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About SHIKSHAN

SHIKSHAN is a non-profit organization dedicated to transforming lives through
education. Founded on the belief that education is the key to eradicating social
evils and fostering positive change, our organization strives to provide accessible
and quality education to all segments of society. Through various initiatives and
programs, SHIKSHAN aims to empower individuals with knowledge and skills that
can break the cycle of ignorance and inequality.

Book Overview

In this Basic Computer Education Handbook, you will find a comprehensive
guide to essential computer skills and concepts. Whether you're a beginner taking
your first steps in the digital world or seeking to enhance your existing knowledge,
this handbook is designed to provide you with a solid foundation. From
understanding hardware and software to navigating operating systems and using
common applications, each chapter offers clear explanations and practical
exercises to help you build your computer literacy.

Join us in the journey of Education and Empowerment

Visit WWW.SHIKSHANFORALL.ORG to learn more about SHIKSHAN's initiatives and
discover how you can be a part of our mission to create a more educated and
equitable society.
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1. BASICS OF COMPUTER
B0, LIT° 230
1.1 INTRODUCTION z0230%

Computer r€30003, léoc‘.’pjaeseao‘

A computer is an electronic device that manipulates information or data. It
can store, retrieve, and process data.

The major characteristics of a computer are high speed, accuracy, diligence,
automation, secrecy, versatility, and storage.

NeBado3)/BoTRET"T 20T YIS HVBSCRDND, wBNIT  BI03/@redb3ohY,
DBVB 0T BT B8TeBM,ad (Instructions) FOLEATELDBT. VWD B30 Tor3 a3,
SIS D) o, 0D ToRTFBY, B 0DT.

BOTYYT’S BTV MLVFENTORT B Fen, AWTI, RSV D) ToTBE ASYD.

Block Diagram of a Computer:

S0V Tearaed,



Central Processing Unit

Control Unit

Input Arithmetic/Logic Unit Output
Device Device

Memory Unit

Computers perform basically five major functions, irrespective of
their size. That is:

1) Input: This is the process of entering data and programs into the computer
system.

2) Control Unit (CU): The process of input, output, processing, and storage is
performed under the supervision of a unit called the 'Control Unit'. It decides
when to start receiving data, when to stop it, where to store data, etc. It
takes care of the step-by-step processing of all operations inside the
computer.

3) Memory Unit: This unit is used to store data and instructions.

4) Arithmetic Logic Unit (ALU): The major operations performed by the ALU are
addition, subtraction, multiplication, division, logic, and comparison.

5) Output: This is the process of producing results from the data to get useful
information.
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PV, DT WFTBUIMST.

History of Computers:

Modern Computer was invented by Charles Babbage, who is also known as

Father of Modern Computer. Computer was not invented in one day, it evolved

over the period called Generations-A generation is state of improvement in the

development of system. Broadly five generations are identified as below.

First Generation- Vacuum Tubes

Second Generation- Transistors

Third Generation- Integrated Chips (IC chips)
Fourth Generation-Microprocessors

Fifth Generation-Optical Disc






1.2 PERIPHERAL DEVICES mazs SDIARNALES

Peripheral devices are connected externally to a computer. These devices serve

specific functions.
eTOB; TIBINYRY, oo eveN B0 30Tt BTN &0 Swewd wpeB-BTNDIH. 85
TIFRNYD AV, FLENTRY, AT DS

Peripheral devices include c:’me:oas mﬁa piainatt{elnloR

1. Input Devices @ ®)t3* So3INR

2. Output Devices BeFQE3* SoB3INR

3. Other Peripherals @33 mﬁa TIFINLD

Computer

Desktop Computer (System Unit)

Flat-panel Display (Output Device)

Speaker (Output Device)
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Keyboard (Input Device) Mouse (Input Device)



1.Input Devices Q@°R)E3* TIFINW

Input devices are used to receive data and instructions from the user.

WYBD000T BF203 DA FRWSNERY, 4,e30VW VFREF TIBINTYRY, WHFSUHIST.

Below are examples of various input devices that connect to the computer for this

purpose.

S0YEOTT LReBDST JIT VRS TIFINY YLDIBTHNYRY, B U1 QedeoNS.

1. Keyboard 3008

2. Mouse 7°%°




3. Light Pen &3,€3° Sex®

4. Touch Screen £323° c%@a‘

6. Microphones &3;3/9,ec30ex°



7. Track Ball £39,5° 230¢°

2. Output Devices BE3Q)EF* TIFINR

Output devices provide processed data, known as information, back to the user.

Some commonly used output devices include:
BEFQEF ToBRINW FoR,0IT Sredbd e9giere Bee3osRY IS0 HoBDHADSE.

mdfaézsanﬁ WPD BOF) BEFR)EF TBINR:
® Monitor (Visual Display Unit) @,033¢3




e Plotter mmaso‘

1.3 Memory d)ec."i/a@(ﬁ%é)

Introduction:

The CPU contains the necessary circuitry for data processing and controlling
other computer components. However, it does not include built-in storage for
programs and data needed during processing.

