdl €2l dedl LS| AL ©.

@ Computer Network <l °3(3ld A SlAEL :
Computer network -l 3Rl A stuel 1A Yoo aeldl asia 8.

To share computer files : Network &L d sLULL computer -l file ¥ sharing
s Sla d GUALIHL @8 sl oL A ML Wldl-l file 1 uLl ofl%st W sharing
ysl sl ol % AqAWLlL AW B,

@ To Share computer equiment :

Laser printer, large harddisks (1) Drives / Writer, Scanners 3 &gl Hl&ll AHLd
8. %l network €l dl €35 computer &L2L AL equiment -l GUALIL AL B. F UL
UL %Y 5 network &L A printer 5dl 3d access 531 sl ©l.
@ To improve communication speed and accuracy :

Network &Rl AUEAHL communication speed A3 2€ © A d-l accuracy Ul
UL & V.
@ Low Cost of Transfer of Data :

Network &2l data transfer $2dl-l [$Hd &Rl ALl 2U1d . sl network L SlA
dl printout L WAL dell 2L, CDs Al Floppy -l WAl del s ©.
@ Types of Networks :

§4 AR USR-L networks 2d 8. ¥ A Yo B.

1. LAN 2. WAN. 3. MAN. 4. INTERNET

1. LAN : Lan 4 Y3 -4 Local Area Network 8. d-l capacity 1 k.m.
Yelldl sl &,

2. WAN : WAN 4 Y3 -4 Wide Area Network 8. %+l capacity 10. k.m.
Yelldl slu 8.

3. MAN : MAN d Y3 <% Metropolitan Area Network 8. %+l Hlel M9l o
ALUZA dRAAL s M2 dURA O,

4. Internet : Internet 4 Y3 - Inter Connected Network ©. % (A2 2llell
el Ul Network 8.
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@ Types of Cables :

Network establish $dl 12 dMI? cables (cll2R) Al 32 US ©. % HR A
Yopoil ARL USR-L cables available 8.

1. Twisted pair cable 2. Coxial cable 3. Fibrt optic cable

1. Twisted pair cable : 21l USL2-L cable M four pair cable dRI2 Al . L
ERLL Al A . UL cable 2l network connect Sl d-l speed &l €l{l 2& .
AL USR-L cable Hl2AIL telephone connection IS use 2l 8.

2. Coaxial Cable : L US2-l cable A twistedpair cable $dll 3L dpRtdTli-il
Sl 8. A Arll Scll A% MLl S B. AL cable U3 network connect Sl d speed
Hel ¢ B, AL USR-L cable Ll BUALAL TV channel L cable operators chanal -l
connection I HlelMIL GUALL 3 8.

3. Fibre optic cable : il UL+ cable 2Alell Mlell A G2 dRidtidL €2t B.
HI2MHIL LAN A+ WAN L connection I dildl BUALL ScM AHId &, F Avid
AW ® yel d-l Speed AR ¢ B.

& MODEM : (Modulator Demodulator)

Internet connect $dl HI2 Al el dMI? Modem -l %3R2ld & &. Modem
Al BURALoL Signal conversion ML 2l &. ALUBLA computer use A OLA A Gl
Digital signals BUR $IM $2 ®. AR Internet M[ A3Ld( cables analog signals U2 S1H
52 ® Hle L signal conversion HI& modem -l GUaALIL 2l B.

% UL ARAAL BELSWL SRL AU

A . Digital B « Digital
Data | Signal Data | Signal
O [
\ 4 1)
@Modem &Modem

Analog I v Q‘Analog
Signal "I o> Telephone o | Signal

______ Line - -
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A computer ¥{e{l B Computer ¥{ data transfer $2dl ®. A H{ data digital signal
H 8. ¥ modem H[ wld At modem d- Analog signal ¥i convert $3 ©. %
Modulation Process & ®. %12 3% data Analog signal il 2L3UM{ B computer il
uelAd Aed B Computer o modem d-l $3lefl Digital signal Ui convert 3| WS
%+ Demodulation process §& ©.

@ Modem Ul YRl Yuucd & USIRL Modem 2ud 8.

1. External Modem : % Computer 4{ o{el{l ALTS YSAML 2wl B. Flell
Computer -l Speed ndlS & &.

2. Internal Modem : < Computer ¥{ {€2 Ald © % Computer -l speed A
Asx bl 3w 8.
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Troubleshooting

@ Troubleshooting :

AWUQL Computer dlURcl L Uil dUL UBL &IRLS A computer ¢S ¥ error
Acld 8 dl d-l Gurt 3dl Jd sl d AU AL section UL BEY. SR o123
§ error Al QAR d -ldlRdl HI@ dlddl YaEld Trouble shooting ¢ 8.

@ Troubleshooting Tools :

AYS software, program % Application i troubleshooting tool inbuilt Q*LLQ(:I;
sl 8. % word, excel dd1?M[ Help menu Hi Aldd delect and repair SHI-S A U8l
s UsIR troubleshooting tool ®. d-l U2 sells 531 %33l CD enter $cll word, excel
QIRHUL %l SIS error Aldcdl Sl dl d application Wld % A YU 52 B.

AR ofley) Ui application Hi error tddl Sl d-l CD insert i setup
UR s6lls sl Repair option select 2l automatic repair 831 W &. % dialogbox
A Yool &. 1AL dialog box i * Reinstall or repair select 53 Next UR sells $2dll
d automatic repair 2l 2L .

frear
T S R S

@ Promblem that keep a computer from starting :
Bl SU2R ALY Sl autd problem Aid dl AL ULl Guid A Yo 8,

1. Computer ALY 534 F2 key press $cli computer -l BIOS (Basic Input
output system) Hi §8 YHURL sl AU Ll Asa B.

2. Computer g 53\ F8 key press scll dM( safe mode option select $311
ALY, Scll computer Intall $°¢ hardware OML &L hardware -l
support R ALY 2LlRL V. AL A €1 problem {ldl3l aAslA .
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3. Computer Alg Sl autd problem A1d dq 8L &slldlR hardware -l
problem U@l Sl 5. %ell hardware check $3L Adl SEIRA AHRUL SIS
hardware i €l dl dd oledl 5 repair 531 3| ALY sl SRR
QARaLd d ALY A A5 B,

Troubleshooting 0S : (Operating System)
%l operating system i trouble €l cl {lA Yowoidl steps @8 A laiil
ASLA 8.

1.  Operating System -l CD insert $3l d{ Repair teldl Upgrade option
select $dl2ll operating system :jl trouble shooting §3| ASLAL .

2. %l BUR-L step Hi 0S o trouble shooting - 22 cll computer < format
3L s3lell 0S install $31 dd trouble shooting 3L 2ASLA 8.

Computer ¥i 0S . format $dlell % drive ¥i 0S Install €9 d drive -l
ofell data Ul format (ed@ delete) 218 9. Aed %L 0S % drive H( install
Sl dl format $cli USdl dAMl 2&dl Sl data ol drive Ui transfer §3\
AW, Hetdl df CD ¥ Pen drive i Backup @8 Ad. €d format 216l data
wel dldl aAstdl efl. ot i Yell 0S % drive Ul install Sl AU sl data
save 1 Scl ¢ll®y drive Ul s1M-l data save S2dl df (Sclde 8.

Problems after a computer Boots :

Computer boots 221l &l 5l problem QA cll UG LU Y%l F8 key press
53| safemode select S3L enter AlUdl troubleshooting 3| ASLAL ©.

Troubleshooting Viruses :

Computer virus %A@ ¢ ? Virus 3 AS type -l computer -l program &. %
computer H{ enter Al Wdldl ld % URAR & AL $1e 45ALL UslAUS
8. A% @AM 10,000 dl virus U1 8.

Virus <l eeel :
Computer H{ %l virus €L cll d-l s AU daiRll {1 Yoot il astaL.

1. AAI-HAA2L message ¢ldld © FUS “Your PC is stoned” or “Happy birthday
Joshi” AYs ALssA AW,

2. AGEL AA icons computer screen U 1A eUSd( WQLLRL.
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Program 204eR Scll &l speed 2l AlA ¥ s saAl ofel 3L €.
slaye? €y usl xq.
Hard disk d-l capacity $cll dell? ol of-ld.
AslAS Harddisk <l memory &él adl.
Keyboard M{ell HAI-AAI Al Apiuilddl.
sl Alg - 2ld.
Program % data corrupt 2le) edl.
10. Files 5 Folder 22 2l °sdl.
11, AUl Al s16e guiladl adR.
@ Virus 3dl Ad U B ?
Computer H{ Virus 1Al 3d UAR 8.
Computer <l system files d3 (.exe, com., .bat) files d3.
eRllalk word AU excel M[ macros AL GULaLell ULl virus UAR .
Virus infected floppy 5 CD Pen drive diuRdlefl.
Computer network i €l A sharing €RIIA.
Internet uell file download $cll duid.
E-mail &RL USL virus UAR 8.
gRldlR dl software 5 application {l CD i Virus €l &.
@ Types of Virus ?
Virus a¥4s AL USRAL el 8. L 1A ywo 8.

