NEILIT O LEVEL

Modules 1. Module: M1-R5: IT Tools & Basics of Networks

Chapter 1: Basics of Computer

Computer Definition & Characteristics

Input Devices: Keyboard, Mouse, Scanner, etc.

Output Devices: Monitor, Printer, Speakers

Memory Types: RAM, ROM, Cache, Secondary Storage

Number System: Binary, Decimal, Conversion

Software: System Software, Application Software, Utility Software
Operating System basics (Windows, Linux)

Chapter 2: Operating System

Functions of OS

File & Folder Operations

Types of OS: Single-user, Multi-user, Real-time, etc.
Windows OS Interface: Desktop, Icons, Start Menu, Settings
File Management in Windows

Linux Basic Commands

Chapter 3: Word Processing (MS Word / LibreOffice Writer)

Creating, Opening & Saving Documents
Formatting: Font, Paragraph, Bullets, Numbering
Tables, Header & Footer

Mail Merge

Inserting Pictures, Charts

Page Setup, Printing

Chapter 4: Spreadsheet (MS Excel / LibreOffice Calc)

Introduction to Spreadsheet

Entering Data: Numbers, Text, Date

Basic Formulas & Functions (SUM, AVG, IF, etc.)
Cell Referencing: Absolute & Relative

Charts & Graphs

Sorting & Filtering

Printing Spreadsheets



Chapter 5: Presentation Software (MS PowerPoint / LibreOffice Impress)

Creating Presentation

Slide Layouts, Themes

Inserting Text, Images, Videos
Slide Transitions and Animations
Slide Show, Printing Slides

Chapter 6: Introduction to Internet and WWW

What is Internet?

Web Browsers (Chrome, Firefox)

Search Engines (Google, Bing)

Email: Gmail, Yahoo (Sending, Receiving, Attachments)
Social Media, Blogs, Online Forums

Cyber Security Basics

Chapter 7: Digital Financial Tools

Digital Payments: UPI, BHIM, Paytm, Google Pay
Net Banking Basics

Online Safety in Digital Transactions

Aadhaar Enabled Payment System (AEPS)

Chapter 8: Networking Basics

What is Network?

Types: LAN, MAN, WAN

Network Devices: Modem, Router, Switch
IP Address, DNS, DHCP

Wi-Fi, Hotspot, Broadband

Extra: Practical Assignments

Word/Excel/PowerPoint hands-on tasks
Email creation and usage
Download/upload files

Internet surfing exercises

e Overview of Futureskills and Cyber Security Introduction to Internet of Things (loT) =
Big Data Analytics, Cloud Computing, Virtual Reality, Artificial Intelligence, Social &
Mobile, Blockchain Technology, 3D Printing/ Additive Manufacturing, Robotics Process



Automation, Cyber Security, Need of Cyber Security, Securing PC, Securing Smart
Phone.

Chapter 1
Basics of Computer
Chapter 1: Basics of Computer

Computer Definition & Characteristics

Input Devices: Keyboard, Mouse, Scanner, etc.

Output Devices: Monitor, Printer, Speakers

Memory Types: RAM, ROM, Cache, Secondary Storage

Number System: Binary, Decimal, Conversion

Software: System Software, Application Software, Utility Software
Operating System basics (Windows, Linux)

1.1 FTIE FAT 82

HTYE Teh ST oieh HM & i STCT 1 NEH Fleh SRR H Teeldl §| Tg SAYS ol 8, NAH
YT ¢ 3R 3T3eqe & &

1.2 FgeT #it fFdware:

o 37T (Speed)

o HEHRAT (Accuracy)

e Tddreld (Automation)

o TIGUT (Storage)

o FE3UMTACT (Versatility)

1.3 $19qe f3a1$H (input device)

« Keyboard: 3781, 37 3R A8 ¢ & forv|
« Mouse: TR T UlEeX Telled o foIT|
« Scanner: STFgHC $1 F3faTee St =T

1. S ( key board )FaT &2



o HEIS TH gaqe Bamw E
o SHH 3TN FY H TFEE, A, FATS 3N 37 Ader &1 & o forar srar &
o g TIBYNISET ST A3MT3< ITelT BT § 31 3MHAR 9T QWERTY S3M3¢ H 3mar &

2. Keyboard &T &1 (Functions of Keyboard)

o HF ZAYE AT (A-Z, 0-9)

e HHATS AT (S Ctrl + S = Save)

o UIITH AT UfCETheIT @ielel

o TUS HAIS 3R AlCHTH HI 3TANT

o Basd w1 AT = (S8 dlegH, Sseaa)

3. Keyboard Keys & &R (Types of Keys)

Key Type E ) L]
Alphanumeric Keys A-Z, 0-9 38T 3R FE&IT 39 A & v
Function Keys F1&F12 a9y st & forw (S Help, Refresh)
Control Keys Ctrl, Alt, Esc 3T Keys & TTY QAT TATel & TolT

Navigation Keys  Arrow Keys, Home, End &R &I Hd &del & o

Modifier Keys Shift, Ctrl, Alt @l keys & AT HIH H:Id &
Special Keys Enter, Backspace, Delete WH &1 S o151 SeolalT, fAesT
Numeric Keypad  0-9, +, -, *, / SR TFT i R SHerspolret & forw

4. Important Keys 31X 3sT%1 #1



Key T

Enter oIS oSl Y& AT & / HHIS T AT &
Backspace UG aeel gerar g

Delete FTHT & 37T3T T HyFe gerdm &

Shift Capital Letter T Symbol 8T et o oI
Caps Lock 3T 31&R &I Capital 7 d¢alet & faw

Tab R I 3737l Ies AT TIF H of ST &
Esc TRl T T Aehed AT d A & foIT
Ctrl+C @Y

Ctrl+V 9
Ctrl+ 2 Undo

Alt + F4  9ITH §¢ ST

5. Keyboard Layouts

o QWERTY: @88 AT
e AZERTY: %hd oI33¢
« DVORAK: 30T &l 3are 3R det 9Te o forw i3emsa fomar

6. Keyboard & &R (Types of Keyboards)

"Cary faaor

Wired Keyboard helel & HY A 3l &

Wireless Keyboard  Bluetooth IT USB Receiver & #aiae 8T &

Multimedia Keyboard afeg#, #gfaieh, ST3R oHET fady Keys gl &



" Cary Razor
Virtual Keyboard Th R fe@ar g, Touch & TeldT &

Mechanical Keyboard &¥ Key & i<l &4 gIdT &, def 3iR Pz

7. Keyboard ¥ S8t 3+ Tl

« Typing Practice: T3Uer T3 det & fow
« Keyboard Shortcut Keys: &1 &l ot 31 3MHTT =11 &

« Accessibility Features: SI& Sticky Keys, On-Screen Keyboard

forsay:
HIeTS Teh Agca Ul S1qe f3a1sH § S T 1 AT FeT T ALT ATLTA g

Mouse FIT §?
1. Mouse FIT §?
« Mouse U a9 Basw &

o IE FYE FhI W s (Cursor) Fl Helel Ll o
Mouse & STRT §H el i fFees, 391, 3R Folee et SH S T Tt &

2. Mouse % #EY {WT (Parts of Mouse)
1T F
Left Button  fleieRr, fFereh, saor-fFereh

Right Button  Context Menu @TeldT & (318 Copy, Paste)



qTaT F

Scroll Wheel T FUT-01 Tehiel el & [T

Pointer (Cursor) Fhisl T Hd gl aTell X (Arrow)

3. Mouse & 9&R (Types of Mouse)

TR faaor
Mechanical Mouse Siel & STRT Ha Il § (T HAISeH)
Optical Mouse SR 1 R LED light & TeldT &
Wireless Mouse Bluetooth Ir USB Receiver & IeldT &

Touchpad (Laptop Mouse) 33Tell & I Y & sherd Hld &

Trackball Mouse FYT T Sl Sl GATH el

4. Mouse & fITT (Mouse Actions)

o FF
Single Click T 3STH Y HolFc FHIAT
Double Click 3¢ T 39 T
Right Click  Shortcut Menu @elr
Drag and Drop Ush 3TScH ol Wiaert GERT STaTg of STTel

Scroll T I FUL-11T el

Hover 3T8eH W A3 UshahX Tooltip =T



5. Mouse Pointer & Y& (Cursor Types)

FE Car)
Arrow ATA H1! & folw
I-Beam (Text Cursor) ¢aee TRAT & @S &ar g
Hourglass / Spinner faTca caed g

Hand Pointer IGERTSECER TG ALY

6. Mouse Settings (Control Panel #)

e Pointer Speed
e Double Click Speed

o Left AT Right Click Preference
« Pointer Trails (Motion f&@Tg =)

7. Mouse FT 39T Fgl-Fal ardr 87

o HISeH YA HLT H

o AT ST3TSeT (foleh fFeren o)
o NFHYAAH

o g AT BT e A

8. Mouse & 33 féwcH (Mouse + Keyboard)

FT Shortcut

Ctrl + Mouse Scroll Zoom In/Out

Shift + Click Teh I SI1GT HTSCH Holde el
Right Click Shortcut Menu @refelT

Double Click T wISe/BIesT FI @refeT



-

Mouse#@gﬂﬂgﬁﬁﬁﬂhﬁgﬂ{g%ﬁ%ﬁ%ﬂ@ﬁ%ﬁﬁ%mm el H Heg
AT G

Scanner FIT §?

1. Scanner FIT £?

« Scanner U goqe fBarsa &
o I fHE FrST W =t B, gt A1 eaee A FBfored wide F Feger A o e §
o U e FT 3ot FF AT R

2. Scanner &1 &1 (Function of Scanner)

o TR FIITST ST Image, Text, AT Barcode ! Bfoiee srer & scaar &

o Thet FI IS HTZel JPG, PNG, PDF IT DOC WiFe 7 AF I 3T Tehell &

« OCR (Optical Character Recognition) & STRT g & for@r a1 fies ¢ve ! uisead caee
H I T &

3. Scanner & Y& (Types of Scanner)

Cary faor

Flatbed Scanner TEY TTH, Bicthrdr AT ST GoFaheT 21T &

Handheld Scanner g1 & Thal el ATall BIET TohelX

Sheet-fed Scanner 99T &I 3igT Wit Tohel T &
Drum Scanner  YThelAcl/gTS-SFaTTolc! Tohfaidl & TolT
Barcode Scanner HIS¥c &l s Fhel el & (S FUAThe )

QR Code Scanner QR &I & Tohel T SATABNRT UTCT T & (S AlGTSer 9 H)



4. Scanner &T 39319 (Uses of Scanner)

o IS 7 STegAC fBfoiee Bie & sgeret

o IS STHGHCH T A el

o FEATATE BIFE T HYT H ol

« ID Cards, Signatures ToheT &3l

o OCR & #cg ¥ Text I Editable si=TeAT

« Barcode IT QR &I Thal X Product AT foish TFaH T

5. OCR (Optical Character Recognition) FaT §?

e OCR Failell Tohel FT 318 Image/Text FT Editable Text 3 sgaoldl &
e 3CIEIVT: YR IX forar AT Tohal Hich I8 ISl H Felde el

6. Scanner §4TH Printer

T Scanner Printer

w9 & 35 garar & Bfoee #I dR A seadr g

9 Input Device Output Device
3CTERUT hieT Fehof el stegae e e

7. Scanner T 3T3¢YT FAT AT 2

« Output: f3fScer wise # Image a1 PDF
o IUF FHTYLT HT RAM AT &TS 3% 7 8 & ThaTr &



8. Scanner # FTI & FA FA13?

USB ahael IT arkerd (Wi-Fi)
HTYEY H FI SECIol HAT 1T &
HIFCAAT { EhaiaT HCAeT Fofrt Scan T STTelm §

-

Scanner Teh ST $e19C TSaTSH ¢ ST ST 3R S8 &1 TSToTeel BIA H ool T SHIH Tl
gl

g AT, Thel, deh 3N AT ToH H USTA & AT H SEHTS BIdT 6|
O Level WaSiTH # "Scanner & §?", "Scanner & ehR", "Scanner vs Printer" & 995 q&
ST &

A3eYe f391=d ( output device)

e Monitor: TSR @ & fAT|
e Printer: I®RT W€ &L & @T|
« Speaker: 37331 3M3eYe & fav|

Monitor FaT 82
1. Monitor FaT§?

« Monitor T Output Device (IT3eYe f3a13H) &

o SHT YA YN GaRT fohT 1T 1T Y §eF T (Visual Form) # &@ret & forw ferar
EICIN

. TEFYR F AEY BEA BT AT

2. Monitor &T & (Function of Monitor)

o FHTYET A T ¢ W1 g1 T &, 39 Text, Image, Video, AT Graphical Format # fg@rar §
o A ST FE 8 T3Y AT foFereh hicl 8, 3HeT TRUIH Monitor T fe@mé 3ar



3. Monitor & Y&R (Types of Monitor)

YFR fazor
CRT Monitor QRIET, HRY 3R Alel Monitor (Cathode Ray Tube)
LCD Monitor TcTell 3R §ohT, He TooTell @Y (Liquid Crystal Display)
LED Monitor LCD ¥ s8R, ssc 3R dsT (Light Emitting Diode)
OLED Monitor TS FaTfeler, 3eer fTold, I (Organic LED)

Touch Screen Monitor Display & Il Input 8 (ATM, HeTSd)

4. Monitor & Parts (J&J #T)

T fraTor
Screen/Panel STel 3M3eye fewdr &
Bezel %hH ST EshleT I X @l &
Stand/Base Monitor & TERT &1 arelT fg&ar

Ports (VGA/HDMI/USB) &tgcX ¥ &elde it & falw

5. Monitor ¥ S HTYES (Specifications)
ATIES Adee

Size (3T H) THIA & ISR (S 157, 24”)

Resolution fOade T TE&AT (S 1920x1080)

Refresh Rate ThieT 3793¢ & 31T (S 60Hz, 144Hz)



ATYCS Addd

Aspect Ratio Width:Height (3 16:9, 4:3)

6. Monitor & 39313 (Uses of Monitor)

o FYN W HH A AT Fhlel T A3 =T
o CaEC TIBUer, YramnfHaT

o ler ufsfear, Aifzar ewar

o ANFHIT IR BaTSTHT

o USiCRe 3R TgTE H IuAT

7. Monitor $eY T 3M3¢Ye fEargw?

e Monitor T Output Device &
. FITF Tg % Hoge ¥ 31eT A 3N @ &, F1$ 379C 7€ o er (RAarT Touch Screen
&)

8. Monitor ST Printer

Y Monitor Printer
R Output Device Output Device
3T3€YE Screen W G@TS ST § IR W few@rs &ar g
wide  f3fScer (Temporary)  Physical (Permanent)

g foeter FETST IR 5

9. Monitor ¥ 53 9 (Ports)

o VGA (J3r=)
o HDMI (HD Display)
e DisplayPort



« USB-C (73T ATf?IeX)

sy

Monitor ShtgeX T Teh FET Output Device &
Ig Y GaRT fohT 1T wail it ot Fort Y fagparer w0 F e & Areas §
O Level # "Monitor &1 §?", "Monitor & 9R", 3iR "Output Devices

1. Printer 4T &7

Printer Ts Output Device &
T HY H AR T 1S SATTHNT & IR RN e Far
fiiex & 3m3eqe Hard Copy (FTTr 9 ST&RY) Bl &

2. Printer &T &1 (Function of Printer)

o THIA R fe@ W IAThRY S
o Wg\ﬂ?ﬂﬁ?

o7 F I FTT 9T TARN T H BTG

3. Printer & Y&R (Types of Printers)

A. Impact Printers

Ay faor

Dot Matrix Printer ©i¢ fUeg @ sic gt Ne &arg; AN aarg



YR faaor
Daisy Wheel Printer crsuRiseX oi¥T; YT offeret A% FifdaT

Line Printer Teh R A QU o131 e &hdal § (93 JEAT H 39319)

Non-Impact Printers

"oy ICCEL)

Inkjet Printer  TITET &1 &l & e X §; Bier [Se & 3reer

Laser Printer ooiX T & of 3R Tose Rifear sxar &; 3ifra 3o &
Thermal Printer 31T & e atar g; 9o AM=/ATM &

3D Printer 37 el 1T & (3D Alse o f&ellst, uréa)

4. Printer & Parts (&Y #13T)

T T
Tray IR @ & fow
Cartridge Ink IT Toner $X=1 & foIw
Rollers I & 3e Giaad & feorw

Print Head T/ R I TR W 3Teled & ol

Port (USB/Wi-Fi) #eX § Salerelel & felv

5. Printer @ S[3Y gfaeH (Important Terms)



s ¥

Print Quality  DPI (Dots Per Inch) — fadeiT SI1GT DPI, 3cfeil SgaR FaTfele!
Speed PPM (Pages Per Minute) — Teh fide & fohdal 9T e gl &
Duplex Printing gl=T &183 (front + back) e &It

Draft Mode ol 3R &7 T & [Bfear A

6. Printer &T 39313 (Uses of Printer)

o CEATAST T T (S B, oieX)
o T WSIFCE, ISAHCH

o lcr T e

. 3iifhE Ruaca

o Sarsa/fee

o 3D A5 (3D Printing)

7. Printer Output FIT g1 87

«  Printer &T 3T3€Ye g 8
Hard Copy (%TTeT WX s SITesr))

8. Printer $a79c a1 A13¢Ye Basw 872

e Printer T& Output Device &
o Fife g FYR T ATHRT HT Bforea & Reforwa vl 7 Jeerar s

9. Printer §=TH Monitor



T Printer Monitor
R Output Device Output Device
3T3EYC HITST W (Hard Copy) FhieT W (Soft Copy)