BoRad Vo Tme WS (CPU) &) BB03 ToR,0H DA BT BoFREIV° FEIBNY)
AaboZTT Horte Secied FLBITY BPoBMLIT. 8BV Jo, Trad IDabBONSIDHS
BREMYONH DR BZ035,N 0BTADES (Built in) ForBE 0D, wrinode.

Types of Memory ea3000d PN

® RAM (Random Access Memory)
® ROM (Read Only Memory)
o PROM (Programmable Read Only Memory)
o MROM (Masked Read Only Memory)
o EPROM (Erasable Programmable Read Only Memory)



o EEPROM (Electrically Erasable Programmable Read Only Memory)

Random Access Memory (RAM)

This memory consists of integrated circuit (IC) chips located either on the
motherboard or on a small circuit board connected to the motherboard. The design
of a computer's motherboard allows for easy enhancement of memory capacity by
adding additional memory chips. The additional RAM chips, which fit into special
sockets on the motherboard, are known as single in-line memory modules (SIMM:s).
RAM @953e50 035033238 e300y dueed IC (integrated Cicuits) B3a903 SreB3 3 @), @B,
DBOURLTFESY 0BT  DBOIeeTET  JoBETROBDD Iy SaREE’  deerEni
VYSBTBUNDBE. B0BRE30°S Sioedeerert Eed) SHBed BRI FedTew ¥B5BIRY,
Bed), e3ed B g BTN TR F BLRBA. B ded WTYRY DHB0RIBEI
BRBT ITeR TBITYRY, B, ARNIR, doref @f-J,7° DHBed BRI
(SIMM %) Q0% 33abererhads

Read-Only Memory (ROM)

ROM is a non-volatile memory chip where data is stored permanently and
cannot be changed by standard programs. The process of permanently storing data
in this type of memory is referred to as “burning in the data”. Once a fuse link is
burned, the data becomes permanent. Information stored in a ROM chip can only
be read and utilized; it cannot be altered.

Examples of non-volatile storage include hard disks, Compact Disk and pen drives.

ROM 2,00 9930NE eHcded &3aF 8N, RO Betdaad, o3 BmeN JordIurhdd SHa)
DO &)eMe0nPon WBTABUHYHBY. 85 Oedad DHIROWY Beesom Yy T BN



oD B;3)0HabRD, "WEONT" 0T FTLUMHBT. 20T 390 WAFONT 8T [oST, Weedo
293,B00r3TW. ROM SO Sor@aeNdDaE S5ed3abRD), LTI DB WHTNBT 8T

3

WBOIDRBTIDIBY. ROM 1t EUTRBTHRVORTS T B, Z0E, BT, D) B

3R,

shutterstock.com - 1735499075



1.4 SOFTWARE 3039,03

As you know, a computer cannot perform any actions on its own. It relies on users
to provide instructions about what to do, how to do it, and when to do it. To
complete any task, you need to input a set of instructions in a specific sequence,
which are known as programs. Software refers to a collection of programs that
enable the hardware to execute tasks in a specific order. Software can be primarily

classified into different categories.

B0gE30° JoBereN alyeed)Se oINTYRY ABFDYNY). 0dred BoBIFBY O wrerdedes, mert
SresSed D) adyeczert ereties 0TV BB FAURSNYRY, WBNJW BT WHBTITTY,
0BT, NesdohoBY) arYde BOVT, BPEIFTIR VT, WHBTITDL ADER, BTTO
QRUINTSY wBNTIeBHST. INYRY, Dpjenyonwd oo sTbwrd3d. nesodbodd
00T9,03NW AV, DT FoaLENTRY, So0ENITR VT D) BB p)ere,ons’

Jonjpe- S039,03(TeTSTF).

T e’ R, @9 BBSeyeN B 3¥BoB03 SNeesTes SyerdereNs.

Software

System Software

Application Software

Operating
System

Utilities

Generalized
Packages

Customized
Packages




Operating systems (OS) such as macOS, Linux, Android, and Microsoft Windows are
examples of system software.

AV ﬁfaea‘, O, 8oy DB BRI, JoBRELTT0ST 8BTee3on’ ATONW (L)
AR,D* Tz, Beo Tt eVTeBTHNYINS.

mac
.
In OWS

Application software examples include MS Office (PowerPoint, Word, Excel,

Outlook), Google Chrome, Safari, and Firefox.

QBB Tog¥,Fe0* YLTIBTHNYY MS 8T (BS0wadhoes:, ITFe, 0B o, Be3es’), Merie®
B, Tped DB F,;0°5e3° JedI.







