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HEAQTH — 1

HFI T D IR

shvge et ARt (Definition of Computer)

AURUTE: &Fgex &t swaa Compute 3rorar Calculate &3 &t w309 @211 o141 ®
AU TEH! GBI | FAd &ME; od - AFgA+c A daeA, ~=, I76, wrens &t
TRAET HEAT, A EAE D HIF i (91 Tl (oh g qea frar s awan 2

FFYCI FI UH VA TAFC I T & €I A AT &1 AT qh1 8 o,
* I ERITRY AT STET &l THER HIATL |
e Iy IRy g eI e T ITEA T I8 He o He L@l B |

(3 /\
»
b s

swvge ot fagtuargj (Characteristicof Computer)
FFge & o fagivam st 8 o 39 seaare fohd T @ T R R @i 2

aifa (Speed) I ¥ t& Electronic 3= 2, 314 39t Speed I+ #1 &t @ a1l FX¢ &l U a9 4 T:
T W g9 & g sidl 2, Tafog &gex &1 Ifd & micro @
nanosecond @ ATEAH | AAT AT 2 |

aiRer#t (Diligence) 3¥9geX Jead IR Bid § Jiq 4 fd @
FT i I 814 doh ATAR (641 T &S Tel aoh 1l Hid Eahd 2 |
Fg@mal (Accuracy) HFYeI 9ed JIH sid © | Ale Hig g& sidl 8
a1 98 fAfEaa ST goR ) 19 T A1 Tad FAVS A & HRUIBIAT B |
sgdawel (Versatility) snet & sngfas 990 g1 37 F IHR &
Fral & forar s 8; 99 - Accounting Graphic Designing,
Book Publishing, News Paper Printing Embroidery, Game Internet, Cartoon Movies, st® 3= &l &t
FFY T U Jcd-d ATA | fRaT ATran 2 |

?_{ﬁa (Storage)zdd FgaI sl & [ 3 g1 o Hhdl 8 9 39 A4 &l Afag A Iua & g geisa s s |

g e ot uaitiar (BasicApplications of Computers)
e Payslip,Invoiced Receiptafe & fF=afvrva e - 934 |
* FAAl aH®MAA & AU ® FHTFTTR|
o AR Y®R & accounts® maintain® A & fvad=t & fund F TF A TR TAH W eFATTRT HA

& fog
o Fifrat # A yeRF T ga=Tsn 9 cafeasa Ssat &1 store s & oy

® HIHI WITINEIA aTat 2 fhdh vt anfe = v we= & fov)
o TEITTECIW A A WA IR A R A== & fowg)
e zarat, @ien (Dams) 3 smafawivismal stwees & fav
o =aa@# Stockd Sales 1 feammwe= snfe = faw)
® IMEEIA YT ATMAHIA GEATAT A AAT G FC1a 9 [oh 1 (4€¢HA & foAQ|
ersaa? (Hardware) s @ 3 9+ it fgdia sk arfere saaa e 3w a1 9o o 9% 8
FEAWMFEATE 8 ; WA - i - A, ATSF, A {4, Fidrg, daa sfe)
HIY T D B[S AU i &A oI 9N A Sl dehd & —
1. sAYcfzarzw (InputDevice)
2. wraf&wfRarz® (Processing Device)
3. 33cycfeard  (OutputDevice)
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diFcaa? (Software)afredm T &1 4 &ta1 21 91a™ 37 & ¢ &1 2 o & famw
AT Tl A HA & [oI¢ HFYLI &l G¢ ATd 2| AA: B4 66 9Fd © (4 AFCaI HFIX TNA™ & 49
2 AW A &% U&R & A¥CaA ITasY B ; od - AR ieT Reew-3iw, gfaew anfe; gfefadt gtam,
TAH I TIUTH - THoTHO HATTha, FHITA 31, TSId BICIIMT ATE| BEAAR I A@FCAA 241 T qa &
|wa (compatible) 21 @ #Fgex 34 | fordl e & fo=1 ot &1d 981 & |arnl

HFgels ticad (Components of Computer)

#arza (Mouse) : 9139 U Uigfe 71 399c f3argd 2 | SA1 U917 913 ex &l Thid R Ia= a2 et an aeqsn &t 3fiE
(point)&= & fog fFarwraT 21

@l -l (Keyboard) : &t - 912 AT9® 819 1 938 8 | FFFeI A 31¢T AR 2 7 3@ & g saqe01 w4t f&war smar
21 HFYEI D I - 9IS gRIBA AVT, A R faou s erga axaada 2 |

#ifsee (Monitor):wifaer ar fasg sta fReaa gfte w (VDU ) &g ex & 94171 819 arat 399¢ 90 &l 2139 8id 8¢
FETATIFHATE A FFYAR A AN ITA R A ASCYC LA F €I HA M FHA T © |

== f3%@ (Hard Disk) 213 e v o it gascad & fa 9a<) (e sidi @ ol F+gel & A aull & I AR

AT S |
Fardl fg¥an ( Floppy disk) : wardt fees wst={es qerd & aa8qad & taiic s (thedl @ 941 8idl 8 AR AAHER

AR Ahc A ehI Bl 8 | SICTUH B h & ATl B A TCIREAT B | AU &l T &ed 8 | I8 Iedel Uaad Teio

ffarza )
s+ge #AAidd (Computer Memory)
FFILI HARI BT FI 81 Uah 660l & o 3eX 89 39 <21 &l ®R /U8 I 9 Bl

grssdt #AR (Primary Memory) w9 & @ gex & 3w 2 @ 89 € o9 a8

FEEIF G Dl AR T ¥ J0A FR U [Aifad 0 | THeST o odr 2 d@ifh
3T 3 | WEl FEIF Bl T TAHT IR G | 37 IS Dl IFATE € F THCST He
el T <l I FAN FHEd 2

dausd #ARG (Secondary Memory)

& T 9 ¥ 99 /90T IR GFd 2| [l 9o # W9 WEd B 99 TART H of 9%d 21 59 SR # SeT Ol 99 e &
T Al FFYe 98 ¥ Bl WGl & ol ST &1 AFHAM 61 8RN AR IGRT FHFe @ & a8 AT 9 ST &l T I
FX qEd 21 RS WA A 2T Hl WR A &l 98 AEEEHAT FTER AR FeT 3 9&d 2

¥ yaad A9 (I3) Random Access Memory (RAM): 3 (RAM) &1 R 7R 359 Tad 30 21

A ARl 99 HFEGLY T AU & AR oA A AR B dTel IRIAI Sl SR €9 ¥ TR Al ol 9 3T HEEL
AT Hd B, Al A @lell Bl 7| TAH 99 9 hig S1el a1 TSR 8l 8idl, 918 9 [ maﬁéﬁmm@aﬁm@aﬂﬁ
FXd Bl 9 AT U T HI @ied B, 9 A TaeAd RS [2a1ed 9§ Ja & A T 8 e
W B

s et AA (T9) Read Only Memory (ROM) : O# Uah O 3iieil A1 8 | 39T
32t 2 foF 3T et &t Fad Ue 9Ehd 8, Afeh 39 38 W e 78 g 3 39 zaent fodt oft
IR 8 IRATAd A8l & gohd | Td HFg e I/l A6l 8, 91 38 S WHEIRAl i Aa3qehdl sidl 8 | & WA AH A
TR B B | U &1 IUFHT FHGTRAl i TR et

autd wigas (Units of Memory)

FFYET | 32T TR 1 U T8 ZohTE B 21 fae/Bit FFger 39 9 =8 S TS 2

TS fae ar & 0 a1 1 & T3 ® 3R faew & d9aee ¥ Secd, faemasew s 9

| fFesw = 4 fae= 193 = g foc@
1 frearze (KB) = 1024 srzc@ 1 Wmarze (MB) = 1024 e
1 frmerze (GB) = 1024 vt 1 @R = 1024 SHEt
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& forg fopan wiran 2, 972 aea &1 Smasaahdr 8l idl 8 3Tl oid AT HFGL 98 Hhid o, dl ARIRAT Hedl A8l © |
AR FIeA JRA BT 2 1 3 5T aedt aon fareeg w2, dfeT 8 faa T aaar 2|
gqc tgar=a (Input Devices)

FAYC Ragd & SR FHFY I ATE A 3 1 AR ST TSI HLal 2 |

@i—a@is (Keyboard) : & - 913 U@ S1A & O3 & | HFYLI A SET AR < 71 T+ & Toig 38anT ST fohar Jren 2 |
FFYCI h Hil - AIS gRIBH I, G&ATY AR (9910 I8 T30 T aFd 8 | FFged T W
ZT2q foran e s 48X (cursor) & U e qgan 21 e ‘&, feeiie ar dwew
‘Ft’, ver @ Red ‘=, waw ‘& AR gEd fafite ‘& g wvge & e e
ST E |

#r3a (Mouse) : 9139 Ueh Ur3fe1 3A9C fRa1sq 81 Sd1 919 9i3cX &l Thid T I a1 st a1 aegan &t 3R
(point) &= & foe AT ST 21 38R S AT A G 8Id B | AISE U dled U 1T &l & | I8 el 9a8 R Reaswar 2|

