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(\‘?Q WA - FHege @ AL T qTeled H H HERICl
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| e & @ el CPU AT &

8. 31T 3T 3y AT & T ek A7 § |

9. et & fSida HAfHRT g 3 FgeX & HEl & A AT | q@d § Fled qod ofelt foee sl
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Shift lets you type an uppercase letter or
character whinused incombination with
another letter/number key.

Caps Lock allows all lezers to be typed in
uppercase without having to press shiO.

Windows logo key

ALPHANUMERIC KEYS

Alphanumeric Keys are for

letters, numbers, punctuations, ;.llklm;f"gﬂﬂiﬂ =

symbols, the spacebar, tab, PP LErEL

backspace, caps lock, shift and ﬂlgaﬂ'ﬂﬂ“ﬂ_--
> . i

enter keys. “EFELCEET

Spacebar allows a
space to be indicated
when pressed.

Enter allows the cursor to
be moved to the
beginning of the next line.

Backspace key deletes
the character before
the cursor, or the
selected text chosen.
b. Mouse-

* Pointing: Move the mouse to move the on-screen
pointer
¢ Clicking: Press and release the left mouse button once

* Double-clicking: Press and release the left mouse button
twice

* Dragging: Hold down the left mouse button as you move
the pointer.
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Parts of the mouse

Left mouse buttons /
click to move the

Wheel between the
right and le
mouse
buttons used to
move/scroll up

pointer to any /
posi on \.
-~ £
on the screen \( )

c. Digital Camera

From the view point of a computer, a digital camera
sends data (photos / video) in to the computer. So, it is

considered an input device.

d. Scanner

L.and down the pages__|

Right mouse button-
click to bring up
other menus

N

TR
view

Sort by > Right click
Refresh buZon
5 C‘a:t;

Paste shortcut
& Intel® Graphics Settings
New )

23 Display settings
& Personalize

A scanner is an input device that scans A scanner is an
input device that scans documents such documents such as
photographs and pages as photographs and pages of text.
When a document is of text. When a document is scanned, it is
scanned, it is converted into digital format.

converted into a digital format.

e. Mic / Microphone

Microphone is an input device where sound is stored in
a digital form or voice instructions. The microphone is
used for various applications such as adding sound to

a multimedia presentation or for mixing music.

f. Barcode Reader

A BCR (barcode reader) or scanner, also
known as a POS (point of sale) scanner is a
hardware input device capable of reading a
barcode using laser. It can also print the details
of the product or log information about that
product into a database.

A webcam is an input device because it
captures a video image of the scene in front of
it. It is either built in to the computer (laptop) or
it is connected through a USB cable.
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I'T |T&IAT

3M3eqe f3ATSH - oY ITROT Sif oYX H FI=T §H T TgaTd & | S HY - Alfees, e, Ty,
geideX 3cTfe,

+ Monitor

& FIR # T Al Sl TR gl & - o W ford gu sniéene, fhed, R geanie A ¢ |
7EY Aifeex ¢, Aifeey, AR #18 g@RT 997 & FE F W, EH aF TgadT ¢

. . Light-emitting Diode
Liquid Crystal Displ
Cathode Ray (Iquul:I)) rystal Dispiay (LED)

Tube (CRT) Less space Less space

Large Lighter Low power Lighter

consumption Very expensive
Expensive Provide higher contrast
Produce heat Limited viewing angle and better viewing angles

Heavy

b. Printer

Printer is an external hardware device
responsible for taking computer data and
generating a hard copy of that data. Printers
are one of the most used output devices on
computers They are commonly used to print
text, images and photographs.

c. Speakers

A hardware device connected to a computer's
sound card that outputs sounds generated by
the computer. Speakers can be used to alert the
user as well as for music and spoken text.

d. Headphones

’ 'Headphones give sound output
from the computer. They are
similar to speakers, except that
they are worn on the ears. So,
only one person can hear the
output at a time.
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e. Projector

An output device that can take the

display of a computer screen and —

project a large version of it onto a flat il o S
surface. Projectors are often used in A

meetings and presentations so that =

. g —
everyone in the room can view the —— ;
presentation. '

KWLTTE # T 1T 'H a1 A@r 92T ol 3R |

o a1 T FHegeX HT AT gl ST & ?

YT T H FYET HT HIH IUAN AT Hletar § 2

MUY T H, §H YR hI Aee @ ool wgl F o Fo o 4 @@ T g 2

©

ST HT fHET o TR ghe W SEY, T S & faffieed réq & IR # SehRy Jerst | g &
Y AT REAT HlT AT § 2 TIW FEAT ?

https://www.youtube.com/watch?v=6Gkd2QOWKAI
https://www.youtube.com/watch?v=wHGfCn9yZGM

https://www.youtube.com/watch?v=HrbQ6XvtLFo
https://www.youtube.com/watch?v=YhaHq3pz_IQ
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$H 9ls & 3 H gA fo¥eT 3o R HN
* HegeX Gieldl 3R & HYar

* FYET T G IUFON § g

* Y F B S|

O

TFCAIgTaTere! Fhed / USHIR Higd TeFedigdie (AoPR) Tfafedl (Feadn) | ISP 9red &itel i
&THTT IT ATTAT Sl TrCTaTafadr el AT VSR Hlerel Fgd & | 5T HIAST T FAee T Th o 3o
FRIET A BT I FT TohT & |

ﬁwamm/mmﬁg? ﬁwmmﬁlﬁ?ﬁy 3T HA FIr drEn ?

@ Why don’t
elephants use
computers?

Because they’re afraid
of the mouse!

4

Don’t be an elephant, when you can be a friendly mouse!
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Shut down
the computer

IfIT 3 FTYEX FI g 3UHON § Siger drad § |

2. Starting or booting a computer

HYLT TCIE A P HYER ¢ FAT 3 Fgd & | 3R, FH g &

EART ‘ST

H This is the start

button. Press the Start Button

in the or use your
to click on it. Click the

left button of your mouse.

The Start Menu appears once

you click on this button.

A

The taskbar is an element
of an operating system located at the
bottom of the screen. It allows you to see
the | progmmmesthatarecurrent!vopen.
You can even start certain programmes
by dicldng here with the mouse.

O Tioenee s seate o I
Search Box
* The “Search box” on the Taskbar will allow
you to search within your documents and
files or on the Web for anything you write.
* The initial results will appear within the
Start Menu itself.
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8. HTYEX W GEY IURIOT SAIgar

UF IR HTYeI T & S, @ AT 37H §gd

FY W A FeT Tl §

a. AlIS BleT

There are 3 important steps to connect your phone to your computer.

Turn both
your
computer
and phone
on

Connects
Computer

Connect the USB wire to
your phone and the

computer

vQ o S 3

P Android system
USB debugging connected .
Tap to turn off USB debugging
Android system

P Charging device via USB &
Tap for more op ons.

Q \ \vo

Ve

USB preferscces

¥ 30T S5 Feohod © | Thelgrel &7 O 3UeRor
Ssd &, [Saa @ 37 T o X, g W 3ol b & - 3R T 3uaor o § S #deg @

5 | ThsPC

P B0
n Computer

View

5 « W, ThepC

o Quick access

B Oesitop ¢

& Downloads ¢

i Documents ¢

& Pictures ‘
English

o Local Disk (D)
nem

subjects
G OneDrve

(3 This PC
30 Objects
i Desinop
+ Documents
& Downloads
| motorola one pc
B Music
& Pictures

B Videos S
1items 1 item selected

Folders (7)

30 Objects

. Videos

Devices and drives (4)

Desitop

Downloads

Pictures

T

Local Disk (C)

VO RW Drive (E)
e
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10.

= | motorola one power

Home Share View
« * 2 01 > ThisPC > motorola one power vl earch ¢ powe
= Internal shared storage Samsung SO card
-Quick sccoss [ et
B Desktop ¢ W™ 247 GB free of 504 GB Ny 12.0 GB free of 29.3 GB
¥ Downloads #
= | Internal shared storage == O
Home Share View
« “ 1 = ¢« motorola one power » Internal shared storage v O Sea ternal shared storage
- dat DCIM
3
# Quick access
I Desktop *
‘ Downloads # Download ERS
% Documents
& Pictures g
Hike InstaGet
English
«s Local Disk (D:)
nimi InstaSave LesyncDownload
subjects
@ OneDrive MomentCam Movies
B This PC

USB/AeT 33d

There are 3 important steps to connect a USB drive phone to your computer.

Orive Tools  USB Drive (G)

tAanage
X BY P
Delate New Prope
. folder -
lipbowrd rganize
« ¥ P o 2 This PC > USB Drive (G) v D
2 30 Objects » Name rate modified
= Desktop
Documents 2016 2017
# Downloads 2017-18 new
J Music 05032019
« Pictures Age of Empires Il - Complete Collection
B Videos Attachment - Strive 1
) &.0S(C) autorun.inf

broswer seaich

>« New Volume (E)

> o New Volume (F)

Locate the USB folder
on the computer and
transfer the files

* =~ USB Drive (G:)

e VS8 Drive (G5
I T UTERACY mar 30
@ Network itliteracy 30
v <
77 tems

@ Hiswory

“H select al
Select none
Invert selection

>

-

USB symbol
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12. Speaker:

There are 3 important steps to connect a speaker to your computer.

) i i Side speaker out
Microphone (on some computers, the

microphone can also be configured as the l Rear speaker out
Centre/Subwoofer out through the
Sound Manager so ware) k Centre and subwoofer out
Line-out (to front powered speakers) )
o I Microphone
Line-in (on some computers, the
microphone can also be configured as the [
rear speaker out through the Sound m Line-out (to front powered speakers)

Manager so ware) n Line-in

.+ FYX F FE AT (AT 3134)

A computer can be shut down in 2 simple steps.

KEYBOARD

Shut Down

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur
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KWL Tr¢ & feu st 'da a1 d@r e &1 331 g

3T &1 AT EiEr ?

HYN H &H 3N Pl § 3YIIOT SIS Hehdd & ?

S 3T Sfidel R HRIT & 379 AT H1HA 1T 2

©

TfeT 39 HI TR 3R FET F BT H Foge & 71 GRS § | HE AR & e 3T apre
#r FAce of ThT ¢ |

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=comouters+bas ics+tuto
al+youtubettid=3&vid=af478e149aabd775ed40219e0a40dd63&ac on=click
https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=comouters+bas ics+tuto
al+youtube#id=4&vid=11e7f17761a61ad9672251c8a1162191&ac on=view
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SH U1 & 3d H &F oot 3582 U S|
o RN [EcH & TN & JA=T

o TRTET R{TcH F YR g
o HTRET {TecH A gRST T 31991 giav|

O

IR A & SAAAR: Th FYX A Tgd T NIH, Th & FAT W SHIA35 H Toid Td 81 3
T3l WA §AR 3THT 1 3R HgoT R Tl T & HH A § | S A 59 §A g YT (J9E150)
Greld §, a9 9gd & WA dharss A gerd § AR gARad wxd § fr Rz, ass, Azw scanie w@
TET T A I |

ARG A (30.0H), FYeX & SR & FAW ¢ | Foft Do, 3.vd &1 HAaReh J w3 a1 g,
mﬁ.wwgﬁ%ﬁm%ﬁsmwa@%%wﬁaﬂéwaq@r@|34’r.w6ﬂl'taiwq\aﬁ
QIR T §, T 3¢ & HEEH 3R Brgal H AT I AT HHA AT ¢ |

3R, T NTH FISRFX FT & 2N A FiT AT ST F A R AT & ! 89 - 30 w9
gAR fAder AR 1A Far ¢ | A fsier 3R voger A, 3. TH & & 36ERT § |

Operating system — %t & 'Wg & 9 $r AfAfafr a AT #tar § | 98 FogeX F memory,
file 9OTTSlT, network connection 3R input @ output T=T FT J&tT AT & | Operating System & Central
Processing Unit (CPU) &I 8 f1afd adar &, 3if ff ¥ gl &1 Gt ¢ |

YBINAT HTYX H IS H.TH &1 Bl AT $H HRUT ¥, T6 Teh aR H Teh & 1A X 91 U

:’-‘rwmfmmﬁ@ ﬂwmmﬁmﬁrg? 3T HS Fr drar ?
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Monitor

Printer

1. 3FRfET Reea &1 3mar

Binary 01011011012

Communication betweena
Human and a Computer without

Operating System

Communication between
a Human and a Computer with
Operating System

HRET e - Foger & AFdI & FIH AZcaqul 3T § | I§ FYeX A U gomelr AR AAY
& GATes T &, AN AT FYX dah 30T Ager qgulﬁ H AcE #ar ¢ | 3R faelt doger A
AR fawea o 8, ar Fgel T gH IHR ¢ |
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Linux is much more stable than Windows, it can run for
10 years without the need of a single Reboot. Linux is
open source and completely free. Linux is much more
secure than Windows OS, Windows malwares do not
affect Linux and viruses are very less for linux in
comparison with Windows.

Operating systems usually
come pre-loaded on any
computer you buy. Most
people use the operating
system that comes with
their computer, but it'sitis
possible to upgrade or
even change operating
systems. The three most
common operating
systems for personal
computers are Linux, Mac
0S X, and Microsoft

Mac OS is a line of opera®ng systems created by Apple. It comes preloaded on all new Macintosh
computers, or Macs. All of the recent versions are known as OS X. Mac OS X users account for less
than 10% of global opera®ng systems—much lower than the percentage of Windows users (more
than 80%). One reason for this is that Apple computers tend to be more expensive. However, many

people do prefer the look and f(_eel of Mac OS X over Windows.

208 O™ SUaBEAs@aiin "

KWLTTE H QU av dHa oam @@r 92sT &l 3R |

TR [T FAT § 2

IR [feeH & A&T ghR &1 ¢ 2

3% $Reeye & FYeX W HiT a1 AR Beer &2

©

FYN & a1 H IR A & AT, 37 dedge W AN :
https://www.youtube.com/watch?v=5AjReRMoG3Y
https://www.webopedia.com/TERM/O/opera ng_syste
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$H 96 & 3d A §H el 38T R H4N
o fagIer 731K A3 8 & 3R & St

o fdSeT 103 Fa1 PR &

{331 10 & STAATA |

O

YT & &7 A §H 9gd Woldl W, T & HLASH el Fehdl § | $HD (AT T 301 5 GRAT orer
gioft - e 1 70T, gRA W ToA: PR e B REAT, 797 et i Famam 3w 3esh 5 |
s3It Agg AL 9r=T !

$H AFA & 9 §H o Jeh-ooR (e 1 AW arem) o S 3R A=Y 109 IR A 5gd F& ST |

ﬁwm/mar—ﬁé? ﬁwmm/amr—frg? IS Ha Far drEr ?
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12.1.39 TFefAET & SanT 3T Aeh-afeidl HI G2 H Igell FeH W W] & |
a.ﬂﬂ?’f@rﬁ-s’rmmSﬁwﬁm%ﬁﬁtﬁsoaﬁﬁﬁﬁﬁqﬁﬁmwa@ﬁwgm%
| 3R TR oeTe &S 10 A @Fe & fovw, Ig 3Mags § 6 g7 &9 & Woe af g (version) &Y
tmﬁw?|a§3#$w§msﬁﬁ?7mswmmm%|

G & Y I Fee & v, ga7a fdst 73R 8 & Fo 3R gl fo@ QU ¢ | 3¢ 7¢ 3R @ &
3T R FH Wi 3T T

qEY 3R
fast 7, @@ el oSt HRfar feea § | 30 @l A& Wand Weld & [T T aR (taskbar) &7
ST BT & |

D Spetify
T AL LY TN D ocurments 3
£ Sym:Toy 21i64) £

| Windews DV Maker

el Wmdo-&be; andScan

@ Windom Bury praures anc vt to DV

ra\ B Window: Livx Mcae Maker ol
~

~ & Windows Livs Phato Gallery

& Clicking on the [ EXTTRUETRa S Control Panel
¢ windows icon, will open up nw::""‘::";‘"'“ Deices and Printess The search is a new
~ 3l Windows Media Playe : g
P the Start Menu that opens | Es Dl o feature in Windows

up all the other Windows |l BRI 7. Type a search term

programmes. 7-2p Heb and Support . :
g : Accesanes ideo player, musi
This grey bar is thelll B J (v piAYEn, MUSIC

player) in the marked
area, and you will get
a list of results.

taskbar. A user can pin
their most frequently used
programmes, here.

4 Back

fisr 8 - fsr 7 9 wgd e d@ar § | SEH T
ALY dR W ca-&hie d9e™ 3R Hogex & faw &1
It § | TS 8 Wil WY, 319l AW Ugel 'start screen’
e 5& ga Ay o Fed € |

faer 8 & 3Tera o &, 3 start TR G 3MMSHiT & sgol &
IR 'stile' @ HT AT |

cEd (JUFHA) W [Falh el WX, 39 fRaAr 8 app I @lal
od § | T & &1 e 3T Tse Foasd L 3R ‘apps T
| [d8r TR & 39 =3 app #T download FT HHd § |

i ge & @ At 8 7 startmenu =T8T § | Y ST 8 & 319 shegeX &1 start AT shutdown H& HLar?
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b. Explore Windows 10 Opera ng System
Y fa=r 10, e 1 AW olere R Rwes & | g garT
EHole, UelT, AlESe 3N FogeX W fHar 51 Fehal & | &St 10

W §H FT HEgel app 1 SEIATST FX Fehd €, ST HT whatsapp
on the computer too, thanks to windows 10 OS. Hr@=T Y& &Y fasr
10% $o J&g BrR Jgl ol ¢ | 3¢ u¢, 3R 3899 eanr o
A7 BRR gist |

dsT 10 1 Jers 2015 # i fahar arr | sger F&or Sas 3R <=
Ehi 3uaon & fow fFar = § | [&@sr 10 — |Aarsd, e 3R duera

W T HAG 3erd I Tl A ¢ |
Windows 10 OS has the same look and feel on a mobile device as well as a

laptop or desktop. Td3T 10 H T W search BIRRX g - 3@: CART 39
39T ol9eid 3R Swclsic gl 9 T & IRk H HIs AT topicsearch T
Hehcle |

Microso Edge debuted with Windows 10 and replaced Internet Explorer as the default web browser.