F1Rica TURY 3TEARNY

39T siegHe, RAiE ST, TTSE el

10. Wireless Printers

o Wi-Fi a1 Bluetooth & Teld &
o HISEH I Ui § SRREE B
o 319 37T8HaR TP 31T 8 & Wireless Printer 37 &

IGA=D P
Printer "eeX &1 AgcaquT Output Device §

g TFET 3R SHST FI §TS Y H S olel BT 1 FLAT &
O Level # "Printer & 9&hR", "Impact vs Non-Impact", 31X "Printer vs Monitor" S 9257 I& SiTdl &

A7 (MEMORY)

Primary Memory: RAM (Temporary), ROM (Permanent)
Secondary Memory: Hard Disk, Pen Drive

Cache Memory: JIEER & 91T Temporary Storage

1. Primary Memory 4T §? (RAM 3k ROM )

« Primary Memory @I Main Memory 3T Internal Memory 3 &gT SITaT &

o IE HoYeT I g AARY gieh ¢, S A CPU A ST el &

o IE 37T Y IFARN (Temporary) IT TARN (Permanent) 7 H T&R HTT §
 FHH QT YA YR gld §: RAM 31X ROM



2. RAM (Random Access Memory)

faerar faor
QT AH Random Access Memory
R Temporary Memory (3rE4T})
H ST 3T ST ol IREUTRT &G § TER AT 8, ST e $Hoged aTe] &

dremerse (Volatile) &1 — egeX &6 gl & RAM & 31eT fAe Sirdr &

3T (Speed) st

ot ST §H IS U, F13oR, 3H AT BISel Teld &, ol a8 RAM A S gl §
ELASL DDR4, DDR5 RAM
RAM T 3931

o TRfET AT F To=
o  TIFCII UHASAT T el
o  HECICITEHIT el H TEIIAT

3. ROM (Read Only Memory)

faretwar faaor
FRUGIC] Read Only Memory
YRR Permanent Memory (¥ITfY)
T HTYEN & Y Blct HAY JHaTeh fAET TR HAT &

dreTerse (Volatile) &Y — 3Ter TR 9 & ¥ @1 &



faeryar faor

3T (Speed) RAM & &Y

g Booting 9fshar 34T 8YclT & — BIOS TR el &
3eTeIT PROM, EPROM, EEPROM
ROM T 391

« BIOS (Basic Input Output System) TeR ¥ & fow
o FHTYET AT AT HIA HAY AT FOH FI ATG @ & foIw

4. RAM vs ROM (&= 97€)

B RAM ROM
Q0 ATH Random Access Memory Read Only Memory
JhX Temporary Permanent

3eT Aearg? &l (Power Off gI¥ W) =gl

STeT Sg ol Thel &7 & 61 (R s orer @)
Con) AT ik weresm Ader

aifa GE efafy

3cTgur DDR4, DDR5 BIOS, Firmware

5. Primary Memory & faeiwamd

o CPU & @<d ofidIeh gicil &
o HY & Y& (Performance) ST 13TGTeT
«  RAM fSicel SareT g1efl, 3cfe1r &Y st egex



o o RAM & shtgeX =me] #igl glcl

6. Primary Memory §dTH Secondary Memory
¥R Primary Memory Secondary Memory

T O &

areerse & (RAM) GH]

TR AT (2GB-32GB) Sgd F3TeT (500GB - 2TB+)

3aredurT RAM, ROM Hard Disk, SSD, Pen Drive

IGACD P

RAM 3{X ROM Fcex #I Primary Memory &

RAM 31Tt 39 § 5 v e G STAeT gl &

ROM Furft AR R § Fae Fegex & gl & der gl §

O Level # RAM vs ROM, 3iR Primary vs Secondary Memory Si& IaTel 31T &

1. Secondary Memory FI1 8§?

e Secondary Memory T External Memory 3T Storage Device 3 Fgd g
o IE FHYI HT g5 AANT I § i1 ST 1 FARA (Permanent) F7 8 GITed el &
 SHHA ST 9 oIeh GBI Tl § 519 ofeh 38 HG37el f3elte o fomar sme

2. Secondary Memory #Y fagiyarne



ICEAGI faor

JhR Permanent Memory (TUTT)

3T fRedr §72 18T (U1eR 3T et oY T &1 §)

Tt Primary Memory & &/

TS &TACT S 3710 (GB & TB )

3eT IS AT dh HIGUT & ToIw
39T BISeH, BlosT, HIFCAAT, SFgHe, ANfEA TR e & faw

3. Secondary Memory & &R

1. Hard Disk Drive (HDD)

farerear faavor

T &2 hCPEX & 3TeT oI TSRt f3arsd
&THAT 500 GB & 10 TB deh

ghR  Internal 3iX External

afa 3thgd (5400 RPM, 7200 RPM)

39T f8Fes 3R 3T TERa & folw

2. Solid State Drive (SSD)
dwar Razor
FT 872 et 3R fews &Rt

arfa g d<T (HDD & 5 3T Iah)



faeryar aor

IS A are? FE
AT HDD & #gafr
39T 0S8, I+, gr-TUIs TR A

3. Pen Drive (USB Flash Drive)
ICELGI frazor
qiéTe? g, e H T T Tha &

&ATT 4GB A 1TBd&

3UTNET B3 STaH, TSR

Fada2lsT USB Port &

4. Memory Card (SD Card)

39T -heRT, AES, caolc H TSR |
9 - SD, MicroSD |
qiéeel - 81 |

5. Optical Disk (CD/DVD)

CD - 313797 700MB |
DVD - 4.7 GB a18.5 GB |
39T - FG[S1h, e, AFCITT STl YT |

6. External Hard Disk

TR - FIeX B 18T USB dhalel ¥ Fotee gl ¢ |
3N - §h37T 3R 93 FEed & v |
&7 - 500GB & 5TB+ |

4. Secondary Memory <ITH Primary Memory



f@dyar  Primary Memory Secondary Memory
3cTgur RAM, ROM Hard Disk, SSD, Pen Drive
3T TR 3Rl (RAM)  TUR=fY
afa oot &
T &TAT e (2GB-32GB) Sgd 3T (500GB-10TB+)

CPU & S3Td sTEee SASRINFE (I/O Channel & ATEIH H)

5. Cloud Storage #f Secondary Memory &

3cTeXuT - Google Drive, Dropbox, OneDrive |
TS - el I §7 T, Sh3T |
AT - Sedeie W R |

fasay:

Secondary Memory e T TR AARY §, ST81 §H 31Uel BlSed, AIFed 3R ST &l o
THY aF FRAIT 1@ Tohel &

Hard Disk, Pen Drive, SSD, CD/DVD S‘H?HEJBEIETUT%

O Level # 38d 33 92T o1 —

“Secondary Memory &7 82”, “Hard Disk 3ilX Pen Drive & 3{aX”, “Primary vs Secondary
Memory” 9& T &

Cache Memory FIT 87
1. Cache Memory FIT 82

Cache Memory T B aféheT dof Temporary Memory 8T &
IJg CPU (Processor)%&gﬁ%ﬂﬁﬁ?ﬁ%—%ﬁ%ﬁﬁﬁ?ﬁ%
SHPT HIH § — HFAT SEAAT g1 aTel 3T 3 STEFUS I HEYRA T F TR AT



2. Cache Memory FaT STH 872

e CPU &l §R-RX RAM quuﬁ HgAT JeAT g
o Cache Memory CPU 3R RAM & & wa fast fir g 1 T &
o ZHY CPU &I dolt & 3T TR § — Heged &I 1S a5 &

3. Cache Memory #I fyare

farerear faravor

b Temporary Memory

3R ag?raﬁa(ms ¥ 64MB d&)
Ifa RAM I #rasT

T CPU & 37eX RUEESRIN]

3eT  Frequently used 3eT T&R T &

4. Cache Memory & Levels (¥R)

Level ICCEL]
L1 Cache T ot 31X ¥« ©ler (CPU Core & 3eR)
L2 Cache 13T 53T, oifchet L1 & &1

L3 Cache CPU & T3t X & foIw Trsm Sher; Jad 37 olfche Tad efiar

5. Cache Memory vs RAM



¥R  Cache Memory RAM

TATT CPU & 31ET IT Asidh Motherboard I

s RAM I o Cache ¥ &/ T
3R ag?raﬁa §3T (2GB - 32GB)
ARTT AGIT q&r

39T CPU &l STedy 32T 8ol AiFedIX 3R OS I T

6. Cache Memory ¥ &1 HIdT &7

pgsql
CopyEdit

User Request — CPU — Cache Memory — (If& 3ueTstr g1 ol ic SeT)
— oTgl df RAM — Cache — CPU

S YiohdT sl Cache Hit (el 31T) 3K Cache Miss (&1 THeIT) gl ST 8

fashy:

Cache Memory CPU & 91 f&Ud T aer 31T sreumft A g
ST 1A g CPU &l IR-IRX RAM deh SiTel & ST

$HY FYeT HT Processing Speed FHTH §¢ STl §

O Level # Y& ST Hehell 8-

“Cache Memory FATE?”, “Cache vs RAM”, “L1, L2, L3 Cache FIT £?”

HIFEAAT (software)

« System Software: OS, 3¥ Windows/Linux

« Application Software: MS Word, Excel 37if¢
o Utility Software: Antivirus, Compression Tools



1. System Software FaT §?

« System Software T8 HIFCAAT FIcll § i HTYLX T8I 3R JI¥ & oI<r I (Bridge) T
RE FIHFATE
o g HFYN OEH FI Talme, AT F AR 3T FFedIT Sl T HT CATHIA &l &

2. System Software & HET F1H

o THTYEI S e[ HIET (Booting)

o BTSA IR PR & T Hrgfoiehere

o UTCThereT AFeaIX Pl JUIC ol

o  TISed 3R AARY & Aol HLaAT

o ZeYe/3M3cye f3arsd @l fAafd seer

3. System Software & Y%K (Types of System Software)

IHR 3ETeI0T I
Operating System : : . o . T
(08S) Windows, Linux, macOS hTYC &l UelTell, Yol FEH A
Device Drivers Printer Driver, Sound Driver ~ gT$33X &l Hel adeh & Tellell
Utility Programs Antivirus, Disk Cleaner foreea &1 dAeota 3R gram
Compiler, Interpreter, SNINTHT efadst sl FMeT ofadet &

Language Translators Assembler

4. Operating System (OS) FaT §?

« Operating System Ush §&T System Software §
o TEHFYN H PR F el & TR Hareret A H A AT 8
o & OS, FYE FTH AL FT Fehell

5. Operating System & 3gIgI0T



OS HT ATH sy 39T

Windows GUI Based TIY Slin 9T OS, 3UJNT H 3T
Linux Open Source %I, WIMR 3R TR & forw 3r<oT
macOS  Apple &1 OS Apple FII A

Android HESeT OS TATEHIA & forw

los Apple H&Ser OS iPhone, iPad & foiw

6. System Software vs Application Software

R System Software Application Software

H fecH T TaeT IR & F FEAT

3crgoT OS, Drivers MS Word, Excel, VLC
IGERGIE QECRAE I El System Software WX @3
STl e BT & Tl & TG F YR GaRT

7. System Software & WTH

faees & siferAfes Aas war g

o WIIFE I Tl T CIHIA ol &

AR, T Afeher o1 ol S &ar &

o HCIEIERI N YR STIHH HHA Tollcll &

IGAC2 R

System Software HtIeX & foIT HTaRIH AIFCAW &
IE gISa 3N IR & o &I T g
OS (Windows/Linux) $HeT F&Z 3eTe0T &




System Software FIT £?”, “OS ¥ YHR”, “System vs Application Software

System Software vs Application Software —

fadwar (Feature)

givermaT

3¢ad

FiT g TAAT 82

R 9T e 34T
2

GUI (Graphical
Interface)

FT9AT
(Installation)

IYYRTHAT ST

System Software (R¥ed Application Software (TfCaahersT
HFEdR) HiFeaw)

TGN GTSATT T Tollel 3N o garT fafrse R et & forw
fAfd et arerm AfredaR 39T fRAT A& AT AIFEaIR

TEcH 31 HNE A AR ITT ok & R S forGer, [@retar, wier
TIFCATR T TUIE AT UfSc ST 31fe FLam

Windows, Linux, Device Drivers, MS Word, Excel, VLC Player, Tally,
BIOS, Compiler Photoshop

Y ggel System Software TeldT STe H JR T S AR AT STl
g (S 0S) &

AW W System Software T

%S System Software (SI&

Windows) GUI J&TeT F3d & e GUl BaE

3MHAR R Igel & ST BIcT & T G HT=AT STl oh 3THR SECSToT el
OS & 1Y AT & e

S AT o IR 38 W 3uer

= I HIY SHHT 3TANT AT &



(Summary)

 System Software = HtI F TaTo & TIT
« Application Software = Zo & HIH HTa & a0

Application Software FIT§?
1. Application Software T §?

« Application Software g J1aITH g § i I FI FaeIY FAl AT FEAT FF QU = & v
FATT ST §

o U AIFCAW System Software & FIX Teld g 3R ITRT ITATIT FHleh HIH FIA ¢

o Sog TH AW H “Apps” Y FgT ATdT &

2. Application Software & &1

o IoR &I AR I A H AGE HET oA
o <FEC TG (MS Word)
o Shelhelle HTT (Excel)
o WIer Tfse =TT (Photoshop)
o difsar ¢@=r (VLC)
o S-Hd AT (Outlook, Gmail)

3. Application Software & YR

1. General Purpose Software (HTH=T 39314m)

&Y IS 3TN X ThdT &
3GTgoT F
MS Word 's"ﬁq*aoﬁ'damm

MS Excel 3T Wfﬂ



3CTEIOT F
PowerPoint SrCralr )

VLC Player  #fora/d@fsar d@at

Google Chrome ge3sie sT3foier

2. Specific Purpose Software (fafarse 3aata)

Ty Faf & [T 97T 97T JTFeda:

3ETeToT T
Tally 3TRI3TET
Photoshop g#sT Tfsfear

AutoCAD safifaaRer f3amsa

TurboTax g HIAT

3. Customized Software (hECH TATIT ITAN)

TRl U/ T TR AR FATT I1T:

3CTEoT T
School Management Software el & STAT &l ST Holol el

Hospital Software TS Y SATARRT AT

4. Application Software #Y fagryarn?



dwar fRaor

SECTT AT o hT T o 3TN

FTH TIAY IT ATHATET FRT FIaAT

fAskar  System Software WX IR BT &

5. Application Software & =T8T

T I AT R A o1 &
AR GaRT AT ST &
8Y &1 & 3TeTHR AIFCAA 3Tl §

S dfehar, wopeheret, AfSerel, Ao, fSatse

6. Application Software vs System Software

R Application Software System Software

36820 YR AIHHA BT THECH I Tl
3c1g¥oT Word, Excel, VLC Windows, Linux
3YANT TFEE, Shelhel2le 3T Booting, Memory Management

f8Tar System Software W TadT



Application Software AR afae FTAT I FTYEX T FIA & folT 3TANT FIAT &
g System Software 9T fAIR gar &

Utility Software &1 82

1. Utility Software T g1 &7

« Utility Software Te YR &l System Software giar g
o SUH HH HYX TAECH HT GRRIT T@AT, YgeiaT URET, 3R AAT A gl &
o 3U EH WEg® WIFedAT (Helper Programs) i &g Tohd &

2. Utility Software & &1

o FHTY Al IRH H T

o TISCl Sl HYH HAT (DICT )
o &S f3Th Y A1 el

o 3TCT ST ol

o A # det 3N GRiEd S

3. Utility Software & Y& 31X 3gT&or

TFR Lab] 3TEoT
{ Antivirus Software JRRY, ATAAI], TABAIR &I g1 Quick Heal, Avast, Norton
* File Compression 9 B N BIeT FAT WinRAR, 7-Zip, WinZip
Software
M Backup Software EEIEICIEGIGH Acronis, Windows Backup
/ Disk Cleanup Tools Temporary Files gcTT Windows Disk Cleanup
Fragmented Files 1 SIaf®Id  Wwindows Defragment

Disk Defragmenter
AT Tool

Encryption Tools IS i IEas & FI&Id = VeraCrypt, BitLocker



Cory FF 3T

& System Performance

Tools RAM/CPU gof ATfIeY AT Task Manager, CCleaner

4. Utility Software #r fryarne

fereYwar faaror
1St # BIeT W B A el
fAEeH goy JaTT @A & s 3R GRET Serdr §
IR EART AT STl & I 3RS M T T TharT g

OS & AT 37T & AT 39T & SEeiel glar &

5. Utility Software vs System/Application Software

GGLL Utility Software System Software Application Software

9

S HE T g RECHTAT  ZoR &I HTH HEAT
3a1guT Antivirus, Backup Windows, Linux  Word, Excel

SN gl — WEHS dehfeds gid & 3cdd Sl ToR W fAsR

-

Utility Software teX & faIT Sierex SIaT gIaT & —
Ig faeeH &I Faey, et 3R QAT T@ 7 #Aeg FAT §



O Level # I8 ST & 99T o1

"Utility Software T §?", "Antivirus 3k Compression Tool T 393", "System vs Utility
Software"

7 f&€eH (NUMBER SYSTEM )

e Binary (0,1)
e Decimal (0-9)
« Conversion >i& Decimal to Binary

Binary Number System &4T1 e?