AT T8 AI39 U &I ATGIGE AT BIdl 2 | THHT T 0= T4 AR FEL il Toh 9L AeATERT

‘Fireae’ fdtee v & g sar )

cawmara (Track Ball) : e A A S8 21 38R AR P IAA IS E [h Ol CH AAD

o Rua Bidl 2 AR g8 37 W Ra wdat 2, wafs g aadal arex Heaadl g3 aid &l e
TATHT Thi U IS EX i HATd XAl 2| AUCTT HFYEI | I8 Tl - T8 & el a1 ®dl 8| Al &l TATHT ATSCHA Hl
e frar s 21

sitatcea (Joystick ) : TR W @a+ & oy Siates ta g Raa g1 as drR & R

FToA dTet oilat ot dT fS@TE 9241 2 | TAiTahdl Sa% ST ¥ ol Thid 9 I 9l 8 | 3l - HH @

TS TANT HFG X g Sorea s & forg s stan 2 |

zar weni= (Touch Screen) : 29 ThI9 )T UGl 91 SITell G-I ThiA &l ddg ) feohal faf3ree
15, AT AT TATH &l SH S1CT TAYC FHIAl & | Thid R A9 Y Y T &l 989 odl 8 X Iqah!
AT HFGLCK DI < <dl 8| TH ThiA W I &I FoA9= a1, Rea wRl 3fe o= W) AcHfes
AT A BT |

“eh=7 (Scanner) : ToTad T 954 9 8 Y 81 3 D9 §Y AT &l UG dhd 7 301X
I SREAT F G B qAT T VA BT A q9d G B ToAaa RSl FEGE gRT A 1
qEHdl B, qE €9 | qUIiaht AR 2Fore aret st 1) goR wset &, 98 818 9l | ar%e &idl a1
FHd s, o8 FFgeX | TSI AT AHAT 2 | Toh A il oA ATell TAA SIS ¥ 81 Ghdl 8,

Frecye gargd (Output Devices) seeye fearga & wegs ¥ F9<gex g9 &1
AEA AR A HAdl 8 | aitersd 9= A3 2argd Alf=e SR fUe 8 | AITYE Fl Thi= 1 HRTH W ITeH T IFd © |

el wrzede (Screen Output) : wife a1 fasg e feod gfie = (VDU) w9gex & 93 81 ard 39 AT &l
TTEY Bld U 3@ Ol Gahdl & AR T FFGeT & 9239 UTed i A AT3CYC 3a8d & TIH ol & &ed & | AlHex 39d - M
TN a1 S ThIF UR S A1 ATthard & €9 | 910 fEaTan 8 | 89 2o 231t aret Aii+e & e A (row) 3 S
(column) @1 &= Ifthara TaTi= aTet Ait-edd & fore fagan (dots)Fuain &ed 21

@1z faex (Line Printer) :aAa iR U@ @@ A THRC I Th AlZA SUA & | A U e |
300 ¥ 3000 A1EH B A B | ZH IR 3R A7 fex, g e & Iemew 8| g9 U iR &

qret G AET B 21 A U fFe A 200 & 2000 @A ST 9 8 | 399 A& &l Ufed T W
IHRI AT & |

@iae fiez (Character Printer) : #39eX U U& IR | U FER BTG 21 A A8 42X
FIGANTHA FANA D BId 8 | A U ¢ A 30 | 300 HeR STTFFd © | 3¢ ATc Fd AT S91l B led
fiey, FFx U & Iemw B ISl Afcaa fUex# 7, 9,14, 18, 24 998 @l &aa« (vertical )= st 21
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HETT - 2

L 1)
UsaE ol IR
Eduboss 37 fagmmnst & @ra smen 2 W Wi 3R WAl THd & 9 @ fow 39gad 81 Eduboss v
GNU/Linux#t-2= g develop foar 21 g e % e /f&@mr & fow Operating System & 9 % w1 2 21
SEhHeld oh {XA Tch
EerT & 7 e (Components) 38& [cons (3Ea=4) 3R 9 & IW 3R N & 396 8 21

STHTIT ATSTHA

IFTHCIT & f¥wiee smgaa e 21

231 (Trash) -zo% wiga X wies a4 ® fo=s fier (Delete) frarwman 21

Computer - 3 8% F¥qacy & Iuan (Device) ® aR ? FH&RI A1 2 04 B8, Acash , AT T e,
TS f3%= , wivew@ g

Home (819 ) - 3 SIAHIcsT A U1 HIEA AR Biesd &l fe@mars |

Panel (451 ) - 396 AMAR WTBH & IWATAM fe@rs a2 1 g8, Wit Application®qaer = (Run) &

EIdl 2 39® IR A SR WeT9 &l 8 | 3R 1T Mouse pointer st 498 & I T2 [con W& WA 2, Ta BieT

description3¥® IR & THESHIIIATE |

« @aieh (Clock) o 3vwheiu T W A1 &1 930 el 37 fewrg 2 2 e g 3w a9 3k feqnrs &6t
FFYX A T FAHA B |

« diead weie (Volume Control) gs 3meee sies 99a & ol o fo@me odl 2| diegs dheld 3edh aaea

& diegd I AN &I A & & o wan faar o 2

« fa=st wet@er (Window Selector) a8 s sicq ©9d & 2@l &% fe@mE oo 21 @@a 3} -
THE W I © TIFE I GAFE Fh ol aad 2|

« ot sehera (Show Desktop) g smewe dich 99a & 9141 @X0® f3@mE 31 81 39 Mg R s & |
T el 83 el fov (e A8l oot 2) ol 2 3R UgaM S5he™ &hiF fedrs ol 2|

« amwa faww (Workspace Switcher) sicw o5e & @it @6 3 A U6 JgdA & o -
USEE SERCIY whid hi fe@mal 31 Al AT 98d 9k IHIRE &l |19 -1 76T & @ 3R 39 &9
IHIFE &l Uh STheld W 3R 3 TN &l [ T8 STheld W I 9ed =1 a9 seherd ol Raa (Switch)
& & fog, e (Panel) % 3rem fomae (Desktop symbol) = foeer &1 3R T8 39he™ whiA W
A TR T |
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AAfaT 3R whie @w=ra (Moving & Scrolling Windows) afé ufeea famst % @ien T/ uftaadaT o1 U ArEsl whi
F U § € A T Sl 9Xh HiH # TS Thid 9K [oETs o oIl 81 39 Thid 9K o 3% (Up)--=r (Down)
Fh YA I US &l o 9%hd B

erzea 9 (Title Bar) @6t g8 fams ¥ o o wuw fed wrgat /oo o1 7w fafwey, Ay sk oo s
fe@rE <9 ® 39 e R ®Ed B

fafmmes se= (Minimize Button) g8 & 5 forgl & ol @ow &= # fRard 3 21 om w foes & 3 s ==
=1 fafmes o 99a 21 ffaes o W 98 oS 99 SemaR | 31 Sl ® W ST Fda9 98 T8l ¢ o a9g foes 59
B TS B

#feaares @ew (Maximize Button) o8 et g2 fovsl & e/l Tuw & # i wes 3R oeiie seq & 99 & fears
3 B 39 R fFes o A o @ W R T 3 w0 2

Fare @e (Close Button) 9% et 52 famsl & =i =% w™ =g (Cross symbol) & w7 % e 3 21 5@
oot & 9 fa=s1 92 & oI 2

Sum 03 Jum 2012 05:36:09 PM 15T
Oterms folder Sum 03 jum 2012 05:36:16 PM 5T
Oiterms folder  Sum 03 Jun 2012 0% 3658 PM IST
Oiterms folder Sum 03 Jun 2012 0537-05 PM 15T
Oiterms folder Sum 03 jum 2012 05 37:09 PM IST
Ofterms folder  Sum 03 Jum 2012 0537:1) PM IST
Oiterms folder Sum O3 Jun 2012 O537:17 PM IST 5
Oiterns folder  Sum O3 Jum 2012 0537:39 PM IST Ehlel 9R
Oiterms folder  Sum 03 jun 2012 0537:44 PM IST
Oiterms folder  Sum 03 Jum 2002 0537:48 PM IST
Oiterms folSer  Sum 03 Jum 2012 0537:52 PM IST
Oiterms folder  Sum O3 Jun 2012 05:37:57 PM IST
Omerrs folder Sunm 03 un 2012 053801 PM BT
Sum 03 Jun 2012 05 38-07 PM IST

gftsrehs= & d oo (Running Application)
Uit e &l B/ 2 TR & ool 9 B

uftsiaha= &< @& gR1(Running a Application from the

Application Button)

4 3t vt s &1 9o & fow oiear o o muftee s sifee ®
foreteh & W BN T § IUA Uitashee fRET IE 4 o uftaeee
A TAHT & 3 AISH el d Goide I [Feleh @ W 98 U o do
AT UG e A RN IS & fow - 2o tRex vfidesm S =
FH & e

Applications-> Accessories-> Text Editor = forera &<

@w+geX @ g (Running a Application from Computer)
4 3T Ut a &l B9 S¥held W U8d 4 98 T Uftaahs URIFE & e W 39 foeddh &dah dell

b El

Exploring Your Computer

BIEA I Biesd &l Ja@a=

w1z (File)

