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Ae-Usg's (Introduction) :

1.1 "WEAgBAaSAE-UST

1.2 WH WHAIII T ASHS II&"

1.3 WH. WANSAS

1.4 FUISHC &S NS HIA T QUL SIS
1.5 UA3wWEe

1.6 fasaicanisHguas

1.7 fYeydifeg
1.8 fUeang
1.9 WHNA yeg-iwfee
1.10 JAG<CHS AR I3

Ae-Us's (Introduction):

1.1

A= f it A3 AreR I {9 i SH U™ 96 Bl I'gganid W3 Arecand fedd

awaaéaaaﬁ@eaWaéWWﬁaeﬁwWé fHAeH
Aacang w3 MIEaHs rgeand|

fAreH Arge@nd (System Software) : THACH Argeenid €8 wifid UaiaHt &
A g J A JfU@cd © QUadeE’ € HUBS § dad® qdcaﬁﬁéméﬂﬁﬁﬂ—c’
ﬂérﬁc'meruau B3, ﬂ%ﬁm@ﬂuﬁaﬂﬁﬂmh@aﬁ@am@aﬁa
ffegeHI . Yﬂﬂ?ﬂ(H Bid9Aec © fand Guafear fame), mﬁﬁﬂmﬂzwwaeé%m
T BT I9& Ia|

uElans Arecend (Application software): 83 Aigcawd 3 1 grd 38
HH SH o9 AT J, fr= fol <33 JATHAT, wia@far, sve A 193, nudlans Areceand
< HEl © wile WEe Ia|

WTaH ¢&H &% A'e-Us' (Introduction to office tools):

WW?@H@UWB@%#&%@E@WKW&HMHT '3
SUd FTIATI W3 IHS g8 B f3afes o3 Aie Ia| Wﬂmﬁ&émééﬁ
I3 JRfHIT 3 ASHe, UHacHs W3 Sean wie 39 J

wifer Uzadfed! g8 : Wudlans YaamH < et I 1 grd & Iaie 3T,
J9E, TISHIC W3 UAGCHS I Tt f3wg I3 €9 ATesT o< I6| Sg3 A9
I g8 & UT TI3 Bl I3 Ater J| wirfer gt Arecemagr Emit
WSS AHS 6|




1.1.1 wrfeH g&d ©hw famit:

T

=93 URfATT 2w : ffA g8 T 1Y §2F IaAc g J9a 1 MS- Word, Word Pad,
B3I W3 ¥ II IR MFIed TIF URHII 2B © g% BT ada Ia|
FTHAAECed ¢8 : STTHA AEUf3 3T T HAlU 3, feA g8 T GeH 37T § HATfS 3
II& w3 YS9 J| for 28 T arfeer fog I {3 3 3T © AST 596 W3 YeaiH3
95 © 3J1A § =8 AIe I WH WA WA, Hi-9H, SIS, A9 w3 €398,
STHA AGCaNd © I BT II6 Ia|

AFHIE 28 - RISHIC 8 T QUUdT Sre, TddHM® AeTHe! w3 feadt faargs &
HI'S JHE BE 3T Aer J| for g8 © B2H o83 § IISHTT I3 JI g GagA @
>Ed I ATIS 7 ISBTI IS I6 ©f @ »riamir feer JI MS- Excel FUSHIC T8H
e gegds feg g I

Urecns 25« £ 28 ASEE i © gy R Areadl § UTaiH3 96 38 293w
AT I JriecHs 28 © f36 v oI g6 29Ae wifse sda, feAde a3 »3
TINfEIT aTeT, S (€9 Irfedn AiHS age w3 ASTes I & gager I for famH
T g8 T HY I UM @TIIS Microsoft PowerPoint I

HBSHIST Argcand . HISh UBna W3 IS UBWT HESHISMT 6 © B8d96
I6| feg 28 Urid 3 W6 SF16H S8t €T HeT dav" I HECTHISM 28 & <H-
<H JU IS WSIE oI, UBnT, 5369, A58 fidga w3 Stasdl