1. Boot-Sector Viruses : 5™ Alg 2ldl % UARdL virus - boot sector
virus 58 9.

2. File viruses : ¥l USWR-L virus system file %15 connect 294 YA B.

3. Trojan Horse Virus : il U8R virus computer 1 A= I 58 45Al1
dell Scll. UBL UL dl3U Ul dlAA message Cldlddl € .

4.  File overwrite viruses : L viruses dM3 -lddl s8AY overwrite §3\
AW 8. File ¥ contents €12l Al ®le@ (1%l % contents SVl 8.

@ Virus 4 wesiadidl YA :
Virus 4 Selddl deldl ddoldl destadl Hiedl seals YAl A Yo 8,

1. %l d™ bootable floppy -l compter Alg $dl sld dl d floppy 1 ol
floppy Sl AL safe UL UR Ysl.

____________________________ Ch
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2. AR duil floppy olog1-L computer H[ dlUdll Sl dl dA write protect
3\ aluRdl.

3. AMAR 3L w33 files o backup Adl 2.

»

Realtime antivirus software install 3\ Au{L A Al AHA(dR Update Sl el

(S

CD A Floppy -l BUALIL Sl USEL dAl Antivirus software d3 scan Sl
usl % ARl

6. %l di Internet Buell file downloading $cli €l dl dA dluRcll USAl
scan $31 @dl A ofd dl scan sAL UL % download sl

>

Internet U2 Sl emails open + $dl SIRRLS AU ULL virus Sl A5 O.

®

%l dN network H{ computer dlUcil €l dl AR network -l antivirus
software install $°¢ SLOA.
Antivirus Software :

Antivirus Software 2 computer < virus AN @8l Y3 Ulsd software 8. dd
AMAR Update Scll 284 1SR %L M L 2Ll cll -dl LAl virus AN
818l Y ulsai d [ssu las 8.

M, €8l oel antivirus software Go1RM[ HUL ©. U8l ULl sl Norton
antivirus software - €ll4H[ (-Lé'gl;.

Antivirus Software d3 computer 1 scan scl-l Wdldl A Yool .

1. Alueld Desktop UR &€l Norton Antivirus Ul software U SElS Sl
AR Yool 2l gu.

2 o W
.
; - = BT | i | i
Iﬁ Pr' i b . 1 Syiem Staus; Urgeel snention §
e gy A =
' Pusd S J
"‘r ; o ' Semd b gy (4]
% i' ﬁr T ® .- i e Bean
r ; ?
i :'? # r,.. - Vit Pt b
m r - s [l o .2 )
T
e or
ORI E LA S a8 moc, et AntiVirus = |

GuHL sl sloflotly Aedl-A1ddL UL option AlAL B.
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(i) Status : sl features On ® A sUL off & Al H&dl cald B. B
512122 AR scan §Y Al UL full system scan i AUl Sl B, A&l

e Yl 2wy slger {4 ofl 5 A el

(ii) Scan for virues :

{'-#DL =, prilz i" MRS

o S0inzi

Herian Az Sesn far Viruses
I <4 k1 oalan 1aua
S Irnzes a fomm —ae—a o e
o = =a = =4 Ak b

T Sz b de

hmmae

B o
[re— Ty

- J— AntiVirus=-

ALKAL oldld .

Scan for viruses [ dHl?
U Bl G B A yd V.
ALY S113e? scan 5 Sl
dl scan my cpmputer U2
sdls sdl dg scanning
Al 28 WA O, floppy
scan $dl Sl dl scan for
floppy disk U2 sells s3l.
A %l Usb & Pen drive
¥ 5l €l dl scan all
removable drives U2 SElls

5L 51O AlssA harddisk Al drive scan 5cl €l dl scandrive U2 SElls S At
%l SIS folder 5 file scan 5dl €l dl d-ll option UR s€ll§ $A. URoLLE A
Yool scanning AL 2L9.

M Haton Anvns

1 Scan Progress
I RepairWizard

lin

Cuarand ne

Iialars

Se.armlnn inr fvasrs:

e Rem

¥ [lanusl Remeval

4 Eumimiary LTal e ] M

—Lorred
e
=i

Jaelud

Scan Prograssl =can for Thrsars

BUR Yol ¥t 2Ll GllE scan summary 1A Yol eld 8. Sedl file scan 53,
$ecll virus infect 2l ®, Sed) files repair 531 A Secl drRRAAVN S1TdL
quarantined MLMM( transfer 531 A Secl dRRY delete AL d AL eLsil

oldld 8.
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B Maitor Anifdiius

| Scan: Summary
| 1 ScanProgess
Sanmmany P Infecthion found
2 Repair Wirard
S T 19 mes s
A | At [ Raster Bool Recond  Boot Record
Oiarantine Bcanmned 1854 1 k|
Dwledm L Infected n 1] n
Fepsnad 1} V] ]
3 Summary Criarantingd i
- Deliod 1]
Blore inin
[ praraa | | e vemae |

-

(iii) Reports : il ALL2(HI norton 3l-l reports ldl 4l ©.

@
CErrE—r— Y
Bladye
Sean for Vinuses E n
il .
2 N
@ symantec. Norn At iVirus 200
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Microsoft Project 2003

Microsoft Project A Powerful project planning and scheduling software ©. il
U¥es Microsoft corporation M-l U.S.A. -l Su-l &RL dAR sRAML AR B, F-iL
ellus (od dled 8. ¥l Heeell Task add s31 sl ©. Resourses assign §31 ASLA
©. Cost analysis 530 2512 ©. LUl project  graphical Jld 2% 53 sl B. Project
A3 2lcl microsoft project M[ LR $EL project plan - original project %13 track
S3L ASIAL B AL Al AMALR Alddl YERL delRl UBL 531 aAsld 8. dedl »AR
project report URl 1S AsLA . AHl elAwuMi duRldldl resources A VARALAL
el ULl Aundl AsL 8.

AL Microsoft Project 2003 use $cll vl d UMl project {3 UlelAs
Yl[&dl Andl ddA.
O  What is Project ?

AL AHLUBLL PAAHL 8RLL Gell project o LA Sl Sl Slat. 2L
AW AL s sAA BlA AL Ays QA Rig sdl § 2ys sl yel seal 2uudl d

sl Wi A0 sAA Sl dl A & Aelal sl AsUAYdS UR uLsdl AWl
project 4 LAl s3AA SlAL AU sEl ASLRL.

ALdL el project ®. ¥H 5 planning conferences and convertions, Move to a
new office, The introduction of a new product (ORI AAdl dq Ysdl {3), A
landing on moon (As UR BGRB8 $AL {31), To develop a new software (-d
software ol-lddl {3l), To plan weddings (o4 UL UL UL LALS) dIR.

Life cycle of a Project : (W\¥5ed a-ias) glAMI €25 dd ¥ sl & Hidl
UL WS YAAS €Y B. ¥ UHLAL project o UBL Y WARAS 8. Bl Yuwlcd UL
dotssii (At s3I0 Asl B,

(A) Clarifying the goal of the Project

(B) Planning the Schedule

(C) Publishing the Schedule

(D) Tracking Progress and Adapting to change

(E) Wrapping up the project
(A) Clarifying the Goal of the Project :

Alueld project | A3l $2dl USEl A project -l goal (L) g & d it
Als deldl O ¥ AR AlsAMl el AL, AL w33 V. 5161 5 Bl SIS QA sl Sl
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274 - - —— cio
Sardar Patel Institute of Public Administration, Ahmedabad




SL AL Vel Sl 2l dl o U sAMl §518 sdldl. Goal +s5l 52dl project
A3 sl usdl A Yoworrl wAYs wadldl galel sl s2dlell goal (&)l wue
A B,

(i) il project YRl 2ldl 58 dd Awadl & ? d dgrl ARlaidl €18l -s5l
s3L AslA B.

(i) WIS AR A3 AL B AaAdl dl AR YL AL B A A5l €ld BLSA.,
(iil) WIFse U 2Rl VAR ULl LuU-H[ Avdl BLEA.
(B) Planning the Schedule :

Wlgsel life cycle L UL stage Ui (e (QARLA sERL saAM[ 2Ud . 1L stage
U( project EXRULL AL sAUL SLAL sAAL & A list ot-tldami d . v s3I s
sl Ul sy st2l 529 A UR Ay et Frdld sl A B, sUL 51l €A 58 agll
%32 284, Secl MR Asal UsA d Sedl Sels 1M 529, L el Wl Sedl Alasl
Al el A[E AL stage Wi @AM Ald .

(C) Publishing the Schedule :

A1 AL Schedule o planning 2 dLUL GlLE Al S UR oi-ladl A 8,
%2l project Alel ASRAAL €35 @ASKL A B A5 B. AL UL schedule A sl
U oLl A0 AN AdUdH] § AUAML Ald B. Project planning A ALuil
project 232l USdl-l (5l &. w1 il (321 Microsoft project Ui planning §3L
Asld ©. Planning 2l 2L GULE % project § SIH A3 SRAM( Ad B,

(D) Tracking Progress and Adapting to Change :

Project 4 planning 21§ 2Ll Ul AR ARA(ASAMHI project A3 A B. AR
Microsoft project [ starting date - onfing data &[RL task [R[Rct AHA Y2U el
B el %l AMA YL L elcdl 1A dl MS project 1 ¥ warning U8l oldld 8. A%
UMLGL L resourses %32l $cll dElR? duRdl Sl dl d {3 usL eld & A 2Ll
Al2l %L project @l budget 2ldl S dl & {3 ULl €Ald &. AWM, planning $IEAL
project A dlRd[As project A ALl track UL $3| ASL O A 3[Rl wBLLAL A1
YURL d8RL sl wild ugL Ald 8.

