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Chapter 1- Introduction to Computer

SN Teh Soaciioieh AMT § S gAN QU a0 Al W S &t § Seged grsadl 3R
HFedI ¥ fAelet &1 § T6 T Arasiiids AMeT giar §1 FgeX oreg 3 & "Compute”
e A AT & giar § 3R Fegex &t {7 d@ororew Fgd

FYET F HA F & dlel (Step) =0T B 8-

Input |C_——> | Process | C_———>| Output

Input — SHH FoR & EaRT HegeX &l A a1 FHATS AT ST Bl

Process — S8 Fge TG I WA Fl § 3R STET AT SADNANA H hodc HlaA Fl
ST FT L

Output — 3TH FYT YR HI HB3CYC YTl FHIcl gl

F AFeHw & 9@ ges

v’ Central Processing Unit (CPU)
v' Input Device
v Output Device
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v’ Central Processing Unit (CPU)

CPU @1 g1 At Central Processing Unit § I8 IR & c@rr fou o fader & 9ad
AT § 3R Fger & q@ft st @ FARF (control) sar § 3R Ay & aegex &
fe#mT @vgr ST B

Wy et dfier gfeie @ Frast a=r g §-

1. CU (Control Unit)
2. ALU (Arithmetic Logical Unit )
3. Memory Unit (MU)

1. CU (Control Unit) - seiel Jfac HegeX & 33 g0 T f3amsar 3R 3a9s &t &1 afia
(control) =¥ § oifeh &egeX & |l 1 | &1 A & Tl

2. ALU (Arithmetic Logical Unit )- ALU &1 @@ e 3rdafess «ifas gfae giar g1 a8
CPU & & #gcaqul REAT § 8 STt Jharoda 3R arfdes &t & et & faw
forar ST #

3. Memory Unit (MU)- ag @19y &1 ve fFear gidl § AR e &1 seddATe Hegel #
ger 3R fAdel & TR et & fav forar s g

Fege Fr fetware-

1. Speed (?Iﬁ') - FY F FH FA A TS HE ol gl &1 Y SAH AT Jolall H
@Hﬁﬁmmélwwmﬁwwﬁmma:ﬁaﬁwmmﬁl
HegeT HT A @ geor (Hz) # ArQr Sirar gl

2. Accuracy (UTHT) - FTX T T & fohel oY e 1 G ARAT §. FHLT TF 1A
a#rmﬁﬁagamﬁﬁwm g, Safdh HgeX O el & 319 1 A Q@ A AT g
oifthel IgY R hegeX & T fohar ST & sgd g a1fd & ey J0Tar |

3. Memory (AARY) - dogex & A7 aga & ufFareh @ ¥ g @i Do @ a8
@ Hehdl oiferet deged welt el @l foer ot a1g @ Bl

4. Diligence (TRAHY) - Foyex & Relt o # aer 7 1HaT T@AT & S ATST & 3R
el 8, & H Yehll AT § Sidich HIST FS TAY b H el & dlg Uh ol & 3R
39 3R T 3TaTRdT gy &




5. Automation (ﬁﬂﬂ%ﬁl’) - YR U Taiad #AMeT 8. Ig I SR B e d G
A §. ST Toh aR I U FA F Y& X & § o 91 fohel Aqsg & weraen & 58
T & g

HIAAT (Weakness)

No 1Q - X & 3T AT HT dLE el I FAST HI ATFT AT glcdl § FHTAT HYe
HeTd T IATH Il

No Feeling gex & U #elsd & g His o e (feeling) =&t &l Bl

History of Computer (<X &1 $fagm)

YL T INAHR 3T F oorerar 2000 §IR ATel Tgel g AT| AfheT IMYfAh HYR FY
3T & T gU AP & 50 a¥ & gU § IR FYR F A F gfagrd FH QWA ©
I F S FGET JAToThel §H @9 4@ T§ & g 37T &1 Ahfad w1eh g3 Sfedh I8 oI
st & FATfAe @ AR AffeT R & AMISHRT & F1T g3 &

v Abacus (379%9)

39 @7 faseR AT H 16dT erdrsar # «f 15 I (Lee Kai-Chen) ————
& AR fRIT 3T AT SHHT YAWT g Gl & T fohdl ST AT ey r 2
aRT T TR A BT & $T AR H gh g5 AT & Mo AOA A § wesee o::
3 P IART helhol2ll el & [T SEAATT e & 3R 3T & e S—
THAT H HelpeleX o IaHA HT T o form g L_l;iiii'iijiill :

v Napier’s Bones

Napier Bones T &tgeX f3arsd &1 Napier Bones @r snfaser (LA 0,0,0,0, 0 0,4 |
v & ¢y ol A A LA KARAE

Thleds & 1617 # Sl AR & g@ry Rear arar anl gae wa@e okl dhd: ,z;,\gé

\ \ NOIN3INE 2NN\ S4UIoN7|

Hedl 1 SN, Terall, IO, 3R HET = & fow fhar sar an ij\z\%F\p’z; ;oiz,;—g&%z'j\%

. NN D Ol >0 IS

IE 30 T T g 1 ST e Al veeh weeT o 3@ 2 hok e e e
. . ‘ NS 2o e

fSarsd &l §aad A AT o grely & gid 1 39AeT fHar a1 safav ;QJ\?zg:;AZi}:gf; S

sq #7MT F Napier Bones & aTH & ST STl of9TT| L] I B R B S S O PR

v/ Blaise Pascal's calculator (sefsT YTEhel I

aﬁgﬁﬁ) Pascal’s Calculator ugelr I3 SHefhelel AT HHI
ASHR HIE H 1642 # solol UlEhdl & GdRT fohar a=m a1| I8
39 HAY FT Ugel Tadifeld shedeied (automatic calculator)
AT| TG T dAhs! &1 didd A7 forga afgd ot gid &1 s afgdl & 3wt qear @ s,
HTAT, [0M 3R T e & v fohar Sidr 1| soef ol 1 3@ &M &1 Adding




Machine 3iR Pascaline #2fisT 8 sga § St @& 9gef Mechanical Calculating Machine
o

v Difference Engine (35TeT)
e dooT o Tl 1822 H U AMA 1 AT ohar fSaerr A 3egisl
“TSyd S5 @Il 39 3T & @gradar & Algebraic Expression ©d
AIETRT AT I I0TAT 20 37hT doh Yeural @ I ST Fehcll AN
=8 AN T 39IRT 37 &1 do a1, AT JUT Iraards &3 H I9h
7§ fRar Srar ar 3R g AT H1T F Tl A

v Analytical Engine (TaTfaIfeshe SoTeT)

qTed ool BH Sofel I Theldl ¥ URd g Analytical Engine &1
ST TATTAfeehel Sotel T MTAShR a¥ 1830 3 foRaT 91T AT| I§ HTIN
forel off ypR & IOy AT * g FA & TeTH UT| Ig  HPX
AT T GHAM & [T TR AT Hbdl ATl ST HT TG Uellici{Cehol il
ST Iyfs Frger 1 MR S T FROT § B ACH qooT A

HTYET HT Seleh Fgl ATl gl

v’ Tabulating Machine (¢q@feer 7refis)
Ig U vt AR oY o merr seadATer et i Raprs 3R 3er & &R Fa & v
ST a1l Tabulating Machine 9= 7S WX 3TaTRA Teh Iifdeh eleT AT
50 AMA T STAAT Tgell IR 1890 hr IARGI FAa01aAT A fohar arar ar| gafear wefiar
T ISR a¥ 1880 H §XHT BIIRY & E@RT fohar arm 7| IRy o T eqelfdar #HeheT
huell T QAT 8 1 of Sir 1924 #  IBM (International Business Machines) &= a1g|

v Mark-1 (#T-1)
gIdS 3Mgehlel o MSeA (IBM) & &y fAoe 1930 & #Ah-1 &egex R fohar arm
g faeg &1 ugell International Business Machines Y| 38 &cgeX §r @graar & @it
g dT 3RO MUY &r ST Gohal A, Tra & Logarithm ta trigonometry &r
IUTATT AT T gHT 27|

v ENIAC (Electronic Numerical Integrator and Calculator)

ENIAC &1 91 = Electronic Numerical Integrator and Calculator 1 g&er 3ifaser J.
Presper Eckert @ John Mauchly & Pennsylvania &' gfaafdér & fhar ar| Ig gferar



HT Tgel YL S IOAT HRAAT 1 §gd & T AT & T Fohar a1l AR ENIAC
Computer 9gell Saaciisieh f3faeer sege |

v EDSAC (Electronic Delay Storage Automatic Calculator)

EDSAC & g1 &TH Electronic Delay Storage Automatic Calculator § & fa#Tor A
faeers o Saeis H HiFsrer AU gererer faeafdedrera # foar arl EDSAC gl Selerciioleh
f3fSeer daga-aame Fogex o

Classification of Computer (W HT FIffehIoT)
Computer # & d& & Classified fFaT 7T 8-

> =rer EEfoiT aTAaT3T F IR W
> T & IUR TN

Based on data handling capabilities

STeT 35T &THATHT F IR 9T FTYET It YFR F g1 8|

1. Analog Computer
2. Digital Computer
3. Hybrid Computer

1. Analog Computer - Usrdller #tgeY Teh W7 HTYX giar § [odsh carn iifaes Armnsit
H AT & v fFar srar &1 $iifds @M= - aaEE, g9, afa, Jers 3R @ise 3nfe gy
£1 Analog computer &1 SEIATT eI uq &, defae st &, 3 v aeaT 3nfe
H fRar e g

TATATT FTYEX & 3GTeL0T -

Speedometer - g Ueh TaATlT YT ¢ Tl SEAATST HR HT TS S measure (ATTH)
& forw frar srar gl

Auto Gasoline Pump - Jg Uil &I #THT &I holshelc Xl ¢ 3R $HH AU WY Ig Uil
& Hed @l o Horhole T &

Thermometer - Ig 3 Analog Computer § TST#T TdATA gilkded & FIST & dTIHT
(temperature) ® AT & fov fFar ST g

. Digital Computer - f3fSicer #egex fher off A A e & fav agall a3 (0, 1) &
3TN FAT § FhiTeh T§ HY ol Il AR 03N 13 @A ¢l BioledT FgeT &
T TR f3arsd giar § s ¢ant & 937 AT # S¢T ¥R el H T&TH gid 8. Seleh!



mﬁmaﬁagﬁéa@?ﬁ%ﬁ?ww STAATT &faeh Silaed & off fFar Srar g1 3T &
AT H 3HAT FAET {F AOAT FF el & folv & 187 fhar S Sfesh sHeT 2T Sgd
TN FRT F WA & T Far S
fBfaee Feger ¥ 3qrERor

» Apple Mac

» Calculator (hespelex)

> IBM PC
» Digital Clock (F3faicer a3)

> Desktop (3&hciv)
> Laptop (dgeiv)

3. Hybrid Computer- gfss &gel T T &gl giar ¢ f98 analog 3R digital
HTIEX AT AT H AR ST T §| §T8Tes Hegex A goT Glell Hegel i i A HI
&THACT BT 81 3§ HTYST & SEAATS Uil UFY, §als Sfghel, slieded AR dTleier &l #
o Smar g

Analog |4-| Digital — Hybrid

Type of Computer Base on Size
WA F HYR W FYR 91T Y61 & g §

1. Micro Computer

2. Mini Computer

3. Mainframe Computer
4. Super Computer

5. Workstation

1. Micro Computer- Ags HteT & 3ThR g &1 Bler giar & 389 CPU & T W
ATSSHIGHE T SEAATS [T STl &1 T HY dotel H oob Bl ¢ 3N FoAehT Hed 8T oA
8T & @98 g Micro Computer T f&T0T 1970 & & & g3 o1l gfaam & dge

HISHIFTYET T ATH HAgehel AT, T Intel 8008 ASHIYAE &I 3UYANT dich FATAT AT
7|

ATFH! FYT & 3G -
> Desktop Computer




> Laptop Computer

» Palmtop Computer
> Notebook Computer
» Tablet Computer

. Mini Computer- f&slt &eget v f3RIY YR 1 e giar § forder
TR AT SATET BT BT § 3R =T &1 SATET 97 8T &1 3rdTd Ig Hege
ATSHT HTILY F T8T EiaT § difehed Aol HeX & oIeT g gl &=
S Th multi-user ST gIdT &, FHH HAdold Ig ¢ [ 38 Th
AT H §gd X PER SEAT R Fhd ¢l A= Fogex micro
computer & I ATFARATC gIT § W] Ig HAAHH R W FYX
B Jorar A FA AfFdAmel gl &1 3§ FYgRX F 1960 F ek H
IBM ( International Business Machines ) & gart dsfad forar |
SHH 2 I 2 ¥ 386 WRAE & SEAAT hdT ST gl

. Mainframe Computer- A= FTIeX FT ISR §Ed & T &l &
3R HHA 9§ 99 AT A ST A TR FRAT ST Fhel 1 Aelthdd FegeX &
9gd TR AGHIEE H FEATS a1 S § AT 587 32T A 9 ad
A B TS g5 & AUF QI &1 SHAT TAT FT HFfaAr IR AHRT
3TE & 3T AT & 3T A TR e & AT fhar S1ar § 3R T FogeX
T AT B T

. Super Computer- gw #eX gfAdr & F&H ool
W%a’r%aaﬁag?ré\?ﬁﬁmmm §. ST
mmmm%ma@amw
& v frar arar § 39 - #@laa i Seel F A,
WA Fel l REAT el & v & fw) g syl
wsizeagaag@m%sﬁmﬁ%ﬁvqgwmﬁ
JTaRIhAT gicil &. Super Computer &I 8 # ‘HgrHa0Te’ &gl STa &1 T4 &1 gud g
segex Cray REe suelt garr 1976 # Cray-1 faspf@d fohar amam A1l #R &1 Igell R

Feger PARAM 8000 %1

. Workstation - a&eeeeT egel Teh {3y YR HT $egex gidl
¢ e d T FYe A I H 3t Nafder e g g1 - al o
SEH TS dol ASHIMAE giar &, e 9t amr & 3\ 3R g ///’ <V
TS AMMtheh TSICX Bl & ST R kel il TS daTcll &1 Thecer K )4




el & 3uAer fafsa wisfesr, 3D Animation, Software development @ar Desktop
Publication S8 Rt &1 & & fow Far srar &

Generation of Computer (ﬁv'W-I‘\ET $ tﬁﬁ'ﬂ'i)

e $o avl # FgX # AgcaquT IRAd AT &1 3T IR H afdeer Nfeat A aefiepa
forar = §, S 9 Wi fr B-:

1. First Generation (1940-1956)

2. Second Generation (1956-1963)
3. Third Generation (1964-1971)

4. Fourth Generation (1971-1980)
5. Fifth Generation (1980- Present)

1. First Generation (1940-1956)- #=gex & Ugoll Uil & deFgA IS T 39ANT foham arm|

dFgH TGS FT IISHR Sl THIH FoIfAT o 1904 H Fhar ATl 8 ST & Fged H
geTqe & T 9a #18 3R U T & T 39T fhar 71 I o 3T FhR & HegeX A
3R FIHT 93 ¥, gd AUF fsTell F GIad IA T 3R 55 30 79 Je1 X A1 gAfC
33T I@a & forw Air Conditioning (AC) & SR gsdr 2Tl

59 N & F5 FYA & a9 30 THR ¢ A dogm g@ Ta=arst #1
39T faRAT 91T UT-ENIAC, EDVAC, UNIVAC-1, UNIVAC-2, IBM-701, IBM-650

. Second Generation (1956-1963) - &cgex &1 qall Wl & gifoeey o dorgH g &
T o forml aifeaeexr &1 anfaser William Shockley & 1947 & fFar am  gifoeex
dFgH S A Joll H oI, del, FEd 3R 38 faeaaea Aol & HROT HegeX H
TSt TEel NEY & FFa BIET g IAT| I & 3 & a1 FogeX & &1 7 Hror s

farar gamisd ddr H 3rdgel ol7aeT 3R ge-dad ol9dd &7 STAATST HAT SATaT AT
59 9 & $& FYU & A1 §H YHR &- IBM 1620, IBM 1401, IBM 7094,
CDC 1604, CDC 3600, UNIVAC 1108

. Third Generation (1964-1971) - &gex & I\l @idr # gifeieey &1 s IC (3éaes
gfehe) T STAATS TohdT ST AT| ERIeE Afche T 3MiasedR Jack Kilby & 1959 # frar
a7l IC Waﬁﬁﬁq%ﬁ%ﬁrﬁﬁﬁ@aﬁ@ﬁ%IWWWﬁqaﬁ
FgT ST gl el 9 & Fogex 7 FA F T T o g At & Feget § B
ol Integrated Chip (IC) 3l & FHRUT FYEI FT HST HHI BIeT g I=AT AT FHF HY
Yy AARY HT &77ar o Frhr STrer d¢ S A 37 G F g% ofad oldasr o fk — Cobol,
Pascal 3mf¢ &7 use fhar STaT UT| SETAT SAH SAH WIMHIT FAT AT AT




59 91 & FT YA F A §H YHR §- IBM-360 series, Honeywell-6000
series, PDP (Personal Data Processor), IBM-370/168, TDC-316

. Fourth Generation (1971-1980) - s&tgex &1 @iy Gidr & IC &1 ST ATSHINAE T
SEAATeT foRaT ST ¥ ATSHINIEAT H §ga AR LS| (Large Scale Integration) 3R VLS
(Very Large Scale Integration) dereiieh &1 SEdHTer foham I/ Tl dIET 3167 & ST HFegeX
AR o SreT 3MYfAeh g AT | 37 DY & T g FYX & HIH Fl HT &7AT 3R speed
At & §g 51 3H NI F FYEX g dadl dedeT I fF — C, C++ IRy & I e
s ddr & ekt MS-DOS 31k MS Windows & Operating System fasf@a fw v

59 9l & $& FYU & ATH $H THK g- IBM 4341, DEC 10, STAR 1000, PUP
11.

. Fifth Generation (1980- Present) - gradi 9iér & Al (Artificial Intelligence) a&site
&I SEAATS ThAT ST &1 A AT H HPX & qradl 9 o W g1 360 NG 7 g8
Jgd ofTasr 5 & — C, C++, Java, 3R .Net 37fe &1 3uaer f&ar Srar &1 graay fdr &
HTYET I SEAATS FAELT & &7 H, Aol & & #, 3R Udle 5o A fhar S gl
3o Game & &F H #Y sHHT wA9T FAT Sar §1 854 Computers H TEI® 16T
Speed S ST § 3N SeTeh 1A el ol &THAT 8T AT SATET §1 ¥R €N heged i qred
gl 1 3R off Sarer fAefAa fFar S T &1 arfe I8 3R 8 Saer Advance & &l
59 Nl & & FYSU & AH §H YK ¢- Desktop, Laptop, Notebook, Chrome
Book, Ultra Book.

Computer and Latest IT gadgets

Evolution of computer & its Applications

FoPeT AR 3qF g F RAwm
ST &l INTASHR 37T & o@reer 2000 R Aol Uge gaﬂmléﬂéﬁmmma@

a8 &gl @ e B3| B3 &R & o (calculation) &= & fov @ Basa &
SEAATS [RAT SATAT AT 3TFT ATH Hdhd (ABACUS) ATl 3dFH Th oIhal A el g3t HTG N

f3arsa o1 f9@d a1 dr &9 @1d ¥ dR & IR Tk a&] o0&l gl B [98 garey aRomar &

ared foRaT ST AT Tgel Ik HelheleX I JTASHR solol UREhel EaRT 1642 $. & famar

IGT| SHH X 9 BT AT fOF ST FLAT Usar ATl Afhad Ig dhad s T & FRT FT
Ghdl AT| a¥ 1822 # TTed dao & ¢aRT Ugel 3B 3507 (mechanical computer) =
fawfaa famar |

v 3§ 1876 & 3F 3OO TRH 9T o TANBIT FT INASHR |
v a¥ 1886 # Rfags ST & TR 0T 7T Fr AT R



v 3§ 1931 F T F P g8 o G UGl Shelheled ST

v/ ¥ 1940 F TefASTT F T (colored) SAROT oF F3I

v a¥ 1948 F IBM & g@NT soaciei helheled T fAAT0T fahar arr|
v a§ 1953 F ugen ge-vdE Ricx Rwfaa frar = o

v 3§ 1958 F TR TR SoClAF e HT Jfashr fhar am=m|

v a8 1968 # ygar N dgex (PDP-8) & fasfla R aram|

v 1972 # INTEL & FAERNRAT &1 AT )

v 1977 #F Apple & e e &l AT foha|

vV 3§ 1992 F AHrTe o e ARRT Reed F1 e [

IT gadgets and their applications

T IT Device e 3R FuR HicAIfahr & fow giter foam Sirar & 3msdr dieied ¢ devices
gl § S SABRALTT CFallalion & IMUR W Toddl & 3R FF ol ¢ Fad g7 Tt & FF
Easy 3R Fastgr o g ar @t devices IT gadgets &gerd gl

TdTdd ST ol 3R 3% 3UANET H TACHI, caoe, Bfoea dar 3R 37 Udie 3maiRa
deheileh AT &1 AR &feleh Sliael & 3MSET & THATAY o o91e7er Tefl el r sgof fear & &
IfFId 3R ITER—F gl T W F Sddd Fd ¢ 87 38 dig 8 HEITT gl Hid o
§H A ¥ S & FH Fd & 3T AT AGl ¢ ST 3asd §AR Siaed # oPdR ifd of |
g1 FYX HIHITIRT IEToeT 39 Aledd ganT fhT 3T Ashsh R A Bl

IT gadgets T Hjﬁ

> Smart Watch 360
> PDA (Personal Digital Assistants)
> Drone Camera

» Pen with Camera
> TV

> Mobile

> Laptop

> Tablet

> Desktop

> Google Glass




Basic Application of Computer (#U-!ET C qel Biﬂ'm?l')
ol FIN FAR fAs Sfige dAega sTaEh § FogeX & IR Toelihera
farafafad §-

1. Word Processing — ag Wraf¥er & gart g 319a &faish sl g - o esfter, Reg#
IR YT SeA1fe @l 3R & X Fehol §| Hged Taa: & T Td qAfene it &
AT FUR & B

2. Banking- s # segex &1 39l e FROT @ fHAT SIar § S e & 3rhEe
I STTTRY W g1 Wil YR & g I7 deh FecHe HT e fAhrelar g @rdr uRe garr
fohT T g @ $oh G @ ST WY wRT & AU dF HegeX 1 3uANT A § whuA
#efeT Tordeh garT g 9T fdsherd 3R STAT &t § a8 8T Ueh g ol g & B

3. Internet- $etT HY Aca® P HIH H SIS &I Ueh dfRaeh YUlell § ScTelc & ATLTH
H T TSR AT 3TET A AR ITecd HT Fhel ¢l AT IH $eTeie & fav 55 o
3R ghaurs-e 9§ o &

4. Hospitals- 3/&adrel # #ogel & AIA ¥ & 30 AN & Reprsd &1 Sl o Fohod ©
o - AU & A, AR eAne HR Th [Forh A W Hg A A B G ST
gTcd Y Tohd &1

5. Education- 35T & g#T & #3 A&+ geu=r & Smart Class Room 81a & 5aa 3idea
HegeY T Hee & fodll Thel & AfKIeT 3R Learning Process &l dgc 1T STl § S8
37arar e e ured aXe & T v Classroom 8T deir & Popular 8 (T & 0%
el Fhol A &% gl work S RO &8 IR & Walee g 3dEade ae 3R
HieTorgel TIET Fae & TT 8 Seged &1 JANeT fohar S B

6. Railway and Airlines Reservation- #regey 1 wgrrdr @ fe off ¥ @ 307 w=
& ¥ 3R A & The fAU ST Aehd § U1 38H el H Foraar o =gl gl

Basics of Hardware and Software

Hardware
HgeX & Physical Component & Hardware &gl STl § a1 i el & 9 9iC fSeg &
I Y Hehd §1 T8 FT GISAW UIC Fgold ol HY H &S 3Hol@r-37eT YR & Hardware




Component g1d & 3 Tl Fulelc &l HAIAIS & TTY Foiae AT AT & 18 Microprocessor,
Hard Disk, Floppy Disk, Optical Disk, Monitor, Keyboard, Printer etc.

FOI F FISAWT U1 FY IR AEN # dieT 147 § S Al 1pos & =€ F qarar arar
gl

IPOS CHART

([ INPUT ) 6ROCES§/ OUTPUT \ { STORAGE)

KEYBOARD || MICROPROSERR Monitors FLOPPY DISK

Printers
SCANNER Speakers OPTICAL DISK
uGHT peN | | VIATHERBOARD || Headphones | |(cp, pvb, BRD)

OCR Projectors PEN DRIVE
BCR k / 3D Printers ZIP DRIVE
MICR Plotters TAPE DRIVE
OMR MEMORY

MICROPHONE \ CARD

TOUCHSCREEN
JOYSTICK
WEBCAM

N/

Input Device ($19¢ ECIED))

giqe f3arsd U UHT Soecifae fBasd ¢ f9ed qart gA Ser a1 Adat (Instructions)
HEF A Input F 81 ga9¢ 8a8d AR &@rT fev arv e (Instructions) &1 swecgex
Wt@?ﬂﬁr%l HTIEX H 3YANT gl dTel &S NG & So9c [3asy & 3UANT g gl foitenr
YT §H S IelET-37elT e H FAYC & & U ol § YN H YANT g aTell HET S
fSars® Keyboard & for@err yaier Adel & esg e & & fow frar sirar B

v Keyboard- #r-a% ts Basic gyc f3asa & oHA Ior keys & #Aeg @ weged &t
®HATS &l ¢l 39 f8arsa # letters, numbers, characters, 3R functions ST key #Hlsg
gich & Tolee Press &t IoR FYT H FHAS &l &l I§ HIH TAGT GAWT & STl dTelr




seTqc f3arsw § vs ¥sS A1-aS # 101 & 105 gl § AR Hra F suw wftw
I grelr €l

~w
3
P
R
Capt
Lock
O Shi

2

/Mouse—quﬁﬁﬁwﬁa@%ﬁwmaﬁﬁmq«m ShH & dgd
HTYE HT FeIYC &l o AT T ST § A3 & el deof gl § e USE AT Thiel [Siatehr
T gAYe &t & forw fhar Sirar § g 3argd Wire 3R Wireless deelleh &1 #ieg &
FY ¥ FoAac g Fhd ol

Mouse i &R gd %—
1. Optical Mouse

2. Wireless Mouse
3. Trackball Mouse

Optical Mouse- siiftesrar A58 T disfiar Rarsq glar § st ¥ & move & & fau
3 (ball) & ¥ @ LED light a1 $¥R & 39917 AT g1 SAGIR Aifteawa AT &7 light
oTel gldl g Fdifeh 38H o LED 3TdaATel gl § dg I&dr &idr & o1 photo detectors el
g1l & Ut 31T sensitive (FagaAele) g1a gl

Wireless Mouse- 3@ A3 il #ogeX & Foac & & fav USB cable H Fd 1gf
usdll UE ASH IR dehaiteh radio, Bluetooth 3R Wi-Fi &l Age & #gel @ delac gidr
gl

Trackball Mouse- sg aEa & cursor aIm pointer & move &R & AT ball
mechanism &I 397197 AT ST &1 ball mechanism faesher e (ball) %r ove glar & e
Fee ¥ Thid UX Uiged &I move fRIT STar g1 39 a1 &t finger, thump 3R palm (g2<)
$r Ace T frdr o sTReReT 7 rotate Ir move HIAT ST FehaT gl

v’ Joystick- safees w seTqe fSarsw & forae waeT gaming # faam S B

v’ Scanner: Scanner & ST physical documents, images 3nfg # Digital Format #
deolel o forw fhar Sirar €1 98 Documents @ Scan & 38 Digitally Computer @i
Send & &dT gl




v" OMR- OMR (Optical Mark Reader) w& geiqe f3arsd ¢ St T OMR &eflleT & #ATegs |
TheT Fr ST &1 37 device &1 AT AT T T gdiemsid, I T 31T YHR F ST v
ST & o forw fohar SIraT g

[SIDE 1] FYLLES UT FoRET [ Wb iban Dwnes. sones ol imes. |
el )
T b G o mORTET, @Eru.., |voen
P o SLUK: & Em  |am e

Vs - o] » »

v" MICR- MICR & @ A Magnetic Ink Character Recognition
(e o Fieel RHIaeT) giar g1 Ig Tk YR &I dehelleh ¢
fSgeT sEaATa FETe gEddsl (documents) & S & fow
frar ST &1 sTT sTdATT dar 3R HeresAl (organizations) &
Jeh HI AR Apresy & T Far Smar g1

v’ Light Pen- =g t& saqe Raga ¢ oae seaame oa Shid $
W A1fher o8, Taee HATST 30fe e & v fhar Sirar g1 ose
ﬁ?fﬁaﬂtrag?rmﬁﬁg‘fs’uwwa &1 SHAT U ST 3HR 38
SEAATS AT T T FATH &

v/ BCR (Barcode Reader) - = s gaqe Rasw & Swe
39T RIS FT oSl H BT P15 A Yoo & o0 HAT ST
gl SRS Pl W H TH T @M @ &, owH sga @l
SATRRT AT gIdT & S 3c91E T A1H, 3c9ie T HAd, 3c9lg
$r AT, ST FR, FYAT T ATH, 3|

v’ Microphone- Aighwe ws goige Rassd & sod 3uaer eafer
I A fdegd Ral F Feel I FYR A tafd gA9c A & fav
forar ST &1 ¥E wafe e & faegd Hahd A uRafdd #d wafe @l Foar #ar g, S
f3fSesr ar warareT & dohdr gl




Output Device (3T3CYC f3ars®)

Output device ag f3arsd g1aT § St computer ¥ STeT & UTed ek 3 31eT &I Text, difsar
3R 3ifEA & form (§9) & seor <ar g1 3M3cYe 3asy sqe fSarsd 1 3ecr gian &1 giye
f3arsd & ZaRT Hegex #I data AT ST ¢ Sefeh 3M3eqe Bagd Hegex & STel Sl Jred

gl

3m3cye fBasw % yoR A § o F R R av -

e =

Monitor Printer Speaker Projector

v Monitor- sifaex ShegeX d Ush 9HE 3M3eqe f3arsd & & visual display unit (VDU)

3 g1 ST §1 Tg T TV & kg & gl 8| Alfeiex & $ For & &g QT a0 5eqe
T G HA Bl &

Types of Computer Monitors

CRT s&e qur &t Cathode Ray Tube giar g1 CRT Monitor At W O &t G@= &
forw Electronic beam & STAATAT d g1 39 Solacifele a7 & eI Tdh YhR & gun
(sigeh) BIcT §1 ST Folerciioler fRIUTl al 31197 of9Tel H Heg &l gl Toideh HRUT Soleciioleh
fopror AifAeT Fr Tdg W IR IR cHUAT &1 Solaciialsh hIUl o Tdg UL calel T dolg &
AfeIeY H 3TT-371T ThR & &1 UeT gl § 3R S W & SRUT Alfie H A a1 difsar
display gt &1 AfeT ¥F T Wl aFeia § e SEaA [ dgel AR Sl
H fRar e g

LCD- s&er qur @ Liquid Crystal Display & 3R I8 gfear & @@ 31fe seaare fmar
ST aTelT Aol B T§ HH S ol §, HH TaoTell el g, HA JH YT e g, IR [
&S Al $T Jolell 7 ol 3R goh g

Led - suar g &7 Light-emitting diode ¥ 78 w& wole BRT FegeX Alfaex &, 5@
wéé’r%?@raﬁargrmhagagamsﬂtmgﬁa:mumawﬁaﬁaga
goohl BIdT &1 TE 319T UhIeT Aid & & H TASST & Teh JAeT T IYAT T gl

v’ Printer - Rz $HFEY HT o HAgeaqol 3M3cye 3arsd § | I8 §AR 3Toiee wisa o9

e 3R SAS FI FSHAT & T H lafdd i T HH =dr g1 39 Printout &t g8
HIAT & T H AT ST §, S HY & 33y Basd & &9 F H A ¢ |

Types of Printer
R 729 ¥ ¥ @ &R F @ ¥-



1. Impact printer
2. Non-Impact printer

l Printer

Impact Printer Non-Impact printer

[ : 1 [ . 1
Dot ‘I\/Iatrlx Da|sY e Inkjet Printer Laser Printer
Printer Printer

1. Impact Printer- 2& Printer T 93197 Printing Document & @ry-aty Graphics &
fow oY fosar Srar &1 Impact Printer &T Printer § SigT Pie-gs, Rea-aieter 3R 9w &
drr e Physical gusd TUa far a=@am g1ar g1 3HH 56 Rad & 96T & $Ee W/
Effective (Jerdl) outs gl §1

gFlee N 5 TFR F a1d §
> Dot Matrix Printer
» Daisy Wheel Printer
> Line Printer
> Chain Printer
> Drum Printer etc.