& DI AT T G I FFEGEX W A H A 2 9 FEGEL WA D AW F T o 81 FEGE

T ‘v aeg’ | e - o wae Aiee) IR § WIS H AW 991 T AT TaReI el § faeaR A9
@Y o 30 7 |

& Accessories
5} Education : ﬁ Archive Manager
* g - e

i, Games > S Calculator

I Graphics > 5] GNOME Do
iy Intemet > i} OnScreen Keyboard

8 office > H Root Terminal

i Programming > E'_' Take Screenshot
u Sound & Video b ! Terminal

R i

Universal Access > £ Time Tracker

» [Untitled 1 - OpenOffi...
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wicst /wiEa &1 (Creating File/Folder)

HiesT miﬁt!ﬂﬂﬁowm

Flest g9 & T 74 New Tab Ctri+T
FileCreate Folder W fis SIS £3 New Window Ctri+N
HIged g & forg: |
File --> Create Document & 37 f& T fafSr= fasrear A i
AF aTIFRATER fFar ft faes o1 g 39 R famaad {] Create Document >
T THR ATH! 72 e 9 S| JE0 €6t view Go pookmans telp

#@ New Jab Ctl’l-rT}__jl. 8 - w0

£ New Window Ctri+N

@ Create Folder Shift+Ctri+N :hin

BT DT ] | New Database

 Connect to Server... L New Document

empty T
1 Cpen’s e B Emoty file

2 G A 1) [k Eﬁﬁmlﬁ eh{Al
UF hie IJAF <X FE WIEel /89 Biest 0 B a2 e e B @/ 99 FE 8 S8 R deee o

od B

o« i wEe 7o fodmw &, o @1 S0 1 fAFer sEwEagar 91 a1 @Y EER ¥ A (FT) A FHM R gEA | fFew wow
fiR TR ¥ 9r ¥ e = fams o= & =/ a1 & =1 fawer T

« T I AL IS AT 5 IET AT WIe W A FAT B B I 9 foreran wee @it O @@ ot &t eifEe W & aeaw
AIIY F1 Al ge fFas X AW FW TEaOR 3§ 9 & AREH W fFea o 91 IR 3 aR ¥ vt w s @ ¥ ® fFas &+
e = & S99 3T A1 WieR H Fifod wIEA | A1 HA B WG

3 Open
£ Open Open in New Tab

Open in New Tab Open in New Window
Open in New Window Open with Other Application...
Open with Other Application... ve Cut
Copy
“ Cut | Paste Into Folder
4] Copy Make Link
I paste Into Folder | gename.

HIEA /THIeST I AM gl a1 8T (Renaming and Deleting file/ folder)

A de-1 (Rename)

afe fodt wTEet/ Wiee &1 AW FEo dIEd # ol 39 UE AR faee o doide &l WIS WIEgeel 98 W @ 3T 9 # 2t s faee
FE A TF WMehe A Gorm| F81 R-9 R fFas 31 @t &7 T8 WiEa a1 hiesk & a4 formar 2 981 @R feafean (zawar) @1 26w,
9 IFHT AF T9d AFd 81 AW Fea Fi @) A ¥ 39 3w A ar ¥ v w fame A ot @ 3= 9w -eT 8 9Ram, 98 |
-9 W foew e W WIEd &1 AW e o gl 2

fSclic &1 (Delete)

51 wIget a1 wieet @ feelle & 81 3% e 99 o fie fiefie - & 29 38 UeR 9 wige a1 wiew e

B WA e 89 & 9% 97 9T W 9 Thies # R B WAl 21 Wel § 37 We W 39 WEd qT Ble F

U9 I W W G gfeeniia o & w6 # @ gaw & e Rl @R wed &)
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AT - 3
cohd Uc ol U= I e

Tux Paint T $1231 9RI4 21 I8 Ueh 34 SeThd i, ASER &af THTEl &l 3R U Seaesi-ich Sl & ard Sigdl 8| e
T T T ITART e T Fodl bl ARSI hedl 2| I8 a2 ol T-TeAss (creative) s & forg v @t sheam 3k
fafeT= TR & T2 ST T Tl 2

Zad e € & & g Application -> Graphics -> Tux Paint &1 989 &<1 a1 99d & ¢ U¢ A2E - W fFeah e a1
e % tuxpaintford ik Enterzamd)

l‘ Accessories
(g Education

> Il F-Spot Photo Manager
> E GNU Image Manipulation Program

> &8 ‘nkscape Vector Graphics Editor
B sound & video > 54 Tux Paint
. System Tools > 3 XSane Image scanning program

ﬂ Universal Access >
" Applications  Places System

=

e ——
k

=12 fa@=r s==1 (Create a New Picture) Ta¥ U2 @o & 912 U& T80 91 $A9d @ & foe a8 w=aw 223

Toa A ¥ 3 = (New) faes w fomre o @t 9o 21 Af} 3ma &t-ais @ Ctrl+N it <o & U S0 o
AT HAAE Hl WA b 2l

98d ¥ &l g [Maax o @i (Open an existing picture) 8st & st g3 fieR &l @iem & fog, 259 I<
Wer & 918 od A 33 T8 A9 & e R foes e @ uEd ¥ Ao fieed & o fmr 3

39 {21 ¥ ¥ 3w =+ 7 fie=R 999 =@ Open Button & R 41 39 doaee iR & IW
Double Click #t@ Open =& @&a 8| afe 3mq &t -=8 W Ctrl+0 st T9d i open ST

A dahdl &l

e dfcw Toa IR Swfaw(Basic Painting Tools & Techniques) o de ¥ faftmT w4,
I, TR e 3 T § s 81 39 uSE | JHUS Ui S 9hd 81 AZA 3T od AR IAd oS
ITART & IR H A
zoaaa (Toolbox)z@& 3= Drawing, Editing, Save, Open, Close 3fe se= f&a & &) z

T FEEET & B AT AT AATES I A G B AN I A4 Hew A9 o A A o e s

Fad 21 e aferat o S wecaqel o8 @ SR § 9FeE & T B ,‘.,_,_,
te (@) fafe= 99 AR G @ ITR | U 99 ) A9 Aadssd REEN @K 9@d ol 39 A1Sd ‘h
qeT FI UHT I o B (move) 9F FW & REend wam
e (e e )R 39a (Tool) @R wma a1 feaw & U 9 &t oRe & Z9al Wee § A9 w
o For § qd AR A hicRnihe Sl il R aehd € S TR IR 9 9RER, U U A wiE s g
wry (feee) o e Sfte 2t 2; o w3, @, siaRe, a=w, @ i =W 3k a8 9k (arrow) W
I GEFET ¥ 3T Uh R ¥ T W R O 9969 7| RS T T B F AT QN O 996 B AR e
HAAE & A T Ui Thid & df T ol TR | W@ § U8d 39 SaIa 9@ WT 98 a9 2|
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= (New) : =g 9e9 R s &3 W =2 301 (drawing) I &1 SRAm)

3= (Open) e s @ @ 52 (saved) REi o ver = feamm fordt var o o wa= o o forg 98 w fereren
e

figer & el s =1 wolae & (Selecting an area) To& fow 3 M fie=rR X wge s =@ 32 GNU
Image Manipulation Program & Open &&= & @€ & 3@ MenuBar# Select ar Toolbox & Select Tool
(Rectangle, Eclipse, Free) &1 9T @ta 319 90 fia=R AMueR & fhdl YR &l AT dcide &K aad 8|

foaer & fordt 99T &1 2R -3er o 5= (Moving an area) T8& o0 @oige @8 & )1 9oige a1 99 §¢ T
& A3G & R el A8 98l of ol ol 9ehdl |

geresn 3t gwEn (Flipping and Rotating Selection) 3geR % 3991 R foes & @ 3o 39 A fid m
TIEIHH S & gRI TUeeR i &fag a1 oFaad 39ar g9l &l fean a1 fauRa feen o w91 9&ha 2

@t @1 dea (Inverting Colors) 8@ o0 3R # a9 & 49 A 33 1 foos <smaw 9eq R e &+ 3
ToiFe F §2 TS & 6T 9o oIl B

figerR & ¥INT @i se™ T AR =er (Stretching and Shrinking area) oo fow 3=@R o wolae % 32 ™ fifw
(Shrink) 3w ® foes & & dciae &t g3 289 o /faas ot 2 3R W (Grow) 3item R foes & ¥ aoiae
@l g TN 9¢ ol 8|

figer & &R & Fe=1 (Zooming a picture) T folg ¥ER % T8 A A - I/ @ W

forees & 9 fUoRR /389 &1 THR 9¢ W 2
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AT — 4
NI AT WX

aR=a

Open Office Writer, Open office.org ai4eaar Yehsl &l U IS THER 8| Ase} A &l % eeaast (Documents)
& @i 3R g8 | 9& 21 98 gEaa (Document) &t PDF=®a (Format) % @ (Export) & @it emar @@ 2|
G HAMBH I[E BT

AT JATHE € A & folg ToFerah e -

e

-

L

Fascmrit by Ll st
= Control Certer
Apphcatcons & Documents

- ) Ao & MP) .