(E) Wrapping up the Project :

Project Asclyds YRl eldl d4IR d project ¥l report otdlacl Sl dl dHi
YRl microsoft project dH HEE $3 ©. Mircrosoft project AS ARL, AdRLd A
slAlcs AU Sl reports AAR SAML UL HEE §2 B.
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d  Microsoft Project 2003 :

LS sl project A3 $cll USAl d {3\ planning (ALA%) G US B. d HLe
uel MS project 2003 GULA(l &. Project f planning ¥eq €liyds seami ud
project Al AWl AIER deEl dedl A 8.

J  How to Start MS Project ?
Microsoft project open $dl Il steps (13 Ywol 8.

Start = Programs = Microsoft office = Microsoft Project 2003

BUR Yot path UR sells scli MS Project open 212l +{l screen {1 ywot 8.

Titlebar
Menubar B8 micrssale Prsject - OFFROVE [ ] Controlbox
j—lgma:—emmﬁmaw«mwm T
Standard Toolbar ——i i % i 3 5 & 08 #1018 e G000 L] 8] 5 | wawon BEET AT |
rr—— v | al =0 =B8] I =
Format Toolbar —J __. | _'|- . e -l.{ : -
Task Guide —I_
Task ID 2 Entry bar
Indicator
Task
Name
Column = .
a Chart View
3
Menubar ——

O Screen -l AUyl :

Gur-l screen H[ Menubar 1 Toolbar % UL AW AvAL (Word, Excel,
Powerpoint) ¥ Yxol % ©.

&  Entry bar :

Entry bar ¥{ Taskname H{ % task ¢lRleiR 18 § diRll 2Asdl -l €l d entry
bar 4l @d(RiUd d aR)l wsL B. ALl ARl task Ul YER-AURL SaAL €l d task
UR cursor Al Alell entry bar Hiell YRl d8RL 53| AsA B,

&  Task ID number :
FH U project Hle task GHR2U dH Task ID number automatic d task %13

aldfl 2. el 51 task name d&llk usd @lof sl dl d-l Task ID number 2{l Ul
dnvfl stal.
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&  Indicators :

%l task 1 @oldl SIS notes GRRAML Al Sl sidl task Y3 & w1 Aelal
HYR & d @Il messages A9 Indicators Hi %L AsA B.

Y Task Name Column :

Project planning 4{ $2L 52Ul task L €l4l QML AlAL B, d-) 8 taskname
Y Al A B. AU S task delete SRl Sl ¥ dA edit SRl Sl dl ULl
Taskname H{ A&l 53 ASRL O.

©  Duration :

Planning €RUI $AL task (SRL) Ui Secll AMA @21l A A&l Al A1 8.
duration A minute, hours, weeks, months 5 years M[ set 53| ASRL O.

Microsoft project M project planning $cll USEL ALULL AL REE[ 52ElS view
AL HUEA Al 4. Microsoft project Ul g6 24 USR-L view A1ddl 8. duieil
AR Hscd-l 5 view Al HUSAl AndlA.

©  Gantt Chart View :

Gantt Chart View 3 project cl-ll St UMIEL At AU ALY ARl M
A 85 (& d eald B. A %l project A HAleL deldl sl dl d usL gald .
Gantt chart -l screen 4 example 212l % screen (L A4l AWl & d Gantt Chart
View -l o screen ©. H12MI9l €35 project Ui AL Ild gantt chart view -l BU2laL
2lld B,

©  Calender View :

AL view Ul project 1 AL calender ¥{ ¥ WISl planning sl sl d Yot
SV B. L view -l BUALIL WA S prmmmmes
] pa it Sen juet rpret Dok Pramt  Colsbosds  Wrce e O

sAL [£AA 58 AW Sedl s sl oan s
® A A s seal (Ba Yol e d o

direct %18 ASIA O. SAL resources SAL L5 0
s Sedl WMIRMI stnddM] ALl P
& d ugl %l AslA B,

AL view Hi project « %sldl View s
menu = Calendar U2 SHI§ scllell [ ==rmmmmms

current project A calendar view i %S
ASIA 8.
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1  Network Diagram View :

[0 Micrssol: Freject - 0FFNOVE

Network Diagram View Tlo e o s o oo oo s o

& x

. . . . LU B L[S ) s | e E o 6| 33 | Wasron =BG PRy |
Microsoft Project [ project L - o : c

Al Tarks - i- Resmunes | Tes

Dessign office spaee

A3l Flow Chart o st 52 . S— — —
%4 Flow chart i S0l Boll o\ | B bl [T bt [ B
sal sl ugdl sy sl A 2w
sy sl sl sl wR AERld & d
gald ®. M, Network Diagram
View [ UL €25 task o sequence
Rl AslA B, dHx ALsSA task
QAL UR ALEUAL B AL AL WR g
AR © d &l ASA 8. €5 -
task il starting date -l End date UGl %18 ASlL ®. Network Diagram View - On
$dl UI2 View Menu = Network Diagram UR click $29.

(1 Resource Sheet :
Resource Sheet asidle(l 2wlddl

column A row Al & dl spreadsheet
3l % dll ©. Resource sheet M| Sl
resource il Sedl GUALM AdMf A1d
dMl 5edl HIRRIL #18A 5 Sedl 2l
B A A AH3NAL WRLHL entry 28l 531
ASLA 8. Resource sheet On $al HI View
Menu = Resource sheet U2 s¢lls $dl(
| Project il resource sheet %18 2ASRL O.
AL AHL w33 YEIRL dElIRL 53 AslA B.

B o rm ) B 3FT WO

B e Gl Se fuw Ppmed Jek [ pebess e cw
Llcdal b oS bdn s 19

4  Resource Usage :

AL AUGL 1Y ¥ Resource sheet UL €25 resource 1 @dlcl Hi[&dl GRap
AL B. ARUSL A resource A AHAL AHAL task H[ slddM] 2d B. Sl resource
1 sl task Ui StnddMl Al ©. 5L resource -1l delR UScl GUALIL 2Ll & A
$UL resource -l LB BUALIL 2Ll 8. A A[E WS AsA 8. Aeq % & % resources
%32 Sdl delld sIMHL Adldl €3 dd AlE dld ol eAldaMi did 8. %L sl
resource dell? GUAMI ARl dl d-l vl ael L 8. 3 el A& 3L view U(
UM 4 ASRL O. Resource Usage U2 SClls sRaM A ©.

Ch
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it

i R Sl i

DT LT

Note : 2iluely project planning 93 $2dl d+ save 53] Adl HA.

el Al s16 extention .mpp Sl O.

HOW TO CREATE PROJECT PLAN IN MICROSOFT PROJECT

1  Set Working Time :

Al project planning A3 Sl USEL project -l working time (SMSLsl
AA) 58l saldl € B. MS project Ul default working time AlMefl 95 UM set
Sl SlA B, el AURL MM SMsIHl A4 A 20l AlAAl sl &, L M
AlMeld dMR g Calendar create $31 d{ working time set SRcll-l 2&QL. AL MLl

step {12 ywol .

1. Tools Menu = Change Working Time UR s¢lls $2cli Change working Time

dialog box °sldlL MUl ®.

2. aul button UR slls $cll Create New Base Calender § box <slall
qudl. B[ Name: U ¥ calender o i eLvtg Sl d type s ok | _ w2

sefls 5. el New OFFICE Mg g
calender create SAUM{ A O,

3. Rale el AlRard ULl Non-
working -l categery [ s2l. deil €35
AlAdRAl dRluA Ctrl Press 53\ select
53 Nondefault working time @& -l
option box select $ctl AlAdlRA
Working day i Convert 53l S .

Fon FiEW CFFICE |
Al prorbing e Fos sslecieed dace s’
iagard: Silag] Dadank St aabaaic cheba v ia:
IT - - T U galak
Lo O O R N R I Brneriing L
Pariing o Gl 17 Morsshaal ol ng brm
Coudmulig L] (R ] a1 |1 from: e
hour N EEED R [easn TR
Onthis cabardar
e bomaca N R R R [r:camm Bila]
e - ERED [ I
Bt tw
L et o | |
— W
s mee. | mm | e ] dm |

279

on
(W]

Sardar Patel Institute of Public Administration, Ahmedabad



280

From - To : -l box H{ Working hours set 531 sl .

A&l AlAdRe Working day % 35 2lRldMl d Adl wsdatsRu-l working

hours H{ UBL YR scl US &. L HIe _optiors... | button UR s¢lls scll option
-l dialog box i calendar option open 2l9l.

Al A Yeroi-il options ANAL & AUl %33 settings sdL.

Weeks Start on : a8l dtsclslaldl aA3utid sl diRell sdl d select
SAML AL ©. Default sunday select 22g Sl 8.

Fiscal Year Starts in : ¢l financial year §3 Auid & d -ssl seclMl
Ald 8. AWM dl Financial year April to March €l ©. Ul January to
December Y €l dl 51§ changes saldl %32 -tell. A, A&l ¥
Financial year sURell 23 $2¢ & d [l select sAMI 21 D.