v' Dot Matrix Printer- sic Afteg fier e slae WX § I e TAT & Fad T HeW
(character) & & e #Xar g1 39 e H v head gar & o faat 3R 38R & B F=
& TT g @ 90 3R &0 & S YA gl Ig Ueh VAT fieX § S Sehole e & HAET giem
& S @ @ i e & faT Ty (ink) & goRr §¢ @sehar g1 eiehd sic Afted
fiex o1 EAATer Sg FA AT STaT § FAfF T€ 3T uramr (high quality) @ dsit @
e 8T X FohdTl AT FHT F 39 et &7 39397 Johol Bolladl Fuar 3R 3Ty ¢ &R
# fhar S &

v’ Daisy Wheel Printer- 57 fiext & Rifecar & v wer canfées & ufgw (Wheel) &1 s2mer
foraT ST 81 38 9T & Il TereR % (Daisy Flower) & @A g1 §, safaw s@
X & Daisy Wheel Printer gl Sirar g1

2. Non-Impact printer- & s¥ieec Ted Printing # Electrostatic 3R Inkjet
Technology &I 93T aXd &l 3TACR W Non-impact printer Impact printer &r 31dgw

def 8l &l




AT e & YR & g §
> Inkjet Printer
» Thermal Printer
> Laser Printer
> Electromagnetic Printer
> Electrostatic Printer

v Inkjet Printer- s&oic Ricx ts Ata-sdae Ricx & o as #mret 1 Ric & & faw &
(ink) & I et @ T (spray) fhaT ST &1 S8 SEAAT LT T @ Wi 3R H1HE
H fRar Jrar g1 389 Bex &1 sEddATT ST et o B e & forw Far Jar § o -
HE Thel NolFe, HRHA 3|

v’ Thermal Printer- «#fer Rex v dar Riex & forgenr anfaser Jack Kilby & aary fawar
T AT| I8 TR FeTe W At & B Fa & v 337 @ (hot pins) & s&d#Ter aXdn
g1 3T e &1 Jofell 7 Tg I & g & HR dst a1 § A B wa g F§ o
I B W & T gf7d IR &1 39AET & g1 30 Bex & 393er 987 Sufaar # G
ST & FAfh I8 e 3 At & fBie e & @ete giar g

v Leser Printer- Laser printer & sAt-sdac Riex & foras e $1 T (paper ink)
& TIH W AR a1 A7 light (werrer) &1 393091 fRar Srar &1 ook e g8 sFarfardr & Rt
3R text & Bc &Tar § 3R I colorful () Rifcer wwar g1 safow snssa gt seaaTa
e SI1er fohar Srar &1 I8 Piex A a1fa ¥ Rifesr war § safov s seaaa Saea
3T TUET & AT ST & STET W AET &9 & Wfda, Thidar, wierndr AR e SE st
H fRar rar g

v’ Plotter- @ ws Output Device & @& 3 ©d Graph @ Print fFam oar &1 38
GaRT X 91T 3¢ &1 Print fRam Sirerm &

Ig Q TR & 8 &
> Drum pen plotter

> Flatbed plotter
v Projector - Projector Ts o & output Baesd § st NfZAY a1 /T #I 93 S T
AR # display & # #FAgg AT gl

v' Speaker - Speaker v& 3m3eqe fSarsw § S Sound (tafR) F ST T B

v Headphone - Headphone t= 3m3eqe f3arsy ¢ g gedATel JmarsT A1 st
g & faw famar S




Computer Memory & storage

Computer Memory &t &l Ush FHgcaqul FEdr & @ data & ¥R &3 @1 Sl §,
foetr AR & FgeX FH AL AT &1 9F JHR TS 3T IR A H TR A v &
HYeT fEGHATIT ol SEIATS Ll gl 38T Jeh segeX data (sen) AR information (=) i ¥R
el & flT memory &1 SEIATS &l § 3N SHegeX S AART A ol oie fear # fasnfad
(divide) fram Siram & foieg 85 cell Fga § 3R 3 Cell # ger A=Y (0,1) & &7 & &R
glcT &

Types of Memory (AFl & T$R)
Memory F&T ¥ & & TFR Fr gt g-

1. Primary memory (H&I A7)

2. Secondary memory (HgI& AAN)

1. Primary memory

Primary memory &#ex &I Main memory gidr g1 Sl IHAN 9 38 YR & STer 3rar
WATH &l TR FAT 8, 1o ddAT AT H Processing Unit (CPU) gart 9rad foar S T&r
glar &1 ¥ AANT Volatile 31X Non-Volatile g\t cg $r gidr §1 Al AARY & Higg smer
#1 CPU agd dell & Read ¥ar ¢, #ifh Ig Main Circuit Board # CPU & sgd %9 feud
gidr g1 grsaEr AART & Internal Memory 3R Primary Storage 8t &gr Sirar g1 3 #ART
TAAR 9X Semiconductor Materials (@mafl) & =18 18 gdr g, 3R Secondary Storage
& FHEe 3fUE A gl §1 TEAY AANT & 9 Fegexr Work 78 X #ad £

Primary memory #&I & @ die &R #r gt 2-
1. RAM (Random Access Memory)

2. ROM (Read Only Memory)

3. Cache Memory

1. RAM- RAM & 91 1" Random Access Memory gidr
gl RAM # 3¢ &geX & ON W a% € &R BT &,
hegeX & OFF gl WX g8A Al s 30 39 f3efie &
ST g1 safaw 38 Volatile memory ot Fgr Srar g1
hegeX RAM & #is[g Se 1 dof aIfd & &Y THad il
¢ o ash RO Shegex dslt & Hrf & @ R 9Ier g

RAM & & &K 81 8



1. SRAM (Static Random Access Memory)
2. DRAM (Dynamic Random Access Memory)

2. Rom-ROM @ g1 &1 Read Only Memory gidr &1 I8 &
non volatile #ARY § 9TFT Aded I8 § & I§ g & fow
ST & TN ek W@ ¢l ARG fosrel el Sl § 3R Fege &g
gl ST § ar 8 ROM & Higg Ser fBefic 71y gl 36 AAl &
3cT & permanently (Hem & foT) TR fRar ST Tt § aifea
RAM & g UHET gl $ Thd|

ROMF AT IR A&

1. PROM (Programmable Read Only Memory)
2. EPROM (Erasable Programmable Read Only Memory)
3. EEPROM (Electronic Erasable Programmable Read Only Memory)

3. Cache Memory- Cache Memory T dsf afd & &I el dlell AART g Toldehl SEdHTeT
g i Tl da1 WORAF H Jo & fow fFar Srar g1 & AA 7 39 Ser a1 wsat
@I TR fhar Srar § St seaAta CPU [AafAd €9 @ aXar §1 o 8t @iy & 15 ST
RT g & o W, To g 37 3T I HA AA 7 G &

U HAR & R -
SHF ol YHR 81T 8-

1. L1 Cache- 3§ s @ AART gidr & 5@ 3ma 2KB & 64 KB ds giar &l

2. L2 Cache- L2 cache @& @saT L1 cache & 13T §ar 81T & 3iR s@dhr #@s L1 cache
T A & gl &1 391 3SR 256 kb & 512 kb & &= gIaT B

3. L3 Cache- @i arsst & L1 cache 31X L2 cache & 1S o137 gt & 3R sgdr &iis L1
cache 3X L2 cache #&ART & AEr & 8idr &l 39& 3R 1 MB & 8 MB d& gidr

gl

e AANY &Y faQrvare
v’ Cache Memory wiz#fr AA8 & o 310 Fast (391) X &
v =53 2T g8 & AT TR A8 &l
\/u'g:qu HH AT # data T TR HT ohdT gl
v st Fa S5 e @ B




2. Secondary Memory

Thsdl AARY off Fegey &1 vk AAY § T/ CPU & garr A9 (direct) verdd =81 fmam s
FohdT| FFsd AANT Fgel &1 REAr 77 gl § 30 HegeX H 36T § ST S g1 Tg U
YR @I non-volatile #ART § AT SHH ST A & AT TR @l § Ie o 3PR Fogex
gc o g ST o s 3T f3elic <18 gidTl 38T SEAATT permanent 38T &I TR il &
forT forar Sem & oifeh efasy & o 38 Ser & 3UhNT A Feh| WA AANT AT Jolm H
Tohsdl AART T TR &F7aT 3if8e gidr § ta Data & Access & foh a1fa Primary
Memory & €& gidr gl

Secondary Memory & 9&R-

v" Hard disk

v’ Pendrive

v DVD

v CD

v/ Magnetic tape

v’ Digital Versatile Disc
v’ Digital Versatile Disc (DVD)
v' Blu-ray Disc (BRD)
v Compact Disc (CD)
v" Floppy Disk

v’ SSD

Hard Disk- g8 3%# &1 faera Computer & DATA &I Store et & forw forar aram i
3TToTehel 3T 9T Computer & 3191 SghL Hhs &A1 7 g W &1 o Digital
Video Recorder, Digital, Camera 37fg| Irshg f3& # DATA &I Store
A I &TACT Fg 370 g1l &1 Hard Disk T & g8 T &9l g5 5 AR ¢
qah1y f3T T U Fepg giar &1 Hard Disk &I Hard Disk Drive (HDD) sfr
gl ST § m?%wagﬁmmﬁéaaﬁw‘uaﬂaqndﬁ & Faifer g
TR &TACT 31T BIdl g1 g 256 GB & @ 1 TB o 3¢T &l TR & Fhdl ¢

Pendrive- 9 359 U+ ©ier B3fca Basy §, g 3T TR FG el
Yehsll TR f3arsd §1 U1 3159 AT §9 @ 3¢ AW el o foIw 3uier
fhar Srar §, 9 3189 §9fd, Thed, ®lar 3R g&drdelr & TR et H
GG T g Ut 318a dr Usb Flash Drive 3iX USB Drive #t #gd &, I8
MR # BT 3K goar B1ar &, safav 38 Fgr &Y o ST ST haT Bl




Floppy Disk- waiidT 8%k Ueh garer Disk gicll 1 foreeh gl aRe Adalfeer dard
Ier BT g1 3G gaer CD f aRe frar siar &1 s@% T us Drive &V
asgHhdr giar g, o Floppy Drive &gr sirar &1 Floppy Disk # srer Track
and sector & Store g gl

DVD- DVD &1 91 #1# Digital Video Disk ar Digital Versatile Disk grdr 1

DVD u# optical disk deeiieh & freehr Siler sgar a1 &A1 & data #store / N\
X & v R ST &1 DVD & storage capacity (af#am) 47GB ¥ daw |\ ) .
17.08 GB &% @I &1 S &1 weight (at) 16 g (w1#) aF @iem &1 s@dT . DVD

SITETAR TA[T movies & TR & fov far Jrar g1

Memory Unit

Unit Sort Name Capacity
Bit Bit (Machine Language) 0.1 (Binary language)
Nibble Nibble 4 bits
Byte Byte 8 bits
Kilo Byte KB 1024 Bytes=1 KB
Mega Byte MB 1024 KB=1MB
Giga Byte GB 1024 MB=1 GB
Tera Byte B 1024 GB=1TB
Peta Byte PB 1024 TB=1PB
Exa Byte EB 1024 PB=1 EB
Zetta Byte ZB 1024 EB=1Z7B
Yotta Byte YB 1024 ZB=1YB
Bronto Byte BB 1024 YB=1 BB
Geop Byte GB 1024 BB= 1GB




Software

Software fadeil 3K Wame &7 T g BIaT & AT WHEAW & FYX 1S o 78
helT| HFEIAL FHTPeX 1 A (instructions) &aT §, 98 FTYX &I daTdl ¢ & @ieT & A
H IR H FEAT §| WFCII T aefiod & T Sgc T NnfHlar s 1 seaaArer fhar S
g o8 - omar, C language, .Net, STarfEspee, UsEs 3R 9Bd 3R

Types of Software in Hindi - ATFEAAT & YFR

1. System Software
2. Application Software

Application Software (Tcellherd ATFEdAI)

TClhelel HIFedA] Teh WA 91 § o IoR & Oy &t & @ &t & fow fasfaa fear
ST 81 & 319l AlSe Bl 3R Fogel & fods app 3@d & a8 @l Toellaherel AlFeda
% 3¢8RUT ¢l Application Software &I §H 3Ua FYeX AT AGSA Bl H 3T install T
ha § 3T uninstall 8 =T &a §I

Type of Application Software

Horizontal Shareware of Open Source Nagware
Software Trial Software Software
Vertical Freeware Commercial
Software Software Software

Horizontal Software- & 3 @weaaR glad §, TSieter 39aier @t Computer User aXd g1

Example- MS. Office, Photoshop, Tally etc.
Vertical Software- ¥ 3 Software g §, e frdl AW Fered & fow gam@m Srar |

Example- Finacle, MIBS etc.



Shareware- s Software & g8 AT et & T @l gsar §, ofheT @lea & ggor
o feat & foT g/ goar Trial version ¢ fear Sdar &1 Example- CorelDraw etc.
Freeware- ¥ Software Free g &1 Example- VLC, Nero etc.

Open Source Software- ¥ Software 319 @y 3197 Source Code ot g 2 §, ood
§H 37Tl ITSIhT & AR 3HH Feelld X Fehd &1 Example- Linux, Libreoffice, Google

Chrome etc.
Commercial Software- 37 Software &I a1 ar WIGAT ISdT &, AT T SHH ofeAT IS gl

Example- Ms. Office, Adobe Photoshop etc.
Nagware- & Software Shareware & 3fd9id 3Tad g, 3 Software &r si@ Trial Time

HATCT 87 drell 8T &, a9 ¥ Notice ¢ & & 3@ 3m9 39 Software @I Purchase &X
fafswl Example- WinRAR etc.

Example of Application Software
Word Processing Software MS-Word
Presentation Software MS PowerPoint
Spreadsheet Software MS Excel
Database Software MS Access
Desktop Publishing Software Adobe Photoshop
Internet Browsing Software Google Chrome
Graphics Software CorelDRAW
Multimedia Software VLC
Language Software Turbo C, Code Block, JDK
Accounting Software Tally, Busy

System Software (R¥es drFedar)

System Software T& UET AFAAT gIaT & S FYeX & control (FAfE) 3R Aaer awear
g TaTcH ATediR Hoge &l TaH FHE HFedIqR giaT §| $hI Heg d Hege start (are)
BIaT &1 8 9 $oged start o @1 g1 Fhclll $H WFCAW H FY $ Frsad iR
TCelleh?lel WA &l Tellel & TIT faspf@d (develop) foram amam g1 f@Fed AFeaiR Foge
& background # Irerdr § 3R g & Hegex & @l wrf A AdST #ar g




System Software & 3gRUT § - IR BT, FHAW, TEARRE ATHed, 3T wiafear
a3 Fegex st gidee 3nfe|

Type of System Software

Operating Interpreter Debugger Linker Deyice
System Driver
Assembler Compiler Loader Utility
Software

Operating System- Operating System w& System Software & St User 3k Hardware
& T Halg TATTUT el T HIH HLT g AR Application Software & t& Platform Provide
T & @T HA Hardware &t 8t Control &R &7 &1 T gl

Interpreter- Interpreter t& System Software gl Ig Ts translator giar &, it High
Level Language & Sramer & Machin Level Language # dcorar g1 I8 Code &I Line by Line
Machin Level Language # dcelal & Ud 38! 1o aeh 3Heh IROUMHA &I i Display & &
Ig Compiler & /AT gar &1 I8 AANY § 7 SEIE & BT &1 5TH F1S A repeat A Hr
HTTSgehcll FET gl &

Compiler- Compiler w& System Software | Ig Us translator g1ar &, St High Level
Language & 9ame & Machine Level Language & scolar g1 3R 8@% s1¢ Machine Level
Language & I &I Processing & forr &ST Sar g1 Processing & §1g S 9RO 31T §
38 Yo Language # dgelm Sar &l Compiler ¥ Program &I T& & Machine Code #
Seedm gl

Assembler- Assembler us System Software ¥l Ig T translator g/ &1 S assembly
Language & Program @I Machine Language & scofar &, 3R Machine Language @1
Assembly language # scodr gl



Utility Software (Zfefadt afreaar)

eferdl HiFedaqR Ueh THT WITeaq & Toiaehl SEIATS e &1 analyze , configure, #lfeiex
AR HAAaT & & faT fhar sirar §17 Utility software #egex & sm#hrst (functioning) &t
Heeol Fleh IGAT & Fiefoldl AIFedd g YR & HAT I FT & oI - S H I—RH &l
gdT RTeT, 3T T Sh37T T, T BiSal A Belle e 3R B5r 1 Jaer Fear e

RS Fired F Fo AHHT 3G §:- TEARRH, Bisd HAododic feen, 8w HAdsiic
ool 3R f3%h Fellel3m ol 3Mfe|

Open Source and Proprietary Software

Open Source Software- 3= @ AfFed=R T AT Software §, it Source Code &
ary faalka fFar arar 1 31k User 3@ Source Code & WItd &k 30H 3l Sd &
3TAR Feature Siig Eehd 8 3R 38 34 ga@e & Modified #¢ @sd 81 Example- Mozilla
Firefox, Linux, Ubuntu, Word press etc.

Proprietary Software- Proprietary software ag direaR gidr § forge seadAe gx
free & FAE FX Thd. SR STAATA I & [T §H 3T TFedIX A 394 owner (ATfar) &
TIeAT Usar g1 Proprietary software WX 8% owner @ copyright g1ar & 374Td &7 39
Tredd & code F AT dr s&od Tohd &, T & distribute (daRa) 3R copy & Ted §.
3TETA QUsGT &g dl Ig Ueh VAT THCAW ¢ o hadl dgl TiFd AISHIS P Thdl & oTdel 39
eI T §eI1T 89| 37 TdedX o Closed Source Software, Non-free Software, 3iix
Commercial Software & =TH & 8 ST ST &1 Example- Adobe Photoshop, CorelDraw,
Microsoft Office, Tally etc

Mobile Apps

Mobile App (Mobile Application) T& Software giar g, & Mobile Device- Smartphone,
Tablet PC, iPhone, iPad 3nf¢ & faw Developed &t ara &1

Types of Mobile Application (Rarse TeelldhersT & Y&HIT-)

» Native Apps
» Web-Based Apps
» Hybrid Apps



Native Application- s Apps & &aar fFEr T Operating System 3r2@r Device &
foT ST Srar &1 S9- iPhone & fAT §=T 1T App e iPhone & & Run g d&d gl
Se¢ 3= Smartphone & A& TATAT ST TehdT gl 37ATH- T 317 Devices & fow Compatible
(37TeT) 18T Bl B

Web-Based Application- s= Apps & HTML, CSS a1 JavaScript Technology &
STAATT 8 oIl ST gl Sefohl 3R g gehl gl g, ¥R 3= Performance Native

Apps @f@m H & g1aT &1 Se¢ 3T Web Browser &I #gIdr ¥ & Access & 9T &1

Hybrid Application- ¥ Apps t& & sareT Mobile Platforms/Device & T Rsfad
frr Sa &1 ¥ Apps Web 3menmRa Technology &7 sTd&Te #a §aT S0 ¢ 3R T &
Code & Multi Device & faw Compatible (3tefsen) 81et & v fdf@da fomar smem 81 arfar &
App iPhone # 81 =rel Hehell & 3N g@X Device # 8 =ol HehaT gl

Example of Mobile Applications-

» Whatsapp
» Facebook
» Gmail

» Snap chat
» Instagram
» Twitter

» YouTube
» Chrome

Here's a summary of Chapter 1 of the CCC (Course on Computer
Concepts):

v FFYT HY TRIATIT :Uh Solaciioleh 3TN Sl SAYC FHR HT 8, 3¢ WAH Hel g,
3T TR FT §, AN 33eqe RIR & B
/myﬂgﬁgm:w S9ST & TeATAfehel $ofed @ AT 3MYfAsh HEcgex deh|

v HEGH & TR

v et HFY
vV Rfed Frge
v ez FFY
vV #Fel & o g




v geqe Rargw) Fa1E, A3H, 3

v’ deor g gfere) CPU)

v/ 359) RAM, ROM, 371

V' 3m3eqe Rargw) Alfiex, Riex, anf(

vV sEgex i dfeat:

v &

v g wffe

v AEHIRER
Ig TEATY HFY FATE, 3oloh {AgTH, TehR 3R FHeT Teehi & TR & Hel3{d JHS Tele
YT ¢l HIT Comment H FATT & T 3maeh ar 1S AfRASe 9o § ar 3maent 3R
TISETOT T TG hT g!

\

Free Online Computer Classes
@ Upciss Prime

Website
% WWW.upcissprime.com

/

Chapter 2- Introduction to Operating System

Objective — 36427

39 doT A g7 T F AN Rvew, ARfEr Reed § gavR, qF A® qigew i
fAFeH, TER sadhy, TFaR, HEEHw, e Aq, AT voeldee, stféer Rven afd,
AR el &Y dgarat, et zar i geen, vea 3 sriged dAasde & ar 7|

Operating System- Operating System Computer W Te arem Td FHgeaqul
HiFeaR ¢ AR I§ FYX A 15 g arem ggell WA giar &1 st Computer F Software
% ®T # Store I&dr gl Operating System Computer & & &#@ J@- Memory, Input,




Output @ar Computer @ 53 @31 Hardware Components &I faaf¥d #ar g1 Operating
System u& System Software g g1 3R 3TRfEeT f@ees & 97 Fgel dor ¢ |

Popular Operating System- Windows, Android, Macintosh, UNIX, Linux.

sdeo

Basic Functions of Operating System (3iffeer fReqw & Ao F1)

» Processing Management
» Memory Management
» Input Output Device Management 0S
» File Management St

perating
» Protection and Security ST security
» Error Detecting Aids

Memory
Management

File
Management

> Processing Management- Operating System Computer & =a & @sf
Programs a1 Processes & fufd X soR I@dr § 3R 36T 3asThdr & TR AT
3YISH T T A AT g1 Operating System 379=tr Policy (=) & 3R g o a7
Xl & fr &l a1 @rue ffd Process &t fhdet @FT & fav 39cisyr AT A 3R &
et 39 Process ¥ arqd o forar S, drfes @t Process 319«T Preference (adddn) &
3ER 3fad geR & Fuifad gld @l Operating System & & @RI & Processing
Management &gl ST |

> Memory Management- Operating system Primary memory &I Manage &Xdar
gl I8 Main memory & Ycd% Location & Record T@dr g§ & &l @ Location @relr
¥, ar fFEs st Memory & 3masTendr &




> Input Output Device Management-t& Operating system 3ms @Fafetd
Drivers & #1egH ¥ Device TOR &7 Yaodd T gl Ig dF dl g [ g gfshar &t
Input/output Device & 3R fohdal TAT & T 9ot & a1 B

> File Management-t= File System @ Fuel I1 3T Navigation, 3R 3u2T &
forT Directory & cgaf®ya far Srar &1 v Operating System 8 §Td X o I@dT &
& STeTsIr &gl Store gl

» Protection and Security- 3if@fér fees user & 2 & g0 @Xe WA @ ¥
oR & 3¢ @l JWaTd Wl & fow i e firewall &7 EdATT T §1 HrEaldl
T security device (g&T 3uevn) § ST Aee & IR & ST W FIRET @ S Feohell
gl Yo & 3T A1 R 8 SFreT & Jeled Fia & v IR f@een Password &
3YART T & O Agg @ 15 87 FoR AT qraas & ST &l wardd A8 U GehdT|

> Error Detecting Aids- 3 Res IRt @ qdr oommer 3R degex RBees &
TS A g9 F AT AR ST a1 § 3R 3uBeThar Sl adrar gl

Types of Operating System
> Single User Operating System (CUI

Based) - @& operating system 5@ te gHT
. ) ag p g y . output D. -'——--.\\ -
H ohdol Us user gl HH N Tohdl & 39 single pr— I

User Interface

impt

user operating system gl STaT gl S@eT - Ty v

channel

SEIHATS HHAET §7 & &I A W@ Computer & I
& 7 fRar arar €1 Example - DOS, Windows-
3x, Windows 95, 97, 98. Figer- Single User
> Multiuser Operating System (GUI Based) - = (T e

Multiuser Operating System, & & Computer 9T &% Users 1 B
Y Teh HTY SR el I Fiaem o &1 Fedsh User @1 Computer
& 51T Us Terminal & fe=m SiTar &1 30 OS &1 SEAHAT SITETR

g3 3, 3R X @At & fRar Sar §1 Example- Unix,

u.—n'_u 1 l'c-;\'. 1
fan I
L S— | o

Figer- Multiuser User

> Single Tasking Operating System- st Operating System t® R # w& Single
Task gr Execute & ThdT g (Voh THT H Teh g1 did AL arA1), 38 Single Task Operating
System &gr SiTar g1 Example- MS.Dos.



» Multi Tasking Operating System- st Operating System wF aR & & Task
Execute & &&ar g, 38 Multitasking Operating System &gl Sar g1 3ioldhel &
Operating System Multitasking Operating System g1 Example- Windows, Unix, Linux
Etc.

» Real Time Operating System- Real Time Operating System & 39T aredfa®
Application & faT far Siar 8, 8T 3UENT 307 3e9ANET & faw glar § el Data
Processing &1 ¥ fAfSaa 3k oIt AT # gidr gl

Operating Systems for Desktop and Laptop

3eoel Desktop 3R Laptop & waler fu S« arelr Operating System Windows
Operating System, Apple, Mac OS g

Desktop 3R Laptop & @&d Sarer gaweT fohar el arem Operating System Microsoft
Company garT s« a1 Windows Operating System g1

&Y Number 9 y21e7 féhar STt arelr Operating System Apple Company garT Develop
frar arar Mac OS 8, forassr arer Apple Company garT dsf@da few are Desktop aar
Laptop & forar ST g1

Linux &7 T olieefiT Operating System §, TS&@er 39419T Laptop d2r Desktop & forar
ST &1 Linux Operating System & faffier Version 3ucistr §, 37 &t s o €1

» Microsoft Windows- =z gfear @1 @a@ Popular Operating System §, St faffes
geR & Versions & 39os¥ g, o1& f& Windows 10, Windows 11, Windows Server
3nfe|

» Apple macOS- =g Apple Inc. garr Develope famm g3 TR foeen §, S
MacBook, iMac 3X 31=a Apple Devices & 39391 fhar ST gl

» Linux- Linux ts Open Source 3itfET fRwew &, s fF faesher Free &1 St fafdesr
Distributions & 39ars¥r §, o5& f& Ubuntu, Fedora, Debian 3mf&l Linux &7 Linus
Torvalds & &aT 1991 & create forar a1, foraad, UNIX Operating System T T a5
&' Popular OS §. & & Open Source Operating System gl

Operating Systems for Mobile Phones and Tablet

Mobile Phones and Tablet ©e tar OS giar § 9@ ®esa farsal S — Smart Phone
(TATCHIsT), Tablets (Eseied), ar 3= Handheld Devices & forw s=mm aram g1 S Linux
ar Windows Operating System 3mde Desktop T Laptop Computer @ Control



X g, 34T & TH Mobile arTablet Operating System Mobile Phone @ Tablet @r
faf3a #ar &1 & Mobile Operating Mobile WX Tesl arer T8t Applications I Tarar
d 3=¢ Control &ar g, 8- User garm T S« arer Input, Output, Email, Text
messaging etc.

» Android OS — =z ts 30ua 9 Ughes e fAwed & 9 Google g@rr s
AT . ST Ugell IR T 2008 H JrT fFAT =T AT, Ig 3T b FEH AhioT iR e
37 f3arsar & 39AeT g9 arer Mobile OS 1

» 10S — =& 3T Beed & F#A0T iPhone fiar Apple Inc. garT 38% 319e) farsar
(3gWIaT) iphone, (3M843) ipad, (f=f) PC 3nfe & forw fohar amar €. 5@ seX 13188 & i
AT &

» Windows OS — @& a7 Fi 78T efar & 98 & PC AfeT fReew & o Aesa
fsarga & fow off S =7 §. 39 ASHNITE GaRT ST T §. AlGge [Sargal # g8
AR T IR FS T 6 ¢l

» BlackBerry — z& Research in Motion (RIM) garr R&faa fmr mr & 3 =%
TR f@xea BlackBerry Devices # &1 &idm ATl

User Interface for Desktop and Laptop

User Interface & ¥R & @ld 8-

1. CUI (Character user interface)
2. GUI (Graphical user interface)

1. CUI- CUI, user-friendly #gr gar g 3R 3@ OS &I gela & fow gaem command &t
type @ 9sar gl oS- DOS wsh CUl ATRfea s g

2. GUI-GUI 3Tnfée feer user-friendly giar & 3R 38 3TRfE Rfeea &t gae & fou
command & ¢eit 9sdt g dfes TSI program @I open &=T g 38H mouse ¥ Feldh
HAT USaT g1 - AP v GUI 3itRfeer e §1

Desktop

9 Computer System 3 Booting &7 Ufshar T#uesl g AT § dd St Screen §AR I
fe@dr § a8 (Desktop) 3FFherd FHgaldl § STHET Thied W FISel, Blest, 3Sdhis], cIEH
SR, AfeRheereT TRar o8 gl @ few@rs & ¥




A o2 B @ E DR £ © = &

[ startution | (“search Bar | [ File Explorer | (Notiication Avea |

Start Button- Teré deo taskbar & left side & grar &1 T Sead W click &a & gAR
AHA St windows it 3Tl &, 38! &H start menu dleld g1 start menu & I &
s programs @ list gt g, Start Menu # programs &I list & Solar user 3&i3e &Hr
settings, =gex & settings, my computer, documents 3¢ @relet & foleh 8l 81 FoIX
shutdown, restart, sleep &= & options T I gid &1 Windows & 3TeldT-37el9T versions
# start s 3R start menu  3TeRT-3769T 8T 1

Task View- Windows 10 & @ Involved f&ar 3ram, Task View t& Multitasking Feature
g S 39err & Virtual Desktop =X 319ar Open App Window & Access &% 3R Organize
A I GiaHT a1 §, Gy g U 39 Microsoft Account & Connect &t 8 Device
W YE T S ol Activities #T STedl & T & & e @ 3gAfT 3 B

Taskbar- Taskbar Desktop 9 T&& = Fr el &l Hgl ST g1 S 31T His Application
a7 Program Open &Rd § df ag Taskbar WX G@S usdar g1 38 kg 319 Task bar & @
qdT o9 Tehd & T Present Time & 3mas Computer WX fahder 3R @ld-ala & Application
Run & @ §1 Task bar g &l o ¢ Programs ® Immediately 9ga= & gfaem et
&L gl Task bar =X Left Side & Start Menu 3R Right Side # Notificationarea g1ar gl

ENG 12:43PM
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Icons- Icon & %R @ Graphics Object g, S 3mas Computer & fRaT o File/Folder
Ir Program &I g2iar &1 Computer Icon AfdeT R & 8id &-

1. System Icon
2. ShortCut Icon

1. System Icon- Computer # 3« g7 #s Operating System Install & §, d« 3@&
a1 %o |cons by Default 3 €1 ¥ Icons §ARY Desktop Screen W ¢& ST Wehd &1 o9

— This PC, My Documents, Recycle bin, Control Panel etc.