ST 10T & ATy - ABHIATE TS (Sredade d3oR) B # atg fomar a3 | 3R 319 sredele TaeaR]
Fr SOE TST o of off g | BT X a8 10 Tarel & foIw 3M9ehl & & & - 1GB RAM, 8GB flash

storage, 32 bits colour per pixel 3iX 720p screen resolution &I TELIHAT |
The start menu that is common in Windows 7 and 8, is present in 10. Additionally, it has a bunch of tiles
that show news from the internet, different apps, weather, etc., as tiles which can be touched to open. IGEl

10 # startmenu 39asy § | 3R 3T startmenu H 9EITA & TTY-ATT &H ‘app & tile 8t e § | @fow
ge ¥ O At 10 & tile & IR T STl - 5§ BreR 1 G o1 F41 § 2 o A g o, IR S

KWLTTE H QU a1v '#Ha o=am @@r 92 &7 39 fod|

What are the major differences between Windows fasT 7 3R 8 # #& 3icR &1 § 2

39T SlsT AT activity TIH SIATGT FASIGR o9?

IfE 3T Ge & WEa H e T o, a6 IR SHA FAT BIAGT gl 2

Explore these apps on your own to learn English and Typing.
http://www.wordhippo.com (free app on Google playstore that can help you build your
vocabulary) h p://www.rapidtyping.com (free app that helps learn typing in a fast and fun manner)

http://www.microso.com/en-in/p/learnenglish-grammar/9wzdncr wpx
(free app to help you learn new words in English)
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SH U6 & 37d H A et 3682T X |

o TSt & Herd PR & SArAer
* USB, CD, DVD 3c31f¢;, I 39Tl &t
e ®Se 3R Blest A a9, Al 3R Belle FHian|

O

st & TR Preav SEAATT HE: FP W §H Siagde, Bred 3N R, R_fTd s save
hd & | ST 37 WIgell F AgsT 9gd 9371 Al &, A9 & 3o a7 3159, CD, DVD e W save I &
|EFU€I(\ETQTsave%€IT dataﬁ,%@?ﬁﬂ'aﬂm%mmoveﬁﬁl

ﬁwam/am?ﬁé? ﬁwamam/argeﬁ{? s HA Fr A ?

e A well-organized computer can help you be a smart user!

16.CD / DVD/ Pen 318d &I WIScll ! 3Gel el

a.cb/DpvD
ZoT Glell 3USUN Sl SEIHT el HI T same & & | CD 3iR DVD a5 g3 A1ST FI FBISell DI HYT (compress
| BYET) FT, save FT ol § | 34T Farferel & A oY CD W save 81 THhd § | DVD W Had AT TR & &,

W CD W e, BT 31l save &1 Hevel &
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AT 37 STAATA T T process f&ar T § :

Eject button

DVD RW Dirive (D:) Audio CD

Choase what 10 30 with audio CDs.

b. USB 3T8@

39T 9gel &7 HIET § $T 315 318d I hd STAATT I § | TP GI&d & arT A - 3T process Fl
forg o !
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Once you connect the USB, you can open the files inside.

’

‘My Computer
This PC’

e T e
°\ - v - "y u »
—— . —a— . - [P . o P . —— e s R - o . peman | ove - 3 .
L LY - &
B (v Loew Cum . -2 pom Dum 8
8 Lo-vmen " -—_— ‘d = | — e,
vy Pt P 28
# Cun *

T o

o ‘0ea

— ol Removable Disc (H)
- - Do .
o 3 > Due o8 -

L_JINT——.

[ TR
4 ‘ehen £
et eepar ‘Removable Disk’. Open
e that folder and select the files
i you want to open.
P wma Tnd - - -
— "

el . |5 g - So

WWﬁmagﬁ@WsaveWW%Isﬂmﬁm-mmﬁsavemm
FhdT & | S8 o, Ty, o, ARele, 3R &5 3ca1fe S Siagge @, 36 Al 3R 3uder &
3THR 3el3T-37eldT Blesyt # TR AT ST Fehcl € | AT, ST § & $8 Fgex W 7 39 HH
A HRC AR FHidead dller & F THd ¢ |

a. Storage Devices

Computers store informa on in 3 ways. Storing data is one of the cores func ons of the modern
computer. A device that stores data has space or memory in which it stores data. Just like boxes of
different sizes, storage devices in a computer have different storage capacity.
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Tertiary Storage
Secondary Devices

Storage
Devices

Hard Disk
¢ Internal

i- ITSAY TSRS f3arsd
S0 & AT AFN F w9 # ff qwa € | Ig RBasw @er Fegex  CPU Y ST @ §, 3R swe
e @l o T AEa Ader save R ST § |

fodmamg RAM ROM
Stands for Random Access Memory Read-only memory
SECIRGICH TRHR $E W & SRAR [ $6 FAR & SRERT HYCKX start 3R
HYCX U T HUH B [ shutdown @ AT & SR &Rl B |
gel= H &HRal 8
GRS FHYEX R 59 7N @ 5 | FYex g1 59 FAK) DI I 9§ sl
N =8 9, N N swHEe 54T | (reprogram) FE! ST W4T |
ST el B

ii- E‘(ﬁ?—ﬁ'& (secondary)TeR<T Barsd

s f3%h: 3MH dk W, g S F TI 937 AARY T HIR 8T & | $TH 160gb T of &Y 2th 3eT TR
el FI &THAAT | &Y hard disk ST ST PN FTCR A T AR SEIAT Il FI AT (FTAS) &TAAT Aot gl
€ |Hard disk T TZ &T IUET §H 'rotation speed H FIA § | TJ§ TUS 4500 &7200 AT W AAC &
Tl § | 3T HART Pl access (ATCd) Hel o CISH HTI VAT milisecond F BT g |

HARD DISK
Characteris cs Internal Hard disk External Hard Disk
Portability No Yes
Price Less expensive More expensive
Speed Fast Slow
Size Big Small
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iii- T (tertiary) TERT fSaT$H known (SITAT STIT &) as disconnected storage
Ig f3arsq HTYET &M 3T A& giell, S T pen drive | e §H S YT AT AN 3T save
3R MR T & AT SHHT 3T AT Fohd § |

Optical disc is any storage media that holds
content in digital format and is read using a
laser assembly. It is considered optical media.
The most common types of optical media are
Blu-ray (BD)

Compact Disc (CD)

Digital Versatile Disc (DVD)

Optical Disc

A small, portable flash memory card that
plugs into a computer's USB port and
functions as a portable hard drive. Flash

drives are available in sizes such as
256MB, 512MB, 1GB, 5GB, and 16GB and
are an easy way to transfer and store
information.

USB Flash Drive

An electronic flash memory storage disk
commonly used in consumer electronic
devices such as digital cameras, MP3 players,
mobile phones and other small portable
devices. Memory cards are usually read by
connecting the device containing the card to
your computer or by using a USB card reader.

3. Ueh 14T Bisel 3R TH 4T Blesk T8y
1. U Trell VU W TS Tholeh RIS | WO el TR U U813 A Goldll | $H &1 T €A &

3 T AT BIsel AT Blest W TS Fefh o Y - VAT el @ Iedd A ol ST |

2. 3¢ 319 SiegAT Wiest (AT W & TR 3e) A g, dl T BiEd TRTAI & owe (Sl T FeR A
home &g 9T 3 Foler X Faha & | 31K T, new Piest W Faas +Y |

3. Ifg AT HI SHEIE 3T ¢his T JAT X I ¢ dl 3T Tse-TFasd i 918 ar 3o1fordl #F ¢T &) & 39
A A W THA § |

4 'eH QoiFe &Y | Ig option 3 A & 3 A § - 3R 38 fFoeh o &, T 3R A=y ol Srwam|

5. 379 §H T Ihd g.

o New folder

o Opena New MS-Word document




e Bitmap image
e Open a New MS-Excel Worksheet
e Open a New MS-PowerPoint Presenta on

e Opena New Text Document

e Open a New Compressed (Zipped) Folder

MNew
Microsoft
Word
Document

MNew
Microsoft
PowerPoint
Presentation

MNew
Compressed
(zipped)
Folder

Microsoft Word or MS-WORD (often called Word) is a Graphical word
processing programmeme that users can type with. It is made by the
computer company Microsoft. Its purpose is to allow users to type
and save documents. Similar to other word processors, it has helpful
tools to make documents. doc or docx is a file extension for an
MS-WORD file.

Microsoft Excel or MS-EXCEL is a spreadsheet programmeme
included in the Microsoft Office suite of applications. Spreadsheets
present tables of values arranged in rows and columns that can
be manipulated mathematically using both basic and complex
arithmetic operations and functions. xls or xlsx is a file extension
for a MS-EXCEL file.

Microsoft PowerPoint or MS-POWERPOINT is
a powerful presentation software developed
by Microsoft. The programmeme uses slides to
convey information rich in multimedia. ppt or pptx
is a file extension for a MS-POWERPOINT file.

Notepad is a simple text editor for Microsoft
Windows and a basic text-editing programmeme
which enables computer users to create
documents. txt is a file extension for a text file.

Zipped (compressed) files take up less storage
space and can be transferred to other computers

more quickly than uncompressed files. Combine
several files into a single zipped folder to share a
group of files more easily.

KwLaTE # T av da o= dr@r 92 &1 397 ol |

ey 815 f3FF a1 AT 9T 32T save T & FIAT BIRIS &2

1

Mew
Microsoft
Excel

Worksheet

New Text
UocUmenty

Teh HTYY A B H TE ¢ W save HA & FAT BRIGT § ?

YT 37T BISel 3R Blest FollaAr HEM § | 39 39T AT, TEre AR R $r Aegg @ d@ifge & FHa
HIge A Har 3T Bl =T § |

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=crea ng+files+

and+folders+tutorials+videos#id=3&vid=19a977d9a689 f58cd1bfOde2b5ch37&ac on=click
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6. TH.UH.GS ol HAN Sileleh]

SH U6 & 37d H A et 3682T X N

* MS word & HET HR HI Sl

* MS word &l SEIHTS Flel T IFATH hial

* Word I 7T WIS Pl FoITAT IR save FHIAT TRA|

O

MS Word T IR 3Tl & HHT H $Heged g T FH I Thdl § - 80 $r BT MS Word ST &
mﬁmﬁﬁéﬁﬁ?ﬂﬁ?typewmﬁeditwm%,WW—WW—W%WW
W%’!Eﬂmﬁmmﬁ'@'?ﬁ@ﬁspellingéﬁ'checkaﬂmﬁmgﬂ'mmﬁﬁ
afras“rcﬁm-—cwmﬁ%“|gm€rqa%ﬁmwordwmaﬂéaﬂﬁwj€,éﬁaa?aﬁﬁﬁwﬁaﬂ

MR FX T & |
H FIT SA/SAN § ? H FIT AT ATEAT/ATE g ? 3T HAT FIT dar ?
So, ware programmes like ‘MS-Word’ to looking like this!

can help people transform their office
from looking like this ...
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1. 391 &g # MS Word Tlefel & & HIGIH ¢ :
1. start §€oT W TFeleh RIS, 3R word type FITTA | Microsoft word G fFereh &Y |

2. start §e W FeIed &Y all programmes T f&Fed HT Microsoft word W [Feer &Y

D @
Best match

e

Recemt

e 1T final

8 New Microsoft Word Document
e L1 I

Apps

T WordPad

Search suggestions

2 word

.
B
o v
m
wl o

O word | | £ [rype here to search

i. Microsoft word @elsl & TG 39! new SlagHc &I T HT &, T @ GAS -

i. T document types @I W (resume, calendar, spreadsheet, cover letter 3caT1fE)

; S | - -‘
= LI
ey BT O e

i Blank document &I T 3R fFereh Y

iv new g\l%lﬂ?ljlﬂ' p= type T start FY ! the insertion point or cursor will appear in the top-left corner of the page.
if you want, you can be typing- from this location.




Start typing here

Blank
§ C— —
O w - F no —— 5
v IS P save AT Sgcl & AT gl §
o type @ & dIE Cntrl+SUF &Y | HIEIs W &l ged Ush TTY Sdler giar
o T foT aT AT & W select this PC & desktop
Save As
& ~r-
E_E’fa!nk'_l'his Documenﬂa -»:‘: &
Cnpckfnn 3
o | OO Y Y Ty
Q- .
- —— o
LR -
4y  Seandn
-oprany - -

B Wt ot o 4
TS T S |
‘s MY RESUME.docx
L e e




o BISAl Pl YT GHG T ATH ¢ You must enter a name for the file if you are saving a file for the first me.

o 39 saveHIEE?TT-T W} & [Foed & Thd & &l on the Quick Access Toolbar.
iv BISel &1 AT HIAY save Y |

AT FA F AT TF HAIS[ET B H AT AH H save F o &, AR 38H 1 918 aF Jgaf Tt & |

e F12 9 HI/file > save a copy
. ﬁmmmaﬁ'swemﬁwmsaveﬁw%ﬁ|3TN?I%'HT3?WQHW

Tha ¢ |
o YT BISA HT AT AH & F, save I | TRl TeA BISel T o g1 I g, 3 31T new Brgel W
HH W B | ‘ -

CDesktop)

vii MS-word &T JIHT et & ME-FHe
cntrl +N: 5T WISl FATT cntrl+S: : WIS save HY

612:%3? FI AT ATH A save I cntrl +O: word # fehdT HIS[ET BIST &l open L

KWLITE A T av A = dr@r 92 &1 397 ol |

©

Ms word # T8 feoaeT PR Hila ¥ § 2

319 379a) career § word WA &7 STAHATH gl X Tohd g ?

©

3T 39 word & IR & sgd o @ | AfdT, 3 58k aX A AT 3R S § - P | A5
3R MS-Word #&d introduction and practice videos & @t HIfoy | i W fF shaer [afsar c@er
gATCd STel § - 39l JAFATH Y FIAT g |

https://www.youtube.com/watch?v=umOSIKcyRrg
https://www.youtube.com/watch?v=fUkh3yWm3d4

https://www.youtube.com/watch?v=S-nHYzK-BVg
https://www.youtube.com/watch?v=2bQSJPQhafg
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SH U6 & 37d H A et 36828 X N

* Word B8l I format AT SATeT Sar

* Word WX type el ol TFIRT sl

* Word &I Tellel & HIH 3T dlel hIdIS 2ATEhe T AT HLdN|

O

Word 9T eeg] 3R o & ffed ®T AT TR ST formatting gelTdl g Iﬁh}l FT, 3T TS ar 3T letter
%formatﬁ'ﬁ@m%mmaﬁaﬁégﬁwmlﬁﬁ,ﬁﬁbrochure*ﬁﬁ?ﬁ'ﬂﬂﬁﬁ%|
gl JhR 3T 3T STOT 3TUR 2AsS] F8T-BIeT, Slos-ellse, 3HsTellgel AT LMl (colourful) 3 ST Hevel &
| T8 Tt NS &7 formatting & 3idaTd AT |

ﬁwamm/ma?ﬁq? ﬁwmm/mé? 3T HA FIr drEn ?

File Edit View Tools Favorites Help
fF ¥ X9 @E- - 0OE 08

Look ir | =) Working with Word users v T

Fepome [t D -

@thdtward Dtmmﬂbd [T | r—
[ FingNow | [ Advanced . | [ NewSearch | [  Close |
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1. word H type &l
a. word BIEeT @relel WX it feAfCATdT & aser fg@ms &t 8, g it 87 type 3T af agf & type g

3RES e
b. Cursor &I JgI o SR, STl 39T text for@ar g
c. type LT Y& Y
d. space ¢t & fT spacebar gaT?

T A

Microsoft word

e. oaT ;AT WrITH ?BT F & AT enter gaTT
f. esg &Y SHTE SEolall: 39 ATZH FI HAcg ¥ 3T cursor P ST@I A o ST T, FATS click LT -
aﬁ'ﬁagﬁﬁstartﬁaﬁ?ﬂ'|

5. g. Arrow keys 3T fCATEHTAT aSeT &I 39T a1 IS o S & v, 3@ feafeardr t@r #r gar o
F ohd & | STecl-sleal Al o AP IT IS S & TIT controltleft 31X control+right &1 press
ey

Microsoft word
2016

2. Text Formatting &Y
a. text 1 format A @ Ugel §H 39 select AT BN | THT Hlel & [T, 39 S99 Asg & W 'click
3R drag FRET & | TAT el WX ASE o FIX Teh I T FT GISASE ST G&el oldaT |

b. faest, TT caTfe deelel & fIT 3ugerd option choose &Y
C. 5§ 31T text AT image & select A §, A 3 Asq & FW T BT A TR fG@al odem | afe

T & g1, U IR T word Y select X, & FHI e cursor I I sg T W |
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1 Microsoft Word 2016 is a great s ryu¥-A
word processing program. Microsoft Word 2016

3. al-clleT ST P Tk AT select FY -

a. ATSH GIgeT &l ollgeT T YR3MT H W,

b. left TFereh Y, 3R T o fe@ar o@efl

c. U I 3P TSl I select P & foIT, ATZH & FW AT o0 o ST

d. Tl ST Y select FT & AT cntrl+A EaTU |
4. text feette #t1 & fog

a. feAfAT oseT & left 7 oW text A Bolle = & AT backspace ZaTd

b. RARHATN ST & right H W text I Belle iy & AT delete gard

c. 3 Y text 3T f3ele AT &, 3 select Y AR delete FT FeaT gaTd

d. text 3T select X, A AT text type Y - VAT el TN RIT text TG fSelie g ST 3R 386
STATE AT text 31T ST

®

Microsoftword & qgd toolbar 8T 8! & 3 toolbar § - standard 31 formatting ! Standard ZeldR ™
3T e SITGT A AT dTell commands (fAden) e § - S $r -save, open, copy a paste

Cut

Copy
Paste

. % IFormat Painter

Clipboard
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5. Text ! &rar 31T move &Y

a. Word # 319 381 Slargic a1 317 Sfageic # & text copy & paste F Fehdl &, THT &l § JUH! QNI CHEC TI9Y

g T g
[ Sl S|

- -

Delete text to the right of the inser@on point

* (% icrosoO Word 2016

. . G .
is a great word processing progra +— Backspoce

Delete text to the le0 of the inser@on point

Clipboard =

Clipboard

Paste All Clear All

Copy: Ctrl + ¢ Cut: Ctrl +x
‘_r-[:j Copy X Cut
Put a copy of the Remove the

selection on the
Clipboard so you
can paste it

selection and put it
on the Clipboard
SO you can paste it

Paste:Ctrl + v

-
=
. Keep source

Formatting: This option preserves
the look of the original text.

