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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 |

21T (Storage) 39 FAA Al 8 (6 3 oA o & dl 8 4 34 G131 &l A &/ 391 & foag giaa war 2|

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) &= & fow AT W12 1 38R S AT A I BId © | AISE U Al U 1T &3l & | 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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gitaa s divcaaz (Application Software ) ez arveaar srafq ¥ T fae swam - wfafes
Tl MAIAHATHA Dl I HA & o0 fhan orar 21 A ardeaar User &l asawarsll &l &= # T@a a9 o 8, foes
7@ & - MS Office, Pagemaker, Coreldraw, Foxpro zeaie | AeReTd: 39 ardedaR; oid - Foxpro 3nfe &t 89 3+
FFgeX @l Memory # @rs @& Data File &1 f#ior 393 |aas 31fe & &/l &1 a¥91ed o & 3K 3Ad A File &t
Computer &t Disk @ Save %@ 37 TIURH &l 9v¢ &< od & | Afe 37 Data &t Save 7 far & F+ex Data &
Memory ¥ geT3ar |

Operating system Application Software and Hardware & #eg a9 &1 &1 &<ar 2| Operating system gmt
#t Application program st Memory# load fFarwman € it Datas Je=-Ue- & [y s a8l ST sid 2 |

Freew aircdaz (System Software ) 7z 3@ ium g & foee sasashal IoR & FEl S91e] el & BEam
&l FAIoTd & & [o1¢ Bl & foled & 9@ [aeeH arfedaw §; oid - DOS, 0S/2, #f=ama rRieT fwew, fqvsia 95,
givrera e | faees afreaa O Tl &1 99E Bia1 & ol HFgeY & [T W1 &l 9976 €9 & I+ U9 3w 3 favmm &
HETIAT IUCTsl T 1 1A Xd 8 | STET TETET &l 6| 91¢ gR1 a¥aTied fohar ST 8 SaanT fFuieer i =61 Il gy sidn
gl

U4 AiFeaTR A AEA E -

Arfen ffwew (Operating System)

1aw ¢raeex (Language Translator)

raRfew faees (Operating System)

FFGET RN BRI FFGE & AT A Jeafers aag sxare fhd e 9 fondt 9 & sFagee a1 Saat Assembly & 2=
feew =1 Magnetic tapes fSe9 39 9™ 9 379 989™ U B € &1 g E3Eadl S+ 1 39 & TER
Application program & Inventory control, Account Receivable 3z &t #¥=ex & CPU R Ufafed 1 9 oi¥

FT A HFGC T AT GHT A BIdl & HA: Ale I AR IR HE1 T AT, T BTSIeedh ol HPdex il 9 JI d oIaR
T A Bl B, | TR 61 Y a1 77 [AfEead €9 4 FFhe A o aTel 99 i HF S 9l 2|

rarfe faeew & & (Functions of an operating system)

o TFH RIS REEeH gR R 9T arel F FeferiRad @ -

* YT UG 33eue & & (Work of Input & Output)
« higa ol @ (File Handling)

« 9 I "erT (Execution of Programs)

« gareAl &1 saed (Allocation of resources)
« ¢ w1 gar =@ (Detection of Errors)
» oA va "arg= |9 (Information and Resource protection)

HPYCT I 3idard

TS TR AT & Sl A B¢ At 391 I¥1E 31 I 21 8 1990 ¥ HFde 9™ & 98 W 9o 991 1 3R Ao 98 369
IR R oo™ 81 95T 2| 39 T/ &l 3299 AU 39 99d A of WHT 8 9id hede 999 ahe 8¢ A 3R fafm= =l % 3=
e &t e S TE AN | WMAH AT FE 3 TR R FFger T e # sifasmamas 27

3TE Session et 9REd FFgeX & Hardware Ud |9eadl | S [odsh a9-ad 9 e ol A 2ial 21 919

IS @ - [T q A% R & foIe Saeass a<al o aR | Sared | 4

(%] CamScanner


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

HFgex ot faflir= @ifeat (Generations of Computer)

&H¥ge &1 92 I (First Generation 1946.1956 ) fagaang
1. Vaccum Tubes swrw@mm

2. THIAR WawErd &l asgadanl

3. fasgafgar = srma)

4. z@& Data Storage = swan @ifa |
5. Input/Output process T Jea= &1 i

6. Machine language % grnf#

7. Vaccum Tub@ & sRor se=1e ot SR St faer 21 9 ot |

&Hvgex ol fgdia 79t (Second Generation 1956.1965 ) fagraang
1) Transistors Circuit @1 Iuan farar

2) e favae-ia va |

3) Vaccum Tube & sa= = Transistor & 3wart ferar &

4) FHFGEI S ATA A HA|

5) TP & AHR A F|
6 ) T AT & FHFIC 4 o |
7) ¥ UIER i SETIhl

HEGET I I I (1965 —1971) fagiaang

1. SAferehas i Ud Il fagaa-ign

2. Mini Computer =t fawm |

3. fisa Generation & FFgex & A= A4 |

4. I I=d Y AR AITYT|

HFgeT w1 aq I (1970 - 1985 ) fastwang (Charateristics)

1. LargeScale, @ VerylLargeScale Integrated Circuit =139
Hardware & 9=l # srcafass 3fe
Micro ,@ Personal Computer=ifaa™

Software & %=t % 3fg

ElectronicSpreadsheet =1 fasm™
Database Management =1 fasm=
Usersrt Application =1 fasm

CPU=I o # gfe
HFgeI T uTTal g1 (1986 & AR ) fasiomm -
1 Organic Chip @193
ATFCATR D Aed | Al
EEAT D [ea | FAl
FHa v s o Ratio® Improvement

Personal Computer @& 3iferss 39ai
Data# Storage# 3fe

3=a aifa =t Data Processing

® N o B W N

S
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HEATA — 2

¥eata (EduBOSS)

Introduction to EAuBOSS
Eduboss 3 fogiuansti & @ smer 8 o Wi 3R Weafis e & amaae & fow 39gaa 81 Eduboss tE

GNU/Linux == gr1 develop faar w21 7= w@st & feamr /= & e Operating System® €93 w4k 2 21
Exploring Your Computer

HIEA IR Wiesd &l qae-

w1 (File)

=W S A T G W FFEGER R GO F WKl 8 98 FEGE e & A9 § WF ol 81 FFEER

T ‘fowg e @ Fear - Joar @ TRt TE § wEd 6 AW a9l T80 Rl TeRe 9 hedldl @ faER AM

g T ol § |

Whics< /%wigel &A1 (Creating File/Folder)

Hieel
B R B e EEE‘“ View Go Bookmarks Help

hivaserder-stanadhane g 8 New Tab Ctri+T
File --> Create Document & 3= &g W fafs= | £3 New Window Ctri+N
fa@edl A I3 e aaR & S awer = .
TR I R A T UER S 7w o Create Folder Shift+Ctri+N
SRAT I] Create Document >
| Edit View Go PBookmarks Help
7@ New Tab Ctr+T | =
™ New Window Ctri+N @8 o 200%
M Create Folder Shift+Ctri+N thin
DO - |  New Database
Connect to Server... [ New Document
Properties Alt+Retumn BN New Draw )
< New Presentation
Empty Trash I New Spreadsheet
B Open in Terminal " -
WIEH /HicsT Hidl AT {A &HEAT

UF hIeR I9d A< Fs BIeel /8F Biest W B T 2| o wiee @ S/ 79 S 8 39 gEd doge 9

d B

o TR Uze 9o fas o, e a1 10 &1 fAFer EEFAEER 99 A WY THOR ¥ A (FT) AW FM ® IEFA | Faw wW A
fi W A9 9r ¥ e = foms o & &t a1 wie = fAwer g9

o M F AL BIEA H 59 2T AT BIeHR W HIN FEAT AqEd B IH 9 foFern Fa @, T g9 oRar & aifed wer 9t sRaw
3G 1 T F2A fFaF R AW FW TTER A W F IFHE | fFad a7 1 IR 1 ar ¥ e R fFas @ e w fFas =
e o & 39 2129 A1 WieR # Fifod Wzd 99 91 Har 8 See

&3 Open
& Open | J Open in New Tab
Open in New Tab Open in New Window
Open in New Window Open with Other Application...
Open with Other Application... #e Cut
Copy
R Cut ~| Paste Into Folder
] Copy Make Link
e ERELE IO owEr
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WHISH /ahics ol AW Sea= a1 g1 (Renaming and Deleting file/ folder)

- d<-1 (Rename)

afe fFdt e/ HieeX &1 A9 Se A1Ed & df 39 U AR [Fas i doide 6| AISd W@E-el 98 W W@ 3R 91 8
@l S foFad 4l O U I W ol 98 R-79 W o G ot 3@ W8l wiEd a1 hies 6l AW forar 2
I8 U fEAfeAr (Sa9et) @1 80N, 99 IUHT A9 95 gohd B A 9o i gad A § 39 W WY §R ¥ U W
oot &< o Uiz &1 #9991 - 213 81 9T, 981 ¥ R-39 W faee & W wiEd &1 9 Sl o adhdl Bl

fecite = (Delete)
S w13e a1 Wi I Belic A1 81 35 98 99 of (e elie - &l TaIY| 39 IR 98 BEd a1 hies Selie

B WA fSeiie 89 & 91¢ 98 SF9ed W ¥ Thie A TR B oidl 81 el § 39 A A 39 Wied a1 hiest i
T 39 T R T AfeiUa o #R 96d 21 A1 gHa & fow el o awd #

feeiar IR T & aRacs &

foaie 3k awg &1 aRads & & o

1- System ---> Administration ---> Time and Date ® fo=& ¢ Time T :
3k Date Setting s@=T ste4
gefdd BN [l » ke

