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[Introduction to Computer & Windows : Input/output Devices,
Memory, PORTs, Windows Explorer Menu, Managing Files & Folders,

Setup & Accessories, Formatting, Creating CD/DVD.] 1-126

Introduction of Computer

(Introduction of Computer)

FIee &1 sfag va fae™

(History & Development of Computer)
Free &t fadmang

(Characteristics of Computer)

FIRER & AT
(Applications of Computer)
PNl BT FoifEeur
(Classification of Computer)

e BTN
(Super Computer)

TR siag vd faem ¥ agwgl a2 @ =faaca
HIIER I SAEMYA Bt
(Basic Working of Computer)

HIEEN ASwEIS, BAFeR a9 §F 0

(Computer Motherboard, Connecter Bus & Ports)
e (Ports)

FIEe UNiesT & g

(Components of Computer Processing)
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fafi=r Competative Exams % Previous Year Questions

Input and Output Devices

BIYE 3Meeye @t FRMuTet (Working of Input-Output)
gge fearges (Input Devices)
3Meeye fearsw (Output Device)

Full Forms
&% 92 : Exam Booster
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fafi=r Competative Exams % Previous Year Questions

Introduction to Operating System

IR gieaa®  (Computer Hardware)

Freee digeaae  (Computer Software)

AiFeaee &1 goifeen (Classification of Software)
¥ o geevw (Character User Interface-CUI)
favSe &1 afesw (Introduction of Windows)
faveie gerwee (WINDOWS Explorer)

gelwitfest (Accessories)

erfqefesr fomen & wwafvaa sregract

(Glossary Related to Operating System)

220 0y 18 (Computer Languages)

SYEeT WiFed=® (Application Software)

giefare wiweaws (Utility Software)

EI2d 3 Eleee (Files and Folders)

1= SFeiesd (File Extension)

ATFeage & vdied &G99 re2Eet
(Software Related Terminolgy)
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(Memory : Definition and Introduction)
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[Word Processing & Presentations : Menu Bars, Managing Documents
& Presentations, Text Formatting, Table Manipulations, Slide Designs,

Animations, Page Layout, Printing.] 127-176

Word Processing (M.S. Word)

[a wafan (Tr.wm. 99)]
ATEEge enfew (Microsoft Office)
ATEdeTe as gvad (Microsoft Word Introduction)
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(Various Elements of Microsoft Word Window)
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Page Layout / I9 d3rmee

References / ¥@ewa

Mailings / afcoa

Review / e 24

View Tab / & 29

ATSHINTE 98 W WL e Be B
(Microsoft Word Related Shortcut Keys)
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Presentation Software (MS Power Point)
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%  Slide Show Tab / TATSE S 29

< Review Tab / W v

< View Tab / g 9

<  Short Cut Keys / Siicee &t
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[Spread Sheets : Excel Menu Bar, Entering Data, Basic Formula &
Presentations, Text Formatting, Navigating, Charts, Page Setup,
Printing, Spread Sheets for Accounting] 177-209
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[Working with Internet and e-mail : Web Browsing &
Searching, Downloading & Uploading, Managing
an E-mail Account, e-Banking]

Working with Internet and E-mails

[afdn fao deme w 3-u]

< grr w=R (Data Communication)

d=a® (Network)

gevae (Internet)

¥ S99 (Search Engine)

SR9 A9 f8eew (Domain Name System (DNS))
eng.ul. 8w (Internet Protocol (IP) Address)
engweng Ared (OSI Model)

g-Td E-Mail (Electronic Mail)

TRAdIEd ga emaifeds (Downloading and Uploading)
g-dfesr (E-Banking)

a=ed (Virus)

ead Ga gevae ¥ ugwd Agwaqyl et

Important terms used in Network and Internet
Full Forms
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wrEaT—GUI &1 IU €9 Graphical User Interface
21 GUI vgfd Ir Thueeft € ifh GUI 3tfesiae S—
Tfthehet fosi=e¥ ™, Icon, Cursor, Toolbar T w2 3TfE
T T Fleh ISR o1 hUTUSH I STH FFET FM use
I ¥ H Tehar g | Input device ARH GUI W
i 2|

128.77.78.92-2010 H TATETHTR ATWH ....o....... b |

Torerar 23—

(A) T 3 —> TARIH T

(B) 3% 3§ —> fote W

(C) U A-3MMZ2 3T —> UST IHAVE TY

(D) IS A-313 a8 —> offv e [C]

T U1 % background # g g ST Wdfld gH
Tt TR IT FAST AT FEATT 2 |
J8—Watermark o &9 # fIfS=1 shif<nt Geom Aied &
QN Page & o T30S H HEAH AT HrR T T Sd &
qfeh RIS Copy:IT‘OBIHa%I