1. Binary Number System FI1 §?

o Binary System stgeX sl $1TST gicll &
o 3HH Thad &Y 3 (Digits) g &
0 () 3R 1 (W)
« U Base-2 System 3 &gl ST &
o HY T ST FY AT 0 A AF IVT AT

2. Binary System &T #gcd

o HUYE FHae i (1) 3R HTE (0) FF THAST TeheTl §
o 3afaT #el eoree, AR, AT, ASA — o TS Binary (0,1) & seoll ST §
o S

"A" = 01000001
"5"=00110101

3. Binary Digits &1 T Fgd &7

« Binary Digit & "Bit" gT ST &
o 8 Bits =1 Byte



Units Value
1 Nibble 4 Bits
1 Byte 8 Bits
1 KB (Kilobyte) 1024 Bytes
1 MB (Megabyte) 1024 KB
1 GB (Gigabyte) 1024 MB

1 TB (Terabyte) 1024 GB

4. Binary ¥ Decimal & a&eI=TT (Conversion)

3cTgXor: Binary = 1010

— Position values (right to left):
1x23 + 0%x22 + 1x2" + 0x2°
=8+0+2+0=10 (Decimal)

5. Decimal & Binary & ST (Conversion)

3¢1gY0T: Decimal = 13
— 2 AT HA ST

sql

CopyEdit

13 + 2 = 6, remainder = 1
6 +2 =3, remainder=0
3+2=1, remainder =1
1+2=0, remainder = 1
— Binary = 1101

6. Binary Numbers &T 39311



E] 39T
HCgeT WATHIT T 3e7 0 31 1 7 S AT gl g
sicafeher 3CT TTAHT H
fsfotce fsarsad SiA: Calculator, Microprocessor

CIDIEEC] Low-level languages &

7. Binary vs Decimal

Feature Binary Decimal
Base 2 10
Digits 0, 1 0x9

BN

ST 7 3maTeT el (AT & forw) &t

sy
Binary System (0 3iX 1) e 1 7T T &
egex @t it Bits (Binary Digits) & TR 3R 918 e &
O Level & 92T 370 & 314
“Binary Number 4T §?2”, “Decimal ¥ Binary & sgda1”, “1 Byte ¥ fFd« Bit gl &2
Decimal Number System a1 &2
1. Decimal Number System FaT1§?
« Decimal System dg H&IT 9yTd § [ord gH &feier Sitaet # Had FHET FEAATT I &

o THH 09 TH F 10 3F (Digits) 8d &:
0,1,2,3,4,56,7,8,9



o 3 Base-10 System 31 &g ST § FAITH STH 10 HTUR 3T T TJLT &IdT &

2. Decimal System # fware

farerwar fawor
Base 10
3fent T FEAT 10 (0-9)
e AIHAT I0TAT, HGT, §HA, AT 3017

&Y 37eh bl GIGIRIT T AT 81T § o1 — 325 = 3x100 + 2x10 + 5x1

3. Place Value System (T¥g1fa& 1T qoTTel))
S TEAT & 458

kg T IOTAT

4  Hundreds (10%) 4 x 100 = 400

5 Tens(10")  5x10=50

8 Units (10° 8x1=8
Tfl_,W=|'=400+50+8=458

4. Binary 3iX Decimal & 3faX

R Decimal System Binary System
Base 10 2
Digits 0F9 hael 0 31 1
ATAT YA FIAT &2 & QT (Y AT &)

1

PR ASIATE? el &



5. Decimal & Binary & s&a=T (Conversion)

3¢lg{uT: Decimal = 13

sql

CopyEdit

13 + 2 = 6 remainder 1
6 + 2 = 3 remainder 0
3 +2 =1 remainder 1
1+ 2 =0remainder 1
— Binary = 1101

6. Binary & Decimal & g&ei«T (Conversion)

3cTgUT: Binary = 1011
= 1x23 4+ 0%22 + 1x2" + 1x2°
=8+0+2+1=11(Decimal)

7. Decimal System T 39T FEI glaT 8?2

& 3eTeTT
A A, Hex, w7
SRR DAL

AT ©e, fAee, dhs

IGL-1 R

Decimal System AR ATHATY IT0TAT JUTTA &

S 0 ¥ 9 de 10 3% 813 & (Base 10)

HTYEX H TAECH HT GHAST & ol 39 Binary (0 31X 1) # Sgerar &
O Level #H 3/r8 IoT STl &



“Decimal System FaT ?”, “Decimal @ Binary & & sgal?”
Decimal to Binary Conversion

1. Decimal Number System (Base 10)

e 3UH 10 digits BT 8: 0T 9
o IE FHAY I0TAT YT &

2. Binary Number System (Base 2)

o 3HH %had 2 digits g &: 0 3 1
o TYTHY H AW E

Decimal Y Binary & ¥ Tga
Step-by-Step aii&T:

Decimal T&IT I 2 T HTT Y

Quotient &I fthT & 2 & 0T L

39 de Quotient = 0 o7 g ST

Remainders & 19 & 39X (Bottom to Top) I¢ — dgr Binary Number g1

oo v~

3TgI0T 1: Decimal 13 #Y Binary & Sga

markdown
CopyEdit

13+2=6 AT (R)=1
6+2 =3 A4=0
3+2 =1 qv=1
1+2 =0 A¥=1

— Binary = 39T @ & **1101**



13 (Decimal) = 1101 (Binary)

38T 2: Decimal 25 #Y Binary & sga

markdown
CopyEdit

25+2=12 ¥ =1
12+2=6 9A¥=0
6+2=3 A¥=0
3+2=1 qv=1
1+2=0 A¥=1

— Binary = **11001**
25 (Decimal) = 11001 (Binary)

Decimal — Binary Conversion Table (0—15)

Decimal Binary

0 0
1 1
2 10
3 11
4 100
5 101
6 110
7 111
8 1000
9 1001
10 1010

11 1011

12 1100



Decimal Binary
13 1101
14 1110

15 1111

-

Decimal & Binary & SeofelT 31T & — S8 2 & 1T FiId ST
O Level # 318X 1 T 2 3ieh & HdTdl 377d &
“Convert 19 to binary”, “Decimal to binary steps” 3fe

Chapter 2
Operating System (3iTafeer fATea)

2.1 AT Reea FaT?

HqRfear f&eeH (Operating System - OS) e UaT f&FcH Wi § ST HRYET FT8AW 3N TR
& &1 STIBY T HIH AT | Tg T Toed I 3R grsaa RART &1 #AaeT FIar gl

:gwm:

o IS 3R Bles Helol Il
o FART IR WA HAST HEAT

o o STHH JeTel el

o fSasw Aaeric

2.2 AT RAEEH & THK1:

Single-user OS: Ush IR GaNT Ueh §HAY H 3T (5H4: MS-DOS)
Multi-user OS: &% I Ueh WY 34U & Fabel ¢ (a18: Unix)
Real-Time OS: X 9fdfshar el arelr OS (S RTLinux, VxWorks)
Batch OS: Us TTY &g NATH I 8T H TATAT &

Time-sharing OS: YA T A g IR & T dicdl ¢

o M 0w N =



Single-User Operating System T &7
1. 9R#TET (Definition):

« Single-User Operating System @& OS &IdT ¢ Sl U& AT H Fael T g1 I ! 1A
T Y AT ST &
o UE OS T ATFd & F1ET F AT AT &, TR 3TH s NI Iof 8 8l

2. fAAYATT (Features):

IEELG) fawor
L IR Teh HHY H el Ueh GiX alleT FoT Y Hehll &
@ I BB AecH T3t BYar & 3R 31maTeT STy YeTeT aldaT g
W FETYge 39917 et feeH Faree (CPU, RAM) Ueh €1 IoR &I Ao §
AT EaRaT g1 Fehcll ¢ 81, T Ueh &1 Io & T
ok 3TETT YT 3R FEAT HeAH

3. 3818I0T (Examples):
OS &1 ATH farazor
MS-DOS Command Line Based qXT=1T OS
Windows 10/11 (Home)  Graphical Interface, Teh &1 JIX 3YANT LT &

macOS (Single User Mode) Mac T Ueh o & foIT

Android (Mobile OS) TATEPRI W Ueh Yo o felT 3Tt

4. 91H (Advantages):



o 3UINT H HAA

o  TTHT AR FHAT HHA

o T T G 3TAT Teh Fik GaRT
« Home 31X Personal It & forv 3mest

5. @AY (Limitations):

o UH TAT H Hao T I & F1H F Thell §
e AT YT HIST 3YINT (multi-user environment) 77T X Hehcl
o Sgd HTUH ITANT AT N T & faw A

6. Single-User vs Multi-User OS

qefel Single-User OS Multi-User OS
TR T IR s I T
3crgoT MS-DOS, Windows 10 Home UNIX, Linux Server
HETE FTaRT T T FoI H HATET ST 81 &
Stfeerar A by
forsa:
Single-User Operating System T T, S TFd9Td 3UANT & AT TATOS &
TE U YR Y FAeH el 3R Aedrerieder H giaer gar @

O Level & 371FER T STl 8
“Single-User OS T §?”, “MS-DOS ¥ Y&R FT OS §?”, AT “Single vs Multi-user 0S”

Multi-user Operating System &1 8?2

1. R#ITST (Definition):



o Multi-user Operating System dg OS gIdl & TolHH U WY F§ e T &1 Feg] e
Y IAIT-IAN STAAeH A 3TN FT TFhd &
«  IE OS T Y I T (Resources) HATT T F 3 FI&T T ¥ W& FIaT1 8

2. f3AYAIT (Features):

Rdwar Raor
28 F3 o Teh THY 3 3oieh o AECH IR 19T 87 9 Tehd &
@ Faree 0T 8 ZeR 1 3T CPU, RAM, Disk Space f&eldr &

) Y Yo ol Biged 3 SeT IaTd ol &

W A v GoR it cffieer & dfer 57 Y Tohd § (el IT AAcash)

EIRSITE)] OS Y FoI T NeFaee T HET ST W Helol AT &

3. 3g1e0T (Examples):

OS HT A H favor
UNIX TEE SR HeLl-gok 0S
Linux (Ubuntu, CentOS, etc.) Servers & Ta& ST 99T
Windows Server $UT, Aeasd AEed & T

Mainframe OS (IBM z/0S)  &fdr, 39 S o2 RAeeA &

4. |1 (Advantages):

o I T IR U & RATCH I SEAATS T ool &
o M ENRNFTINITIARTHR Thd &



. High Performance 3R Reliability
5. #ATT (Limitations):

@ Complex ATcH Hasdie
% Trained Admin I T AT &
i BTSAIR 3R Acafhar Hiee JAF
RIS HifehaReled & FIECH ol 81 Tohell &

6. Single-User vs Multi-User OS

el Single-User OS Multi-User OS
e T §HI H ThH Teh 1Y 3 Yo
3cTgoT Windows 10, MS-DOS UNIX, Linux Server
AT TIeROT 9T Teh sicent Helt &l
39reT Personal Server/Network
Arsay:

Multi-user Operating System Ush UHT TO¥H § S %% o1 &I U WY FIN [AFeA &
3uiter T giaer &ar §

Ig GI&TT, TETEIT TaeRoT 3 SeT AT &Y FeTdl & & AT Xl &

O Level # 318 BT STl &
“Multi-user OS FaT §2”, “UNIX fH YR &T OS £72”, “Single vs Multi-user OS”

Real-Time Operating System (RTOS) T §?
1. R#ITST (Definition):

« Real-Time Operating System (RTOS) @g OS &IdT & i 3¢T HT qid NAH FIAT 8, =T
[EXIR-SUCT



o STH HTY 3¢ BT & — el FHT 9T [l FAfHAT &1 (Time-Critical Response)
. g faftaa g77 €T (Deadline) & 1 S AT

2. f3AYAIT (Features):

frdrwar fraRor
O AT HIOEE | FR IT AT (Deadline) H QBT &
Fast Processing  sgd oeT SeT ST
@ Deterministic & HH HT AT Ugol A AT &IAT &
B odr R #ehal/Rwesw $r fATa Monitoring

. Minimum Latency Delay & & SRTsR

3. 9K (Types of RTOS):

JHR favor 3TgYoT
Hard RTOS & Task I W 1§11 3 Missile System, Medical System

Soft RTOS UT3r-&r &I T Mobile Games, Multimedia Apps

4. RTOS & 3gTg0T (Examples):

RTOS &7 aTH 39T T
VxWorks TIRIEAY, 81T JUTTelr
RTLinux Jsifced, Embedded Systems

QNX JTeHAEE T (S Tesla, BMW)



RTOS &7 TH 3991 &

FreeRTOS loT Devices, Smart Appliances

Windows CE Embedded devices (PDA, Handhelds)

5. RTOS &gl 39d1r gidar 82 (Uses):
& 3T
< T&T AR vIew fRarge fieeH, BR &eld
2 AT @Tea ICU AffaeRaT, gic &7t
M eArTS sifehaT RreeH, 3ier-arere
= e Sensor 3R actuator faZ=oT
< gflcaa AMT  3iferdera 3R e RAees

6. RTOS vs General Purpose OS (sI& Windows):

Y RTOS General OS (Windows)

giafear gag AR sikasw sARaa

AcclelTadar Fée AR g 31ffe w sfaaf@a

geT Time-critical fA¥eH Personal 3iX Business use
3cleXoT RTLinux, QNX Windows 10, Linux Ubuntu
sy

Real-Time Operating System (RTOS) THI-Tdca1iTel 1! & folv JAeT 8T &
g 37 &1 H 3T I & STeT Ak A 78T, afer gay-ARad sae s gard



O Level # & ST HeheTT &:
“RTOS FIT£?”, “RTOS & YR, “General OS 3 RTOS # 3ax”

Batch Operating System &1 82
1. gR8ITST (Definition):

« Batch Operating System ag f&¥c gidr & fSae gor & Frat Y 3= (Batch) # shear

eh Ueh HIY WA TohaT ST &
o 3T W IR gedFere A AT — Tl Sifed Tger F IR ek OS I U A §
o  IE FHTYI HT Ugell OS TR AT i HTEALS Execution FHIT AT

2 2. Batch &1 Addd FAT£?

Batch = U& W F3 F1A! H THE
o 3CTEXOT: TUTEIT T 10 HIel Ugel SHEST Fleh Ueh TATY TrAH AT

3. S gurTelt (Working Process):

I 3790 ST IR AT ¢ (ST ST + 3¢
SiTed &I Input Device & OS &Y HST SATAT &

OS <1 SiisH &I Batch (¥Hg) # 3hcal FT &

TR 5T SiTed T Uh-Ueh oh T ed TRT T &
3T3€Ye HT Output Device T HTaT &

o M N~

4. faAYaIT (Features):

fareryar faaror
2 No Direct User Interaction ~ I3t OS & €YY &1 FET ¥l
Time Efficient AT ST §, S 1 Th AT &I AT &
Jobs Automatically Execute SITeH &l #eg3Tell Tellell 6T Isdl

& Suitable for Repeated Tasks Teh S &&AT & forw 3uAtefT



ICEAGI faor

Input/Output Scheduling ~ Proper THT & T8l Siisd Telcl &

5. 3ETEIVT (Examples):
ELDIC) fravor
\ e SHegeX (Mainframe) IBM 1401 518 Reea
B Print Jobs Hifhg # fic Sieq @ Batch & WA &l

nl ST Srafder Sieh, YeTd S &¥4T 3 o761 & ST A grair &

6. &9 (Advantages):

e IR-IR gl aTel HIAT & foIT 3Tor
e Manual &R Y 3TaTehdT Aer

o WHAIHI TS

o 3iTerAfE® Execution

7. €AY (Limitations):

e Real-Time Response &l fAerdr

o YOR &I UAT G TeldT [ Sia e Telaly

o i A 3PR Sisd SRR g

«  Debugging Ff&eT — Error FgT 3T A T Ul 6T Tolcll

8. Batch OS vs Real-Time OS
R Batch OS Real-Time OS

giafsear 0@ X (Instant)



R Batch OS Real-Time OS

3cleXoT IBM OS/360 QNX, RTLinux
& sy

Batch Operating System Tl §HI # 3T WA 3K Sifa Execution & fow 3uiter grar ar
O Level #H 318 IoT ATl &
"Batch OS &1 §?", "Batch OS &I f@dlwdre”, "Batch vs Real-Time OS"

Windows OS 3e3%d

(i) Desktop:

TGN ATe] I &1 T ThieT [&@Ts &l &, 38 Desktop Fgd &1 $H Icons, Taskbar, Wallpaper
g gl

(ii) Icons:

Shortcuts &I & THET ®ISel, TIEITH IT hiesT T Wieled & ToIT|
(iii) Start Menu:

Start e W foFereh el & Geiell 8, TS T& 319 Programs, Settings, Power Options 3Tfe @ref
qohd ¢

(iv) File Explorer

Files 31 Folders & ¢, @relel 3 Helol ¥ &1 ol B

1. File Explorer @Yelst & alieh:

T 0 @t

Shortcut Key Windows + E
Start Menu  Start > Search “File Explorer”



T O @t
Taskbar Folder 3SeheT (S | ) WX [Feteh &Y

2. File Explorer #Y & S191¢ (Sections)

Section HIH
Quick Access Frequently used folders 3iR recent files &I STear access Fat & foIw
This PC / My Computer Hard drive (C:, D:), USB, Documents, Downloads 31f¢; &I &=t & foiw
OneDrive Microsoft Cloud storage (379R synced &)
Network Acdsh # I3 e HegeX T f3arsq
Recycle Bin Deleted files & recover IT permanently delete #at & foIT

3. &Y Components:

Component faavor

Address Bar FI AT AT S G@Tell & foh 39 bt wIesT A E (e,
C:\Users\Abha\Documents)
Navigation Pane TS 1S3 # folder structure

Ribbon (Menu
Bar)

Search Box Rl BIger IT Blest &l Giste & fov
Preview Pane fREY BISeT T preview 2@ F AT (enable T 93T §)