2. Introduction to Microsoft Office
), BRELTID e3HeTE

Microsoft Office, commonly referred to as Office, is a suite of server software
and services developed by Microsoft. It was first announced by Bill Gates on August
1, 1988, in Las Vegas. The initial version of Office included Microsoft Word,
Microsoft Excel, and Microsoft PowerPoint. Over the years, the Office applications
have evolved significantly, incorporating shared features such as a common spell
checker and data integration.

doéa@,emq e3HeF, mdmﬁémﬁ B8AeF QoW 80"01)&3)@§d, QD d)éa@,emq
B)DBEIT FSFO° Togr’ e’ D) JFeSNY e B8NS, a8, Seven Do rieest, &N 1,
1988 B0T) T TEMITTY TXLAITD. BAeTFS 8T0YB s8T)3ady ;B LT, I,
;B T, B D) ;B ReTF, B0 HAVOLI NI, w¥reoBD). J03TBY 8’
ORBTBIND DIy Brbedd TOegs D) dews  ©3eBTToIT ;3 e obdr

NV BE DN IBISR0RS.

ol o ol il o

Word PowerPoint Excel OneNote Outlook Publisher Access

O FHGREOHD

Skype Yammer Microsoft Microsoft Exchange OneDrive SharePoint
O Ce Planner  Teams

shutterstock.com - 2293959363



2.1 Microsoft Paint d)éé.@emﬁd DOV 0L

Paint is a versatile and user-friendly graphics editing app for Windows that

allows you to create, edit, and manipulate images and drawings.

TeoLF® ad& D JoBRETFS WIBVY R WYBT0 “_’& edo My’ aBelon® wdded
8RR, BN D) TeardFNYs) TBTwW, WBUIATL DI J0T,0TL) VBTBIDIT.

B M ] = | Untitled - Paint
“ Home View
= > [ - A A/ OO tline
i i /,» £ A ( ‘ _\ (AR
Past Slct o 0” ] s{ OLAD - &F
aste ele 4P rushes o
2 sl S A A Wl e [l
Clipboard Image Tools Shapes
<
+ 15 100 512 x 342px

Image Creator Qacdezs &,00ee30°:

—

D [] -,.=. 7

Color | Color

1

2

Colors

200% (=)

O

l |

. Edit

colors

Image Creator is ready to inspire your next creation. Give it a prompt, pick a style,

and see where it takes you.

Qedhees Gadeest’ A, BFNErt SpITeaNTYRY B ATTNG. BE, w90a, Jed, =i
QB8 T;ODD, 80D DI DoWT BFITNYRY el A, BV TR BSodeebRYRY,

wBNAR.

X
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Manipulate images: Crop, flip, rotate and resize easily with Paint.
BZNY ITFBE: o O TeotFFpodrt BIZT, DODeN Zo el
DDMIBR P, SN, DTIAA.

Brushes: Choose from a variety of brush sizes and styles.

B0BNY: A MZ3 W& NYR) D) T,ONYR) esad, I&.

Drawing tools: Create with pencil, fill, colour picker, text, magnifier and more.
33,563 BOBONR: ANG B F RW, WRAYRY 0l BB, BFVr WHTY, WD),
SIS Fed BFNIRY, Dedbrdriedd.

Background Removal &a’;d ?32%55.3( 3 dvYI:

This powerful editing tool helps you isolate a subject and remove the background
with just one click.

B BO FoTIBT BOBT) IR 200 IO IRWB, 3,83 H SV, BIDTOBEY
SBaad AR,

e Edit: Fast and familiar editing tools.
o VTIITR: Serwed DR BOI3 Jowerd SOBTW.

e Manipulate: Quickly crop and rotate images.
o AJFBH: BRIV, 303N T B D) 3DHAR.

e Copy and paste: Easily copy images to and paste from Paint.
o IBe) I8 DD 1903 BeoerRO BZNYD, Dot IFOL D) ©oedd.

e Stylus pen: Microsoft Surface Pen
) JO%° I 333 g, SeslnPod Bz Sedndaont, A, 833 WoBa,

TTOND.

e Line sizing: From fine lines to broad strokes, you control the look of your
piece.
e Colours: Create a new colour or use hexadecimal, RGB or HSV colour codes.



zoegmi): BRI VNP B39 BITF, RGB &95eze HSV e Beer NPy Swews 3.

Layers Q0NR:

Layers provide greater control over drawing, editing, and organizing your work,

helping you add depth and detail to digital images.

SCOMY 2o BNV, SOmBIIN A0HoGRIBEING. W00 LSV
2TRATEY, WERIBRBL Forte YFrer sy B3 ITTAYR) FedTL AT STk
PRI,

Control: Edit single layers without affecting others.
0D 03)63: 833 3T B33, FPTZNT0SB BeTe) 2,03 TTTIRY WBUEVTVBMR).

Manage: Merge and reorder layers to manage your creation.
NIEDH: BBV, ADESrR P D) DDHZe PTITBD.

Compose: Easily create intricate compositions and designs.
TBoadeeRd S : Jodeesr ToodeaSnw ) ITYRAYRY, DbereIzzen SL[VRD.

Import/export: Add images from other sources and send them in most file
formats.
6%&@@&/%&68&6)6&): 933 SweniPod IEA BINRTR, Fed DB) YY)

are@e SyeBOhE) SWEHTVTD.

User-friendly: Artists of any level can easily use Paint.
WYBT0 ro:e&:: 0P Te B3B3 BT DerimeN Beots D, WYBVRID.

View options: Be precise with rulers and graphs or resize as a thumbnail.

Jegmo 30, MW: Breo ity B MyETweodr JadmeN vgme Fowrseersod
DDMZ) iR PTVBD.






