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ki[À¼y&Tr (vPyn&> Xin an[ aivDt aijni> y&gmi> a(nviy< C[.ki[À¼y&Tr (SxN hilmi> m&²yFirin) (SxN ÄyvAYini[ 

m&²y Big C[.(c#i,s>g)t,Si(rr)k (SxN j[vi (vPyi[n) j[m ki[À¼y&Tr (SxNn[ pN (SxN ÄyvAYimi> aigv&> AYin mL[ 

t[ miT[ni> p\yisi[ k[ºW an[ rijy srkir Wiri hiY Frvimi> aiÄyi C[. 

 vP< 2008mi> krjN til&kini> g\im)N (vAtiri[n) pi>c SiLiai[ siY[ AYi(nk k[LvN) m>DLni> 

p\(t(n(Fai[,aiciy<~) tYi (SxkgNni> uRsi(ht shyi[g siY[ ki[Ami[ fiuºD[Sn Wiri ki[À¼y&Tr (SxNni[ p\ir>B Fi[.5 Y) 

Fi[.10ni> (vwiY)<ai[ siY[ krvimi> aiÄyi[. 

 vP< 2009mi> g&jrit srkir Wiri krjN til&kimi> mi¹y(mk SiLiai[n[ “l)nx ai[pr[T)>g s)ATm”siY[ni 

ki[À¼y&Ts<,Ak[nr,p\)ºTr,a[ls)D) aipvimi> aiÄyi.(vwiY)<ai[ an[ (Sxki[mi> ai nv) ai[pr[T)>g s)ATm S)Kvi miT[ni> 

uRsih an[ JXisin[ ¹yin pr l[ti> t[mj l)nx ai[pr[T)>g s)ATmni[ (v(vF x[#imi> p \c(lt bnti upyi[gn[ ¹yin pr 

le ai piqyk\m t]yir krvimi> aiÄyi[. 

piqyk\m t]yirkrvini> h[t&: 

 (vwiY)<ai[ an[ (Sxki[ (vºDi[z ai[pr[T)>g (sATmsiY[ l)nx ai[pr[T)>g (sATmY) mi(htgir bn[. 

 SiLini (vwiY)<ai[n[ AYi(nk BiPimi> srLtiY) piyini> (s¹Fi>ti[n) ApÖti siY[ ki[À¼y&Tr (vPy (SKvvimi> 

s&gmti rh[. 

 (vwiY)<ai[ an[ (Sxki[ni> m&Ãyi>kn miT[n) srL p¹F(t (vksiv) Skiy. 

 ki[À¼y&Trni> mi¹ym Wiri m&²yFirin) S]x(Nk p\(k\yiai[n[ mjb*t kr) Sk)a[  an[ biLki[mi> (SxN p\Ry[ r&(c 

k[Lv) Sk)a[. 

 nv) T[kni[li[Jni> (vv[k p*v<kni> upyi[g Wiri biLki[n) aigv) p\(tBi K)l[ an[ t[ai[mi> aiRm(váisn&> 

(nmi<N Yiy C[. 

ai p&(Atki Big-1 mi> ki[À¼y&Tr p(rcy,l)nx p(rcy,J.an[.y& p[eºT, mÃT)m)D)yi, k[Ãky&l[Tr vg[r[ (vPyi[ni[ 

smiv[S Yiy C[.j[ ki[À¼y&Tr (vPy S)Kvin) S$ait krnir dr[k (vwiY)<ai[,(Sxk(m#ii[ an[ aºy Äy(ktai[n[ mdd$p 

rh[S[.aijni v](ákrNni> y&gmi> (nr>tr T[kni[li[Jni> (vkis siY[ kdm m[Lv) (vwiY)<ai[ni> svi<>g) (vkisn[ ¹yinmi> le 

h>m[Si ki[À¼y&Tr (SxNn[ asrkirk bnivvi> v](v¹ysBr S]x(Nk simg\) upl¾F krivti rh)S&>. ai p&A(tkin) p\Ym 

aivZ(t vP<-2009mi> p\kiSn krvimi> aiv) ht) #iN vP<mi> ai p&A(tkini> mi´ymY) aipvimi> aiv[li (SxN dr(myin 

k[Tlik nvi a(Bgmi[ pN (vksiÄyi. ai si] nv)n an&Bvi[ siY[ vFir[ srLtip*v<k ai p&Atkn[ rj& krti vFir[ 

ain>dn) ligN) an&Bv)a[ C)a[. 

 ai piqyk\m t]yir krvimi> ki[Ami[ fiuºD[Sn siY[ s>kLiy[l ki[À¼y&Tr (Sxki[ t[mj an[k S&B[µCki[n& > am&Ãy 

yi[gdin rh[l C[. 
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p\i[g\im ki[-ai[D)<n[Tr 
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k>ek bni[ 

 

ji[ tm[ pv<tn) Ti[cni> pien n bn) Ski[ 

ti[ K)Nmi> rh[l& vZx bni[. 

KLKL vh[t) nd)ni ki>q[ ug[l& vZx bni[. 

tm[ GTidir vZx n bn) Ski[ ti[ kie nh) 

s&>dr mjini[ Ci[D ti[ bni[ - k>ek bni[. 

 

ji[ tm[ s&>dr mjini Ci[D n bn) Ski[, 

ti[ ki[mL ki[mL Gi>s bni[ 

an[ ki[ek rAtin[ K*Sn&mi bniv) di[ 

ji[ tm[ kAt&r) mZg n bn) Ski[ 

ti[trvrt) miCl) bni[ 

aiKi sri[vrmi> h)li[Li l[t) 

miCl) bni[ - k>ekbni[. 
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pN  'k\&" ti[ bn) j Sk)a[. 
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aijni y&gmi> ki[À¼y&Trni[ upyi[g dr[k x[#imi> K&b j mi[Ti p\miNmi> Yiy C[. aij[ Ak&li[, ki[l[ji[, b[>ki[, hi[(ApTli[, 

mi[T)-mi[T) s>AYiai[(Company) t[mni ri[J>di kimi[ j[vik[ l[vD-d[vDni kimi[, (hsib-(ktibni kimi[, mh_vni 

kigLi[ j[vik[ km<cir)ai[ni biyi[D[Ti, t[mni pgir n[ lgt) (vgti[ ki[À¼y&Trn) mddY) t]yir kr[ C[. aij[ 

ki[À¼y&Trni[ upyi[g fkt Cipkim p&rti[ j n rh[ti t[ (fÃmi[mi> a[n)m[Sn ef[kT aipvi, (c#ii[ siY[ kim krvi, 

mi[Timi[Ti ri[gi[ni (ndin, p[Yi[li[Jkl l[bi[r[Tr)mi>  (v(vF p\kirni> T[AT krvi miT[ vpriti mS)nn[ ki[À¼y&Tr siY[ 

ji[D)n[ mS)nni avli[kni[n[ ki[À¼y&Trmi> s>g\h kr) t[n) (p\ºT kiQvi miT[ pN Yiy C[.aijni> y&gmi> ki[À¼y&Tra[ 

s>AYiai[ miT[ kim krvi miT[ni[ a[k a(vBijy a>g bn) gyi[ C[. 

ai p\kirni (v(vF kimi[ krvi miT[ s>AYiai[ (v(vF p\kirni 

p\i[g\imi[ni[ upyi[g kr[ C[. j[mi> a[ma[s-ai[(fs (MS-

Office) p\i[gimni[ K&b j mi[Ti p\miNmi> upyi[g Yiy C[.ai 

a[ma[s-ai[(fs (MS-Office) p\i[gim j[v) j lix(Nktiai[ 

Frivti[ p\i[gim j[ sn-miek\i[s)ATm (Sun Micro 

Systems) k>pn) d^iri t]yir krvimi aiv[l C[ j[n[ ai[pn-

ai[(fs kh[ C[.ai[pn ai[f)s a[ (vni m&Ãy[ mLt& mi[T)mi[T) s>AYini[mi> viprvi miT[ kimmi> lig) Sk[ t[v) 

lix(Nkti Frivt& (v(vF p\i[g\imi[ j[mk[ rieTr, k[Ãk,eÀp\[s, D^i[ ni[ j¸Yi[ C[. 

 

 

 

 

 

 

 (vni m&Ãy[ mL[ C[. 

 ai[pn si[s< hi[vin[ kirN[ t[mi> ki[e pN f[r bdl kr) Sk[ C[. 

 t[ ki[epN ai[pr[T)>g (sATm upr cil) Sk[ C[. j[m k[ l)nx, (vºDi[z vg[r[. 

 t[ 40 Y) vFir[ BiPiai[mi> upÃi¾F C[. 

 bFi j (vBigi[ j[m k[ k[Ãk, vD< p\i[s[sr, emp\[smi> d[Kiv an[ Bigi[ srKi C[. 

 b)ji fi[m[<Tmi> fielni[ s>g\h krvin) xmti j[m k[ miek\i[si[fT ai[f)s (doc), p)D)a[f (pdf), 

a[ksa[ma[l  (xml) vg[r[. 
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ai[pn-ai[(fsni[ pr)cy 

Open Office Introduction 

ai[pn-ai[(fs a[Tl[ S&> 

? 

ai[pn ai[f)sni fiydi 
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ai[pn-ai[(fs a[ (v(vF p\kirni p\i[g\imi[(Applications) ni[ j¸Yi[ C[.ai[pn-ai[(fs p\i[g\ima[ (v(vF 

s>AYiai[ni kimi[n[ ¹yinmi> riK)n[ bnivvimi> aiv[l an[ ai>tr)k r)t[ a[kb)ji siY[ s>kLiy[l p\i[g\imi[ni[ j¸Yi[ 

C[. t[mi> j&dij&di p\i[g\imi[ j[vi k[ rieTr, k[Ãk, emp\[s, D^i[, m[̧ s, b[zni[ smiv[S Yiy C[. j[miY) m&²y_v[ upyi[gmi> 

l[viti p\i[g\imi[ rieTr, k[Ãk, emp\[s C[. ai bGi p\i[g\imi[ni[ d[Kiv mi[Ti p\miNmi> srKi[ j C[ an[ a[Tl& j nh) t[ 

miek\i[si[fT ai[(fs (MicroSoft Office) siY[ pN mLti[ aiv[ C[. ai[pn-ai[(fsni> m&²y p\i[g\imi[ n)c[ 

p\miN[ C[.  

Introduction 

ai[pn ai[(fsni> GTki[ 
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ai[pn ai[f)s rieTr 
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ai[pn ai[f)s Ap\[DS)T 

 

 

 

 

 

ai[pn-ai[(fs rieTr a[ a[k vD< p\i[s[sr (Word Processor) 

p\i[g\im C[ j[ d[Kivmi> an[ kiy<mi> miek\i[si[fT vD<(MS-Word) j[v& 

C[.vD< p\i[s[sr a[Tl[ S¾di[ siY[ p\k\)yi krnir. rieTr p\i[g\imni[ upyi[g 

ki[epN p\kirn& lKiN Cipvi j[m k[ p#i, p&Atk, biyi[D[Ti vg[r[ miT[ Yiy 

C[. rieTr p\i[g\immi> (c#ii[ pN m&k) Skiy C[. rieTr p\i[g\immi> dr[k vD< 

p\i[s[sr (Word Processor) p\i[g\im j[v) (vS[Ptiai[ j[m k[ 

Ap[(l>g c[k, ai[Ti[kr[kT, ai[Ti[ fi[rm[T, T[bl, fieºD an[ r)¼l[s, fi[m[<T)>g, 

m[l-mj< ti[ C[ j t[n) siY[ k[Tl)k vFirin) (vS[Ptiai[ pN C[ j[m k[  

 p).D).a[f (PDF) a[xpi[T<(Export) 

 ATiel 

 D^i[e>g T&l 

 f\[m, ki[lm vg[r[. 

 

 

 

 

ai[pn-ai[(fs k[Ãk a[ a[k Ap\[DS)T (Spreadsheet)  p\i[g\im C[ j[ 

d[Kivmi> an[ kiy<mi> miek\i[si[fT a[ks[l (MS-Excel) j[v& C[. Ap\[DS)T 

a[Tl[ a[v) fiel j[ mi(ht) n[ uB) an[ aiD) l)T)ai[ni> T[bl Av$p[ s>g\h 

kr[ C[. t[mi> aiD) l)T) (Row) n[ 1,2,3... Y) k\m aip[l hi[y C[ an[ uB) 

l)T) (Column) n[ A,B,C… Y) k\m aip[l hi[y C[.jyi> aiD) l)T) an[ 

uB) l)T) B[gi Yiy t[ j³yia[ a[k ci[rs bn[ C[ j[n[ s[l (Cell) kh[ C[. 

Ap\[DS)Tn[ vk<S)T pN kh[ C[.  k[Ãk p\i[g\imni[ upyi[g m&²y_v[ ai>kDik)y 

mi(ht) siY[ kim krvi miT[ Yiy C[ di.t. pgir Al)p bnivvi, nim& lKvi, 

mi(ht)n[ ÄyvAY)t r)t[ gi[qvvi miT[ Yiy C[. 

  

Introduction 
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ai[pn ai[f)s p\[zºT[Sn 

 

 

 

 

 

ai[pn-ai[(fs emp\[s a[ a[k p\[zºT[Sn p\i[g\im C[ j[ d[Kiv an[ kiy<mi> 

miek\i[si[fT pivr-pi[eºT (MS-PowerPoint) j[v& C[. ai p\i[g\imni[ 

upyi[g kr)n[ siri an[ p\BivSiL) mÃT)(mD)yi p\[zºT[Sn (Multimedia 

Presentation) bniv) Skiy C[. ai p\i[g\imni[ upyi[g kr)n[ Ap[Æyl ef[kT, 

a[n)m[Sn aip) Skiy C[.ai[pn-ai[(fs emp\[s n[ a[k mÃT)m[D)yi p\i[g\im pN kh) 

Skiy C[. 

 

 

  

Introduction 

s&(vcir 

 

sfLti n& rhAy ud[Sn) A(Yrti an[ d^Q (nÅcymi> C[  

- b[>jim)n (Dzriyl) 
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 rieTr p\i[g\imni Di[ky&m[ºTn) p\)ºT kiQ) Skiy C[ an[ p\)ºT kiQti ph[li t[ p\)ºT k[v) aivS[ t[ p\)ºT 

p\)Äy& d^iri ji[e pN Skiy C[. 

 t[mi lKiN siY[ (v(vF kimi[ j[vi k[ lKiNni[ klr bdlvi[, axri[ Gi>Ti krvi, axri[ jiDi krvi t[m j 

#iisi, mi[Ti pN kr) Skiy C[. 

 t[mi> Ap[l)>g an[ g\imrni[ upyi[g kr)n[ S¾di[ s&Fir) aYvi bdl) Skiy C[. 

 t[mi> fieºDni[ upyi[g kr)n[ ci[Ês S¾d Si[F) Skiy C[ an[ r)¼l[s upyi[g kr)n[ ji[eti S¾d bdl) 

Skiy C[. 

 t[mi Di[ky&m[ºTn[ h[Dr (vkÃpni[ upyi[g kr) mYiLi pN aip) Skiy C[ an[ f&Tr (vkÃpni[ upyi[g kr) 

tir)K, smy, pini> k\mi>k pN aip) Skiy C[. 

 t[mi> pini> an[ fkrin[ pN SNgirvi miT[ni (v(vF (vkÃpi[ aiv[l C[.  

 t[mi> T[bl bniv) Skiy C[. 

 Di[ky&m[ºTn[ a[k Y) vFir[ ki[lmmi> (vBig) Skiy C[. 

 rieTr p\i[g\immi> (c#ii[ m&k) Skiy C[ t[m j (c#ii[mi> f[rbdl pN kr) Sk)a[ C)a[. 

 rieTr p\i[g\immi> t]yir ATielni[ upyi[g kr)n[ Di[ky&m[ºTn[ K&b j si$ an[ zDpY) SNgir) Skiy C[. 

 m[l-mj< ni[ upyi[g kr) srK) mi(ht) Frivt& Di[ky&m[ºT a[k Y) vGir[ Äyk(t aYvi s>AYi miT[ t]yir 

kr) Skiy C[. 

 

 

 

 

2 
rieTrni[ p(rcy 

 

Open Office Writer Introduction 

rieTrn) lix(Nktiai[ 

Exercise Book : 2 
Page  47 
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rieTr p\i[g\im S$ krvi miT[ si] p\Ym a[¼l)k[Sn pr kl)k kri[ Ryir bid ai[(fs (vkÃp pr kl)k kri[ an[ pC) 

vD< p\i[s[sr (vkÃp ps>d kri[. (Application -> Office -> Word Processor) 

  

1 a[¼l)k[Sn(Application) 

2 ai[(fs(Office) 

3 vD< p\i[s[sr (Word Processor) 

rieTr S$ krvin) p¹F(t 

Writer Intro 
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Writer Intro 

rieTr ni[ d[Kiv 

TieTlbir :p\i[g\imn&> nim 

dSi<vvin& kim kr[ C[. 

 

m[n&bir:p\i[g\imni (v(vF 

(vkÃpi[ ah) mL) aiv[ C[. 

AT[Tsbir : rieTr p\i[g\immi> n)c[n) trf 

aiv[li[ hi[y C[. t[ aipNn[ lien n>br, 

S¾d n>br, k&l pi>ni k[Tli C[ t[n) mi(ht) 

p&r) piD[ C[.  

 

Ak\i[lbir : lK[li lKiNmi> upr 

n)c[ an[ aij&bij& Ksvi miT[.  

j³yi Ci[Dvi miT[ ci[Ês mip 

gNvi miT[ $lrni[ upyi[g Yiy 

C[. 

Exercise Book : 2 
Page  47 
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rieTr p\i[g\immi> nv& Di[ky&m[ºT b[ r)t[ bniv) Skiy C[. j[ b[ r)ti[ n)c[ p\miN[ C[. 

  

1. ATi>DD< T&lbirmi> ºy& bTn pr kl)k kr) t[mi> T[ÈT Di[ky&m[ºT 

(vkÃp ps>d kri[[

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) ºy& (New) (vkÃp ps>d kri[

3. t[mi> T[ÈT Di[ky&m[ºT (Text 
Documenet) (vkÃp ps>d kri[

Writer Intro 

nv& Di[ky&m[ºT bnivvin) p¹F(t 

ph[l) r)t 

b)J r)t 

ni[>G : k)-bi[D< prY) k>T^i[l+a[n (Ctrl+N) k) dbiv)n[ pN nv& Di[ky&m[ºT bniv) Skiy C[. 

1 

2 3 

1 
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1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) ai[pn (Open) (vkÃp ps>d kri[ j[Y) 

a[k  fiel ai[pn (vºDi[ K&lS[

3. t[ fiel ai[pn (vºDi[mi> j[ j³yi a[ fiel 

s>g\h kr[l hi[y t[ j³yia[Y) fiel Si[Fi[

4. an[ fiel ai[pn (vºDi[mi> ai[pn (Open) 
bTn pr kl)k kri[.

bniv[l Di[ky&m[ºT Ki[lvin) p¹F(t 

ph[l) r)t 

Writer Writer Intro 

1 

2 

3 

4 
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1. ATi>DD< T&lbirmi> ai[pn bTn pr kl)k kri[ 

j[Y) fiel ai[pn (vºDi[ K&lS[

2. t[ fiel ai[pn (vºDi[mi> j[ j³yi a[ fiel 

s>g\h kr[l hi[y t[ j³yia[Y) fiel Si[Fi[

3. an[ fiel ai[pn (vºDi[mi> ai[pn (Open) 
bTn pr kl)k kri[.

ni[>G : k)-bi[D< prY) k>T^i[l+ai[ (Ctrl+O) k) dbiv)n[ pN bniv[l Di[ky&m[ºT Ki[l) Skiy C[. 

b)J r)t 

1 

Writer Intro 

2 

3 
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rieTr p\i[g\immi> Di[ky&m[ºTn[ b[ p(rAY)t)mi> s>g\h krvin) j$r pD[ C[. a[k ti[ jyir[ nv) fiel bniv) hi[y Ryir[ 

ph[l) vKt s>g\h (Save) krvi miT[ an[ jyir[ bniv[l fielmi> f[rfir kr)a[ Ryir[. aim rieTr p\i[g\immi> 

b>n[ p(rAY)t)mi> s>g\h krvi miT[ni (vkÃpi[ alg C[.rieTr p\i[g\immi> nv) bniv[l fieln[ s>g\h krvi miT[n) r)t 

n)c[ p\miN[ C[. 

 

  

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) s[v a[z(Save As) (vkÃp ps>d 

kri[ j[Y) a[k fiel s[v (vºDi[ K&lS[

3. t[ fiel s[v (vºDi[mi> j[ j³yi a[ fiel s>g\h 

krv) hi[y t[ j³yi Si[Fi[

4. an[ fiel s[v (vºDi[mi> nim (vkÃpmi> yi[³y 

t[ nim aip) s[v (Save) bTn pr kl)k 

kri[.

Writer Intro 

bniv[l Di[ky&m[ºT ni[ s>g\h(save) krvin) p¹F(t 

nv) bniv[l fiel n[ s>g\h krvin) r)t 

1 

2 

4 

3 
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1 

 

rieTr p\i[g\immi> bniv[l fielmi> kr[l f[rfirni[ s>g\h krvin) r)t n)c[ p\miN[[ C[. 

 

 

 

 

 

 

rieTr p\i[g\immi> fieln[ ATi>DD< T&lbirmi> aiv[li s[v bTn d^iri pN s>g\h kr) Skiy C[.ATi>DD< T&lbirmi> aiv[l 

s[v bTnn[ nv) bniv[l fiel aYvi bniv[l fielmi> Yy[li f[rfiri[ni[ s>g\h krvi a[m b>n[ p\kirni kimi[ miT[ 

upyi[gmi> l[viy C[. 

 

 

  

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) s[v(Save) (vkÃp ps>d kri[ j[Y) 

fielmi> kr[li nvi f[rfiri[ni[ s>g\h YS[.

1. ATi>DD< T&lbirmi> s[v bTn pr kl)k kri[ ji[ tm[ nv) bniv[l 

fielni[ s>g\h krti hSi[ ti[ rieTr p\i[g\im a[k fiel s[v (vºDi[ 

Ki[lS[. ah)a[ ni[G> pi#i C[ k[ rieTr p\i[g\im jit[ j jiN) l[ C[ k[ 

fielni[ s>g\h p\Ym vir Ye rHi[ C[ 

2. t[ fiel s[v (vºDi[mi> j[ j³yia[ fiel s>g\h krv) hi[y t[ 

j³yi Si[Fi[

3. an[ fiel s[v (vºDi[mi> nim (vkÃpmi> yi[³y t[ nim aip) s[v 

(Save) bTn pr kl)k kri[.

bniv[l fielmi> kr[l f[rfirni[ s>g\h krvin) r)t 

T&lbir d^iri fielni[ s>g\h krvin) r)t 

ni[>G : k)-bi[D< prY) k>T^i[l+S)fT + a[s (Ctrl+Shift+S) k) dbiv) Di[ky&m[ºTn[ nv& nim aip) n[ s>g\h kr) 

Skiy C[. an[ fielmi> kr[li f[rfirni[ s>g\h krvi miT[ k)-bi[D< prY) k>T^i[l+a[s (Ctrl+S) k) ni[ upyi[g Yiy C[. 

Writer Intro 

1 

2 

2 

3 
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rieTr p\i[g\imni> AT[Tsbirni[ upyi[g kr)n[ jiN) Skiy C[ k[ fielmi> ki[e nvi f[rfir Yyi C[ k[ nh). rieTr 

p\i[g\imni> AT[Tsbirmi>  s)l[kSn-mi[Dn) bij&mi> ji[ f&>dD) (Star) n& c)ºh hi[y 

t[ni[ aY< C[ k[ fielmi> ki[e nvi f[rfir Yy[li C[. j[Y) kr)n[ up)yi[gkti< nvi f[rfiri[ni[ s>g\h kr) Sk[. 

 

 

 

 

 

 

 

  

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) kli[z(Close) (vkÃp ps>d kri[ j[Y) 

hilmi> K&l[l) fiel b>F YS[. ji[ b>F krvi mi>gti 

Di[±y&m[ºTn[ s[v nh) ky&< hi[y ti[ a[k m[s[j 

(Message) bi[ks  K*lS[ j[mi> #iN  (vkÃp 

hS[.

bniv[l Di[ky&m[ºT b>F (Close) krvin) p¹F(t 

s[v(save) bTn kl)k krviY) 

rieTr p\i[g\im kr[li f[rfiri[n[ s[v 

(Save) kr)n[ fieln[ kli[z 

krS[. 

 

D)AkiD<(Discard) bTn kl)k 

krviY) rieTr p\i[g\im kr[li 

f[rfiri[n[ s[v nh) kr[ an[ fieln[ 

kli[z krS[. 

 

k[ºsl(Cancel) bTn kl)k 

krviY) rieTr p\i[g\im fieln[ 

kli[z nh) kr[. 

 

ni[>G : k)-bi[D< prY) k>T^i[l+a[f4(Ctrl+F4) k) dbiv) Di[ky&m[ºTn[ b>F (Close) kr) Skiy C[. 

1 

2 
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[[ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) a[³z)T(Exit) (vkÃp ps>d kri[ j[Y) 

rieTr p\i[g\im b>F YS[. ji[ rieTr p\i[g\im b>F krvi 

mi>gti Di[±y&m[ºTn[ s[v nh) ky&< hi[y ti[ a[k m[s[j 

(Message) bi[ks  K*lS[ j[mi> #iN  (vkÃp 

hS[.

Writer Intro 

rieTr p\i[g\imn[ b>F (Close) krvin) p¹F(t 

ni[>G : k)-bi[D< prY) k>T^i[l+ky&(Ctrl+Q)aYvi ai[lTr+a[ffi[r (Alt+F4) k) dbiv)n[ rieTr p\i[g\imn[ b>F 

(Close) kr) Skiy C[. 

Writer Intro 

1 

2 

s[v(save) bTn kl)k krviY) 

rieTr p\i[g\im kr[li f[rfiri[n[ s[v 

(Save) kr) n[ fieln[ kli[z 

krS[. 

 

D)AkiD<(Discard) bTn kl)k 

krviY) rieTr p\i[g\im kr[li 

f[rfiri[n[ s[v nh) kr[ an[ fieln[ 

kli[z krS[. 

 

k[ºsl(Cancel) bTn kl)k 

krviY) rieTr p\i[g\im fieln[ 

kli[z nh) kr[. 
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(vwiY)<m)#ii[,aipN[ bFi jiN)a[ C)a[ k[ rieTr p\i[g\imni[ upyi[g (v(vF p\kirni lKiN lKvi miT[ Yiy C[. 

rieTr p\i[g\ima[ fkt lKiN lKvi miT[n) j s&(vFi p&r) nY) piDti[ pN lKt) vKt[ Ynir) m&Æk[l)ai[ j[m k[ 

a[k j S¾d vir>vir lKvi[, n ji[eti[ S¾d kiQ) niKvi[ j[v) s&(vFiai[ sh[lieY) p&r) piD[ C[. ai p\kirn) 

s&(vFiai[ hi[vin[ kirN[ rieTr p\i[g\immi> kim sh[lieY) an[ zDpY) kr) Skiy C[.  

rieTr p\i[g\immi> n)c[n&> lKiN Tiep kri[ an[ t[n[ (Save) s[v kri[. 

  

 

 

 

 

 

 

 

Hello Students, 
 
Today we are learning  
 
is developed by Sun Micro Systems. 
 
Open Office Writer Program is same as MS-Office Word. 
 
Program is Also word processor. 
 
Working with open office writer is very interesting 
 
 
 
Open Office Application 

 

1 

3 
lKiN siY[ kim krvin) p¹F(t 

Working with Text 

s&(vcir 

 

Kim)ai[n[ Si[Fv) a[n& nim j uÒ(t C[. 

- lili lijptriy 
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rieTr p\i[g\immi> lKiN siY[ kim krt) vKt[ ki[epN (vkÃpn) asr lKiN upr ji[vi miT[ lKiNni t[ Bign[ 

ps>d (select) krvi[ j$r) hi[y C[. aim rieTr p\i[g\immi> lKiNn[ ps>d (select) krv&> a[ K&bj j$r) 

an[ mh_vn) p\k\)yi C[.  

rieTr p\i[g\immi> lKiNni (v(vF Bigi[ j[vi k[ axr, S¾d, vikyi[, fkri, an[ pini n[ ps>d (select) krvi  

miT[ (v(vF p¹F(tai[ni[ upyi[g Yiy C[. lKiNn[ ps>d krvi miT[ k)-bi[D< aYvi miusni[ upyi[g Ye Sk[ C[. 

lKiNn[ s)l[kT krvi miT[n) (v(vF p¹F(tai[ n)c[ p\miN[ C[. 

upkrN p¹F(t 

k)-bi[D< 1. a[ri[ k) ni[ upyi[g kr)n[ j[ S¾d s)l[kT krvi[ C[ t[n) S$aitmi> jiai[. hv[ k)-bi[D< prY) 

S)fT-k)  dbiv) riKi[ an[ jmN) a[ri[-k)  dbiv) riKi[.  

2. a[ri[ k) ni[ upyi[g kr)n[ j[ S¾d s)l[kT krvi[ C[ t[n) a>tmi> jiai[. hv[ k)-bi[D< prY) 

S)fT-k) dbiv) riKi[ an[ Dib) a[ri[-k) dbiv) riKi[.    

3. a[ri[ k) ni[ upyi[g kr)n[ j[ S¾d s)l[kT krvi[ C[ t[n) S$aitmi> jiai[. hv[ k)-bi[D< prY) 

S)fT-k) +k>T^i[l-k)  dbiv) riKi[ an[ jmN) a[ri[-k) dbiv) riKi[.    

4. a[ri[ k) ni[ upyi[g kr)n[ j[ S¾d s)l[kT krvi[ C[ t[n) a>tmi> jiai[. hv[ k)-bi[D< prY) 

S)fT-k)  + k>T^i[l-k)  dbiv) riKi[ an[ Dib) a[ri[-k) dbiv) riKi[.    

 5.  a[ri[ k) ni[ upyi[g kr)n[ j[ S¾d s)l[kT krvi[ C[ t[n) S$aitmi> jiai[. hv[ k)-bi[D< 

jmN) a[ri[-k) dbiv) riKi[.    prY) S)fT-k) dbiv) riKi[ an[ 

hv[ k)-bi[D< prY) S)fT +a[f8 dbivi[ j[Y) AT[Tsbir upr a[D (ADD) S¾d 

d[KiS[ 

 

pC)  a[ri[ k) ni[ upyi[g kr)n[ b)ji[ S¾d s)l[kT krvi[ C[ t[n) S$aitmi> jiai[. hv[ k)-bi[D< 

prY) S)fT-k) dbiv) riKi[ an[ jmN) a[ri[-k) dbiv) riKi[.    

mius 1. miusni[ upyi[g kr)n[ j[ S¾d s)l[kT krvi[ C[ t[n) S$aitmi> miusn& krsr le jiai[. 

lKiNn[ ps>d (Select) krvin) p¹F(t 

Working with Text  

Exercise Book : 2 
Page  51, 53, 55 
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hv[ miusn) Dib) k) dbiv) riKi[ an[ miusn[ D^[g kr)n[ S¾dni> a>t s&G) le jiai[. 

 2. miusni[ upyi[g kr)n[ j[ S¾d s)l[kT krvi[ C[ t[n) a>tmi> miusn& krsr le jiai[. hv[ 

miusn) Dib) k) dbiv) riKi[ an[ miusn[ D^[g kr)n[ S¾dni> S$ait s&G) le jiai[. 

 3. miusni[ upyi[g kr)n[ j[ S¾d s)l[kT krvi[ C[ t[n) upr miusn& krsr le jiai[. hv[ 

miusn) Dib) k) b[ vir dbivi[ {Dbl kl)k} 

k)-bi[D< + 

mius 

1. miusni[ upyi[g kr)n[ j[ S¾d s)l[kT krvi[ C[ t[n) upr miusn& krsr le jiai[. hv[ 

miusn) Dib) k) b[ vir dbivi[ {Dbl kl)k} 

 2. hv[ k)-bi[D< prY) k>T^i[l-k) dbiv) riKi[ 

 3. miusni[ upyi[g kr)n[ b)ji S¾d s)l[kT krvi[ C[ t[n) upr miusn& krsr le jiai[. hv[ 

miusn) Dib) k) b[ vir dbivi[ {Dbl kl)k}. a[v) r)t[ j[Tli S¾di[ ji[ea[ t[Tli (sl[kT kr) 

SkiS[. 

 

rieTr p\i[g\immi> lKiNn[ s)l[kT krvin) (v(vF p¹F(t C[. 

ph[l) r)t 

- ph[li a[k S¾d (sl[kT kri[. 

- pC) k)-bi[D< uprY) k) dibi[. 

- miusni[ upyi[g kr)n[ b)ji[ S¾d (sl[kT kri[. 

- a[v) r)t[ j[Tli S¾di[ ji[ea[ t[Tli (sl[kT kr) SkiS[. 

 

b)J r)t(k)-bi[D< Úiri) 

- ph[li S¾d pis[ a[ri[ k)Y) je S)fT k) dbiv) riKi[ an[ a[ri[ k) dibi[ a[Tl[ S¾d (sl[kT 

YS[. 

- k)-bi[D< prY) +k) dbivi[ j[Y) AT[Ts bir upr ADD S¾d d[KiS[. 

- pC) a[ri[ k) Y) b)ji S¾d upr je S)fT k) dbiv) a[ri[ k) dbivi[ j[Y) b)ji[ S¾d (sl[kT 

YS[. 

lKiN n[ vT)<kl (sl[±T krvin) r)t 

ai (sl[kT krvin) r)t m&²y_v[ Ryir[ j vpriy ¶yir[ aipN[ lK[l& lKiN T[bl mi> lK[l& hi[y aYvi T[b (Tab) 

aYvi Ap[s (Spaces) Y) alg kr[l& hi[y Ryir[ ai p\kirn) p¹F(t ni[ upyi[g Yiy C[. t[n[ krvin) b[ r)t C[. 

1. a[D)T (Edit) m[n&mi> (sl[kSn mi[D (Selection mode)mi> ¾li[k a[r)yi pr kl)k kri[. 

2. aYvi AT[Ts birmi>            S¾d upr kl)k kri[ ¶yir s&F)mi>S¾d ni d[Kiy. 

  JAN    MAR 
  APR    JUNE 
  JULY    SEP 

  

 

Working with Text  

ADD BLK  

Feb 
May 
Aug 
Nov 
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hv[ ci[rs kr[li (vBign[ (sl[±T krvini[ p\yRn kri[ t[ (sl[±T krvimi> tkl)f YS[. ai tkl)f d&r krvi 

AT[Tsbirmi> d[Kiti S¾d “ADD” upr kl)k kri[ ¶yir[ t[ S¾d “BLK” Yiy Ryir pC) uprni ci[rsn[ fr)Y) 

(sl[kT krvini[ p\yRn kri[ t[ Äyv(AYt r)t[ (sl[kT YS[. 

 

 

 

 

ki[p) a[Tl[ nkl krv) an[ p[AT a[Tl[ ci[TiDv&. rieTr p\i[g\immi> jyir[ a[k j S¾dn[ lKiNmi> vir>vir lKvi[ 

hi[y Ryir[ ki[p)-p[AT (vkÃpni[ upyi[g Yiy C[. j[mi> j[ S¾dn) nkl krv) hi[y t[n[ ps>d kr)n[ ki[p) krv& an[ j[ 

AYin pr t[ S¾d ji[eti[ hi[y Ryi jen[ p[AT krv&. hv[ aipN[ udihrN ni upyi[gY) ki[p)-p[AT smJS&. ai[pn-

j ai[(fs a[¼(lk[Snni ki[epN p\i[g\immi> ki[p)-p[AT (vkÃpni[ upyi[g krvin) #iN p¹F(t C[. 

 

 

 

 

si]p\Ym j[ lKiN ki[p) krv& C[ t[n[ mius aYvi 

k)-bi[D<n) mddY) s)l[kT kri[

1. si] p\Ym a[D)T (Edit) m[n& pr kl)k kri[

2. pC) ki[p) (Copy) (vkÃp ps>d kri[

j[ j³yia[ lKiNn[ m&kv& C[ t[ j³yia[ krsrn[ 

mius aYvi k)-bi[D<n) mddY) le jiai[

3. pC) p[AT (Paste) (vkÃp ps>d kri[

Working with Text  

lKiNn[ ki[p)-p[AT krvin) p¹F(t 

ph[l) p¹F(t 

2 

1 

3 

ni[>G : k)-bi[D< prY) k>T^i[l+s)(Ctrl+C) an[ k>T^i[l+v) (Ctrl+V) k) dbiv)n[ k\mS: ki[p) an[ p[AT (vkÃpni[ upyi[g 

kr) Skiy C[ 

1 

Exercise Book : 2 
Page 56, 60, 65 
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hv[ aipN[ udihrNn) mddY) ki[p)-p[AT (vkÃpni[ upyi[g S)K)S&. 

lKiNn[ ki[p)-p[AT krvin) r)t p\k\)yi 

 

1. hv[ si]p\Ym D[AkTi[pmi> uprn) trf aiv[li TiAkbirmi>  

a[¼Ãi)k[Sn (Application) (vkÃpn[ miusY) kl)k kri[ 

hv[ t[mi> aiv[li ai[(fs (Office) (vkÃpn[ kl)k kri[ 

hv[ t[mi> aiv[li vD<-p\i[s[sr (Word Processor) (vkÃpn[ 

kl)k kri[  

si]p\Ym j[ lKiN ki[p) krv& C[ t[n[ mius aYvi 

k)-bi[D<n) mddY) s)l[kT kri[

1. si] p\Ym ATi>D<D T&lbirmi> aiv[li ki[p) 

(Copy) bTn pr kl)k kri[

j[ j³yia[ lKiNn[ m&kv& C[ t[ j³yia[ krsrn[ 

mius aYvi k)-bi[D<n) mddY) le jiai[

2. pC) ATi>D<D T&lbirmi> aiv[li p[AT 

(Paste) bTn pr kl)k kri[

Working with Text  

b)J p¹F(t 

1 2 
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 2. hv[ upr ji[e gyi p\miN[ ai[pn (vkÃpni[ upyi[g kr) upr 

btiv[li fkriviL) rieTrn) fiel “Copy And Paste 

/Copy_Paste.odt” n[ tmiri ki[À¼y&Trni> rieTr p\i[g\immi> 

Ki[li[. 

3. hv[ tm[ ji[e Ski[ Ci[ k[ fkrin) b)J lien “Today we 

are learning”an[ pi>cm) lien  “Program is 

Also word processor.”aF&r) C[. t[ lieni[mi> ji[eti[ 

S¾d “Open Office Writer” C[ j[ Ryi lK[li[ nY). 

tm[ ji[e Ski[ Ci[ k[ ai “Open Office Writer”S¾d 

fkrin) ci[Y) lienmi> lK[li[ C[. 

4. ti[ si] p\Ym k)-bi[D< prni a[ri[ k) ni[ upyi[g 

kr)n[ ci[Y) l)T) pr jiai[. 

 

5. hv[“Open Office Writer”S¾d s)l[kT kri[. S¾d 

s)l[kT krvi miT[ si] p\Ym S¾dn) S$aitmi> jen[ 

S)fT k) dib) riKi[ an[ a[ri[ k) n) mddY) 

krsr aigL le jiai[ j[Y) ji[eti[ S¾d s)l[kT YS[ 

 

(Sxkm)#ii[, ah) (vwiY)<ai[n[ s)l[kSnn) (v(vF p¹F(tai[ yid 

krivi[. 

 6. hv[ ATi>DD< T&lbirmi> aiv[li ki[p) bTn pr kl)k kri[ j[Y) 

s)l[kT kr[li S¾dn) ki[p) a[Tl[ k[ nkl bn) jS[. pN 

ki[À¼y&Trmi> aipNn[ nkl trt ji[e Skti nY). 

 

 7. hv[ a[ri[ k) n) mddY) ph[l) l)T)ni a>tmi> 

jiai[. 

 

8. hv[ ATi>DD< T&lbirmi> aiv[li p[AT bTn pr kl)k kri[[ j[Y) S¾d 

j[ j³yia[ krsr C[ Ryi ci[>T) (Paste) jS[ an[ viky 

“Today we are learning Open Office 

Writer”bnS[. 

 

1 
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ki[p)-p[AT (vkÃpni[ upyi[g kyi< pC) rieTr p\i[g\imni[ fkri[ n)c[ p\miN[ d[KiS [. 

  

 

9. t[v) j r)t[ a[ri[ k) n) mddY) picm) lienn) 

S$aitmi jiai[ an[ ATi>DD< T&lbirmi> aiv[li p[AT bTn pr 

kl)k kri j[Y) S¾d j[ j³yia[ krsr C[ Ryi ci[>T) 

(Paste)jS[ an[ viky“Open Office Writer 

Program is Also word processor.” bnS[ 

 10. hv[ fiel n[ s[v (Save) kri[. 

Working with Text  

 

Hello Students, 
 
Today we are learning Open Office Writer 
 
is developed by Sun Micro Systems. 
 
Open Office Writer Program is same as MS-Office Word. 
 
Open Office Writer Program is Also word processor. 
 
Working with open office writer is very interesting 
 
 
 
Open Office Application 

 

ni[>G : l)T)ni> a>tmi> jvi miT[ a[ºD  k) an[ S$vitmi jvi miT[ hi[m  k) ni[ upyi[g pN Ye Sk[ C[. t[niY) 

kim zDp) YS[. 
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kT a[Tl[ kipv&> an[ p[AT a[Tl[ ci[TiDv&>. rieTr p\i[g\immi> jyir[ S¾dn[ lKiNmi> a[k j³yia[Y) Ks[D)n[ b)J 

j³yia[ le jvi[ hi[y Ryir[ kT-p[AT (vkÃpni[ upyi[g Yiy C[. j[mi> j[ S¾dn[ Ks[Dvi[ hi[y t[ S¾d ps>d kr)n[ kT 

krv& an[ j[ AYin pr t[ S¾d ji[eti[ hi[y Ryi jen[ p[AT krv&. rieTr p\i[g\immi> kT-p[AT (vkÃpni[ upyi[g 

krvin) p¹F(t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

si]p\Ym j[ lKiN kT krv&> C[ t[n[ mius aYvi 

k)-bi[D<n) mddY) s)l[kT kri[

1. si] p\Ym a[D)T (Edit) m[n& pr kl)k kri[

2. pC) kT (Cut) (vkÃp ps>d kri[

j[ j³yia[ lKiNn[ m&kv& C[ t[ j³yia[ krsrn[ 

mius aYvi k)-bi[D<n) mddY) le jiai[

3. pC) p[AT (Paste) (vkÃp ps>d kri[

si]p\Ym j[ lKiN kT krv& C[ t[n[ mius aYvi 

k)-bi[D<n) mddY) s)l[kT kri[

1. si] p\Ym ATi>D<D T&lbirmi> aiv[li kT 

(Cut) bTn pr kl)k kri[

j[ j³yia[ lKiNn[ m&kv& C[ t[ j³yia[ krsrn[ 

mius aYvi k)-bi[D<n) mddY) le jiai[

2. pC) ATi>D<D T&lbirmi> aiv[li p[AT 

(Paste) bTn pr kl)k kri[

lKiNn[ kT-p[AT krvin) p¹F(t 

Working with Text  

ph[l) p¹F(t 

2 

1 

1 

3 

b)J p¹F(t 

2 

Exercise Book : 2 
Page  60, 65 
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hv[ aipN[ udihrNn) mddY) kT-p[AT (vkÃpni[ upyi[g S)K)S&. 

 

 

 

 

lKiNn[ ki[p)-p[AT krvin) r)t p\k\)yi 

 1. si] p\Ym upr btiv[li fkriviL) rieTrn) fiel  “Cut And 

Paste /Cut_Paste.odt” n[ tmiri ki[À¼y&Trni> rieTr 

p\i[g\immi> Ki[li[. 

2. hv[ tm[ ji[e Ski[ Ci[ k[ fkri si]Y) C[Ãl) lien “ Open 

Office Application”an[ #i)J lien aF&r) C[. 

3. ti[ si] p\Ym k)-bi[D< prni a[ri[ k) ni[ upyi[g 

kr)n[  C[Ãl) lien pr jiai[. 

 4. hv[“ Open Office Application”S¾d s)l[kT kri[. 

S¾d s)l[kT krvi miT[ si] p\Ym S¾dn) S$aitmi> jen[ S)fT  

k)    dib) riKi[ an[ a[ri[ k) n) mddY) krsr 

aigL le jiai[ j[Y) ji[eti[ S¾d s)l[kT YS[ 

 

5. hv[ ATi>DD< T&lbirmi> aiv[li kT bTn pr kl)k kri[ j[Y) s)l[kT 

kr[li S¾d t[ j³yia[Y) kpie jS[. 

 6. hv[ a[ri[ k) n) mddY) picm) l)T)n) S$aitmi> 

jiai[. 

 

7. hv[ ATi>DD< T&lbirmi> aiv[li p[AT bTn pr kl)k kri[[ j[Y) S¾d 

j[ j³yia[ krsr C[ Ryi ci[>T) (Paste) jS[ an[ viky 

“Open Office Application is developed by 

Sun Micro Systems.”bnS[. 

hv[ fiel n[ s[v (Save) kri[. 

Working with Text  
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Hello Students, 
 
Today we are learning Open Office Writer 
 
Open Office Application is developed by Sun Micro Systems. 
 
Open Office Writer Program is same as MS-Office Word. 
 
Open Office Writer Program is Also word processor. 
 
Working with open office writer is very interesting 
 
 
 

 

 

 

kT-p[AT (vkÃpni[ upyi[g kyi< pC) rieTr p\i[g\imni[ fkri[ n)c[ p\miN[ d[KiS[. 

 

 

 

 

 

 

 

 

rieTr p\i[g\immi> kim krt) vKt[ kr[li f[rfir kiQ) niKvi miT[ rieTr p\i[g\imni> aºD& kmiºDni[ upyi[g Yiy C[ 

an[ aºD& kmiºDni[ upyi[g kr)n[ kiQ[li f[rfiri[n[ piCi livvi miT[ r)D& kmiºDni[ upyi[g Yiy C[. aºD& kmiºDni[ 

upyi[g krvi miT[ k)-bi[D< prY) k>T^i[l + z[D (Ctrl+Z) dbivi[ an[ r)D& kmiºDni[ upyi[g krvi miT[ k>T^i[l + 

viy (Ctrl+ Y) dbivi[.hv[ aipN[ n)c[ aip[li pr)AY)t)n) mddY) aºD& an[ r)D& kmiºDni[ upyi[g smJS& 

 

 

Working with Text  Working with Text  

lKiNn[ aºD&-r)D& krvin) p¹F(t 
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hv[ aipN[ n)c[ aip[li udihrNn) mddY) aºD& an[ r)D& kmiºD ni[ up)yi[g S)K)S& 

 

rieTr p\i[g\im Ki[lvin) r)t  

 si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs 

(vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr (vkÃp upr 

kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr p\i[g\im tmiri ki[À¼y&Tr 

Ak\)n upr K&l) gyi[ C[. 

rieTr p\i[g\immi> Tiep krvin) r)t  

 

si] p\Ym t[N[ p#in) tir)K Tiep kr) 

Date: 05/06/2013 

 

pC) t[N[ b[ vir a[ºTr k) dbiv) an[ n)c[n) lien Tiep 

kr) j[mi> t[N[ p#i ki[n[ lKvi[ C[ an[ p#ini[ (vPy S& C[ t[ 

lKy& 

Sub: Application For Leaving Early 

 

p)ºg&n[ aiFir-kiD<n) ni[>GN)ni> kimY) til&kin) ai[(fsmi> jvin& hi[viY) S&k\vira[ d)ni>k  10/6/2013 ni ri[j 

Ak&lmiY) vh[li jvin) prving) migti[ p#i t[ni vg< (Sxkn[ aipvi mi>g[  C[.p)ºg&n[ ki[À¼y&Trn& Xin hi[vin[ kirN[ 

t[ ai p#i Gr[ ki[À¼y&Trmi> Tiep krvi mi>g[ C[.p)ºg& ki[À¼y&Trmi> p#i Tiep krvi b[s[ C[ j[mi t[n[ a>g \[Jni> S¾di[mi> 

g&cv>N hi[vin[ kirN[ t[n[ aºD& an[ r)D&ni[ upyi[g krvi[ pD[ C[. 

 

 

Working with Text  
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hv[ p)ºg& n[ p#ini[ (vPy bribr n ligviY) t[N[ aºD& 

kmiºD k>T^i[l + z[D (Ctrl+Z) ni[ upyi[g kyi<[ j[Y) p#ini> 

(vPyn) lien B&sie ge. hv[ t[N[ n)c[n) lien Tiep kr). 

 

Sub: Application For Leaving in Second Half. 

 

 

hv[ t[N[ b[ vir a[ºTr k) dbiv) an[ p#i ki[n[ lKvi[ C[ an[ 

p#i lKvin) S$ait kr). 

Respected Sir, 

Myself “Pritesh P. Panchal” Studying in 9th Std. 
My Roll No. is 20. 
 
As I have to issue Aadhar card. In this ragard 

 

 

ah) t[N[ “ragard”Ap[(l>g Ki[Ti[ lK[li[ hi[viY) aºD& 

kmiºD k>T^i[l + z[D (Ctrl+Z)ni[ upyi[g kyi[< j[Y) p#imi> t[ 

S¾d B*>sie gyi[ an[ viky n)c[ p\miN[ Ye gy& 

 

As I have to issue Aadhar card. In this 
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hv[ t[N[ “regerd” Ap[(l>g Tiep kyi[< pN t[ S¾d pN Ki[Ti[ 

hi[vin[ kirN[ t[N[ r)D& k>T^i[l + yiv (Ctrl+Y)ni[ upyi[g kyi[< 

j[Y) aºD& kr[li[ S¾d “ragard” piCi[ aiv) gyi[.  

hv[ t[N[ t[ S¾d kiQ) ni²yi[ an[ t[ j³yia[ sici[ S¾d 

“regard” Ci¼yi[ an[ viky n)c[ p\miN[ bºy&. 

As I have to issue Aadhar Card. In this regard I 
will be leaving early after 2nd Break on dated 
10/06/2013. 
 
Thanking you, 
Your Obedient, 
Pritesh P. Panchal 

 

  

Date: 05/06/2013 

 

Sub: Application For in Second Half 

 

Respected Sir, 

 

Myself “Pritesh P. Panchal.” Studying in 9
th

 Std. My Roll No. is 20.  

 

As I have to issue Aadhar Card. In this regard I will be leaving early after 2
nd

 Break on dated 

10/06/2013. 

 

Thanking you, 

 

Your Obedient, 

Pritesh P. Panchal 

 

ni[>G : k)-bi[D< prY) k>T^i[l+z[D(Ctrl+Z)kr)n[ aºD& kmiºDni[ upyi[g kr) Skiy C[ an[ k>T^i[l+viy (Ctrl+Y)kr)n[ 

r)D& kmiºDni[ upyi[g kr) Skiy C[ 
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rieTr p\i[g\immi>  fieºD a[ºD r)¼l[sni[ upyi[g ki[e ci[Ês S¾dn[ Si[F) t[n) j³yia[ nvi[ S¾d m&kvi miT[ Yiy 

C[. rieTr p\i[g\immi> kim krt) vKt[ K&b mi[Ti lKiNmi>{2 Y) vGir[ piniviLi} aipN) j$r)yitni[ S¾d, aik>Di, 

an[ (v(SOT s>Xiai[ Si[Fvi[ K*b aFri[ pDS[. t[v) p(rAY)t)mi> rieTr p\i[g\imni> fieºD (vkÃp K&b j k&PL kim 

kr) aipS[. fieºD (vkÃpmi> S¾di[n[ Si[Fvi miT[ni k[Tlik (v(SOT (vkÃpi[ j[vi k[ m[c-k[s (Match Case),m[c 

hi[lvD< ai[ºl) (Whole word only)j[vi (vkÃpi[ni[ pN upyi[g Yiy C[.rieTr p\i[g\immi> fieºD (vkÃpn) siY[ 

j r)¼l[s (vkÃp aiv[li[ hi[y C[ j[ni[ upyi[g Si[F[li S¾dni AYin[ nvi[ S¾d m&kvi Yiy C[. 

fieºD (vkÃpni[ upyi[g krt) vKt[ r)¼l[s (vkÃpni[ upyi[g krvi[ j$r) nY) pN r)¼l[s (vkÃpni[ upyi[g krvi 

miT[ fieºD (vkÃp viprvi[ j$r) C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

fieºD a[ºD r)¼l[s (vkÃpni[ up)yi[g krvi miT[n) r)t n)c[ p\miN[ C[. 

