WINDOWS 7

@ A computer is an electronic
device that accepts
information and instructions,
processes it ,provides Output

and stores the information to
retrieve later.

THIS IS THE DEFINITION OF COMPUTER. &eeX &1 afemsT
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COMPUTERS COMPONENTS

There are two main components of computer

1.  Computer Hardware

- S
.-
ml £

2.  Computer Software

THIS IS THE COMPONENTS OF COMPUTER. H'TW‘\ET & components
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@ Computer Hardware is the
electronic and physical
part of the computer
system.

@ All Parts of the computer
which we can touch and

see are computer
hardware.

THIS IS THE COMPUTER HARDWARE. IN THE ABOVE PICTURE THERE ARE DIFFERENT THINGS IN
HARDWARE LIKE SUPPLY, RAM, AND DVD WRITER ETC.

FY FEAW F AU 37 Wl $ewrglfelss o1 § ¢ oo &9 8@ IR G FFa §
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COMPUTER HARDWARE INPUT DEVICES

Keyboard: is used to command the
computer by typing.

Mouse: is used to command the
computer by pointing or cursor with its
left / right / middle button.

Joystick: is used in playing computer games.

_Scanner: is used to scan documents and
images.

THESE ARE THE INPUT DEVICES OF COMPUTER. BY THESE DEVICES YOU CAN INPUT THE DATATO
COMPUTER. YT $aYc & HfAWT fIHs& §7 F°IX A instruction,command & FFHd

& Si¥ keyboard,mouse,joystick 31X scanner
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COMPUTER HARDWARE OUTPUT DEVICES

MONITOR
LCD/LED

g . .

SEaa— PRINTER

LCD/LED/MONITOR : is used to
display the output of computer.

Printer : provides printed output on paper .

Speaker : provides audio output.

THESE ARE THE OUTPUT DEVICES OF COMPUTER. BY THESE DEVICES YOU CAN SEE THE OUTPUT
DATA WHICH IS GIVEN BY THE COMPUTER. feT® &H FTqeT qanT 3M3eYe WIed Fd § 3o

3m3eqe f3arswW FEa & AW monitor, LCD/LED, speaker 3iX printer
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2. COMPUTER SOFTWARE?

» Computer Software are programs that
commands the computer to do any work

There are Two main types of Software :
1)Application Software : which does particular task

Like Ms paint : for drawing, Ms word : typing work Ms excel: for
formulation Tally for accounting purpose

2 ) Operating System : which controls , manages ,
commands the computer and all resources of computer.
Windows
Linux
Unix
Ubantu

THIS IS THE DESCRIPTION OF COMPUTER SOFTWARE. COMPUTER SOFTWARE HAS TWO TYPES.
APPLICATION AND OPERATING SYSTEM SOFTWARE. &TIeY HIFeay d HFeaT gid & foerd #r

& 1§ command W FYLT FTH FId ¢ AT & YHR & FId ¢ ToarhereT Wreay 3R
HrRfeer Wweaw .
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CPU means Central Processing Unit, which does actual processing,all
Devices are connected with cpu to do their input and output work

PRINTER

)

SPEAKER

THIS IS THE CPU (CENTRAL PROCESSING UNIT). THESE ARE THE DEVICES WHICH IS CONNECTED TO
YOUR COMPUTER. CPU &I fAded deor MATAT Ifae @ ¢ fowd wsft Basw gt o< @

SI¥ mouse , keyboard, LED , speaker 3ilX printer.
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Lef Bution

Seroll Button

THIS IS THE OUR MOUSE. MOUSE HAS THREE BUTTONS. LEFT BUTTON, RIGHT BUTTON AND SCROLL
BUTTON. I% mouse § fS@d e deaT 819 ¢ left e , right e« 3iX scrool sea
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.‘j Paint
€ Google Chrome

M VLC media player
Al

x‘] Microsoft Excel 2010
i

‘pfj Microsoft PowerPoint 2010

Control Panel

2l
.-_f;] Calculator

Devices and Printers

]l Getting Started

Default Programs

Sticky Notes

i% Snipping Tool

> All Programs

Help and Suppont

THIS IS THE START BUTTON. IN THIS ALL THE INFORMATION AND CONTROLS OF YOUR COMPUTER
ARE GIVEN. YOU CAN OPEN THE START BUTTON WINDOW BY PRESS THE WINDOW BUTTON GIVEN

IN THE KEYBOARD. 3HH W Ugo start 9 § o9 [ #Id & T& start menu
avilable 8 JTAT § ST 3T HTIH FTIEX A already installed HIFEA I A[AHNT aaT ¢
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THIS IS OUR TASK BAR. IN THIS YOU CAN SEE ALL THE APPLICATION SOFTWARES WHICH ARE
RUNNING OR CURRENTLY USING. g taskbar & S 3iT9ehl basic &TH &l H HAGE Hldl &
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>
S
2
9
16
23
20

THESE ARE THE GADGETS. YOU CAN ADD THE GADGETS BY RIGHT CLICK ON THE DESKTOP.

Igl S gadgets fU 7T § S 3MIH importent FABEAAT A & 3T mouse W right
f¥a® #3& F© gadgets add FX WFA ¢




WINDOWS 7

2:24 PM
3/12/2013

THIS IS THE OUR NOTIFICATION AREA. YOU CAN ALSO CUSTOMIZE THE ICONS BY CLICK ON ARROW AND
THEN CUSTOMIZE OR BY RIGHT CLICK ON DATE AND TIME AREA. 3Jg notification area % s

importent SITAHRT d icon f&T T § W speaker internet access date US time ScUTEN.
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& o e

% Remote Desktop Connection

»  AllPrograms

| |S§:a.rch programs and files je ,

THIS IS THE SEARCH BOX. IN THIS YOU CAN SEARCH ANY THING ABOUT YOUR COMPUTER. 3Jg@T U&h
search boxﬁmw%mﬁmmwgﬁsaﬂsearch T TFd &
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Programs (1)

IEW

7 See more results

| notepad

FOR EXAMPLE YOU WRITE NOTEPAD IN THE SEARCH BOX. THE RESULT IS INFRONT OF YOU. 31#
SHHA §HA notepad for@T 3T AR AHA notepad avilable & JTdT &
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Switch user

% Snipping Tool

,dj Notepad 4

» Al Programs

Log off
Lock

Restart

Sleep
Hibernate

I Search programs and files P I

THIS IS THE SHUT DOWN BUTTON. IF YOU CLICK ON ARROW BUTTON WHICH IS SHOWN NEAR THE
SHUT DOWN BUTTON YOU WIL SEE MORE OPTION LIKE SWITCHUSER, LOG OFF, RESTART ETC.