2.2 Microsoft Word ﬁ)éa@emﬁd {3

Microsoft Word is a word processor created by Microsoft for producing high-
quality documents, letters, reports, and more. It includes advanced features that
enable you to format and edit your files effectively.

D BReTg, SBE D;BRLTIT 0T WPT)DTBIUT 0w IBE FpEeITI0° 8N,
UBD MHODEIT TUINW, BZNRW, SCONRYRY, SeedTBMENG. AWV T, NI
B0EHaHBZ0WIN TByTen/2TUI0NTD ITe@ LVBSTEN V.

T H S 0= Docurment1 - Word 2 @8 - &8 X

FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW Sign in
. s | ag = = 3= | & # Fing -
Calibri Body) -1 -| A" A" Aa~ - &= N Y | pasbcene asBboene AaBbCy AsBbCl A B assbcer acsbeen acsbeen: -
e F i . i *| ZacReplace
Paste B I U-akex.x A-F-A-=S=== - b-H- i Mormal | TMoSpac.. Heading1 Heading 2 Title Subtitie  Subtle Em.. Emphasis 3| g

¥ Format Painter

Clipboard 5 Font & Paragraph Styles % Editing A

Hello, wikiversity!|

PAGE10F1 2worDs [

Features of Microsoft Word d)éé@)emo—p: ST I rHesFen:

e Home: The toolbar provides various options for modifying the font, size,
color, alignment, organization, and style of the text in your document.

-

o DAPE: A, BB DHOLFSOR BT;T wo0Ls* (VFT), M3, )63, LRLTE, FOF TR
T, 00DRY, BBV L3RVIIT® G Sl NPRY wINIT.
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Font Style | Font Size | Font Color | Text Alignment

Paste | Cut | Copy | Font
i ] x Referen. ew  View Add-ins
- A
Paste

Insert: Tables, shapes, images, charts, graphs, headers, footers, and page
numbers can all be inserted into the document. They fall under the "Insert"
category.

Te0A: Brexd3NW, 850N, VIR, WELFFNW, MFNW, BBONW, BRI S
DR Y3 B NYRY BB ehotI T FeOTNIMI. ) "TFeOW" ST BALY wHIS

Design: The template or design for your document can be selected under the
Design tab. Choosing an appropriate option will enhance your document's
appearance.

cDRTe)éﬁ: AR, BORUTOELFTIN E30Teer BB ITYURINY IV 392 B esod,
BB, TRTDTW  ITYRNYRY, Bod,0bD, SODIBOT D, BB,
MHEITDES, TeIYTOIBT

Page Layout: The Page Layout tab offers options for margins, orientation,
columns, lines, indentation, and spacing.

Q)e3 cf)mzsﬁ: e IVYRY) £  WoRINHD, BBV, TN, Townw,
Q0B0e3eBY D) WOBTNYRY YTV B, NYR, AeDIT

References: This tab is extremely helpful for those creating a thesis, writing

books, or developing lengthy documents. It contains features such as
citations, footnotes, a table of contents, captions, and bibliographies.

emtze&)ﬁ%b: BOoFBN) CBDT, JITBNYRY, wOBT ©FTe DeFe TSRV,
DI RBBDITON B 39 ©B08 IH0LBTNT. VD BuSearisd, WBLIBENW,
ARODAY Be3, 2eAEBNRYW D) NogRedNYosH déza%ﬁv@ w3

Review: The Review tab tracks spell check, grammar, thesaurus, word count,

language, translation, comments, and more. This feature benefits those who
have their documents reviewed in MS Word.



o ADTE: AT asazsaa‘ [PV JrDedd 30, mésdsa, BBRES, BB DEIB, W,
DT, FR0BTRD DA &gﬁdﬁ& 3eOBVDTINTG. B3 dé%a%d) MS SISO
msoej’ris?ﬁ& 202edDIION @)0deedITrH33.

Uses of MS Word & 8remed 3ar G003eeNM0

Given below are the different fields in which MS Word is used and simplifies the
work of an individual:

B3RP, I S30b BVINYRY, DO PDIT, VB, I ZeFrivd
VB A3ReNRETIMDIT.

e In Education: MS Word is regarded as one of the simplest tools available for
both teachers and students. It makes note-taking easier and more engaging
by allowing users to add shapes and images. Additionally, MS Word is
convenient for creating assignments, which can then be submitted online.

. 5§89C§€2: MS Word &) 2330 @@ JDyBfnd @) 0ne vdtha I0Y TorINYY
200030m) BOMEIBUINT. AW WHBWITON AIT BBTNFRY D) WBFNYRY TeOTW
©3Z9B FOIWY, *B00T 3 &8 IHTHBRWITY, WS D) Ted), BBREBDNDST.
52%3603.)‘8& MS Word oB Dotd/Seefedns?  assignments ﬁ%fﬁ& AP {3)
s rlenisplelenpiaial

o In the Workplace, creating letters, bills, reports, letterheads, and sample
documents can all be done easily using MS Word.

o B3ed BOR: 3ued BuINYY BIRW, VR, IBINW, SBTBEFNRW DIR) 23D
DoSMFSY MS Word S Suees buedeeN SutummeNs.

e Creating & Updating Resume: One of the best tools for creating resumes
that are easy to edit and update according to your experience.

o da*i/aasd)‘ eﬂdg( 303520 D: A, ODISB, e demédf ri@éaig(
3000V 9T T WTLTANTED eaabagab TIFINLD VW3 oe%ci)d.



