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Course details

D.C.A = Diploma In Computer Application.

(Basic course)

D.T.P = Desktop Publishing (Designing+photo
editing course)

D.F.A =Diploma In Financial Accounting

(Basic course + accounting course)

TALLY = Accounting Course (Tally ERP., Prime+ busy)

A.D.C.A= Advance Diploma In Computer Application

1 Year Basic To Advance Course (Dca, Advance Excel
Dtp,Fully Graphics Design , Tally, Typing, Video Editng )

B.C.A = Bachelors in Computer Application

(3 year degree course from recognized university)
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Introduction to computer Computer parts
Pawer SU|:|.|::|I},|r D'U’D ROM Drive

Coemputervariety Reader all-in-one Internal

Compute = computer GT%

Charles Babbage
Father

of »

Computer S _

Analytical Engine
What is computer?
computer 1s an electronic device. A computer 1s comnbination of software &
hardware. Which is develop by "charles Babbage" nearby 19" century.

It take mputs data from the mput device,stores and
processed 1t and produces output.

PARTS OF A COMPUTER

RAM EXPANSION CARDS MOTHERBOARD CPU COOLER
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CPU Registers
Internal Memory

( Cache Memory )

High Speed Memory

Disk Memory
Secondary Memory
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Now explain one by one parts:-
Monitor - 1t’s mainly used for display our work who we are working.
Monitor type

CRT Monitor LCD Monitor LED Monitor
Bulky size, Slim Size, Very Slim Size,
Screen Flicker Sharp Image, Energy Efficient
Fluorescent
Types of Monitors

Mouse - Mouse 1s a pointing device who run cursor on screen.
Mouse 1s also called optical mouse.

Keyboard - The keyboard is an input device that allows you to enter
letters, numbers and symbols into your computer
Generally two type of keyboard or mouse available in market

pr— N
USB TYPE @‘S‘ PS- 2

Motherboard :- A motherboard is the main printed circuit board
(PCB) in a computer. The motherboard is a computer’s central
communications backbone connectivity point, through which all
components and external peripherals connect.

Microprocessor

//I\Iemnr.\_' cards
(RAM)

MHard drive
: _CD/DVD drive

p PCI Slots

Motherboard



https://www.techtarget.com/whatis/definition/printed-circuit-board-PCB
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CPU- CENTRAL PROCESSING UNIT (cpu) Bramn of

our computer.

brand of processor 1s Intel.

=3 system —
4 |8 » Control Panel » System and Security » System /@,12500 U
.y |
Contrel Panel Home
Py \\ -
\/ P
=/}

View basic information about your computer
G Device Manager Windows edition

& Remote settings Windows 10 Pro

& System protection © 2017 Microsoft Corporation. All rights reserved, | =

) ——

& Advanced system settings

Processor. : Intel(R) Core(TM) i5-2520M CPU @ 2.50GHz 2.50 GHz / m% 1_2500 r
Installed memory (RAM):  10.0 GB (9.88 GB usable) B 4

System type: B4-bit Operating System, x64-based processor

Pen and Touch: No Pen or Touch Input is available for this Display

Computer name, domain, and werkgroup settings

Computer name: DESKTOP-EMJEUQD
Full computer name: DESKTOP-EMIEUQD
Computer description:  Authentic
Workgroup: WORKGROUP
e
(S \ \ % NA\N Windows activation

Product ID: Not Available

RAM - Random Access memory - Ram 1s volatile memory
It 1s not a storage device. It's mainly user for open or any program.

Its data lost when computer 1s switch off.
There are two types of RAM =1. Dynamic 2. Static.

General pc or laptop ram used dynamic ram. Ram capacity -1
gb, 2gb, 4gb, 8gbh, 16gb, 32gb.
Ram version - DDR, DDR1, DDR2, DDR3, DDR4,
HDD -Hard disk drive - HDD 1s a storage device of our computer
It stores software or data. (Local disk or new vol. is partition of HDD) go to start type- disk.

M.2

External $5D

Heat sink (fan) - Cooling system of processor.

=l

\\ ',mll"ﬁﬂ'

SMPS: - switch mode power supply. Current supply all other device. 400 wt to 850wt

Graphics card 2gb to 16 gb

DVD:-Digitalvideo driver -play DVD disk, orburn blank DVD disk. :% N ! /

All processor has 1" generation to 11" generation. Famous

6
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BIOS (basic input/output system) is the program a

computer's microprocessor uses to start the computer system after it is powered on. It
also manages data flow between the computer's operating system (OS) and attached
devices, such as the hard disk, video adapter, keyboard, mouse and printer.

LA/ [ ys 0100111101

Analog Digital
Signal Signal

Analog computer: - Analog computer is work on clockwise.

+* Hybrid computer:- this type of computer is combination of analog + digital
*»* Super computer is used research field & weather board casting.

+* Main frame computer is used to network field.

+* General computer is also called personal computer

Hybrid computers Digital computers

Generation Period Technology Used
1st Gen. : 1946-1959 : Vacuum Tubes
2nd Gen.: 1959-1965 : Transistors

| 3rd Gen. : 1965-1971 : Integroted Gravits
4th Gen. © 1971-1980 : Microprocessors
5th Gen. : 1980-present : Al & ULSI

Third Generation Fouwrth Generation E éﬂh Generation
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Basic Unit of Memory Measurement

1Bit =Binary Digit (0 or 1)
8 Bits =1 Byte=2 nibble
1024 Bytes =1 KB( Kilobyte)
1024 KB =1 MB (Megabyte)
1024 MB =1GB (Giga Byte)
1024 GB =1TB (Tera Byte)
1024 TB =1PB (Peta Byte)
1024 PB = 1EB (Exa Byte)
1024 EB = 1ZB (Zetta Byte)
1024 ZB = 1YB (Yotta Byte)
1024 YB = 1 (Bronto Byte)

1024 Brontobyte =1 (Geop Byte)

+»» There are to technology in computer .Software & hardware.
Software- software simply are the computer program. There are two type of
software 1. System software 2. Application software.
system software is also called operating system software
means (o/s). System software is a type of computer program that is
designed to run a computer's hardware and application
programs.

Windows: - windows is operating system software of our computer or laptop.

Windows developed by Micro soft company (owner name Bill gets)

Windows version

Windows is a graphical operating system developed by Microsoft. It allows users to view and store
files, run the software, play games, watch videos, and provides a way to connect to the internet. It
was released for both home computing and professional works. Microsoft introduced the first

version as 1.0 .
7 By =l =

Windows1 Windows 3.1 Windows 95 Windows XP  Windows Windows 7 Windows 8 Windows 10
1985 1992 1995 2001 Vista 2006 2009 2012 2015

** Android is an operating system software for mobile & small device
Android developed by Google Company
“ ios is an operating software of Apple devices (ios)




windows work create folder, arrange, desktop
icons, customized desktop, screen saver, task

bar, Programs, windows themes, applications,

wwwwwwww

cmd:- Pbrush,notepad, winword, calc, onsc
many more....

e

B
Recycle bin s

; . My document ehy

I | user documents
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Windows based software
Notepad, Paint, word pad, calculator, sniping tool, on screen keyboard. Notepad

Notepad is creates text file. Notepad is text edition software. Notepad extension .txt

Taetle:Bar Maﬁmizemes‘ge extension .txt explain

7 Untitled - Notepad - a

’ File Edt Format View Help /
File menu ' Ed Close
{ Minimize
|
- Text Writing Area
Serollar

Application software is designed and developed for user Which is used for specially work.

General Purpose Application Software

We E
X L]
& et @

Audacity

Antivirus:- An antivirus is a utility software that helps to keep the computer virus-free. Moreover, it
notifies when any malicious file is detected and removes such files. In addition, it scans any new
device attached to the computer and discards any virus if there. O

’ symantec. U

McAfee" Virus & threat protection

ﬁ AVG Together is power. Cloud-delivered pratection is off.
=

Your device may be vulnerable.

Turn on
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BASIC SHORTCUT KEYS
Alt + F File menu options in current program
Alt + E Edit options in current program
F1 Univeraal help (for all programs)
Ctrl+ A Selec all lext
Ctrl + X Cut selecled item
Shift + Del  Cut selected item
Ctrl+ C Copy selected ilem
Ctrl 4 Ins Copy selected item
Ctr 4+ V Paste
Shift + Ins  Paste
Home Go lo beginning of current line
Ctrl + Home Go to beginning of document
End Go to end of current line
Ctrl+ End  Go 10 end of document
Shift + Home Highiight from current position Lo beginning of fine
Shift + End  Highlight from current position lo end of line
Cirl ¢ & Move one word to the left at a time
Ctrl 4+ > Move one word to the right at a ime

MICROSOFT® WINDOWS® SHORTCUT KEYS

Alt + Tab Swilch between open applications

Alt + Swilch backwards between open

Shift + Tab  applications

Alt + Print  Greate screen shot for current program
Screen

Cirl + Alt + Del Reboot/Window:s® task manager

Cirl + Esc  Bring up start menu
Alt + Esc Swilch between applications on {askbar
F2 Rename selected icon
F3 Start find from deskiop
F4 Open the drive selection when browsing
F5 Refresh contents
Alt + F4 Close current open program
Ctrl 4+ F4 Close window in program
Cirl + Plus  Automatically adjust widths of all columns
Key in Windows Explorer
Alt + Enter  Open properties window of selected icon

or program
Shift + F10  Simulale right-click on selected item
Shift + Del  Delete programs/files permanently
g::?rilrg'gsi’::iltlllp Boot safe mode or bypass system files
Holding Shift ~ When putting in an audio CD, will prevent
During Bootup  CD Player from playing

WINKEY SHORTCUTS
WINKEY + D Bring desktop to the top of other windows
WINKEY + M Minimize all windows
WINKEY + Undo the minimize done by WINKEY + M
SHIFT + M and WINKEY + D
WINKEY + E  Open Microsoft Explorer
WINKEY + Tab Cycle through open programs on faskbar
WINKEY + F  Display the Windows® Search/Find feature
‘g:,:EEVF’ Display the search for computers window
WINKEY + F1  Display the Microsoft” Windows® help
WINKEY + R Open the run window
waltr::eE/vB:eak Open the system properties window
WINKEY + U Open utility manager
WINKEY + L Lock the computer (Windows XP" & later)
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WORD" SHORTCUT KEYS EXCEL" SHORTCUT KEYS