2. Click to make changes = fos& =% Authenticate e sfe wefdim | = [[Djodomedows | goe |
BAT:

3. Password for root steg ¥ g&as 2157 Hi<l

4- Authenticate e w /@ &¢I T Time and Date Setting sm=it siea

gefdia B
5. FEEEA FTER Time 3k Date 3¢ @@ Close se9 R fow &1

You need to authenticate to
modify the system configuration
An application is attempting to perform an
action that requires privileges. Authentication
as the super user is required to perform this

Password for root: || ]

[ petails

HA A

et dex T Utility 2 e s/ AT 3ear AR |deder &l AfeTT & e

qhd 8| I8 ATRic fFed &1 ¥9¢ qeaqul 9N B, Rma g A S Aot e
deaaR 3R BEa®R & Install 3l Remove i Bl seotve Tecmclones
&% g&d &1 Control Centre =t @e & fo@: System --> Control E:-m ; R
Centre ® fos &% 1 fo=er wefia ar: s [ rorormasorsceees | M
Display Properties & |c &< P
dHUSE, AN IR Hhired &l FEo= T B ~opeurance
JeSE, R SR wEE H e @ R =

1. el W Tse foes & W Pop-up 9 w=fia 2 m o f& e #

gefia &

2. Change Desktop Background = fasis =<1 5+ smaei st Appearance Preferences wefia =mm:

3.Appearance Preference == stea o @i-i ¢9 (Theme, Background and Fonts) & @& & 319 39+
FaEEdl FFER 999 @@ Theme, Background 3R Fonts &1 uRafad & @d 2|

'™ Create Folder
Create Launcher...
I] Create Document >

B Open in Terminal

Clean Up by Name
v| Keep Aligned

Paste

Change Desktop Background
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chd Yc ol aRe

Tux Paint T 3129 9RIM 21 I8 Uah 34 SeThd i, ASlER Eaf THTEl &l 3R Ueh Sealesi-ich S & ard Siigdl 81 &iee
TH TR T ITANT Tkl T Seall ol ARG el | I8 Fodl ol HTea (creative) s9F & ot T @relt hea™ 3R
A= &R & 591 ST TEd Fl B

Zo Ue I & @ 1w Application -> Graphics -> Tux Paint &1 == )| a1 el § T Ye 3Tgeh WX foereh o a1
e % tuxpaintford 3k 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 & W =8 31291 (drawing) € & SRAT|

= (Open) e s o 9es 2 (saved ) Rl 9 vas =i feamam & v o o waa o & forg 99 w e
e

aer & fordl AT &6l Tciae &e (Selecting an area) @& fow 83 1@ iR w wge s =@ 39 GNU
Image Manipulation Program % Open &= & 1€ i@ 7@ MenuBar# Select @1 Toolbox & Select Tool
(Rectangle, Eclipse, Free) 1 want @ 39 qd fieer aifte=r & &t 90T &l 319 aoige & a9d 2|

fOaor @ fodl 9T &l 2R - 38R o =1 (Moving an area) s8& oy deide T & )1 9oige a1 9+ §¢ Nl
I A3E & g W8l A8 98l of ol ol el 2|

gete= 3 =@ (Flipping and Rotating Selection) ¥=@R % =99 R fes & 4 39 3 & @
AT S¢ & gRT TUeR i &fasr a1 oFaad sraar w2l &t foan a1 fauia feen & w9 9s6a 2

@il &1 @edn (Inverting Colors) 38& T =R & oo/ & 39 A 33 T foore =smaw 9e7 R foee s @
qode HI §F THS H 0T 98 Wl B

fiae & AT ol e IR T (Stretching and Shrinking area) & g AVgaR & woiage & 33 W firs
(Shrink) 3l R faed & A Foiae &l 8 39 uc /R I 2 3R W (Grow) 3ieH R foes & & aciae
i g2 AW 5g I 7

faaer & 3R & Fe™n (Zooming a picture) s@& fo FgeR & T8 A 33 @ W 3wH ®

forees & 9 fUoRR /389 &1 THR 9¢ W 2

doRe dUTeh

aRea

TGS Tl HE BIEel S o fordl 3R Fae i o fordl STanT fohan e 21

Uftoreh s —> Taaad 97

YfteTeh o Ol 219 UHel 9 U & 981 W aTS 9 o foreteh ae

g8l W 28 AR 99 - A (Sub-menu) v&e s 81 3@ ¢awe 9ures (Text Editor)& w&=@& (pointer)
A T 3R 912 A9 g W ot |

3@ Gedit e I« B 7

o o v Bswe

Unsaved Document 1| X

Bt ohl ST 3R 9d hdl

S AT WIS A TSI Al T o (201 2 99 9 f3%F A 39 WIse ol 989l 9ohd 8| S TR ol cave qaredh fasl A
FR oo 2 39 T A1 90 A3 g ¥ fFers | 981 W AT Uhe BRT — 81 W Save as.... & 949 FK ik 7% g 99
(Save)sr =@ _

B8 e *unsaved Document 1 - gedit

= G und B Q%

m \txt{gedit} from the \txt{Applications} \realtxt{

Etr Intruductury Note 302 for general information
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3wz 94a (Save)fast (window) aase it

99 fa=r (Save window)# =it =91 %ileg (Name Field) #, 3&# wget @1 =@ Unsaved Document | @ 2 3tk 3 -
'Save in folder' 3maehi a8 Hicest 0MAT & WET W IS il W&l SIRAT

8 Save As...
Hame

Unsaved Document |
Name Unsaved Document 1
Bromeie i e o
| i
*  mexampleu Create Folder
|
Save in folder Lﬂm. P Ty W—— I s |' Places Name ¥ Size M ok e
Q, Search I Deiktopn Saturday
PR PrP o 230601
X E[ﬂwae fﬂ' DIMF fﬂld'ers :e.m. id Decrwerd pawrhs 9081
W Ok top 4 Munic 30611
& Syaler B Puctures 2 SO 1
Character Encoding: [Current Locale (UTF-8) | v Line Ending JW v - . * Public 20601
| T T I N ey 0 S A, T s 0 = o e e o | -
racter Encoding: | i Ending:

3R AT W5 &l A9 o1 °red & af 39 Unsaved Document 1 &t 319+ A9 & 9« 9ehd & | foreia o< 919 (Save) W are
AT FTA hieSK A HIEd Sl 9o 9 |

Arsiat wisel (Existing File) @1 wwues (Editing) &<
HTEd Jel — 2131 A1 &1 SUART hidl dlfch HIse ohl @Il WY AR &4 399 QUIeeh ol G8iddl & |1 G416 & 9|

< *Unsaved Document 1 - gedit

dafoqs w9 9 39 99ea e (Editor toolbar)# Rua e sga= (Open icon) = e &2

-
8 AT HISH H1 AT T Dl A B
- Q, Search Desktop Saturday
- @ ° *Unsaved Document 1 & -
D) Recently Used i ' Documents 25/06/11
& exampleu &) Downloads 25/06/11
i Desktop & Music 25/06/11
o File System M Pictures 25/06/11
% Documents 4 Public 25/06/11
& Music i Ternplates 25/06/11
B Pictures 8 Videos 25/06/11
B videos . examples. deskiop 179 bytes 25/06/11
hedlo.py 39 bytes 2506711

id Downloads

AR "

Character Encoding. |
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AT - 3
o= dea wEeX (Open Office Writer)

==

Open Office Writer, Open office.org |iteaar Uehst o1 Uah 98 TRRR & | e At weai  zgaast (Documents)
o @IeH 3R geoi | 989 21 98 gEaw (Document) &t PDF=a®T (Format) # fata (Export) & ot &ar @ 2|
AT A THE & HAT

AT A THE JE FEA & [oTQ TFerah e -

Launch — Run Programs — Business and finance — Open office — Open office word Processor v =1

TEAES S9FT
1) wEd W fFas &

2) | W fFas

IS THIF 39 IR fE@rs 2|
= 1* Untitied? - OpenOetice org Wrrter —®x
Ele Edt Yew et Fomat Toble Tooks Windbw Hep x

Z-@MU P ey i00 2 &-A QO-P
T o Mot et - e _'-A.J@.EJIEI

-

& @ & & @
— - - " . ™ - -l ™ - ™

FEATAST I 4d AT
1) wEe ¥ ¥ save as W faww & |
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= I saveass -

ook My Documents Wrtsr Documents F Ao
F'- Type [e [Date modted
File name Fax Comes Sheed 1= | Sove {
F o type . P7RO0UXP ( doc) = | Cancel

| el
T Soave with (asecsd v M-“ﬂ
[T Edi e salfigs

2) WEA A9 | a AW ol EE A9 9T SEEw 99 & 9ed © |
3) @a(_Save W fomer a0 T |

&ec, ordt, RrasEr IR Saae 7a &

He BT IR AT HEAT

1) 7= & ®IE ¥ foeds & 39 9189 & 919 @i AR Retae & o

Fax Cover Sheet

- [ " Fax Cover Sheet.doc - OpenOffice org Writer

ZH owa v Mimbus Sans - Al A

-

File Edt View lrwert Format Table Tools Window H
7B e e '&E'.ﬁﬁ'#- @o-p

AEEa®E &

EWe | ESH | 55 Undo: Paste clipboard  ControleZ
) Repeat Paste clipboard Reck>

De A
3":- . s

| Paste Control+V

Conrtrol+ Shift+V

= i* Pax Cover Sheet.doc - OpenOffice.org Writer

95 T AR RaenEr
1) TRd <t foilRaa 2o &t fddae & |

- {* Fax Cover Sheet doc - OpenOftice org Writer -
File Edt View et Formal Toble Tooks Wirdow  Melp
‘A H g ooy WV & = - - @ v :
25 Detast *  Nimbes Sams L - 2 - A A A , :
. 4 1 ) ) : -8 IR -
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) H F FrEE ([ W e W
3) WA A A W g W fFas

O- 2o GO-

-

- m:m&l_lma]m =

-I-'. - I‘ -I-. .