Ig W UF shut down e AT arm § 9@ AT 9ar FTIEX FT shut down FI HHd
¢ 39S WY TH BT W arrow FT icon f&am = @ O s #:3d & a0 & 9w Fo
option avilable & SITd & JW switch user , restart ,log off etc
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2 trol Panel
Run as administrator
Pintﬁ.skbn ces and Printers
Pin to Start Menu _
ult Programs

Remove from this list

y and Support

Properties

% Remote Desktop Connection

> All Programs

| Search programs and files

YOU CAN ADD THE SHORTCUT OF ANY PROGRAMME BY RIGHT CLICK ON THAT PROGRAMME AND
THEN PIN TO TASKBAR. 319 3T9a desktop WX f&d) software T 2IéHhe avilable FT THA

€ 31T 39 mouse FT left T Fead HIh 3W drag FI& 33U« taskbar UT avilable FIT
qhd &
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Calculator
' Unpin this pr

YOU CAN REMOVE THE SHORTCUT OF ANY PROGRAMMIE BY RIGHT CLICK ON THAT PROGRAMME
AND THEN UNPIN TO TASKBAR. 39X 39 3 shortcut &' taskbar ¥ ge<T d8d ¢ df 39

program 9X right {&d& &#¥& unpin to taskbar #I EHA g
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2 » RecycleBin »
Organize v Empty the RecycleBin  Restore the selSed items
»{ Favorites L‘ f‘d° Move the selected items from the |
Bl Desktop : ’h‘f Recycle Bin to their original locations
& 1.96 ¥ on your computer.
& Downloads —
2 avast! Free Antivirus -
= Recent Places Shortcut
191 KB bt -
-4 Libraries Camtasia Studio 8 u
<] Documents Shortcut
J’ Music 1'174 e — —
=/ Pictures courses
B videos File folder
Ad

IF YOU DELETE ANY ITEM BY MISTASKE THEN YOU CAN RESTORE IT FROM THE RECYCLE BIN. 3IAJX
TddY ¥ FI$ item delete FT &3 & A 3T 3 recycle bin ¥ restore FT FFA ¢
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Crganize v

V¢ Favorites
B Desktop
& Downloads
o Recent Places

o Libranes
_+| Documents
& Music
= Pictures
B videos

™ Computer
& Local Disk (C:)
a Local Disk (D7)
.« Local Disk (E:)

€l Network

Emp(y m&myu Bin

Restore all tems

Remove all files from th »Fe\ cle Bin
to free up ditk space. J

‘p_r-:m
Jnti 116

defination 1
amians Recorder Document
3 MB
%‘.—

ST.T FORM
Adobe Acrobat Document
195 KB

& VLC media player
Shortcut

(& 1.04 KB

IF YOU WANT TO EMPTY THE RECYLE BIN THEN CLICK ON EMPTY RECYLE BIN. 39X 3TT recycle
bin FI @Tell FIT I8 & d empty the recycle bin 9T FeId Y |
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BC:\Users\varinder\Desktop\courses\hindi courses\cornputer basicel

Organize ¥ [E Open v Share with ~ Print E-mail Burn

Y Name Da
Bl Desktop ®) computer basics 3/1
& Downloads

| Recent Places

4 Libraries
"¢ Documents

Jﬁ Music

| Pictures

THIS IS THE ADDRESS BAR. HERE YOU CAN SEE YOUR CURRENT LOCATION. IJg address bar %
fS9A 37 39t current location &' 3@ Wahd ©
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’ /(-\ ' |, » courses » hindi courses » computer basics v m Seorch computer.basicc

Organize v Include in library « Share with ~ Bum New folder =

43 Favorites Name Date modified Type Size
B Deskiop (#) computer basics 31272013107 PM  Mucrosoft PowerPoint Presentat..
8 Do ads

& Recent Places

4 4 Libranies
+ Documents
o' Music
& Pictures
B videos

4 & Computer
& Local Disk (C)
u Local Disk (D)
» Local Disk (E2)

". Network

I } 1 tem

THIS IS THE NAVIGATION PANE. HERE ARE THE SOME LINKS. dg right side navigation pane %
oaa FS links avilable ¢ SI9 desktop downloads etc
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4 Hard Disk Drives (3)

Local Disk (C:) Local Disk (D:)

m— - —— |
Q/ 1.46 GB free 543 GB W 2.80 GB free of 24.4 GB

Local Disk Space free: 1.46 GB |
N Total size: 24.3 GB

= 178 GB free o

4 Devices with Removable Storage (1)

. |
$ DVD RW Drive (F:)

THIS IS MY COMPUTER. HERE YOU CAN SEE THE DRIVES. IF THE DRIVE COLOR IS RED IT MEANS THE
DISK SPACE IS LOW.J& my computer ¢ I Fo drives f&@mé & € § 3°R drive &1

color red & A SHHT AdeT &Y MY drive H FHA space &
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4 Hard Disk Drives (3)
Local Disk (C:) | Local Disk (D:)
|

e —— |
b 1.46 GB free of 243 GB IW 2.80 GB free of 24.4 GB
s

Local Disk
= (E) ] Space free: 2.80 GB
Q/ 17.8 GB free of 25.6 GB l Total size: 24.4 GB

4 Devices with Removable Storage (1)

@ DVD RW Drive (F:)

IF THE DRIVE COLOR IS BLUE THEN THE DISK SPACE IS SUFFICENT. 319X drive T color blue % ?ﬂ'
39T drive # space &
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Organize v Properties System properties Uninstall or change a program Map network drive. » o ¥
- Favorites + Hard Disk Drives (3)
Bl Desktop Local Disk (C:) Local Disk (D:) 7
& Downloads w ——— — —
1.46 GB free of 20.3 GB 7 220 GB free of 204 GB
2. Recent Places
Local Disk (E:)
Ty N =
8 Libraries S 17 GB free of 2355 GB
*| Documents v :
A ; # Devices with Removable Storage (1)
@' Music
! Pictures
OVD BRW Drive (F:)
B Videos
(% Computer

& Local Disk (C:)
.» Local Disk (D:)
& Local Disk (E)

€ Network
< Local Disk (E) Spaceused Wl | Totalsize 256 GB BitLocker status; Off
*\V' Local Disk Space freex 1738 GB Fide systerre NTFS

THIS IS THE DVD WRITER. YOU CAN PLAY OR BURN THE CD/DVD ON THIS. I DVD writer %
for@s 37 CD/DVD Y play 31X burn &Y §&d &
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Organize v Network and Shanng Center Add a printes Add a wireless device e ¥

This computer is not connected to a network, Click to connect...

4.0 Favontes [}
Bl Desktop
# Downlocads

=, Recent Places

4 _y Libraries
*| Documents
@' Music

e Pictures

ﬂ Videos

4 K Computer
I-’. Local Disk (C:)
a Local Disk (D:)
_# Local Disk (E2)

€M Network

i ‘i 0 items

THIS IS OUR NETWORK. THIS PC IS CURRENTLY NOT CONNECTED TO ANY NETWORK. IF YOUR PC IS
CONNECTED TO ANY NETWORK THEN THE YELLOW MESSAGE WILL NOT POP UP ON YOUR SCREEN.