For Authors: Since separate options are available for the bibliography, table
of contents, and more, it is the best tool for authors to write books and adjust
the layout and alignment according to their preferences.

Se30M: deaddh TRV wlaben evdadeerimerd Kogces, IRy deed3
DA B3 SAPNW VP AIDIBO0T 83 BFINVT DMHEDN ITYR D)
BReBHIIY TRODTLD AW VBT TFSTNG.

PROCEDURE FOR CREATING A LETTER




Example:
To,

The Headmaster
[Name of the School]
[Address of the School]

From,

[Student Name]
[Class and School name]
Date: dd/mm/yy

Respected Sir/Madam,
Subject: Leave letter for absent

My Name is [Name of the student], Roll No. [ Roll no] studying in Class
[ Class] not able to attend the school due to high fever. Hence, | request you grant
me two days’ leave.

Thank you,

Yours Sincerely,
[Student name]
[Signature]






2.3 Microsoft Excel &éaf_ajemﬁd cbémef

Microsoft Excel is a spreadsheet application that allows users to record data in
tables. It is easy to analyze information in an Excel spreadsheet. The image below
shows how an Excel spreadsheet appears.

D;BRLTID, DB WO T ©hBeIS oNd), WD wYBCOT BNV
B32033, /Beed), GO DY BreBZRBDIB.08F I Fdeer3ODS Sodbdab
ABeADIYD . BYNS BBy 0B o J tF'dees 3 SrerduroN.

Cell: A spreadsheet is a table comprising rows and columns. The rectangular box at
the intersection point between rows and columns forms a cell.

BRe3: I e oug I 78 TNYRY Beodd), FFNYRY, Rows &) columns HOTD

SOLUHSE. ©E DA VZ Ty JoodeeRd BabTeEedd  edriod/BemzBY,
BRe3Tor) STSIT.

@®t a8 ¢ § =
Insert Page Layout Formulas Data




Features of Microsoft Excel d)éé@emop—z cDéNU‘ | dé%a%ﬁ%i):

e Home: This includes options such as font size, font styles, font color,

background color, alignment, formatting options and styles, and cell

insertion, deletion, and editing.

o DVDPE: VWD WZTRY M), ¥BTNY T,ONW, ©ZONY e, o3 & e, BReeda,

o Fedon’ sa)niw DI FONW, DI Jee VVSBE, VIDIZ DI

AIMSEISIMECIO WAL WAL gTelel el

e Insert: This option includes features such as a table format, style

options, the ability to insert images and figures, and the addition of

graphs, charts, and spark lines. It also provides options for headers and

footers, equations, and symbols.

e RFeBI: WO clewesf GRS, F,0, BINW DR WodNYRY TBWS, MF W,

IUEFENRD DB T e S NY JedbTo3® déaa%wag WwYRPORT. A
BBOTYRY, DR PPLOTIR, IRINVRY DR BF NP IB wPrieolds.

e Page Layout: Themes, orientation, and page setup options are

available under the page layout option

¢ R cDm?SF’o: T G D3N, LOaboeded DHB) PSS, LRBT T

30,0 2 e)?,_jasci)d.

e Formulas: Tables with large amounts of data can be created on MS

Excel. This feature allows you to add formulas to your table for quicker

solutions.

o TBRZNW: MS a3erI) @ed BErend BS0BTRY  BeeIons B
BRegINYS) TUTVBD Terie DLPDN D) S03meN AT NesST
ARZNYRY WP WBZBIN 35,08 BS03SY, WBUADDY)/svEadeeNDHES

0BZITSIY, FODIT.



o Data: This category includes adding external data (from the web),
filtering options, and data tools.

o TEI: B IeR) 270 BeeIosS, (Seror) FeDDFD, de),Borf e303),Rwd SR
0BT BOBONYRY, w¥rieods

e Review: Proofreading an Excel sheet can be done in the review
category, where a reader can add comments.

e ADTE: oBer dees @3& D30T DB @Y LTRD &d)ow?m’@
2eOTVDD.

e View: You can edit views for displaying the spreadsheet here. This
category also offers options for zooming in and out and pane
arrangement.

o B FTBeer oY IZDT AT GUBBTENW VAT, BATF B (M
3B DeDIWD) DR) BeF (MoF) BeGD FeDJIWD) DR) BeRF 2ReBEd
B8NPI eBDST.

Benefits of Using Microsoft Excel e;8/0,¢005, 08 & 3 &03,0eR3M%W

(%}

Microsoft Excel is commonly utilized for various purposes because data is
easy to save, and information can be added or removed efficiently with minimal
effort.