3 Wy Cocumenss - - BT

_ Rscent Documents * () Deskiop Enhancements & Cp : ‘& OpenOfice Databate

. E) Govwmmis ) Games * . Advanced Tex Edior (Kate) -y OpenOfice Drawng

o Selmngs "y Iternat "€ Emacs 21-X11 “ Opend Prosen

& Help Corter ' Mubmeda & Desgn * & Tt Ecor IpenMc
% ©» Run Command . Sofware Owvwiopment " ) CMR More ‘f“_—‘m‘h
1. Termenate Apphcation () Unibes 0 -

[

L) Lock Sarwen O Web
ol (& LogoutTurn On

: $TEe-aw

=0 FENS

Launch—Run Programs—Business and finance —Open office —Open office word Processor
Uch AT Sdrdot S =1
1) wEda R foms o

2) | W fFas & - =
Untitied 1 - OpenOftice org Wirler -
I T 39 YER fe@rs R T .
Z-GMO P feq YW i0E0 & QO P
5 ot »  Nebes Saesl .2 v A[!]E]
YT TR TS IO LT T T

SHCT i Holge Tah s - 3R gaT (Selecting & Moving Text)
IFgHC A ol T T Fl AISE A S RUE [GF T 9 R fFAE aah 89 Cae &l doide IX 9dd § i AISd

& 9 ¢ I TAEK, JARNT W8l 9% B8R CaEC Sl AoidC Al 8 AR (A9 39 9 & 8K 8 39 ¢aee &l oisl A%
el of off ¥ G B A AN GF T W &, I AR W D 3R 3 LR -TER THC &l of ol G&d 8|

e, i, R AR deae 1@ w5
chc chAl ﬁ?ﬂﬁﬁﬂ?ﬁ
1) o= & W A e o 39 AWISE @ @y | 3R Rt @ A

Fax Cover Sheet

To: David Richmond
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2) & W foew & |

Eile Et View Insert Format Table Tools Window
r-@M o [ Remay (%

ZH  Detast w  Mimbus Sams L

= i Fax Cover Sheet.doc - OpenOftice.org Writer

-

dec AT IR Rasrn

1) el e 2awe =) R w0

File Edit View inset Formal Table Tooks Window Help
J"HH | | &) oo ap -e, W X

- {" Fax Cover Sheet doc - OpenOftice org Writer

JH  Owat ™| | Nambes e L - e =/ A (A] &) &)@

=

2) H &® FEHA O] R s w5
3) WEA A W WEK g R Fas & |
4) T FEEA |2 R fFEw

gtse ot otiet ( spell check)
1) 3WR SIS I Gl 6l & A JaD A ofed 3T i L g 9w

TS

To: David Rchmond

From:

Date: September 22, 2005
Fax number: 260-555-1874
Total number of pages: 5

VER SHEET

2) S8 BF FTA D O SEFT e, R oo Y 3R et 7 =i o & g qu o=t & @ w81 w2 o1 =

F
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K { " Fax Cover Shest.doc - OpenOffice org Writer cE%

Yol s&-m @07 |
(e FARA EDE® B
| Spelicheck: (English (USA)) =3
O Ignore Once
ignore Al
a Ml v
Suggestons
Faxf 3 Chamge.
- Change Al
il ] AstcCorrect
Drtosary Birguage ¥ Englsh (USA) v
Optons.. Help Clone

3) change | clme | ¥eT W faere W

i~ daol=l

1. gHEa & 6 ) ois (Text) =wafa 21 afe & 781 @ @ 39 ar & |aea (Edit) ® fass a1 R ‘ Select
All’ w= s &1

T—

= {-, Fax Cover Sheet.doc - OpenOffice.org Writer
Eile | EOt| &, ety Pastociipboard | Conictez [HIn0ow el
J) - a7 Red:| '

) Repeat: Paste clipboard Redo —

2. THIYC g3l & 9Tl A oA ST - 339 R (arrow ) = e &1

zifsrn AeiiRa @ (Set margins)
1. AR F &7 (Format) = forees ¢ i ot R o =0

——

~

i, Fax Cover Sheet.doc - OpenOffice.org Writer
File Edit View |Insert Format Table Tools Window Help

_i = rﬁ E‘ _] | Defauit Formatting Control+Shift+space I‘:._ D ) b A :

-

11

(%] CamScanner


https://digital-camscanner.onelink.me/P3GL/g26ffx3k

2. W& U ewt (Style) &2 yere 71 A gifEoe o) fF U9 29 99 W E R 81 (margin) & 89 W, SR, 90 3R 2

Bl & forw 0.75" =51 &1

-~ |- Page Style: Default Tk
Organizer Page Background Header |Footer | Borders | Columns | Footnote
Paper lormat
Format Letter -
Width 8.50" =
[From printer seftings] -
Right and left -
1,293, .. -
Cancel Help Resel
915 ol Witad & (Alignment of Text)
5 -'~‘a.
1. Al & BEAED W
FAX COVER SHEET
lo: David Richmond
From
Date: September 22, 2005
Fax number: 260-555-1874
fotal number of pages ‘:-I
I'm planning a surprise party tor Jeremy. His birthday 1s coming up this month. Do
2. AEHA W TFeh e
i, Fax Cover Sheet- OpenOffice.org Writer -®%
Tools Window Help X
RET— = - - ¥
ho® a4 0 26 m @7 Q- ]
[imes v 12 - [Al[A) A BEE A = "
l‘ -lz & ‘3 £ "‘ i l5 e & E -l =

A=Al I IS Y e @A =y

o: David Richmon

From

-5

Date: September 2.2, 2000

Fax number: 260-555-1874

lotal number ol pages: 5

I'm planning a surprise party for Jeremy. His birthday is coming up this month. Do

ShHATch ] ShEl

1. 3 R o =1
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FAX COVER SHEET

I'm planning a surprise party lor Jeremy. His birthday i1s coming up this month. Do

2 A i BCTH & oY 3TSeh+ UX foFelah |
FTooe w@eaul (Format Paragraphs)
* 3I=SE 9@V URaaH (paragraphalignment)

gifaa a2 foe waa wa oiie (Fax Cover Sheet) sz 30t ot =af=a 81, T sgea « e &<

Tor David Rchmond
From:

Date: September 22, 2005
Fax number: 260 -555-1874
Total number of pages: 5

B i Fax Cover Sheet.doc - OpenOtfice. org Writer &%
Fle EGt View lwet Fomat Toble Toois Window Help

7-@PMoO [ e 9 X S e 7}
#H  vetaur *  Nimbus Sans Ll e~ [A[A) @A) BT Bl §
e DY s 5o s i simn s s g o il _ o =

IrgaT R oo & W Fax Cover sheet 32 99 & HeA TUMETGRT 8 S0

~ i~ Fax Cover Sheet.doc - OpenOffice.org Writer
File Edit View Inset Format Table Tools Window Help

y-@Mo [ P 9| X OB S "

#H Detant - Nimbus Sans LAvial - 8~ |Al A :_'

- . 0 g ' .! ...2 oenes ..: a0 -..‘ 2ee .5 _"":
7. A &l G|

sz Jeret uRaa=t (Change Line Spacing)
1. gRiEad o o FeR A8 ol IEAE 4 ol

Tools Window Help

fir A7 sr A =& (Format) w faees &7
2. W A 9ehe BhT TR e (Paragraph) w faees 1

)

File Edit View Inset Format Table Tools Window Help
Fd _gH hd _ Default Formatting  Control+ Shift+space

Ll % e m s aoa |

{2, Fax Cover Sheet.doc - OpenOffice.org Writer

CEH 5 &

BH [ oolaot CZL mﬁ“> A @) @A
-5 ing... - -

Page...

e

Columns.
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3. W =T (a8 e 8l a9 areA siaad (Line spacing) Sa-s3=rg«i % 2 &R ( Double) e &1

=) i= Paragraph S
indents & Spacing Algnment | Text Flow | Numbering | Tabs | DropCaps | Borders | Backgrousd |
Indent
- 2 B | —
Al fust i =1 | —————
Eirst ine oo’ = |
) Avtometc e——
==
Sy |
ot =1 | ———
0.00" = [
e oK Cancel Help Reser
OK T R o e | AT 36 SR g1 WA
FAX COVER SHEET

To: David Richmond

rom:
EIIE: September 22, 2005
ax number: 260-555-1874
Total number of pages: 5

ideas?

I'm planning a surprise party for Jeremy. His birthday is coming up this month. Do you have any|

3 @ U fasl TR Y, Al gifead e foh aist o 39 W 81| fhe War =raeen & siaea (under line Arrangement), 3g&=

4. weng=t (Style List) @ 110 pt. &t saa @rg R forees &3

S.

1.