Cirl + A
Crl+B
Ctrl+ C
Ctrl+ X
Ctrl+ N
Ctrl+ 0
Ctrl+ P
Cirl+ F
Ctrl + 1
Ctrl + K
Cirl+ U
Cirl + V
Ctrl+Y
Cirl+2
Ctrl+ G
Ctrl+ H
Cirl 4+ J
Ctrl + L
Crl+ Q
Cirl+ E
Cirl 4+ R
Ctrl + M
Ctrl+T
Cirl + D

Cirl + Shift + F

Cirl + Shifl + >
Ctrl +]

Clrl + Shift + <
Cirl + [
Ctrl + Shift + *
Cirl + «
Cirl 4 =
Ctrl + 1
Cirl+
Ctrl + Del
Cirl + Backspace
Cirl + End
Ctrl + Home
Ctrl + Space
Cirl + 1
Cirl 4 2
Ctrl+5
Cirl + Alt + 1
Ctrl + All +2
Ctrl + AR +3
F1

Shift + F3

Shift + Inserl

F4

F7

Shifi + F7
F12

Cirl+ S
Shifl + F12
Alt + Shift + D
Alt + Shift + T
Cirl + W

Select all contents of the page
Bold highlighted selection

| Copy selected text
| Cut selected text

Open new/blank document

Open options

Open the print window

Open find box

Italicize highlighted selection

Ingert link

Underline highlighted selection
Paste

Redo the last action performed
Undo last action

Find and replace options

Find and replace options

Justify paragraph alignment

Align selected text or line to the left
Align selected paragraph fo the Ieft
Align selected text or line to the center
Align selecled text or line o the right
Indent the paragraph

Hanging indent

Font options

Change the font

Increase selected font +1

Increase selected font +1

Decrease selected font -1

Decrease selected font -1

View or hide non printing characters
Move one word to the left

Move one word lo the right

Move to beginning of the line or paragraph
Move 1o the end of the paragraph
Delete word 1o right of cursor

Delete word to left of cursar

Move cursor to end of document
Move cursor to beginning of document
Reset highlighted text lo default font
Single-space lines

Double-space lines

1.5-line spacing

Change fext to heading 1

Change lext fo heading 2

Change texi fo heading 3

Open help

Change case of selected lext

Paste

Repeat last action performed (Word 2000+)
Spell check selected text and/or document
Aclivale the thesaurus

Save as

Save

Save

Insert the cument date

Insert the current time

Close document

F2

B
F7
Fn

| Edit the selected cell

| Go (o a specific cell

" Spell check selected fext and/or document
| Creale chart

[Cirl ¥ Shifi+;" Enter the current lime

Clrl+;

|'Enter the current date

'All'+ Shift'+ F1 Insert new worksheet

‘shift + F3

‘Shift + F5

[Cirl + A
Clrl +B
Crl+1

Cile
Cirl+V
‘cirl+D
Cirl+ K
Cirl + F
Clrl+G
Cirl +H
Cirl+ U
Clrl +Y
Cirl +5
Cirl+ 0
[Cirl+ N
Cirl+P
Cil+S
cul+z

Clrl+F8

Cirl + F10
Curl + F8

| Open the Excel® formula window
| Bring up search box

| Select all contents of worksheet
1 'Bold highlighted selection

| ltalicize highlighted selection

| Copy selecled text
" Paste

" Fill

| Insert link

1/Open find and replace options
|/Open go-lo oplions

_ Open find and replace options

| Underline highlighted selection

|| Underline selected text

Strikethrough highlighted selection

' Open options

| Open new document

| Open print dialog box

| Save

| Undo last aclion

" Minimize current window

"I/ Maximize currently selected window

" Swilch between open workbookshvindows

[Ciri'+ Page'up| Move between Excel” worksheets in the
& Page Down = same document

'Cirl + Tab

Atz

Clrl +'

| Move between two or more open Excel* fles
' Creale formula to sum all of above cells
|/ Insert value of above cell into current cell

[Cirl +'Shift+ " | Format number in comma format
[Cirl + Shift+'§! | Format number in currency format
[CIr¥'Shift¥'# Formal number in date format
[Cirl ¥ Shifi%'% Format number in percentage format
[Cirl'+ Shifi+ "' Format number in scientific format
[Cirl ¢ Shifi+@] ' Format number in time format

Clrl + »

Move to next section of text

[Cirl'+ Space " Selsct entire column
[Shift + Space| Select entire row

Cul+ W

" Cloge document

OUTLOOK® SHORTCUT KEYS
Send the email
Copy selected text

Cut selecled text

Open print dialog box

Complele name/email typed in address bar
Bold highlighted selection

Italicize highlighted selection
Underline highlighted selection

Reply to an email

Forward an email

Creale a new email

Creale a new appointment lo your calendar
Open the outbox

|| Open the inbox

Add a new task

Creale a new contact

Creale a new journal entry

10




PAINT :- paint is a drawing software . it comes under windows.
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Ms - Paint Keyboard Shortcuts are as follows —

F11 Wiew a picture in full screen mode.

F12 Save the picture as a new file.

Ctrl + A select the entire picture.

Ctrl + B Bold selected text (when using the text tool).

Ctd + C Copy the selection to the clipboard.

Dl Delete the selection.

Ctd + E Open the Image Properties dialog box where you can adjust
the dimensions of the image.

Ctd + G Show or hide gridlines.

ctel + I [talicize selected text (when using the text tool),

Ctrl + N Create a new picture.

Ctrl + O Open an existing picture.

Ctrl + P Print a picture,

ctrl + R Show or hide the ruler.

Ctrl + S Save changes to a picture.

Ctel + U Underline selected text (when using the text tool).

Ctd + ¥V Paste a selection from the Clipboard.

Ctrl + W Open the Resize and Skew dialog box.

Ctil + X Cut a selection.

ctd + ¥ Redo a change.

ctrl + 7 Undo a change.

Ctrl + plus{ + ) Irilcrrlfase the width of a brush, line, or shape outling by one

Ctrl + minus { - ) DDKE:?:}EEEE the width of a brush, line, or shape gutline by one
pixel.

Ctrl + Page Up Zoom in.

Ctrl + Page Down £oom out.

Alt or F10 Display keytips.

Alt + F4 Close a picture and its Paint window.

Right arraw Move the selection or active shape right by one pixel.

11
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Access \ Skype for Business ‘ Designer
Word OneNote

Excel OneDrlve
Mlcrosoft Office Appllcatlons

‘\/ d.
PowerF'olnt Outlook

1-
eams ( eoucea

Forms

i
6*0395! Ofﬁoeg? M .Wice ‘P ha & Office 2003

2001 - 2011 2003 - 2014

3 Gfice 200 &,aOffice 2010 lj Office Ofﬂce 0 Office

2007 - 2017 2010 - 2020 2012 - 2022 2019 2019 - 2023

M.s word is application software. It comes under Microsoft office package
software. A word is processing software, which allows you to write letters edit
them and print them after formatting it according to your needs. It has all the
possible options of a word processor in the form of font style and size; indents,
line spacing, margins, spell check and grammar checkers to name a few. We are
working on 2022. M.s word is mainly used to create document like admission
form, registration form, question set many more.

Excel

M.s excel:- Excel is comes under micro soft office. Excel is spread sheet &

worksheet. Excel is combination of rows & column.
Some of the essential uses of MS Excel are listed below:

Data Entry, Data Management, Financial Analysis, Financial Modeling, Accounting, Time
Management, Task Management, Programming (VBA), Customer Relationship Management
(CRM), Charting, Graphing, and Reporting

13
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H s Book1 - Microsoft Excel T H - B8 ¥
HORE IMNSERT PAGE LAYQUT FORMULAS REWIEMY DATA, WIEW Sign in
ey ¥ Calibri Mo E=a General - EE Conditional Farmatting = = % P‘
: Itj Eg- B IT U~ A 4 === - $ -9 l—FFDrmatasTabIe' Cells Editing S.J
gste e
.o HL DA sE3= - WM (57 Cell Styles - - - Y
Clipboard s Font Fa Alignment a MNumber a Styles Save &3 E
D9 - Fe Formula Bar v
A B c D E ; G Cnldi‘rm/’? ] K L [=
: Row Header
y/Header Selected Cell Column
~
7 | . Row |
8 Sheet Tab )
9| ]
10 -
Sheet1 () 1 r

POWER POINT

Microsoft PowerPoint is a powerful slide show presentation program. It
is a standard component of the company's Microsoft Office suite
software, and is bundled together with Word, Excel, and other office
productivity tools. The program uses slides to convey information rich in
multimedia.

TR o7esT Geh T oid< & foich A1ead 9 TR e ¥ shRj{Ache shdl a1 S
Qch Afch gOR Afth ¥ §1d &3 o forg f8d) a1 fteir <1 Iughi ohxdl g 99 8l hger I
ITd(RRIfAhe) et ok foTQ TR Teh URITHTT of7eST AT SUTNT ohid g | TR & gRI
T /RIS Shexr & aTd/hRIfAche. [l STTdT & | HIIEIT ofee 3Feh UdhR & gid &
T vt & UHTH Adeld Si%eaR a=1aT STl 3R St GI0ea) a1 g 396h! TR
el ST & |

oY fohelt oft dadst a1 deETge dt §9H o fol 3tUept html, css, javascript, 1 IuanT
forar Srar g | I UehR

l Types of Programming Language |
v

Y Y @ python &
i Low Level Language I | High Level Language ] E;VJQ m
v # ' JavaScript C++ a Ruby
Machine Language Assembly Language ’ Scala n d < C#
R v v ' "

COBOL JAVA  PHP VISUAL BASIC C/C++ PYTHON




About website :-

A website is a collection of web pages that are linked together and share a domain
name. Websites are typically built around a specific topic or purpose, such as news,
education, or commerce. They are hosted on web servers and can be accessed by typing
the domain name into a browser's address bar.

www.webdompvtitd.in www.sarkariresult.com www.tutorialspoint.com

URL

A URL (Uniform Resource Locator) is a web address that specifies the location of a
resource on the internet:

:q' HOSTINGER Three. Two. Online

https://www.hostinger.co.id/tutorial/apa-itu-domain

[ |
https:// m hostinger.co.id l /tutorial/apa-itu-

https://webdompvtitd.in/

Bookmark

A bookmark is a feature in a web browser that saves a website's URL so that it can be
accessed later without having to type it in or search for it.