Water Mark =T 91—
Page Layout > Page Page Background group
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(A) 3 st TR (B) ¥ =l faetes
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EIT—MS Excel § T 9 &iam &1 Yfdsaed
(Intersection) g %1 T a1 T &1 1A Row &
Column &1 TTH ¥ FHEATT 2|

T (Cell) rehviie 6 Tadl BT gahTs 8 STl el TaX
fopa < Teka 21

U &I THIA TRITH 1 Hed dea (Basic Building
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(A) Bold (B) Superscript

(C) Regular (D) Italics [B]
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(A) SMTP (B) FTP
(C) TCP/IP (D) HTTP [A]
AT E-mail ¥SH 87 397q 3-5d 9 § SMTP
(Fooet At ZrEwt Wiciehiel) TG BT 2l

Email (Electronic Mail) & ®&s¢l W a1a Protocol
TR E—

SMTP—SMTP WRRhid 1 g0 &4 Simple Mail
Transfer Protocol BT 81 I8 TCP/IP umid

Application Layer Protocol ®]
POP3—POP & q0i 19 Post Office Protocol BT

(A) &, (B) uieH

(C) arqifan fwen (D) Ta.wm. Affea [C]
=EAT—OS (Operating System) Teh Rieen @Ry
2, ST ST fireen o wued I ol Teford vd et
(Operate & Control) T 3 |

srTfenT feen @ & fo & @ifd eTawe e
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o forer T 3 —
(A) =97 + 45 (B) = C8 x Bl
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HEAT—M.S. Excel # Y% Formula s EIATd =
% g & @1y St ® Ad: 97+ 45 Terd alis 4 vl
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(C) T fssided (D) wHed hig - [B]
SHTEAT—MS-Power Point ISi=e¥H | STal Teh & 3Tfeh
TATEE Bl @ o 370 ek famiw yatma (Effect) ora fea
ST 8 S 98 ST § 5 Uk Tenee wen 8w g SR
T TATSE 3N W R AU TWAES T N | g

B T8 Ueh WIS Taiohicd & Toreht 39aT TCP/IP e
W file It Tt @ E-mail Id &4 & foIQ <iehed $-
U HFe?R TS g T S 2|

Te—POP3 &1 S&ddTd SMTP & @1 91 38k T off
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128. WX T g2 A & foTu o Sl 32—

T 8, TE TATE & ZSITH Shae Fheard 2| 38k g
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127.09.TH. T § T8 TS WIEA 1 BIge TFASIH
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AT File 31 extension file 3T YR S &g ardl
21 Microsoft T il WIS o1 TROTH .xls T .xIsx
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B 2
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HTET—RAM T @M Data a1 Content TieR TwATS
&g B4 § 2 8 I @ $EfT $9 AT S wed

21 RAM ¥ 1 99 TAT © a1 T AT TR &
e | el Ior foheft Weefioher W sl ot ® ol 39
T 3TEATE T U 3H TeeAThyH 1 ST RAM H Trafe
% fofu TR & 7 |
RAM & Random Access Memory gl STl 2|

129 |THIA: Swete § T8 U1. TSH T |ISH BraT 8—
(A) 24 foae (B) 64 fore
(C) 32 fore (D) 16 fore [C]
=rEa—IP &1 U &9 Internet Protocol 2T g1 IP
TgH 1 TAM e e demmged T devices @i
identify foFam ST 81 g WIERRIA UZE TIURC
3R % FG H TG T, TH WIEBH AT FFK TAF
feamsm ¥q remT-3Tem BT 2|
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e fafste ugwr™ (Unique Identity) J&M T 21
TSt TgH % HieEm A g Aedsh ° fearsa 1 St -
CRURCDIES IR
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130.WWW @i shed §—
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(C) Web Wide World (D) Web With World [A]
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+) Introduction to HTML

+/ What is HTML 7
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[Introduction to Computer & Windows : Input/output Devices, Memory, PORTs, Windows Explorer

Menu, Managing Files & Folders, Setup & Accessories, Formatting, Creating CD/DVD.]

ar)] A %)
a

(Introduction of Computer)
FHRIA (Computer) 68 i IcaT AT 9THT o hewge’ (Compute) T fed WNT & “&hregea?’ (Computare) 163

T g B | TG S Yeal T FERY T A1 I e F R

Computer &1 INfedsh 7 “TUAT & arert 2|

Output Devices

Monitor

Speaker

Keyboard

Input Devices

FF il et § E0TeR A Uftehoteh YT STfieRfoTS
e ST 2 | 3 At T H T 0T B F R
FFE (Computer) T 9 H TUET A dTell T=ferd
Tl T R, S ISR g U T gge A e W
TOETE ST ST 21