]
Rt

Fax Cover Sheet

Tox David Richmond

- Date: September 22, 2006
: Fax ngmber. 260-555-1474
Tot | number of pages 5

- -y Y-
File

i’ﬁH—:f'ﬁ”‘ﬂ-’ Qy' 0- 2 & - @E-F
FE Ovaa v Nembus SansL e ~ARAABDDE®E B ;

gieg ot st (spell check)

1) 3R 2 I FEl JEl § A 39 AR A 3T S @ s

To: David Rchmond
From:

Fax number: 260-555- 1874
Total number of pages: §

*
.
¢ Date: September 22, 2005
L
*

“ R T T

=®%
a-S QDT ]
A @am e ;
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3) IR e T = T o [y g0 el 7 | 96t weE @ 99w |

® [~ Spelicheck: (English (USA)) 5

i
g

o]

o AutcCorrect
“¥ Engleh (USA) -
Help Ciose

3) change Change e R foes & |

gz ol ge (find a word)
1 aC & my party planning T&Ew &t ®©@ | W@ |

. % AuoText. Corteol+F3
- Exchange Database. .

2 #g 9Cl A Uit W fae &, find and replace w fams & |

e i{= Find & Replace T

Search for

. | Find |
bathday] -

~ Find Al

| = |

- Replace Al

| Maich case
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3 ( Finda ) W forIem &Y |
4 ((cose ) R T o1 |

e’ bt daa+1(replace a word)
1) TEEW & ©WKE W FER W@
5 TUfte w e &%, find and replace w foees &< |

3 §* My Party Panning doc - OpsnDfics srg Writer
B B0 5, o Crarg o Thams ~Coraeie? [ 100
B - & M Cort Rasien Cinrtenls .
£ ﬁﬂ!ﬂth—ﬂm Rt @_HJ ﬁ_ﬂ j Aa
B wye s |- @ &
E'l- |‘ Canrescls = S 3 _. i
R sy _
E'. | a1 Taat aricle Gkiled : —=—hi - E
‘ _ =)
) )
:_ lutle tame | From binthday pans : . Roghos
o as complex a8 you make oo [ =
Ircien ey help @ creale jusi the right T Repeeed
al _ e v will remain in the mmds of .
N % F.c . Nl [ aghcae
= " Whcke wongs only
g ¥ | — e
Replace with % Championship Game
6[ Replace ]tﬁﬁ‘ﬁﬁ;aﬁ'| '_'._‘ T %4 cesspesrefeccotccssBecocacess - ,-.-.-_...._4...?..;;...;....'...._-_
; Tlinp-tr.pnlt;-:lﬂ-hi.]ﬂ-iii-m;ﬂ,u:mmhﬂrnﬁﬂl-d-ﬁ
; dear fricnd or any other special lady in your life.
I
-_ Mystery/™Who Doac
- Appropriate occasion(s): Couples shower, birthday, New Years Eve
' Suggested locaton(s): home. rented location spocahizmg m thes type of event
A mystery parny is a great way 1o pet all your guests mvolved. and serves as an instant ice bres
conversation piece’
. | 3]
Super Bowl i'
4 . | e

7. ( Close )W forere & |

6. g ( save | wiFas aw? |

Thive dgo=l
1. giyaa & fe @) 915 (Text) @afa 21 afe var 761 2 af 99 9R & saiea ( Edit) ® s &
fix ‘Select All’ = e =1

= -, Fax Cover Sheet.doc - OpenOffice.org Writer

Eile | Edit | & Undo: Pasteclipboard  Controlez  [¥indow  Help

L | i = g ,
4 adi v 4002 &
) Repeat: Paste clipboard Recio :

Control+V

Control + Shift+V

Compare Document...
A Find& Replace... Control+F
4~ Navigator Fs
ae AutoText. Control+F3
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2. THIYC g9l & 9T A R S9-339 R (arrow ) ® o &1
1% 1 wead & (Alignment of Text)

zifsrn fAeaiiRa &e (Set margins)

1. ¥ aR ¥ ey (Format) ® foee o i 991 R e &<

——
-

7 - = [
7H Defaut &

‘) Character...

f: Fax Cover Sheet.doc - OpenOffice.org Writer

File Edit View Inset Format Table Tools Window Help

Default Formatting Control+Shift+space

J

Paragraph...

Bullets and Numbering...

2. W& U 3ot (Style) &2 yoe 21 @ giRfea o o O 39 Wi W e fiR =R (margin) & 989 W, 9, 90 3K 30

BT & forg 0.75 " o &
- 1= Page Style: Dafault < |
Organizer Page Background |Header |Footer | Borders | Colmns | Footnote
Paper iormat
[From printer seftings] -
= Right and ket -
= 12,3, .. -
Cancsl Help Bleset
S ol diRad & (Alignment of Text)
1. <A & sEaRe &)
I'm planning a surprise party for Jeremy. His birthday is coming up this month. Do
2. Fzd W fFeesn
> Fax Cover Shest - OpenOfmice.org Writer &=
Tools Window Help x

e e e B

RY% 40D S0P QE -7 QA4 BT -]
fimes e FAAREDA® EFE)E @ |
2 »ofononssrnavvesviessBrsansoaecforrn et [

FAX COVER SHEET

I'm planning a surprise party for Jeremy. His birthday is comng up this month. Do
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1.3 W et =1
Wiitar =
i QA Q-7 Q88 1w -
i e ARG BEEEE RE)®® A- ]
L;f ..=. ...=3....=... ;::5 .gl.”g‘ "'-.:*“sf - aia =
e+ 39 39 98 9efEd 2|

FAX COVER SHEET

Fm planning a surprae party for Jerenvy. His birthdoy is coming up this month. Do

2 I ohl BCTH @ ol g eh W fareren |
F=¢ @eaul (Format Paragraphs)

o ITSe W@Ul uRaa+ (paragraphalignment)
giHfEad o i waw wa Aiie (Fax Cover Sheet) sz 3t ot =af=a 81, T sge= « e &<

= {* Fax Cover Sheel.doc - DpenOffice org Wriler [=r-=
File Ecit View Insert Forat Table Tools Wickw Help

Z-@EO [ Remdy V¥ X 0 S & 7§
TH Do v Nmbus Sass LAral - 1w = [A][A][A] E‘ ) EE] :
'._ rer—— ? rpresefetnosenend ooy X T : O

o; David Richmond

“TOm:

Jate: Seplember22, 2005
ax number: 260-555-1874
otal number of pages: 5

FgaT W oo & W Fax Cover sheet 32 95 & | TGRS 8 0|

f * Fax Cover Sheel.doc - OpenOftice.org Writer

File Edit View Imsert Format Table Tools Window Help

R /| 2 oo %9 %Y

% 5 a8 __.- :'I'ﬁ ¥y By E:f i
;-"_F: Detaut *  Nimbus Sans LAral = |8 ~ |Al A Al J q ) | E=] "

- : g -l-. i1 -I-I IuE l-‘ -3 -l-l l4 & - 45 & I & Wd

o 3T wsrn ser™ (Indent paragraph)
1 REQ &S & A A ferereh e

FAX COVER SHEET

o: David Richmond
rom:

ate: September 22, 200
ax number: 260-555-1874

otal number of pag

2. % @IEA & & & foig Enterzam|

3. ey ford |

['m planning a surprise party far Jeremy. His birthday 1s coming up this month. Do you have any 1deas?
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4, FEEHAT W fFas =

1" Fax Cover Bhee! - OpenOMice org Writer
Tools Window Help

“’?ﬁﬁ1cﬁ- LEH 2~ QEB-F Q+ =

ree Times - 12

SN GEELD EI

3
&

s e e
- - -

+ @
&

TEAW S 39 OE § Yeidid sHm|

FAX COVER SH

E

E

T

o: David Richmond
rom:
: September 22, 2005
ax number: 260-555-1874
Total number of pages: §

I'm plann¥ng a surprise party for Jeremy. His birthday is coming up this month. Do you have any|
ideas?

5. 3 R R 3 foreer &1
zgd Text 3R W indentsrm

FAX COVER SHEET

o; David R khmond
Tom
te: September 22, 2003
ax number: 260-535-1874
[Total number of pages: §

nin; a surprise party for Jeremy. His birthday s coming up this month. Do you
ideas?

E Fax Cover Sheel - OpenOffice.org Writer

6. Tt Iz W forea =1

Tools Window Help
v A0E L& @B A+ 6.
|; ety .3 g ot el Sl R ;6 o
zod Text 3= fizs indent W = wmeem|
FAX COVER SHEET

o: David R xhmond

: Seplember 22, 2005
ax number: 260-555-1874
otal number of pages: §

ing a surprise party for Jeremy. His barthday 1s coming up this month. Do you have any

7. SRS & 9|
o arEA ket uRae=t (Change Line Spacing)

1. gHTTad & [ SO e i Je3d 4 ol

{=, Fax Cover Sheet.doc - OpenOffice.org Writer
Tools Window Help

ddp VW XOE 2 &

Free Times -2 - |[Al[A] A

A7 ar A =e (Format) = faaes &1
2. & A e BN T d=ee (Paragraph) Uz e &<l
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-, Fax Cover Sheet.doc - OpenOtfice.org Writer

File Edit View Inset Format Table Tools Window Help
P - o H _ Default Formatting  Control+Shift+space E:] : ‘-1' ,;_}
Eﬁj Default o Al [A] [A]

uuuuuuuuu

Page...

3. W =T fasl Y 81 99 ored siaad (Line spacing)
FT-R3A G A A aR (Double) forea =

)

Cancel Reset

FAX COVER SHEET

o: David Richmond

rom:

ate: September 22, 2005
ax number: 260-555-1874
otal number of pages: 5

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

ideas?

o aist o= (Apply Boarders)
. T o IEoll Uit W o & fore 39 W foeres &1
2. ATAR A Hidic W fareieh | Td A I 8, 9o R s &

~

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

File Edit View

i = ﬁ H ] Default Formatting Control+Shift+space

Insert = Format Table Tools

& Paragraph...