I AT HYA FYE FT Acds @Al dlgd § ) dAcad W Fad F I gt Fogel
fFdt & connected AE & Y 3MIF IH yellow box H message @IS 3am fF 3mushr
HYeY connected gl 8
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| Back to Computer b~ork anc

This computer is not connectec

YOU CAN GO BACK TO YOUR PREVIOUS LOCATION BY CLICK ON THIS BUTTON. dg dcdo 39 3MY=T
Sl location W I« & T s FT TFa ¢




» Libranes » Pictures » Sample Pictures

WINDOWS 7

Organize v Share with » Slide show Bumn | _t {
» H 1 | Hadi
T Favorites Pictures library Arrorigebis Mpsie: » L. |
[, 4 Desktop Sample Pictures W
8 Downloads -
%W Recent Places - Chrysanthemum Date taken: 3/14/2008 1:59 PM
Size: 858 KB
~a Libraries i Desert Date taken: 3/14/2008 1:59 PM
= Documents wze: 826 KB
o) Music B} Hydrangeas Date taken: 3/24/2008 4:41 PM
e Pictures Size 581 KB
a Videos . Colact a f
B Jeivfish Date taken: 2/11/2008 11:32 AM o
Saze: 757 KB e
M Computer E]

&L Local Disk (C:)

E Koala

Date taken: 2/11/2008 11:32 AM

s Local Disk (D) ae: 762K8
u Local Disk (E) & Lighthouse Date taken: 2/11/2008 11:32 AM
Size S4B KB
€l Network : .
m Penguins Date taken: 2/18/2008 5:07 AM
Size 759 KB
i Tulips Date taken: 2/7/2008 11:33 AM |
e 606 KB -
J l 8 tems

THIS IS THE PREVIEW PANE. HERE YOU CAN SEE THE PREVIEW OF YOUR OBJECT YOU HAVE
SELECTED. ¥ icon preview pane &I g fa&¥ 31T right side W & ¥&d & ¥ 3T hide

st T THa ¥ |
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Organize v

4.0 Favorites
Bl Desktop
# Downloads
. Recent Places

4 _y Libraries
| Documents
o Music
b=/ Pictures

B videos

a % Computer
ﬁ Local Disk (C3)
. Local Disk (D)
¢ Local Disk (E:)

.‘. Network

~ 6 tems
.~
~

Share with «

Slide show Burn

iy . £- 0.8

Pictures library

Includes: 2 locations

Create a pew, empty folder ] Amange by:  Folder ~ v

“ Sample Pictures Date modified: 7/13/2009 9:54 PM

111669808-260x260-0-0_dell +refurbished + g5assembly+front+bezel+with+power

wze: 216 KB
mm 'Mages (1) 26 |
e
- lmages
Size: 759 KB
4 | M17-1704-calloutl
- See 197 KB

-_— WK200 Date taken: 3/30/2009 7:36 AM

Size: 528 KB

YOU CAN CREATE THE NEW FOLDER BY CLICK ON THIS BUTTON. 39 new folder option # new
folder 91T §&Fd &
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Toolbars

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop
Start Task Manager

Lock the taskbar

Properties 4:24 PM
‘  3/12/2013

YOU CAN OPEN THE PROPERTIES OF YOUR TASK BAR BY RIGHT CLICK ON TASK BAR . 31T 31T9a
HCPET HI taskbar H @rell STE W right FeI FI& taskbar § related F& option Fol
qha &
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Taskbar location on screen: Bottom

Taskbar buttons: | Abways combine, hide labels  ~ |

Notification area

Customize which icons and notifications appear in the P e——
notfication area, P by

Preview desktop with Asro Peek

Temporarily view the desktop when you move your mouse to the
Show desktop button at end of the taskbar,

V] Use Aero Peek to preview the desktop

7

o =

YOU CAN HIDE/UNHIDE THE TASK BAR BY CHECK/UNCHECK THE OPTION AUTO HIDE THE TASK BAR.

Il §HA propeties option W Fas fFar X §0 @& FT box o arar ¢ o wHN & F&
option fc@E &a & IV lock the taskbar , use small icon etc
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R 1 important message

Change Windows Update settings (Important)

Open Action Center

4:28 PM
3/12/2013

A |." -P' > |‘ |:t

YOU CAN OPEN THE ACTION CENTER BY CLICK ON THIS FLAGAND THEN CLICK ON OPEN ACTION
CENTER. 31TT 3T9<I taskbar 9T Ig flag icon and option fFed& #Y af T&H box 319« &

Jreanm  f3EA afe 3mT window updation #T ®1€ message @ oY @ FTwen
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I b=

[Tl ™ » Convolpanl » piem Sty » conCerer T6 Y oo conet ot ]

Contral Pane! Heene .
Review recent messages and rescive problems

Chenge Acticn Cerrer settings Action Center has detected cre or more issues for you 1o revew,

&y Chenge User Account Control b -
Ahngs Security v

View archived messages

Yiew peformarc infosmation Windows Update {Important)
To enhance the security and peformance of your computer, we recommendd I Change settings,., |
that you tum on Wadows Upcate,

Turn off messages bt Windows Update
Maintenance

¥ you dor't see your problem lated, try one of thege:

g Troubleshocting ' .' Racevery
L * Find and i groblems { Restore your computer 1o an

earhier ime

Backup ard Restore
Wirdows Update

Windows Pregram
Compatibiley Troubleshooter

IN THE ACTION CENTER YOU CAN SHEDULE OR DISABLE THE WINDOW UPDATES. IN THE ACTION
CENTER YOU CAN SEE THE PROBLEMS OF YOUR COMPUTER. 313X 39 open action center

option W fFad Y A TWT box Gel ST SHA 3T IHTUeIT window FI setting change
IT updation FT THa &
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Tuesday, March 12, 2013

4 March, 2013 4

Su Mo Tu We Th Fr Sa
24 25 26 271 8 1 2
3 4 5 6wy WEN
10 11{12]13 14 15 16
17 18 19 20 21 2 23
24 25 26 271 28 29 30
3 1 2 R4S 6
4:30:07 PM

Daylight Saving Time began on Sunday, March 10, 2013
at 2:00 AM. The clock went forward 1 hour at that time.

Changs date and time settings...

)

YOU CAN CHANGE THE SETTING OF DATE AND TIME BY CLICK ON THIS OPTION. qﬁ Y date TS
time ¥ icon WX fFd® FY ' AT date TS time FT change T FHd &
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IF YOU WANT TO CHANGE THE RESOLUTION OF YOUR SCREEN THEN FIRST RIGHT CLICK ON DEKTOP
AND SELECT THE SCREEN RESOLUTION OPTION. If& 3T &g #I window & backgrowned

IT screen resolution change FIAT AEd & d 3T screen &Y Well STg W right fFeas
FT G&hd ¢ 59T I§ box open & ST |
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B8 « Appearance and Personalization » Display » Screen Resolution

e®-

Change the appearance of your display

(]
on =

Display: 1. Mobile PC Display ~
Resolution: ;3_66 x 768 (ﬁ ommended) -
Orientation: ‘, Landxape F v|

Advanced settings

Connect to a projector (or press the BF key and tap P)
Make text and other items larger or smaller

What display settings should [ choose?

—. l( Cmcel; Apply

YOU WILL SEE A SCREEN IN THIS DIFFERENT SIZES ARE GIVEN. SELECT THE SIZE YOU WANT TO
APPLY. WHEN YOU CLICK OK THERE IS A CONFIRMATION MESSAGE WILL POPUP ON YOUR SCREEN.