A8 gofer g ygacifedt god & st & <0 It 1 I8y, HTds
UIISHS Wy wiH FH i &-18, 3 29 W3 a8 3d Sane 38 g I6 & [I 20d
HISTYI& SH = fd =93 URTHIT &

1.2 WHWHASIS T EA3HS:

R {3 it fug st A3 feg Wik Wi 293 T 38t fermare e, fa i sraie s=ier,

Wif3e W3 TIHS I3, 28 isHIC ST, IARIST BArge™ w3 8I& g ifsc sga T UF
ga It wH 1S HIH, 7S B W3 BIHIH (Thesaurus), Wi 2 SOIA & @93 I HElSIAES
TIZ I& B0 O B fTASHS NI A HITT I

fareH SgAe, frr feg 98t 397 © JrfeaH iR fa 3RS, 99e w3 fd3g Jt, 98
e3sill

TEf FETEM gt W3 TIAC I3 I8 WEATH § AT w3 BT T93¢E B9, iR
JeI-Ua W3 A EI3EI|

ErEH W3 UIras 88 B8 8ca W3 8edds 58T 59|
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- 3T I INC fsardls ads B e i 9@ A Her-uzg wre
By3-Uz3 B8 i fa i Aogs Ta3a i 3 8 & daat Ugst w3 I3 AEfas 3/ane
srs@szt;én ) )

@Wma@%e@wwﬁwﬁlmwéﬁ?amguﬁwmm
é@ﬂ@ﬁamwmmwmélmm&m 3
uﬁeé@wﬂ?éé@?smdddﬁgads Hddqudhélyaﬂ—dfswéﬁzﬂaﬂ?
o GdMiadns Ucde (TIATS) 7 IIFaY (éa"lﬂ'cs??f) et g3, S"BD?E' <
TR TS FTEH T HEEUS o g 26t 59 forfos agw 3 iy 33ray
I A S © I8H IT, Ugs RY wAs W3 YR 3n-wrge Ji foa, foa 3t fonfos
e 3 A I IAT T A g S eg R TR
1.2.1 MS- Word €9 3UB<cH (Templates) :

<93 2010 A Ufgst 3 It ufdgfhs (Biult-in) SUB<H fH &9 fafa@im, eda,

foreH 393 W3 SSH ARS §g3 231 A1fe3t (€Y 293 2ule BiHS I6 3 wUS8 d96
S wramr feer |

(W]l 3 cumentl - Microsoft Word fom| ()

“ Home  Insert  Pagelsyout  References  Mailings  Review  View (7]

Available Templates Blank documen it
[ save as
2 3 Home
= Op
) e

&' o
e L _ G
: N a D im L
Recent Blank Blog post Recent Sample  Mytemplates  Mew from

document t templates templates existing

_ Office.com Templates f t lat: +

Print
Save & Send — aad — — — _— — —

Animals  Announceme A Avery Blank and Book: B Card:
Help nts General
] Options
& et

Centificaty Child) Chistm, Design Sets  Educat) Envelop Event Fax Covers

Create

Financia | Flyers Food and Forms Holiday Industry Invitations Invoices

Management Mutrition
: ? v / / — /
E A g - - - e
}
Labels Letters Lists Marketing ~ Nature  Newsletters  Order Paper ’
] ——

fg3g: 1.1

uBe g=d3 [Rg s 996 B8 Jot B deH wUEs :