Web server

\

e —y N\
D— Internet 7

Users / <=
/ Web

dagR e R
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e R e I Hy fid Computer § o it
Scale Intergrationgl T B T ?TE" T AT ST % e A FHER S T O fefstent wmwger <t it s st gisegex |URI Unifrom Resourece Identifier
e mﬁ %il‘slilﬁ - o RFER F T pegr) Pump @ Petrol 21fg &I #ar € sy 3u% gea % |URL Uniform Resourece Locator
i kil S &, ﬁm } I I €1 7 TOAT i SR &1 USB Uniform Serial Bus
fadi &1 TEM wH a HEEU R OHRH B (Micro :
c e &1 . B [VLAN ) Wircless Local Area Nretwark
omputer) &l .- e WWW | World Wide Web
= X s @
.docx Microsoft Word Open XML | .cgi ~ Common Gateway EPROM Erasable Programmable Read Only
% Interface Script Memory
FEY Y U d H YEST 1989 T AR St 71 9 Document .
SR 1 Log Fil .com  DOS Command File IGMP Internet Group Management Acces
H aEd i Wﬁ’_‘ﬁ Thlehl Sl T fefall ST e o rgfg 0(1)1%1 o ;ke mail Message .exe  Windows Executable file Protocol P g
IC &I & Thrishl ULSI off $91 90 M Ultra Large Scale 'O it Open Document Text Document | -224get Windows Gadget ) o
Integration &1 ‘pages nges Document jar  Java Archive File ISDN Integrated Service Communication
: : : pif P Information fil
FHH T et T 1 IR ST o fere e St LIS (e Rich Text Format File o Vﬁ;’éﬁﬁ; o mon e Networkl. : "
“Aq %' s-g Waﬁ ﬁ GUI Interface @bl QTﬁTT ﬁlﬂ[ SIdr %' tex LaTex Source Document wsf Windows SCI‘ipt File MAN Matropo ition Area Networ!

Near -Near Mushari Police Station, Pusa Road, Muzaffarpur Bihar. www.we b d om pvtltd .in
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T T foh A 3000 T GUAT &1 = A HoR Tgel UM I TeIhd Hl STThR fhall ol a8 Uk Ak feamed g1 1720 vraied) & et 3 foras soret
GRSt - U AR 37ehia 0T I T 1645 H forerfad foram ol $9 99 sl TfeT 7 shed 9| Fiifch I8 AN hadl Sirg A =12l Fehal i

ﬁﬂa‘l@ﬁ{q (Jacquared Loom)

T 1801 H e SRt ST = U - o
U o A1 SMfThr fohem T ugl # W &
festrea = U 2 em

e A @ fewim g

g et ¥ T 1822 (Golden Year of
Computer Hystory) ¥ Uk WA @ fmior fomen
et = fofest TR A o o 39 weiia &t
M fera 3R T T 3| Wi H R ek
IR T | 3 FE I F = o

Beifer Y@ SEeIe (Hollerith Census

Tabulator)

T 1890 # FRe 3fe # T 3R AUl
T 5, I8 ot STAREHT hT STRIOMT o i | T
1890 ¥ & SFUMI Sl FF@ IRARE qUhl &
[ERISINIE

Mg 30X T 1 (Aiken and Mark 1)

|1 1940 H (Electromechanical Computing)
310 RIER W g et ol 3T st T o =R oY
TSR & BieE oTEch | § 1944 | T 79
w fowfad forem ol sEeR st AW

Automatic Sequece Controlled Calculator &I

1. General Purpose Compter

e T w5 ST 81 g A R
T gl R foRa ST @

2. Special Purpose Computer

g HeR fo9w e & e TR ey s €
TR WA e & H fopen mar €1 S Hem
form, FfY foqm, g8 & sidfy onfs fomm &
TEHT TN e &

NN Tal T & SN W FIZE & Fh

1. Micro Computer

g FI 3THR % BIE B & 57 HHT Fl
o 1970 o <X § g3 ol 39 wwed |
HEeh! TSR ol TANT foRa ST ol 39 eges
%1 PC + a1 S o1l PC & 71 it # sffer
TR B

a. Desktop Computer
b. Laptop Computer

c. Palmtop Computer
d. Notebook Computer
e. Tablet Computer

(a) Desktop Computer

Desktop Computer El HIX B € foee
2ot TR TRt <l S

(b) Laptop Computer

TE WS H ogd BIE BN & | 579 FEH ol TH
T W TR WM W A W A ST Hhd &1 30
TR % fAT el 1 N B 2

(c) Palmtop Computer

g I Laptop Computer ¥ B B E
SRl B9 § TWaeh e S €1 3R e
FH H GEA U H oS wH A B

ABC

AMEHA R S W F HARR-1 A R
TSR TR 3TH & [ & T ot
TSR Toheliehl | RIS ATk IS Trellferd e
1 el el Af| STeih ek - 1 T fogd
YA 7

The ENIAC (1943-46)

B9 HHIX A1 QU M Electronic Numerical
Intergrator and computer & g fopre ot
ferm fepe e em

The EDVAC (1946-52)

g9 &1 YU M Electronic Discrete Variable
Automatic Computer oI 7€ Feetl fSfSieet X
Al

The EDSAC (1947-49)

TH Rl QU AW ATl Electronic Delay storage
Automatic Computer I8 Y&el R of 58 W
ST 3l T R TR e

The UNIVAC (1951)

g9 1 YU AW Universal Automatice
Computer Tl T8 T&eT fefSieet HrgeT o 3R

(d) Notebook Computer

Notebook Computer Laptop Compute *
T & B &

(e) Tablet Computer

T FR Tgd H B FR W &l A
TR ¥ AT 9 B1d €1 F TS 2d &

2. Workstation Computer

Workstation Computer <hl TN B MR §
TR & ¥ A foRa S €1 3w w
&Il HTEShT AT okt ST ek Bl 71

3. Mini Computer

Y o FIF T L Ul T TN SAEE
H TR X % FE & A A Y S
PDP- 8 First Mini Computer fSt&ent forepmer
1965 H foRaT TR &1l DEC Company = SR &
DEC &I YU HM Digital Equipment
Corporation &l

4. Mainframe Computer

3 FR E S TG-TG HufE T AN
aiffthe & TR FR & FE % g y@m Ry
W &1 T FR BB H % 9 B ¢l
FeH ¥ HEh! HIER T AN & IR W R
S 2 $® Mainframe Computerﬁ":f% IBM
4381, ICL 39, CDC Cyber etc.

5. Super Computer

YR FHI oY YRR % X B ¢ | SR
frmfor ford e & forw fopa e &1 3 gfen
ToE A 3R T FK B &1 RS H vl
R FX WA ¢ Toad R FHRT
PARAM-10000 &1 f1% T g F Gay-1 €
9 C.DAC 9 SFRIT ol R R & HEl
frfefiaa & - sfafer amn o fo, wem fomm
SR o foe, 5 & ol

Ig SR H FANT B el T2 A ol

W(Abacus)
v 7 Go Ul o eIl TR I B

v SEH TR TUE FE § SeEd & o R
TR ol
v 3TYfTR INEl o STER & S ©F (Lee Kai
Chen) I S5 AR 1 99 T 21
v 3EEHE TS UH AR @il B g,
fSTeen 31X AR o1 Tk 9 @ B 81
AftRR s (Napier Bones)
v AR S ST SRR Thieeie 3 e i
AfRR 3 R e
v SUH TEEd ¥ O A R ST
YirerTgeien fefam ST kel §1
v AfRR ST ¥ et H STEERR i sidr of,
9 W w0 ¥ 9 T & TS ford 2 9
TS B (Slide Rule)

v ST % TftTag faferam sifele 1 wEe T o
STk fehalm e

v T8 AR foifYy 3 SR TR TRerd 9 oot
T T ol

v 3 ) fodi gehR ) fafed ofcedt dd o,
5 SR # W 3TH-UIe The &y
Uk i foR T gt ol

v el ST 3 ST3d g9 H Seiagii-eh Uiehe.
hegelell & RS H T F UM SHH
T S 2 T
UREReT TUTET S5 (Pascal’s Calculater)

v Y % TGS SoTel ke (Blaize Pascal) q
Y M=k 3Tt UM I T SRR fRa|
v 3H WM 9 % IeR = 3 [ A
! TE FAM et S aid o, TR0 | 9
Tk T AfeRd Bt off|
RAferTST ohT Tfesteh Sheteheret

v ST TS etk S ST 7 39 9 @
3AferhR fepam|

v 3T GYH T SIS i R 9 o el
S 8

v T YA ST ol FR o Whet & Siemie #
I S

Yefeid AT B &1
C.P.U. & TEIa: T WR & sifer T 21

Fp fowen % =R "o 2 €, 5 frfafad € -

INPUT PROCESS
OUTPUT MEMORY
ge f&are® INPUT DEVICES

O e Frel 1 e ¥ e A wR N R Y ¥ fer o e e e
S & 3% $YE gfbat hed &1 S - H-SIE, AR 37|

O @R (CPU.) - HHF 1 G T T T ek, SO A8y &Y H G gRom

INPUT UNIT e m_——» OUTPUT UNIT

ALU

f

v

( MAIN MEMORY |

>

v

( SECONDARY MEMORY |

el e

e I FX F TR fRAre
Hefera sieh, S FEhE il 81 daverd 51
fepamafl oh1 wuery e HER & eH-geH K B

arel fifees wifses gfe

St R W & € W € e gfte mi R
1 37} Hfeen 3R wifsERer fHag S 8
TUAY, Foid I § e qun fSn =t u
FTh 3¢ oo ot &1 deaved STeT qen
faell =t g % ' H AU F 9T 3 7

k)
AU e : & YRR Rt 8
| ﬁnﬁ (Main Memory)

mﬁﬁﬂaﬁ Main Memory off et San %’I
Tg 3 YR I B
(A) RAM (B) ROM

Wﬁ":ﬁ'& (Auxiliary Memory)
TETE SR 3HE STet e e S -
Eﬁ@gwﬁﬁwg@aﬁaﬁ 3fe o &9
|

9T AARY (Cache Memory) S5 SR HARY FfE Ao HP2qeX &1 T & sirel Te=or i
fora T &1 SO rgeR i T H g At 7

U St 7T T TTferd T alel s

JTeg UTH (Word Length)

TS T (System Clock)

HHTATA TUTT (Parellel Processing)
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%Computerﬁ@iﬁ{ﬁ?%lqgww
Tecqut fexe B 1 S5 & et R 31
R Fh T Thd ¢| TR A0 FH RS F
MR W F IHE T S RS, fRaeEe,
TR T T TG I RS B T TR
YR i Bl 2

1. Primary Memory 2. Secondary Memory
Primery Memory :-

39 AU T Main Memory off e 3T &1 7%
T YR F B F

A.RAM

RAM (Randam Access Memory)

gHhl QU M Randam Access Memory %’I
Toe! e foivand Bt B1 SR X i
T I e S ¢ e g HERT et 7

2Tl HIRR oI B W fefere & S 21 freh
U9 W T fRA ST GdT @1 T8 Volatile
Memory FEed! § | 98 Tk Semiconditor or Flip
Flop'@ﬁwaﬁ Memory B T S SRAM,
DRAM, SD RAM etc.