Ife 3T screen resolution WX Fad FX aY 3T dIE T box open g arwarm | Ifg 3mg
resolution # F& changes FA § @ I FFA ¢
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‘
Displey setings N

Do you want to keep these display settings?

y:
[ Keep chppges ] Revert
ition: s
your resolf} Reverting to previous display settings in 5 seconds.
ation:

Adva

«ct to a projector (or press the &F key and tap P)

text and other items larger or smaller

IF WANT TO APPLY THESE SETTING THEN CLICK ON KEEP CHANGES OTHERWISE CLICK ON REVERT
OPTION WHICH IS USE FOR DISCARD THE SETTING YOU APPLY FOR IT. I 3mq changes apply

#Id & df T box open & ST | f3HA keep changes W fFa+ #Id & T change
3T o fFY & aY apply & STwer
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View

Sort by wwhy
Refresh

Paste
Paste shortcut

Graphics Properties...
Graphics Options »

New »

B Screen resolution

@ Glges

& Personalize

YOU CAN ALSO ADD THE GADGETS BY RIGHT CLICK ON DESKTOP. qﬁ 39 gadgets X ﬁ-Tﬁ?
FIA § a AT F& gadgets add F FHd ¢
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HERE ARE SOME GADGETS GIVEN ABOVE IN THE FIGURE. YOU CAN ADD THEM BY DOUBLE CLICK
BUTTON OF MOUSE. I§ $& gadgets foU a1t foiee ¥ 3TT mouse ¥ double FaF FF

A9t desktop 9T add HT TFHA ¢
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Vaew
Sort by
Refrech

Paste
Paste shortcut

Geaphics Properties.,
Geaphics Options
New

Screen resokaion

YOU CAN CHANGE THE DEKTOP BACKGROUND BY RIGHT CLICK ON DESKTOP AND CLICK ON
PERSONALISE OPTION. If& 3T screen &I background change &{&T d@gd & a 39

personalise option WX &+ Hifaw
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e ———

Change your account picture Get more themes cnlina

—

Architecture Characters Landscapes

R‘_‘:L .-'

Aere Themes (7)

A

United States

See also 3 ' 6
Display ‘ @

Taskbar and Start Menu
Ease of Access Center

Desktop Background Screen Saver

Harmony Skey Windows Default None

SELECT THE THEME WHICHEVER YOU LIKE. IT WILL AUTOMATICALLY APPLY WHEN YOU CLICK ON
ANY THEME. 39 38H & #1$ ff theme select Y ar automattically apply & ST |
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View
Sort by
Refresh

Paste
Paste shortcut
Next d p background
Graphics Prbpetties...

Graphics Options

New

ER Screen resolution
@ Gadgets
& Personalize

YOU CAN MOVE TO THE NEXT BACKGROUND BY RIGHT CLICK ON DESKTOP AND THEN SELECT THAT
OPTION. Ifg 3T theme change HIAT TG & d 3T mouse F right Faw FIh I&

¥ next desktop background WX fFd® #Id & change & ST |
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B T N

rchitecture Characters Landscapes

&

Vindow Color Sounds Screen Saver
Sky Windows Default None

THIS IS THE SCREEN SAVER OPTION. WHEN YOU CLICK ON THIS BUTTON. qﬁ 3T screen saver
option WX Fa& Fa & |
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> B l! » Control Panel » Appezrance and Personalization » Personalization > Search Contred Ponel

Control Panel Home

Change desktop icons

B Screen Saver Settings A IR [

Change mouse pointers

Change your account picture

Aero Themy)

Screen saver

hmg vl Settings
(None)
3D Teat me, display logon screen

avast! antivirus

Blank
Bubbles ST .
Mystify 3 nce by adjusting display

Photos
Ribbons

yee alsc

Display

A SCREEN SAVER SETTING BOX WILL APPEAR ON SCREEN. IN THIS YOU CAN SET THE SCREEN SAVER
WHICHEVER YOU WANT TO APPLY. I8l 9T screen saver box open & SITUIIT IgT & HTT

setting change #T WHa ¢ 3R 3¢ apply FT HHd 7 |
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- O x

& » Cootroi Panal » Appearance aed Persomalzation » Personsization

Control P2nel Home
Change th & Screen SaverSettings =

Wait: 1% mites T]On n-s-r(d isplay logon screen

Power management

L Conserve energy or maximize performance by adjusting display
brightness and cther power settings.

Changs gosersettings
shtop t

Change cesktop scons Chick a themn e S I
Change mouge peinters e |
Change your aZgount picture
-
{
Unsa
-t Aarc The
‘ Screen saver
wig [Pt \Q

See also

Display

Taskbar and Start Menu
Ease of Access Center

, Il
o] o ]|

36T preview 319 preview ded W Fdd & & TFd &

YOU CAN SEE THE PREVIEW BY CLICK ON PREVIEW BUTTON. JgT 9 39« St change &
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Screen saver

[Bubbles v [ Settings... Preview ]

Wait: Il :. minutes || On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change power settings

YOU CAN SET THE TIME FOR SCREEN SAVER FOR WHEN IT WILL START. 3T9 wait ﬁ' time set &Y
Fod & f& fFdsr A9 91 I8 screen saver 3T9ehT screen T AT B |




WINDOWS 7

Computer

Control Panel

»

Devices and Printers

—
j’ Getting Started

Default Programs

Sticky Notes

% Snipping Tool
'ﬂ Notepad

»  All Programs

Help and Support

| Search programs and files

IF YOU WANT TO CREATE THE USER THEN FIRST CLICK ON START BUTTON AND THEN OPEN COTROL
PANEL. If& 3T switch user ST AR & Y start 9¢af 9T fFdd X A right side W

control panel @I open #Y
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fo |
-

System and Security
Review your computer's status
Back up your computer

Find and fix problems

Network and Internet

Connect to the Internet

View network status and tasks

Choose homegroup and sharing options

Hardware and Sound

View devices and printers

Add a device

Connect to a projector

Adjust commonly used mobility settings

Programs

Uninstall a program

WINDOWS 7

P

>r Accounts and Family Safety

@ User Accounts and Family Safety

Change user account settings and

A passwords, and set up parental
controls,

Change desktop background
Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input methods
Change display language

Ease of Access
Let Windows suggest settings
Optimize visual display

IN THE CONTROL PANEL CLICK ON USER ACCOUNTS AND FAMILY SAFETY OPTION.

control panel ® user accounts and family safety W e
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Control Panel Home

er Accounts
C e your account picture  ®J Add or remove user accounts =~ Changey

Parental Controls
w Set up parental controls for any user

System and Security
Network and Internet
Hardware and Sound

Programs Windows CardSpace
e User Accounts and Family Manage Information Cards that are used to log on to online services
Saf .
i Credential Manager
Appearance and

Sha Manage Windows credentials
Personalization

Ty

Clock, Language, and Region Mail (32-bit)

Ease of Access

AFTER IT CLICK ON USER ACCOUNTS OPTION. 3d% dT¢ user account option 94X fFas %
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Manage your credentials
Create a password reset disk
Link online IDs

Manage your file encryption
certificates

Configure advanced user
profile properties

Change my environment
variables

WINDOWS 7

Make changes to your user account

:ﬁ'|

%1
\ﬂ'.l

rarco

Create a password fgr vour account
Change your pucturﬁ

Change your account name

Change your account type

Manage another account

Change User Account Control settings

IF YOU WANT TO CREATE A PASSWORD THEN CLICK THAT OPTION ON WHICH MOUSE CURSOR IS
SHOWN IN ABOVE FIGURE. 319X 319 password <3<l I & ar 39X fe@mw option 9X

Fad T
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@ . ? <« User Accounts » Create Your Password

Create a password for your account

|
Jdl varinder
Administrator

If your password contains capital letters, they must be typed the same way every time you log on.
How to create a strong password

first letter is 5

The password hint will be visible to everyone who uses this computer.
What is a password hint?