3W &I Menu: File, Home, Share, View

4. File Explorer # FIT-4T T §hd 87

HIH GO
Folder/®Tgel 11T Right-click > New > Folder T File

Rename &3{=AT Right-click > Rename a1 F2 key
Copy / Paste Ctrl + C (Copy), Ctrl + V (Paste)
Move 3T Drag & Drop 3T Cut (Ctrl + X)
Search Top-right # Search box

Sort & View View ¢& & (Details, Large Icons, 311f¢)



5. Hidden Files & 3@?

1. View ¢§ R fForah ¥
2. "Hidden items" Tk Y

6. Recycle Bin & BI85 Recover IT Delete FIT

e Open Recycle Bin
¢ Right-click > Restore = dr9d original ST9lg 4
e 3T Delete = permanently delete

(v) Control Panel / Settings

BTSAI, TI33, Acds 3T1e, dhT Settings T & fIT 39T &I &1

Control Panel Open F{& & aii&:

e Start Menu > Search “Control Panel” > Enter
¢ Run Command: control

2.4 BT5d 3R Bies Adsdie:

1S (File):

STeT 3R STTeTehRT T HIIE, SHA: Word SiFg#e, Excel HIse 37fe|
®liesT (Folder):

HIEed Hl SITRTT TG o ToIT FHcal |

FH:

o ISl ST, HIUT AT, HI YT, Selle e
o TIeS TolTall R ST AT TG elell
o File Extension 9gdTeI=IT (.docx, .xIsx, .jpg)




2.5 e TRfET e
fo&H T Open Source OS &:

o HEd H 3T
o Programmer 38 Modify ST ehd &

Linux Basic Commands:

Command HIH

pwd TAATT SRR fe@rer
Ls Bles I BISed ¢Wedl
Cd SRl Sgofell

mkdir 1T BlesT Tallell

Rm BIgel §CTeT

Cp PISeT iUl el

2.6 ARSI 3 ACSARAT

o Multitasking: T THI H Teh § 318 1 T (S, Word 33X Chrome Teh T TeAT4T)
o Multiprocessing: Ts & 31f8es CPU T 3UATIT &iaTT T s W3 Teh AT Tl

2.7 BIS TFHEAA & 3ETET0T:

BISH TIBY  TFHEAT
s sferg#e .docx
TFd el .xlsx
giaRdise  .pptx
SHST Jjpg, .png
CIHERE .mp4, .avi



Chapter 3

Word Processing (3% 91af3)

as DT Far g

s NATYIT T eI T 3TANT aleh SFEE IMUTRA SEATAST dIR hlel, GUTied hlat, ool
3R R e i afssar g

wIE g5 NRFAT Wieaww:
e MS Word (Microsoft Word)

o LibreOffice Writer
« Google Docs (3iTeTeliSsT)



3.2 E¥ATdof 91T (Creating a Document)

o &S BISH ITeT: File — New
o B3 9 FIT: File — Save IT Save As — #ATH & A eliaheled el
o WIS GiA4T: File — Open — [hd! Td HISdl I Wielall

3.3 TFTT FT BIHRET (Text Formatting)
(i) wiee QfeT:

Font Type (Arial, Calibri)
Font Size (10, 12, 14...)
Bold, Italic, Underline
Font Color, Highlight

(ii) 9T PrHfET:

o Alignments: Left, Center, Right, Justify
e Line Spacing: Single, 1.5, Double

« Bullets 3R Numbering
 Indentation 3iX Paragraph Spacing

3.4 9 Y3y 3 R

o Page Size (A4, Letter)
e Orientation: Portrait IT Landscape

« Margins AT &=AT

o Header 31K Footer Siygar

o Page Number &aT

« File — Print — Printer, Page Range 31X Copies &¢ &t fOic &tar

3.5 & TATeT T BrA T FITAT

o Table Insert 3T Insert — Table — Rows x Columns gﬁr
o Yol H TFEC AT



o GfFdar (Rows) 3R Sici# SATSAT/gere
o Table Design: Border Style, Shading, Alignment

3.6 =, fRareeT 31X ¥1¢ =T (Inserting Images and Objects)

 Insert — Picture: Image Sig=T
« Insert — Shapes: 3Tfd (Circle, Box 31Tfe) Siig=T
e Insert — Chart: 32T & TR 9T IATH ST

3.7 O 9% IR IR AF

e Tools — Spelling and Grammar

o 3TcIcl AUSCT I HET G ST

o AutoCorrect Settings

3.8 Mail Merge (A #H<Y)

Mail Merge Ueh UHT &of & FoTE® 31T Ueh €1 STgAC I 3 W1l o TlT 3efaT-37e79T o717 3R
ST & AT Fofl Feel |

STEPS:

Main Document cIR &Y (S8 T Letter)
Data Source SiIs (Excel Sheet)

Merge Fields Insert Y (s Name, Address)
Preview 31X Finish Merge

e v~

3.9 3= 399N Frad:

« Find and Replace: fodT 2Teg &l goehl 38 S ofetl

« Undo/Redo: f&T 31T SEalTal sl arad ollell

« Zoom and View Modes: Document &T TR 3X 52 FeeleTl

« Track Changes & Comments: 1 & FIH ¥ & folw feeaforar sgar

3.10 2ITEHT Y (Shortcut Keys):



frar  aic@He #r
dS ®rEer Ctrl + N
A HLT Cirl + S
e Ctrl+0
rdY T Ctrl + C
U¥e &l Ctrl + V

e aar Ctrl + P

Undo Ctrl + Z
Redo Ctrl+Y

dres Ctrl + ©
scform  Ctrl +1
37sTarss Ctrl + U

1. LibreOffice Writer &1 &7

o LibreOffice Writer T %Y 3iR 3iq=7-8RT a5 MARAT gioedax 1
e I Microsoft Word T fashed § 3T LibreOffice Suite T fREar &1

qET 39T

o IFEC SIAGHT FAT!

o A, oA, RUE R
« PDF GSd a=71el

o SiFgHc e e

2. Writer Interface (&% #1)

T Y
Title Bar HISE T ATH 3R G T A1 fe@rar &
Menu Bar File, Edit, View, Insert, Format 31fe fasrea
Toolbar Quick Icons (New, Save, Print, Bold, Italic 37fe)

Formatting Bar Font, Size, Alignment 3T



#TaT Eop )
Status Bar ST e, HINT, S 31
Workspace S8l 319 shee 8T ld &

(2 3. 741 STHFYAT T AR AT FI&AT

New Document: File — New — Text Document
Open Document: File — Open

Save: File — Save / Save As (.odt, .docx, .pdf)
Export as PDF: File — Export as PDF

4. TFTT BIHTET (Text Formatting)

e Font Type/Size del=T

o Bold (CtrlI+B), ltalic (Ctrl+l), Underline (Ctrl+U)
e Font Color, Highlight

o Text Alignment: Left, Center, Right, Justify

« Line Spacing 3R Paragraph Indent

5. 9o @feer 3k d3m3e

« Margins §¢ &=T: Format — Page Style — Page
e Orientation: Portrait / Landscape
e Header/Footer Sg4TT: Insert — Header/Footer

e Page Number: Insert —» Page Number
e Background Color: Format — Page Style — Area

2 6. & 3 R Sgar

« Table Insert: Table — Insert Table — Rows & Columns Tt

« Image Insert: Insert — Image — HIST T TIT T
o Shapes / Drawing: Insert — Shape



e Chart: Insert — Chart (Pie, Bar, Line 37fc)

7. TeIged 3R Faew

« Styles & Formatting (F11) &T 3uZ1eT &¥sh Headings, Titles T i o & Hehl &
o Templates ¥ IR B & ISl 9T Fohd &: File — Templates

2 8. |\ 3k IR A%

e Tools — Spelling and Grammar
e JTceld 2Usq YT Right Click — Correct Suggestion

o AutoCorrect fE3T: Tools — AutoCorrect Options

9. Find, Replace 3iX Navigation

Find: Ctrl + F
Replace: Ctrl + H

Navigation Panel: View — Navigator (F5) — Heading, Table, Bookmarks ¢@aT

10. Mail Merge (A< #sT)

STEPS:

Create Form Letter
Connect to Address Data Source (.csv IT Spreadsheet)

Insert Fields — Name, Address
Print — Mail Merge Document — Output as PDF or Print directly

Pond =~

11. Track Changes 3k Comments

e Edit —» Track Changes — Record / Show
e Insert » Comment — Feedback Sig=T
o Useful for collaborative editing



12. R 3R PDF 99 &1

e Print: File — Print (Ctrl + P)
« PDF Export: File — Export as PDF — Quality 3iR Password fdehed Tei

13. LibreOffice Writer elféshe &Y

F elféwe
o3 stergHe Ctrl + N

AdHAT  Ctrl+S
GIrCEalE Ctrl + O
e HEET  Ctrl + P

dies Ctrl + ®
3sTarsd Ctrl+ U
HIS3 Ctrl +F

SIAH $+1/3113¢ Ctrl + Mouse Scroll
LibreOffice Writer 31 MS Word # 31ax:

T LibreOffice Writer MS Word
Cost T AR INTT-G/T 95 (Microsoft Office)
Default Format .odt .docx
Compatibility Word Compatible 31T sigel S
PDF Export  Built-in Available

AT: O Level TSTH # LibreOffice Writer IR 3R Hfeaer waa 514

e T Letter AR &all
e Table gTHY Data #IT
e Resume T Application for@=T



e Header/Footer, Page Number STefoll
98 ST qhdl &

Google Docs — Complete Notes

1. Google Docs FAT§?

Google Docs T& HTTaTssT a8 MATHT T g, ST Google GaRT YT fohdT 1T B
Ig Microsoft Word 3T LibreOffice Writer & 3d9-9€s faehed &1

& fadvar:

eI W STargHe §aAT0 3R da Y
A & A1y RIAT-CTSH H HhTH

o 3T AT (Auto-save)
Alarge AR o9l gl ) 3qerey

2. Google Docs ¥ @Yel?
STEPS:

ST3oX H STV https://docs.google.com
319a1 Gmail 3TI3T | ST Fof hY
+Blank 3T Template Iet

er3fifer g Y - 79 Fo T FT P §

oo bd -~

3. 5eT%H (Google Docs Interface)

T Cap)
Title Bar SIFgHT T 1A (Untitled document)
Menu Bar File, Edit, View, Insert, Format 31T fdsheq
Toolbar Font, Size, Bold, Italic, Align 37Tf& 3TgaheT

Document Area 3@l 319 &ee eI8T &ld &
Share Button  STFgHC T GERT o ATY A AT


https://docs.google.com/

(2 4. stargeie Fora 3R AT FT

o3 STergAe: +Blank

Jg LT Auto Save (8X SETd U1-31T 89 gIdT 8)
Rename & Title bar W fFere ¥

SI3eTAlIS T

o File —- Download As —
.docx, .pdf, .odt, .txt, 37fe

2 5. TFEe BraAfear

Font Style, Size

Bold (Ctrl+B), ltalic (Ctrl+l), Underline (Ctrl+U)
Text Color, Highlight

Paragraph Alignment: Left, Center, Right, Justify
Line Spacing, Bullets/Numbering

6. 95T 3T 3T 33T

File — Page Setup:
o Orientation: Portrait / Landscape
o Size: A4, Letter

o Margins 8¢ &Y

Header/Footer SIgaT:

o Insert — Header / Footer
Page Number:
o Insert - Page Numbers

9 7. e 3T R Sgen

Insert — Table — Rows x Columns
Insert — Image — Upload, Camera, Google Drive, URL

Insert — Drawing — 518 3Tehfd =0
Insert — Chart — Bar, Pie, Line (Google Sheets foier $T Tehd §)

8. Voice Typing (JTaTST ¥ 2139 #X)

Tools — Voice Typing
HTSH 3TeT Y 3R el — TFEC HYA-31T9 13T gl



o RS A dlell & fT — Language T=i: Hindi
9. Collaboration (T HTY HTH FI=)

e Share ¢ — SH 3Tl AT Link Generate

e Access Type E_Ff View / Comment / Edit
o Real-time # @1y # vfsféar 3R dfer a@s1a

10. Spelling, Grammar 3ilk Word Count

e Tools — Spelling and Grammar
o AT A gUR
« Tools — Word Count (Ctrl+Shift+C) — 2Tsar &hr freTdir

11. Comment 3R Suggestion Mode

o Rl omge W [Fee ¢ — Add Comment

« Suggestion Mode: Editor {81 seera fohT goira & Hehell &
o View — Mode — Suggesting

12. Templates 3k Resume Tools

e Home Page — Template Gallery — Resume, Letter, Report Formats
« Pre-designed SIFgHTH & SToal H1H Y

13. 2iéHhe FT (Google Docs Shortcuts)

Y AEFHT
AT STFGAT  docs.new T3S H BT &Y
aq Auto Save (FIS FI 181)
WIS S13clis Ctrl + P (PDF)
deg Ctrl + B

3ETelTS Ctrl + U



F AeHe

EOES] Ctrl+F
Undo Ctrl + Z
Redo Ctrl +Y

14. Offline Mode (FaT gt FTH FY)
STEPS :

1. Chrome ST35R & ST
2. Google Docs Offline TeFHE2NeT SECIeT Y
3. Google Drive Settings — Offline Mode Enable &Y

15. PDF =111 31X fe &3

e File — Download — PDF Document (.pdf)
e 3T File — Print — Select Printer / Save as PDF

16. Google Docs vs MS Word vs LibreOffice Writer

Loery Google Docs MS Word LibreOffice
ST S/ & (Offline Mode 8t H819) =181 TeY
A F AT FH RIT s afaa @
SECTOIRTe oTel gl g
HSTSS & TR &l & 8



Chapter 4

Spreadsheet (MS Excel / LibreOffice Calc)

4.1 Bsflc FAT 7

TSN Teh Felargifolen dehelen Blcil & o1 3T U (Rows) IR &leld (Columns) H saf&Ud gIaT B |
SHPT ST HEATHS 3T F TARIVUT, 0T (Calculation), TS 3R IATH F=Tey 7 fohaT SITAT &1

YT WiFcaaw:

¢ Microsoft Excel
e LibreOffice Calc

e Google Sheets (3iTeTelTssT)

4.2 THgF AR FHe F AW

« Workbook: I{I Excel Brgel ford# &8 Worksheets glcll &1
« Worksheet: T& 957 5@ Rows 3R Columns gl g (519 Sheet1, Sheet2...)

4.3 3eT & &I (Entering Data)



319 Tk AT (Cell) F e, AT, dRIE, AT 3177¢ 3T Hohd &

o Text Data: FIS 3T 378X (S 1)

« Numeric Data: 3% (3% 100, 75.50)
« Date/Time: 25/06/2025, 11:30 AM

4.4 AT IR IS

e Cell: Row 3R Column & 382U T Cell Fgd ¢ (18 A1, B3)
« Range: Ts ¥ {8 Aol &1 GHg (518 A1:B5)

4.5 O« ufafeer it i

o CFEC FI Bold, Italic, Underline
o Text Alignment: Left, Center, Right
e Cell Color, Border ¢I3T«T

« Font Size 31X Font Style Sgelalr
e Number Formatting: Currency, Percentage, Date

4.6 BT 3R B

(i) Formula:

TT: SheTehollet & ToIT ST fohaT ST & | it Brefell = A Y& eIl 8 |
3qIgIIT:
=A1+B1 — A1 3R B1 &7 39T

(ii) Functions:

Excel 7 Tgel & &l Sholdhol0eT therid &1d & |



Function S

=SUM(A1:A5) grT
=AVERAGE(A1:A5)  3ttaa
=MAX(A1:A5) e g3 §&1
=MIN(A1:A5) qaH BT T&AT

=IF(A1>50,"Pass","Fail") 21T 3menRa Retee
4.7 e THIFT

« Relative Reference (A1): YT F¥ad W TSH d&oidl &
« Absolute Reference ($A$1): Y T U USH oharg TEaT &
« Mixed Reference (A$1 IT $A1): 3TeIT oherey

4.8 I1¢ 3R ATF 41T
Steps:

1. 3T olde
2. Insert — Chart — Chart Type E!jf (Column, Pie, Line)
3. Chart Title, Axis Titles 37Tf¢ STS

4.9 ser giféar 3R freefar

« Sorting: 32T &I Ascending IT Descending & # S d el
o Filtering: [R&Y @A 3T I BIcaT

3ETEI0T: AT “Pass” arel &1F &l fc@rar

4.10 AT Wsefie

o Page Setup: Margins, Orientation
e Print Area Set e



e File — Print — Preview 31T Print

4.11 Excel & 3914T:

o ROYE goeT

. Rotee ofic IR =T
o dulC “ellad onlddl

o ARefIT FAE HEAT
o SCT UATTATAH e

4.12 Excel eleHe Y

Y e Hr
5 ofic Shift + F11
Jgaer  Ctrl+S

I 3EaT Ctrl +

dfed Alt+=

e Ctrl + X
T Ctrl + C
p=l Ctrl +V
Undo Ctrl+Z
Redo Ctrl+Y

Microsoft Excel — Complete Notes

1. Microsoft Excel 4T §?

o Excel T goigciioaieh T9sie AiFedax g

o ZTH 32T F A AR FraA F syafUd T 0T (Calculation), TATATAT (Analysis), ATE
3nfe; ST ST §

o Excel AsmIATe iy Yohat &7 foEaT &



2. Excel Interface (&7 #191)

T Cop )
Workbook  9d Excel BISel (o€ .xIsX)
Worksheet Tah-Ta 2fie, S& Sheet1, Sheet2
Rows gifasramset (1, 2, 3..)
Columns  FEEARR @31 (A, B, C...)