PR H TUHT A I SHAT o H1Y ATMhek TMiad Td HAR
(RRS) =l =l

faeg BRI AR laa (World Computer Literacy Day)

/7
0.0

forva wrger wreran oo yo% 9y 2 fgwws & 7

ST 2 | 39 foaw i oot 2 faawer 2001 § )

718 feaw (fefsteet @reman) Digital Literacy W@ Computer
Skills (TPl <hIvTeT) I SQET &1 =g FHRIT ST 2 |
IR TR i fefree aemar (Digital Literacy) ot
el AT 2

(History & Development of Computer)

JAUH § TH FEI HI AYHF TWEI YGH FH |
Frfaiaa fearsai o #=iA1 o1 S@mT foRan T oa—




Input and Output Devices

[Wwarwﬁmﬂm

User (S&TeT)

D2 UU

(Worklng of Input Output)
Freper fieen it wRyUMEt IPO (Input-Process-Output) % faga w &/ wtdft 21

2 9 frdw Input | 19 fdw qRor ST [ Qutput gforH
User (@W)—W> Devices [wie (a1 (€210 — | — User (SieT)
T

Fig. : Computer Input-Output Process

e -THH-3T3YE I FHRTUMEA H IR FFR 1 TTIE
AT B | HEE TS HI THH Hh IS Hl HATSYE 3T 2 |
IPO =t o= =0T (Steps) Input, Process, Output ¥
e T R

$YC UF 3T13eYe feamsd User Td Computer H F9eh T1fUa
FH Tg T B 3

$elYc Isdigdst (Input Devices)

Computer Tt Machine 8, St A& sl 9781 st T w9z
2, 9% T 9191 (Machine Language) a1 Binary
Language %1 & el 8| S User Hrae & e,
AT wa few (Data, Information & Instruction) B IECiDf
amyr 319fq High Level Language ® 31 ® |
Computer I 319 4T S ¥ Il AT HT9T & ST T
fideTt ®1 Machine Language 31 Binary Language #
TG AT ¢ |
3 Device St User gRT W 98T a1 High Level
Languageﬁﬁqmwﬁﬁé‘%ﬁaﬁwaﬁm
A 9T (Machine Language 31 Binary Language) ®
Fed ®, $19¢ feamsd (Input Device) FETd © |
d Device e /1 Data & 31ge (Instruction) FFREX
T Enter fhu 94 g, Input Device FEA 7 |
T | féw zrer 9 fHew
LIEERKCIE] HIS T AT
Fig. : Input Device Working
Input Device 3 feamsd id & St STeT U9 37gew ol TWHR
L 35 TS AT A F9 H Convert T FFF 6 FAM
T ARH ST 2 |
foreft off FTget | Input TR ST aTeT STeT TR (Text),
a13g (Sound), & (Picture) wa fafeat (Video) omfg
Format H 2 GehaT 2 |

Input
Devices

EPR U

/
0.0

FX H Input ¥ &I §1 § YgFd oW Il fearsa
freafataa ?—Key-Board, Mouse, Scanner,
Trackball, Joystick, Lightpen, Styles, Touch screen,
Touchpad, Digital Camera, Video Camera, Web
Camera, Digitizer, Biometric Sensor Machine,
Microphone, Voice or Speech Recognition System,
Kimball Tag Reader, BCR, MICR, OMR, OCR,
SCR, QR Reader etc.

&t-a18 (Keyboard)
F-aE (Keyboard) #FJg@ # Data Entry &g Tl
T B aTeft e feams R
HI-1E &1 IR 1868 H FRTeiwy e died
(Christopher Lathom sholes) /0 f=m mam)|
FH-ad w1 wufuw 3Age fearg@ (Primary Input
Device) a7 S T TULE A9 Teamsa war Smar 2|
FI-dI€ Typewriter % @& CUI (Character User
Interface) % TgId W F1 L 2|
#H1-a1E bt CPU & PS2 (Plug Station 2) port 3 FRI SiIeT
STTaT 2 |
IATRA hi-ae &1 USB (Universal Serial Bus) I
g oft et & Srgr S |
AT H TgF & | Wireless Keyboard # Radio Waves
1 JIT feRam ST R |
el Jaferd keyboard B Buttons i ST ATHT=IGT
104 2rt 8, foheq keyboard T HaHI il IUCTSHAT o STER
W &2 108 off Bid 8 | 1wiq FI-aE # Buttons sl T&AT
farm-far &1 wadt 21
Keyboard % 3ueisdl siei (keys) I FHTFER ST a1 2—
Numeric Keys <~ Alphabet Keys
Function Keys < Editing Keys
Control Keys < Alphanumeric Keys
Toggle Keys < Navigation Keys
Combination/ Modifier Keys

e



===|]unior Accountant wfaawft aftem e Basics of Computer||
SSC, Bank, Railway @d 3te<r ufa=iefl udgnsii af go a1¢ ues