0 BRETIT, B O, TosTo@eN T BVGeIRRMeN WHBVINDHBH HB0TT BeegomY
Dedzen 33, &3 DT FeDDIYD), WPDIHTD Forte BVITVBDTINT.

e Easy To Store Data R0e)3 ROMDEH

e Easy To Recover Data 23 SHhhTBomeBS

e Application of Mathematical Formulas. @o@edh Redda v
WPVDTING.

e More Secure ®?d), DTS



e Datain One Place oee Sredbdaiy 208e 38 STWERD
e Neater and Clearer Visibility of Information. Sr&3aiy @ @meN o3I

PROCEDURE FOR CREATING A MARKS
REPORT/TIMETABLE



Example 1:

Name Abhi
Subject Total Marks | Marks Obtain
Kannada 125 105
English 100 97
Hindi 100 95
Social Studies 100 94
Science 100 95
Mathematics 100 96
Total 625 582

Percentage 93.12 %

Example 2:
Time-Table
9:00 - 10:00 - 11:00 - 12:00 - 12:30 - 01:30 - 02:30 -

Class Hours | 10:00 11:00 12:00 12:30 01:30 02:30 03:30
Monday Kannada | Social Hindi English Science Maths
Tuesday Maths Kannada Science Hindi Social English
Wednesda
y English Science Hindi LuncE Social Kannada Maths
Thursday Maths Social Kannada Brea English Hindi Science
Friday Science English Hindi Kannada Social Maths
Saturday English Maths Science Holiday







2.4 Microsoft PowerPoint d)éﬁ@)emq RI0° TV 0EI®

PowerPoint (PPT) is a powerful, easy-to-use presentation graphics software program for
creating professional-looking electronic slide shows.

BS0° FodDOEF (PPT) 2,03 BRIV .WFTL WRITTB Horte B0@eEe0dreN, Jodawen,
DoTTemeN B3R, BTEEWS T e’ BNT. WBTY B3 PSS, T oD
3833,
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Features of Microsoft PowerPoint: d)éé.@emai BIOTIA0EF 3é%a”ad5ﬁ%i>:

o Slide Layout: Various options and layouts are available for creating a
presentation. This feature can be found under the “Home” section, from
which users can select from multiple layout choices.

. ﬁméG‘ eJe3e3e: B MY, STy AP @erdriwd ) SeBesTD 0 dd. S

esojoﬁoi)dg( "Boayes (Home)' cdiond B0hY) Foerummd. RY WFPBWTD BT
platelon) ﬁmécs‘ rﬁ%’xig( BILVIT) ToTe VRARENTVITING.



Click to add title

Click to add subtitle

¢ Insert: Clipart, Video, Audio, etc.

In the “Insert” category, various options are available for users to select
features to include in their presentation, such as images, audio, video,
headers, footers, symbols, and shapes.

o JedA: Clipart, Video, Audio, etc.

‘FedY NINTY, WYBDIVD 3D, BT MY AT sBalee, IBalee, BRI,
BT S, WP AW F) B50HD FedBL BTZBAT.
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o Slide Design: Microsoft PowerPoint offers a variety of themes that allow
users to enhance their slides with different background colors, designs, and
textures. This adds visual appeal and helps capture the audience's attention.
You can access these themes through the "Design" tab on the homepage of
PowerPoint. While there are many pre-existing design templates available,
users also have the option to customize their slides with new colors or
textures. Additionally, slide designs can be downloaded from the internet for
further options.

. c_{‘):éac c‘.’)méé: A.3.8 ) AP RS NYRY, DS, WD WYBTTO DT, oIS
VRN, IVYIND DA  IBZoNHLeod 3D, I, SDFFw oY



FeBBADBT. WD )P, BBRFHDR, JeODBT DB BeZB8T NHISY, SFabew
SBeod BT, BB @oAMOLF R DVRBBODS "IVYR" 392’ Bwews ey B
BeB YR BFedBwBMD. ST 9B BODE WTed ITYR tJoz3ee3 TR 0L IZTR,
WYBTITD I, J;BNIRY BRI WMWY 8o 383 0N odrf 8J R, WS
sod,abR) & BeoDDHTT. Th)[OWreN, YIS Bod,NeMeN J,T ITYRNYIY
QOBIFEFA0T TOFeeeTE IoBLIWD.

= 3dd title

u dd subtitle

e Animations: During the slideshow, the slides appear on the screen one by
one. If someone wants to add animations to how a slide presents itself, they
can refer to the “Animations” category.

o DBV NL: Ty SDDRY, &F,EFNRL w0tdpoweN ST eeS Foe3dBRR3S.

T, BIRY, Bert SYBSBDBE ©0BE, WAEBITIYRY FedJew alreverde

20DATT, BHTD "INER R dn’sda& gL DTVITD.

Uses of PowerPoint Presentation: 330°s59000¢63° @50&353‘5 eVB03ReNND:

PowerPoint presentations are valuable for both personal and professional
purposes. Below are several key areas where PowerPoint is especially beneficial:
BSOHIA0EF B FOLIBRF WBETe .., ;0033 BOTRVT D) AIG PVBERPE
/B0BINYY 3BT VFeBRVMN YTUNDBE. 3.8.83 IR, ITeRTN B Y503
Be3nve) YRS



Education - As e-learning and smart classes become common modes of
education today, PowerPoint presentations can make learning more
interactive and engage students with this updated method of studying.
3ZEY - V-VAFONT DDB) T9,£3°F STNANH VOOI mdmﬁé 336 PoINFaNDRIBO03,
BST°Bdb0Es ByFoLITINY Sweed BOB0DRY, Fed), BOBmeTSOWTN DoDTIBTD
Bore BoDewe3d BaeNBwaE(interactive) DR B BT SCBT IR OI
ATYBENYRY, ATYRBY BpBNIVBTINTS.