1. TESB 2T 3, {58 (New) g ABI |

2. Available Templates € I&7, faA feg S g= a9 :

o OSc-frs SuBcrH ST fan £ T TA3HS JI6 Bt : AUS SUBTH 3 afed &g, A
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B Td3 ST de I GAG AR I3 W3 eI AfFEC (Create) © ABI |
o ITTfET I 3D &3 SuBe S T I3 IS B : Recent Templates 3 BT I,
uBe A S 233 9381 I BF '3 ABI I3 W3 faT (Create) 3 MBI |
e office.com 3 SUBT BFE BH : office.com Templates € J&7, éu@eé‘r@ﬂﬁéggéﬁﬂ
T WA 293 SIS I, mmmémmma@n@%ma@wm
€3 afsg a3 37 7 office. comgmﬂ‘?aﬁr@e_d’?d b’(w)d JA=I
3. mwmé%méwwmﬁméwwm(mdlfwaﬁ
AR IF i3 e RS ST HaR I
HEIIASE T33 2010 A S w3 =udd 3gAc R & fdait, fadaet, s, &-ns
W3 33 @ g8 W3 if3T S9a B wirfgmir feer 1 ¥& gu €9 (Bydefault) 293 2010 &9
FINC docx WSHSEHS &8 AT I I
« gfeafeun:
1. A 3Ufgs fog Brfg3 &3 fa wH W 39 St foH 33 233 38 I
2. G S UfggE 3|
3. WW@EN?%’T—F@?S IO, TIAC W ASIH BAHG § fSAfI3 3|

1.2.1.1 MS - Word 2u32H &8 fafa@u a=ge:
J= 3 WH MS-Word St 8t ferms=t 579 fRftmr 31 g Wit MS- Word 7% 8
S8 sE<idl Io' f5g TeH g g :
1. File tab f€gNew '3 Click o131

'f s le Templates Blank document
. =
A o om Templat
nfo
Recent
s =
Print
Save 8 S .
Help
5] opt | =
He = - — s =/
Financial Fi Food and F Holiday Indy vitations I
Managem on L4
Create
¢ S~ v
fg3g: 1.2
2. Office.com template f€8 resumes and cover letter & select el  Danfed
EEJ




3. MS Word Selected template § Office.com template 3 download I3 T4

4. f88 Resumes and cover letters B8 TH-TH Style GUSHT I&1 WEl Agd3 WoHd AR
faq ?5 Select 3 W3 download 3 click I

5. TE J¥ Template 5 Resume SHI W AT

Mehar
[Type your address]

[Tipe Ihe phone number]
[Type th nber, - p——
[Type yo P [
Resume (Urban theme] | Photo resume (Median
theme)
Objective [Type your objectives)
Skills o [Typelist of skills]
Education [Type the school name] =
: [Tvpe the completion date] Download
+  [Typelist of accomplishments)
Experience [Type the job title]
[Type thes ta"tdate] [Type the end date] o
L fgsg: 1.5
fg39:1.4

6. TEWH fEAE Edit I A TP W3 Resume R0 AJI3 WEHT HTH< od A< I
7. A A ArEdSt Resume [RY 396 3 SmiE frA §'Save I3

1.3 WHXAAIHAS (MS -Excel):
MS Word € 39" WH MS Excel /9 <t 9g3 J¥ Aee Il Excel T TA3IHS nirt

Worksheets SIETQET tables, results, IfE3 T Jrede IS W3 I § Pictorial view f@g Chart
Tl Hee &8 UH (Represent) II& S8 FJe I Excel AUISHT fl\Eﬂ_d’"H I ™ Workbooks ?ereate
W3 Format I39& B8 TA3HS ger J| feg Al 37T & f[ens HE 936 W3 3T g *U Aeddl B
TTT g&'QE T Hee JITT J 3 TUdd 28 Al BT A Ade] ¥TH 39 3 WH T Excel T
fEH3HS I & Track A6, I T feHBHE, Sy e 3 fd Jife s Emif Jrese GA I
?é]B?MFHTHo(a I WA T 5B Pivot AIS W@Hﬂt S EH-SHUSHGB T I T gy
'g fed@e Bet age I

fAA 3Tt MS- Word €8 Templates B fEASHS Resume I&TGE &6 137 J, §A 3T
88 WHI Templates € fTA3HS MS- Excel f€9 g96 g9 fHHTN Excel {9 Templates €t 33
I WHT &=t (New) Work book &7 Aee I 1 faf Ufgst 3 It f3mreles i3t I&t Spread sheet ger
3 et Templates Excel feg Ufgst It @us=ED & A< {9 g6t @ Office.com fa%‘uru?éls’w
AR Io| B Audsiie 2ude ufast 3 &t faardls st Audsie gt J1 fon o wirt &<t
AUIZHIC Ser8E &Y TIAfed w3 Ufgs iz erayfent &8 Jt frr3Hs a9 AaR Il 2useH