1. wre ® fdaes guew foen & w9 4 fafafRaa o (B) W 3R €flg (RAM and CPU)

Teraemt = femam SmaT 32— [SSC CGL 2014] (C) w 3R "dfly (ROM and CPU)
(A) M (B) ATt (D) €y 3R grEfew® (CPU and Hard Disk)
(C) $fitm (D) U= 12. e STEER SHITHT ST STeT St IS o 181 BiaT & ad 378
2. HURg FATeh Y TiE ATHTEA: e i AT 3— el W@ S §? [PNB Clerk 2009]
’ [NIACL Assistant 2015, TA 2008] INRCR L i B) a¥veh AH
(A) Wg; I (B) ﬁﬁg;riﬁﬁ?; ? | EC)) fewr au ED)) ST T
(C) s (D) 13. Frefofea # wen TFETeETEe FH @ a7
3. 9% TRITH S FEA & OHH WA # 3 |8 ROM [DSSSB TGT-CS 2017]
U TR ToRAT STAT 8, FEATAT 8— [NIACL Assistant 2015 (A) ROM (B) VLSI
(A) TERR (B) ROM == (C) LSI (D) RAM
(C) aiFeaat (D) ®HIT 14. SATA 1 ATeqd 83— [HTET PGT-CS 2019
4. 9 @RS fEaTea WY uia Sifh B 9 & A oft ST (A) HifteTer Tfeed Terisl THETe
<TET I T0 T@aT 2,........ HEATAT — (B) et uemmiften Sofieh TRidTe=
. [NIACL Assistant 2015] (C) HifteTa Tgaree oIS Teume
(A) fomiftme @i (B) SR TR (D) fiver wffea e e
(C) Fi-feegfaea Wit (D) 7 afciersd &t 15. freaforas & & wiTeT/HR For T 27
5. Tafeiaa @ @ w=@ @1s wrg areft ﬁ"[’gg zﬁf"t‘lffzo%l; (A) RAM @1 ROM diciersd BURT B1[KVS PGT-CS 2018]
(A) Yemse (B) AT (B) ROM, PROM @1 EPROM HfA-dlciersad #r 21
(C) RAM a1 SEAfH®: RAM @9 2|
(€) TR (D) etetee fem vt B iz ez i 2
6. ToTehr & 30 HUUZ F FAT FEA & A W T qEA (D) (RAM) s T2 !
frerte for wrn @ of R st wtaet ot foren Eaizggzgi %Eg:::((g
TehdT 87 [RBI Grade B 2013] NI . .
(A) 3t Bl (B) et T2 16. = o & =t Valid Access Methog:fi&%io s
(C) Fa frs. (D) 3@ ™ . (A) feifiere T (B) wger T
7. Frafefaa & 9 fra an = ufa a%e =3 a5t =@ (C) TRRTe THE (D) 3290 faaaifma wwm
Telrepa e =TRe? ISSC LDC 2015 17, fipm AuHt ¥ Reteh woht T W 30% Feewe 3T W@
(A) EPROM (B) ROM %— [Group Instructor 2012]
(C) Static RAM (D) Dynamic RAM (A) RAM (B) EPROM
8. TH WM 12 A, =™ I Tohel 8 o] Tevar i (C) ROM (D) PROM
AT Bt 8— [Group Instructor 2012, Raj. IA 20111 18, re ® IqamT & foru 221 iR s =t arwn fove
(A) 25 GB (B) 50 GB o
(C) 100 -,S];-f\ - TSQ[)) .128 C—;—;Sﬁ ?Zé%t%qz%? B) av_‘fu%c'd'o cem
9. CD ehdH — . SO
= B e [Group Instructor 2012] (C) 3:'33 ?ﬁﬁz (D) W aflz
(A)100  (B)99  (C)101  (D)98 19. AR Y gehTzal 3 He # FrfeRaa § & wwen w@
10. HDTV =1 ‘{'ﬁ T 3— [Group Instructor 2012] 27 [RIICO Stenograopher 2021]
(A) High Density Television (A) GB>MB>KB>TB (B) TB>GB>MB>KB
% gigh DBﬁniti%ml Television (C) TB>MB>GB>KB (D) MB>GB>TB>KB
cavy Duty lelevision 20. FEEE ® T T OTT =T 87
(D) None of these L [RIICO Junior Assistant 2021]
11. &9 AUt foRaoh We SO Rt hTH STl B—[AEN 2018] (A) 38 7. (B) Thmemse
(A) W 3 ™ (RAM and ROM) (C) w32 (D) e