Business — MS PowerPoint can be used to invite investors or to
demonstrate profit changes.

dédmd - maémddﬁ& BB,V P LLRDNY oed/Ia /BNRS/
VBUITHNPRY BTBEDL Q0T DB w0 R, WHTIBMTW.D.A.63 MY
Myds’, D) BF; HTBIR, FeODPBO0T BoBA/HVRED TS, S0 B3
BT TIFINTRY, BT DeIerd33.

Creating Resumes — Digital resumes can be created using MS PowerPoint,
allowing users to add various patterns, photographs, and other elements to
enhance their resumes.

SRAEFRYRY SBDZTD - 0T BSOHALOEF W BRE3LF IR NI,
Te3BIBTD, VW WYBTTD B, FRREFNRTY G SreBONR(templets),
e70037938 R D) WBT WoBNYRY FedJ 8BzeB 3O DST.

Depicting Growth - Adding both graphics and text to a presentation makes
it easier to depict company growth, business progress, or student
achievements.

BYBe3rioab, BSDID - SDEM NMydE, D) ST BB, FedDDFB0T
BB BYBe3, FSH0 BiS WP ITYBNY TeBINYRY, LI
DOITNIT.









3.1 Internet ¢903TBoe)

Internet stands for International Network, it is ‘Network of Networks’ that
contains millions of private and public networks of local and global scope.
QOB 0BT o330, ead Fe3*B', B JPeodh @) 25985 ©F0BT N D)
TITFRAB FEFSTENYRY, WwIoBDHS 'Ie*B MY w5ov'woNT. BO@D BogRE30”
SEITBENY o3 90BTIL).

Communication

Computer Network: it is a collection of two or more computers, which are
connected to sharing information and resources. Computer Network is a
combination of hardware and software that allows communication between
computers over a network. Examples are LAN (Local Area Network), WAN (Wide
Area Network), MAN (Metropolitan Area Network)

80‘-’@325&30‘ SeBBE: QWD b3 DI J0BRP,VNER), BOWBRYL AT BT B
80*’@1.)25&30%9@( 2BV B0INT. 80—-6@@6&30‘ eI aaig(d)d) BT EZT* DR



T BTV B003ReIARNG) BT SFBET FROS BOBRALIONY IR FoTBRBY
HBFBDTT.
SVDIBTHRVOTT LAN (eJoeser oI Seraae), WAN (25,5 ©B0 SeFSate), MAN

(eI ©0Wre Je3*S5F)

Access Internet through Search Engine like Google Chrome, Firefox, Bing etc. Each
URL in internet links called hyperlink downloads a webpage for view and edit. Eg:
www.google.com

nenie® 8r,edy, $,0°58°, DoN' BoSed T3e YOV DWeUB ROLIIELF eﬂxig( B3ed.
&, B0°V08° 20T BBV DS Voe3IFeEF Do NYY Dwew)d S SeerNYD), SpedDIT.

eVTR: www.google.com


http://www.google.com/

3.2 Email cbo23o2d/ 85 Deer®

Email is a communication method that uses electronic devices to deliver
messages across computer networks. It refers to both the delivery system and the
individual messages sent and received. Such as Gmail, Outlook, Yahoo, etc.

Qe H0T3 &56?&3)@56 e, VTR, B0V’ BB v or03 FoBeBMHD, AT
WIDT FoBBS ek @HeeNds. AT B0BRETTIY Bwewd 2,2),008 @R, 0t Foredrivx)
SR HILD DB eS0T YTINDE 2,08 AFoRTNG. B2l 0f Torte B0RET" RY
DRV BB B8-S BRI HITFBIT. VBB Gmail, Outlook, Yahoo, @Zﬂa@.

1. Steps to create your email account: 8s-Dees mécmag( TBDT BoBN%L:

1. To create a free email account, open your internet browser and navigate to the
homepage of a trusted email provider. Look for the sign-up or create an account
page. Recommended email providers are Gmail (by Google), Yahoo! Mail, or
Outlook (by Microsoft).

Be careful when searching for a free email account, as it may direct you to a
fraudulent website.

U233 Qeheesr eBohRY TedTe, AT, ROEITEEF 232T0° STAD(Chrome, Firefox etc) TR
QDYTITE VD TYPTBWTT SeraseesTt Do driees’ erol. &;7f-0af W' J 3.
3T90) BT Vaees —-’cgjadéﬁmdd Q0833 Gmail (Google NoB), Yahoo! ees 953
Outlook (Microsoft o). evedd Reeer® B b, 3TN /BWBDETN 25enTRBTND,
BTV T A, BeeIT SeFR,e3TT ITee dTITD.