B. ROM

SRAM : 38T QU M Static Random Access
Memory &1 7@ Flip Flop ¥ fieirR s+t 2t ©1
[T 78 T Refresh BTt &1

DRAM : g8kl YU M Dynamic Random
Access Memory gl FE TR Sed-Sied foRe
Bl €1 Refresh T el Electronic Charge or
Discharge Y B &

T8 TH S | TN aR O A €1 o
THH T A B T TE ST W Y ST WAy
Bt 2

SD RAM : g8l U A Synchoronous
Dyanamic Random Access Memory .

V RAM : 81 QU M Volatile Random
Access Memory %I Wi’q WWWW
¥ Tréfemn % &9 ¥ R 91 €1 98 T e
B Fre 21

ROM (Read Only Memory)

ROM &l U 9 Read Only Memory &1 78§
HHIX ' Primary Memory @il gl T® W
FH A ¥ T IR A W FH A
TreifieR T BT A ¥ A A TR ek 81

1.PROM 2. EPROM 3. EEPROM

1. PROM : 38l QU 9™ Programble Read
Only Memory 1 39 fod & wh R Wi R
foha T Shat ol A€ YR | JfE (Error) 89 W
I IS GUR FE R ST T

2. EPROM : 391 YU HMH Erasable
Programmable Read Only Memory 2l 79 foa
R Y™ H GuR fRa ST wehar onl fog # gur
FH & fau oo A 9 F fere e
(Ultravolet) & G @ ST ol

3. EEPROM : g8 QU AW Electrically
Erasble Programmble Read Only Memory 2l
79 foq § EPROM &1 99& &1 R 7o 1 39
o H R YR Ta ST H GER & o fo forgm
T YT R TR 1| 3TSTehet o Hekels § 34 IH
T WRART foRa T T 2

Unit Short Time Capicity Bit

Bit (Machine Lang.) Bit 0,1 (Binary Lang.)
Nibble Nibble 4 bits

Byte Byte 8 bits

Kilo Byte KB 1024 Bytes = 1 KB
Mega Byte MB 1024 KB =1 MB
Giga Byte GB 1024 MB =1 GB
Tera Byte TB 1024 gb=1TB

Stroge Devices

Storage Device  Storage Capicity Access Speed

Hard Disks Upto 256 TB (Tera bytes) Upto 200 Mbps
Floppy Disks 1.44 Mb 36 kbps

CD Rom’s 650 Mb Upto 150 Mbps
DVD Roms Upto 17 GB Upto 125 Mbps
USB Storage Upto 256 Gb 60 Mbps
MemoryCard 128 Gb upto 133 Mbps

Output Devices

Monitor (HFIEX) T 3T8<Ye feared ¢ s fagjeret fewat gfte ot
el ST &1 et % TN -

CRT Montor (Cathode Ray Tube)

LCD Monitor (Liquid Crystal Display)

LED Montor (Liquid emitting diode)
Characteristics of Monitor

1. Resolution (ﬁ'ﬁ?ﬁ'ﬁ) : Display devise bl W"I\Uf o i?hﬁ_[?ﬁ a
Th % o i T g €1 HiAex | ot @ fmior Se-wie farged @

fereRr g &1 S/ et et T &1 ST o foreg =kt €1
2. Refresh Rate : HHeX ¥ fOr & &l €89 § =1a1 e &1

3. Dot Pitch : fe =l Th FohR sl HII Teheiiehl &1 ShoR Al i S
/=1 0.15 ¥ 0.30 & Bt &

4. Interlacing or non interlacing . I8 Uk U fewet qeneient €1 S it
HAIEX | TSefe st TurerT H 3R ik gfg et

5.BitMappingzwmmﬁﬁmmwm%,%
fore Bt Feadl &1 TEY ST Rt off SR T WhiA W S el T

Printer (ﬁ@?ﬁ'ﬂ) . Printer T 374 Fﬂg? 33Ye f@?ﬂsg %I %’H@
3TSeYC i FHATST TR BT F T Rl S &1 hTST W o T 2T=eqe
I hard copy °hel Sl 2l Printering Teachnology % 3R R ffed
TR F BN B 1 76 A e B €, S ifd she T st R €1 e
ESEOl Impact Printer Fed

Impact Printer : @EE fiex ?ﬁ R B %’I
1. Draft Quality Printening :- E'Flﬁ HH @cné Bt %I

2. Near Letter Quality Printering :- 39 fafem o Teh 318 %l & SR BT
ST &1 3Rt fiifeT e <l & 21

Daisy Wheel Printer : I8 Th I Hl - & (Solid Font Printer)
Impact printer g1 3T e g W wk = (Wheel) B %, fSToes yor
T TR T TR 3T & &

Line Printer :- Printing? 3R W Line Printer dH YR 3 BId %I Fﬂ'{f‘vf
fie & B &, S Uk oI Uk OEY i 2 e &1 Te s et e #1 3
T FhR F BN &

1.ChainPrinter:S’Hﬁ?’(ﬁ@é’lﬁ%lm%%ﬂﬁ%l
2. BandPrinter:Wﬁ?{ﬁ@%m%lmﬁﬁﬁa@mgl

3.DrumPrinter:wmﬁ@@m%lwwaﬂwmﬁ
&l

Secondary Strorage Device Auxiliary Strorage Device off g1 ST 81 T
FHIET T AT T Bt & | 3 AU T ST Seh37d 3 Foru o Sren &1 g5kt
Storage &HdT 1 Bl & Uei 2T 1 TFE F il T Primary Memory
Y il S ¥ ST T TR FE o 3R R T8 A YR i S ¢

1. Sequential Access Storage Device :- 39 e o Storange Data Bl
I | B Ve R ST © o oA B R R ST 81 e 29 st
AT IR 2

2. Intex Sequential Access Method :- O ST Sequential Access
Method ¥ & Ve foRam STl &1 Sferet S 2T ol WR W T TH
FSHI IR R e ST )

3. Direct Access Method : E'Flﬁglaﬁﬁﬂ:ﬁ ﬁﬂﬁwmﬁ
Hehdl &1 TS forell off oA T S1eT 1 R R ST Skl ©1 39! T i
it T St o | 3iferr B 2

Types of Storange Device

1. Magnetic Tape : Magnetic Tape Tsh I fgdiosr WRe fead &l
TEH T AN % 30 R T 9gred (Magnetic Oxide) 3T S0 Tl 71

Z.W@?%G(Cartidge Tape) —Wéqaﬁ%ﬁgréamﬁa%q@waﬁr
&1 1970 % U o 3id H o] HAEA B Hirde HYS 1 YA fma ST
o

3. FEentd fe%h (Magnetic Disk):- 3TSTReT SIeT &l @R & o g
F | Frerehi fowh T JAT foha ST @l &1 g feth a9
it B

A. Hard Disk B. Floppy Disk C. Optical Disk

ATTE fetar : 71e fowh 1 fomhm wmger # er il WR A o fore fken
TR o7 STISTohe] SHehT FANT HTRIeX & 3TRT sigehs e &t | @1 el 2| fewh
WY Track andSector‘@ﬁ%lWﬁW@?@ﬁT%l@Wﬁ
512 98 ST W Bl &

TET I R T Ue & T di9 T & 99T o ¢

1. Seek Time : f&%h § 2121 1 I A1 T2 HIH ot doh Gg A H TR T
Hieh TEH e Bl

2. LetancyTime:ﬁ@aaﬁfF@ﬁQﬁQ@ﬁ?ﬁWWWE@
FHEA &

3. Transfer Rate : Sector § BeT &l fore T ‘Eﬁ S g9 o ©
39 Transfer Rate &l STl &1

B TATIT Ttk : witdl feten o1 fegie o1 sheret Tt shel STl | 59 93
TR Fge § Sl €1 T8 SRR U MRS 3 3MHR | 3 YR i &l 81

1. Mini Floppy : T8 3T&R & 5V, $=1 ! Sl &1 TI& &/l 1. 1.2 MB
21 | S99 Drive 9 3ThR § 36 & 3ThR ! &1t &1

2. Micro Floppy : I8 STERR | 314 ¥ i B &1 STh! WIRVT &7l 1.4
MB 2t 21

C 3iftEeret feteh : siffteset fown o fown Bl &1 f5e s =l {e 3in
WR & & fou dEel &1 ya foman i ) siftesner fewh e ¢ 39
fewr  w WEfer I o oY T 2l 1 digl 2 e

Non Impact Printer : Non Impact Printer 9 fiex 3 %", S fYifdT s
YU @S &l X €1 Non Impact Printer 3 YR & & &1

Ink Jet Printer : @oh non impact printer &1 T goroie iR & @l &
TR AT B &1 e, AA, e, el TfAL $HR CMYK e ot e
ST &1 3@ fifé sefetdt 9 Ink Jet 300 DPI (Dot Per Inch et &1

Laser Printer : I8 =i s fiieX &1 8@ Yo &g § 1970 &
9 Y foman ST T ®1 3Een fUif sanferdt 300 | 600 DPI e B B
S He9E Bl €1 SER! T S ppm H G ST &1 SRS ST v

Plotter (TIeR) : T8 Tk MSTYL FEaed & 309 fot U 7k =t fife foram
ST €1 9§ 3D Printing *ff F% Tehd €1 39 SR SR 9RR 311fE 1 fife
o ST €1 9% < YER F B &

1. Drun pen plotter 2. Fletbed plotter

Sound Card & Speaker : Sound card Tsh Extenstin board Bl %’I
TSTEERT YA |ISUS i edit FH ol output L H BT 81