&8 A fod 7o € 7gd3 odt O [J Jrearet (9= agamit 96 A oy o faue Ia fog
A3 Ufgst 3t egarie feg sfonr g g )

1. Filetab (29) 3 Click I3 W3 f58 (New) &'TEI Available Templates U HS AEQT|
2. Available Templates f€9 Built-in Templates g€& B Sample Templates 3 Click _'g’gl
" Templates § download 9& &8 Office.com template category _'g’gl
1.3.1 2uBc St HTT 8 eI g g a3&™:
Grd WUE! T3 H3™Sd template & Select IF Aaer J| o wirt €4-T4 Geads
Gl
1.3.1.1 IH A1 YA fgaras
A3 3 UfIS WAt Office.com template @9 forms template ﬁ%@{ﬂgmﬂ?@ﬂﬁm
& Select I
1. H™H form § Select 396 3 M downloadEIE?S?jClick a3l

Ed A= MooProgrensRecordl - Microsoft Excel T —
m Home | Insert  Pagelayost  Formulas  Data  Review  View
\ & cut Calibri sln AN = S Wrap Text General - H"ﬂ H‘j‘—ﬁ ;1 =
i R [ B A~ |[E g 5 s o 95| Condtional Fomat Cell | i
aste Bl s u- " - A-|[E 5 Merge & Center] © % 3 | %3 % Conditional Format Cell I
+ <3 Format Painter R = = | [ Mero ¢ % >0 Eormatting * s Table ~ Styles -
Clipboard -l Font Al Alignment 5 Number s Styles
‘ cs - £~
A B [ c D E F G H I

Home schooling progress record

2

3

A e e —
5] Student name Term starts Overall marks

6

7

8

Age Term ends (%)
Grade Total term marks possible 1]
Teacher name Total marks scored this term 0.0
9
10 SUBJECT NAME
1 Assignment # 1 2 3 a = Markstodate  Subject total (%)
12 Due date
13 Marks (total) (1]
14 Marks scored .
15
16 SUBJECT NAME
nt #
17 | Assignment 2 3 2 5 Markstodate  Subject total (%)
18 Due date
19 Marks (total) 1]
20 Marks scored 0.0
21
22 SUBJECT NAME
23 Assignment # 2 3 & = Markstodate  Subject total (%)
24 Due date
25 Marks (total) 0
26 Marks scored 0.0
27
4 4 b ¥ | Home schooling progress record .~ ¥J 1 O —
Ready |

fg3g 1.6

2. fAH  Template & = I WAl TA3HS 137 J @ &8 IS &< Workbook HS
A4t feH HH form S WHT fefenrggmi i fel WEHTS assignments €7 Track
IH AIE I

3.  ITQ template T II M3 Workbook & Save S|




1.3.1.2 Asdfeaefan (Sales invoice): iR 377 wit fesefrns 9 AgH fesefen
& fer3Hs 99 AR II wHT feH Invoice e ST edit W3 enter IJ A I 31 et AT
I3 H3= J Al

f&d Invoice 31 S IIgd 2 QU]%:'\:B’ Save J=IN| WH WIEt St e Logo, 3C edit II&T
3 Invoice No. @%Wﬁ%%ﬂﬂé?lﬂgﬁwmvoice%w@?m@@a
Balance €1 due cell f€g fare3t I34r|