 

Working with Text  

lKiNmi> fieºD an[ r)¼l[sni[ upyi[g krvin) p¹F(t 

j[ S¾d Si[Gvi[(Find) C[ t[ ah) 

Tiep krvi[ 

bdlvi(Replace)mi>gti 

S¾dn[ ah) Tiep krvi[ 

ai (vkÃpni[ upyi[g S¾d Si[Ft) vKt[ mi[T) 

an[ nin) ABCDni frkn[ ´yinmi> riKvin) 

s&cni aip[ C[. 

ai (vkÃpni[ upyi[g S¾d Si[Ft) vKt[ aiKi[ 

S¾d ´yinmi> riKvin) s&cni aip[ C[. 

Working with Text  

s&(vcir 

 

jyir[ aiRmi ki>e kh[ an[ b&¹G) ki>e b)j& kh[ a[vi smy[ tm[ aiRmin& j kH& krji[. 

-Avim) (vv[kin>d 

 

 

Exercise Book : 2 
Page  66,67 
Exercise Book : 3 
Page  1, 5 
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hv[ aipN[ fieºD a[ºD r)¼l[s (vkÃpni[ upyi[g krvin) r)t S)K)S&> 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym a[D)T (Edit) m[n& pr kl)k kri[

2. pC) fieºD a[ºD r)¼l[s (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ fieºD a[ºD r)¼l[s  (vºDi[ K*lS[

1 

2 

3 

ni[>G : k)-bi[D< prY) k>T^i[l+a[f(Ctrl+F) kr)n[ fieºD a[ºD r)¼l[s kmiºDni[ upyi[g kr) Skiy C[. 

Working with Text  



 

 

P a g e  | 30 

 

 

hv[ aipN[ udihrNn) mddY) fieºD a[ºD r)¼l[s (vkÃpni[ upyi[g S)K)S& 

 

rieTr p\i[g\im Ki[lvin) r)t  

 si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs (vkÃp upr 

kl)k kri[ an[ pC) vD<-p\i[s[sr (vkÃp upr kl)k kri[. tm[ ji[e 

Ski[ Ci[ k[ rieTr p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 pC) ai[pn (vkÃpni[ upyi[g kr)n[ upr s>g\h kr[l) fiel Ki[li[. 

tm[ upr btiv[l lKiN rieTr p\i[g\immi> ji[e Ski[ Ci[. 

fieºD a[ºD r)¼l[s siY[ kim krvin) r)t  

 fieºD a[ºD r)¼l[s (vkÃp Ki[lvi miT[ a[D)T m[n&miY)  fieºD 

a[ºD r)¼l[s (vkÃp ps>d kri[  

aYvi  

k)-bi[D< prY) k>T^i[l+a[f (Ctrl+F) k) dibi[ 

1 

Working with Text 

MEANS OFF TRANSPORT. 
 
We need different types of Trans for different purposes. Currently we can divide the 
present system of Trans under LAND, WATER, and AIR. LAND Trans having a sub-division 
of Road and Railway Trans. LAND is the safest mode of Trans. Proper Road system 
required to smooth Road Trans. 

 

ai udihrN krvi miT[ “Find And Replace/MEANS OFF TRANSPORT.odt”ni[ upyi[g krvi[ 
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Ap[Æyl k[kTr a[ a[vi axri[ C[ j[ aipNn[ aipNi k)-bi[D< uprY) mLti nY) di.t π, Ω. a[vi p\kirni axri[ 

rieTr p\i[g\imni> lKiNmi> um[rvi miT[n) r)t n)c[ p\miN[ C[. jyi tmir[ t[ axr um[rvi[ hi[y t[ j ³yia[ krsr 

le jiai[. 

 

 hv[ tm[ ji[e Ski[ Ci[ k[ uprni lKiNmi>“MEANS OFF 

TRANSPORT.” vikymi>“OFF” S¾d Ki[Ti[ lKiyi[ C[ t[ 

j³yia[ sici[ S¾d  “OF” aivvi[ ji[ea[. ti[ hv[  

 

1. fieºD a[ºD r)¼l[s (vºDi[mi> j[ S¾d Ki[Ti[ lKiyi[ C[ an[ 

j[ S¾d n[ Si[Gvi[ C[ a[Tl[ k[ >“OFF” t[n[ s<c fi[r 

(Search for) (vkÃpn) n)c[n) aip[l) j³yimi> 

Tiep kri[. 

2. hv[ sici[ S¾d an[ j[ S¾dn[ bdlvi[ C[ a[Tl[ k[ “OF” 

n[ r)¼l[s v)Y (Replace with)  (vkÃpn) n)c[n) 

aip[l) j³yimi> Tiep kri[. 

3. hv[ fieºD (Find) bTn pr kl)k kri[. ti[ lK[li 

lKiNmi> Ki[Ti[ S¾d“OFF” s)l[kT Yy[li[ hS[. a[Tl[ k[ 

rieTr p\i[g\ima[ S¾d Si[F) l)Fi[ C[. 

 

4. hv[ sici[ S¾d bdlvi miT[ r)¼l[s (Replace) bTn 

pr kl)k kri[. an[ tm[ ji[e Ski[ Ci[ k[ Ki[Ti S¾dn) 

j³yia[ sici[ S¾d aiv) gyi[ C[. 

Eºs<T Ap[Æyl k[r[kTr 

Working with Text  
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1. si] p\Ym ens<T (Insert) m[n& pr kl)k kri[

2. pC) Ap[Æyl k[r[kTr (Special 
Character) (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ Ap[Æyl k[r[kTr (Special 
Character) (vºDi[ K*lS[

1 

2 

3 

Working with Text  

s&(vcir 

 

b&¹(ÛSiL) pi[tin) b&¹(ÛY) p]sidir bn) Sk[ C[. p]sidir p]siY) b&¹(ÛSiL) bn) Skti nY). 

-$migi[ 
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hv[ aipN[ n)c[ni> udihrNn) mddY) Ap[Æyl k[r[kTr um[rti S)K)S&. rieTr p\i[g\immi> n)c[n& lKiN Tiep krv& 

C[. 

 

 

 

rieTr p\i[g\im Ki[lvin) r)t  

 si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 hv[ upr dSi<v[l) lien Tiep kri[. tm[ ji[e Ski[ C[ 

k[®axr k)-bi[D< pr nY). 

Ap[Æyl k[r[kTr um[rvin) r)t  

 Ens<Tm[n& mi>Ap[Æyl k[r[kTr (Special 

Character) (vkÃp ps>d kri[. 

 

hv[ Ap[Æyl k[r[kTr (Special Character) 
(vºDi[mi> tmn[ ji[eti[ axr Si[Gi[ t[n[ ps>d kri[ an[ 

ai[k[ OK bTn kl)k kri[. 

 

 

 

All Rights Reserved To ®Cosmo Foundation 
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P a g e  | 34 

 

vD< k¼l)Sn 

 

rieTr p\i[g\immi> Tie(p>>gn& kim zDpY) Ye Sk[ t[ kiy< h[t&Y) rieTr p\i[g\im aipNn[ k[Tl)k s&(vFiai[ aip[ C[. 

j[mi> vD< k>¼l)Sn an[ ai[Ti[-T[ÈTni[ smiv[S Yiy C[. 

 

 

 

ji[ rieTr p\i[g\i[mmi> vD< k>¼l)Sn (completion)S$ kyi[< hS[ ti[ rieTr p\i[g\i[m a[vi S¾di[ j[ t[ni S¾dki[Pmi> 

n hi[y t[n[ vD<-k>¼l)Snmi> jit[ j m&k) d[S[ j[Y) kr)n[ lKiNmi> fr)Y) t[j S¾d Tiep krvi[ hi[y ti[ rieTr p\i[g\im 

tmn[ t[ S¾d mdd$p[ btiDS[. Tiep krt) vKt[ rieTr p\i[g\im aipNn[ ki[e S¾d btiD[ an[ ji[ aipNn[ t[ S¾d 

aipNi lKiNmi> viprvi[ hi[y ti[ k)-bi[D< prY) a[ºTr-k) aYvi Ap[sbir-k) dbivviY) t[ S¾d lKiNmi> ji[Die 

jS[. vD< k>¼l)Snmi> aipNi ri[j upyi[gmi> aivti S¾di[n[ pN um[r) Sk)a[ C)a[. 

 

 

 

 

 

 

 

 

  

1. si] p\Ym T&ls (Tools) m[n& pr kl)k kri[

2. pC) ai[Ti[-kr[kT (AutoCorrect) (vkÃp pr kl)k 

kri[.

n)c[ p\miN[ni[ ai[Ti[kr[kT (AutoCorrect) (vºDi[ K*lS[

3. t[mi> vD< k[¼l)Sn  (vkÃp ps>d kri[

4. vD<-k>¼l)Sn (vkÃp S$ krvi an[ b>F krvi ai (vkÃp 

pr miusY) kl)k kri[.

5. Tiep krt) vKt[ vD<-k>¼l)Sn (vkÃp lig& krvi miT[ ke 

k)-bi[D< k) ni[ upyi[g krvi[ t[ni[ (vkÃp dSi<v[ C[.

Working with Text  
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rieTr p\i[gimmi> vD<-k>¼l)Sn (vkÃpni[ upyi[g jiNvi miT[ rieTr p\i[g\immi> n)c[ni S¾di[ Tiep kri[. ai 

udihrNni[ upyi[g kr)n[ rieTr p\i[g\imn) vD<-k>¼l)Sn s&(vFini[ fiydi[ jiN) SkiS[. 

 

rieTr p\i[g\im Ki[lvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

vD<-k>¼l)Sn (vkÃpni[ up)yi[g  

 si] p\Ym rieTr p\i[g\immi>“This is the Child 

Development.”viky Tiep kri[. 

 

 

hv[ jyir[ tm[ b)J l)T) CipSi[ Ryir[ vD<-k>¼l)Sn 

(vkÃp tmn[ “Child”an[ “Development”S¾d 

mdd$p[ btiDS[. j[n[ tm[ a[ºTr-k) Y) lKiNmi> le 

Ski[ Ci[. 

 

an[ aipN[ jie Sk)a[ C)a[ k[ j[ S¾di[ aipN[ 

lKiNmi> Tiep kr[li t[ S¾di[ aipNn[ vD< k>¼l)Snni> 

S¾dki[Pmi> ji[vi mL[ C[. j[ aipNn[ B(vOymi> 

up)yi[g) YS[.  

vD< k>¼l)Snni> S¾dki[Pn[ Kil) krvi miT[ D)l)T 

a[ºT^) bTnni[ up)yi[g kr) Skiy C[.ti[ ai r)t[ vD<-

k>¼l)Sn (vkÃpni[ up)yi[g a[k j S¾dn[ vir>vir 

Cipvi miT[ le Skiy C[. 

This is the Child Development. 

 

Society think child Development is easy task. Then they should have to look in 

villages to find out the reality.  

Working with Text  
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ai[Ti[-kr[kT 
rieTr p\i[g\immi> ai[Ti[-kr[kT (vkÃpni[ upyi[g lKiN Tiep krt) vKt[ Yt) Ap[(l>g (mAT[k 

aYvi Tiep)>g n) B*li[ n[ jit[ j s&Fir) niKvi miT[ Yiy C[. hv[ aipN[ udihrNn) mddY) ai[Ti[-

kr[kT (vkÃp (vS[ jiN)a[. rieTr p\i[g\immi> n)c[ni S¾di[ Tiep kri[ 

rieTr p\i[g\immi> aipNn[ j[ S¾d yid riKvi[ aFri[ aYvi li>bi[ pDti[ hi[y an[ t[n[ Tiep krt) vKt[ K&b j 

m&Æk[l) pDt) hi[y t[vi S¾dn[ aipN[ ai[Ti[-krkT (vkÃpmi> m&k) Sk)a[ C)a[. S¾dn[ ai[Ti[-kr[kTmi> m&kvin) p¹F(t 

n)c[ p\miN[ C[. 

  

 

 

 

 

  

1. si] p\Ym T&ls (Tools) m[n& pr kl)k kri[

2. pC) ai[Ti[-kr[kT (AutoCorrect) (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ ai[Ti[kr[kT (AutoCorrect) (vºDi[ K*lS[

4. ai[Ti[ kr[kT (vºDi[mi> j[ sh[li[ aYvi T&ki[ S¾d r)¼l[s 

(Replace) (vkÃpmi> Tiep kri[ an[ aGri[ S¾d v)Y (With) 
(vkÃpmi> Tiep kri[ hv[ ºy& (New) bTn pr kl)k kri[ j[Y) t[ S¾d 

ai[Ti[ kr[kTmi> um[rie jS[. hv[ jyir[ lKiNmi> T&>ki[ S¾d Tiep kr)n[ 

F3 k) p\[s kr)S& a[Tl[ aGri[ aYvi li>bi[ S¾d Ryi aivS[.

Accidant Cip)n[ Ap[sbir-k) Tiep krSi[ a[Tl[ trt j sici[ S¾d “Accident” aiv) jS[. 

acn Cip)n[ Ap[sbir-k) Tiep krSi[ a[Tl[ trt j sici[ S¾d “Can” aiv) jS[. 

Aboutit Cip)n[ Ap[sbir-k) Tiep krSi[ a[Tl[ trt j sici[ S¾d “About it” aiv) jS[. 

Eth Cip)n[ Ap[sbir-k) Tiep krSi[ a[Tl[ trt j sici[ S¾d “the” aiv) jS[. 

Eht Cip)n[ Ap[sbir-k) Tiep krSi[ a[Tl[ trt j sici[ S¾d “the” aiv) jS[. 

 

Working with Text  
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aGri S¾d miT[ni[ T&ki[ S¾d ah) 

Tiep kri[. 
aGri[ aYvi li>bi[ pDti[ S¾d ah) 

Tiep kri[. 
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f*Tni[Ts an[ a[ºDni[Ts 

 

 

 

rieTr p\i[g\immi> ki[e mi[T& lKiN lKt) vKt[ ki[e ci[Ês S¾d v)S[ vF& mi(ht) p&r) piDvi miT[ f*Tni[Ts an[ 

a[ºDni[Ts ni[ upyi[g Yiy C[. simiºy r)t[ j[ S¾d siY[ f&Tni[Ts ji[Diy[l) hi[y t[n) bij*mi> a[k nini[ f*Tni[Tni[ 

ai>kDi[ aYvi f&>dD)n&> c)ºh ji[vi mLt& hi[y C[. S¾d siY[ ji[Diy[l) vFirin) mi(ht) aipNn[ pinini> a>t[ ji[vi 

mL[ C[. 

 

kiy< krvin) p¹F(t an[ upyi[g a[ºDni[Ts an[ f*Tni[Ts miT[ srKi j hi[y C[ pN S¾di[n[ lgt) f*Tni[T mi(ht) 

a[ pinini> a>t[ ji[vi mLt) hi[y C[ an[ S¾di[n[ lgt) a[ºDni[Ts mi(ht) Di[ky&m[ºTni> a>t[ ji[vi mLt) hi[y C[. 

f*Tni[Ts aYvi a[ºDni[Ts S$ krvin) p¹F(t n)c[ p\miN[ C[. 

 

1. si] p\Ym eºs<T (Insert) m[n& pr kl)k kri[

2. pC) f*Tni[T (FootNote...) (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ eºs<T f*Tni[T (Insert FootNote) (vºDi[ 

K*lS[

f*Tni[T siY[ ji[Diy[li 

S¾d 

f*Tni[T S¾d  siY[ 

ji[Diy[l) vFirin) 

mi(ht)  

1 

2 

3 

n>br)g (vkÃpni[ upyi[g f*Tni[Ts an[ 

a[ºDni[Ts n[ ai[LKvi miT[ ji[eti 

n>br aYvi (v(SOT s>Xiai[ ps>d krvi 

miT[ Yiy C[. 

Di[ky&m[ºTmi> S&> um[rv& C[ 

t[ dSi<vti[ (vkÃp 

Working with Text  

Exercise Book : 2 
Page  67, 69 
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Ap[(l>g a[ºD g\imr 

 

 

 

 

rieTr p\i[g\imni> lKiNmi Cip[li Ki[Ti a>g\[J S¾di[n[ an[ ÄyikrNn[ s&Firvi miT[ rieTr p\i[g\imni> Ap[(l>g a[ºD 

g\imr (vkÃpni[ upyi[g Yiy C[. Ap[(l>g a[ºD g\imr (vkÃpni upyi[gY) aipN[ S¾di[ni (k\yipd, nim j[vi 

ÄyikrNn[ lgt) m&Æk[l)ai[n[ sh[lieY) s&Fir) Sk)a[ C)a[. j[v) r)t[ aipN[ n aivDti S¾di[ni aY< aYvi 

Ap[(l>gn[ S¾dki[P (Dictionary) mi> Si[F)a[ C)a[ t[v) j r)t[ ki[À¼y&Trni[ rieTr p\i[g\im pN lK[li S¾di[ni 

aY< an[ Ap[(l>gn[ t[n) pis[ riK[li S¾dki[P (Dictionary) mi> Si[F[ C[. ji[ Tiep kr[li S¾d t[ni S¾dki[Pmi> 

(Dictionary)  n mL[ti[ t[ S¾dn) n)c[ lil l)T) btiD[ C[. 

 

 

 

 

rieTr p\i[g\immi> Ap[(l>g a[ºD g\imr (vkÃp S$ krvin) p¹F(t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

1. si] p\Ym T*ls (Tools) m[n& pr kl)k kri[

2. pC) Ap[(l>g a[ºD g\imr (Spelling and Grammar...)
(vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ Ap[(l>g a[ºD g\imr (vºDi[ (Spelling and 
Grammar) (vºDi[ K*lS[

1 

2 

Working with Text  

ni[>G : k)-bi[D< prY) a[f7(F7) kr)n[ Ap[(l>g a[ºD g\imr (vkÃpni[ upyi[g kr) Skiy C[. 
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Ap[(l>g a[ºD g\imr (vkÃpni upyi[gn) lKiN pr Ynir) (v(vF asri[ n)c[ p\miN[ C[. 

k\m asr Upyi[g 

1 

e³ni[r vºs 

ai (vkÃp upr kl)k krviY) j[ S¾d S¾dki[Pmi> upl¾F nY) pN 

lKiN lKnirni> d^OT)a[ sici[ hi[y ti[ t[n[ a[k j vKt ki[epN 

f[rfir kyi< vgr lKiNmi> t[vi[ j riKvi miT[ 

2 

e³ni[r ai[l 

ai (vkÃp upr kl)k krviY) aiKi lKiNmi> j[ j³yia[ Ki[Ti[ S¾d 

hi[y t[n[ t[m j riKvi[ C[ t[mi> ki[e bdl krvi[ nY). 

3. 

a[D 

S¾dn[ rieTr p\i[g\imni S¾dki[Pmi> um[rvi miT[ ai (vkÃp upr kl)k 

krvin& hi[y C[. 

4. 

c[>j 

Ki[Ti S¾dn) j³yia[ S¾dki[Pmi> upl¾F (vkÃpi[miY) ps>d kr[li[ S¾d 

bdlvi miT[. 

5. 

c[>j ai[l 

ai lKiNmi> j[ pN j³yia[ ai Ki[Ti[ S¾d Tiep kr[li[ hS[ t[ dr[k 

j³yia[ S¾dki[Pmi> upl¾F (vkÃpi[miY) ps>d kr[li[ S¾d bdlvi miT[. 

6. 

ai[Ti[-kr[kT 

Ki[Ti S¾dn) j³yia[ ai[Ti[-kr[kT (vBig d^iri um[riy[li S¾di[miY) 

sici S¾d tr)k[ bdlvi miT[  

Working with Text  

rieTr p\i[g\imni S¾dki[Pmi> 

upl¾F n hi[y t[vi[ S¾d 

dSi<vt) j³yi 

Ki[Ti[ S¾di[n[ s&Firvi miT[ni 

sici S¾di[n) yid) 

3 
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T[ÈT fi[m[<T)>g 

 

rieTr p\i[g\immi> simiºy r)t[ a[k vD<-p\i[s[srn) lKiNn[ SNgirvi miT[n) lix(Nktiai[ hi[v) ji[ea[ t[ bF) j 

lix(Nktiai[ t[ Friv[ C[.rieTr p\i[g\immi> vi>ckn[ lKiN vicvimi> ain>d aiv[ an[ lKiNni> m&²y Bigi[mi> ¹yin 

k[ºd^)t Yiy t[ uÑ[SY) rieTr p\i[g\immi> lKiNn[ SNgirvimi> aiv[ C[.lKiNn[ SNgirvi miT[ m&²y_v[ axri[ mi[Ti 

krvi, jiDi krvi, Gi>Ti krvi, axri[ni[ r>g bdlvi[, b[g\iuºD klr bdlvi[, lKiN n)c[ l)T) krv), lien 

¾l)>k)>g, pini>n[ an[ fkrin[ cir[bij& l)T) krv), b&l[Ts an[ n>br)>g, h[Dr an[ f&Tr, eºD[ºT an[ Ap[(s>g, D^i[p-

k[s, alienm[ºT vg[r[. j[vi (vkÃpi[ni[ upyi[g Yiy C[. rieTr p\i[g\immi> SNgirvi miT[ni (vkÃpi[ m&²y_v[ 

fi[m[<T)>g T&lbir aYvi fi[m[<T m[n&&& &&&mi> mL) rh[ C[. 

 

 

 

 

rieTr p\i[g\imni> mi[Ti lKiNmi> jyir[ vickn& m&²y m&Ñiai[ pr ¹yin aik\(Pt krvi miT[ bi[ÃD, eT[l)k , fi[ºT 

Tiep,fi[ºT siez an[ klr,lKiN n)c[ l)T) krv) j[vi (v(vF (vkÃpni[ upyi[g Ye Sk[ C[.hv[ aipN[ udihrNn) 

mddY) ai (vkÃpi[ni[ upyi[g S)K)S&. rieTr p\i[g\immi> n)c[ni[ fkri[ Tiep kri[ an[ s[v kri[. 

 

rieTr p\i[g\im Ki[lvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs 

(vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr (vkÃp upr 

kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr p\i[g\im tmiri 

ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

rieTr p\i[g\immi>fiel Ki[lvin) r)t  

My Country India 

 

It is my country.  I LOVE my country. It is second big country after China. It 

became independent in 1947. My country is a land of temples, mosques and 

churches, rever and Higest Mountain of the world. 

It has a 28 States. Madhya Pradesh is the largest state by area. 

Goa is the smallest state by area. Hindi is the national language of India. 

 

ai udihrN krvi miT[ “Text Formatting/My Country India.odt”ni[ upyi[g krvi[ 

 

4 
lKiN n[ SNgirvin) r)t 

Text Formatting 

Exercise Book : 2 
Page  74, 77, 79, 82, 
85, 88, 91 



 

 

P a g e  | 41 

 

 

ATi>D<D T&lbirni ai[pn (vkÃpni[ upyi[g kr)n[ upr 

s>g\h kr[l) fiel Ki[li[. tm[ upr btiv[l lKiN 

rieTr p\i[g\immi> ji[e Ski[ Ci[. 

SNgirvin) r)t  

 

miYiLini axri[n[ mi[Ti krvi miT[“My Country 

India”  mYiLin[ s)l[kT kri[ an[ fi[m[<T T&lbirni 

fi[ºT siez (vkÃpni[ upyi[g kr)n[ axri[n) siez 22 

ps>d kri[. 

 

mYiLin[ vµc[ livvi miT[ mYiLin[ s)l[kT kri[ an[ 

fi[m[<T T&lbirni s[ºTr alien (vkÃpn[ s)l[kT kri[. 

 

hv[ mYiLini lKiNn) n)c[ lien livvi miT[ mYiLin[ 

s)l[kT kri[ an[ fi[m[<T T&lbirni a>Drlien (vkÃpn[ 

s)l[kT kri[. 

 

mYiLin[ klr krvi miT[ mYiLin[ s)l[kT kri[ an[ 

fi[m[<T T&lbirni fi[ºT klr (vkÃpn[ s)l[kT kri[ an[ 

t[miY) nir>g) (Orange) klr ps>d kri[. 

 

mYiLimi> lKiNni[ d[Kiv bdlvi miT[ mYiLin[ s)l[kT 

kri[ an[  fi[ºT Tiep (vkÃp s)l[kT kri[ an[ t[miY) 

k&r)yr 10 p)c (Courier 10 Pitch) fi[ºT 

s)l[kT kri[. 

1
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b&l[Ts a[ºD n>br)>g 

 mYiLimi> lKiNn[ Gi>Ti krvi miT[ mYiLin[ s)l[kT kri[ 

an[  fi[m[<T T&lbirni bi[ÃD (vkÃpn[ s)l[kT kri[. 

 t[v) j r)t[ lKiNni mh_vni vikyi[ aYvi S¾di[ n[ 

SNgir)n[ lKiNn[ n)c[ p\miN[ bnivi[. 

T[ÈT fi[m[<T)>gni> (v(vF (vkÃpi[n[ lKiN upr lig& kr)n[ 

lKiN n)c[ p\miN[ d[Kivmi> bnivi[ an[ s[v kri[. 

 

 

rieTr p\i[g\immi> lKiNn[ m&Ñiai[ni Av$p[ dSi<vvi aYvi vi>cvi an[ yid 

riKvimi> aGri pDti lKiNn[ sh[l& bnivvi miT[ b&l[Ts a[ºD n>br)>g 

(vkÃpni[ upyi[g Yiy C[.b&l[Ts a[ºD n>br)>g (vkÃpni[ upyi[g kr) aipN[ 

vikyi[n[ ai>kDi aYvi (cºhi[Y) dSi<v) Sk)a[ C)a[. hv[ aipN[ udihrNn) mddY) b&l[Ts a[ºD n>br)>g (vkÃpni[ 

upyi[g S)K)S&. 

rieTr p\i[g\im Ki[lvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-

p\i[s[sr (vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ 

k[ rieTr p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr 

K&l) gyi[ C[. 

 

ATi>D<D T&lbirni ai[pn (vkÃpni[ upyi[g kr)n[ 

upr s>g\h kr[l) fiel “Bullets And 

Numbering/ My Country 

India.odt” Ki[li[. tm[ upr btiv[l lKiN 

rieTr p\i[g\immi> ji[e Ski[ Ci[. 

1 

My Country India 
 

It is my country.  I LOVE my country. It is second big countryafter China. 

It became independent in 1947. My country is a land of temples, mosques and 

churches, rever and Higest Mountain of the world. 

It has a 28 States. Rajasthan is the largest state by area. 

Lakshadweep is the smallest state by area. Hindi is the national language of 

India. 

Formatting Text  

Exercise Book : 2 
Page  91, 96 
Exercise Book: 3 -> 7,12 
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 si] p\Ym “It is my country.“vikyn) 

S$aitmi> krsr m&ki[. hv[ fi[m[<T T&lbirmi> 

aiv[li b&l[Ts ai[n/ai[f bTn pr kl)k kri[. 

 

l)T)n) S$aitmi> a[k kiL& Tpk& aiv) jS[. 

t[n) siY[ b&l[Ts a[ºD n>br)>g T&lbir pN 

aiv) jS[ j[mi aipNn[ b&l[Ts n[ lgti 

vFirini> (vkÃpi[ pN mLS[. 

 

hv[ k)-bi[D<n) mddY) krsr n[ b)J l)T)“I 

LOVE my country.“  n) S$aitmi> le 

jiai[ an[ a[ºTr-k) dbivi[. ai r)t[ tm[ dr[k 

vikyn) S$aitmi> jen[ a[ºTr-k) dbivSi[ 

a[Tl[ rieTr p\i[g\im t[n[ b&l[T siY[ gi[qv) d[S[. 

 

a>t[ tmi$ lKiN bij&mi> btiv[l c)#i p\miN[ 

d[KiS[. j[ m&Ñi Av$pmi> C[. 

 

aim g&cv>N Br[l) mih)t)n[ ÄyvA(Yt gi[qvvi t[mj vi>cvimi> an[ yid riKvimi> sh[l) bnivvi miT[ b&l[Ts 

a[ºD n>br)>g (vkÃpni[ upyi[g Yiy C[. 

 

(Sxkm)#ii[, aij fielni[ upyi[g kr) n[ (vwiY)<ai[n[ n>br)>g (vkÃpni[ upyi[g kr)n[ btiDi[. 

 

 

Formatting Text  
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D^i[p-k[ps 

 

rieTr p\i[g\immi> D^i[p-k[ps (vkÃpni[ upyi[g vi>ckn&> vi>cvi trf ¹yin K[cvi an[ lKiNn[ 

aikP<k bnivvi miT[ Yiy C[. rieTr p\i[g\immi> D^i[p-k[ps (vkÃp S$ krvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

hv[ aipN[ udihrNn) mddY) D^i[p-k[s (vkÃpni[ upyi[g S)K)S&. rieTr p\i[g\immi> n)c[ni[ fkri[ Tiep kri[ an[ s[v 

kri[. 

 

 

1. si] p\Ym fi[m[<T (Format) m[n& pr kl)k kri[

2. pC) p[r[g\if (Paragraph...) (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ p[r[g\if (Paragraph) (vºDi[ K*lS[

4. t[mi> D^i[p-k[ps (vkÃp ji[e SkiS[

Formatting Text  

1 

2 

3 

4 
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rieTr p\i[g\im Ki[lvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K*l) gyi[ C[. 

 

ATi>D<D T&lbirni ai[pn (vkÃpni[ upyi[g kr)n[ upr 

s>g\h kr[l) fiel Ki[li[. tm[ upr btiv[l lKiN 

rieTr p\i[g\immi> ji[e Ski[ Ci[. 

 hv[ D^i[p-k[p (vkÃpn[ j[ fkri upr lig& krv& hi[y t[ 

fkrin[ ps>d kri[ an[ fi[m[<T m[n&mi> p[r[g\if (vkÃp 

s)l[kT kri[ j[Y) p[r[g\if (vºDi[ K*lS[ j[mi> D^i[p-k[ps 

(vkÃp s)l[kT kri[.  

 

s)l[kT kr[li fkri pr D^i[p-k[ps (vkÃp lig& krvi 

miT[ “Display Drop Caps” s)l[kT krv& 

j$r) C[. ai (vkÃp ps>d krtin) siY[ j bik)ni 

(vkÃpi[ K*l) jS[. 

  

1 

What Is Linux 
Ubuntu Linux is one of the Commonly used operating System Software. It work like 

an interface between Computer and User. It provides graphical interface in the shape 

of Menus, Icons, Mouse Pointer etc. to interact with computers. That is why  it is 

known as GUI (Graphical User Interface) operating system software. Ubuntu Linux is 

the Open Source Operating System Software. It is available Free Cost. 

 

ai udihrN krvi miT[ “Drop Caps/Drop Caps.odt”ni[ upyi[g krvi[ 

 

 

Formatting Text  
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alieºm[ºT 

 

aipNn[ fkt a[k j axr upr D^i[p-k[ps (vkÃpni[ 

vipr krvimi[ hi[viY)  “Number of 

characters” n) sim[n) j³yimi> 1 Tiep kri[. 

D^i[p-k[pni[ axr 4 lien j[Tli[ mi[Ti[ krvini[ hi[viY) 

“Lines” n) sim[n) j³yimi> 4 Tiep kri[. D^i[p-

k[pni axr pC) 10 s[.m). j³yi Ci[Dvi miT[ 

“Space to text” n) sim[n) j³yimi> 0.10” 

Tiep kri[. an[ ai[k[ bTn  pr kl)k kri[. 

D^i[p-k[p (vkÃpni[ upyi[g kyi< pC) lKiN n)c[ p\miN[ d[KiS[. 

 

 

 

 

rieTr p\i[g\immi> lKiNn[ vµc[, an[ Dib) aYvi jmN) bij& gi[qvvi miT[ alieºm[ºT (vkÃpni[ upyi[g Yiy C[. 

rieTr p\i[g\immi> lKiNn[ j&d)j&d) j³yia[ gi[qvvi miT[ni> (v(vF p[Ti (vkÃpi[ fi[m[<T m[n&mi> aip[li C[ j[ni[ 

smiv[S alieºm[ºT nimni> m&²y (vkÃpmi> Yiy C[. ai p[Ti-(vkÃpi[ n)c[ p\miN[ C[. 

k\m p[Ti-(vkÃp up)yi[g c)#i 

1 l[fT-alien lKiNn[ fieln) Dib) trfY) lKvi aYvi gi[qvvi miT[ 

 

2 s[ºTr-alien lKiNn[ fieln) vµc[Y) lKvi aYvi gi[qvvi miT[ 

 

3 rieT-alien lKiNn[ fieln) jmN) trfY) lKvi aYvi gi[qvvi miT[ 

 

4 jAT)fiy lKiNmi> fieln) Dib) an[ jmN) trfY) srK) j³yi 

aip)n[ gi[qvvi miT[ 
 

 

 

Formatting Text  
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rieTr p\i[g\immi> n)c[ni p#ini[ upyi[g kr)n[ alieºm[ºT (vkÃpni[ upyi[g S)K)S&. 

 

rieTr p\i[g\im Ki[lvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs 

(vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr (vkÃp upr 

kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr p\i[g\im tmiri 

ki[À¼y&Tr Ak\)n upr K*l) gyi[ C[. 

 

ATi>D<D T&lbirni ai[pn (vkÃpni[ upyi[g kr)n[ upr 

s>g\h kr[l) fiel Ki[li[. tm[ upr btiv[l lKiN 

rieTr p\i[g\immi> ji[e Ski[ Ci[. 

 

si] p\Ym ph[l) l)T)“Date: 05/06/2013”s)l[kT 

kr)n[ fi[m[<T T&lbirni> rieT-alien bTn upr kl)k 

kri[.  

1 

Formatting Text  

Date: 05/06/2013 

 

Sub: Application For in Second Half 

 

Respected Sir, 

 

Myself “Pritesh P. Panchal.” Studying in 9
th
 Std. My Roll No. is 20. As I have to issue Aadhar 

Card. In this regard I will be leaving early after 2
nd

 Break on dated 10/06/2013. 

 

Thanking you, 

 

Your Obedient, 

Pritesh P. Panchal 

 

ai udihrN krvi miT[ “Alignment/Permission Letter.odt”ni[ upyi[g krvi[ 
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pC) b)J l)T)“Sub: Application For in 

Second Half”s)l[kT kri[ an[ fi[m[<T T&lbirni> 

s[>Tr-alien bTn upr kl)k kri[. 

 

pC) C[Ãl[ b[ lien “Your Obedient”an[ 

“Pritesh P. Panchal”s)l[kT kri[ an[ fi[m[<T 

T&lbirni> rieT-alien bTn upr kl)k kri[. 

 

hv[ p#ini m&²y lKiNn[ s)l[kT kri[ an[ fi[m[<T 

T&lbirni> jAT)fiyD bTn upr kl)k kri[. alieºm[ºT 

kyi< pC) p#i n)c[ p\miN[ YS[. 

 

 

 

 

 

 

 

 

 

 

Date: 05/06/2013 

 

Sub: Application For in Second Half 

 

Respected Sir, 

 

Myself “Pritesh P. Panchal.” Studying in 9
th

 Std. My Roll No. is 20. As I have to issue 

Aadhar Card. In this regard I will be leaving early after 2
nd

 Break on dated 10/06/2013. 

 

Thanking you, 

 

Your Obedient, 

Pritesh P. Panchal 

 

s&(vcir 

 

mh[nt krviY) j sfLti mL[ C[ (vciri[Y) nh). 

-b[ºjim)n f\[>k(ln 
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p[j a[ºD p[r[g\if lie(n>g 

rieTr p\i[g\immi> pini>n[ an[ fkrin[ SNgirvi an[ aikP<k bnivvi miT[ p[j 

lien)>g an[ p[r[g\if lien)>gni[ upyi[g Yiy C[. p[j lien)>g an[ 

pr[g\if lien)>g (vkÃpni[ upyi[g krvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym fi[m[<T (Format) m[n& pr kl)k kri[

2. pC) p[r[g\if (Page...) (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ p[j ATiel (Page Style) (vºDi[ K*lS[

4. t[mi> bi[D<s (vkÃp ji[e SkiS[

Formatting Text  

1 

2 

3 

4 

lien a[r[>jm[ºT (vBigni[ upyi[g pini>n[ k[vi 

p\kirn) lien riKv) C[ t[ btiDvi miT[ Yiy 

C[. t[mi> m&²y_v[ cir (vkÃpi[ aip[li C[. 

1. cir[ bij* lien (All border) 
2. Dib)-jmN) lien 

3. Upr-n)c[ lien 

4. fkt Dib) bij& lien 

Ap[s)>g T& k>T[ºT (vBigni[ upyi[g lKiN an[ l)T) 

vµc[ cir[ bij&Y) k[Tl) j³yi Ci[Dv) C[ t[ dSi<vvi 

miT[ Yiy C[. 

l)T)n) jiDie bdlvi miT[ ai (vkÃpni[ 

upyi[g Yiy C[. ah)Y) l)T)ni[ klr pN 

bdl) Skiy C[. 

p[j lien)>gn) p¹F(t 
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1. si] p\Ym fi[m[<T (Format) m[n& pr kl)k kri[

2. pC) p[r[g\if (Paragraph...) (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ p[r[g\if (Paragraph) (vºDi[ K*lS[

4. t[mi> bi[D<s (vkÃp ji[e SkiS[

Formatting Text  

1 

2 

lien a[r[>jm[ºT (vBigni[ upyi[g pini>n[ k[vi 

p\kirn) lien riKv) C[ t[ btiDvi miT[ Yiy 

C[. t[mi> m&²y_v[ cir (vkÃpi[ aip[li C[. 

1. cir[ bij* lien (All border) 
2. Dib)-jmN) lien 

3. Upr-n)c[ lien 

4. fkt Dib) bij& lien 

l)T)n) jiDie bdlvi miT[ ai (vkÃpni[ 

upyi[g Yiy C[. ah)Y) l)T)ni[ klr pN 

bdl) Skiy C[. 

Ap[s)>g T& k>T[ºT (vBigni[ upyi[g lKiN an[ l)T) 

vµc[ cir[ bij&Y) k[Tl) j³yi Ci[Dv) C[ t[ dSi<vvi 

miT[ Yiy C[. 

3 

4 

p[r[g\if lien)>gn) r)t 
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h[Dr a[ºD f&Tr 
 

 

 

h[Dr an[ f&Tr a[ c)#i aYvi lKiNY) dSi<vit) mih)t) C[ j[ m&²y_v[ dr[k pini>n) upr aYvi n)c[ m&k) Skiy 

C[. h[Drni[ upyi[g mi(ht)n[ pini>n) upr m&kvi Yiy C[ an[ f&Trni[ upyi[g mi(ht)n[ pinin) n)c[ m&kvi Yiy C[. 

h[Dr an[ f&Trni[ upyi[g kr)n[ pinnbr>, tir)K, smy j[v) mi(ht) sh[lieY) m&k) Skiy C[. 

rieTr p\i[g\immi> h[Dr m&kvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

rieTr p\i[g\immi> f&Tr m&kvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

1. si] p\Ym eºs<T (Insert) m[n& pr kl)k kri[

2. pC) h[Dr (Header) (vkÃp pr kl)k kri[.

3. rieTr p\i[g\immi> lKiNn) upr a[k Kil) j³yi YS[ j[mi> aipN[ 

mi(ht) Tiep kr) Sk)a[ C)a[

1. si] p\Ym eºs<T (Insert) m[n& pr kl)k kri[

2. pC) f&Tr (Footer) (vkÃp pr kl)k kri[.

3. rieTr p\i[g\immi> lKiNn) upr a[k Kil) j³yi YS[ j[mi> aipN[ 

mi(ht) Tiep kr) Sk)a[ C)a[

Formatting Text  

1 

2 

3 

1 

2 

3 
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h[Dr an[ f&Tr (vBigmi> (v(vF p\kirn) mi(ht) j[mk[ tir)K, smy, pini> n>br m&kvi miT[ rieTr p\i[g\imni> (fÃD 

(vkÃpni[ upyi[g Yiy C[. (fÃD (vkÃpni[ upyi[g krvi miT[ eºs<T m[n&mi> (fÃDs (vkÃp ps>d kri[. 

 

 

 

 

 

 

 

 

rieTr p\i[g\immi> n)c[n) mi(ht)n[ h[Dr an[ f&Trni> upyi[gY) gi[qvi[. 

 

 

rieTr p\i[g\im Ki[lvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K*l) gyi[ C[. 

 hv[ si]p\Ym fielmi> h[Drmi> m&kvi miT[. eºs<T 

m[n&mi> h[Dr (vkÃpmi> je D)fi[ÃT (vkÃp ps>d kri[. 

 

hv[ h[Drmi> fielni[ (vPy Tiep krvi miT[ eºs<T 

m[n&mi> (fÃD (vkÃpmi> s¾j[kT (vkÃp ps>d kri[.hv[ 

s¾j[kTmi>“Computer” S¾d Tiep kr) s[>Tr 

ailien bTn pr kl)k kri[. j[Y) (vPy pinini> 

vµc[ aivS[. hv[ a[ºTr-k) dbivi[. 

3 

 (vPy, mYiL&, pini> k\mik vg[r[. 

 

Formatting Text  
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hv[ h[Drmi> fieln&> mYiL& Tiep krvi miT[ eºs<T 

m[n&mi> (fÃD (vkÃpmi> TieTl (vkÃp ps>d kri[. an[ 

TieTlmi>“Working with Writer” 

Tiep kri[. 

 hv[ si]p\Ym fielmi> f&Tr m&kvi miT[. eºs<T m[n&mi> 

f&Tr (vkÃpmi> je D)fi[ÃT (vkÃp ps>d kri[. 

 

hv[ f&Trmi> pini> k\mi>k Tiep krvi miT[ eºs<T 

m[n&mi> (fÃD (vkÃpmi> p[j n>br (vkÃp ps>d kri[ pC) 

“Of” S¾d Tiep kri[ an[eºs<T m[n&mi> (fÃD 

(vkÃpmi> p[j kiuºT (vkÃp kl)k kri[ an[ rieT 

alien (vkÃpni[ upyi[g kr) pini n>br n[ jmN) 

bij& Ks[Di[. 

 hv[ pini>mi> miusY) kl)k kri[ an[ k)-bi[D< prY) 

k>T^i[l+a[ºTr k) dbivi[. tm[ ji[e Ski[ Ci[ k[  

Di[ky&m[ºTmi> b)j& pin& um[riy& hS[ an[ srK& mYiL&, 

pin n>br pN aiv[li ji[vi mLS[. 

 hv[ h[DrmiY) Di[ky&m[ºTni[[ (vPy “Computer” 
(Dl)T kri[ an[ tm[ ji[e Ski[ Ci[ k[ b)ji pini pr 

pN (vPy d[KiS[ nh). 

 

(Sxkm)#ii[, aij fielni[ upyi[g kr) n[ (vwiY)<ai[n[ h[Drmi> tir)K livti S)KviDi[. 
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ki[lm 
 

rieTr p\i[[g\immi> lKiNn[ SNgirvi an[ aik\P<k bnivvi miT[ rieTr p\i[g\imni> lKiNn[ b[ 

aYvi b[ Y) vFir[ uB) l)T)mi> (vBiJt krvi miT[ ki[lm (vkÃpni[ upyi[g Yiy C[. rieTr 

p\i[g\immi> ki[lmni[ upyi[g krvi miT[n) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym fi[m[<T (Format) m[n& pr kl)k kri[

2. pC) p[r[g\if (Columns...) (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ ki[lm (Column) (vºDi[ K*lS[

Formatting Text  Formatting Text  

1 

2 

ki[lm livvin) r)t 

Di[ky&m[ºTmi> k[Tl) uB) l)T) krv) C[ t[ 

dSi<vvi miT[ ki[lms (Columns) (vkÃpni[ 

up)yi[g Yiy C[ j[mi> aipN[ ji[et) ki[lm 

dSi<v) Sk)a[ C)a[. 

Di[ky&m[ºTmi> ki[lm vµc[ k[Tl) j³yi 

Ci[Dv) C[, ki[lmn) phi[Lie k[Tl) riKv) 

C[ j[vi (vkÃpi[n[ ai (vBigmi> dSi<v) 

Skiy C[. 

Di[ky&m[ºTmi> ki[lm vµc[ lien m&kvi 

miT[ni (vkÃpi[ dSi<v[ C[. 
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rieTr p\i[g\immi> n)c[ btiÄyi p\miN[n& lKiN Tiep kr)n[ ki[lm (vkÃpni[ upyi[g S)K)S&. 