Window Help
DE 5 &
- Al

.

el

n_

Bullets and Numbering...
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3 W& U 931 gahe B, a gead @ foh a1k ¢a 9 W 81 R @ Fae & A9 (under line Arrangement ), sgese

TR foFeTen el
- [~ Page Style: Default *
Organizer Page  Background Header |Fooler Borders Columns | Footnote
Line arrangement Line Spacing 1o conlents
Left 0.00" =
Right 0.00° =
Top 0.00" =
Bottom 0.00° =
v Synchronize
Shadow style
Position
(] @] (m] =] u] 2 s
OK Cancel Help Resat
4. e g (Style List) % 110 pt. &t 38a oz R foretas &1l
B {> Page Style: Default x

Organizer | Page ' Baclground 'Header |Footer Borders Columns | Footnote

Line arrangement Line Spacing to contents
Defaut Style Left 0.’ -
ariecr 250pt .

Right 0.2"

User-defined _
S ; Top 0.0e -
* = - =
Bottom 0.02" =
A0 pt
750 pi v Synchronize
oy iRk il =
Color
"% . I Biack =

OK T R o ol | 39 U & IR AR 39 A5 Sl 8T
5. TEATAS &l ga |
o 2a RaiRa =em
1. "Whatto do” 2a T &hid 1|
2. Enjoyment rating & == @it 9= Uteraal srgerge | 99a (Ruler) % 2¢a =g (Symbol) ® ea=r <)

What to do

Enjoyment rating

+ Fun

++ Hold me back

+++  PARTY!]|

Haunted maze/house ++

A haunted maze and/or haunted house can serve as one of other activities at a party, or it ca
lone activity for your party. The spookier, the better!. You can even recruit some of your ey
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D

g...q + 4+ - 2 i 3 i 4
& i, & i - A & e

What to do

Enjoyment rating

Fun

Hold me back

4. _y FzEA R fFew o Smd g | g 39 ¥ 92 wem

O

5. 4 g O foersh o R gg | | 39 W 9ger omeAm

(D

I-;
r::u
r.:.r
.;.

6. T U 2 39 W HeR W AR Toreter i

4

&

What to do

Enjoyment rating

Haunted mazehouse ++

L]
A haunted maze and/or haunted house can serve as one of other activities at a party, or it ¢can ¢

lone activity for your party. The spookier, the better! You can even recruil some of your gues s
pull off this “spook-tacular” attraction’ a

)RR RNt

Fra
L
-
o
o

L]

What fo do

Enjoyment rating

Haunted mazefhouse ++

-
A haunted maze and/or haunted house can serve as one of other activitics at a party, or it can

lone activity lor yvour party. The spookier. the better! You can even recruil some of your gues &
] . L
pull off this “spook-<tacular™ attraction! a

)
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8.

11.

"My Party Planning" =&m@w (document) &t w81
9. Expense Rating@ =Rl €t 1 3 WAl &l EEARE H
10. =1$ &ifaa (alignment) 3 &1 1.5 W Set=<|

Straw hats and hay bales

5% =

Party supply stores stock very inexpensive straw hats.. These can be womn by guests, and can @ 2
as lable centerpieces or wall decorations,| Depending on your connections in the farm industr @

G ERCAKEr ]

o 2ad (Table) = eramait (Content) Ste= ot afehan

1.

2.

U9 2 W (Party planning advanced)

i Insert Break x

2 Type o
Line break Lt
~ Column break Cancel
o et =
Style ~

[None]

Party Planning

Overview

So many | hufdh «
pla i g @ pary .
while doxorsbions &l T

o dotail will oms ore a paty that will remaim i the minds of your gees & lor yeans o come

D w4 B

"Over view" = W g5 fawwr (Page break) s
3. Reagws (Page) = fom v T arfue |
5. 18R - Insert—Indexes and tables —Indexes and Tablew e &<

- Manual Break...
Fields 3
3£ Special Character...

dvanced.doc - OpenOffice.org Writer
File Edit View Insen

7 - M
ZH | Heading2

fow  Help

ff|%:f! ab .._ " e

' [M) Section...

- Object »

& Hyperlink - 14 - |AJ|1£]|£

E

=

e

saffenrannssf

& A e A i A

o ] Frame...
: ] Table...
Horizontal Ruler...
Picture »

Control+F12

[ Fleating Frame

’ File...
e —
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6.

1.

2,

fewiee settings =t €ier e & fore OK se7 = foreas o1

Footnote...
W

e '
pany p ¥ Bookmark..
Cross-reference...

| B Note...
Script...

Envelope...

1 Crama

~ Manual Break... dvanced.doc - OpenOffice.org Writer
File Edt View |Inset| 1o . Help
a8 Special Character... = | 3
\ . N -—-»: - ..-t. .L
— (@) section. l_ﬁ\ & 0 U \a
@ Hyperlink ‘ AH A
Header »
Z Footer » e

"Party Planning Advanced" s&mast &l @8t IR &€ HL

gferaat (Rows ) Ste= &t ufehan

Table — Insert — Rowsar Insert Rows i s R foees Ead
¥l (Columns ) St o6t 9fehan

Table — Insert — Columns w & &< ar Insert columns E
gferat se= ot afehan

Table — Delete — Rowar Delete Row = smzar w farer &%

A BT @it Tfehan

Table — Delete — column @t Delete column @ e W o

@el sts-n (Merging Cells)

Table — Merge cellsar Table Toolbar ® w8 Merge cells W sz W e
& fawnfsta & (Split cells)

Table — Split cellar Table Toolbar = ¢ Split Cell E2H smzarer w forerer =1

dtfetent g1 (Delete Table)
Table — Delete — Table w forerer =

S EC T e Tl ol

for= ste= =t ufesan
Your Guide To Party Planning Text= 3% ¥ forea &<

#aR - Insert—Picture & férerer &¢
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P i, |

= Manual Break..

ls.du: - OpenOftice.org Writer

File Edt View [Inwert|  Fioks * bow Help
: a8 Special Character... o —
I = | jc e ¥ 01 = ".
Zz GH—J@&M“ »f|i‘ d& B L5 A
O [ttty S Hyperink “|[w |-/ |[Al|(A]) A]
Header ’ —
Foolnote...
fad
B resh Id
_ @ Beoknar. es eas
: (&) Cross-reference..
I B Note.. ir Guide to Party Planning
- Script...
Plan the bes  '™exesandTables  » 3172 cups fresh orange ji
. Ervelope... Il liter lemon-lime soda
. 'iunning = - pes nol
l.";l ‘mecan tk - I.- Fm-'rm"' ylanners. C ombine all il'lgr'ﬂ'(ﬁﬂn“
' Just bec - Jable..  Control+F12 | . heard smaller pitchers for easy
nbout rivaled ;  Horizontal Ruler..,
you must follo
Object
4
= [ Floating Frame =
h .__-_.,;,I KE' F = & T, - % SEHE B
e 31t 9Ee & a=aR & Picture window & 91
= i~ Insert picture
Tiie Tyoe Sae |Date modiied
bulets Folder 01/17/2008, 1729.04 -
[ Wtmbepo Folder OV1T/2008, 172904
[l e Foider 011772008, 172004
L sounds Folder 011772006, 172904
Folder 01172008, 1729:04
Folder 01172008, 1729.04

Graphics (gf) 45KB 122012005, 02:19:48 3
Geaphics (gf) 8073 Byles 127202006, (2:19:48 .
Fie rame apcies af - Open N
Sye Graphics - -
Fie type: Alformate> (g dat” et aps:" g pg:" peg:” Jit' " met." pber = S
Lak | Prevew

5197 Byles 127202005, 02:10:48

Fresh ldeas

Your Guide to Party Planning

Plan the best birthday party

Jlanning the best birthday party does not

mean that you have to hire party planners.
‘B Just because some of the parties you heard
about rivaled a small wedding does not mean that
you must follow suit.

asy party idea: Citrus Punch

Here is a quick, easy recipe for making a tasty
punch to drink at your parties. Prep time is about 5
minutes and it makes about 2 quarts.

o W o AR ure @ ( Header or Footer) s &t ufshar

1. "My party Planning" z&am@s & 98d T55 W Q|
3- Menu bar—Insert— Headerw o =<
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-
-

File Edit View | Insert
3£ Special Character...

() Section...

FARA— 1 - =
7H  Heading2

File Edit View Insert

3 Special Character...

Manual Break...
Fields »

ning.doc - OpenOffice.org Writer

Manual Break... Lnlng.m - OpenOffice.org Writer
Fields * bow Help

EHJ@%M %) X RO 2 &

File Edit View Insert
L—iif—‘l_i

A@A

-r"l . o :Ld .
Manual Break... ning.doc - OpenOffice.org Writer
Fields * bow  Help
38 Special Character... = - y
’ \ 2 >

o dud IR forwr® (Labels 3tk Envelops)

1. File—

I il

New — Labels & foreas &

Kool | Formr | Cptions |

 adbe
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2. oo faS A el 9 R ST S g3 3T T I
3. csa =l gt 4 Sheet 1 1 wg7 )
4. STHE Hhice Gl A T8t Thies ol 94 i

e Envelopefde &
File — Print — OK w forerar &¢
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AT — 4
I IAfha =94

3= Sifthasaa free dmeam # 5t fF openoffice. Org @ ar1 fefia 3k wida fvan war 1 3o st I
wrewETe snfha (Microsoft office) & @€ (Word), Excel 3R wra arze (Power Point) Si& Sushon &t go # U8ex
(writer),calc, ?Fﬂﬂ(lmpress) sﬂigr (Draw)ﬁ%mwmm%l