A R AT PR o T A Tohdl | URafdd e o e 57 et o1 anT fopan ST & 3¢ 399 bt hed 1 S
S, TSy | 39YE feaa A YRR F e € 1. Online 2. Offline

1. Online Input Device : q %’JIS'H S HIX
Y T T H TG B H A w
AR 3TYe feaRd Feamr &1 S8-Keyboard
,Mouse,Scanner,JoyStrick, Trackball,Digital
Tablet, MICR,OCR,OMR,BCR,Light Pen,Touch
Screen, Voice Recongnition

Keybord - I8 T T8 S AN &l STH
A AR $Te ool &1 S99 text, num-
ber, symbol offe =1 HFIIX & I ERRCA B2
ST &1 T e di-aig | 101 1 el Bl hi-
SIE 1 wR Ww H sifer @ R

1. Function Key

2. Alfa-numeric key pad

3. Numeric key pad

4. Special key

1. Function Key
Tg I FHi-aS H T SR FA T ST S
sE (F1-F12) 8t €1

Fl X W FM Fd T99 g A I
TR Bt B

F2 e W 39 Fsil ol Herad o fre o
HIeet Udl HE 1 A9 e Fehd ¢

F3 7 | 9 Fsil ol @ § e o
Hieel TS ot offS &l WisH & faw & m o
feram St 21

F4 P W 36 %Sl %l Ferdl §ae
TR H TSH IR G S| 3R Alt o |
F4 9 9 =16 YR sig &1 S|

F5 %I 1 39 Foil dl FeRal 9
(Refresh) T Tehd € IR e U1 1 NI e
X TR B

F6 € B S 0 THA 59 Froil bl 3 IR o
Y ] SR feha & S 2

F7 9€ H &M Fd 999 ol iR e |
TrsTeft Tt i YR o T T ot okt T
o It 7

F8 X § el dfe id T 39 &hoht &l
SRR S s e i ST T 21

F9 € & 30 STl ol o ForRIal § Tl &l
TN ST € 3R I § UHRAT =] R F W
H off o it €1

F10 S R 56 1t oh @RIl 9 H &R
1 GfFT FH & W F A S S| SR Shift F
T F10 T ¥ SWhad | Right Click &1 i
I T

F11 333 THT@R § 9 Hd G0 59 ot
I TR ¥ $eXE THIGIR b1 Tl Thix T <@l
ST EeT B

F12 5€ ® %@ #d 99T FHofl Sl Ferrar o
Saveasﬁ@lgﬁﬁﬁﬁ%(‘lﬁ?qﬁﬁqﬁ@aﬁ
T &

2. Alfa-Numeric Keyboard :

TE HI-aiIE % TeA BT o &I § I8 Y o
Waﬁﬁ%lm AtoZ,atoz,0t09, -
@HS% & *() 3 3T &1

Printer

Sound_blaster

—
Microphone

1-3

Mouse (ASH)

€ GUI Interface H TG SATET AR &I STl Pointer inpur device &1 ST forhT 1980 o TR
% SIS foRaT TRIT o7 SEERT SThR HISH o FHM B % VT 38 HISH el Sl §1 S8 Hat diF e
213 €1 Left and Right button 3R s ® Tk Scroll Button FIT €1 AISH 0 YR & &N &

1. Mechanical Mouse 2. Optical Mouse 3. Wireless Mouse

1. Mechnical Mouse (T3l HIS®) : 37 IS I T4 1990 o T & foh a1 STl €1 390 TH
TR &I g Eeft off, S 1S9 & Wiet ¥ ISt SR kel Tt 21

2. Optical Mouse (‘Jﬂa‘l’?ﬁ'ﬂ qREH) Optical mouse @:I'a YhR HI83H %I 3TSTehe] S HISH <hl
TR T e B W@ §

3. Cordless Mouse : %W%W@%W%I IE TR ol o STER W HE
&l T e FHHN=H transmitter and receiver 814 €| T8 electromagnetic signal & &0 H O8T
1 e qer foeTeh FAH! G Computer T HST ST &1 Reor wwgex & Sirgl S &1 o1 566k
Driver %I F2[eX & Install ST TS &1 37T % wrzedl & e & foree ot 2 21

T UISH % WY &3 YHT Y fohamd whed B

TIEfET (Pointing) : ST B9 HISH ! $eR-3TeR fGTehT X HISH UEeX T 310 STh(T 1 et
3TEHA W AN &, T 3H WIS AT Fa1 STl 2|

TeRAfRTT (Clicking) : STl 89 HISH UEeR 1 fhEl 3MEHhIA a1 TT R AR TS99 % S¢S i
T R o IS 3 €, A 39 3 b1 foieteh Sha sha STl B

gact AR T (Double Clicking): 1o 89 HZH & ST 924 & Sied)-Sied] SR feish < €,
39 o BT oI fereTeh e SRl ST €| ot fofeieh © < foRam T R e gt T 2

TEe-faAfeT (Right Clicking) : 5191 8H WISH U i Rl TS 21 YRIM | <o ARE &
TC S I foreteh A €, T 39 foRan 1 U5 foreteh e el STl &1

SRFT (Dragging) : S & UK &1 A SR R AER HSH & ST s 1 Soe TS o
% 3N HSE S Sl ST W & HISY UiEeR sl SeR-3EX TN €, Ol 59 f5ha &b @iee o o
AT gl ST | 5 F3haT BT WRINT hPeR Sht HISH iR o1 3ER-SER | &, ol 39 foha <61 St
1 ST HAT T S & | S o T T R ISR g SHeRier: forst sAI THe, AR s Tee
ot ot TRE =t el Fa T foRan ST 81

3. Numeric Key:%aﬁsﬁ?ﬁiﬁw@ﬁ
T 598 T 17 F A B

4. Special Key : ! G i SIS | Y Bt
%‘S”T@W% Specialwmqﬂa%l S -
screen, printing ,scroll lock, insert, power but-
ton, home, end, insert etc.

THTT (Scanner) : ThR Th AT SGE
feamew & 309 &1 Yo T& el S F &
3T T TYRT X TRl ¢ | 3 foRE ot foaa,
Il Tei 371 TTeT i Tgaht 3 il § el o
T H Yo HIA | ST §F SRR BT Soft Hidr

¥ uftafda X @ed 8

MICR Scanner : MICR &l Y1 siféhtm &
ek e ST €1 Sk H orften T # 9w
STre H STeRT T Il B

MICR Teachnologyﬁa"oﬁq'{mq ﬂr@ﬁflq
T g P B S &

Optical Scanner $TH Y1 foafer & yehrer
FFH W S ST S| 3T ST

Joystick : THH TN FH H T Wt o6
form foma <t @1

OCR, OMR and OBR : OMR g#hl QU
AM Optical Mark Reader g w® Th e
feamed & St OMR Sheet W Ufget a1 9H &
o =l Suftefa oik erqufiefy =1 Siterdt @)
3TSTche] HhT el Competitive examination
1 answer book & check &% ¥ foram T €1
TEH WA & T § 9 oRome o1 S @)

OCR : 381 QU M Optical Character
Recognition 1 OCR & = F H ©WR
wa ¥ 5 oleiem wved #ed &1 sad
Letter, Number and Pecial Symbol B 2

Trackball : I8 Th Pointer device BT
HISH % THH F1E H ¢ T T I g8 R
B &1 STH T ¥ T off T W | T
W STE Ol ¢1 3EH ot g b AT TS
g, T trackball device I 7&l|

Light Pen : @& T 1 TN HF Thid
RS ot A1 3TRf a1 o she o fora fopam
S &1 T o T g feard ¥ TS
T WA CAD & i § 31k &1 &1 71

Touch Screen : Touch Screen T YA
SR ST, Y6, TIROE UH @med H
FAT FEA B g H fRA W W@ R
Digitizing  tablet or Graphic Table :-
Digitizing tablet T Drawing Hc& &t 8l
TR 1Y U O 71 ASE A €1 59 et W
Tqe RIS B &1 e W = €@
Thd IR H oA 9

Voice recognition : S'Flaﬁ TEIAT ¥ g9 ST
I FH H STt TG T T &

Bar Code Reader (BCR) : BCR &1 FEIRT
e & § fRa S €1 sEh S
(Product) % The % TR Y L aR HIS
g % faaw R S @

Offline input device : é%amshw
ﬁplugmm@aaﬁ collectWEFmE'{ff
Y FH 1 S AR 3Ye feard weardt
&1 I Tk 3T e gYe feaEy ¥

Digital Camera : I8 Th 3R Fﬂg’f ERNCA
fea=a &1 ST TN WA WisH U6 ©WR A
& o fopan T ¥




Standard Toolbar Keybords Shortcuts

(2cUss gemare ghofiucel 2iicae)

o Rl A

New Blank Documeent
Open (FIle Menu)
Save (File Menu)

Mail Recipient

Print (File Menu)

Print Previw (File Menu)

Spelling and Grammer
(Tools menu)

Cut (Edit Menu)

Copy (File Menu)

Paste (File Menu)
Undo (File Menu)
Redo (File Menu)
Hyperlink

Tables & Boarders
Insert Table

Insert Excel Woksheet

Zoom

Office Assistant

- I
Ctrl+N
Ctrl+0
Ctrl+S

Ctrl+P

Ctrl+F2
F7

Ctrl+X
Ctrl+C

Ctrl+V
Ctrl+Z

Ctrl+Y
Ctrl+K

ferawor
T 7 b TR A SHie 3R el S 8
= (Selected) FES T T &1
TiHT WIS ohl Sk SIGHM AW, I Rl T
(Selected) o T T (Save) T &l
SR (Content of Document) FI -0 T F
@ (Body) % &9 H HST 81
T TS S SIS hl e R 6 T IR
FHHIS 1 FA el &1 fie foeneq 1 = wEe
By & forshed R ek A &
&0 5 e it fiie R R € 96 fiie F o
o @ | T @ & [T 5 FHHiS T AT i B
Tieha TEAEST | St T SRTOT e e oia
Sl it Jfe T S
Hsra wEd | ¥ =R S o fas ol ger g
e &€ # = o o1 T =it wiafafy
(Copy) SR Tl &1
foreTee @ =it forem e foet = SR =l 3fesa
T R T FA B
31 ¥ foRT T S T ferhet ST < §
Undo aﬁam@wﬁaﬁ%aaa@
U BB ook =1 el & A1 =i R fish b
ufee e &1
ot 2R st (Tables & Borders) ZeisR
Wi e Bl
o S B
TEAEST § T Treiie Sl B
TSN o STl 1 10 | 400 Wawd ek ST
g1 YeRid T B
g ¥y 2 @ik ﬂﬁb'&ﬁ (Help topis & Tips)
T SR & FoThl Terehdl § &9 310 e