Cell Row + Column (S8 A1, B2)
Formula Bar tieer 31 3eT fe@rar &

Name Box I fFT Cell Hg—adrare

3. 3T &of YT (Data Entry)

3119 Cell # Text, Numbers, Date, Time, IT Formulas 3T 9hd ¢ |
3qlglur:

o Text: oTH, Idr

e Numbers: 100, 5000
o Date/Time: 25/06/2025, 10:30 AM

4. Formatting Options

e Font Style, Size, Color
e Bold (Ctrl + B), Italic, Underline

e Cell Color 31X Border

e Alignment: Left, Center, Right
e Merge Cells, Wrap Text
o Number Formatting: Currency, Percentage, Decimal, Date Format

5. Formulas and Functions
(i) Formula Basics:

o Always starts with =
e Example: =A1 + B1



(ii) Basic Functions:

Function 39ger
=SUM(A1:A5) T
=AVERAGE(A1:A5) 3
=MAX(A1:A5) ey g1 §&AT
=MIN(A1:A5) e B q&T
=IF(A1>50, "Pass", "Fail") erT 3menia
=COUNT(A1:A5) sTeT-soleh o T TaTeTr

6. Cell Referencing

YHR  3Teor fravor
Relative A1 T A W TGerdl §
Absolute $A$1 g WwWar g
Mixed  A$1 3T $A1 A% & & e

7. Data Sorting 3R Filtering

o Sorting: STT & A-Z AT Z-A H HHCY el
« Filtering: & TE ReAS @1 (S [ "Pass” aTel)

Steps:

1. Data — Sort or Filter
2. Criteria o

8. Charts 3iX Graphs

Types:

e Column Chart
e Line Chart



e Pie Chart
e Bar Chart

Steps:

1. 3cT delde Y
2. Insert — Chart
3. Chart Type, Title, Axis Labels < &Y

9. Conditional Formatting

o PN ATF IMIR W AT R TS
o 3CTEIUT: ATFH < 35 8T df Red

Steps:

1. Select Cells
2. Home — Conditional Formatting

3. Rule 9o
)
10. Table 31X Data Validation

e Insert — Table: wﬁmﬁ?m@

e Data Validation: Drop-down List So1T=T
o Data — Data Validation — List

11. Sheet Manageme

nt

H T
New Sheet Shift + F11
Rename  Right Click — Rename
Delete Right Click — Delete
Move/Copy Right Click — Move or Copy

12. Excel & f¥f&ar

e Page Layout — Margins, Orientation (Portrait/Landscape)
e Set Print Area
e File — Print — Preview



13. Excel Shortcuts (HgcaquT eATEHTH)

I eATEHE
5 ofic Shift + F11
ag Ctrl + S
T Ctrl + X
rar Ctrl + C
q¥c Ctrl +V
Undo Ctrl+Z
Redo Ctrl+Y
e @ Alt + =
Bleel @ Ctrl +°
T U3 e F2

14. Practical Examples (O Level & 3T 13)

o HATHAT FATAT

o SoIC TATeaT

e Salary Sheet
e Attendance Sheet

e Invoice IT Bill Sheet

15. Excel W13 BT

BiHe kip)
Xlsx Default Excel ®BISel
Xls  Excel 97-2003 BISel

.csv Comma Separated Values (¢&&C 321)
.pdf Exported File

O Level Exam # 31Tsf aTel W21 & 3STE0T:



e SUM, AVERAGE T 393197 ¥ah ¢fic R &Y
o IUTH AT AIE TAST

« Conditional Formatting &T 393197 &Y

o Drop-down List ST

o  ATHMT H alcd 3R Ratee Aafaw

LibreOffice Calc — Complete Notes

LibreOffice Calc Ta %1 3 3g=T-a1 Tsefie @iFeaa’ &, S Microsoft Excel ST &6 T STdT
gl

1. LibreOffice Calc FaT &2

Calc T& Spreadsheet Tool &
Ig LibreOffice Suite T REAT &
o S Y 3T AT, heldhelc, TaTelgsl 3R AMG &1l Fehdl &

2. Calc &1 3T (Main Parts of Interface)

ATT ICCEL
Title Bar sTergafic T ATH
Menu Bar File, Edit, View, Insert 3mfe

Standard Toolbar Save, Print, Undo 311fg eiféahe
Formatting Toolbar Font, Bold, Alignment 31fe;
Formula Bar I T8Y il & foIw
Name Box P FE AT W g (ST A1)
Worksheet Area  dcd &I T35 T8l SeT&ldT &

3. Cell, Row, Column &1 §?



« Cell = T sieq (S A1)
« Row=glfasrams (1, 2,3...)
e Column = FEaRR @13+ (A, B, C...)

2 4. 3271 s1ee 3R dF FIAT

e Text, Numbers, Dates 3Tel Hohdl &
o Save &« & faw: Ctrl + S

o Format: .ods (LibreOffice default), .xls, .xIsx, .csv
5. Formatting Tools

Font Style, Size

Bold, Italic, Underline

Cell Borders, Cell Background

Merge Cells, Text Alignment

Number Format: Currency, %, Decimal, Date

6. Formula 31X Functions

Basic Formula:

=A1 + B1
=A1*10

Common Functions:

Function ¥
=SUM(A1:A5) aYar
=AVERAGE(A1:A5)  3id
=MAX(A1:A5) JifehaA
=MIN(A1:A5) gATH

2N

=COUNT(A1:A5) et



Function F
=IF(A1>35;"Pass";"Fail") eTd

7. Cell Referencing

YPR  3medor faaror
Relative A1 T A W TGadl §
Absolute $A$1 g hera @aT &
Mixed ~ A$1 a1 $A1 3ifAs eferaer

8. Sorting 31X Filtering

e Sort (Ascending/Descending): Data — Sort
 AutoFilter: Data — AutoFilter — Filter List §ATT

9. Charts STT

reoq Raor

Step 1 3¢T Holde Y
Step 2 Insert — Chart
Step 3 Chart Type =1 (Bar, Line, Pie 37fe)

Step 4 Chart Title, Axis Labels &

10. Conditional Formatting

e Format — Conditional — Condition
e 3clelur: Cell value < 35 — Red Background

11. Sheet Management



FF wry
asefic  Shift + F11
ATH d&o-T Double Click on Sheet Tab

¢fie f3elie  Right Click — Delete Sheet
Move/Copy Right Click — Move/Copy Sheet

12. Print 31X Export

e Print: File — Print
o Page Layout: Format — Page — Margins, Orientation
e Export as PDF: File — Export as PDF

13. elféhe &Y (LibreOffice Calc)

FRY AEFHT
CEREL] Ctrl + N
qaq Ctrl + S

HIAeT fG@mer  Crl +° (backtick)
e /PIdr /9T Ctrl + X/ C/V
Undo/Redo Ctrl+Z/Y
e A Alt + =

Insert Row Ctrl + "+"
Delete Row Ctrl +"-"

14. Practical Uses (O Level Exam # q& ST @&l 8)

o HATHAT FATAT

Salary Sheet
Attendance Record
Budget Sheet

Invoice Sheet

Result with IF Function

15. Calc vs Excel e« (Comparison)



R LibreOffice Calc MS Excel

Price Free/Open Source Paid
Format .ods Xlsx
Interface Basic Advanced

Compatibility Good (With Excel) Best

O Level Practical Tips:

o 2T W Table IR FHIAT

« Function S SUM, IF, COUNT 393137 &all
e Chart SaTIT

e Conditional Formatting ofaTT=T

e PDF Export &3T

Google Sheets — Complete Notes

Google Sheets Ta 3ifeTeiTger St Tasefie TfitaderT &, S Google GaRT Gmail IFE & foIT 3ucrsr
FIT AT &1 T§ Microsoft Excel 3iT LibreOffice Calc T d9-9¢s 9oy &

1. Google Sheets FaT §?

Google Sheets Ueh Fell3s-3MTRd s T &

g RA-TSH A S ST & AT AISH T HIH el bl T ST §

2. Google Sheets F& @e?
STEPS :

1. ST39R H €189 #Y: https://sheets.google.com
2. Gmail ¥ AT &Y



https://sheets.google.com/

3. +Blank spreadsheet 9T f&Fdeh #Y
4. 18 & AR F YE A - T F AT AT g8

3. Google Sheets Interface (&I $T3T)

T H
Title Bar WBISel &l ATH
Menu Bar  File, Edit, View, Insert 31fe; QereT
Toolbar Formatting Tools, Font, Size, Align 37Tf¢;
Formula Bar Whieell 31X ST Gof it &1 TUTel
Grid Area  ¥ed (A1, B2, 37f¢) STl SeT@lar &
Share Button GERT & AT ATST &Y

2 4. 3@ TR

e 3T STeleT (Text, Numbers, Dates)

o o TTAFUA, Row/Column ST
e Undo (Ctrl + Z), Redo (Ctrl + YY)
* Auto Save — $&TC W [l 4a

5. Formatting Options

Bold, ltalic, Underline

Cell Color, Font Color

Merge Cells, Wrap Text

Text Alignment: Left, Center, Right
Number Format: Currency, %, Date



6. Formula 31X Functions

Formula (& g1T 8: =

Important Functions:

Function ¥
=SUM(A1:A5) raT
=AVERAGE(A1:A5) 3
=MAX(A1:A5) 3ifRdA
=MIN(A1:A5) gATH
=COUNT(A1:A5) frerchr

=|F(A1>35, "Pass", "Fail") eTd

7. Charts 3iX Graphs ==t
Steps:

ST Helae i
Insert — Chart
Chart Type T+ (Bar, Pie, Line 31Tfc))

Chart Title 31k Formatting &€ &Y

AP oebdh=

8. Sorting 3iX Filtering

e Sort: Data — Sort range
o Filter; Data — Create a filter — Dropdown & fheeT &Y

o Sodr ¥ Rals @ietel & forw 3ot

9. Data Validation (Drop-down List)

1. Data — Data Validation
2. Criteria: List of items

3. Drop-down §ATU — SI& "Pass, Fail"



10.

1.

Conditional Formatting

Format — Conditional Formatting
Rule Set &{: 54 Cell < 35 — Background Red

3. Apply &

11.

Sharing 3ilT Collaboration

Share — A ¥ fole Aol

Viewer / Commenter / Editor roles ?:Ff
Multiple ST3T Teh 1T Edit X Thdl &
Suggestion Mode #T 3Tclstr

. Import, Export 3ik Download

Import Excel File: File — Import
Export as: File — Download —
Xxlsx, .ods, .pdf, .csv

Print: File — Print (Ctrl + P)

13. Google Sheets liéHeH
H ATeHE
1T Qe sheets.new (Browser #)
aq Auto Save
Bold Ctrl + @

Merge Cells Alt + Shift + M
Insert Row Alt+1—>R
Delete Row Alt+E —D
Comment Ctrl + Alt+ M
Formula View Ctrl + * (Backtick)



Practice Sheet 1: Marksheet (Student Report Card)

Roll No Student Name Hindi English Math Total Percentage Result
101 Ravi Kumar 78 67 89
102 Sita Verma 88 72 90
103 Aman Singh 34 40 29

Formulas:

e Total: =C2+D2+E2
e Percentage: =F2/3
e Result (Pass/Fail):
=IF(AND(C2>=35, D2>=35, E2>=35), "Pass", "Fail")

Conditional Formatting:

Fail 87 o g afereT ol offel 39T Y |

Practice Sheet 2: Salary Sheet

Emp ID Name Basic Salary HRA (20%) DA (10%) Gross Salary PF (12%) Net Salary
E101  Anil Kumar 15000
E102 Reena Gupta 20000

Formulas:

HRA: =C2*20%

DA: =C2*10%

Gross Salary: =C2+D2+E2
PF: =C2*12%

Net Salary: =F2-G2

Format Net Salary in % currency style.

Practice Sheet 3: Result Sheet with Grade

Roll No Name Science Maths English Total % Grade

201 Ramesh Yadav 65 80 55
202 Komal Singh 45 67 89
Formulas:

o Total: =C2+D2+E2



e % (Percentage): =F2/3
e Grade:

excel
CopyEdit
=IF(G2>=80, "A", IF(G2>=60, "B", IF(G2>=45, "C", "Fail")))

Use color codes for each grade (A = Green, B = Yellow, Fail = Red).

Fq sTAATT FI?

v &+ ¢&ed T Google Sheets / Excel / Calc # it ¥
v FW f&T T Formulas T 3191 3{e[HR TSSTEC Y

v Conditional Formatting o9& Sheet @I 3 9gaX dATT
v PDF 3T Print foishTelet 3T 31818 &Y

14. Offline Access (fT g¢I=te & 3TANT)

Chrome & ST
Google Docs Offline TeFHERNT STl Y
Google Drive — Settings — Offline Mode Enable &

15. Google Sheets §«TH Excel a1 LibreOffice

R Google Sheets MS Excel LibreOffice Calc

Auto Save & Tl oTel
Collaboration R&er erse @ffa A&
PDF Export gf gl g
EIER: T ug )

16. O Level Practical # 3iTsf aTef 1



o HATHAC TATAT

e IF Function ofaTTeIT
e Drop-down List
e Chart §dToT

¢ Result Sheet
e Budget Sheet

Chapter 5

Presentation Software (¥Sie2ld HIFedA)

5.1 YIeeueT HFEAAT FAT &2

USIC e HIFEAIT T IYATIT FASLIH FATSTH o T H SATAhRT T et & foIT fovam ST 2|
ST 3TN HET, Folrawd, AFAR, 3R i A grar g1

Y WiFcaa:



Microsoft PowerPoint

LibreOffice Impress

Google Slides (3iTeTclTSaT)

5.2 TATSS FAT§?

o T3S Ueh ThIeT Ul § STaT earee, SHaT, T1e, A1f3a 3nfe st oy €
o U Yol H &3 TA5sd & Tohdl &

5.3 AE Yot TN
STEPS :

1. Open PowerPoint — File — New
2. Template =1 3T Blank Presentation

3. FollSSH Sallell & HY

5.4 TATSS & TFEC SASAT

« Placeholder sTeg & Feleh Y 31N e arsq

e Text Formatting: Bold, Italic, Font Size, Font Color, Alignment

5.5 T3S f39ms 3 A3mse

« Design — Themes: 3Tt TSiTSe TFIICH el
« Layout: TISTH TATSS, e TaISS, af Hiold G
o Slide Size, Background Change &haT

5.6 T3S H gAS, AIfsA, 3 Sgar

 Insert — Picture: dliehel SH Silg
« Insert — Video: qif33 fFera 313



o Insert — Audio: #gf3ieh AT A1H Tl 319

5.7 TATCHTE 3R Ir€ NS

e SmartArt: Steps, Process, Hierarchy ﬁ@ﬁﬁpﬁﬂﬁlﬂ?
e Chart: Column, Pie, Line Charts

o 3T ¥ Auto Generate glaT g

5.8 Tifarere 3R vfadersT
(i) Slide Transitions:

o U TA138 A g8 H STeT o GRIeT 9oTTa (Effect)
e Tab: Transitions — Choose Effect (Fade, Wipe, Push)
« Duration 3iR Sound 9¢ &=

(ii) Animations:

o Text 3T Object H HaHT &ar
e Tab: Animations — Select Animation (Fly In, Zoom, etc.)
« Animation Pane & Sequence ol Hhd ¢

5.9 Fa133 Y (Slide Show)

o Start Slide Show — From Beginning 3T From Current Slide
o TATSS 3RS T F fOT Timing d€ &
eMEwe:

o Start Slide Show: F5
e Next Slide: — (Arrow Key)
e End Show: Esc



5.10 Y& F AT 3 BT Fw=r

« File —> Save As: BTSdl &1 .pptx T .pdf F AT FYL

« File — Print: ¥o133d &7 T ofel
o Print All Slides / Selected Slides
o 1 Slide per Page / Handouts (3 slides per page with notes)

5.11 aAted ¥ 3R FAcH

« Notes Pane: TA1S3 & oM Yol AlCH SIS Tehd &
« Comments: &H H H1H Fd AT Reg & fav

5.12 gaTdY Yoieer & fow fRcw

o Slide T TG CoFEC o T

« Wiec 937 A AT 8

o 31f¥&aR Visual Content (Image, Graphs) &l 393147 Y
e UHTHATT Theme 3R Design @

o EYTCINSS X By U &F faug uX &1

5.13 Qliése #T (PowerPoint Shortcuts)

H QAeHE
AsTarss  Ctrl+ M
Aa T Crl+S
Tellgs A Y& F5
37Tl TASS —
el ToSs
cFcdles Ctrl+B
Tollss geledl Delete



2 3959 & &

i Jeieerst
Fhol/dhletal Hratere
QAR 3R afe=e
IR 3R gieiar qere

LibreOffice Impress — Complete Notes

1. LibreOffice Impress FaT§?

Impress Teh Presentation Software &
Ig Microsoft PowerPoint &7 ¥ 3iT 3N9=7-a1 fAsheT &
SHHT 3T Fe133 Al Weieer, 3T Hif3A-fagarer F¢e sa= & fow fhar sar g

2. LibreOffice Impress T Interface (H&J 1)

ATT FT
Title Bar WIS T ATH @I &
Menu Bar File, Edit, View, Slide 31fe fasreq

Standard Toolbar Save, Open, Print, Undo, 37f¢
Formatting Toolbar Font, Size, Bold, Color 31Tfe;

Workspace STET TolTs3d T3S giar &
Sidebar Layout, Animation, Slide Properties
Slide Pane IS G T Torssy & foree