:Il Hunizrl 28 L& gy b
Icurﬁwnm:llu.m:m - :.I = [ ﬁm! = ol

& 10 11 ‘.I:I' 13 14 1% 18 'l‘-" 18 1% 30 2T 32 23 24 5 M6 37 i__;_!“

» AutoPilot
# |nserting Slides
s Selecting Slides

¢ AL,A0G04

open office. Org e w= & sreAuto Pilot presentation f3s wae =it 21
T =12 wegi (Presentation) s

o wE fgened (Effect option ) weafe % osft womesa & i w@v1( transitions) ST 81 1E e WoE 7 39 &
forw NO effect =1 =g %1 ¥w#w ( Transitions ) @i s1e # |ieT a1 Fga & a1 21 autopilot =t wara et & forg
“Create” ® click

o TIWIET WU H AF (name ) &= ¥ wrgs & forg dides ford1 “ Select an Autolayout” s 3 ol 3t et wrgs W
forerar =X TR “ OK " W foreras &2

gis Expond Siide
pUmmary siide

_Jl aracter...
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o wE faeed (Effect option ) vegfa & @3t Toge & </ @A (transitions) ST 81 i G0 g T34 & forg NO
effect=m o= &1 gar (Transitions ) o1 a1g % Ser a1 9ea o 961 21 autopilot & @ara & & fow “ Create”
click &<

o
N
-

@ elEl] | Side 1) Slide 2/

o wrze &1 @A+ (Selecting slider): | wgs & fog wita= & 9 & 72 (new ) 1EE 29 Bl 1 39 29 & Weida
FA & forg worgs 29 W foread

o Uy @ ey (Formatting ) T Hide W WI¢ 3R “ page” W fee o¥1 24 fa= 7 3ma 9w & ==, Orientation
3R It5 & Ao ! 98 aahd & |

4 Untitled] - OpenOffice.org 1.1.

. :
/| . O |
i =2 o' ||

— . - L .

7.+ 8 +9 +10+ 11 + 12 + 13

Click tc
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o wazs w1 w@wdw (Formatting Slides ): wide #1% “ Modify Layout” =1 === e X @9ifera wrgs fast wehe
2 “ Select on auto layout” @ & Tk AT W33 &1 T Hileh ATIC il AN e

ATl T S LT AN

N Color __Slimmone 3]

S B R S S - ]

Click tc

D add an o1

o cfrns oo ofracGeardoasFrosFaaclos

&rre g3 (Workspace views)

1) g & (Drawing View)
T - AT & T & [oig IET & 484 I 2| T A o 3TN 39 oreA, Mhaa 3R g Ree & fog &ed 2

e G E | D@ e S i m
= !
4 5 & 7 B % 10 11 12 IJH“MH““HHH‘IJHH!EIT

i
i

=]

|

2) Taifera (outline) =: - Wi o & s & fow fawa i, geics(bulleted) |/t s wfea(numbered)
il W@ihd €9 4 fowardr 21 39 399 &l 78S | A TI28d & F &l Haardd |, id o aaied (edit), sreer @it
T & T ! [FAARTd R S T3S AIE 9d B

ﬁﬁﬁﬁﬁ

Click Lo add title

= Thch ko sdd s oukims
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3) wezeE & (Slide view ) TEE o TS50 & A &l TAAGRAT T & [0, T G99 W T3S M & 6 & [og Al
TS & a4 whavT ( transitions) SiieA & fog & wes @ Sier @& (version ) fewam 2

Mmoo

(% sdeln

a) irca = (Notes view ) Ficd =1 ol 1SS A Aled Se @i gigen a1 & o o vt (Presentation) & @9

foarE =81 391 319 37 FicE & Ao T AF B IR DT Seoid Tl D 99 S I 2|

-
=
-
"
<
E
2
-
=
=
]

5) gganse &g (Handout View)

TIHIIT F TG & S TS HA & ol & AR I FHaeal 4 Drag & DropaR & = # qagatead
(rearrange) R 3T 2|

| L e | LA TN L WET RITr C LA ey 8. | :.
P T e

Lot S P | RS NI e r',.'.:;:,_.::_.F.: ‘rl:._'.::l.' .;.;_;I'.._._.,._ T T e R [
| meeutas smerta TUTOMAL LC oipa_Cale T |-_: N E O ¥ L0 e - -
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Toirss 9ured ( Editing Slides)

caee afffera &we (Inserting Text): -
'l -ﬁ|||| .-..-. nC g iy

;.I | 1 2 3 4

o o e e o A o o e

R pe text here

e A

@ 39T et (Toolbar) ¥ 2ae s R o &1l

T I & oIy T1Es W foreres a1 IR @, @ 8 WASE Sl DI 2|
3 THER ST ST A foaTe <N foeent waee @ o 98 3@ Edit A # 2
s | s (Text) ford

a1 il A (deselect) wA & forg s & are foers &<

s @eadt (F ormattmg Text)

_J L= =] u
Brtstrenm Vera Se~ [I B ST | [ oy p— .
3 =k ‘|m
If- I
|
rext to format: line 1
Text to format: line 2

J éwmﬂﬁfaﬂﬁﬁqaﬁaﬁﬁﬁaf (Select)aﬁ@wmwmmtﬁﬂﬁtaﬂ%%m%ﬁm%wmﬁﬂm
F| A HIE ¥ TEIV] FEAd A W F8 W THRE W AR 2 015 ( Text) &1 haet va fowan @iud & & oy, 716 |
U aR foees ) R 5@ 991 & Bidie e 2 S 999 & & oY 39 W e e @i | weaun akads sad
ST IS W E AR B iy Spanomieass
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JUI FGEYUT foeReal Tl 3@ & [ofg I 4 3R I A1 AT TEE! W hiFed 9 W (e |

Bitstream Vera Serif

_Cancel | _tielp | Reset |

=@ 931 % sy urs (Text) &1 wive, Treawa (typeface) 3tk s fAfdte o< @@d 2| 99 & = a7 Ty % 310 =af+a wie
1 qataeiE () @ g 2|

(14 15 16 17 18 19 20 21 22 23 2

FTeoT wWeav fawedl & 3@ & fow wicie 31 9 "Paragraph"” &1 =@w ¢ @1 a=g 9ect(Object bar) ® sg=se
(Paragraph) se= = faees &%)

=9 431 § 3 RAE & aR # e Ffde w g 7
gaifes /weitera gferat == (Creating bulletted/ numbered lists)
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Auto Layout wis (Text) siea & g bullet @1 wifera o= 9= & o vah =72 g AfFford &< a1 Aieger &I &
Heiferd X1 e v s G @ Auto Layout @1 = &)

| $e9 v 2@ L€ ST +re a
po0cm M Gock ¥ Hfcor SIENEe7 ¥ QM

o B i — .

e R R R T R e A R R T R T L R T R L TR TR

+ 1%+ 20 - 11

Click to add title

TEE & 39 9199 R e o< fomd "Click to add an outline" fomar =11 2ere fo|, i =2 bulletted @r== ar 3nmed
mwmmﬁﬁmmmi gﬁzmwaﬁ%ﬁmwaaﬁ%ﬁq Shift + Enterzam|

" - S ey LR

*‘H*rl v e
O = —— = Imm !L_nm:- I__,Em:rz-.—_-l

r s LS.

i
> =
I =

S
F———

i ke b b o S

- 1

e Textl
e 'T'ext’Z2

Y T ol &t &=+ (Creating a new Outline Level ) — &oiiues (F1-91€) A "Tab" saW 1 s aR 29 39 &
TR Ui S TE1 TR W 25¢ B WA Enterdy A W s TR @it i 72 ufed s 2|

nne 21

g7

gaic (Bullet) & YR S@e=1
wide #14 Numbering/bullets =1 =@ &< a1 wara- g 9o W faea
ToIe Ielt bl T o Forg 38 W e it | OK R foreras a1

L IIIJ j -

|Brstream Vera Sc=j |3 W SR

el |

— K % Control..
i rorm...

,_:Lln N _JJ:'J:- ¢

pe LTI AEARTES

= TETST S s

NS IS e el ———

g

g ol I5¥fA s@a=1 (Changing the Slide Background ) wmes & gssyfs seom & forg wice ¥/ 3
"Page" &1 W & 3R fie gesifa (background) 29 @ waE @)
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TSR & ATATE THR AT 3l ot ad= e | OK R faeres ol

ew seg v Message "Background settings for all Pages?” & @1 U 8121 3FR 3T =8 o @t 9=t
R Background tarE w2 ar 3@ (Yes) i@ i anr=r (No) R e &<, 3R f&w Selected =gz (Slide) = &t

Background fe@mr=med &

Uhad AT
&t sfa =1 = = & o 59 3 & Wiwew (Graphics) &1 =7 &Y |

l‘ | 1 | -
5 o il B

F5 Speciol Character.

e Textl

o

e ™ Move Cursor frert 1T I T THIE | TAA 9IE of ol 9 B
TEER o e & forg, 39w e o 3R f@efie (Delete) zamd|

5 slide Transitions and Animations :
HE * Slide Transitions d
E ® Animation Effects i
| 34
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o= gEew ( Document) & afFford & & e &2 S &1 w9 & | Open W fdas &¢I 3R Preview

e waHa (Selected) &/ a1 3@ &1 Preview = 3R @@ w=m

: |
F oider TR0 2004, L1 3325

Eoider 1901/2004, 1251 02 |
Urophecs (pg) 423 K8 1S0L/2004. 10.2Z2 4L
Graphecs (gf) 2963 Bytes 160L/2004,10%520
g 1 102 Bytes L3CL/2004, L2 23 3]

Grophecs (g 9406 Bytes L&TL2004. LO X6 0%

10- + 11+ 12 + 13

GHAUT D q T B & -
geont (First Way )— wrss & % 9 va 3901 add <1 38 Ais % fag it W a

SR TATES IHIEl il IR 3R FEEE e

& forg &2 forares wega e 21
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gf=#e= we#oT ( Animations Transition )
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LA - 5
a1 nfera -4t (Open Office Calc)

aR=a
AT iha Gt Teh Gonl T ® SR 9 AiEaiaee® (Sun Microsystems) Zart S9/@T @1 71 U fha AEhiarhe

Hfthe & FAF 2| 39 Qihcad ol @ad w0 ¥ (freely) S5 3R 0@ fhar o 9ehar 21 A= sifha Calc =1 3w
foene rEwEse (Excel) & aar 21

rediie (Spreadsheet) @ g ?