Default Start Time : 1Sl SIHS1% A3 SALAL AMA SAL AVAMHL ALA
d As5l sl A B. By default el 8.00 AM set 53¢ €. L
%32 @Il dl change $3l user AU set $dl.

Default End Time : 8l (Ea €Rul1 sBsLy Yol eldldl A4 AAs5l
sl AL 8. A&l default AMA 5.00 PM L Ui qdd 8.

Hours Per Day : 28| [EdRq-l 52al sells s1H scllg 282 d set 3L ASAL
8. A&l Default 8 hours set SWL 2.

Hours Per Week : GUR UL SISl SALS AsALSAULAL Sedl SHLS
29 d AsSL sl A &, el default 40 hours 9. ULl %l (AR
yel working day 3% 21Qldl Sl dl 48 hours $dl US.

Days Per Month : (8-l €Ril-+ [

sisiorl Bal 5 dedl 28 Q| | | =
A& As5L saAMl A B, Default | o=
20 days dUAL SA. ¥ set SAL | mwwnr ma
Sl d set 531 AslA. AL project | o= T mmmnoanan
example H[ 25 days set SaM( e
. 1 e e I I |
AlAL O, cARYLE S —
Bl 3 i | = 4
U sdls 3l 831 button e
UR click $cli -q calendar set 2.8
o | =
wA B. =]
Cn
(W [h)
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3 Project Information :

el project 4 planning 3 sl Uédl d project 3 information set $2cl
U3 8. F45 project 5O clvtell A3 sAML A deldl dl §§ AR YR sal-l
8. AL Hlel Steps 1A Yol B.

1. Project Menu = Project Information U $€ls $2dl project Information <
dialogbox open 2l 8.

2. Al Schedule from M 1 Yol 6 option AUl Sl B.

(i) Project Start Date : il option select 52dll2ll project 58 clllutell 23 sl
8. d Sl 53l project -l start date UM Ald B. AL option select
5l project -l finish date : task - duration add $2cl( automatic -5
A A .

(ii) Project Finish Date : %R 2UGel -s5l sla § AlssA M project
YRl sdll 8. AR AL option select SRAML AL B. &l finish date
enter $dL-l 2& . URoLLE Tasks add Sl starting date automatic 55
af A B.

el example I project start date option select S2AUM[ ALY O.

3.  Calendar i 20192 calendar select S2cUMI A &. F2ll d UHIE % project -l
(Bl A sP-AL sELsL AAs5L 2Ll . (& New Office calendar set SRCUML AL
. Prority option i project A el Ul Audl & A -ssl s3 AslA O.
A&l Priority 500% AWM Aldl B.

A, AU option select 53 button WR sells 59

A e |m " cpeTars |domdzice |

Erishdols B Bt - T -|
Y row | Frolc Soat Dacd B _TET W TTCE

e L1 e e e Bricy ET |

Fediim Pick M = Rk

o |I| Exad

BUR Y ol-l project information enter sul Ul % project 4 planning sAML
A B, d-l sl Aed ¥ Task sraAMi dld . A&l AL Set up New office -l
project LOY.

Cn
G
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FAl wledl A Yol 8.

Task Task Name Duration | Predecessors| Resource Names
D (In Days)
1/Set Up New Office
2|First Stage
3|Make list of key needs that must be met by new office space 2 Chief Relocation Officer
4| Indentify potential office sites 5 3 Chief Relocation Officer
5|Make final decision on office space 2 4 Chief Relocation Officer
6|Finalize lease on office space 10 5 Chief Relocation Officer
7|Indentify major improvement needs 6 6 Office Manager
8| Obtain estimates from contractors for improvement 5 7 Office Manager
|___9lldentify Cost for new office (Chairs, Desks Equipment) 3 5 Chief Relocation Officer
10| Hire contractors for improvement 2 8 Office Manager
11| Obtain necessary permits 7 10 Chief Relocation Officer
12| Oder new phone number 1 6 Telecommunications administrator
13| Communicate to employees 5 6 Chief Relocation Officer
14| First Stage Complete 0 3t013
15| Second Stage
|__16| Assign office space 5 14 Office Manager
17| Order chairs 1 16 Office Manager
18| Order desks 1 16 Office Manager
19|Order nessary fumiture 1 16 Office Manager
20| Order computers 1 16 Network support manager
21| Evaluate server room 2 16 Network support manager
22| Evaluate computer networking needs 2 16 Network support manager
23| Order Internet connections 1 22 Network support manager
24| Arrange internal maintenance service 1 18 Environmental engineer
25| Arrange external maintenance service 1 18 Environmental engineer
26| Arrange cleaning service 1 18 Office Manager
|__27|Second Stage Complete 0 16 to 26
28| Third & Final Stage
29| Order Security system 1 27 Office Manager
30| Arrange for beverage services 1 27 Office Manager
31| Install Phone lines 1 27 Local Phone Company
32| Install Phone System 4 31 Telecommunications administrator
33| Assign new phone numbers and extension 2 32 Telecommunications administrator
34| Order new letter heads and envelops 1 27 Office Manager
35| Order new business cards 1 27 Office Manager
36| Repair new office 1 27 Environmental engineer
37| Clean new office 1 36 Cleaning Service
38| Create new office extension directory 1 33 Telecommunications administrator
39| Setup furniture,desk and chair at new office 1 37 Office Manager
40] Install computers at new office 1 39 Network support manager
41| Install networking at new office 3 40 Network support manager
42| Schedule Phone training 1 38 Telecommunications administrator
43| Install security system 2 27 Office Manager
44| Schedule security training 1 43 Office Manager
45| Final Stage Complete 0 29 to 44
46| New Office Setup Project Complete 0

BUR Ywoll Setup New office project | =8l dloisSlL (stage) H[ dSAl &apii

ALl B. BUR Yol Task ID A Task Name Ui 5L SEUL scL & dA-{l el aquaml
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Al 8. d usl Duration Hi d €35 sl deal (EdAHl YR( 2 d-L [Eal el
®. A ugl Predecssors ALUAM LRl B. Project ERULL AYS st project Alel %
A o8 wA. usl wys siil As 5 ool skl w2 wakld Sl 8. dy Wl
Predecssors H[ Task ID A Task Name Hi sl SERUL $2cl-4l © -l €L Al 2dl
®. d ugl Duration M d €3 sl Sedl [Eaumi YR 21 AL [EdAL 2dl 8. d
ugl Predecssors AMAML ARl 8. Project €% 45 sl As ¥ ol sl w2
AERLA Sld 8. d% UHILL Predecssors Ui Task ID (UM Al . AHed USdL
A Task ID o st %l Y3 a2l R usl A Predecssors -l Row i 2ldg Task 23
A9 AL O.

A% WHIQL Resource Name Ui €25 sl 58 st selal 83 A6 5 58 drq
SRL saABL A A saladdi W 8.

(1 Task Entry :

GuR ealddl Table M[ 8@l task -l el entry task name MI $AMI A1d
8. %R taskname -l entry S 114 Aed task ID automatic tidl s A
Duration Hi 1 day ? €2{d9l. AluelM AIULL Project £RU SUL task Sl & d-l
% entry SAML Ald B,

[ Mhicoosadi Preject - KEW OFFICE = |||
GHAT Pl B e st Rt ook Bt Collsboode Wandes  Hel g amty Ll
gl AR SR I hahul .38

o | oo <o - B romlE T |
3 0 W T

0 [Tmt b Taambon

oo
Frd Stage 1w
Hiakw ik of kny neede sl 1T
ety pobs e ateoe A 1 dan
Mk fnel dectmion on oifs 1 duy T
Finulics maca on atics m 1 day™
Wby ey e 1 QT
Stam weieatrs byl 1 denT

| & % 4 =

] g 37, W b e iR, &
M TRITT TR IS TN [P T IF (5 M T TF (5 (2 (1T

z4d
)
3

P S S
EEEESEENSEENEEEEEEER

HEE contratoi b g 1 denT
OhimnneceriNy pereds | 1T
Odar rwww phons rurber 1T
Coaaanate Wit 1 daT
Firsth Thage Conplels 1 w7
Sacord age 1T
ES5N 0RB0E fpRe 1087
Dy phay 1 dan T
Order dexkx 1dmsT
e B NATEE 1 gt
e COMReT 1087

CRE R R R |

==
il

B 13 FEOETT 3 rMorcitExcnl...

F{l Alel Al LMl Gantt chart Ul UL d {3 Chart Gidl %2l.
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1 Applying Indent :

Project i 245 sl sl st Uel sl el . Ao uHIdl Atel ARl Stage
Ywt sl d3LE QA Al 8. A d usl-l sl d-t et sl @y dami el
8. ALl ¥ sl Vel st dild Adll Sl dA select 53 format toolbar Hi Indent
B -l button UR sels $cll d-l indent set 28 %12 ©. %l ¢@dell wlel indent set
53 Outdent +48 U click $clM[ Ald ©. A&l First stage, Second Stage 1+ Final
Stage U&l-L sl d BUR indent set 53e ®. A d-l graphical effect Gantt chart
Ul el sglal qul.