Notes Area ey for@s & forw, St asieer H =gl fgad

3. AE Yoieers TATT

1. Open LibreOffice Impress
2. Presentation Wizard @jh'rr (Blank, Template ?:J,?-T)



3. Layout g«
4. TATSSH ST Y& A

2 4. ¥A133 1 3R A3 Tl

¢ Insert — Slide AT Ctrl + M
¢ Right-click on Slide Pane — New Slide
o Slide Layout: Title Slide, Content Slide, Two Column Slide e

2 5. &FFe SAar AR BT FET

o Tt 3 “Click to add title” IT “Click to add text”

e Text Formatting Options:
o Font Style & Size
Bold, Italic, Underline
Text Color
Bullet / Number List
Text Alignment: Left, Center, Right

O O O O

6. Image, Audio, Video SiYg=T

« Insert — Image — File & T=i
e Insert — Audio 3T Video
e Drawing Tools T Shapes, Lines, Arrows STel Thd &

7. Table 3 Chart SYg=T

« Insert — Table — Row/Column Tst
e Insert — Chart — Chart Type (Pie, Bar, Line)
e Chart &7 32T U3¢ et & foIT: Right-click — Data Table

8. Animation 31X Transition



] 3qNT

Custom Animation Text/Image &1 ¥l1$S # Hd AT Fade F
Slide Transition  Teh Toll3s @ gET W ST AT Animation

Steps:

¢ View — Animation

* Slide W f&eeh FY — Effect ol

e Start: On Click / With Previous / After Previous
e Speed: Slow, Medium, Fast

9. Master Slide (WY FAS3H W U ST Layout)

¢ View — Master Slide
« Company Logo, Footer, Date, Slide Number Te IR & 3 T155H W SIS Thd ¢

o f%T View — Normal aT &€
10. Notes 3iX Handouts

o Notes: Presenter Notes fa@ St g2ienl &Y 18T fg@ar
e Handouts: ¥ & faTw

e View — Notes IT Handout View

11. Slide Show & HIT

e Slide Show — Start from First Slide (F5)
e Slide Show — Start from Current Slide (Shift + F5)
o Keyboard Navigation: Arrow Keys, Page Up/Down

12. Export 3ilT Save Options
e Save As: .odp (default), .ppt, .pdf

e Export as PDF: File — Export As — Export as PDF
« Export as Images: File — Export — JPEG, PNG 37fe;

13. eléhe HY (LibreOffice Impress)



I ATEHT
G ERSCI Ctrl + M

TG FAT Ctrl+S
TS MYE  F5

foeg Femgs e Shift + F5
Undo Ctrl + Z
Bold Ctrl + B

Text Box Insert F2

14. O Level Practical Sheet (¥fFecH ¥ faw)

Topic: "Digital India Mission Presentation"

Slide 1: Title Slide

Slide 2: Introduction Text + Image
Slide 3: Objectives (Bullet Points)
Slide 4: Chart/Data

Slide 5: Thank You Slide

e Animation 3iX Transition SIS
e Footer & a1H 3R a¥i@ g
o PDF & Export &

15. LibreOffice Impress / PowerPoint

T Impress PowerPoint
Price Free / Open Source Paid
Format .odp .ppt/ .pptx
Templates H Srer
Features Basic & Mid Advanced

Google Slides — Complete Notes

1. Google Slides 4T &7

« Google Slides Teh TS YU AFEAAT &, ST PowerPoint T LibreOffice Impress
ST dre

« I8 Google Workspace &I T &

o 39 3TH TASSH Tl 3o MW, TS, 317 Uoie T T & — ar off Raer-ersa &




2. Google Slides F& @e?

Steps:

ST3eR & ST https://slides.google.com

Gmail 3T13¢ A AT

+Blank X f&Fefeh Y AT &Feele el

El1$3 FaAT=TT Y& Y — T $S Auto Save gldT &

e N =

3. 5&T%H (Main Parts of Google Slides)

$TaT Cap)
Title Bar FellSS ol ATH
Menu Bar File, Edit, View, Insert 31f¢; faseq
Toolbar Font, Size, Bold, Text Color, 3T

Slide Pane TS 30X FefY TermsgH g
Main Slide Area TTS8 3318 et FI S8
Speaker Notes &I sl for@st & STeTg

Share Button &I & | AT A AT Tdehed

2 4. 7§ TATES T AR ATIE oA

¢ New Slide: Click + IT Ctrl + M
e Right-click on slide panel — New Slide
o Slide Layout: Title Slide, Section Header, Two Column 3nfe

o Layout sGelel & ToIT: Slide — Apply Layout

2 5. &Fre Sgar AR wife w1

e Click — “Click to add title/text”
e Font Type, Size
e Bold, ltalic, Underline


https://slides.google.com/

o Text Color, Highlight
¢ Bulleted/Numbered List
o Text Alignment: Left, Center, Right

6. Image, Audio 3iX Video Insert T

e Insert — Image — Upload from computer / Drive / Web
« Insert — Video — YouTube T Google Drive &

e Insert —» Audio — Drive & MP3 315
e Insert — Shape, Line, Arrow, Callouts

7. Table 3iX Chart Sitgar
e Insert — Table — Rows x Columns

e Insert — Chart — Bar, Column, Pie, Line
« Chart &I Google Sheets & foieh fohaT ST AT &

8. Slide Transition 3iX Object Animation

Slide Transition (FT33 9¢a W §ha<):

e Slide — Transition — Choose Effect

Object Animation (Text IT Object 4 s®HF<):

Select Text/Image

Right Click — Animate

Choose: Fade In, Fly In, etc.

Set: On Click / With Previous / After Previous

9. Theme 31X Background sgelel

e Theme: Right Side — Choose a Theme
e Background: Right-click on Slide — Change Background — Color / Image

10. Master Slide / Layout Editing



e View — Master
o TgT T T TossH & oI Ush ST ¢Fvele, Logo, Footer 371fe T &Y
o Y View — Normal 9T arqq 30

11. Notes 3 Presenter View

o i “Click to add speaker notes”
o A% Presenter & fR@dr &, &2l o aTgT

o View — Speaker Notes

12. Slide Show Start HI&T

e Click: Present — From Beginning IT From Current Slide
e Fullscreen Mode

e Arrow Keys & Control &Y
o Esc ¥ Exit®

13. Download / Export / Print

e File —» Download As:
o Microsoft PowerPoint (.pptx)
o PDF Document (.pdf)
o Image (.jpeg/ .png per slide)
« File — Print (with Notes IT f§=1T Notes)

14. Sharing & Real-time Collaboration

e Share Button — Invite by Email / Create Link
e Set Roles: Viewer, Commenter, Editor

e Real-time # T § 31T ST AT HTH F Thd ¢
o Comment 3R Suggestion ¥t S ST Thd &

15. Offline Mode (f&=T $e3=te & 39gt)



e Google Docs Offline Extension S¥elel &
o Drive Settings — Enable Offline Access

o 319 379 f4=TT S Slides @reT 31X vfde T Fava &

16. e FT (Google Slides Shortcuts)

FY AeHeT

TS TASS Ctrl + M
T AT Auto Save

EA1SE 2 Ctrl + F5

giTerhe Temrss Ctrl + D

Undo Ctrl+Z

Bold Ctrl+B
Center Align  Ctrl + Shift + E
Add Comment Ctrl + Alt + M

17. O Level Practice Topic (¥d138 Wi9ia< )

Title: "Clean India Mission"
Slides:

Title Slide — Topic + Image
Objectives — Bullet Points
Progress — Chart

Images — Before & After
Thank You

abrowoN=

Include:

Animation

Slide Transition
Speaker Notes

Export as PDF or PPT

18. Google Slides ¥TH PowerPoint / Impress



R Google Slides PowerPoint Impress

Internet ST&IT &T (Offline 3iT TeTa) 18T Ter
Auto Save  gf Tar B
Sharing Rger s oifaa oTer
EIES) T S hr
fosa:

Google Slides Teh Y, FI&IT AR FraReT gof § ST ol 3R Yoiedl & fv dgg 3uAn g —
@I O Level & Yfaesd A|

Chapter 6
Introduction to Internet and WWW (3eta< 3 9¢3 a1s3 a9 &1 ai=)
6.1 8¢TAC FAT &2 (What is Internet?)

SeAT U AR Aeas § S @l Hegex 3R Barsdd 1 39w 3 Shsar | Tg STaTerr arsm
H, HAR, SHT, BIST SIAHT, ATHTSE ST3TSI9T 3T7e; o forw gIier giar g

gws’q'a’m:

° H“T‘IO'II HItAd ol

o A AT

o Trerer Af3ar 3T

o ATAcTSA Ugrs 3T Mmer

6.2 gs arss a9 (WWW) T 872

o  WWW 3eale IR TR Teh JaT ¢ fordel HTML 97 31X Jearse gt g

o Tg FBURFEE I FERAF 1 3TN leh HTH HIaT &
o J9aT3E Web Browser GaRT Tarad I STl & |




3qlglUr:

www.google.com, www.wikipedia.org

6.3 A9 JI39X FAT 8?2

99 §139R Ush HTFcaIX BT & Si ITTTSE T W 3R Sedae Ftal & forw 39T grar g1
gAY s13t:

Google Chrome
Mozilla Firefox
Microsoft Edge
Safari

Opera

6.4 URL (Uniform Resource Locator)
URL dg U3 I & foradt forell deramse a1 dedst deh agam Sir &

3qlglur:
https://www.google.com

URL & ATeT:

o https:// — WerRTer
e www.google.com — 3IHeT oATH
e /search —9Y AT &

6.5 T SoleT FATE?

T $oTeT ST W AABNT GioTet T Tl 81T §| Ig dauT, $HaT, difsr 3 &1 @t 7 Aeg
AT B

TG Y gl

Google

Bing

Yahoo
DuckDuckGo


http://www.google.com/
http://www.wikipedia.org/

6.6 $A (Email - Electronic Mail)

SHo Uah f3fieer Heer Oar § fored ¢aree, 3T, STagae HIfe ot ST Hahd &
A FTer Y wishaT:

e Gmail, Yahoo 3T Outlook T 3{&T3¢ §ATU
e Compose — Recipient (To), Subject, Message
e Attachments SIS

e Send WX fFaa Y

AT TFA

o Inbox: UTcd $HeT

e Sent: #sT T SAA

o Draft: &g fFar T A

e« CC/BCC: G#Ri I shidT # Ssfell

6.7 |Yerer #if2ar iy sarfaer
(i) Trerer FFSAT cATHIAY:

Facebook
Instagram
WhatsApp
Twitter (X)
LinkedIn

g dfer, Qafiar, Arhfeer

(ii) seTaT:

Sol19T Ueh YehR T AT & o1g] of@a (Blogger) faaR 3R SR 9T T £
Telehid: Blogger, WordPress

6.8 3313 3T 3Tes



« Download: 3e3aic & 319at f3arsd & SeT T
o Upload: 319« f3arsd & Sceic IX 3T HAafell

3cTgur:
ICT 3elS T, SIFGHT SIS el

6.9 ATFaT FI&TT T IR
arze FAFNRE: Seteic W It SR 3R 3arsH T FIETT @ i Tishar
I AT

o Ol qrHas &

o AN SHA/ oI T I

o UEGRRY AFeAIAT STl HY

« 2-Factor Authentication 3T 39J1T &Y

6.10 STTAT FAFAT & TFR

YR faravor
Dial-Up RIeAT AT SolehleT Aehoileh
Broadband Fast 3iX eRTdR IeldT &
Wi-Fi eI llehel sicdeh
Mobile Data 4G/5G HETSo sicds
Fiber Optic Sgcl ool $eIAC Thatorelel

6.11 elicehe 3T AT s

rsg Iy
HTTP / HTTPS deus Tardd & Icishlel
Domain Name JeHTSE T ATH (SI& google.com)
IP Address SeTeIe W YN ol Tgelled
Bookmark 99T Sl AT FHIAT
Incognito Mode 9Tsde s3faiaT




Chapter 7
Digital Financial Tools (f3fareer fadir gea)
7.1 f3fSree sgararet #4782 (What is Digital Payment?)

f3foreer ageTaret wer Ul ufshan § foraed siehe (Cash) & =TT 3ifeveliset ATeT# & U &1 ofel-aeT Bl
1 3HH FYX, ATSd, $eieic AR S H3T HT 3TART 8T ol

7.2 313 feraTe & YR (Types of Digital Payments)

T faravor
UPI (Unified Payments Interface) A5l & il Soh-g-sieh THBT
BHIM App NPCI gaRT fasf&d Ueh UP| 3memid o9
Mobile Wallets Paytm, PhonePe, Google Pay st¥ ¥tg # 8dT T&Rr
Foh 9T
Net Banking de ST JTATSC T UHT AT TAHT T
Debit/Credit Card TS TATSY hioh TT HTANS oTaX STl YT

g‘fs'ijng’)‘ad“aa’ Enabled Payment o o v 3iiv Rbowefoie o e a7 o

7.3 UPI #1 § 3R 3 &1 a1 €72

UPI (Unified Payments Interface) Teh RIc-crsd Uaie fATes § S AGSo UoH & ATETH H dh
CTHHY AT ¢ |

qEY Ue:

Google Pay
PhonePe
Paytm
BHIM

STEPS :

1. UPI U9 31318 &Y



2. AlNTSd R & g foldh Y
3. UPIPIN @T &
4. FETSS A& T UPI ID & 47 #isF

7.4 QR FI3 ¥ 9dT HA F?

o GHTel T o1 QR IS I VT & Fohel Y
e 37HT3C gof HY 3R UPI PIN 3Tl
o ¥ UHe gl Sream

7.5 AEPS (Aadhaar Enabled Payment System)
Ig AT 37 Aol & ToIT § FSeteh a1 ATM SIS IT TATCHIA o6l o |
Hare:

o TEIH

o e TR
o 3MUR oA + Seh Yofoll + THIRTe & grotereret

7.6 A AFTr FATE?

Net Banking ¥ I e I TATSE W dAifeled iah s B, foel Uale, i3e I 31 T Tohd
gl

TE a1

o For ST AR urgas
o OTP aRftrerere
« IMPS, NEFT, RTGS & g%

7.7 RfSree sperarer & wrauT

o FSIgd qrHaS 3R PIN &7 393rer &
o 37T foidh I1 UTH § 9HT F Y



o TISFAT F dTE SMS/Email 316TE Ak L
o ITAT T & dF TeeHe I HY

7.8 R3fSree sperare & v

o 24X7 WeI-Cel

o A oled-cal

o T H A A

o AT IR AT

e R HTeT & Social Distancing & fer gRfare

7.9 HTATY 2T 31X eeshe

e Iy

OTP One Time Password (T&h SR 39314T glel dTell iS)
VPA Virtual Payment Address (UPI ID)
IMPS Immediate Payment Service (R ZiE®)

NEFT National Electronic Fund Transfer (& et # ZrI®H)
RTGS Real Time Gross Settlement (I3 31AT3 T q{d THW)

2 39T & &7

o Gl W HHATH TeT
o TaStel/areh/®e forer 3T
o 3iTACITSS QMuar

o et 3R Reve s

o Thol/lersl B AT



Chapter 8
Networking Basics (seafehar &T 9i=)
8.1 Aca® FAT§? (What is a Network?)

ST &Y AT ar & 31f¥e Fegey a1 f3arsd &l 3maw 7 Sise STetehr |Ist $I Sl ¢, df 38 dea®
(Network) gd g1

3TEIT: 31The & 3l Hegex veh X A 5[5 8 — Ig Teh dicash ¢

8.2 sica® & =T8T (Benefits of Networking)

o 3T AW AT
o BEAW (o1 ) AR kel



o FHEGIARUT ITHTA ATl
o SCIeiC TS el

o Yedsss 3T Adsde

8.3 sica® & YR (Types of Networks)

Aca®h faaror
LAN (Local Area Network) AT oRar 7 (514 3Hif%H, o)
MAN (Metropolitan Area Network) ¥ g% &1 Si1SdT &
WAN (Wide Area Network) SRI/GIAAT 1T & Fieash dl SIS ¢ (S $eTeie)

PAN (Personal Area Network)  Sgd Bl @icde Sidl Bluetooth

8.4 sicasd aYarslt (Network Topology)
ATl & HcToldl I § T sicash # arsad Ha 93 &

GLICIC] faretwar

Bus @7 l3a1s0d Uk oSl @ S @l &
Star TH A A AT IS eI &
Ring T R (Ush) T A JS A &
Mesh &< f3arsq X lSasa A ST arch &

8.5 Aca® f3asd (Network Devices)

fEarsw F
Modem f3foed © TATanT fB3aTd Fead adr § (33 & fav)
Router SIcae ol T9H H 1S & 3R Sl TeTd Hdl &
Switch eae 3arsad i SNSe T HIH T
Hub ST & FefY 9icH W AT 8§




IECIED FF

Access Point aRReI sicdeh Se1TdT & (Wi-Fi)

8.6 TS T3W FAT &2 (What is IP Address?)

IP Address St &I Se¥aAC W Teh Fioleh YT Il &, S Tl carfehel ol AlTS el wa |

3qTeXor: 192.168.0.1

IP & Y&R:

e Static IP: Permanent address
e Dynamic IP: g¥ 9 74T address

8.7 DNS (Domain Name System)

DNS 318 ATH &Y IP U3H & Scoldr gl

3qlglur:
I &H www.google.com TTed &, DNS 3 IP Address # deoa HaR & Folere aldT 2l

8.8 DHCP (Dynamic Host Configuration Protocol)

DHCP faees 3iferifea alier & SogeX 1 IP Address ST & dTféh JoI o1 Heg3ell VieeT o dtelt
RE]

8.9 siizds 3 arS-wis

« Broadband: 3T FI gI5-TUIS halarele], chael AT ISR A
e«  Wi-Fi: Wireless a{l& & $c¥sic Tardd aell