Formating Toolbar Keybords Shortcuts

(Widiféar ¢eram gofiuce eiicde)
- I

Ctrl+Shit+S

<o <Rl AR
Style

Font

Font Size
Bold

Italic
Underline
Align Left
Centre
Align Right
Justify

Numbring

Bullets

Decrease Indents
Incrase Indents
Outside Borders

Hightlights

Font Colour

Ud.UH. UdAd gifedbe @t (MS Excel Shortcut Keys ) wav

wE
TfoTd A (Formulas)
T&d: AT (Apply Auto Sum)
I f&iR (Current Date)
FAHM 9T (Current Time)
el AFHT (Spelling Check)
HRRCT (Help)

(Macros)

Ctrl+Shit+F
Ctrl+Shit+P
Ctrl+B
Ctrl+I

Ctrl+U
Ctrl+L
Ctrl+E
Ctrl+R
Ctrl+)

Ctrl+Shit+S

HE (Work)

Fehete foramd (Document Action)
FEe Gl (Open a File)
& A ST (New File)
T T (Save As)

eC) (Save)

BT (Print)

@IS (Find)

St (Replace)

A= T W ST (Go To)
TA = (Selecting Cells)

= e & S THE e (All Cells Left of Current Cell)
=Afd T 3 S THE T (All Cells Right of Current Cell)

YU e (Entire Column)

e T (Entire Row)

B e (Entire Worksheet)

FHER Tfararer (Cursor Movement)

Th ¥ IR (One Cell Up)

Tk 9 A (One Cell Down)

T BA T (One Cell Right)

Th A To|T§ (One Cell Left

ERMe o TR H STFT (Top of Worksheet)
Sehsfie o 31d ® ST (End of Worksheet)
A i H ST (Got to end of Row)
i & 3 H ST (Got to end Coloumn)
ST Feh¥iIe | ST (Got to Next Worksheet)
THZ WEA (Text Style)

e (Bold)

@ (Italic)

@ifehd (Underline)

TR (Strike Through)

AT (Formatting)

foramefiet ¥t a1 Fa1e (Edit Active Cell)
e (Currency)

TR o forT wfererd (Formate as Precent with no Decimal Places)

Ud1.UH. Ul 2ifecbe @t (MS Excel Shortcut Keys )

siicane &t

Ctrl + O

Ctrl + N

F-12

Ctrl + S or Shift + F-12
Ctrl + P

Ctrl + F

Ctrl + H

F-5

Shift + Left arrow
Shift + Right arrow
Ctrl + Spacebar
Shift + Spacebar
Ctrl + A

Up arrow

Down arrow

Tab

Shift + Tab

Shift + Home

Ctrl + End

Home

Ctrl + Left arrow
Ctrl + Page Down

Ctrl + B
Ctrl +1
Ctrl + U
Ctrl + 5

F-2

Shift + Ctrl + $
Shift + Ctrl + %
Ctrl +C

Ctrl + X

Ctrl +V

Ctrl +Z
Cul+Y

Ctrl +1

File Extension Name

feraro FH (Copy)
ﬁﬁwﬁ%@#wwms@w W(C(“I?t)
T S <RI (Paste
o Fi faaEe (Font) & ek a4 &1 7 9T (Undo)
S 3 B 35 SR A TR T ) FHTE Redo)
o 1 Sl ST A SR B R B T T T S s
R Rl fowe 2y (Ttalic) ¥ uRafdd
A B
T 3 T TR AR FEell &1 Data Files :
TR 1 W T SR BRI (Margin) .csv Comma Separated Values file
IR F1 W F U BT F S § Wl B .dat Data File
TR o1 SR Ry et R & Tt o W & efx eFax Document
T 2 .epub Open eBook File
THRE 1 I I e BT F e /IS F .pps PowerPoint Slid Show
S ST ol Sfgl 1 5 HHE ®9 9 e B .ppt PowerPoint Presentation
I fEhiee & 38R | 9&a e e -PpiX PowerPoint Open XML Presentation
31 & Ufh o NE l Suieg & <t € .sdf Standard Data File.
G- 1,2,3 amfel Xm XML File
oK e 2  STHR WIS (@) T Audio File
S %' .aif Audio Interchange File Formate
R AT (Left Margin) Sl e €| Aff Interchange File Formate
8 ¢ BT (Right Margin) 1 el 81 . .m3u Media Playlist File
A 2R, T, A A GEI RGBS 140 MPEG-4 Audio File
i€ ST 1 el &1 ) mid  MIDI File
M SRS F TR B 3T SITET TG H o3 Mp3 Audio File
BRI Tl &1 ) ) mpa  MPEG-2 Audio File
R it feraere % BT il IRadd T T g 1 Real Audio File
WAVE audio File
TE——Y .wma Windows Media Audio File
Font Files :
Alt+= fnt Window Font File
Ctrl +; fon Generic Font File
Ctrl + : .otf OpenType Font
F-7 ttf TrueType Font
F-1 Backup File
Alt+F8 bak Backup File|.tmp ~ Temporary File

Web Files :

.css Cascading Style Sheet

.html Hypertext Markup Language File
Js JavaScript File

Jsp Java Server Page

.php Hypertext Preprocessor File

IS8 Rich Site Summery

xhtml  Extensible Hypertext Markup

Video Files :

3g2 3GPP2 Multimedia File

3gp 3GPP Multimedia File

.asf Adavnced Systems Formate File
.asx Miscrosoft ASF Redirector File
.avi Audio Video Interleave File
Alv Flash Video file

.mov Apple Quicktime Movie

.mp4 MPEG-4 Video File

.mpg MPEG Video File

.rm Real Media File

srt SubRip Subtitle File

swf Shockwave Flash Movie

.vob DVD Video Object file

wmv Windows Media Video file

Compressed Files

Tz 7-Dip Compressed File

rar Winrar Compressed Archive
.rpm Red Hat Package Manager File
.ZIp Zipped File



ekt (Protocol)

T% T U AR 3R e ufswen & e
TP HEE a1 WSl (Feaet ) § S
TR R T 1

ASsT (Browser)

TE Th U9 HieaR €, fSos Wewar 9
IR eIl H UH FA F A et
TR LT B

AFEAT

g U A ISR o GRT TETEHT 3l UTH e
¥ foIT IR 3R fou TR 319w Sl 90 A &
e Yk 5 A SSoR H U forel TR =
foranfeara foman T wohet 21

eash

fafim Foped 1 T e SR T T
TeT 1 aedh e &

S IERCIEL
T IR S W SHRIRAT T Hensti i
ST AT & | el el STl ¢ foh o7 oW 3
AR T

HER
g forelt off W 1 IRV TeRid B ol
st B 71 o e e fow R S
Tl

3T B
S ISR G H Iufeerd el A ST~
O FFX H IR Feh 321 ¥ |k
FHIE AT € T oF T G BT ST
T @l 8

FEW TR HIeh 3T Tiast

TG GfeE 1 HTML &1 Sreeht 3nT 3 Ot
s % T foman St aRe § ae-festefam
HTML & SR &l &t STt et HTML e YR
& TTHIET ShH 1 e 1 il & fTeeh
YN SEIEST TR S % e feRa S g

BEW RS TIHAW Wretehict
WWW HTTP %I SRl WM HTML
¥ Tl TwESt o g a9 S @
TR A & o fomam s &1

AW, /3ME . (TCP/IP)

gHhl QU 9™ (Transmission Contorl
Protocol/Internet Procol) iR
e & STEH-YaH A % fa e s
213 W Ut € 5 e 9 erEen
FE % A A I e 1

i R Tehex
e GieH &9 [RL &1 39T YT a9 T &R
ford g i Henferd s % fo foram S
21 HH T ORI YRR 1 USH IS FEd ©

L] http:www.gmail.com/mail 9 gmail
THH TZY IS FeaA ¢

EERE|

B UST R o BEWR foieh ol foeieh vt ST
Ut FAR W 2l €1 39 9T U hed 1 o
ST H off et i EEeEe i % ford aEW
feien =ty foha T &1

HTML Elements 3T ART {31 ST &1

Render ¥l 81

HTML (Hyper Text Markup Language)

TG WA A U oA | foRaT ST ©1 SEeh! Teridl ¥ ol STSSK oSt sl Sl &
HTML (Hyper Text Markup Languape) Web page EQ) HcT |l
Internet W 37T fSTa1 off websites %, T web site HTML Pages =T Collection HIA %, o

HTML % 3 Element %1 &l Markup it F&d € Fik A Elments web Page % fafie yR &
Content &l 4t ff¥e Tl & Web Browser # Render 1 & et Mark ahd & 3iT Web Browser
T 39 S 1 Indicastion A ¥ web Broser H fRE Contect i forE STE W 3R foFe T& @

I TH Markup Language s fE T?f W& ¥ Contect a7 Text & Organization q Heiferd 21

9 WEE

et TSt F T B Ao FeT S & for
e, waf, SR senfe 1 THEw B ¢ SR
foreft oft AUl e il SN UTH o o fAT
e a8 1 & W foan S €1 R IR %
Ul 3W A ¥ T SHHIRAT T &l St
2l

TEW f&w

9 U  IJuferd o fory wIeg a1 o, o W
fereeh st T 3 Isg A1 forst Tvifeeret g Tk
3T el UST R S ST 1 36 e UST B BRW
T T ST §1 3o Tk A U W R o
el UST T I BT, BER fioh e ¢

TRAATS

$eTIe A1 foRelt o7 X | U FEre
3O FHEY H HIRIA L i Bhal Y SRAHS
FEd €| STHE & A T & AST S AeEe
%I I SHAE FHI S §

MU-ES

A AR © el off 371 et # geedt
ST 37T~ AT FHEaldl & | ST & foag
el 3 379 fiT a1 fgeer = i ge o fon
-0t o € A1 Rl et B STRireter At € o
I 39-ATS T Fed &

W(Server)

TE HAR Sl STAC I TEHA B Sl
3T ISR T YA & FEH i SET Tl 2|
TRk FHEAT 2

'Hﬁ'T'T(Surfing)