-

. # Merge Formatting: This
option changes the formatting so
that it matches the text that
surrounds it.

£

. A Keep Text Only: This option
removes all the original formatting
from the text.

e
. Picture: This option inserts
as an image

6. Formatting

Formatting toolbar & 37T ¢FC & 3HR FI dgelel alel command Si¥ Bold, Italic, Underline, Numbering,

3R Bullets ScaTe &7 39ATT X Thd o

Click an Item to Paste:
Sy -

Paste
L ) F
d

@' Wordallows you to

copy text that’s already
in your document an...

" ~'You see a nice list
. of the last 24
things you’ve c...

=~
@l (preview not available)

1. The Standard

e
@) toolbar includes
’ command but...
Word allows you to
al
“  copy text that’s already
in your document an...
a9 Copying and moving

text

@ " (preview not available)

CalibriBody) 12 ~ A A Aa~- %

A-P-A-B=== =- -5~

Font " Paragraph *
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1 I Font Size(Ctrl+Shift+F):

1 Increase Font Size (Ctrl + >)
1 A'
12 Increase Font Size (Ctrl + <)
14
16 Change the Size of Your Text:
18
The Size of this Text is 8
22 The Size of this Text is 9
24
% The Size of this Text is 10
28 The Size of this Text is 11
36
48 The Size of this Text is 12
)

Strikei through is a font effect that causes text to appear
as though it is crossed out.

4  Select the text that you want to format.

abe

Calibri (Body) ~

Theme Fonts -
Calibri Light
Calibri (Body)

All Fonts

O igency B
O ALGERIAN
0 Arial

Font (Ctrl+Shift+F):

(Headings)

Pick a new Font for your text:

This Sentence is in Calibri font.

This Sentence is in Arial font.

This Sentence is in Tahoma font.

L_This Sentence is in Papyrus font

5 Onthe Home tab, in the Font group, click ____]

X
Subscript:
Type very small letters just pelow the line of text.

Superscript:

Type very small letters just above the line of text.

Change Case:
Change the selected

text to uppercase lowercase or other
common Capitalizations

Aa ~

Sentence case.
lowercase
UPPERCASE
Capitalize Each Word
tOGGLE cASE

This example is in Sentence Case.
this example is in lowercase.
THIS EXAMPLE IS IN UPPERCASE.

In This Example Each Word Is

BoldBoldfontt is any text that is darkened to

help emphasize a remark or comment.

* Select the text that you want to

format.
¢ Onthe Home tab, in the Font
. B
group, click or Press Shortcut
Ctrl + b.

Italic is a style of font that slants the
letters evenly to the right.

* Select the text that you want to

format.
* Onthe Home tab, in the Font

group, click or Press

Shortcut Ctrl +i

Shortcut Ctrl + i
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ctrl+uUnderline text or spaces

Underline words and the spaces between them
Underline words, but not the spaces between them

Change the underline style and color

Microsoft Word 2016

MicrosoftWord2016

_I\/IicrosqftWord2016

applying text effect, such as a
shadow or glow.

A~
A AAA
A A A A
A AAAPEL

Qutline
Shadow

> >

Reflection

> ®

Glow

123 Number Styles

=h

Ligatures

v v v wv wv v -

abe Stylistic Sets

This example is outlined.
This example is Shadowed.

This example is glowed.

the normal, unformatted
text.

Pa

This example will become a

normal unformatted text in the

“ext sentence

This example will become a

normal unformatted text in the
next sentence.

Use a double underline Microsoft Word 2016
Clear all formatting:
Text Effects and Typography: Remove all formatting from
Add some flair to your Text b the selection leaving only
y y o

Change the colour of your text.

!J Automatic

Theme Colors !
H EEEETHENE

7. Text alignment

Alignment determines the appearance and orienta on of the edges of the paragraph: le -aligned text, right-
aligned text, centered text, or jus fied text, (which is aligned evenly along the le and right margins). For
example, in a paragraph that is le -aligned (the most common alignment), the le edge of the paragraph is

flushed with the le margin.

TATSAAT &1 HY § - A9l TFeC AT / It e Qo A7 stagie & ALF &, 3fAheR frdamel & arft 3R

Text Highlight Colour:

Make your text pop by highlighting
itin a bright colour.

W,

5 EE
_EEEE
EEE B

Ne Color

top Highlighting

In this example [ is

Highlightedin Green colour.

Standard Colors
EET NEEEEN
% More Colors...

[ Gradient 3

T

In this example
are different font
for each

alined text G@dr &, Ig e ¥ HAlfolT & HUS 8T &
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. Aligning the text le or right

Select the text that you want to align.

. On the Home tab, in the Paragraph group, click Align Le  or Align Right.
. Center the text horizontally between the side margins.

. Select the text that you want to center.

. On the Home tab, in the Paragraph group, click Center.

. Center the text ver cally between the top and bottom margins.

Select the text that you want to center.

. On the Layout or Page Layout tab, click the Dialog Box Launcher in the Page Setup group, and then click the

Layout tab.
In the Ver cal alignment box, click Center.
In the Apply to box, click Selected text, and then click OK.

B 3
Paragraph M

[ndents and Spacing , Line and Page _acegl_u;

General

Alignment:

Left

Qutline level: Collapsed by default

Centered
Right

Left: 0" =a Special: By
Right: 0 == (none) B <2

| Murror indents

Spacing
Before: Opt = Line spacing: At:
After: Opt 5~ Multiple B 108 5

| Don't add spage between paragraphs of the same style

" | Preview

Previous Paragraph Previous Paragraph Previous Paragraph Previous Paragraph Previous Paragraph

Previous Paragraph Previous Paragraph Previous Paragraph Previous Paragraph Previous Paragraph

Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test
Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test
Sample Test Sample Test Sample Test Sample Test Sample Test

Following Paragraph Following Paragraph Following Paragraph Following Paragraph  Following Paragraph

Tabs... r Set As Default ] | 0K [ Cancel }

Following Paragraph Following Paragraph Following Paragraph Following Paragraph Following Paragraph
|
4
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38. 3=OC o :
W%mmmm#mmm-swm% SeOC ¢d &1 A ¥ 37T table, wordart,

hyperlink,symbool, charts, signature I|ne data, time, shapes, header, footer, text boxes, links, boxes,

equations 37 STERgFAT # STel FHhd &

File Home Insert Design Layout References Mailings

‘Ab\ 4 r"
L0] 49 " +

Cover Blank Dag‘- Table DPicturec Online Shapec SmartArt Chart Screenchot
Pagev Page Break v Pictures ~ v
Pages Tables Nustrations

r FW —1.,| "= J Lﬁ 4 | 7 Signature Line ~ T[ Q
. # %
e = e ‘ - 55 Date & Time ‘
Header Footer Page Tet Quick WordAt Dioj ' Equation Symbol
v *  Number~ Box~ Parts~ v o~ LJObject ~ v v
Header & Footer Text Symbols

a. Select Insert > Page Number, and then choose the location and style you want.

b. e 3T TTga § T Ugel page W page #sX o 3 dr T Different First Page select Y

c. If¢ 39 =Ed ¢ & g8 page W no- 1 3, d fFeleh & - Page Number > Format Page Numbers,
3R start at A 0 I

d. I T & I W, Close Header and Footer &1 select Y

Insert
m

| Page Number Format ? X
Page
Number ~
®) Topof Page ’
3] Bottom of Page »
-\ Page Margins ’
[ Current Position ’
[}y Format Page Numbers..
—';( Remove Page Numbers
"é" S at o :
] | Different First Page
’ oK Cancel

Options
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9. Keyboard shortcuts

Iden fying the Keyboard Shortcuts:

Ctrl+R Right Align selected text
Ctrl+L Le Align selected text
Ctrl+A Select All

Ctrl+C Copy text/image

Ctrl+Vv Paste text/image/text

Ctrl+X Cut text/image

Ctrl+B Bold text

Ctrl+U Underline Text

Ctrl+l Italic text

Del Remove selected image/Remove one character from right side
F2 Rename the file

F5 Slideshow of presenta on
Ctrl+E Align Center Selected Phrase
Ctrl+J Jus fy Selected Phrase
Ctrl+F Find par cular text

Ctrl+H Replace par cular text

Ctrl+Z Undo changes in presenta on
Ctrl+Y Redo opera on

Shift +F3 Change cases (Uppercase/Lowercase)
F7 Spelling Checker

Ctrl+S Save Document

Ctrl+O Open exis ng document
Ctrl+N New Document

Ctrl+P Print Document

Alt+F4 Exit

End End of line

@ Home Star ngofline

KWLTTE # T 1T 'HJ a1 A@r 92T &l 3R |

word & formatting Gr@a1T q»‘z(r\ KICESED %’?

HIHI FEH HTUF foved IS e HT JANIT HAT gI?

MS word T formatting W@ & foIT 3MYHI T T &2 3T 3T FY TGN ? gl 9T gag ford

©

3H 9TeT & AT & [T g dh W Tk Fedl A e o |

38 It # fo@e & o e FEls aicae try FY

https://www.youtube.com/watch?v=4J55Myo8oRk
https://www.youtube.com/watch?v=4Ha8 CrVCJ8
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&THT 3 3(THT T JeTaiTell §T & T ST ¢ |
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Ugel, Teh dIX sample resume & €417 ¥ U of |
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1. Creatinng a document (resume) on a computer

il

. Click on the tab File (as shown).
Select New document (as shown).

Select Modern Chronological Resume (as shown).
Select the tab ‘Create’ (as shown).
Fill up all the details as per the format shown in the document.

2
3.
4,
5.
6.
7. If your computer does not show the above op ons, Select Blank Document.

v
' e P et
’ ABcd | AaBcD  Apd AatS ’ AABOCCON  ASROLLA PR
- Replac
Pacte R &
Fmrirey LR RE LR A -
> . W - "
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Info
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P
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-
bt v
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-
New

Ax "'A o
Take 2 tou
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TR LANT NAME

P mgrept

' FIRST NAME LAST NAME

— e P the T mate By Pt

EXPFLERIENCE
CATEA b S
FOB TETLE. COMPANY

-

- | G R e -
.y T oy

N L
N THI AT AN

EDUCATION

T .

DEOMT TITLE. SO

g. You will see a screen like this. You will then have to type the Resume as per the SAMPLE RESUME given.
Before filling a resume, 3TdehT screen DS AT IG@WafT | T 3T9ehr sample resume & ¢& X 3TT resume
AT BT | I8 FA T Ugo, Teh §R- sampleresumeaff T O UG o |

S

Ne\New

- L]
Take a towr
]:*vv—w Take a tour
. Blank document

B gy v —— —
e - I
Insert your first e - -
Table of n
contents
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RESUME
James Joseph
+91 8882XXXXX
my.name@email.com

woN

wos

N

e v

KEY SKILLS

IT Languages . C, C++, JAVA
Opera ng Systems : Windows, MS — DOS
Others . MS-Excel, Power point, Photoshop

ACADEMIC QUALIFICATIONSl

SI.No. | Examina on School/College | Board/University Year of Passing | Marks (%)
Secondary Govt Primary CBSE 2012 53.2
School, Mohali
Senior Secondary [ NVC High School, | Council of Secondary | 2014 72
Mohali Educa on, (Mohali)
ITI (COPA.) NVTI, Delhi NVTI Pursuing =

CERTIFICATES

Desktop publishing Training from Hackveda VMDD Technologies, Rohini in 2015
JAVA Training from STU CORNER, Laxmi Nagar, 2106.

|LANGUAGES KNOWN

Hindi - Reading, wri ng, speaking
English - Reading, wri ng, speaking

Hard-working & Punctual
Ability to grasp the new skills quickly.
Learn from the mistakes

Playing Badminton
Listening to Music

\ EXTRA — CURRICULAR ACTIVITIE$

Represented School Team in Inter School Football Tournament in 2013.
Par cipated in Annual Sports Day at school in 2012

| PERSONAL DETAILS

Date of Birth : 1 AUG 1996

Address : B- 85 New Panchwa, Ghaziabad, U ar Pradesh.
Languages known : Hindi, English,

Na onality : Indian
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2. MS-Word WX &« document @I print e
Printmmwordwﬁﬂﬁmmm%}ﬁsﬁﬁﬁmﬁﬂ
W|Wﬁ?ﬂﬁa€rfﬁtﬁma§amew%|ﬁmﬁa:print- -
out?ﬁﬂﬁﬂﬁﬂ%iﬁmé&?&{\ﬁ@ﬁml Print ol & foIw

 Print

gH U W @ printer ¥ connect AT BEM | AT Y 319 39 ‘z;mr* ’ -
SFgAT H pendrive W save Y, 38 VY YT WX transfer F Tl § Settings B
Gﬁ@fprinterﬁ@ﬁlﬁ?ﬂﬁfﬁ?ﬁ?ﬁ'@WSWW e

Bl FlA %" Before you print, you can preview the document and specify e

which pages you want to print. Open the document Select the number of pages
you want to print

Poo Shngtas
- - Partrat Onentatean
Letres

a. 39T SfargAC check Y of ) Mot b
i. Click Y File > Print. | Page Por Shes

ii. B page I check FIA & AT, screen & = f&@eT arer forward iR

backward arrows &I click ¥ 64% 64% — ; + [

iii. 3R text I BIET o3 al, ar zoom §¢oT T STAHATA I, text Pl F5T F |—|
4|11 of1

oo
iv. 3T9e! TSId=ir copies print @ §, copies # ar =iaX enter &Y iR print HITS |

KwLaTE & T av A = dr@r v &1 331 ol

©

g4 word W SiFgHT HH & Hehdd ¢ ?

§H word W ThE YR & Slargic §ell Hehd &7

& word W F¥ siaggic H# fic & Fad 87

©

HYX W HYAT ReGH &l T, 3T e of | 38 3= SR 1 @V g 58 W 3T Hisdh of o
F RE|
https://www.youtube.com/watch?v=SVOSiPt_0bk

https://www.youtube.com/watch?v=T6cTZ7MT3dY
https://www.youtube.com/watch?v=_p72KBdjaHs
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1. Home screen is called

a. opera ng system b. desktop ¢. motherboard d. computer
2. The is an element of an opera ng system located at the bo om of the screen.
a. search bar b. task bar ¢. me and date d. no fica on bar

3. Task Bar allows you to see the programs that are

a. closed b. currently open c. corrupted d. desktop
4. Star ng a computer is also called

a. boo ng b. scanning c. operang d. running
5 Arrange the following in a sequence for connec ng the phone to the computer.

a.Locate the phone folder on the computer and transfer the files.

b.Turn both your phone and computer on.

c.Connect USB wire to your phone and the computer.

6 The serves as an interface between the computer and the user, helping the user give
commands to the computer.
a. system opera on b. opera ng system C. so ware d. hardware

7. is the heart of the computer system.
a. desktop b. Central Processing Unit c. window d. keyboard

8. Opera ng systems have a special language called

a. system code b. binary code c. reboot code d. linuxcode

9. is more stable than windows. It can run for 10 years without a single need to reboot.
a. Mac OS X b. Safari c. Linux d. Google chrome

10. is an opera ng system created by Apple.
a. Safari b. Mac OS c. Mac OS X d. Mozilla Firefox

11. Mac OS comes preloaded on all new
a. Macintosh computers b. Windows computers c. Android d. Windows 8
12. Modern opera ng systems do not allow mul tasking.
True False
13. Modern opera ng systems allow many processes to get ac ve at the same me.
True False
14. The opera ng system controls the behind the scene ac vi es of the computer.
True False
15. The opera ng system interferes with the func oning of the program.
True False

16. When you login to windows 8, the first screen you see is new ‘Start screen’ also known as

a. apps b. icons c. metro d. desktop

17. If you cannot find a par cular file, right click the mouse in the space at the of the screen.
a. bottom b. upper c. center d. right

18. Microsoft edge deputed windows 10 replacing as the default web browser.
a. chrome b. safari c. internet explorer d. mozillafirefox
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19. Paint can enable ‘pain ng’ by and using different types of ar s c brushes or pens that
can give for example a watercolour or oil effect.

a. dragging the mouse  b. pressing ctrl button c. shi + ctrl button d. clicking the le click

20 Use the spray paint func on in MS-Paint to add leading to incredible depth in pictures,
using just a few colours.

a. spray texture b. color texture c. pixel texture d. paint texture
21.Windows 8 has start menu.
True False
22.Windows 10 opera ng system is the latest one.
True False
23.Microsoft released windows 10 as a followup to windows 8.
True False
24. MS-Paint is found in the Windows Start menu outside the Accessories Folder.