'V'C—Aﬂ‘t:password | [ Cancel
Ly ,. a)

ENTER THE PASSWORD AND THEN CONFIRM THE PASWORD AND AFTER IT GIVE SOME HINT IN THE
HINT BOX IF YOU WANT TO GIVE OTHER WISE YOU CAN LEAVE IT BLANK . IT’S UP TO YOU. AFTERIT
CLICK ON CREAT PASSWORD BUTTON.

T S password 39 IWT IEd & 38 N 31 second box # SERT 3 confirm
%Y 3R third box & St password T@T § 3HH! IG @A & fAT 38X F& hint N 389
d1¢ create password option WX [Feed Y
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Clll 2, » Control Panel » User Accounts and Family Safety » User Accounts = | ¢ )| Search Contrat Pore:

Control Panel Home

Make changes to your user account
Manage your credentials 3
Create a password for your account

Create 2 password reset disk : .
Change your picture ; varinder
g " , &
SHO Dise X ® Change your account name Adeinistest

Manage your file ion y
YO0 dacd, .- ‘5 Change your account type

certificates

Configure advanced user

profile properties © Minage another accotnt

Change my ersronment ® Change le{:)ﬁccount Control settings

variables

IF YOU WANT TO MANAGE OTHER ACCOUNTS THEN CLICK ON THAT OPTION MENTIONED IN ABOVE
FIGURE. 3 3T 9mgd 8 fF N Famar F15 AY FoYeT H TFAT FT 90 afdhed N

account ¥ gl dY 37T manage another account 94X SITY 3Tel9T ¥ account create HI
dohd &
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,(.-\ - M2, « User Accounts and Family Safety » User Accounts » Manage Accounts - Search Control Pane

Choose the account you would like to change

| Jl varinder 8l |l Guest
Administrator il Guest account is off

N

Create a new account

What is a user account?

Additional things you can do
& Set up Parental Controls

Go to the main User Accounts page

HERE WE CAN SEE TWO USER ACCOUNTS. FIRST ONE VARINDER WHICH HAVE ADMINISTRATOR
RIGHTS AND THE SECOND ONE IS GUEST. GUEST ACCOUNT IS TURN OFF IF YOU WANT TURN ON

THIS ACCOUNT THEN CLICK ON GUEST ACCOUNT. dgl 319 ET account a-@' 1%' % Ueh varinder
fS 9 administrator & rights & 3iX second guest account § & account & dg &hdel
guest I A & use HT UM
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Ll I8 2 « User Accounts » Manage Accounts » Tum on Guest Account - Search Control Pane!

Do you want to turn on the guest account?

If you tum on the guest account, people who do not have an account can use the guest account teo log on to
the computer, Password-protected files, folders, or settings are not accessible to guest users.

L&gm On | g Cancel

A SCREEN WILL APPEARE WITH THE CONFIRMATION OPTION TURN ON OR CANCEL. 39X 3ATY
guest account &' turn on HIT ITEd & a turn on option X FaAwF HYL
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Create 3 new acgount

What is a user adsbunt?

Additional things you can do
'?_j‘ Set up Parental Controls

Go to the main User Accounts page

IF YOU WANT TO CREATE A NEW ACCOUNT THEN CLICK ON THAT BUTTON WHICH IS GIVEN IN THE
ABOVE FIGURE. If& 31T new account create &3l dlgd &l dr 37T create a new

account option W Fas X
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Name the account and choose an account type

This name will appear on the Welcome screen and on the Start menu.
newaccount

@ Standard user
Standard account users can use most software and change system settings that do not affect other users or
the security of the computer.
Administrator

Administrators have complete access to the computer and can make any desired changes. Based on
notification settings, administrators may be asked to provide their password or confirmation before
making changes that affect other users.

We recommend that you protect every account with a strong password.

Why is a standard account recommended?

LCgu_teAr,gount J [ Cancel |
by

FIRST TYPE THE NAME THEN SELECT WHICH TYPE OF ACCOUNT YOU WANT TO CREATE STANDARD
USER OR ADMINSTRATOR USER. AFTER IT CLICK ON CREATE ACCOUNT.

39 3T 3 account &T a1 N AR FHT TSR user SHFT use HL 3qF Faa & fFdY
U& option # fFa& FX standard user & 9IH limited rights 8id & 3iX administrator
% 9 WX rights 813 § 3¥& 9I¢ create account W Fad
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€ ’ 42, <« User Accounts » Manage Accounts » Change an Account

Make changes to newaccount’s account
Change the account name

Create a passwiprd [ newaccount
Change the pﬁe Standard user

Set up Parental Controls
Change the account type

Delete the account

Manage another account

YOU CAN ALSO ADD A PASSWORD FOR YOUR ACCOUNT SIMPLY CLICK ON CREATE PASSWORD. 319
39« account 9X create password GdRT password sff oo WA 7
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€ ’ 42, « User Accounts » Manage Accounts » Change an Account

—

Make changes to varinder's account

Change the account name

Create a password | varinder
.hange '-~{'_’7f_y_s Administrator

Set up Parental Controls

Change the account type

Manage another account

YOU CAN ALSO CHANGE THE PICTURE OF YOUR ACCOUNT SIMPLY CLICK ON CHANGE THE PICTURE
OPTION. 39 3T9el account @I picture # change the picture option T Fa® Hah

change it T TFa &
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M2, « Manage Accounts » Change an Account » Choose Picture

Choose a new picture for varinder's account

varinder
Administrator

The picture you choose will appear on the Welcome screen and on the Start menu.

N1 85 B

N T Lt TLL.
PEeM@EY
X [i I E S E

Browse for more pic

(L Change fgure ] | Concel

CHOOSE THE PICTURE YOU WANT TO APPLY FOR YOUR ACCOUNT.

39 AT 3 picture &I gﬁ 3R change picture option 9 fFaF X




WINDOWS 7

H, e« User Accounts » Manage Accounts » Change an Account

Make changes to newaccount’s account

Change the account name
Create a password | newaccount
Change the picture Standard user

Set up Parental Controls

hange the agconnt Type
Delete the .chub

Manage another account

YOU CAN CHANGE THE ACCOUNT TYPE OF YOUR ACCOUNT BY CLICK ON CHANGE THE ACCOUNT
TYPE.