TIIie v &RTa @rdn (paper ledger) @ &= 81 g8 = (columns) ik 9fF=al (rows) @ s=n e (Grid) 21 @@
T QAT ATTaRE & Toras B0 G # 3Ua I 9ohd B | Ueh 9 # daRe, §Eees S¢1 ik Formulas (wifiria s ) & 3en
B gha 8|

o= JAtfe| Cale 31€ &eA & =t (steps)

yfesar
1. foes =@ (Start)—-wwm (Programs)— open office Org 1.0.3, —»3ia= sitfea Calc (Open office calc)

L T T v v v T T v wvw

3= sitfea Cale (Srssite )&l 7o ad
Calc =i == R & femmr mn 21

y i o -
: Pilg EEEE SXC2 @@ [~ = §
| el .-_I., - R — ) R ..-I." - . - B "- = - .h I.; . w—r
= Tl =
= e

,'51._:" B ] -_:1- -:__ _L = I | T T s T | . :l':"“.q:

-_——

-+

LLILLLLLL
3

el 0

(Ll

Active Cel

“1038 4
FREEEERFEE

|

e rmioN N

Ef.__'"ﬁ —r—
5 Tl--_]-'llij]--i—-- :-1|l— il =

\:

Worksheets (Sheet tabs) IﬁTﬁhﬂIBﬂ'
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#g THER & 9= g« Calc #irege o« 21 function toolbar, 3warteEat i A= (Open), 73 (Save),
&t (Copy), ®e (Cut), 9=z (Paste) 3R 31 %1 9a= (access) @i 2| Aesae ¢aar (object toolbar)
v de ® foaw fafire svFn (Calculation) 3k wer Tgsaw (Cell formatting) =it 1 319 0T THaR
(CalculationToolbar) wR&! &1 39aRT &eam 2|

e &l a3 o, Instrument TeaR B o &4 Al 7ed (Tools) YoM FRar & off 89 SiSHic & ard ST o
FHhd Bl ThiA & A 3T =R aR (Status bar) i A" FEN T8 IR FH AGHEF AHERI UG FHl & foh 39
gaa 4 f&d 99 (Sheet) W o™ & @ 21 T &R (Status bar) o1 &t 3iett (Style) &t 1 =9ian 21 9F= A8
(mode) # weT W ek a2 39 TiT il ISR We ol 2|

3T FE 3 Aifed A o6 578 wiext A 307 9 @renl § 399 fShiee ®9 9 o @&rada (Worksheet) ; 3ie 1
(Sheet 1), 9ie 2 (Sheet 2), 3ic 3 (Sheet 3)1 78 ¥R R & S 9 SIc o8 A a9 11 81 T 4o (cell) A

Fiew (@S e - Vertical Reference), s 3R (A, B, ... Z Ffe) 3R g HA weA (&fa
wesi—Horizontal Reference) SR @ @€ 2( 1, 2, v 65,000 32 ) B 2 | 9 TR TIH Hel i g8cit
qferd o A 1 81 i 21

Uk a1 gearast (Document) s
gichar :

. w-arf R CTRL+Nz=aa |
2. A7aR# wrgd (File)—E Wediic wraga &

A0 N, BERGEB I BRQLAR

3. %as= ar (Function Bar) ¥ faee ¢ 3k 78 seew ' (New Document) 3k w9=9iie (Spreadsheet) &1 =g+

Exd
E{el K B |
gichan :
Tl T, BRI AR ool oot e

1. e aaH 3 TEEK o e 9ed §, 39 s &l

2. WH&R g Hi

3. @t-a€ w Enter &ait (Key) s ar o (Arrow) &l gamd|

=a= (selecting) @« (Cell)

&d & (Cell) o1 ==mA &1

1. A (Cell) oo o (fra e ma d=aFa 7))

&aad (Cell) @t g = (Ieewn: Al : GS5)

1. gz e (Cell) R e o fomait @ (e Al) 2 3R 1 A9 9o uahs Sifaw &8 9 @i
(Serewer: GS))

2. UEHI el dthe (B3N, SH! SISEHT 9K 9cl dTel Bl S|

geh wicH A1 A (Row) o1 o &
1. w9 (Column)ar afda (Row) & St ST 2 39 fordas el
9 i BT il giehal

1. o9 9 &l A9 g 9Ed § 39 9
2. @wi-aE W Deletewmst (Key)zaw F= @zt (Window ) fiears <
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3. 5@ box =1 319 g =ed & 39T 999 e |
4. OKegeaw fooas =<
wigel ot 9= (Open) 3R @9 (Save) &

wreet i 3 (Open), 79 (Save) st fufew (Printing) &3 9€ IR & fodt 51w & 2, Zaferdl 98 989 39 3R 9+
2|

BIzcl ol 39+ (Open) &= ot Tfchar

1. #sR (Menu Bar)s ss7 &2 -
weed #1—>3A9F (Open)

2. il THER | A HIEA ASHA 7, I ToFetah ol

3. T8I R 3= wget et ared (Open File Dialog Box) == feamdt @@m =it staes= (Dropdown ) &=t 2 (S dR g/
femmr @ 8 ), @ saEed (Directory )# Aaeht wigd ® o 319 39 (Open) &1 9red 7, 3961 999 &1

4. W ETEE 1 g9l Uhe BN, 9 o wige o6t 3 39 (Open) ST FEd € Wi W 99 foherdh e
Hizel ol 9d (Save) e &t Ffchar

1. ¥aR (Menu Bar)#® w« (File)—#a (Save) &t smw &il

2. foorer & 99 sge= &t o fof waemr e (Function Bar)# ffam 21

3. 3WR 39 Ygell 9K 49 & <& & af 94 sent ared (Save Dialog Box) wefsia zrm

4. TE G HISA T AW 12T Fie AR BIEel &l 949 T o (o7l T & 994 i |
5. 3R Y AN HEdA FI AEwEEe vaad (Microsoft Excel) wga & w@&q # @sorn 9ed @ of Save as Type
=t : Microsoft Excel 97/2000/XP % change =<1
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6. Torers ¢ da (Save)TeT |
&c (Cut), =gt (Copy), o< (Paste)

AT IR TR & & FA J49Hd cae W IS o aahd 8, o A&d (Copying), @en  (Cutting) gemr
(Deleting) 3k T@&qu (Formatting)!

@ (Cut) 317 s (Paste) : I8 ITERTHAT ol 99T ¢aee &l Ueh S&aasl | 41 fhdl 37 S&aes & & o

i AFANT <l B

1 39 cell =1 aga o foeH 98 THERI & fotes 319 el we arsd 8 |

2. femm i we (Cut)| g Feawa Ctrl+ X =i st - ®

3. oo & 39 9 & WEl W 3 wHaRt uee (Paste) e =ed 2

4. TEERAVE @ TR frew A - R Ctrl+ Vaar |

@il (Copy) iR e (Paste) : 98 ITNTHAT ol IaHT SaRe i Itdthe a9 &l SIafd SaT 2 3R 34

TAT TFE Tl [hal AR SETaS A A1 341 SFardel # W o ol STAfd <l 8|

1. Saad (Cell) = =a= &< [oaaht 319 FHerdl el 9ed 2|

2. farerr it (et ) BB aeAr w emER A W F - @ g Crol + Czam)

3. 39 e Dl g8l W& 9Bl W AT e 4 i a1 918d 2|

4. ToERA Y (Paste) B ser =) fems wan Ctrl + V zamd

(Undo) 7 &€ (Redo) s -

R A9 fFar o< @ 2 W aifod aRom =8 T @ @ 3 Undo se & &1 SWAFT o) dohd © Wl Ao HRars ol
3T R AT 3 | 36 w6 93 (Redo) Se 33 1 STENT 3@ TR F1 THad A B ol W 9 B

HRE /T S AT

boxes iz g1 &7 X F @ =R @ cell @1 wan 21 27 cells % &9 2a@e, 91 A1 WRA T91 & 9Fd B
Tediie &1 32 3 aa (Cell) & iR omn & 2

BRI &l giare ard
e Microsoft Excel o wren stk frs (=) @ Ara e ear s (e =b3 +b4)
o A (Cell) b3 o1& dewt & aoa awdfas A (e.g. 56) & IWANT & FFhd 2|

e Sum, Average S HaEH & ITART | IEW ‘=
A1+A2+A3+A4+AS5+A6+AT+A8+AY9” & swmm “= SUM (A1:A9)” &1 IwRT X |
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asad (Formatting)2dae

FrT sia (Open Office) & weawr v/ TR 3 3iiftha s=wam (Applications) ¥ 3T §; W& AIShETe e
(M.S. Office)! (Open Office Calc) 2o =l @=lud & & ol T & -

gichar :
1. TEar areey 31 (Format Menu) ¥ Sueer &l - 91 ol STaRT &1

Bivc /Bivc Bl IATHR deoAl

Five, OG- i Ueh Fell 21 Tive ol AR/ TEEE & ATHR STARTER! 2RT 92l off el 2|

1. Sada (Cell) = == o i@ 39 sgon aEd 2|
2. TEER ¥ ¥ 98d 39-339 W (Drop Down Arrow)
[Times NewFom 2| 112 3| 3 forerer o} | Whive Seei o ford 3R 3R Seoi- & ford TaX 319 13 AR &l fofereh &K |
ares (Bold), sefares (Italic), :aifesa (Underline)
giehar :