True False
25. The simplest way to find the things we need is to and them well.
a. organizes, store b. collects, store C. saves, organise d. organise, File
26. A DVD stores only where as a CD can store music, videos and pictures.
a. videos b. audios c. images d. files

27. To place the disc in the tray, make sure the shiny side faces

a.Up b. Down
28 Once you connect the to the computer, you can open the files inside USB.
a. card b. folder c. USB d. internet
29. Once you have entered a CD or DVD, if you don’t see any bu ons appear, search for windows media player
of to open your file.
a. computer b. google chrome C. paint d. VLC media player

30. Match the following.

SI. No. Column A Column B Answer
CD Personal Computer
DVD Central processing unit
usB Digital Versa le Disk
CPU Universal Serial Bus
PC Compact Disk

31. Inthe CPU of the computer, press start button on the disk drive.
True False

32.If it is a laptop, press the bu on on the side of the laptop and the tray opens up. Place the CD or DVD outside
the tray.

True False
33. Close the tray gently by pressing the enter key.
True False
34. Primary storage devices are
a.DVD b.CD c. RAM, ROM d. UsD




35. Secondary storage Devices are
a. RAM, ROM b. USB c. hard disk d. op cal disk
36. RAM allows the computer to read data quickly to run

a. applica ons b. computer  c. processing d. memory
37. What is the Full form of RAM

a. Random Access Memory b. Recording Access Memory

c. Remove Access Memory d. Redeemed Access Memory
38. What is the abbrevia on of ROM

a. Random op cal memory b. Received organised memory

c. Read- Only Memory d. Revise Only Memory

39. ROM is also a form of data storage that can be easily altered or reprogrammed.
True False
40. Hard disk speed is the speed at which content can be read and written on a hard disk.
True False
41 Arrange the following in a sequence to Create a New Folder or File in Windows.
e If you’'re on a computer with a trackpad instead of a mouse, click the trackpad with two fingers to perform
e right-click.
e  Right-click on a blank space. Doing so opens a drop-down menu. Make sure you don’t right-click on a file
or folder instead, as this will open the wrong drop-down menu.
e  Select New. This op on is near the bottom of the drop-down menu and opens another pop-out menu.

e Ifyouarein an exis ng folder (for example, Documents), you can also click the Home tab on the top-le
side of the File Explorer window and click New Folder in the toolbar that appears.

42. Match the following.

SI. No. | Column A Column B Answer
a MS-word presenta on software developed

b MS-PowerPoint spreadsheet program

C MS-Excel graphical word processing program

d Notepad takes up less storage space and can be

transferred to other computers more
quickly than uncompressed files

e Zipped (compressed | basic text-edi ng program
files)

43. Arrange the following in a sequence to create a document on MS-word and save it:

a. When a new blank document opens, the inser on point or cursor will appear in the top-le corner of the
page. If you want, you can begin typing from this loca on.

b. Once you open MS-word, you will need to create a New Document. Select New document.
c. Select Blank Document by clicking on the area.

d. Select This PC and desktop for selec ng loca on of the file.

e. Press CTRL+S on the keypad a er finishing your typing.

f. Give your new copy a name and click Save.

g. Save a copy as a new file (Save As).
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44. Match the following.

SI. No. | Column A Column B Answer
a Ctrl+N Save a document

b Ctrl+O Open the Save As dialog box

C Ctrl+S Create a new document

d F12 Open an exis ng document

45. You must not enter a name for the file if you are saving a file for the first me.
True False

46. Press CTRL+S on the keypad after finishing your typing. You have to press both the bittons together.
True False

47. By default, Office will save the copy in the same loca on as the original.

True False
48. The in your document Indicates where you can enter text on the page.
a. blinking ver cal line b. arrow on the window c. spacebar d. Press enter
49. To add text, place the where you want to add the text.
a. cursor b. space c. text d. line
50. determines the posi on of the text within a sec on of a document rela ve to the top and
bo om margins, and is o en used to create a cover page.
a. alignment b. ver cal alignment c. horizontal alignment  d. margins
51.The includes command buttons such as Save, Open, Copy, and Paste whereas, the formating
toolbar includes Bold, Italic, Underline, Numbering, and Bullets.
a. formating toolbar, standard toolbar b. standard toolbar, formating toolbar
c. taskbar, control bar d. insert tab, formating toolbar

52. Match the following.

SI. No |ColumnA Column B Answer

a Aresume is a skills and experiences
accurately, precisely and in an
attrac ve manner.

b Resume is important as it is summary of your educa on
and work history.

C Resume should reflect as it is the first impression you
give to a poten al employer.

53. When a new blank document opens, the inser on point or cursor will appear in the.................... corner of the
page.
a. top-le b. top - right c. bottom - le d. bottom right
54. To find MS-Word in your computer
a. click on the computer b. click the start button
c. click on the task view d. click on the file explorer
55. To save an MS-word file, press on the keyboard after finishing your typing.
a. CTRL+S b. CTRL+N c. CTRL+P d. CTRL+V
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56. To save a file on the desktop, you need to click on the file and select save as then click on

a. downloads

b. documents c. desktop d. 3d objects

57. Arrange the following in a sequence of prin ng a resume on MS-word.

a. Press Ctrl + P

b. Select the number of pages you want to print and press the Print Tab.

c. Open the document you want to print.

58. Arrange the following in a sequence to have print preview

a.Choose the number of copies, and any other op ons you want, and click the Print button.

b.To preview each page, click the forward and backward arrows at the bottom of the page.

c.If the text is too small to read, use the zoom slider at the bottom of the page to enlarge it.

d.Click File>Print

59. There is one standard resume format only. No other format can be used.

60. Everything you put in your résumé should be truthful, because the employer can ask you ques ons on all the

True

False

things men oned in your resume.

True

False

61.Taking printout of a resume to the interview is very important. Without a printed copy of your resume,

62.

63.

64.

65.

66.

67.

68.

69.

70.

True

the interviewer may not even take your interview.

False

There is a limit to what you can do using the computer and internet.

True

False

A computer system consists of hardware and software components.

True

False

Hardware is the opera ng system and programmes installed in the computer.

True
The

False

performs all calcula ons and takes all decisions.

a.CPU

b. monitor c. UPS d. keyboard

helps us select things on the screen to open, close, move, delete, etc.

a. CPU

b. mouse c. monitor d. software

lets you type an uppercase letter or characters when used in combina on with another.

a. shi

b. Alt c. backspace  d. windows

allows a space to be indicated when pressed.

a. backspace

b. delete c. space bar d. shi

provides higher contrast and better viewing angles than LCD monitor.

a. CRT

presenta on.
a.LED

b. LED C. projector d. laptops

are often used in mee ngs and presenta ons so that everyone in the room can view the

b. LCD C. projector
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1. Locating Microsoft Excel

i. Click Start. ii. From the sub-menu point to Microso Excel.

L

Microso Excel worksheet has the following components:

Worksheet — a grid of horizontal rows and ver cal columns. Worksheet is also called an array of cells.
Workbook— contains one or more worksheets.

Column — a ver cal arrangement of cells. The columns are named by letters of the English alphabet.
Row — a horizontal arrangement of cells. The rows are named by numbers.

Cell Address — iden fies loca on of the cell. It is a combina on of column name and row number of the cell, such
as Al or B3, etc.

Cell — intersec on of the rows and columns. It may contain text, number, date or a formula. It is the
fundamental element of a worksheet. This is where numbers or text are entered.

Formula Bar — located below the Ribbon. It displays the contents of the ac ve cell. It can also be used to enter
and edit data.

Ribbon — contains mul ple tabs, each with several groups of commands. These tabs are used to perform most
common tasks in Excel.
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. Functions commonly used in Microsoft Excel are:
. creating a new document

. formulae

. font, bold, alignment

. sheet tabs

. deleting column content
. saving a new document

2
1
2
3
4
5. cut, copy, paste
6
7
8. printing a document.
3

. Creating a new Excel document

Click on the start button in your computer. From the menu, click on Microsoft Excel and a new worksheet will
open. This is a blank worksheet. Use the mouse and keyboard to navigate and work on the worksheet.
However, using the keyboard is much faster and a be er solution.

gE% oy o Copy of Bort Gemois [Fased

—~g :
- (5 2al O Beew -

Marty Seoend Dy ™e Outenty

2 [Name of e Stusens; 'b-‘“- WS Mathy Soencr So08 Soues

ras
An
hoe
Neera
)
Rer

- o)
R

Make note of marks scored by the students in their exams. A sample is given here:

As you can see in the sheet, in column A we have the students’ names. Columns B, C, D, E, F are marked for
the subjects. Similarly, Row 2 has Names of the students. Subject names are wri en in Row 2. The marks will
appear on the right side under each par cular subject.

4. Choosing Font, Font Size, Alignment and modifying using Bold, Italics or Underline
Like Microso Word, the font type, font size of the document can be changed in MS-Excel too.

The alighment of the words in a cell to Left, Right or Centre aligned can also be changed. Similarly, a word can
be made bold or underlined. These func ons are found in the ribbon of the worksheet on the top.

# Copy of Bark detads [Rend-Ondy] - Excel

.
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For example, we can change the Name of the students to bold, all the marks can be centrally aligned and the
heading can be underlined.

~ 8 C (3 E F G
\ Marks Scored by the students
2 |Name of the Students English Hindi Maths Science Social Studies | Total
Ritika 32 a5 60 56 60 253
Ajay
Bhupesh
Meenal
Pooja

NoOWw AW

Renu

O o

Swati

o

Gautam

Vege Laycer

trwn o e

~ - —— - F e w———— B

CoOolurm™

ST Y o RS P eRpR—

Only Ritika’s marks are centrally aligned and the marks of all other students are s Il on the right side of the

cells. — ”
- _ PR,
& 8 - s ] - | ’ . i * M
=B a - o y o

A 8 0 f «

2 [Name of the Students English Hindi Maths Science Social Studies Total

3 Ritika " 32 45 60 S6 60 253

4 Ajay a5

S Shupesh 87

£ Meenal 34

7 Poojs 56

f Renu 76

5 Swatl 60<:___')

0 Gautam 73

5. Now that you have understood what is Microsoft Excel is and its uses, you have to enter the following
data to make an order list for Shreya’s Cake Shop.

Renu’s birthday on 12/3/2019. Party at Shreya’s cake shop terrace at 7:00 PM. Number of people is 35. Food items
to be served - Cake, Pastry, Samosa. Total advance paid-Rs. 5000. Total amount for the party - Rs. 15000.

Amir’s birthday on 13/3/2019. Deliver cake to the home address provided. Advance paid-Rs. 200. Total cost - Rs.
500.

John’s party on 16/3/2019. Party at Shreya’s cake shop at 3:00 PM. Food items to be served - Cake, Pastry,
Samosa. Advance paid - nil. Total amount for the party - Rs. 6,000. Number of people expected at the party is
10.

a. Create a new Excel sheet on the computer.

b. Enter the above data in the format given:
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Name of
customer

Date of /
order

Venue

No. of people
Expected

(in case of a party)

Food items
ordered

Advance
paid

Total
amount

Remaining
balance

c. Save the Excel sheet.

d. Share the Excel sheet with your trainer by email (op onal).

KwLEITE & T av A a7 dr@r 92 &1 397 o |

©

TS HGAT FF TR &2

excel & @l ¥ features 3T U HIH Hgcaqul g2

©

https://www.youtube.com/watch?v=rwbhoOCgEAE

https://www.youtube.com/watch?v=J4zq3R8b5dQ
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@

SH U6 & 3d H A et 36828 T A
* Excel worksheets save 3iX fic &tar

* add, average calculate &1

* sum 3R average &1 ¥

O

a. Workbook save shaT

gfg 39 39T I FHEI-GHAT T save A Lo, dl 3T I H1F @I Jaf | T o @ NTST Fr save
foraT &gl 3M9al ®Ige &Y, A8 df 3T a6 # 38 g8 A8 Ui |
b. Workbook save T & dlleh

Save: SId gH T&"G?f EIES aéw_fl:? save &ld %L This command will be used most of the time. While saving a file,
choose a file name and location the first time. After that, just click the Save command to save it with the same name

andlocation.saveas%aﬁgﬂWﬂmww,mwmw,ﬁmWmﬁfgﬁ%l

c. e &=

F-FHT TR foRdT & TIHAT IR 3T R FIAT 8T § - 0 H gH YT excel BIgel e = &
3T TR |

H F1 AAAISTAATE ? H 1 ATHAAT AEAT/AEAT § ? IS HA Far drEr ?

File Home Insert Draw Page Layout Formulas Data Review  View
A S B E l AQ d § -
insert  AutoSum Recently Financial Text Date & Lookup & Math & Maore
Function - Used - ¥’ Time Reference Tng = Functions -
ANI
FALS
B4
IF
A B C FERROYE F G H

s IF{logical testvalue if true value if false)
hecks whether a condition is met, and
TRUE. and another value

0T i EALSE

(2) Tell me more
TCH

O o~ o
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1. Steps to save the workbook

a. Quick Access bar #, save icon 9T click Y|

b. Click Save As |

C. BISe save ¥l & Tl Select Desktop |

d. in the File name field box & Filename type H

e. Type Homework |
f. Click Save |

g. Workbook "Homework" & s & save & =T &1
h. Workbook 9¥ & @ HHY, Save icon W AT &7 F fFeldh R 7|
i. file close A & TIT, Quick Access A bar # ¥ File option click Y|

j. Close select Y|

k. 3T close icon 9 click ¥ & #Y workbook close ST Jahd % [

- =

-
po Qe Oec
L.

e Ovte s I
| £
1 Seva AL
S LGe e
2 3 -

o ] wan

2. Excel Be &Y

a. File W & &Y - shortcut§ - CRTL+P

b. Click Print- Print pane fact

[P .
- = . > D = .
_— 2. -30 4 5 oy - @

2 SR BER: L. .

PR
(-
- e

- T o Dwowrets

® e e

3 O

(TP -

el o L T P Y

o auhe Fanters e = | Sew Carmn

c. Click Copies drop down arrow - ﬂff Fr 3R fohcdsil copies print AT gl
d. Sf&F print 817 W worksheets HaT @

e. G Thgh AT shaol dl AMe fTH W 3T A HT I & I7 hael @l HET ST A9 select fohar & -

TE T I, Ve |

f. portrait AT landscape (€T T 3T8T) choose HY|

g. Page margin Tssi¥e ¥ Tohd ¢l

h. scale f1a a7 HATFA - 39T G worksheet Tk page H e T §, AT IS 37 option ﬂj—lﬂT%ﬂ
i. workbook print ®%1 & eI, click the Print icon

A T T T W -
— e Bast Tags tpest Vot | s T Voo Vo uas O-08
J& ) TR A s L
T T AL S TR d A
4
“
C
o ' -
™
: -
1
.
.
.
. 3.
'
&
S B > s
‘“‘ A0l e

Prnter

Nome SBHP Laser Jet 4000 Serms PCLS (from COMPAQ) W
Status: Ide

Type:  HP Laserdet 4000 Serws PCL6 (Frdpweer... |
Where 15004

Comenent: %

ot to e

Prot range Cogues

O Nomber of copes: | N ©
OPsgels) Bro= - Ie H

Proe wh [@ [@ Bl calate

) Selecton () Entre workbook

(&) Actiye sheet(s)
e ] (o]

excel & g ¥ faffsT function 1T &

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur




E)

3. excel # numbers add &Y
AT add I & fow RAfFeT T+ & sumsﬂﬁﬁmwmﬁ,sumﬁmﬂmw

column & T 37 Teh I H 1S Hhcl § | sum T Bl STerad &Y (Tgeir R A cell
@) 3R enter press &Y |

A B
1 Sales
2 |Monday 125
3 |Tuesday 233
4 |Wednesday 244
5 |Thursday 502
6 |Friday 123
7 ' I .
8 | Total for week '=SUM (B2:B6)

4. excel # average calculate H?
average I FAGE T 3T F3 AR 3Thal HT AT T second H ThTel Tohd § | STHT TART HFA
HEAT § | TE GHSA & T, AT 4@ &, steps T 3TE0T Y|

A B C D ES v ) 5 =AVERAGE(B5:DS)

A 8 C D E F G

AVERAGE Function

5
2 1
3 2
4 Testl Test2 Test3 3 . T
4 estl est est verage
Sl 125 150 200} 5 125 150 200{ 158.33
6 90 0 90 90| 90.00
7 85 85 #HN/A 7 85 85 #N/A | EN/A
8 0 85 75 8 0 8s 75| 53.33

KwLaTE & fRT av & a7 dr@r weed &1 3R g

©

39T excel & functions &1 SATASRRY §2

39 excel & fasT functions &I ST ATEI?