ST
[ 1.(B) 2.(A) 3.(D) 4.(D) 5.(A) 6.(C) 7.(D) 8.(A) 9.(B) 10.(B)
l 11.(B) 12.(A) 13.(A) 14.(C) 15.(B) 16.(B) 17.(A) 18.(A) 19.(B) 20.(C)




[Word Processing & Presentations :

127

UNIT-IP
Menu Bars, Managing Documents & Presentations,

Text Formatting, Table Manipulations, Slide Designs, Animations, Page Layout, Printing.]

Word Processing (M.S. Word)
[aS mafan (ou.wm. 99)]

/7
0.0

/7
0.0

e

S

53

%

7
0.0

0’0

M.S. Office & g A1 Microsoft Office 2|
Microsoft Office T Application Software (:ﬂgﬂﬁﬂ
GleaRR) 7, S ATShIATEE 91 FRI -1 741
urgshE@e (Microsoft) T AieaR S arell & 2,
Foraehl T 4 2rfet 1975 i foret Tied 9 utet Uer 3 A
HIghIETTE 1 JEATTH - (g0, STirTed (sraRent) | 7
HIgEhIEE ATHT 1 MS Office st gl ST 7 |
Microsoft Office &1 Office Suit 3fi =& ST 2|
Microsoft Office %1 Tga asH MAC OS & g 1989
o s T
19 Fav=r, 1990 ' Microsoft g Windows Operating
Systemé%%mm Microsoft Office 1.0 S5 s/ 71|
Microsoft Office & Microsoft Office 4.0, 4.3, 1995,
1997, 2000, 2003, 2007, 2010, 2013, 2016, 2019 =7fg
I ATSHETTE T ST ST ok o
AEFHETE HATMhE o THF U fos etifre, T
v AR, THem StiTRe, oTiu= STifRd, STHet STiTwd,
i erifRE o 21
HIgshIEe AT 2021 MS Office =T Teflaan awiq 2|
STSIhe] U138 %, 3118 i 37 7 «ft MS  Office WPS
Office % M ¥ 3IUctsd 81 WPS & Ui 9 Writer,
Presentation, Spreadsheet 2|
HISHMITE AT 1 TN AT T HEed a1 T
amfe § fopam Smar 21
Microsoft Office qea &4 ¥ 9 T AT e
TR B §—
1. Microsoft Word - Text STeRH= 1M g
ST FHEET AT TR A § 9 foee 7l
2. Microsoft Excel - Tﬁﬁﬁ'ﬂ@ﬂﬁ@ﬂﬁﬂﬁ&ﬁ%@l
I FEAAT | T -/ I3 T TIawor &<t
FH Tl
3. Microsoft Power Point - TS SHTER TSy H o |
Sa—frdt safaa/wud & 221, fFar-sam

Tfafafert, IuafstRi anfe i TME TF TSFIH o FR
T w0 ¥ )

4. Microsoft Access - Data Base UeTehyTd s &g
Uk AT /T T 1 A o1l At 1
foraor TE ¥ U W T Y STEveehdr gl 8, S
JATRST o ST T 1 ik ST i B (FATE)
H ‘é@, B %‘g JIFd MS-Access Th G BASH
TR 2

e -

1. WgmhETe AfR § TgF I DE-Be UteTehy
AT e ®9 ¥ Office Assistant HEA ¢ |

2. e Us MS Office T UHT T&IhIH © Sl 9 page
T % W AT B

Microsoft Office # 3= U™ Microsoft Office Tools,

One Notes, Info Path Designer, InfoPath filler, Outlook,

Share Point Workspace 31fg 2|

qle:—3-Uel Fellge |l o T TH.TH. AR

(MS-Outlook) +ff wa.w@.31ifhd &1 9T 3| 380 IR &S

AN E-mail account %1 Uek € 1T A0 g § ot

TSR & @I Tkl 2

- HIPZIL O U )

(Microsoft Word Introduction)

I WBER (Word Processor)—de THEX T U@ Tme /
TIPSR & S 9 I1 Yieal W W8E 1 13 T 2|

I THEE & ek T / GiFesk Word Star, MS Word,
Word Perfect , Soft Word , Akshar 3Tfe €|

JAE # Faifees Uged 9 TEER TH.UE. I (M.S.
Word) 8, Fifeh € TR, &R e THE § 7 Giaemd g
Microsoft word Tsh o€ TIHET YHR T TTeA [hITd
ATFEA 2|