T TH 3 account T YR change FT THd & , change the account type option
R Foas F:F |
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I 2« Manage iccounts » Changean Account » Change Account Type -4
1

Choose a new account type for newaccount

newaccount
Standard user

Standard user

Standard account users can use most software and change system settings that do not affect other users or
the security of the computer.

@ Administrator

Administrators have complete access to the computer and can make any desired changes. Based on
notification settings, administrators may be asked to provide their password or confirmation before
making changes that affect other users,

We recommend that you protect every account with a strong password.

Why 15 a standard account recommendad?

{7éhmgekcountgp¢_] ‘  Cancel

HERE YOU CAN CHOOSE THE ACCOUNT TYPE AND THEN CLICK OK.

IgT 9T 39 account type Toi AR change account type option 9T fFes #:X




WINDOWS 7

5« Uses Accouns » ManogeAccounts > Change n coun -[]

Make changes to newaccount’s account

Change the account name P —

Create a password newaccount
Change the picture Standard user
Set up Parental Controls
Change the account type

141

Lelete the account
Manage enc;ﬁ'ev account

YOU CAN DELETE THE ACCOUNT BY CLICK ON THAT BUTTON WHICH IS ABOVE MENTIONED IN FIGURE.

gfe 3ma FHEY account & delete #TAT T & aY 3T delete account option I [Fa®
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1-\ ‘ 3, « User Accounts » Manage Accounts » Delete Account - n Seorch Control Poned

Do you want to keep newaccount's files?

Before you delete newaccount's account, Windows can automatically save the contents of newaccount’s
desktop and Documents, Favorites, Music, Pictures and Videos folders to a new folder called 'newaccount’ on
your desktop. However, Windows cannot save newaccount's e-mail messages and other settings.

[vtgelae FAIE ] [ Keepﬁlaﬁ| Cancel |

A SCREEN WILL APPEARE WITH THE CONFIRMATION OPTION DELETE FILES OR KEEP FILES OR CANCEL.

39&F 91§ 39S 91 UF screen open RN WA FTYET YW M9 files F IR H qoar §
f& gt files WY & AT delete FIE & 3T U option It AT T cancel FT &
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THIS IS THE KEYBOARD.Ig keyboard g
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THIS IS THE ESCAPE BUTTON. I8 keyboard &7 first 92T escape &
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A computer is an electronic oq

retrieve later.

YOU CAN CANCEL THE CONFIRMATION BUTTON BY PRESS THE ESCAPE BUTTON.

escape g¢« &I use gH &l command F cancel FA & T FT TFd &
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THESE ARE THE FUNCTION KEYS THEY HAVE DIFFERENT USAGE ACCORDING TO SOFTWARE. F1 IS
MOSTLY USED FOR HELP IN MOST OF THE SOFTWARES AND APPLICATION.

I% keyboard # function keys & SiT &Y 37eleT 31197 software ¥ 37elT HIH FIAT & G
f» SaTETaY software & F1 help & faw use g1 & SHY A& 37eoT keys T AT FIH &
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THESE ARE THE NUMERIC KEYS. I8 keyboard @I numeric keys &
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IF YOU WANT TO WRITE NUMBER THEN SIMPLY CLICK THE BUTTONS. IF YOU WANT TO WRITE
SYMBOL THEN SIMPLY CLICK THE SHIFT+2 BUTTONS.

39T AT numeric key & FYT dTF symbol &T use T I@d ¢ df 319 shift & &
AT use HT A &
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W d-0 Document! - Microsoft Word
] Caibi(Boay) -~ 28 - AT A Aav [ ® EciS-tE W N T aneenc assbecoc AaBbC AaBbCe AaB #asuc.
Paite 7 Fornat Puokes B 7 U - she %, X' - W-A EEIEER F OH-0- SNormal T Ne Spa Faadngl  Hesdng Titte Subtitte  §
Paragraph Sirles

A computer is an electronic device
that accepts information and
instructions, processes it , provides

Output and stores the information to '
retrieve later.
G 2
@
i‘

IF YOU WANT TO WRITE NUMBER THEN SIMPLY CLICK THE BUTTON. IF YOU WANT TO WRITE
SYMBOL THEN SIMPLY CLICK THE SHIFT+2 BUTTONS.

IR AT A @ agd @ only 3§ §&eT &I press &
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THESE ARE THE ALPHABET KEYS.Jg keyboard &I ALPHABET keys g
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THIS IS THE TAB BUTTON. USE OF THIS BUTTON IS SHOWN IN THE NEXT PAGE.¥g tab & &
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wwwa

A computer is an electronic device
that accepts information and
instructions, processes it , provides
Output and stores the information to
retrieve later.

2

@

Rollno 1
Name varinder

MOSTLY THE USE OF TAB BUTTON IS WHEN YOU ARE WRITING SOMETHING AND YOU WANT TO
GIVE SPECIFIC SPACE OR WE CAN SAY THAT 5 - 10 TIME SPACE. THAN YOU CAN USE THIS BUTTON.

tab 9 FT use T @Y FHT word & IT RN space & & T fFaT JaT & A
$ 39T pic H @ T §
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TAB BUTTON IS ALSO USE FOR CHANGE SELECTION BY YOUR CURSOR. WHEN | PRESS THE TAB
BUTTON SELECTION IS SHIFT FROM ADDRESS BAR TO SEARCH BOX.

sl YR tab e T use T selection F' change FT Thd § o0 F Fu R@m
AT & f& tab Fe press &IA & selection shift g JTwal




WINDOWS 7

THIS IS THE CAPS LOCK BUTTON. THIS BUTTON IS USE FOR CAPITAL WORD TYPING. WHEN YOU PRESS THE
CAPS LOCK BUTTON THE LIGHT OF CAPS LOCK WILL BE ON AUTOMATIC.

Ig keyboard FT caps lock s g fo & i FRee letter use FA & AT fFAT F1aT 7 3R
T 3H 9T FT press FIA ¢ dr caps lock & &Y light 39 31T & on g STC=AY
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THESE BUTTONS ARE NOT USED INDEPENDENTLY. THESE KEYS ARE USE WITH ANOTHER KEY OR WE CAN SAY
FOR SHORTCUT COMMANDS.

Ig FY A TS short keys T fITFT use AT shortcut FA &F WT FI e o THTHT use
9gd ¥ el 61 1§ key combination & HTT use T THd ¢




WINDOWS 7

V\V_ Open W‘iuomﬂ Word

‘.‘. /.!T <4 » Libranes » Documents » -I-,'[ Soarch Decument P k
0 =+ (§ @ |[Pcor ameceoc AaBbCi AaBbCe AaB sasic.