3T excel T@a & AT 31X e resources FT JANT FHT b &7

©

IfT excel & & 3R ASGR functions T explore A & - Cut and paste; copy and paste; add rows;
delete rows; add a sheet; delete a sheet; bold; italics; underline; highlight cells; colour subtract numbers;
multiple numbers; divide number.
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BT

@

SH OIS & 3d # &A o1 38eT @ ST
* 39 SocIac I ST S|

* Sl Socleic A g97 FT F P

* U Seeleic T FAT 3R BrRIS

O

el FT &7

Wﬁ@ﬂ'net‘*ﬁlﬁ@'aﬁdlda%IWWW*W%MO&SWWW%IW
aolE @ IS gidr R A TRl A o o e, el & o fauR Seen 3R 3o faeR g o

9]

qg T g 3T 8T T & |

S

net T Feg F T HYX Th GE F 9T &, R SR dlc Hhcl g1 HYT Toh AL A, network T
Aeg W & S A &l 20 TNl F A FAT H, Foelc 210 &R TF GgT 3T § | Focleie B A
A gfar Teh Afg &7 TR § - THH I TR g A 3§ |

Seedale FT TANT §H o9l ¥ d1d el & g, a3 Dol dws & v 3R 3ifasa RFe book It &
fore, dfFer & forw, 3k DS @dea 3t 9= & fow & v giar &1

a‘-fwmam/mar—ﬁé? ﬁwmm/am?ﬁg? T HA Far drEr ?

i&._f[ JE =

We are connected with people across the globe through the internet.
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a. SeeIolc Fhaideld & fov F47 AT ?
Srcaic ¥ connect I & foIT, YR TH computing device, Swelele connection 3 internet service
provider &7 3TATHT ¢ |
* T&h oF T AT EFQ?I(\ET T smartphone AT Tl

®* modem IT sim card.

o 3 I T 3T I W, 39HT AT ISP — F § Seetae W 3T Udl/address

b. Wireless Internet Connection

geedaic § connect A¥al & ToIT 379k el vice H wifi card 37a2F glAT @@ | wifi 39l access
point & SSdT & , S Fr B wireless network & 379 device & S ST & |

c. Bandwidth

3T Ush second A fhdaT data download HT ok % a7
AT TR % - Jg 39% connection HT bandwidth &
FURT gar & | bandwidth & FHS & fAT, The
Internet Teh 9IS T 3ETEXUT oIt § | U UIsT HIeT g
ar SATET 9l U R # STeem, 3R gde 9sy F & wHF
gl ST - $HT aRE ST bandwidth - dsf afd &
SITET data 3T AR ST@M 3R FA bandwidth - €Y
T 3R FA data | bandwidth FF AT & foT g7 gTer
Fd & - Mbps (Megabites per second) | Kbps (Kilobites
per second) bps (bites per second) =hT|

d. Connections & &R

msmﬁ?ﬁconnectm*ﬁﬁagﬁﬁaﬂ?mmﬁIﬁmwa‘gﬁ@aﬁ
support T & | Data transfer T ¥, ISP & 39aRUT WX, d Teh AT fohdel 19T Seclelc T TINET
@ E 3T W ol R A ¥ |
i. Dialup connec on

56kpbs TS AT data HTTIMT
ii. DSL

39T cable aTell 37 3TIhT Seelele T FAUT & Fehdl § | MR 4mbpsdh TS 3ucrstr gl
The data transfer rate of DSL Internet connection is 384 kbps to 8 Mbps

. ‘®>\/ Phone line jack ‘

Ld
=
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iii. Cable connection
Cable tv provider 8 3TUehl gE-THIS Freteic &I Fhawr & ‘ &

Hahdl & | TE connection 4mbps d% data transfer T gT &

support AT § | »_ o % Laptop
Modem |

iv. Wireless connec on

T T 3“%’@'3‘ 3R 39Fd HhIX ol connection & | ™™ Wreless
data $r Ts g6 JARET 3R 3MUFT 11-45mbpsrd T data
39eIsE g |

e. 3wl AEFoR

SEHT Hee @ 3T Feclelc &l aW U & | & A browsers & - Google Chrome, Mozilla Firefox,
Safari, Opera and Internet Explorer.

Google Chrome Internet Explorer

1. electric wind boy FI FHgT &
NPT FT Th oISl 39 g & faorel 3R 9=l o= agar a1 - 3R 38 Ig IaRT e o1, f& ar

5ah T ATl T 93 @l 1 AR FX| 003 A 38 qU A [Sorper o aTRer g g$ o, 3R o=
Fr FHAY T ORI AT T AT ¥ | 3FH IRAR ff WA &7 HAlgdrer & I=-97 A7 | 37 I & S 57
5% A Tl T gers o e M, W IHA YA ST W@r | A AfAT § F sl F Ser oar | vw
e 38 39 Fe8 O Qv - faae & v fhde 3ot 3R windmill & R & ¢&r | gar & o
el foSTell S Fehcl & R el 90 fham ST HehdT 82 38 windmillh SR H TR SIeThRY Seri & ot
| 38 windmill §aiTel I STeT of | aT 379l Hahl o Wd H HIA a1 A1, AR 9 8 FFg FHear 9elr
windmill §ATl & 9T JTAT | o9 & 3TN FAlh o7 iR Trar T af 9PTeT § | U feaT 3T 319elt
windmill W T¢ &Y TH IS H dod @MAT 3R AW & windmill Tl 3R et Her ot aer
3MEdEfhd g T | 3§ A & 3/ SN electric wind boy & #TH & ST Sl 91 | & §gd STedl &
feey g 1T, IR ARG e T SHR Aehld T F g5 | HA Seeaie ol At dmr v | I
dr 3restd 81 Al windmill F SR H TR SIETHRT IPT A g X o &, AR fhde il Siersry
3USTSY & Tl ' 3TST 39 oIS T 379eT dadse 3R 384 e fhae off e & - “Boy who Harnessed
the wind" - 38 oS%h T gl W T Tthed 3T 57 W & | T § Seclelc FI diehd - 3THIHT & Tdh dISh
T I gfrar F s G, AR 3HN Ageld FT FMA §H T T Igr T |
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a.%ﬁ?ﬁ?ﬂ?m

QITRT foh 3T e gld AR 3T 91 391 Teh Seed gl | 39T fofeed T F SAAc & 3R
IR FS T ST QU I FRAT § - U R F o S Thar &, R o saaw F 3maer
USRS a1 HohdT &, 3! s off awT f&@r Fevar & 3R 3muss fow 39 $ir saving s of 3mame
ST FeheTl B! Fecteic A &1 fSieet & | SHY 3eTolied o a1 T, 30 & Foedeic ¥ oS 3N gl & an
AT T o1 3T X Y |

grelelc W EH: W Hahd §
WWWW@W-QXd‘EﬁTWﬁH,mﬁWHﬁ@qud'Hlfrdmehli‘l @dr § - @
fawt Y, e e 3 38 W A STTem e adt d S WehdT § | 3 gl d S
Fhal § | 3R g Al &1 THAT el & AT el €T fe@r Fehell 8, §T ol Fohel § 3R
WHT%agaﬁmmﬁmwamW%-ém@réﬁm,eﬁﬁﬁm,fﬁﬁ@ﬂm,
Qe el S 3nfe

KWLTTE # QT 1T 'HJ a1 A@r 92T &l 3R |

3T §HaT T EiEr ?

Srelalc & FAT BIIS & ?

3T fFE YR T Seelade T JIAET F Tohd § ?

©

AT geeteic W Fo T A § I8 To 9T §, 3% Feeic W A/ |

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+use+in
ternet+videos%27#id=1&vid=fad69bc8926798c7fcc58c719a089cf6&ac on=click
https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+use+in
ternet+videos+beginners#id=13&vid=d42434c667eec92d89c47683c7c41d84&ac on=click
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$H UG & 37d H §H e 36820 W A
* ST 'search engines' &r
* Seclelc W STl Gaal HIEar

* Secleic W SRR Goel & i FHSHN

Searching information on the internet:SR?ﬁE 39T life i EEFT Hol §o17 T & | I ITg ERGI ermer &
f grcteie W A& SAhRY N GRAUT o TgTAT o U T H TH Fell § - IR TS §H S Fer
FI 3EATH FT |

ﬁwarawlam—cﬁi? ﬁa—‘mmmﬁn‘s’aﬁg? 3T HA Far dr@r ?

a. search §oleT FIT § ?

search $ofel Ush HIFCAY WA § TIEH #AGg ¥ §H Feelelc W AN & Hebd § | Il 39T
topic TISC IR &+ st F type sl g 3R searchg\_:l?-r 39 topic?l 3!3'53’ Y 33?133' T&h &l page 9¥
display X 3T |

Google

s mene G90818.5030ch oo NI ......... oo

e
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@J IT TTETAT

b. Address bar
STl & A FW G@A drell Ucer - ST g dadrsce il address fo/@r 37aT § | ¢ d&d18e address

unique grdr &

1. 31 39 J9@se address ST §

We know that every website on the internet has a unique address. If you know the exact address of the
website that you are looking for, the following steps can be used to access that website:

a. T35 open #Y 31X address bar & dsAEe FT address A @ ¢l

b. Click on the web page and once it opens, you can read through it to find the informa on that you need.

N Indian Railway Catering and Tourism Corporation Limited
( IJJ A Government of India Enterprise

ﬁcmeﬁng ﬂeemn Cab/Bus E-Wheelchair  Flight Tickets ~ Accommodations¥  Mobi

Train/Coach Booking (FTR)  National Voter's Services Portal = Mahila E-Haat  IRCTC eWallet Travel ﬂ

IRCTC Rail Connect App aoumer Ticket Cancellation

m of E-tickets & I-tickets from 23-Nov-16 to 30-Jun-17. Passengers can avail Wheelc

UserID:

Booking and cancellation for the Delhi Site train will not be available from
00:20 hrs to 01:10 hrs of 26/04/2017 due to maintenance activity. Password
Inconvenience caused is deeply regretted.

Captcha

In order to help passengers and incentivise online payments, IRCTC bCeaptcha I:t@er: i %ase senlsmve and
Service charge has been waived off on booking of E-tickets and I-tickets entered in Upper Case only

from 23 Nov 2016 to 30 Jun 2017. HEKHY C

IRCTC does not ask your credentials/bank OTP/password by any means.

Please do not share it with anyone. Request OTP

The timings of train no. 12378 have been preponed to 17.15 hrs from P ' P d

originating station NOQ w.e.f 9.3.2017 for 6 months. Please check from LRt "
Indian Railwave hafare haarding Sian up Login

NGeT Agent Login Agent Login
Mumbai Suburban Season Ticket

2. How to search when the website address is not known?

Suppose now you want to search the internet and don’t know the exact website. What do you do? Well, there
is a trick to finding exactly what you need from among millions of webpages and websites on the Internet. This
trick is knowing the keywords. Keywords are words that help us find what we are looking for on the Internet.

i. Open the browser.
ii. In the search box, type the keywords.

For example, if you are looking to purchase Kashmiri shawl in a large market in Delhi, you will use “Kashmiri
Shawl” as key words along with “Delhi” to get be er search results.

iii. Click and choose any link from the op ons given to get more informa on on what you are searching for.
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Go gle kashmiri shawls & Q

All Images Videos News Maps More Sellings Tools

About 2 68 000 results (0 66 seconds)

Shop for kashmiri shawls on Google Sponsored
]

. &

1
\>
\

-

Fabindia Wool Kashmiri Kashmir L'Amour Kashmiri

Pashmina Handloom Collection Pashmina Handloom

T 15.990 T719 T 2.599 T 11.999 T 799

Fabindia Flipkant ShopClues com Flipkant Amazon India
27% price drop 33% price drop

Kashmiri Shawls For Women - Upto 50% Off On Clothing - amazon.in
www amazon.in/clothing/women v

Shop for Ethnic, Formal, Casual, Westem Wear & More. Easy Retums. Pay COD*

Huge Selection - Great Value for Money - Free Shipping® - 100% Purchase Protection - Low Prices

Saudi Arabia [
O
S

a—
Yemen

\lvwﬂ of Aden

Rugs, (
Stoles ¢

Caipul store in B

3. Answer the following ques©ons.

Name the sites you can visit to read the news.

What are the steps to get to the site?

If you don’t know the site, how will you get to a new site?

Complete the What | learned column in the KWL chart.

What did you learn today?

How can you search informa on online when you don’t know the website?

keywords that you will use to find that informa on online.

What are some of the things that you would like to know using the internet? List them down below. Write the

©

presidents of any 10 countries of your choice.

ternet+videos+beginners#id=8&vid=d1baed90c7c6fd89f8bd3ch8458beaf0&ac on=view

You have learned how to search informa on online. Now go online and find out the names of any ten

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+use+in
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14. 3eTeIC & 39T & fov 'sFe YfFcad

$H 95 & AHd H §H AT 3edT Q AN

o ST fF SeeIeic I STAATH el T HIH 3TOT AT FAT §

o STell @RI I UgATAT SATeiar

« WA 5 FA el o geewaie giaer & v geiaia &9 @ F4 B s g

O

Tsh THT password, $B anti-3Tcd At AR U FHSERY - gH Fecelc W gl alel his &
I & ST Thell § | 33T 58 QAT H SToial T @ U Secdaic YANT T A Tl Fohel & |

ﬁwarawlara—cﬁg? ﬁwmmﬁn@—cﬁg? et A Far dEr ?

a.wﬁm'protectﬁmﬁ'*m

YT SgA T JEROT HAT gl ¢ |

i userﬂ@ﬁ%&ﬁﬂmﬁ

5T alF & FacT A & ST IO FOICT BT FAT B TGN T HIO, VT T P AP R B

ii. User name d password

39 EFW:C',T T gy T websites TT 3T username 3R password T A T 3T {L&T el Tqhd gl
jii. 39T passwords%\‘ﬁ T W T R
YT UTHES FUETT 3@ & fIU 5 guidelines e et §:
o S T 3T 39T password type X & &I, A« €T ¢ Hr FS 3R 3T type St §'U J ¢@ T
* 39T password fRdT & A IdTT
* 39T password g o forg T T T@r
* I 3MT9HT password fRdY 3R & a1 8, aF BRA 38 ol &
iv. 39sl FRIE W s oM
o q"abq‘\C{ olfeh ?I' STl %’,Tﬁ' Gl Hﬁ' passworda'T 37 openﬂﬁ' fhar ST Fehar %’ | Windows T &
31T cntrl + alt + del type &Y - el [Aeg &t el EIW,EFUQ:c',T lock T T %’ [
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v. JIealeT AfFea’

fIAY anti-379del WIFedT 3T HTY HI Feedeic & viruses A T&T el H HGE T ¢ |

vi. TS dd-eaT

SIe 8 39 card G@RT $welalc W HI$ payment HY o dhael FIEAIT dqHSE caRT & H | #Ade (TER)
Jrell d9ETSC 39k card &1 STTIRT HTI% dh $HI dTHSS &I &l &, 3R HTTHT §F 39S BT W OTP #F
FT 3 SIPRT Pl confirm T § |

b. 3HfeTeigel defeeT FIfaraT

The actions that you can take to secure online transactions are:

i. Strong Passwords are a combination of upper- and lower-case letters, numbers and special characters and it
must be created for all accounts.

ii. Antispyware: Spyware are small programmes that get installed on your computer and transmit your personal
data to hackers. Antispyware delete such programmes installed on your computer and can prevent them from
getting installed.

iii. Clear browsing history: Personal information can be stored in browser history, cache memory and cookies.
Delete this content regularly to prevent hackers from getting your information.

iv. Avoid sharing personal information: Give personal information especially bank account or credit card details in
online forms only on secure sites.

v. Use secure site only: A website is secure if it has https as its prefix and a locked padlock symbol.

vi. Configure security components: Windows Control Panel provides many utilities such as Firewall, Malware
protection, automatic security related updation and Internet settings which provide protection against security
threats.

vii. Disable active content: You can use browser settings to disable active content which are small programmes
that get installed in your computer while browsing and cause a security threat.

c.emails @ IM gRf&Td

$A 3R instant messages & E@RT MU virus-alell WISl ol ST Fehell §. $HA T FIad @l & A,
e fegalt W e &

« 3Tt Safad @ AT A @ed §HY AEYE Rd

* 3lollel SHaarl ¥ el $Ad FI Sae o o

o fREY oY AT & AT H 3T A STEASRY - 3TYR 6%, §b H SAERRY 3c1fe o &

o 38 ¥ 91T A S 3T I &

« I IS IFATTET T gl § ol U Secdeic AIAH WA & TUF I

d. 3iTeTelssT HEH ¥ T3

Fofl-alt 3fTcTelise haf1T & #ATH 9T ST U ST T HIRALA HiaY - ag T dob Frafa STy 3
aw,mﬁwq@m%lmwmmﬁmwmﬁaﬁ

i. Fehdl I STel

m@w@mmama IR TE GARYT H T EeFwHar § o 3R 3w
IRAR & TEET TATTAT ATeTonsd RAIRAT & TUF & T & [T 5T g & STAgR T IdT o9 Fehod

gl

ii. 3UgRT & HraereT

3ifeTeliget BhfAeTer MAAR WX 3UGR AT 3T T YEATAl & HTY 9 el A T X B

iii. 379 IRAR & RATQT HY

3iieTonge RN garT @ g & Tua & fIT 30 IRAR & FeEd H 3UPFd YT FH AR |
RIfeIT Y| SR AT T 3T aEfdsd 7, I, 697 A1 U bR e ool TRT Fhifeh $H STy
&1 geuder AT S ehaTr B

iv. 3T AISET I Sellch Y 3T 3Uel FBoR & e UsdlsoR B’ &l 3 AISCH HI AT Hl H F&TH
FT Hhd & SN 3elele F13e7 Id FHAT 39 IRAR & TEET @ Thd gl
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1. WY geetele W 39l fAT wlhll g& T & | 38 U ‘oldelilield’ A T, sports HTHIM S&el aTell et
e g 1 wmm@mmg,mmﬁwmmmrestm qualification & 3{TER & !
ar 39 RegA 3R FaT letter Youthful & HR T AT & |
Wéﬁﬁlﬁ?fﬁ#éﬂﬂ\%ﬁﬁﬁﬁﬂ%l%ﬁ@gﬂm%IW@MW?W@QT
FYAT & TR H Feclalc W search AT & | 3 social media W Teh article fAerar §, f9ge fo@r & & 3@ $uer
& CEO & SEAIWT & &, 3 &Uall ol d°al &l Hael of fodr § | WA 3 M TR ol § - W social
media & T article & 37elldl 39 39 TFaey A ot it mlﬁ newspaper website U aY R CIB Eﬁg
SR gl fAerl | WA Ta’T STl 8, 3R ey & w7gh Sirew |

FIT T9HT TT H AT F 8 o 2

3T IAY A F9g g, dr FAT FA?

What are the ways inwhich you can find out if a news item istrue of fake?