Wi-Fi & @19

o o I AW gl
o HETS 3R YT T SeAtaeiaer


http://www.google.com/

o @leTulc & IRV AIRT
8.10 sicafdhar FeXFreT (Protocols)

Protocol al [&a# 81d & foad seafeher giar 1

Liracarc) A
HTTP/HTTPS dedTsc Taad & TolT
FTP HS AW o forw

TCP/IP SeeIe FFYAhelel T 5F
SMTP/POP3 33 olet 3iR T et & forw

2 Aeafder F1 39T

1. ST TFAH FAT 8?2

$eTeIE UFAH (Internet Access) & Adeld & — [ohaT f3a18d (S Segey, AlNSd, ddele 31) &
Sclele A SANSAT difeh 3T JTTTSE W Tah, SHT AT Toh, NS ST T AT 3fTAAS SATARRT I
HT Toh|

ZeTAT U FAFE gl & dl% (Modes of Internet Access):

1. Dial-up Connection

o X STHT HT Teholleh

o gd A FIs

o oINPT TS T STAHTA
2. Broadband Connection

o gl T8 §exT

o DSL, ADSL, %hedl, BISsR 3iTcesdh
Wi-Fi (Wireless Fidelity)

o mm

o U3 & ATCTH ¥ R AT 31T 7 39T
Mobile Internet (3G/4G/5G)

o AEISH Jede & SIRT Selele

o HIEISe STeT AT gicEUIe & STRT

w

s




5. Satellite Internet

o Refe o & 3uarer
o HCAET & IART FeldueT

o AIsT AIM 3R e
6. Hotspot (Wi-Fi Tethering)
o HISISel ol A3 I g STAHATE el

S THIH A F T maegs o9

Seas f3arsy (A3, ARH)
Sclelc TaT Yarar (ISP)
a9 139K (SI™ Chrome, Firefox, Edge)

Ao bd -~

gelAe 39T F graufadr:

o UEARRY o3l

BRRATT T 3T

AR d9@TsT (https) T SATAT
qfseleh dTs-hIs I ATaYTAT

2. FAT38 TeR< (Cloud Storage)
FAT3S TR FIT &2

FAT3S TERS Th VHT dhaileh g ToTHH YT 3T (ST BIS, BIel, JITSAT) Selele & ART fhar
TSl H W) TR foram STl §, o o 3mmaeh ahege |

3d "Online Storage" 3T Fgd &

FAT3S TS HW HIH FIAT &2



1. 319 $eqeie A 3 f3arsd & SeT 39alls &ld &
2. 3T Foll38 HaX W AT &I ST g
3. S ATg 3R @I AT — 37T 3 3T l TFAY AT 313718 Y Tohdl & |

FAT33 TERT & 38T (Cloud Storage Services):

Uar FTATH FeAT

Google Drive Google
OneDrive Microsoft

Dropbox Dropbox Inc.

iCloud Apple

Mega Mega Ltd.

FAT38 TR & B1I¢ (Advantages):

FET A oft TR AT — SeTaic T R ot 51918 O SeT ver sy o Tehd &
Ay WF Y 79 — o TeRST T ST™d 161 gidT|

3T IFHHY — Bged GBI ol ¢, TSarsq e &1 ol 9T &7
R 3mHTeT — foieh & RT3l @ gE’l & ATy AR T Fohel B
R — Taft fBarsy & 3er 3R s s giar 8l

o M N~

FAT35 TR F JHAT (Disadvantages):

. AT I — [T Se¥eie v I AT |

. TR @at - 3e1 g a1 ol g AdhaT B

. YTSAHY 39 — HR W S TN Blel W TNTAIAT THTTA &1 Hebell &
. B9 AT - i goi & AT &)

AN W N A

FAT3S TR A FI&T (Security in Cloud Storage):

e 3T Uleheelad
o  UTHS WA



o T-thereq e
o PR AR

O Level 9iaT & 3 qoT a1 872

EEARRU R LG

Q. FIT33 TSRS FAT &2 5T &F olH 3T aF grfaar faf@w|

LS

FAT3S TERST I8 doheileh & forgH 3T i Sedaic & ATEIH T RAle ga W TR har Srar &1
ol

1. g1 O AT vaay foar ST I &1

2. TN F3arsa & 3raegerdr s1&r gl
IGEF

3. ST & ToAT 3TN FHT AT |

4. 3T & gl T W @A 8|

3. $A R Az Frer
A (E-mail — Electronic Mail)
AT FATR?

$AT Th Selargiiolen G el & [THH §H Seeic & ATLTH § Taee, SiargHed, Hiel, dIfsar 3nfe
AT 3R gIed F TS &

$AA & {EY geH (Components of Email):



ATIT aor

To HEY HTCclehcll T SHeT Tl
Cc (Carbon Copy) 37 Y HraT Aoley & fow
Bcc (Blind Carbon Copy) gt g @rdr

Subject SH & fawT

Body qEY

A 7 I ghawme:

o Attachment (FISd S1SaT)

« Signature (Y9 FT FTARRY)

e Reply / Forward (STaTsl SaIT IT 37131 H7eT)
o Spam Filter (37eTaTg Al ¥ §919)

A |41 9eT1dT (Popular Email Providers):

Gmail
Yahoo Mail
Outlook
ProtonMail

AT & AT (Advantages of Email):

. Oof 3R HoT HEUR

GEATAST HoldeT el T

. &% AN ol Teh TTT AT Thdl &
. RerE aggarg

$AA & JHAT:

1. TIH 3R IR—RI T @
2. ST & T IUANeT T FET



3. INYARIAT T AT

4. 37 Frer (Video Calling)
A Frear FAT 2

3T ier Teh VT ehefieh & FIEH @ I7 31T &1 SeTeie & ATCTA § Th-gFR 1 4T U a1
T AFRd g

AT Fifer Aoy & 3EEIT:
ot ) FeAT

WhatsApp Meta

Zoom Zoom Inc.

Google Meet Google
Microsoft Teams Microsoft
Skype Microsoft

At Fier & fow I =i

. THIEHIS | Ueid /| Sege
. hERT 3R ATSHIBIT

. eI Al

. TS Hiferer 0q

AW N -

AN Fia & B

. 3THA-HIH STl il ST 3HeTsTd
W &S AT, Foray nfe Tog
AT 3R T A F9q

. Repiféar & giaen

>woN -



A FieT & THETT:

1. FTeic IR fAIRar
2. U3 hr GHEAT
3. dehailehl THTAT (of9T, 3HTEAT e 3e)

O Level 91T & @afaa west:

Q1. $AT F4T §2 3T& QY oo 3R &) grfaat faf@w
Q2. A FieT FAT &2 3TF 39AT 3 HAT FaEw]
Q3. & 3k NfFA Fier 7 ) AR

&Ae 3k A Fier & 3T
fig A Az Frer
qEdTa® GHI e gl
3T SH Fellse HA + AISH
wYaT e TaR cIfarderd + WIhereTd Siadid

5. BIger AR F4T §2

g AARET 7 ATord § el Brser (S Slergaie, wiet, Afsa, 3ifear 3nfe) i v Barsw @ gm
f3ars® 9T ASTAT AT ATST HaAT|

TG Alhel Acdeh AT Sedaic & ATETH T fFIAT ST ThaTT B

wTSeT QAR & YK (Types of File Sharing):

1. Y B1Sel AIRT (Local File Sharing)



o LAN (Local Area Network) & ATEIH &
o Teh g Acash & J3 HFYN
2. 3TeTeTs BIser AN (Online File Sharing)
o &I F IANT
o TFolT38 TCIST AT SH ol T IUTNIT
3. dRR-g-9=w (P2P) rafer
o o BitTorrent
o TS WER &, Ueh fSared & €IeY g@l &t
4. s | arRew AAfer
o UTH F HAES AT YT H ISl FoTell

wI5el AIRIT & 38T (File Sharing Tools/Services):

<ol / |ar YHR
Google Drive  Fal13s QIRET
WeTransfer 3TAITST CTEHT
Bluetooth IR dllehel AITRIT
Dropbox FAT3S TeRT

Email Attachment $eX=ic GaRT ATell
USB Drive fsToreher e

wIse AINT F BRI (Advantages):

1. Ol 3R 3THT 3T Taw

2. HS AN oh AT Ueh &T BISel ATST el
3. 3ifthd g AR EAas A Fglorad
4. Fcm3s ¥ FaT off vraw Ta

wse AARET & AT (Disadvantages):

1. IR IT ATIIIT thelet T AT



2. 3T IR AT ol T FHTGAT
3. T Ha13i & @rse fofAe
4. Toll Acas WX AT TEHT

&I & 39T (Security in File Sharing):

o UTHAS § FIET foish st

o had "View Only" GRS ST
o TEARRY AT Tl

o TAFIR Acad T 3UTRT FEAT

O Level diaT # & STt arer Hanfae yeat:

Q1. BTSer AR FAT &2 3TF &Y 1e7 31T QY vt @)
Q2. FA38 TR 3R B AANT & 37T aa3v]
Q3. w15 AN F FiT-Fla ¥ ATEIA QA &2

Hfered ¥ & (Revision Table):

v frazor
aReTST WIS &l Ueh TSaTSH U g@R oo HsTell
HET HATEH oY, F133, A, P2P, USB
CIE 3T, T, 9 AARET
qRA  aRE, ser 9Ny, fafAe

6. TAR-ITenRe TfCerahers #1872

HAT-ATTRT T 3 AT 8id & St fhdT §6T (Server) WX Ted & 31X foiatent 3u=ter
FoTge fBasy (SR FTYL, AGTE) STAT AT Acah & ATLIH J I & |

3T8X0T & fol: Gmail, Facebook, Google Docs, Online Banking



FY FH FATE?

1. TR G UTCeIheleT SEeidl 8T &
2. 3UNThl A9 FE3R AT VT & ATEIH § 3R AT g
3. H 3H T &I A Hl § 3N TROTH Fo1se T AoTell 1

3areYuT (Examples of Server-Based Applications):

wftaanersT Cap)
Gmail SHS Aar
Google Docs HieTerrse Siagge ufsféar
YouTube aifsar safAeT
Net Banking iAo Sfehar
Zoom / Google Meet f2aT HiShiAer

ERP Systems 37T a1 feeeg dasse

FAT-ATeni vfasheret & ameT (Advantages):

1. IS STCTAIAT ST oTeT — FAF FB3oR F THFAH HL

2. U &Y USRI Y &S SlI9T Teh TS 3UANT T Tohdl &
3. 3T FR R AT Tl ¢ — GI&TT AR Sh3rT v

4. T IUST — P! Ueh HTY 7T Jolel [Hel ST &

-3 vfeasdera Y AT (Disadvantages):

1. ZcTeiC Pl HTARTH

2. TR T3 G A UICeTheret i

3. 3er ursadr 3R RFaRer dr gaear
4. Icdh T8 W fFeRar



O Level 9ieqr & ganfaa vea:

Q1. FET-3meTRT TiCahere 41 82 3180T ufgd GH=ST|
Q2. FET-3meaTRE 3 SeFera-3muRa vfitaaereT # 3rav qasv]
Q3. FIT-3maTRA vicerhersT & & omer 3R & gifaar f_f@w

FEFT T -3 vieader # 3

faeryar 3EFHeIT Uit Fa-3meia vicadhers
SEEToIRTeT PP WEATE  HR WEIATE
T Shaol 34T f3arsa & forelY off Bars@ @
kI T X f3a158 # AT T IR IR W
SeAT T HTTLTRAT 78T g1 (iR AT #)

Acds GI&T & FAE:

1.7 9HasS (Strong Password)
qTHaE F4T 82

UTHAS Teh [T IS BT & Tordel 3UTeT fohdll [Ees, SAd, ehr3c AT f3arsy & gitta &0 &
TFIH FIA & T fFar srar gl

A IS FAT gIaT 82



A ITHTS (Strong Password) I8 UTHdS BIdT & o1 3TIHT ofa1eT, §eh hiall AT §E B &
dlseTT a5 e &

Ig YIHaS 3T0eh AT SeT 3R JHTeTelISeT FI&TT T goll X gl ¢ |
AIqE TrHas F fadwand:
Teh Holqdl arEas & & el giell o

faQrwar faavor

[ 37T FT 39T (Numbers) 34 0-9

£ 378 FT 3TN (Letters) BIC AR I3 =l o1 a-z, A-Z
i) fa9¥ =g (Special Characters) 5i&: @, #, $, %, &, *

B 7 & F7 8-12 Haex ST T qrHas, 31 agal
O =afFdard AR g I TR, 71, AAEd A6

% A TS T 3GTEIT:

perl

CopyEdit
P@ssWO0rd#2025
My$BankAcc@786

FAAR ITHTS F eI (ad 79):

css
CopyEdit
123456, password, abcd1234, india@123, myname

HAGH ITHTS qAT & FHATa:

1. BHIT A& + 3 + Reg Aot g10|
2. 319 qrgas & Rt & 9T F FI

3. TAY-HHT W IHIS Ieerd B |

4. BT FFI3C & TAT AT qrHGE TATV|



5. 9rEds qraas Ao A AT W (S Bitwarden, LastPass)|

O Level gdier & wamfad vee:

Q1. A TGS FAT 31T 82 38 Tt & A7 qams vl
Q2. FAFR 3 AT THITS F FAT e §? 3GTEIVT Al AT
Q3. A IrHas #r & FAdvare @)

"8I A (Quick Revision Table):

Heolqd TrHas # gl TifRe F41?
FATFAS- 12T 3770 gifaa

T2 7 Y 37ETY AT ged &

37 3R a9y g UTHAS el Selcll §
STFAINT SIARRY AT AT o3TeT HiRehol

2.Firewall &T 39311 —
Firewall Fa1¢?

Firewall T &1 TOTOl § ST e sicaeh 3 JTe-Sflet dTel STeT &1 d e ¥ar § 3HiX 3= ar
gIfR® ¢RFd Y Naval

T $1TST F: Firewall T ATHIUT (Gatekeeper) FI TRE FHIH AT & ST dF T ¢ fk pia-ar
3TeT 376X 3TN 3R HiA-a1 8T |



Firewall & 9&R (Types of Firewall):

1. Software Firewall
o Y H FECIeT T SATAT &
o oi8: Windows Defender Firewall
2. Hardware Firewall
o oede U3 AT 37AT f3arsa & T H
o TS AcaF & forw 3uged

Firewall FT 3991T (Uses of Firewall):

3T fazor
B 31 & guam foeeH 7 3fgd TFaa 1 Ushall &
B) AT 3R IRy § 9919 T ATHTST AT STCT Sl sclleh AT §
B Jeas AT Fict-shieT § f3arsd 3 W@ 8, Ig 3@l &
D sawfA3msemge ¢RrF it fafa st wla-ar ¢t segaAfa e &, qa wtar e
B s it Refarer & geam gTfeTehReh SHel T foieh ol Ashall &

Firewall 1 AT (Limitations):

1. ug $IaT F g« (Internal Attacks) & §H2IT ST&T ST TehdT

2. B ALY Y AL agreIdr

3. IR el glel IX FI&T HH &1 Hehcll §

4. Ha sIcdeh ¢itheh I shelel Il g — 8< TR hl AT A oTal a1l

Firewall & TS AR T 3TEI0T:

Windows Defender Firewall
Norton Firewall

Cisco ASA

Sophos

pfSense

O Level 9&Tr & gafad v



Q1. Firewall T T 82 39T 3931 faf@w)
Q2. Software 31X Hardware Firewall & 3ra¥ faf@w]
Q3. Firewall & @afora gt amer 3tk v e faf@w)

Hf&rcd WRIer (Quick Table):
fag faaor
TRHATT  Hcash FI&T 3TVl
HEY Y HATST Sftheh i selleh el
SEaRy IrFed T 3T gTEaR
dar el gHc O AgT s Hehell

3.Antivirus 31X Anti-malware
Antivirus a1 £?

Antivirus Teh QHT HIFCAIN § ST ShegeX &l aRRA (Virus) & GIAYT Wl o T sorar s g1 ag
TR 1 Thet, f3eae 3k Belle sxar

ARRY T gl T BT § ST HTYEX T FIgel TIF FX FhT ¢

Anti-malware F4T §?

Anti-malware U& 3od ATFcA & i RAF arRw & 781, afcr qeft R & AT (Y
TSI, Thoted, aiel, YA & foees 1 griera W g

Malware = “Malicious Software” ITeiY gTieieheh ATFCAIX |

Antivirus 3iX Anti-malware & 3eR:



ICEAGI Antivirus Anti-malware

GR&TT o1 &I & a4 T3l YR & AT A
EL(AD AR Tohed g f3ele IRy + 318 Wi &1 Igar
3cTgIuT Norton, Quick Heal Malwarebytes, HitmanPro

HET F14 (Functions):

I favor
@ THfear wEed 3R faTea $r S e
) fSearera YA QFedIT T ggare
/ Reqaa IRRY 3R ATIATT T e

B 3ifdARes 39S T arRRE @ &t & fv dse
© NIl TSH WEFAT AN FR&T ST

wfAgy Antivirus 3T Anti-malware ®T¥eaaR:

oITH oLy
Quick Heal Antivirus
Avast Antivirus
Kaspersky Antivirus
Malwarebytes Anti-malware
Bitdefender Antivirus + Anti-malware

Windows Defender 21T FehR T &TT &l &

dTe (Benefits):

FegeX I FRAT W@ §

3T A | g9

aFca wwiAd & gur
3iTeTelTgeT ST3TIIT T GRATT Fofet &

oo v~



HATT (Limitations):

1. @ ST GRRE Y A Ae gt Irdl
2. S goiet A AT geam

3. 318 RAM/CPU 393197 & Tehdl &
4. & IR Boit eE M T E

O Level 9ier & ganfaa vea:

Q1. Antivirus FIT §? $H&T $F GATSTI

Q2. Anti-malware FIT 1T 2 Antivirus & SH®T 3dT GASSTI
Q3. 3 9fAH Antivirus AfFeaRi & a1 fAf@w)

Q4. Antivirus 31T Anti-malware ¥ &Y @187 7 &Y HiHT @

H&T & (Quick Revision):

ﬁ'?'a Antivirus Anti-malware
qREITST aRE & & Gl YhR & ATCIdIT & &
S ARRE EheA/RHAT atd, Srofet, YEAAAT 37E § FRaT

39T HefY FYCU/AES T H TR

4.Secure Wi-Fi (WPA2/ WPA3)

Wi-Fi a1 8?2

Wi-Fi Teh dRIReTE Aedichdl debeileh & Torad fSaTgd el AR & edaic AT dliehel sicde & Sf5d &



Secure Wi-Fi &1 §?