BB Wicrassdi Projeci - MEW OFFICE

] pe EM e Fout Fovel Tods Broed Coldoret  Sode e il -
R RATE N AW T o AN NEn 8 e S VL A =0 A= 81 |
= P Soar | el + 6 l[m]e x [RE]E | sivea = B esa] s v @
& Tenk hawe T BRG] TR o TSeps, e B, =
CIRRC S LN TR AL LTS TR S SEA TR L LRI L TE)

1 D-sﬁmmuu‘m 1 day? -y -
z = P Stage 1l r—y
3 ks B 1 By T an (]
i Iewicriity potrbal of day =
[ Waba irasidecaone 1 dae? m
E Frass aice an ol =
T KRR S5 B [t m
(] Cbisin axbrades a1 dey =
(] Einrditp ol for e 1 day ™
1 Hes Conaokes 1 day ]
" ChbE reesssiy B 1 b =
12 gy ey phana 1 iy =
ia Cawmnicele 1 BT 1 dwg? Ed
14 Fol S Conpiste 1 day? m
13 = Gedinyl g Tt Lol
L] Aazigriates ms 1 dwy? =
i ey e 1 dwe? [ ]
12 r sk 1k [=]]
12 N A RS 1 Y =

n Chdar canpulers 1 dwy? | '5

(1  Sitting a Predcessors :

Prodecessors 2@ sl sl W2 s sl edld 8. d Ashl 5. T 2w
AW A4%RUL. Predecessors set Sdldl & Ild 8. % A Yo 8.

Ad-1 : Predecessors -l column Y[ direct % task [ predecessors ludl €l
d type 831 Alutdlell predecessors set 28 1A 8. A d S1AL A link 21 912U B,

Ad-2 : ¥ YL sl & Aat dd select A ARGLE Al UR a3l
sl Ctrl press 53 select $?1. URCUE standard toolbar ¥{ GO link Tasks -l
button U S¢lls Sdl L ol task dA link 2 A ©. %l link wlél al Sl
dl dd unlink $dl dl ollgl ddl Unlink task button UR sels 5. Link
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AUl % Predecessors -l column H[ automatic d Task ID <sldl MW & A il
VAR Gantt chart U AR Ad wuUd A &, el sAL task -l link sAL task 1S
8. d »su2ll AT A4y ASIA O.

B el 15 WA W IR

(1 Set The Duration :

sd €35 task enter sAl, URClLE indent set AL A predecessors set sAolle
d task 1 YRL 2ldl 5eell AMA ALl A A5l s US &. Aed ¥ task duration set
52dl U3 ©. A&l task duration Minutes / Hours / Days / Weeks / Months [ enter
53| ASLA B. Microsoft Project Hi default duration i days set 36l €9l. Aed USHL
duration AM[ enter 52l ®. d -5l saAl e 1A Yol changes option il

dialogbox H[ $dl U3 8.

Step-1 : Tools Menu = option = Schedule option select 829;.

Step-2 : AM( duration is entered
in : -l dropdown list M[ Sells $31 AU
option select $2l.

Step-3 : ARoileA duration -
default furetion oi-llddl ML set as
default il button UR sl il A default
duration set 21§ 9. RURGILE
UR sdlls 529. &l New Office L example
Y{ duration days i set $3dl ®.

El Ll |
L J.ala
+el e

R UL R SRR e Y B
Wz ok moRass
A TEEry | TR

I T R S L ]

[P I E RN

federenaen: TR |

wacd
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QURoLE duration column M{ duration enter $AM{ A ©. Duration enter
$2dl A task -l task -l start #1 finish columns [ Date automatic set 218 °s9l.
eldl Start 27 Finish column -\ date set $2cl{ Duration automatic set 28 1L &.

1 Assinging a Milestones :

Milestones L €l checkpoints d3ls usl uwdidi dld &. Milestones A
project i %R {2l ¥ SO Aol dotssl Yl el R YsdMl A 8. FU A&
NEW OFFICE L project < 3 stage H[ d.&AAM[ ALl B. A Yol S| AR AR
u&dl stage, olll stage ¥ %l stage Y2l 29l Ae@ A&l milestones set SAML ALl
®. Milestones set 5dl Hl& % task - miliestones 3% set $dl €lA d task -l
duration box i 0 () Zero type $cli d miliestone d3l% set 28 12 &. &l
New office project i first stage complete -l duration box 0 zero type $3d ®. %
miliestone g2ld ©.

AU, New office Hi AlUE) task duration enter S2ctl 1A Yyt screen ldl
Hul 8.

B WrrecaliGrajr MORECKT
SR Ll e Beal Paa Ta. aod Oodad ke A Haares G ows Sl
H R I L T e S B T TICTR. - R B N o |
P o g T S - R ST o LOINT - w !1 .|n....-.- e B
N
u [ 1 - m 1% =M 1 LT LR sl -
EIT I I 53 I (I I
S LE e ik Kdwr SEATA NLNE
RET TR _—

Mea ELen
S JICI0B| Ly REW !
Pl PO v WG -
s Mhadel AC) wer X120 2
1 Mhaire s Theoaz WO

Tiude AL A -
T

v FCTRTT :
crr PHCME Lu f0ME
Er Ry et e I
s M| oM
Tl TR v WX C
| e T T I H L
T T e B R e
ks Te DS a2 W 0o =omar o
:oTe 0a0E| Tulaz e _——
s Tw OrME| TadIE AZ
: Tw Or D] Tl 4D
o W Orwl| Tl 4D | =
o] le v

BuR ealdd) screen M Duration enter Scll Setup New office project §d $edl
(Eat A1, d HUSAL MUl &, Al Buid d-l starting date : 20/18/2006 &. %
AL set sl ULl duration enter Sl project -l finish date 3/11/06 °sldl MUl
©. AWM duration enter $cll Gantt chart USL cldlul Yool set 28 2 A AL
milestone set 5L €3 Ul symbol Sldl HUl 8. d-l U2 pointer 48 sl d milestone
® dg eald 8.
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(1 Define a Resources :

€35 project M[ S1M $cl M1 HMIQLRAL, Ao, Aleld 20, Al %32 ud 8.
% Resource 5¢ ©. Resource d22 project 23 Sl AL efl. Fell project Hi
resources Sldl %33 ©. d IS resources create $AL US &. ¥ Hl2-l steps -l
YroL 8.

Step : View Menu = Resource Sheet U2 s¢{ls $cll Resource sheet ldl Hul
8. %l columns | AHYA A Yool 8.

(d Resource ID :

%4 FH Resource <l entry $AUM[ Ald 8. d™ d™ Resource ID automatic
assign 28 1A 9.

(1 Indicator :

Resources create S U&l resources assign $cUM{ Ald 8. 5l SIS resources
dellR USdll assign 2l %12 dl d 12 A&l Indicator Ui <i» Al sign oldld &. u&l
sl notes add $dl Sld dl d add $31 ASA O.

(1 Resource Name :

A&l Resources -l UM add SRAUML 1A ©. Resource -l M add $dl L2
Resource name column [ click $3\ resource j} M type Sdl d resource add L&
2L 8. Resource dil3 S1O s, A2l & Aled 420 1 A5, FU3 building A color
sdll €l dl d ULl resources i3} Painter, Colour, Brush 493 d& sl &.

d  Type :
A&l Resource -l type AsSL 53 aAsL &. el A option AlAdl O.
(1) Work : 1 resource d3l% sl st €l dl work select sRAMI A1d B.

(ii) Material : %l resource diil% =l § A4 AM2AL €lA dl type dil¥
material set $3| ASA O.

(d Material Lable :

%l type i35 material select 52 Sl cl d 3l &8l (Aol BUS company
M Fdl [Adld material lable Hi type 53 aAslA O.

e [Initials : A€l 518 initials type Sl Sl dl 53 ASRL. &l dl default dil5
resource name -l USEl &R Initials d3l% @ &. FU5 painter resource 1A
dl initial P 2ll.
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]

Group : &l Resources o group create 53¢ Sl dl d $30 AsL B.

Max. Units : S| resource GUALMI AdMI Alddldl B d-l Hle maximum
unit set 531 ASEL O. Max units A[E percentage [ set 53 ASRL O,

Std. Rate : &l %l worker tlclcll €l Baldl AL ALS2Ll dladMi Al el
dl ddl selts UHISLL charge $edl 2@ d set sAML Ald 8. &l stardard
rate working hours YRl % Sld 8. ¥ AMLA Ild 8 sdls Sl O,

Ovt. Rate : A&l ¥ Resources H[ worker & [l standard rate % Sells WMISL
set SRAM( ALl 8. Standard rate working hours 2@ § 8 sdls YRl %
AlRd Sl 8. %l QlRolle dalR S SAML AL d Overtime Hi 2Ll
ald 8. d HI AU[E Overtime -l Sells UMICLAL Rate set SAAM[ Ald O.

Cost / Use : %l resource Hi std.Rate & Out.Rate apply L 2ldl Sl dl Ui Cost/
Use -l GUALIL 2ld 8. wys sl 5 2ol 5 worker 1 ssl sal wdl AlssAy
25 Ysadldl el 8. dl d ML L field L GURALIL 2l B. A& % ALS5A AHY)
Ysadl saldl sla 8. d 84 A& type sRAML A B.