Microsoft word HTSHETR HAMEH 1 Tk o= THETET
T ?, et adiFan asi= 2019 ®1 ST Windows
Operating System &g 24 f&rawsir, 2018 1 Launch feran
T |



Presentation Software (MS Power Point)

[T WIFEaaR (TH.TH. ITeR 41ge) |

=
Toolbar Tabs Title bar

7
AENH9-0): - = i
Kn?j \H9-0)+ Microsoft Ribbon
~ Home Insert Design Animations Slide Show Review View MathType Universal Document Converter @
j % = Layout - RNBIE ’g‘llﬁ ENNOOO DLEI O shape Fil 44 Find
— B Reset —

£ AL LY O W' L7 Shape Outline - || 5, Replace -
Paste New AV = = Arrange Quick
- J || slide~ % Delete B2 1 ke & - Aac][A ]| (== (22 L IRCAR R S el ;%\e; ) Shape Effects [g Select ~
Clipboard 1= Slides Font . Paragraph . Drawing | Fditing

PSlides \Lgﬂiug x

Qutline slide
tabs

| gy
JUNIOR ACCOUNTANT S

Click to add subtitle

‘ Clickto add notes

Slide1 of 1 | “Office Theme™ | English {India) |
— e e

Fig. : Microsoft Power Point Window

7
0.0

X3

AS

X3

AS

< HIgHIEMTE 9Tt Ui Microsoft Office Package ST SIHT
2, Sl ATIShIET®e HEal & I SHE T
HTZhHIETE 9Tt Uig-¢ Presentation ST o1 Teh UGHA TR
AT 2

HISHIGTTE UTeR dig=e qUT TISIer UTtherd TIITH R
TIEHITTE Ylal Gig< 1 T HATUE ‘Powerpnt’ BT 2
HTSHITTHE Yla UTg=C ol WISl WIHE /TaISIE .ppt/.pptx
e 2

HIShETe Tt dise H 4 aTell HI5d sl TR
(Presentation) gl STl 2

Presentation File 1 PPT +ft g1 Srar 2|

Uiat Uiz ¥ 18 T WIEA &1 By Default I8

Presentationl BT 2|

UTeR UT3e T # Yedsh I8 (Page) I E1ee (Slide) Fa
STTaT 21

&1l (Presentation) CEE TA13sH (Slides) T e
1 BT 2

foreft oot forwr R e <t |t TSR I U wIEd
H T ST 7, S8 Teqetenton wiget (Presentation File)
SIS GRS

9ieR dfs< § By Default T@TgE RUey Landscape
e 2|

Presentation H T3 T8 @i+ & foIu 711 ®e ‘gﬁﬁ
Ctrl+M =1 J30T foam S 21



UNIT-IIP
[Spread Sheets : Excel Menu Bar, Entering Data, Basic Formula & Presentations, Text
Formatting, Navigating, Charts, Page Setup, Printing, Spread Sheets for Accounting]

Spread Sheet Software (MS-Excel)
[Euesfie AT (Ecr . QEF@T'I)]

X ﬂﬁﬁﬁw QEFQFT Microsoft Office Package =1 Us 9T ® AT T Th Wﬁ%‘ Spreadsheet Program 2|
< TeIfie U™ 1 IUF Tifeaeh! (Statistical) ST & favawor #, wfordia ToFmeT (Mathematical Calculations) H, <2
TAH H, TRfEn Fehefie fmin °, fodfl dm- &1 fehie W =g foRan Sman 21

| Quick Access Tool Bar

l Title Bar

Ribbon Tab - Home Insert Pagelayout Formulas Data Review View Developer Team Q_)' - B8 X
== ¥ | calibri =131 | =% | General - Al E- a7~
ool o } s Y (P TS IR 3 A
v E-A] (EER) |[wE YT e
Clipbo... ™ Font i Alignment F Number ™ Editing
Name Box Al v I ] [¥
A B E D E E G H
Active Cell 1
2
3 Formula Bar
4
5 =
5 =
8
9
10
11
12
13
14
15 ,
M 4 » M| Sheetl - Sheet2 - Sheet3 ~¥J | m &
Ready | ] £ 0 T200%u s

Fig. : MS Excel Window

% T gereRSI ek TISIME T (Electronic Spreadsheet <  TFEW HEA & Hite A1 Ty (Extension) .xls/.xIsx
Programme) Visicalc 2 | BT 7

< MS Excel @ifEadh! T0HT & U6 Chart sAR k@i g * MS Excel 2010 " Template File %1 TFIH xItx A1 |
<IeT i foeeiv i, S1e U GeAiel i efed i 7 TFA H @ FAUS (Run command of Excel) Excel/
T AT 2 Excel.exe BT g1