$EAE o Heohi § HEeIqul oIS i @ISl
fafir Treel W ywor 3 St FEar g

AT $eTRA TS

IE T BIERR fEad & S et i oo
Y S BT ol SEH-YEH Gl ST B

TR Fehel o7 (WLL)

g Ueh T SR dehrien & fSres e 3 are
I AT A G BT T 2AEH-YEH Gl
B &1

TE-TRTS (WIFI- Wireless Fidellity)

7 Tl geieRifien TR STeROl o ot for
AR & Hoeh T o i o ¢ fSed s
T SEH-YEH Fe & T | S gR 5N Aege
AN FHI Tl 2ok Tl o HIR ae ¥ S
ST HehT B

TS BT (Wi Max-World

Interoperability for Microware Access)

g el G TR WIEhiad foieh o SIRY SFRT
RO TS AT & U SSeS § FeTIe au
371 Gferend ye T €1 98 3.3 | 3.4 GHz &
e e el B

Dynamic IP Address

FAN Network TR ®AR fRl Device @l
Procide a1 1T & IP Address Number T Tk
TR fEaed #T Refer HIM §, 5ol Tk &1 5 9
FAHE W &1 S € 8 Disconect BId & BH
Allot f&FaT 71T IP Number &t 3t T\E_OHT'{H ED)
Provide foRam T eha B

e (Getway)

TUE Y FE Heaeh 0E Y 53 B § 1 e
3H HIET H FEd ¢, S & et Heem! ¥ 92
FR Y Tl &l 2

ISDN (Integrated Service Digital
Network)
T ¥ 5, 399 3R 7 o fafrerg germsi
T T X T ST Sl ¢ 1 S ST, afea
AR waf &1 TF WY JHRY Hud €1 ISDN &
Fartd fefStect T =il T Sl =eeh W
128 M i TR T e e <7 T 2

AT (Blog)

TE web log I T &Y &1 T8 TS W TH
YR i SeEe & T W THg-HT W SRS,
ot a1 = g1 319 3T of foreIR BTt it €1
SN TSR ot 81 Tehd € o S ol 1999
o aTfeeRieh &9 § AN Sl FET died Halest
el

W(Flame)

o W Uit a1 fefaa eawrse|

fefSeet weshIger eig=

(DSL- Digital Subscriber Line)

SER 3TTIA HERST I AT & qiol ok AR
FRT A TS ¥ Sig e ST § 3R 39
T ST, HSH ¥ Sie ¥ FEge | et
T FeTeR Gfen wife Y ST w7

qiq 379 (Pop Up)

IE $TAE o YA o TH o Gor el fareet
& forod fort forar fordiy R g et 71

aﬁlﬂ'(Cracker)

THI-TSTR A1 FHARSH & T §etie W S[g
fafv= el § Sesie & ar|

Electronic Commerce

T Tl anfoioores Rl ST ok sereRiten fawew
a7l RN 3 EN qUT AT ST &1 29 38 T
off g Tehd ¢ fh See & Ty 9 R
FT & - e 8
Types of E-Commerce
T HHH % I gof YRR ©-
forsme T T (B20)
BIE HURYE T 3MF AR & g
TEEHT SN R STl 21
FHIIR T HIE (C20)
FEE s o o fofv safwat s et e
Bl TE R TIETES fommA a fRe
ATl o T geraRien 9 H TSR S 8
forsta ¢ fosm (B2B)
R H & SR 1 eaE H S 3iR
Yaraii it forent 2t 81 T2 oy &9 9 S
foraer & Heiy 2
E-Banking (é—éfmﬂ)

Electronic Banking, Internet Banking,
Virtual Banking 3 @ ¥ ot ST 7T €1 59
Online Banking of} el T 2

Electronic Payment System

$E R oA T T Electronic Payment
FEA@ & aAr zq fafy & Electronic
Payament System <h@l Sl &l qIaH EAKT
I, Sfele IS e HIe 37 Al § b
S B

HieT HE T WE FE-FEHE W e
ST e o foTe wfiesh 7 s7eid shfse #1e
Tei W IS 1 FANT AT ST B

Important terms releted to E-Banking
NEFT

National Electronic Fund Transfer :- & T¥9
T W TH Account § ?ﬁ % Account H
Fund Transfer % % fTq feam T &1

RTGS (Real Time Gross Settlement) :

I Fund 3 SfoIeh TEMRE 317ET o STER W
Transfer 1T Tl Application F IH TS
Process {31 STl & ST Transction &l STl €1
g STel AT Fast Fund Transfer & foq Sw@mm
¥ o i 2

Mobile Banking
3SR eIk S R 310 Smart Phone
Application ﬂi%fﬂ'[ § T ¥ s Application
! WERIT ¥ Mobile Phone § T I fofam
T 2

Online Banking Passward

Y% Bank SR Passwaord ﬁmm%ﬁ—l@
Web ID & @Y foed & fau &m & fa=n
ST &1

Transction Password

g Password add m T Account Y Balance
Transfer S Tehd &SI 379h Bank & &1
Add TR T |

One time password (OTP)

Ig Online Banking # Fund Transfer %1 %@
ST ¥ o s g TH User 4 Regular
Mobile Number T T Number 3l € S 36
-3 I T A & AT ST B 7




cfoTel @ |eel sTararel thueit tuiel §¢ Hiet feidde df aifdtI il 3MThle Gol diet 3iUcl 3cllc
tifed @edt & 3N Gelel Jeurel @i 30 3Mfeid delid & |1 Rl & Uel i caleit e 3l
31§ dch I HBE | Uch GIoTe...

fﬁssawmaaﬂ-aﬂe%amﬁsrﬁﬂﬂ"laﬂ
el Jd 2Nl







P OIE e 1 37ef IR o U forelt sesh
&, S el F % AU ST B ©

- o
b FHR R TR ...... & H LR F A §
- fefStes g

T HH & fou fesie P mn & - e
P TE § I & HHE I IH: T F R
- e e
S T G 3R T FRR & ForeH wh

1Y Rl A1 TR EBTeH & foT 2t dew

FA R GAACAMS| - HTORH BT
b A Uik 7 giAfed % fore St e &

o e SliTe M T T M ST AR

- gfen
b ST STER H SRR T A E I .o
e & - ISR Trsett
b FeR ¥ T H ALL.U. H A gl
- fenfes it afe
> forel Wit & Fed g IS
- TS TR
b olcd ol FR R G R el - Tgelt
P SRR HIRET T ST fore foram|
- T Te TRe
b 3R e § YA fRT ST §
- VLSI

» ENIAC &1 Q0 9 &1 §
b 9o digl I A1 - Electro Mechanical
P AR FX T
- e W At e
P TH SO R §
b forer o1 HeE TEl YR FHHS S Al
- 1979
b ARG AR R o FHrgeX it gam fohan
- TTEERY TR
b Ra § i o FRet 1 9 AW
- feragmet
b T [ 3T i Al 99 § - Teee
b OIS FHEX HH-H1 & S ST ¥ TR
T W R T W ST ST Gl §
- Aue
» e digt & segex | g gan
- Ford gifsrees w1 wem g

- Mark 1

e Wdlg

b Tech Ui Wi e g @ weRdr o
- U
P T TEell FoFalld feagE § - TARE
P SHIF H FAE] T Al ok foham o)
- wTed Ser
P T T Y RS R ST S R PR §
- fefstee wmgex
» CRAY #T & - U HIET
P Tem-digl ok X T R e
Y HA-T Bl - ER-¥R 3
b FH F ok B Tl e R §
- Wt -
P UM 3l SR o -fie o foepre |
Telfees A fResh & - el sert
b TG YR FIE H G H g5
- 1946
» RIS withe fau w1 fawm forem feran
- Sug feeett 3

- T TR
P g e o e | g uesh €

- gfiemee wffe

b FE TGRT F SR R FE ok BN &

- fefSeet aik agant

[ JS R o =1 wanT i el o e
Y o7 W it e A S ©

- 80386

P SIS % MR T FHER i 1 el ©

- HTEeht

b FHX & T e § wH- fovan @

TE S &

- E W T TS SYEAT & T AT
- Hift|
b T I TR U FHEOI FH g § & ©

- T
b R A e TR A e A T AT S

feama & - T e
b e Hr, S AT o fefsed wmmge &
fiysroT & o411 g3 & -eEfE e
b e didt o HrgeR ot e &
- Hm Ifg
b Yo e, e RS o of - THe®
P UH FR, S OIS B & 3R AT
I Fermredt o fo gferrsres 8 &
- St
P FEX F 3MEHL. foa & I ¥ e
SR BT & - faferenta
» i forer Soft o e B wHeiferd & - HIgeRT
b FI F T YUl o G 3T B R
e = & - g

P FHERR FH FEEE I FeA - WA

b HE I E - SoraRi R WO
b FE I ferag a1 e e T ¥

- 2T 3k
» Gui 1 g0 A §

- Graphical User Interface

b TR O A ... O S A &
- Tk o wferamg
P T AT FRIBME - U R
b & H W ok Tl R T AT HrA R
T & FR Y - W
b THITRRR R dig) o et g - aqe
P BT YR RS HeGeH el Hal o
TR o - BfUea WieTeht WL ShicTehTaT
P I YO FHEZET WA 10000 I 384 ford
T H gl
b Tl Vi FRX E - T ST
b fefSreet sroeer fre fagia W sl ot &
- TUFT
P YR FEFX 3 FE W foRT YR e &
- aReheT &FaT e gad Tfa WSK
b SR  STHR R FIE F i & TR Tel &

- 1998

T & .
» g i e | fRa disramd ufd e
Bl & - 5 @
P TEH FI Sl T M § SR AW
- TeTHe e
P TG T HIS HT TART e foham o
- SEw Bl
P Tehighd URUY & TfaRR & fohd Tt st 5=
» =gl WS 1 g E o
- &N Tehighd uRue
Y T BIe g fau W IRl 3R 3=
Folerzeh Ul 3 |l qo Seteriien dfthe
- geRiEs |ithe
b o Uit o X H Y Soiaiih ek ©
- 9t
b =T SR T H i ST T §
- TTEHT YRR
b et & o e =Rl 3R arR fepat 8
- geReE withe
b e H FERT B St T o e
- 29, WUy, fiiex
P HI TSR I 31k MR T Y