1. o &« o1 s =g (Format) & =med 8, 39! 99 i

2. attribute g | 3EEA W e FX 7 T T e F A@es (Bold), Rferw (Italic) s Wit wet &

IYART Bl 2
3. 3 T aa (Cell) wafa 2 o 38 giaen &l 9 & & o e & 92 W ot & |

w@&qur 9« (Formatting Cell)

w5t 9t (Merge Cell)

Merge Cell ¥ 319 Ue Fires =i shies & 94 o1 g 2|

gfckar :

1. ITER A hI g (OTEH B FUE Dl 99 A hi-ad el Aed 8 |

2. ¥ gear (Menu Toolbar)%wsq (Format)—sst  da—afReiue &1 oo &< |

3. S HTIH 41 Aol Bl A2 T8 AA A | AT YL FCHA | = ol IR o [oreteh e dlfich ol cord foreal
T T & 319 98 4 & 9 | 8 Wgl o

4. OK 5e7 R foras &2

wi-e W1 (Font Color)

gfckar :

1. Tor8 & &1 319 ST 9Ed § SaET 9dT Ee

2. TASRA BIC W TAR o foreres o, 3R 39 qde o1 Q19|

g (Background) @@

gfckar :

1. 39 U 1 G e (oT8 HATT TS dTed & |

2. THER ¥ Je5¥E Wiee | (Background color button) w foferes oh¢ it ot w@iE 1 @1 I

gifeir (Spelling)/=mesor (Grammer) @ Sir= &

AT STt ¥ T e & graen 21 R v 3 S e 2 39 A1 W1 ¥ Y@t R e, Atk e onre deT A
(on)®
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giehan :
1. T # @9 & TEER H 3R AW | 9% & A (On)/3w (Off) & =mEa 2
2. IR A AEA 3 I8 el U H W TEAES Dl dlich AT I8 GUR T G ol (et e §e dl Tar A

da we@on (Cell Alignment)
gfchar :

1. T5r9 o =t 3T geoET e ® S9E! 99T 6
2. e CoER & fdl o @@ (alignment) seea = = = = | w5t foae &) @ifes s @3 ™ S #

alignment @< 9% (312 9N, ¥cx, = a1 3ta (Justified))

2=t /%eX (Header/Footer)

TR /HEX T8 T VAl TGN & 9l 52 9o o SR (Fidera ) an =it (Footer) fear 3t 2 R fF Ts s sR dwi A 2 1 21
giekan :

1. ¥ ceEr 4 7&d (Format) -4 &1 a9 &1

2. e 39 W o |

3. o fa3 gefiia am, 3&% wex 3 (Footer on) = sifea o faeren o< |

4. =e= 'More' et st (Border)@n gsssfa (Background) s &t srafa aan 21

1
%5{ /'ﬂct ARG

1. uite (Edit)sea w fames o)) e e fdae an-

uf,u,.- Style: Default) k.
Al 70| 88| 8|
e e

Use the buttons to change the font or insert field commands such as date, time, etc.

Right Area

2. 39 & Fl [aeieh & W8l W AT THEHKI ST T1Ed 8

3. FCA &I ITART AT SAHEN &l Ale o fold T qdhd © (o1 I &) |
4. U1 et fa=t (Page Style Window ) diew & ferd OK = foeres &1
5. Mersmisma A s ol OK =R s & |

R /e &l ST

gichar :

1. e foera o wae9 3 (Format Menu) ® i e &< O.......
2. B /eI od R foreteh & |

3. B UIHe T IGH |

4. THC HIBCH & ol 5/ He d 'Yes' W o & |

o= St

3R AT T &l BIge Gt died & of 5 Tl ol 9o o -
gichar :

1 A I Y I 918 W@ el 39 R i e =red 2|
2. z=ae (Insert Menu) — wihaa (Graphics) —file fromw faees &% |
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@n /08 3¢ -

3. 39T & Al Wl W A9l w44 (save) B
4. TEES @ aFated (Insert) A & ol wgd & 7MW 399 foeiah

L petar ¥ Dhw 2 dhs 3 dhs 3 lw 3 ©Oks 3 ¥lhe 3 8k 30

gt Afea
U AT, U ¥ Fatod A8 Y geei il ST odl 8; T U9 dil ARYSIH Seo-T, 85X/ e el 3R
HIFS SireT Zeane |
ISt ARTSIH Ao+
gichar -
1. AR ¥ Format - page w faaess &1
2. “page” 39 W Tt F
3. JiRges AT Landscape (¥-399) Wfeat 9o w forea &
4. OKee = e &2
e Sl
& AIC TSI | aAlied scl ol UiaHiaed (visual representation) &war 21
gichar -
Fenl (cells) =t g+ f9== 3ma oné 3 e e ared 2
TAEE AL A I W e R
TROT | : FE1 g Toh T AT9eHT I1E Uk 1 3T A ST & SaR o a1 fohdt 3R 374 9iie &R
e R foes e
TROT 2 : Gl A 91 1 IEHR I
e W ot @l
O3 : A A AR & 39— THR I
Hee W o @l
TR 4 ; 9 A TR IS AL

10. Create e I foreter e

[ |
&

D, Ny o R B

43

(%] CamScanner


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

AT - 6
gexre ot aRea (Introduction to Internet)

ST 3T ATAH] 1 A 152 ACAD 2| TCEAT YA Aead &1 Aierd w9 21 g8 fale stwien Reew @ Al
FFYCA 1 998 7, Sl fohdll 99R HIEAH o8 Tollthid, a1 9T I else SaRT AT9E & oS &d 81 A 98 §Y FFIH UF - &
A9 A 1B | 3T 9@ 1o I - I P eX B89 3¢ & Tolg fohd TR &/ e B 1

svev-e @l slae (History of Internet ) awaa ¥ greic 9een Fil & forg 3= wiferal gr1 IwanT fovar s e
gaer a1 foraant 3uart U.S. & aren fasmn gr eran o, e aeen & =13 9enemi o1 93N U9 @i &l Al S+Id 6FeR U
Networking =t gemmn & favar e =i

T 1970 % Advance Research Project Agency St |2 fasint &1 U 31 o1, 38+ ARPAnet AW & Acaah &l IR
forar f5r 3ot 591 Tretrie & AW A W 21| e Ut § 38 AT 4 FEger e o

a1 1970 % & ARPAnet & 3o fasar Military fasmn & ara 3= faven & st o forn, w19 fafse= faafaaea @ s
FFIA1 g GRET A1eAl Sl el & Fo1g S0ehT START TeAT I[% (a1 1 61K - €I T8 1 & gl 7T

svcic @ aet (Advantages of the Internet) seic gum1 o1 9gd 731 WveR 81 g2 a3t fawal @ guen Sue=u
FIAI 2 AR 99K ¥R A Sl | o 38 access fnan 5 aedr 21

e Network

e g (Medium)

e =R (Marketplace)

e TruigsH wicw™ (Transaction Platform)
e ¥ &1 @| (Source of Information)

Zve-T |IET @ A 9
1) I=30
|9R, 991, ¥R, sharing, &ae

2) I
TAHTRENT, Yo &1 A9, V2R, TrSaaR, 91T 319

3) |

¢ TH IR fhect & 919 -

o N I-FA I A9 @A

o fooqul HewEE Wi W

gs arss ad (WWW)

59 ¥ T 9 E T geee 3t World Wide Web 24t v €1 aeq 21 Teiifes U F&l 21
TCTIC 98 93 Acad &l Aca® & | T IR 99K A aRdl wFged @l ol vk networks form
T 7, ! T = fored fafse vl w fua 7 ged te R @ 99 communicate &R 9@
1 World Wide Web@ar Web zadt @w =@l Usti &t =13l & et a1 81an 21 98 Seie

F1UEH AR 21 98 e A ga sl shaream distribute & & a3l 4 9 U 21
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2-#e (Concept of e-mail) Faegie afeiw (Electronic mailing), & e-mail, s@ asfda | = —
9 9 9T OIGT §, 98 999 Al 949N St o= arelt Internet service 21 3T e-mail # EEER & AN@JK
frdt ot =1 # Toa message S a1 I o) 9ahd 21 E-mail 98T Aftre Anita 2 @ 2 it _ //
HERTT A Sl Tl § 20 95d & &H o ol & 3R 399 postage & ¥ Jmasaehar J8l 81 Ud Je
I &1 GeTAdl € 319 HFe & Aol a1, I8 G e, W1 Ta 3 Al & mail ot T80 e ol 1 o 9ahd o | fondlt
Fiea &l mail %9 & fore s 9% e-mail address @it sravasar 2 2|

da aasi @1 & (Whatis Web Browser ) 98 STSSR &l 89 323 3 GUHI30 ol I it o folg TaRT el 2 | 3 SISl
T 9 &, S T99aeh Ol ohl 94N i & oY Ui &l 21 I8 ISl & RIS ohl 22T § 9eoia Ye ang s=1a1 2| afe 9
FFgel A SISoR e (Install) 78 2, T 319 39 U1 TEl 3@ T | AEHEIUE SeiT TR 950 Teiord SISoR 8 i
T fase JATwic T ffeew & A &1 =i 8t o 2| Android

I AT TS9N E - Safari Opera ,1.9%
<3 11.2% 5.0% / Other

: 3.5%

2. Hiotell BT Bied

3 E [ 1k 1 [k

4. T

gveiAe whaa & e (Types of Internet Access)
e d connectaq & di AR ol 2 -

1. =fEerdle seic a9 (Dedicated Internet Connection) Dedicated Internet Connection ¥ 39
Internet & 9cH&l €9 ¥ access & Id & K 39! fordt ISP & sasaenar =81 9=l Dedicated connection & g/

TS computer BRI AT & 91 Tl 81 A9l @Ear | dial up 78 & 93 o fd sl standard modem
connection & @ e gzar 81 Dedicated connection ® leased telephone line & wiexa =it # o= fonst

telephone company# rent ® foran s 21

2. S Y ZveAe dAaa= (Dial-up Internet Connection) 39 &E & #HasH &l
TART & & ol AueRl v [Hfg=a s@fer (hour per month) & f&w Internet Service %,
Provider & T=ctac a9 @Al U2l 8| 9 AT TeHe g @ded € of ISP 3maeht
veh CDwem e e fore®  software package, user name 3 uas g 21