 

 

 

 

 

 

rieTr p\i[g\im Ki[lvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K*l) gyi[ C[. 

```̀` hv[ fi[m[<T m[n&mi> ki[lm (vkÃp s)l[kT kri[ 

 

hv[ tm[ ji[e Ski[ Ci[ k[ aipN& lKiN b[ Bigmi> 

vh[[ciy[l& C[ t[Y) ki[lms (vºDi[mi> 2 ki[lmviLi[ 

(vkÃp ps>d kri[ 

 

hv[ tm[ ji[e Ski[ Ci[ k[ aipNi lKiNmi> vµc[ a[k 

uB) l)T) pN C[ ti[ ki[lm (vºDi[mi> s[pr[T lien 

(vBigmi> lien (vkÃp pr kl)k kr) n[ lienn) 

jiDie nÊ) kri[. 

 

an[ ai[k[ bTn pr kl)k kri[. hv[ tm[ ji[e Ski[ Ci[ 

k[ rieTr Di[ky&m[ºTmi> vµc[ a[k uB) l)T) aiv) 

ge hS[. hv[ miusni up)yi[gY) krsr n[ 

Di[ky&m[ºTn) jmN) trf m&kvini[ p\yRn kri[,krsr 

Formatting Text  

Top To Bottom 

 

1. All the physical parts of 

computer. 

2. A device which gives soft 

copy. 

3. A kind of  Impact Printer 

Left To Right 

 

1. Set of Programs 

2. An Set of Instructions. 

3. A permanent Storage Device 

4. An Operating System. 
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m&kiS[ nh). 

 hv[ si]p\Ym Dib) bij&n& lKiN Tiep kri[. 

Top To Bottom 

 

1. All the physical parts of 

computer. 

2. A device which gives soft copy. 

3. A kind of  Impact Printer 

 

 

hv[ jmN) trf jvi miT[ Dib) bij&ni lKiNn) 

a>tmi> krsr m&k) eºs<T m[n&mi> m[ºy&al b\[k (vkÃp 

ps>d kri[. 

 

hv[ eºsT< b\[k (vºDi[mi> ki[lm b\[k (vkÃp s)l[kT 

kr) ai[k[ bTn pr kl)k kri[. 

 hv[ miusY) krsrn[ jmN) bij& m&ki[ an[ jmN) 

bij& ni[ fkri[ Tiep kri[. 

Left To Right 

 

1. Set of Programs 

2. An Set of Instructions. 

3. A permanent Storage Device 

4. An Operating System. 

 

 

 

 

  

Formatting Text  
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lien n>b(r>g 

 

 

 

lien n>b(r>g (vkÃpni[ upyi[g m&²y_v[ srkir) aYvi kin&n) kigjp#ii[ j[mi> lien n>brn) j$r)yit hi[y Ryi 

Yiy C[. srkir) an[ kin&n) kigjp#ii[n[ simiºy r)t[ t[mni lien n>br prY) ai[LKvi aYvi uµcirvimi> aiv[ 

C[. lien n>b(r>g (vkÃp S$ krvin) p¹F(t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

1. si] p\Ym T&ls (Tools) m[n& pr kl)k kri[

2. pC) lien n>b(r>g (Line Numbering ...) (vkÃp pr kl)k 

kri[.

3. n)c[ p\miN[ni[ lien n>b(r>g (Line Numbering) (vºDi[ 

K&lS[

1 

2 

3 

lien n>b(r>g (vkÃp 

S$ krvi miT[ 

lien n>b(r>gmi> n>brn) ATiel k[v) riKv) C[ t[ 

miT[ j[m k[ 

1,2,3,... 

a,b,c,... 

lien n>br jmN) k[ 

Dib) trf riKvi C[ t[ 

dSi<vvi miT[ 

lien n>br an[ lKiNn) 

vµc[ j³yi Ci[Dvin& mip 

nÊ) krvi miT[ 

lien n>b(r>gmi> b[ n>br vµc[ k[Tl) s>²yini[ frk 

riKvi[ C[ t[ nÊ) krvi miT[ j[m k[, 

1,2,3,... 

1,5,9,13... vg[r[ 

kiuºT (vBigmi> m&²y_v[ #iN (vkÃpi[ aiv[li C[. 

- Blank lines :Kil) Ci[D[l) l)T)n[ lien n>br 

aipvi miT[. 
- Line in text frames:f\[mmi> riK[l) l)T)n[ pN 

lien n>br aipvi miT[. 

- Restart every new page:dr[k nivi pini>Y) 

fr)Y) gNtr) krvi miT[. 

Formatting Text  

Exercise Book : 3 
Page  18 
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simiºy r)t[ rieTr p\i[g\immi> pini>ni d[Kivn[ ATiel kh[ C[. rieTr p\i[g\immi> lKiNn[ aik\P<k an[ vi>cvimi> 

sh[li bnivvi miT[ni (v(vF (vkÃpi[ni[ upyi[g aipN[ piCli piqmi> BN) gyi j[mi> axri[ mi[Ti krvi, jiDi 

krvi, Gi>Ti krvi, axri[ni[ r>g bdlvi[, b[g\iuºD klr bdlvi[, lKiN n)c[ l)T) krv), lien ¾l)>k)>g, pini>n[ 

an[ fkrin[ cir[bij& l)T) krv), b&l[Ts an[ n>br)>g, h[Dr an[ f&Tr, eºD[ºT an[ Ap[(s>g, D^i[p-k[s, alienm[ºT 

vg[r[. j[vi (vkÃpi[ni[ upyi[g S)²yi. 

rieTr p\i[g\immi> aij p\kirni> (v(vF SNgirai[n) p¹F(t ph[liY) j mL) aiv[ C[ j[ni upyi[gY) aipN[ rieTr 

p\i[g\imni> lKiNn[ zDpY) an[ vFir[ sir) r)t[ SNgir) Sk)a[ C)a[. ATielni[ upyi[g krviY) rieTr p\i[g\immi> 

lK[l) fiel vi>cv) sh[l) bnS[,t[ni[ d[Kiv siri[ YviY) t[ d[Kivmi> pN sir) ligS[ an[ lKiNmi> Äyv(AYt 

j³yiai[ pN C*TS[. 

 

rieTr p\i[g\immi> ATiel a[ºD fi[m[<T)>g (vkÃpn[ S$ krvi miT[ n) b[ r)ti[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym fi[m[<T (Format) m[n& pr kl)k kri[

2. pC) ATielz a[ºD fi[m[<T)>g (Styles and Formatting)
(vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ ATielz a[ºD fi[m[<T)>g (Styles and 
Formatting) (vºDi[ K*lS[

5 
ATiel 

Introduction to Style 

ph[l) r)t 

1 

2 

3 
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ai[pn ai[(fs rieTr p\i[g\immi> pi>c p\kirn) ATiel C[. 

1. p[r[g\if  ATiel(style) j[n[ fkri miT[ upyi[gmi> l[vimi> l[viy C[. 

2. k[r[kTr  ATiel (style) j[n[ fkri aYvi pinimi> lK[li axri[ miT[ upyi[gmi> l[viy C[. 

3. p[j  ATiel (style) j[ pinin[ SNgirvi miT[ upyi[gmi> l[viy C[. 

4. f\[m ATiel(style) j[ f\[m aYvi (c#ii[n[ miT[  upyi[gmi> l[viy C[. 

5. l)AT ATiel (style) j[n[ lien n>br vg[r[ miT[ upyi[gmi> l[viy C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym fi[m[<T)>g (Formatting) T&lbirmi> ATielz a[ºD 

fi[m[<T)>g (Styles and Formatting) bTn pr kl)k kri[

2. upr p\miN[ni[ ATielz a[ºD fi[m[<T)>g (Styles and 
Formatting) (vºDi[ K*lS[

b)J r)t 

ni[>G : k)-bi[D< prY) a[f11(F11) kr)n[ ATielz a[ºD fi[m[<T)>g (Styles and Formatting) (vºDi[ K*lS[. 

 

p[r[g\if ATiel 
k[r[kTr ATiel 

f\[m ATiel 

p[j ATiel 

l)AT ATiel 

Introduction to Style  
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hv[ aipN[ rieTr p\i[g\immi> pi[tin) p[r[g\if ATiel bnivti S)K)S&. pi[tin) ATiel bnivvi miT[ si]p\Ym n)c[ni[ 

p#i rieTr p\i[g\immi> Tiep kr) an[ s[v kri[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Introduction to Style  

Date: 21/03/2013 
 
To,  
The Principal, 
Shree Z.J.Patel High School, 
Kurali, Karjan, 

Vadodara, Gujarat. 
 
Sub : Application for the post of “Computer Teacher” 
 
Respected Sir/ Madam, 
 
I read your advertisement in the daily news paper “TIMES OF INDIA” on dated 
10/03/2013 for the above mention post. I find myself very much suitable for 
this post becase of my interest in computer teaching and previous experience. 
I have total 3 years of experience in this field. From past 1 year I am working 
with one of a leading private school in Vadodara.  
Here I am attaching the following documents for your reference. 

1. Graduaction Cerntificate 
2. B. Ed. Certificate 
3. PGDCA Certificate 

 
Thanking you, 

 
Your’s faithfully, 
Mr. Janardhan J. Jani (J3). 

 

ai udihrN krvi miT[ “Style/Application.odt”ni[ upyi[g krvi[ 

 
 

Exercise Book : 3 
Page  15 

s&(vcir 

 

j[ tm[ nY) jiNti t[ tm[ nY) jiNti t[m A(vkir kri[, t[j Xin kh[viy 

-aXit 
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rieTr p\i[g\im Ki[lvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K*l) gyi[ C[. 

 ATi>D<D T&lbirni ai[pn (vkÃpni[ upyi[g kr)n[ 

upr s>g\h kr[l) fiel Ki[li[. tm[ upr btiv[l 

lKiN rieTr p\i[g\immi> ji[e Ski[ Ci[. 

  

p[r[g\if ATiel bnivvin) r)t   

 si]p\Ym p[r[g\if ATiel bnivvi miT[ fi[m<[T T&lbir 

miY) ATiel n[ fi[m<[T)>g (vkÃp S$ kri[ 

 

hv[ ATiel a[ºD fi[m<[T)>g (vºDi[mi> uprn) bij&a[ 

aiv[li p[r[g\if ATiel bTn pr kl)k kri[. j[Y) 

n)c[ alg-alg bniv[l) ATiel ji[vi mLS[. 

 

 

hv[ nv) p[r[g\if ATiel bnivvi miT[ ATiel a[ºD 

fi[m[<T)>g (vºDi[mi> jmN) trf aiv[li ºy& ATiel 

f\i[m s)l[kSn bTn pr kl)k kri[. 

 

hv[ k\)a[T ATiel (vºDi[ni> ATiel n[m (vkÃpmi> 

“Letter” S¾d Tiep kr) ai[k[ bTn pr kl)k 

kri[. (vwiY)<m)#ii[ tm[ ji[e Ski[ Ci[ k[ tm[ aip[li 

nim viL) ATiel p[r[g\if l)AT mi> aiv) ge hS[. 

p[r[g\if ATiel 

ºy& ATiel f\i[m s)l[kSn 

Introduction to Style  
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hv[ ATiel a[ºD fi[m<[T)>g (vºDi[mi> tm[ bniv[li 

nvi ATiel “Letter” S¾d pr rieT kl)k 

kri[. 

 

hv[ t[mi> K*l[li Si[<TkT m[n&mi> mi[D)fiy 

“Modify” (vkÃp s)l[kT kri[ j[Y) Ak\)n upr 

p[r[g\if ATiel (vºDi[ K&lS[ j[ni[ upyi[g p[r[g\ifn) 

ATiel bnivvi miT[ kr) SkiS[.  

 

si]p\Ym p[r[g\ifn) Ap[s a[Dj[AT krvi miT[ p[r[g\if 

ATiel (vºDi[ni> eºD[ºT a[ºD Ap[s)>g (vkÃp pr 

kl)k kri[. hv[ t[mi> fAT lien (vkÃpmi> 0.30” 
Tiep kri[. p[r[g\if n) upr an[ n)c[ j³yi Ci[Dvi 

miT[ abiu p[r[g\if an[ b)li[ p[r[g\if (vkÃpmi> 

0.20” Tiep kri[ aYvi Ak\i[lbir ni[ upyi[g 

kr)n[ s>²yi vFir) an[ GTiD) Skiy C[. 

 

hv[ p[r[g\ifn) a>drni lKiNmi> l)T)ai[n) vµc[ 

j³yi Ci[Dvi miT[eºD[ºT a[ºD Ap[s)>g (vkÃpni> 

lien Ap[s)>g (vBigmi>1.5 lines (vkÃp 

s)l[kT kri[. 

>  

p[r[g\ifn& alieºm[ºT s[T krvi miT[ p[r[g\if ATiel 

(vºDi[ni alieºm[ºT (vkÃpn[ s)l[kT kri[ an[ t[ni 

ai[pÆns (Options) (vBigmi> jAT)fieD 

(Justified) (vkÃp s)l[kT kri[. tm[ ji[e 

Ski[ Ci[ k[ bij&mi> btiv[l p\)Äy& (vBigmi> lienni 

b>n[ bij&Y) srK) j³yi C&T[l) btiD[ C[. 

 

hv[ fi[ºT (vBigmi> je fi[ºT “Courier 10 

Pitch” fi[ºT Tiep-f[s “Bold” an[ siez 

“14pt” s)l[kT kri[  
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fi[ºT ef[kT (vBigmi> je fi[ºT klr “Blue” 
s)l[kT kri[ 

 

hv[ D^i[p-k[ps (vBigmi> je D^i[p-k[ps (vkÃp S$ 

kri[. 

ni[G : ah) (vwiY)<ai[n[ ph[li BNvimi aiv[li 

D^i[p-k[ps (vkÃpn& r)(vzn krvi[. 

 

hv[ n>br ai[f k[r[kTr (vkÃpmi> 1 Tiep kri[. 

liens (vkÃpmi> 4 Tiep kri[ an[ Ap[s T& T[ÈT 

(vkÃpmi> 0.10” Tiep kri[ an[ ai[k[ bTn upr 

kl)k kri[. 

 

hv[ tm[ bniv[l) nv) p[r[g\if ATiel j[ p[r[g\if 

upr amlmi> m&kv) C[ t[n[ s)l[kT kri[ an[ ATiel 

a[ºD fi[m[<T)>g (vBigni> p[r[g\if ATiel (vBigmi> 

aiv[li “Letter” ATiel upr Dbl-kl)k 

kri[. 

 

tm[ t]yir kr[l) ATiel t[ni upr amlmi> m&kiy[l) 

tm[ ji[e Ski[ Ci[. 

(Sxkm)#ii[, a[kvir (vwiY)<m)#ii[ siY[ mL)n[ 

p[r[g\if ATielmi> bniv[li bGi j f[rfir ÄyvA(Yt 

r)t[ amlmi> m&kiyi C[ k[ nh) t[ a[kvir ckis)li[. 

 

(vwiY)<m)#ii[ rieTr p\i[g\imni> ATiel (vkÃpn) (vS[Pti C[ k[ a[kvir t]yir kr)n[ riK[l) ATiel aipN[ B(vOymi> 

kyir[ pN b)ji ki[e lKiNmi> vipr) Sk)a[ C)a[.aim bniv[l) ATielni[ upyi[g vir>vir kr) Skiti[ hi[vin[ 

kirN[ up)yi[gkti< t[ni[ fi[m<[T)>gmi> jti[ GNi[ bFi[ smy bciv) Sk[ C[ an[ pi[tin& kim zDpY) kr) SkS[. hv[ 

aipN[ bniv[l) ATieln[ b)ji lKiNmi> upyi[g krvin& S)K)S&. pi[tin) bniv[l) ATiel ni[ up)yi[g krvi miT[ 

n)c[ni[ p#i rieTr p\i[g\immi> Tiep kr) an[ s[v kri[. 
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rieTr p\i[g\im Ki[lvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-

p\i[s[sr (vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ 

rieTr p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K*l) 

gyi[ C[. 

p[r[g\if ATiel amlmi> m&kvin) r)t  

 si]p\Ym p[r[g\if ATiel bnivvi miT[ fi[m<[T T&lbir 

miY) ATiel n[ fi[m<[T)>g (vkÃp S$ kri[ 

 

hv[ ATiel a[ºD fi[m<[T)>g (vºDi[mi> uprn) bij&a[ 

aiv[li p[r[g\if ATiel bTn pr kl)k kri[. j[Y) 

n)c[ alg-alg bniv[l) ATiel ji[vi mLS[. 

 

 

(vwiY)<m)#ii[, tm[ ji[e Ski[ Ci[ ah) ATiel a[ºD 

fi[m<[T)>g (vºDi[ni> p[r[g\if ATiel (vBigmi> aipN[ 

j[ agiu bniv[l) ATiel “Letter” aipNn[ 

ji[vi mLt) nY). 

Hello Students, 
 
Today we are learning Open Office Writer. OO is developed by Sun Micro 

Systems. Open Office Writer Program is same as MS-Office Word. Open Office 
Writer Program is Also word processor. Working with open office writer is very 
interesting 

ai udihrN krvi miT[ “Style/Sample Text.odt”ni[ upyi[g krvi[ 

 
 

p[r[g\if ATiel 

Introduction to Style  
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ti[ aipN[ bniv[l) ATiel livvi miT[ ATiel 

a[ºD fi[m<[T)>g (vºDi[ni> jmN) trf aiv[li ºy& 

ATiel f\i[m s)l[kSn bTn pr kl)k kri[ an[ 

t[mi> aiv[li li[D ATiel (Load Styles) 
(vkÃpn[ kl)k kri[ 

 

hv[ li[D ATiel (Load Styles) (vºDi[mi> 

f\i[m fiel (vkÃp upr kl)k kri[ an[ ki[À¼y&Trni> 

j[ D^iev pr aipN[ agiu bniv[l) ATielviL) 

fiel hi[y t[ Si[F) t[n[ s)l[kT kri[. 

 

hv[ tmn[ ATiel a[ºD fi[m<[T)>g (vºDi[ni> p[r[g\if 

ATiel (vBigmi> t[ ATiel d[KiS[. 

 

hv[ tm[ bniv[l) p[r[g\if ATiel j[ p[r[g\if upr 

amlmi> m&kv) C[ t[n[ s)l[kT kri[ an[ ATiel 

a[ºD fi[m[<T)>g (vBigni> p[r[g\if ATiel (vBigmi> 

aiv[li “Letter” ATiel upr Dbl-kl)k 

kri[. 

 

tm[ t]yir kr[l) ATiel t[ni upr amlmi> 

m&kiy[l) tm[ ji[e Ski[ Ci[. 

 

 

ºy& ATiel f\i[m s)l[kSn 
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T[bl a[Tl[ uB) an[ aiD) l)T)ai[n& miLK>&. rieTr p\i[g\immi> T[bl (vkÃpni[ upyi[g jT)l mi(ht)n[ ÄyvA(Yt 

r)t[ gi[qv) sh[l) bnivvi miT[ Yiy C[. T[blni[ upyi[g kr)n[ aipN[ K&b mi[T) an[ jT)l mi(ht)n[ s>(x¼tmi> 

btiv) Sk)a[ C)a[ j[Y) kr)n[ vi>ck t[ mi(ht)n[ K&b j ai[Ci smymi> vi>c) an[ smJ Sk[ C[. T[blmi> aipN[ 

n>br, axri[ an[ (c#ii[ pN m&k) Sk)a[ C)a[.rieTr p\i[gimmi> T[bl n[ SNgir) pN Skiy C[. 

u.di. tr)k[ aipN[ n)c[ni[ fkri[ lea[. 

g&jrit rijymi> Gu>n& uRpidn vP< 2011 mi> 60% ht&, vP< 2012 mi> t[ 10% v¹y& an[ vP< 2013 mi> t[ 2012 

Y) 30% GTy&. ainiY) (vpr)t p(rAY)t) ci[Kin) bibtmi> ji[vi mL) ht). ji[ aipN[ ai mi(ht)n[ T[bl Av$p[ 

n)c[ p\miN[ gi[qv) Sk)a[. 

 

 

 

 

 

 

ti[ (vwiY)<m)#ii[, upr ni[ fkri[ vicvi[ sh[li[ pD[ C[ k[ T[bl ? 

hv[ aipN[ rieTr p\i[g\immi> T[bl bnivti S)K)S&. rieTr p\i[g\immi> T[bl bnivvin) (v(vG r)ti[ n)c[ p\miN[ C[. 

 

 

vAt& vP< 

2011 2012 2013 

Gu 60% 70% 40% 

ci[Ki 40% 30% 60% 

1. si] p\Ym T[bl (Table) m[n& pr kl)k kri[

2. pC) eºs<T (Insert) (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ T[bl (Table) (vºDi[ K*lS[

3. pC) T[bl (Table...) (vkÃp pr kl)k kri[.

Formatting Text  

6 
T[bl 

Working withTable 

ph[l) r)t 

1 

2 3 

ni[>G : k)-bi[D< prY) k>T^i[l+a[f12(Ctrl+F12) kr)n[ eºs<T T[bl (Insert Table) (vºDi[ K*lS[. 
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rieTr p\i[gimmi> b)J r)tni[ upyi[g kr)n[ T[bl sh[lieY) bniv) Skiy C[. b)J r)tni[ upyi[g m&²y_v[ T[blni> 

p\kir (vS[ vF& mi(ht) n hi[y Ryir[ Yiy C[. p\iY(mk tbÊin& T[bl bnivvi miT[ b)J r)tni[ upyi[g Yiy C[. 

rieTr p\i[gimmi> T[bl siY[ kim krt) vKt[ T[bln[ lgti kimi[ j[vi k[ T[bl fi[m<[(T>g, mj< s[l, A¼l)T s[l, vg[r[ 

j[vi (vkÃpi[ aipNn[ a[k T[bl T&lbirmi> mL) aiv[ C[ j[ simiºyr)t[ krsr bniv[li T[blmi> m&kti rieTr 

p\i[g\im t[ btiD[ C[.  

 

hv[ aipN[ n)c[ aip[li ki[OTk n[ aiFir[ ai T[bl T&lbirni> (v(vF (vkÃpi[n) jiNkir) m[Lv)S&. 

 

 

1. si] p\Ym fi[m[<T T&lbirmi> aiv[li T[bl (vkÃpn[ s)l[kT kr) ji[et) 

uB) an[ aiD) l)T) ps>d kri[.

Working with Table  

4 

b)J r)t 

1 
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k\m c)#i nim upyi[g 

1 

 

T[bl T[bl bnivvi miT[ ai bTnni[ upyi[g Yiy C[. 

2 

 

lien 

ATiel 

bniv[li T[blni l)T)ai[n) jiDie nÊ) krvi miT[ t[ni[ 

upyi[g Yiy C[. 

3 

 

lien 

klr 

T[blni l)T)ai[ni[ klr bdlvi miT[ t[ni[ upyi[g Yiy C[. 

4 

 

T[bl 

bi[D<r 

bniv[li T[blmi> aiv[l s[ln) l)T)ai[ n[ kiQvi aYvi 

m&kvi miT[ t[ni[ upyi[g Yiy C[. 

5 

 

b[g\iuºD 

klr 

T[blni[ b[g\iuºD a[Tl[ piCLni[ klr bdlvi miT[ t[ni[ 

upyi[g Yiy C[. 

6 

 

mj< s[l b[ k[ t[Y) vFir[ s)l[kT kr[li s[ln[ ji[Dvi miT[ t[ni[ 

upyi[g Yiy C[. 

7  A¼l)T 

s[l 

s)l[kT kr[li s[l n[ (vBig)n[ b[ k[ t[Y) vFir[ s[lmi> f[rvi 

miT[ Yiy C[.  

8 

 

Ti[p 

alien 

T[bl s[lni lKiNn[ s[lmi> uprn) trf Ks[Dvi miT[ t[ni[ 

upyi[g Yiy C[ 

9 

 

s[ºTr 

alien 

T[bl s[lni lKiNn[ s[lmi> uprn) vµc[ Ks[Dvi miT[ t[ni[ 

upyi[g Yiy C[ 

Working with Table  
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10 

 

bi[Tm 

alien 

T[bl s[lni lKiNn[ s[lmi> n)c[n) trf Ks[Dvi miT[ t[ni[ 

upyi[g Yiy C[ 

11 

 

eºsT< 

ri[ 

bniv[l T[blmi> aiD) l)T) um[rvi miT[ t[ni[ upyi[g Yiy 

C[. 

12 

 

eºsT< 

ki[lm 

bniv[l T[blmi> uB) l)T) um[rvi miT[ t[ni[ upyi[g Yiy 

C[. 

13 

 

D)l)T 

ri[ 

bniv[l T[blmi> aiD) l)T) kiqvi miT[ t[ni[ upyi[g Yiy 

C[. 

14 

 

D)l)T 

ki[lm 

bniv[l T[blmi> uB)  l)T) kiqvi miT[ t[ni[ upyi[g Yiy 

C[. 

15 

 

ai[Ti[-

fi[m<[T 

T[bln[ SNgirvi miT[ni t]yir miLKi ai (vkÃpmi> mL) 

aiv[ C[. 

16 

 

sm Tiep kr[li ai>kDik)y mi(ht)ni[ srviLi[ m[Lvvi miT[ ai 

(vkÃpni[ upyi[g Yiy C[. 

17 

 

Si[T< lK[l) mi(ht)n[ vF& Y) ai[Ci aYvi ai[Ci Y) vF&n) 

s>²ymi> gi[qvvi miT[ ai (vkÃpni[ upyi[g Yiy C[. 

 

hv[ aipN[ udihrNn) mddY) agiu btiD[li T[blni[ upyi[g kr)n[ rieTr p\i[g\immi> T[bl bnivti S)KS&. 

 

 

 

 

ni[>G :T[bl bnivt) vKt[ j$r) C[ k[ ph[li a[ jiN) l[v& k[ mih)t) n[ T[blmi> m&kvi miT[ k[Tl) uB) l)T)ai[n) j$r pDS[ 

kirNk[ ¹yin riKvi j[v) bibt a[ C[ k[ T[bl bniÄyi pC) t[mi aiD) l)T) sh[lieY) um[r) Skiy C[ pN uB) l)T) um[rv) 

m&Æk[l C[. 
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hv[ upr aip[l) ni[>F n[ ¹yinmi> riK) aip[li udihrNn[ ji[ti a[vi[ ²yil aiv[ C[ k[ t[mi> m&²y_v[ vP< 2011, 

2012 an[ 2013 n) mi(ht)ni[ smiv[S Yy[l C[ an[ t[mi> mi(ht) Av$p[ ci[Ki an[ Gu>ni> uRpidn (vS[ vit 

kr[l) C[. t[Y) ai mi(ht)n[ aipN[ T[blmi> b[ r)t[ f[rv) Sk)a[ C)a[. ph[l) r)tmi> aipN[ 4 uB) l)T) an[ 4 

aiD) l)T) { 4 x 4} n& T[bl bniv)S&.  

 

 

rieTr p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. 

pC) ai[(fs (vkÃp upr kl)k kri[ an[ pC) 

vD<-p\i[s[sr (vkÃp upr kl)k kri[. tm[ ji[e 

Ski[ Ci[ k[ rieTr p\i[g\im tmiri ki[À¼y&Tr Ak\)n 

upr K*l) gyi[ C[. 

 

si]p\Ym ATi>D<D T&lbirmi> aiv[li T[bl bTn 

pr kl)k kr) 4 x 4 n& T[bl bnivi[. 

 

hv[ si]Y) ph[li uB) l)T) {ki[lm} ni>b[ s[ln[ 

miusY) s)l[kT kri[ an[ T[bl T&lbirni> 

mj<-s[l bTn  upr kl)k kri[. hv[ tm[ 

ji[e Ski[ Ci[ t[ b[ s[l ji[Dien[ a[k Ye gyi 

C[ hv[ t[mi “Items” S¾d Tiep kri[. 

 hv[“Items” S¾d s)l[kT kr) fi[m<[T 

T&lbirmi> aiv[li s[>ºTr alien bTn 

upr kl)k kri[. 

u.di. g&jrit rijymi> Gun& uRpidn vP< 2011 mi> 60% ht& an[ vP< 2012 mi> t[ 10% v¹y& an[ vP< 2013 

mi> t[ 2012 Y) 30% GTy& . ainiY) (vpr)t p(rAY)t) ci[Kin) bibtmi> ji[vi mL) ht). ji[ aipN[ ai 

mi(ht)n[ T[bl Av$p[ n)c[ p\miN[ gi[qv) Sk)a[. 

Working with Table  

Exercise Book : 2 
Page  107 
Exercise Book : 2 
Page  25 
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hv[ t[v) j r)t[ ph[l) aiD) l)T) miusY) 

s)l[kT kr)n[ mj<-s[l bTn  upr 

kl)k kri[.hv[ tm[ ji[e Ski[ Ci[ t[ #iN[ s[l 

ji[Dien[ a[k Ye gyi C[ hv[ t[mi “Year” 
S¾d Tiep kri[. an[ t[n) n)c[n) aiD) 

l)T)mi>2011, 2012, 2013Tiep kri[ 

an[ bGi n[ s)l[kT kr) fi[m<[T T&lbirmi> 

aiv[li s[>ºTr alien bTn upr 

kl)k 

T[blni[ d[Kiv ai p\miN[ Yy[li[ d[KiS[. 

 

 hv[ aieTmn) n)c[ Gu> (Wheat) Tiep 

kri[ an[ t[n) sim[ 60%, 70% an[ 40% 

Tkivir) vP< 2011, 2012, an[ 2013 mi> 

k\m>S: Tiep kri[. t[n) n)c[n) aiD) l)T)mi> 

ci[Ki (Rice) Tiep kri[ an[ 40%, 30% 

an[ 60% Tkivir) vP< 2011, 2012, an[ 

2013 mi> k\m>S: Tiep kri[. 

T[blni[ d[Kiv ai p\miN[ Yy[li[ d[KiS[. 

 

 

hv[ (vwiY)<m)#ii[, aipN[ aij mi(ht)n[ 3 uB) l)T) an[ 5 aiD) l)T) { 3 x 5} n& T[bl bniv) Tiep kr) 

Sk)a[ C)a[. 
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rieTr p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. 

pC) ai[(fs (vkÃp upr kl)k kri[ an[ pC) 

vD<-p\i[s[sr (vkÃp upr kl)k kri[. tm[ ji[e 

Ski[ Ci[ k[ rieTr p\i[g\im tmiri ki[À¼y&Tr Ak\)n 

upr K&l) gyi[ C[. 

 

si]p\Ym ATi>D<D T&lbirmi> aiv[li T[bl bTn 

pr kl)k kr) 3 x 5 n& T[bl bnivi[. 

 

hv[ si]Y) ph[li uB) l)T) {ki[lm} ni> b[ 

s[ln[ miusY) s)l[kT kri[ an[ T[bl 

T&lbirni> mj<-s[l bTn  upr kl)k 

kri[. hv[ tm[ ji[e Ski[ Ci[ t[ b[ s[l ji[Dien[ 

a[k Ye gyi C[ hv[ t[mi “Years” S¾d 

Tiep kri[. 

 hv[ “Years” S¾d s)l[kT kr) fi[m<[T 

T&lbirmi> aiv[li s[>ºTr alien bTn 

upr kl)k kri[. 

 

hv[ t[v) j r)t[ ph[l) aiD) l)T) miusY) 

s)l[kT kr)n[ mj<-s[l bTn  upr 

kl)k kri[.hv[ tm[ ji[e Ski[ Ci[ t[ b[[ s[l 

ji[Dien[ a[k Ye gyi C[ hv[ t[mi 

“Items” S¾d Tiep kri[. an[ t[n) n)c[n) 

aiD) l)T)mi>Wheat, Rice Tiep kri[ 

an[ bGi n[ s)l[kT kr) fi[m<[T T&lbirmi> 

aiv[li s[>ºTr alien bTn upr 

kl)k 

 hv[ “Years” n) n)c[n) #iN 
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l)T)mi>2011,2012,2013 k\mS: Tiep 

kri[ 

T[blni[ d[Kiv ai p\miN[ Yy[li[ d[KiS[. 

 

 hv[ upr p\miN[ni T[bln) mi(ht)n[ ji[ aipN[ 

ai nvi bniv[li T[blmi> Tiep kr)a[ ti[ t[ni[ 

d[Kiv n)c[ p\miN[ni[ YS[. 

T[blni[ d[Kiv ai p\miN[ Yy[li[ d[KiS[. 

 

 

 

aim aipN[ T[bln) mddY) mi(ht)n[ s>(x¼tmi> m&k) Sk)a[ C)a[. 
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eºs<T T[bl (vºDi[ 

 

 

 

m[n&birni[ upyi[g kr)n[ T[bl bnivt) vKt[ rieTr p\i[g\im aipNn[ a[k eºs<T T[bl nimni[ bi[x aip[ C[ j[mi> 

aipN[ aipNi T[bln[ lgt) mi(ht) p&r) piDvin) hi[y C[.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Working with Table  

T[bl n[ nim aipvi miT[ ai (vkÃpni[ upyi[g Yiy C[. 

simiºyr)t[ rieTr p\i[g\im t[mi>“Table1” nim aip) d[ C[. aipN[ 

aipN) j$r)yit p\miN[ t[ bdl) Sk)a[ C)a[. aip[li T[blni 

nimni[ upyi[g K&b mi[Ti lKiNmi> n[v)g[Tr (vkÃpni upyi[gY) 

t[n[ Si[Gvi miT[ Yiy C[. 

T[bl n[ k[Tl) uB) l)T) (Columns) an[ 

k[Tl) aiD) l)T) (Rows)riKv) C[ t[ dSi<vvi 

miT[ siez (vkÃpni[ upyi[g Yiy C[. t[mi> aipN[ 

ri[ an[ ki[lmn) s>²yi vFir) an[ GTiD) pN 

Sk)a[ C)a[. 

T[bln) ph[l) aiD) l)T) mYiLi tr)k[ gNvi miT[ 

h[D)>g (Heading)(vkÃpni[ upyi[g Yiy C[. GN) 

vKt aipNn[ h[D)>g (Heading)n[ b)ji pini> 

pr pN l[vi miT[ r)p)T h[D)g> (vkÃpni[ upyi[g 

Yiy C[. 

T[bln) l)T) riKvi 

an[ kiqvi miT[ ai 

(vkÃpni[ upyi[g Yiy 

C[. 

T[bln[ SNgirvi miT[ni t]yir 

miLKi aipNn[ ai[Ti[-fi[m[<T 

(vkÃpni upyi[gY) mL[ C[. 
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T[bl ai[Ti[-fi[m[<T  
 

 

 

rieTr p\i[g\immi> T[bl ai[Ti[-fi[m<[T (vkÃpni[ upyi[g T[bln[ zDpY) SNgirvi miT[ Yiy C[. rieTr p\i[g\im 

aipNn[ ai[Ti[-fi[m<[T (vkÃp d^iri ph[l[Y) t]yir kr[li T[blni miLKi aip[ C[. agiu ji[e gyi t[ p\miN[ ai[Ti[-

fi[m[<T (vkÃp a[k ti[ aipNn[ eºs<T T[bl (vºDi[miY) mL) aiv[ C[ aYvi aipN[ t[n[ T[blni T&lbirmiY) pN 

m[Lv) Sk)a[ C)a[. ai[Ti[-fi[m<[T (vºDi[ n)c[ p\miN[ hi[y C[. ai[Ti[-fi[m<[T (vkÃpni[ upyi[g kr)n[ aipN[ pi[tin& 

T[bl fi[m[<T pN bniv) Sk)a[ C)a[. 

 

 

 

 

 

 

 

 

 

 

 

 

Working with Table  

ph[liY) t]yir T[bl fi[m<[Tmi> f[rfir krvi 

miT[ni ai (vkÃpi[ aipNn[ mi[r 

(More)bTn upr kl)k krviY) mL[ C[. 

aini upyi[gY) aipNn[ fi[m<[Tmi> j[n) 

j$r n hi[y t[n[ kiq) niKvi miT[ Yiy C[. 

ph[liY) t]yir T[bl fi[m<[T n& l)AT 

j[ni upyi[gY) aipN[ T[blni[ klr, 

fi[ºT, bi[D<r vg[r[ bdl) Sk)a[ C)a[. 

ph[liY) t]yir T[bl fi[m<[Tmi> f[rfir kr) 

nv& nim aip) n[ s[v krvi miT[ r)n[m 

bTnni[ upyi[g Yiy C[. 

Exercise Book : 3 
Page  111 
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knvT< T[ÈT T& T[bl an[ T[bl T& T[ÈT  

 

 

 

 

 

rieTr p\i[g\immi> T[bl siY[ kim krvi miT[ni K&b j upyi[g) (vkÃpi[ aipN[ hJ s&F) ji[yi. t[v) j r)t[ hv[ 

aipN[ rieTr p\i[g\imni T[ÈT T& T[bl an[ T[bl T& T[ÈT (vkÃpni[ upyi[g S)K)S& j[ni upyi[gY) aipN[ sidi 

lKiNn[ T[blmi> an[ T[bln[ sidi lKiNmi> f[rv) Sk)a[ C)a[. 

ai (vkÃpi[ni[ upyi[g krvin) p¹F(t n)c[ 

p\miN[ C[. 

 

 

 

 

  

1. si] p\Ym T[bl (Table) m[n& pr kl)k kri[

2. pC) knv<T (Convert) (vkÃp pr kl)k kri[.

3. t[mi> sidi lKiNn[ T[blmi> f[rvi miT[ T[ÈT T& T[bl (Text To 
Table) (vkÃp ps>d kri[

4. T[bln[ sidi lKiNmi> f[rvi miT[ T[bl T& T[ÈT (Table to 
Text)(vkÃp ps>d kri[

Working with Table  

1 

2 

3 

4 

T[blni> (v(vF ki[lmn[ ke (v(SOT 

s>XiY) C&Íi piDvi C[ t[ nÊ)  krvi 

miT[ s[¼r[T T[ÈT a[T (Separate 

text at) (vkÃpni[ upyi[g Yiy C[. 

T[blni> (v(vF ki[lmn[ aip[l) 

(v(SOT s>XiY) j[m k[ T[b, s[m)ki[ln, 

p[r[g\ifY) C&Íi n piDvi hi[y ti[ aFr 

(Other) (vkÃpni[ upyi[g Yiy C[. 

Exercise Book : 3 
Page  20, 22 
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Working with Table  

T[blni> (v(vF ki[lmn[ ke (v(SOT 

s>XiY) C&Íi piD[li C[ t[ ps>d krvi 

miT[ s[¼r[T T[ÈT a[T (Separate 

text at) (vkÃpni[ upyi[g Yiy C[. 

T[bln) ph[l) l)T)n[ ki[lmni nim 

tr)k[ upyi[g krvi miT[. 

T[bln[ b[ T[blmi> (vBiJt nY) krv& 

t[v& dSi<vvi miT[. 

T[bln) l)T)ai[ btiDv) C[ k[ nh) t[ 

dSi<vvi miT[. 

T[bln[ SNgirvi miT[ni 

t]yir miLKi aipNn[ 

ai[Ti[-fi[m[<T (vkÃpni 

upyi[gY) mL[ C[. 

 

s&(vcir 

 

dr[k miNs Jvnmi> ai[Cimi> ai[C) pi>c m)(nT ti[ m*Ki<e By&< kiy< kr[ j C[, 

pN, j[ b&(¹Fmin Äyk(t C[ t[ ai pi>c m)(nT n[ vFvi d[ti nY) 

-aXit 
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rieTr p\i[g\imni> K*b mi[Ti lKiNviLi Di[ky&m[ºTmi> ci[Ês pini>n) jiNkir) aipNn[ AT[Tsbir d^iri Kbr pD[ C[ 

j[ni upyi[gY) aipN[ ji[eti pini> upr k)-bi[D<mi> aiv[l) (v(SOT k) j[m k[ a[ri[-k), p[j-ap k), p[j-Diun k) 

n) mddY) je Sk)a[ C)a[. pN ai k)-bi[D<ni upyi[gY) upr-n)c[, aij&bij& jvin) r)t nini lKiNmi> cil) 

Sk[ pN mi[Ti lKiNmi> t[ K&b smy l[t) p¹F(t si(bt YS[. vL) ai p¹F(tni[ upyi[g aipN[ pini> upr phi[cvi 

kr) Sk)a[ C)a[ pN t[niY) aipN[ ci[Ês T[bl, (c#i, f&Tni[T, f\[m j[vi (vkÃpi[n[ Si[F) Skti nY). ti[ ai 

p\kirn) j$r)yit miT[ aipNn[ rieTr p\i[g\imni[ a[k (v(SOT (vkÃp p&ri[ piD[ C[ j[n[ n[v)g[Tr kh[ C[. n[v)g[Trni 

upyi[gY) aipN[ zDpY) ci[Ês pini> pr, T[bl pr, (c#i pr, f\[m pr phi[c) Sk)a[ C)a[. aipN[ lKiNmi> j[ 

pN (vkÃpi[ j[vi k[ T[bl, (c#ini[ upyi[g kyi<[ hS[ t[ bFi j aipNn[ n[v)g[Tr (vºDi[mi> ji[vi mLS[. ai (vkÃpni[ 

upyi[g m&²y_v[ K&b mi[Ti lKiNviLi Di[ky&m[ºTmi> Yiy C[. 

rieTr p\i[g\mmi> n[v)g[Tr (vkÃp S$ krvi miT[n) b[ r)ti[ C[. 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym a[D)T (Edit) m[n& pr kl)k kri[

2. pC) n[v)g[Tr (Navigator) (vkÃp pr kl)k kri[.

3. n)c[ p\miN[ni[ n[v)g[Tr (Navigator) (vºDi[ K*lS[

7 
n[v)g[Tr 

Working with Navigator 

1 

2 

3 

ph[l) r)t 
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rieTr p\i[g\immi> n[v)g[Sn miT[n&> a[k kv)k-li[ºc (Quick 

Launch) T&lbir pN aiv[li[ C[ j[ m&²y_v[ n[v)g[Tr (vºDi[mi> aiv[li 

(v(vF (vkÃpi[ j[vi k[ h[D)>g, T[bl, g\if)ks vg[r[ni[ T&lbirni> Av$pmi> 

smiv[S kr[ C[. ai kv)k-li[ºc (Quick Launch) T&lbir aipNn[ 

AT[Ts-birn) nJkmi> jmN) trf mL) aiv[ C[ j[mi> a[k n[v)g[Sn 

bTnni[ smiv[S Yiy C[ j[ni upr kl)k krviY) aipNn[ nv)g[Sn 

T&lbir mL[ C[. 

 

 

 

 

1. si] p\Ym ATi>DD< T&lbirmi> aiv[li n[v)g[Tr (Navigator) 
bTn pr kl)k kri[

2. upr p\miN[ni[ n[v)g[Tr (Navigator) (vºDi[ K*lS[

Working with Navigator  

ni[>G : k)-bi[D< prY) a[f5(F5) kr)n[ n[v)g[Tr (Navigator) (vºDi[ K*lS[. 

 

b)J r)t 

1 
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hv[ aipN[ rieTr p\i[g\immi> udihrNn) mddY) n[v)g[Tr (vkÃpni[ upyi[g krti S)K)S&. 

(Sxkm)#ii[ n[v)g[Trni[ upyi[g S)Kvi miT[ si]p\Ym rieTr p\i[g\immi> a[k fiel “Navigator/ Navigator 

Example.odt” an[ n)c[ btiv[li AT[pni[ upyi[g kri[. 

 

rieTr p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-

p\i[s[sr (vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ 

rieTr p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) 

gyi[ C[. 

 hv[ mi[Ti lKiNviL) fieln[ ai[pn kri[. 

 hv[ ATi>D<D T&lbirmi> aiv[li n[v)g[Tr bTn upr 

kl)k kri[ 

 

 

tm[ ji[e Ski[ Ci[ k[ Di[ky&m[ºTmi> bniv[li f\[m, 

T[bl, (c#i ni nimi[ tmn[ n[v)g[Tr (vºDi[mi> ji[vi 

mLS[. 

 

hv[ n[v)g[Tr (vºDi[ni g\i(fks (vBigmi> aiv[li 

g\i(fks1 nimni> ai[bj[kT pr miusY) Dbl 

kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr p\i[g\im tmn[ 

t[ (c#iviLi pini upr le jS[. 
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hv[ n[v)g[Tr (vºDi[ni T[bl (vBigmi> aiv[li 

T[bl1 nimni> ai[bj[kT pr miusY) Dbl kl)k 

kri[. tm[ ji[e Ski[ Ci[ k[ rieTr p\i[g\im tmn[ t[ 

T[blviLi pi>ni upr le jS[. 

 

hv[ n[v)g[Tr (vºDi[ni f\[m (vBigmi> aiv[li f\[m1 

nimni> ai[bj[kT pr miusY) Dbl kl)k kri[. tm[ 

ji[e Ski[ Ci[ k[ rieTr p\i[g\im tmn[ t[ f\[mviLi 

pini upr le jS[. 

 

hv[ n[v)g[Tr (vºDi[mi> uprn) trf aiv[li 

T&lbirmi> gi[T& p[j n>br (vkÃpmi> 3 Tiep kr) 

k)-bi[D< prY) a[ºTr-k)Tiep kri[. 

 

aim (vwiY)<m)#ii[, n[v)g[Trni[ upyi[g kr)n[ aipN[ sh[lieY) Di[ky&m[ºTni> a[k pi>niY) b)ji pi>ni upr je 

Sk)a[ C)a[ an[ a[Tl& j nh) ji[ aipNi Di[ky&m[ºTmi> aiv[li T[bl, f\[m, (c#ii[n[ n[v)g[Trn) mddY) zDpY) 

Si[F) pN Skiy C[. 
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GN) vKt lKiNn[ srLtiY) an[ zDpY) smjivvi miT[ (c#ii[ni[ upyi[g Yti[ hi[y C[. vickn[ lKiNni[ ud[S 

srLtiY) an[ zDpY) smjvi> miT[ rieTr p\i[g\im aipNn[ (c#ii[ aYvi nkSi piDvi miT[ni> (v(vF (vkÃpi[ p&ri 

piD[ C[. (c#ii[ aYvi nkSi>n[ a>g\[Jmi> D^i[e>g pN kh) Skiy C[. ki[À¼y&Trn) BiPimi> (c#ii[ an[ nkSi>n[ g\i(fks 

(vBigY) ai[LKvimi> aiv[ C[. rieTr p\i[g\mmi> g\i(fks Ak[n kr[li fi[Ti[, di[r[li (c#ii[ aYvi nkSini> Av$p[ hi[y 

C[. rieTr p\i[g\immi> aipNn[ (c#ii[ (v(vF j³yia[Y) mL) Sk[ C[ j[m k[ D)JTl k[m[riY) l)G[li fi[Ti, p&Atki[, 

Cipi aYvi m[g[(znmiY) Ak[n kr[li fi[Ti, eºTrn[Tmi> (v(vF sieT prY) Si[F) n[ m&k[li fi[Ti.g\i(fksni[ upyi[g 

smjvi miT[ aipN[ n)c[ni u.di. ni[ upyi[g kr)a[. 

rimJ kikini> 3 Ci[kri C[ j[mni nim C[ SimJ, kinJ an[[ FnJ. SimJ kikini 2 Ci[kri, FnJ kiki ni 3 

Ci[kiri an[ kinJ kikini[ 1 Ci[kri[ C[. SimJ kikini> Ci[kri ni nim rm[S an[ s&r[S C[. FnJ kikini Ci[krini 

nim mh[S, gN[S an[ nyn[S C[ an[ kinJ kiki ni Ci[krin& nim nmn C[. (vwiY)<(m#ii[ ai mi(ht) yid riKv) 

Yi[D) g*cvN Br[l) lig[ C[ k[ nh) ? 

hv[ aij mi(ht) n[ sh[l) an[ zDpY) yid riKvi miT[ aipN[ D^i[eg a[Tl[k[ g\i(fksni[ upyi[g kr)S&. 

 

 

ti[ (vwiY)<(m#ii[, aim aipN[ g\i(fksn) mddY) aFr) an[ m&Æk[l ligt) mi(ht)n[ zDpY) an[ srLtiY) smJ 

Sk)a[ C)a[. 

 

rimJ 

kiki

SimJ 

kiki

rm[S s&r[S

kinJ 

kiki

nmn

FnJ 

kiki

mh[S gN[S nyn[S

8 
(c#ii[ siY[ kim krvin) r)t 

Working with Graphics 

Exercise Book : 2 
Page  47, 101 
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Working with Graphics  

rieTr p\i[g\immi> g\i(fks (vkÃpni[ upyi[g krvi miT[ D^i[e>g T&lbirni[ upyi[g Yiy C[. ai D^i[e>g T&lbir aipNn[ 

AT[Tsbirn) upr mL) aiv[ C[. 

 

rieTr p\i[g\immi> aipN[ D^i[e>g T&lbirn[ liv) an[ kiQ) pN Sk)a[ C)a[. rieTr p\i[g\immi> D^i[e>g T&lbirn[ livvi 

aYvi kiQvi miT[n) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym Äy& (View) m[n& pr kl)k kri[

2. pC) T&lbir (Toolbars) (vkÃp pr kl)k kri[.

3.  pC) D^i[e>g (Drawing) (vkÃp pr kl)k kri[.

1 

2 

3 

s&(vcir 

fL aivti vZx nm[ C[ 

  vPi< aivti vidL nm[ C[. 

s>p(_imi> s¶jn nm[ C[ 

  pri[pkir)ai[ni[ AvBiv j a[vi[ C[ 

-kil)dis 
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Working with Graphics  

 

(vwiY)<(m#ii[ hv[ aipN[ D^i[e>g T&lbirn) mddY) rieTr p\i[g\immi> (c#i m&kti S)K)S&. 

 

rieTr p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs 

(vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr (vkÃp upr 

kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr p\i[g\im tmiri 

ki[À¼y&Tr Ak\)n upr K*l) gyi[ C[. 

 

hv[ rieTr p\i[g\imni Di[ky&m[ºTmi> (c#i m&kvi miT[ D^i[e>g 

T&lbirmi> aiv[li f\i[m-fiel bTn upr kl)k kri[.  

aYvi eºs<T m[n&mi aiv[li (pkcr (vkÃpmiY) f\i[m-

fiel (vkÃp ps>d kri[. 

 

 hv[ K&l[li eºs<T (pcr (vºDi[mi> j[ j³yia[ (c#i ATi[r 

ky<& hi[y RyiY) s)l[kT kr) ai[k[ kri[. 
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Working with Graphics  

 

rieTr p\i[g\immi> aipN[ (c#i n m&kti (c#in) l)>k pN m&k) Sk)a[ C)a[. rieTr p\i[g\immi> (c#in) l)>k m&kvini> 

fiydi n)c[ p\miN[ C[. 

1. aipNi rieTrni> Di[ky&m[ºTmi> aipN[ (c#i um[rviY) aipNi Di[ky&m[ºTn) siez vG) jS[ pN ji[ 

aipN[ (c#in) j³yia[ fkt t[n) l)>k m&k)S& ti[ fieln) siez vFS[ nh). 

2. rieTr fielmi> ki[epN p\kirni[ f[rfir kyi< vgr aipN[ (c#imi> f[rfir kr) Sk)a[ C)a[. 

pN (c#in) l)>k riKvini[ a[k g[rfiydi[ C[ an[ t[ a[Tl[ jyir[ aipN[ rieTr Di[ky&m[ºT n[ a[k ki[À¼y&Tr prY) 