2,

R oo o)

- |- Page Style: Detault
Organizer |Page | Background |Header |Footer Borders Columns | Footnote
Spacing o coalents
Left 0.00"
& & &~
BTN "o —d
050 pt
1.00pt Tep oo’
e 400 pl follom e
I S 0O p :‘T ¥ Synchronize
LRl
. E
oK Cancel Help

AdF dl¥ A F A4F

Hesat

- [~ Page Style: Default

Organizer | Page | Background |Header |Footer Borders Columns | Footnote

Line arrangement Line Spacing 1o contents
E‘h“t Erh L.ﬂ o
11| 250 =
[aricr . = —
User-defined 5.00
a Top .02
80 : 8 o0’
—— 750 pt - ~ wm.g‘.
ABE b
Cobor
iy ¥ . . W Bick -

4 F 4 4 ¢ AF

OK

TEES i Ee |
<a fReaRa &
"Whatto do” dae 9% Shict 1|

oA W et e | 319 U & 9RI 3R 901 oA1S Sis< B8R

Enjoyment rating & =i & @i Sl STelae e | A9

(Ruler) % ¢a == (Symbol) ® ea= 3
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-

+ 4

++ 4+

What to do

Enjoyment rating

Fun

Hold me back

PARTY !l

What to do

Enjoyment rating

Fun

Hold me back

PARTY'!

3. HI9E & dE WE | SFA R fFeaeh 1 I8 | 4 | 7T A g9 e

7. 9 WA | L FERTE IR 39 0.5 TR o @i X 1.5 ® Reseta
4 X - u ( 2 ) 3 X 5 =
What to do
Enjoyment rating Y
" x - ' 2 3 X 5 .- -8

What lo do

Enjoyment rating
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8. "My Party Planning" z=m&w (document) i a2l

9. Expense Rating@ = & 715 3 @Al &l B1EaEC e

10. =€ wfaa (alignment) 29 &1 1.5 ® Set |

How to decorate

Expense rating

1. SRS 9Bl

e 2aa (Table) & e arnt (Content) Sre= &t afesan
1. 99 2 wa (Party planning advanced)

- 5 Z; E¢ i;llﬂl'lﬂl'-l x
: Type
) oK
Lie break 3
_ Column break Cancel
Sy
lone] .
1 Party Planning =
: m L
- So many (ks « -
: plannang a party .
. while dexorations a
. w detail will oms ure a panty that will remain in the minds of youwr gues s for years to come.
|

“w D w4 b

2. "Overview" 7= w g faww (Page break) &mg)
3. Reagss (Page) = forg e oo anfva S|

4. ¥R - Insert—Indexes and tables —Indexes and Table = foea &<
5. fewiee settings &l TeR & & g OK9ew w forma &

1] Frame...

(7] Table.. Control+F12
Horizontal Ruler...
Picture v
- Cbject 3
4|
— . O Fleating Frame 1
L % 2 % e, o 1 -

= Manunl Break. . ldvanced doc - OpenOffice.org Wriler
Filo Edt View |Insert | . ;:—:"” g E Help = Marual Break...
7 - M O eeion. % xR 0O- 3 & Fle Edt View | fnsat | oo Fiske
_ - ; = —— Special Character..
ﬁj Heading 2 & Hyporink = |1e - UL]'&. » -HH ~
e . — @ Section.
e .....-.g... . ?*.-ﬁ‘ -‘..-!-..4‘“-.; — q-aiH I"*
: Footnole,. ip Heading 2 —_
: o Header
Farty ¢ Bookmark.. = - Fooler
Cross-reference... : Foolrnote
; | B Note... 24
- Script... =

pany p ¥ Bookmark...

[E] Cross-reference...
B Note...
Script...

"I’ Frame

dvanced.doc - OpenOffice.org Writer
dow  Help
7 |~V

b i -
Ab B S
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6.

"Party Planning Advanced" ==t &I @8t 3R 9¢ &<
aferat (Rows ) Ste oot ufehan

Table — Insert — Rows ar Insert Rows " ATHT W foes =1

@ (Columns) Sta &t gfeean

Table — Insert — Columns ® fs &% ar Insert columns [ g W e o2

gfgaat ge= &t gfdsan

Table — Delete — Row ar Delete Row E AEFT W o 1

AN B i gichan

Table — Delete — column @t Delete column E e W s =1

wet stis-n (Merging Cells)

Table — Merge cellsar Table Toolbar ® w8 Merge cells _aﬂaﬂ?-r R fFew a1

wer fawnfSta & (Split cells)
Table — Split cellar Table Toolbar = 72 Split Cell

qtfcient ger=1 (Delete Table)
Table — Delete — Table w foreter =<

I

sz W s a1
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HETT — 5
3a= 3itfha 38

T sitrassEa Free wveam 8 &t f& openoffice. Org & wm fawfem stk wwfsa fovar wiman 21 3o snfe 3
wswEe sntea (Microsoft office) & @€ (Word), (Excel) 3R urat wrge (Power Point) S Iuarest &t gomm
Tzex (writer),Fe.H1(calc), =5 (impress) 3k st (Draw ) & STeor 1er & 2|

9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 2 1%
: 3

Creating a new presentation
s AutoPilot
® |nserting Slides

open office. Org I® &= & 51e Auto Pilot presentation f&@ were 1t 21 v 12 wegfa (Presentation) s=m

sl 00.00.10 =
SEERNN 00 00.10 =

o wwg fawes (Effect option) wegfa # ovft wgsd & S 9v(transitions) SHET 21 &g | WG 7 3 & forg
NO effect =1 o= @1 d®swr (Transitions) &1 51 § TEr a1 9o o1 91 21 autopilot & ¥#a & & forg
“Create” = click %1
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® IWiFd WU A AW (name) &7 A wirgs & forg W ford “ Select an Autolayout” @e & f&t i Ja-a g W
forra &)1 T “ OK” R foreras e

o v faeeq (Effect option) weafa & @it worgs & s @&vi( transitions) sAmET 21 &g G g T3 & forg NO

effect= == =% ww#1 ( Transitions ) @i &g ¥ Sier a1 see o @kl 21 autopilot i @ & & fow “ Create”
R click =1

Q| «f> > |\ Slide 1) Slide 2/

o wrzes & wa (Selecting slider): 3 wogs & folg w0 & A9 U A3 (new) T15E 29 Bl 71 39 29 &I Y|
F & forg woree 2a W o o]

o Uy @ wew (Formatting) ¢ hicie W W 3R “ page” R foem o¥1 2@ 92 & sm9 99 & w=9, orientation
3R Y5 & AT Dl el el B
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o warzs @1 weav (Formatting Slides): wie #19 “Modify Layout” =1 w7 et ® amifera wrgs st wehe
grm “ Select an auto layout” @3 ¥ & AT A3AST &1 999 Il AIASC i AN Fe

1) a1 =g (Drawing View)
T - AT & T & fofg T F 464 99 2| 3@ A H TN 59 e, Mhad AR ke & foe & 2
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I e Lt st T

‘;'-.-r.-.i:" e ..jh::-h..". Fa—— = o
Ele Ede Yiew prsert Fgomat Iools Shde Show Window Help
[rostDocumentsmuToRA SCorpe coc T3] Bl o B@ L L@ 5 +4 % @

0 1 2 3 4 5 67 8 91011121314 15161718 19 2021 22 23 M 25 26 27 %

OpenOffice.org

/—’;\\

calc tutorial

13 12 11 10 & & 7 & 5 4 3 2 1 0 [

i I3 20 1% 1@ 17 16 15 14

2 ) Tw@ifea (outline) =2: — FEifha & & FEe & fore fawa ides, geice(bulleted) |f@i 3k wifea(numbered)
il =t waEfnd w9 F feaman 21 39 33 9l 7eT ¥ A9 wWssd & A ol [roaaread, e ot e (edit), sgewa # g =

& 9 ol T oAaRId 3R TS TolES WIS 9 2|

Fle Ede View inset Fgrmat Tooks Shde Show Window Help

| HJ¥e@ v 26 ‘L@ 7T+ @
[peeeamvessr] s o] B i UL - =~ rF | == |BMenve s 2=
LE]]-?-I'-I--'! L Sl R | L R R b S ol b e TR - R A TR | R |

wow 8

_|= Table of contents
i
#|= Chapter 1
=

1]

‘= i Preview

& Click to add title
|Fn = Lk 1o dld A ouallne

3) wezs & (Slide view ) TS & TESH & H9 &l TH:AGRAT el & 01Q, Th 99 T F138 I & Icdred & forg A

TAESE & O 9T transitions) Wi & forg 2 Tergs @ Sier @5 (version ) a2
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4) Aica = (Notes view ) Fica = ATt T TA15S 3 Alcd Siie &i graen oa & o % wegfa (Presentation) & w @

foars 181 391 3T 27 AeH FI AiEd T AHd 7 AN TAHT Jooid FEqid B 99 < 9 8|

| < LEre LR T U Rl e Y ireaa-aeniy ) C LpereTececoey 115

oO% 8B 7 & 5 4 3 F 1 0 1 3 3 4 5% 68 7 8 9 1011171314 1516 171819 20 F1 F§

Lo
i
o
=1
e ]
-
-
-
L
L
-
-
=
=
=
-
-~
-+
=
=
2
=
=

|l feif Shicde 1 {Hotes)
IR

5) ¥earse =g (Handout View)

BSA[C F UEI & FE TS FA K ol ¢ AR I= Fmedt 9 Drag & Drop R & & & [-AaRd

(rearrange) &% 3T 2|

-O% pa_Lak _ Tunorial. s i iread-oniy? - LpenLTee.orpg 1.1.5

[rootDocuments/TUTORIALS Cospa_Calc_Tix]| 5§ G | CF | A ®| FTT| e B

4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 2
|
|

o

H

=
£
f
x

+

l
]