- W

b o fefSea wrger & form usfa =
U feRe ST ¥

- fgamen® siek wgfa
P uRA T formfd A YR et i foreh
ferer oo 3 forem & - C-DAC
b 2T BR A iR heharer e o fag
I T SN Al & - SN
b 3TTh IS T S oIt fhfsTohel
FEITE F .o FEIE - R
P ST ST F 3T FA & T P FIMH T8
TEHAE - UTeR- 3 Ut e
b HEER FRI TR T e e &
- 3ifhen &, aifcher T, et WIEOT
- et
b HH-TT B BT G FH T §
- WUl TRE
b e, TSeYe iR T feared @t tw
Tl Tg o1 fea s o e Rl fefua
BRG] - e faen
P T HE H T T AN oA
- B0 gt
b FIR i ifeien S Fed & - TEAET

P FIE R 0-9 oA A Kl F ... FEd §
- =ifies s
b FER & T R ... € T hed §
- AETEE
P FHI F SR TR MY 1 T Fed ©
AR
b o ST e T & S femfed e
& e § - W U= AT
P T T 3 U X B Al e A i |
YT ST FAA] WM
- Hesh witst feamw
P THTHRFYRE - WA g0 A
P TUMT T TR I TR foh <91 § gan
- &=
» Sfted SF FH-BA 9 FH TR §
FX TRl © - g/
P 3H HEE 1w T o T a6 s
el Y F fesTed & o= S WA o
- % WEITE
b o e e A @ R R o ¥
- IfiEa SFelver W
» o Hiea e =ed Sers o e s fRa
517 Tt e SRR J4 T
- OISt JWWET
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»

cbdldce slicl

I TR I I FEd & SN R B 37T
F T fome <At & iR 3w i emeea
femt € - SWhe™
SEAY AR o 3iaria e den faf w= wm
foran ST & 39 N St § - S
TEAY JUTEH o & 3o HH-HH 9 BT E
-1Td0
FIET FIERR N & 3R T ol &
H-H =St < F § - gféw
foErst H e i 3 A W U ...
GhIF T Fed § - She™
FH T FM FH o ¢ Jerd: et
ST T § - HigedaT
- SFTOfET guTett
‘‘‘‘‘‘‘‘‘‘‘ Y FEgR WE A1 4= oA €
s
WM H A RN e - IR Thgelt
Sl ST TR HTH ShAl Sig T < Tl
e § -
ISR T e fuiRa e & o e ®
I |1 I ST §
- ST R % SR oS TR SRt
TR A1 R FR § The o forn e
- efiet
e e a1 TR fea S & 7@ 2reT
F2q % AR o WY HT H o AT FrZeX
F o @ ©
‘‘‘‘‘‘ TS T & STel X A foan S §
3iR siffeT forem it AT & @1 e &
STl o1 Gt S A € |l A B
- rtoxfen faeen & vt fowen @ Ou o
i B §
A FIER FHl R Fed & - Gt
FHI Hl T FA H A TE & R
- THIFET SgA A B € S fawner wwn
A 2TeT @R TR §
TR SIS T Jeoleh T 21
- BTSSR Bl & 1 R
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at
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i = k=@ X= T ] Shift +2 k=4 | [ “shiftem anvoss=y |
p=4 Shift n= v t=w Shift+>== m
Shift+v=e l Shift+b=s n=g Shift+< =3 i j
r=a Shift+fk=« | | Shifttrm== k=4 | 1 ur
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Alt+033=! Alt+060=3 Alt+087= " Alt+0114=g Alt+0148=¢ Alt+0188= ( Alt+0221=w
Alt+034= Alt+061= = Alt+088= Alt+0115=" Alt+0150=g | | Alt+0189=) Alt+0222="
Alt+035=% Alt+062= = Alt+089= = Alt+0116=w | | Alt+0151=5 | | Alt+0190== Alt+0224=z
Alt+036=+ Alt+063= = Alt+090=" Alt+0117=7 | | Alt+0152=g Alt+0191=( Alt+0225==1
Alt+037=: Alt+064= / Alt+091= = Alt+0118=a1 Alt+0153=5 Alt+0192=) Alt+0226=¢
Alt+038=— Alt+065= | Alt+092= ? Alt+0119=_ | | Alt+0155=" | | Alt+0193=n Alt+0227=71
Alt+039=¢ Alt+066=35 Alt+093=, Alt+0120=r Alt+0159= = Alt+0195=% Alt+0228=w
Alt+040=; Alt+067=: Alt+094= - Alt+0121== | | Alt+0161=" Alt+0196=x Alt+0229=o
Alt+041=g Alt+068= 7 Alt+095= =% Alt+0122=. Alt+0162= Alt+0197=% Alt+0230=7
Alt+042=' Alt+069= = Alt+096= Alt+0123=¢ | | Alt+0163=w Alt+0198=f" Alt+0231=y
Alt+043= Alt+070= 2 Alt+097=" Alt+0124=7 | | Alt+0164= | Alt+0199=F Alt+0232=¢
Alt+044=x Alt+071=a Alt+098= 5 Alt+0125=g | | Alt+0165== | | Alt+0200=" Alt+0233=7
Alt+045=. Alt+072= = Alt+099= 7 Alt+0126= Alt+0167=, Alt+0201= | | Alt+0234=¢
Alt+046= v Alt+073= < Alt+100= & Alt+0130=7 | | Alt+0168=1 Alt+0202="1 Alt+0235=g
Alt+047=¢ Alt+074=5 Alt+0101=x Alt+0131=9 Alt+0169=" Alt+0203=¢ Alt+0236=g
Alt+048=0 Alt+075== Alt+0102= Alt+0132=z | | AIt+0170=_ | | Alt+0204=< Alt+0237=¢
Alt+049=1 Alt+076= = Alt+0103=% Alt+0133=3 Alt+0171=3 Alt+0205=g Alt+0238=w
Alt+050=2 Alt+077=5 Alt+0104=" Alt+0134=3 Alt+0174=Y Alt+0206=5 Alt+0239=3
Alt+051=3 Alt+078=© Alt+0105=q Alt+0135=¢ | | Alt+0176=° | | Alt+0207=g Alt+0240=g
Alt+052=4 Alt+079= Alt+0106=% Alt+0136=¢ | | Alt+0177=" | | Alt+0209=3 Alt+0241=.
Alt+053=5 Alt+080= = Alt+0107=1 Alt+0137=v | | Alt+0179=s | | Alt+0210=x Alt+0243=%
Alt+054=6 Alt+081= % Alt+0108== Alt+0138=c | | Alt+0180=5 Alt+0211=g Alt+0244==%
Alt+055=7 Alt+082= ¢ Alt+0109=3 Alt+0139=¢ Alt+0182=x1 Alt+0212=g Alt+0245="
Alt+056=3 Alt+083=" Alt+0110=7 Alt+0140=0 Alt+0183=s | | Alt+0214=3 Alt+0246=7
Alt+057=9 Alt+084= < Alt+0111=1 Alt+0145=¢ Alt+0184=2 | | Alt+0216=% Alt+0247=3
Alt+058= % Alt+085= = Alt+0112== Alt+0146=c | | Alt+0186=¢ | | Alt+0217==< Alt+0248=(
Alt+059=1 Alt+086= < Alt+0113=, Alt+0147=3 Alt+0187== Alt+0220= = Alt+0249==
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Mangal Remington GAIL Short Code / Alt Code Character Chart

Character Short Key (Alt + Code) Character Short Key (Alt + Code)
! Alt + 033 { Alt + 0123
" Alt + 034 | Alt + 0124
# Alt + 035 } Alt + 0125
$ Alt + 036 ‘ Alt + 0145

% Alt + 037 ’ Alt + 0146
& Alt + 038 “ Alt + 0147
' Alt + 039 i Alt + 0148
( Alt + 040 . Alt + 0149
) Alt + 041 - Alt + 0150
* Alt + 042 — Alt + 0151
+ Alt + 043 - Alt + 0152
, Alt + 044 ™ Alt + 0153
- Alt + 045 S Alt + 0154
Alt + 046 > Alt + 0155
/ Alt + 047 (03] Alt + 0156
Alt + 058 © Alt + 0169
; Alt + 059 . Alt + 0184
< Alt + 060 1 Alt + 0185
= Alt + 061 Va Alt + 0189
> Alt + 062 Ya Alt + 0190
? Alt + 063 x Alt + 0215
@ Alt + 064 ) Alt + 0216
[ Alt + 091 p Alt + 0222
\ Alt + 092 R Alt + 0223
] Alt + 093 + Alt + 0247
A Alt + 094
Alt + 095

h Alt + 096



Mangal Remington GAIL Key Combinations

Key Combinations Conjuncts Key Combinations Conjuncts
a t+ o [ A at o+ a:q
G+ ¢ 13} S g+ e+ d Rl
S+ o +d cd g+ o+ H TH
at e+ H = g+ o +d Tl
A+ o+ T A G 8 G od
$ + + 9 &t e+ o+ d ad
T+ o +7 El ata+d «
T+ o+ T T+ X c
S+ +3 £ S+u+5s =5
T+-:5 B T+-::‘:-\ £

T+ +T=¢C T ¥ & fU- V U9 + U9 | 9o gay

T+ =¢ T g7 & fJU- V U9 z 9o e

A N < oIy & flU- W UG a e gay

3+Q =3 F I & foU- m Td Q e I

$+-:'€=3§ TW*W— d U9 = S gary

= = € 0 & fAT- g U9 = s I
®+o= % 0 & - Q U9 + S gy
I =5 $ ol & fU- b Td Z geoT gard
tﬁ+{=fﬁ % § & fT- Q Ug Z §ed Iy
T+0=3g g S0l & folu- < Ud ~ ded Rive & 1T @

dAre- « Hifd, gfef, 3%, aof 3k s @ F 377 weg § Hr TWF & FTC I B
o I 37 3F Or@aT 9Ed & A TES 3 A0 9T WY IR § I 9¢ U9 IR I W
A0 FNF 3 F 91 AT § & ¢ Ia1 afed F g AT E)
o 3l YHR IFAR, 6, 3% S qeg W I B
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Keyboard Key Character with Shift Key Character without Shift Key
B Rl ¢ 3§ & & & faeg
1 | ot favre 1
2 / 2
3 3
4 * 4
5} - )

6 ‘ 6

7 ‘ 7

8 q 8

9 El 9

0 ER 0

- SI. #.Y. & §eq , 7Y fauA

+ 2 geldl LF I
) (