b)ji ki[À¼y&Tr pr le jea[ Ryir[ siY[ (c#in) fiel pN le jv) pDS[. 

hv[ aipN[ (c#in) l)>k m&kvin) r)t S)K)S&. 

rieTr p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs 

(vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr (vkÃp upr 

kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr p\i[g\im tmiri 

ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 

eºs<T m[n&mi aiv[li (pkcr (vkÃpmiY) f\i[m-fiel 

(vkÃp ps>d kri[. 

 

 ki[À¼y&Trmi> j[ j³yia[ (c#i m*kv&> hi[y t[ fi[ÃDrmi> 

jiai[.fiel n[ ps>d kr) ai[pn (Open) (vºDi[mi> 

l)>k (vkÃp ps>d kri[ t[niY) rieTr fielmi> (c#i n(h 

aiv[,pN t[ (c#in) l)>>k rieTr fielmi> aivS[. 
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Working with Graphics  

 

 

 

 

rieTr fielmi> (c#i um[rvi miT[ g[l[r) (vkÃpni[ pN upyi[g kr) Skiy  C[. g[l[r) (vkÃp a[ ai[pn ai[(fsni 

bFi j p\i[g\im {rieTr , Ap[S)T , p\[znT[Sn } mi> ji[vi mL[ C[. aipN[ (c#i[in[ g[l[r)miY) ps>d kr)n[ fiElmi> 

m&k) Skiy C[[. rieTr p\i[g\immi> g[l[r) (vkÃpni[ upyi[g krvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

  

1. si] p\Ym ATi>D<D T&lbirmi> aiv[li g[l[r) (Gallery) bTn pr 

kl)k kri[

2. n)c[ a[k g[l[r) (Gallery) (vºDi[ K&lS[.

3.  pC) t[miY) ji[et) Y)m (Theme) ps>d kri[.

4.  t[miY) ji[eti (c#in[ ps>d kr) miusY) fielmi> D^[g kri[ / K[ci[

1 

2 

3 

4 

g[l[r) Exercise Book : 2 
Page  105 
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Working with Graphics  

 

 

 

hiepr(l>k a[ rieTr p\i[g\immi> a[k (v(SOT p\kirn& lKiN C[ j[ a[j rieTr Di[ky&m[ºT, b)ji rieTr Di[ky&m[ºT, 

eºTrn[T prn) ki[e v[bsieT aYvi n[Tvk<mi> aiv[li ki[e b)ji ki[À¼y&Trn) fiel siY[ s>kLiy[l hi[y C[. rieTr 

p\i[g\im a[ Tiep kr[li v[bsieTni a[D^[sn) (URL) hiypr(l>k jit[ j bniv) d[ C[. jyir[ upyi[gkti< a[ 

hiepr(l>k upr miusY) kl)k kr[ C[ Ryir[ rieTr p\i[g\im t[n) siY[ ji[Diy[l) t[ fiel aYvi v[bsieTn) mi(ht) 

B[g) kr)n[ j[t[ p\kirni p\i[g\imn[ Ki[l[ C[. 

hieyr(l>k p\i[g\imni (v(vF fiydi n)c[ p\miN[ C[. 

 j[ Äyk(tai[n[ ri[j m[l mi[klvin) j$r pDt) hi[y t[vi Äyk(tai[ni em[l-a[D^[sn) hiepr(l>k bniv )n[ 

rieTr p\i[g\immi> riK) Skiy C[ j[ni pr kl)k krviY) m[l-mi[klvi miT[ni[ p\i[g\im K*lS[ an[ sh[lieY) 

m[l mi[kl) SkiS[. 

 ki[e ci[Ês (vPyn[ lgt) vFirin) mi(ht) n[ lgti (v(vF fieln[, eºTrn[T prn) v[bsieTn[ aYvi 

n[Tvk<mi> rh[l) ki[e fieln[ hiepr(l>kn) mddY) ji[D) Skiy C[. 

 hiepr(l>kni upyi[gY) vFirin) mi(ht)n[ a[k j fielmi> riKvin) j$r rh[t) nY) j[Y) kr)n[ 

Di[ky&m[ºTn) siez pr pN kib* riK) Skiy C[. 

 

rieTr p\i[g\immi> hiepr(l>k (vkÃp S$ krvin) p¹F(t n)c[ p\miN[ C[. 

 

 

 

 

1. si] p\Ym eºsT< (Insert) m[n& pr kl)k kri[

2. pC) hiepr(l>k (Hyperlink) (vkÃp pr kl)k kri[.

3.  n)c[ p\miN[ni[ hiypr(l>k (vºDi[ K*lS[.

hiepr(l>k 

1 

2 
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Working with Graphics  

1 

eºTrn[T 

2 

m[l an[ ºy&z 

 

hiepr(l>k bnivvi miT[ni cir (v(vF p\\kir C[ 

 

eºTrn[Tn) v[bsieT aYvi n[Tvk<mi> b)ji ki[À¼y&Tr upr m&k[l) fieln) (l>k 

bnivvi miT[ ai p\kirni hiypr(l>kni[ upyi[g Yiy C[.  

 

 

 

 

 

ji[ ki[e Äyk(tni e-m[l a[D^[sn) (l>k aipNi Di[ky&m[ºTmi> m&kv) hi[y ti[ ai 

(vkÃpni[ upyi[g Yiy C[.  

  

eºTrn[T hiypr(l>k #iN p\kirn) hi[y C[. 

- v[b (Web) : eºTrn[Tn) ki[e v[bsieTn) 

hiepr(l>k aipvi miT[. 

- a[fT)p) (FTP) : n[Tvk<mi> d&r ki[À¼y&Tr upr riK[l) 

fieln) (l>k bnivvi miT[. 

- T[ln[T (Telnet) : n[Tvk<mi> ki[À¼y&Trn[ kn[kT 

krvi miT[ 

j[ v[bsieT aYvi ki[À¼y&Trn[ ji[Dv&  

hi[y t[n& nim ai (vkÃpmi> m&kv& 

e-m[l a[D^[s niKvi miT[ 

e-m[lni[ (vPy 
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Working with Graphics  

3 

Di[ky&m[ºT 

4 

ºy& Di[ky&m[ºT 

 

bniv[li Di[ky&m[ºTn) (l>k bnivvi miT[ ai (vkÃpni[ upyi[g Yiy C[. 

 

 

 

nvi Di[ky&m[ºTn) (l>k bnivvi miT[ ai (vkÃpni[ upyi[g Yiy C[. 

 

 

  

j[ Di[ky&m[ºTn[ ji[Dvi 

mi>gti hi[y t[ Di[ky&m[ºTn) 

(l>k aipvi miT[ni[ (vkÃp 

nvi Di[ky&m[ºTn&> nim 

nvi Di[ky&m[ºTni[ p\kir 
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Working with Graphics  

 

 

 

 

 

 

 

 

 

 

 

rieTr p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 

hv[ si]p\Ym “Employee Email List” mYiL& 

Cipi[ an[ t[n[ s[ºTr alien kri[, t[n) siez 20 n) 

kri[ an[ klr lil kri[ 

 

hv[ a[k 2 x 2 n& T[bl bnivi[. j[mi ph[li ki[lmn>& 

mYiL&> “Sr. No”  an[ b)ji ki[lmn& mYiL&> 

“Employee Name” aipi[ 

p)ºg&n[ t[ni sih[b[ t[mn) s>AYi kl)k Di[Tki[m  (Click.com) mi> kim krti kiy<kri[ni e-m[l a[D^[sn) 

yid) t]yir krvin) k)F) C[ j[Y) kr)n[ t[mn[ e-m[l mi[klvimi> srLti pD[. kiy<kri[ni nim an[ em[l a[D^[s 

n)c[ aip[li C[. 

1. rij[S riqi[D 

2. m)t[S kni[D)yi 

3. m)til) rijp&t 

4. h[tl p&riN)k 

5. yS p&ri[h)t 

6. rij[S ri[(ht  
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hv[ ph[li ki[lmmi> 1 an[ b)ji ki[lmmi>“Rajesh 

Rathod” Tiep kri[ an[ nimn[ miusY) s)l[kT 

kri[ 

 

hv[ eºsT< m[n&mi> je hiepr(l>k ai[¼Sn S$ kri[ 

 

hv[ K*l[li hiepr(l>k (vºDi[mi> m[l a[ºD ºy&z 

(Mail & News) (vkÃp s)l[kT kri[ an[ tm[ 

ji[e Ski[ Ci[ k[ t[ni T[ÈT (vkÃpmi> ph[liY) 

“Rajesh Rathod” Tiep kr[l& d[KiS[ 

 

hv[ 

r)s)vrmi>“rajesh.rathod@click.com” 

Tiep kri[ an[ s¾j[kTmi>“…….Leave 

Application….....” Tiep kri[ an[ a[¼liy 

bTn upr kl)k kri[ an[ ai[k[ bTn pr kl)k kri[ 
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tm[ ji[e Ski[ Ci[ k[ rij[S riqi[Dn&> nim B&ri klrmi> 

aiv) gy& hS[. t[ni[ aY< a[m Yiy k[ t[ni pr 

hiepr(l>k s[T kr[l) C[ 

 

hv[ mius pi[eºTrn[ rij[S riqi[D S¾d pr le jiai[ 

a[ tmn[ hiepr(l>k  

 
hv[ k)-bi[D< prY) k>T^i[l  k) dbiv) riKi[ an[ 

mius pi[eºTrn[ hiepr(l>kviLi S¾d pr le jiai[ 

an[ miusY) kl)k kri[ 

 

tm[ ji[e Ski[ Ci[ k[ e-m[l krvi miT[ni[ p\i[g\im K*l) 

gyi[ hS[ an[ t[mi e-m[l a[D^[s an[ s¾j[kT aipN[ 

j[ hiepr(l>kmi> ai¼yi hti t[ aiv) gyi hS[. 

 hv[ aij r)t[ bik)ni kiy<kri[ni nim um[r) t[mni 

nimn[ pN hiepr(l>k aipi[ an[ fieln[ 

“Employee EmailID.odt” Tiep kri[ 
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rieTr p\i[g\immi> m[l-mj< a[ K&b j mh_vn) an[ upyi[g) lix(Nkti C[. j[ni[ upyi[g a[k j p\kirni> lKiNviL&> 

p#i, a[nvlp, prb)D)y& a[k Y) vG& li[ki[n[ mi[klvi miT[ Yiy C[. m[l-mj< a[ lix(Nkti aipNn[ a[k a[v& rieTr 

Di[ky&m[ºT p&$ piD[ C[ j[mi> lKiN a[ rieTr Di[ky&m[ºTmi> hi[y C[ an[ t[n[ lgt) mi(ht) aipNn[ b)ji D[Tisi[s< 

j[vi k[ k[Ãk, D[Tib[z j[vi p\i[g\immiY) mL[ C[. 

m[l-mj< S)Kvi miT[ D[Ti-si[s<(Data Source) jiNvi[ j$r) C[, j[miY) aipNn[ a[k Y) vGir[ li[ki[ aYvi 

vAt&ai[n) mi(ht) mL) rh[ C[. m[l-mj< (vkÃpni[ upyi[g jiNvi miT[ n)c[n) mi(ht) j$r) C[. 

D[Ti si[s<(Data Source) bnivvi[ :  m[l-mj<mi> D[Ti-si[s< bnivvi miT[ aipN[ b)ji D[Ti-si[s< 

p\i[g\imni[ upyi[g kr) Sk)a[ C)a[ j[vi k[ ai[pn-ai[(fs k[Ãk, ai[pn-ai[(fs D[Tib[z aYvi aipN[ m[l-mj< 

(vkÃpmi> j D[Ti-si[s< bniv) Sk)a[ C)a[. D[Ti-si[s< a[Tl[ a[k mi(ht)ni[ j¸Yi[ j[ simiºyr)t[ mn&Oyjit) aYvi 

ki[e vAt& miT[ hi[e Sk[ C[. u.di. tr)k[ mn&Oyjit) miT[ D[Ti-si[s< YS[ t[n& nim, srnim&, fi[n n>br, mi[biel n>br 

vg[r[. 

hv[ aipN[ n)c[ aip[li u.di. n) mddY) rieTr p\i[g\immi> m[l-mj< (vkÃpni[ upyi[g krti S)K)S&.Ak&lmi> gi>G) 

jy>t) ni> ujvN) (n(m_i[ (c#ikli ApGi< aiyi[Jt krvi ht& rijyni> (SxNm>#i) bF) Ak&lni aiciyi[<n[ mi(ht) 

aipti[ a[k p#i lKvi mi>g[ C[. hv[ ki[À¼y&Trni[ upyi[g bFi j rijk)y ai[(fsi[mi> frJyit hi[viY) m>#i) sih[bn[ 

ai p#i ki[À¼y&Trmi> lKvi[ C[. ai[pn-ai[(fs an[ ubºt& l)nx b>n[ p\i[g\immi[ (vni m&Ãy[ mLti hi[vin[ kirN[ 

rijk)y ai[(fsi[mi> t[j p\i[g\imi[ niK[li C[. ti[ (SxNm>#i) sih[bn[ rieTr p\i[g\imni[ upyi[g kr) ai p#i t]yir 

krvimi> mdd kri[.hv[ t[ai[n[ m&Æk[l) a[v) C[ k[ rijymi> GN) bG) Ak&li[ hi[vin[ kirN[ GNi bFi p#i t]yir krvini 

C[ pN p#ii[n&> miLK& srK& C[ fkt aiciyi<[ni> nim an[ Ak&lni nim-srnimi bdliS[. n)c[  p#in& miLK& t]yir 

kr[l C[. 

 

 

 

 

 

 

 

 

 

 

 

9 
m[l-mj< 

Mail-Merge 

To, 
<Teacher Name> 
<Address> 
<City> 
 
Sub: Drawing Competition on 2nd of October  
 
Dear Teacher <Teacher Name>, 
As we all know there is a “Gandhi Jayanti” on 2nd October. So, we have to arrange a 
drawing competition in each school on that day. Every school needs to submit at least 2 
paintings with the physical video clip of recording the same in to the registrar office by 
2nd of October till 6:00 PM. 
 
Kindly make arrangements for the same. 
 
Thanking you, 

By order 

ai udihrN krvi miT[ “Mail Merge/ Sample Mail-Merge letter.odt” fielni[ upyi[g krvi[ 
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Mail Merge Working with 

Text   

D[Ti si[s< bnivvin) r)t  

 si]p\Ym aipN) j$r)yit p\miN[n& k[Ãk p\i[g\immi> a[k 

D[Ti si[s< bnivi[ j[ n)c[ p\miN[ni[ hS[. 

 

 hv[ t[n[ nim aip)n[ s[v kri[. 

rieTr p\i[g\im S$ krvin) r)t  

 

hv[ a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs 

(vkÃp upr kl)k kri[ an[ pC) vD<-p\i[s[sr (vkÃp upr 

kl)k kri[. tm[ ji[e Ski[ Ci[ k[ rieTr p\i[g\im tmiri 

ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

D[Ti si[s< rJATr krvin) r)t  

 

D[Ti si[s< rJATr krvi miT[ fiel (vkÃp upr kl)k 

kri[ hv[ t[mi> (vziD< (vkÃp upr kl)k kri[ an[ t[mi> 

a[D^[s D[Ti si[s< (vkÃp ps>d kri[ 

 hv[ K*l[li> a[D^[s b&k D[Tisi[s< (vziD<mi> n[ÈT bTn upr 
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kl)k kri[ 

 

 hv[ K*l[li kn[kSn s[(T>g (vBigmi> s[(T>gz bTn pr 

kl)k kri[ 

 

 K&l[li D[Tisi[s< p\i[p<(T (vºDi[mi> D[Tib[z Tiep Ap\[DS)T 

s)l[kT kri[ 
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 yi[³y AYin prY) D[Ti si[s< fiel ps>d kri[. 

 

 hv[ (fÃD aliem[ºT (vBigmi> (fÃD asieºm[ºT bTn 

upr kl)k kri[ 
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 hv[ aipNi D[Tisi[s<ni j[ (fÃDmi> j[ p\miN[ni[ D[Ti hi[y 

t[n[ t[ p\miN[ gi[qvi[. 

 

 hv[ D[Tisi[s<n[ aipN) j$r)yit p\miN[n&> nim aipi[ 

an[ (fn)S bTn upr kl)k kri[ 
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m[el-mj< (vziD<  

 

hv[ m[el-mj< (vziD< S$ krvi miT[ si]p\Ym T&ls-m[n& 

pr kl)k kri[ an[ t[mi> m[el-mj< (vziD< (vkÃp ps>d 

kri[. 

 hv[ K*l[li m[el-mj< (vziD<mi> s)l[kT ATi<(T>g 

Di[ky&m[ºT (vBigmi> y&z kr>T Di[ky&m[ºT (vkÃp ps>d kri[ 

 

hil Ki[l[l) fielni[ upyi[g 

j m[el-mj< siY[ krvi miT[ 
nv) fielni[ upyi[g j m[el-mj< siY[ 

krvi miT[ 

bniv[li t]yir fieli[ni> aiFir[ 

m[el-mj<ni[ upyi[g krvi miT[ 
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 hv[ m[el-mj< miT[ni Di[ky&m[ºTn&> fi[m<[T ps>d krvi miT[ 

s)l[kT Di[ky&m[ºT Tiep (vBigmi> l[Tr (vkÃp ps>d kri[ 

 

 hv[ aipN[ ai Di[ky&m[ºTmi> D[Tisi[s< ph[l[Y) rJATr 

kr[l hi[viY) “This Document shall contain an 

address block”(vkÃp ps>d kri[. tm[ ji[e Ski[ Ci[ k[ 

aipN[ D[Tisi[s<mi> Cip[l) mi(ht) aipNn[ p(rNim 

Av$p[ ji[vi mL[ C[.  

 

 hv[ (k\a[T s[Ãy&T[Sn (vBigmi> nimn) aigL ji[et&> 

m[el-mj<ni upyi[gY)p#i 

t]yir krvi miT[ 

m[el-mj<ni upyi[gY)e-m[l 

ni[ p#i t]yir krvi miT[ 
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minvick S¾d um[rvi miT[ Yiy C[. j[m k[ 

g&jrit)mi>“Åi)” an[ a>g\[Jmi>“Mr.” 

 

 hv[ Di[ky&m[ºTni[ d[Kiv ji[eti[ hi[y t[vi[ ps>d kri[ pC) 

Di[ky&m[ºTn[ s[v kri[ 

 hv[ tm[ ji[e Ski[ Ci[ k[ D[Tisi[s<ni[ D[Ti Di[[ky&m[ºTmi> 

ji[vi mL[ C[. 
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Tiep kr[li Di[ky&m[ºT, Ap\[DS)T, p\[zºT[Snn) kigL upr nkl kiQvi miT[ ai[pn-ai[(fs p\i[g\imni (p\ºT (vkÃpni[ 

upyi[g Yiy C[. aim ai[pn-ai[(fsmi> (p\ºT)>gn[ lgti #iN (vkÃpi[ jiNvi j$r) C[.ai[pn-ai[(fs p\i[g\immi> 

(p\ºT p\k\)yi miT[ simiºyr)t[ #iN (vkÃpi[ni[ upyi[g Yiy C[.  

1. (p\ºT kiQvi miT[ vpriti (p\ºTr siY[ ji[Diy[li (vkÃpi[ (Printer Settings) 

2. (p\ºT kiQti ph[li (p\ºTni[ d[Kiv nÊ) krvi miT[ni (vkÃpi[ (Page Preview) 

3. (p\ºT)>g smyni (vkÃpi[ (Print Option) 

1. (p\ºT kiQvi miT[ vpriti (p\ºTr siY[ ji[Diy[li (vkÃpi[ (Printer Settings) 

simiºyr)t[ ai[pn-ai[(fsni> upyi[gkti<n[ ph[li (vkÃp siY[ ki[e s>b>G hi[ti[ nY). ai jvibdir) ki[À¼y&Trn) 

s>BiL riKnir ki[À¼y&Trni> Di[kTr a[Tl[ k[ hiD<v[r r)p[r krnir Äyk(tn& > kim hi[y C[. ai[pn-ai[(fs p\i[g\immi> 

(p\ºTr n[ lgti (vkÃpi[ livvin) r)t n)c[ p\miN[ C[.  

 

 

 

 

 

 

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) (p\ºTr s[T)>z (Printer Settings) (vkÃp 

ps>d kri[

3. n)c[ p\miN[ni[ (p\ºTr s[T-ap (vºDi[ K*lS [ 

10 
(p\ºT)>g 

Printing 

1 

2 

3 

j[ (p\ºTr upr (p\ºT kiQvin) 

hi[y t[n& nim ah)Y) s)l[kT 

krv& pD[ C[. 
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Printing  

(p\ºTr s[T-ap (vºDi[ni> ai[ps>ºs (Options) bTn pr kl)k krviY) n)c[ni[ (vºDi[ K&lS[ j[ni[ upyi[g (p\ºTr 

d^iri (p\ºT Yt) mi(ht)ni> (vkÃpi[ gi[qvvi miT[ Yiy C[. 

 

 

 

 

 

2. (p\ºT kiQti ph[li (p\ºT ni[ d[Kiv nÊ) krvi miT[ni (vkÃpi[ (Page Preview) 

ai[pn-ai[(fs p\i[g\immi> (p\ºT kiQti ph[li (p\ºT k[v) n)kLS[ t[ jiNvi miT[ (p\ºT (p\Äy& (vkÃpni[ upyi[g Yiy C[. 

ai (vkÃpni[ upyi[g kr)n[ aipN[ Di[ky&m[ºTn) (p\ºT ji[ vFir[ pini>mi> aivt) hi[y, lKiN pini>n) bhir n)kL) 

jt& hi[y, vFirin) j³yi C&T) jt) hi[y ti[ t[n[ gi[qv)n[ ÄyvAY)t kr) Skiy C[ j[Y) kr)n[ pini>ni[ bgiD Yti[ 

aTkiv) Skiy C[.  (p\ºT kiQti ph[li (p\ºTni[ d[Kiv ji[vi miT[n) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) p[j-(p\Äy& (Page Preview) (vkÃp ps>d kri[

3. n)c[ p\miN[ni[ Di[ky&m[ºTni[ p[j-(p\Äy  K*lS [ 

(p\ºTr upr (p\ºT krt) vKt[ 

Di[ky&m[ºTmiY) kyi p\kirn) mi(ht) 

(p\ºT krv) C[ t[ dSi<vvi> miT[ k>T[ºT 

(Contents) (vBigni[ upyi[g 

Yiy C[. 

(p\ºT Dib)-jmN) kiqv) C[ k[ 

aigL-piCL kiqv) C[[ t[ dSi<vvi> 

miT[ p[Jz (Pages) (vBigni[ 

upyi[g Yiy C[. 

 

f&Tni[Ts, a[ºD-ni[Ts, ni[Ts n) 

(p\ºT kiqv) C[ k[ nh) t[ dSi<vvi> 

miT[ ni[Ts (Notes) (vBigni[ 

up)yi[g Yiy C[. 

 

2 

1 
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Printing  

 

ah) d[Kiti[ Di[ky&m[ºTni[ Äy& (p\ºTr upr (p\ºT kiQviY) pN aivi[j d[KiS[. Di[ky&m[ºT jyir[ (p\Äy& mi[Dmi> hi[y Ryir[ 

t[n[ lgti bGi (vkÃpi[ aipNn[ p[j (p\Äy& T&lbirmi> mL) rh[ C[.  

 

hv[ aipN[ n)c[ p[j (p\Äy& T&lbir an[ t[mi> rh[li (v(vF (vkÃpi[ v)S[ S)K)S&. 

k\m (c#i Nim Up)yi[g 

1 

 

(p\v)ys p[j Di[ky&m[ºTmi> (p\Äy& krt) vKt[ piCLni pini> pr 

jvi miT[ t[ni[ upyi[g Yiy C[. 

2 

 

n[ÈT p[j Di[ky&m[ºTmi> (p\Äy& krt) vKt[ aigLni pini> pr 

jvi miT[ t[ni[ upyi[g Yiy C[. 

3 

 

T& Di[ky&m[ºT 

b)g)n 

Di[ky&m[ºTmi> (p\Äy& krt) vKt[ ph[li pini> pr 

jvi miT[ t[ni[ upyi[g Yiy C[. 

4 

 

T& Di[ky&m[ºT 

a[ºD 

Di[ky&m[ºTmi> (p\Äy& krt) vKt[ C[Ãli pini> pr 

jvi miT[ t[ni[ upyi[g Yiy C[. 

3 
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5 

 

p[j (p\Äy& : T& 

p[Js 

b[ p[j n& (p\Äy& a[k siY[ ji[vi miT[ t[ni[ upyi[g 

Yiy C[. 

6 

 

p[j (p\Äy& : 

mÃT)pl 

p[Js 

b[ k[ t[Y) vG& p[jn>& (p\Äy& a[k siY[ ji[vi miT[ t[ni[ 

upyi[g Yiy C[. 

7 

 

b&k (p\Äy& ci[pD) smin p[j n& (p\Äy& ji[vi miT[ t[ni[ upyi[g 

Yiy C[. 

8 

 

z&m en lKiNni> axri[n>& mip ÄyvAY)t mi[T& krvi> miT[ 

t[ni[ upyi[g Yiy C[. 

9 

 

z&m aiuT lKiNni> axri[n&> mip ÄyvAY)t nin& krvi> miT[ 

t[ni[ upyi[g Yiy C[. 

10 

 

(p\Äy& z&m lKiNni axri[n[ ci[Ês mipmi> nini aYvi 

mi[Ti krvi miT[ t[ni[ upyi[g Yiy C[. 

11 

 

f&l-Ak\)n lKiNn[ aiK) Ak\)n upr ji[vi miT[ t[ni[ upyi[g 

Yiy C[. 

12 

 

(p\ºT p[j Äy& ai (vkÃpni[ upyi[g (p\ºT (p\Äy& ji[t) vKt[ 

(p\ºTr s[T)>g krvi miT[ Yiy C[. 

13 

 

(p\ºT ai[pSn 

p[j Äy& 

ai (vkÃpni[ upyi[g (p\ºT (p\Äy& ji[t) vKt[ (p\ºT 

kiQvi miT[ Yiy C[. 

14 

 

kli[z (p\Äy& ai (vkÃpni[ upyi[g (p\ºT (p\Äy& (vºDi[ b>F krvi 

miT[ Yiy C[. 
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Printing  

 

hv[ aipN[ rieTr p\i[g\imn) mddY) (p\ºT aipti S)K)S&. si] p\Ym rieTr p\i[g\immi> n)c[ lK[li lKiNviL) fiel 

Ki[li[. 

 

 

 

 

 

 

 

& 

 

 

 

 

rieTr p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) vD<-

p\i[s[sr (vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ 

rieTr p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K*l) 

gyi[ C[. 

 hv[ uprni> bniv[li lKiNviL) fiel rieTr 

p\i[g\immi> Ki[li[ 

 

 

si] p\Ym (p\ºT aipti ph[li (p\ºTr pr (p\ºT k[v) 

aivS[ t[ ckisv& j$r) C[. t[Y) ATi>D<D T&lbirmi> 

aiv[li p[j-(p\Äy& bTn pr kl)k kri[. 

aYvi  

fiel m[n&mi> aiv[li p[j (p\Äy& bTn upr kl)k 

kri[. 

To, 
Shree Sayaji High School, 
Mandvi, 
Vadodara 
 
Sub: Drawing Competition on 2nd of October  
 
Dear Principal Mr. S.V.Shah, 
As we all know there is a “Gandhi Jayanti” on 2nd October. So, we have to 
arrange a drawing competition in each school on that day. Every school needs 
to submit at least 2 paintings with the physical video clip of recording the same 
in to the registrar office by 2nd of October till 6:00 PM. 
 
Kindly make arrangements for the same. 
 
Thanking you, 

By order 

ai udihrN krvi miT[ “Printing/Printing Letter.odt” fielni[ upyi[g krvi[ 
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hv[ tm[ Tiep kr[li p#ini[ (p\ºTr uprY) aivniri[ 

d[Kiv ji[e Ski[ Ci[. 

 

hv[ p[j-(p\Äy& T&lbirmi> aiv[li (p\ºT ai[pSn 

bTn upr kl)k kri[ j[Y) a[k (p\ºT ai[pSn 

nimni[ (vºDi[ K&lS[. j[mi> aipN) fielni[ p\iYm)k 

tbÊini[ d[Kiv aipNn[ (p\Äy&ni $pmi> ji[vi 

mLS[. 

 

[  

si] p\Ym ki[lms (vkÃpmi> aiv[l) s>²yi 2 bdl) 

n[ Ryi 1 lKi[. hv[ tm[ ji[e Ski[ Ci[ k[ btiD[li b[ 

ki[lmviLi p\iYm)k tbÊimi> f[rfir Yyi C[. a[Tl[ 

hv[ aipN) (p\ºT b[ Bigmi> vh[ciS[ nh). 

 

hv[ aipNi lKiNmi> cir[ bij&Y) j³yi Ci[Dvi 

miT[ miJ<ºs (vBigni[ upyi[g Yiy C[. ah) 

aipN[ cir[ bij&Y) 0.50” s[.m). j³yi Ci[Dvi 

miT[ t[ni l[fT, rieT, Ti[p an[ bi[Tm (vkÃpmi> 

0.50” s[.m). Tiep kr)S&.hv[ tm[ ji[e Ski[ Ci[ 

k[ (p\Äy&  (vBigmi> Di[ky&m[ºTn) cir[ trf j³yi 

C&T[l) ji[vi mL[ C[. 

 (vwiY)<(m#ii[, ah) aipN[ (p\ºT aiD) kiQv) C[ k[ 

uB) t[ pN fi[m<[T (vBigmi>> dSi<v) Sk)a[ C)a[. 

1. l[ºD-Ak[p (Landscape)a[Tl[ 

aiD& 

2. pi[rT^[T (Portrait) a[Tl[ uB& 

 hv[ ai[k[ bTn upr kl)k kri[.  

(vwiY)<(m#ii[, tm[ ji[e Ski[ Ci[ aipN[ kr[li 
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f[rfiri[n) lKiN upr ki[e j asr d[Kit) nY). 

pN t[ f[rfiri[n) asr aipNn[ (p\ºTr uprY) 

aiv[li (p\ºTmi> ji[vi mLS[.  

 

hv[ (p\ºTr upr (p\ºTni[ kmi>ºD aipvi miT[ p[j-

(p\Äy& T&lbirmi> aiv[li (p\ºT p[j Äy& bTn upr 

kl)k kri[ j[Y) (p\ºT (vºDi[ K&lS[. 

 

hv[ aipNn[ ai p#in) 3 nkl kiQvin) hi[viY) 

n>br ai[f ki[p)z (Number of Copies) 

(vkÃpmi> #iN Tiep kri[ 

 hv[ ai[k[ bTn upr kl)k krti ph[li ckis)li[ k[ 

(p\ºTr a[ ki[À¼y&Tr siY[ ji[Diy[l C[ k[ nh) an[ 

(p\ºTr ni[ v)j p\vih S$ kr[li[ C[. 

 hv[ ai[k[ bTn upr kl)k kri[. j[Y) aipN[ 

aip[l) (p\ºT)>gn) s&cni> ki[À¼y&Tr d^iri (p\ºTrn[ 

mi[kliS[. 
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ai[pn-ai[(fs k[Ãk a[ a[k Ap\[DS)T (Spreadsheet)  p\i[g\im C[ j[ d[Kivmi> an[ kiy<mi> miek\i[si[fT 

a[ks[l (MS-Excel) j[vi[ j C[.Ap\[DS)T a[Tl[ a[v) fiel j[ mi(ht)n[ uB) an[ aiD) l)T)ai[ni> T[bl 

Av$p[ s>g\h kr[ C[. t[mi> aiD) l)T) (Row) n[ 1,2,3... Y) k\m aip[l hi[y C[ an[ uB) l)T) (Column) n[ 

A,B,C… Y) k\m aip[l hi[y C[.jyi> aiD) l)T) an[ uB) l)T) B[gi Yiy t[ j³yia[ a[k ci[rs bn[ C[ j[n[ s[l 

(Cell) kh[ C[. Ap\[DS)T n[ vk<S)T pN kh[ C[. Ap\[DS)T p\i[g\immi> 1023 uB) l)T) an[ 65536 aiD) l)T) 

hi[y C[. 

 

 

 

 k[Ãk p\i[g\immi> j$r)yit p\miN[ nv) Ap\[DS)T bniv) t[mi> mi(ht)ni[ s>g\h kr) Skiy C[. 

 

 k[Ãk p\i[g\immi> aiv[li (v(vF p\kirni> f>kSn j[vi k[ D[T f>kSn, Tiep f>kSn, akiuºTs n[ lgti f>kSn, 

gi(Nt)k f>kSn, tik)<k f>kSn j[vi alg-alg f>kSnni[ smiv[S Yiy C[ j[ni mddY) K&b j sh[lieY) 

dSiv<[l s&cni an&sir gNtr) kr) Skiy C[. 

 

  k[Ãk p\i[g\immi> bniv[l Ap\[DS)Tn) (p\ºT kiQ) Skiy C[ an[ (p\ºT kiQti ph[li (p\ºT k[v) n)kLS[ t[ 

(p\ºT-(p\Äy&Y) c[k pN kr) Skiy C[. 

 

 k[Ãk p\i[g\immi> Si[T< (vkÃpi[ni[ upyi[g kr)n[ mi(ht) n[ cQti an[ utrti k\mmi> gi[qv) Skiy C[. 

 

 k>D)Ænl-fi[m[><T)>gn) mddY) D[Tin[ k>D)Æn n[ aiFir[ SNgir) Skiy C[. 

 

 k[Ãk p\i[g\imn) Ap\[DS)Tn[ p).D).a[f fielmi> f[rv) Skiy C[. 

 

 k[Ãk p\i[g\immi> ciT< (vkÃpni[ upyi[g kr)n[ mi(ht)n[ ciT<ni> Av$pmi> pN ji[e Skiy C[. 

 

 k[Ãk p\ig\immi> f>kÆnni[ upyi[g kr)n[ m&Æk[l sm)krNi[viL) gNtr) sh[lieY) kr) Skiy C[. 

 

 

 

 k[Ãk p\i[g\imni[ upyi[g kr)n[ (vwiY)<n& r)zÃT {pr)Nim} bniv) Skiy C[ an[ t[ni[ s>g\h pN kr) Skiy 

C[. r)zÃTmi> aipN[ (vwiY)<n& nim, t[n& Fi[rN, (vPyd)q mik< t[mi> a[ºTr kr) Sk)a[ C)a[. 

 

1 
k[Ãkni[ p(rcy 

 

Open Office Calc Introduction 

k[Ãkn) lix(Nktiai[ 

k[Ãkni upyi[gi[ 

Exercise Book : 3 
Page  29 
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 k[Ãk p\i[g\imni[ upyi[g kr)n[ aipN[ k>pn)mi> kim krti km<cir)ai[n) mi(ht)ni[ s>g\h kr) Sk)a[ C)a[. 

t[mi> km<cir)ai[ni> pgirn) mi(ht)ni[ pN s>g\h kr) Skiy C[. 

 k[Ãk p\i[g\imni[ upyi[g kr)n[ aipN[ k>pn)ni> Kci< an[ nfin[ dSi<vt) b[l[ºs-S)T bniv) Sk)a[ C)a[. 

 k[Ãk p\i[g\imni[ upyi[g kr)n[ aipN[ SiLid)q pr)Nimi[ pN bniv) Sk)a[ C)a[. 

 k[Ãk p\i[g\imni[ upyi[g kr)n[ aipN[ d&kini[mi> t[mni> vAt&ai[n& l)AT bniv) Sk)a[ C)a[ an[ t[mni 

v[ciNn) mi(ht) ni[ s>g\h kr) Sk)a[ C)a[.  

 k[Ãk p\i[g\imni[ upyi[g kr)n[ aipN[ d&kini[mi> t[mni> vAt&ai[n& l)AT bniv) Sk)a[ C)a[ an[ t[mni 

vpriSn) mi(ht) ni[ s>g\h kr) Sk)a[ C)a[.  

 

 

 

k[Ãk p\i[g\im S$ krvi miT[ si] p\Ym a[¼l)k[Sn pr kl)k kri[ Ryir bid ai[(fs (vkÃp pr kl)k kri[ an[ pC) 

Ap\[DS)T (vkÃp ps>d kri[. (Application -> Office ->SpreadSheet) 

 

 

 

 

Calc Intro 

k[Ãk S$ krvin) p¹F(t 

1 a[¼l)k[Sn 

2 ai[(fs 

3          Ap\[DS)T 



 

 

P a g e  | 110 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Calc Intro 

TieTlbir :p\i[g\imn&> 

nim dSi<vvin& kim kr[ 

C[. 

 

m[n&bir: p\i[g\imni (v(vF (vkÃpi[ 

ah) mL) aiv[ C[. 

T&lbir: k[Ãk p\i[g\immi> kim krvi 

miT[ni (vkÃpi[ j[ m[n&birmiY) 

Si[Fvi aGri pD[ t[ jÃd)Y) 

mLvi h[t& t[ni[ upyi[g Yiy C[ 

 

AT[Tsbir : k[Ãk p\i[g\immi> n)c[n) trf 

aiv[li[ hi[y C[. t[ aipNn[ S)T n>br, 

S¾d n>br, k&l S)T k[Tli C[ t[n) 

mi(ht) p&r) piD[ C[.  

 

Ak\i[lbir : lK[li lKiNmi> upr 

n)c[ an[ aij&bij& Ksvi miT[.  

fi[m<&li bir: k[Ãk 

p\i[g\immi> gNtr) krvi 

miT[ t[ni[ upyi[g Yiy C[ 

 

ri[ h[Dr : aiD) l)T)ni[ 

k\mi>k btiDvin& kim kr[ 

C[. 

ki[lm h[Dr : uB) 

l)T)ni[ k\mi>k btiDvin& 

kim kr[ C[. 

a[kT)v s[l n[m : j[ 

s[l ps>d kr[li[ hi[y t[n& 

nim dSi<v[ C[. ain[ n[m 

bi[ks pN kh[ C[. 

a[kT)v s[l 
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k[Ãk p\i[g\immi> nv) Ap\[DS)T b[ r)t[ bniv) Skiy C[.  

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) ºy& (New) (vkÃp ps>d kri[

3. t[mi> Ap\[DS)T (SpreadSheet) (vkÃp ps>d 

kri[

1. si] p\Ym ATi>D<D T&lbir pr aiv[li ºy& bTn pr 

kl)k kri[

2. t[mi> Ap\[DS)T (SpreadSheet) (vkÃp ps>d 

kri[

Calc Intro 

nv) Ap\[DS)T bnivvin) p¹F(t 

1 

2 

3 

ph[l) r)t 

b)J r)t 

1 

2 

Exercise Book : 3 
Page  31, 32 
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1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) ai[pn (Open) (vkÃp ps>d kri[ j[Y) 

a[k  fiel ai[pn (vºDi[ K*lS[

3. t[ fiel ai[pn (vºDi[mi> j[ j³yi a[ fiel 

s>g\h kr[l hi[y t[ j³yia[Y) fiel Si[Gi[

4. an[ fiel ai[pn (vºDi[mi> ai[pn (Open) 
bTn pr kl)k kri[.

Calc Intro 

ni[>G : k)-bi[D< prY) k>T^i[l+a[n (Ctrl+N) k) dbiv)n[ pN nv) Ap\[DS)T bniv) Skiy C[. 

bniv[l Ap\[DS)T Ki[lvin) p¹F(t 

ph[l) r)t 

1 

2 

3 

4 
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1. ATi>DD< T&lbirmi> ai[pn bTn pr kl)k kri[ 

j[Y) fiel ai[pn (vºDi[ K*lS[

2. t[ fiel ai[pn (vºDi[mi> j[ j³yi a[ fiel 

s>g\h kr[l hi[y t[ j³yia[Y) fiel Si[Gi[

3. an[ fiel ai[pn (vºDi[mi> ai[pn (Open) 
bTn pr kl)k kri[.

Calc Intro 

b)J r)t 

1 

2 

3 
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k[Ãk p\i[g\immi> Ap\[DS)Tn[ b[ p(rAY)t)mi> s>g\h krvin) j$r pD[ C[. a[k ti[ jyir[ nv) fiel bniv) hi[y Ryir[ 

ph[l) vKt s>g\h (Save) krvi miT[ an[,b)J vKt jyir[ bniv[l fiel mi> f[rfir kr)a[ Ryir[. aim k[Ãk 

p\i[g\immi> b>n[ p(rAY)t)mi> s>g\h krvi miT[ni (vkÃpi[ alg C[.k[Ãk p\i[g\immi> nv) bniv[l fieln[ s>g\h krvi 

miT[n) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) s[v a[z(Save As) (vkÃp ps>d 

kri[ j[Y) a[k fiel s[v (vºDi[ K&lS[

3. t[ fiel s[v (vºDi[mi> j[ j³yi a[ fiel s>g\h 

krv) hi[y t[ j³yi Si[Gi[

4. an[ fiel s[v (vºDi[mi> nim (vkÃpmi> yi[³y 

t[ nim aip) s[v (Save) bTn pr kl)k 

kri[.

bniv[l Ap\[DS)Tni[ s>g\h(save) krvin) p¹F(t 

nv) bniv[l fiel n[ s>g\h krvin) r)t 

Calc Intro 

1 

2 

4 

3 
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1 

 

k[Ãk p\i[g\immi> bniv[l fielmi> kr[l f[rfirni[ s>g\h krvin) r)t n)c[ p\miN[[ C[. 

 

 

 

 

k[Ãk p\i[g\immi> fiel n[ ATi>DD< 

 

 

T&lbirmi> aiv[li s[v bTn d^iri pN s>g\h kr) Skiy C[.ATi>DD< T&lbirmi> aiv[l s[v bTnn[ nv) bniv[l 

fiel aYvi bniv[l fielmi> Yy[li f[rfiri[ni[ s>g\h krvi a[m b>n[ p\kirni kimi[ miT[ upyi[gmi> l[viy C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) s[v(Save) (vkÃp ps>d kri[ j[Y) 

fielmi> kr[li nvi f[rfiri[ni[ s>g\h YS[.

1. ATi>DD< T&lbirmi> s[v bTn pr kl)k kri[ ji[ tm[ nv) bniv[l 

fielni[ s>g\h krti hSi[ ti[ k[Ãk p\i[g\im a[k fiel s[v (vºDi[ 

Ki[lS[. ah) a[ ni[G> pi#i C[ k[ k[Ãk p\i[g\im a[ jit[ j nÊ) jiN) 

l[ C[ k[ fielni[ s>g\h p\Ym vir Ye rHi[ C [ 

2. t[ fiel s[v (vºDi[mi> j[ j³yi a[ fiel s>g\h krv) hi[y t[ 

j³yi Si[Gi[

3. an[ fiel s[v (vºDi[mi> nim (vkÃpmi> yi[³y t[ nim aip) s[v 

(Save) bTn pr kl)k kri[.

bniv[l fielmi> kr[l f[rfirni[ s>g\h krvin) r)t 

T&lbir d^iri fielni[ s>g\h krvin) r)t 

Calc Intro 

1 

2 

2 

3 
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k[Ãk p\i[g\imni> AT[Ts birni[ upyi[g kr)n[ jiN) Skiy C[ k[ fielmi> ki[e nvi f[rfir Yyi C[ k[ nh). k[Ãk p\i[g\imni> 

AT[Tsbirmi>  s)l[kSn-mi[Dn) bij&mi>ji[ f&>dD) (Star) n& (cºh hi[y t[ni[ aY< C[ k[ 

fielmi> ki[e nvi f[rfir Yy[li C[. j[Y) kr)n[ upyi[gkti<a[ nvi f[rfiri[ni[ s>g\h kr) Sk[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) kli[z(Close) (vkÃp ps>d kri[ j[Y) 

hilmi> K&l[l) fiel b>G YS[. ji[ b>G krvi mi>gti 

Ap\[DS)Tn[ s[v nh) ky&< hi[y ti[ a[k m[s[j 

(Message) bi[ks  K&lS[ j[mi> #iN  (vkÃp 

hS[.

ni[>G : k)-bi[D< prY) k>T^i[l+S)fT + a[s (Ctrl+Shift+S) k) dbiv) Ap\[DS)Tn[ nv&> nim aip)n[ s>g\h kr) Skiy 

C[. an[ fielmi> kr[li f[rfirni[ s>g\h krvi miT[ k)-bi[D< prY) k>T^i[l+a[s (Ctrl+S) k) ni[ upyi[g Yiy C[. 

Calc Intro 

1 fiel 

2 

kli[z 

bniv[l Ap\[DS)T b>G (Close) krvin) p¹F(t 

s[v (save) bTn kl)k krviY) 

k[Ãk p\i[g\im kr[li f[rfiri[n[ s[v 

(Save) kr) n[ fieln[ kli[z 

krS[. 

 

D)AkiD<(Discard) bTn kl)k 

krviY) k[Ãk p\i[g\im kr[li f[rfiri[n[ 

s[v nh) kr[ an[ fieln[ kli[z 

krS[. 

 

k[ºsl(Cancel) bTn kl)k 

krviY) rieTr p\i[g\im fieln[ 

kli[z nh) kr[. 
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1. si] p\Ym fiel (File) m[n& pr kl)k kri[

2. pC) a³z)T(Exit) (vkÃp ps>d kri[ j[Y) 

rieTr p\i[g\im b>F YS[. ji[ rieTr p\i[g\im b>F krvi 

mi>gti Di[±y&m[ºTn[ s[v nh) ky&< hi[y ti[ a[k m[s[j 

(Message) bi[ks  K&lS[ j[mi> #iN  (vkÃp 

hS[.

k[Ãk p\i[g\imn[ b>F (Close)krvin) p¹F(t 

s[v (save) bTn kl)k krviY) 

kÃk[ p\i[g\im kr[li f[rfiri[n[ s[v 

(Save) kr) n[ fieln[ kli[z 

krS[. 

 

D)AkiD<(Discard) bTn kl)k 

krviY) k[Ãk p\i[g\im kr[li f[rfiri[n[ 

s[v nh) kr[ an[ fieln[ kli[z 

krS[. 

 

k[ºsl(Cancel) bTn kl)k 

krviY) rieTr p\i[g\im fieln[ 

kli[z nh) kr[. 

 

ni[>G : k)-bi[D< prY) k>T^i[l+a[f4(Ctrl+F4) k) dbiv) Di[ky&m[ºTn[ b>F (Close) kr) Skiy C[. 

Calc Intro 

1 

2 
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k[Ãk p\i[g\immi> mhRvni[ Big C[ vk<S)T. Ap\[DS)T p\i[g\immi> aipNn[ simiºyr)t[ #iN vk<S)T aiv[l) hi[y C[. 

ai #iN[ vk<S)Tni[ aipN[ alg alg upyi[g kr) Sk)a[ C)a[. Ap\[DS)Tmi> aipN[ nv) vk<S)T um[r) aYvi 

kiQ) pN Sk)a[ C)a[. vk<S)Tn&>  nim pN bdl) Skiy C[. 

 

 

 

 

a[k S)TmiY) b)J S)Tmi> jvi miT[ aipN[ mius aYvi k)-bi[D< a[m b>n[ni upyi[g kr) Sk)a[ C)a[. 

miusni> upyi[gY) j[ S)Tmi> jv& hi[y t[ S)T pr kl)k krvin& hi[y C[ aYvi Ap\[DS)T p\i[g\immi> aiv[li 

vk<S)T n[ aigL piCL Ks[Dvi miT[ aip[li T&lbirni[ upyi[g kr) Skiy C[. 

 

 

 

 

 

 

k)-bi[D<ni upyi[gY) piCl) vk<S)T pr Ksvi miT[ aipN[ k>T^i[l + p[j-ap (ctrl+PageUp)  k) ni[ 

upyi[g kr) Sk)a[ C)a[ an[ aigl) vk<S)T pr Ksvi miT[ aipN[ k>T^i[l+p[j-Diun 

(ctrl+PageDown) k) ni[ upyi[g Ye Sk[ C[. 

 

 

 

 

 

 

 

 

vk<S)T aigL-piCL 

Ks[Dvi miT[ni[ T&lbir 

vk<S)T bdlvin) p¹F(t 

s&(vcir 

 

mhin minv)n) p\Ym pr)xi t[n) nm\ti C[. 

-rAk)n 

 

 

2 
vk<S)T siY[ kim krvin) r)t 

 

Working with Worksheet 

Exercise Book : 3 
Page  34, 37 
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k[Ãk p\i[g\im aipNn[ nv) Ap\[DS)T S$ krti #iN vk<S)T ph[l[Y) j aip[ C[. pN k[Ãk p\i[g\im aipNn[ 

j$r)yit m&jb nv) S)T um[rvin) C&T pN aip[ C[. k[Ãk p\i[g\immi> aipN[ S)T #iN r)t[ um[r) Sk)a[ C)a[. 

 

 

 

 

 

 

 

1. si] p\Ym eºs<T (Insert) m[n& pr kl)k 

kri[

2. pC) S)T(Sheet...) (vkÃp ps>d kri[.

3. j[Y) a[k eºs<T S)T (vºDi[ K*lS[

Calc 

ph[l) r)t 
1 

2 

3 

nv) vk<S)T um[rvin) p¹F(t 
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1. si] p\Ym C[Ãl) S)Tn) bij&mi> miusY) rieT 

kl)k kri[

2. j[Y) a[k Si[T<kT (vºDi[ K&lS[ t[mi> eºsT< 

(vkÃp ps>d kri[

3. j[Y) a[k eºs<T S)T (vºDi[ K*lS[

b)J r)t 

miusY) a[kvir C[Ãl) S)Tn) 

bij&mi> kl)k krviY) upr p\miN[ni[ 

eºs<T S)T (vºDi[ K*lS[ 

#i)J r)t 

1 

2 

3 

Calc 
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vk<S)Tn>& nim bdlvi miT[ t[ni upr miusY) Dbl kl)k krviY) pN r)n[m S)T (vºDi[ K&lS[. 

 

1. j[ S)Tn[ D)l)T krv& hi[y t[n) upr miusY) 

rieT kl)k kri[

2. j[Y) a[k Si[T<kT m[n&> K*lS[ t[mi> D)l)T S)T 

(vkÃp ps>d kri[

1. j[ S)Tn[ nim aipv& hi[y t[n) upr miusY) 

rieT kl)k kri[

2. j[Y) a[k Si[T<kT m[n& K*lS[ t[mi> r)n[m S)T 

(vkÃp ps>d kri[

3. j[Y) a[k r)n[m S)T (vºDi[ K&lS[ j[mi> aipN[ ji[et& 

nim S)Tn[ aip) Sk)a[ C)a[

vk<S)T D)l)T krvin) p¹F(t 

1 

2 

vk<S)Tn[ nim aipvin) p¹F(t 

2 

Calc 

3 

ph[l) r)t 

3 
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Ap\[DS)T p\i[g\imni> vk<S)Tmi> kim krt) vKt[ aipNn[ mi(ht) Tiep krt) vKt[ (v(vF j$r)yiti[ni[ (vcir 

krvi[ pDti[ hi[y C[ j[mi> m&²y j$r)yiti[ n)c[ p\miN[ C[. 

 ci[Ês s[l upr jvi miT[ :ci[Ês s[l upr vk<S)Tmi> #iN p\kir[ je Skiy C[. 

o j[ s[l upr jv& hi[y Ryi miusY) kl)k kri[. pN ai p¹F(t sim[ d[Kiti s[l miT[ viprv) 

sh[l) pD[ C[. pN jyir[ s[l vk<S)Tmi> K&b j n)c[ aYvi bij&n) trf hi[y Ryir[ t[n[ Si[F) 

an[ miusY) kl)k krvin) p¹F(t m&Æk[l sib)t YS[. 

o s[l r[fr>S aYvi n[m-bi[xni[ upyi[g kri[. n[m bi[xsmi> j[ s[l upr jv& hi[t t[ni[ a[D^[s 

Tiep kr) a[ºTr-k) p\[s kri[. 

  

 

 

 

o n[v)g[Trni[ upyi[g kri[. n[v)g[Tr (vºDi[ni> uprni> Bigmi> aiv[li b[ (vkÃpi[mi> kyi ki[lm 

an[ ri[ mi> jv& C[ t[ Tiep kr)n[ a[ºTr k) dbivi[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Calc 

n[m-bi[x 

vk<S)Tmi> kim krvin) p¹F(t 

Exercise Book : 3 
Page  34, 37 