S Emy ¢

This PC Brian Burgess Control Panel Recycle Bin Network

This PC- 3§ Icon Desktop X @& 3w Left & f&ar gar & 59 3m9 39w Click #a § a9
Windows Explorer Open & S § /@@ Computer & 5[ &3l Resources & Hard
Disk Drive & Partition, My Document, Music Folder, Picture Folder g4 gl

Recycle Bin- Recycle Bin Operating System gaRT Si«iram 317 Sigd HgcaquT lcon giam § ST
39 3797 Computer & &5 File am Folder Delete &%a § ar Recycle Bin 37 Deleted Files
3R Folder & 319ar 3iey T@dT §

Control Panel- Control Panel sgd AR WA wT GHE 8iar gl foaer g@er Hardware,
Fonts Settings, %A Us @agREr Settings, sicas 3R Internet Settings, JoiX 3rhr3c
&1 Settings & forw fohar SITaT &1 Ig Ue UAT ATCU @aT & fore Software ar f&xea i
Control &% & &R alle #Als[g gld &1 Control Panel & werrel &1 #eg & 39 Windows
&1 Settings 3R 38 dgalld X Thd gl

2. Short Cut lcon- t& Shortcut &<f&d Program, Folder, Files &#r Link giaY &, o9 ©®
Double Click & @#afaa Item & Run fRar ST @&t g1 Shortcut Icon &7 Delete #=t
W &% Icon & Delete g/ar &, Actual Item Delete =& gar &1 Shortcut Icon &1 Actual
File @ Arrow & e gaRT 31cfeT faham rar g1 Shortcut Icon &7 File Extension .Ink gyar
gl




. A

New folder New folder=
Shortcut

Running an Application (Open Application) - f&& Program @I Open &= & fav
39 ¥ Double Click ®33T ar iR 389 Right Click & 3@ Open R T&hd gl

Close Apps- f&dt Program @1 Close a3t & foiw Close Button oX Click &1, ar Keyboard
I Alt + F4 Button &r Press &i3r|

Operating System Simple Setting

Windows Operating System #& System Setting @I st & folv Control Panel &1 s&d#Ter
forar Sirar g1 Control Panel & 31eX Hardware 3iR Software @ g&afaa @eft g &1 Setting
& Option 39cistr gl &, TofeTehr T1eT @heh System T Setting T 31del 3feJehel SEell ST Hehcll

gl

1. Using Mouse and Changing its Properties:

2. Changing System Date and Time setting:

3. Changing Display Properties:

4. To Add or Remove Program and Features:

5. Adding, Removing & Sharing Printers:

6. File and Folder Management:
Administrative Tools Adobe Gamma (32-bit)  [W) AutoPlay %& g;?':égi:ifemre ‘-"I& BitLocker Drive Encryption
ﬂ." Color Management @) Credential Manager G Date and Time fiig Default Programs 3 Device Manager
S Devices and Printers (@ Ease of Access Center £ File Explorer Options @ FileHistory A Fonts
&2 Indexing Options 7 Internet Options < Keyboard (B Mail (32-bit @ Mouse
i E‘:::’;rka”dsmring B nviDia Control Panel &3 Phone and Modem @ power Options £y Programs and Features
B recovery B Aegion iy RemoteAPp and DEskioD Wy iy and Maintenance @) Sound
1{?9 Speech Recognition Ey Storage Spaces @ Sync Center B system Taskbar and Navigation
(4@ Troubleshooting #R, User Accouns " i @ Work Folders




Using Mouse and Changing its Properties- 39 3191 Mouse &I 3dell Hdem 36[aR
39HT Setting #H dgalld Hleh 3THT 3TN X Thd gl Mouse &r Setting & dgelal & faT
Control Panel & Mouse Icon W Double Click #%& Mouse Setting Dialog box &I Open
X Thd g1 Mouse Dialog box & #& Option 3uceyr gId & ot 39aeT Mouse Fr Setting
P deolel & foaw favar sar g1 sta- Buttons, Pointers, Pointer Options etc.

«» Mouse Properties =

Buttons  Poirters  Pointer Options  Wheel Hardware

Button configuration
[ ] Switch primary and secondary buttons

Select this check box to make the button an the
right the one you use for pimany functions such
as selecting and dragging.

Doubleclick speed

Doubleclick the folder to test your setting. I the
folder does not open or close, try using a slower
setting.

Speed:  Slow ' Fast

Click Lock
[ ]Tum en ClickLock Settings...

Enables you to highlight or drag without holding down the mouse
button. To set, briefly press the mouse button. To release, click the
maouse button again.

coce | | o

Changing System Date and time- 3m9s System &r Date 3R Time scas & T 39
Screen & =g Task Bar & Right Side # Date and Time 94X Right Click #Y, 3k & Adjust
Date/Time W Click &Y




T New Window Open gRft 3ik Window & Left Side # Date & Time I« f¥ Change

Date —Time Option W Click &|

Note-Date & Time # dgald sl & Ygel Set Time Automatically 3iX Set Time Zone

& off Y|

Settings

(M Home

Find a setting

Time & Language

I Date & time
Region
AF  language

Q) Speech

Date & time

Current date and time
1:32 PM, Friday, July 12, 2024

Set time automatically

@ of

Set time zone automatically
@ D off

Set the date and time manually

Change

Synchronize your clock

Last successful time synchronization: 7/12/2024 1:12:11 PM
Time server: time.windows.com

Sync now

Time zone

(UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi

Date & Time 319a 378X Type & Chane Option W e & &

Change date and time

Change date and time

Date

July

Time

1




Changing Display Properties- 319s7 System &I Display Properties @' Change &&= &
fore Desktop @ Right Click &%, 3ik T Display Setting X Click &Y

View >
Sort by >
Refresh

Paste

Paste shortcut
Open Git GUI here
Open Git Bash here

B2 MVIDIA Control Panel

Mew >

1 Display settings
&2l Personalize

Note - 3T Option @T Practial ifsAY & FIr=T 71T B

Settings — X
@ Home Display
I Find a setting l Color Help from the web
Connecting to a projector or PC
System Night light Setting up multiple monitors
@ Off Changing screen orientation
I LJ  Display Night light settings Fixing screen flickering
9) Sound
Windows HD Color @ Gethelp
[J  Notifications & actions & Give feedback
Get a brighter and more vibrant picture for videos, games and apps that
< support HDR.
Focus assist
Windows HD Color settings
(D Power & sleep
Scale and layout
= Storage
Change the size of text, apps, and other items
8 Tablet ’ 100% (Recommended) v ‘
=} Multitasking Advanced scaling settings
SSISE 3 Display resolution
5] Projecting to this PC ikt
I 1366 = 768 v l
&  Shared experiences
Display orientation
[H System Components ' Landscape > ‘

ENG 1:46PM
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To Add or Remove Program and Features

Microsoft Windows Operating System & Add a1 Remove Programs e & gigem g, St
Users & 3197 Computer TR Install f&t T Software & Uninstall 3R Mange &% &r
gfaer fAerdr 81 Windows 10 # Add a1 Remove Programs @' Open &%« & faw Control



Panel # S¥ar, Y Programs and Features @ Click &39I g@hr Help & 39 Program &t
Manage ar Uninstall &% @&d g

All Control Panel ltems

1 » Control Panel » All Control Panel ltems v 0 Search Control Panel

Adjust your computer’s settings View by:  Large icons *

Windows Defender
. Work Fold
Firewall ﬂ orkrolders

Administrative Tools Adobe Gamma (32-bit) @ AutoPlay Q&% (B\Z?E\;E\izi)liestore :--!% BitLocker Drive Encryption
Ef Color Management @ﬂ Credential Manager Date and Time @ Default Programs "JI’ Device Manager
? Devices and Printers |@| Ease of Access Center E1 File Explorer Options o File History Fonts

Eig L7 S 5] A
{;{, Indexing Options 5 Internet Options <. Keyboard @ Mail (32-bit) «@» Mouse
_.I:L ?::‘t'\grk and Sharing NVIDIA Control Panel ¢74 Phone and Modem @ Power Options [Ti" Programs and Features

. RemoteApp and Desktop . . :
)

& Recovery 9 Region E%?) Connections 3@ Security and Maintenance ) Sound

]{j? Speech Recognition g Storage Spaces @ Sync Center [h) System 7] Taskbar and Navigation

@ Troubleshooting ﬂ& User Accounts

e ENG 240 PM
® A . e IN_ 7/12/2024 >

]

Note - 3 Option T Practial @f3Ar & FI=AT 14T B

Adding, Removing and Sharing Printers

Adding Printers (fleX SiYsdT) - Computer 3 Printer @& Add & & faw Control
Panel & Devices and Printers @X Click 31, 3R it W fgT 1¢ Option & Add Printer
9T Click &t Printer & Add &Y d g1

[ElEa ]

v | ®| | Search Control Panel bl

All Centrol Panel ltems
=~ 4 B> Control Panel 5 All Control Panel ltems.

Adjust your computer's settings Viewby: Largeicons ¥

Administrative Tools Adobe Gamma (32-bit) @ AutoPlay a& ::;;E\;zviz%Resmre a BitLocker Drive Encryption
ﬂ.‘ Color Management @ﬂ Credential Manager Date and Time @ Default Programs .,‘* Device Manager
I ?;", Devices and Printers I @ Ease of Access Center File Explorer Options o File History A Fonts

u@, Indexing Options 4~] Internet Options <. Keyboard A Mail 32-bit) «» Mouse

MA Network and Sharing e 7 : =

Loy Conter = NVIDIA Control Panel 9 Phone and Modem \Q Power Options 6] Programs and Features

. RemoteApp and Desktop . .
& Recovery 9 Region % Connections v Security and Maintenance 9 Sound
- = 7 -
@r Speech Recognition £ storage Spaces @ Sync Center B system [F]  Taskbar and Navigation

Troubleshooting % User Accounts \F/‘{::\?u:;’lvs Defender - Work Folders



> I RU 7w 3iteerT F Add Printer ) &Fas #Y)
» e & 98T #¢ 3R Next ) Click &3

s Devices and Printers

« v 4 Ha » ControlPanel s All Control Panel ltems » Devices and Printers

Add a device Add a printer

V-39

~ Devices (7)

s

DESKTOP-SJFRRU  Generic Mon-PnP Realtek Speakers USE Condenser USE Keyboard USE Optical
0 Monitor RTLE188FTV (Realtek(R) Microphone Mouse
Wireless LAN Audio)
802.11n USB 2....

~ Printers (6)

Brother Fax Microsoft Print Microsoft XP5 OneMote for Send To OneMote
HL-B2020DW to PDF Document Writer Windows 10 2013

series

Remove Printer (f¥eT &eIW) - Computer & 9gar & Install Printer ® Remove & &

fT Printer @ Select &Y, 3R f% Remove Device ¥ Click Y| Printer ge=r &r
Confirmation & faT Yes wX Click &{|

s Devices and Printers

~— « 4 e » Control Panel » All Control Panel ltems » Devices and Printers

Add a device Add a printer See what's printing Print server properties Remove device

~ Devices (7)

DESKTOP-SIFRRU  Generic Mon-PnP Realtek Speakers USB Condenser USB Keyboard USB Optical
0 Monitor RTL2188FTV (Realtek(R) Micrepheone Mouse
Wireless LAM Audio)
802.11n USB 2....

~ Printers (6)

e

Brother Fax Microsoft Print Microsoft XPS OneMote for Send To OneMote
HL-B2020DwW to PDF Document Writer Windows 10 203
series




File and Folder Management

T File computer W t& Object §, St Data, Information a1 Commands &T Store &dr
g, St Computer Program g@RT 39ier &1 Sl g1 Files # fdr #ff 9k r Information g
ot g1 o8- Document, Image, Video, Audio a1 f&dt 370 Format & ®1$ Data.®wge &l
a1 3R Extension &I T Dot (.) Symbol & 37ereT fRam Sram g1 File Extension geifar § &
I8 T YR $1 File §I

Example- Notepad <hI File Extension AXtE |

What is a file extension? (WTger vFwa= F41 £7)

hEgeY A fondll off wrger & ggTeT & AT deger &1 MR e Iue glaer & 37ar
BIS I IHh YR & IHTAR Ygdlel Y&l Xl g1 34 File extension & a1 & &H SAd &

3GERUT & AT - foFelr o degex &1 3Theld ThiT W T MP3 wisel & Copy % I
ST% 91 3% AT & 3T A F W ar 9rdar fF Song & A F M sfc & a1 mp3 3R
3R A5 photo AT § A 38 31 JPEG o9 8ar &1 & & -File extension &gr ST g1

Seteht #ag @ Foge el #ff BIse Sl Tolel & TIT Il oele & {6 & wIseT i & software

& AT ForN? W AT IR A I H BISdT & af 38 VLCH play &ar § 3R 39R” photo
g df 38 Picasa a1 37T software & run =TT g 8l 38T g PDF ®wger dr —File Extension

.PDF g g1

Types of File Extensions

> dIrsar - .mpeg, .avi, .flv, .wmv, .mp4, .3gp, .mkv

» TeaT - .bmp, .jpeg, .gif, .png, .tiff, .wmf, .ico

> 37f3ar - .mp3, .wav, aac, midi, mod, mpeg-1, m4a, flac
> g% - .pdf

> a3 sleg#e - .docx

> TS deheeh - WXIsx

> TlaRuse Yeicele — .pptx

> HIerng - .psd

» HR-IT - .cdr



Here's a summary of Chapter 2 of the CCC (Course on Computer
Concepts) regarding Operating Systems:
¥R RAFea (0S) aRemem FedTX ST FTYET FERR H Y4 el § AR Tfeashers
Tollel & T U Tolehla Teld T 3l
Types of OS:
- Single-user, single-tasking (e.g., MS-DOS)
- Multi-user, multi-tasking (e.g., Windows, Linux)
Functions of an OS:
- Process Management (process scheduling, synchronization)
- Memory Management (allocation, deallocation)
- File Management (creation, deletion, storage)
- Input/Output Management (device handling, data transfer)
- Security and Protection (access control, permissions)
Operating System Services:
- Command Interpreter (shell)
- Program Execution
- Resource Allocation
- Error Handling
Types of Operating Systems:
- Real-time OS (RTOS)
- Embedded OS
- Mobile OS
- Desktop OS

Ig A AR BeeA, 3o YR, Haee AR Jamsi & AT o MR Har g1 73
Comment & gdTU {o T 39 1H IS RIS U2aT & AT 3M9epT 31 TUSEaoT dT 3Ta2dhdr !

Free Online Computer Classes
@ Upciss Prime

Website
N WWW.upcissprime.com




Chapter 3 - Word Processing

Introduction to LibreOffice

LibreOffice t& Open Source Software gl IJg HASHIEFE
NPT $Hr e & v Office Suite & s 3T = sgaT

Official Website www.LibreOffice.org & Free download

frar ST @har g1 Libre Office & Microsoft Word &I &g ° .
Word Processing & feiw Libreoffice Writer fe&ar srar § lerEOfflce
sHT a8 Microsoft Excel & T W Libreoffice calc 3R The Document Foundation

PowerPoint & Tued 9X Libreoffice Impress, aur g

Microsoft access @& TUT W Libreoffice base fear mr
gl

History of LibreOffice - fora3iifrd &1 sfagm

Libreoffice I & siog#ic Br3sUT gaRT fahfAd fhar a1 § 3@ Tgell IR25 Sefadl 2011
o fear sar ar Libreoffice dr Programming C++, Java, 3R Paython Programming

Languages # &I a1 § I§ TSl fazes 3R Open Source Software gl

Components of LibreOffice-

1. LibreOffice Writer =m| |===

2. LibreOffice Calc — 1A |

3. LibreOffice Impress — "__‘

4. LibreOffice Base D

5. LibreOffice Draw = VX ‘ =» |

6. LibreOffice Math
LibreOffice & 3-Application Main g 3-

> LibreOffice Writer- ag Microsoft Word & T#TT FT &l £
> LibreOffice Calc- I8 Microsoft Excel & T#ATT FT T &
» LibreOffice Impress- Ig Microsoft PowerPoint & HHT HRT T ¥l



Word Processing Basics

Word Processing Software t& Application Software f&&er 39aier Latter,Report, News
Latter, Table, Form o & foIT fFam STdr § 38 UTollheled WEmd &7 39ART &7 39T 3797
Document # Picture 31X Chart & Insert & dhd g 3R 3@H Text Fr Qe ger &
Formatting &t T SiTclt § g&enr 9ler H&g &7 & Office & foham e &

Word Processing 1 Rrfaf@a fveram -

» Type fU 1w Text & AN ¥ sgard AT ST HevaTl B

» Document & spelling & arafaal & & fFar a1 devar B

» Word 31t Sentence & @erar & Add, Remove 31X Replace f&ar ST @ehar 2l

» Word Processing Software & Mail-Merge ts 3udiel Tool &, St 3maer List,

Database, 31X Spreadsheet # Store SR T 39AET &I multiple letters, Labels,
Envelopes, Name Tags 37f& si«iret &1 3regAfa & B

Opening Word Processing Package

LibreOffice &I 3@ oqRg & Open ad g, T Rg ¥ 39 39 Computer W His 3T
Program Open &d g1 Windows Operating System & 37d9s Computer & Start Menu
#H LibreOffice 3Rk gcd% LibreOffice Components & fov t& Menu fG@s <ar § 3@
LibreOffice Writer aX Click #& 3& Open & T&hd gl

Method 1:- Click on Start Button—>Select LibreOffice 7.6 LibreOffice Writer.

Method 2:- Double Click on LibreOffice shortcut frome Desktop—>The Select Writer
Document.

28| Base Database

[T asyam=

Extensions



Method 3:- Write swriter in Run Dialog Box (Press Window + R Key Then Run Dialog

Box Will be Open & Click on ok Button.

Type the name of a prograrn, folder, docurnent, or Internet
resource, and Windows will open it for you.

Open: swriter

OK

Cancel Browse...

Title Bar, Menu Bar, Toolbars & Sidebar

= = S
File Edit| View Insert Format Styles Table Formy Jools Window Help & x
B--B- & = M= AT BH-BhE BABR-Q-200hREEAEBI NS -8

[Default Parggraph Styie  |v| Ay Ay [Liberation serif vzt M| B I U -S| x AElA- Y FEEZE E-E-S- =122

c % ; . S By

.w ! B

Title Bar Menu Bar L g

Standard toolbars ] Sidebar ] “—T

v A 4 T

Ruler [ Formatting toolbars ] ‘g

[ Status Bar ]

Defa uIPag e Style

Page 1of 1 0 words, 0 characters

English (USA) =) RO —————+ 100

Title Bar- Title Bar Window # @&& 3w &ifas gdr giar ¢ o0 o) dand &1 ofives (ersed)
fe@rar amar § 3R Title Bar & Right Side & & Control Button g &1 faa% aAmeT
minimize, maximize 3R close gar g1 Default WM &1 ¥ untitled 1 T &1

Menu Bar- Ig eBce aR & &l =i gl & 39 XX File, Edit, View, Insert Format, Styles,
Table, Form, Tools, Window 31X Help &/ & Total 11 A« gld & o W oo atah gl

F$ T F o fAerd gl



Standard Toolbar- I8 Menu bar & 8 #r gla1 & 99 W $3 a8 & Tools Fea &
8- Save, Open, Print 3nfe|

Formatting Toolbar- I1g Standard Toolbar & &% =<k giar § 39 WX Text & Formating
A & folT F$ T & AU 8id § =19 Font, Font size, Bold, Italic, Underline, alignment
3T |

Ruler- Ruler @ Computerise Scale 8 #gd & & horizontal 3iR vertical g g&R &r grdr
gl 3OY 9o Y AfeeT 3R FAT AeherT set fT ST §1 5@ hide 3T unhide == $r
eiieshe Ctrl + Shift + R gidY B

Status Bar- Ig I&® i $r Horizontal wedY gidt & f59 X File & Status ¢@ @&d &
ST FEd H FiT T 9 TR &, s 9o, foraer 316 3R Fas e ar @i O #wT J<
¢ 3¢ 3@ Fhd &1 E1Y & 38 W SRl 3N SleFgc o dea 3N AT <ol g &

Creating a New Document

LibreOffice Writer # New Document Open & & folT &g aliehl & 3939 foham ST g

Method 1 —Menu Bar 9¥ File>New->Text Document T 39319T &t New Document
Open & THA &

Method 2 — New Document Open &% & forw Ctrl+N Shortcut &r 393197 T Tohd ¢l

Method 3 — New Document Open &« & folw Standard Toolbar W new icon W
Text Document W click #& Open & F&Hd gl

=]

File Edit View Insert Format Siyles Table Form  Tools Window Help

B{E-d- 0 & & RN LGB JIEH-EihE =E

|DefauItParagraphStyIE V|ré¢ [%//’ ‘LiberationSErif V‘ |'|2pt V| B I U-~-5§ X X, _.-%, ﬁ -
&7 1 2 3 4

F
wn

L
T L L L L L L L L L

Note - 3 Option T Practial Upciss Prime YouTube Channel ® &I&T =T &1

Opening and Closing Documents

Opening Documents



File Opening @ oXg & & Fehell § U os B ¢ AR gaU #ig & IRadsr & & fow 9ga
q Alsfg BIsc| dfchel fhell ot BT 1 9 w § Ggod GARTT H & s Save fhar ST
T & AT |

fPrafaf@d ®Y &1 94919 X Tgd § 9+ GBS 1 397 T GFd &
Method 1 -Menu Bar ®X File & Open @l 3R wsel &f Salect aX 5 3 wrser &1

Open T &l
Method 2 — uger & &= File Open &t & forw Ctrl + O Shortcut & 39glT T THhd &l

Method 3 — ggor & &= File Open &t & faw Standard Toolbar 9T Openicon W
click % 3R e & Salect | 5 F &t wser @ Open & &

&
File Edit WView Insert Format Styles Table Form  Tools Window Help
B- & L= L% T B-LihE HE
|DEfauItF'aragraphSter V|r,:rjé¢ ,éf |LiberatiDnSerif V|‘12pt V| B I u - 5 XE Xs &'\ &-
7 4 2
L
&

Save and Save As

Writer & frdT 8 ®B5ar & @9 aXat & folv & dlih T g1a @ Save 3R Save As s gi=r
faheq &1 3UAT Fh [FEY Y BB Fr Save F Thd § oAfhd S all [Ahed H AT AT
e} gl &

Save - St Siagge 3= Type T § 38 Save & & T Save &#ATS &1 3N TR ST

g Save HHAS ST TEIAT ¥ 3T BISel &l AT 3R 3T FISel &l fha Location 9X 1@ § gafalT
Save FHHAS T IGAT HAT AT T

File @rsave & & fav File Menu & S Save Button X f&Fee &y ar fse Ctrl + S
FT 3T HL|
Save As - Save &1 a2t File # %o dRada axe 38 fell 3R @&, Format @ar Location

X Save FA & foIT sHHT 3uANeT fhar S1ar &1 Save As A & foaw Ctrl+Shift+S eméshe
HT IAT A ¢l

Closing Document

v’ LibreOffice Writer # Open Document &' &g &l & fT File 3 smaT Close fweq
$I 3YANT H



v/ @ B Menu Bar & Right Side & X Button & 39T &
v’ Ctrl + W 2iiéhe T 39319 Y|

Closing LibreOffice

4 i alis ¥ LibreOffice @t Close &% & v File Menu # Se Exit LibreOffice, @@
Click Y|

v’ Ctrl + Q ¥icohe T 3T HT|

v’ 71 fse Title Bar & Right Side & Close(X) Button &1 3u2er &Yl

Using the Help

LibreOffice Writer & 3@R #Ig Online Help =T & df 39% faT &g 2licehe F1 Ir T
File Menu & SR Help T 393197 &Y

PageSetup

T &1 @fder - Page Size, Orientation, header and footer etc. @I @€ &= & fov
PageSetup Option 393eT fhar STaT 81

PageSetup #a & Format = Page Style>Page Optionsr 393 #1|

LibreOffice Writer # Page Orientation & 9&R & gId & Portrait 3R Landscape default
& & Page &r Orientation Portrait gdr gl

Organizer Page Area Transparency Header Footer Borders Columns Footnote

Format: etter ~
Width:
Height: .00 z
Orientation: @) P
‘aper tray: rom printer settings]
i

5
sl[ele][=]e @]
ElE i EREE] ot
& 'E
33
&g
a %
a
-
S

foilinoizaloging

Print Preview

Print Preview & gaRT Type f&U 3@ Document I &= & folt &Id § o 3maer Document
Print #al WX fFg adie & fe@rs ¢am|



v’ Print Preview @ % fa¢ File Menu # SR Print Preview Option W & Yl
v' Ctrl + Shift + O 2ifiéhe &1 3UATT HY|

Printing of Documents

v’ Document Print & & fT File Menu 3 @R Print Option T e &Y
v’ Ctrl + P 2iféshe T 39397 Y|

PDF file and Saving a Document as PDF file

v’ gaT a1 Document & PDF(Portable Document Format) wife & Save awer & faw
3mgar File Menu & Export 9X fFae #Y|

vt new window @ 330 =@ new window 3 location T T &Y, gt 3M9 pdf
&I Save AT T8 ¢

v =@ wISer @ A S 92T Save As Type & wiSe & wrefe .PDF T |

=] [£= |
A E » ThisPC » Documents v | O Search Documents y+
Organize « MNew folder 4= = e
B Thic PC ad Mame Date modified Type
3D Objects Camtasia 7572024 10:04 PM File folder
I Desktop Corel 1/13/2024 1:08 PM File folder
= Documents Custom Office Templates 32772024 8:57 PM File folder
FeedbackHub 12/24/2023 2:12 PM File folder
Jy Downloads o )
ata Socurces 2/25/2024 9:13 PW ile folder
(] My Data 5 4313 PM File fold
J Music My Palettes 6/1/2024 11:44 PM File folder
= Pictures
E Videos
=, Local Disk(C) o « >
File name: | Untitled 1.pdf | -
Save ast_',rpe:l PDF - Portable Document Format (*.pdf) I ~
[+] Automatic file name
extension
[] Selection
A Hide Folders Save Cancel

Text Creation and manipulation

LibreOffice Writer & text @I for@r @ Manipulated fRam ST @&hdr § S ¢aFec &l dolae
FAT, TSe FET, Fe PrUY 9EC FHTET, Biec T Blee ST Scolell AT




Document Creation

fors 3ffha TgeX 7 737 StagFc oo & T &5 Rewew kv g €l

v sTcM(\a?ic IoTT & foT File> New=> Text Document ST &l T hy
v' Ctrl + N 2i&he T 39T S|

Editing Text

LibreOffice Writer Document, & &) TI W 3PR $IS Sl AT & dl SGolld Hlad &
fT Mouse @1 eI & fofeleh &Y AT ATINA FHoll T 3UINRT Y 3N AT H Folol & TTe
Delete key ar Backspace @& 38 arT @t Delete 31X f@er @ed ¢ 31X 38F T« ©W New
Word for@ @&d gl

Text Selection

ST HIMHH AGeR H TFee N Helde oA & Fgd AR fashed 81 &

v" Shift + Right Arrow — ST7 & gIU 3R JolFe |
v' Shift + Left Arrow - g7 & 910 3RFeX TolFe H|
v Shift + Up Arrow - FilIT & IR ST dAolee |

v' Shift + Down Arrow — 3R ¥ &} AT TolFe HY|
v Double Click on Word- 2reg & deide & |

v’ Triple click on a Sentence- I/ I Jdac F|

Cut, Copy and Paste,

B Untitled 1 — LibreS&ige Wr
File Edit View Insert Form3 rmm - Tools  Window Help
B-E5- -0 a2 LR S 0B -l

Cut - Selected Text @I Teh TUT H g IR TUH W o I« faw Cut Option 3urer
R ST B

v Cut @& & fav Edit>Cut &1 oo &Y
v’ Ctrl + X f&he T IYATT HY|

Copy- Selected Text @T Duplicate Copy &+l & folw Copy Option &T 39319 fohar 1T
gl



v Copy &= % v Edit>Copy 1 7o Y
v’ Ctrl +C 2iféhe T 39T |

Paste- Cut ar Copy T3 1T Text &I Cursor & ¥TU W (WA & [T gHHT 39T foham

ST gl

v Paste #%r ¥ fav Edit>Paste &7 T3 &t
v’ Ctrl +V i&she &1 39T A

Font, Color, Style and Size selection

sa7 @t Option &1 39AT Document & Format &= & faw fFar sirar § 3 ¥ Option
Formatting Toolbar & feU 81 &I

E Untitled 1 — LibreOffice Writer

File Edit Wiew Insert Format Styles Table Form  Tools Window Help

= - -H- D& & N S § B-LihE=8-0-
|DefauItF'aragraphSter V|i';5§" ,lzy’ |LiberationSerif ||12pt V| B I u - 5 X X ﬂ, i - P o EE
L 4 1 2 3 4 5
\ 4 \ 4 \ 4 \ 4
Style Font Size Color

v LibreOffice # Rwfee Font Liberation Serif gr &

v LibreOffice # Formatting toolbar & Color e @ 3TaT &% Text r Color
ST Hehel g

v LibreOffice 3 Minimum Font Size 2 3R maximum font size 999.99 g &I

v LibreOffice # Style Req & grards & font style el Fhd &

Bold, Italic and underline

Bold {Ctrl + B}:- Selected Text &I HieT a=t & AT sHHT IUAT FAT AT &l
Italic {Ctrl + 1}:- Selected Text &I foR©T a1 & T sHSHT 3UAT FAT AT gl
Underline {Ctrl + U}:- Select & atT Text & & T a8 @aet & T |

Superscript {Ctrl + Shift + P}:- Select & 1T Text & SHABA & FW (T & & #H)
X F I 3EHT 3UAT T arar &1 S@- (A+B) 2= A2+b%+2ab

Subscript {Ctrl + Shift + B}:- Tcigc [ 3T e Ff dTABA & id Hlad (AT & FT H)
& fIT g1 39T fFar Srar g1 3@ CaH1206 = Glucose




Alignment of Text

LibreOffice Writer & fhar 8 Text & Left, Right, Center ar justify &= & fow IR
Alignment g § ¥ IR Alignment Formatting Tool Bar & g gl

A% T EBE-HWDihE  =H8-Q- &
B I U-5 X x A A-"2-

[
I ?

v Left Alignment — Ctrl + L
v Right Alignment — Ctrl + R
v" Center Alignment — Ctrl + E
v’ Justifi Alignment — Ctrl +J
Undo & Redo
Undo - Undo Option 3931 Step by Step @& St & forw fFam Sirar g
v’ Undo &= & fav Edit->Undo &1 o5 #Y
v’ Ctrl + Z eiiéshe &7 393197 A
Redo- Redo Option 3d&r 39a1er Step by Step 3mar J=t & v fFar Srar g1
v Redo &% & faw Edit> Redo & aue &Y
v’ Ctrl + Y 2iiéshe T 39T HY|

AutoCorrect, Spelling & Grammar

AUTO CORRECT- Auto Correct fded @A ersfier Ifeal & gurdr g1 Example 3@R

39 ey T hte forg fear § aF 59 & the & seo 9wl Ife 3ma = ar Auto Correct

Option & &g 3T X Tehd & &G I & oT- Tools Menu—> Auto Correct=>While Typing
Aa  AutoCorrect b | ~  While Typing

AutoText.., Cirl+F3 Apply
Apply and Edit Changes

Redact AutoCorrect Options...

Spelling & Grammar (F7) - s a1v sfeg#ic # Spelling and Grammar @I Check
T dUT 3og Ok FA & [T STPT 3YAT FAr S1ar &

Find and Replace



Find & garr #I$ ¢aee gaT ofidr § 3R Replace & g@anT 3d THEE & T W Hlg GO
carre for@r amar § 3R Replace All & a8 ¢aee e aR H & 99 918 & SIar gl oiar &
39 Image H @ Thd g-

23

Find: | v|
[ Match case  [] Whole words only

Replace: | &S |

= Other options
o t selection o ] Replace backwards
O Comments O Paragraph Styles

[ Regular expressions
[ similarity search

Diacritic-sensitive

Attributes... Format...