=3 NS
INEWS

Loss of
confidencein ¢
traditional media ’ " Shifts in business
models

Low levels of ‘
critical thinking and Mallicious actors
news literacy

The roots of “fake news”, UNESCQ’s World Trends Report

Why should we check if the news is real or feke?
Fake news refers to false news that has no basis, but is presented as being factually accurate. Fake news is
written
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HOW TO SP T FAKE NEWS

CONSIDER THE SOURCE READ BEYOND
Click away from the story to inves gate Headlines can be outrageous in an effort
the site, its mission and its contact info. to get clicks. What is the whole story?
,t \
o
CHECK THE AUTHOR SUPPORTING SOURCES?
Do a quick search on the author. Are they Click on those links. Determine if the info
credible? Are they real? given actually supports the story.
CHECK THE DATE IS IT A JOKE?
Repor ng old news stories does not If it is too outlandish, it might be sa re.
mean they are relevant to current events. Reserch the site and author to be sure.
CHECK YOUR BIASES ASK THE EXPERTS
Consider if your own beliefs could Ask a librarian, or consult a
affect your judgement. fact-checking site.

KWL T1¢ & fou atv A Far drar 92sT & 39X |

fake news &I T AT FE W ¢ ?

fake news FI W & ToIT §H FIT HeH 3861 dMgd?

FIT news T 'publication (Y1) date' §HIR T 3T Thal & ?

Y 37T 7 S

forely ot STeerrll &1 gfSe & T, gAR o8 Far alis § 2

SIS 39 HieTellgeT SR, o 371960 GR&T & [T &l & Ageaqul Hed 3oruar?

©

Social media W &@er arell fohdll it @ax 1 AT, 3R 37T gfSe & AT - 38 session F aA>
T qhF 39asT | /Y fF A news real & a1 T fake!
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15. SHST I AT Fleh TAR el

SH UG & 3d H A e 358 [
o SAA P3¢ T IR 3T TAT

* SHT H FIg o BIST attach T
* ccd bec T TIAET

O

E&mail SART §H Secelc IR SITeAhRT HI MGl - YGled X Thd g | $HA Th UF &l dg o, fordd AT
el & WII-ATY e, siegae, fafsa, siifsar scarfe of ot @l § |

ﬁwm/am?ﬁ{? ﬁwmmﬂg—cﬁé? 3T HA FIr dr@r ?

Learning to use an
email has helped me keep
in touch with my loved ones
who are far away?

1. $A account F¥ AT § ?
SAS account & fow 39 AT

Yart T FHA § P
Gmail (Google &aRT Haferd) n & |

. A
Outlook (Microsoft CanT Windows Live
Hﬂﬁ?—r) YAaHOO! MAIL HOtmall
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Gmail account g1 & forw
a. gmail-com W ST

b. create account 9T click &Y

signup window g SA3fr

Create your Google Account
Name
One account is all you need ot ==
One free account gets you into everything Google. Fhacee your Usem ame
@gmail.com
Create a password
MR D & + D> @
Confirm your password
Take it all with you Birthday
Switch between devices and pickup wherever you left off. Month i Yo
Gender
lam...
Mobile phone
- 91
Your current email address
Location
HYAT ATH AR 3T FARRT
Create your Google Account
Name
One account is all you need - R
: y Choose your username
One free account gets you into everything Google. R sexiimar @gmai.com |

That username is taken, Try another
Available ksn9755

G M 2D oL > @

Create a password

HESEERNRRER S

Confirm your password

ESER AR RRRE

Take it all with you

Switch between devices and pickup wherever you left off.
Birthday

Month Day Year

Gender
lam...

Mobile phone
e +91

Your current email address

Gurukul Pvt. I.T.l. Manglam City, Kalwar Road, Jaipur




E)

c. BT ol Scaife o iy
d. google & terms and conditions 9¢ 3T9ehT account §da1 IR, Ig§ page 3MIehl fe@m

R ST . d
R Privacy and Terms
............ By choosing “I agree” below agree to Google’s Terms of
You also agree to our Privacy Policy, which describes how
Confirm your password we process your informa on, including these key points. =
"""""" Data we process when you use Google
When you use Google services to do things like write a
Birthaay message in Gmail or comment on a You Tube video, we store
Morth Y ] the informa on you create.
When you search for a restaurant on Google Maps or watch a §
video . You Tube, for example, we process informa on about
Gender -_lac vity including informa on like the video you watched,
device IDs. IP addresses, cookie data, and loca on
ek We also process the kinds of informa on described above
when you use apps or sites that use Google services like ads. [}
Mobile phone Analy cs, and the You Tube video player.
& - +y Depending on your account se ngs, some of this data may be

associated with your Google Account and we treat=this data §
as personal informa on. You (myaccount.google.com)

Your current email address .
Why we process it

We process this data for the purposes described in our policy,

including to
Location . . .
* Help our services deliver more useful, customized - such
ndia (WA as more relevant search results:
¢ Improve the quality of our services and develop new ones:
E  Deliver personalized ads, both on Google services and on sites.

39T AT &1 S0 3R Google T Yo @S &am, srar & fe@mar = g

Welcome

Your new email address is srikumar19812 @gmail.com

Thanks for crea ng a Google Account. Use it to subscribe to channels on Youtube, video chat for free, save
favorite places on Maps, and lots more

Continue to Gmail

GMRD L b €

2. Email &T Format

From: $15Tel dTel (37T9ehT) email address:

To: I8 &7 email T IZ &, 39T address. H T A 31T A9 I Tk &7 1T H email FT Tohd &l
CC: 38 full form § carbon copy. 3 &afFddl & Email addresses Toieg &7 email $T copy HT I & |
Tl ST Tk g8 &I email address 3 FhT |

BCC: 3T full form & Blind carbon copy- 3&d &Rl & AT 9d foeg SHS &1 31l st gfaar #sir
TS §| SHT YT et dTel Ig AeT SNedd fob Sy & 38T $AA il 319 $AST I W HST 137§
Subject: message chl topic

Message body: @R & 916 e 3R Al S arel fonely off 3icforestsn 81 &1 S0 foh o1 o
39 AT H 3T, aF 39 bold font & 3T THST Teha § $r T 31T +unread email & | email
eI TusAe R & 3T AS arel &7 A 3R AT & topic (Subject/fas) @ griaN|

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur |
T




C O @ Secun ttps [ /mail googhe.com . a2y 4 Dao BB

Google EM = 00

Gmail ~ v 6 More - [ Q-
NIOK (V) sameer@yahoo.com
Starred
Sent Mail
Drafts (1) Helio
- CHA + Your Promotion
ay How are you. When are you coming to Delhi? It is nice weather here. | am doing
Deals offers and of Well | am continuing with my dance and singing practice] | have won some
competitions also
To d nove |
aad or remove U See you soon
No recent chats Regards
Start a new one Diya

) oo & =
T ) 0 GB (0%) of 15 GB used n A o @ 1 B

3. SA H file attach =TT :

Attachment @S photo IT document 8 TehdT & fo 3T 379a email H TeldeT X AT B &,
Attachment add &% & T Attach SeaT click ST B9

* Attach §&sT 31EX paper clip ST fe@ar & |

* Attach click ¥ hi, new window gelafl

» T wisd @ 3R 38 W click X IfSAeT

* 319 Ig WIS 3P A W IETHC & & 7 fewehr

* Paper clip fdeg & §9TeT # 39! 3T BISA N ATH [GWIT

Google EE :=: o0 Q

Gmail - . C
= o
Inbox (1) '@Yi com
Starred
Sent Mail
Nrafre (1) Helio
&.GH‘ + Your Promotion
How are you. Whan are you coming to Delhi? It is nice weather here. | am doing
Deals offers and of Wil | am continuing with my dance and singing practice) | have won some
compettions aiso
od Of remove &
See you $00n

NG recent chats

Start a new one

o0 -
0GB (0%) of 15 GB used n ' 8 e m i
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@ IT TTETAT

[EERSCIER OB
4. 3H & TATeld (managing)
faffiee wiest & S 3ush A & gafed 3R Hafeyd s & MY TErIar e Tdhd &l
* Inbox dg email ST 3T9eRr Al § |
* Sent folder, emails ST ST &l Ao T %
* a5 Tl ST S I formet o % W U § Req 3T aF A G §
* g8 SAW S efollel IT WiGIY Jaamse ¥ 3 §
* g SHA S 3 delete FT 6T &, 98 3T folder H 9T AT § | email F Belle et & faw,
email & select Y 3R Delete ScaT & click T
Gmail ~

COMPOSE

I Inbox (1)

Starred
Sent Mail
DraOs (1)
Less ~
Important
Chats

All Mail
Spam
Trash

» Categories

Manage labels
Create new lable

§ GHA ~

KWLITE A T av A = dr@r 92 &1 397 o |

$HW address T TARIHAT F, §?

yahoo T gmail & Hid & feature IR TEH IS oIT?

©

AT FAT & THAT 87 student BT YT P T T BT AT email for@ X AfFT)
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$H UG & 3d H A et 3682 I

* 3rcieic safety & Hgcd I SAleidl

* 3rcc W PWAIT @l & b

* Secdeic H QAT T & TN I FI 3AH YT

O

Seclele Aot mﬁmlifeagamaﬂﬂﬁ% | 87 AT ¥ communicate T Thd 8,
3iieTeget MU FX Fehel €, restaurant H Tqel book T Hehd ¢ | Wed, Foeteic T P& FiATad
Wﬁﬁag’aa%?ﬂ%"Iméﬁﬂpasswordﬁ%ﬁﬁaﬁgmﬂﬁIéﬁﬂﬁmﬁmﬁ%ﬁaﬂ
3iTTelSsT account T SEAATS fRAT ST ThdT § - social media T o FR AGESST wallet T |

ﬁwam/am?ﬁé? ﬁwmaﬁmﬁrﬁr{? st A F=r Ar@r ?

1. T Harat & Faw o

Wmmmﬁm%ﬁmpayment*ﬁﬂﬁﬁ?aﬂfﬂwgﬁﬂﬁ?qﬁﬁfﬁm
Ferer forg
ﬁ@ﬁﬁﬂﬂ@ﬂpayment?ﬁvﬂﬂwmwm%?
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Sectaic & 9gd ¥ BIFG § | Tg IR U I oA el § | e, 3805 TS feature S AR
T life HoT S §, 3Tl FS AT i BrAST 81 33T Wehod & | T JiieTolisal HISH & T &
3iteTemsa afafafaT Asher A€ & | 39l hae NS AT AEUET kAT § |
a.mﬂﬂmﬁa?msﬂtipsﬂmﬁ

39at EFUQ\ET 3R ANBA W anti-virus ATFEAT install HY | T§ TR WA virus 3 NAAT T &
AT |

b. Safeguard your Usernames and Passwords

39a7 password 3R username fFET FI 7 §AC - TR ar password fFAT ¢ qsdBE &1 & - email,
book, banking, shopping, IT online courses- 39l username 3{T9ehl TgdTel &, 3k password 3T9ehr
secret code § | SoThl Hag & dhdol 31T & 39«1 account T FANT HT Fehd & | AT password ToA ST
39t #Y I I AR R 3R & AT 38 guess AT AR o & (S fh e SeAlA) | @ed
3d# password 3&RI 3R 37ThsT gl T T Xl § | ST & strong password dgd & | T strong
password # 8 AT 8 ¥ ¥ characters 8l & (Bid=iT <&, 3dT §8R) - 37hs, e, capital ¥ BIC
38X | 368U, Moon&star901@we; Qwerty6378*wr#; #@375dofguard.

Strong password 1Tl & ol

o 3l o Al STl S T AT, birthday, email address &7 JART o &Y | T SIeThRT T Hr

gar gidr §, 3R 39 W 3menRa password HIS Y gIH T ThdT ¢ |

* long password &T YT &Y | 3TIeT password & T &H 6 characters T BIAT ¢ , 3 extra security

F fow 3mg 38 3R o g7 5 GFS § 1

* g accounts & foIT same password &T YIET T FY | Tah account T password STl W His &Y
39 T 3T accounts FT password ST HHAT § |

* 39T password fRdt & 7 & |

« passwords SGold 8

c. email account ® Ffara &

38 fIT FT tips &

o AT Ifod ¥ A email A T ¢, 39 delete T &

* I TN @ RIS HeASTA email GeT ST, A 38H AT links I click T H

* SPAM & SfaTel T & * SPAM email 3 block X &

* 39T password fRdT FI 8 o7 AT | FIS Y TET FH FA ATl HYAT ITIY FHT 39T password
STgr AN |

d. ¥99 FI false information ¥ F=TT

S % g A $o AT g T TR &d € IR FT o9 I - I @ FeedeAc W Rl arel
Tl SIeTehlr |ET A6 gl | HET 3R goe SRy 3f&hd dedse d 0 § - S T BBC News,
WebMD, government portals, 3FZIT1%\' SW websites 3TTdehT ‘Ji'CI—?r‘ Hrer ar Iotteryﬁ@ Tl & fow 3mARa
m%-mm@q{@ | sﬂﬁvirusﬁm% [ E@W,agﬁﬁwebsitesqﬂﬁma
T I I 8, @ AR 9T health- f1met, €9 3R S=teliol & Woafd a1 e &1 Fahch g1 IS
I ST § T HIS Teh & AT AT &1 Foedelc W Tl el of dedSe HiT Y Y, AR e
U8 fFd ¥ 8 g8 Sl Secteic ¥ $Tol-aifd aRfad & |
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e. AieTarss ART F THAT AU W}
$eelAC W §H HA GH H FEd S TG Fhd ¢ | 9Ed TR $eekoie W qel o6 el &, 3R Seetode &
arH gehlell & ST A A g1 Sd 8 | Seekale MU & IS qU$ 7€ § | e, WA IR AT FS
HaUEd sd

« “Trusted brands” & & AT Eh_l',?\@' FT amazon, flipkart, snapdeal,SFqTﬁ\'

* websites I fordy security advice I &IT T U 3 39T gTeleT Y

* SIS 379 credit AT debit card details Sel aTel &1, &&@ of &I 3T FIFEIT hitps ITEBE T g

o IfE IR FIS BT I Y Sy T ar YT Az MU F Acg HET - 3T 3¢ 39T card
ASX Tl oar &, dr var wely 7 Y | i oY JeEIsT AT dF 9P card FT SAABRT HTIH Bl
9T AT o gl
Qﬁmaﬂm@?addressbarﬁmIock'ﬁﬁ?ﬁﬁ@?ﬁmmﬁamw
g 3R 38 9T 3T e AN SRR R W TR § |

m Wells Fargo - Personal & ... X 4

& On lﬂ I ~wwellsfargo.com

KWLITE A T av A = dr@r 92 &1 397 o |

©

grelele I AT o & a1 alsh § ?

&H strong password &T YT FAT HIAT ATRT?

password &l FSTId / strong FeAlel & FIT AAS & ?

©

https://youtu.be/25G4tLVH1JE
https://youtu.be/5JdM95WQKys
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17. ASTSel I FHAHT STeThRT

@

SH U1 & 3d H &F oot 3682T U S
o WA F AETSA BT F FAT BRS g &

o ST FT AGTSeT B TATAT HA WG Tohd &
o AT BT T TAIT FHiar

31SY A ATSe apps & IHFA §H H F HIS # 30R 391 FAF B R a9 g0 @ se, ar -
wm%wmmmwaﬁ@ﬁ?méﬂﬁmmﬁentenainmentﬂm&
Al 3’,3‘ﬁT 39T FIHT JHT chatting IT games, selfies 3T & foara 3’ I

waﬁ%ﬁm@ﬁmﬂ?ﬂmamamaﬁmﬁﬁmma@mmskiu@r
ff M@ &ha § | TE 3P IYTAS Tehelion] HT STFABR & Fehall & 3 TR 8 pass H Hevell &
| 39T TP 3190 THT T T&T 3UANET T, & €T & apps T AT LT & |

3T §R 3T H HIS Pg fb BT W 'TBH waste' AT T, dl 3T 3o% SoT learning apps T STTeThRT
3T G | IIHT BT W @A 5@ Y, T & 3T W 3G g |

ﬁwmam/ma?-ﬁé? ﬁwmm/amr—ﬁé? ST Ha Far drEr ?