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 a[k s[lY) b)ji s[lmi> Ksvi miT[ : k[Ãk p\i[g\immi> kim krt) vKt[ vk<S)Tmi> a[k s[lY) b)ji 

s[lmi> mih)t) Tiep krt) vKt[ Ksvin) j$r pDt) hi[y C[. 

o uprni s[lmiY) n)c[ni s[l upr aivvi miT[ k)-bi[D< prY) S)fT + a[ºTr 

(Shift+Enter) k) dbivvin) hi[y C[. 

o Dibi s[l Y) jmNi s[l trf jvi miT[ k)-bi[D< prY) S)fT+T[b (Shift+Tab)k) 

dbivvin) hi[y C[. 

o lienn) S$aitmi> jvi miT[ k)-bi[D< prY) hi[m (Home) k) dbivvin) hi[y C[ 

o lienn) a>tmi> jvi miT[ k)-bi[D< prY) a[ºD (End) k) dbivvin) hi[y C[ 

o S)Tmi> a[k pin&> n)c[ Ksvi miT[ p[j-Diun (PageDown) k) dbivvin) hi[y C[ 

o S)Tmi> a[k pin&> upr Ksvi miT[ p[j-ap (PageUp) k) dbivvin) hi[y C[ 

 a[k) siY[ a[k Y) vF& s[l ps>d krvi miT[ : a[k) siY[ a[kY) vF& s[l ps>d krvi miT[n) b[ r)t C[. 

k)-bi[D<Y) s)l[kT krvi miT[ j[ s[lY) s)l[kT krv& hi[y t[ s[l upr a[ri[-k) Y) jiai[ an[ S)fT k) 

dbiv) riK) an[ j[ d)Simi> s)l[kT krv& hi[y t[ d)Simi>n) a[ri[-k) dibi[. miusY) s)l[kT krvi miT[ 

j[ s[lY) s)l[kT krv& hi[y t[ s[l upr miusY) kl)k kri[ an[ miusn) l[fT kl)k dbiv) riK) an[ 

mius n[ Ks[Di[ j[Tli s[l s)l[kT krvi hi[y t[ s)l[kT Yyi pC) miusn) l[fT kl)k Ci[D) di[. 

 j&d)j&d) j³yia[Y) a[k Y) vG& s[l s)l[kT krvi miT[ :j&d)j&d) j³yia[ Y) a[k Y) vG& s[l s)l[kT 

krvi miT[ si]p\Ym a[k) siY[ a[k k[ a[kY) vF& s[ln) ps>dg) krvin) r)tni[ upyi[g kr) s[l ps>d 

kri[ pC) k)-bi[D< prY) k>T^i[k-k) (Ctrl) dbiv) riKi[ an[ mius n[ b)J j³yi a[ le jiai[ 

jyi>Y) tmir[ b)ji s[l ps>d krvini> hi[y.  

Ap\[DS)T p\i[g\immi> GN) vKt mi(ht) Tiep kyi< pC) t[mi> vµc[ mi(ht) Tiep krvin) j$r)yit uB) Ye Sk[ C[ 

t[vi smy[ aipNn[ vk<S)Tmi> a[k nv) uB) aYvi aiD) l)T) um[rvin) j$r pD[ C[. Ap\[DS)T p\i[g\immi> aipN[ 

uB) l)T)n[ ki[lm an[ aiD) l)T)n[ ri[ tr)k[ ai[LK)S&. ti[ hv[ ri[ aYvi ki[lm um[rvi miT[n) (v(vF r)ti[ n)c[ 

p\miN[ C[. 

 

 Ap\[DS)T p\i[g\immi> ri[ aYvi ki[lm um[rvin) r)t: vk<S)Tmi> ri[ aYvi ki[lm um[rvi miT[n) b[ r)t 

C[. 

 

 

 

 

 

1.S)Tmi> j[ j³yia[ ri[ aYvi ki[lm um[rv) hi[y t[ ri[ 

aYvi ki[lmni> h[Dr upr kl)k kr) t[n[ s)l[kT kr) 

eºs<T m[n&mi> jiai[

2. j$r)yit p\miN[ ri[ aYvi ki[lm upr kl)k kri[.

Calc 

ph[l) r)t 1 

2 
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hv[ aipN[ udihrNn) mddY) vk<S)Tmi> ai p\miN[ mih)t) aYvi D[Ti siY[ kim krvin) p¹F(t S)K)S&. aipN[ 

k[Ãk p\i[g\immi> kim krvi miT[  /Working With SpreadSheets/Sample Data.ods nimn) fielni[ 

upyi[g kr)S&.  

 

 

k[Ãk p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ Ap\[DS)T 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 
hv[ ki[À¼y&Trmi> s>g\h kr)n[ riK[l) Sample 

Data.ods fiel Ki[li[. 

s[l s)l[kT krvin) r)ti[  

 
hv[ si]p\Ym miusY) D10 s[l upr kl)k kri[.  

1.S)Tmi> j[ j³yia[ ri[ um[rv) hi[y t[ ri[ h[Dr 

upr kl)k kr) t[n[ s)l[kT kri[ an[ miusn& 

rieT kl)k bTn dbivi[

2. eºs<T ri[ upr kl)k kri[.

1.S)Tmi> j[ j³yia[ ki[lm um[rv) hi[y t[ ki[lm 

h[Dr upr kl)k kr) t[n[ s)l[kT kri[ an[ 

miusn& rieT kl)k bTn dbivi[

2. eºs<T ki[lm upr kl)k kri[.

Calc 

b)J r)t 

1 

2 

1 

2 
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hv[ n[mbi[xmi> D57 Tiep kr)n[ a[ºTr k) dbivi[. 

tmi$ krsr D57 s[l upr jS[ 

 

hv[ k)-bi[D< uprY) S)fT-k) dbiv) riKi[ an[ l[fT 

a[ri[-k) dbiv) G57s&G) jiai[ j[Y) kr)n[ D57: 

G57 s[l s)l[kT YS[ 

 
 

 

hv[ fi[m[<T)>g T&lbirmi> aiv[li bi[ÃD bTn upr 

kl)k kr) n[ axri[ n[ GiTi kri[. 

 

hv[ a[D)Tm[n&mi> jen[ n[v)g[Tr (vkÃp S$ kri[. 

n[v)g[Tr (vkÃpni> uprni> Bigmi> aiv[li ri[ 

(vkÃpmi 88 an[ ki[lm (vkÃpmi>D Tiep kr) 

a[ºTr k) p\[s kri[. 

 

hv[ tm[ ji[e Ski[ Ci[ k[ tmiri[ krsr D88 s[l 

upr phi[c) gyi[ hS[. hv[ miusn) l[fT kl)k 

dbiv) t[n[ G88 s&G) Ks[Di[ j[Y) D88: G88s[l 

s)l[kT YS[. 

 

hv[ fi[m<[T T&lbirmi> aiv[li fi[ºT siez (vkÃpmi> 

jen[ siez 20 ps>d kri[.  

 

tm[ ji[e Ski[ Ci[ k[ axri[n) siez vG) ge C[. 

an[ G88 ki[lmn) mih)t) s[lmi> n smivvin[ 

kirN[ “###” mi> f[rvie ge C[.G ki[lmni 

h[Drn[ mius Y) K[c) n[ miTi[ kri[ j[Y) axri[ 

d[KiS[ 
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vk<S)T um[rvin) r)t  

 hv[ tm[ ji[e Ski[ Ci[ k[ ai Ap\[DS)Tmi> ph[liY) 

fkt a[k j vk<S)T aipvimi> aiv[l) C[. hv[ 

aipNn[ (vwiY)<ai[ni mik< niKvi miT[ nv) S)T 

um[rvin) hi[viY) “sheet1” n) bij&n) Kil) 

j³yimi> miusY) kl)k kri[ j[Y) eºs<T S)T (vºDi[ 

K&lS[. 

 

hv[ eºs<T S)T (vºDi[mi>“After Current 

sheet” (vkÃ p ps>d kri[ an[ S)Tn& nim 

“Marksheet” Tiep kr) ai[k[ bTn upr kl)k 

kri[. 

tm[ ji[e Ski[ Ci[ k[ nv) S)T um[rie ge hS[. 

 

hv[ “sheet1” upr miusY) kl)k kri[ an[ n[m-

bi[xmi>D11 Tiep kr) a[ºTr k) dbivi[ 

 hv[ miusn) mddY) ph[li 10 (vwiY)<ai[ni[ D[Ti 

s)l[kT kri[ an[ t[n[ ATi>D<D T&lbirmi> aiv[li ki[p) 

(vkÃpY) ki[p) kri[. 

 hv[ miusY) “Marksheet” vk<S)T s)l[kT kri[ 

an[ n[m bi[xmi> D11 Tiep kr) a[ºTr k) dbivi[ 

an[ ATi>D<D T&lbirmi> aiv[li p[AT (vkÃpni[ 

upyi[g kr) D[Ti p[AT kri[. 

ki[lm D)l)T an[ eºs<T krvin) r)t  

 

hv[ mik<n) a[ºT^) krt) vKt[ fi[nn) mih)t) kimn) 

n hi[viY) t[ ki[lm ni h[Dr pr miusY) kl)k kr) 

t[n[ s)l[kT kri[ an[ miusn) rieT kl)k dbvi[. 

K&l[li Si[T<kT m[n&mi> D)l)T ki[lm (vkÃp ps>d 

kr)n[ “Phone No” ki[lm D)l)T kri[.  

 D)l)T Yy[li ki[lmn) j³yia[ “Marks” ki[lm 

bnivi[. 
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ATi>D<D ki[lmni h[Dr upr miusY) rieT kl)k kri[ 

j[Y) K&l[li Si[T<kT m[n&mi> eºs<T ki[lm (vkÃpn[ 

s)l[kT kri[. j[Y) a[k nvi[ ki[lm Ryi um[riS[ j[n[ 

a[D^[s h[D)>g aipi[. 

 

btiÄyi p\miN[ni[ D[Ti a[ºTr kri[. 

 

hv[ Tiep kr[li[ bGi[ D[Ti s)l[kT kr) fi[m[<T 

T&lbirmi> aiv[li fi[ºT siez (vkÃpni[ upyi[g 

kr)n[ bFin) siez 13 kri[. 

 

hv[ fi[m<[T T&lbirni[ upyi[g kr)n[ fi[ºTni[ klr 

bdl) n[ b\iun kri[ 
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k[Ãk p\i[g\immi> D[Tin[ Tiep krvin& kim K&b j k>TiLijnk an[ Tiem l[ t[v& C[. ai kirN[ k[Ãk p\i[g\im aipNn[ 

k[Tl)k sgvDi[ p&r) piD[ C[ j[m k[ f)l-T&l, s)l[kSn l)AT, mÃT)pl S)T a[ºT^). hv[ aipN ai (v(vF T&l v)S[ 

S)K)S&. 

 

 f)l-T&lni[ upyi[g a[k j lKiNn[ vir>vir lKvi miT[ Yiy C[. f)l-T&lni> upyi[gY) 

aipN[ a[k j lKiNn[ zDpY) b)ji s[lmi> ki[p) kr) Sk)a[ C)a[. f)l-T&lni[ upyi[g 

krvi miT[n) r)t n)c[ p\miN[ C[. 

 

 

 

f)l-T&lni> cir (vkÃpi[ni> aY< n)c[ p\miN[ C[. 

 

1. Diun  (Down) : ai (vkÃpni[ upyi[g D[Tin[ n)c[n) trf p[AT krvi miT[ Yiy C[. 

2. rieT (Right) :ai (vkÃpni[ upyi[g D[Tin[ jmN) trf p[AT krvi miT[ Yiy C[. 

3. ap (Up) :ai (vkÃpni[ upyi[g D[Tin[ uprn) trf p[AT krvi miT[ Yiy C[. 

4. l[fT (Left) :ai (vkÃpni[ upyi[g D[Tin[ Dib) trf p[AT krvi miT[ Yiy C[. 

 

hv[ aipN[ udihrNn) mddY) f)l-T&lni> (vkÃpi[ v)S[ S)K)S&. 

 

k[Ãk p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. 

pC) ai[(fs (vkÃp upr kl)k kri[ an[ pC) 

Ap\[DS)T (vkÃp upr kl)k kri[. tm[ ji[e Ski[ 

Ci[ k[ Ap\[DS)T p\i[g\im tmiri ki[À¼y&Tr Ak\)n 

upr K&l) gyi[ C[. 

 
hv[ miusY) H10 s[l upr kl)k kri[ an[ 

t[mi>“Left” S¾d Tiep kri[ 

hv[ miusY) I9 s[l upr kl)k kri[ an[ 

t[mi>“Top” S¾d Tiep kri[ 

1.si]p\Ym j[ D[Tin[ ki[p) krvi[ C[ t[ s[ln[ s)l[kT kri[ 

an[ j[Tli s[lmi> p[AT krvi[ C[ t[ bFin[ pN s)l[kT 

kri[. hv[ a[D)T m[n&mi> kl)k kri[.

2. pC) t[mi> f)l (vkÃp upr kl)k kri[. t[mi> aipNn[ 

cir (vkÃpi[ Diun, ap, rieT an[ l[fT mLS[. 

3. aipN) j$r)yit m&jb j[ d)Simi> aipNn[ D[Ti p[AT 

krvi[ hi[y t[ (vkÃp ps>d kri[

3 
vk<S)T siY[ zDpY) D[Ti a[ºT^)  

Speed up Data entry with Worksheet 

f)l-T&l 

1 

2-3 
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hv[ miusY) J10 s[l upr kl)k kri[ an[ 

t[mi>“Right” S¾d Tiep kri[ 

hv[ miusY) I11 s[l upr kl)k kri[ an[ 

t[mi>“Down” S¾d Tiep kri[ 

 
 

 

hv[ miusY) cir[ s[ln[ s)l[kT kri[ an[ fi[m<[T 

T&lbirni> alieºm[ºT (vBigmi> aiv[li s[ºTr 

alien bTn upr kl)k kri[ 

 
hv[ miusY) J10 s[l upr kl)k kri[ an[ 

miusn) l[fT kl)k dib) riKi[ an[ miusn[ 

P10 s&F) Ks[D)n[ J10: P10s[l s)l[kT kri[ 

 

hv[ a[D)T m[n&ni> f)l (vkÃpmi> aiv[li rieT 

(vkÃp upr kl)k kri[. 

 

hv[ miusY) I11 s[l upr kl)k kri[ an[ 

miusn) l[fT kl)k dib) riKi[ an[ miusn[ 

I18 s&G) Ks[D)n[ I11:I18 s[l s)l[kT kri[ 

 

hv[ a[D)T m[n&ni> f)l (vkÃpmi> aiv[li Diun 

(vkÃp upr kl)k kri[. 

 
hv[ miusY) H10 s[l upr kl)k kri[ an[ 

miusn) l[fT kl)k dib) riKi[ an[ miusn[ 

A10 s&F) Ks[D)n[ H10:A10 s[l s)l[kT kri[ 
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hv[ a[D)T m[n&ni> f)l (vkÃpmi> aiv[li l[fT 

(vkÃp upr kl)k kri[. 

 

hv[ miusY) I9 s[l upr kl)k kri[ an[ 

miusn) l[fT kl)k dib) riKi[ an[ miusn[ 

I1 s&G) Ks[D)n[ I9:I1 s[l s)l[kT kri[ 

 

hv[ a[D)T m[n&ni> f)l (vkÃpmi> aiv[li ap 

(vkÃp upr kl)k kri[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

s&(vcir 

 

eÅvr a[kvir a[k j xN aip[ C[, an[ b)J xN aipti ph[li aip[l) xN le l[ C[. 

-Av[T miD<n 
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\ 

 

 

s)r)zni[ aY< k\mmi> k[ hri[Lmi> gi[qv[l& a[m Yiy C[ an[ s)r)zni (v(vF udihrNi[ pN aipN[ le Sk)a[ C)a[ 

j[m k[ 1,2,3,4..., 1,3,5,7,..., 1,2,4,8,32,..., vg[r[. m&²y_v[ s)r)z (vkÃpni[ upyi[g ai>kDi, tir)K j[v) 

mi(ht) siY[ kim krt) vKt[ Yiy C[.s)r)z (vkÃpni[ upyi[g krvi miT[n) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.si] p\Ym j[ D[Tin[ ki[p) krvi[ C[ t[ s[ln[ s)l[kT kri[ 

an[ j[Tli s[lmi> p[AT krvi[ C[ t[ bFin[ pN s)l[kT 

kri[. hv[ a[D)T m[n&mi> kl)k kri[.

2. pC) t[mi> f)l (vkÃp upr kl)k kri[.

3. t[mi> s)r)z (vkÃp upr kl)k kri[

4. j[Y) n)c[ p\miN[ni[ f)l-s)r)z (vºDi[ K&lS[

Calc 

f)l-s)r)z 

1 

2 

3 

4 

D[Tin[ ke d)Simi> f)l krvi[ C[ t[ dSi<vvi> 

miT[ Diyr[kÆn (vkÃpni[ upyi[g Yiy C[. 

tir)Kni> (v(vF Bigi[ j[vi k[ d)vs, mh)ni[, vP<, 

aqviD)y&mi> f)l s)r)z (vkÃpni[ upyi[g krvi miT[ 

Tiem y&n)T (vkÃpni[ upyi[g Yiy C[. 

ai (vkÃpni[ upyi[g krvi miT[ s[lmi> niK[li[ D[Ti 

tir)KviLi[ an[ s)r)z Tiepmi> pN D[T (vkÃp ps>d 

kr[li[ hi[vi[ ji[ea[ 

Exercise Book : 3 
Page  38 
 



 

 

P a g e  | 132 

 

 

 

 

(v(vG s)r)z Tiepn) ai[LK n)c[ p\miN[ C[. 

 

k\m s)r)z Tiep up)yi[g 

1 l)n)yr ATi<T v[Ãy& nimni (vkÃpmi> m&k[l) s>²yin[ C[Ãli s[ln) s>²yi siY[ srviLi[ kr)n[ mL[li 

srviLi[ aigLni s[lmi> m&k) s[l-f)l krS[. srviLin) s>²yi a[ºD-v[Ãy& krti vF) 

jS[ a[Tl[ f)l-s)r)z (vkÃp pi[tin& kim ri[k) d[S[ 

2 g\i[Y ATi<T v[Ãy& nimni (vkÃpmi> m&k[l) s>²yin[ C[Ãli s[ln) s>²yi siY[ g&Nikir kr)n[ mL[li 

jvibn[ aigLni s[lmi> m&k)n[ s[l-f)l krS[. jvibn) s>²yi a[ºD-v[Ãy& krti vF) jS[ 

a[Tl[ f)l-s)r)z (vkÃp pi[tin& kim ri[k) d[S[ 

[mi D[T s[lmi> m&k[li[ D[Ti tir)K hi[y Ryir[ ai (vkÃpni[ upyi[g Yiy C[. 

4 ai[Ti[f)l k\mS: s>²yi f)l krS[ 

 

 

hv[ aipN[ udihrNn) mddY) f)l-s)r)z (vkÃpni[ upyi[g S)K)S&. 

 

k[Ãk p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ 

Ap\[DS)T p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) 

gyi[ C[. 

 

si]p\Ym krsrn[ miusni up)yi[gY) D1 s[lmi> 

m&ki[ an[ t[mi>“Linear” Tiep kri[. 

hv[ T[b-k)n) mddY) krsr E1 s[lmi> m&ki[ an[ 

t[mi>“Growth” Tiep kri[. pC) T[b-k)n) mddY) 

krkr F1 s[lmi> m&ki[ an[ t[mi>“Date” Tiep 

kri[.pC) T[b-k)n) mddY) krkr G1 s[lmi> m&ki[ 

an[ t[mi>“AutoFill” Tiep kri[ 

 

hv[ krsr D2 s[lmi> m&k) miusn) mddY) D2: 

D15 s)r)z s)l[kT kri[ an[ a[D)T m[n&mi> jen[ 

f)l-s)r)z (vkÃp S$ kri[. 

Calc 
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hv[ f)l-s)r)z (vºDi[mi> s)r)z Tiep “Linear” 

s)l[kT kri[. ATi<T v[Ãy&mi> 1, a[ºD v[Ãy&mi> 20 

an[ eºk\)m[ºTmi> 2 Tiep kr) ai[k[ bTn upr 

kl)k kri[. 

 

hv[ l)n)yr (vkÃp s)l[kT kr[li[ hi[viY) tm[ ji[e 

Ski[ Ci[ k[ dr[k piCli s[lmi> 2 um[rti aigli 

s[ln) s>²yi mL[ C[. ¹yin aipvi j[v) bibt C[ 

k[ aipN[ aip[l) a[ºD v[Ãy& 20 ht) a[Tl[ 

aipNi l)n)yr s)r)zn) C[Ãl) s>²yi 19 C[ j[ 

n)ym p\miN[ a[ºD v[Ãy& krti ai[C) C[. 

 hv[ krsr E2 s[lmi> m&k) miusn) mddY) 

E2:E15 s)r)z s)l[kT kri[ an[ a[D)T m[n&mi> 

jen[ f)l-s)r)z (vkÃp S$ kri[. 

 

hv[ f)l-s)r)z (vºDi[mi> s)r)z Tiep 

“Growth” s)l[kT kri[. ATi<T v[Ãy&mi> 1, a[ºD 

v[Ãy&mi> 20 an[ eºk\)m[ºTmi> 2 Tiep kr) ai[k[ 

bTn upr kl)k kri[. 

 

hv[ g\i[Y (vkÃp s)l[kT kr[li[ hi[viY) tm[ ji[e 

Ski[ Ci[ k[ dr[k piCli s[lmi> 2 ni[ g&Nikir 

aigli s[ln) s>²yi mL[ C[. ¹yin aipvi j[v) 

bibt C[ k[ aipN[ aip[l) a[ºD v[Ãy& 20 ht) 

a[Tl[ aipNi l)n)yr s)r)zn) C[Ãl) s>²yi 16 

C[ j[ n)ym p\miN[ a[ºD v[Ãy& krti ai[C) C[. 

 hv[ krsr F2 s[lmi> m&k) miusn) mddY) 

F2:F15 s)r)z s)l[kT kri[ an[ a[D)T m[n&mi> 

jen[ f)l-s)r)z (vkÃp S$ kri[. 

 

hv[ f)l-s)r)z (vºDi[mi> s)r)z Tiep “Date” 

s)l[kT kri[. Tiem y&n)Tmi>“Day” s)l[kT kr) 

ai[k[ bTn upr kl)k kri[. 
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hv[ tm[ ji[e Ski[ Ci[ D[T ki[lm f)l Ye gyi[ hS[ 

an[ t[mi> vµc[ni[ tir)Kni[ aikDi[ a[k s>²yiY) 

vF[li[ hS[. 

 

 

 

 

 

 

 

 

 

k[Ãk p\i[g\immi> aipN[ pi[tin) ji[et) f)l-s)r)z pN bniv) Sk)a[ C)a[. pi[tin) f)l-s)r)z bnivvin) p¹F(t 

n)c[ p\miN[ C[.  

 

 

 

 

 

 

 

1.si] p\Ym j[ D[Tin) f)l-s)r)z bnivv) C[ t[n[ 

vk<S)Tmi> Tiep kri[. 

2. pC) T&ls m[n& upr kl)k kri[.

3. t[mi> ai[¼Sns (vkÃp upr kl)k kri[

4. t[mi> ai[pn-ai[(fs k[Ãk (vkÃp upr kl)k kri[

5. t[mi> Si[T<-l)AT (vkÃp upr kl)k kri[

6. t[mi> ki[p) bTn upr kl)k kri[

Calc 

1 

2 

3 

ph[l) r)t 

kATm f)l-s)r)z 

Exercise Book : 3 
Page  38 
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1. T&ls m[n& upr kl)k kri[.

2. t[mi> ai[¼Sns (vkÃp upr kl)k kri[

3. t[mi> ai[pn-ai[(fs k[Ãk (vkÃp upr kl)k kri[

4. t[mi> Si[T<-l)AT (vkÃp upr kl)k kri[

5. t[mi> ºy& bTn upr kl)k kri[

4 

5 

6 

Calc 

b)J r)t 
1 

2 
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Ap\[DS)T p\i[g\immi> GN) vKt[ a[k j p\kirn) mi(ht) b[ alg-alg vk<S)Tmi> krvin) j$r pDt) hi[y C[ an[ ji[ 

b[ vKt srK) mih)t) Tiep krv) pD[ ti[ smy vF& lig[ an[ t[ k>TiLijnk kim pN YS[. ti[ zDpY) a[k siY[ 

a[kY) vF& S)Tmi> D[Ti Tiep krvi miT[ aipN[ Ap\[DS)T p\i[g\imni> mÃT)pl S)T a[ºT^) (vkÃpni[ upyi[g kr) Sk)a[ 

C)a[.mÃT)pl S)T a[ºT^) (vkÃpni[ upyi[g krvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

1. a[D)T m[n& upr kl)k kri[.

2. t[mi> S)T (vkÃp upr kl)k kri[

3. t[mi> s)l[kT (vkÃp upr kl)k kri[

4. t[mi> s)l[kT S)T (vºDi[ K&lS[

3 

4 

5 

nv) s)r)z n[ ah) Tiep kri[. 

mÃT)pl S)T a[ºT^) 

ph[l) r)t 

1 

2 

3 
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p[AT Ap[Æyl (vkÃpni[ upyi[g p[AT (vkÃpn) srKimN)mi> vF& s[viai[ p&r) piDvi miT[ C[. p[AT Ap[Æylni 

upyi[gY) aipN[ lKiN, fi[m<&li, fi[m[<(T>g pN p[AT kr) Sk)a[ C)a[. p[AT Ap[Æyl (vkÃpni[ upyi[g m&²y_v[ 

miek\i[si[fT vD< an[ a[ks[l, ai[pn-ai[(fs rieTr an[ Ap\[DS)T p\i[g\immi> bhi[Li p\miNmi> Yiy C[. p[AT Ap[Æyl 

(vkÃp S$ krvin) p¹F(t n)c[ p\miN[ C[. 

 

 

  

1. a[D)T m[n& upr kl)k kri[.

2. t[mi> p[AT Ap[Æyl (vkÃp upr kl)k kri[

Calc 

4 

j[Tl) S)Tmi> siY[ a[ºT^) krv) 

hi[y t[ S)T s)l[kT kri[ 

p[AT-Ap[Æyl 

1 

2 
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s[l fi[m[<T)>g 

 

Ap\[DS)T p\i[g\immi> simiºy r)t[ a[k vk<S)Tni lKiNn[ SNgirvi miT[n) lix(Nktiai[ hi[v) ji[ea[ t[ bG) j 

lix(Nktiai[ t[ Friv[ C[.Ap\[DS)T p\i[g\immi> vickn[ lKiN vicvimi> ain>d aiv[ an[ lKiNni> m&²y Bigi[mi> 

¹yin k[ºd^)t Yiy t[ ud[SY) Ap\[DS)T p\i[g\immi> lKiNn[ SNgirvimi> aiv[ C[. lKiNn[ SNgirvi miT[ m&²y_v[ 

axri[ mi[Ti krvi, jiDi krvi, Gi>Ti krvi, axri[ni[ r>g bdlvi[, b[g\iuºD klr bdlvi[, lKiN n)c[ l)T) krv), 

h[Dr an[ f&Tr, alienm[ºT, T[ÈT ai[r)a[ºT[Sn, mj< s[l, n>br fi[m[<T, v\[p-T[ÈT, ~)>k T[ÈT, s[l bi[D<r vg[r[. j[vi 

(vkÃpi[ni[ up)yi[g Yiy C[. Ap\[DS)T p\i[g\immi> SNgirvi miT[ni (vkÃpi[ m&²y_v[ fi[m[<T)>g T&lbir aYvi 

fi[m[<Tm[n&&&&& &mi>  mL) rh[ C[. 

 

 

 

 

 

 

 

 

k[Ãk p\i[g\imn) Ap\[DS)Tmi> jyir[ vickn& m&²y m&Ñiai[ pr ¹yin aik\(Pt krvi, bniv[li T[blni> mYiLiai[n[ 

aik\Pk bnivvi miT[ bi[ÃD, eT[l)k , fi[ºT Tiep, fi[ºT siez an[ klr,lKiN n)c[ l)T) krv) j[vi (v(vF 

(vkÃpni[ upyi[g Ye Sk[ C[.hv[ aipN[ udihrN “/Formatting/Mark Sheet.ods” n) mddY) ai 

(vkÃpi[ni[ upyi[g S)K)S&.  

 

 

 

 

4 
vk<S)T SNgirvin) p¹F(t 

Formatting a  Worksheet 

Exercise Book : 3 
Page  41, 54 
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k[Ãk p\i[g\imn[ S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ 

Ap\[DS)T p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) 

gyi[ C[. 

 upr p\miN[ s[v kr[l) Ap\[DS)T fieln[ ai[pn kri[. 

 

hv[  C2 s[l upr miusY) kl)k kri[ 

 

hv[ fi[m[<T)>g T&lbirmi> aiv[li fi[ºT siez 

(vkÃpmi> fi[ºT siez 24 kri[. 

 hv[  D3 s[l upr miusY) kl)k kri[ 

 hv[ fi[m[<T)>g T&lbirmi> aiv[li fi[ºT siez 

(vkÃpmi> fi[ºT siez 20 kri[. 

 

hv[ B9:E9 s[l n[ miusY) s)l[kT kri[ 

 

 

hv[ fi[ºT siez = 14 

fi[ºT Tiep = “Courier 10 Pitch” 

b[g\iuºD klr =lieT ¾ly&,  

fi[ºT klr = ÄhieT 

 

Calc 
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hv[  H5, I5, B5, C5, B6,C6 s[l upr k\mS: 

miusY) kl)k kri[ an[ fi[ºT siez 15 kri[ 

 hv[ B18:E19 s[l n[ miusY) s)l[kT kri[ an[ 

fi[ºT klr = ¾ly&, an[ b[g\iuºD klr = ubºt& 

ai[r[>j, fi[ºT siez =15  kri[  

 hv[  C5 mi>“Pinakin P. Patel” 

C6 mi>“10th”  

I5 mi>“10” Tiep kri[.  

 

aim vk<S)Tmi> (v(vF fi[m[<T)n) p¹F(tai[ mik<S)T upr lig& kyi< pC) mik<S)Tni[ d[Kiv n)c[ p\miN[ni[ Ye gyi[ 

hS[. 

 

 

 

 

 

 

s&(vcir 

 

sfLti aipNi hiYmi> nY) pN mh[nt aipNi hiYmi> C[. 

-ab\ihm (l>kn 
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mj<-s[l 

 

 

 

 

 

GN) vKt vk<S)Tni> d[Kivn[ siri[ bnivvi miT[ s[ln[ mj< krvin) j$r pDt) hi[y C[. k[Ãk 

p\i[g\immi> mj<-s[l (vkÃpni[ upyi[g krvin) r)ti[ n)c[ p\miN[ C[. hv[ aipN[ uprni j udihrNn) 

mddY) s[l n[ mj< krvin& S)K)S&. 

 

 

 

 

 

s[ln[ mj< krvi miT[n) zDp) p¹F(tmi> fi[m<[T T&lbirmi> aiv[li mj< a[ºD s[ºTr s[l bTnni[ upyi[g Yiy C[.  

 

 

1. fi[m<[T m[n& upr kl)k kri[.

2. t[mi> mj<-s[l (vkÃp upr kl)k kri[

3. t[mi> mj<-s[l upr kl)k kri[

CalcWriter 

Intro 

ph[l) r)t 1 

2 

3 

Exercise Book : 3 
Page  41, 44, 48, 54 
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Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs 

(vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T (vkÃp upr 

kl)k kri[. tm[ ji[e Ski[ Ci[ k[ Ap\[DS)T p\i[g\im tmiri 

ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 hv[ Ap\[DS)T fiel “/Merge Cells/Mark 

sheet.ods”n[ ai[pn kri[. 

 

hv[ C2:I2 s[l n[ miusY) s)l[kT kri[ an[ fi[m<[T 

T&lbirni> mj< a[ºD s[ºTr s[l bTn upr kl)k kri[. 

 

 

 

tm[ ji[e Ski[ Ci[ k[ C2:I2 s[l B[gi Ye gyi C[ an[ 

lKiN a[k j s[lmi> aiv) gy& hS[. 

 hv[ D3:G3 s[l n[ miusY) s)l[kT kri[ an[ fi[m<[T 

T&lbirni> mj< a[ºD s[ºTr s[l bTn upr kl)k kri[. 

 

 

 hv[ C5:E5 s[l n[ miusY) s)l[kT kri[ an[ fi[m<[T 

T&lbirni> mj< a[ºD s[ºTr s[l bTn upr kl)k kri[. 

 

 

 

hv[ l[fT alien bTn upr kl)k kri[ 

 

 

aim k[Ãk p\i[g\immi> mj< s[l (vkÃpni[ upyi[g kyi< pC) vk<S)Tni[ d[Kiv n)c[ p\miN[ YS[. 
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s[l bi[D<r 

 

 

 

 

 

 

 

 

 

 

 

Ap\[DS)T p\i[g\imni vk<S)Tn) aipN[ jyir[ (p\ºT (p\Äy& d^iri Kitr) kr)S& Ryir[ vk<S)Tmi> d[Kit) uB) an[ aiD) 

l)T)ai[ aipNn[ (p\ºT (p\Äy&mi> ji[vi mLS[ nh). j[n[ kirN[ vk<S)Tmi> Tiep kr[l) mi(ht) pN ji[vimi> C&Í)-C&Í) 

ligS[ an[ Tiep kr[l) mi(htimi> ApOTti hi[y t[v& ligS[ nh). j[ aipN[ n)c[ btiv[li (c#iY) smJ Sk)a[ 

C)a[. 

 

 

 

 

 

 

 

 

 

 

Calc 

Exercise Book : 2 
Page  44, 48 
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aim (vwiY)<(m#ii[,  vk<S)T n[ smjvimi> sh[l) an[ d[Kivmi> aik<Pk bnivvi> an[ mi(ht)n) ApOTti miT[ k[Ãk 

p\i[g\imni> bi[D<r (vkÃpni[ upyi[g krvimi> aiv[ C[. hv[ aipN[ upr dSi<<v[l) vk<S)T “Cell Borders/Mark 

sheet.ods” ni> upyi[gY) bi[D<r bnivti S)K)S&. 

 

 

Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ Ap\[DS)T 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 upr p\miN[ s[v kr[l) Ap\[DS)T fiel “Cell 

Borders/Mark sheet.ods” n[ ai[pn kri[. 

an[ (p\ºT (p\Äy&ni> upyi[gY) p(rNim ckis) li[. 

 

si]p\Ym B2:H20 s[l s)l[kT kri[. 

 

hv[ fi[m[<T)>g T&lbirmi> aiv[li bi[D<r bTn upr 

kl)k kr) t[miY) “Set All borders” (vkÃp ps>d 

kri[ 

 

hv[ ATi>D<D T&lbirmi> aiv[li p[j-(p\Äy& bTn upr 

kl)k kr)n[ p[j (p\Äy& kri[. tm[ ji[e Ski[ Ci[ k[ 

mik<S)Tn) cir[ bij& lien aiv) ge hS[. 

Calc 

Set All Borders 
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hv[ s[l B2 s)l[kT kri[. hv[ mius n& rieT kl)k 

bTn dbiv) K&l[li Si[T<kT (vºDi[mi> fi[m<[T 

s[l“Format Cells” ps>d kri[. 

 

hv[ K&l[li fi[m<[T s[l“Format Cells” (vºDi[mi> 

bi[D<r (vkÃp ps>d kri[. 

 

- hv[ lien a[r[ºjm[ºT (Line 

Arrangment)(vBigmi>“All Four 

Side Border” (vkÃp ps>d kri[ 

- lien (Line) (vBigmi> lienn) jiDie 

2.50pt ps>d kri[ an[ lien klrmi> ¾Ãy& 

klr ps>d kri[ 

 

hv[ ai[k[ bTn upr kl) kri[ 

 

 

hv[ ATi>D<D T&lbirmi> aiv[li p[j-(p\Äy& bTn upr 

kl)k kr)n[ p[j (p\Äy& kri[. tm[ ji[e Ski[ Ci[ k[ 

mik<S)Tni mYiLin[ cir[ bij& jiD) an[ B&r) lien 

aiv) ge hS[. 

 

hv[ B2:H20 s[l s)l[kT kri[ an[ fi[m[<T)>g 

T&lbirmi> aiv[li bi[D<r bTn upr kl)k kr) t[miY) 

“Set All borders” (vkÃp ps>d kri[ 
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hv[ ATi>D<D T&lbirmi> aiv[li p[j-(p\Äy& bTn upr 

kl)k kr)n[ p[j (p\Äy& kri[. tm[ ji[e Ski[ Ci[ k[ 

(vwiY)<n) mi(ht) Frivti Bigmi> lien aiv) ge 

hS[. 

 

hv[ B9:E19 s[l s)l[kT kri[ an[ mius n& rieT 

kl)k bTn dbiv) K&l[li Si[T<kT (vºDi[mi> fi[m<[T 

s[l“Format Cells” ps>d kri[. 

 hv[ K&l[li fi[m<[T s[l“Format Cells” (vºDi[mi> 

bi[D<r (vkÃp ps>d kri[. 

- hv[ lien a[r[ºjm[ºT (Line 

Arrangment) (vBigmi>“Set All 

Outer and Inner Border” (vkÃp 

ps>d kri[ 

- lien (Line) (vBigmi> lienn) jiDie 

1.00pt ps>d kri[ an[ lien klrmi> ¾Ãy& 

klr ps>d kri[ 

hv[ ai[k[ bTn upr kl) kri[ 

 

hv[ ATi>D<D T&lbirmi> aiv[li p[j-(p\Äy& bTn upr 

kl)k kr)n[ p[j (p\Äy& kri[. 

 

ti[ (vwiY)<(m#ii[, aim vk<S)Tmi> Tiep kr[l) mi(ht)n[ bi[D<r aipviY) t[ vk<S)T s&>dr ti[ d[Kiy j C[ pN siY[siY[ 

t[mi> Tiep kr[l) mi(ht) v)S[ vickn[ ApOTti pN vF& mL[ C[. 
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Ap\[DS)T p\i[g\immi> m&²y||_v[ T[ÈT an[ n>br a[m b[ p\kirni> p\iYm)k D[Tin[ Tiep krvimi> aiv[ C[.  GN) vKt k[Ãk 

p\i[g\immi> #i)ji p\kirn) mi(ht)ni[ pN up)yi[g krvimi> aiv[ C[ j[n[ fi[m&<li aYvi sm)krN pN kh[ C[. fi[m<&li a[ 

m&²y_v[ ai>kDik)y mi(ht) siY[ upyi[gmi> l[viy C[. fi[m<&lini upyi[gY) Ap\[DS)T p\i[g\immi> Tiep kr[li D[Tin[ 

mi(ht)mi> f[rvimi> aiv[ C[. 

fi[m<&lini[ upyi[g kr)n[ aipN[ sidi diKli ti[ kr) j Sk)a[ C)a[ t[n) siY[ aFri diKli j[vi k[ sr[riS kiQv), 

km<cir)ai[ni[ pgir gNvi[ j[vi kimi[ aipN[ fi[m&<lin) mddY) kr) Sk)a[ C)a[. gNtr) kr[li[ fi[m<&li a[ s>²yimi> 

Yy[li f[rfiri[n[ ¹yinmi> le jit[ j fr)Y) jvib gN) l[ C[. 

 

fi[m<&lini[ upyi[g Ap\[DS)T p\i[g\immi> b[ r)t[ Yiy C[. 

 

1. g(Nt)k s>Xiai[ni[ vipr kr) n[ 

2. t]yir f>kSn n[ aiFir[ 

 

g(Nt)k s>Xiai[ni[ vipr kr)n[ fi[m&<li b[ r)t[ bniv) Skiy C[ 1} n>bri[ni upyi[gY) 2} s[l a[D^[sni[ vipr kr)n[. 

Ap\[DS)T p\i[g\immi> sm)krNi[ni[ upyi[g krvi miT[ S$aitmi>“=” (cºh m&kvin& hi[y C[. 

 

fi[m&<li sm)krNmi> g(Nt)k an[ tik)<k (cºhi[ni[ upyi[g Yiy C[. Ap\[DS)T p\i[g\immi> srviLi, bidbik), sr[riS, 

vg<m&L j[vi diKli gNvi miT[ g(Nt)k an[ tik)<k (cºhi[ni[ upyi[g Yiy C[. 

 

 

a>kg(Nt miT[ vpriti (cºhi[ 

k\m s>Xi nim Ap\[DS)Tmi> lKvi miT[ udihrN 

1 +  srviLi = 1+1 

2 -  bidbik) = 1-1 

3 - äN s>²yi = -2 

4 * g&Nikir = 2*2 

5 / Bigikir = 4/2 

6 % Tki = 4 % 2 

 

  

5 
f>kÆºs 

Functions 

s&(vcir 

 

S& tm[ (nSin c&k) gyi Ci[ ?  ti[ S& Yy& ? 

lÈy ti[ hJ cmk) rH& C[. 

-aXit 
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g(Nt)k p\k\)yini[ k\m 

 

 

tik)<k (cºhi[ 

k\m s>Xi nim Ap\[DS)Tmi> lKvi miT[ udihrN 

1 = srKimN) 

{ekvl} 

= 10=20 

2 > mi[T)  s>²yi = {10 > 20} 

3 < nin)  s>²yi = {10 <20} 

4 >= s>²yi aYvi 

mi[T) s>²yi 

= {10 >= 20} 

5 <= s>²yi aYvi 

nin) s>²yi 

= {10 <= 20} 

6 <> srKi nY) = {10 <>20} 

 

n)c[ni udihrNn) mddY) aipN[ p\iYm)k kxini[ fi[m<&li bniv)a[. 

 

- si] p\Ym C1 s[lmi> miusY) kl)k kri[ an[ t[mi 3 Tiep kr) a[ºTr-k) dibi[ 

- hv[  C2 s[lmi> 2 Tiep kr) a[ºTr-k) dibi[ 

- hv[  j[ s[lmi> aipNn[ fi[m<&lini[ upyi[g krvi[ hi[y t[ s[lmi> miusY) kl)k kr) “=” Tiep kri[. 

- C3 s[lmi = C1 + C2 Tiep kri[ an[ a[ºTr-k) dibivi[ aYvi  

miusY) ph[li C1 s[lmi kl)k kri[ pC) k)-bi[D< uprY) “+” (cºh Tiep kr)  C2  s[lmi 

miusY) kl)k kri[ an[ a[ºTr-k) dibivi[ 

 

 

 

 

 

 

 

Ap\[DS)T p\i[g\immi> jyir[ sm)krNmi> a[k Y) vGir[ g(Nt)k (cºhi[ni[ upyi[g Yyi[ hi[y Ryir[ Ap\[DS)T p\i[g\im t[ 

sm)krNni[ uk[l livvi miT[ ci[Ês p\kirni k\mmi> gNtr) kr[ C[. ai ci[Ês p\kirni k\mn[ bdlvi miT[ aipN[ 

sm)krNmi> b\[k[T “{}” ni[ upyi[g kr) n[ k\mmi> f[rfir kr) Sk)a[ C)a[. 

 

Calc 

j[ s[lmi> fi[m<&li ji[eti[ hi[y 

Ryi “=” ph[li sien 

Tiep kri[. 
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f>kÆns 

 

Ap\[DS)T p\i[g\immi> gNtr)ni k\m n[ BEDMAS kh[ C[. j[ni[ aY< n)c[ p\miN[ C[.  

 

k\m p&$ nim s>Xi 

B Brackets  () 

E Exponents % 

D Division / 

M Multiplication * 

A Addition + 

S Substraction - 

 

upr dSi<v[li[ T[blni k\mn) kim krvin) p¹F(t n)c[ p\miN[ C[. 

 

- ji[ ki[e g(Nt)k sm)krNmi> b\[k[T (Brackets) ni[ upyi[g Yyi[ hi[y ti[ gNtr) krt) vKt[ Ap\[DS)T 

p\i[g\im t[n[ si]Y) ph[li mh_v aipS[ pC) Tkivir) (%) (cºhni[ n>br aivS[. 

- t[ni pC)ni k\mmi> Bigikir (/) an[ g&Nikir (*) (cºhni[ n>br aivS[. g&Nikir an[ Bigikirni[ k\m 

srKi[ j C[. 

- t[ni pC)ni k\mmi> srviLi (+) an[ bidbik) (-) (cºhni[ n>br aivS[. srviLi an[ bidbik)ni[ k\m 

srKi[ j C[. 

 

 

 

 

Ap\[DS)T p\i[g\immi> kim krt) vKt[ FN) vKt k[Tlik g(Nt)k sm)krNi[ j[vi k[ h)sib-k)tibn[ lgti, pgir 

Al)p n[ lgti, smy an[ tir)K siY[ ji[Diy[li sm)krN bnivvi aGri pDti hi[y C[ aYvi GN) vKt[ t[ 

bnivt) vKt[ ji[ ki[e B*l Yiy ti[ t[ni[ jvib pN Ki[Ti[ aiv[ C[ j[n[ kirN[ Ki[T) smj uB) Ye Sk[ C[. ti[ aim 

Ap\[DS)T p\i[g\im aipNn[ g&>cvN Br[li g(Nt)k sm)krNi[n[ f>kÆnni upyi[gY) sh[lieY) krvin) tk p&r) piD[ C[. 

 

Ap\[DS)T p\i[g\immi> (v(vF SiKiai[ni> mL)n[ 250 Y) vF& f>kSn aiv[li C[. j[ni upyi[gY) aipN[ m&Æk[lmi> m&Æk[l 

gNtr) sh[lieY) kr) Sk)a[ C)a[. 

 

SiKi f>kÆn s>²yi 

g(Nt)k 65 

ai>kDiSiA#i) 77 

tir)K an[ smy 30 

ti(k<k 6 

T[ÈT 31 

 

 

 

 

Calc Calc 

Exercise Book : 3 
Page  54, 64, 103 
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Ap\[DS)T p\i[g\immi> f>kÆn siY[ kim krt) vKt[ m&²y_v[ t[ni p[rim)Tr upr ¹yin aipvin& hi[y C[. p[rim)Trmi> ki[e 

g(Nt)k s>²yi aYvi s[lni a[D^[sni[ pN upyi[g Ye Sk[ C[. p[rim)Tr tr)k[ vipr[li s[l a[D^[smi> m&k[li D[Tini[ 

p\kir pN f>kÆn miT[ mh_vni[ hi[y C[. ji[ f>kÆnni p[rim)Trn) mi>g tir)K hi[y an[ aip[li s[l a[D^[s upr 

g(Nt)k s>²yi Tiep kr[l) hi[y ti[ f>kÆn kim krS[ nh). 

 

Ap\[DS)T p\i[g\immi> f>kÆnni[ upyi[g krvi miT[ n) r)ti[ n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. eºs<T m[n& upr kl)k kri[.

2. t[mi> f>kÆn (vkÃp upr kl)k kri[

3. n)c[ p\miN[ni[ f>kÆn (vziD< (vºDi[ K&lS[

ph[l) r)t 
1 

2 

3 

ni[>G : k)-bi[D< prY) k>T^i[l+a[f2(Ctrl+F2) k) dbiv) f>kÆn (vziD<(Function Wizard) S$ kr) Skiy C[. 

Calc 



 

 

P a g e  | 151 

 

 

 

 

 

 

 

 

 

am&k p\kirni> Ap\[DS)T fielmi> jyi K&b j vFir[ p\miNmi> gNtr) hi[y an[ aipNn[ ph[liY) kyi p\kirn& f>kÆn 

vir>vir upyi[gmi> l[v& C[ t[ Kbr hi[y t[v) p(rAY)t)mi> Ap\[DS)T p\i[[g\immi> aipN[ f>kÆnn& l)AT kiym S$ riK) 

Sk)a[ C)a[. f>kÆn l)AT S$ krvi miT[n) r)t n)c[  p\miN[n) C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. fi[m<&li bir upr aiv[li f>kÆn (vziD< bTn upr 

kl)k kri[

2. upr p\miN[ni[ f>kÆn (vziD< (vºDi[ K&lS[

1. eºs<T m[n& upr kl)k kri[.

2. t[mi> f>kÆn l)AT (vkÃp upr kl)k kri[

3. n)c[ p\miN[ni[ f>kÆn l)AT (vºDi[  Ap\[DS)Tn) jmN) 

bij&a[ kiym K&l[li[ rh[S[

Calc 

ph[l) r)t 

1 

1 

2 

3 
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1 

Sum 

 

hv[ aipN[ g(Nt)k (vBigni> k[Tlik f>kÆn v)S[ mi(ht) m[Lv)S&. g(Nt)k (vBigni> f>kSnni[ upyi[g krvi miT[ 

Ap\[DS)Tmi> jmN) trf aiv[li f>kSn l)ATmi>Y) “Mathematical” p\kir s)l[kT kri[. 

 

 

 

 

ai f>kSnni[ upyi[g kr)n[ aipN[ s)l[kT kr[li s[lmi> j[ ai>kDik)y mi(ht) hi[y 

t[ni[ srviLi[ kr) Sk)a[ C)a[. hv[ aipN[ udihrNn) mddY) Sum f>kSnni[ 

upyi[g krti S)K)S&. 

 

 

 

 

 

 

 

 

Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ Ap\[DS)T 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 
hv[ aip[l) s[À¼l fiel “Function Learning 

Example.ods”Ki[li[ 

 

hv[ miusY) H2 s[l upr kl)k kri[ 

Calc 

p)ºg&ni sih[b[ t[n[ “Functions/Function Learning Example.ods” Ap\[DS)T aip) C[. ai 

Ap\[DS)Tmi> t[mN[ l)F[li T[ATni> mik< t[mN[ Tiep kr)n[ m&k[li C[. hv[ sih[b[ t[n[ mik<ni[ srviLi[ krvi miT[n>& 

kim aip[l C[. p)ºg& hJ Ap\[DS)T p\i[g\im S)K) rHi[ C[ ti[ aipN[ t[n[ srviLi[ krvimi> mdd kr)a[. 
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hv[ f>kSn l)AT (vºDi[ ai[pn kr) 

t[mi>“Mathematical” p\kir s)l[kT kri[ an[ 

“Sum”  f>kSn Si[Fi[ an[ Eºs<T f>kSn bTn pr 

miusY) kl)k kri[ 

 

tm[ ji[e Ski[ Ci[ k[“Sum” f>kSn “H2” s[lmi> 

um[rie gy& hS[ 

 

hv[ fi[m<&li birmi> aiv[li f>kSn (vziD< bTn upr 

kl)k kri[ j[Y) n)c[ p\miN[ni[ f>kSn (vziD< (vºDi[ 

K&lS[. 

 

 

 

 

 

 

f>kSn aig<y&m[ºTni[ up)yi[g f>kSn[ ji[et) 

mih)t) aipvi miT[ up)yi[g Yiy C[. 

aig<y&m[ºTn) upr p\k\)yi kr)n[ f>kSn sici[ 

jvib aipn[ p&ri[ piD[ C[. 

x)>k bTnni[ up)yi[g jyir[aig<y&m[ºT n[ 

ji[eti[ D[Ti Ap\[DS)TmiY) l[vi miT[ f>kSn 

(vziD< (vºDi[ nini[ an[ mi[Ti[ krvi miT[ Yiy 

C[ 

Calc 
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2 

Power 

3 

Sqrt 

4 

Product 

 

hv[ f>kSn (vziD< (vºDi[mi> x)>k bTn  upr kl)k 

kri[ an[ miusni upyi[gY) s[l C2:G2 s)l[kT kri[ 

 

hv[ f>kSn (vziD< (vºDi[mi> m[ks)miez bTn  upr 

kl)k kri[ an[ ai[k[ bTn upr kl)k kri[. hv[ tm[ H2 

s[lmi> srviLi[ ji[e Ski[ Ci[.  

hv[ aipN[ H2 s[lmi> srviLin) s>²yi ji[e Sk)a[ 

C)a[ pN fi[m<&libirmi> aipNn[ =Sum(C2:G2) 

d[KiS[[  

 hv[ H2 s[l s)l[kT kr) ATi>D<D T&lbirmi> aiv[li ki[p) 

bTn upr kl)k kri[. 

pC) H3:H8 s[l s)l[kT kri[ an[ ATi>D<D T&lbirmi> 

aiv[li p[AT bTn upr kl)k kri[. 

(vwiY)<m)#ii[, ah) Ap\[DS)T p\i[g\imn) p\s>Si krvi j[v) 

vit a[ C[ k[ dr[k H3:H8 s[lmi> jvib jit[ j aiv) 

gyi[ an[ fi[m<&libir upr ¹yin aipti Kbr pDS[ k[ 

=Sum(C2:G2), =Sum(D2:G2) s[l k\mS: bdlie 

jS[ 

 

 

 

ai f>kSnni[ upyi[g kr)n[ aipN[ s)l[kT kr[li s[l mi> j[ ai>kDik)y mi(ht) 

hi[y t[n) Git Si[Fvi kr) Sk)a[ C)a[.ai f>kSnn) b[ aig<y&m[ºT C[ 

1. Base :j[ s>²yini[ Git kiQvi[ C[ t[ aimi m&kv) 

2.Power :j[Tl) Git kiQv) C[ t[ aikDi[ aimi ah)  

di.t. = Power (2, 3)  ti[ jvib$p[ aipNn[ 8 mLS[ 

 

 

 

 

ai f>kSnni[ upyi[g kr)n[ aipN[ s)l[kT kr[li s[lmi> j[ ai>kDik)y mi(ht) 

hi[y t[n&> vg<m&L Si[Fvi kr) Sk)a[ C)a[. ai f>kSnn) a[k aig<y&m[ºT C[ 

1.Number: j[ s>²yin& vg<m&L kiQv& hi[y t[n[ ah) m&ki[ 

di.t. = Sqrt (16)  ti[ jvib$p[ aipNn[ 4 mLS[ 

 

 

ai f>kSnni[ upyi[g kr)n[ aipN[ s)l[kT kr[li s[lmi> j[ ai>kDik)y mi(ht) 