Accrue At : 28| resource 11 Ysadl{l 84 58 Id Yssaldl & d set sAML
AL B, F UL ~ABL options ALUAL Sl 8. ¥ {2 Yol B. Fuiell 2192 option
select 529

(i) Start : Resource L GUALL Al Alddldl ALl % Al sH-Al Ysadl
sUML Alddl €l dl 2L option select 529,

(ii) Prorated : Resource -l BULaL &(RL sl %4 complete 2ld ¥d Sl dx
Al ysaell saldl sla dl AL option select SRAUML Ald 8.

(iii) End : Resource -{l 254l Ysasll dd sl udl o ugl sealdl el dl
AL option select SRAM[ ud 8.

Base Calender :

L field Ul resource 1 52l calendar Yool GUALML Adldl & d 55l sRAML

AUld B, %l resource L UALL 24 5ALS 2ldldl Sl cdl 24 hours select S2AM{ A
. %l Resource il GUALIL HIot At Yl % 2lall-l el [EdA d SPHL viLadlAl efl
ol 28l Night shift option select 52¢. A% WYl standard calendar select 53¢ €l
dl d 83l sl AL %l project HI2 special calendar create $3 €l d calendar usL
US| select 831 ASLA B.
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Setup New office 2+l resource sheet <l Hi[&dl (1A Yo &.

1D Resource Name Type | Max. Unit| Std. Ra |Ovt. Ra| Cost/Use ] Accure At| Base Cal.
1] Chief Relocation Officer Work 600% 0 0 20000]|Prorated |New Office
2|Office Manager Work 400% 0 0 25000 Prorated |New Office
3| Telecommunications administrator |Work 200% 0 0 8000| Prorated [New Office
4|Network support manager Work 300% 0 0 9000]Prorated [New Office
5|Environmental engineer Work 100% 0 0 6000]Prorated [New Office
6|Local Phone Company Work 100% 0 0 3000] Start New Office
7|Cleaning Service Work 100% 140 100 End New Office

Gur-l Resource {l “i[&dlHi enter s2cll {IA Yol resource sheet wlal Hul.

T Mscronadn Pichest - MEW OF FICE

TV B i e (s Foree [eok fofdt Dbt ndes b LR
ERR T I T M R e e -8 § L 3.8
] fe Shvn | Biad -8 iR 5 O imEE arsseo 5 i_‘|ruu-: N | Tk H
8 P M C[Oype Usidd et Groap e by TdPfes | csbPRee | Coilbe kel A
B
i e Bl Fiak 5 BOOR MaJO0dr T3 000A o 00000 Frmend
1 & [ P Wark o e g S - Ry T T e
1 Teszoarancsioar amdimer o r i00s,  Rxddiey  tedddar Peddid fraed
L [ R Lo o WrE  EJody 00y MO0l Frarsded
5 | L ] WL E T B R L
LrdFmx Cunor Fiak - 100%;  FaJ0Mr, Y0004 P 300000 Bl
: [ ——— Wik i3 D 100% Ap 41008y Fed D000 ArO0 Ead

d  Assigning the Resources :

Resource sheet 4 resource create 52 d 42+l cost uaL apply 531 sLEl RURolLE
d resource AL SHMI QAL ALAA A 5l 54 US ©. % Assign Resource & 8.
Resource create SA[CLLE SAL resource SAL task Hi Secll WHIRMI GUALMI AadMi
AL A A5l G US &. L UL standard toolbar Ui & Assign Resource -l button
YR 5ells s2dl d assign resource j, dialogbox open 2l12L 8. Steps to assign resources :

Step-1 : % task IS resourse assign $dl Sl dl task select 521. il HIS Gantt
chart view On $2dl.

Step-2 : URGLLE Assign Resource -l button U2 s¢fls sl {1 Yot Assign
resource :jl dialog box aldl HUl ©.
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Assign Resources

Task: Make list of key needs that must be met by new office space
_ﬂ Resource list options -
Resources from NEW OFFICE -

[ 2] 50% -~
e o
| |Resourcefame  R/D Unks |

| Chief Relocation Officel
| Cleaning Service

| Environmental engineer
| Local Phone Company

| Metwork support manag

| OFfice Manager | Graphs. ..
| Telecanmunications adi |

| Clase
| Help

Hold daven Ctrl and click ko select multiple resources

Step-3 : BuR-lL dialog box i resource name H[ % resource assign $dl Sl
d select 529, Units i Sedl esl GuaAlaMi Adl 8. d select 53l
button U? sells $31 button U2 5ells $cll Resource assign 2L8 %3l

Step New office -l project M[ Sl task < 5Ll Resource Assign 2l d-{l HU[&dl
Alell ALMWAL SlesHL UL ©. d WMLl resources assign SA[oUE Gantt chart view
U Resource name [ d resource g <M sldl W2, €5 task {l Gl resource
name %ldl Wl 8. QURClE Tracking Gantt chart ¥{ view M % chart dld IaL-l
EUL dl A Critical path & &. % Adl Hecd-l SlA B.

A VR I WL
BRI +

S — o g
b h“:."l'ulrl.:"-::l's:-llﬂ.
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%l A 518 resource  allocation d€llR USd 213 €l dl resource sheet { click
sdi d resource -\ record Alel 32l ¢lcdld & ¥4 indicate A indicator UBL §? O.

AT e e e e forw Imk B e ke
LI e ™ T N B WO AR a UL
T de = ol £ xln E R e

3 | YanrHes Tar il ke (g das (kds P Fale | G Rk Faadbre

1 ; il Rl ol 04 L = < [ T T R T T ST T, T O P

a Wy P 34 el B L SR RO R e
e el O e e e T K% RalDesy  Fud0ibe Sl 000 et
i e ¢ e | e ek L 0% aDBsy Faliibe Mo SO0 00000 Srovetec

= b Brtcessns §agnas Ty A, Fma e Epdshty e i e beasmed

L Low Pharc Compary Mk L XN Ao Frldhr P 3000000 Do

] ot F

TE% R | 0NN Fa 1000 LEL o BT

1]
Faus

(d Notes :

%l 1S task 4l §65 e Ysdl €lA ¥ 51§ comment Y5l S1A dl d MS-Project
U Notes Ll 2cA3UML YsAUM A B, % task U2 note Y5<l €l d task GUR double
click $Rcli summary task Information 4 dialog box %lcl MUl &. %4i Notes option
select Socti A open 2ld B. A&l ¥ 58 notes Yscl sla d Y5l wsd 8. A& A
formatting, Alignment -\ bullets UL apply $3| ASIA . AURCLLE U2
sels $2cll note apply 28 1L ©. A ¥ task U[ note AUl Sl d-ll indicator Hi
Uil note -l symbol €2ld &. A d-l UR pointer AUl d note %ldl UL &.

fummasy Task |Information

Gereral | Predecesswy | Reswrces | avenosd totes | Cushom ek
persa: - [Set U Hews e Quien: [ o T
sy
BCOEED
EXAMPLE OF NOTES

. Microsoft Project (s & wondedul prograrm.

_ e | [ ] e

on
(W]
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1 Compressing the Timescale :

AL project L chart AAsALL A ASLAl tell. Fell dHi 2&dL Timescale
AL sclell Aed ¥ compress sdlell ALl Chart Ui €35 task -l graphically
overview »su2ll d¢ aAsRL . MS Project Hi zoom -l M&€2ll Timescale 4 compress
s3L AsL B. US| zoom Ui timescale 1 compress Scl %EL %EL timescale AL
8. %45 1 week, 2 week, 1 month, 3 months, selected task, entire project FdLl time
scale option select 3l UR sells sl d timescale YHIQL chart compress
A8 A BO.

Steps to apply Zoom :
1. View Menu = Zoom U2 $dls $2dll zoom < dialog box open 2l3l.
2. el 2o timescale option select 3L YR click $2di d View

U( chart %19 2sld ®. Entire project timescale o example Setup New
office project Ul 1A Yo B,

Mlcresole Preject - new Base Bae exzmple
i pa gt e Jumt Foeet Jok  Poc golsbords  Wnde el
Lol B s 58 8 Sa b0 T L e zlsa g el

| oo o= shows | Al =t -[Blr U EE AT - il.nmxw;]m l
Q| Text Hawe Curmiion Aug 13,08 | Aug 2, 06 |Sepi0; 08 {Sap3, 08 |OckD, M. [OctId 8 Nﬂ"‘ﬂ
1 Lo ST NP TS IWISITINIPITISIWISITINIP ITISIWIS]T

1 Sed U Baw Office Hodoym 1 P 7 .
2 = Fioa Sage days B w >
3 Wumbdol by ram Fdeys | b s e
+ iy paiengs o Gaowps) & Clid attizer
3 Msks el cacmion: 2days
B Finslins eeon off 10daps
T indanity g mpr Bdmn
L] QmnstEass i Bdsps s

by Coml Torned Baaps
7] Fmcoimciorefor | 2deys e
" ObmnSIESTE (T daps Chisd Ralscaiisn Tfficar
12 Cider raw phama ru 1dyp I Tal . ate
13 Coanini i e GO -I'-_-ld-‘-hu{'lﬂ'
11 Fro Thga Conplals. Ddayz W Ll
15 SECT o TR (e
s Arngn oifextpeca;  Sdwym T [ FENRET
L e by 1aay T S 1 N g
1 Ordar tazke Tdwp T e sy a g
13 N resoady bl 1dw T i o Vs g
2 Order CoTguie T Tdwp, T

|

PR EN SUBPET I'I'IIEI

B[ Ul Chart compress 20§ ORI UL Al Project -l overview 18
ASIA 8.
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‘4 Estimate of the Project :

Project planning 2L& UL ¢lle L AL Aelyd VRl Sedl did. d seldl Sl
dl d MS Project Hi llswvll sl .