2. Enter your details to open an email account. These often include:

Qeeesr aBoh ST A, ISTNFRY, ISV, WFNTord

e First and last name A, PTOTe DR) BpFah BJID

o Desired email address: This is the email address you would like to create. Ex:

firstname.lastname@gmail.com



mailto:firstname.lastname@gmail.com

o ONAT AL AV IT: VD) ey T3 WODRDD QR AT IRDNG. eVT9:

firstname.lasthame@gmail.com

e Password: Create a secure password that is difficult to guess, spell, or share. It should
be at least eight characters long and include a combination of uppercase letters,
lowercase letters, numbers, and symbols.

Ex: a password like “password999” is easy for both people and automated bots to
guess. In contrast, a password such as “a3#b975!d” is much harder to crack.

® [OTFITE: YNBHTD, eueI DT WFDe BoBRY L BFBTDeT DI DT STE Y,
T23Q. A BAF D0LD WBTNYR), eLZDeNTed @) FeFFONW, By ZTMW,
oMW DR WP MY SoodeedSabY, w¥rteoBTeed. sue: ‘passwordo99” I03®
TITFTEFE BID 2B F,000F003 LI MY eNHTLD DTN, 2B, 6686§mﬁ,
“a3#bo75!d” F0BB TS W, LJeDDIHD Fed), a3,

e Phone number: This serves as an additional security measure and ensures access if

you cannot log into your email account in the future.
o P a‘Soai’zS: Q) TS0 ITTo FahmeN FoohF ATFHODBST DA 2.,55336(362 A,
Qe wadrt UNS® Bried TP HINNTT &BeTDIY, WWSHEDIST.

1.3. Sign up for multi-factor authentication if it’s offered: It helps to secure your
account. W@-¥03 dﬁesdmda{& QeBTT T o Feld: AW I, 3036033&5&

DTEBre T JIHeah FeRDIT.
2. 4. Accept the “Terms of Service” and start using an email account. “Jezo
QoHRDRYRY” 3,30 D) Qe B, VI 3TN,

Gmail:


mailto:firstname.lastname@gmail.com

Steps to compose an Email: @R Qe T3 BOBMR:

e Click on New Mail or Compose
o Inthe To, Cc, or Bcc boxes, enter the recipients' email addresses or
names. (Cc -Carbon Copy, Bcc — Blind Carbon Copy)

e Add Subject line

® |Insert: The file can be attached to the email

e Write an email and send

o TRI DeeSr dg( B350 B0 003D 9@ Compose awéd& 333, A BRI
3B BDIPNIT.

o TR IVFAY, To (015e0rf BRHRDPYTD), ST B eHeerf BT ) AN
From (0379003), CC (FoEx® Bocd)- B LS BB ,e8)Byerien, BCC (098° o’
50): &,e8) 300 BBATLD B3 8, BTNVIT.

Subject - B0ZB B e I BT, Body of Mail/attach emages, files etc - RO TVODREE
ABTIY, WSLVIMWNT. VY TIVSNYIY, VBINYRY, Jd LNSTVBTNG.

* QU ITTRYRY, SBWBIT 0BT Send W’ R 23T, Bseheer FowoRdBe3 SOt

DB SenBA {63 BrH33.
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10.
11.
12.
13.

14.
15.
16.

17.

General Terms in Computer
Data: Any processed information is called Data.
Document: Any file on the computer is called document. Ex: .pdf,.doc,.jpg etc.
File: Documents are saved as files.
Folder: it is a directory of Files.
Software: it is a collection of computer programs instructed to do any task.
Hardware: Any device which can be touched. Ex: Mouse, Keyboard, Monitor
etc.
Operating System: It is like a platform, which controls. Coordinate and
supervise the components of computers. Ex: Windows, Ubuntu, Red hat etc.
Minimize: To hide and to toggle another page.
Maximize: To zoom out any file/document.
Close: To close any file/ document
Vertical Scroll Bar: Scrolls up and down on the screen.
Horizontal Scroll Bar: Scrolls left and right in the screen
Font/Style/Size: Type of Language/ its size and style Eg: Times New Roman,
B/I/U,12
B/ / /U: Bold / Italic / Underline Fonts
Hard Disk: It is found in CPU which acts as the heart of Computer.
Memory Size: 1 Byte=8 bits, 1 KB=1024 Bytes, 1Mb= 1024 KB, 1Gb= 1024 Mb
etc...
Shut Down: To turn off the computer.

Short Cuts in Computer

Keyboard Functions
Ctrl + C Copy
Ctrl+V Paste

Ctrl + X Cut

Ctrl + Z Undo




Ctrl+S Save

Ctrl+ A Select All
Ctrl+F Find

Ctrl+P Print

Ctrl + B Bold

Ctrl + | Italic

Ctrl+ U Underline

Alt + F File

Alt+ 0O Open

Alt +N New Window
Alt + X Close

Shift+ Alphabet Upper/ lower case

Keyboard:

Alphanumeric Keys —Ato Z / ato z /0 to 9 /Special characters
Functional Keys- Top F1F12

Control Keys: Ctrl, Shift, Alt, Enter, Space, Esc, Tab, Caps Lock, Windows
Navigation Keys: Arrow keys, Page Up, Page down, Home, End