hi[y t[ni[ g&Nikir kr) Sk)a[ C)a[. ai f>kSnn) aig<y&m[ºT ci[Ês hi[t) nY). 

di.t. = Product (3, 4)  ti[ jvib$p[ aipNn[ 12 mLS[ 
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5 

Trunc 

1 

Average 

2 

Maximum 

3 

Count 

4 

Minimum 

ai f>kSnni[ upyi[g kr)n[ ki[epN aip[li aikDi>ni> dSi>S s>²yin[ ai[C) krvi 

miT[ kr) Sk)a[ C)a[.ai f>kSnn) b[ aig<y&m[ºT C[ 

1. Number :j[ s>²yin) dSi>Sn[ ai[C) krv) C[ t[ aimi m&kv) 

2.Count :j[Tli dSi>S ai[Ci krvi C[ t[ aikDi[ aimi m&ki[ 

di.t. =Trunc(12.343, 2)  ti[ jvib$p[ aipNn[ 12.34 mLS[ 

 

 

 

hv[ aipN[ ti(k<k (vBigni> k[Tlik f>kÆn v)S[ mi(ht) m[Lv)S&. ti(k<k (vBigni> f>kSnni[ upyi[g krvi miT[ 

Ap\[DS)Tmi> jmN) trf aiv[li f>kSn l)ATmi>Y) “Statistical” p\kir s)l[kT kri[. 

 

 

ai f>kSnni[ upyi[g kr)n[ aipN[ s)l[kT kr[li s[lni ai>kDi[ai[n) sr[riS 

Si[F) Sk)a[ C)a[.ai f>kSnn) aig<y&m[ºT ci[Ês hi[t) nY). 

di.t. = Average(10, 4,34,5,56)  ti[ jvib$p[ aipNn[ 21.8 mLS[ 

 

 

ai f>kSnni[ upyi[g kr)n[ s)l[kT kr[li s[lmi>Y) si]Y) mi[T) s>²yi Si[F) Sk)a[ 

C[.ai f>kSnn) aig<y&m[ºT ci[Ês hi[t) nY). 

di.t. = Max(10, 4,3,5,25)  ti[ jvib$p[ aipNn[ 25 mLS[ 

 

 

ai f>kSnni[ upyi[g kr)n[ s)l[kT kr[li s[lmi>Y) k&l k[Tli aik>Di C[ t[ Si[F) 

Sk)a[ C[.ai f>kSnn) aig<y&m[ºT ci[Ês hi[t) nY). 

di.t. = Count(10, 4,3,5,25)  ti[ jvib$p[ aipNn[ 5 mLS[ 

 

 

ai f>kSnni[ upyi[g kr)n[ s)l[kT kr[li s[lmi>Y) si]Y) nin) s>²yi Si[F) Sk)a[ 

C[.ai f>kSnn) aig<y&m[ºT ci[Ês hi[t) nY). 

di.t. = Max(10, 4,3,5,25)  ti[ jvib$p[ aipNn[ 3 mLS[ 

 

 

Calc 
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2 

Concatenate 

1 

Replace 

2 

Concatenate 

3 

Len 

 

hv[ aipN[ T[ÈT (vBigni> k[Tlik f>kÆn v)S[ mi(ht) m[Lv)S&. T[ÈT (vBigni> f>kSnni[ upyi[g krvi miT[ 

Ap\[DS)Tmi> jmN) trf aiv[li f>kSn l)ATmi>Y) “Text” p\kir s)l[kT kri[. 

 

ai f>kSnni[ upyi[g s)l[kT kr[li S¾dmi> ci[Ês j³yia[Y) ci[Ês axr Si[F) 

t[n) j³yia[ nvi[ axr m&kvi miT[ Yiy C[.ai f>kSnn) 4 aig<y&m[ºT C[ 

1.Text: j[ S¾dmi> axri[n) bdl) krv) hi[y t[ S¾d ah) Tiep kri[. 

2.Position: j[ j³yiY) bdl S$ krvi[ hi[y t[ ah) Tiep kri[. S¾dni[ ph[li[ 

axr a[Tl[ 1 Position, b)ji[ axr a[Tl[ 2 Position, aim k\mS: t[n) j³yi 

nÊ) YS[. 

3.Length:j[Tli axri[ bdlvi C[ t[n) s>²yi 

4.new_text: bdlvi miT[ni[ nvi[ S¾d aYvi axr 

di.t. = Replace(“YALLOW”, 2,1,”E”)  ti[ jvib$p[ “YELLOW” aipNn[  

mLS[ 

 

ai f>kSnni[ upyi[g S¾di[n[ ji[Dvi miT[ Yiy C[.ai f>kSnni 

aig<y&m[ºT ci[Ês hi[t) nY). 

di.t. = Concatenate(“Vaibhav”, “ “, “Puranik”)  ti[ jvib$p[ 

“Vaibhav Puranik” aipNn[ mLS[ 

y 

 

ai f>kSnni[ upyi[g S¾d k&l k[Tli axri[ni[ bn[li[ C[ t[ jiNvi miT[ Yiy C[. 

ai f>kSnn) a[k aig<y&m[ºT C[ 

di.t. = Len(“Vaibhav”)  ti[ jvib$p[ 7 aipNn[ mLS[ 

 

 

 

 

 

 

 

 

Calc Calc 
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1 

2 

3 

 

 

f>kSnni[ vipr aipN[ f>kSn (vziD<ni[ upyi[g kyi< vgr pN kr) Sk)a[ C)a[. pN ai r)tmi> aipNn[ f>kSnn) 

p&r) mi(ht) hi[v) ji[ea[ u.di. tr)k[ f>kSnni> k&l aig<y&m[ºT k[Tli C[ ? 

 

f>kSnni[ vipr f>kSn (vziD< vgr krvin) r)t n)c[ p\miN[ C[. 

 

 

si]p\Ym j[ s[lmi> f>kSn ji[ea[ C[ t[ s[lmi>“=” Tiep kri[.  

  

pC) j[ f>kSnni[ upyi[g krvi[ C[ t[ f>kSnn& nim lK) “{“ Tiep kri[ an[ ji[eti aig<y&m[ºT Tiep 

kri[.aig<y&m[ºT a[ ki[e aikDi[, axr, S¾d aYvi s[l n>br pN hi[e Sk[ C[. a[k aig<y&m[ºTY) b)J 

aig<y&m[ºT j&d) piDvi miT[ “;” aYvi “,” (cºhni[ upyi[g Yiy C[. 

 

 pC) “}” Tiep kri[ an[ a[ºTr k) dbivi[. 

 

 

 

 

 

 

 

 

Calc 

fi[m<&libirmi> aiv[li s)³mi Σ 

(cºhn) mddY) pN srviLi[ 

(Sum) kr) Skiy C[. 
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Si[T< 

 

 

Ap\[DS)T p\i[g\immi> kim krt) vKt[ aipN[ k[[Tlik (v(SOT (vkÃpi[ni[ upyi[g kr) Sk)a[ C)a[ j[mi> Si[T<, D[Ti r[>j, 

k>D)Ænl fi[m<[T)>g, f)ÃTr, sb-Ti[Tl an[ v[l)D)T). ai (vkÃpi[ni[ upyi[g mi[T)-mi[T) s>AYiai[ t[mni drri[jni 

kimmi> l[t) hi[y C[. ai (vkÃpi[ni> upyi[gY) t[mni GNi bFi kimi[ srL Yti hi[y C[. ai bFi j (vkÃpi[ 

simiºyr)t[ Tiep kr[li D[Tin) upr kim kr)n[ t[n[ mi(ht)mi> f[rvvi miT[ Yiy C[. 

 

 

 

 

Ap\[DS)T p\i[g\immi> Tiep kr[l) mi(ht)n[ cQti aYvi utrti k\mmi> gi[qvvi miT[ Si[T< (vkÃpni[ upyi[g Yiy C[. 

Si[T< (vkÃpni[ upyi[g krvi miT[n) b[ r)ti[ C[. K&b mi[Ti D[Tin[ Si[T< krviY) t[miY) ci[Ês p\kirn) mi(ht)n[ 

Si[Fv) sh[l) bn[ C[. 

 

 

 

 

 

 

 

 

1. D[Ti m[n& upr kl)k kri[.

2. t[mi> Si[T< (vkÃp upr kl)k kri[

3. n)c[ p\miN[ni[ Si[T< (vºDi[  K&lS[

6 
a[Dviºs Ap\[DS)T 

Advanced Spreadsheet 

ph[l) r)t 
1 

2 

3 

j[ ki[lm n[ uB) aYvi aiD) l)T)mi> gi[qvvi 

hi[y t[ ki[lm n& nim s)l[kT krv&. 

a[k Y) vGir[ ki[lm upr pN Si[(T<>g (vkÃp 

lig& kr) Skiy C[ 

ke d)Simi> fi[m<[T)>g krv& C[ t[ dSi<vvi miT[ 

ai (vkÃpni[ upyi[g Yiy C[. 

Ascending – ni[ aY< C[ cQti k\mmi> 

Descending – ni[ aY< C[ utrti k\mmi> 
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Ap\[DS)T p\i[g\immi> D[Tin[ cQti aYvi utrti k\mmi> gi[qvvi miT[ b)ji (vkÃp$p[ ATi>D<D T&lbirni> Si[T< as[ºD)>g 

an[ Si[T< (Ds[ºD)>g (vkÃpni[ upyi[g Yiy C[. 

 

 

 

 

 

Si[T< (vkÃpni[ upyi[g krt) vKt[ aipNn[ Ap\[DS)T p\i[g\im k[Tlik vFirini (vkÃpi[ pN p&ri piD[ C[ j[ni 

upyi[gY) aipN[ Si[T< (vkÃpni[ upyi[g vF& sir) r)t[ kr) Sk)a[ C)a[. t[ vFirini (vkÃpi[ aipNn[ Si[T< (vºDi[ni> 

ai[¼S>s (vBigmi> mL) aiv[ C[ j[ n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Calc 

Si[(T<>g krt) vKt[ mi[T) 

an[ nin) ABCD n& 

¹yin riKS[. 

Si[(T<>g krt) vKt[ ki[lmni 

mYiLin[ Si[T< krvi miT[ 

Si[(T<>g krt) vKt[ 

fi[m<[T)gn[ pN ¹yinmi> 

l[S[. 

Si[(T<>g kr) r)zÃTn[ 

b)J j³yia[ ki[p) 

krvi. 

ke d)Simi> Si[T< krv& C[ 

1. Upr Y) n)c[ 

2. Dib[ Y) jmN[ 
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hv[ aipN[ n)c[ni udihrNn) mddY) Si[T< (vkÃpni[ upyi[g S)K)S&. 

 

 

 

 

 

 

 

Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ Ap\[DS)T 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 
hv[ aip[l) s[À¼l fiel “/Sorting/Sorting 

Example” Ki[li[ 

 

hv[ si]p\Ym A1:C50 r[>j ni s[l miusY) s)l[kT 

kri[ 

 

hv[ D[Ti m[n&mi> Si[T< (vkÃp upr kl)k kr) Si[T< 

(vºDi[ ai[pn kri[. 

Calc 

ki[À¼y&Trni> hiD<v[rni[ F>Fi[ krt) a[k s>AYia[ t[ni km<cir)ai[n[ ai vP<mi> dr[k s[Ãsm[n d^iri frJyit pN[ 

ki[À¼y&Trn[ v[cvin&> lÈy jNivvi miT[ a[k“/Sorting/Sorting Example.ods” Ap\[DS)T bniv) C[. 

k>pn)ni m[n[jr sih[bn[ t[n[ ÄyvAY)t cQti an[ utrti k\mmi> gi[qvv) C[ j[Y) kr)n[ t[ smjvimi> sh[l) pD[. 
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hv[ Si[T< (vºDi[mi> n)c[ btiÄyi p\miN[ni Si[T< biy 

ni> (vkÃpi[ ps>d kri[ 

 

1. si]Y) ph[li “Employee Dept”ki[lm 

upr cQti k\mmi> Si[T< (vkÃp ps>d kri[ 

2. pC) “Employee No”ki[lm upr cQti 

k\mmi> Si[T< (vkÃp ps>d kri[ 

3. an[ “SalesTarget”ki[lm upr utrti 

k\mmi> Si[T< (vkÃp ps>d kri[ 

 

hv[ ai[k[ bTn upr kl)k kri[ an[ tm[ ji[e Ski[ Ci[ 

k[ aipN[ kr[li Si[(T<>gni (v(vF (vkÃpi[ D[Ti upr 

lig& Ye gyi hS[. 

 

 hv[ r)zÃTn[ ckis)n[ Kitr) kri[ k[ si]Y) ph[li 

“Employee Dept” ki[lm upr cQti k\mmi> 

gi[qviy& hS[ pC) “Employee No” ki[lm upr 

cQti k\mmi> an[ pC) ji[ Sky hi[y ti[“Sales 

Target” ki[lm utrti k\mmi> gi[qviyi hS[. 

 hv[ fr)Y) A1:C50 r[>j ni s[l miusY) s)l[kT kri[ 

an[ D[Ti m[n&mi> Si[T< (vkÃp upr kl)k kr) Si[T< 

(vºDi[ ai[pn kri[. 

K&l[li Si[T< (vºDi[mi> ai[¼Sn (vBig s)l[kT kri[ 

 

hv[ t[mi b)ji[ (vkÃp “Range Contains column 

labels” ps>d kr[li[ hS[ t[n[ nips>d kri[ an[ ai[k[ 

bTn upr kl)k kri[. 
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sb-Ti[Tl 

 

(vwiY)<(m#ii[, tm[ ji[e Ski[ Ci[ k[ hv[ mYiLi n[ pN 

Si[T< (vkÃp lig& pD[li[ hS[. 

 

 

 

 

 

 

sb-Ti[Tl (vkÃpni[ upyi[g m&²y_v[ mi(ht)n[ p[Ti-(vBigmi> vh[c) an[ t[ni[ srviLi[, sr[riS, vg[r[ j[vi kimi[ 

krvi miT[ Yiy C[. sb-Ti[Tl (vkÃpni[ upyi[g krvi miT[ D[Tin[ Si[T< krvi[ j$r) hi[y C[. sb-Ti[Tl (vkÃpni[ 

upyi[g krvi miT[n) r)t n)c[ p\miN[ C[. 

 

 

 

 

  

1. D[Ti m[n& upr kl)k kri[.

2. t[mi> sb-Ti[Tl (vkÃp upr kl)k kri[

3. n)c[ p\miN[ni[ sb-Ti[Tl (vºDi[  K&lS[

Calc 

1 

2 

Exercise Book : 3 
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hv[ aipN[ n)c[ni udihrNn) mddY) Si[T< (vkÃpni[ upyi[g S)K)S&. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

k>pn)ni m[n[jr sih[bn[ mi(ht) ÄyvAY)t cQti an[ utrti k\mmi> gi[qviy[l) ji[en[ vFir[ mi(ht) Av$p[ 

t[mn[ t[mi> dr[k Kitin[ v[ciN miT[ k[Tl& lÈy aip[l C[ t[ jiNv& C[ an[ bF& mL)n[ ai vP<mi> k&l k[Tl& v[ciN 

krv& C[ t[n) pN mih)t) ji[ea[ C[. 

 

ai udihrNn[ S)Kvi miT[ aipN[ “/Sub-Total/Subtotal Example.ods”Ap\[DS)Tni[ up)yi[g 

kr)S&. 

Calc 

3 

j[ p[Ti-ki[lm n[ aiFir[ srviLi[ k[ 

sr[riS krvini hi[y t[n& nim ah) 

ps>d krvimi aiv[ C[. 

srviLi[ k[ sr[riS krvi miT[ j[ 

ki[lmni[ upyi[g krvi[ hi[y t[n&> 

nim ah) ps>d krvimi aiv[ C[. 

kyi p\kirn) gNtr) krv) C[ t[ 

ah) dSi<vvimi> aiv[ C[. 
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Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ Ap\[DS)T 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 
hv[ aip[l) s[À¼l fiel “/Sub-

Total/Subtotal Example.ods”Ki[li[ 

 

hv[ D[Ti m[n&mi> sb-Ti[Tl (vkÃp upr kl)k kr) 

sb-Ti[Tl (vºDi[ ai[pn kri[. 

 

hv[ sb-Ti[Tl (vºDi[ni> “1st Group” (vBigni> 

gZp-biy (vkÃpmi> “Employee Dept”ki[lm ps>d 

kri[ 

 

hv[ j[ k[Ãky&l[T (vBigmi> “Sales Target” (vkÃp 

ps>d kri[ 

 

hv f[>kÆn IvBigmi> “Sum” (vkÃp ps>d kr) ai[k[ 

bTn kl)k kri[ 

 

(vwiY)<m)#ii[ hv[ tm[ vk<S)Tmi< p[Ti-(vBig 

“Employee Dept” p\miN[ srviLi[ ji[e Ski[ Ci[. 

Calc 
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k>D)Ænl fi[m[<T)>g 

 

(vwiY)<m)#ii[, tm[ ji[e Ski[ Ci[ k[ Ap\[DS)Tmi> sb-

Ti[Tl (vkÃpni[ upyi[g kyi< pC) a[k a[xpiºSn-

bir “Expansion Bar” um[rie jiy C[. t[mi a[k 

“-” (cºh aiv[l& hi[y C[ j[ni pr miusY) kl)k 

krviY) t[ “+” (cºhmi> f[rvie jiy C[ an[ 

Ap\[DS)Tni[ Si[T< kr[li[ D[Ti d[Kiti[ b>F YS[ fkt 

srviLi[ d[KiS[. 

 

ti[ aim sb-Ti[Tl (vkÃpni[ upyi[g kr)n[ aipN[ 

dr[k Kitin[ v[ciN miT[ k[Tl& lÈy aip[l C[ an[ 

bF& mL)n[ ai vP<mi> k&l k[Tli v[ciNn&> lÈy aip[l 

C[ t[ jiN) Sk)a[ C)a[. 

 
 

 

 

 

 

 

k>D)Ænl fi[m<[T)g (vkÃpni[ upyi[g Tiep kr[li D[Tin[ tik)<k pr)AY)t n[ aiFir[ SNgirvi miT[ Yiy C[. ai r)t[ 

SNgirvin[ kirN[ vickn[ jÃd)Y) smj pD) Sk[ C[. k>D)Ænl fi[m<[T)>g (vkÃp d^iri fi[m<[T)g krvi miT[ 

ATiel ph[l[Y) t]yir krv) j$r) hi[y C[. k>D)Ænl fi[m<[T)>g S$ krvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. fi[m<[T m[n& upr kl)k kri[.

2. t[mi> k>D)Ænl fi[m<[T)>g (vkÃp upr kl)k kri[

3. n)c[ p\miN[ni[ k>D)Ænl fi[m<[T)>g (vºDi[  K&lS[

Expansion Bar 

2 
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P a g e  | 166 

 

 

 

 

 

 

hv[ aipN[ udihrNn) mddY) k>D)Ænl fi[m<[T)gni[ up)yi[g S)K)S&. 

 

 

 

 

i 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Calc 

k>pn)ni m[n[jr sih[bn[ mih)t)n[ n)c[ p\miN[ SNgir)n[ ji[ea[ C[ j[Y) kr)n[ m[n[jr sih[b t[mni sih[bn[ zDpY) 

an[ sh[lieY) smjiv) SkS[. t[ miT[ t[mN[ p)>ºg&n[“/Conditional Formatting/Conditional 

Formatting Example.ods”Ap\[DS)T aip) C[ an[ n)c[ dSi<v[l) k>D)Ænmi> t[mn[ k>D)Ænl fi[m<[T)>g krv& C[.  

 

1. j[ km<cir)ai[ni[ v[ciN lÈy 500 Y) 1000 n) vµc[ hi[y t[mn[ b[kg\iuºD klr lil krvi[ an[ fi[ºTn) 

siez 20 krv) an[ axri[ #iisi krvi 

2. j[ km<cir)ai[ni[ v[ciN lÈy 1000 Y) 3000 n) vµc[ hi[y t[mn[ b[kg\iuºD klr p)Li[ krvi[ an[ 

fi[ºTn) siez 15 an[ axri[ni[ klr lil krvi[. 

3. j[ km<cir)ai[ni[ v[ciN lÈy 3000 Y) 5000 n) vµc[ hi[y t[mn[ b[kg\iuºD klr l)li[ krvi[ an[ 

fi[ºTn) siez 15 an[ axri[ni[ klr sf[d krvi[ an[ axri[ GiTi> krvi. 

 

ai udihrNn[ S)Kvi miT[ aipN[ “Conditional Formatting Example.ods”Ap\[DS)Tni[ up)yi[g kr)S&. 

3 

k>D)Ænl fi[m<[T)>g ki[n) upr 

lig& krv& C[ t[ dSi<vvi miT[ 

t[ni[ upyi[g Yiy C[. 

k>D)Ænl fi[m<[T)>gn) k>D)Æn 

dSi<vvi miT[ t[ni[ upyi[g Yiy 

C[. 

k>D)Ænl fi[m<[T)>g n) k>D)Ænn[ aiGir[ 

t[mi> frk pD[ C[. t[mi> aipN[ tpisvi 

miT[n) s>²yi Tiep kr)a[ C)a[. 

ni[>G : k>D)Ænl fi[m<[T)>gni[ upyi[g kr)n[ D[Tin[ SNgirvi miT[ ATiel aipN) j$r)yit p\miN[n) ATiel hi[v) j$r) C[. 
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Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ Ap\[DS)T 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 
hv[ aip[l) s[À¼l fiel “/Conditional 

Formatting/Conditional Formatting 

Example.ods”Ki[li[ 

pi[tin) ATiel bnivvin) r)t  

 

si] p\Ym fi[m<[T T&lbirmi> jen[ ATiel a[ºD 

fi[m<[T)>g (vkÃp ps>d kri[ 

 

aYvi  

 

k)-bi[D< prY) F11 k) Tiep kri[. 

 

aYvi 

 

fi[m<[T T&lbirmi> aiv[li ATiel a[ºD fi[m<[T)>g bTn 

upr kl)k kri[ 

 

 

hv[ nv) aipNn[ ji[et) ATiel bnivvi miT[ 

ATiel a[ºD fi[m<[T)>g (vºDi[mi> ºy& ATiel bTn upr 

kl)k kri[. j[Y) a[k k\)a[T ATiel (vºDi[ K&lS[ 

 

hv[ ATiel n[m (vkÃpmi>“Less Sales” Tiep kr) 

ai[k[ bTn upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ 

“Less Sales” nimn) ATiel tmiri ATiel a[ºD 

fi[m<[T)>g (vºDi[mi> bn) ge hS[ 

Calc 
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a  

hv[ t[ni upr miusY) rieT kl)k kr) “Modify”  

(vkÃp ps>d kri[. j[Y) s[l ATiel fi[m<[T)>g (vºDi[ 

K&lS[. 

 

t[ni b[g\iuºD (vBigmi> miusY) kl)k kr) klr 

lil ps>d kri[ 

 

t[ni fi[ºT (vBigmi> je siez 20 kri[ , fi[ºT 

Tiep eT[l)k “Regular Italics” kri[ an[ ai[k[ 

bTn kl)k kri[ 

 

si]p\Ym c1:c50 s[l miusY) s)l[kT kri[ 

 

hv[ fi[m<[T m[nmi> je k>D)Ænl fi[m<[T)>g (vkÃp S$ 

kri[ 
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hv[ k>D)Ænl fi[m<[T)>g ai[pr[Tr (vkÃpmi>“between” 

ps>d kri[ 

 

an[ aip[li v[Ãy& (vkÃpmi> 500 Y) 1000 Tiep 

kri[ 

 

an[ s[l ATile (vkÃpmi>“Less Sales” ps>d kri[ 

 

k)-bi[D< prY) F11 k) Tiep kri[.hv[ nv) aipNn[ 

ji[et) ATiel bnivvi miT[ ATiel a[ºD fi[m<[T)>g 

(vºDi[mi> ºy& ATiel bTn upr kl)k kri[. j[Y) a[k 

k\)a[T ATiel (vºDi[ K&lS[ 

 

hv[ ATiel n[m (vkÃpmi>“Avg Sales” Tiep kr) 

ai[k[ bTn upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ 

“Avg Sales” nimn) ATiel tmiri ATiel a[ºD 

fi[m<[T)>g (vºDi[mi> bn) ge hS[ 

 

hv[ t[ni upr miusY) rieT kl)k kr) “Modify”  

(vkÃp ps>d kri[. j[Y) s[l ATiel fi[m<[T)>g (vºDi[ 

K&lS[. 

 

t[ni b[g\iuºD (vBigmi> miusY) kl)k kr) klr 

p)Li[ ps>d kri[ 
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alien (vBigmi> je s[ºTr alien (vkÃp ps>d 

kri[ 

 si]p\Ym c1:c50 s[l miusY) s)l[kT kri[ an[  

fi[m<[T m[nmi> je k>D)Ænl fi[m<[T)>g (vkÃp S$ kri[ 

 hv[ t[mi> b)J k>D)Æn ”Condition2”  (vkÃp upr 

miusY) kl)k kr) S$ kri[ 

 hv[ k>D)Ænl fi[m<[T)>g ai[pr[Tr (vkÃpmi>“between” 

ps>d kri[an[ aip[li v[Ãy& (vkÃpmi> 1000 Y) 

3000 Tiep kri[ 

 

an[ s[l ATile (vkÃpmi>“Avg Sales” ps>d kri[ 

an[ ai[k[ bTn upr kl)k kri[ 

 

hv[ vk<S)Tmi Tiep kr[li[ D[Ti a[kvir ckis) li[. 

500 Y) 1000 vµc[ni aikDi lil an[ 1000 Y) 

3000 vµc[ni aikDi p)Li b[g\iuºDviLi Ye gyi 

hS[. 

 

 

(Sxkm)#ii[, (vwiY)<ai[n[ udihrNmi> aip[l) #i)J ATiel bniv) n[ k>D)Ænl fi[m<[T)>gmi> t[ni[ upyi[g kr) btiDi[. 

 

 

 

 

 

 

 

 

 

 

s&(vcir 

 

aXinti a[ a[Tl) Srmn) vit nY) j[Tl) S)Kvi miT[ t]yir n Yv& 

-b[ºji(mn f\[ºk(ln 
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f)ÃTr 
 

 

 

 

Ap\[DS)T p\i[g\immi> K*b sgL) mi(ht) Frivti vk<S)Tmi> aipNn[ upyi[g) mi(ht) Si[F) t[n) pr kim krvi miT[ 

Ap\[DS)T p\i[g\imni> f)ÃTr (vkÃpni[ upyi[g Yiy C[. a>g\[Jmi> f)ÃTr a[Tl[ giLv>& an[ Ap\[DS)T p\i[g\imni> s>d<Bmi> 

vk<S)Tni> D[TimiY) aipNn[ ji[et) mi(ht)n[ giLvi miT[ni[ (vkÃp a[Tl[ f)ÃTr. j[m aipN[ piN)n[ giL)n[ 

t[miY) kcri[ d&r kr)a[ C)a[ t[m j Ap\[DS)T p\i[g\imni f)ÃTr (vkÃpni[ upyi[g kr) aipN[ n jiet) mi(ht)n[ d&r 

kr)a[ C)a[.Ap\[DS)T p\i[g\immi> f)ÃTr (vkÃp S$ krvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

Ap\[DS)T p\i[g\immi> f)ÃTr krvi miT[ni #iN (vkÃpi[ mL) aiv[ C[ j[ n)c[ p\miN[ C[. 

 

4. ai[Ti[-f)ÃTr : ai (vkÃpni[ upyi[g krviY) Ap\[DS)T p\i[g\im j[ s[l s)l[kT hS[ t[n) ph[l) l)T)mi> 

f)ÃTr krvi miT[ni (vkÃpi[ aipS[.

 

 

5. ATi>D<D f)ÃTr: ai (vkÃpni[ upyi[g krviY) Ap\[DS)T p\i[g\im aipNn[ a[k ATi>D<D f)ÃTr (vºDi[ aip[ C[ 

j[mi aipN[ #iN k>D)Æn aip)n[ D[Tin[ f)ÃTr kr) Sk)a[ C)a[. an[ t[mi> a[k k>D)Æn n[ b)J k>D)Æn siY[ 

ji[Dvi miT[ a[ºD (And)aYvi ai[r (Or)ai[pr[Trni[ upyi[g Yiy C[. 

 

 

 

 

 

1. D[Ti m[n& upr kl)k kri[.

2. t[mi> f)ÃTr (vkÃp upr kl)k kri[

Calc 

1 

2 

Exercise Book : 3 
Page  71, 75, 78 
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6. a[Dviºs f)ÃTr: a[Dviºs f)ÃTrni[ upyi[g kr)n[ aipN[ 8 k>D)Æn aip)n[ D[Tin[ f)ÃTr kr) Sk)a[ C)a[. 

ai (vkÃpni[ fiydi[ a[m C[ k[ ain) miT[ ji[et) k>D)Æns n[ aipN[ alg vk<S)Tmi> Tiep kr)n[ t[ni[ 

upyi[g kr) Sk)a[ C)a[. 

 

 

 

 

 

 

 

 

 

 

hv[ aipN[ udihrNn) mddY) f)ÃTr (vkÃpni[ upyi[g krti S)K)S&. 

 

 

 

 

 

 

 

 

 

Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) 

ai[(fs (vkÃp upr kl)k kri[ an[ pC) Ap\[DS)T 

(vkÃp upr kl)k kri[. tm[ ji[e Ski[ Ci[ k[ Ap\[DS)T 

p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr K&l) gyi[ C[. 

 
hv[ aip[l) s[À¼l fiel “/Filter/Filter 

Example.ods”Ki[li[ 

 

si]p\Ym A1 s[l upr miusY) kl)k kri[ 

Calc 

p)ºg&ni> sih[bn[ jiNv& C[ k[ s>AYimi>“IT”D)pi<Tm[ºTmi> k&l k[Tli li[ki[ kim kr[ C[ an[ t[miY) “Software 

Developer”tr)k[ kim krti km<cir)ai[ni[ k&l pgir k[Tli[ C[. 

 

ai udihrNn[ S)Kvi miT[ aipN[ “/Filter/Filter Example.ods”Ap\[DS)Tni[ up)yi[g kr)S&. 



 

 

P a g e  | 173 

 

 

hv[ D[Tim[n&mi> f)ÃTr (vkÃpni ai[Ti[-f)ÃTr (vkÃpn[ 

miusY) s)l[kT kri[ 

 

hv[ tmn[ Ap\[DS)T p\i[g\imn) ph[l) ri[mi> s)l[kSn 

ki[Àbi[ aiv[li[ d[KiS[ 

 

D)piT<m[ºT ki[lmmi> aiv[li s)l[kÆn ki[Àbi[n[ 

miusY) kl)k kr) t[miY) “IT” D)pi<Tm[ºT s)l[kT 

kri[ 

 

hv[ tm[ ji[e Ski[ Ci[ k[ Ap\[DS)Tmi> fkt “IT” 

D)pi<Tm[ºTni[ j D[Ti hS[.t[mi>A ki[lmni bFi D[Tin[ 

s)l[kT kri[ 

 

AT[Tsbirmi> d[Kiti “Sum” S¾dn) upr miusY) 

rieT kl)k kr) t[miY) “Count”S¾d pr kl)k kri[. 

 

t[ tmn[ Count = 8 btiDS[. t[ni[ aY< a[m Yiy k[ 

s>AYini “IT” D)pi<Tm[ºTmi> kim krti km<cir)ai[n) 

s>²yi 8 C[ 

 

s)l[kSn ki[Àbi[ 
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v[l)D)T) 

 

TieTl ki[lmmi> aiv[li s)l[kSn ki[Àbi[n[ miusY) 

kl)k kr) t[miY) “Software Developer” 

TieTl s)l[kT kri[ 

 

hv[ s[l[r) ki[lm n[ s)l[kT kri[ an[ AT[Tsbirmi> 

d[Kiti “Count” S¾dn) upr miusY) rieT kl)k 

kr) t[miY) “Sum”S¾d pr kl)k kri[. 

 

 

 

t[ tmn[ Sum = 57000 btiDS[. t[ni[ aY< a[m 

Yiy k[ s>AYini “IT” D)pi<Tm[ºTmi>“Software 

Developer” tr)k[ kim krti km<cir)ai[ni[ k&l 

pgir 57000 $p)yi C[. 

 

 

 

 

 

 

 

(vwiY)<m)#ii[, aip si] jiNi[ Ci[ k[ Ap\[DS)T p\i[g\immi> D[Ti Tiep krv& a[ K&b j k>TiLijnk an[ m&Æk[l kim C[. 

t[v) pr)AY)t)mi> Ap\[DS)T p\i[g\immi> Tiep krt) vKt[ B*li[ Yvin) Skytiai[ vF) jiy C[. aim Tiep krt) vKt[ 

Yt) B*li[n[ aTkivvi miT[ Ap\[DS)T p\i[g\imni> v[l)D)T) (vkÃpni[ upyi[g Yiy C[.v[l)D)T) (vkÃpni[ upyi[g krvi 

miT[n) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

Exercise Book : 3 
Page  87 
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v[l)D)T) (vºDi[ m&²y_v[ #iN (vBigi[mi> vh[ciy[li[ hi[y C[. j[ n)c[ p\miN[ C[ 

1. k\ieT[r)yi (Criteria) : ai (vBigni[ up)yi[g v[l)D[Sn v)S[n) 

mi(ht) p&r) piDvi miT[ni (vkÃpi[ Griv[ C[. ai (vBigni upyi[gY) 

(v(vF p\kirni v[l)D[Sn j[m k[ s[ln[ Kil) Ci[Dti[ aTkivvi[, s[lmi> 

am&k ci[Ês p\kirn) s>²yi j niKvin) prving) aipv), am&k 

ci[Ês l>bieni axri[n[ Tiep krvin) prving) aipv) vg[r[. 

 

 

2. enp&T h[Ãp(Input Help) : ai (vBigni[ upyi[g Tiep krt) 

vKt[ k[vi p\kirni[ D[Ti s[lmi> Tiep Ye Sk[ C[ t[n) mdd krvi miT[ 

t[ni[ upyi[g Yiy C[. 

 

3. a[rr a[ÃT<(Error Alter) : ai (vBigni[ upyi[g Tiep krt) 

vKt[ Yt) B&li[ dSi<vvi miT[ Yiy C[. 

 

 

1. D[Ti m[n& upr kl)k kri[.

2. t[mi> v[l)D)T) (vkÃp upr kl)k kri[

3. n)c[ p\miN[ni[ v[l)D)T) (vºDi[  K&lS[

Calc 

1 

2 

3 
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hv[ aipN[ v[l)D)T) (vkÃpni[ upyi[g n)c[ni udihrNY) S)K)S&. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs (vkÃp 

upr kl)k kri[ an[ pC) Ap\[DS)T (vkÃp upr kl)k kri[. tm[ 

ji[e Ski[ Ci[ k[ Ap\[DS)T p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr 

K&l) gyi[ C[. 

 
hv[ aip[l) s[À¼l fiel “/Validity/Validity 

Example.ods” Ki[li[ 

 

hv[ si]p\Ym miusY) “sheet2”kl)k kri[ an[ t[mi Tiep 

kr[li D[Tin[ ATi>D<D T&lbirmi> aiv[li kT bTn Y) kT kri[  

 

miusY) “sheet1”kl)k kri[ an[ t[mi aiv[li “Name”ki[lm 

mi>“B2:B8” r[>j s)l[kT kri[ 

Calc 

p)ºg&ni> sih[b[ t[n[ a[k vk<S)T t]yir krvin&> kim ai¼y& C[ j[mi> t[mN[ t[n[ v[l)D[Sn m&kvin) frj piD) C[. t[ 

v[l)D[Sn n)c[ p\miN[ C[.  

 

1. nimviLi ki[lmmi> n>br Tiep n Yvi ji[ea[ 

2. (v(vF (vPyi[ni mik< ki[lmmi> 100 Y) upr Tiep n Yvi ji[ea[. 

3. (v(vF (vPyi[ni mik< ki[lmmi> Kil) C&Tvi n ji[ea[ 

4. (vwiY)<n&> nim l)ATmiY) s)l[kT krvin& C[. 

 

ai udihrNn[ S)Kvi miT[ aipN[ “/Validity/Validity Example.ods”Ap\[DS)Tni[ upyi[g kr)S&. 
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hv[ D[Ti m[n&mi> aiv[li v[l)D)T) (vkÃpn[ S$ kri[ 

 

hv[ K&l[li v[l)D)T) (vºDi[ni k\ieT[r)yi (Criteria) (vBigmi> 

aiv[li (vkÃpmi> n)c[ btiÄyi p\miN[ni (vkÃpi[ s[T kri[ 

- “Allow” (vkÃpmi> l)AT(List) s)l[kT kri[ 

- “Allow blank cells” (vkÃp aigLn& T)k kiQ) 

niKi[ 

- “Show Selection List” (vkÃp aigL T)k kri[ 

- “Sort entries ascending” (vkÃp aigL T)k 

kri[ 

a[ºT^)z (vkÃpn) sim[ sf[d bi[xmi> miusY) rieT kl)k 

Si[T<kT m[n& Ki[li[ an[ t[mi>“Paste” (vkÃp upr kl)k kri[. 

aYvi 

ji[eti (vkÃpi[ aipN[ Tiep pN kr) Sk)a[ C)a[ 

 

hv[ ai[k[ bTn upr kl)k kri[ 

 

 

hv[ “Name” ki[lmviLi “B2” s[l upr miusY) kl)k kri[ 

Ryi a[k s)l[kSn ki[Àbi[ d[KiS[. j[ni upr miusY) kl)k 

krviY) (vwiY)<ai[ni nimn>& l)AT d[KiS[ t[miY) ji[et& nim 

ps>d kri[ 

 

hv[ “C2:H9”r[>j s)l[kT kri[ 
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hv[ K&l[li v[l)D)T) (vºDi[ni k\ieT[r)yi (Criteria)(vBigmi> 

aiv[li (vkÃpmi> n)c[ btiÄyi p\miN[ni (vkÃpi[ s[T kri[ 

- “Allow” (vkÃpmi> hi[l n>brz (Whole 

Numbers) s)l[kT kri[ 

- “Allow blank cells” (vkÃp aigLn& T)k kiQ) 

niKi[ 

- “Data” (vkÃpmi> l[z F[n ai[r ekvl (Less than 

or equal) s)l[kT kri[ 

- “Maximum” (vkÃpmi> 100 Tiep kri[ 

 

hv[ enp&T h[Ãp(Input Help) (vBigmi> miusY) kl)k kr) 

n)c[ p\miN[ (vkÃpi[ s[T kri[ 

- “Show input help when cell is selected” 

(vkÃp aigL T)k kri[ 

- TieTl (vkÃpmi>“Marks” Tiep kri[ 

- Enp&T h[Ãp (vkÃpmi>“Marks should be 

numbers….” Tiep kri[ 

 

 

hv[ a[rr a[l<T(Error Alert) (vBigmi> miusY) kl)k kr) 

n)c[ p\miN[ (vkÃpi[ s[T kri[ 

- “Show error message when invalid values 

are entered” (vkÃp aigL T)k kri[ 

- a[kSn (vkÃpmi> ATi[p “Stop” (vkÃp ps>d kri[ 

- TieTl (vkÃpmi>“Error…” Tiep kri[ 

- a[rr m[s[j (vkÃpmi>“Marks should be within 

0 to 100….” Tiep kri[ 

 

hv[ ai[k[ bTn upr kl)k kri[ 

 

hv[ “C2:H9”r[>jmi> miusY) ki[epN s[l upr kl)k kr)S& 

a[Tl[ Ap\[DS)T p\i[g\im aipNn[ enp&T h[Ãp m[s[j btiDS[ 

j[niY) aipNn[ Kbr pD) Sk[ k[ ai s[lmi> kyi p\kirni[ D[Ti 

Tiep Ye Sk[ C[. 

 

hv[ “C2”s[l>mi> miusY) kl)k kr)S& hv[ aipN t[mi> 160 

Tiep kr)n[ a[ºTr-k) dib)S& a[Tl[ a[rr a[l<T m[s[j btiDS[ 

j[niY) aipNn[ Kbr pD) Sk[ k[ ai s[lmi> kyi p\kirni[ D[Ti 

Tiep Ye Sk[ C[. 
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D)fien n[m   

 

 

Ap\[DS)T p\i[g\immi> hri[Lmi> s)l[kT kr[li a[k aYvi a[kY) vFir[ s[lni j&Yn[ r[>j kh[ C[. Ap\[DS)T p\i[g\immi> 

aipN[ ai r[>jn[ aY<p&N< nim aip) Sk)a[ C)a[. n[m r[>j aipvini m&²y_v[ b[ fiydi C[. 

1. aY<p&N< nim r[>jn[ aipviY) t[ yid riKvimi> an[ viprvimi> sh[li pD[ C[. 

2. aipN[ r[>j n[mn[ n[v)g[Tr d^iri pN Si[F) Sk)a[ C)a[. 

3. an[ aY<p&N< nim hi[vin[ kirN[ nim uprY) j Tiep kr[l) mi(ht) v)S[ni[ ²yil aiv) Sk[ C[. 

 

Ap\[DS)T p\i[g\immi> n[m r[>j viprvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. eºs<T m[n& upr kl)k kri[.

2. t[mi> n[mz (vkÃp upr kl)k kri[

3. t[mi> D)fien (vkÃp upr kl)k kri[

4. n)c[ p\miN[ni[ D)fien n[mz (vºDi[  K&lS[

1 

2 3 

4 

Calc 

ni[>G : k)-bi[D< prY) k>T^i[l+a[f3(Ctrl+F3) k) dbiv) D)fien n[m (Define Names) S$ kr) Skiy C[. 

r[>j n[m ah) aipv& 

nim aip[l s[ln) 

r[>j 

Exercise Book : 3 
Page  94 
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hv[ aipN[ udihrNn) mddY) D)fien n[m (vkÃpni upyi[g S)K)S&. 

 

 

 

 

 

 

 

 

 

Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs (vkÃp 

upr kl)k kri[ an[ pC) Ap\[DS)T (vkÃp upr kl)k kri[. tm[ 

ji[e Ski[ Ci[ k[ Ap\[DS)T p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr 

K&l) gyi[ C[. 

 
hv[ aip[l) s[À¼l fiel “/Range Name/Data Range 

Example.ods”Ki[li[ 

 
hv[ s[l “C4” upr kl)k kri[ an[ miusY) “C4:C9” r[>j 

s)l[kT kri[[ 

 
hv[ D)fien n[m (vkÃp eºs<T m[n&miY) S$ kri[  

aYvi 

k)-bi[D< prY) Ctrl+F3 k) dbivi[ 

 

hv[ K&l[li D)fien n[m bi[xni> n[m (vkÃpmi>“January” 

Tiep kri[ an[ a[D (Add) bTn upr kl)k kri[ 

Calc 

p)ºg&ni> sih[b[ t[n[ a[k vk<S)T t]yir krvin& kim ai¼y& C[ j[mi> t[mN[ t[n[ D)fien n[m (vkÃpni[ upyi[g kr)n[ t[mn) 

s>AYimi> kim krti v[ciNkir[ vP<-2012 mi> kr[l k&l v[ciN mh)ni d)Q ji[vi mi>g[ C[. ti[ hv[ aipN[ p)ºg&n[ t[ 

bnivvimi> mdd kr)a[  

 

ai udihrNn[ S)Kvi miT[ aipN[ “/Range Name/Data Range Example.ods”Ap\[DS)Tni[ upyi[g kr)S&. 
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hv[ fr)Y) D)fien n[m bi[xni> n[m (vkÃpmi>“February” 

Tiep kri[ an[ asien-T& (vkÃpni x)>>k (Shrink) bTn 

upr kl)k kri[ 

 

hv[ s[l “D4” upr kl)k kri[ an[ miusY) “D4:D9” r[>j 

s)l[kT kri[[ an[ fr)Y) x)>>k (Shrink) bTn upr kl)k kri[. 

 

 

hv[ aij p¹F(tY) bik)ni> mh)niai[ miT[ni nim   

“March” =  “E4” upr kl)k kri[ an[ miusY) “E4:E9” 

“April” =  “F4” upr kl)k kri[ an[ miusY) “F4:F9” 

“May”  = “G4” upr kl)k kri[ an[ miusY) “G4:G9” 

“June”  = “H4” upr kl)k kri[ an[ miusY) “H4:H9” 

k\mS: bnivi[ an[ pC) ai[k[ bTn upr kl)k kri[ 

 

(Sxkm)#ii[, ah) (vwiY)<ai[ pis[Y) r)t bi[livDivi[ j[Y) t[mn[ 

yid rhS[ 

 

 

(vwiY)<m)#ii[, aipN[ bniv[li r[>j n[m aipN[ n[m bi[xmi> ji[e 

Sk)a[ C)a[ 

 hv[ s[l “C17” upr kl)k kri[ an[ n)c[ p\miN[ srviLi miT[n& 

f>kSn Tiep kri[ 

=Sum(J 

ah) aipNn[ Ap\[DS)T p\i[g\im mdd Av$p[ aipN[ bniv[l nim 

aipNn[ s&cv[ C[. ji[ aipNn[ t[ nimni[ up)yi[g krvi[ hi[y ti[ 

k)-bi[D< prY) a[ºTr-k) dibi[

 

 t[v) j r)t[ bik)ni mh)ni miT[ pN srviLi[ kri[. 
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(vwiY)<m)#ii[, S& tm[ nkSipi[Y) ni[ upyi[g jiNi[ Ci[ ? ai nkSin[ a>g\[Jmi> ciT< kh[ C[. tm[ jiNi[ Ci[ ? 

ti[ hv[ aipN[ ciT< v)S[ Yi[D) mi(ht) m[Lv)a[.  

 

ciT< an[ g\ifni[ upyi[g mi(ht) sh[lieY) an[ zDpY) smjivvi miT[ Yiy C[.ciT< an[ g\if mi(ht)n[ 

phi[ciDvini[ K&bj S(ktSiL) an[ asrkirk mig< C[. Ap\[DS)T p\i[g\im aipNn[ (v(vF j$r)yit m&jbni ciT< 

aipN) Tiep kr[l) mi(ht) miT[ p&ri piD[ C[.  Ap\[DS)T p\i[g\im aipNn[ ciT<mi> f[rfir krvi miT[ni pN (vkÃpi[ 

p&ri piD[ C[. t[ (vkÃpi[ni[ upyi[g kr)n[ aipN[ mi(ht) n[ vF& ApOT r)t[ rj& kr) Sk)a[ C)a[. hv[ aipN[ Ap\[DS)T 

p\i[g\immi> ciT< S$ krvin) r)t smJS&. Ap\[DS)T p\i[g\immi> ciT< b[ r)t[ S$ kr) Skiy C[. 

 

 

 

 

ATi>D<D T&lbirmi> aiv[li ciT< bTn upr kl)k kr)n[ pN ciT< bniv) Skiy C[. 

 

 

 

1. eºs<T m[n& upr kl)k kri[.

2. t[mi> ciT< (vkÃp upr kl)k kri[

7 
ciT< 

Working with Charts 

1 

2 

ni[>G : ciT< bnivvi miT[ vk<S)Tmi> D[Ti hi[vi[ j$r) C[. 
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ciT<ni> p\kir 

1 

ki[lm 

2 

bir 

 

 

 

 

 

Ap\[DS)T p\i[g\immi> (v(vF p\kirni> ciT< aiv[li C[ j[ni[ upyi[g j$r)yit p\miN[ kr) Skiy C[. Ap\[DS)T p\i[g\immi> 

ciT<ni> p\kir ps>d krvi[ a[ K&b j ag_yn) vit C[. ji[ ciT<ni[ p\kir Ki[Ti[ ps>d Yiy ti[ smjiv[l mi(ht) pN 

Ki[T) j smjiS[. hv[ aipN[ ciT<ni> p\kiri[ smJS&.  

 

 

ai ciT< upyi[g ki[epN mi(ht)mi> smy jti k[vi[ frk pDyi[ C[ t[ ji[vi miT[ 

Yiy C[. ai ciT<ni[ upyi[g jyir[ mi(ht) ai[C) hi[y Ryir[ Yiy C[. ai 

D)fi[ÃT(Defualt) ciT< C[. ai ciT< smjvi[ K&b j sh[li[ C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mih)t)n) srKimN) krvimi> ji[ smyn) myi<di n hi[y ti[ ai ciT<ni[ upyi[g 

Yiy C[.di.t:- ke vAt& mik[<Tmi> k[Tl) p\²yit C[ aYvi ke k>pn)ni[ mi[biel 

si]Y) vFir[ upyi[g Yiy C[. vg[r[ j[v) mi(ht) miT[ 

 

 

 

 

 

 

 

 

 

 

 

 

 

Calc 
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3 

pie 

4 

a[r)yi 

5 

lien 

 

 

pie ciT<ni[ upyi[g ki[e a[k mi(ht)n[ ¹yinmi> riK) bik)n) mi(ht)a[ t[mi> k[Tli 

Tki Big BjÄyi[ C[ t[ jiNv& hi[y Ryir[ ai ciT<ni[ upyi[g Yiy C[. di.t:-Fi[rN-

5-6-7mi> k[Tli (vwiY)<ai[ npis Yyi,k[Tli Tki (vwiY)<ai[ ni 60% aiÄyi C[ vg[r[ 

 

 

 

 

 

ki[e ci[kks mi(ht)mi> smy jti k[Tli[ f[rfir Yyi[ C[. t[ ji[vi miT[ Yyi[ C[.pN 

mih)t)ni[ f[rfir m&²yRv[ j¸Yimi> Yyi[ hi[y Ryir[. di.t. vP< 1999 Y) 2013 

s&F)mi> ki[À¼y&Trni[ upyi[g krnir li[ki[n) s>²yimi> pD[li[ frk. 

 

 

 

 

ai ciT< smy jti f[rfir Yyi[ C[ t[ dSi<vvi miT[ Yiy C[. ai ciT< K&b mi(ht) hi[y 

Ryi> upyi[gmi> aiv[ C[.mi(ht)mi> smy jti sL>g k[vi[ f[rfir aiv) rHi[[ C[. t[ 

dSi<vvi miT[ Yiy C[. di.t. vP< 2000 Y) 2012 s&F) p]si an[ Di[lrn) k)>mtmi> 

Yti[ f[rfr. 

 

 

 

 

 

 

 

Calc 
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6 

Ak[T<D 

7 

n[T 

8 

ATi[k 

ci[Ês mi(ht)n) smy jti asr ni[>Fvi miT[ Ak[T<D ciT<ni[ upyi[g Yiy C[.ai 

ciT< K&b mi(ht) hi[y Ryi> upyi[gmi> aiv[ C[. ai ciT<ni[ upyi[g pN lien ciT< 

j[vi[ j hi[y C[ an[ t[n[ vFir[ lien ciT< siY[ upyi[gmi> l[vimi> aiv[ C[. 

Ak[T<D ciT< an[ lien ciT< n[ srKiv) j[ lien si]Y) srK& pr)Nim dSi<vt) hi[y 

t[n[ sic& pr)Nim gNvimi> aiv[ C[. 

 

 

 

 

 

n[T ciT< a[ rDir aYvi pi[lir ciT< j[vi[ j hi[y C[. a[ni[ upyi[g mi(ht)n[ smy 

p\miN[ nh) pN alg-alg p(r(AYt)mi> srKimN) krvi miT[ Yiy C[. 

 

 

 

 

 

 

 

 

 

ai ciT< fkt S[r mik<[Tmi> j upyi[gmi> l[vimi> aiv[ C[. t[ fkt S[r mik<[Tn[ ¹yin 

mi> riK)n[ bnivvimi> aiv[li[ C[. ai ciT< miT[ ci[kks p\kirn) mi(ht)n) j$r pD[ 

C[. j[mk[ si]Y) vF& S[rn) k)>mt,d)vs p&ri[ Yti S[rn) (k>mt. 

 

 

 

 

 

 

 

Calc 
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8 

ki[lm a[ºD lien 

t[ ki[lm ciT< an[ lien ciT<n& (mxN C[. aini[ upyi[g b[ j&d) 

mi(ht) pN a[k b)jini an&$p mi(ht)n[ ji[vi miT[ Yiy C[. di.t 

smygiL[ k[Tl& v[ciN Yy& an[ t[n) sim[ nfi[ k[Tli[ Yyi[ t[ ji[vi 

miT[ Yiy C[. 

 

 

 

 

 

 

 

hv[ aipN[ udihrNn) mddY) Ap\[DS)T p\i[g\immi> ciT< bnivti S)K)S&. 

 

 

 

 

 

 

 

 

 

 

Ap\[DS)T p\i[g\im S$ krvin) r)t  

 

si] p\Ym a[¼l)k[Sn (vkÃp upr kl)k kri[. pC) ai[(fs (vkÃp 

upr kl)k kri[ an[ pC) Ap\[DS)T (vkÃp upr kl)k kri[. tm[ 

ji[e Ski[ Ci[ k[ Ap\[DS)T p\i[g\im tmiri ki[À¼y&Tr Ak\)n upr 

K&l) gyi[ C[. 

 
hv[ aip[l) s[À¼l fiel “Charts/Chart 

Example.ods”Ki[li[ 

 
hv[ si]p\Ym “Sheet2” miusY) kl)k kri[.  

Calc 

p)ºg&ni> sih[b[ t[n[ a[k vk<S)T t]yir krvin& kim ai¼y& C[ j[mi> t[mN[ t[n[ D)fien n[m (vkÃpni[ upyi[g kr)n[ t[mn) 