% MS Excel & T § Accounts related &/ a2 sgi-agt TR Sl H(q,* IS I °'°;"3°h (Workbook) =T STt d
T S ST @ ST wd ¥ MS Excel # By Default Sheet &1 91 Sheet 1 i 8 |

% Excel & gqM 3T ot 3% el Tum™ 98- Lotus 1-2- > MS Excel # Ta0el Gehfic &1 98 %7 & &7 | character
3, Libra Office, Google Sheets, I Work Numbers, Lotus oS 3R erferes @ arfarek 31 =Tl (Characters) %1 &
Symphony, VisiCalc 27 2 | gl 2 |

DS

B

¢

K/

A

3

A

DS



UNIT-1IV’
[Working with Internet and e-mail :

Web Browsing & Searching,

Downloading & Uploading, Managing an E-mail Account, e-Banking]

Working with Internet and E-mails

EIEURED] 32'@2 Ud 3-0d]

SICT ¥R (Data Communlcatlon)

< T AT TH Y Al R vd i yehr o 2fifet o sfia

SAThS! =l USHT I T HAT STET TR FHaATT 2 |

% g1 =R (Data Communication) Uet Sfskan s g
T FF § ST YA U R g et deh gt
3| TRT §OR e 2

Sender ——| Message |—  Receiver
(Source) E— (Destination)

o=« zrer 'Ew
& 2 FRHRYH | Tl i faeed % g Uk wH ¥ g
TIH qe TEAET S 2
T AT TTeT USH aTeT st a1 fearsd Sender FEamdn © |
AT AT T U A e Afad A1 fearsd Receiver
FHEA 2 |

31eT YR A1 (Data Communication Channel)

1. fauerem =9a (Simplex Channel)—U&T §=R o foad
ST 1 JaT8 el Ueh & {3 ¥ 2iar @ | Se—efifeasH,
e amfe

Sender

*

7
.0

3

S

Receiver

Fig. : Simplex Data Communication
2. T® g@wg’aw l()Half Duplex Channel)—3dT T=R
o e grer 1 yare a1 <M femett & € }, weq R
aua H Fad Tk € feem | g ® | Se—athi-erh

Sender

Receiver

Sender

Receiver

Fig. : Half Duplex Data Communication

3. %ot geetad o9 (Full Duplex Channel)—38H €21 %1
YaTE a1 TSN § U |1y BT © | Se—dfifeat ishtem

Receiver

Sender

Fig. : Full Duplex Data Communication

Are—Full Duplex Communication System ¥ T & @0
# g fewmedt # grer yaTE B R |
fafS=st "®R & Communication AT

Scc¥ (Bluetooth)
< =g B T I TR FRIHRIH SIS §, Sl AlaTse

T, T S %?ﬂsﬁsr %1 22T AT F1IE h AR qloh
T A9 H Irgufa @ )

< Bluetooth T 2.4 GHz sg & it %™ & e PAN
(T8 i Jeadh) 21

< MP3, <R, Hiasd, Ui feared, wbae srege
a7fe @ Bluetooth =T Y& BT R |

< 98 Transceiver WISHITId W 3MUMNG & do e forega
@ud T B |

ars-%T8 (Wi-Fi)

< Wi-Fis qui am arareia fReferét (Wireless Fidelity) ® |

% Wi-Fi T 9" wilehet THET d2aeh ¢ St [EEE A
T R |

% I8 A deohries 7, fSees Aeem @ Hiftq & | dienge, TdwH,
3, SERI IR AU § e AT ar & (Wireless)
FAF HLUMA B |

% Wi-Fi o1 $dTel &3 o foft s91 7T HotSpot i Range
20 Hie (66 HI) Tt B |

% Wi-Fi &1 amfashR John O’ Sullivan 37T John Deane 3
T 1991 # o |

< I UET Alhel TRAT Aedes & st UHF qen SHF et sie o
YA HAT R |

@r3-%18 (Li-Fi )

<% Li-Fi AT8-%1$ &1 g0 4 wrse fheferdt (Light Fidelity)
? | 3T AR Ufeen forvafaremerd 3 e 3les 8 3
2011 ¥ T | % aT$-1E 1 T8 & Th arEierd ded it
gfaen ], Af Li-Fi % mresm & Wi-Fi il ga1 8 100 AT
ISt @ Data transfer foram STaT ® |
Fte:—39H Data transfer fafsere @irge wegfaese™ (VLC) &
FWI BT ® G Data transfer 8 LED sesl 3T SR foham
SR |

I FlaaA smeefefbderet (RFID)