Orgenize v New foider = - "

el T No Spat ngl Hesdngl Titre Subrtitse

(W] Micresett Wend Documents library o - 8
Awranqge by Fold Surdes

opivoas | blectronic device ,
B Downdcads : Camtasia Studio 1072013 24 P\ e folc . ]
. Racent Places f” s R ST | Die ol ratlon a nd
Scanned Documents L2013 1002 AM e foloe
psses it , provides |
* Deocuments

& Musi 8 the information to

4 Libraties

e Fictures
B Yideos
. t '
File pame Al Werd Documents =
Teols ~ Qoen [vj | Cancel

S —— B (o] 100 S

1‘) .
“ Name varinder

Fogeilofl | Werd 29 | (B

FOR EXAMPLE IF YOU WANT OPEN THE FILE OPENER DIALOG BOX THEN PRESS CTRL + O. A DIALOG BOX OF
FILE OPENER WILL APPEAR ON YOUR SCREEN.

3¢TeY0T & fAT 39 31T ctrl+o FT press FId & df Th open dialog box open & ST |98 &
3T FE 3HT BIET open FI THd &
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Home Insert Page Layout References Mai

.

= 2 Calibri(Body) ~ 28 ~ A" A" | Aa”

Paste B, Z U ~abe %X, X° - .
’ J Format Painter [} = -
Clipboard ; Font

Bold (Ctrl+B)
Make the selected text bold.

a

IF YOU WANT TO DO YOUR LETTERS IN BOLD FORMAT THEN SELECT THE TEXT AND THEN PRESS
CTRL + B. YOUR TEXT WILL CONVERT INTO BOLD LETTER.

3R 39 fRHdY &1 shortcut @AT ITES & dY mouse FHT cursor 39 W o AT | IF &
3T cursor & 3 UT o &T AT dg 3TFT shortcut 3t R@ar § S bold W & I W
ctrl+B shortcut R@E ¢ WwWr &
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W 0 @ 5
Home Insert Page
@

$ Cu

Calibri (Bo

b =3 Copy

aste o 2

. J Format Painter BiL U - saX Xx
Clipboard v Font

N e

IF YOU PRESS ALT BUTTON IN MICROSOFT WORD THEN YOU WILL SEE LIKE THIS. EVERY MENU HAVE
DIFFERENT LETTER FOR SHORTCUT USAGE.

39 39 microsoft word & Alt key prees &Y ar 3y T & shortcut @S 3 |
w3t & 39T shortcut @S T @ #
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Document = Microsoft Ward

View

|

W
m;m mett Page Layoul Relerances Mailings Prsiew
- : -
by Save 2
A T Information about Documentl
A0 S as :
|0 v ~bag
Ly Open = Permissions
B» Close ".j Argone can apen, copy, and change any part of this document.
1 Prezect
v Document »
2 Froperties -
—Recent ;
ni - [)vpuo for Sharing Payt
—New : ] Before sharing tais file, be aware that it contains "
p S Dccument properties and authoe's nams Fdling
Print Check fer ¥
Issues « Mg
) Ta
Save & Seno 1men
! Help Varsions Relsted Dates
,] i3 There are no previous versions of this file +5t Modified
|7 5
_Eihorss Manage eated 3y, 6:08 S
;“l:' bat Versions S P i
Relatec People
I nd
st M
| S owertie

WHEN YOU PRESS ALT + F THEN FILE MENU WILL OPEN AUTOMATICALLY.

39T 3T Alt+F press #3d & d WIS menu open &' ST |
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THIS IS THE WINDOW BUTTON. YOU CAN OPEN THE START MENU BY PREES THIS BUTTON.

I% window 9 § 3 press #i{a T start menu avilable & T &
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THIS IS THE CURSOR BUTTON. THE USAGE OF THIS BUTTON IS SHOWN IN BELOW FIGURE.

I8 cursor 9o ¢
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wpen
Add to VLC media player's Playlist
Play with VLC media player

Share with

Restore previous yersions
Scan courses

Include in kbeary

Sepdto

SELECT THE FOLDER, FILE OR PROGRAMME AND THEN PREES THIS BUTON. YOU WILL SEE THE OPTION SAME AS
OCCUR IN RIGH CLICK BY MOUSE.

gfe 3mq fRdY object # right Faew Y UelsT ST g & A 3T 37 folder FH VaFe AT IR
cursor §¢o &I press &Y dl 3T9a! right fFele arell proprties open g SATTaY
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THE ENTER BUTTON IS USE FOR OK COMMAND.

Ig keyboard &T Enter de« & ford@aT use 3T FEY command & OK & & AT &7 ¥Fa ¢
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A computer is an electronic device
that accepts information and
instructions, processes it , provides

O u(Mncrosoﬁ Word E res * .' « g} n to

1 Do you want to save changes you made to Document1?
ret ‘ If you dhick "Don't Save”, & recent copy of this file will be temporanly avaiable.
2 _ gave | | DopgtSave Cancel [\
@" | |
Rollno 1

Name varinder

SUPPOSE YOU CHANGE SOMETHING IN THIS DOCUMENT AND YOU ARE CLOSING THAT DOCUMENT THEN A
CONFIRMATION MSG WILL APPEAR WITH SOME OPTION. IF YOU PRESS ENTER BUTTON THEN THE
DOCUMENT WILL RECEIVE YES COMMAND BY ENTER BUTTON.

Example 3R 39 {4 file # F& change FIA § IR 3H B F close FIA § o 3IMIF

HTHA TF box open @ IATAT § | 39X AT enter 9 press #Xd & d 98 3 yes AT &
3T 3T BET AT FT AT
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A computer is '
an electronic device that accepts
information and instructions,

processes it , provides Output and

YOU CAN UNDO YOUR ACTION BY PRESS CTRL + Z.
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THIS IS THE BACKSPACE BUTTON. IT IS USE FOR DELETE YOUR WRITTEN DATA. I§ backspace @&«
%ﬁma?rusemmﬁﬁmgélineﬁdeletema:ﬁvm%
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7/ N B A D IR l
B N Ea b B A bR ! A ‘ =
L _[_ __'K JJR*_]_[_ _:l L \_A: L

THIS IS THE SPACE BUTTON. IT IS USE FOR GIVE SOME SPACE WHEN YOU ARE WRITING SOMETHING.

Ig space d¢o & TOUFT use &7 for@d AT word & i space 3 & QT &ta &
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Font " Paragraph

that|accepts Output 3
the [nformation to

A computer is an electronit device

nd stores

IT IS USE FOR GIVE SOME SPACE WHEN YOU ARE WRITING SOMETHING.
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THESE ARE THE ARROW KEYS. THESE KEYS ARE USE FOR MOVE THE CURSOR OR OBIJECT.

Ig keyboard # arrow keys & fSIU®T use &H cursor ' move Fd & AT Fa &
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Backspace

44—

HOME BUTTON IS USE FOR MOVE YOUR CURSOR FROM ANYWHERE TO TOP OF THE DOCUMENT.
END BUTTON IS USE FOR MOVE YOUR CURSOR FROM ANYWHERE TO END IN THE DOCUMENT.
PAGE UP AND DOWN IS USE FOR MOVE YOUR CURSOR ON UP PAGE OR DOWN PAGE.

home & FT use &1 fFH line & Y& H I & fAT 3K end & line & 3T # o=t F faw
FId & | page up 3T down &T use page H FW IR A o F T FA &
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THIS IS THE DELETE BUTTON. USE OF THIS BUTTON IS TO DELETE ANY WRITTEN DATA OR PICTURE,
FOLDER, FILE ETC.

g delete e & fSHaT use f¥Y picture , folder , BIEer a1 o @ gU data $I delete
T & v fFar aar §
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THESE ARE THE NUMERIC KEYPAD. IF YOU OFF THE NUM LOCK THEN THE OTHER FUNCTION WILL
WORK AS THE MENTION ON THE KEYS.