s>AYimi> kim krti v[ciNkir[ a[ vP<-2012 mi> kr[l k&l v[ciN mh)ni d)Q ji[vi mi>g[ C[. ti[ hv[ aipN[ p)ºg&n[ t[ 

bnivvimi> mdd kr)a[  

 

ai udihrNn[ S)Kvi miT[ aipN[ “Charts/Data Range Example.ods”Ap\[DS)Tni[ up)yi[g kr)S&. 

Exercise Book : 3 
Page  30, 31, 99 
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an[ hv[ eºs<T m[n&mi> aiv[li ciT< (vkÃpn[ miusY) kl)k kri[ 

 
hv[ K&l[li ci<T (vziD< (vºDi[mi> si]p\Ym aipN[ agiu smJ 

gyi t[ p\miN[ (v(vG ci<T Tiep btiD[li C[.  

 

 

 

 

 

 

 

 ti[ upr btiD[li ci<T (vziD< (vºDi[mi>aipN[ bir ciT< 

(vkÃp ps>d krvini[ C[. t[mi> 3D Look (vkÃp upr 

miusY) kl)k kri[ an[ Shape (vkÃp Cylinder 

(vkÃp upr miusY) kl)k kri[ an[ n[ÈT bTn upr 

kl)k kri[ a[Tl[ a[k nvi[ (vºDi[ K&lS[ j[n[ aipN[ ci<T 

bnivvi miTn& b)j& AT[p kh)S&. 

 

 

 

 

 

 

 

ci<T bnivvi miT[ up)yi[gmi> 

l[vi pDti 4 AT[p 

(v(vG p\kirni ci<Tn& l)AT 

aipN) j$r)yit p\miN[ aipN[ 

ci<T ps>d kr) Skiy 

ci<T bn) gyi pC) k[vi[ d[KiS[ 

t[ jiNvi miT[ 

ci<Tni[ d[Kiv 3Dbnivvi miT[ 

ni[ (vkÃp an[ t[ni aikiri[ n& 

l)AT 

Calc 
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ti[ upr btiD[li ci<T (vziD< (vºDi[mi> aipN[ D[Ti 

s)r)z ps>d krvi miT[ s)l[kT D[Ti r[>j (vkÃpmi> 

aiv[li (sl[kT D[Ti r[>j bTn upr miusY) kl)k kri[ 

an[ “Sheet1” mi je D[Ti r[>j “B2:H8” s)l[kT 

kl)k kri[ an[ n[ÈT bTn upr kl)k kri[ a[Tl[ a[k 

nvi[ (vºDi[ K&lS[ j[n[ aipN[ ci<T bnivvi miTn& #i)j& 

AT[p kh)S&. 

 

 

 

 

 

 

 

 

 

ci<T bnivvi miT[ ji[eti[ D[Ti 

r[>j ah) s[T krvi miT[ 

ci<Tmi> ji[eti l[bl s[T krvi 

miT[ni (vkÃpi[ 

ci<T bnivvi miT[ ji[eti[ D[Ti 

j[miY) aiv[li[ C[ t[ni nim 

dSi<v[ C[ 

Calc 

ci<Tmi> ji[eti[ D[Tini[ g\if 

j[ni aiFir[ bnvini[ C[ t[n& 

nim dSi<v[ C[ 

ci<T bnivvi miT[ ji[eti[ D[Ti 

n) s)r)z um[rvi aYvi 

kiQvi 
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 simiºy p(rAY)t)mi> ai (vBigmi> ki[e f[rfir krvin) 

j$r pDt) nY). kirNk[ aipN[ j[ D[Ti r[>j s)l[kT 

kr)a[ C)a[ t[ni aiFir[ j ai mi(ht) d[Kit) hi[y C[. 

hv[ n[ÈT bTn upr kl)k kri[ a[Tl[ a[k nvi[ (vºDi[ 

K&lS[ j[n[ aipN[ ci<T bnivvi miT[n&> ci[Y& AT[p kh)S&. 

 

 

 

 

 

 

 

 

 

 

 

 

 ah) aipN[ aipN) j$r)yit m&jb n)c[ni 

(vkÃpi[ s[T kr)S& an[ f)n)S bTn upr kl)k 

kri[ j[Y) aipNn[ n)c[ p\miN[ni[ ci<T 

“Sheet2” mi> d[KiS[ 

 

TieDl - “Sales Target” 

sb-TieDl - “Year 2013” 

X – axis – “Sales Quantity” 

Y – axis – “Sales Executive” 

 

 

ci<Tmi> uB), aiD) l)T)ai[ 

btiDvi miT[ni (vkÃpi[ 
ci<Tn[ an[ t[ni X – axis, Y – 

axis  n[ mYiLi aipvi miT[ni 

(vkÃpi[ 

ci<Tmi> d[Kiti l)j[ºDn) j³yi 

s[T krvi miT[ni (vkÃpi[ 

Calc 



 

 

P a g e  | 190 

 

ciT<ni Bigi[ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TieTl (Title) sb-TieTl (SubTitle) 

a[x-a[x)s TieTl  

(X-Axis 

Title) 

viy-a[x)s TieTl  

(Y-Axis Title) 

l)j[ºD 

(Legand) 

Calc 

g\)D (Grid) D[Ti s)r)z  

(Data Series) 

D[Ti r[>Jz  

(Data Ranges) 
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p\[zºT[Sn(Presentation)ni[ aY< Yiy  C[> p\At&t krv&>. ai[pn-ai[(fs p\[zºT[Sn a[ a[k p\[zºT[Sn p\i[g\im C[ 

j[ d[Kiv an[ kiy<mi> miek\i[si[fT pivr-pi[eºT (MS-PowerPoint) j[vi[ j C[. ai p\i[g\imni[ upyi[g 

kr)n[ siri an[ p\BivSiL) mÃT)m[D)yi p\[zºT[Sn (Multimedia Presentation) bniv) Skiy C[. 

eÀp[\s p\i[g\imni[ upyi[g kr) aipN[ k[Tl)k mhRvn) mi(ht)n[ (v(vF p\kirni li[ki[ sim[ p\At&t kr) Sk)a[ C)a[ j[ 

simiºyr)t[ smjv) K&b m&Sk[l hi[y C[. ai p\i[g\imni[ upyi[g kr)n[ Ap[Æyl ef[kT, a[n)m[Sn aip) Skiy C[. 

ai[pn-ai[(fs p\[zºT[Snn[ a[k mÃT)m[D)yi p\i[g\im pN kh) Skiy C[. p\[zºT[Sn(Presentation) p\[ig\im  a[ 

m&Æk[l an[ j[Tl) mi(ht)n[ K&b j sh[lieY) smÔvvi miT[ upyi[gmi> liviy. 

p\[zºT[Sn(Presentation)p\i[g\immi> aipN[ AlieD (slide)bniv) Sk)a[ C)a[, j[ (v(vF p\kirn) mi(ht) 

dSîv) Sk[ C[,j[m k[ lK[li S¾di[, (c#ii[,aikZ(t, ail[K.p\[zºT[Snn[(Presentation)[ vF& aikP<k bnivvi miT[ 

t[mi a[n)m[Sn, T^i>z[Sn j[v) p¹G(tai[ni[ upyi[g kr) Skiy C[. 

 

 

 

 

 

 

 

- siri an[ aik<Pk p\[zºT[Sn bniv) an[ t[n[ s[v kr) Skiy C[. 

- ciT< m&k) Skiy C[ 

- T[bl m&k) Skiy C[ 

- p\[zºT[Snn[ aikP<k bnivvi miT[ a[n)m[Sn kr) Skiy C[. 

- ai[bj[kTsn[ Ks[Dvi miT[ T^i>z[Sn (vkÃpni[ upyi[g kr) Skiy C[ 

- AlieDni> (v(vG d[Kivi[ (Views) ni[ upyi[g kr)n[ p\[zºT[Snn[ sir) r)t[ SNgir) Skiy C[. 

- AlieDn) (v(vF d[Kivi[mi> (p\ºT kiQ) Skiy C[. 

- t[mi AlieD h[ºD-aiuTs bniv) Skiy C[. 

- p\[zºT[Snn[ m[ºy&al) an[ ai[Ti[m[T)k a[m b>n[ r)t[ dSi<v) Skiy C[. 

- t[mi> T[À¼l[Tni[ upyi[g kr) p\[zºT[Sn n[ vF& si$ bniv) Skiy C[. 

- t[n[ p).D).a[f fi[m<mi> s[v kr) Skiy C[. 

- t[mi> (c#ii[ m&k) Skiy C[ an[ t[n[ a[(nm[Sn an[ T^i>z[Snn) mddY) vF& aikP<k bniv) Skiy C[. 

- t[mi> AlieDn[ (v(vF D)zieni[Y) an[ fi[m<[T)>gY) SNgir) Skiy C[. 

 

 

 

 

 

 

1 
 p\[zºT[Sn ni[ p(rcy 

 

Presentation Introduction 

p\[zºT[Sn n) lix(Nktiai[ 

Exercise Book : 3 
Page  110 
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p\[zºT[Sn p\i[g\im S$ krvi miT[ si] p\Ym a[¼l)k[Sn pr kl)k kri[ Ryir bid ai[(fs (vkÃp pr kl)k kri[ an[ pC) 

p\[zºT[Sn (vkÃp ps>d kri[. (Application -> Office ->Presentation) 

 

 

 

 

 

 

 

Presentation 

p\[zºT[SnS$ krvin) p¹F(t 

1          a[¼l)k[Sn 

3          p\[zºT[Sn 

2 ai[(fs 

Exercise Book : 3 
Page  110, 111 
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p\[zºT[Sn p\i[g\im S$ kyi< pC) p\[zºT[Sn (vzi<D (vºDi[ K&l[ C[ j[mi> p\[zºT[Snni> #iN p\kir a[ÀT) p\[zºT[Sn 

(Empty Presentation) , f\i[m T[À¼l[T (From Template), ai[pn a[(zAT)>g p\[zºT[Sn (Open 

Existing Presentation) aip[li hi[y C[ j[ n)c[ p\miN[ C[. 

 

 

 

 

p\[zºT[Sn (vzi<D (vºDi[mi> b[ bTn n[ÈT(Next) an[ k\)a[T(Create) aiv[li hi[y C[.n[ÈT bTn upr kl)k 

kr)n[ aipN[ aipNi p\[zºT[Snmi> upyi[gmi> l[vi miT[n) AlieD D)zien an[ AlieD T^i>z[Snn[ ph[liY) ps>d kr) 

Sk)a[ C)a[. an[ k\)a[T bTn upr kl)k krviY) aipNn[ emp\[s p\i[g\imni[ (vºDi[ K&l[li[ mLS[ j[mi> aipN[ 

(v(vF (vkÃpi[ni[ upyi[g kr)n[ p\[zºT[Sn bniv) Sk)a[ C)a[. 

 

 

 

 

 

 

 

 

Presentation 

p\[zºT[Snni p\kir 

nv& p\[zºT[Sn bnivvi 

miT[ t[ni[ upyi[g Yiy C[. 

t]yir T[À¼l[Tn[ aiGir[ p\[zºT[Sn 

bnivvi miT[ t[ni[ upyi[g Yiy C[. 

bniv[l p\[zºT[Sn Ki[lvi miT[ t[ni[ 

upyi[g Yiy C[. 

Exercise Book : 3 
Page  109 
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Presentation 

p\[zºT[Sn p\i[g\imni> Bigi[ 

T&lbir 
TieTl bir 

m[n& bir 

D^i[e>g T&lbir 

AlieD p[n mi> p\[zºT[Snmi> bniv[l) AlieDn& nin& (c#i 

d[Kiy C[. t[ni upyi[gY) aipN[  

- aigL-piCL AlieDmi> Ks) Sk)a[ C)a[ 

- p\[zºT[Snmi> nv) AlieD um[r) Sk)a[ C)a[ 

-  AlieD D)l)T kr) Sk)a[ C)a[ 

-  AlieDn&> nim bdl) Sk)a[ C)a[ 

- p\[zºT[Snmi> AlieDni[ k\m bdl) Sk)a[ C)a[ 

- AlieD s>tiD) Sk)a[ C)a[. 

vk< Ap[s ni[ upyi[g AlieD upr kim 

krvi miT[ Yiy C[. ai (vBigmi> pic T[b 

aiv[li hi[y C[. 

1. ni[m<l (Normal) 

2. aiuTlien Äy& 

3. ni[Ts 

4. h[ºD-aiuT 

5. AlieD Si[T<r 

TiAk-p[n ni[ upyi[g AlieD upr kim 

krt) vKt[ ji[eti (vkÃpi[ m[Lvvi miT[ 

Yiy C[. ai (vBigmi> pic T[b aiv[li 

hi[y C[. 

1. miATr p[j (Master Page) 

2. l[aiuT 

3. T[bl D)zien 

4. kATm a[n)m[Sn 

5. AlieD T^i>z[Sn 

Exercise Book : 3 
Page  108 
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1 

ni[m<l (Normal) 

2 

aiuTlien 

(Outline) 

3 

ni[Ts (Notes) 

 

 

 

hv[ aipN[ vk<-Ap[s a[r)yimi> aiv[li pi>c (vBigi[ v)S[ jiNkir) m[Lv)a[. 

 

ai emp\[s p\i[g\imni[ m&²y Äy& C[. t[mi> aipN[ a[k smy[ a[k j AlieD 

ji[e Sk)a[ C)a[. ai Äy&ni[ upyi[g AlieDn[ SNgirvi, t[mi> (c#ii[, 

a[n)m[Sn, T^i>z[S vg[r[ m&kvi miT[ Yiy C[. 

 

 

 

ai Äy& aipNn[ AlieDni> mYiLi an[ AlieDn&> lKiN aipNn[ b&l[T 

a[ºD n>br)>g kr)n[ btiD[ C[. AlieD btiDt& nY). ai Äy&ni[ upyi[g 

kr)n[ aipN[ AlieDni lKiNmi> f[rfir kr) Sk)a[ C)a[ an[ j$r)yit 

uB) Yiy ti[ nv) AlieD pN um[r) Sk)a[ C)a[. an[ AlieDni> 

lKiNn[ upr-n)c[ Ks[D)n[ gi[qv) Sk)a[ C)a[. 

 

 

 

 

 

ai Äy&ni[ upyi[g AlieDmi> ki[e ag_yn) jiNkir) um[rvi miT[ Yiy C[. 

ni[Tmi> um[r[l) mi(ht) aipNn[ AlieD D)zien krt) vKt[ an[ pC)Y) 

B(vOymi> f[rfir krt) vKt[ kimmi> aiv[ C[. bniv[l) ni[Ts aipNn[ 

p\[zºT[Snmi> d[Kit) nY). 

 

 

 

Presentation 

vk<-Ap[s a[r)yi 
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4 

h[ºD-aiuTs 

(Handouts) 

4 

AlieD-Si[T<r 

(Slide-Sorter) 

 

a[k j pin upr a[, b[, #iN, cir aYvi C AlieDn) (p\ºT kiqvi miT[ 

h[ºD-aiuT Äy&ni[ upyi[g Yiy C[.  

 

 

 

 

 

 

 

 

ai Äy&ni[ upyi[g AlieDn[ hri[Lmi> gi[qvvi miT[ Yiy C[. ai Äy&ni 

upyi[gY) b[ AlieDn) vµc[ smy myi<di pN nÊ) kr) Skiy C[. 

 

 

 

 

 

 

hv[ aipN[ TiAkp[n a[r)yini> pic (vBigi[ v)S[ smJS&. 

- miATr p[Js: ah) aipN[ p\\[zºT[Snn) p[j ATiel nÊ) kr) Sk)a[ C)a[. 

- l[aiuT:ah) aipN[ AlieD miT[ni (v(vF l[aiuT mL) aiv[ C[ j[ni upyi[gY) aipN[ AlieDn) 

D)zien nÊ) kr)a[ C)a[. 

- T[bl D)zien: AlieDmi> um[r[li T[bl miT[n) (v(vF D)zien aipNn[ ah) mL) aiv[ C[. 

- kATm a[n)m[Sn: AlieD miT[ni a[n)m[Sn ah) mL) aiv[ C[. t[ a[n)m[Snmi> aipN[ f[rfir pN kr) 

Sk)a[ C)a[. 

- AlieD T^i>z[Sn: ah) aipN[ AlieDn[ T^i>z[Sn aip) Sk)a[ C)a[ an[ t[ T^i>z[Snn) Ap)D pN nÊ) kr) 

Sk)a[ C)a[. 

 

Presentation 

TiAkp[n a[r)yi 
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1 

si]p\Ym p\[zºT[Sn p\i[g\im S$ kri[ 

2 

p\[zºT[Sn (vzi<Dmi> a[ÀT) p\[zºT[Sn (vkÃp ps>d kr) n[ÈT 

bTn kl)k kri[ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

nv& p\[zºT[Sn bnivvin) p¹F(t 

Presentation 
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3 

p\[zºT[Sn AlieDn) D)zien (vkÃp ps>d kr) n[ÈT bTn 

kl)k kri[ 

4 

p\[zºT[Sn AlieDni T^i>z[Sn ps>d kr) k\)a[T bTn kl)k 

kri[ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Presentation 
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p\[zºT[Sn p\i[g\immi> AlieD #iN r)t[ um[r) Skiy C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. eºs<T m[n& upr kl)k kri[.

2. t[mi> AlieD (vkÃp upr kl)k kri[

1. AlieD p[nmi> miusY) rieT kl)k kri[.

2. t[mi> ºy& AlieD (vkÃp upr kl)k kri[

1. ATi>D<D T&lbirmi> AlieD (vkÃp upr miusY) kl)k 

kri[

Presentation 

AlieD um[rvin) p¹F(t 

ph[l) r)t 

1 

2 

b)J r)t 

#i)J r)t 

1 

1 

ni[>G : j[ AlieDn[ D)l)T krv) hi[y t[n[ AlieDp[nmi> s)l[kT kr) k)-bi[D< prY) D)l)T-k) dibi[ aYvi miusY) rieT kl)k 

kr) D)l)T AliED (vkÃp ps>d kri[ 
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p\[zºT[sn p\i[g\immi> AlieD s>tiDvin) r)t n)c[ p\miN[n) C[ 

 

  

1. ni[m<l Äy&ni> AlieDp[nmi> AliEDn) yid)miY) j[ 

AlieDn[ s>tiDv) hi[y t[n[ miusY) s)l[kT kri[.

2. hv[ miusY) rieT kl)k kr) hieD AlieD (vkÃp 

ps>d kri[

1. si] p\Ym AliED Si[T<r Äy&n[ miusY) s)l[kT kri[.

2. hv[ j[ AlieDn[ s>tiDv) hi[y t[n[ miusY) s)l[kT 

kri[. 

3. an[ miusY) rieT kl)k kr) hieD AlieD (vkÃp 

ps>d kri[

AlieD s>tiDvin) p¹F(t 

Presentation 

ph[l) r)t 

1 

2 

b)J r)t 

1 

2 

3 
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p\[zºT[Sn p\i[g\im aipNn[ AlieDmi> Tiep krvin) prving) nY) aipti[ aim AlieD upr mih)t) Tiep krvi 

miT[ aipNn[ AlieD D)zienni[ upyi[g krvi[ pD[ C[. p\[zºT[Sn p\i[g\im aipNn[ AliEDmi> kim krt) vKt[ (v(vF 

p\kirni AlieD D)zien p&ri piD[ C[ j[ni[ upyi[g aipN[ aipN) j$r)yit m&jb kr) Sk)a[ C)a[. p\[zºT[Sn 

p\i[g\im aipNn[ 20 p\kirn) alg-alg AliED D)zien p&r) piD[ C[ j[ aipNn[ TiAkp[n (vºDi[mi> mL) rh[ C[. 

ai 20 p\kirn) AlieD D)zienmi> a[k ¾l[ºk AliED D)zien pN mL) aiv[ C[ j[ni[ upyi[g aipN[ aipN) 

j$r)yit p\miN[n) AlieD D)zien krvi kr) Sk)a[ C)a[. TiAkp[nmi> (v(vF p\kirn) AlieD D)zieni[ n)c[ p\miN[ 

C[. 

 

ah) aipN[ ji[e Sk)a[ C)a[ k[ t]yir AliED D)zien a[ aipNn[ fkt Tiep krvin) j s&(vFiai[ p&r) nY) 

piDt& ti[ t[ aipNn[ (c#ii[, T[bl, ciT< vg[r[ j[vi T&ln[ m&kvi miT[n) D)zien pN p&r) piD[ C[. 

 

hv[ aipN[ udihrNn) mddY) AlieD siY[ kim krti S)K)S&. 

 

 

 

 

 

2 
 AliED siY[ kim krvin) r)t 

 

Working with Slides 

p)ºg&ni> sih[b[ t[n[ AlieD D)zien (vkÃpni[ upyi[g kr)n[ “My Family” (vPy upr p\[zºT[Sn bnivvi ai¼y& C[. 

p)ºg& p\[zºT[Sn p\i[g\immi> nvi[ hi[vin[ kirN[ t[ aipN) mdd mi>g) rHi[ C[ ti[ aipN[ t[n[ p\[zºT[Sn bnivvimi> mdd 

kr)a[ 

 

 

Exercise Book : 3 
Page  112, 114, 117, 
119, 125, 128  
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p\[zºT[Sn p\i[g\im S$ krvin) r)t  

 

si]p\Ym a[¼l)k[Sn (vkÃpmi> aiv[li ai[f)s (vkÃp 

upr kl)k kri[ an[ pC) t[mi> aiv[li p\[zºT[Sn 

(vkÃp upr kl)k kri[. 

 

hv[ K&l[li p\[zºT[Sn (vzi<Dmi> a[ÀT) p\[zºT[Sn 

(vkÃpn[ s)l[kT kr)n[ n[ÈT bTn upr kl)k kri[. 

 

 

AlieD D)zien (vkÃpmi> p\[zºT[Sn (vkÃp ps>d kri[ 

an[ AlieD D)zienmi> ¾Ãy& D)zien s)l[kT kr) 

n[ÈT bTn upr kl)k kri[. tm[ nJkni> (p\Äy& 

(vºDi[mi> AlieDni[ bdliy[li[ klr ji[e Ski[ Ci[. 

 

 

AlieD T^i>z[Sn (vBigni> ef[kTs (Effects) 

(vkÃpmi> bi[x-aiuT (Box Out) (vkÃp ps>d kri[ 

an[ Ap)D (vkÃpmi> Ali[ (Slow)(vkÃp ps>d kr) an[ 

k\)a[T bTn upr kl)k kri 

 tm[ ji[e Ski[ Ci[ k[ p\[zºT[Sn p\i[g\immi> aipN[ s[T 

kr[l) AlieDn) D)zien AlieD upr lig& Yy[l) 

d[Kiy C[ 

Presentation 
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hv[ bij&mi aiv[li TiAk-p[n (vºDi[ni l[aiuT 

(vBigmiY) “TieTl T[ÈT”(Title, Text) p\kirn) 

AlieDn& l[aiuT kl)k kri[ 

 

hv[ s[T Yy[li AliED D)zienni TieTl 

(vBigmi>“My Family” Tiep kri[. 

 

hv[ D[Ti (vBigmi> n)c[n) mih)t) Tiep kri[. 

(vwiY)<(m#ii[ ah) ¹yin aipvi j[v) bibt a[ C[ k[ 

ah) aipNn[ b&l[Ts a[ºD n>br)>g (vkÃpni[ upyi[g 

n krti aipNn[ ah) b&l[Ts mL[ C[. 

- My Father name is Ramjibhai. He 

is Farmer 

- My Mother name is Sitaben. She 

is housewife 

- I have one sister named “Radha”. 

She is studying in 8th Std. 

- We  have two buffalo 

- We are staying in Rampur 

 hv[ p\[zºT[Snn[ ji[vi miT[ k)-bi[D< mi> aiv[li “F5” 

k)n[ p\[s kri[. 

hv[ p\[zºT[Snn[ s[v kri[. 

 

 

 

 

 

 

s&(vcir 

 

(j>dg)n) v)t) gy[l) pL a[k kri[D si[ni-mhi[r aipviY) pN piC) mL) Skt) nY) 

-ciNky 
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p\[zºT[Sn p\i[g\immi> aipN[ AlieD prni> lKiNn[ SNgir)n[ vF& a>ikP<k bniv) Sk)a[ C)a[. p\[zºT[Sn p\i[g\immi> 

SNgirvi miT[ni (vkÃpi[ b)ji ai[pn-ai[(fs a[¼l)k[Snni> p\i[g\im j[vi j C[. hv[ aipN[ udihrNn) mddY) 

AlieDn[ SNgirvini (v(vF (vkÃpi[ v)S[ S)K)S&. 

 

 

 

 

 

 

si]p\Ym a[¼l)k[Sn (vkÃpmi> aiv[li ai[f)s 

(vkÃp upr kl)k kri[ an[ pC) t[mi> aiv[li 

p\[zºT[Sn (vkÃp upr kl)k kri[. 

 

hv[ K&l[li p\[zºT[Sn (vzi<Dmi> ai[[pn a[(zOT)>g  

p\[zºT[Sn (vkÃpn[ s)l[kT kr)n[ ai[pn bTn 

upr kl)k kri[ an[ jyi fiel ATi[r kr) hiy[ t[ 

fi[ÃDr miY) fiel s)l[kT kri[  

 

hv[ K&l[l) fielmi> mYiLin[ s)l[kT kri[  

 

hv[ mYiLin[ n)c[ni (v(vF (vkÃpi[Y) SNgiri[. 

SNgirvi miT[ fi[m[<T T&lbirmi> 

- fi[ºT Tiep “Courier 10 Pitch” 

- fi[ºT siez “60” 

Presentation 

AlieD SNgirvin) p¹F(t 

p)ºg& t[ni bniv[li p\[zºT[Sn “My Family” vF& aikP<k bnivvi mi>g[ C[ j[Y) kr)n[ t[ sih[bn&> ¹yin K[c) 

Sk[. p)ºg& p\[zºT[Sn p\i[g\immi> nvi[ hi[vin[ kirN[ t[ aipN) mdd mi>g) rHi[ C[ ti[ aipN[ t[n[ p\[zºT[Sn 

bnivvimi> mdd kr)a[ 

 

ai udihrNn[ S)Kvi miT[ aipN[ “/Formatting/Format Example.odp” fielni[ up)yi[g kr)S& 

fir 

Exercise Book : 3 
Page  123 
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- fi[ºTn[ S[Di[ ef[kT aipi[ 

 

 

 

hv[ fi[m[<T T&lbirmi> aiv[li k[r[kTr (vkÃp upr 

kl)k kri[ 

 

 

hv[ K&l[li k[r[kTr (vºDi[ni fi[ºT ef[kT (vBigmi> 

je n)c[ni (vkÃpi[ ps>d kri[. 

- fi[ºT klr “Red 1” 

- a>Dr-lien)>g “Dotted (Bold)” 

- a>Dr-lien) klr “Blue” 

 

hv[ D[Ti s[kSn s)l[kT kri[ an[ t[ni[ fi[ºT Tiep 

“FreeSerif”, fi[ºT siez “40” 

 

 hv[ “Ramjibhai” S¾d s)l[kT kr) t[n[ fi[m<[T 

T&lbirmiY) bi[ÃD an[ ET[l)k kri[ 

 

hv[ fiel n[ s[v kr) p\[zºT[Sn p\i[g\im b>d kr) di[ 
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p\[zºT[Sn p\i[g\immi> kim krt) vKt[ (v(vF aikiri[ni upyi[gY) p\[zºT[Sn smjivvi miT[ p\[zºT[Sn T&lbirni[ 

upyi[g Yiy C[. D^i[e>g T&lbir a[ p\[zºT[Sn p\i[g\immi> n)c[n) trf aiv[l& hi[y C[. 

 

D^i[eg T&lbir a[ ai[pn-ai[(fs a[¼(lk[Sn si[fT[vrni b)ji p\i[g\immi[ j[vi k[ riETr an[ k[Ãkmi> pN ji[vi mL[ 

C[. D^i[e>g T&lbirmi> aiv[li (vkÃpni[ upyi[g p\[zºT[Sn bnivt) vKt[ (c#ii[ aYvi D^i[e>gni> aiFir[ (vkÃpi[n[ 

smjivvi Yiy C[. D^i[e>g T&lbirni[ bhi[Li[ upyi[g p\[zºT[Sn p\i[g\im siY[ Ye Sk[ C[. D^i[e>g T&lbirmi> aiv[l) 

(v(vF aikZ(tai[n) mddY) aipN[ jT)l mi(ht)n[ ~i[tiai[ s&F) sh[lieY) phi[ciD) Sk)a[ C)a[. hv[ aipN[ 

udihrNn) mddY) D^i[e>g T&lbirni> (v(vF (vkÃpi[ v)S[ S)K)S&. 

 

 

 

 

p\[zºT[Sn p\i[g\im S$ krvin) r)t  

 

si]p\Ym a[¼l)k[Sn (vkÃpmi> aiv[li ai[f)s (vkÃp upr 

kl)k kri[ an[ pC) t[mi> aiv[li p\[zºT[Sn (vkÃp upr 

kl)k kri[. 

 

hv[ K&l[li p\[zºT[Sn (vzi<Dmi> a[ÀT) p\[zºT[Sn (vkÃpn[ 

s)l[kT kr)n[ n[ÈT bTn upr kl)k kri[. 

 

AlieD D)zien (vkÃpmi> p\[zºT[Sn (vkÃp ps>d kri[ an[ 

AlieD D)zienmi> ¾Ãy& D)zien s)l[kT kr) n[ÈT bTn 

upr kl)k kri[. tm[ nJkni> (p\Äy& (vºDi[mi> AlieDni[ 

bdliy[li[ klr ji[e Ski[ Ci[. 

3 
p\[zºT[Snmi> D^i[e>g T&lbir 

 

Presentation with Drawing Toolbar 

p)ºg& CÐi Gi[rNmi> BN[ C[.p)ºg&n[ t[ni sih[b[ t[n[ Äyvhirmi> aivti (v(vF aikiri[n[ dSi<vt& a[k p\[zºT[Sn 

“Shapes” bnivvi ai¼y& C[ j[Y) kr)n[ t[ (vwiY)<ai[n[ t[ zDpY) yid rh[ an[ t[mn& ¹yin K[c) Sk[. p)ºg& 

p\[zºT[Sn p\i[g\immi> nvi[ hi[vin[ kirN[ t[ aipN) mdd mi>g) rHi[ C[ ti[ aipN[ t[n[ p\[zºT[Sn bnivvimi> mdd 

kr)a[ 

 

ai udihrNn[ S)Kvi miT[ aipN[ “Format Example.odp” fielni[ up)yi[g kr)S& 

fir 
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AlieD T^i>z[Sn (vBigni> ef[kTs (Effects) (vkÃpmi> 

bi[x-aiuT (Box Out) (vkÃp ps>d kri[ an[ Ap)D 

(vkÃpmi> Ali[ (Slow) (vkÃp ps>d kr) an[ k\)a[T bTn 

upr kl)k kri 

 tm[ ji[e Ski[ Ci[ k[ p\[zºT[Sn p\i[g\immi> aipN[ s[T kr[l) 

AlieDn) D)zien AlieD upr lig& Yy[l) d[Kiy C[ 

 

hv[ D^i[e>g T&lbirmi> aiv[li T[ÈT (Text) bTn upr 

kl)k kri[ 

 

hv[ miusn[ AlieDni TieTl (vBigmi> le je miusn& 

l[fT kl)k bTn dib) riK) miusn[ Ks[Di[ an[ bij&mi 

btiÄyi p\miN[ni[ TpkiviLi[ l>bci[rs bnivi[. hv[ mius 

n& kl)k bTn Ci[D) di[. hv[ t[mi> mYiL&“Shapes” Tiep 

kri[. 

 

 

t[ni[ fi[ºT “Courier 10 pitch” , fi[ºT siez -60 

an[ fi[ºT klr - ciT< 2 aipi[ an[ fi[ºTn[ S[Di[ ef[kT 

aipi[ 

 

 

ciT< TieTl ai p\miN[ d[KiS[ 
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hv[ D^i[e>g T&lbirmi> aiv[li a[k(l¼s (Eclipse) bTn 

upr kl)k kri[ 

 

hv[ miusn[ AlieDni D[Ti (vBigmi> le je miusn& 

l[fT kl)k bTn dib) riK) miusn[ Ks[Di[ an[ bij&mi 

btiÄyi p\miN[ni[ TpkiviLi[ gi[L bnivi[. hv[ miusn& 

kl)k bTn Ci[D) di[.  

 

hv[ bn[li gi[Ln[ miusY) s)l[kT kr) fi[m<[T T&lbirmi> 

aiv[li klr (vkÃpmiY) T<ky&z 8 (Turquoise 8)  

klr ps>d kri[ 

 

hv[ D^i[e>g T&lbirmi> aiv[li T[ÈT (Text) bTn upr 

kl)k kri[ 

hv[ miusn[ AlieDni D[Ti (vBigmi> le je miusn& 

l[fT kl)k bTn dib) riK) miusn[ Ks[Di[ an[ bij&mi 

btiÄyi p\miN[ni[ TpkiviLi[ l>bci[rs bnivi[. hv[ mius 

n& kl)k bTn Ci[D) di[. hv[ t[mi>“Circle” Tiep kri[. 

 

 

hv[ D^i[e>g T[ÈT (Text) upr kl)k kri[ an[ hiYn& 

(nSin aivti mius l[fT kl)k bTn dib) riK) 

miusn[ Ks[Di[ an[ bij&mi btiÄyi p\miN[ t[n[ gi[L 

aikirn) n)c[ m&ki[. 

 

 

hv[ D^i[e>g T&lbirmi> aiv[li r[kT[º³l (Rectangle) 

bTn upr kl)k kri[ 

 

hv[ miusn[ AlieDni D[Ti (vBigmi> le je miusn&> 

l[fT kl)k bTn dib) riK) miusn[ Ks[Di[ an[ bij&mi 

btiÄyi p\miN[ni[ TpkiviLi[ ci[rs bnivi[. hv[ miusn& 

kl)k bTn Ci[D) di[. 
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hv[ ci[rsn[ s)l[kT kr) fi[m<[T T&lbirmi> aiv[li klr 

(vkÃpmiY) sn 1 (Sun 1)  klr ps>d kri[ 

 

hv[ sk<l lK[li T[ÈTbi[xn[ s)l[kT kr) t[ni upr 

miusY) rieT kl)k kri[ an[ ki[p) (vkÃp ps>d kri[ 

 

AlieDmi> Kil) j³yimi> kl)k kr)n[ miusY) rieT kl)k 

kri[ an[ p[AT (vkÃp ps>d kri[ 

 

hv[ sk<l T[ÈTbi[xn[ miusY) s)l[kT kr) l[fT kl)k 

bTn dib) riK) miusn[ Ks[Di[ an[ bij&mi btiÄyi 

p\miN[ sk<l T[ÈTbi[xn[ ci[rs aikirn) n)c[ m&ki[.hv[ 

t[mi>“Square” Tiep kri[. 

 

aipN[ ji[e Sk)a[ C)a[ “Square”S¾d b)J l)T)mi>  

jti[ rHi[ C[ ti[ T[ÈTbi[xn[ btiv[li B&ri  

ci[rsY) K[c)n[ mi[Ti[ kri[ 

 

hv[ AlieD ai p\miN[ d[KiS[. hv[ k)-bi[D< prY) F5 k) 

dib)n[ p\[zºT[Snn) asr j&ai[. 

 

(Sxkm)#ii[, aij r)t[ p\[zºT[Snmi> b)ji aikiri[ m&k) (vwiY)<ai[n[ r)v)zn krvi[. 
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p\[zºT[Sn p\i[g\immi> GN) vKt m&Æk[l an[ jT)l mi(ht)n[ sh[lieY) smjivvi miT[ AlieDmi> (c#ii[ m&kvin) j$r 

pDt) hi[y C[. AlieDmi> (c#ii[ m&kviY) p\[zºT[Snn[ vF& aikP<k bniv) Skiy C[ an[ p\[zºT[Sn si>BLnir li[ki[n&> 

¹yin pN k[>d^)t kr) Skiy C[. aim AlieDmi> (c#i b[ r)t[ m&k) Skiy C[.  1. g[l[r) 2. f\i[m fiel.g[l[r) (vkÃpni[ 

upyi[g p\[zºT[Sn p\i[g\im d^iri aip[li (v(vF (c#ii[ni[ upyi[g krvi miT[ Yiy C[ pN bhirn& (c#i livvi miT[ f\i[m 

fiel (vkÃpni[ upyi[g Yti[ hi[y C[. 

f\i[m fiel (vkÃpni[ upyi[g krvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

 

 

g[l[r) (vkÃpni[ upyi[g krvin) r)t n)c[ p\miN[ C[. 

 

 

 

 

hv[ aipN[ udihrNn) mddY) p\[zºT[Sn p\i[g\immi> (c#i m&kti S)K)S&. 

 

 

1. D^i[e>g T&lbirmi> fi[\m fiel bTn upr kl)k kri[.

1. eºs<T m[n& upr kl)k kri[.

2. t[mi> (pkcr (vkÃp upr kl)k kri[

3. t[mi> f\i[m fiel (vkÃp upr kl)k kri[

1. D^i[e>g T&lbirmi> g[l[r) bTn upr kl)k kri[.

AlieDmi> (c#i m&kvin) p¹F(t 

Presentation 

ph[l) r)t 

1 

b)J r)t 

1 

2 
3 

ph[l) r)t 

1 
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si]p\Ym a[¼l)k[Sn (vkÃpmi> aiv[li ai[f)s (vkÃp upr 

kl)k kri[ an[ pC) t[mi> aiv[li p\[zºT[Sn (vkÃp upr 

kl)k kri[. 

 

hv[ K&l[li p\[zºT[Sn (vzi<Dmi> a[ÀT) p\[zºT[Sn (vkÃpn[ 

s)l[kT kr)n[ k\)a[T bTn upr kl)k kri[. 

 

 

hv[ D^i[e>g T&lbirmiY) f\i[m-fiel (vkÃp ps>d kri[ an[ 

K&l[li ai[pn (vºDi[mi> j[ j³yia[ fiel ATi[r kr) hi[y 

RyiY) “Image1.jpg” fiel s)l[kT kr) ai[pn bTn 

upr kl)k kri[. tm[ (c#i AlieD upr ji[e SkSi[. 

 

hv[ D^i[e>g T&lbirmi> aiv[li T[ÈT (Text) bTn upr 

kl)k kri[ 

 

hv[ miusn[ AlieDni TieTl (vBigmi> le je 

miusn& l[fT kl)k bTn dib) riK) miusn[ Ks[Di[ an[ 

bij&mi btiÄyi p\miN[ni[ TpkiviLi[ l>bci[rs bnivi[. 

hv[ mius n& kl)k bTn Ci[D) di[. hv[ t[mi> 

mYiL&“Historical Places in Vadodara” Tiep 

kri[. 

p)ºg&n[ t[ni sih[b[ vDi[drimi> ji[vi liyk AYLi[n&> a[k p\[zºT[Sn bnivvi k)F& C[. p)ºg& p\[zºT[Sn p\i[g\immi> 

nvi[ hi[vin[ kirN[ t[ aipN) mdd mi>g) rHi[ C[ ti[ aipN[ t[n[ p\[zºT[Sn bnivvimi> mdd kr)a[ 

ai udihrNn[ S)Kvi miT[ aipN[ “Images” fi[ÃDrni (c#ii[ni[ up)yi[g kr)S& 

Presentation 
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hv[ t[n) fi[ºT siez 36, alien s[>Tr an[ klr Di<k 

viyi[l[T “Dark Violet” 

 

hv[ D^i[e>g T&lbirmi> aiv[li T[ÈT (Text) bTn upr 

kl)k kri[ an[ t[n[ (c#in) n)c[ni Bigmi> m&ki[ an[ 

t[mi>“Laxmi Vilas Palace, Vadodara” Tiep kri[ 

 

hv[ t[n) siez 24, klr r[D-7 an[ t[n[ Gi>Ti kri[.  

 hv[ AlieDp[nmi> miusY) rieT kl)k kr) an[[ ºy& 

AlieD (vkÃp ps>d kri[ 

 

ph[l) AlieDmi> TieTln[ ki[p) kri[ 

 

an[ nv) bniv[l) AlieDmi> t[n[ p[AT kri[ 

 

hv[ eºs<T m[n&mi> (pcr (vkÃpmi> f\i[m-fiel (vkÃp 

ps>d kri[ an[ K&l[li ai[pn (vºDi[mi> j[ j³yia[ fiel 

ATi[r kr) hi[y RyiY) “Image2.jpg” fiel s)l[kT 

kr) ai[pn bTn upr kl)k kri[. tm[ (c#i AlieD upr 

ji[e SkSi[. 
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 hv[ ph[l) AlieDmi> aiv[li T[ÈT (Text) kl)k kri[ 

an[ t[n[ ki[p) kr)n[ b)J AlieDmi> m&ki[ an[ 

t[mi>“Nayay Mandir, Vadodara” Tiep kri[ 

 

hv[ b)J AlieDmi> em[j n[ s)l[kT kr) t[mi> miusY) 

rieT kl)k kri[ an[ a[D)T ATiel (vkÃp ps>d kri[ 

 

hv[ g\if)ks ATiel (vºDi[ni> S[Di[e>g (Shadowing) 

(vBigmi> n)c[ni (vkÃpi[ ps>d kri[ 

- y&z S[Di[ n[ kl)k kri[ 

- D)ATºs 0.06” 

- klr “Gray 40%” 

- T^iºspr<ºs) “10%” 

 

hv[ #i)J AlieD um[r) D^i[e>g T&lbirmi> g[l[r) bTn 

upr kl)k kri[ 

 

g[l[r) (vºDi[ni b[g\iuºD (vBigmi> li[n-ai(T<f)S)yl 

(c#in[ s)l[kT kr) AlieD upr kl)k kri[ 

 

tn[ #i)J AlieDmi> miusY) D^[g kri[ an[ tn[ K[c)n[ 

mi[T) kri[ an[ btiÄyi p\miN[ t[mi> TieTl um[ri[. 

 

hv[ D^i[e>g T&lbirmiY) f\i[m-fiel (vkÃp ps>d kri[ an[ 

K&l[li ai[pn (vºDi[mi> j[ j³yia[ fiel ATi[r kr) hi[y 

RyiY) “Image4.jpg” fiel s)l[kT kr) ai[pn bTn 

upr kl)k kri[. tm[ (c#i AlieD upr ji[e SkSi[. 

 hv[ AlieDai p\miN[ d[KiS[. hv[ k)-bi[D< prY) F5 k) 

dib)n[ p\[zºT[Snn) asr j&ai[. 

(Sxkm)#ii[, em[j fi[ÃDrmi> aip[l) bik)n) em[jn[ pN t[ni k\m p\miN[ p\[zºT[Snmi> gi[qv) p\[zºT[Sn p&$ kri[. 
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p\[zºT[Sn p\i[g\immi> T[bl an[ ciT< (vkÃpni[ upyi[g jT)l mi(ht)n[ ÄyvA(Yt r)t[ gi[qv) sh[l) bnivvi miT[ 

Yiy C[. T[bl an[ ciT< (vkÃpni[ upyi[g kr)n[ aipN[ K&b mi[T) an[ jT)l mi(ht)n[ s>(x¼tmi> btiv) Sk)a[ 

C)a[ j[Y) kr)n[ vi>ck t[ mih)t)n[ K&b j ai[Ci smymi> vic) an[ smJ Sk[ C[ an[ p\[zºT[Snmi> AlieDi[n) 

s>²yi pN vFir[ YS[ nh). p\[zºT[Sn p\i[g\immi> aipNn[ (v(vF p\kirn) AlieDni> D)zien mL) aiv[ C[ j[mi> T[bl 

an[ ciT<ni[ upyi[g Yy[li[ hi[y C[ t[ S)viy aipN[ algY) pN AlieDmi> ciT< an[ T[bl um[r) Sk)a[ C)a[. 

 

 

 

 

AlieDmi> ciT< um[rvi miT[n) #iN r)ti[ C[. 

 

 

 

 

 

 

 

 

 

 

 

1. eºs<T m[n& upr kl)k kri[.

2. t[mi> ciT< (vkÃp upr kl)k kri[

1. ATi>D<D T&lbirmi> aiv[li ciT< (vkÃp upr kl)k kri[

4 
p\[zºT[Sn siY[ ciT< an[ T[bl 

 

Presentation with Chart and Table 

ciT< 

1 

2 

ph[l) r)t 

b)J r)t 

1 

ni[>G : TiAkp[nni> AlieD (Dzien (vBigmiY) pN ciT< siY[n) D)zien s)l[kT kr)n[ AlieDmi> ciT< um[r) Skiy C[. 
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hv[ aipN[ udihrNn) mddY) ciT< siY[ kim krvin) (v(vF r)t S)K)S&. 

 

 

 

 

 

si]p\Ym a[¼l)k[Sn (vkÃpmi> aiv[li ai[f)s (vkÃp upr 

kl)k kri[ an[ pC) t[mi> aiv[li p\[zºT[Sn (vkÃp upr 

kl)k kri[. 

 

hv[ K&l[li p\[zºT[Sn (vzi<Dmi> a[ÀT) p\[zºT[Sn (vkÃpn[ 

s)l[kT kr)n[ k\)a[T bTn upr kl)k kri[. 

 

hv[ TiAkp[nni> AlieD D)zien (vºDi[miY) ciT< siY[n) 

AlieD D)zien “Title, Chart” ps>d kri[ 

 

hv[ TieTl (vBigmi> miusY) kl)k kr)n[ “Analysis 

For The Past Three Years” Tiep kri[ 

 

hv[ D[Ti (vBigmi> aiv[li ciT< upr miusY) Dbl 

kl)k kri[ j[Y) a[k ciT< (vºDi[ K&lS[ 

Presentation 

p)ºg&n[ t[ni sih[b[ vP< 2010, 2011 an[ 2012 ni> g(Nt, (vXin an[ a>g\[J (vPyi[ni mik<n) srKimN) 

dSi<vt& ciT<n&> p\[zºT[Sn bnivvi k)F& C[.p)ºg& p\[zºT[Sn p\i[g\immi> nvi[ hi[viY) t[ aipN) mdd mi>g) rHi[ C[ 
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hv[ Äy& m[n&mi> je ciT< D[Ti T[bl s)l[kT kri[ 

 K&l[li ciT< D[Ti T[bl (vºDi[mi> n)c[ p\miN[ni[ D[Ti Tiep 

kri[ 

 

hv[ miusY) ci[Y) l)T)mi> kl)k kri[ 

 

D[Ti T[bl T&lbirmi> aiv[li D)l)T ri[ (vkÃp upr 

miusY) kl)k kri[. 

 

hv[ upr dSi<v[li ki[lmni> l[bn[ btiÄyi p\miN[ bdli[. 

tm[ ji[e Ski[ Ci[ k[ bdl[li D[Ti p\miN[ ciT<mi> pN 

f[rfir ji[vi mLS[ 

 

hv[ D[Ti T[bl (vºDi[n[ b>G kr)n[ ci<T ni vP< 2010 n) 

g(Nt (vBigni D[Ti s)r)zmi> miusY) rieT kl)k kr) 

ai[bj[kT p\i[p<T)z (vkÃpn[ ps>d kri[ 
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D[Ti pi[eºT (vºDi[ni D[Ti l[blz (vBigmi> Si[ v[Ãy& a[z 

n>br (vkÃpn[ ps>d kri[ 

 

ciT< T&lbirmi> aiv[li l)j[ºD ai[n/ai[f bTn upr 

kl)k kri[ tm[ ji[e Ski[ Ci[ k[ ciT<miY) l)j[ºD giyb 

Ye jS[ 

 

t[v) j r)t[ T&lbirmi> aiv[li hi[r)zi[ºTl g\)D 

ai[n/ai[f bTn upr kl)k kri[ tm[ ji[e Ski[ Ci[ k[ 

ciT<miY) g\)D giyb Ye jS[ 

 

t[v) j r)t[ T&lbirmi> aiv[li ciT< Tiep bTn upr 

kl)k kri[ tm[ ji[e Ski[ Ci[ k[ ciT< Tiep (vºDi[ K&lS[. 

t[mi> bir ciT< mi> AT[k ciT< Tiep ps>d kri[ 

 hv[ (k-bi[D< prY) F5 k) p\[s kr)n[ p\[zºT[Sn j&ai[. tm[ 

ji[e Ski[ Ci[ k[ vP<-2010 n& k&l r)zÃT si]Y) vGir[ C[. 

 

 

 

 

 

hv[ aipN[ udihrNn) mddY) T[bl siY[ kim krvin) (v(vF r)t S)K)S&. 

 

 

 

 

Presentation 

T[bl 

p)ºg&n[ t[ni sih[b[ vP< 2010, 2011 an[ 2012 ni> g(Nt, (vXin an[ a>g\[J (vPyi[ni mik<n) srKimN) 

dSi<vt& T[bln&> p\[zºT[Sn bnivvi k)F& C[.p)ºg& p\[zºT[Sn p\i[g\immi> nvi[ hi[viY) t[ aipN) mdd mi>g) rHi[ C[ 
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si]p\Ym a[¼l)k[Sn (vkÃpmi> aiv[li ai[f)s (vkÃp upr 

kl)k kri[ an[ pC) t[mi> aiv[li p\[zºT[Sn (vkÃp upr 

kl)k kri[. 

 

hv[ K&l[li p\[zºT[Sn (vzi<Dmi> a[ÀT) p\[zºT[Sn (vkÃpn[ 

s)l[kT kr)n[ k\)a[T bTn upr kl)k kri[. 

 

hv[ TiAkp[nni> AlieD D)zien (vºDi[miY) ciT< siY[n) 

AlieD D)zien “Title, Chart” ps>d kri[ 

 

hv[ TieTl (vBigmi> miusY) kl)k kr)n[ “Analysis 

For The Past Three Years” Tiep kri[ 

 

hv[ D[Ti (vBigmi> aiv[li T[bl upr miusY) Dbl 

kl)k kri[ j[Y) aipNn[ Ap\[DS)T p\i[g\im K&l[li[ d[KiS[. 

(vwiY)<(m#ii[, aipN[ ah)  ji[e Sk)a[ C)a[ k[ uprni 

T&lbirmi> pN aipNn[ Ap\[DS)T p\i[g\imni (vkÃpi[ 

aiv[li d[KiS[. 

ni[>G : T[bl upr Dbl kl)k krviY) aipN[ Ap\[DS)T 

p\i[g\\immi> phi[c) jea[ C)a[. 

 

K&l[li ciT< D[Ti T[bl (vºDi[mi> n)c[ p\miN[ni[ D[Ti Tiep 

kri[ an[ j$r)yit p\miN[ fi[m<[T)>g kri[ 

 

 

 

 

Presentation 
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p\[zºT[Sn p\i[g\immi> AliED-Si[ni[ upyi[g a[(nm[Sn ef[kT livvi miT[ Yiy C[. a[(nm[Snni[ upyi[g kr)n[ 

p\[zºT[Snn[ vF& aikP<k an[ p\BivSiL) bniv) Skiy C[. a[(nm[Snni[ upyi[g m&diai[n[ vF& sci[T an[ sir) r)t[ 

(vgtvir smjivvi miT[ Yiy C[.a[(nm[Sn krvi miT[ni (v(vF (vkÃpi[ K&b j mi[Ti p\miNmi> aiv[li C[ j[ni[ 

upyi[g mi[T)-mi[T) s>AYiai[ t[mni (v(vF vAt&ai[n) lix(Nkti dSi<vvi> miT[ni p\[zºT[Sn bnivvi miT[ kr[ C[.  

p\[zºT[Sn p\i[g\immi> AlieD-Si[ m[n&ni[ upyi[g AlieD-Si[ bnivt) vKt[ (v(vF (vkÃpi[ siY[ kim krvi miT[ Yiy 

C[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

hv[ aipN[ AlieD Si[ m[n&ni (v(vF (vkÃpi[ v)S[ (vgtvir S)K)S&.  

 

 

5 
AlieD Si[ 

 

Slide Show 

AliED-Si[ ji[vi miT[ 

ai (vkÃpni[ upyi[g 

Yiy C[ 

AliED Si[ t]yir krvi 

miT[ni (v(vG (vkÃpi[ 

ah)Y) mL[ C[. 

j[v) r)t[ niTk Bjvti 

ph[li t[n& r)h<sl kr)n[ 

p\[kT)s krvimi aiv[ C[ t[v) 

j r)t[ AliED-Si[mi> smy 

myi<di aip)n[ t]yir Yy[li 

AlieD-Si[n& r)h<sl krvi 

miT[ ai (vkÃpni[ upyi[g 

Yiy C[. 

AlieD pr m&k[li (v(vF 

aikZ(tai[, (c#ii[, an[ 

vikyi[n& alg-alg r)t[ 

a[[(nm[Sn krvi miT[ ai 

(vkÃpni[ upyi[g Yiy C[. 

AlieD-Si[ dr(myin a[k 

AliEDY) b)J AliED upr 

jt) vKt[ b[ AlieD vµc[n) 

smy myi<di nÊ) krvi miT[ 

ai (vkÃpni[ upyi[g Yiy C[. 

am&k ci[Ês AliEDni[ 

upyi[g kr)n[ AliED-Si[ 

t]yir krvi miT[ ai (vkÃpni[ 

upyi[g Yiy C[. 

am&k ci[Ês AliEDn[ 

AliED Si[ dr(myin s>tiDvi 

miT[ ai (vkÃpni[ upyi[g 

Yiy C[. 
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Presentation 

AlieD Si[ s[T)>z 

AlieD-Si[mi> k[Tl) AlieDni[ smiv[S krvini[ 

C[ t[ dSi<vvi miT[ r[>j (vBigni[ upyi[g Yiy 

C[.  

AlieD-Si[mi> k[v) r)t[ kim krvini[ C[ t[ dSi<vvi miT[ Tiep (vBigni[ 

upyi[g Yiy C[.  

- D)fi[ÃT: p\[zºT[Sn a[k alg (vºDi[mi> S$ YS[ an[ C[Ãl) 

AliED pC) t[ b>G YS[. 

- (vºDi[: p\[zºT[Sn p\i[g\immi> j AliED Si[ cilS[. 

- ai[Ti[: p\[zºT[Sn a[k alg (vºDi[mi> S$ YS[ an[ C[Ãl) 

AliED pC) t[ fr)Y) S$ YS[ 
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k\m ai[¼Sn up)yi[g 

1 c[>j AlieD m[ºy&al) 

(Change slide Manually) 