P CERCRCYE

Home Insert Page Layout Formulas Data Review View
112 - fe |
A B c D E F
(‘,Ompany 090
. *0 Tag line can go here
2 —
3 Street address Date 12423
4 City, ST 00000 Invoice ¥ 1114
g Phone: (208) 55511683 For:
Fax:(206) 5551164 o PO (S
6 someone{@example.com
7
-] Bill To:
] Contact at company
10 Company name
11 Street address
12 City. ST 00000
13 (206) 555-1163
14
Discoun
15 ﬂuanlilﬂ Description n Unit price n Hmounln applied i
16 1 ttem Number 1 ¥ LU 200
17 1 ftem Number 2 ¥ ol % 2.00
18 1 ftem Number 3 ¥ 200 % 2.00
19 # 0.00
20 # 0.00
21 ¢ 0.00
22 % 0.00
23 $ 0.00
24 $ 0.00
25 Subtoral % 6.00
26
Make sll checks. bie to <Co name* [f o
27 Mveawaﬁﬁopr:h:amrnmtnlzaimim.wn;ﬂm Credit # 1.000.00
26| | shamesati2) 11l mmecrs@aanesam | pdditonal discount 2
nk you for your business!
29 Balance due $ (994.72)
30
M 4 » M| Invoice 2010 %]
Ready

fg3g:1.7

1.4 AUITHIE TS AB-HIA T TS3:
A 39 wiHt S St @98 w3 WaRg g fRtn I8 feda' S c8H g ed3 3 9%
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1. 4.1 fefewrgsh @ gnws falge gege:

1. A3 3 ufgst, wH. . <33 fEg Wit Wigw® follde Trgic serefan g it
fefonrgani 292, iR I eus s, 38 &, a4, fUs & & H w2 99d R @ saa w3
B T far®e w3 fefowrgai @ wdt & Yf3HH3™ wife Tl

= @ B

Enuslopes Labels

Insert  Pagelayout  References Review

3

StartMall  Select
Merge - Recipients = Red u\rni ist
Start Mai

Mailings

2 B

Address Greeting Insert Merge
Block Lin Field =

View

2 Rules -

6J

Match Fields

Finish &
Merge +
Finish

Create

Merge Fields

RIS HES Higha Rdsdt Aas

Govt. Model Senior Secondary School

(e
Annual Report

Admission No.:

Roll No.:

Name:

Father's Name:

Marks Demil

Subject Obisined Marks | Toial Marks Resalt

P

English

Mo

Sclamss

Coid Sratim

Comper

Evs

Reszlt

[I—

Class Incharge Principal

fg3g:1.8
2. A URA, W BT nlaAs egarie g dist I fan Rg fefenrgdl er e 5. 38 &,
&, fuzr e &, fen T/g YUz di3 wig vrrs fSg, wigra+t, forrs, AR, A w3
EVSWBG(gﬁ-I@EHQgrades I3 T5|

Page:10f1 | Wordsis3 | B |

met Fagelyedt  Femum  Oss
T Autosum -
. uk
T sm
B I v " o s
sum - % o S| sum(Ezn3) 7
[ 2 < B G F < " 0 i x . v
vore Funcions
1
smissiontia|  FollNe | Sudenthame | Fathershiame | punabl | Engish | sthematics | Science st | computer | Evs | TomlMarks | percentages
1
01 p s singn | ingmrsingn | a8 s o s s a s SuM(ES:3)
s
02 : Werh | Rejeshumar | 82 ™ ™ 5 & A A
1708 s Vikram Parbhaksr 5 5 » s o s A
w70 . Gurprestaur | DavinderSingh | 55 = n n n 0 i
s

fg39: 1.9
o I8 wiHt g% wia & fJre3t MS excel Autosum function Y. & 3T I

=Kt - - e J Eam T EZH T Autosum
Calibri n - AN = ¥ ¢ Wrap Text General Lo ] =
[ o S o B g
i . A =B 5 T -+ % » %g s | Condtional Format Cell | Insett Delete Format
"2 Format Painter Z0- 5S84 2 PRI (R 5 23 | matting - a3 Toble~ Stes~ | = = e | @Cesr~
ipboard 2 Font nt Humbe Style: Cell E
L3 - S | =SUM(E3:13)
A ] c D E F G H i K L M
1
AdmissionNa|  Rall No StudentName | Father'sHame |  Punjab English | Mathematics | Science Sst Computer EVS Total Marks | Percentage'
1701 1 Avtar Singh Jagtar Singh a5 54 87 87 s8 A+ 8 331
3
1702 2 Harsh Rajesh Kumar 57 63 82 75 5 A A 342
2
1703 3 Vikram Parbhakar 61 58 78 69 &7 A A 333
s
1704 4 GurpreetKaur | Davinder Singh 55 62 72 71 72 B B 338
6

fg33: 1.10




o T WH I fefenradl @ widh 8 Yf3H3 < dee Iay8 € 293 4 S5t J
(=L3*100/450).