AL UL steps A Yool 8.
Step-1 : Project Menu = Project information U2 sdls $2d.

Step-2 : %2l project information dialogbox %ldl ¥V &. ¥ Statistics button
R sdls soq. el AlA Yool Project Statistics o dialog box sldl MWl 8. du(
Project 2{3l-ll statistics 18l ASRL &. FH ¥ project -l duration 52ell & d (Edu(
A sALSUL Bl 1L & A WML d-ll cost Secll ddd d vl eld . 1 Project
A3 2l® A A %L tracking SRAML AL L Sedl AU A S Fedl est Yol 213y
8. d ugl gald 8.

Project Statistics for 'NEW OFFICE' X
Skart Finish
Current Sun 8/20/08 Fri 11/3/06
Baseline A [
Actual A Ma
Watiance 0d 0d
Duration Wark Cost
Current S6d 704h Rs.6351,120.00
Baseline 0d? 0h Rs.0.00
Actual od Oh Rs.0.00
Remaining S6d 704h Rs.631,120.00
i Percent complete;
Duration: 0% Work: 0%

d  Tracking the Project :

Project planning 2L& 21l Y& Project A3 $AMi AAld 8. RUI Project ¥ FH
AP A8l 2L dH dH Ms Project B FH AW déldl 1L d4 A4 Ms Project
4 Plan $@l Project Alel ALl ASL 8. AL A ASA B § Project o s
Planning 3ot Al 8 § »sul A & 5 €y A1d 8. d 3L vl 455l sul Yot
% & % dell 20l B. UM, ULUL Project 1 track 3L ASLL & A RURCLE %L Project
455l sl sl el ol Al L dl d »sUl ol st deldl plan UL
siUA delay U@l 53| ASRAL &. ;M AWML Project L starting date 2l @& End date
Yell track 53 aAslA B,
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]

8.

Project Track Sl auid dlAdl 3eals AcEl-dl AUyl :

>

Current Schedule : current schedule ¥e@ sldi sRAML Alddl sl %
Il M2 planning duld -Assl $AML ARl 8. Current Schedule i
d AMA YRdl WAL el ddR el asia .

Baseline schedule : Baseline Schedule set $di Project -l 3lctell {d
Yell-L €25 stA-L A4, resource vl AR ¥ planning AWd enter SAML
AUlA & d-l As Preserve copy. %l i Project €L Ms Project Hi YeLIRL
qelRl $A dl d-l AAR Baseline U2 USdl lefl. A% UHI Baseline H[
Project Planning $cll duld % setting UM AlRAL S d-dl Ao e
®. Baseline - Project Planning Y lcl{ -l clRc(AsclHl Project 23 2Ll
y&dl apply S2aM( 2ud 9.

Variances : Variances 2 Baseline Schedule - current schedule % ¢ilE
sl BgMAdl dslad . Variances d4d %eUd 8. ¥ task 12 ¥ Project
U2 WRUR value (A2 Baseline) ¢ set sRcMl Al sl Al vRUR
Project (current schedule) €3l d o{d i Y changes 2l 8. d
cald ®.

Actual fields : Project Alg, Sl d €l dAHi aldl s, walxl-l,
% resources ¥[34l HU[EdlA acrual fields Hi enter sRdIM{ 2Ud &. Actual
field Ui enter 53¢l value current schedule ¥ automatic update 2L¢ 212l &.

A% UM current schedule Mi2{l Baseline A ¢lle Sl sAL field [ sl
Variances Wl & A~ Actual g W & Al UU&dl AL Table uefl Andl st

Tracking duld L Ul UMl AWML A . %L Variance =L Ad

dl Prject plan el AHANVUHL A (RaRld vHi Asndl yds yel a1l awuRL.
%\ Variance M[ Positive 254 Ald ol task N3l AMA ¥ v sdl aaR Wil 5
AMA task UR 2Rl & AM s&l ASA. A SIS variance negative (Ae@ minus) Hi
AU dl d task Al Wl RaBRld A4 eldl Wl scl Lol A4 2wt wAui Yol
2y . AH sl ASsLA.

J

A& excel o vairiance o table Y59
Setup A Baseline :

Project o tracking 23 $cll U&dl Project -+l Baseline H[ save $dl U3 &,

QUROLLE Project U[ SIS changes $cM[ 1A dl d-l AR Baseline BUR tall usdl.
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d  Step To Save Baseline :

Step 1 : Tools Menu = Tracking = Save Baseline U? click $2cli save baseline o

A yesotd dialog box ldl Hul B.

Save Baseline

£ Save interim plan

{+" Entire project
™ Selecked basks

I~ o4l

Help O | Cancel I

Step 2 : W[ Save Baseline Option select 53| OK UR click 529 culReile $3leil
save baseline option select $3l Bu? sdls 829,;.

[d Clear Baseline :

A5 quid Project A Baseline save sul uedl ol d lstudl Sl dl dA clear
Baseline command 2l {lsvil 2si2l &. d el step 1A Yol B.

Step 1 : Tools Menu = Tracking = Clear Baseline GUR click $2dll I Yot
dialog box open 2l9l.

Clear Baseline EI
=" Clear baseling plan IBaseIine {last saved on Mon 8/21/06) L]
" Clear interim plan | ark 1 {Finish1 J

For {* Enfire project (" Selected tasks

Cancel ]

Step 2 : AM( clear Baseline plan option select 3l UR sells sl
Baseline current Project ¥{ell remove 21 °s9l.

on
(W]
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Tracking for Update a Task :

Step 1 : %Y Fedl task 4 sl A3 2l A Feq Y&l ag xnd deg d task
1 update 53¢ uS ®. Fell Jedl task Yol 2l Sedl A O A Bedl A3
sl ousl B A el sl B. Task update $2dlL steps A Yol &, %
task 1 update 53¢ & cursor d task GU2 RAvil.

Step 2 : Tool Menu = Tracking = Update Task UR click $cl {1 Yot o
update Task o dialog box *sldl HUWl &.

Mumei Mty Dost T wews off e [Chews Desls Equipmer Duwsbion |34

S [0 3] fwdde [H 2 Beegdn [0 4
LT LT
Bat [T | s [RanmR

otz | [ o ] comcd

i Moo Tue wiad Thy P 3\‘

- et SRR - PEREY - el S S |
bl B IO F U - B £ S A )
1?7 18 13 3@ A &£ 2
o B B R R« - R 1}

= L T R N

Step 3 : Dialog Box Ml Al fields Ul 292 option Al An%gdl urell
select $2dl.

o

o
o
w

Name : il field { ¥ task - update Sl &. d M oldld ©.
Duration : il field 2 task dedl (Bl Y2 seald 8. d eald .
% Complete : il field i task 52cl esl Y 21 d select sAM 2l B.

Actual Dur : Task d diRcdls project Ml Y3l 2ldl el [l el d A&l
set SRl SlA B.

Remaining Dur : Task %L {2lct: Yo 21 Sl AR d task 1 Y2 $al
Sedl [ ollsl € & d A& select sl slA 8. %l task 100% Y
28 o1 dl AU[E 0 days select SaAUML A B,

Start : 21 field “[ current start H{ task 58 W A3 alg BLTA. A cldlw
galddl sla ®. AR Actual Start Hi task di2d[ds Prject Ui 58 dlAlW
A3 SAAML ALY A clRuL set sAUML AR A ALl set SAMHL AL &.

Finish : 2 field { current Finish Start i task s8 WSV yel ag
B8R, d dilu aldel el ©. AR Actual Finish Ul Task didlds
Project Hi 8 R Y&l 21 d diFlW set sRaMi A 8.
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Step-4 : %\ task ¥{3 518 notes 35l €l cll Notes Button U? click 3\ Notes
add s31 AslA B.

Step-5 : dlUdL Fields M A1 options set §3L YR click s2dli task
update 2§ 1L ©. ¥ task update 2 %A ® dA Giantt chart view ui
Indicator i 3 sign oldld . d-l el 2ld & A Task A update $3I| AlviclMi
AHlell 8. % task update 218 1 ® A chart ¥l black line g2ald B.

Entering Work Amounts for Each Resources :

Task update sl olle Resources Automatic update 218§ %. ud A& ULl

working hours 8 SELs AL ©. Fell SLE task L AHAL 1 [EdA qaRaAl
dl d 8 sals adl A AR VRURHL AG UL 218 AF ¥ AHA Sl 1 § 2 sals daR
Aloll LA 8. dl oUUS\AL 6 SELLS AEL? ALRLERLL 8. dL2ll %8l SLE resources | work amount
set 5l Sl dl d usl s3L AslA . FH (& setup New Office Project Ui Install
networking at new office working hour sdl U&l di2d[ds Project Ui il task 34 SCLS
U[ YL 2Ll ULl update task H{ Actual Duration H[ cll 5 Days enter 2L12L A2@ 40 SIS
AL dsldd Yeurdl 1S Resources -l work amount enter $2cfl & il steps {12 Yxol 8.

on

Ga

Step-1 : Al WelM ¥ task <l working hour enter 5l & d- select 53L.