% RFID | U forsIy Yeh 1 211 el 2, foram seiareiteh STehr
B2 |

GPS—Global Positioning System

< I8 Al ey deege fren 7, S1ulq Sue W smenfa
vt Sferiom vt ®, fowe yem el oft st e/
T T ARy TaT FH g BT 2 |




Unit-IV :: Working with Internet and e-mail\l:: 247

61. e W T AVE T oifug Wy B, & o 71, ues fesfeat geamer — [Patwar Mains 2015]
¥ AT -TIaR UHET0T THEerar — (A) T foe s@en, sit for arust 1 am 8
[Junior A(cjcountant-2016] (B) = ISF I = fsre yemm
A) OTP B) Passwor - o
EC)) Captcha ED% Bar Code (C) T s e R ( Fl F ),
62. HTTP & arcud g— [Junior Accountant-2016] St foh Sheet T SR ST R
(A) Hyper Text Transfer Protocol (D) T Y9 1 T Gfsd ewdiern
(B) Hyper Tool Transfer Process 72. Wi-Fi &1 foar w9 8— [Patwar Pre-2015]
(C) Hyper Text Tran;ferPProcesls (A) TS T (B) Il it
(D) High Text Transfer Protoco
o SR TE 82 (C) aree Hidiferdh (D) Iwfaa sf
63. = A o o [Ju::?ic(})r /?\.ccountant-2016] 73. ATk W wHwAvIA "fed gaT g— [Patwar Pre-2015]
(A) TR THIRR (B) el SERHFE (A) o foreem 2fifae gar 7|
(C) T %M (D) T (B) & @ AT % o FawH e B 2 |
64. 3-afmT & ded W OTP T ATc0d 3— (C) e (ITamTd) Aeretiten it feafa o
. ([1Juni0r Accountant-2016] (D) 3cciftgd 18 et
(A) Once Through Passwor 74. S T IS T— [Patwar Pre-2015]
B) One Time Password
Ecg Only Testing Protocol (A) SAFTTT &7 eaeh (A AT edeh)
(D) One Time Protocol (B) T &7 Heaeh (Aishel URAT =eah)
65. 3eHT 2— [Accountant-2015] ©) ?ﬁj?ﬂﬂ Igae Jeash
(A) deETse (B) T (D) Seifgd & ¥ e
(C) wel (D) ek A e 75, Tefttes fommm 32— [Patwar Pre-2015]
66. ISP ¥ T 79T 8— [Junion Accountant-2015] (A) FFII W T foR TU TEAER (forr=r)
(B) Intemet Service Provider (B) wener. (Resr) 7 e aren s
(C) Internal System Program (C) ufecth 1 Fofl The
(D) 378 & Hé 7 (D) Tt FT g TR
67. € 3 UM Wl YT dgerdl T&l &, hegeArdl — 76. TE WA ER $ete % TN TR ™ & dre STeT
[Junion Accountant-2015] TS WTSed hi TAHTUT ham AT dehat 3—
(A) SPAfIE 1., ugH (A) TCP (B) FTP [Patwar Pre-2015]
(B) R g . ugw (C) et (D) TR
(C) afe 31mE. . ugm 77. Highe Y TR &k €T | W FET AT@T B—
(D) 31 ¥ H1g T (A) TTEE ThIH (B) W3 3FRM
68. T W | &I FeE HAGH I o1 Aferew Joft | T (C) iR 3=hm (D) IRafesw
3T 72 [Junion Accountant-2015] 78, ........... 255.255.0.0 TiwTee wae o 3
(A) SRR dease (B) Smi-319 [Junior Accountant-Re-Exam 2015]
(C) Fisse (D) SRRFRE-FHH (A) Class A (B) Class B
69. <http:/www.google.co.in> ® fAeT ¥ & ®i M (C) Class C (D) Class D
g? [Junion Accountant-2015]  79- oS ATFS o Ui o fmior # wrar: Fe @ @ fomm s
(A) .co (B) .in T TEnT feRat ST 82 [Accountant-2015]
(C) www (D) http (A) URL (B) IRC
(| Teh URUTHT 2 AT Ja@Tze § 1Ay €9 A qA (C) NIH (D) HTML
TRAAE A & foru faan s 21 80. =1 # & HET AT HT TITA Weihied 82
[Patwar Mains 2015] [Junior Accountant-2015]
(A) IR&H (B) wTIREn (A) SMTP (B) FTP
(C) urrEt (D) Srgat (C) TCP/TP (D) HTTP

[ 61.(C) 62.(A) 63.(D) 64.(B) 65.(D) 66.(B) 67.(B) 68.(D) 69.(D) 70.(C)
l 71.(C) 72.(B) 73.(C) 74.(A) 75.(C) 76.(B) 77.(A) 78.(B) 79.(D) 80.(A)