m Home | Inset  Pagelayout  Formulas  Data  Review  View

— " a -
¥ cut z A N | = " : = s £ AutoSum
4a copy - P e |

o B I U A\ - ESSEE @ $ ' : £ Clear =
Clipboard i Font Alignment Number Styles Cells Editil
| SUM - ® v K =13*100/450

— -

A ) & D E F G H [ J K L ™M
1
Admission No [ Roll No StudentName | Father's Name |  Punjabi English | Mathematics |  Science sst Computer EVS Total Marks | Percentage %
1701 1 Avtar Singh Jagtar Singh s 54 a7 87 8 A+ B 331 ] =13+100/450|
1702 2 Harsh Rajesh Kumar 57 63 82 75 65 A A 342
1703 3 Vikram Parbhakar 51 58 78 89 67 A A 333
1704 4 Gurpreet Kaur | Davinder Singh 55 62 74 7 72 8 B 334
[

1%“3'8- 1.11
e WIIB IIB3 &g g9 fefonrgdl T &3 (fgase) Il

=0 % ot = . ' [ Tem T [ = Atosem- A L?ﬁ
=) g copy - Calibri S wirap Text General £] :I“'/‘ i 1 K =t r
Paste B 7 U- EiMergesCenter~ § - % o+ %8 0 Condiional Fommat  Cel | Insert Delete Format Sort & Find &
©° o Format Painter B i Mero S matting - as Table - Styles < | - T @Ot Fiters Select~
Clipboard , Font 5 Alignment & Humber B Styles Cells Editing
M3 - I
A a c o E F G H 1 K L M N
1
AdmissionNa|  Roll No StudentMame | Father'sName |  Punjabi English | Mathematics | Science sst Computer Evs Total Marks | Percentage % | Result
1701 1 vtar Singh Jagtar Singh s 54 87 a7 58 I 8 e 7356 Pass
1702 2 Harsh Rajesh Kumar 57 83 82 75 55 A A 342 76.00 Pass
1703 3 Vikram Parbhokar 61 58 7% ) 7 A A 333 7400 Pass
1708 4 Gurpreet Kaur | Davinder Singh 55 62 7 71 72 B ] 334 7422 Pass
5

g39: 1.12
e It foH Excel sheet & Save&é“@m{%mﬁm{r&ﬁ ICERCER:
Mawmma

3. IT Mailing tab 3 Click & W3 Start Mail merge 9 B IJ| §F 3 ST Letter option ?5
e A A ufgst S gerd I8 )

Insert Page Layout References Mailings Review View

s -__j __] L [Zp Rules ~ fedy W 41 | l':i
= = S5 Gl X 2 Eind Bariniant -'%'__‘l
g Match Fields F

£Find R e
Address Greeting Insert Merge . B Finish &
i Block Line Field = # Update La w Auto Check for Errors | parge =

Letters Write & Insert Fields Preview Results Finish

Select Edit
Merge ~ |Recipients * Recipient List

E-mail Messages

Envelopes...

ket 5% HiaMid AdsSdt AS®

Directary el Senior Secondary School

Mormal Word Document
Diate:

ZEDULLDE

Step by Step Mail Merge Wizard...

Annual Report

fg3g9:1.13
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4, T Select Receipients 3 Click S/ W3 Use Existing List o t10n © Select I Select Table
dialog box T TIFFISIL Excel sheet?iﬁé*\{? Ok 3 Click

Insert Page Layout References I Mailings I Rmew View .

=) 5 BB @I, ®A @

E" @ Match Fields gg Find Recipient
Edit Highlight  Address Greeting Insert Merge
Recipient List

Merge Fields Block Line Field = @ Update Labels
E Type Mew List...
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