Learn Spanish, French
@ arn Spanish, French and Speak, listen, read, and write
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a. ANGTSS T JANT Fleh HIGAT M-learning FETT &
b. Blel 9T §H AT & AAT AU HG Hhd ¢ | english @ & fIT ST 300apps 3T F
c. A9 apps?l 3R & HEH in_u* g Thd %, ST Fr yoga, cooking, poems, dieting, stitching3-ﬁTcarpentry

2. ENd & Oar & g7l & & &I for § | I8 Ueh ca&hld TAC Bl ¢ - [oa@H 3G Seedaic T § |
Gl & 9191 336N et 3R faEsl & A1 HASR § | 3¢ Wi ol &1 o7 30T S8 § | 3op
W%Eﬁfﬁﬁwmcallingmtextmgﬁm%I@HWW@W*WW
TR &1 3T AT Y

T smartphone & "THTE' T4
e calculator W SNg-geT 3¢ & Foha &

* pictures o Thd &
* g UG Hhd §

Z.iﬁﬁﬁ,m@'ﬁm,mﬁm%IWW#promise@FﬂT%@'ﬁTﬁ?WWﬁ%%ﬁm
TATTIN Ranjith &1 e @1 aF 9T I§ ©T Fadl youtube AT HHIF AT whatsappe fdaT & | aF TH
H T 30 AT learning & T AEAT & | ol T fFEH & subject Seetalc W e HehdT &2 3TUHT Heg
& T FT 3¢ERUT Y &, ST 3T 3eealc W WS 3R fA@T 3 & F: & v Jg1 Fo
"ot few 71w 8| Rerd Tl o R U9/ & fav &v vt &1 gemadl

Subject Apps hame websites name
English Hello English

Typing Typing Master

Communica on Skills www.bharatskills.gov

Wri ng Resume

Time Management

About Trade www.bharatskills.gov
www.youtube.com/NSDClIndiaOfficial

Online Payment BHIM UPI

3 ANTgel BT & IR H FS AGET S TAS Ad § | §F & YhR @ BT T ol 38T Fehel ¢
internet & E'@RT,appai CART | 31T internet hT AT @ AT & 8, 3T AT apps & R H Slleld g
Mobile application 3T app ST UHhR T software BIdT & oIl FGSel/ tablet ScTfG;, 9T TAAT T Tehdl ¢ |
3T AR W apps BIC B &, AR Sotorr g1 AT drat & fow € foRar S dehdr & | Mobile Apps free

¥ g 3Tk B & el SUAET:
‘Wsearch-aﬂtypeﬁmﬁ?mmﬂlﬁmmmm

Gurukul Pvt. I.T.lI. Manglam City, Kalwar Road, Jaipur

o g Iha g, 3K T9s T | 3T §=¢ Playstore;k app store & download T Tehd g |




* google maps -traffic 3R IET FH AN

* recorder - ST HI3AT conversation Repls aet & foITw (lectures, conversations, etc.)
* clock-alarm @ reminderset SIS

* friends 3R family & connect Ft & forw

* music zg?rrT F fow

* calendar T YIRT &Y, FAT YU HLAT

* ST topics AR skil & Hr@aAT

EI§T-T T apps & ST &H WET order e, videos ¢, d-ﬁo-lellso-l TV &8, billspay a1, M,D; #edg, ¢/
Sa/aEHEH/ FA ticketbook A H HERAAT A § | W HaIgel H Tl S o1 § - W1 | g &
ST BleT T TAET @A & foIT T &7 A8l g1 T S8 & S F education institutions 31 universities
39 BT FI apps 3R websites & IRT W@ & T Gicafgd #Rad & | I learning T AT JR AMEm
adrer gl

Alge ¥ WA & $T B

AT Hr@el H 9 1 fRat IR 3@ ¥ ¢ | 5T off g, o W o @ @ & - 9§ Ia A
¢ 1 fooT A dhs W A1 g & el off 8T | Type of Apps Tad Daily Life 7 & €amer & ¢, 3R
awﬁq‘ﬁ@rappsa:w-wmﬁ%“

* SAHENT el fAfa §

* STTRRY R 3R <her fFerch &

* audio, video, pictures - fRdT 8 FATETH & W@ FHd &

o BRI o T, B o SE W O T €

« IR #T Ao 3R ARG & gT - I space H WG FHA §
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o T fodel X A Idell a1 lesson Y ST Fhd & - Ueh aR H FHST o 3, A S&RT & -
STet e T Tgt pause I

* hadl Ase] H Al AT YT a1 Hr IET & IRT @ Tohd & * TWI-TW@d de dl game H 3T Tl
gahd & !

* S TTE lesson revise T of

* AT 39el THG T AT H WG FHhd & - IfG app T Ar option &

KWL are & o s & ar dr@r weed &1 331 o

A FHT HHRIHS JAT FA & FT e g ?

3T T T § - 3T FIH SIET FAT AGSeT 9T AT IGaT enjoy HLar?

ANSA learning & STAT &l AT 18T TFem?

©

http://www.youtube.com/watch?v=ZLNO2c7nqjw
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®

$H 9ls & 3 H gA fo¥e 3o R HN

* AISTST apps H AT Mot

* QR code §¢ FAT IR SEAAT HLAT ARG

* BHIM UPI &T Y3131 &I, 3iTAeliseT funds transfer &3aT

O

TSl AISTSE apps: A Pl 3T g & &7 3R A aof 7T § | 3R 39 3R & q& A S
T AGTge I SEAATS T FYT HT g & Bl § | ANSA § T AT A Hehdd §, A calculate
ng,mmmg,editphotosﬁm%\:,netwaﬁa?lﬁ'@HW%Im%ﬁ?qﬂﬂ'tﬁ'
FY &7 HTYX F SRR & gl & |

ﬁwm/am?ﬁ{? ﬁwmmﬂm—cﬁﬁ? 3T HA FIr dr@r ?

How we use our smartphones

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur




1.+ BT v T & & & ¢ | 39e fAE7 3R Srax @ 9=t Y 3R o dr 3 phones & F4T
qCT AR ¢ |

SMART PHONE OLD MOBILE PHONE

Has Camera No Camera
Touch screen Has buttons and pad

ATl & TIH TS 3YIARN H ¥ Tk § - AldAesd payment | T§ payment, BHIM UPI, Paytm, Google
Pay, c1fg ST apps ¥ &1 Hehall & | TSl ol HDHAX ghEIGR 3§ YR ¥ payment accept el 8|
mﬁmm%agaﬁrgaﬂﬁwsaapps$amanﬁ?}wmmgwwm% | 39 39
Zed & [T @ 5§ H, payment X Tehd & | TIH TSI §1d § [ 3T 1 FIT FT payment T
THhd & | 3T app FT 1T UPlapp.

Weicome to

SHIMP»

Bharat Interface fJdd@ Money "BHIM" Geh payment app &, foiaen #Ficg & &H Unified Payments Interface "UPI" X
3T, W 3R Mg AF-GeAht Tohd & | UPLID ST #Ace & 3T fhar & off dF A direct I transfer X
Thd & | 30 oI 3Uer Fdel 3AHT upi id 37UAT BHIM app TR 3TeIsET 3Tl bar code §G Tl & 3T
UPLID T #gg & 4 AT off T § |

National Payments Corporation of India "NPCI” GaRT IRIT, BHIM 30th December 2016 &1 launch §3-1T qr | T
38¢2T AN fOT 3iAes payment T T SATT 2T
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3. 9gell SR BHIM &T 91T

i. 39 USsS Wl W ol TR Wiel| Ig§ VT 3R

T §1H ThIeT W 3TSha L

ii. @eT ST H QR FIs 3T €39 & 3R @it seat
W T Y| IE T TR A BHIM VT yei¥d ar &

iii. Tap Install feelch cho

iv. BHIM app 379 319 Wl WX install 7 34T § |
install 87 SITel 91, 3T9hT install' PT T8 'open’ IEEE

| 39 9T click Y

v.app H U 9HG HT S:I'I'EIT?:I:F-T— & english IeT

7-50
€
IM - MAKING

; CASHLESS

ar a

MAKING

ments Come

READ MORE

Rate this app
Tell athers what you think

vi. next' I click &Y, 3T T LET'S GET STARTED WX fFdeh &{
T TN

National Payments Corporation of In

I

kD) 10 [nae

W(EIS!
BHIM: India's Py

Now send & receive money instantt

R 7851

Q

INDIA

Pr-

il

Welcome to

EHiIN»

NEXT

»

CASHLESS

UNINSTALL

Q

AKING INDIA

National Payments Corporation of tn

e

Ralated to this

Secure. Simple.
Superfast.

All payments ane done using

Account instantly 24x7

BACK

e a INg securec
network of Unified Payments interface

All money gows directly into your Ban

Scan QR Code to pay & recoive mandy

NEXT

PHONE STATE
10 verity ye

LOCATION (Optional)
To ser thcat

Choose Language ‘

English
L[4
8
Senth
areE
AABKIOE
s

oAl

Allow us to access.

i phone with UM
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vii. BHIM app 341489 'access to send and view SMS messages', 'make and manage phone calls' site
device's location T fadge ® - 3T dIAT requests TR 'allow’ click Y |
viii. 3T9RT SMS & IIRT U AR verify I & fIT Fgl FTIM - Next W click FY 3R verification

process __ T @l &I Sl Y |

- T

Verify Mobile Number

B 01 b i Mobile Verified

4a2s

[ c

ix. U 4 digit T Passcode enter &Y - I8 USRI password &
x. Passcode set B1- & ql<, YT bank ?

xi. Bank T4 @ 91, app MU BIF FaX &) TEIAT § — D! T details F @ | I & T
transactions & 70 1O WRIfA% bank choose HY |

Register Passcode

xii. o I, 3R S UHR app TR I

Qe &I gre X
xiii. app H 09 Ree TN — send, request G:ﬁ'{scan/pay. BT verify il ﬁ phone numbership 3TUH H
O BT - B Thd & |

€ Bank Account

XOOOOOALLS C = TRANSI (R MONEY

]

A X000
l
: & LI )

MY INPORMATION
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E)

xiv. fRdr @ 5 A9 & T, 37T Wi As type Y 3R transfer amount (3&) enter &Y | App &I 391
contacts access a1 FI permission & | 379aAT MPIN 3Tel, 3{R 38 & 1Y I transaction complete & AT &1

xv. 38T g W, I 39eh I fhdT T BleT siaX g1 ar 3T 3a48 3 request 3 X Thd & |

7.58 P

< Send Money

Allow us to access CONTACTS

CONTACTS

No need 1o type full mobile numbers

again. Just pick from your contacts,

< Send Money
CONTACTS

#H98787870348

+917598124863

+919003709118

+919585474335

+919923333287

GIVE PERMISSION P

+919965809403

< My Profile

SRIKANTHB R

« SHARE

L&

9865793070@upi

’ ADD UPID

& DOWNLOAD

CONTACTS
ENTER UPI PIN @ swow
##94TBTET0348
+917598124863
151240
+919003709118
J0GTI001 1
1 2 3 4919585474335
4 5 6 o
7 8 9 . 4919923333287
«a
U v " +919965809403

xvi. AT @& & - scan 3R pay - S8 319 lel 3 A% T & QR code T scan X TA transfer HT
Fhd § | sH app X &Y A &I 79T QR code THAT &, T 3T home screen W T THA & |

b

@ Allow BHIM to take

pictures and record
video?

DENY ALLOW

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur




E)

4. QR code scan &Y
3 website IR QR code BN ISUTNT

i. Playstore @il 31X QR code reader type &X TE VU $RIX IT B WhiF WX AEH & | @il dfad #
QR PIS VX TEY Y 3R Tl g+ X 2 &Y |

ii. QR code reading apps @ TUST ST
MY T THS & app g1 T & | App download FHR- ¥ Usel SHS review Aa¥Y UG of | T8
step BX app Q’\’EI'ITLLESI?T 7 |

iii. Install fTedH H

iv. App U™ Android @ information @ &) AT AFEN | Accept T

V. QR Code Reader 3@ install & 74T & |app & open &x

vi. QR Code Reader @Tei
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app
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vii. appiﬁﬁﬁ?iﬁwﬁﬁ@ﬂ,mﬁgﬁmﬁ 506 = -
TRE B! grecode &1 IXW point HRAT & | 979 QRcode Q search apps
WO OX T SY d click 5 &Y, app &I AT HH > b
> B @ S ©

Play Storefl QR Code R uest App f

viii. OT9 scanner code U@ <11, 9 3MYeh! T URL s
T

ix. OK click @x, 31X website ¥geT ST

Walk-in DTP Operators - April 22,2019 to May |
21.2019 in All Working Days

Click here to download No©ficaGon | |
Applica ons are invited for the post of [
DGM(Finance) on Deputa on Basis Click |
here to download details NSQF Latest ;
syllabus books available. Click for Price
List | Online course materials available in
Www. |
nimilearningonline.in | Visit TENDERS for latest
available Tenders

About NIMI

Na onal Instruc onal Media Ins tute |
(NIMl)was set up in the

name of Centralinstruc onal Media Ins tute
(CIMI) in Chennai in December 1986 by
the l

< ® wl

QR code TRAT Y gehlst " e products 9T &7 barcode & HTATA hi HTH AT § | I§ THh image%’ &
fRET 8 smartphone camera & GaRT UGT ST HhdT & | QR code H o1 &t/ HhG @Al H STIhRl FATIAT
A ¥ | ST YT BT ST FAAPRT P Uodl g o ar S/ 9T 39T 7 translate T ST & |

KwWLITE A T av A o= dr@r 92 &1 397 ol |

©

UPI T &2

UPlapp & & &1 19T &7

&"&Tmm%’ﬁ?UPIaccountW*ﬁF-aﬁmﬁﬂTWW%?

©

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=bhim+applica
on+tutorial#id=1&vid=cce2c533ef0b726f2a443678c44188c7&ac on=click
https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=bhim-+applica
on+tutorial#id=3&vid=96c6c6e98dc19da07elc6dd2c7570c12&ac on=click
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SH 916 & A # A [T 36890 I e

* It 3R career fahT & AT 3UANIMT websites T STeiaT
* apprenticeship training & oI 3-ﬁ?-|ﬂ13?-|' apply FLAT HIET
* i search websites T JATIT &3

Apprenticeship
Apprentices Act, 1961 T BE?\'Q?I qT - A H T 1%' on & the-job training WaHAT H FAfST w1 T

industry ST IereT AT & SIMET & ST | 5T §of & Tl HT fS&AT Ministry of Skill Development
and Entrepreneurship bl %’ |

ﬁwm/am?ﬁg? ﬁwmm/am?ﬁﬁ? 3T HA Fr dr@r ?

o hZps:bharatskills.gov.in

a. Apprenticeship faeT & BRI

i. YfFechel 3IsTa: ST THA & AT 3T Sgd @ Siisd AR €T S & health care, construction,
information technology, transportation, energy 31X advanced manufacturing & H#H &Id-c 39T
skills T fdrE T FHhd 8 |

ii. AT 3R Pleren: 3T AT T MY trade FFTAT THST 3R Fierer gt & Arfaa gher |

iii. PRI Th dR- apprenticeshipqt:ﬂ' g ST, o I8 3eI3a 39T Teh Aol career o [ARIT H HGG Pl
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b. Apprentices &T JFIAT

Category of Minimum Age | Maximum Age | Minimum Educa®onal |Aadhar Aadhar linked
Appren©ce (Years) (Years) QualificaBon Number Bank Account
ITI Pass Out 14 Not applicable | As per Trade Mandatory | Mandatory
Dual-Mode 14 Not applicable | As per Trade Mandatory | Mandatory
Trainee of ITI

PMKVY/MES |14 Not applicable | As per Trade Mandatory | Mandatory
Pass Out

Fresher 14 21 As per Trade Mandatory | Mandatory

c. Apprenticeship Training @ 3afer

Apprenticeship training % §f~TA! training 31X Ufdedme ST &1 FATRT 8141 B | INT-IFT WHIAl &
ST apprenticeship training @) 79 A= B & |

Routes of appren©ceship training Dura®on of Basic |Dura®on of PracOcal Training/
Training On-the-jobTraining
Maximum Minimum Maximum
ITI Pass out Not required 1 year 2 years

Trainees who have completed PMKVY/
MESSDI courses or courses approved by State 1year 2 years
Governments/ Central Government

Graduates/ diploma holders or persons
pursuing gradua on/ diploma in any
engineering stream or medical or paramedical 1 year 2 years
(Appren ces who are not covered under NATS
administered by MHRD).

Graduates/ diploma holders / 10+2 voca onal
cer ficate holders or persons pursuing

gradua on/ diploma in Arts or Commerce or 1 year

Science streams such as B.A., B.Sc., B.Com,,

L.L.B., etc.

Dual-learning mode from ITI 5 -9 Months

Fresher appren ces 3 months 1 year 2 years

1. eSS B g
afX 319 FAIHR TSR B B, I 80 O websites ITUDH] AlH—FHIOT SEHR]  FaH 8 | @Y 34
TITERT U &
a. www.naukri.com
b. www.monster.com

c. www. mesjob.com

o

www.sheroes.com

e. LinkedIn jobs: https://www.linkedin.com/jobs
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Everything About Your Career at One Place Now
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T IVIARCHIUIaQYVYOUIR

sueroes® ||Linked ﬁ

T A K E = B A& R G E JOBS

2. T-USR (Self-Employment)

Self & Employment T 3% § - Tg T fasird Tellall. el Fel g & 9T HTA e & Fefarq a7
m%ﬁaﬁﬁmﬁmm%|a§?r@ramsraﬁc£raqqﬁfamamﬁaaﬁamaﬂ
WG ¢ & | R & 3Tl THR o 3ggall ool Y agd T T Jelel HA § | B 37 A

Aee G & v Tufdd H&g Tl § Ministry of MSME - Ministry of Micro, Small and Medium
Enterprise. https://msme.gov.in

canns
— ) e wRmnam O T 37 & o=
Ham oy ot HE N e
MINISTRY OF

MICRO, SMALL & MEDIUM ENTERPRISES W

— . ——

——,—

BEA SWACHH BHARAT

S SUMMER.INTERN =
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Ig FAET FEd T AR HGWT B TA FAT § | TE AT S8 8 A ared a9 & fae
training & aaX 8T Yo AT § | mrmﬁmmaﬂ?mmﬁwmﬁmﬁaﬁm
ST QT & | Seloh 3T deheiienl IR IR-Adheiiehl il &7 TR FI training UGl &I STl g | 31f8&
RIGEIFICA LY SH website T S https://msme.gov.in/entrepreneurship-and-skill-development-programmes

fomre > Untrepe o Ane taill -

Entrepreneurship and Skill Development Programs
1.1, Assist to Trak Instatuts (ATYH

Beuted ASWERINCE D Trareng INStAtONS (AT
Lherw
Decnphion  The AsTtance 1 Droviaded 10 Katonal v 17 606ng WITTLUO0NS Oper NG under e Mnatry of MAME ramedy, NMIMSME kv Corr 8oard Tool Room NSAC &

NS 1 e form of Capas grant S The Durpote of Creslon 208 srecgthuneg of i Jnactisr e 8 LS00 J0r NI MNeUr It D SRveoment and &

SeVlopment I VNG BF OF ATTETRY. AWNStane A a0 provied 1o Those State leve! [Dn that RO D tner WD W NIVISAE for Capec ity Oeveligment for
ROy Ttudees & rereanth on MOME Atuet The sPheme 350 Drovades resedr th rart Loro @3 15 00 Lbh on WSME asces MIME Chaw are a0 10 CTiored

Premuer NAtONY IS0 MR

Nature of Bevenue £ ant 5 provided 10 INSIRUDONS 0N anusl Dot for the MSAE (Nar SLate level £D0 that eriter Lo DICINer 39D With NARSMVE ace provided total grant
muntanve SRy 2Sa

MSME MSME & ITJ-8TT 379 NSIC or National Small Industriescorporation (http://www.nsic.co.in/) &r
Jedrse o ¢@ T & |
3= HET websites &:
a. https://www.india.gov.in/
b. https://services.india.gov.in/
3. Apprenticeshipﬂ? LY apply shlel
3-11'5@' draa %’ Fr FF NCVT MIS Portal CART gH apprenticeshipa? fow apply & Tohd E‘-‘

Open any web

browser e QUEST
Y ALLIANCE
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a. g o F3oR @l
b. address bar & type ¥ www-apprenticeship-gov-ue 3iX enterclick &Y
Ig apprenticeship training HT 3f¥hd dedTSE

0O Hatory X | § Setunge X NewTad X+ -
C | 2 sopcanticasnin govin s s e o
B! Apps Quest Alance WIS Dt tters resurces
B apprentceshp Home x +
¢« C @ Notsecure | apprenticeship.gov.in/pages/Apprent g P w
<A A

Ministry of SKill Development And Entrepreneurship

S M Support Qo 0120 4405016/17/18/19/20/21 | P
' 5 ¥ v - iy RTTE e S - Wit - P — s N
Home Establishment Apprentices - Verification TPA Apprentice Act NAPS

Welcome to App ing Portal

For Optional Trade Apprenticeship under NSDC please go to apprenticeshipi
For NCVT related work kindly visit npcytmis.gov.in

| 109th AITT examination is available now under Establishment login. cand:l
stablishment for the same. If anyone have any issue regarding exam cent
hall tickets, kindly download fresh hall ticket from portal.