Help Close

v’ Find Dialog Box Open e & frw Ctrl + F eiféahe & & w=ier Rear e &
v’ Find And Replace Dialog Box Open e & frw Ctrl +H efése $r 1 w2 fRar sar

gl
Paragraph Indentation
e 1 AT FF & faw Paragraph Indenting 393y fFam s 21

gseeel WETh T gl AT a0 AT W A @ FURT e g1 Aol & 3ieT 319 R &
Teh THE AT THE & ISCUT 1 ¢ AT Tl Hehdl &1 3T Ueh Adlfed $5¢ &l Hehd & St RIEH
&I 90 AfST dr 3R Giadr § AT U gt g5¢ & off frve o ahd § foad Rmamw &
goll UTFd 85 Tl Sl STl olfdhe] &G Pl S SS€ T STdl &l

v e S8 s ¥ v Format->Paragraph-Indents
v’ Ruler & @ RmEme #r 58

Bullet and Numbering

v/ Bullets 3k .Nu.mbering & fov Format.ting Toolbar & [IE*“ % m E?F
Bullets am #eRer Numbering ™ &l &1

1=
- = -

-



v’ Shortcut Key Bullets & farw Shift + F12 31k sisx Re@ & faw F12 &1 39391 &3
Change Case

Change Case & garT Alphabet Character @ Capital arSmall Letter # ScolT I Hehl
g 3P TSeX & s YR & »T T 39A9T fFar Srar & s i Selected Text i
UPPERCASE, lowercase, Cycle Case, tOGGLE cASE 3R Sentence case # uRafdd &=
$r giaer Ior ¥ 3

Formate Menu—>Text—> Uppercase/Lowercase/Sentence Case

Format = Styles Table Form Tools Window Help
A Text » B Bod Cirl+B
1= Sspacing v I Halic Ctrl+1
=  Align Text » | U Single Underline
etk U DoubleUnderline  Ctrl+D
fp Clear Direct Formatting Ctrl+M 5 Strikethrough
Spotlight Character Direct Formatting O Overline
By Character.. X*  Superscript  Ctrl+Shift+P
C|1: Paragraph.. X2 Subscript Ctrl+Shift+B
= Lists » | S Shadow
»%  Bullets and Numbering... /& Outline Font Effect
Theme... }{T Increase Size Ctrl+]
[5 Pagestyle.. Alt+Shift«P | A" Decrease Size Ctrl+[
B Title Page.. Al UPPERCASE
Comments a[ﬁ' lowercase
Columns... Cycle Case Shift+F3
Ll TIERL Sentence case
Sections Capitalize Every Word
gl Image ’ tOGGLE cASE
[ Y L n

Header & Footer

Header and Footer Insert &% & Tow Header, Footer Option 39191 fRaAT SATCT &

dle:- Header Page & 39X Top Margin # Siaf& Footer Page & & Bottom Margin
H TemIT ST R

D Header and Footer J D Header b
Envelope... D Footer »
L'

Signature Line... Use header/footer menu

Table Manipulation

LibreOffice Writer # Table s #gcaquT Option & fS/&@eT 39der Document # e Table
@I Draw =T 3iR Insert e & T fhar Sar § & Table & Row 3R Columns &t
g Table &t sam=T ST Bl

Insert and Draw Table



v’ Table insert = ¥ T Table Menu W ST Insert Table 99 &)
v' Ctrl + F12 2li¢ehe ST 39T |

v/ f57 Table Dialog Box f@@r$ &m =& Dialog Box # 379el 3maeashan 38R Row 3R
Column & H&aT Enter ¥ ST 39 Tgd & 3R SUE ded W Fod &

| & |

General

MName: |Ta blel |

4k

Columns: |2 S Rows: (2

Options
[] Heading

[] Dont split table over pages
Styles

Default Table Style Jan  Feb  Mar Sum
Academic
Box List Blue

Box List Green
Box List Red Sout 16 17 18 51

Mort B 7 a4 N
Mid 11 12 13 36

Box List Yellow Sum 33 36 39 108
Elegant W

Help Insert Cancel

Changing Cell Width and Height

Table # Row 3iR Column & Height 3R Width se=t & forw g 37 Option @7 use
EXC i

Table Menu—>Size>Row Height/Column width &1 39351 &{|

Alignment of Text in cell

Table & Text &I TasA#c #a & folv Formatting Bar &1 393t fohar arar g S&er
TEIdr & g7 ¢aol | ¢aee &r Left, Right 3R Center R @&d gl

Delete / Insertion of Row, Column and Merging & Splitting of Cells



39 3911 3TEIHAT & TR Table & Row 3R Column & Insert 3R Delete &Y dhd
gl 3 39H g X Thd &l

Table Menu—>Delete>Rows/Column/Table

Marging Row, Column and Cell

39 Row &a# 3R Cell &rSelect &Y 5% 39 AT &t agd g1

Table Menu—>Merge Cells

Border and Shading

39 Table, Paragraph @I Select #¢ fG@e 30 39 & Border @ «@T=TT a8d &1

Border @eTat & folt Formate Menu X ST¢ 3R Paragraph &' Select &Y t& Paragraph
dialog box &hIeT oX few@rs 27m Border Type WX Click &Y T 39 370el 3TaRTehl 3TER
Line Style, Width, Color, Padding, Shadow Select @< d&d & 31k 38& s ok W Click
|

&3
Indents & Spacing Alignment Text Flow Outline & List Tabs DerCaArea Transparency
Line Arrangement Padding
Presets: O = Left:
User-defined: Right:
Bottom
Synchronize
Line Shadow Style
Stylee | h Position: E O|fc)c|c
Color: | Black h Color: Gray
Width: [Hairline (0.05pt) |~ Distance: |0.07
Properties
Merge with next paragraph
Help Reset 0OK Cancel

Define Border for Page
O H 95T P & foIT g4 fshedl T 39T T Fha o

v’ Format Menu # SeR Page Style Option #r Select &Yl



v’ Page Style dialog box & Border option #r Select &Y 3ik 3ra= 38R border
apply &

Organizer Page Area Transparency Header FDDteCDIumns Footnote

Line Arrangement Padding
Presets: o=l Left:
User-defined: Right:

[1 Synchronize
Line Shadow Style
Stylee | —————— - Positon: |OI) 00\ 00| OO
Color: | Black W Color Gray

Width: |H airline (0.03pt) |~

Help Reset Apply oK Cancel

Mail Merge

A AT Ueh THT 3URIUT ¢ o1 GaRT Udh HY &g WlEll &l cIiardeid sae I 97 for@r s
ordT &1 I8 dliec S 31T Fial O 3T 31T HLdl & 3R T2 & oagiesy & 9 Ifad
& o YT ST & AU Feolal & ToIU ST IUAT AT &1 Al Hol Giatm H Hsl Hios
& & & off ST ST

AT AT & AIH

AT AN F F§ B g1 T ¥ 6 GG AT GGy g:-

vV A9 A glaYr @ U & 97 H 99 AT F A0 B NS I @ S &1 Tk 9% F B
QAN & FAT ST Hehell &, ToIEE &H 306 IR & T AT Fhd ¢l

V AT A FT 3TN Fh, g UAF UT F IAF Urcahdl H ATH el & ST ALY AT
REGINY




v & Faa HEY SEATdSl Sl JHATSIT ST gram|

v 75 e ¥ 3R @ S o aud AT §1 6 dgd A W s A e FifE v
IR H &S 9T A S Fhd &l

V' O T I AT I & e FET O & AT T U o GRade 3T @l gt
& 931 # IRafad grem|

AT Aor & v AFfaf@d [AFeul &1 3990 FI&T &t §

Tools = Mail Merge Wizard &1 T3 |

Select Starting Document for the Mail Merge
Steps
(®) Use the current document

1. Select Starting Document Exchange Databases...

2 Select Document Type (O Create a new document

3. Insert Address Block () Start from existing document

regte La atior

Browse...

et Lavout

(O Start from a template

Browse...

Help < Back Newt = Finish Cancel

Mail Merge Wizard # 9= =Rolt & @1 Y|

v’ Select Starting Document: A SFAT W AT A IRH A & U gUd7 Fereq
T |

v’ Select Document Type: Letter a1 E-Mail Message fdsheq &I I=i|
v" Insert Address Book: Select Address List @¥ Click &I



Mail Merge Wizard

Steps

1. Select Starting Document

2. Select Document Type

3. Insert Address Elock

4, Create Salutation

5 Adjust Layout

Insert Address Block

1. Select the address list containing the address data
you want to use, This data is needed to create the

(=]

Select Address List...

address block.
2 This decument shall contain an address block
<Title» <Title=
<First Mame> <Last Name:> <First Mame> <Last Name:>

<Address Line 1>

i
<ZIP> <City>

<Address Line 1>

S
<ZIP> <City>

<Country>

More...
Suppress lines with just empty fields
3. Match the field name used in the mail merge to the column
e _ - Match Fields...
headers in your data source. -

4. Check if the address data matches correctly.

jocument: 1 [ |

Help < Back Next > Finish Cancel

v’ Select Address List dialog box: Create Option X Click &Y

Select Address List @
Select an address list. Click ‘Add...' to select recipients from a different list. If you
do not have an address list you can create one by clicking 'Create...".
Your recipients are currently selected from:
MName Table Add...
Remove
Create...
Filter...
Edit...
Change Table...
Help oK Cancel

v" New Address List: Dialog Box #& 9 9rcd &l arel I3l @it & Address T gor
Y 3R List & OK X [Feleh I save &I



New Address List (=]
Address Information .
Tz I Delete
First Name | |
Lost Name | | Find...
Company Name | | Customize...
Address Line 1 | |
Address Line 2 | |
City | |
State | | v
Show entry number < || « SN
Help oK Cancel

v/ Save #r 71§ Address List @ Select Address List Dialog Box # Tl 3IROK =
Click =¥

Mail Merge Wizard @

Insert Address Block

1. Select the address |I.Sl cﬂnh.alnlng the address data Select Different Address List...
) you want to use, This data is needed to create the =

1. Select Starting Document address block
2. Select Document Type Current address list: asd
3. Insert Address Block 2 This document shall contain an address block
4, Create Salutation <Title> <Title>
5. Adjust Layout <First Mame> <Last Name>  |<First Name> <Last Mame>

<Address Line 1= <Address Line 1=

<f|P> <City <f|P> <City

<Country> More..

Suppress lines with just empty fields

3. Match the field name used in the mail merge to the column

headers in your data source, s

4, Check if the address data matches correctly.

Document: 1 |+ |*

Help < Back Mext = Finish Cancel




v 3 Rw 71w Picture & 38R Insert Address Dialog Box # Next Option @
Click &I

v’ Create Solution: =& =RUT & &9 1 Aoy ST arer g9 & Name 31X Address fxa
RE & fogar S 39 99T |

[=]
st Create a Salutation
oteps
This document should contain a salutation
1. Select Starting Document Insert personalized salutation
2. Select Document Type Female |Dear Mrs. <Last Mame>, ~ | New...
3. Insert Address Block
Male |Dear Mr. <Last Name>, ~ | Mew...
4. Create Salutation - =
5. Adjust Layout Address list field indicating a female recipient
Field name |Gender w |
Field value | e |
General salutation
To whom it may concern, | ¥
Preview
Dear Mr., Match fields...
Document: 1 |+ |+
Help < Back Finish Cancel

Adjust Layout: Address Block 3 Salutation & Layout @I §#aRIGT & 3R
Finish Option @ Click #I|

[=]
Adjust Layout of Address Block and Salutation
Steps
Address Block Position
1. Select Starting Document From top 217 =
2. Select Document Type Align to text body
3. Insert Address Block From left |0.98 =
4, Create Salutation Salutation Position -
<Firs: Names <Las: Name=-
Move U e
Move Down
Towham it may cancerm,
Help < Back Nex Finish Cancel

Print Option &T 39T X Mail Merge Document &I Print &{|



Shortcut Keys for LibreOffice Writer

Shortcut Keys Effect

1. Ctrl+N New

2. Ctrl+A Select All

3. Ctrl+L Align Left

4, Ctrl+R Align Right

5. Ctrl+) Justify

6. Ctrl+D Double Underline

7. Ctrl+E Center Align

8. Ctrl+H Find & Replace

9. Ctrl+Shift+P Superscript

10. Ctrl+Shift+B Subscript

11. Ctrl+S Save

12. Ctrl+Shift+S Save as

13. Ctrl+Z Undo

14. Ctrl+Y Redo

15. Ctrl+1, Ctrl+2.... Etc Heading Style

16. Ctrl+Enter Page Break

17. Ctrl+Left Arrow Go to beginning of word
18. Home Go to beginning of Line
19. End Go to End of Line

20. Ctrl+Home Go to Start of Document
21. Ctrl+End Go to End of Document
22. Ctrl+Backspace Delete whole word




23. F2 Formula Bar

24, F3 Complete Auto text
25. F7 Check Spelling

26. Ctrl+F7 Thesaurus

28. Shift+F11 Create Style

29. F12 Insert Number

30. Ctrl+F12 Insert Table

31. Shift+F12 Insert Bullets

32. Ctrl+P Print Document

33. Ctrl+Shift+O Print Preview

34, Ctrl+W Close Writer

35. Ctrl+Q Close LibreOffice
36. Ctrl+Shift+V Paste Special

37. Ctrl+Shift+C Track Change Record
38. Ctrl+Shift+R Rulers On/Off

39. Ctrl+F5 Sidebar (Show/Hide)
40. F11 Show Style

41. Ctrl+Shift+F4 Data Source

42. Ctrl+Shift+) Full Screen

43. Ctrl+Alt+C Comment

44, Ctrl+K Hyperlink

45, Ctrl+] Increase Text Size
46. Ctri+| Decrease Text Size
47. Shift+F3 Cycle Case




48. Ctrl+M Clear Formatting

49 Shift+F7 Automatic Spell Checking
50. Alt+F12 Options

51. F1 Help

52. Ctrl+O Open

Free Online Computer Classes
8 Upciss Prime

Website
\ WWW.upcissprime.com

Chapter 4- Spreadsheet

Introduction

MS Office & Ms Excel & 3T Libreoffice # Libreoffice Calc & a7 & Wand giar g1
Libreoffice Calc Spread Sheet Program &, st Numerical Data @I Tabular Format &
Open, Create, Edit, Formatting, Calculate 3R print &Ra & &I FGr § Microsoft
Office # Excel u©® Spreadsheet software & 3d @@ & Libreoffice & Calc ws
Spreadsheet Software & S @R & Microsoft excel H X Hohad § ag T &eT 39
Libreoffice Calc & &% @&d & Libreoffice Calc & File Extension .ods gl



Elements of Spread Sheet

[ Title Bar [ Menu Bar ]

/ /< Standard Tool Bar Formattm,q Toolbar Bar

/

=} ! / = =
File Edit View Insert Format Styl Sheet Data Tools Window Help
B-E-B-0&B3 XBE-12 4 JORAN BQ-2a0D0EBEE-B B

|Liberation Sans “Jope M| B T U-A-BNE==F 5 L E %A WEFINR E=EEIH-E-L-8-
A

| c | D \F 6 H I |\J | K | L | M | N 0 | "

Name Box
[ Column Headers ] Formula Bar ]

/l
| Row Headers |
J

[ Scroll Bar

[es[~|o [ || B

=]

<]

W

=

z3 /3]s

I}

-~

® @ @ m o

>
4+  Shegit
Sheet 10f 1 Default k English (USA) —] Average: ; Sum: 0 - —f—+ | 100%

3 \

k Sheet Tabs [ Status Bar

Spreadsheet- Spreadsheet ag ¥ue § S8 IR work &ar & 3R Arithmetic 3R
Functional Calculations & Hef9d ¥ a1 § BWiec & 38 Sheet-1 & & H AT far

S1ar & Sheet &7 a1 oY o ST Thar Bl

Row- t& Row spreadsheet @1 Horizontal Sequence &Hdr § T Row & X 1, 2, 3
e & ¥ & a1fAd fhar aar § Calc & Row &ir d&ar 1048576 gxdr £

Column-t& Column Spreadsheet @r Vertical Sequence gar &1 Calc Application &&
A, B, C & f&ar a=m § Calc & Column &r &ar 1024 AMI (A & AMI d=) g 3ifas Cell
& A1 AMJ1048576 E|

Cell- t= Cell, Row 3R &7 & Combination & AdY s 81T & cell # g7 o AT
3R B F TFT A




Creating of SpreadSheet

s, S0 gl off g1 arar &, Libreoffice Calc & v f@war g1 3R Ig gfFaat 3ik
TIHT FT U A5 § ST 3T A §a9, TIgid Fa1, $r Gfhar 1 et aarar glCalc & F=
IRl T 39ANT e 31eT Enter st & fAT &S Spreadsheet File sa18 Sy £

Row Column Cell Sheet
LibreOffice Clac 1048576 1024 (A to AMJ) 1073741824 32000
Excel 2013 1048576 16384 (A to XFD) 1717989184 | = ---—----
Calc Spread Zoom Minimum 20% Maximum 400%

ST Libreoffice Open @dT & fast all&l ¥ BIsr S ST HHhdl &-

Method 1 -Menu Bar ¥ File->New-> Spreadsheet @1 393 &t& New Document
Open & THA &

Method 2 — New Document Open &=t & foiw Ctrl+N Shortcut &7 39gRT X THhd gl

Method 3 — New Document Open &=1 & foiv Standard Toolbar @ New lcon W
Spreadsheet W click 3% Open & THhd &l

Concept of Cell Address [Row and Column] and selecting a Cell

15 & Value Cell Address & garT ggarelr S & 3R cell address Row 31 column &I
enfAer ar § Libreoffice Calc # Spreadsheet &7 9er glar & S aredfas TRAT &T &
3R &9IRT rectangle & a7 glar § foeg cell #gr S1dar a1 9 Fg T & T T Cell Row
3R Column =T Setaaiaela 8iaT &l

v’ Calc, & Column &t letters (A, B, C) CdRT Sdfh Row &l H&’i GaRT YgdToAT ST &
v yed& cell & 39=T A gar & a1 Cell Address St 3% =18 W 3MeRda g@1ar
v’ Tgi 51 3ee0T & Column B 31k Row 2 &1 sedr & safaw sger cell address B2 gwm|

File Edit View Insert Format Styles Sh

Liberation Sans ~ | |1'D pt ¥ | I

52 A E~=




v’ Cell Address Name Box # &ff R@rir &amr eret & &1 Cell dae gt W daf & Column
3R Row Headings 319ar 3m9 Highlight g st & 3k Name Box & 8ff fR@mriy &ar gl
Selecting a Cell- Cell @I Select &t & fav Cell W Fae &Y Select Cell & aRT 3R TH
a1t e@r$ &am 3R Column Headings 31T Row Headings & grselige forar ameem Cell as

de Select e 31 d& 6 319 a& Ac & R 3= Cell R Fasd 7 Y

5 vl fx 20 - =
N - B
1
2
3
4
| 5 | 1
i)
-
8

Entering Data [text, number, date] in Cells

Calc Spreadsheet # &5 YR & 3T &l 3¢ I Thd ¢ @A text, number, date 37T
3= Setting ¥ TSR 3T greT U I I S % fIT Manage X @ehd & IR g &
3mEET & Data Enter &¥ dahd &l

Enter Text or Number in Cell - Data Enter &% & fow worksheet & t©& cell WX click
Y 3R 3T FAI T TR A BT B 58 3T Gof T agd ¢ IR T Enter ar Tab &
9 H|

Calc # Data Enter a<a @& Numbers Cell & Right Side @39 gl ¥ 3t ¢eee Default
&7 ¥ Left Side er3g giar &1

Enter Date or Time in Cell- Clac # Date 3R Time &< &l & folw 3T Feler (/) AT g8
(L) @arr Date 31X Time @Y allel (:) 1 3TANT Feh el T Tehd & 3RO & fAT-

19/7/2024 a1 19-7-2024
v I3 3¢ & T Ctrl +; 3R @AT & T Ctrl + Shift +; HAS Aewe
Page Setupe

gor @1 @fder Sa- Page Size, Orientation, header and footer etc. & @€ &= & fow
PageSetup Option 39391 fHAT ST Bl

PageSetup #a & Format = Page Style>Page Option®r 393 #1|



LibreOffice Writer # Page Orientation & 9&R & gId g Portrait 3R Landscape default
7 ¥ Page @r Orientation Portrait gidr gl

=
Organizer Page Area Transparency Header Footer Borders Columns Footnote
Paper Format
i
Orientation: @ Portrait
O Landscape ‘aper tray: rom printer settings)
Margins
Top: 079" > [ Use page line-spacing
e Rtewncesie [ W
e oy 2 Gutterposition
[ Gutter on right side of pag
Background covers marg
Help Reset Apply oK Cancel

Print Preview

Print Preview & gart Type f&U a1t Document &I &« & fow &ia § & 3mgsr Document
Print #al X g adie & fe@rs gam|

v’ Print Preview 2@ & fav File Menu & SR Print Preview Option W & &
v' Ctrl + Shift + O i< F 3TN HY|

Printing of Documents

v’ Document Print &= & T File Menu # ST Print Option W e &¥
v’ Ctrl + P 2iiéshe &7 3UATT Y|

Saving a Spreadsheet

v’ Save #T & T 39w File Menu & Save & Fos Y|

vt new window R@$ 29| 5@ new window & location & TgeT &Y, siet 39 File
T Save AT AES ¢

v 583 wEd & A ST aor File Save &




[=]
T = » ThisPC » Documents w | 0 Search Docurmnents gl
Organize = Mew folder == - 0
cce notes desigr ™ Mame Date modified Type
gyanxp Camtasia 7/18/2024 10:05 PM File folder
I—'l Application Links Corel File folder
Custom Office Templates File folder
@ OneDrive - Persor FeedbackHub File folder
O This PO My Data Sources File folder
My Palett File folder
§ 3D Objects y Palettes ile folder
I Desktop
| Documents
l:-l v £ >
File name: I Untitled 2.0ds I w
Save as type: I ODF Spreadsheet (*.0ds) I w
Automatic file name
extension
[]5ave with password
[] Encrypt with GPG key
Edit filter settings
A Hide Folders Save Cancel

Opening and Closing

Opening Spreadsheet

File Opening ar oRg @I g Hehcll & Teh 15 BISel & 3R qE His o1 IRacT e & TIT ggel
¥ AlgE B dfhet fre off wiseT 1§ e @ Yge ARTA X & 3@ Save fRar S
eI & T LT |

RAFfATRT TY HT TA9T FT Tgd & a6l B F 39T T THFd &

Method 1 -Menu Bar ®X File - Open d@rer 3iR wsel &f Salect aX & 8 wrser &1
Open &= &l

Method 2 — 9ger & &= File Open &t & forw Ctrl + O Shortcut & 39317 T THhd gl

Method 3 — ggel & &6 File Open &=t & folw Standard Toolbar @X Openicon @
click #¥ 3R wzer a1 Salect &I 5rF Y WISl &I Open AT &l

=]

File Edit View |Insert Format Styles Table Form Tools Window Help

B-0O& @ Bl & S q Bl @ HE
|DefauItParagraph Style V|% ,%9 |Liberation Serif Vl |12pt Vl B I Q ~ 5 x2 X5 f‘; A -
- ZEREN I S Y- SRRSO S SRR



Closing

v/ Spreadsheet 3 Open Document @ §g &7 & fav File & S Close fFew @r
39T H|

v/ 1 B Menu Bar ¥ Right Side & X Button & 39T &Y

v’ Ctrl + W eliéhe T 3991T Y|

Closing LibreOffice

v/ ot @l & LibreOffice #F Close @ & farw File Menu & S Exit LibreOffice, @
Click 1|

v’ Ctrl + Q 2li¢ahe &1 3TINT Y|

v’ 71 fe Title Bar & Right Side & Close(X) Button T 3u2er &Yl

Manipulation of Cell & Spreadsheet

Modifying / Editing Cell Content
we-Feft AT T TRT 3T gerw 9= Cell F data &7 Edit &= giaT B

Using the Keyboard- #1&1s &1 393191 &3am

v’ Cell #rSelect &

v F2 hofl gaTl 3R HE Al & 3 F @I ST |

v/ Jt 31 Cell & o= 31 forEem aa §1 98f W ¥R 98 #¥ 3R F-a5 Arrow Key &
39T |

v/ 59 New Data Type & o, ar Enter &sil gamd|
Using The Mouse - AT3HE &T 39319 #:I&

v’ Cell ) Double-click & 3& el 3R Fueal & foIw Cursor &I del # W

Formatting Cell (Font, Alignment, Style)

v Cell =t Right Click &Y 31X Format Menu Click &I

v a1 3 @ Wi = & v Format = Cell W ST

v’ 71 fx Format Cell Dialog Box Open @& & faw Ctrl +1 gifése Press &Y
v’ Cell & 3 s Format @ & 38 Format W Click &Y 3w OK w Click &Y



o

Numbers Font Font Effects Alignment Borders Background Cell Protection

Category Format Language
Al |Defautt - English (USA) v
User-defined 1235
s
Percent -1.235
Currency -1,234.57
Date -1,234.57
Time (1,235)
Scientific (1,234.57)
Fraction one hundred
Boolean Value One hundred
Teut Cne Hundred
OME HUMDRED -1234.56780012346
Options

Decimal places: I:l U MNegative numbers red
Leading zeroes: [] Thousands separator

Format Code

General

Help Reset oK Cancel

Format Cell Dilogbox

General - Cell & ag Format ¢aee 3R FE&ITHT el I dof H TAHR HT gl
Number - Cell &7 Ig Format &add T&IcHS TAHR adT &l

Long Date - Ig Wisfc shae Date 3R Time & HAEAT & TSR HIAT ¢

Percentage - 8 oRg T Format &ddl H&AcHS dog &l FHR Al § AN 38 % gfaerd
Symbol & & wefid &ar g

Fraction - 38 dig &I Bidc shad haeld ¥ 2.500, 3.345 3nf¢ & PR AT gl
Scientific - ag Wi AEefher dog a1 T AT HHARIOT deg T FHR AT &
Custom - Tg AT IR HT Ueh FHTCH BiHC ThN HT YA ol I JAUT & &

Changing Font Size, Color, and Style

7 @T Option & 39dT Format & & forw fhar amar & 31k & Option Formatting
Toolbar # feu g gl



Untitled 2 — LibreOffice Calc

File Edit WView |Insert Format Styles Sheet Data Tools Window Help

B-a-H-D& QB X BB 2 4 o
Liberation Sans ~| |10pt |~ B I u - ﬁ bl ﬁ‘ﬁ b EE E EE
Font Size Color

v’ LibreOffice & Rwfee Font Style Liberation Sans gar &

v’ LibreOffice & Formatting toolbar & Color fa®ed &7 39T &< Text @ Color fam
ST ThdT gl

Cut, Copy Past and Paste Special

B Untitled 1 — Libreséice Wr

File Edit View Insert Form3 rmm Tools  Window Help

B-=- -0 @ Byl = S q I H- L

Cut - Selected Cell &I Te TT & g A TUH W o S folw Cut Option 3uier fohan
ST g

v Cut #tr & fav Edit>Cut & TaeT &t
v’ Ctrl + X 9i&ahe &1 399197 |

Copy- Selected Cell &' Duplicate Copy s« & faiw Copy Option @ 39T fohar Srar
gl

v Copy &= % fav Edit>Copy 1 7o Y
v’ Ctrl +C 2iiéeshe T 39ATT H|

Paste- Cut ar Copy T3 31T Text &I Cursor & ¥TU W (WA & folv & 39T fohar
STl g1

v Paste #t' & fav Edit>Paste &7 T &t
v’ Ctrl +V 2i&he &1 393197 |



Paste Special- Paste Special option T copy &=t & dIc & enable giar g ifeher Paste
Special &% garT g4 copy f&U gu Data =l AT & AT o Paste X Ul 3MTARIBALTAR
Format # Paste &X ¥ad g Paste Special @r Shortcut Key Ctrl+Shift+V gicr § |

v' Edit - Paste Special - Paste Special. & 39T &Y

Sheet Data Tools

K BB 8 4

sl

Window Help

Iu*&vﬁﬁv

E |

(0]

Paste Unformatted Text Ctrl+Alt+Shift+V

Paste Only Text
Paste Only Numbers
Paste Only Formula
Paste Transposed

Paste Special... Ctrl+Shift+V

Untitled 2 — LibreOffice Calc
File = Edit V\iew [Insert Format Styles
Undo Ctrl+Z
Redo Ctrl+
Liber| Repeat Ctrl+Shift+Y B
M Cut Ctrl+X
s | o~
EE Copy Ctrl+C
ar'_n, Paste Ctrl+V
1 =y =
5 7| Paste Special W |
3 | BB selectal Cirl+Shift+Space | [
ﬁ E Select » | [T
6 | /2 FEind.. Cirl+F | L&
7 Find and Replace.. Ctrl+H i
8 il
9 Ea) Track Changes v | L2
10 Cell Edit Mode F2
11
"  Cell Protection
12 -
13 Links to External Files
4 OLE Ohject
15 =
16 Edit Mode Ctrl+Shift+M
17
18

Changing Cell Height and Width

Changing the Row Height- ®sfic & Selected Row #r height s &=t #
fafaf@a fafer §1 @& Row Select ¥ fG@dr height 3 se@r aga £

Cell Select & Format Menu # S Row 2 Hight @I Joidc H{ 3Gd THA T

STIelter aterd @ &M Row Hight &r &g &I Enter &Y 3R OK W Click &Y

Note: By default Row Height - 0.18" &l 8, e 38 3if¥haa 39.37" @< fhar ST Hehell

gl

= [ —

et | Format

Styles Sheet Data Tools Window Help
A Text b
= Align Text r &?
']2 MNumber Format v A - Kﬁ - EE E
& Clone Formatting
£p Clear Direct Formatting  Ctrl+M
B Cells.. Ctrl+1 | E | F
Rows » | 0O Height..
Columns » U$U Optimal Height...
E Merge and Unmerge Cells v | [A Hide
[ show

Character.

Paragraph

m—)

=]

Height: |0.18"

Help

[v] Default value

OK

Cancel




Changing the Column Width - wsfic & Selected Column & Width Jsr et &

fArtfei@d fafer g

ag Column Select &¥ Ggdhr Width 319 seeTr aga g

Formate=>Column=>Width W ST 3M9a Ta ST sgg 6@ ¢3m Column Width &t

deg Enter &Y 3R OK

X Click &3]

By default Column Width - 0.89" gIct 8, Wed & 3if¥hda 39.37" Ae fhar S Fhell Bl

— LibreOffice Calc

fiew |Insert = Format Styles Sheet Data Tools Window Help

iy = [ & Text
= Align Text
3 ']2 Number Format
:I & Clone Formatting
fp Clear Direct Formatting Ctrl+M
!—[ B cells.. Cirl+1
Rows
Columns
= Merge and Unmerge Cells

[3 Page Style...

]
L] i&‘)

»ﬁ,r@,

1 —

» | B Width.. I

-

v | € Optimal Width...
[4A Hide

Ed show

Width |0.89"

Default value

Help oK

Cancel

Inserting and Deleting Rows, Column, AutoFill, Sorting & Filtering

Insert Row Column and cell

38 Column Iar Row @r Select &Y S1gT 39 71 Row Column a1 Cell Insert &aT @mgd

gl

Method 1 — Sheet=>Insert Column/ Insert Cell/ Insert Row

Method 2 — Column a1 Row @I Select &Y 3k mouse 9 Right Click &

Insert > Column/ Insert Cell/ Insert Row @I Telge H|

Sheet Data Tools

E%:E Insert Cells...
Eﬁ Insert Rows
@ Insert Columns

Insert Page Break

Window Help

Cirl++
[
, ‘

k

Selection
(®) Shift cells down
O Shift cells right
() Entire row

() Entire column

Help 0K

Cancel




Delete Row, Column and Cell
38 Column ar Row &1 Select &Y {51 39 Delete &= Iigd &1

Method 1 — Sheet-> Delete Column/ Delete Cell/ Delete Row
Method 2 — Column ar Row @I Select &Y 3Rk mouse 9 Right Click &Y

Delete = Delete Column/ Delete Cell/ Delete Row @ Tdac |

]

Sheet Data Tools Window Help 2 |
E*:E Insert Cells... Cirl++ Sealaction
@ Insert Rows ’ (®) Shift cells up
@ Insert Columns b ‘ () Shift cells left
Insert Page Break b (O Delete entire row(s)
Delete enti |
B Delete Cells... Ctrl+- @ prEEaiEEI R
. E-:'}? Delete Rows Help oK Cancel
E-:E Delete Columns

Hide/Show Row, Column and sheet
38 Row a1 Column &I Select &Y &= 3m9 Hide a1 Unhide &3 agd 1
v Format->Row->Hide or Format—->Column->Hide
Sheet &I Hide & & faU
v Format->Sheet->Hide
Hide f&%t art Row, Column 3R Sheet & Show & & T 37 Options &T 39T H|

v’ Format->Row/Column/Sheet->Show

ice Calc

rt | Format Styles Sheet Data Tools Window Help

[ A Text v L i&p
= Align Text ¥
| 12 Number Format v A . ﬁﬂ* | = =
:I & Clone Formatting
f}) Clear Direct Formatting  Ctrl+M
t E F
— HBE Calls.. Cirl+1 |
Rows [ Height...

Columns > Optimal Height...

oo
o
Merge and Unmerge Cells v | [£] Hide

Show

ili

|

i S
Character




AutoFill

Spreadsheet # automatically ¥ & AutoFill Command 3ar Series Command & @1y

37T Jell A T Thd &l
v ©& Cell # Click %Y 3k w& Number =T #Y|

v & 3= Cell #F Click &Y 3R R 37 Cell # amw click #Y gt 3maer Number

crsy fohar am|

v/ Cell % fa=ar Right Corner # frer EfRe 397 &Y foew 31T o= area § 3R #A39

dcod F BIE &

v Cell & s 3R &I & X ST

Using Fill a series

v" Sheet Menu=>Fill Cell=>Fill Series

Styles | Sheet Data Tools Window Help

D % Insert Cells... Cirl++
d -
ﬁ;j Insert Rows b
b [t Insert Columns 3

Insert Page Ereak ’

Delete Cells... Chrl+-

”“D
£2

S S S

Delete Rows

Delete Columns

Delete Page Break r

i

Insert Sheet...

Insert Sheet at End...

Insert Sheet from File...

External Links...

x Clear Cells... Backspace
Cycle Cell Reference Types  F4
Fill Cells b
MNamed Ranges and Expressions »

m Cell Comments b

Rename Sheet...

M hlcucn e o Clhannt

Sorting & Filtering

JORAN: Ry |
E ===+ 1 | =
— = = T 7 ==
G H
2 Fill Down Ctrl+D
5 Fill Right
O Finup
=

Fill Left

Fill Random Mumber...