SIS | | hoetaur, o — * =
=

D19 1B 17 16 15 LA L1201 109 8 7 6 5 4 3 21 01 2

Torgs 3 g (Running Slider Show)
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Toirgs 9ureq ( Editing Slides)

caee affafera @ (Inserting Text): -

pe text here

.-'Ff%fff#ffﬂffﬁwﬁﬁfffmffffﬂz
A A A A

o @& IuE 9eel (Toolbar) ¥ ¢ave sEE— R o &1

¢ TEH TN & oY TIEE W oot & IR @, @ BF W 7139 &l SIS 2|
o 3@ HEX Corge a1 A fawars 3 foraent waes # fF 9w s Editfie 21
o T U (Text) fo

e arad ol AT (deselect) A & forg oo & ae forere ¢

s TWeaut ( Formatting Text)

S

Text to format: line 1
Text to format: line 2
Text to format: line 3
;I‘ext to fonnal:_: line 4
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o T HMiT & ¥ Teel 39 feae (Select) T CaT S9N T AN THE BIRAT Hid o folg TaRE 919 & ar W s
F| 3T HIS ¥ TEIV FIAE FeA W 98 W e W AR arm s (Text) &1 svaer vah o wawfud o & folg, 116 W U aR
oot o<1 o ST 1T o it el 2 SO 999 & & folt 38 W oo e @il | T8 99T IRaa hae 9aid 916 W 8t
R R

A Untitfled] - OpenOMice.org 1.1.0

| -3 =TT 4
| ’ - 0 ¢ 4| & ®|
14 15 16 17 18 19 20 21 22 23

‘- e — - ._I.. ...-_ ~ r- — -
51413121110 9 8(7 6 5 4| +

HE
ui TEqUT fFehedl ol oae & folg Bide #g ¥ 31eR’’ 99 a1 SeuTae JeCt W Sheaet 9e W {oFeteh el

=@ {33 & 3y uis (Text) o1 wiee, Trsuha (typeface) 3R smar fAfde o< g 21 fad & =9 Sig # 319 =9af+a wie
1 qargee (9e) 3@ g 2
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FToT e [aaedl &l @ & T wicie ¥ 9 "Paragraph” &1 =@w & @ @& el (Object bar) w sg=2T

(Paragraph) sea = foeas &<

=9 fAET o 37 RATE & SR # fawey FAfde s awd 7
gaifes /waitera i<t =0 (Creating bulletted/ numbered lists)

e L

Auto Layout o (Text) afe@ & gm bullet a1 waifra =5t s & g ver =12 woge afford &< a1 isger 1 &

wanferd ) {9 v weieha =i @t Auto Layout &1 == &<

| d Uniitled - OpenOffice.or

i St SR R B S EE Ry ER IR Bk AR ' R P AR AR AT BE TR AR AR A

Click to add title

* Click to add an outline

T2E & 39 arag | foasw o foed "Click to add an outline" foran &1 2o ford, T =12 bulletted =z @ swmedt

AT AIS I[E He o (ol¢ Yo @Y | Foic I1 4l gl & faeT eirg= 9 & forg Shift + Enterzam

§ BT oo §odeFedel
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Y T’ ol @l == (Creating a new Outline Level) — &siives (-a1€) A "Tab" zal | R aR 2a dq &
TR ferd T2 TR TR W 2 8 WA Enter ¥ & W fies @R &t 81 72 ufee a4t 2

goic (Bullet) & YR a@a=

wicie #4 Numbering/bullets =1 == ¢ a1 e g e | s =2
oI Jell Bl FAA & ToTg 39 W foreras i

OK = forera &<

GA
! . DIMensions, ..
| connector. .

woEs @l gs¥# see=n (Changing the Slide Background ) Tmss &t T3 e & forg wicie a1 9 "Page" =1
= T AR R g (background) 2s s aaa |

TSN & AATE TRR A1 3elt ot 989 dd | OK TR foreras &)

Hem 51 U Message "Background settings for all Pages?” & @19 9ahe 2ia1 81 3FR 39 =8 # foh 99 0=l |
Background fe@rE w2 @t 29 (Yes) R fae & a1 1 (No) w foFes &, 3R & Selected =gz (Slide) w &t
Background fe@m =med £
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ihad T
ot sfa &1 =97 & & g 3¢ 3 & Wi (Graphics) &1 999 &R |

L,.il ','..rur cter.,

TER W Move Cursor fé@ o 319 3¢ e 31918 & Tadl 918 o ol 9ahd 8|
TEER & fiem & fore, 39 W o o 3R féefie (Delete) zamd|
TAZS HehAUT IR UFAwE (Slide Transition and Animations)

l..'uin-i-h 'i-.-‘ . ‘PT ?l

____—_J' | _..--' |

| l_m'-m_mf-w
;_ﬁ.,m ® 10 11 12 13 14 15 16 17 18 19 20 21 22 33 24 25 26 27 _1

B e T 2K

A

s Slide Transitions
8 Animation Effects
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o &Ew (Document) # affom & & folw 5 ofa &1 =@ # | Open W f&@® #1 3WR Preview
%ﬂ'ﬁ]ﬁ‘&'ﬂﬁﬂ(SEl od) E6N 9] =id @1 Preview TE AR [E¥ElE 931

0502/2004, 11 30 29
190L/2004, 12 51 02
Graphics [jpg) 42308 L90L2004, 102241
Grapihnes (gf) Hﬂm 160L/2004, 1055 20
Graphecs (B3 s L9OL2004. 122300

Toirss dhAvi(slide transition)

@ Show/Hide Side

e ]
Sonteracton,.,

=
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HHANT D A KD e & -
ggon (First Way) 5 =1 ® & Uah @a0 add &¢1 39 A5 § faa & W 98

@R (Tool Bar) ==mss avm&i &l

T AR FaftE w & e =52 e weqa = 21
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HEATT - 6
M9 A

gk

AT R Thsl Uk ol & # o & wgswifeees (Sun Microsystems) Samt s=m I1am 1 A9 Sihe ATShiarse
Ffthe & T 2| 59 dihcad & @ad w9 9 (freely) seais 3R ==« foran o gear 81 3= iifhg Calc =1 39am
foeme wrEwEhe (Excel) & aw 21

oeshie (Spreadsheet) g ?

wEdie Ua A @ (paper ledger) @ s 81 @8 w8 % (columns) sk ufeaar (rows) @ &= fis (Grid) 21 a8
U UHT aTdIaRTl © foes B9 Al H 20 @ aahd 8| Bisdiie @red (Column), 3w ik @w (Cells) d s g v aa o
o, aETea saT Ak Formulas (sifEria wsitetat ) o1 et 8 9 2|

3= 3ifea el — 4t (Calc) 7€ & & =t (steps)

afehan

1. T s = (Start)-wem (Programs)— open office Org 1.0.3, »3i= sitfa Calce (Open office calc)

9= 3iifea Cale (Srssiie )@ o o

Calc === T o femmar man 21
Functon Toobar
IhnuEurL‘
B B e Jeet Byt Dot B e e | . Object Toolbar
| He v P08 INE FTY +406 @ _ !
— M- HAPileEEES JX03C @@ 0B M ,.:‘l Calkulation toolbar
Jis d.ltl
"_Lnllfr.lnTiii=il:iE
o EE | I —t—{ Column
Instrument vl *-
Toolbar o '
ﬂ_:_ E = Row
M T8
=
;..IJ :‘— Active Cel
oL
S
e
e
3
e’ 25 e .
Worksheets (Sheet tabs) \r&umhr
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#g Tar & 7@ w4 % Calc #irege et 21 function toolbar, 3warerat &t 3ia= (Open), #a (Save),
&1 (Copy), e (Cut), 9 (Paste) 3R 370 &/ ¥e™ (access) A &1 Jswae ¢aar (object toolbar)
U 4¢ = foes fafime e (Calculation) 3R @&t waeaw (Cell formatting) 8t 81 A 3 0AT TEER
(CalculationToolbar) wR@! &1 39aRT &Ham 21

Thie @l a8 e, Instrument TeER 8Am o 84 A 7ed (Tools) e FRar 2 ol 89 SiSHiic & A1 SEeTe &
FHhd Bl ThiA & A 3T =R aR (Status bar) i A" FEN T8 IR FH AGHEF AHERI UG FHl & foh 39
oA A foeg 99 (Sheet) ™ & & @ 21 ©R IR (Status bar) 9= @t 3wt (Style) &t 1 =9itan 21 99 9IS

(mode) ¥ T&1 W &k oo & 3da TS &l TSRl We &l 2|
T FE 91 Aifcd 4T foh 78 Biex 1 30T A9 Aol 8 399 [Shiee ®9 9 o &rda (Worksheet) 2; 3ie 1
(Sheet 1), 9w 2 (Sheet 2), die 3 (Sheet 3)1 78 TR IR & FW O SI 250 | g90ar 7141 81 U a1 cell) &

A0 NP BREREE C BVKER

&iew (@st we - Vertical Reference), e s=r (A, B, ... Z 3fE) AR W A @z (e
@evi—Horizontal Reference) i s S £ 2( 1, 2, e 65,000 3¢ ) BId & | 30 TR T2 Hel Fil I8ait o
g &l Al 81 A 2|