S of InCian youth Should Qo for ACQuUSTION of SKIl'S and there SHouls De @ NeIwork across the country ¢
oUid acquire the skills which could contridute towards maiong India 3 modern country. Whenever they

Skill Indiz

Wherer MITE - @R MY &I . NI

. 7 THE .,
c. 3T details 81
(*) oITet ﬁ%ﬁr fields T T AT §
« C @ Yot swoure | spprenticeship.govin/Fs ; ’ v« 08 $ 0@
¥ Mini kill Devel dE hi S e e
8, Ministry of § Development And Entrepreneurship Beormn Yot i oo L
| Wome | Estabishment | Apprentices  BTP | Venfication  TPA | Apprestice At WAPS
Registration form for Apprenticeship Training
Personal Details
Candidate Type Othera .
Date of Blrth*
Name * Gender * Se et v
¥ Share. e
o bunadach beado l~vdbﬂv':v-.hda:; o Rponse Manie
Category” Seect . s Person with Disability (PwD)* . e o
Contact Detalls
Address ©
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d. Dropdown H & 3791l Hgr qualiﬁcationﬂﬁ

O Wistory X | © temegs X R Apprertanng Denaglegets X 4 - (4

“« C O rotwe ApPrentcestng Qov.n v 06 $ @ 3
A A A Yerms & Cosditions | Prin
Mmlstry of Skill Development And Pntrcprcneurshlp ‘. v o 0 © °
Logim AQ Hep

T

e M Sepport 0 4405016/ 1 77319/ 20/ 28

Maximum Marks .;:."
8 Com
Overall Percentage :‘;:
m
Technical Qualification (Please fill if applic ) “
Name of Institute” ::0'1 Name of Council University”
Name of Trade Couwrve” Courve Start Date’
e. 39a marks for@@
marks card & U 1T marks 8¢
f. marks card @ scan &Y, 38 attach &Y
O oy x| QO Senmeg x B Neerinrg Taeag lege x +
« C AN POprEAICEING GOV

2, Ministry of Skill Development And Entrepreneurship & et

| Mome | Estabishment  Apprestices  BTF  Verifcation  TPA  AppentkeAd  NAPS

Qualification Details
Tie |t tie (hiser
A ademic Qualification” 1 \d Artach Decument -
Ampt -
Manimums Marks o Obtasmed Masbs LS
Overall Fereentage L

Technical Qualification (Please fill if applicable)

g. 39T dehellehl qualifications forad

R ipccemtcerng Damng Reget x + -

- S K soprentsieshg gov mn 0 & & @ o

' A A A erms A Cor ona | B
\ Rres 5 -

o, ! tinistry of Skill Development And Entreprencurship e e G e s

lm|m"”1m1mfwn{u7

fill if applicable)

Technical Qualification (Pl

Name of Institutw” Govt 1T
Name of Trade /Course* Faver
Course End Date” PRSI
Obtained Marks* 300

'4: rec :'h fourg

Name of Council University” nevr
Course Start Date’ 13 2en 18
Maximum Marks © 0
Overall Percentage ©
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WW%’@'@*W}E’ detailsupdateﬁﬁl’ﬁ?‘ﬁ'
h. 39el TEHE $T ¢35 HT T H, 31T 3 ¢35 Tol Tehd 8, 37Tl WATHbaT FToEe A (1,2, 3)

Course End Date” Masimvam Marks ™ >
Obtained Marks 300 Overall Percentage * &0
Start Obtained IsMighest o
nsttete Name Councsd Vanermty Namme of Trade g Tratming tad Date Mo Marks oy Bt Sdste
Goam neve Fater It-p-2018 1M 2015 <00 20 £t Deate

Trade Preference

Select the Preference

Trade Preference

Trade®

Production and Mamdacturing

Choose Fim | No fle chosen

Upload Your Passpert size Photograph *

Chooee Fie | No fie chosen

DOB Decument”

/ Select as 161 Preference Marnetngreftter ld Morths & Cickte Remove

/ Select us 20d Preference & Cickre Remove

o Select as 3nd Preference & Cickto Remove

MY FHeA:
i. Passport size photograph 3Tef
j. Birth certificate &I scan I upload &Y
k. Declaration @Tel checkbox 9X click &Y

|. Submit click Y

o Select as 3rd Preference & Clickto Remore

ChooseFile | 14 fie chanen

Upload Your Passport size Photographe

Choose File | 6 f1e chose

DOB Document'®

Attach Passport size

photograph

Attach Valid birth certificate
Attach Valid birth certficate

Tick the checkbox ()
Tick the checkbox
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& Ministry of Skill Development And Entreprencurship —

chlstrntion l'orm for Apprenliccship TrnlnlnL
Your registration form for 4 hip training has been submitted successfully but registration is tnactive.

An emall has been tent 10 your registered emall sddress Y7 gmallcom with activation Link

-~ $ T

Please click the registration Mnk n the email 1o activate your regstration

JuTg g1 39Ul Hheldiqdeh apprenticeship portal W register s T § | Registration & note &
of| sile: 39 email W YT 37T P - 38 check Y |

smail « C e - o0 > -
<
a s ot D o Feemmm
l voau (V1)
DGY “’0‘“"’:‘ for Apprenticeship Training
e
mpont and YouTube Accounts (2 YouTute Swppont
Sere Mad
YouTube YouTube Account Notthcation

Ovatts

You will get an email in your inbox for ac va ng the account.

smad - - o o n Ll > e 1@ > - -
Registration for Apprenticeship Training — as
. (LN ) nrw ste e o .
amane Registration for Apprenticeship Training
Serd Mad —
Cean
» Choies Tha >y Re W 4 A - esug ~ - ote y - o cave
* lowing
P ervonad -
o . . g .
Click on activate registration
Thanks!t
NV MIS Portal
‘ Ministry of Skill Devclopment And Bntreprcneurship S - -
B - I IO .

_eglstrauon form for Apprenllceship Tmlning

R e EL e —
Your registration for Apprenticeship training is now complete.
Your Apprenticeship Registration Number s AO3 1

Piease oote down this unique regin tration numbdec It will be key fleld for aay iture actions

To search and apply for Appreati cmihip Trataing please refer this knk of Extablishments offering Apprenticeship training

4. A FHr @rer
ST §H teams H FEH Teh HAGR A Weldl AR Gof-@el 7 & iAozt AR 3fiwensa Al gaot
& AT dF A | 39k FTH3 H 3 9T gl I1fgT - 'searcher’, 'documenter’ 3R ‘caller’ | 39 g A
I AR & MGET TR | ST 3663 §, 8H G
o SfereTEaT AR &R g S ¥
o HYAT H Pl HFT HR@concerned person & silepI-TFaTed eIl $Hhal ol STdl ¢
o &R (Fe¥ey) & T FHAT 8 book fHAT FTT &
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A 9N FT gddad T, IR IA-319a7 roles AR X o | roles & - 'searcher’, 'documenter' 3iR

‘caller" |

Searcher: 3TYehT IS S HGG U AR & HTE Tl & !

Documenter: 3T9ehI searcher & fAel STETHRT &I T format & @ &, T9@T &Y ol FI T FUaT
Ugdlelel H 3T & |

Caller: 3TUsh! =TT ShufAdl &l el Y, 3Tq el SARRT HATHT g1 Scfell SITHRT Sereir §
a. [&%T column & AT TF Excel sheet dATT
b. 37 i # Aler Fr =TT ford

Company Address/ Contact person & [ Contact number [Job role/ Salary/ |Remarks
Name Loca on Designa on & Email Job type

B AFS AT HYAT 1A HGT g, 3 G team T A & HA 10 FAPRAT goll § | S 31T T§ HIA HT
o, dl 39l Ig IITY 37U classmates is share &t § |

KWL T & U a1v A Far dr@r 92 &1 3a7 od|

3T §HS T Ir@m

Apprenticeship training esa apply #%= & folT fohed documents T 3TaRTedr & ?

Apprenticeship training &7 sgeTdH 3rafer &4T § ?

©

3 AT g T websites ST @1 § | 39 FlRrel fahrT & T bharatskills-gov-9g N ST AR 379
trade & TFS T gd ar o1|o_1ch|i‘| qre |
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1. Arow is a ver cal arrangement of cells.
True False

2. Which of the following func ons can be performed with the help of spreadsheets?
a. doing calcula ons b. searching for informa on c. create documents  d. create videos

3. Where can you click to edit data?
a. on the worksheet b. on the formula bar c. inside the cell d. cell address

4. What are spreadsheets?

a. a sheet that we can spread b. an electronic programme that is used to compute data
c. a type of butter d. a sheet used for prin ng documents

5. If you press ___, the Excel sheet gets ready for prin ng.
a. Tab b. Ctrl+P c.P d. Alt+Enter+P

6. With which of the following all formulae in Excel start?
a./ b. * c.S d. =

7. What is the name of the addi on formula on Excel?

a. add b. sum c. plus d. together
8. There are only two func onsin Excel-addi on and average?

a. True b. False
9. Whatis the Internet?

a. pizza stand b. fisherman’s net c. world wide web

d. computers that are all linked together in a network
10. What is a website?
a. start a computer b. where spiders live
c. house where the inventor of Internet lives d. des na on on the Internet to find informa on

11.What does website address mean?
a. air well b. a name to access a website on internet c. a holiday des na on d. address of library

12.Which of the following is a true statement about the Internet and the library?
a. They both provide knowledge. b. They both have strict rules about returning books.
c. They both close after hours. d. They both are very expensive.

13. Using keywords on the internet

For each of the informa on requests below, write the list of keywords you would use. One example is
given for your reference
Example: You need to find out what people in China eat.
Key words: Food in China

1.You need to find out what languages people in Indonesia
speak Key words:

2.You need to find out the full name of former President A P J Abdul
Kalam. Key words:

3.You need to find out how to make a PayTM
account. Key words:

4.You need to find out which mobile phone is
good. Key words:
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14. Choose the correct answer by ticking the correct op on.

i. Browser: a. It’s a computer programme. b. It's a brown colour page online.
c. It’s an online site. d. all of the above

ii. Key Words: a. words with keys and links b. a computer programme
c. describes what you are searching for online  d. key chain

iii. Search engine: a. a so ware system used to search the internet.  b. an engine picture on the net.
c

. automa cally searches the internet. d. diesel engine
iv. Benefits of:  a. helps people who also don’t know how to spell  b. useless one
search engine c. helps people to design an engine d.helps people in giving sugges ons

v. Where do you type the address when you are looking for a website?
a. address bar b. anywhere on the computer c. on Gmail d. in LinkedIn

15. How much money did Nida get on her birthday?

Dollars. An uncle from Britain gave her 15 Bri sh Pounds. Her parents gave her 500 Indian Rupees.
a. Look up a currency converter website to convert the various currencies to Indian Rupees.
b. How much money in Indian Rupees did Nida totally get on her birthday?
c. Name the websites you visited to calculate the amount of money received.
16. There is no fake news on the internet.
True False

17.There is no way to protect ourselves from online predators.
True False

18.An email cannot be sent to more than one person at a me.
True False
19. Which of the following statements are correct? Select all the correct op ons.

another.
b. You can attach pictures, documents, spreadsheets, audio files, video files, etc., in an email.
c. The recipient of email can open the email at his or her convenience.
d. Email addresses are long and difficult to remember.

20. Which of the following are points to be borne in mind while sending emails?
a. Check spellings, use full sentence structure and use proper grammar.
b. Have a nice gree ng: Hi, Hello, etc.
c. Have a proper sign off: Thank you, Sincerely?
d. All of the above.

21. Which of the following are email services?

a. Google.com  b. Hotstar.com c. Cartoon Network d. Hotcrossmail.com

22. While shopping on the internet, you should:
a. visit sites that look good and have good products.
b. visit sites that have a good reputa on as ‘trusted brands” or established brands.
c. visit as many sites as you can and download details.

23. A stranger on an internet social site asks you if you want to meet up. What will you do?
a. says yes and meet up with them. b. says no and log off the site. c. says yes but go with your friends.

Nida has lived in many different countries. On her birthday, she received gi s from her numerous friends and
family members. An American friend gave her 10 Dollars. Her sister living in Australia gave her 30 Australian

a. Email is an electronic message transmitted over internet or computer network from one user to
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5. What should you do if a random person in a chatroom asks for your picture?
Find a good photograph and send it to them.
Ask them to send their picture to you first.
Do not send your picture and tell an adult.

6. Unwanted programmes can be harmful to the data stored in your computer or mobile device.
True Fasle

26. Special applica ons called an -virus software is used to detect hackers.
True False
27. You do not always need usernames and passwords to visit on most websites.
True Fasle
28. A strong password has:
a. more than 8 characters (the longer, the better) b. contains numbers and symbols
c. contains upper- and lower-case alphabets d. all of the above
29. Using your date of birth and Name is a strong password.
True False
e  People cannot send you emails to try and access your private informa on such as bank account or credit
card details.
True False

31. In Windows, you can lock your computer by pressing

a. CTRL+ALT+DEL b. CTRL+ALT+D c. ALT+D+Shi d. CTRL+ALT+Fn
32. When a computer is locked, it immediately hides the content of the screen.

True False
33. To unlock a locked computer, you need to

a. create an account  b. enter any username c. enter you email username and password
d. enter the correct username and password

34. To implement user iden fica on of a computer, you need to
a. set up password b. set up account c. choose an authorised name d. reboot computer

35. You can protect your computer from viruses and spyware by

a. locking your computer b. setting up a username and password

c. installing a virus and an spyware software. d. avoiding the use of external hard disk
36. What is a Protec ve Software?

a. software to protect your password

b. software to detect people hacking your computer

c. software that keeps you away from receiving fraud emails

d. software programme that detects and remove viruses and spyware present in your computer.

37.What is Spyware?
a. Small programmes that get installed on the computer and transmit personal data to hackers.
b. Small programmes that get installed to help you
c. Small programmes that delete unwanted documents
d. Small programmes that protect computers from virus

38.You cannot block inappropriate sites in your computer and devices.
True False
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39. The Appren ces Act, 1961 was enacted for impar ng
a. Entrepreneurship b. Skill development c. On-the-job training d. Career development

40. Which is the administra ve ministry responsible for implementa on of the Appren ceship Act?
a. Ministry of Commerce and Industry.
b. Ministry of Communica ons and Informa on Technology.
c. Ministry of Heavy and Public Enterprises
d. Ministry of Skill Development and Entrepreneurship

41. Minimum age eligibility and requirements for appren ces is
a.18 b.17 c.14 d. 21

42. Aadhar linked Bank Account is not mandatory to register for appren ces
True False
43. For ITI passouts the minimum dura on of prac cal training/on-the-job training is 9 months and maximum is
3 years.
True False
44. The largest government agency that helps the small entrepreneur is
a. Ministry of Skill Development and Entrepreneurship
b. Ministry of Micro, Small and Medium Enterprise
c. Ministry of Communica ons and Informa on Technology
d. Ministry of Finance

45. (*) Fields marked are not mandatory fields to be filled by appren ces in the portal.
True False

46. How many trade preferences can be made?

a.upto5 b.only 1 c. upto 3 d. upto 2

47. Which of the following is the final step in registering in appren ceship portal?
a) upload the passport photograph and scanned copy of valid birth cer ficate

b) click the home button
c) tick the checkbox () — Declara on which men ons that the informa on is correct.
d) click Submit

48. An email will be sent in your inbox for

a. activating the account of your appren ceship. b. for submi ng the registra on
c. verifying your iden ty d. accep ng to terms and condi ons
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1. Download any English Learning App and learn the language on your own.

As you try this amazing new method to learn, write down your experience in the table below.

Date What did | enjoy? What is difficult? What can | do to reduce

the difficulty?

2. Meet a person who uses UPI Apps (BHIM UPI, PayTM, Google Pay) and ask him / her how they use
these apps. Ask them the following ques©ons and note down their responses.

a. What are the benefits of this app?
b. How often do you use it?
c. Do you feel safe using the app?

d. How can we make sure we don’t get cheated using this app?

3. Now, get access to a smartphone (can be your father’s, mother’s, family elder or elder sibling) and install
UPI App (BHIM UPI, PayTM, Google Pay) and help them understand how to use this app.

https://www.thehindu.com/sci-tech/technology/gadgets/A-step-by-step-guide-on-how-to-use-BHIM-app/ ar
cle16977338.ece

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how-+to+install
+BHIM#id=5&vid=a133f87d48b8a22ded0191bf3abea9b4&ac on=click
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