Direction
® Down
Oup

Start value:

End value:

Increment:

Help

Series Type
® Linear
O Growth
O Date
O AutoFill

Time Unit

Cancel

Spreadsheet & data & AT & FA THI §H FEX dgaX SATAPRT T fAhretr 3R sgafeaa
el T ST 2T & ST 37elar g4 Calc &1 T ¥ srered Tool & 9 & 39T T Foha
¢ 3R gAR Data & 3UANN SR & v W 99T Y& Fehd ¢ a1 Sorting 3R Filtering
Tool & 39T HXh fhar siar & Calc & Sorting 3R Filtering ®r Standard Toolbar &
Sort 3R filter JFA &7 39T Wb AT HAT SAAT & A1 Y Data Menu & & dgl
O g7 Data & Sort 3R Filter &T @a gl




£ Sheet Data Tools Window Help
4 E| Sort...

EJ, Sert Ascending ) E ? z
3 B %\L Sort Descending :_\l’ ;_-.L\lf v

N7  AutoFilter Ctrl+Shift+L = (g ~
More Filters )
—I— ﬁ Define Range.., 4|—
ﬁ Select Range...

- -
Refresh Range

Sort - 5@ Option $I Ace & & 379 3cT &l Sort N Thd & SHH &H Tdh TTY 3cTaT-37eTaT
FIHd F Sort T oha gl

Sort Ascending - 3@ Option & ATETH & §H YT 3T T IR A F Sort X Tohd &
SIS §H 39a 3¢ @l Select s 38 3o W Click w1 a9 U /gl sied Geolam fFaqs
TFHES 3 e THeleerT el Ifg teads W gH Click &t OK T a9 gART foide o
Column grm &9 Select g STwam T2m Sort 8 g SN @ifthd 3R g7 de e W
Click &¥3T a9 gART dgr 31er Sort g 5 e g8e Select foar |

Sort Descending- s@ Option & #A”IH ¥ gH 3790 Data A 3G HA & Sort &
Tha g

Auto Filter - =g 3ifcereT @ g8 Calc &1 Data # Filter Add & @hd & @@ Ugdl &H
Data @I Select &3 3T% a1¢ 57 Auto Filter 9¥ Click &% af T&d 9gol Tl H Tah Drop-

Down Icon 3 Siwen 5@ oY Click &% g7 319« Data &1 $=oT 3[AR fiheet 3R Sort
X Fehdl ¢ S Data gH fe@rewm g1 fe@r Gohd € a1 QUi g1 38 g4 9T Fohd ¢

PRODUCT NAME |PRICE QUANTITY TOTAL
S KEYBOARD 350 2 700
S MOUSE 100 4 400
SMONITOR 3000 3 9000
JUPS 1500 2 3000
HWEB CAMERA 1200 6 7200
2IMODEM 400 3 1200

sHAT YfFehe UPCIIS Prime YouTube channel 9 AT 14T §1

Freezing Panes



aﬁmwwﬁaﬁmmﬁmﬁsﬁm@t$gwmﬁwﬁwﬁrg’(f%,a’rm
3¢ WIS X Tohd g, fordd 3T AV 32T P Thiel ad THT DIefd AT UfFdAT T & Hhd gl

Freezing Panes # e ey #lgg gia Bl

1. Freeze Row & Column
2. Freeze First Row
3. Freeze First Column

Freeze Row & Column

Freeze &a & foT View menu W ST 38« di¢ freeze Cell &r ?:I;rT 3% diG Freeze
First Column Jar Row @t g?T

View Menu-> Freeze Cells=>Freeze First Columns or Row

Unfreeze Panes

Row ar Column & Freeze g™ & T a1 dr A IR W 3@ 3R Unfreeze rows 3R
Column = Select #¥ a1 HET goasR A Unfreeze Rows 3R Column lcons @ Click &Y

Untitled 1 — LibreOffice Calc

File Edit | View |Insert Format Styles Sheet Data Tools Window Help
Iy . n -~
- ER Normal o~ L AA‘) z/. .
] Page Break
Liberation 5 User Interface... u - A - Kﬁ -

Toolbars

!

H17
Formula Bar

e |

n

Status Bar |

(SRS

View Headers

View Grid Lines

Grid and Helplines

Value Highlighting Cerl+F8
Hidden Row/Column Indicator

Show Formula Ctrl+*

=]
=

Split Window

=)

Freeze Rows and Columns

W

Freeze Cells » Freeze First Column

=

Sidebar Ctrl+F5 Freeze First Row

Styles Fi1
Gallery

SawE EO

\DmEIm‘

Navigator F5

Formulas, Functions and Charts

Using Formulas for Numbers (Addition, Subtraction, Multiplication & Division),
Teh el Ueh Yo ol TFHULMS § St Teh Hel & dog &l VT Hdl § Function 9gel & &
I Formulas gl &, ot 991 [9ffiead 9 & Calculation st & T foram Srar g1

Library Office # 3mq & YR & Bel $T T T Hehdd § AT SRNGFC Tl H BT e AR
B = A5 ¥ YE B § oI AT G fae@ar FATT FX & a9 Enter key 98 Y|




File Edit View Insert Format Styles Sheet Data Tools Win
y Cl E WooL -
v M Ec]: M Ei = D"\ o D@ O~ & :

|Liberation Sans V| |1'[] pt V| B I U ~

|B? v‘ fy 22 v = | =B3+B4+B5+B6 h[ Formula Bar ]

A B

3 10

5 25
35
— ST

Autosum- Spreadsheet # 3ifelga e Function & forEer 39air @69 @ & faw
$o 8 [Forh 7 TEaEt wF Taarfdd §7 @ Sisd & fav R S g

v 33 Cell 3 Select &t 3t 38 Row ar Column ¥ 3id & fRua & R 3ma sheem ared &
v’ Formula Bar % 9r& Sigma lcon W feFerer Y 3T 31T 313+ A ¥ Sum  TFareh &Yl

File Edit View Insert Format Styles Sheet Data Tools Window Help
2-5-B-D@B XDBA4 90 A% BB
|LiberatiDnSans V||‘l{]pt V‘ B I u - iviv EE E EE ? % :i %
E13 v| fx Lex =
A C F | G
-
2 Qty Rate Total Amount Sigma
3 Keyboard 5 350 1750
4 Mouse 6 250 1500
3 pen Drive 3 300 200
6 Printer 4 5000 20000
7 Monitor 2 3500 7000
8 Grand Total »> 31150
9
10
11

Functions (Sum, Count, MAX, MIN, AVERAGE),

Sum - =g % & 39 Cell Values ar Range of cells & Sigar & faw fxar arar &



=Sum (A3:A6)

SUM V| fx X | =sumiazae)
A 8 |

5] SUM

2| Number Result

- 50 172
n 40 =SUM(A3:AB)|
E 52

o 30

Count - s 3water Ru 71t A7 I & GCacAs A # @i & fav fFar s 8
=Count (A3:A6)

|COUNT | fx X  [=countiazag
A I

N Count

2 Number Result

. 10 4
n 15 =COUNT(A3:AB)
s 12

E 10

Max - & e 1 398097 I T & 7 T F 3RAIA (maximum) FeT &7 F T

forar Srar g1
=Max (A3:A6)
max v| fi X v | =maxazag
A 8 |
o) Max
2| Number Result
) 10 15
n 15 =MAX(A3:A6)|
& 12
. ; 10
Min - sg o & 3T At Fr & 7 I
# #TdA (minimum) #HeT &t & o fRar e &

=Min (A3:A6)



MIN V| fx X & [ =miN@azag

A 8|

| Min
B Number Result

: 10 9
' 15 =MIN(A3:A6)
- 12

: 9

Average - s saRe & 39T Ao H & 75 I F§ degcAmS A F 3Ed Rl &
foT fFar Srar g

=Average (A3:A6)

AVERAGE vl fy X & | cAVERAGE(AZ:AB)

A I
1 Average
2| Number Result
3 10 11.5
n 15 =AVERAGE(A3:A6)
3 12
6 9

Charts (Bar, Column, Pie, Line)

E ST AT Hedl & Th 72 glaffica § o g Tfeera &0 @ saredr ar Joler ae
AT a1 &1 THAS & AC 997 AT F ST B WRIRIT IT RGIE el H A A ¢, G@d

SATEAT AT 3T &1 ST &

Libreoffice calc & I¢ 10 YR & g9 gl

Column chart
Line chart

Pie chart

Bar chart
Area chart
Scatter chart
Stock chart
Surface Chart

© N o v A w N o=



9. Doughnut chart
10. Bubble chart

=

Choose a Chart Type

il Column

1. Chart Type % Bar l |:| ‘ m ™ ]
Pie |_|

= =
2. Data Range E Area
3. Data Series E Line
4.Chart Elements %2 XY (Scatter)
B Bubble D}D Look |:.EE istic
@ Net Shape
lisn Stock
Iﬁ'ﬂ Column and Line

Steps

MNormal

Help < Back Next > Finish Cancel

@@ Popular Chart Column Line Pie 3iX Bar chart

Column chart- #tas =& & y2or g7 & T & @ 31f® srer & Jolell &%l o foIw

Fhd g1 3§ AIC H ST & & &7 H Q@S <ar §1 TSIahr Herdgar @ sier @ Jgofell el
3T & Siar g1 Calc & garr g6 are &1 By Default Chart define faar arm €1

FIeTH dIC T TIAT

Step to Apply: Select Data Range—Insert Tab—Chart—Column Chart
HIA IIE T TAT & a6 & v 317 e o war a1 -

v =T I 1 doee

v 35F 915 Insert tab W AR

i 79 & Column chart 3ifcers W fFelh |
V' 3T 3O ITaRTEdl 3TER °IE ' JolFe Y|




.} B | C D l G H | J K L it N
1 S§/N Name .En.g]ish Hindi
2 1 Sudhakar a0 s0 |7
3 2 Akhilesh Kumar 35 38 10 4
4 3 Bhola Kumar 36 39 EE ]
5 4 Rakash Kumar 43 51 :g T
6 5 Pramod Kumar n 52 20
7| & Raju Kumar 55 60 13 1 i | i | |
8 7 Ajay singh 48 37 5l sl 5| 555 5/ &6/ =5 2% . 8 &5l & B English
5 _8 Vijay Singh 46 52 5 5 El5/E5z5¢&/53565/5/5 5 5

T =2 = === El - - I = ) W Hindi

10 9 Aman Kumar 33 49 aﬁgﬁgig:ggﬁﬂiggg
1110 | Sonall verma 36 65 22 E 8= 7|7 E5EEEG<
12 1 Pooja Kumari 51 a5 | | %= [
13 12 |Kumari Anjali Verma 55 37 2
14| 13 Ram Sharma 1 40
15 14 Pawan Kumar 37 51 12/ 3|4|5/6|7(8|9|10{11|12|13|14|15
16 15 Amod Singh 34 42
17 Diata Range Cylindrical Column Chart

48

Line chart - s o€ & =@ G HT Feidd Fel drelr lines Horizontal (&fcsT) lines
BIcl &1 57 lines & S@HT §H THGT @ T Jolell FX Hehd § T Plof-shled { ST T A e
3R Faar ser ar ger €1 3R A off gar oRmAT ST Gohar § fT FiT F gET F fhaer ar

TS °TC T TATT
Step to Apply: Select Data Range—Insert Tab—Chart—LineChart
A3 ¢ & 99T & o« & v 39 faFa weoq $rar X -

v Ted 9z 31T I #Y Joge Y
v  Insert tab W S|
v’ Line chart 3ifcee ©® Fos #YI

v/ 319 3N GRATHAT HFAR 3TN g B AE H JoFe A

A B L C D ] G H | J K L M N
1 §/N Name English |Hindi
2 1 Sudhakar 40 50 b .
3 2 Akhilesh Kumar 35 38 0
4 3 Bhola Kumar 36 39 5o |
5 4 Rakesh Kumar 43 51 10 -
6 5 Pramod Kumar 31 52 30
r 6 Raju Kumar 55 60 20
8| 7 Ajay Singh 48 a7 1 10 —English
9 8 Vijay Singh 46 52 I . . . . . . . Hindl
10 9 Aman Kumar 33 49 x = 5 £ £ 5 &8 5 F @ 5 £
11 10 sonali Verma , 36 65 5 % E E Eg2 e L E t§EE

T ¥ ¥ ¥ ¥ X ¥ 3> g > L o2 45

1 1 PoojaKumari | | 51 45 it 2sz 2885353 fg 2
13 12 | Kumari Anjali Verma| | 55 37 5 ¢ Ec  TESESZIEC
14| 13 Ram Sharma | EH a0 = =4 |
15 14 Pawan Kumar \a7 51 =
16 15 Amod Singh \aa a2 | .
17 L] 1

=
oo

Data Range Line Chart 20

a
-]



Pie chart - og o€ ¥aa a8 oITa] BIcT § T8l shaol Teh ST AT Bl FHeHT &aT JAThR gl
g 3R 3w Tt Ao 3remT - 3rorer TNt F fe@mr S §1 3w 5w de 7 died deg A e
REAeRY 38T § 3d« fe@mr Sirar g

91 9T¢ HT FIT9T

Step to Apply: Select Data Range—Insert Tab —Chart —Pie Chart
91§ II¢ FT TAT FA & AT T ToH el HY -

v 95 31T AT F A H

v 38% 415 Insert tab TR e

v’ Pie chart 3ifeereT R e x|

V' 3 3T AR HTER AU TG B ATE H Fowe R

A B . G H | ] K L M N C
1 §/N Name English
2 1 Sudhakar 40
3 2 Akhilesh Kumar 35 =
a4 3 Bhola Kumar 36 EngIISh
5 4 Rakesh Kumar 43 = Sudhakar
6 5 Pramod Kumar 31
7 5 Raju Kumar 55 oo % m Akhilesh Kumar
3 7 Ajay Singh 48 58 ™ Bhola Kumar
9 8 Vijay Singh 46 : W Rakesh Kumar
10, 3 Aman Kumar 33 - = ® Pramod Kumar
11| 10 Sonali Verma 36 = Rajus Kumar
12| 11 Pooja Kumari 51
13| 12 |KumariAnjaliverma| 55 W AjaySingh
14| 13 Ram Sharma 31 5% W Vijay Singh
15| 14 Pawan Kumar a7 Aman Kumar
16| 15 Amod Singh | 44 )
1 Data Set Ple Chart 2D

-
o

Bar chart-sk @€ (Bar Chart) Ffer o€ &1 R t &9 & =@ off o€ 1% & &7 & @S
ST § 9T 3R STl § T iedd are Fearer (Vertical) g1dr § 3R SR ar¢ Horizontal (&ifa<)

T I1C T 9T

Step to Apply: Select Data Range—Insert Tab—Chart— Bar Chart
Bar chart &T 39417 A & AT ¥ TEH BidT FX -

vV #e8 Tge ST I & Yo

v 38% a1 Insert tab T S|

v/ Bar chart arer 3w W fFas X

V' 39 31T 39T AATEG 9 Bar chart F FoFT H



vV Fad S F {d §Te Bar chart gaefic 9T R@sr o=rem|

A B £ D G H | J K L M N
1 S/N Name English |Hindi_k *
2 1 Sudhakar 40 50 AmodSingh I ———
3 2 Akhilesh Kumar 35 38 —_— o e e e
I —
a 3 Bhola Kumar 36 39 amstarma.
5 4 Rakesh Kumar 43 51 Pooja Kumari ...
6 5 Pramod Kumar 31 52 I
- —_—
7 6 Raju Kumar 35 60 Aman Kumar & Hind
g indi
8 7 Ajay Singh 48 37 ? AjaySingh | e _
3 8 Vijay Singh 46 52 —_— W English
I ——
10 9 Aman Kumar 33 43 Pramad Kumar
N "
11| 10 Sonali Verma 36 85 Bhola Kumar I S S——
12 11 Pooja Kumari 51 45 I
13 12 | Kumari Anjali Verma 55 37 Sudhakar | —
14 13 Ram Sharma 31 40 0 10 0 \so 40 so so 70
15 14 Pawan Kumar 37 51
16 15 Amod Singh 44 42
17
18 Bar Chart 2D
19

Shortcut Keys for LibreOffice Calc

Shortcut Keys Effect

Ctrl+N New Sheet

Ctrl+Shift+N Manage Templates

Ctrl+O Open

Shift+F11 Save as Template

Ctrl+S Save
Ctrl+Shift+S Save As

Ctrl+Enter Next Line

Ctrl+Shift+0O Print Preview

O % N o LR W N e

Ctrl+Q Exit LibreOffice

Ctrl+X Cut

=
o

=
=

Ctrl+C Copy

=
g

Ctrl+V Past
Ctrl+Z Undo
Ctrl+Y Redo

=
w

=
-




15. Ctrl+Shift+Y Repeat

16. Ctrl+Shift+V Paste Special

17. Ctrl+Shift+Space Bar Select All

18. Ctrl+Page Down Go to Next Sheet

19. Ctrl+Tab Go to Next Sheet

20. Ctrl+Page Up Go to Previous Sheet
21. Ctrl+Shift+Tab Go to Previous Sheet
22. Shift+Space Bar Select Row

23. Ctrl+Space Bar Select Column

24, F2 Edit Cell

25. Ctrl+H Find & Replace

26. Ctrl+F5 Show / Hide Sidebar
27. F11 Show / Hide Manage Style
28. F5 Open Navigator

29. Ctrl+Shift+) Full Screen

30. Ctrl+F2 Insert Function

31. Ctrl+Alt+C Comments

32. Ctrl+K Hyperlink

33. Ctrl+; Date

34, Ctrl+Shift+; Time

35. Ctrl+Shift+P Superscript

36. Ctrl+Shift+B Subscript

37. Shift+F3 Cycle Case

38. Ctrl+Shift+6 General Format




39. Ctrl+Shift+1 Number Format

40. Ctrl+Shift+5 Percent Format

41. Ctrl+Shift+4 Currency Format

42. Ctrl+Shift+3 Date Format

43. Ctrl+M Clear Formatting

44, Ctrl+1 Cell Formatting

45, Ctrl++ Insert Cell

46. Ctrl+- Delete Cell

47. Ctrl+D Cell Data Copy to Down Cell
48. Ctrl+F3 Manage Names

49, Tab Go to Next Cell

50. Shift+Tab Go to Previous Cell

51. F12 Group Cell

52. Ctrl+12 Ungroup

53. Shift+F7 Automatic Spelling Check

Free Online Computer Classes
@ Upciss Prime

Website
S WWW.upcissprime.com




Chapter 5 - Presentation (Impress)

Introduction

LibreOffice Impress # Microsoft Office & MS PowerPoint S&T & Teh Presentation
Program g| for&erT 93197 Slide Show IR &3t & foIT foham SITar &1 88 &4 379« Information
&I Graphics 3R Multimedia & #ATegA & Present &Xa g1 LibreOffice Impress &1 File &7
Extension Name .odp gar &1 Saerak Companies 39eT Presentation ¢t & foIT 39 @@
% Software T & YT AT &, FAITh STH $& Advance Features gia g, o1 Use g
39T Presentation & s Time #X @hd gl o8- Custom Animation, Slide Transition,
Slide Effects etc.

Creation of Presentation

Impress & #&a window & i g€ g1d ¢ - Slide Pane, Workspace 3iR Sidebar| 3maer
3 ol OR fe@rs &9 St Ut e fhue vd wie aA dT glawr gerT wd g

=] S 2=
File Editl View Insert Format Slide Slide Shi
E--@-10 & - HE-BE T2 E - B Fes 83-BE =-
b alL-B-\OO-% -y -0 13 = A &
Slides x | i Properties Ho=
1 Toolbars e E
~ 7/ Format: |Screen 16:9
= . Orientation: |Landscape '9{‘
. CIICk to add Tltle Background: |None [
Insert Image... @
Master Slide: <>
A 4 Master Background
[ Menu bar ] )  astr i =
Title bar et
Click to add Text | i =
BB
0l (=]
L [
1 [ [ [
Slide 10 1 Default 4437704 1= 000x0.00 English (USA) B — ——+—++  76%
\ 4 \ 4
[ Slide Pane ] [ Workspace ] [ Sidebar ] [ Sidebar ]

Creating a Presentation Using a Template
Templates FT 3TINT FIQ §¢ New Presentation ®I Create #3d & faT ¥eU-



v’ File Menu>New->Templates T S0 ar Shortcut key Ctrl+Shift+N & g2 FY|

v’ t& Template Dialog Box e WX @S &M 39 379+ 93 & 3TER U @l Select
#¥ 3R Open W click &I

‘ Filter |Presentations j IAIICategories Z‘ Manage ~

Lmven fpman
Lerem ipsm
Dsor 5k Amat

Beehive Blue Curve

Lo Ipun Lorern tprem Lerem ipmm
Lemen e ke 12 et o g VoA [ ———
var sdhancirg ol .
pri
e L.

DNA Focus Forestbird Freshes

Growing Liberty
Impress Template

- | =

Grey Elegant Growing Liberty Inspiration Lights

Creating a Blank Presentation

v File Menu->New-> Presentation @ sT¢ a1 Shortcut key Ctrl + N &1 91T *{|

v’ t& Template Dialog Box TheT W R@iS &9m 39 39 93 & ITER T H Select
#Y 3R Open W click &Y A& ar Template window &t & # THhd ¢l

Inserting & Editing Text on Slides

v’ Slide Menu->New Slide ™ ST |
v" 1 Shortcut key Ctrl + M & S=ar Y|
v’ Standard toolbar @ 39zT #%&F New Slide s Tea & 3T Figure # fe@mr = &



Ia o || &

22
File Edit View Inset Format Slide SlideShow Tools Window Help &
BE-E5-B-10 & Ey ©) - A HEO-B TZE E-EEih E Fe a3-BEI=-
FRL-L-NOOI=-¥-L-0-Q-=-B-O-%-0-[3 - A £
Slides x “| i Properties =
1 [ wescome Slide N
T Format: |Screen 16:9 ,A
\pcizzPrime I' k dd - | Orientation: |Landscape 4
i Click to add Title -
Insert Image... @
* Click to add Text Master Sice: o
Master Background
Master Objects =
Master View
B e
Il (I
0 ] =]
=0 &2 B
[ [ ] -
o =
[——] [——] [——]
= E =
[ [
>
Slide 2 of 2 Default tI517/7.00 = 000x000 |12 English (USA) $ -t 7%
E—

To Add a Text BoX - Text & Placeholders 31K Text box @&t # STaT ST TohaT &
Text box insert & & 39 Slide Layout & 315 &@ed ¢ Placeholders & faadid Text box
EHIT U & TUT I Ed & o & 3T Theme s &

Presentation & text box J3a & fAT XU T FTH *r Hral HY-
v sgE Ao @ THEC dleFH A Holde Y AT

v Tomsz X Text Box @& daer & faw Click, Hold 31k Drag #Y Text Box R@rs &am
¢FEe Sz for 98 Text Box W fFaeh oY AR T = Y& |

Deleting Slides in a Presentation
f%sT ¥ & gaRT Presentation ¥ ¥ slide F1 delete FT TFHA &-

v’ 335 Tamss @1 Select #Y 5 31T delete @ § Slide Menu W U delete Slide =
Click &%|

v’ 37 Selected Slide @ Delete &veT & fw mouse W right click &Y 3k Delete Slide
WX click ]

Saving a Presentation

v’ File menu # ST save W click &Y
v’ I toolbar & ¥ icon WX click #Y|
v" 1 shortcut key Ctrl + S &7 39T &



Manipulating Slides
Inserting Table

Slide & Table Insert I & T 3T Steps FT UTeleT FI-

Go To Insert Menu > Table WX click #¥| 39% d1¢ 34 <o ST diad @S &I
AT FTRT & A & Column 3R row & T&AT Insert &Y 3R OK sed 9X click &Y

few 7T R Y GEgIdr ¥ g« fFue & VT F 3@ THd &

E Untitled 2 — LibreOffice Impress

File Edit View  Insert Format Slide Slide Sh
s Audio or Video...
s @ | &t chat. —
— <
— D Teble.. Mumber of columns: 5 =
[ Media v
1 OLE Object v -
Mumber of rows: 2 -
I:@ Shape » &5
Snap Guide...
z Text Box F2
|.V__| Comment Ctrl+Alt+C ﬂEIP QK EEFH:E'
F Fontwork... i
|
A Hyperlink..  Ctrl+K
Special Character.

Click to add Title

Adding Clip Art Pictures

Frg 3c Ifhehel shec g TolaahT 39T Presentation &7 slide & frar ar @epar &
Presentation & 399 fir St arell Libreoffice Shoot # @ffeet yar it Feaa 3¢ A
feU ITT T T 3IUAIT = T 394 Presentation & &9 3¢ &1 Insert & Thd @l

\/:ﬁ?cr\aﬂ A Insert>Media-> Gallary
/MWHWW%SeIect |
v frr fFeaasne « ee click Y 3R insert W click #Y



Slides

=
- - BIIEts éy
— Upciss prime B
N ®
’ \ o
=
B A W 2

-4 |'/'. /

- 4

P o
¥ 8= New )

Inserting Other Objects

Slide & 3k &de insert aX Thd g O &H TASS &I 3R TOT dallel ToIT STAATT
g g &H libreoffice application garT §<TT 1w P IR & AT dfeah FS Iy ITherel
TColiheled 3 insert & ¥ohd &l

$HC Al N W e Y 30 91 AT W ¢ 38 a1 3ifsar ar Aifsar Afzar de sitsaere
3Tfe W Feer Hl|

v Insert Menu Bar wX Click &Y 3&& @€ Image>Audio or Video / Media /Chart /
Object 31fg W el Hl

v Insert Image dialog box & X fg@rs &am|

v’ File, image, picture @ Select &Y 3K open Fea W Fed F

Resizing and Scaling an Object

Image @ Resize it & 0T AT W For A IR NMas a9 7 @ 6 W v W
MS Office presentations, Fr aig & 3& 81 Farh 3iX 39T +X Image @' Resize FT Tdhd gl

Upciss prime




Creating & Using Master Slide

A o7 Librreoffice Impress @7 Teh a9y yehR i AATAT & St fob 3T9ehT Yoierrel & Fellss

3R FAIS5H AT AT STedl F ANSHS Fal &I IFAT &adr § Teh AN Fll38 aseel 3R
33 & fow caee BT Tege 3R Tt Tomssa & v dean3s Bamsa HulRa #dr

g S 39 AR TASS FT 39ANT d &1

Steps to Create Master Slide

View menu W ST 3T% §1¢ Master Slide &I deiee & T& Slide Design Dialog Thia ©X

fe@rs gam Master Slide & s Slide @ Select &Y

EREER
File Edit View Insert Format Slide SlideShow Tools Window Help &
B-E2-B- 0 .. g BHER-E TS E-ECihE F 2 = =
&l L-B-\NOOI—-¥-L-C-O-=-B-J-%7-B-13 o Ak
Slides 52 i Master Slides o=
1 I Used in This Presentation o E
. . . L= 7%
Click to edit the title text format flnmwrd e
ik O]
* Click to edit the outline text format ") Auaabe for Use &
- Second Outline Level - | = "@ =
« Third Outline Level =5 ) =
|
- Fourth Outline Level = =
* Fifth Outline Level - , - I - H
* Sixth Outline Level o a
» Seventh Outline Level = ==
date/time> f umb
Slide 10f 1 Default tas50/601 22 000x000 (=

Presentation of Slides

Choosing a Set Up for Presentation

Slide Show @ S0 38 a1¢ Slide Show Settings 38% a1 Slide Show Settings Dialog

Box fe@rs &am|
Range Presentation Mode Multiple Display @ Select &3]

3RS F7 T Slide & wsar aat & v 3musr Slide Timing Throug Slide Transitions

On Task Pane @ Customize T 1AM
Running a Slie Show- rss ot Tam= & v 5o & ¥ FI T F T H-

v’ Menu Bar = Slide Show-> Start from First Slide T &Fos &Y
v" 1 Slide Show ¥ 3w Keyboard Shortcut F5 9 &Y




Automating a Slide Show
Slide show & Automating 31 & faT %3 faFeq fgw arw -

V' 39 Yol WIS &1 39 Y Slide Menu->Slide Transition W Foe Y|
v’ Advanced Slide Area W TG 31X sTg & after X o Y 3R UF TAT & TIT W
v sas a1 apply Transition All slide @1 select &<

ﬁ Untitled 2 — LibreOffice Impress - x
File Edit View |nsert Format | Slide SlideShow Tools Window Help &
CN=N - N EIERT wn s AES.E s B-dO0EO-Feda- B =
=1 Duplicate Slide
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Chapter 6 - Introduction to Internet and WWW

Introduction to Internet

Internet T ¥sd &1 Computer Network §, @& Personal dar Public gt g &
Network 3ma& # 33 gld g1 Internet us Public Network &, 5r&sr @15 Owner =€l grdr
gl Internet @ 3 @8 Device &1 3am U Unique IP Address g1 g1 Internet ™
Information Send and Receive &t & faw TCP / IP Protocol & Use T §1 3cleic &l

B & 3R Fea £l

Internet &7 9T 1A ‘Interconnected Network (Sc{eheiarcs =cdeh)’ BT &l

History of Internet

Internet &r &3NT 1970 w9 1980 & ek H g3m 2l Internet ARPANET (Advance
Research Projects Agency Network) & st# & Defense Department gart i8S fopar arar
a1l 1974 #F %3 Local Area Network ARPANET & TCP / IP &r #ieg & Connect f&T Imd
q| FIAHT & IeH-Ye & v 5 e @1 gaqer a1 srar § 3@ Transmission Control
Protocol & Internet Protocol &g &1 f»ar #if Computer &I Internet & sl & fow
Telephone Line 1 Internet Service Provider & Ss=TT 9sar &1 $IRd & Internet Jar &1
FAYUA 39T 15 August 1995 &t fager Far faere faffes qarr fFar = a1, 38 g
3 FFafadl e@rT o Internet &1 39ANT H&T & F fRAT ST o@m| Internet & &3
Vint Cerf s &r 2f| Vint Cerf &I Internet &1 S Fgl 1T gl

Basic of Computer Networks

fel computer # & a1 a1 @ ST computers & FJsoAT network FFATAT g7 Aedd &
garT computers 39H #H data 3R information & T& @Y & AW share A §. &
slcas T wire AT wireless @il dlie ¥ §AIIT ST bl §. sicds & computers &I g
I STl SITET &TACT gich & foh Tsh il @ gfadm & & #la ds devices &I connect fhar S
ThT &l

Components of Computer Network-

v Network Adapter
v Transmission Media
v’ Servers



v’ Clients
v’ Protocols

v’ Resources
v User

Types of Communication Medium
Communication Medium 7&T 7 & & ¥R F 819 o-

1. Guided Media- sg Transmission Media for@# & Device & #t¥ Connection
Physical Method 3t&- Cable a1 Wire & garT gildr g, 38 Wired Transmission Media
I1 Guided Media #gd gl

¥ foret TR & @ ¥-

1. Coaxial Cable
2. Fiber-Optic Cable
3. Twisted Pair

2. Unguided Media- @& Transmission Media f@# f&&r Physical Contact &
ST 8l aidl &, 37Ad f&@d Communication f9ar Wire & glar g, 38 Wireless
Transmission Media ar Unguided Media #gd &l

¥ fasT yeR & g &-

1. Radio Waves
2. Microwave
3. Satellite

Types of Network

#&T ¥ ¥ Network diet voR & 19 2-

1. Local Area Network (LAN)
2. Metropolitan Area Network (MAN)
3. Wide Area Network (WAN)



1. LAN (Local Area Network)- Local Area Network ws Computer Network #I
e Usear am & & 318 Computers & Siisat & faw fohar Siar §1 39 @8 & network
3m9ent school, colleges, office 31fe & d@a &I e STd &1 o aehr gdr earerer 1 fehelleiex
de g dadr g1 LAN & Data Transfer &r Speed MAN 3iR WAN & 31f8e gidr &1 LAN
Network & 10 Mbps & 1000 Mbps &r ¥ & data transferred fFar Srar g

2. MAN (Metropolitan Area Network)- Metropolitan Area Network LAN
Network & 31 3iIk WAN Network & aler giar g1 I8 Network w& Town a1 City d&
WfAa giar g, oas agT ¥ Local Area Network 38 # 33 gld g1 Si9- Cable TV
Network. MAN Network &I 3m9d # Sitse & foiw Coaxial cables 31X Fiber Optic Cables
#T Use forar arar 81 MAN Network Public ar Private @it ag &1 Network g derdr
gl

3. WAN (Wide Area Network) - Wide Area Network ws Digital Communication
System & WAN Network &1 g3rar Cities, Countries 3R Continents (Fgredidl) &I
Shget & fav fohar Siem g1 Si9- Internet. WAN & Data Transfer T Speed LAN @1 et
A e 10 I FA gt g1 WAN & Network &I Siiset & felw Microwave Stations
a1 Communication Satellites &1 Use frar ST gl

Network Topology

Network Topology Te& WehR @l helar?lel GBIl &, Sif &l AT &l & 3Hiteh shegedd & 3m9d
dhoiebe T &1 ST g & 3er 3R gl H Uh Hgel @ i FgeX H giw fhar Sirar
g1 cmarars @ Physical 3R Logical gt adieh & g™ fohar Srar g