IE numerical keys & 3R 3T num lock off & A arel option use & WHd & I
fF 39 keys W feuw 71w ¢ |
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IF YOU ON THE NUM LOCK THEN THE NUMBER WILL WORK.

3R num lock on &A § @ 3T FA«T FT use HT THd &
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PRINT SCREEN BUTTON IS USE FOR TAKE THE SNAPSHOT OF WORK WHICH IS CURRENTLY RUNNING AND
PASTE IN ANY DOCUMENT.

SCROLL LOCK IS USE FOR LOCK THE SCROLL BAR IN YOUR DOCUMENTS.

PAUSE/BREAK IS MAINLY USE IN LANGUAGE PROGRAME. IT HELPS YOU TO STOP THE RUNNING
PROGRAMME IN LANGUAGES LIKE C, C++.
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Instructions,
Output and §
retrieve late

PRINT SCREEN BUTTON IS USE FOR TAKE THE SNAPSHOT OF WORK WHICH IS CURRENTLY RUNNING
AND PASTE IN ANY DOCUMENT.

keyboard X print screen sea g ' Rl picture FT F9ele d F AT use FT FFA
¢ 3R 38 F& st ctrl+v & gaRT paste F THA &
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SCROLL LOCK IS USE FOR LOCK THE SCROLL BAR IN YOUR DOCUMENTS.

Ig scroll lock s & fT«T use scroll bar F lock FI & fow fFar TaT &
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WHEN YOU PRESS THE SCROLL LOCK BUTTON THE LIGHT OF SCROLL LOCK WILL ON AUTOMATICALLY.

39T 3T scroll lock §e«T &1 press &Id & dl scroll lock dTell light on 8 ST § |
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PAUSE/BREAK IS MAINLY USE IN LANGUAGE PROGRAME. IT HELPS YOU TO STOP THE RUNNING PROGRAMME
IN LANGUAGES LIKE C, C++.

pause/break §ed &T use C, C++ languages programe H #Id & 391 39 o fFHT running
programe &I FEIT FIAT § dY 3T SH dcd HT use HT THd ¢
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Qrganize » [P] Open ~ Share with v Print E-mail Bumn !

~

T Favorites 2 Name Date mo
B Do Hcomr———= 20
& Downloads T Open
1 Recent Places New
| Print !
i Libraries Show
| ¥ Documents &) Scan computer basics.pptx
J’ Music | Open with...
i/ Pictures 1 Share with »
. Yo Restore previous versions
hrer & Computer Sendto »
& Local Disk (C) cut
a Local Disk (Dz) Co
ca Local Disk (E:)
s €4 OVD RW Drive (F; | et
—————————— ' Delete
™ Network - | Rename
3 computer basics ’ Properties
Microsoft PowerPoint Prese S——

IF YOU WANT TO MAKE A CD/DVD THEN FIRST COPY THE CONTENT WHICH YOU WANT TO ADD IN YOUR CD/DVD.

T HT9T backup & fT CD/dvd & dIR I & W@ WHhd & [&F content F 3MT dvd H T@AT A8 &
aY 3T 37 content & right fFe® HI& copy FT HHd ¢
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Search Compute

Eject Burn to disc Delete temporary files Properties System properties  »

' Favorites 4 i ves(3)
Bl Desktop BumaDisc
& Downloads

B
%l Recent Places How do you want to use this disc?

Disc title:  myfilebackup

~a Libraries ‘

% Documents | J @ Like a USB flash drive

J. Musi Save, edit, and delete files on the disc anytime, The disc will

K etrond L work on computers running Windows XP or later. (Live File
= Pictures = System)
B videos ) With a CD/DVD player
Burn files in groups and individual files can't be edited or

/& Computer | removed after burning. The disc will also work on most
- - \ computers, (Mastered)

& Local Disk (C) :

C# Local Disk (D:) Whi should I choose?

2 Local Disk (E:)

&% DVD RW Drive (F |

€ Network =
“ ‘ DVD RW Drive (F)) Space used: | Total size: 437 GB
Tﬁ'ﬂ CD Drive Space free: 437 GB

‘ D |

CLICK ON DVD WRITER. IT WILL ASK YOU TO CHOOSE THE OPTION LIKE IF YOU WANT SAVE, EDIT OR DELETE THE FILES LIKE
IN PENDRIVE THEN SELECT LIKE A USB FLASH DRIVE OPTION IN THIS CASE YOUR CD/DVD WILL BE REWRITABLE.

IF YOU WANT TO PLAY YOUR CD/DVD IN CD /DVD PLAYER THEN CHOOSE SECOND OPTION. THIS CD/DVD WILL ALSO RUN
ON MOST OF THE COMPUTER.

3T Ig @ disc F title T@ ¥FA ¢ AR fFH & option F T next W FaF FT T&ad ¢
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» DVE RW Drws (5] myfilebackup

hindi courses » computer basics

= = x 2 Mame i Date modified
v Share with Pont Emal Bum New foldes Es 1 ® w

Naeme i Dute meodified Type Seom P ]
) computes basics 3NV LOTPN  Mirosoft Powesfioint Presentat.. 7,341 XB |

firag files to thes folder to add them to

%’-;;, 1o DVD RW Drive i7:) myfilebackup |

s [ nle: Leaening Basic Compen.. See J16 M8
Point Presentation Authors: user

COPY YOUR CONTENT AND PASTE IN CD/DVD WRITER.

39 3T 37 content HI drag AT copy &+ cd/dvd H paste FT FHd ¢
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Organize v Clomsessnon Eject

r

Close the current session so the disc
can be used in another computer,

Bur Ml Desktop . C5 3/12/2013 107 PM  Microsoft Powcvb... 7341 KB]
D # Downloads

i & Favorites Date modified Type Size

., Recent Places

4 Libranies
| ¥ Documents
J’ Music
m=! Pictures
ﬂ Videos

% Computer
& Local Disk (C:)
cu Local Disk (D:)
Ca Local Disk (E) |
£* DVD RW Drive (F{ |

€l Network .

P computer basics Title: Learning Basic Comput... Size: 716 MB
N IE Microsoft PowerPoint Presentation Authors: user

CLICK ON CLOSE SESSION OR BURN DISK. 31§ 31TT close session WX f@d& & |
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Size: 716 MB

© Closing session N\ X

Please wait while this sessign is closed so the disc can be
used on other computers. T}

8:48 PM
3/12/2013

PLEASE WAIT WHILE YOUR CD/DVD ID BURNING SO THE DISC CAN BE USED ON OTHER COMPUTERS

T 3MIH window T TF massage T ST YS! F& &I wait F & AT Fam ik 3«
3T 9 cd/dvd F R oY Foger F use I FHA ¥