Uah a1 gwarast (Document)s=m=

gichar :

. F-aR R CTRL+Nzma= |
2. AR A wgw (File)—=E Sedic &1 9o i

3. B aR (Function Bar) % e &< 3k =3 e s (New Document) 3R ®9=diie (Spreadsheet) &
T T
SCTH 99l
gichar
1. Ao AT ISR 391 Al 9Ed 8, 39 foFedeh &l
2. THEN <159 &
3. #i-a W Enter &ot (Key) TR arvd (Arrow) st 2amv|
(selecting) 9@ (Cell) wra=t @&
gichar
1. &a (Cell)+ foees o (Afra A e wai=a 2 ) |
&d A (Cell) =t diwr o= (Iareor: Al: GS)
gichar
1L v ad (Cell) = foea o foraent G (Semseor: A1) 3R a1E 9194 a2 Uahe ifoW &el o @i (Ieewn: G5))
2. UEHT A AhE N, TS SISHT R el el 8 AT

Gch hicH AT A (Row) &1 o+ &

gichar :
1. w1 (Column)ar 9 (Row) &1 3t s W1 H 2 34 faeran
el ol B ol OfehdT

1. o8 & =t 3119 s 9Ed ® 39 9
2. Hi-ar W Deletemwsn (Key)zaw fAw=rfast (Window ) fearg i

31

(%] CamScanner


https://digital-camscanner.onelink.me/P3GL/g26ffx3k

3. 99 box &l 3T BFT =8d & 39T 989 &l |
4. OKaeaw foraa =1
wizet ot 39 (Open) 3R |9 (Save) &

wrze & 39 (Open), ¥a (Save) srar Ui (Printing) &1 a2 U8R & o 3™ &1 8, 28fodl 98 989 A8 AR 9o
2

wige ot a1 (Open) &= &t gfeean
1. ¥ ar (Menu Bar)® sa &< -
wge 47— 39 (Open)
2. W THER A A RIEA ASHA &, I foredh el

3. T8I W 3= wzat e ared (Open File Dialog Box) == faamt 3m & siess= (Dropdown ) &=t 2 (W dk g/
e wan 2), fow@ serered (Directory ) ® 3maat wisd & o 3T A= (Open) &1 =Ed 2, 39! 999 &l

4. WE ETEA F G Yohe BRI, 99 5@ Wrget ol 319 A9 (Open ) AT wEd # Wige W Sae foFeidh e
HIEd ohil 99 (Save) = ot aferan

1. ¥1aR (Menu Bar)# wrea (File)—#a (Save) @ wa= &<

2. Tore &< 99 se@= @1 o fof waw=rar (Function Bar)# fua 21

3. 3R A9 I8cH 9K 44 F <@ & ol 99 st arad (Save Dialog Box) gefia srm

4. FEI I RIS 1 A 12T Tk IR B hl 4d e oh [ordl T 1 T4 e
5. 3R 9 Y- e &l AghEde vaas (Microsoft Excel) wger & w@€q % @1 9red @ af Save as Type
@l: Microsoft Excel 97/2000/XP # change &<

LY A

z «®crm-

) Televsed Indtructor Manual
i) Tutorials
L) WEBAIM
LD Webtram

_rclnrglﬁprm
OpenOf.ce org 1 0 Spreadshest Tempiate
Cata rterchange Forma

OpenOffice org 1 0 Soreadsheat % '1-;?,

| Microsof Excel 57/2000/XP Temolate
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6. e w<¥a (Save)Tea =

@e (Cut), =l (Copy), 95 (Paste) 3T IR TR & A& F@ 940G ¢caee R Teiiid X G&d &, o A6d
(Copying), @t (Cutting), sem1 (Deleting) 3tk T@&aw (Formatting)!

@ie (Cut) 3w s (Paste) : I8 STERTHAT &) TAAT Sae &l U SwEs A 91 fhdl 39 S&Esl | @ oH
& FA <l Bl

qichan :

1. 39 cell w1 o & oaH 97 IHe ® foes 39 Fetal &hen ared B

2. fr@m e we (Cut) | & seqwar Ctrl+ X <o & - = w

3. o o 39 39 &l 8l W A1 s uee (Paste) & =mrEd 2|

4. THERAYEE @ wea @ s R ardt-aE w Ctrl + Vead |

@il (Copy) 3R ez (Paste) : 98 IUARTEHA! ol 9aT Tawe &l Iiteohe a9 il ST 21 2 3R 39 Tafa awe &
a3 swaas A a1 39 TEE A W 9 S SATEd ol 2|

qichan :

1. aaa (Cell) = 9g= o [aait s ekl e amed 6|

2. frm @ (Copy) ™ seawcmaR A @ s -8 & gw Ctrl + Czamd|

3. 39 FHEX I 98l W ol W AT & del ol &1 A1Ed & |

4. TEERA R (Paste) @ sea = fams wan Ctrl +V zamg)

3=g (Undo) 7 1 (Redo) se= -
IR 3T foRam &% @ 7 o aifeod aRom 78 © @1 at 39 3E (Undo) e & &1 I9ART a1 9Fd & o JH
FRATE FI IoeT X ahal & | Z4 @ 93 (Redo) se7 35 =1 S1an 39 & & had & & fold 9 99 8|
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HEAA - 7

gvcHC ol aR=a

AL [

ZTTAT HTah] &1 Ge8 A15S ACaS & | ST SCHIMA Hcddh ol drerd &9 & | 98 fal— JRie T fees & aral &gl &l 998
2, 9l frd EoR Aeas S eI, A T A eee TR 99 H OfS Wd 81 A TS Y HEel U - T & 99 A d 8 38T
=w o o1 - o7 e esaer Seie & forg form worm &l e 21

sve<-ic ot sfae™ (History of Internet)

AT A FCC e TN & Tofg 9+ Sfaadl g1 S9ANT fohdl W ATl 9arer a1 foraant Suant U.S. & axen fasmn gry 2 =,
o JXen & =2 gareFl &1 9aT U8 @i &l 3 3=1d ege va Networking &t wremern & foran s =m

T 1970 % Advance Research Project Agency it e fawint &1 v& 37 o1, 38+ ARPAnet AW & Acas &l 35
fora IS 3111 891 Teeie & A9 9 9 2 | Foraes IResT A A1 4 Shege T 3

a1 1970 % & ARPAnet = 31 fawar Military s & ara 37 fawnn / < o forn, e fafS= fawafaanea va s
FFAT SRT GRETT ATEl Sl Iel & ol FHERT ITART SHeAT I& [0 aT Al 6 - €] IHHT 1 &5 Fedl 47|

1970 & 3= 9% ARPAnet @1 3uaiT sreaferss 2 /@m ARPAnet # 3@ @& Package switch node Technology & ===
w® TCP/IP & =R st &1 S9arT & faar, TCP/IP Communication standard &1 @&& fs<aqul @ 98 o {6 s&9

FEET Acach Ud HFgC ol IMHe (6T o Gehdl 91| 19 Bl SaehT START ST 91 TehR o hede? I fohar 51 gehal 91| oars
1983 T ARPAnet & 38 &t &9l )1 TCP/IP &1 I9aRT Af=ard 21 e o

¥ 1980 i 33 % National science foundation % ARPAnet &1 v& 3= sitsad NSFnet &1 3wt 3% foram 3 :
e FHHAl v favafameal % ot NSFnet &1 2= 3 3@ 2t 7aa: ARPAnet &1 7t fRwr a1 11

aFI &l Heaeh | aaFar A 9t foh @A 81 TCP/IP o1 39T ed &, 31: TF1 - U 98X &l aerddl a1 Fida M el TREH &
f@an 3R 1980 & 37 @& NSFnet & ARPAnet &t 9= geiied & foram

T 341 w9 NFSnet & smvaf-ad & Heas Usernet va Bitnet &1 9 gor(user) &l {9 ¥a¢ e & & fofg
femar

WE 2 & AT ACddh F I9ei 98 ol al 376 Jui &l 3 "cdaeh & 99 A Slis &l a3aehdl 9644 o o il | 96 334
Ty TA1ud fomar i arfee News, Mail 3ife &t va & 38R Aeas W o ot @& Compuserve @ American online

ST G Aead & AN § HEIe W4 i IHh Acadh o IR Aegd e ol |
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gvee-ic @ o (Advantages of the Internet ) e3¢ 9941 &1 954 931 SR 2| I8 |1 fAual IR go-1 IUeed Fadl 8
R FER YA el 9 W 28 access fohan s asar 21 i 38 T o U Sl a9 H geeic B -

e Network
e ¥reAw (Medium)

e =R (Marketplace)

e CrugeH wicwH (Transaction Platform)
e ==& AE (Source of Information)