Types of Network Topology

1. Bus Topology
2. Ring Topology
3. Star Topology
4. Mesh Topology
5. Tree Topology

1. Bus Topology - 5@ cdieish # &ogeli & 39 #F Faac 1 & [oT Had Th Had
FT SEAAT Tohar ST g1 5 Back Bone #gd &1 Back-bone & @< ®X 9¥ Terminator
o9 gla &, St Signal @ Control X g1 Bus Topology # f&dr Node & @&I§ gld W
Network W &g 9H1d &7 ISl §, ST Back-bone & @U« gl W @ Network ysfad




gidar g1 Bus Topology &1 39tar Network o forw forar sirar €1 Bus Topology & Network
I Create s dgd & Tl &Il &1 F¢ 9gdd & T Topology grelr B

Terminator Terminator

Bus Topology

2. Ring Topology- R adieish T 9eR $ dcasw Aadien & @ @si Computers
T Ring (alel) & 3TN H T G ¥ 33 W & 38H aeT #&ar A Node Siise @
Repeater &I 3as¥ehdr usdr gl 3&H aer Directions & Data Transfer atat & fow ar
Connection & s gidr &1 Ring Network & 1% tsh Node RIS g ST ar SHHT 3R
W Network 9 usar g1 & Topology & w1eT Local Area Network # & Sirar g1

Ring Topology



3. Star Topology- Star Topology # &R Computer T& Hub & 33 W< &1 36 Hub
Central Network Device 3 @gr Sirar g1 g8 Central Network Device & Server & &9 &
HH AT g, 3 ahr & IR Computers Client & & & &7 Fd &1 395 fHdr Node &
T gl W G0 Network wemfda &g gIar &, Siefeh 3@ YR & Topology # Ifg Hub ar
Switch @& g S & g Network Fail g1 ST &

a <

1

e o

Star Topology

4. Mesh Topology- Mesh Topology # & Node s ga¥ & Direct Connect 81 &,
sgH FIs #Y Host ar Main Computer =T8T giaT g1 I8 T8 asa@=iir Topology &1 Mesh
Topology # N(N-1)/2 & o@Ter arer Cable $r T&ar Herelr ST @hal &1 3@ Cost 3if8s
gidt 8 3N & Connection T &A1 HShel gl &

Mesh Topology




5. Tree Topology- Tree Topology T& w&R $r Network Topology &, 5@ @s Nodes
3OH A 36 g ¥ I3 WA & & I§ T 935 HI g fe@rs &ar §1 S Star Topology 31X Bus
Topology & fAaa =T 8IaT &1

Tree Topology

Networking Device

Networking device @ Equipment (39e30T) 8l ¢ foleteh garT & a1 & & 3if¥e sheged ar
Acas @ 39" # Connect fhar Sram g, fS@@ b @ 39w & Ush-g@R & @Y serShare &
Teh TUT HFGfAhAT H Heh|

Types of Networking Device-

1.
. Hub

. Switch

. Bridge

. Router

. Gateway

. Network Interface Card (NIC)
. Modem

0O N O U1 A WIN

Repeater



. Repeater- 1 & aAcafeer fSagw § St fF o1 RseAer & Receive &ar g 3R 34
f@9er 1 Regenerate ar Replicate &t 3P &T &t & | I8 OS| &g & physical
layer o WX I T g1 Ig Bfoea Jur wamarer = YR & {adar Fi replicate
T regenerate X TehdT gl

. Hub- Hub w& Networking Device & fo/ger wer 9gd AN FPer A Networking
Device &I T AT A5+ & fow fohar arar §.3g OS| Aser & Physical Layer o
S AT &1 Star Topology # &eX &I Sigel & foaw Hub &1 ster fRar Smar &1 Hub
T 399197 T 3R Hub, Switch, Bridge a1 Router &t Sisa & fow off fFam S Ihar &1
. Switch - Switch w& Fcafder Rasa & ot F Acad Rasal qur e & 3mag F
SSaT §. 38 Multiport Bridge s #8ad § I8 OSI model & 3eT foldh X W &1 adr
g1 ofehel 3TToTehel U Switch o 37 s § St & OSI Model & sica® aR W &
gl

. Bridge- Bridge ts Networking Device §, /g 39aier ar LAN Segment & siisel &
forw fhar STar &1 Bridge &7 399leT T €3 Network &0 @ic-8ic Network & dfcsd &
fow off fFar Smar &1 @ OSI Module & Data Link Layer X &1 #d £

. Router- Router ts Inter Networking Device &, St & & ar ar & 31f9% Network &t
3T9d H st g1 Router Data Packet #isit & ugel Rout fuiRa &ar § 3k da& oie
Rout & Data Packet #i5iar g1 I OSI Module & Network Layer @ & &dr gl

. Gateway- Gateway & 393197 gr 31T YR & Netwrok &I Sssl & fow foRar Smar
&1 Gateway Hardware — Software ar Hardware 3R Software g=ir & & Thdr gl

STeIaR Gateway & Use Router # Software & &1 & Install &t fRar amar gl
Gateway OSI Module & Transport Layer W & T gl

. Network Interface Card (NIC)- Network Interface Card ga PC & Other PC
& @y Communicate = & Permission ¢dr g1 T NIC Card Parallel Data Stream
&I Serial Data Stream # 3k Serial Data Stream @I Parallel Data Stream & Change
&Zar g1 NIC Card & Network Adapter Card, Ethernet Card 3iR LAN Card 8t gd gl
Ig 0S|I Module & Data Link Layer a2 Physical Layer @ & ST &1

. Modem- Computer & Internet & Connect &= & faTt Modem # s gldr &
Modem Analog Signal @& Digital Signal & 3ik Digital Signal & Analog Signal #
Convert #Xar gl Analog Signal & Digital Signal & Convert &%= &I Process @I
Demodulation &ga & 3R Digital Signal I Analog Signal # Convert &= %I Process
a Modulation Fgd gl



Types of Modem-

v’ External Modem
v Internal Modem

Applications of Internet

Internet T ¥sd &1 Computer Network §, T&&@# Personal dar Public gt g &
Network 3ma& # 33 gld g1 Internet us Public Network &, 5r&s1 @15 Owner =€l grdr
¢l Internet & S @8 Device @I 39T Th Unique IP Address 8idr 21 Internet ™
Information Send and Receive &7 & faw TCP / IP Protocol &1 Use giar &1

Present Time & Internet =1 3wt v o= o foraT ST 2.

1. Communication
2. Education

3. Business

4. Entertainment
5. Medicine

6. Shopping etc.

Website Address and URL

Website Address - Web Address ar Domain Name f&&r Specific File, Directory ar

Website & Page & ws Address gtar &1 s&- https://www.upcissprime.com s&
URL i &gl SIrar g1 3mAdR ¥ Website &1 Address Website & Home Page @I Represent
T g1 fel o Website &1 Address Protocol, Domain Name & &I % & 8, 3R
Domain Type & &1¥ Finished gar gl

Uniform Resource Locator (URL)- URL & 9z & Uniform Resource Locator €l
Jg U Address gidr § fo@er sEadTa scieie # Website ar Web Page &1 Access &t
& T fRar Sirar g1 URL &t 3ifaseR a1 1994 & Tim Berners-Lee o foar ar. safew Tim
Berners-Lee & URL T SieTeh 8 &gl 1T &

https://www.upcissprime.com/ccc.html

Domain Sub
Name Domain

Protocol




Types of URL
FIRUA 6 1 ThR T &:-

1. Absolute URL- Absolute URL & Internet 9T Files & Search #& & faU 3asI®
T Information g &1 39# Protocol, Host-name, Folder-name 3R File &1 AT g1ar
gl
- https://www.upcissprime.com/cccNotes.html

2. Relative URL- Relative URL # 3m#dR W &aa Folder-name 3R File-name a1 &%
File-name grar g1 &7 Relative URL &T Use d¥ & d&d g, o9 g 34T File Ir 34T

Server X f&ud (Located) File W #lsig (Present) gl Relative URL # Browser &
Server-name a1 Protocol-name @r 3a@saedr (Requirement) Tl gidr gl

S¥- ccctest/cccNotes.html

World Wide Web (WWW)

World Wide Web Internet & ag f&ear & fo@s Website 31k Web-page onfdar &1 saer
3faedrR 1989 #F Tim Berners-Lee & Cern-Geneva, Switzerland (Fa1-faaar, TacsRels)

# fhar url g H ®9 & Internet Server &1 THh System § S Specially Formatted
Document &r Support &ar g1 385 Document & t& Markup Language & Format far
Sirar §, T Hyper Text Markup Language (HTML) @gd &, St @&t Document & &ry-
&y Graphics, Audio 3iR Video Files # Support &% 81 WWW #o &7 & gfaar X &
faaRka @i Server arelm T Large-Client-Server System g1 WWW & W3 a1 Web si
%gl ST &1 I8 Uah Informational Space g1 I8 W HTML Document 31k Web Resource
@I Uniform Resource Locators (URL)& Through identify f&am Smar § @t HTML
Document Hyperlink & SRT 3ma@ & 53 ®d 81 37 Web Document &I &5 Internet &
Through Access & £

Web Page

Ts Web Page 3mddR X Hyper Text Markup Language (HTML) & for@r s/ar v Document
giar g, O & Internet & SIRT 3maE & ¢@& Toha gl 30 g & Web Page # Web Links

&1 Y 39T fRar Srar §,f5|d 36 Website & Other Pages ar fnet gav Website # it

ST ST GehaT gl



Domain Name

Domain Name ar DNS (Domain Naming System) T& &r Naming System g 5ad g
fRer Website &I Internet # identify & &%a &1 3% Organization (FarasT) Domain
Name & 39T d & o Ji6 I@AT A g1 9cds Domain Name ta identifier
(UgdTeTehdl) o ITT FHTCT @il & Sif 3Tl adidl ¢ o I8 hd 9 FHr Website gl

Example-
Current Domain identifier
.com Commercial Business
.edu Educational institutions
.gov Governmental Organizations
.net Internet Service Provider
.mil Military Site
.org Organizations
.arts Cultural and Entertainment Organization
firm Businesses
.info Information Services
.nom Individuals Website
.rec Entertainment Related Organizations
.store Shops and Shops
.web Organizations Related to the World Wide Web

Introduction to IP Address

IP Address t& Number g, St Internet o fhdr Computer ar Device & 9gdrel dT gl
Jg T Address & THT &, S I8 Sarar & & Information @gr & Receive & WY & 3k
38 gl W Send &= arfgul IP Address fafee (Specific) & & Internet Protocol garT
Send Data & Source 3R Destination (37cded) $r ggar &d &l IP Address &r Basic
Version 3dfsic (ARPANET) gart 1983 # fasfad forar arar ar|

Types of IP Address
g A Internet T 58 gferar @ a1 IP Address & g&a#Ter fam Sar g1 IP4 331 IP6.

v IPV4- IPv4 ge =am9s (Comprehensive) &5 & Use faT St arelm Internet Protocol
g1 IPv4 Address & T String & ¥9 # for@r Sirar g, @ 4 #191 g1d g, 5@ Range



0 ¥ 255 T% &t &1 Tad vcds T&AT &t e¥Fed () & 3rerer Far Srar g1 1Pv4 32 Bit
Address T 393197 T §, S Gd 9cds #1197 8 Bit &1 g1ar &1 IPv4 & ormerer 4.3 Billion
IP Address g1 3 Address # & %5 Address Private Network 3R Multicasting
Address @Fr Category & Under Unique Use & foiT Reserve 3@ 31T g1 I U General

IPv4 Address - 172.16.254.1

IPv4 Address Classes
Class Address Range

Class A 1.0.0.0to0 127.255.255.255

Class B 128.0.0.0 to 191.255.255.255

Class C 192.0.0.0 to 223.255.255.255

Class D 224.0.0.0 to 239.255.255.255
(Reserved for Multicasting Groups)

Class E 240.0.0.0 to 255.255.255.255
(Reserved for Future Use)

v IPv6 Version- IPv6 Internet Protocol &1 Latest Version &1 IPv6 I Internet
Engineering Task Force (IETF) gart fasfad foar arr ar| IPve &1 IPv4 & S8 Use
forar Sirar 81 IPv6 128 Bit Address &1 393191 T gl IPve Address & 4 Hexadecimal
Digits & 8 Groups gart Represent f&ar Sirem g, ToieT &gt @I Colons & &arT Support
forar Smar g
oA- 2001: 0db8: 0000: 0042: 0000: 8a2e: 0370: 7334

ISP and Role of ISP

ISP &1 1 #ATH Internet Service Provider gl Internet Service Provider t& Company &g,
St Customers a1 Users & Internet Service Provide &dr g1 ISP & did et & Divide
fopar arar g- Tierl, Tier2 31X Tier3

v’ Tierl- Tierl High Level Internet Service Provider &, #gifes Samerak Network Lines
Tierl ganry & ¥uifaa $r S §1 3 7 8% a7 Level ©X Network Lines ®mfiid &d
¢ dfcsh g@l o # Internet Connection Provide #a & fav &Hg & & Internet
Cable fSora g1 Tierl ISP World Wide Web & @t Corners &1 3isa &1 Tierl Internet
Service Provider &@r&r et (End User) @1 Internet Connection Provide #gr &dr &,

dfew T 39 Tier2sr sTdr &



v" Tier2- Tier2 ISPt ServiceProvider g, S Tierl 3iR Tier3 Internet Service Provider
& &g Connect giar &1 Tier2 Provider Peering (dafer) Agreements & #egd &
Internet Traffic & Exchange &xad &, ITI & Internet d& qg’ilﬁ & fow Tier3 ISP &
Charges = §1

v’ Tier3- Tier3 ISP Last Internet Service Provider £, St Tier2 ISP & Internet #r Facility
oY Users de dgdi T &1 $d &l

Role of ISP

ISP wsh ATEH § S Internet & S[sa & foIv Service Provide &%ar &1 3R St Customers
I 91F arer Internet Gateway & Connect &dr g1 ISP 379ar Customers &I Internet &
Connect &= & faw & Modem Provide &ar gl ISP World Wide Web (WWW) &
Users & faiT Information Service @ Sigar g1 Ig Users @1 Electronic Mail (E-mail)
&1 Services &I Use &I Fr Permission &dar g1 ISP 3197 Customers & faw Antivirus
System Applicable (@) & virus & Y8R & Security Provide &ar ISP Customer &
forT Web Hosting, E-mail Service, Domain Name & Management # &Xdr gl

Internet Protocol

Protocol t& &g & Set of Rules &, St Digital Communication & Use f&T Sma g1
Protocol & garT & Jg Decide giar g, & Computer Network @ Data & Transmit
g 3R & Receive gRml Computing & Protocol @ Digital Language ¥t &gr Sirar g1
geieh 91T g4 Internet W Ush @y & Harg (Conversation) g &Y &ehd 31X & & Data
@I T Computer & gaX Computer T Transfer & &hd §1 Internet W AN garr
Al a1g 1S File 3ryar Mail Internet Protocol & 31faR Work &% g

Types of Protocol
faffieeT 9 & Network Operating System Computer & s Communication Process

&I Control &t & faIT &8 YR & Protocols &1 Use gidr &-

v Transmission Control Protocol (TCP)-
Transmission Control Protocol Digital Network Communication # @&@ 3@« 3931eT
fpT ST arer Protocol & & teh §, 31X Internet Protocol &1 igwar §, o4 TCP/IP &
& H ST a1 g1 TCP ws Connection Oriented Communication Protocol &1 I8
HET &9 ¥ 37e@1-37e7T Nodes & drer Data @1 End to End Delivery gfafRed @ar g1 TCP
Internet Protocol & a1y AT & T gl

v’ Internet Protocol (IP)- Internet Protocol st & w @gg &, s earn
Internet W Information & w& Computer & ga¥ Computer d& q§u|q| ST &1 gER




eal # &g dr Internet Protocol ag Protocol g, & gart Data Packets @ Routing
duar Addressing & St &, drf ag Data Packets Network & Travel ¥ @ 3R 39t
Iideg (Destination) d& trg*?r Hoh |

v HTTP- HTTP & @ A Hyper Text Transfer Protocol (g9 o Zraw Wiciehie) &
Ig T YlcIhid ¢ [oIgehl 3919 des arss ad (Www) I [ Seeleic & 3T & taad
A F T FAT STaT §1 g Wicihiol 3T Fl Toled caFie, gBueaEe, 3iifsar, ifsar anfe
& & H TER AT gl T§ FTP & AW gidr § Fifeh Ig BIgell 1 Teh gRC H i gee
H TR FIAT g1 3R FTP off I@r e &xar &1 HTTP Port 80 WX @& AT gl

v HTTPS - sg= Q@ A7 (Hyper Text Transfer Protocol Secure) &idr g1 g HTTP &
Ts Encrypted Version g TSRt SEaATel SAGAR HieTelger Afider 31X dfeher 1 et ver=
el & fIT fRar Srar &1 HTTPS &1 SEIATS! dSHISe I FIAId el & v fomar e &
S & @S 8 Hacker ds@rse 1 g w81 &Y 9ram 3R I & ST I SgT &Y Urel.
= Ylcihlel I 39T dleh g 3o O fohar o dease & a1y @ar (Communication)
Y Thd &1 Tg Teh AT Telhicl ¢ TTEH FI3R AT oS & 9 foider off segiaieherst
glar & a8 Encrypted gar &1 HTTPS Port 443 WX &1 T &l

v FTP - FTP & QT ATH BISeT ceam Gictnier (File Transfer Protocol) g g1 I§ U
TRl oY WIEIhidl & 3HaT &I 39T Internet @ File Transfer (Upload and
Download) &&= & forw fohar rar &1 File Transfer &t &7 I8 alier HTTP &1 39319T
Ftel & 3% Fast 1 FTP Port 21 9X &1 T &l

v" Post Office Protocol (POP3)- POP3 w Client / Server Protocol &, foraar &t
Internet 9 39l Mail Server & & Mail ' Download & Client & Mail Software
RED qg‘”mﬂT 8T &1 59 &Y g #15 Email 3mar §, o @98 9go a8 Email Internet ™
3uasyl gAY Email Server ©X %:?_IHT g1 f5g% a1 POP3 Protocol Email Server & arr
Link &% 3@ Email & Download & oidar g, 3k Client & Email Software d& 3&
ggar & &1 POP3 TCP Port 110 X E-mail Massages @ Transfer & &

v’ Simple Mail Transfer Protocol (SMTP)- Simple Mail Transfer Protocol ar
39T Mail &t Send &=t & faw foRar Srar &1 SMTP Port 25 W &# T &

v’ User Datagram Protocol (UDP) — UDP w& Connection Free Protocol 1 UDP
Jg @ & faw Check g sar & & & aIw Segment w& Destination (37ded) garT
Receive U 31T & a1 =igT|

v’ Point to Point Protocol (PPP)- Point-to-Point Protocol ts Data Link Layer
Communication Protocol &, & 39aer g Nodes & &g 4T @oeey TATUT el
& fov far Srar g1

v Telnet- Telnet & qxr @@ Terminal Network (effiaer Sicad) & st ohehel Segex &
I FYN & WY Folde Il H AGE T gl oo Follse/aa f@eura (Client/Server




Principle) WX &IH Xl &1 30 Il sl 3UAET SATGR Fellge Hamd AR RAE Fegex
& garT foRar STaT &1 I§ Port 23 9 &1H T &

Modes of Connecting Internet (Hotspot, Wi-Fi, LAN Cable,
Broadband, USB Tethering),

Internet Access Techniques fafi=s v#r #r sa- Hotspot, Wi-Fi, LAN Cable,
Broadband, USB Tethering

v Hotspot- Hotspot 3mas @3t Devices & Connect &l T gfaem Provide & g,
et Wi-Fi Available &1 Hotspot ©& Virtual Router & #ATem#® & Wireless Local Area
Network (WLAN) @ Internet Access @I gfaem Provide &3dr g1 Hotspot & SiRT 3
3197 Smartphone, Tablet, Media Player, Laptop 3R I8 d% & 39 319« Friends &
T 397 Mobile & Internet Share X #@&a g1 Hotspot Wi-Fi Technique &r 393ter
#d &, St Electronic Devices &r Internet & Connect & a1 Radio Waves & #ATEgs
& Wireless &7 & Data & Exchange @« &I Permission &dr gl

v" Wi-Fi- wifi @r @ A1 Wireless Fidelity &. a$wig wa wireless network desfies & it
foh seger qur =g fSasdr # Wireless Signals & communicate @&ar g Wifi @&
THT doheiie g ot foh BT @ &7 9T d¥eh Secdeic connectivity 39eeY Hardr g.
dUT 38& caRT gH f3argdl # gecdale & 93T el & fAU aR—R hadl 6 HTGeTShdT g
gidr & Wifi & Internet &AfFefadr &1 99T &l & fow hotspot &3 &1 AT e
ggdT § dUT I8 hotspot &9 aRRe™ Adapter & IRT &¥eh §aA 0 gl

v LAN Cable - smyfas Computer &§ st ¥ Internet & Connect BT ST @& &,
Safeh wg Computer Wi-Fi & #Teg#s & Internet &1 Use #td 8§, & Computer & Wi-
Fi 578 gy &1 Ife 3muss 9 U Ethernet Port §, @ 39 3195t Computer &t Ethernet
Card 3iR & Cable Modem &r 393197 & Internet & Connect #X d&hd gl

v Broadband- Broadband w& High-Speed Internet Connection &, st & t& Wide
Frequency &1 Use @& Multiple Channel ¥ Data Transmit &3ar gl Broadband
Connection &1 Use &= & faw Coaxial Cable, Optical Fiber, Twisted Pair @1 Use
frar Srar g1 I8 Technique Dial-Up Connection & Sarer Internet Speed ¢dr g1

v USB Tethering- 3ma Tethering & #megs & 39 Laptop &7 a<g 3= Devices &
ar Internet Access #at & ot 3191 Mobile-Phone Data Share &t d&d g1 39
Bluetooth am Wi-Fi Connection &1 Use &% Tether & &@&d &1 USB Tethering Fast
Speed @ Internet & gfaem Provide &Xdr g1 & Mobile-Phone & USB Cable z@rt
Laptop & Connect &3 g1 &l




Identifying and uses of IP/MAC/IMEI of various devices,

v IP Address- IP address getae 3R e sicas & device 6 gl & U wH

Unique Address g1 IP address #T %ol Wil Internet Protocol it g1 IP address &
HAee ¥ fopdt Acas W ar f3as@ & dg Communication & faw information Send 31k
Receive @I STl 81 Internet @l 3fefar-37efel HFcged 3R dedSe H Ygal & fov P
address @ I gidr gl

Example- s« 319 39a Browser & WwWw.Upcissprime.com Website &1 URL
for@a 8, o 3@ Page # Load &%l & 3 DNS Servers &I &l ST &, S g&&
Related IP Address &I Search a3 & falw upciss.com & Host-name &r ¢@d gl

v MAC Address- MAC & 331 @t Media Access Control giar &1 g& Physical Address
3R Hardware Address & #T & Y ST Siar g1 I8 @@t Electronic and Networking
Devices & folw & Unique and Permanent Address giar g1 MAC Address Te 0&r
Number & f&&& gart 3m9& Computer # @ Network Adapter &1 Ugdlell ST Hehdl
g1 MAC f&dT st Devices (Computer, Printer, Router and Phone) & Hardware &r
Identification Number grar &1 t& MAC Address & ar Character & ©g S8r 37 (Six
Pair Points) @/ &, 3 & Pair # Colon (1) &arr Divide far ar ¥ Traditional
(aRake) MAC Address # 12 Digit (6 Bytes ar 48 Bits) Hexadecimal Numbers &r grar
gl I§ AMMHAIR W Fafaf@a dis Format # & & # o S &-

Vad-  MM:MM:MM:SS:SS:SS

MM-MM-MM-SS-5S-SS

MMM.MMM.SSS.SSS

v IMEI- IMEI (International Mobile Equipment Identity) T& 15 ar 17 3@ @ Code
g, Sit Mobile Phone & ggare & faw Company garT Firmware # Store & f&ar amar
g1 frdY ¢y Phone &1 IMEI Number 3@ Phone & Location &t sarar g1 31f@sw Mobile
Phone & IMEI Code &I 2@t & faw *#06# Code &1 91 fFar srar &, ar ™ IMEI
Code Mobile Battery & == #ff forar giam &1 Ife fedr Person T Phone & & Sirem
g, a1 IRY g Srar g, ar CEIR (Central Equipment Identity Register) @1 Call % IMEI
Number & 3%7@R Mobile @1 Blacklist @1 &ehar g1 Blacklist & S= & alg @R
Mobile SR & a1 §, @ 39&r SIM-Card & @i &7 Change &X & rar gl Mobile
Tt & Red a1 IMEI Code &I Ush FRfaTT T W i@ I@=1 =1fgw, dries Mobile
Search &%= ar InY g i1 *ufa & 39 Block &Hram s @& aifes Fis 39aT Misuse suaH
T & Thl




Popular Web Browsers

Web Browser t& Application Software g St Word Wide Web 9T Available
Information as tlg?-IFT & foT 3urer A arar 81 Web Browser faEad: Web Server

TR Available Information @I Users & Device WX Display & &T & &Il g

v Internet Explorer- Internet Explorer Microsoft @Rt Develop f=rm a=m s
Graphical Web Browser g, T&@®r Windows 95 & @t 1995 & Launch frar mar am
Microsoft & Internet Explorer Web browser Linux, Unix, Mac 3k Mobile Phones &
forw off Develop 3T Internet Explorer First Version 1.03iR Latest Version 11 §, for&er
2013 # Launch f&ar sar ar| Internet Explorer &' C++ Programming Language T
Use e §oIram ram 2Tl

v Microsoft Edge- Edge Microsoft gart Develop f&ar =T w& Graphical Web
Browser &, f&@er Windows 10 31k Xbox One & fow 2015 31k e 2017 & Android
3R 10S & fow, 3R 2019 & Mac OS & fow Launch f&ar sar arl Microsoft Edge &
C++, C#f Programming Language T 93191 fohar a1ar 2|

v Google Chrome- Google Chrome Google @Rt Develop f&m s=m w& Web
Browser g, @@ 2008 # Windows Operating System & T Release forar arar o,
g€ # 38 Linux, Mac OS, 10S 31k Android & foiw 8 Release f&ar a=m arl Chrome
Browser Web Application & folw e Platform &r aig Work &tar g1 Google Chrome

&I C, C++, JavaScript, Python ST Programming Language &7 Use & a7 9137 gl
Chrome Browser &=13eT 50 & Sarer Languages & Support &I gl

v Motzilla Firefox- Mozilla Firefox Mozilla Corporation garr 2002 # Develop frar
IgT Ttk Open Source Web Browser g1 Open Source Web Browser & Windows,
Linux, Mac OS 3iR Android Operating System & faiw Develop fFar s=m g1 Motzilla
Firefox # C, C++, JavaScript 3iR CSS ST Programming Language @7 Use fohar amam
gl

v Opera Browser- Opera Browser @& Opera Software Company @t 1995 &
Develop far sam arl Opera Browser & Windows, |0S, Linux, Android 3R Mac OS
o forw Develop fhar srar g1 Opera Browser & C++ Programming Language T Use
Fh FATIT AT B



Exploring the Internet

Current Time # Internet & Person & fow S & a7 §1 Internet & AEAH & g
q @t P RAT ST &1 Internet T WY gfaam & Sigl W Information T T SgA 8T
SR &1 Internet & agd a st #r Easy sar f&ar g, f5@# Education, Business,
Communication, Research, Entertainment 3@ @t &9 & Related Information
Available g1 Internet Communication &1 €& Popular 3R I&ar e« g

Surfing the Web

Internet WX Surfing & 31&7 § T Web Page & ga¥ Web Page WX | Internet @@
Surfing & foilw t&% Computer, T& Browser 3R T& Internet Connection Fr 3masas
gidr g1 Surfing ereg Mark McCahill (AT #%fger) ganrt fear = g

Popular Search Engines

Search Engine t& Web Based Tool 372rar Software Program &, Sit Internet Users @t
World Wide Web =X Information Search &= & Help &ar & 3&9- Google, Bing,
Yahoo, Baidu 3R Yandex Popular Search Engine gl

v Google- Google World & @& Popular Search Engine &I s&&r 1997 # Launch
forar arar ar| 38 Search Engine & Develop &% & foiw Python, C++ 3iR C Language
&7 Use forar aram §1 Google & Founder Larry Page (eRY 9s1) 31k Sergey Brin (@3fs faeT)
gl

4 Bing- Bing Search Engine Microsoft garT Develop f&ar aam s Search Engine &,
5@ 2009 # Microsoft garT Launch f&ar a1 a1l 9gel I8 Live Search & A & S1=1m
ST i@ 3R T sHa Replace #3& Bing & fam arm| s@er Develop &3 & faw
ASP.NET Language T Use f&ar amar g1

v Yahoo- Yahoo Google # g & ws Search Engine ¥ Yahoo ®r 1995 # Yahoo
Company garT Launch f&ar s@r ar, 3R 3msr Yahoo Google 3R Bing & dlg d@9d
Sarer Search faar Set arem Search Engine g1

v" ASK- ASK ts Search Engine &I Ugar Ig Jeeves & T & =T oam o, 3R fA s@ar
Change @& ASK & fe=m aram| sdeht Garrett Gruener (e guear) 3R David Warthen
(3fas ardfe) garT 1996 # Launch fRar smm |

v’ Baidu- Baidu @ @ e Popular Search Engine &1 38 Search Engine &ael Chinese
Language # Available &I $&#& Founder Robin Li (fss ) 3R Eric Xu (TRe ) 2|
Baidu Search Engine @ 2000 & Launch f&ar rar )




v" Yandex- Yandex & & @s& Popular Search Engine &1 @@ CompTek Company
gaRT 1997 # Launch f&am am=r |

v DuckDuckGo- DuckDuckGo Gabriel Weinberg (3ifsrer d=ta) gart 2008 # Launch
far a/ar e Search Engine g1

Searching on Internet

UH 2reg AT %ol & WEAAT & Search Engine fhEl Seiehl &1 gear ¢ 38 Keyword &gd §
3 @l keywords s AT fAeId Seld Usq AT sl & A HT Search Engine W forw
Sieg 3T AT Thd g of b 3T9eT Assignment & [T & quid & 8 3T Sder 3
3R FEY esel HT AT HIT MU ST Internet W 3= 3T efd gram|

Downloading Web Pages

frdT off a9 95T &1 SE3ACES e & v H1T 37 a9 9T & Save HITAT Save o & fav
Save As option @T 93T & Fehd ¢ a1 Ctrl+S Shortcut Key @7 39dier X Tohd &l

UPCISS YouTube X &8 Google Translate

> C 25 updssyoutube.com

Ctrl+T
UPCISS Home Notes YouTube Online-Test About-Us Admin-Login + New window CtrleN

Ctrl+Shift+N

Online Computer

Classes on

ENG 6&10AM
IN  7/28/2024

Printing Web Pages

fRdr st Web Page @I Print &t & U3 Print option &7 39T &T Tehd & a1
FIaIS eficae Ctrl+P & 3UANT &Y Fohd @l



UPCISS YouTube x ©8 Google Translate

&« > C 23 updssyoutube.com

O Ctrl+T
UPCISS Heme Notes YouTube Online-Test About-Us Admin-Login N d CirleN
& New Incognito window Ctrl+Shift+N
@ RTruth Signed in >
® Passwords and autofill >
O History
+  Downloads trl+)
¥ Bookmarks and | >
.
Online Computer 2 Ea
I Delete dat Ctrl+Shift=De
Classes on . ——
m v .
YouTube Channel E- = ]
UPCISS .
B Translate..
[ Find and edit »
(3  Saveand shar >
B More tools >

ENG &12AM
IN  7/28/2024 D

vi k@ @ @ B R ~ @ =

Free Online Computer Classes
Upciss Prime

Website
\ WWW.upcissprime.com

Chapter 7- E-mail, Social Networking and e-
Governance Services

Introduction to E-mail

Email &1 Full Form gar § Electronic maill 3& &t e-mail, email I Electronic Mail
i wgd 81 TE Uh bR &1 Digital Message 8lar & 1@ & U user g&l user & @Y
Communicate &R & T sEadaATas axar &1 37 email & text, files, images, am +S
attachments & g @&har §, & & network & #@imegs & R specific individual T
group of individuals I #ST ST Far g1 ggem E-mail 1971 7 Ray Tomlinson (¥ efAfas)
¢dRT ARPANET &l ST 31T 21|




Structure of E-mail

E-mail &7 Use e & faw Users & 91F Ua E-mail Address gim arfgwl tah E-mail & 2
Part gid g, fSaer @ & 3teer fear Srar g1 @& 1st Part user_name dar 2nd Part

Domain Name giar §1 33- infoupcissprime@gmail.com

sgd User Name 31f@sds 64 Characters &T g Iahdr g 3R Domain Name 3if8sd® 254
Characters &7 & Ihdr &I

Parts of Electronic Mail- Electronic Mail & S=1faf@a Parts gl &-

» To (Recipient’s Address)

» CC (Carbon Copy) and BCC (Blind Carbon Copy)
» Date and Time Stamp

» Body

» Subject Line

» Signature

» Attachments

Popular E-mail Clients- & Popular E-mail Clients & a7 &-

» Mozilla Thunderbird
» MS-Outlook

» Opera Email Client
» Pegasus Mail

» Outlook Express

» Mailbird

» Dream Mail

How E-mail Works

E-mail Client-Server Module WX &1& &dar &1 SMTP Protocol &1 Use Client & Server 3R
T Server ¥ g@X Server W E-mail Send &% & foiw fehar airar g1 SMTP Port Number
25 9T F1A &1 g1 POP3 Protocol &1 Use Client gart Application Based E-mail Server
a Mail a= C|§?-IFT F fov Far arar &1 g Port Number 110 @Y &1 &aT g1 Internet
Message Access Protocol (IMAP) Client gart Web-Based E-mail & faw Server & Mail
Receive &% & faw Use foRar mar &1 IMAP Port Number 143 @R &1 & gl


mailto:infoupcissprime@gmail.com

Using E-mails

E-mail gfaer (Facility) &1 Use #%a1 & AT 3m9es 9 vsh E-mail Account gl 3Tasas g
E-mail Account ddTs & faw 319 &Y i Free E-mail Service Provider &1 Website ®X
S 39T E-mail Account Create X dhd &l Google, Yahoo, Hot-Mail & fafdier E-
mail Service Provider Free of Cost E-mail Account &I gfaer Provide & g

Opening E-mail Account

E-mail Account @relet & falw E-mail Service Provider dr Website 9¥ Sre¥ Create Account
Option @I Select &% 3R T Sign Up Page W Y& 71§ Information &1 ¥ 3R &y #
379aT E-mail id Choose &3 E-mail id &1 Select std Time gR2m ta Y 9« id Select &,
Sadr Length & g 31k ag t& Meaningful id g

G

Slgn N Email or phone

to continue to Gmail

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more about using Guest mode

Create account
English (United Kingdom)  + Terms

Google

Create your Google Account

First name Last name

Elena Casarosa

Username

ecasarosa3 @gmail.com

You can use letters, numbers & periods

Available:

casarosae6 elenacasarosa895 casarosaelenal06

Use my current email address instead

Password Confirm password
One account. All of Google

................ Q working for you.