3. §is dUS gveic &9 (Broadband Internet Connection) Broadband
connection & gRT ¥R A1 ¥ G941 high-capacity cable & gax ot = forad 2er &t
s dwenr & e o 9@ 21 Standard dial-up connections @ &t -&
narrowband st @& wmar 81 Broadband connection Internet & foiw v high-
speed permanent connection gar 81 39 &€ & computer & turn on & & 34t
e & T 3T TetHe 9 @Hae B Wi ® 3R turn off &= 9% connectedw@d 7

4. waed (Cables): A 9R B9 &, Wil Ush &P il T8 Fge 9 A1 31 f3ared o el -
HTE, AiEH e & A U W AT A 9lisd 8| A &l a4 & [olg - TER & el AR fhy |
Sj

T & | ISR & ol Finfoas dae, [Taeds U faed 3R BIEar 3iifes sacd|

Serviceson the web

=51 T (Newsgroups) Newsgroup Internet ® discussion group grar 21 3 fafs=t topic = discussion &%
¥ad &, fo=# recreational activities, scientific research, computer 3 social activities e g1 g fomr
subscription fee@ & newsgroup @I access FX A& & |
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@l 391 (Search Engine ) svetsie R faradt vt 4==@ (Informationis scattered on the Internet)

AT 1 THEETCA ST ¥ IR T & (o AA— oiedl o 1o Saaesn aaai ol 39 Net ® GOO le
FAETITE IS & HUSR | @it Hehret | fordt e Source &1 39aT @ wed Information &t 8
@Tﬂ ?FIT q+q qﬁ _E?HTI m .J.:__rj_”.

altavista

F.T.P. (®Ec TiE® Wicianidl ) %f; X

svatred Creed tam

THodtodlo FFIEY 1 U Software 2 3l Hise ol Ush et 8 T e W Ao &1 i ol 2| 68l Aeas e 3
IR & g &Fgel # wEd Ha- ot i Downloading @eam 8, 38 faudd & drea &+gex 9 Network
Computer @ wEs ol %o ot fohar Uploading ssamt 21

g -&™d (E-Commerce)

Business

> eCommerce [

E-Commerce 1 faaR =aaiides faeremdl ol SweAe & ATEaH 9 59T i & (o1l ol 3171 38 =9 Business %

B et Deals, EmeETas a3 & Talaa & o 2iar 2|
IS e-commerce & IHR &t Shopping & &9 W I&1 &, AW Udh Afdd X W 96 & & IR &t Shopping
g geail ¥ @@ Latest Technology & &1 3Tt 3ges 81 & 9l 2|
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A - 7

eTsiaar 3rvamE g Bl o 3sTa (Hands on Experience for Typing practice)
STEMGT & 31varE & forg 3T 319 fareres it wemaen @ e A &S ot Typing Tutors snm i e &< 3k Typing it
Training =t T &1 i &1 s & & fog st Keyboard # 2 & f=fofas s St smawas 2
at—-as (Keyboard) st aRe=
ai-a8 (Keyboard) = et & 1860 % C.L.Sholes zr farar wmn «n o &6t -3 &t Universal Keyboard & ==
| T 1 59 HI-91S A s TER & 94 Fl TR T3 & ofF - TeThHFIAR S — hiol I7FgUIH - Shiol, T - il | 37 dial &
AT T — AT AT & @l Al ST IR

| aji
al~a=n

« wvemmrzERa -a (Alphanumeric Keys): e s=wia -3 | @ e Letters Keys sikNumbering
Keys 3 21 it weran & &4 fondl ot 9 3§ 359 3t 2180 S 9ohd 2| i afe 3eRTa 123 21e9 &en & ot Letters
Keys st Numbering Keys &t @em@am & &0 I8 713 7159 X 9%hd 2|

eI - aia (Punctuation Keys) © z8& d=id &l -9 9§ @ 712 &hid oY 6 - T, F0dia, dohed e 3R
T T TR o foF - o =1 A Romenss o s ser =01 o= 3nfe s 2

e -aiw (Special Keys): @& s @i-98 § @ T W Fig B 9% a9 g3 9 9 Fi

S

& - ThaT - ol 29 - F1, Uoe - @, Sohedd - T, Ured - o, TH&T - o, Thediel - ahlal, I - Shiof, Sifele - &1 3fe 31 2|
TR AR F At TR I AFA T B

TraaE - aiw (Function Keys) : Function Keys # i@ gt fafs/= v&R & 909 5 9497 8ide o -

F1 fordt g § FE wd T oW ' Help 3t e B @ 9 39 w9 3@ Key & R U o A B

F2 | & wEa 3k ®iest &1 99 seoq & forw vam foean wmer 21

F3 Tq BEIH &1 JANT oW1 - AWl AFeaaR & ol 3ol - 3T Bl 81 oie - fameret & foe 3 Version
% Search Dialog Box == =& fow sufz

Fqa | HEA & TN e - el AIeCaR & oY et - et s 21 oe - OpenOffice.org Writer
# z@a Press &= ® Data Source #t v& Window open = st 21 28 Window =t & View
Tab = zm st Open == @& 7|

F5 | =@ voa= =1 wam Refresh & & forw wamr 2 21

F6 | HFIH T TART T - FAHT AR AR & oy et - et a2 21 v - OpenOffice.org Writer
% z9& g7 Menu Bar % 22 w@ File, Edit, Insert, Format, Table, Tools, Window &
Help =i deee @ @& 2|
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T8 HFIH 1 TANT e - AT Aedd & o 3o - 3ot s =1 wie - OpenOffice.org Writer
F7 |3 @ Press & w Spelling Check = @it v Window Open & ot 21

F8 | =@ %o &1 JaN JeR- A Q9eaa & folg AT - el e 2|

FO | =0 wFW &1 TGRT 3o - AT AR & oY 3l - AeHT Bl 7|

F10 | Menu Bar =i feamici(Active) s7 & forw @ se= =1 wam fovan smn 21 s@ - OpenOffice.org Writer
% za& g Menu Bar % @2 w File Tab & =% Option Open s s Show & &3

TH HFIE A TN HAT - HeRT AR & forg et - e eran =1 s - OpenOffice.org Writer 5
F11| = Press =t w Styles and Formatting =it Window Open & st 21

T HEIH T JANT AT - AT AR & fog e - s aan =1 o - OpenOffice.org Writer %
F12| = Press = w Bullets and Numbering =1 & Toolbar Show &= # ik 39
Document % Bullets and Numbering st =1 wmet

» Tab : za& = & ot vt & v Option & 3= Option ® o= & fow @ wam v smer 21 3k afe ==
Shift+Tab =1 v @ra wam & @t 85 3751 Option &= 3&Er 1t 5 @ehd 3|
* Print Screen/SysRq : =@t 9sar ¥ 30 Screen % weidia &4 ot =’ &6 &¥=aex st Memory % Copy &=
Hohd & 3R 39 915 39 77 fordt st vga % Paste sxaed 2
» Shift : zg@ @ Document ¥ forea w9 Temporary s # Capital Alphabet =i ferawr & forg fofan wiman 2 afe
Shift= s frdt Alphabet =t Press faear st @ ag Capital Alphabet # forar smam
» Ctrl : =8 vam &¥ex 3 ITANT fafs= T&R & &l & ford foran wian 21 o afe &9 Ctrl = &g Mouse Pointer =i
eI 9 U o (eI ThTEell ol doide oY aehd 8 | Zadt geEar 3 s fwar Application % @ @ # @ Ctrl = |
e B ATt Fefeikag Combination & s s & s ashd ©

Ctrl+A TS TANT ¥ 3T Uferaee & @ [tems it Jdae aR a@d B

Ctrl+B @S TANT F AT Ui & | [tems @t Bold &= &= 7

Ctrl+X @& TN | 39 Uasee & w1 [tems =t Cut == s&a 2

Ctrl+C @S AN A 39 Y & a1 ltems =t Copy & @& 2|

Ctrl+V T TN ¥ A9 UhaayE & @+ [tems & Paste &= &= Bl

Ctrl+U @& TANT ¥ AT Y & i [tems &t Underline &= s&a 2

Ctrl+l @& TANT ¥ AT RasheE & w1 Items =it Italic == @ 2

Ctrl+D 8& TN ¥ 3 giaees & @ [tems & = Double Underline @rm &= 21
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» Space Bar : sasr @ s ar @ ¥ Jfera 3Rl & o9k Rea = (Space) = & foe wantierar o =1
» BackSpace : a1 W@r 9/t 3R & 3R & e & fog s 2|

» Enter : zga wart v Paragraph w s & e ar Selected Program, File, Folder=i Run stk Open &=

o fore foran s 21

* Delete : za@ war ozt @aw & [ext =i Beiic & & fow @ Selected Program, File, Folder=i Delete

e & Torg T o 21

* Home : sgsrwa Document® Current Line & y=e1 % R & forg foran s 21

* Page Up :z@arwart Document s fiss Page w o= & forg fvan wiman 21

» Page Down : z@s w@rt Document # seret Page w= o= & forg foran wiman 21

* End : z@arwart Document® Current Line & i@ & o= & fore foran wiman 21

* Num Lock : za@ wam &t - 9 w @ifeqt s e Keypad 1 9T @@ e & af 39 fog
Num Lock Button off & 3t 3ma g=est waiT 781 & ¥ § 3R 3R AT &A1 918 & a4l 39
fore smaeri Num Lock Button =t on =z o=

e : B 3 Paragraph & sma s fiveres it 3uftafy ¥ ford el srr soe! 6 s srd 2 | A
ZHHT G Fed @
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