Types of Internet Access

.. Sfdes e w=as= (Dedicated Internet Connection) Dedicated Internet Connection % s
Internet = 9=9eT §9 ¥ access T 9ahd 8 3R 39kt {1 ISP &t smagasnar |81 u=itl Dedicated connection & g/t
ATHT computer BH3M I=ee A WSl &dl =1 39eh! @@ar 9 dial up =8 & 9 &t ff st standard modem
connection & &1 & 951 21 Dedicated connection # leased telephone line &% wi& =t # o &t
telephone company & rent ® forn wien 21 999 9 ¥ 98- 981 SHUHal AR favafaaea dedicated Internet
connections & WA & 39 oE &1 connection %! |l JsaT 8 94t 3899 Ueh

fasw hardware &t w&ea gt 2| Dlal up Comectios

2. S 31 svei-ic dh-ag (Dial-up Internet Connection ) 58 W & e Ilﬂ'Eml:'lJ)
& TART A & ol AR Uk Fig=a s@fer (hour per month) & @@ Internet

Service Provider ¥ SetHc TAa9 @IS 92dT 8| 31F AT AT FAda @ded &
ot ISP 3t ver CD e oean & fo@s  software package, user name 3R yas

BITl 21 39 S99 o activate &= & fow smaent CD & 9ideas® & 9a¢ 1@ oo & [ Conpn
FTER install & g3

3. ¥fe 9IS gvei-ic &-aa- (Broadband Internet Connection)
Broadband connection & g Wit =0 g9+ high-capacity cable & @@z
ot & e e &t s diger ¥ W w1 @@ 21 Standard dial-up
connections & HM-aW narrowband st @= wmr 8 Broadband
connection Internet & fow v& high-speed permanent connection =T 21
T S computer @i turn on X 341 fAFE & T AT ST d dac
B W ® 3R turn off &= 9@ connectedEd g1

4. @aea (Cables) A AR 8 2, S U FdcY &l TR Hi9gex 9 A1 3 fearsa
S ST oiTE, HISH 3T A e 3W W Aas A Sigd 81 Aedah &l a4 & oY 3Hs
IR & Had TART [y T 21 IS0 & foig, Fiefaaa dhad, fcawes B &aed 3R
HISR e hacd|

gved-Ic qeel &t {o ard
1) ==
F9R, 991, ¥[ReH, sharing, #Hac

gﬁﬁﬁmqﬁmaﬁﬁﬁﬁﬁmwﬁmﬁqﬁq
3) aem

¢« UF IS fhect & 919 -4

o T T-AA F A @il

o fEoqolt WisE w@id

2)
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A — 8

cTEfaa e gy el &t sea (Hands on Experience for Typing practice)

T & g™ & fow 3T s faers ot wemEen ¥ wFger § @ ot Typing Tutor & 9m &t 3% ¢ 3R
Typing =t Training =t T &R\ TEGT &1 3 & & o sl Keyboard % & w HefoRaa <t

FIHEN AGEE ¢

«@i-are (Keyboard) = 9= #i -9 (Keyboard) = femi & 1860 % C.L.Sholes gr faan wn o1 foa
Fit-are &1 Universal Keyboard & «m & 99d 81 5@ @i-91E § &5 T&R & ¢4 &1 TN §30 2

T - TeTRIIAR S — Shisl, TR — htol, THEA — Thlal | 37 hie] & il 9T — &1 ATl © & At 29 11 s

+ UemHRe —atsl (Alphanumeric Keys) : @@ sla oi-9€ % @ 7€ Letters Keys ik
Numberin Keys 3 &1 fomet wemer 3 &9 {78t ot 9m & o650 7 2130 o 9o 81 O AfT 3TehTar 123 21T & 8

@ Letters Keys sik Numbering Keys @it #smaar & &4 48 9152 2154 & 9 2|

- gAagwIHE-aisl (Punctuation Keys) | saa srfa -9 % & 7 &g o9 fov- i, 3fenier,

Shed A X T UG TR St Toh - TS T F0TcHs U8 R SaK & Ve 3 31 2|

- T -wiet (Special Keys) : zaa swwfa -9 § € 7 W o9 & o€ o0 g2 379 @1 Fig o
fF - waa-Fe, 29-9, Too -, SFAG-Fl, Toi-F, TERU-FI, hHedd-Hiol, QA-FIal, Sferc-F1 32

FA T T R A a i S A TSR A T A FE dd e

+ wmasE-=w (Funclion Keys) - Function Keys % 22 & fafse vk @ 9om & wam e
2 -

E1 o T § 1 a9 99 80 Help &t 9wa 2§ 9 39 59 39 e @ gNUT o 99d B

F2 | &% Ea 3R Sics &1 99 9o & foiv 9arr forar o 21

F3 TH HaIH T JANT I - AW FIeaq & oY el - AT Bl 21 o - fam=ie & f&ant Version &
Search Dialog Box = = forg anfe

Ea T8 HFIH & TART - AT FFeaR & foig Jent- e s =1 e - OpenOffice.org
Writer % &=t =@ &1 w Data Source @it & Window open & ot 21 24
Window =it &1 View Tab & zw st Open &= s&d 7|

F5 =4 e o1 93 Refresh == & fow wam er 2
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T8 THIH 6T TART e - FeT AiFeaR & forg et - 3ot =ran #1 o - OpenOffice.org
Writer % =ze= 3@ Menu Bar # =2 & File, Edit, Insert, Format, Table, Tools, Window
& Help =i #cae & 94 2

F7 | ¥ TR &1 TANT e - Fel deadm & fog siemr- sem 2 21 9 - OpenOffice.org
Writer % se=t Press & w Spelling Check &= &t & Window Open =i st 21
F8 | =@ ThaH &1 TaNT Al - AT Al9eaal & ol 3ol - e[l Bl 21

FO | =& TR & T4RT oWl - el Al & foly 3ol - e[ 2l 2|

F10 | =% oad =i feamia(Active) 9= & fore 5@ e =1 wam foan s 21 st& - OpenOffice.org
Writer 3 za= s Menu Bar 3 @& s File Tab & =%t Option Open st saa Show

FA T
F11 | 39 B &1 TA0 6 - 3o |ideaek & forg siemr- siem e 21 - OpenOffice.org
Writer % =@t Press &= w Styles and Formatting &t Window Open = =it 21

F12 | 38 S99 & TN I - 3o adea® & fog 3o - 3w s =1 we - OpenOffice.org
Writer % ==t Press & w Bullets and Numbering =1 v Toolbar Show == # 3k
3a Document % Bullets and Numbering st = s

F6

» Tab : z@& 21 {0 37 vftse= ¥ vas Option 3 3= Option ® o= & fow z@esT van farar wmem 21 3k afE ==
Shift+Tab =1 va ara war &R @ g7 3=st Option « 3Er 1 s 2|

* Print Screen/SysRq : =@ 9s@an ¥ 3w Screen # vefia f&a st s = 73 st Memory % Copy &=
FaEd & 3R 39 a1E 39 39 fodt o wrea # Paste s aed 21

» Shift : z@ew wam Document 3 foaa w5 Temporary sa# Capital Alphabet =i o & o v wian 2 afg
Shift= = fdt Alphabet =t =a# ferer 5 =t a8 Capital Alphabet 3 ferar wram

» Ctrl : 9= wan s7ge 3 31N fal¥— UoR & @l & ford foran o 21 o4 afe =51 Cirl = srg Mouse Pointer &
TR ¥ UF ¥ Jifers ThEEl Sl Aeide R adhd 7| 3ae! geddar ¥ s R Application ¥ w@ ax @ g @ Ctrl = @
e B aret fAfeiag Combination & s s vl s ashd &

Ctrl+A T TANT ¥ AT e & @ [tems &t ¥dae o 9d B

Ctrl+B TG TN @ M Uaeeq & @+ [tems &1 Bold &= s&a 21

Ctrl+X & TN @ 3 Uaae & @+ |[tems &1 Cut o= s 21

Ctri+C & TN @ 3 Uaeeq & @+ [tems &1 Copy &= &&d 2|

Ctrl+V TG TN @ M Uieaae & @+ |ltems &1 Paste @= s&q 2

Ctrl+U TG TN @ M UieaeeE & @+ [tems & Underline &= &4 2

Ctri+1 TG TN @ M Ueaaee & &+ |ltems = ltalic &&= &= 2

Ctrl+D ¥ TAN ¥ A Ufesee @ @ [tems & A Double Underline =am &= 21

» Space Bar : s@m w AR 2 A A A iU 3Rl & 9 Raa e (Space) 33 & fore wanierar s 21
* BackSpace : z9& 1@ 9@t 3R & R & feq & g s 2

» Enter : zmar @ Ay Paragraph w s & ferw ar Selected Program, File, Folder=t Run ik Open &=
& Torg foran wman 21

* Delete : zaa wan ozt auw & [ext & Reie &+ & fag @ Selected Program, File, Folder=t Delete
o & o R s 2

* Home =gt wart Document# Current Line & et & w3 & fore foran wiman 21
* Page Up :z@er wart Document i fies Page w s & forg foran wiman 21
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* Page Down : s @ Document # st Page = o= & for fofan wman 21
* End : z@@ wart Document# Current Line & sia % s & fore foran wiman 21
* Num Lock : zas @ &t - a1 w aifet @vs 7 Keypad &1 wam & =z € ot e fore Num Lock Button

off 2 o 3T T TaRT 78 X FFd & 3R IR AT el °ed 2 of sq@afere smgeni Num Lock Button =t on =&
92|

=i : fordt 3t Paragraph =t sma s e &t Suftafy # ford foes 3eR smaet i awen s 2 @ a
THET G Fd @A
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