AliED-Si[ dr(myin AliEDn[ jit[ bdlit) aTkivvi miT[ ai (vkÃpni[ upyi[g 

Yiy C[ 

2 mius pi[e>ºTr (vz)bl 

(Mouse Pointer Visible) 

AliED-Si[ dr(myin mius pi[eºTr n[ btiDv& C[ k[ nh) t[ dSi<vvi miT[ ai 

(vkÃpni[ upyi[g Yiy C[ 

3 mius pi[eºTr a[z[ p[n 

(Mouse Pointer As Pen) 

AliED-Si[ dr(myin mius pi[eºTr a[ a[k p[n j[v& d[KiS[. 

4 n[v)g[Tr (v(zbl 

(Navigator Visible) 

AliED-Si[ dr(myin n[v)g[Tr (vºDi[ K&Ãli[ riKvi miT[. 

5 a[n)m[Sn aliuD 

(Animation Allowed) 

AliEDmi> a[(nm[Sn krvin) prving) aipv) C[ k[ nh) t[ dSi<vvi miT[ 

6 c[>j AlieD biy kl)k)>g ai[n 

b[g\iuºD 

(Change Slide by 

Clicking on Background) 

AliEDni> b[g\iuºDmi> kl)k kr)n[ AliEDn[ bdlvi miT[. 

7 p\[zºT[Sn ai[lv[z ai[n Ti[p 

(Presentation always on 

Top) 

b)ji bFi p\i[g\immi[n[ piCLn) bij& riK) p\[zºT[Snn[ kiym upr cil& riKvi 

miT[. 

 

 

 

 

 

kATm a[(nm[Sn (vkÃpni[ upyi[g AlieD pr m&k[li (v(vF ai[¾j[kT j[vi k[ (c#ii[, aikir, S¾di[, axri[ an[ 

vikyi[n[ a[(nm[Sn ef[kT aipvi miT[ Yiy C[. ai (vkÃpni[ upyi[g krvi miT[ AlieD prY) j[ ai[¾j[kT pr 

a[(nm[Sn krv& hi[y t[ ai[¾j[kT ps>d kr[li[ hivi[ j$r) C[.  kATm a[(nm[Sn a[ m&²y_v[ ai[¾j[kT upr cir 

(vBigmi> aYvi cir p(rAY)t)ai[mi> aipvimi> aiv[ C[. kATm a[(nm[Snni[ (vºDi[ n)c[ p\miN[ C[. 

 

Presentation Presentation 

kATm a[(nm[Sn Exercise Book : 3 
Page  130 
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ai[¾j[kTn[ a[(nm[Sn ef[kT ai¼yi pC) a[n)m[Sn ai[¾j[kT pr kyir[ S$ krv& C[ t[ nÊ) krvi miT[ ATi<T 

(vkÃpni[ upyi[g Yiy C[. 

 

 

 

 

 

Presentation 

ai (vBigmi> aiv[l) alg-alg 

a[(nm[Sn ef[kTni[ upyi[g AliED 

Si[mi> S$aitmi> ai[¾j[kT k[v) r)t[ 

btiDvi[ C[ t[ dSi<vvi miT[ Yiy C[.  

a[ºT^ºs a[(nm[Sn ef[kT pC) 

a[Àfsiez a[(nm[Sn ef[kTni[ n>br 

aiv[ C[.  

a[³(xT a[n)m[Sn ef[kTni[ upyi[g 

ai[¾j[kTn[ b>G krvi miT[ Yiy C[. 

ai[¾j[kTn[ AlieD upr f[rvi miT[ 

mi[Sn piY (vBigni a[n)m[Snni[ 

upyi[g Yiy C[. 

a[n)m[Snn) zDp nÊ) krvi miT[ ai 

(vkÃpni[ upyi[g Yiy C[. 
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AlieDn[ a[(nm[Sn ef[kT aipvi miT[ AlieD T^i>z[Sn (vkÃpni[ upyi[g Yiy C[. ai AliED T^i>z[Snni (v(vF 

(vkÃpi[ n)c[ p\miN[ C[. 

 

 

 

 

hv[ aipN[ udihrNn) mddY) kATm AlieD a[(nm[Sn an[ AlieD T^i>z[Sn v)S[ S)K)S&. 

 

 

 

Presentation 

AliED T^i>z[Sn 

alg alg a[(nm[Snn) 

AliED ef[kT aipNn[ 

ah)Y) mL) rh[ C[. 

a[(nm[Snn) zDp nÊ) 

krvi miT[ ai (vkÃpni[ 

upyi[g Yiy C[. 

a[(nm[Snn) siY[ ki[e 

Ày&(zk vgiDvi miT[ ai 

(vkÃpni[ upyi[g Yiy C[. 

a[(nm[Snn[ miusni kl)k 

upr lig& krv& C[ k[ 

a[(nm[Sn jit[ j lig& Yv& 

ji[ea[ t[ miT[ ai (vkÃpni[ 

upyi[[g Yiy C[. 

Exercise Book : 3 
Page  133 
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si]p\Ym a[¼l)k[Sn (vkÃpmi> aiv[li ai[f)s (vkÃp upr 

kl)k kri[ an[ pC) t[mi> aiv[li p\[zºT[Sn (vkÃp upr 

kl)k kri[. 

 hv[ ai[pn (vkÃpni[ up)yi[g kr)n[ “Slide 

Transaction and Animation/Shapes 

Example.odp” fiel ai[pn kri[ 

 hv[ miusY) ph[l) AlieDn[ s)l[kT kri[ 

 TiAk p[nmi> aiv[li AliED T^i>z[Sn (vBigni[ up)yi[g 

kr) “Fade Through Black” T^i>z[Sn s)l[kT kri[ 

 hv[ k)-bi[D< prY) k) p\[s kri[ an[ ph[l) AlieD upr 

aip[l) a[n)m[Sn ef[kT n[ c[k kri[ 

Presentation 

p)ºg&n[ t[ni sih[b[ t[n[ Äyvhirmi> aivti (v(vF aikiri[ni[ dSi<vt& a[k p\[zºT[Sn “Shapes” bnivvi 

ai¼y& C[ j[ t[N[ K&b j srs r)t[ bniÄy&. hv[ sih[b[ t[n[ a[j p\[zºT[Snmi> a[(nm[Sn ef[kT aipvi miT[ k)G& 

C[.  

p)ºg& p\[zºT[Sn p\i[g\im S)Kti[ hi[viY) t[ aipn) mdd mi>g) rHi[ C[ ti[ aipN[ t[n[ mdd kr)a[. 
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hv[ miusY) b)J AlieDn[ s)l[kT kri[ an[ TiAk-

p[nni> AlieD T^i>z[sn (vBigmi> aiv[li “Automatic 

Preview” (vkÃpn[ s)l[kT kri[ 

 

TiAk p[nmi> aiv[li AliED T^i>z[Sn (vBigni[ upyi[g 

kr) “Checkerboard Across” T^i>z[Sn s)l[kT kri[ 

hv[ tm[ ji[e Ski[ Ci[ k[ ai vKt[ tm[ b)J AlieD upr 

aip[l) a[n)m[Sn ef[kT Ryij ji[vi mLS[ 

 

hv[ miusY) #i)J AlieDn[ s)l[kT kri[ an[ TiAk-

p[nni> AlieD T^i>z[sn (vBigmi>“Wipe Down” 

T^i>z[Sn s)l[kT kri[  

 

hv[ ph[l) AlieD upr aiv[li gi[L aikZ(tn[ s)l[kT 

kri[ an[ TiAk p[nmi> aiv[li kATm an)m[Sn (vBign[ 

s)l[kT kri[ an[ “ADD” bTn upr kl)k kri[ 
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hv[ K&l[li kATm a[(nm[Sn (vºDi[ni> a[ºTrºs 

(vBigmiY) DiymºD ef[kT s)l[kT kri[ an[ Ap)D Ali[ 

kri[ 

 

hv[ K&l[li kATm a[(nm[Sn (vºDi[ni> a[(xT (vBigmiY) 

D)si[Ãv ef[kT s)l[kT kri[ an[ Ap)D Ali[ kri[ 

 hv[ ph[l) AlieD upr aiv[li ci[rs aikZ(tn[ s)l[kT 

kri[ an[ TiAk p[nmi> aiv[li kATm an)m[Sn (vBign[ 

s)l[kT kri[ an[ “ADD” bTn upr kl)k kri[ 

 

hv[ K&l[li kATm a[(nm[Sn (vºDi[ni> a[ºTrºs 

(vBigmiY) fliy en s)l[kT kri[ an[ Ap)D Ali[ kri[ 

 

an[ kATm a[(nm[Sn (vºDi[ni> a[(xT (vBigmiY) fliy 

aiuT s)l[kT kri[ an[ Ap)D Ali[ kri[ 

 aiv) j r)t[ bik)n) AlieD upr aiv[l) (v(vF 

aikZ(tai[n[ kATm a[(nm[Sn ef[kT aip)n[ a[(nm[Snn[ 

k)-bi[D<Y) F5 k) dbivi[ an[ a[n)m[Sn n[ c[k kri[ 
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AlieDmi> a[(nm[Sn ef[kT siY[ aivij um[rvin) j$r pDt) hi[y C[. a[(nm[Snmi> aivj um[r)n[ p\[zºT[Snn[ vF& 

aik<Pk an[ smjvimi> sh[l& bniv) Skiy C[. aipN[ AliED a[(nm[Snmi> (v(vF (pkcrni> gmti g)ti[ aYvi 

aipNi pi[tini> r[ki[<D kr[li aivj pN m&k) Sk)a[ C)a[. p\[zºT[Snmi> um[r[li ai[(Dyii[ a(nm[Snn) siY[ vigti 

hi[y C[ j[Y) a[(nm[Snn) asrkirkti vF) jiy C[. ai[D)yi[Y) ji[Nirin& ¹yin p\[zºT[Sn upr k[º(d^t kr) Skiy C[. 

 

AlieDmi> ai[(Dyi[ fiel um[rvin) b[ p¹G(t n)c[ p\miN[ C[. 

 

 

 

 

  

1. eºs<T m[n& upr kl)k kri[.

2. t[mi> m&v) a[ºD siuºD (vkÃp upr kl)k kri[

1. eºs<T m[n& upr kl)k kri[.

2. t[mi> ai[¾j[kT (vkÃp upr kl)k kri[

3. t[mi> siuºD (vkÃp upr kl)k kri[

AlieDmi> ai[D)yi[ {aivij} 

Presentation 

ph[l) r)t 
1 

2 

3 

b)J r)t 

1 

2 
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1 

l[n (LAN) 

2 

m[n (MAN) 

3 

v[n (WAN) 

4 

h[n (HAN) 

 

 

 

 

n[Tvk< a[Tl[ b[ Y) vFir[ ki[Àp&Trni[ sm&h j[ a[kb)ji siY[ (v(vF p\kirn) mih)t)n) aip-l[ kr) Sk[ C[. j[m k[ 

(p\ºTr, s)D), fiel vg[r[. n[Tvk<mi> ki[Àp&Tri[n[ viyr, T[(lfi[n lien, s[T[lieT {viyrl[s} j[vi mi¹ymY) ji[Diy[li 

hi[y C[. m&L n[Tvk<ni p\kir n)c[ p\miN[ C[. 

 

 

 

 

l[n a[Tl[ li[kl a[r)yi n[Tvk<(Local Area Network). a[k j miL pr b[ 

aYvi b[ Y) vFir[ ki[Àp&Trni sm&h n[ l[n kh[ C[. 

 

 

 

m[n a[Tl[ m[T^i[-pi[(l(Tyn a[r)yi n[Tvk<(MetropolitianArea Network). 

a[k j s)T)mi> b[ Y) vFir[ ki[Àp&Trni[ sm&hn[ m[n kh[ C[. 

 

 

 

v[n a[Tl[ vieD a[r)yi n[Tvk<(Wide Area Network). alg-alg s)T), 

rijyi[ an[ d[S vµc[ni ji[Diy[li ki[Àp&Trni[ sm&hn[ v[n kh[ C[. 

 

 

aij[ni y&gmi> ki[À¼y&Tr a[kdm nini Yti jiy C[ j[m k[ l[pTi[p, T[bl[T, AmiT<fi[n vg[r[ j[n[ kirN[ ki[À¼y&Trni[ 

upyi[g aivi alg-alg y>#ii[n) siY[ Yvi li³yi C[ an[ ai p\kirni upyi[gi[n[ kirN[ aij[ n[Tvk<ni> p\kiri[mi> 

pN frk pDvi li³yi[ C[.  

 

 

h[n a[Tl[ hi[m a[r)yi n[Tvk<(HomeArea Network). a[k j Grmi> alg-

alg ji[Diy[li ki[Àp&Tr siY[ni y>#ii[ sm&hn[ h[n kh[ C[. 

 

  

1 
n[Tvk< ni[ pr)cy 

Introduction to Network 

Exercise Book : 3 
Page  138 to 143 
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5 

v)p)a[n 

(VPN) 

 

 

 

a[Tl[ vc<&al p\iev[T n[Tvk<(Virtual Private Network) ai a[k n[Tvk< T[kni[li[J C[ j[ aipNn[ a[k 

s)ky&r n[Tvk<n& vitivrN p&$ piD[ C[ t[ ki[epN simiºy eºTrn[T s[vi j[v) k[ b).a[s.a[n.a[l aYvi pi[tin& 

n[Tvk< upyi[gmi> l[ C[. aini[ upyi[g kr)n[ aipN[ d&r aiv[li ki[À¼y&Trn) siY[ mih)t)n) aipl[ kr) Sk)a[ C)a[. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Networking 

s&(vcir 

 

b)jini g&Ni[n) p\s>Simi> smy n bgiDi[, pN g&Ni[n[ apnivvi[ p\yRn kri[ 

-kil mik<s 
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1 

Ti[pi[li[J  

2 

p\i[Ti[ki[l  

3 

aik)<T[kcr 

n[Tvk< ni fiydi 

1 

zDp 

2 

ai[C) (kmt 

3 

slimt) 

 

n)c[ btiv[l) lix(Nktiai[ni aiFir[ n[Tvk<ni p\kiri[n[ j&di piDvimi> aiv[ C[. 

 

 

ki[À¼y&Trn[ Bi]gi[(lk pr)AY)t)mi> a[kb)ji siY[ ji[Dvi miT[ vprit) p¹G(tn[ 

Ti[pi[li[J (Topology) kh[ C[ j[m k[ ATir Ti[pi[li[J, bs Ti[pi[li[J, vg[[r[. 

 

 

 

 

n[Tvk<mi> a[k ki[À¼y&Trn[ b)ji ki[À¼y&Tr siY[ mi(ht)n) aipl[ krvi miT[ni (nymi[n[ 

p\i[Ti[ki[l (Protocol) kh[ C[. D¾Ãy&.D¾Ãy&.D¾Ãy&. (WWW) si]Y) p\²yit p\i[Ti[ki[l 

aijni eºTrn[Tni> y&gmi> C[. 

 

 

 

b[ p\kirni aik)<T[kcr (Architecture)  ni[ vF& upyi[g Yti[ hi[y C[. 

- p)ar-T&-p)ar (Peer – To - Peer) 

- kliyºT a[ºD sv<r (Client and Server) 

 

simiºyr)t[ ki[À¼y&Trn[ n[Tvk<mi> ni[D (Node) Y) ai[LKvimi> aiv[ C[[ an[ j[ ki[À¼y&Tr n[Tvk<mi> (v(vF p\kirn) 

s[viai[ j[v) k[ fiel S[r)>g (File Sharing), (p\ºTr S[r)>g (Printer Sharing), eºTrn[T (Internet) 

ni[D(Node) n[ p&r) piD[ C[ t[n[ sv<r (Server) kh[ C[ 

 

 

 

 

 

 

 

fieln[ a[k ki[Àp&TrY) b)ji ki[Àp&Trmi> n[Tvk< Ùiri vh[cv) aYvi mi[klv) 

zDp) C[. 

 

ki[e mh_vni kigLi[ k&r)yr aYvi TpilY) mi[klvin) j[ (km>t YS[ t[ni krti 

dS gN) ai[C) (km>tmi> t[ j kigLn[ aipN[ ki[Àp&Tr n[Tvk< Ùiri d&r-d&r s&F) 

mi[kl) SkiS[. 

ki[e pN mih)t)n[ pisvD< j[v) slimt) Ùiri aipN[ n[Tvk<mi> mi[kl) Sk)a[ 

j[Y) kr)n[ ki[epN aji·yi[ y&zr t[n[ vi>c) SkS[ nh). 
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4 

Äyijb) 

5 

E-m[l 

n[Tvk< ni g[rfiydi 

n[Tvk< Ti[pi[li[J 

1 

bs 

  

a[k j (p|\ºTrn[ n[Tvk<mi> riK) a[kY) vFir[ li[ki[ a[k j  (p|\ºTr uprY) (p\ºT 

kiQ) Sk[ j[Y) kr)n[ dr[k upyi[gkti< miT[ alg-alg (p|\ºTr livvin) j$r 

pDS[ nh). 

 

d&r d[Smi> rh[ti aipNi sgi-s>b>F)ai[ ji[D[ s>pk< krvi K&b j sh[li[ Ye jiy 

C[.j[ p#in[ phi[ciDvi miT[ Tpil aYvi k&r)yrmi> dS-p>dr (dvs ligti hi[y t[ 

j p#i n[Tvk< Ùiri s[k>ºDmi> phi[c) jiy C[. 

 

 

 

 

 

- ph[l) vKt n[Tvk<n& vitivrN bnivv& Kci<L p\(k\yi C[. 

- upyi[gkti<n&> kim n[Tvk< upr j aiFir)t Ye jiy C[. 

- n[Tvk<ni[ s>BiL riKvi[ pN m&Æk[l C[. 

 

 

 

 

 

Ti[pi[li[J a[Tl[ n[Tvk<n[ smjvi miT[ upyi[gmi> l)F[l& b>GirN. t[ b>GirN j[v& (c#imi> btiv[l C[ t[v& hi[v& j$r) 

hi[t& nY). di.t. Grmi> l[nY) ji[D[li ki[À¼y&Tr a[k gi[L k&>DiLimi> m&k) Skiy C[, pN Ryi r)>g Ti[pi[li[J ji[vi mLS[ 

j a[v& j$r) nY). 

  

n[Tvk< Ti[pi[li[J n[ simiºy r)t[ pi>c p\kirmi> vh[cvimi> aiv[l C[. 

 

bs Ti[pi[li[J a[k j viyrni[ upyi[g kr[ C[ an[ t[j viyr siY[ bik)ni bGi 

ki[À¼y&Tr aYvi y>#i T[p aYvi kn[kTrni upyi[gY) ji[Dia[li hi[y C[.  j[ y>#i ki[e 

s>d[Si[ mi[kvli mi>gti[ hi[y  t[ ai viyrni upyi[gY) s>d[Si[ b)ji ki[À¼y&Trn[ mi[kl) 

Sk[ C[.  

fiydi\ 

- ai Ti[pi[li[Jni upyi[gY) ki[À¼y&Tr n[Tvk< bnivv& sh[l& an[ zDp) C[ 

- t[mi> GNi bFi viyrai[n) j$r pDt) nY).  

- ai n[Tvk<ni[ upyi[g ai[Ci ki[À¼y&TrviLi n[Tvk< miT[ Yiy C[ 

- b>FirN bn) gyi pC) t[mi ni[D um[rvi sh[li C[ 
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2 

r)>g 

3 

ATir 

-  

 

g[rfiydi 

- ji[ ki[À¼y&Trn) s>²yiai n[Tvk<mi> vF[ ti[ kim krvin) zDp upr t[n) asr Yiy C[. 

- an[ bFi ki[À¼y&Tr a[j viyr d^iri ji[Diy[li hi[viY) ji[ t[ viyrn[ ki[e n&kSin Yiy ti[ n[Tvk<ni> bFi j 

ki[À¼y&Tr a[kb)ji siY[ mi(ht)n) aipl[ krti b>F YS[ 

 

 

ai Ti[pi[li[Jmi> dr[k ni[Dni b[ piDi[S) hi[y C[ j[n) siY[ t[ mi(ht)n) aipl[ kr) Sk[ C[. 

ai Ti[pi[li[Jmi> dr[k s>d[Si[ ki[epN a[k j d)SiY) a[Tl[k[ GD)yiLn) d)Si aYvi 

GD)yiLY) u>F) d)Simi> mi[kl) Skiy C[.   

 

fiydi 

- t[mi> GNi bFi viyrai[n) j$r pDt) nY).  

- ai n[Tvk<ni[ upyi[g ai[Ci ki[À¼y&TrviLi n[Tvk< miT[ Yiy C[ 

- t[mi> pC)Y) ki[À¼y&Tr um[rivin) Skyti ai[C) hi[viY) kim krvin) zDp upr 

t[n) asr ai[C) Yiy C[. 

-  

 

g[rfiydi 

- b>GirN bn) gyi pC) t[mi ni[D um[rvi m&Æk[l C[ 

- an[ bFi ki[À¼y&Tr a[j viyr d^iri ji[Diy[li hi[viY) ji[ t[ viyrn[ ki[e n&kSin Yiy ti[ n[Tvk<ni> bFi j 

ki[À¼y&Tr a[kb)ji siY[ mi(ht)n) aipl[ krti b>F YS[ 

 

 

GNi bGi Gri[mi> vpriti b\i[Db[ºD eºTrn[Tmi> ATir Ti[pi[li[Jni[ m&²y_v[ upyi[g Yiy 

C[. ATir Ti[pi[li[Jni> m¹ymi> a[k sv<r k[ hb aiv[l& hi[y C[ an[ t[n) siY[ bFi ni[D 

ji[Diy[li hi[y C[.  

 

fiydi 

- ai n[Tvk<ni[ upyi[g vFir[ ki[À¼y&TrviLi n[Tvk< miT[ Yiy C[ 

- t[mi> dr[k ki[À¼y&Tr alg viyrY) ji[Diy[l hi[viY) ki[À¼y&Trn) 

s>²yi vFviY) kim krvin) zDp upr t[n) asr ai[C) Yiy C[. 

- b>FirN bn) gyi pC) t[mi ni[D um[r) Skiy C[ 

- an[ bFi ki[À¼y&Tr alg viyr d^iri ji[Diy[li hi[viY) ji[ ki[e 

viyrn[ ki[e n&kSin Yiy ti[ j[ viyrmi> n&kSin Yy& C[ t[ ki[À¼y&Tr kim krt& 

b>G YS[ pN n[Tvk<ni> bik) bFi ki[À¼y&Tr a[kb)ji siY[ mi(ht)n) aipl[ 

kr) SkS[[ 

 

g[rfiydi 

- t[mi> GNi bFi viyrai[n) j$r pD[ C[. 
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4 

T^) 

5 

m[S 

- sv<r b>F Yiy ti[ bFi ki[À¼y&Tr a[kb)ji siY[ mi(ht)n) aipl[ krti b>F YS[. 

 

T^) Ti[pi[li[J a[ GNi bF) ATir Ti[pi[li[Jai[n& a[k bs Ti[pi[li[J siY[ m)xN C[. T^) Ti[pi[li[Jmi> dr[k hb a[ bs 

Ti[pi[li[JY) ji[Diy[li hi[y C[ an[ dr[k hb a[ ni[D siY[ ATir Ti[pi[li[JY) ji[Diy[li[ hi[y 

C[. aim ai Ti[pi[li[Jni upyi[gY) aipNn[ bs an[ ATir a[m b>n[ni fiydi mL[ C[. 

ai bs an[ ATir Ti[pi[li[Jni m)xNviL) Ti[pi[li[J ji[ B(vOymi> vFir[ ki[À¼y&Tr 

ji[Divin) s>Bivni hi[y ti[ K&b j kim lig[ C[.  ai p\kirni n[Tvk< b>FirNi[ mi[T)-mi[T) 

s>AYiai[, b[>ki[mi> upyi[g Yiy C[. 

 

ai Ti[pi[li[J a[ $T p¹F(tY) kim kr[ C[. tmn[ yid hS[ k[ r)>g k[ bs Ti[pi[li[Jmi> 

s>d[Si[ ki[epN a[k d)Simi> je Sk[ C[ pN m[S Ti[pi[li[Jmi> j[ $T Kil) hi[y t[ $T 

uprY) s>d[Si psir Yiy C[. GNi Kri WAN an[ a[kdm p\(s¹F a[vi eºTrn[Tmi> aij 

Ti[pi[li[Jni[ upyi[g Yiy C[. a[v) m[S Ti[pi[li[J j[mi> dr[k y>#i a[ b)ji y>#i siY[ ji[Diyl& hi[y t[n[ f&l-m[S 

Ti[pi[li[J kh[ C[ an[ n)c[ btiv[li (c#i p\miN[ dr[k y>#i a[ b)ji y>#i siY[ pri[x aYvi apri[x r)t[ ji[Diy[li 

hi[y t[n[ piS)<yl-m[S Ti[pi[li[J kh[ C[. 
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n[Tvk< p\i[Ti[ki[l 

 

 

 

n[Tvk<mi> ji[Diy[li y>#ii[n[ a[kb)ji siY[ kim krt) vKt[ s>d[Siai[n) aipl[ krvi miT[ni n)t) an[ (nymi[n[ n[Tvk< 

p\i[Ti[ki[lz kh[ C[. ki[À¼y&Trni n[Tvk< miT[ vpriti p\i[Ti[ki[l simiºyr)t[ p[k[T Av)c)>g (Packet switching) 

p¹F(tni[ upyi[g kr[ C[. ai p¹F(tmi> mi[kl[li s>d[Sin) mi(ht) a[ j&dij&di p[k[Tmi> jt) hi[y C[. 

 

p\i[Ti[ki[l a[ b[ s>d[Si[ mi[klvi an[ l[vi mi>gti y>#ii[n[ Si[F) t[mn) vµc[ ji[DiN p&$ piD[ C[, t[n) siY[siY[ t[ n)t) 

an[ (nymi[ pN sicv[ C[. n)c[ k[Tlik p\cl)t Yy[li p\i[Ti[ki[ln>& miLK& aip[l C[. 

 

 

k\m p\i[Ti[ki[l Up)yi[g 

1 aie.p)(IP)aYviEºTrn[T p\i[Ti[ki[l 

(Internet Protocol) 

t[ni[ p\iY(mk upyi[g EºTrn[Tmi> Yiy C[. t[ 

simiºyr)t[ T).s).p).(TCP) p\i[Ti[ki[l siY[ kim kr[ 

C[ a[Tl[ GN) vKt t[n[ 

T).s).p)./aie.p)(TCP/IP) kh[ C[. t[ p[k[Tn[ 

livvi an[ mi[klvin& kim kr[ C[. 

2 T).s).p).(TCP)aYvi  T^iºS(mSn k>T^i[l 

p\i[Ti[ki[l(Transmission Control Protol) 

aini[ upyi[g j[ ki[À¼y&Tr uprY) mi(ht)n[ mi[klv) 

hi[y Ryi mi(ht)n[ nini p[k[Tmi> ti[Dvi Yiy C[ an[ 

j[ ki[À¼y&Tr upr mi[klv) hi[y Ryi t[ p[k[Tn[ fr)Y) 

ji[Dvi miT[ Yiy C[. 

3 a[c.T).T).p). (HTTP)aYvi hiypar T[ÈT 

T^iºS(mSn k>T^i[l p\i[Ti[ki[l(Hyper Text 

Transmission Control Protocol) 

t[ v[b sv<r siY[ s>b>F (Communication) 

bi>Gvin& kim kr[ C[. 

4 a[s.a[m.T).p). (SMTP) aYvi s)À¼l m[l 

T^i>sfrp\i[Ti[ki[l(Simple Mail Transfer 

Protocol) 

e-m[l mi[klvi miT[ t[ni[ upyi[g Yiy C[. 

5 pi[p (POP) aYvi pi[AT ai[(fs 

p\i[Ti[ki[l(Simple Mail Transfer Protocol) 

e-m[l sv<rmiY) aipNi ki[À¼y&Tr pr e-m[l 

Diunli[D krvi miT[ tni[ upyi[g Yiy C[. 

6 a[f.T).p).(FTP) aYvi fiel T^i>sfr 

p\i[Ti[ki[l(File Transfer Protocol) 

b[ ki[À¼y&Tr vµc[ fiel T^i>sfr krvi miT[ 

7 D¾Ãy&.D¾Ãy&.D¾Ãy&(WWW) aYvi vÃD< vieD v[b 

(World wide web) 
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kim krvin) p¹F(t 

 

 

 

 

 

eºTrn[T a[Tl[ d&rd&r s&F) f[liy[li an[ a[kb)ji siY[ ji[Diy[li ki[Àp&Trni[ sm&h C[ j[ m&²y_v eºTrn[T p\i[Ti[ki[l 

T).s).p)./aie.p)(TCP/IP) mi¹ymni[ upyi[g kr[ C[ an[ liKi[ an[ abji[n) s>²yimi> upyi[gkti<ai[n[ 

a[kb)ji siY[ mi(ht)n) aipl[ krvimi> mdd kr[ C[. a[ a[k n[Tvk<n& n[Tvk< C[ j[ King), srkir) an[ S]x(Nk 

s>AYiY) bn[l& hi[y C[. jyir[ b[ ki[À¼y&Tr eºTrn[TY) ji[Diy C[ Ryir[ t[ai[ (v(vF p\kirn) mi(ht) j[m k[ axri[ 

S¾di[, ai>kDi, (c#ii[, fieli[, (vD)yi[ mi[kl) aYvi m[Lv) Sk[ C[. dr[k d[Sn) T[l)fi[n k>pn)ai[ ai s[vi p&r) piDvi 

miT[ fiber-ai[¼(Tks (Fiber Optics)viyrni[ upyi[g kr[ C[ j[ni d^iri K&b mi[Ti p\miNmi> D[Tin) aipl[ 

eºTrn[T pr Ye Sk[ C[. 

hiypr T[ÈT T[kni[li[J { a[Tl[ D¾Ãy&.D¾Ãy&.D¾Ãy&(WWW)} d^iri aipN[ eºTrn[T upr (v(vF p\kirn) mi(ht) 

j[m k[ axri[ S¾di[, ai>kDi, (c#ii[, fieli[, (vD)yi[ ji[e Sk)a[ C)a[. 

 

 

 

 

 

 

 

 

 

 

 

- si]p\Ym http p\i[Ti[ki[lni[ upyi[g kr)n[ eºTrn[T y&zr t[n) pis[n) b\iuzr a[¼(lk[Snmi> ji[et) 

mi(ht)n) (vn>t) kr[ C[ 

- b\iuzr a[¼(lk[Sn a[ (vn>t) WWW v[b sv<rn[ mi[kl[ C[ j[mi> t[ (c#ii[, ai[D)yi[ fiel, (vD)yi[ fiel 

n) mi>g[ kr) Sk[ C[. 

- WWW v[b sv<r t[n[ a[ ji[et) fiel mi[kl) an[ eºTrn[Tn&> kn[kSn b>d kr) d[ C[. 

 

2 
eºTrn[T 

Internet 

Exercise Book : 3 
Page  138 to 143 
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aie.p) a[D^[s 

(IP Address) 

D).a[n.a[s 

(DNS) 

 

 

 

 

 

 

 

 

aipNi[ Ak&lmi> ri[l n>brn) j[m j aie.p) a[D^[s a[ a[k 32 b)Tni[ n>br C[ j[ eºTrn[T upr kim krti dr[k 

y>#in[ aipvimi> aiv[ C[. aie.p) a[D^[sni[ upyi[g ki[e s>AYi aYvi Gr[ kim krti Äyk(tn) eºTrn[Tn) d&(nyimi> 

ai[LKvi miT[ kim lig[ C[. ai aie.p) a[D^[sn[ dSi>S (cºhY) alg piD[li[ hi[y C[.a[k ki[À¼y&Trn[ aip[li 

aie.p) a[D^[s aiK) d&(nyimi> b)ji ki[e ki[À¼y&Trn[ apiti[ nY).  

 

di.t. 192.123.12.45 ai a[k aie.p) a[D^[s C[. 

 

ji[ a[k s>²yi 45 n) bienr) s>²yi 0010 1101 hi[y an[ ji[ t[ 8 b)Tn) bn[l) hi[y ti[ 4 aikDi 192, 

123, 12, 45 miT[8 b)T x 4 ai>kDi = 32 b)T YS[ 

 

aie.p) a[D^[sn) mddY) eºTrn[Tni n[Tvk<mi> ki[À¼y&Trn[ Si[F) Skiy C[. pN (vwiY)<(m#ii[, kÃpni kri[ k[ aipNn[ 

k[Tli bFi n>br yid riKvi pDS[. u.di. tr)k[ min) li[ k[ eºTrn[Tni n[Tvk<mi> fkt 500 ki[À¼y&Tr hi[y ti[ 

aipNn[ 500 n>br yid rh[vi ji[ea[ ti[ j aipN[ eºTrn[Tni[ upyi[g kr) Sk)S&. bribr n[ ? pN ah) ti[ 

pr)AY)t) t[niY) pN g>B)r C[ kirNk[ eºTrn[Tni n[Tvk<mi k[Tli ki[À¼y&Tr C[ t[ ti[ ki[e j ci[ÊspN[ nh) kh) 

Sk[. ti[ aiv) pr)AY)t)miY) bhir n)kLvi D).an[.a[s (DNS) ni[ upyi[g Yiy C[. 

 

 

 

 

 

 

D).a[n.a[s n& p&$ nim> Di[mien n[m s)ATm (Domain Name System) C[. D).a[n.a[sn) mddY) aipN[ 

aie.p) a[D^[sn[ b)j& nim aip) Sk)a[ C)a[ j[Y) kr)n[ aipNn[ n>br yid riKvin) j$r rh[t) nY). 

 

di.t. 173.194.38.183 n& b)j& nim aipN[ www.google.co.in C[.  

 

ti[ (vwiY)<(m#ii[, S& sh[l& lig[ C[ n>br k[ nim ? 

 

 

 

 

 

 

Internet 

http://www.google.co.in/
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e-m[l 

(Email) 

y&.air.a[l( URL) 

 

 

 

 

 

E-m[ln& b)j& nim C[ el[kT^i[(nk m[l. ai a[k p´F(t C[ j[mi> s>d[Si (Message) m[Lv), mi[kl)  an[ t[ni[ 

s>g\h kr) Skiy C[. aij[ d&(nyiBrmi> t[ eºTrn[T mi´ymn[ kirN[ t[ K&b j p\cl)t C[.  ai a[k a[vi[ s>d[Si[ C[ 

j[mi> aipN[ (c#ii[, axri[, giyni[ an[ fieln[ a[T[cm[ºTni Av$pmi> mi[kl) Sk)a[ C)a[. 

e-m[l mi[klvi an[ m[Lvvi (v(vF p\kirni e-m[l p\i[gimni[ upyi[g kr)a[ C)a[ j[n[ aipN[ e-m[l kliyºT tr)k[ 

pN ai[LK) Sk)a[ C)a[ j[vi k[ miek\i[si[fT aiuTl&k, vg[r[. ai S)viy aipN k[Tlik ai[n-lien e-m[l 

sv)<sni[ pN upyi[g kr) Sk)a[ C)a[ j[vi k[  gmail, Hotmail, yahoo mail vg[r[. 

 

 

e-m[l a[D^[s a[ m&²y_v[ b[ Bigi[ni[ bn[li[ hi[y C[. 1. li[kl piT< an[ 2. m[l sv<r n& nim. ai b[ Bigi[ @ 

(cºhY) ji[Diy[li hi[y C[. e-m[l a[D^[sni[ upyi[g kr)n[ aipN[ aipNi d&r (vd[Smi> rh[ti aipNi sgis>b>G)ai[n[ 

p#i mi[kl) Sk)a[ C)a[, fiel a[T[cm[ºT Av$p[ agRyni dAtiv[ji[ aYvi kigL Ak[n kr)n[ mi[kl) Sk)a[ C)a[. 

e-m[l a[D^[s n[ e-m[l akiuºT pN kh[ C[. 

 

 

 

vaibhav.ctrla@gmail.com 

 

 

 

 

 

 

 
- li[kl piT< a[ m[l sv<rmi> sg\h Yy[li a[k (v(SOT p\\kirni> fieln& nim C[ j[n[ aipN[ y&zr m[lbi[x pN 

kh) Sk)a[ C)a[. j[mi aipNi p#i, fiel a[T[cm[ºT Av$p[ mi[kl[li agRyni dAtiv[ji[ aYvi kigL 

vPi[< s&F) s>g\h rh[ C[. 

- m[l sv<r a[ eºTrn[T n[Tvk<mi> aiv[li a[k sv<rn&> nim C[. 

 

 

 

 

 

y&.air.a[l a[Tl[[ a[k mig< C[ j[ni d^iri aipN[ eºTrn[T n[Tvk<mi> aiv[li  v[b-sv<r pis[Y) aipN n[ ji[et) 

mi(ht) miT[n& v[b p[j mi>g)a[ C)a[. y&.air.a[lni> simiºy r)t[ cir Big hi[y C[. 

 

 

Internet 

li[kl piT< 

Local Part 

m[l sv<rn& D).a[n.a[s nim 

Domain Name Mail Server 

@ 

mailto:vaibhav.ctrla@gmail.com


 

 

P a g e  | 238 

 

sc< a[º(jn  

(Search Engine) 

di.t.  

    

https://www.wearesearching.com:80/index.html 
 

 

 

 

 

 

 

 

 

 

 

 

eºTrn[T pis[ pi[tin) ki[e j an&k\mN)ki hi[t) nY) k[ j[n[ aiFir[ eºTrn[Tni[ vipr krvi mi>gti li[ki[ pi[tin[ 

ji[et) mi(ht) kyi v[b p[j upr mLS[ t[ jiN) Sk[. t[Y) kr)n[ eºTrn[Tni n[Tvk<mi> sc< a[º(jn a[ K*b j 

mhRvn) s[vi bn) rh[ C[. sc< a[º(jnn) mddY) eºTrn[Tni[ vipr krvi mi>gti li[ki[ pi[tin[ ji[et) mi(ht) 

sh[lieY) an[ zDpY) Si[F) Sk[ C[.  eºTrn[Tmi> (v(vF p\kirni> sc<-a[º(jnni[ aiv[li C[. 

 

- ApieDr (Spider) aYvi k\[vlr (Crawler) aiFir)t sc< a[º(jn : ai p\kirni sc<-a[º(jn 

(v(SOT p\kirni si[fTv[r p\i[g\imni[ upyi[g kr) v[b p[jn[ Si[G[ C[ an[ t[ v[b p[jn[ pi[tini D[Tib[zmi> 

s>g\h kr)n[ m&k) d[ C[. ai sc< a[º(jn si]Y) p\²yit sc< a[º(jn C[. ai p\kirni> sc< a[º(jn j[ 

p\i[g\imini[ upyi[g kr[ C[ t[ p\i[g\im C[  ApieDr (Spider),  k\[vlr (Crawler), ri[bi[T (Robots), 

bi[T (bots) 

 

ai p\kirni> sc< a[º(jn ni udihrNi[ C[. 

1. www.google.com 

2. www.ask.com 

- D)r[kTr)z (Directories)sc< a[º(jn: ai p\kirni sc< a[º(jn miNsi[n[ riK[ C[ j[ v[b p[jn[ Si[F) 

t[n[ pi[tini D[Tib[zmi> s>g\h kr)n[ m&k) d[ C[. 

ai p\kirni> sc< a[º(jn ni udihrNi[ C[. 

1. www.yahoo.com 

2. www.dmoz.com 

 

pN vP< 2002 pC) yahoo pN k\[vlr sc< a[º(jn aiFir)t p¹F(t apniv) C[. 

 

- m[Ti sc< a[º(jn : ai p\kirni sc< a[º(jn b)ji sc< a[º(jn d^iri Si[F[l) mih)t)n>& l)AT pi[tin) pis[ 

bniv)l[ C[. ai p\kirni> sc< a[º(jn ni udihrNi[ C[. 

1. www.metacrawler.com 

2. www.dogpile.com 

Internet 

p\i[Ti[ki[l 

Protocol 

v[b sv<r n& nim 

Web Server 

pi[T<-n>br 

Port Number 

v[b p[j 

Web Page 

https://www.wearesearching.com:80/index.html
http://www.google.com/
http://www.ask.com/
http://www.yahoo.com/
http://www.dmoz.com/
http://www.metacrawler.com/
http://www.dogpile.com/
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kliuD k>À¼y&T)>g  

(Cloud Computing) 

 

si]Y) mhRvn& kim j[ ai sc< a[º(jn kr[ C[ t[ C[ eºTrn[Tni upyi[gkti< d^iri mi>g[l) mi(ht)n[ pi[tini D[Tib[zmi> 

Si[Fv). 

 

 

 

 

 

 

 

 

 

 

kliuD ki[À¼y&T)>gn[ kirN[ eºTrn[T a[ aipN& ki[À¼y&Tr Ye gy& C[.  kliuD ki[À¼y&T)>g a[ a[k n[Tvk< C[ j[ 

ki[À¼y&Trmi> kim krti upyi[gkti<ni n[Tvk<n) bhir aiv[l& C[. a[Tl[ k[ t[ n[Tvk< n& n[Tvk< C[. kliuD ki[À¼y&T)>g a[ 

eºTrn[T siY[ ji[Diy[l& C[. t[Y) aipN[ kh) Sk)a[ k[ kliuD ki[À¼y&T)>g a[ a[k ki[À¼y&Tr s[vi C[ j[ aipNn[ 

eºTrn[T n[Tvk<Y) mL[ C[ aipNi ki[À¼y&TrmiY) nh).   

kliuD ki[À¼y&T)>g n& si]Y) ph[l& udihrN kh) Skiy t[ C[ e-m[l. eºTrn[Tni[ up)yi[gkti< e-m[l ki[epN j³yi 

an[ ki[epN y>#i j[vi k[ ki[À¼y&Tr, mi[biel, T[b AmiT< fi[n, l[pTi[p upr ji[e Sk[ C[ t[n) miT[ a[k j ki[À¼y&Tr 

hi[v& ji[ea[ t[v& j$r) nY).  

 

 

 

Internet Internet 
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si[S)yl m[D)yi 

(Social Media) 

 

aij[ eºTrn[Tni> vF& pDti vpriSn[ kirN[ kliuD ki[À¼y&T)>g d^iri p&r) piDvimi> aivt) s[viai[mi> K&b mi[Ti[ vFiri[ 

Yyi[ C[. di.t. aipN[ aipNi ki[À¼y&Tr prn) bF) j fieli[n[ eºTrn[Tni sv<rn) hiD<-D)Akmi> s[v kr) Sk)a[ 

C)a[. ai eºTrn[Tn) hiD<-D)Ak n) s>g\h krvin) xmti pN K&b j vGir[ hi[y C[.t[v) j r)t[ aipN[ eºTrn[Tn) 

mddY) ai[nlien si[fTv[r pN mL) rh[ C[ j[vi k[ rieTr j[vi vD< p\i[s[sr an[ Ap\[DS)T.   

 

 

 

 

 

 

 

si[S)yl m[D)yi a[Tl[ p\sir mi¹ym. t[ a[k ai[nlien siFn C[ j[ni d^iri aipNn[ aipNi (vciri[n[ li[ki[ s&F) 

phi[ciDvin) an[ ngmti (vciri[ sim[ K[d Äykt krvin) tk aip[ C[. 

 

m&LB&t r)t[ si[S)yl m[D)yi a[ bik)ni m[D)yi a[Tl[ k[ p[pr, T).v). smicir krti alg C[ kirN k[ p[pr aYvi 

T).v) smicir a[ aipNn[ mi(ht) p&r) piD[ C[ pN t[ni v)S[ aipNi a(Bp\iy mi>gti nY) jyir[ ai[nlien 

si[S)yl m[D)yimi> aipN[ mL[l mi(ht)n) sim[ aipNi a(Bp\iy m&k) Sk)a[ C)a[. t[m j t[mi> aipN mi(ht) 

gm) k[ nigm) t[ pN dSi<v) Sk)a[ C)a[. ah) mi(ht) vicniri[ dr[k Äyk(t a[kb)ji siY[ ji[Diy[li[ C[ an[ t[ 

aipN[ aip[li a(Bp\iy vic) Sk[ C[.  

 

a[v) ki[epN v[b sieT j[mi> aipN[ (vcirin& aidin-p\din kr) Skti hi[ea[ t[ dr[k v[b sieT a[k si[S)yl 

m[D)yi C[. si[S)yl v[b sieT a[ pic p\kirn) hi[y C[. 

 

- jyi ki[e d[S, (vPy aYvi vAt& upr l[K lK) Skiy an[ t[n[ s&Gir) pN Skiy. an[ lK[li l[K upr 

cci< pN Ye Sk[ j[n[ a>g\[Jmi> ki[libi[r[T)v p\i[j[kT (Collaborative Project) kh[ C[. ain& 

udihrN www.wikipedia.com sieT C[. 

- ¾li[g udihrN www.twitter.com 

- jyi aipN[ aipNi fi[Ti[ aYvi (vD)yi[ m&k) Sk)a[ an[ t[n) cci< kr) Sk)a[.udihrN 

www.youtube.com 

- jyi aipN[ aipNi m)#ii[ bniv) Sk)a[ t[mn) siY[ aipNi fi[Ti[, v)D)yi[ m&k) Sk)a[ an[ c[T)>g pN kr) 

Sk)a[udihrN www.facebook.com , www.google+.com, 

www.Myspace.com 

- jyi ai[nlien g[m rm) Sk)a[.www.zapak.com, www.onlinegames.com 

 

  

Internet 

http://www.wikipedia.com/
http://www.twitter.com/
http://www.youtube.com/
http://www.facebook.com/
http://www.google+.com/
http://www.myspace.com/
http://www.zapak.com/
http://www.onlinegames.com/
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e-ki[m<s 

(E-Commerce) 

 

 

 

 

ki[m<s a[Tl[ vAt& aYvi kimn) p]si miT[n) l[vD-d[vD. j[mi> m&²y_v[ #iN p\kirni Äyk(tai[ ji[Diy[li hi[y C[. 

 biyr (Buyer) : j[ Äyk(t p]si aip)n[ vAt& aYvi kimn) Kr)d) krvi mi>g[ C[ t[n[ biyr kh[ C[. 

 s[lr (Seller) : j[ Äyk(t p]si len[ vAt& aYvi kimn[ v[cvi> mi>g[ C[ t[n[ s[lr kh[ C[. 

 p\i[Dy&sr (Producer) : j[ Äyk(t vAt& aYvi kimn[ bniv[ C[ j[n[ biyr Kr)dvi mi>g[ C[ an[ 

s[lr v[cvi mi>g[ C[. 

e-ki[m<s a[Tl[ vAt& aYvi kimn& (vBijn, v[ciN an[ Kr[d) el[kT^i[(nk s)ATm d^iri krv). j[ m&²y_v[ el[kT^i[(nk 

s)ATm tr)k[ eºTrn[T, eºT^in[T an[ a[xT^in[Tni[ upyi[g kr[ C[.e-ki[m<smi> F>Fin[ lgti bFi j kiyi<[ j[vi k[ 

p]sini[ Äyvhir, kim, kigjp#ii[n) l[vD-d[vD eºTrn[T j[vi D)JTl mi¹ym d^iri krvimi> aiv[ C[. e-ki[m<sn[ 

kirN[ F>Fi[ g\ihk s&F) ci[v)s klik phi[c) Sk[ C[. 

ph[l) e-ki[m<s a[¼l)k[Sn a[ 1970 mi> bnivvimi> aiv) j[n& nim el[kT^i[(nk f>D T^i>Afr (Electronic 

Fund Transter) a[Tl[ k[ ea[fT) (EFT)ht&>. j[ni[ m&²y_v[ upyi[g mi[T)mi[T) s>AYiai[, b[>ki[ krti 

hti. 

 

e-ki[m<s a[ #iN p\kir[ kiy< kr[ C[. 

 b)zn[s-T*-k>zy&mr e-ki[m<s (Business To Consumer e-commerce) j[n[ b)2s) 

(B2C) tr)k[ pN ai[LKvimi> aiv[ C[. j[mi> simiºy Äyk(t Kr)d) krvi v[cnirni> s)Fi s>p<kmi> aiv[ 

C[. udihrN tr)k[  

http://www.amazon.com/ 

http://www.shopbop.com/ 

http://www.buy.com/ 

 b)zn[s-T*-b)zn[s e-ki[m<s (Business To Business e-commerce) j[n[ b)2b) 

(B2B) tr)k[ pN ai[LKvimi> aiv[ C[. j[mi> b[ uwi[jki[ s)Fi s>p<kmi> aiv[ C[. udihrN tr)k[ ki[epN 

s>AYi t[n[ ji[et) vAt& aYvi kimn) Kr[d) aYvi v[ciN eºTrn[Tni mi¹ymY) b)J sAYi siY[ kr[. 

 k>zy&mr-T*-k>zy&mr e-ki[m<s (Consumer To Consumer e-commerce) j[n[ s)2s) 

(C2C) tr)k[ pN ai[LKvimi> aiv[ C[. j[mi b[ simiºy Äyk(t l[vi an[ v[cvi a[kb)jini s)Fi 

s>pk<mi> aiv[ C[. udihrN tr)k[ 

http://www.ebay.com/ 

http://www.olx.com 

http://quicker.com  

Internet 

http://www.amazon.com/
http://www.shopbop.com/
http://www.buy.com/
http://www.ebay.com/
http://www.olx.com/
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S¾d s*c) 

 

 

 

 

 

 

k\m nim upyi[g 

1 b[ºD(vDY(Bandwidth) eºTrn[Tmi> ki[À¼y&Trn[ ji[Dvi miT[ vpriti mi¹ym j[vi k[ viyr, T[(lfi[n 

lien, s[T[lieTn) mi(ht) psir krvin) xmti.j[ m&²y_v b).p).a[s 

(bps)bieTs pr s[kºD (bytes per second)ni a[km upr kim kr[ C[. 

2 ¾li[g (Blog) a[v) mi(ht) j[ eºTrn[Tmi> zDp Y) p\sir)t Yiy C[.aini[ upyi[g (fÃm ATir 

an[ (v(vG x[#ini p\(s¹G li[ki[ t[mni Jvnmi> cilt) viti[n[ aimi p\si(rt 

kr[ C[. 

3 b&kmik<(Bookmark) aipN) mngmt) v[bsieT ni[ y&.air.a[l s>g\h kr) riKvi miT[ upyi[gmi> 

l[viy C[. 

4 b\iuzr (Browser) a[k p\i[g\im j[ eºTrn[Tni[ upyi[g krvimi> mdd$p Yiy C[. 

5 c[T (Chat) eºTrn[T mi¹ymni[ upyi[g kr)n[ viti[ krvin) r)t. 

6 k&k) (Cookie) mi(ht) j[ sv<r ki[Àp&Tr d^iri bnivvimi> aiv[ C[ an[ t[ni[ upyi[g kliyºT 

ki[Àp&Tr upr Yiy C[. di.t. eºTrn[T v[bsieT pr vpriti y&zr an[ pisvD< 

7 Di[mien n[m (Domain 

Name) 

eºTrn[Tmi> ki[Àp&Trn[ ai[LKvin) a[k p¹G(t. 

8 hiypr(l>k (Hyperlink) eºTrn[Tni b\iuzrmi> K&l[l) v[bsieT mi> (c#i, lKiN, g\i(fks j[v) vAt&ai[ 

pr miusY) kl)k krviY) nv) v[bsieT K&l[ t[n[ hiypr(l>k kh[ C[. 

9 a[c.T).a[m.a[l.(HTML) v[bsieTni[ p\i[g\im lKvimi> vprit) BiPi j[ m&²y_v eºTrn[T mi¹ymmi> 

upyi[gmi> l[viy C[. t[n& p&@ nim hiypr T[ÈT mik\p l[>gv[j (Hypertext 

Markup Language) C[. 

10 aie.p). a[D^[s  

(IP Address) 
ki[Àp&Trni[ n>br aYvi nim j[ni d^iri mi(ht) mi[kl) aYvi le Skiy. 

11 sc< a[º(jn  

(Search Engine) 
ci[Ês p\kirni[ p\i[g\im j[mk[ aÃT^ (vATi(Altra Vista), yih&>(Yahoo), 

g&gl(Google)j[ eºTrn[Tni up)yi[gkti< n[ ki[e ci[Ês   S¾d prY) 

mi(ht) Si[Gvimi> mdd kr[ C[. 

Internet 
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12 y&.air.a[l. 

(URL) 

y&(nfi[m< (rsi[<s li[k[Tr a[ b\iuzrmi> lKiti eºTrn[T v[bsieTn&> nim 

C[.di.t.www.google.co.in,www.yahoo.com,www.gmail.com 

13 viers  

(Virus) 
j[v) r)t[ minv)ni Sr)rmi> (v(vF p\kirni> j>t&ai[ {j[n[ aipN[ viers t(rk[ ai[LK)y[ 

C)a[} j[ minv)n) b)mir)n& kirN hi[y C[. t[v) j r)t[ ki[Àp&Tr x[#imi> am&k p\kirni 

p\i[g\im j[ eºTrn[T mi¹ym d^iri a[k ki[Àp&TrY) b)ji ki[Àp&Trmi> p\v[S[ C[ an[ 

ki[Àp&Trn[ bgiDvin& kim kr[ C[. 

14 v[b (Web) vÃD< vieD v[b n& b)j* nim. 

15 v[bp[j (Web 

Page) 

eºTrn[T b\iuzrmi> ji[e Skiy C[. 

16 
v[bsieT 

(WebSite) 

v[bp[jni> sm&hn[ v[bsieT kh[ C[. j[[ m&²y_v lKiN, (c#ii[, (fÃmi[, an[ s>g)t j[v) 

mi(ht)Y) bn[l& hi[y C[. 

 

 

  

Internet 

http://www.google.co.in/
http://www.yahoo.com/
http://www.gmail.com/
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Internet  

Books 

 

 

 

 

 

 https://wiki.openoffice.org/wiki/Documentation/OOo3_User_Guides/Writer_Guide/A

dding_a_reference 

 http://www.openoffice.org/documentation/HOW_TO/word_processing/CrossReferen

ces.pdf 

 http://umdendnote.wordpress.com/2009/09/01/how-to-cite-while-you-write-with-

openoffice-org-writer/ 

 http://www.tutorialsforopenoffice.org/tutorial/Bibliographies.html 

 http://en.wikipedia.org/wiki/E-commerce 

 http://www.ecommercetimes.com/ 

 

  

 

 

- Datta Education, Jan Sikshan Sansthan, Author : Sameer 

Vahora 

- Gujarat Knowledge Society, Education Department, Govt. Of 

Gujarat,  

- Open office, Author : Chetna Shah, Computer World 

Publication, Ahmedabad  

- Optima, Computer Activity book 4,5. Author : Ravi K. Chaugh, 

G.Ram Books (P) Ltd., Delhi  

- Minnesota Literacy Council 2007  

- Computer Aided Learaning Program, HCL Infosystems Ltd., 

Govt. Of Gujarat 
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