Step-2 : View Menu = More View = Task entry select 53| Apply U2 SClls $dl
task entry <l cascade screen open 2l3l.

Step-3 : cascade entry 4[ I8 Ul field Ui sclls $.

Step-4 : QlRollE Format Menu = Details = Resource work U? 5¢lls sdl( -l
yoso{l screen wldl WUl 8.

TLIEE BN e P bpas (e Sesd (e g S OCE]
dod il 3 E -} (N |
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AUl ¥ YURL saAL Sl d s3I ASL B, ARelle oflal S task Ul ULl
Resource | work amount YelRdl sl dl Gantt Chart Ul g d task select $314
{12 Resource work [ amount change $3 slA .

Entering Actual Costs :

¥4 Task update $2dlefl costs update 218 %12 ©. UIG AYS AU A o §
SIS task Ui @Al sl a4 Wl aldl Sl 8. dl AL efldl Ui dHR actual cost
change $2cl US ®. ¥ § AW %Al example 4%l install network at new office
AL task H{ AHA 4Rl 52l aal? alatell Wl ugL defl o 8. dell o M2 actual cost
Jardl u3 8. % e A Yool steps 48 ASLAL.

Step-1 : % task -l actual cost enter $2cll & dA BUR cursor AUl

Step-2 : View Menu = More View = Task entry select 53| Apply U2 SClls $dl
Cascade window open 2.9l

Step-3 : cascade window i Sl& uRl field ¥{ cursor 2Avil.

Step-4 : URClLE Format Menu = Details = Resource cost BU? Sels sdll -l
Y¥ol cascade window open 219l

B iireazlE Projest - HEW OF FICE
ok e mm pel tomd ok Boek Goldbondy Mo teo oo prciny b AN
L R s Y N Bl Ll mt EaTen Y |
i ol e
Fuc. LE 0000
T, W Tmka TR Ran 77, O B Eop 0% -
e iy FTF TS BT T W TTIF TS W LF P T TFTE (S U T ERT [T 1S T T M
"o Lrhdb P R @ ey Rie
o i ba b Tiey T
L s I T 1oy .
R azees T
CIn SowssmfonaTe  for T
[T THMIESINY T e
R ScwddmrsartyT  Tdre T
- I Sl Edaws ool uey| Th
L Wam OifceSoofos  Tdre r]
& =il £
tir: [ airenvaio o we Ooe Curmiore [+0a0 4 I Gt chian le
g [rimime | mee [P | o [roiee 3 momees [EE S
o | Pmunchac Ly Cr PoohnCol | ALT | RowOnl -
1 | Mok oot marage 100% vosmmy | meaoeepliEem] e
Hawy i
A start B o0 § urdtior - Fand L ERR - R L

GuUR-l screen -l example H{ Neelldld (Bud 9000 3UlAL Scl UBL AHU deldli
d wRl wRuR vl 15000 3lal 2Rl sdl. AR ¥ task <l actual cost YURAL sl
adl uR sells s3 Alel actual cost Hi sells s3L Yaudl Asi 8.
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‘4 Analyzing Progress :

Project planning sl olle Project tracking $cMi{ A &. Project LR
ARA(ASAHL YRL &S %12 RUIRGULE Project tracking o sl UBl Yo elldl 8. QURALE
Project il Progress %ldl Sl cll %18 ASL B, AUl SRIEM & § sl d il
ASIRAL B. WAL AL USRAL reports ULL A ASRL &. A d-l Printout Ul 4

AslA B,

1 Project Statistics :

Project -l current statistics sldlell project :jl analysis (Y22L520L) 53 ASA B.
statistics ldl Hie-l steps (1A Yyl 8.

Step-1 : Project Menu = Project Information U2 Sells $2cl( Project Information
d dialog box open 2l 8.

Step-2 : dialog box Y[ statistics button UR s¢ls sdl {lA Y-l Project
Statistics 4 dialog box %ldl Ul 8. A Project -l statistics L8 sl & A
dd analysis uel $31 AslL O.

Project Statistics for ‘NEW OFFICE

Duration:

Percent complete:

b

Whark:

9%

Stark Finish
Current Maon &/21/06 Tue 10/24/06
Baseline Sun &/20/06 Tue 10/24/06
Actual Man &/21/06 A
Yariance od od
Duration Whark Cost
Current 4ad Ga5h Rs.540,220.00
Baseline 4ad 656h R=.631,120.00
Actual 47, 44d 657h Rs.534, 220,00
Remaining 0.56d sh Rs.6,000,00

(1 Reports :

Ms Project M[ §E2L A2l USR-L Reports 18 A print UL sl ASLA .
Al AL AL USRL YU UL Reports ALAAL 8. d 3L AHYcdl Anddl usdl

Reports gldll Rt vl ada. & A yoro 3.
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Step-1 : View Menu = Reports UR 5¢lls $2dll Reports o 12 W18l dialog box
Bl HUL 8.

Reports [g|
bbb
EF{C\\I Close
Overview, ., Current Activikies..,

Assignments. .. orkload. .. Custom. ..

Step-2 : Report dialog box {2fl 19 report option select $cli d report

dialog box “ldl Wl 8. €l.dl., Overview select $ctl {12 Yol o dialog box
sldl YUl 8.

Overview Reports

B
e |

Edt...

Close J

Project Summary Top-Level Tasks Critical Tasks

Milestones Working Days

Step-3 : 19U report select 31 WR sells sdl d report sldl HUl

8. €l.cl. overview report -l dialog box Hi project summary select $31
UR sells s2dll 1A Yorol project summary il report %18 sl 8. AUl Project

date, Duration, Work, Cost ¢33 %18 sl &. =l report -l print Adl €l dl

W sdls s2dll Printout -(lstull 2AslA 8. A w2

sdls sl report close 531 ASRL O.
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d  Types of Reports :
Ms Project H{ §d Ul USRAL reports %ldl YUl 8. -l Auygdl {lA yyot 8.
Overview Reports
Current Activities Report
Costs Report
Assignment Report
Workload Report

Custom Report

[ B © 2 B S * I

1. Overview Report :

AL report M Project A @dldi overview reports -lsivil ASlA ©. FU[ AL
AUEAIL UL USLRL report slal HUL ® FH & Project Summary, Top-level Tasks, Critical
Tasks, Milestone, Working day. 12Vl *%12g example 3 Project summary report
example ©.

2. Current Activities Reports :

UL reportHl ALY activity, AlG - 2AAd activity, task Alg €l ddl activity,
¢s AMAHL ALY 2Ll activity, YL 2dd task activity {3\ report %l AslA B.
Unstarted tasks report 4 example <l Yol %18 aAsA B.

& . — 301
Sardar Patel Institute of Public Administration, Ahmedabad




Mlcreseli Project . HEW OF FICE

Afw| alv] MO B e pit g | pee |

Uredered Taks i o Vsl 100578
HEA CFFRCE

L a Tena B ama Aoz Sam Finish Fregacemme

H v i e e Tibwr oy 1F 20 Bloa WWTAR 10
-] T RS Ll LI R EIL) mn
4 BT A T L] Fomd ¥ - T o AT

3. Cost Report :

AL report U cost {3\l reports Bl ASRL & A A+l printout d ASRA .
%dl % cash flow, Budget, Overbudget Tasks, Overbudget Resources, Earned value.
Over budget resources report o example 1A Yol &,

) Wirrasati Frafecs - HEW CFFICE

ﬂ~|-|'|'| $ﬂ| | Poan S | ral, _I Thza | Hok |
o AL Y I I 4 Wi | RS N
il SRR
L} Arymum e Hawe Cwnl Wi Cusl Vo yu Sy | Gl

1 -] HE1m AuL Kilsaumrnn WAL HE1T A
a Pl p—r—— LT Bl w B mwnn B |
Jawr g la ks Fupo FEde Faiioldi Tips ) Woi T W —_

CEIFT [T Fa L30T AT BT

4. Assignment Report :

L report M Resources dA assign ScUMI LR B, $UL resources U 53 task
assign 2dg &, Fl UlEdl 1L B. A[E AL AAIL AR USR-L reports B ASLA
®. %1 5 Who Does what (5[ resources ¢ $2 ©.), Who Does what when (5l
resources SAL A1 gjj 52 ?), To do list, Overlocated Resources. Overlocalted
Resources report :jl example {12 Hryo 8.

Owraicorier Puserann w0t 100300
WO W TED

L (-] Hedalmia: ||aiye Waik

5.  Work load Report :

AL report U resource - Task -l workload {3\ report %18 ASIA . AL report
Hi A usk 8. Task usage report A resource usage report. Resource usage report jj
example A yro .
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6. Custom Report :

A&l AL AHAIL USRAL report B ASRL &. Custom Rerpot U Sells $cli
custom report o dialog box %sldl MUl 8. AM[e{l A9 reports select 3\ priview U2
sdls scl d report ldl HUL ©.
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