Use 8 or more characters with a mix of letters, numbers &
symbols

Sign in instead q



Mailbox: Inbox and Outbox

Inbox- 319 & garT Receive $r St arelr @efr E-mail 3T & Inbox & Store g% &1 Inbox
& Delete &r St arell E-mails Bin/Trash Box & et Sirdr &1 Trash Box & & 15 E-mail
#r arag Inbox & AT ST Thar g1 Trash Box & W a8 E-mail 39« 39 30 f&at & sig
Delete g STdr gl

Outbox- Outbox # 3mue garT $is 31 E-mail 99 d Store T8 &, SI9 o g8 Receiver
(Irechdn) & Inbox T €T Tgacl Receiver d% Ugde & §1g gg E-mail 3mas Outbox &
Direct Sent-Box # 31 STt §, @7 & 3T 39 gaRT i a5 el E-mails & 3@ Tohd £

Creating and Sending a new E-mail

E-mail for@st & forw Compose Option &1 Use #Xad g1 Compose Option X Click &= «
ts Window Open gt §, STl 9T 39 E-mail Message 3R 3@ Connected Information’s
& Fill &t §1 -

New Message - K

o | Cc Bec

Welcome To Upciss Prime YouTube Channel

£
(o e
e
w2 N
Ay =

UPCISS

© @ Verdana ~ T+ B I U A~ =~ i= ~

To- To Option & Receiver (Yrcasdr) @1 E-mail Address for@r arar g1 afe o & 310
A9 & E-mail #5ar § af 3 @t & E-mail Addresses Comma (,) & 37eldT &R gu o



S &1 Contact List &1 Use @t #T Receiver & E-mail Address Select f&tT T @d gl
T aX H 33™Hdd 500 et S E-mail ST ST Thar gl

Carbon Copy (CC)-CC & fa@ aiw E-mail Addresses & @3t Receiver (Wrcashd) 2@
ad &, & a8 E-mail Message f&a-fra & e =T gl

Blind Carbon Copy (BCC)-BCC & fa@ arv E-mail Addresses & @3t Receiver
(ITCTehdl) g Ael @& Thd &, [ Ig E-mail Message fra-fra &I & = B

Subject- Subject & E-mail Message T Subject for@r Siram &1
Body- Body E-mail Message &7 ag Part &, Sf&l 9 Original Message for@r rar £
Replying to an E-mail Message

Reply Option f&T 87 Receive E-mail Message @1 Answer ¢ & fow fohar Sirar g1 o9
39 fFEr E-mail Message & Inbox & Open &d &, o 3mgar Reply &1 Option fe@rs
&ar g1 Reply Option &t & @Rg & Use f&ar arar & Reply 31k Reply to all. afg 3o @k
Sender & Answer a1 Iigd &, dr Reply Option Select ®%, 3R af¢ 3ma CC and BCC &
o 1T @8t E-mail Addresses =X Reply #isram =g & drf Reply to all Option &1 Select
|

Forwarding an E-mail Message

S« 39T 379 Inbox H Received E-mail &1 frelY 3iR & 9@ S g, d& Forward Email
Option # Select #d gl

Searching E-mails

9 Inbox & E-mails & I&ar ¢ ST §, d9 E-mail & Search &= & o Search E-mail
Option &1 Use & g1 Search Option Inbox & Top # gar g, S&r X 39 E-mail Address,
User Name, E-mail Subject 3iX E-mail Date & 3f7@R E-mail #T Search &X dehd g

Attaching Files with E-mail

Attachment E-mail & @ $SiT S arelr File gar g1 G-mail 3iR Yahoo mail & 3ma 25MB
Size &1 File &isT @&ha &1 Attachment & Audio, Video, Image, Text, Zip 3" @3ft File s
ST " €1 3R Fo W6 File f5@e Virus @1t @1 @wsm@aT (Possibility) 8t @ed §, @@ File
E-mail Attachment & &I &S ST dhal &1 std- com, msi, exe, dll, cmd Files.



E-mail Signature

Signature 93« E-mail & End & g1 8Idr &1 fSI@# Signature & Part & E-mail sl arel
&r Contact Information gicr g1 Si8- Person @& #&, Company & =&, Company &l
Logo, Website Address etc. E-mail & Signature @I Add &= & for @e@ gger E-mail
Account Open &1, T Setting & 391, 3R See all Setting Option 9X Click &%&@T, 3R
" Create New Option T Click %%, 3R X Name New Signature # Signature Name
Create &%, 38% a1 Svae Changes Option X Click %% Signature &I Save & o]
39% d¢ § 3§ A 39 Signature &I Use T T &1

Social Networking & E-Commerce

Social Networking - Social networking T YR ¥ de@se § 3R &7 TFeey
Internet & AEIA F @I & 39T H SAsar g1 Internet W Social Media Sites &1 Use
39 3= Friends, Family, Customers a1 @gehffdl & @Y 53 W« & faw #xd g1 Social
Media Sites st&- Facebook, Twitter, LinkedIn 3iR Instagram & &AM & 319 S9N & AT
S5 Hhd g, 3 39 faRT & @ X d@hd g1 Social Networking @ E-Commerce &
Important Role Play f&ar &1 E-Commerce Companies Social Media &1 Use 319«
Products @ Sell &t 3R 38 dem@ar & & faw Use & gl

E—commerce- st market # e-commerce & sgd S31- 531 FFafAdr g1 S - OLX,
amazon, flipkart, ebay, paytm 37fe St 1 geteie & AETA & AR A S Flaur vereT
X gl

Types of E-Commerce ($-HIHT & TFR)

1. B2C (Business-to-Consumer)

2. B2B (Business-to-Business)

3. C2C (Consumer-to-Consumer)

4. C2B (Consumer-to-Business)

5. B2A (Business-to-Administration)
6. C2A (Consumer-to-Administration)

History of E- Commerce- E- Commerce #r g3a oomsier 40 H1er Tgt g8 |
World #r gget E- Commerce Company &Fg#d (CompuServe) 1969 # Dr. John, R.
Goltz 3R Jeffrey Wilkins gart Dial-up Connection &r 3931 & ¥ & 15 2| India
$r ggell E- Commerce Company Fabmart.Com @&r Tam@em 1999 #H Vaitheswaran
(dMFRT) & @ & g A



Facebook, Twitter, LinkedIln, Instagram,

Facebook- Facebook &s& Popular Social Media Platform g, fSreehr ge3nd 4 wiadr
2004 =i g‘s" Y| gehr T9=T Mark Zuckerberg (ATeh Sfeerel) & Dustin Moskovitz (sfee
Arenlfaest), Eduardo Saverin (ugamst daRke), Chris Hughes (fha@ &ga@) 3R Andrew
McCollu (Vg Hehahleld) & A Aoy &r &, S T 3@ @& Harvard University &
Students & Facebook W 3 319al Friends & &Y s #d g, 3R 3% &g Photo,
Video, Text 3mnfe Share X @Hha &1 Facebook W Minimum 1 Second amr 1 MB aar
Maximum 240 Minute a1 4 GB a& Size & Video Upload ftT ST @d g1 Present Time
H Facebook @ Account Open &%t & Minimum Age 13 Year g1

Twitter- Twitter T Microblogging Social Networking Site 8, TSr@er e3mcr a1 Twttr
Tl sgFr TAYAT Jack Dorsey (st 3R&EN), Noah Glass (sir3m 7o), Biz Stone (f9sT Teie)
3R Evan Williams (gare faferge) & garr 2006 @ g5 | Twitter & Post fhu St arel
Messages @ Twit & §7 & =T S1ar &1 Twitter 9T 39 7Y we Twit & Maximum 280
Characters &1 Use X @ahd &l 3R Ifg 3T 39« Twit & f»AT Video & Upload &%=r
agd &, ar a8 Video 2 Minute, 20 Second a1 388 &H & g7 Imige| Twitter & Maximum
File Size 12 MB §1

LinkedIn- LinkedIn ©& Social Media Platform g1 s&r Tamgar 28 December 2002 & 3iR
gaeh e 5 May 2003 # Reid Hoffman (38 gihae) & &@arm &1 715 | LinkedIn @t
Specially Business Professionals & forw Design forar aram g1 8T Help & 319 3197 Work-
related information &I ga¥ Users & &Y Share & #shd §1 51@H Employed People 3R
Job =mgar arer Curriculum Vitae (CV) & Post 3 &1

Instagram- Instagram, @& 3@ARET Photo 3R Video Share &3t arelr Social Networking
Service gl 38 Kevin Systrom (fdsr f&¥ciA) 3R Mike Kriege (ATSH F1SIR) SaRT AT
T a1, 3R 38§ October 2010 & i0S (iPhone Operating System) aar 3 April 2012 &t
Android X Launch f&ar s/r am| Instagram X Video Upload &% & Minimum Limit 3

Second 3R Maximum Limit 90 Second gl Current Time # Instagram & Owner
Facebook &I

Instant Messaging (WhatsApp, Facebook Messenger,
Telegram)

Instant Messaging - Instant Messaging (IM) Technique T 9&R $r Online Chat §,
St Internet WX Actual Time # Message Transmission & gfaer Provide &ar g1 sH&-



WhatsApp, Facebook, Messenger, Telegram, Skype etc. 35T & Instant Messenger ™
Chat & @ry-ary 2qu#A File Share, Voice 3R Video Chat @1 & gfaem Provide &d gl

WhatsApp- WhatsApp @& Tam9= @ 2009 #, s/ UFed (Brian Acton) 3R s
HIA (Jan Koum) gart $r a5 A Ig ws Android, iPhone, Windows Phone 3 mac 2
windows pc & faT T mobile messaging app &l whatsapp T smartphone & faw
download o & fow %?gl;_or Free gl I8 Internet &r Use text, image, video ar Audio
A & T Far g1 Present Time & s@ar Ownership Facebook & 9@ g1 WhatsApp
Status W Maximum 30 Second &r Video Upload &1 &&ar g, dar Documents & T
Maximum File Size 100 MB &I WhatsApp T 39 Group ST ¥hd g, orad Maximum
256 @it @ Add foRar ST geRdr B

Facebook Messenger- Facebook Messenger ts Instant Messenger &, foras ameas
& Users Message & #rg-81U Photo, Video, Sticker, Audio 3R Files &I Ueh qg@¥ & &g
Share & TFd §, T & Other Users & Messages W Response & H&d &l Facebook
Messenger & 319 Voice dur Video Calling 3t &% @&d g1

Telegram- Telegram & 2013 & ar 1§ Nikola (@rars) 3R Pavel Durov (qrde 1)

GdRT Launch f&ar s am| Telegram & Through 39 f&dY 8t wek &1 Files (doc, zip, mp3
etc.), Message, Photo, Video Send X @&d &, 3R @y & Iy 319 s@d Group T &«
Tad &1 Users Group & Maximum 200,000 Members & Add & Idr &l

Introduction to Blogs

Blog &1 Aded Tk YR &I website & & & <ot wa digital diary $r @@ 39317 & g
3R 38 W T AT eI, 30 fIER AR SITRAT text, images, videos 3mfe & &TeTH
b olelt & |1 A A g1 Blog T qe3nd # weblogs #gr Siar a1l Website 3iR Blog #
U el ar Difference giar g, Fife ¥ Blog te Website gidr g, ofhed 87 Website T
Blog =€ &IeT T

Some Blogging Platforms-

» WordPress.org
» Gator

» WordPress.com
» Blogger

» Tumblr



» Medium

» Squarespace
» Wix

» Ghost

Basics of E-commerce

Electronic- Commerce a1 E- Commerce & @& Internet 9T Goods 3T Services &r
Tiead AR s°e & g1 E- Commerce @ e3d 11 August 1994 & NetMarket =Te#® T
Website & g5 | 9gell R 38 Website & v CD &I oar 147 2|

Types of E- Commerce ($-FHT F THR)

1.

B2B (Business to Business) - 39 &R & E- Commerce & Seller ar Buyer gl
Business Organization gid g1 3127 Ush Business Organization 3m9el Product &l g&x
Business Organization &I sadr gl

B2C (Business to Consumer) - 38 9&R & E- Commerce # Organization aIr
Company Ir&r Consumer & 3191 Product Online s=rar &1 I8 @&d Sael Use gt
arer E- Commerce g1 383 Customer Product @F Online Website & @ @ehar g, dar
38 Order #X T@hdar g1 Company & Order & Information e 3= & a1 Company
Product &I &@e&r Customer &1 &<t ¢dr &1 Example- Amazon, Flipkart, myntra etc.
C2B (Consumer to Business) - 37 &R & E- Commerce # Consumer 319« Products
a7 Services & HUfaAdl Fr ST gl

C2C (Consumer to Consumer) - 38 R & E- Commerce & Seller aar Buyer &=t
Consumer gid g1 31T W Consumer 39l Products &I g&X Consumer & Website
& ATEIH ¥ I9d ¢l

B2A (Business to Administration) - 3@ &R & E- Commerce # Business

Organization @ar Government Agency Website & ZaRT =T &1 ET-9eTe #d 3

C2A (Consumer to Administration) - 38 ¥R & E- Commerce & Consumer T

Government Agency & HET Il &I TET-9aT Website & #AETH & g gl

M-Commerce

M- Commerce @@ 317 Mobile Commerce g1 Actually & M- Commerce E- Commerce
&1 T Part g1 I8 sg 1997 # Kevin Duffey (fdsT 3hr) garr f&ar a=m a1l Mobile Phone
% ATEIA ¥ Product & &g g I & M- Commerce &gd &1



Netiquettes

Netiquette 2rsg “etiquette” & fATFT a1 &, TSI 3T & Scoe AR 59 RE
fRrseraR @At 7 A 3R 3= gagR #T getar &, d& & Netiquette Internet W 3=
3R food =gagR @l Yeid #ar &1 Netiquette Online Communication & &3 dgof3it &
enfAer § SA- E-mail, Social Media, Online Chat, Web Forum, Website Comment, Online

Communication etc.

Netiquette Rules &I ®1$ Official List Available #gr &1 s&&r Main Purpose &Rl &I
Online Respect =T gl

Example-

v g AT & AN # e E-mail 91 Spam 7 #Y

v Web Forum (®R#) a1 Website Comments # aaif & aR-IR q2ne <& 3o¢ Troll &
ey

v 95&15 a1 3mafeie® Comments & Online Post & &Y

v’ Personal Information si¥- Photo, Video Share %=1 % faw Y &t FIY o |

4 gall @ Privacy &1 @FART H|

v’ Post & Facts ® Check ¥t 3= Repost 7 &Y

V' Ry @ amelr 7 & 3R o & 3mafsee Language & ST FY

Overview of e-Governance Services like Railway
Reservation, Passport, eHospital [ORS]

WHN H A ARG & T 3qeetr giawmsit 1 Internet & ARTH @ Iucletl = E-
Governance @gardl &l 39 Under Government Services 3iR Information Online
Available 8T g1 Indian Government =7 Electronic Department &r Tamgar 1970 & &,
3R National Informatics Center &I TargaT 1977 & &r 21| 377 Indian Government 3iR
T T g feedy Rl TUSA A WHR IH Fetcdl & fov el giaemw Internet &
ATETH T 39y T T ol forad Government Offices 3R Public gt & & 31k Time
$r Jad & Toh| oHA-

v’ 3m9 Online Banking & aiRw @3 Banking Services &T @37 3aT T&d &l
v/ GST & g=ifdd @ef & Online & X et ¥

v’ Train, Bus 3R Airplane @ Ticket Online e &X @ehd &

v e, o, e, Aeed st & e Online s o @a &




v' PAN Card, Adhar Card, T2/ #18, 9rgae, Sfa WaTor 95 gcanfg & 3m9 Online
Verified &% @&a £l

Types of E-Governance-

1. G2G(Government to Government)-sgf Information @  3MEE-YeRT
Government & i & far Srar §, st@- Central Government a2r State Government
& o a1 T Other Government & &=

2. G2C (Government to Citizen) - sg& areas @ sl (Citizen) Government &
oy @Y §g Hhd §, 3R AT 1T Government deh q§u| Thd g1 dar Government
GaNT &1 S arell faffest Aidatfeies Tar3it &l 3AET @ 9iod Y Fhd &

3. G2B (Government to Business) - s@# E-Governance Business Class &
Government & &1¥ Simple dli% @ ITddd it A Help &dr 81 $8&T 3¢62T Business
& AR # 3R Government & 1Y STddId ad AT FTISCAT AT LT gl

4. G2E (Government to Employees) - ag Government 3R 3% seuiat & &=
FRreldl 3R dsft & Contact s«et & Help &% &1

E-Governance Service in Railway Reservation

Indian Railway Catering and Tourism Corporation (IRCTC) & g&3d 27 f&dsy 1999 &t
§'§2ﬁ, %334?11%200261#@«5 & gRarers # 3mar a1l IRCTC o #ARA™ Ye0d & [
# Agcaqur HfFer s g1 IRCTC W E-Ticketing Service Start 8lsf W ugel &t I &2 &
dhael 27 feee g% fhw v A| IRCTC & #AegA & Indian Railway & E-Ticket g &%t &
fere www.irctc.co.in @ IRCTC App & SiRT Mobile Phone & §& far S @hdr gl
IRCTC =X IRCTC UT Online Payment axs¥ & &s all% Available §1 s@- Credit Card,

Debit Card, E-wallet, Net-Banking etc.
16 2014 & ¥ HA@F g@rr Unreserved (3RTaTd) Ticket T Online gfFar & faw

Unreserved Ticketing System (UTS) App Launch far 3/ g1 38 gaRT Seikdl feshe, Hiete
fesre 3 Platform Ticket 1 gferer &t o Heclr &1

Passport

Passport T& Legal Document & 38T use facer & Imam e & forw fovar Smar g1 Passport
& T o & afFd @&ar §, 38 gaRT ST AT g1 Ig Passport TGy am=m & g d afed
FI UgdleT dUT 3T ARl Pl ddiaT gl T Passport H Person &1 s71d, Date of Birth,



http://www.irctc.co.in/

Person @& Photo 3R 3@% Signature glad g1 3T Ta% 3faldr Passport # Person &
Identification & fow 31X & Information gidT g1 facer #arer@ Ministry of External Affairs
(MEA) ¢ersr & 36 Passport Offices, 424 Post-Office Passport Seva Kendra (POPSK) 3iR
facer # 190 Indian Mission Network & ATEIH & HRART ARTR! HI Passport IRY et &
forT Service 39ersy # &1 Passport & e Online facer #aterr &r Official Website-

https://portal2.passportindia.gov.in/AppOnlineProject/welcomelink @
fRam ST TeRar g

eHospital [ORS]

Online Registration System (ORS) T Online Portal &, ST ge3md 1 Sfes 2015 #
g 21l ORS Portal & #re® & AR (Citizen) India & faffiee o2l 3R Fg & Iredcrel
# Online Application & #&d &1 3T 38 Services & #AETd ¥ OPD (Outpatient
Department) gﬁm, Lab Report 3R fR&T 8t Government Hospital # Blood Availability

Fr information Online 9rcd T &d £l

Accessing e-Governance Services on mobile Using
“‘UMANG APP”

UMANG APP t& Mobile App &, && Digital India & dgd #iRd & E-Governance Tellel &
faw s=mar arar §1 UMANG App @I Electronics 3R e dig@ifaihr #amera (MeitY) wa
National e-Governance Division (NeGD) gart fasfad f&ar arar g1 UMANG & Full Form-
Unified Mobile App for New Age Governance gl 38 =lgsX 2017 & Launch fRar smm |
UMANG App 13 Indian Languages # Available 81 UMANG App T ar Application g,
fSgsr Use &g E-Governance Services 3i@- 3MaR ¥dr, #RT g, Bfodiex, w@dic dar
3nfe & forw foear S Tshar 81 UMANG Service Mobile Application, Web, IVR (Interactive
Voice Response) 3R SMS S& &g ddeil W 39U 15 35 §, ford Smartphone, Feature
Phone, Tablet 3iik Desktop & #meTs & Access far ST Iahar &1 addaT & UMANG App
#H 623 Services, 116 Department 3R 23 State & Add frar =T gl

Digital Locker

DigiLocker t& Online Service g, & ®wadr 2015 & Launch f&ar srar ar1 St Electronics
3R IT #Fare@ (Indian Government) gart fasfaa #r 315 g1 @& Indian Government &7
Digital India 9geT & dgd Develop f&ar s g1 Digilocker t& Secure Cloud Storage g,
S8l 3% Indian Citizens 319st Certificates @1 Digital Documents & &1 & Store & Hhdl



g1 sH&- Driving License, Vehicle (atg=) Registration, Educational Certificate etc. Ig Scan
&1 315 Copies ® Upload & & v ucdsh Accounts & 1GB Storage Space Provide &dr
g1 g File Size Maximum 10 MB, File Type- PDF, JPEG, 3k PNG gI DigiLocker @1 Use
T & fow Users & 9@ Adhar-Card g 3maed@ gl Digilocker & Sign-up att & forw
Adhar Number 3R 3R & 53 Mobile Number 9 & aram OTP (One-time password)
STelaT 8ol Y 3T g § Log-in a3 & faw Users 31941 Password @€ & T &

Free Online Computer Classes
@ Upciss Prime

Website
\ WWW.upcissprime.com

Chapter 8 - Digital Financial Tools and
Applications

Indroduction

3mstehel giar # @9 Fo Digital § 3R Digitalization & 3R 9§ delt ¥ 3T §¢ W g,
sgAT A% U g HRUT g- A 9gd 3R Time & sod| g7 Mobile Phone, Computer,
Tablet etc. & #megd & Digital Services &1 39AeT T Thd &1 Computer, Internet 3ik
Smartphone & 3faw®R = Financial Services WX sgd 3if&s watia srem &1 3msT Computer
3R Mobile Phone & SIRT &g 3ff Person 319F Bank Account ds qgu gohar &, 3R T8
arel & 365 fe&oT 24*7 Account Details, Money Transaction, Pay Bills, Ticket Booking 31fe
Y HeheTl Bl

Digital Financial Tools

08 Devices st #megd & Digital Financial Services &1 Use far o @sar g, Digital
Financial Tools &garad g1 st@- ATM, Credit Card, Debit Card, UPI, e-Wallets, POS (Point
of Sale) Machine 31fe; @iy Digital Financial Tools & Example gl



Understanding OTP [One Time Password] and QR
[Quick Response] Code

OTP (One Time Password) - OTP wes Password giar &, =it
%dd T Login Session a1 t& Transaction & faw Valid gdar gl
OTP 6 Number & ©& Code & & One-Time Password 3ar
Dynamic Password #t gl Sirar g1 OTP wek Static Password &
dolell & 3if& Secure gIdT &, &ifh Jg dhael Th & Transaction
& T Valid g1ar g1 sa&r @ @Ar 10 Minute d& gidr §, 39%
d1¢ Ig Expire g Srar g1 OTP- Registered Mobile Number ar E-
mail ID WX & ST ST g

QR Code (Quick Response Code) - QR Code t& g &
Barcode &, fS@# Dots & ts Matrix g1t &1 38 Matrix Bar
Code am Two Dimensional Bar Code 8t &gr Sirar g1 39 Ugell
gRk 1994 #H Smuelr Company Denso Wave (38 dd) garm
Design f&ar s=m aml g8 QR Scanner a1 Mobile Camera gart
Scan f&ar ST Ihar &1 QR Code & =15 off Data & Thar § Si9-
Bank Account Details am fdt Website &1 URL, Application

el QR Code & YR & g &-

1. Static QR Code
2. Dynamic QR Code

UPI [Unified Payment Interface]

UPI (Unified Payment Interface) & NPCl (National
Payments Corporation of India) & gart 11 3% 2016

& Has H RBI & @R 3T TEA Sl TSl & @R ol l ’Fl’

far sl gg we Er System &, S &% Bank Accounts UNIFIED PAYMENTS INTERFACE

%I TH & Mobile Application & Combine &Xar g1 sa%
arr & T F% Banking Services &I ¢t Combine &ar g1 8- Balance Enquiry, Fund
Transfer 3mfe|

Note- UPl & ATEIH @ de-8e7 H X OTP #Y ITaeIFar 1y gl &




AEPS [Aadhaar Enable Payment System]

AEPS (Aadhaar Enabled Payment System), NPCI (National =

Paymfents Corporation of Ir:Idia) a‘q'lTyr ﬁﬁ?)%r U ﬁfm g S A@PS’
ST &l 3MUR ek 3R 3% hRfic/ 3mBRE T & Age & g e e e ant ot
aRThereT Fh ASHI-ATM  garT faT transactions &t &I E

3FATT &ar g1 olelt @l Fg Tl e o fAT U= e 3rhrse i AI:?&'CAAR

T SAARRY Sl BT T G IS ¥l SH T HEeH A FErIar F o9 U IR AR &
HEIH § U a6 H3c § g 9 7 97 A9 goha § 3R ured o @ €1 I8 fAwea fad
gﬁa@ma:ﬁvagagﬁa%, Fifh gloTaeT & oI dF STARRI FI EThAT =TgT ol
STefeh groterelel @l 3Tt e & ToIv WAUReS & ThaRTie @I Araegehdr giaf|

USSD [Unstructured Supplementary Service Data]

NPCl e@rr USSD 3memRd Mobile Banking Services @r {&3ird
ddex 2012 & &r a5 2ff| USSD s GSM (Global System for
Mobile Communications) Protocol gr g S Text Message
Aol o ToIT 3udier fohar arar g, 3R I§ SMS Service (Short
Message Service) & F#T gl USSD @1 39aieT Mobile Banking
afgd &5 Purposes & fow fRar Srar g1 348- Banking Customers
319a1 Phone 9X *99# Dial st & Services &T &TH 33T Tdhd ol
& & Customer 3197 Mobile 9T *99# Dial #¥ar §, Mobile Screen =¥ Ts Interactive

Menu Display g1ar &, fo/ae gart g4 Balance enquiry, Fund Transfer St Basic Banking
Services &T Use &¥ Tahd &l ¥*99# @ Telecom Service Provider & tes Common Number
gl Ig Service USSD Channel ¥ &H &Idr § 3R Basic Feature Mobile Phone & Use
% Mobile Banking Transactions &= & 3iTAfd &t g1 USSD Based Mobile Banking
#T Use &t & faw Mobile Internet Data Facility $r 3maaerar sigr gidr g1

Card [Credit Card /Debit Card]

Debit Card- s 3m3 Bank Account Open &t &, @ Bank T& Card Sy a<ar &, 5@
39 ATM & 98 fAehlei a1 319el @l &l $aTclel et & faT Use @X @hd g1 Debit Card
T 3T shddl 3deT $AT @ T Tohd &, S AT & 398 Account H I@T I1_T &l




Note- ATM Card ar Debit Card & #ega & Online Payment et & folw 16 37t & Card
Number, 3 37% & Card Verification Value 3R Card Expiry Date @t Card Pin ar OTP &r
3TGIHAT Bl g

Credit Card- Credit Card ws Rectangular Plastic Card &, St 3mger Credit Based
Transactions &% & Help @ar gl Credit Card &r 3nfaseR John Biggins (Sl fafeea) =
1946 # f&ar am| Credit Cards Customers &I & Pre-defined Credit Limit Provide &Rd
g, Toraer Use ag Shopping ar fadr 8 Payment & aXet & folw &¢ @ &1 Credit Card
&1 Credit Limit Customer & Credit Score 3R Monthly income & 3mgR W Bank garT
Decide far SraT g1

CREDIT CARD DEBIT CARD

——— ’ {
n"
i y

a))) : ,)))

0060 M 2222 3333 1234 5678 9012 345k

MABATH T

i 8 01725
NAME LASTNAME @ CARD HOLDER NAME .

E-Wallet

E-wallet w+ digital wallet (f3fsicer sgam) g. fSr@ehr 3uzer Electronic Transactions &Re
& fov fRar srar & f&@d Online Shopping, Bill Payment, Recharge, Ticket Booking,
Money Transfer emffer 8. I& T Prepaid Service gidl 8. E-Wallet @r 91 & Electronic
Wallet & 3& Mobile Wallet, Digital Wallet, Virtual Wallet 8 sgr Srar §. St &ET 39
S H W ST ¥ H Hehd g. oI dgl TR A 38 fB3fdea sguv @ off fhe o @ohd &
AIISeT dlele 39el Prepaid Service #HEAT AT §. IMMA Tgel 3T dlele & Y&T STef=ll ISl
8. 38% I T dlde # 3UAY A & SEAATST FiFATIIT HieTeligel Jar3fl & el & fow
X THhd &1 st@-PayTM, PhonePe, PayZapp, MobiKwik, Google Pay etc.

Type of E-Wallet

1. Closed E-Wallets
2. Semi-Closed E-Wallets
3. Semi-Open E-Wallets



4. Open E-Wallets

PayTM- PayTM #Ra & @e& 83 mobile commerce celehia
3R MY HIAASH aTcleT W H & TH g, S 30 aAgept o 4Q
TR A& AR aRd erae e & fav e BfSee alde vere
T g1 2010 & offea fhar aram, Ig E-wallet App ts 3rtfsg
Asel 9T FHT1H AT ¢ 3N STH Teh AGISd AThe &, S8l s AeH

Pautm

U oIS & Hehcl § 3R 37 STIIRAT Y AT Y Thell &, TSIeTehl Shuall o HTY Fellold Heer
g1 UPl & g1 & Ugdl Ig Ao &7 & #RA & =¥ 1 Digital Wallet 1| $-ahlAE defest it
% 3fTal, $H $-dlede VT 1 ITANT fdel Tl e, U TAWT kel 3N I, FAolT 3R
QeI 3T & SAURAT & e Iied A & fov o fRar S Hehdr &1 3o 9 319 UP

&A1 o €

PhonePe- PhonePe #r g&3ma 2015 # g‘s” N3k @b 4 ga 7 &
Ig 100 million ST3sTels &7 31ihsT IR & 3T &1 UPI 93ie & dax Rame,
HAT T T oo 3Tdarsd 9ol 9dc d%, 39 PhonePe W Jg T«
R Tl &l FART Yo FTIHH gl T ¢ 3R Ig R A G e

3R FIE O IieAelge AT 36T A F U g

PayZapp - PayZapp T HYUT AT FAT § ST 39 A% wh
fFeeh & 8Tl il T AP ST &1 PayZapp 3MTUh! 39el HISTS,
DTH 3R Ser &S i Rarel ael, fasiel forel &1 $frdreT ael, werse
fehe, &8 3N gleel &1 Joell A AR g o, T A, HaAr
fewme, Tfia 3k e &1 @A @lest, SmartBuy 9T ARIER ATHT
FT o1 3601 3R 39T BT g & el & ot 99 ot v giaer dar
gl

PoS [Point of Sale]-

Point of Sale (PoS) Reer TR W Use fam S« arerr System &, ST&r
O 3 sHifder aEg3i 1 S @1 FErelT wd g1 3@ ATegH 4@ Sell
fepw v @A & Bills 1 Payment faam STTem g1 s8ehT Q@3a 1879
#H James Ritty (@& Reél) & canrr &1 713 | PoS & Use & &
forT Hardware 3R Software gisit & ST 9sdT g1 894 Thermal
Printer & Use Bill # Print 3=t & forw foam Sirar g




Internet Banking

Internet Banking @g System §, St Customers @@ 38% Net-Banking & Financial 3iR
Non-Financial Transaction &%= @I gfaur Provide #<dr &1 =g @8 fel Other Bank #
Money Transfer &3 g Transaction Details @ Check &r g, T Bill Payment =T &t
39 Internet Banking #r Help & 3R it IgT HR 1A HT el g1 Internet Banking 3maer
24*7 Financial Transactions &% &7 3fTATd &dr gl Internet Banking & Money Transfer
T & faw NEFT, RTGS ar IMPS Payment Method &1 Use f&ar Sirar g

e dfFTr fr RAervare

/ﬁtéﬁmﬁfﬁﬁra‘%ﬂﬂmﬁﬁmqgu Jelel aal gl

V' Igeh I @ @A AT AR IR ST e H ST W qh

v 3iictemsst et STt 3R By giEw el AR prrer El

/ﬁta‘ﬁﬁéﬁﬁﬁﬂ?ﬂ%ﬁvwgﬁﬁqldldwl UerT Il gl

vV IBE F U 39 @ & T uE sefid e asdr 3 areas g

V' S 3T TmEST BT HOT AT AT F AT AT AT T F TTH A T

V' g Setie A & AeE @ U 3ReHRe FE T yEUA aX gha & 3R 9 Ut
X THhd ¢

vV e e F AAE § F1E salid ST AT TAHF U9 gRdTE 9 B HUST HAT I
gl

e Ik & e

v T fFeT 24*7 39erey B

v I 3T %E dr gfaar <ar gl

fﬁéﬁﬁmmﬁgﬁmmmgl

\/culseh?aé‘rﬁdchﬁsﬁqﬁaﬂ—%ré?gﬁmﬁaﬁmﬁﬂ%wm%l

v A ke WA & 3R g8 3T & AT qas Y raRgehdr @i ¥

/W@Hﬁ?m, Gl T AT AR T ST AT R qrEgeh TTed e sidlr IR-fadig
sifafafar ac dfher & Aregd @ 3mAET & ST ST Fohdr gl

NEFT (National Electronic Fund Transfer)

NEFT ©s Nation-wide Payment System g fS@sr Help & g7 fsar Bank v
Electronically T Bank Account & g&X Bank Account # Money Transfer & &ed ¢l



NEFT Services & November 2005 # RBI & eaR1 & @1 715 ol NEFT & &g Transactions
FT T Set 91T 1T §, 99 Batch &gr Sirar g, 3R Transactions @ Batch-wise Execute
fohar S &1 gger NEFT Transactions Banking & avel & fatw & Available 2, ofheT 16
December 2019 & @& AeIH ¥ Fund Transfer & &g @ar 24*7 &7 & a5 &1 NEFT &
Aregd I Transfer $r Sl arelr UM 9X &5 Upper ar Lower Limit s&r giar &1 NEFT &r
Help & Fund Transfer &%= & foiT &7 319a1 Internet Banking ar Mobile Banking & Login
#T Fohd g, IR Aafaf@a &1 Use s Fund &5 Tha &

3‘@'— Name of the Beneficiary, Account Number, IFSC Code (Indian Financial
System Code).

RTGS (Real Time Gross Settlement)

RTGS t©s Fund Transfer Method &, fo&s #aregd O foar &t &8 & Real Time & Base
o a1 ST ST &1 RTGS Service &7 [&37d March 2004 & RBI & @Rt & 715 2| RTGS

Service Present Time # Monday & Saturday (2nd 3% 4th Saturdays ' ©ige) SEE
8:00 o ¥ A F 6:00 o7 dF Available & RTGS @Aremsr & Transfer &r S arelr
Minimum Amount 2 Lakh &, 3R s@&r ®Ig Upper Limit @gr gidr g1

IMPS (Immediate Payment Service)

IMPS ©s Real Time Payment Service g, Sit 24*7 Hours Available §1 Ig Service National
Payments Corporation of India (NPCI) gart 22 November 2010 &I 9R# &Fr a5 o, At
Customers & Banks 3iR RBI ¢art Authorized (31f%d) PPl (Prepaid Payment
Instrument Issuers) & #ATEIHT & F:I}Fr Money Transfer &%t &I Authority &dr &1 IMPS &
ar e ¥ Fund Transfer fFar 1 dehar g-

v’ Beneficiary &1 Name, Account Number 31 IFSC Code.
v/ MMID 3R Mobile Number.

Note- MMID (Mobile Money Identifier) e 7 37t & &@&ar §, it Banks & ganrt SIkr
T ST &
IFSC Code (Indian Finance System Code)

IFSC Code @ qu & 3f3ae wsai@ f@¥eA &5 (Indian Finance System Code) g1 IFSC
Code @ @ s&addATT NEFT, RTGS 3R Online Fund Transfer & & foT fhar SraT gl



IFSC Code T @ g &r 11 Digit & Code gl &1 ¥ Teh AR 3T gumel 15 &1 5@
T s Fr AfRASe ar@r Fr ggATT WA & T SR RAT ST &1 9 3fermar IFSC code #r
SEATST JIT I STHBT FleT & SRIsT ITedehdl & S T Tl TgdarT el & o giar g1 IFSC
code # T 11 &R gd 81 FHH Tgel IR HeR dh & A1H H SAR < &

IFSC code =T 9igar 37 0 8iaT §1 30 #fasT & STIATT ) & fov Rad @ sirar g1 a8t
ITPT & 6 3P &b §T & IR H ddid &l 3T 397 Bank Branch & IFSC code bank
Passbook, RBI Website & 3Rw, Check Book a1 Bank Branch & fafoic e 9ar &
gohd gl

Online Bill Payment

Online Bill Payment Customer & Digital Banking & &eg® & 39« Utility Payment
(3UANACT 3aTcAr=T) Online & & faT Provide e arell gfaem g1 Customer 319 Light 1
Bill, Mobile & Bill =t &1 Bill, Insurance Payment 31f¢ fafieer Utility Payment Digital
Banking & #ATegd & wX oS Tl 8t Time & @&hd &| da#T # Online Bill Payment &r
it Fgd doir & 9¢ @I &1 Online Bill Payment & fow Internet Banking, Mobile Banking,
Credit Card, Debit Card, e-Wallet etc f&ar 3T ganar &1

f

Free Online Computer Classes
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Chapter 9- Overview of Cyber Security

Introduction to Cyber Security

Cyber Security Computer System 3k Networks & Hardware 3 Electronic Data &r aRr
T 38k JHAA gl & TTY-ATY 3oAs aRT Provide Hr S arell Services & Dissolution 3T
38% Ield 39T F Security Provide aXar g1 Cyber Security ag Technology g, &
Use Hackers ar fhdY 3= @ & Data r geatm & forw faar i g

Need of Cyber Security

g g1 Computer & o7 I QT & 3R 8 T # gA 39 Personal Information,
Official, Banking @ar Other Information Computer 3R Other Devices ™ Data & &7 &
Store AT STar 1 3@ Data & Uk Part Sensitive Information & d&ar §, g dg
Intellectual Data, Financial Data, Personal Information ar Other Type T Data &, Cyber
Security % Help & Internet 3iX System WX #isig @3l Data I TRI&Td @1 S Fehell &
3R 38 AR g & I ST AhT gl

Types of Cyber Attacks-

1. System Based Attacks
v' Virus
v Warm
v Trojan Horse
v’ Backdoors

2. Web Based Attacks
v DNS Spoofing
v’ Fishing
v’ Denial of Service
v’ Man in the Middle Attacks(MiTm)
v’ Brute Force



1.System Based Attacks

Virus- Computer Virus T& SR &l Feged WA giar § st el & Algg 9K data 3R
files I FhdTe q§u|d| ¢l VIRUS @ g1 @tA Vital Information Resources Under Siege
(asee sawnfr RAERT 3T e &1a1 €1 99 TF R virus Fogel # 3T ST § af I8
9 3T & W HYX H hel Sar § AR FegeX 7 Algg ¥ Programs & Corrupt &
T &1 A" & UM YT Te HT copy I 3cUel oA I &THAT Bl &[SI HROT Ig Th
HTYX H gAY HYX A G & el ST §1 I Tgel heged a—’y & 1971 # Robert
Thomas = fasfaa far ar| @ s Creeper Tl

Warm- Warm v arRRT & AT § Jg aRRY $I Th 39 - g9 § Ig SH Acddh J Teh
Computer & g@l Computer & Hhelldr § Worms 3UalTehdl & $Hl USH Joh T 39T
e e @ TH Computer & g@¥ Computer #H TUEIART #X Fehd & @8 Computer
AT & THAT & TE FI B U RE F IF & ©

Trojan Horse- Trojan horse U gifvieRe HTgeT WEIMA &A1 § it foh gAR Reed #
faaFor &Y odar & 3R malicious action @I 3STH ¢ar g1 Trojan, dr—RA &1 dlg 39«11 Copy
dl Create =€l &Y Hohd Wed ¥ aRRA H f@FeHA A Install #T FHha g1 Trojan horse &
Trojan & &gd g, Trojan &I 9T Uik & S3AAIS X ofd & Ig AT I HI Ig BISel el ¢
W] WET G Bl dfosh AE ola T BEE & fIT Trick gl g

v @ Trojan, Rees &1 wigel aur 3eT &1 Befie X Fehall B
v #gcqor information T 9TEAS T T Fehll &

v faweH &1 lock X T B

v Malware ' s/3sTels &% install & TFar &

V' 4T H QaRT YE F FHT B

v CD & infect & Faar B

vV ReeH 1 @ § A0S A show F FewalT B

V' 9N # geg F T B

2. Web Based Attacks

DNS Spoofing- DNS Spoofing, & 3m& dlt ¥ DNS Her digaifaiar & &9 & sft S
ST &, U AISSR gHT & gl DNS Reprs a1 Iar & a1fad foram Smar & 3R 39aererdizit &
Teh 379 IP9d N A & AT agell STdr g1 T gHel &, 9 gt ¥ it 1 sy
grell T@Tgel U AT for SIar § S 39 3% A8 d g ofdT Tehd! § forg IR 3ifasd 3uderehdar
qgaﬁwmwwmﬁmmmﬁaﬁaﬁémmmmﬁﬁmﬁﬁ:




FIT g @1 &1 ST SHAIThcdl wehell FIPE W UGN §, AN 3¢ HUA Sl HERA gt FA
a1 Credit Card Data, Bank Account Numbers 3R Social Security Information SiTeehRY
Y HacTMeT 32T Yahe alal & TAIT &gl ST Fhdl &1 §HATET Y 3T FTAhRY T 39ATer 39,
ST 3R UgH YW AT 3T §Hell Pl Y& el & AT HaRe dAcas ds qg’uﬁ F fow ¢
e

Fishing - Fishing 3% t @& & Cyber Attack & St 319l e@r ¢eht 3MThT TiaTer 3R
JTH ATRRT, 58 Passwords, Bank Details, Credit Card Number, Aadhaar Card Number
scaTfe STt AT STelal T PIAA FA & AT Far svar g1 57 & gHamaR v@r f@ar &=a &
ST 9X 1T AEET ST A ofd &l ar 39er Email, Text Message, Or Phone Call ¢
b & TS @ X MYl 9T HI T YR Dls GIEd, HIg HUAT AT g TAIHRT Tardl &
3T 1 39K 319 fRAr 38 Email, Text Message, & U5 foe W fFae aa & a1 15 r¢Tsie
Tredd €, IT BT Hid W P SIPRT I A g, ol 3T 39aT JET, 39T g, 396
STT IT IS gElT S STy W Fohd €, TS ad 3aenl oy oJendlleT &1 Fehell B

Brute Force - Brute Force Attack us U&7 WH & TSI&el STAATST TGN gehd GErT o
s |1D 3R Password 9ar s & fov & gl

Securing PC

PC (Laptop / Desktop) @1 Viruses Program & secure &l o ToiT eAToli@d STl T &are
@A 13 e-

v 39a ITRIET fver AR diFcaar #i 39se Y|

v AT SSHd TIFCAIX Hl 3TINET H|

v 3AlddTss Faue & IR dfgey fofld W e o &

v 39 TAECH FT SH3T o |

v 39T 9rEas GIiETd 3R TA e Side |

v U O T gReT & fov TEad AiFedI SEid |

v YT ST3R Afder gAad |

v BRIAl HETH H|



Securing Browser & Web Security

Web Security s &t gfshar & f9ds g@nm scteic # Alsg website 3R Web Browser
hr GRET &I Sl 8] Tl sl H g o da [@FIRE v 0 AR & S seaaAreT
Acasd AT FYX ffFeH 7 Algg ST & Fa= (protect) & v fawar Sirar B

a9 TAFARET &1 gEdATe VPN (E37el Iigde deash) i FR&T el el & v 8 fohar Sirem
gl S AT I9 s3oR & fhdy dqarse & tdrad X @ 8id & df 39 T#F d  web security
3T9eh 3T &l g & Fdled &l T HLAl gl

3T & HAG H AR U $% WH ¢ ¢ Tolelehl 3TN a¥eh & 370eT ST 1 FI&Id I@ Hevel
1 368N & folw WAF (39 uftehes ®rRRald), soie aied fecer ¢, cgisc dfew feca
Tol 3R Fuzzing Tool, 3R warra 30|

Securing Smart Phone

Smart Phone $ Computer & @8 Hackers & Favorite Target €1 Smart Phone & &3
g @ Personal Information Save T&dr & Si9- Picture, Location, Banking Applications,
Social Media Applications etc. 3« @ Information @I Secure I« &I ATTSTHT gl
g1 Smart Phone @I Secure T@x & for eafaf@a ardat &1 «are @ anfge-

\/H\ﬂs;\d qrHas W |

V' Sae Taeawa tow & 3T

v w3 tow # PafEa w1 @ s

vV Wi a1 & AT |

v AT arT d¢ F:Y

vV A 3R glewate gRe|
/ﬁqaﬂﬂﬁﬁaﬁmwﬁﬁqs& 30 THS TS|

Free Online Computer Classes
@ Upciss Prime

Website
& WWW.upcissprime.com




Chapter 10- Overview of Futureskills and
Artificial Intelligence

Introduction to Futureskills

fordT T A e F faw 3mer S Skills 1 Requirement &, & d&ar & f& ag Skills Future
# Outdate & =l saferw NASSCOM (National Association of Software and Service
Companies) s T W& Platform sarar §, i@t IT Professional ge @l Enroll & @hd €l
3T 10T, Robotics, Artificial Intelligence St %8 Emerging Technologies ¥@ d&d gl
Futureskills IT Professionals & forw 319air Skills @r Upgrade 3= & ol wa Platform gl
=& 19 February 2018 &1 Launch far rar |

loT (Introduction to Internet of Things)

loT & T =1 Internet of Things (Se3eic 3% &Td) &1 SHH SEAATT TW, Airedw 3R
CFeArellal T Aee & Data I Teh f3arsd & g@ f3asd # g el & folw fomar Sirar 2l
Internet of Things # Things &7 #Aded g, “Scdsic ¥ connect §'§ ar gofy NS o gx
YT life & U STAATT A § S fF- AlGST Bidd, TAC ar™, o7 A o9m g@r, 3R &R
3nfel” s g3 NS A g9 Seae T connect FH TFAH R Thd &1 HfaeT weed &1 loT
$I 3MTaSHRE Fgl STAT § FAifh 3ol 1999 & Ugell SR 3T 2Asg T SEIATA fhaT

INTERNET OF THINGS




How loT Works (loT @ #1 #dr 8)

fo @& Internet @ g% World Wide Web & #Aregd @ Siise AR &IH & 3R T g@d
& AU IIddd A & dlish Dl g6l a1 g1 38T aXg & & loT &1 Purpose T& Time H &3
Devices &I Internet ¥ Sigat 3@ Connectivity &I g Level d& & S g1 for@# Human
a Machine 31k Machine & Machine 3@ & Conversation (STddid) X Tl

Advantages of IoT (Internet of Things) - ¢IaiT 3TF ATH F FRIC

Easy Access- IOT &I access &l ST SATET 3T 1T §1 IOT & #Fiee & gA gfaam
& T off I F SR 3T S ATHRT H IIod F ohd gl ATTHRT I IIod Flad & T
gAR 9 Internet Connection 3R Smart Device @I gfaer gl =nfgw| fSaehr Ace & g
frer 3t PR & TARRT P FAEAT F IITd IR Tqhd 2

Automation- 10T Automation @I &rr serar ar §1 Automation T Fdels Ig 8T &
Fr [T FEAT P WA FH 6T ST Fr ST o1 931 10T & Device automatically (3m9=-
3m) & Rl S A R A F TETH @

Monitor-10T &1 393191 e g7 &t off g fr DT FI 3maET & Monitor X Thd g
G- gar I AT T Al HLell, dYAET S Alfded T, air quality &7 Affael e 3R
39 MsFe A fAIRTET e 3nfe

Speed- IOT devices # 3eT & THW A FI afd (speed) HH dst gt &1 & devices
9gd oot I & SeT A1 U f3a1sd & gEr f3arsd & Transfer &d &l

Disadvantages of IoT (Internet of Things) - $ewaie 3w Rvw & qwamE

Security & Privacy- |0T & @& a3 JHa Jgr § 1 38 Security (FT&T) 1 31
g@= & fAear 1 I IoR 1 3T 98 @¥E Secure (TRFEE) & @Al loT & acrer Barsd
Internet & &A1Y 53 81 &1 T HROT o1 devices #I hackers & c@RT g fohar ST Hehell
g1 Toras $ROT hackers o) & ST I 3MEEN ¥ I HeveTl &

Complexity- IO0T & a=ielisl @t B8 e, 3 develop FET 3R 37 EFaATalion A
maintain T FHhr JREw IR complex gidr &

Unemployment- srssa samerar #r&f @ 10T & g arelr Afat & garT g foram Jrar
g1 forga &Rt labour work & F&ta 81 sl f9E@d SN Sear gl



Big Data Analytics

Internet W WA+ Users Data Create aX | &,

S9- Online Shopping aa @#Y, Social Media W)

Post &Id @A, GPS System &1 Use & Travel COLLECTION STORAGE

X A 3i¢| 37 F Data & Collection = Big N'E’TWORK>/ == L
Data ®gr Sar gl Big Data Analytics # 37 @i RESEARCH

NS
Data & Analyze f&ar srar 8, 8d fr F @{} BIG DATA /L

CLOUD

Pattern a1 &1 Usefull Information f@erely i e TECHNOLOGY T /‘( ANALYSIS
Companies 319 Revenue & ¢« & foiT Big Data @ /
Ana|ytICS T USG m %-I B|g Data Analytlcs afr VISUALIZATION E
#s Sectors & Apply fFar amar g1 - Banking,

Healthcare, Manufacturing, Educations, Online advertisements, Social Media etc.

Types of Big Data (Big Data & Y&R)

Structured Data- Structured Data &I Tafgd & 3R THRAT HET sgd fuel g g
I 3TeT AT format (IF9) & giar &1 3T golg & SHHT STAATT oo™ Hres #F FAFR
forar ST g1

Unstructured Data- sasi fael s g fr =5 RRaa format (919) & structure
(GTT) LT el &1 SHY FROT FESA processed FAT T AR G &1 SHA AT T
37T 3TT I FoldAeT gidT ¢l T T IR & ®weel o1d- Text Files, Image Files, Audio
Files, Video Files, Social Media Posts gcanfe #lsig gl &l

Semi-Structured Data- sasr T gt g & ser & Ao giar &1 Fea T Adeld
Igi Gl SeT 1 fAeq giar §1 S 38 %o Structured Data @ % Unstructured Data &r
Sioleh 3@ A Aol §1 @A AT al YR & Datasets Hislg &ld g1 3ae¥ond- Web
Applications.

Benefits of Big Data (Big Data & <o)

v sgdr Agg @ Fufaar ar Organisation @& afid & Decision Making &X &a&dr ¥
v =5 Aeg ¥ FufAt F Errors ST Sieard Fr fordr ¥ gar RRAT ST FRaT T

/@Tm$u§ﬂmmﬁQququqﬁHm«HWH%&%?:‘T\TQ:ITQT@'W
afEw & ot FuR Qe B




v o0& STIATT @ I A9Tar sedr B
v T 3T & Il § CSA & Fad gl gl

Disadvantages of Big Data (Big Data & sTh &Tel)

vV 9T 3T A BN S F AU 3cafd @ F 9T ST 98 G
V' 197 31T & 39T Tt F g ahar B

v/ f331 21eT Social Stratification (TSR qAfse) 1 de # HAee T ¢l
V' R e 1 TR aReT ord Y aueATar & e B 39eT war B

v 91 =T saEreR Unstructured & &9 & &1aT &1 519 a9 & SOFT TATRAE T
ARl Il &

Cloud Computing

Cloud Computing Internet & #regs ¥ faffi=r Services Provide &¥ar &, st@- Data
Storage, Servers, Database, Networking 3R Software 3mf¢| Cloud-based Storage @t
Help & Files ® Remote Database & Store fhar ST @har g1 3R I U8+ W Internet
&I Use ot 3o¢ Access frar Sr @&har g1 Cloud Computing Services Cost &l && &idl

gl
Advantage of Cloud Computing-

v Cost- 3g Hardware 3R Software # Purchase & T Cost ¥ &3 Far ¥l
v’ Speed- s&F Resources & fieiel & access T ST FHaT B

v' Scalability- s& g7 Business Requirements & 38R Resources & Requirements
FI g¢T AT °eT Hohd &l

v’ Security-Cloud Seller X Data Security &' Strong &%= arelr Policies, Technologies
3iR Controls &1 t& =ags (Comprehensive) Set Provide & gl

v' Reliability- Data Backup 3R Recovery # foRawar (Continuity) & fIT &
Expensive 3R g Fast gl

Types of Cloud-

v Public Cloud- s&&1 Use #1§ st #x @ear &I
v’ Private Cloud- 7z # w& Company a1 Person & Personal Use & frw gt &

v" Hybrid Cloud- Hybrid Cloud Public 31 Private Cloud & Combination gar ¥ @
Public Cloud 3R Private Cloud & f&et &= giar g1 30 Cloud # Public 3iX Private
Cloud &t & AAwamT gxdr g



Cloud Computing Services-

laaS- s@r q@ a1\ Infrastructure as a Service ¥. 78 wh @ afdd Model & fowa
FECHT A FA3S ATATGIUT H gEAA, Aedihdl ddT TeRel ATadel 3UcledS Il ST &

PaaS- Paas & @1 @ (Platform as a Service) &1 J€ wh ¥@T AR Az & o &
HECHT Pl Teh VAT Tlehd adT & forgd fF ab 3 & OiFedy UCollheled &l §elT Heh, Aol
HT b, JUT f3ellay X Thl

Saas- Saas @ @ A (Software as a Service) AT 81 I§ TH TR Hegfear HiGH
ST SEAAT SeTeAe W TTellehelel 3R A3t &l BEege e & Tl faam Sirar 1

Virtual Reality

Virtual Reality &1 3787 § gAR Computer & &read & Ul Hisil 1 3737d o¥aTm it Actually
A Hislg @& ¥ I8 38 gar A Objects & Manipulate & X @& #Aead @ 39
Navigate &%t Fr dregar (Eligibility) @1 vgara arar g1 Virtual Reality &1 93T 318X 3D
Environment (ararexor) High Visual Multimedia 3nfg & @sfaa Applications & forw foar
St g1 Virtual Reality 3m9er Computer & @RI SieRe #7318 gfalar & glel &7 Tgard el
gl

Use of Virtual Reality-

> Video Games # Virtual Reality gt 39197 fhaT ST 38T g1 Fife Video Games & &t
€7 gIaT & a8l fSodd aredide S Jciid gidr g1

» Rem & &7 & &t Virtual Reality 3T wediel & @1 &1 foas #egw & oF [fdes
fasat o 3R ddeAeler 3R 3Tl 3rgsra gred T b

> FARS arer &7 & Virtual Reality & &dTer ¢ f@am 3T & @877 & 39 @s3h 3d Movie,
TV show ¢@d &r gt o & agd 81 37l &1 St Users &l Ueh Sfad 3R ofarstar arediaeh
Computable ( HaT0THI) 37787 el A &

> Aftdar arar &5 #F o Virtual Reality 9gc 3UANT A I T §| SHH FAee F ST FHel
afoter &feer agd 3maT g1 75 &1 Virtual Reality & @RI orEt & TR o YR B addb

Training 3T & FASTAT ST vl Bl
Features of Virtual Reality (Virtual Reality #1 fa2ivdro)

v Immersion —immersion ¥l v H@ecaqol Uge] & iR sEA SHA @ AWM W9 §
T agl areafasdr # #Hlsg § 31X 39 ardrerer # shfaa gl

v’ Interactive — Virtual Reality User @ 23 & @mr Interact et giaem gere
1 User ad3rer a8 # a3l 1 gss, d@, oA 3N 37 fRard off & |eharr B



v’ Exporable —ag qeetia wslt et & saer REaR ¥ @ & F9F war § a3
9 Fo 3% & 3% Explore T §F U YR JgT T TI H RIS o097 Th|

Artificial Intelligence

Artificial Intelligence (Al) s T&r Technology § Sr@e 362 &Ml # AT SR At
IR AU ot Fr aHar & [ARfAT war g1 3R Artificial Intelligence 393 Intelligent
Machines &I g1 § a1 STaT §, S T Human &7 dRg s¥d8R ¥ I&hd g, Human &
e AT Thd g, 3R T o 7 T8 & Ihd &l

History of Artificial Intelligence (Al)

Artificial Intelligence @r 3fdseR 1956 & John McCarthy = fRar o & nfehiiager
scforeia #1 ST Fel ITaT gl i Ahrdf e 37ARST Computer Scientist 3k Researcher
(eMereRdn) & | 3=l 1956 & Darkmouth college @Fr e FRIRMET & HET fo T 21| 98 3ogiel
Artificial & IR & important STETHRY &1

Applications of Artificial Intelligence

v E-commerce & 8T H- Al s=reitsh & SEdATeT e-commerce i online shopping
& foT frar Srar g1 581 sEdAaTd AMAZON &usr adl §1 38T #ge & apps 3R
website # chatbot @ AT fFar STar &1 Chatbot I sreaxk & a1d X GohdT §l
s v g Tl Aqsg Y 3MaRIshdr 16T g5l

v Education & 81T H- Al @i & STAAT TAGT & &7 & o fohar Jrar § arfe dga}
¥ dgR & AN G 9gT TH $HR N1 SR AR F R o S @Y FegeR A
Animation 3R Graphics f¢@T Jgr @hd g1 Al dadere Productivity 3R Digital
Education @ dermar &ar g1 foas #Aeae Rem & 3R 37T 9= ¢

v Human Resources & &9 #- su & sea#er Human Resources & & X &
fore ot foham Sirar g1 arfes Wisere &1 Production S&mer AT & fRaT ST #eh| e #Hopsg
24 gc¢ fRdY 1 P A6 X Fohdil odfeeT Al & Bfaieer Device Ir Machine 24 g¢ &
A T &THAT @AY gl

v/ Agriculture & &1 #- swer w2 @9 # waat 3 F $r Quality Fr check Fet
& foT fFar Srar &1 Al deeites i A & soil (Aed)) Hr FMAIT Fr gga=r ST Thar g
3R 38 AT A GUR fRar o1 Tohdr g1 dlfeh 3l B IR AT ST T

v Gaminga?mﬁ'- Gaming & Al T STAHATA 3ToThdl Sgd S I gl 38 f& Chess
3 puzzle & Game # g SEIAT fahar ST &1 dfh Al & 918 &t @ &TAdT el
¢ AU 38T SEAATA GHTT arel Well & foar e B




Artificial Intelligence Programming Languages-

» LISP (List Processing)
» R Programming

» Python

» Java

» Prolog etc.

Social and Mobile

Social Media & Platform (Website ar Mobile Application) g1 STgT &7 39=T Accounts
T @ha g, 3R Photos, Videos 31fg & 3197 Family, Friends, Colleagues 31fe & @y
Share & ¥Hd g1 A- Facebook, Twitter, WhatsApp 3l Social Media &1 3uter
Mobile Devices & fham ST &, #ifh Mobile sgd Portable gar gl

Blockchain Technology

Blockchain we Distributed Database §, S I3 Transactions ar Digital Event & Record
# @ar §, o8 wreler ot (Partner Parties) & & Execute and Share frar siar g1
Blockchain Digital Crypto Currency Bitcoin @& Backbone Technology &I Blockchain
Technology Tgell R d« @H 3§ 51a Satoshi Nakamoto (&mael amsaAer) & 2008 &
“Bitcoin- Peer to Peer Electronic Cash System” 9¥ u& 2ad 9a (White Papers) gaifaid
ThaT |

How Blockchain Technology Works-

Bitcoin Blockchain &1 @& Popular Example g1 Bitcoin & Cryptocurrency g, 3R s@er
Use Digital Properties @& Online Transaction &t & foT fhar J@r &1 s@H 93+
Transaction Digital Signature & #TeTsT & Secure I&dT gl

Use of Blockchain Technology-

» Blockchain Internet of things.

» Smart Device.

» Banking System.

» Passport.

» Blockchain Healthcare.

» Personal identification.

» Birth, Marriage and death Certificate.



3D Printing / Additive Manufacturing

3D Printing W& Technology &, o/ carr
fafder =t & 3D Models &1 3caiea fohar o
Tt &1 3D Printer &1 Use &t ga fohar 8ff 3D
Object 3@~ Ball, Chair, Bottel 3nfe &1 3cdres
&Y Hehd &1 3D printing @I uf3fed A=gtheaRar
(additive manufacturing printers) & =T & &

Sl St g foelr o a&q %1 3D Model, CAD
Software ar 3D Object Scanner €arT ST
ST

3D printer & 3ffassR 1984 #H Chuck Hull & cart fhar a@am a1l 8@ el &1 39397 el
3mET= & 3R ¥g 3= auradr (high quality) arer anfthers ar ==t @ e e & @are gidr
gl

Advantage of 3D Printing-

v’ Easily Accessible- s& = waa@ atem & M g §1 goR SEHT 3UFET 9
TRAAT & AT F bl Bl

v’ Faster Production - 7g Ricx g5 & der & arqgait 3k dist & Ric & e &
3 printers @ Jeledl H g HIHT ol T & HRAT AT FT B

v' Cost-Effectiveness - oz fict & aear g1ar £13D  Riex w1 g a1 & fas
HRUT TR gRageT HI oETd (transportation cost) & g T § 3R I8 &8 T&d
oAl | A o B

v Performance- 3D ez $r Performance T 3ree gt &1 I8 sied @ 18T @
3R 9T T oF gAY O ST F Tohd ol

Applications of 3D Printing-

v’ Space Engineering

v’ Education

v’ Construction and Architecture
v’ Biomedical Engineering

v’ Robotics




Robotics Process Automation

Robotic Process Automation (RPA) ws Automated Software Tool ar Software
Technology 8, @& garT Software Robots & dIR & &&hd gl ¥ Robots faffieet g
¥ FI F 7 GatA §1 I§ wH Advanced Technology 8, st &% 3 arer & 7 5@ gfaan
& T@A-HgeT &l sgol d @ ¢aml RPA Technology & faf&a & Robots @t #r oRg & &
o @t # T&TH gl
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Applications of RPA-

v’ Banking Service

v HR Service in Companies
v’ Customer Service

v’ Healthcare etc.

Advantage of RPA-

Security- RPA & &1, 3muent 3T 3R FIT ot & aR H AT S HT FWA 61 § FAih
3T TFAT 3T R A AT &1 G 3T gRAr dufadt & fow Riar & v gar #
dic 38 HdeaAlie 3¢ & Hged &l el AT ¢ 3R Fafow o fordll o sa1 & g 3R =igr
A ¢ AR 3§ 3ecgdl ¥ F9d gl

Low Cost- rif & warfard aas oetd &A@ o bl § HFed Adlc T QUi
FHAI T Tl # A @I W FF 1 g

Better Customer Experience- RPA 39T 3ueh amesh I 34 IR &eT vgd &
giAfRed & &
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