Secure Wi-Fi &1 el ¢ T Wi-Fi siead &1 qraas 3R efesreert & ST geiaia s arfe
JraAftrgrar ster a1 T & ST S T

WPA2 3k WPA3 #a1 §2
) QR ATH HF
WPA2 Wi-Fi Protected qTS-PIS Acds & [oIT T qram qettel, AES TieshtarsT &l
Access 2 3T FIAT &
Wi-Fi Protected WPA2 & 8t 31781 TRTaTa w131 Weishiol, 9gaR Uleshorle 3T
WPA3 >
Access 3 gRFUAT
WPA2/WPA3 T 3YIT F4Y ST &2
1. Acad H THES ¥ AT @
2. 3¢ % ufeshee #TT (Encrypted Data Transfer)
3. A 3a3AT I FAFC gt & Nehell
4. &R, MITM (Man-in-the-Middle) 3rée ¥ FaT

WPA2 31T WPA3 & 3

ﬁ'g WPA2 WPA3
=T a¥ 2004 2018
AT ¥ AT Sgd AT FAoIqd
tfeshearsT AES AES + 3189 R@aaR

39 e YicarT 781 & (Individual Encryption)
SCHE R HA QT

Secure Wi-Fi ica® & geia:



§AAT WPA2 a1 WPA3 &t ol

FSIE qrHas A &Y (S HomeNet@2025)
fSwiec sicas =1 (SSID) sgel

AT Aeaeh 37T J FATU

T3 FHAW 39se W

o kM 0w DN =

afe Wi-Fi JRI&YT o &) Y 41 g whe1 87

o IS 8 AP T ITAT Seadh T 3TANT X Tehell &
o 3reT A, Efter AR BfheT & Ak Fed §

o Acah Toll @Y ThaAT S

o [OTCH aRRE A7 ATASA A T3 &Y FhaT &

O Level 9ieqr & ganfada vaa:

Q1. WPA2 31T WPA3 T §? S &IT 3iaX 9a18T]
Q2. Wi-Fi sicas &I AT T@a & al alis qamse|
Q3. Secure Wi-Fi #31 3T 2 W8T & GHSBU|

(Quick Table):

fig WPA2 WPA3
@I I SRR
dlea 2004 2018
39T 37T 811 Sgcd WA ¢ f3arsa #

g HH q HA WPA2 dl gl =T, WPA3 Sgak

FAE: I ITIRT Wi-Fi T3 T§T TRIA1 &, A 3TH WPA3 T FUIC LT 89| T/ 7 WPA2-PSK
(AES) &1 39197 T8 FIT&I fdehed 8T &1



5.VPN &7 39311
VPN #1872

VPN &T 91 5TH §: Virtual Private Network
Ig Ueh GBI ACTH FoaeIel & oif Seleic T ATYE 32T HY Ueshee il ¢ R 3Iehr ardereT 3iix
qEHTe Y GUTAT ¢ |

Tl ereal H: VPN Teh Ied FIIT (secure tunnel) T TG HTH FT ¢ ST 3TTh SeTeIT ¢ ftheh l
IENIGIE]

VPN &T 39319 (Uses of VPN):

3qnT faavor
v ST et Wi-Fi AT SeTaie 9T AT 31T 3T Uleshte fohaT ST &
& NI qATC TGAT 3T IP Address 3R ollehelel SUTS SITeh €
@ Blocked Websites TFaH FIT VPN & foa-RiTeaes aa@se (3 Netflix US) 31 Tard &1
.| R e HUlAAT 7 FFARY TG Jcaes Hl W A TFAT H Tohd & |

¢ afeers Wi-Fi o gRidra aisfoier ufserss Acadh (19 Yoid T220eT) WR GLatr &dr 8

yfdger VPN &are (Popular VPN Services):

NordVPN

ExpressVPN

ProtonVPN

Surfshark

TunnelBear

Windscribe (Free option)

VPN & |13 (Advantages of VPN):

1. 3ifAeTse fafafaat Hr Maeaar 5= wr &
2. B 3t ST v @ geaT

3. PRI-RcRs wec rd@ W THA &

4. |aSTiorE Aead 9 & gRiard sm3feter



5. U Acde &1 AT Ty g9

VPN # AT (Disadvantages):

ST T TS MY HA g Thell &

Fo I VPN JRIaT w7l gl

g3l q9@TSe AT VT VPN I UIE 8T Hldl
o ST A VPN T 30T Jiaeied &

o N -

O Level 9eTr & ganfaa waa:

Q1. VPN #7182 38 S 39319 80|
Q2. VPN & &Y =met 31X v grfa faf@w|
Q3. VPN &7 39317 Hd FAT el a1al &1 €411 T@T A1 T?

(Quick Table):
fag faaor
Q0 ATH Virtual Private Network
FE 32T Y UfHTE T TR eI e
i) &, AT, RAte v
AT TS A, $© VPN 3GRIETd 8l Tehd &

Overview of Futureskills and Cyber Security Introduction to Internet of Things (loT)

Big Data Analytics, Cloud Computing, Virtual Reality, Artificial Intelligence, Social & Mobile,
Blockchain Technology, 3D Printing/ Additive Manufacturing, Robotics Process Automation,
Cyber Security, Need of Cyber Security, Securing PC, Securing Smart Phone.



1. far 321 vafafesw (Big Data Analytics)
qfsmT:

foaT SeT Tenfafeara weh oY ufshar & Sre# sga 3 3R fafaer Ser dcw o faveryor s s9mh
STeTehI, Yeet 3R 9gfar (trends) @iel STl &1

forer 22T Y [Frvan:

1. @feg# (Volume): %‘d‘f@f&gﬁmﬂm

2. FNTALY (Velocity): Il & 3cTeeT 31K WA gler

3. AUIE (Variety): TAfHeeT YR & 3T (1A eoFee, faT, difsam)
4. AL (Veracity): 3T T TEIhdr 3R faeaasigar

5. dg (Value): faRIYOT & W HeddTel STeTeh]

3YYT:

=i Aot olar

o TR Qa3 H G HAA
o ITgHh SUAER HI [ILITOT

«

Hadoop
Apache Spark
Power Bl
Tableau

2. FAT33 FTYFET (Cloud Computing)
gfsrmeT:

FOIT3S HTYFEIT T cToheiieh & ToTHH FTIAT o ATLTH H HTYET YT (S 3T TSR, TR,
eI 3Tl TS ST & 1

FAT3S VA3 & TR

1. laaS (Infrastructure as a Service): gTSaIX TATT (5i¥ Amazon EC2)



2. Paa$S (Platform as a Service): TTCalaheld STaTIHT Tolehid (i Google App Engine)
3. SaaS (Software as a Service): TBH3 AMFEIIX JATU (SIF Gmail, Dropbox)

FAT3S & THR:

o Ufed® Fa138: THT & oI ScTaic W 3Tclsy
o YISAT FAT33: hddl U TS & [T
o gBies FAB3S: ST FT AAToTT

BIIS:

o FHH AR

o Tholad 3R Felfdaae

o Fer g MuFaw

o 32T §h37T 3R Repadr 3marr

ALERT

o 3T MYt v Riar
o 3clale WX fAsRar

3. ag3rer RAfALY (Virtual Reality - VR)
gfvemT:

3ol RATAET Ueh Sheged-fATHT 3merme areraRor gidm & fSad 3Tzl [y 3ueriol 1 #ee
8 e, I 3UTEUT HEHH T Tohcll &

39T fhT ST arel SYHIIT:

« VR g3dc (38 Oculus Rift, HTC Vive)
o FIT HeloR
« VREES A HE

TN

9



o T2 3R gfreTor (S grere ¢feAe)
o Rifercar (o e woilt &7 313am)
o T IRH

FIe:

o SHMET 3HeHd

o RfETT UfRreTor araraRor

o e A o 3R FH Tore
JhdTe:

o FHEI IR
o HIA AFAT P FHGAT
S CEACRIR T R R E ]

1. INFERRRATr g2fASHT (Artificial Intelligence - Al)
CITE L

Al T dehetieh g Toraat #fel a1 shegex Rees Arera SHet |y, et 3R fAoTr oot & aterar
red A & |

3qIglUr:

o a\fﬂﬁm(ﬁﬁ Siri, Alexa)
o sl
o &H NepfTard e

o TG Yard (FATRET T qaTefHT)
o UG (THATSSS dAfetan)

o AR (HECHT HGH, ST T EH)
o GIET 3R IR



o AR TF I
e HG HH HI gId
o 247 Q4T HI

o lehlY T HHTAATIHT H AT
o 3TY Wlldld
o ToTEl & qatarg (Bias)

2. Qrere 3R Aarser EFATATSY (Social & Mobile Technology)

2w SFAArSA:

AN o 39T H FaTG, STeTehRT ATSTT it 3 AN FeA o TolT YT T STl dTell dehaileh |

3qIglUr:

o $OgF, AR, ST, glerTy

o Sl 3R BRA
AaTS SFATATA:

FaR 3R Fegfeer Barsa St didae gid 8 3R e @ off 39T favw 51 Fevdt €



- CIECCIE T

o giaer AR arfa
o 3R FaAfFefadr
o fR08T 3R @R & gurR

3. sdliedsT EFATarell (Blockchain Technology)
qf¥smT:

sellendel Teh fachgiehel f3foteel ool & forae daf-aet ot griaTe 3R arelt aldves & Renls feomar Sirar
gl

e fadyar:

o TAFHEIET (Decentralization)
o & (Security)

e URGHAT (Transparency)

o 3IRAdIAT (Immutability)

3YYNT:

fopceIaRydT (S Bitcoin, Ethereum)
. THAR Bt

TCaTg et ¢ fohaT

. fBcaafds

BIIS:

o NG H FAT
. %a@rqgaﬂ



4. 3 3 fifear / vfizfed AsgiharaRer (3D Printing / Additive Manufacturing)

gfermeT:

Ig Teh Uishar ¢ g f3Toieel Alsel & 9 &l IRl & Tl BIY IR fohar ST & |
gfshar:

1. CAD TI¥eaX & 3D HIS Falell
2. 3D e & SeT sTefar
3. WGl o &9 F a& I fAAOT

3YYIT:

o Fafecar (& S 30)
o @A (Prototype A1)
o foram

o e 3R ame

o T3S & Fiiends
o STed fAToT
o  FHECHSS AT ST ThaT &

oIhdlel:

)
o HEIN IYRIUT
. @W@ﬁﬁ?ﬂm
o  JHI-THY W IW-IWIG FT 3aeTehd]

1. V&I DAY HTEAAA (Robotic Process Automation - RPA)

gfyemT:



RPA U&F AFCddX ddhdld § Sif AleId GaRT fehT SiTel aTel GIeTd dTel 1! T FqdTferd (automate)
T F forT 3T g 8

o S TSI ST wihar

e FHI FH ITId
o URTd H HHET

e 3cUGHATTedl &

olh Hle:

9

o AR W I
o Sifeer Tl & forT 3ugerd =gt
o YR AN 3HTeh

2. HTgeX Y& (Cyber Security)
qfsmT:

WIZa YT a Uik § [51aeh 3iceld shegex faees, dAcash, 3N seT 1 Iafgd wad, g,
T 3R 3 fer & i o ST B

3. |IgaR Y& HT HTaeIFdT (Need of Cyber Security)

wm%



T 9N F Vpad & FAT
tFT T T & T
3ifeTeTgeT $Is § FIaT
qrsad} T @A o forv

TIHRY, Sfehar 31T At s1eT Fir 36T

4. FTYET Y FI&T (Securing a PC)

{I,T&‘ITB'QW:

© ok~ w0 N =

TEARRYA ATFEATT STl Y
wTIare (Firewall) FT tfidea 3@
AR Reen 3t dFeaaR 3ade W
A ITHES T TGT hY

IeTorTe o a1 3rdade 7 Qrol
dFIT AT E

5. THATCHI $T YI&TT (Securing a Smartphone)

{I,T&‘ITECIW:

© ok~ w N =

ThIeT | (PIN, 9raas, fhaRTie) & 39916T L
TR VT STCTol L

AT WAl F V7 STl 7 P

Wi-Fi 3T Bluetooth & gf&ra &

A7 WAL F ST F

etz T warw Y

Libra sortcut kyes

Ctrl+A Select All



Ctrl+J
Ctrl+D
Ctrl+E
Ctrl+H
Ctrl+Shift+P
Ctrl+L
CtrI+R
Ctrl+Shift+®
Ctrl+Y
Ctrl+0
Ctrl+1
Ctrl+2
Ctrl+3
Ctrl+4
Ctrl+5
Ctrl+plus
Ctrl+Shift+-

Ctrl+* (only on number

pad)
Ctrl+Shift+Space

Shift+Enter
Ctrl+Enter
Ctrl+Shift+Enter

Alt+Enter

Alt+Enter

Arrow Left
Shift+Arrow Left

Justify

Double Underline

Centered

Find and Replace

Superscript

Align Left

Align Right

Subscript

Redo last action

Apply Text Body paragraph style
Apply Heading 1 paragraph style
Apply Heading 2 paragraph style
Apply Heading 3 paragraph style
Apply Heading 4 paragraph style
Apply Heading 5 paragraph style
Calculates the selected text and copies the result to the clipboard.

Non-breaking hyphen (is not used for hyphenation)

Run macro field

Non-breaking spaces. Non-breaking spaces are not used for
hyphenation and are not expanded if the text is justified.
Line break without paragraph change

Manual page break
Column break in multicolumnar texts

Inserting a new paragraph without numbering inside a list. Does not
work when rk when the cursor is at the end of the list.

Inserting a new paragraph directly before or after a section, or before
a table.

Move cursor to left

Move cursor with selection to the left



Ctrl+Arrow Left
Ctrl+Shift+Arrow Left
Arrow Right
Shift+Arrow Right
Ctrl+Arrow Right
Ctrl+Shift+Arrow Right
Arrow Up
Shift+Arrow Up
Ctrl+Arrow Up
Ctrl+Shift+Arrow Up
Arrow Down
Shift+Arrow Down
Ctrl+Arrow Down
Ctrl+Shift+Arrow Down
Home

Home+Shift

End

End+Shift
Ctrl+Home
Ctrl+Home+Shift
Ctrl+End
Ctrl+End+Shift
Ctrl+PageUp
Ctrl+PageDown
Insert

PageUp
Shift+PageUp

Go to beginning of word

Selecting to the left word by word
Move cursor to right

Move cursor with selection to the right
Go to start of next word

Selecting to the right word by word
Move cursor up one line

Selecting lines in an upwards direction

Move cursor to beginning of the previous paragraph

Select to beginning of paragraph. Next keystroke extends selection to beginnil

previous paragraph
Move cursor down one line

Selecting lines in a downward direction

Move cursor to beginning of next paragraph.

Select to end of paragraph. Next keystroke extends selection to end of next ps

Go to beginning of line

Go and select to the beginning of a line
Go to end of line

Go and select to end of line

Go to start of document

Go and select text to start of document
Go to end of document

Go and select text to end of document
Switch cursor between text and header
Switch cursor between text and footer
Insert mode on/off

Screen page up

Move up screen page with selection



PageDown Move down screen page

Shift+PageDown Move down screen page with selection

Ctrl+Delete Delete text to end of word

Ctrl+Backspace Delete text to beginning of word In a list

Ctrl+Delete+Shift Delete text to end of sentence

Ctrl+Shift+Backspace Delete text to beginning of sentence

Ctrl+Tab Next suggestion with Automatic Word Completion

Ctrl+Shift+Tab Use previous suggestion with Automatic Word Completion
Ctrl+Alt+Shift+V Paste the contents of the clipboard as unformatted text.
Ctrl+Shift+E10 Use this combination to quickly dock or undock the Navigator, Styles

and Formatting window, or other windows

7. 2. Function Keys

F2 Formula Bar

Ctrl+F2 Insert Fields

F3 Complete AutoText
Ctrl+F3 Edit AutoText

F4 Open Data Source View
Shift+F4 Select next frame

F5 Navigator on/off
Ctrl+Shift+F5 Navigator on, go to page number
F7 Spellcheck

Ctrl+F7 Thesaurus

F8 Extension mode

Ctrl+F8 Field shadings on / off
Shift+F8 Additional selection mode
Ctrl+Shift+F8 Block selection mode

F9 Update fields

Ctrl+F9 Show fields



Shift+F9
Ctrl+Shift+F9
Ctrl+F10

F11

Shift+F11
Ctrl+F11
Ctrl+Shift+F11
F12

Ctrl+F12
Shift+F12
Ctrl+Shift+F12

Calculate Table

Update Input Fields and Input Lists
Nonprinting Characters on/off

Styles and Formatting window on/off
Create Style

Sets focus to Apply Style box
Update Style

Numbering on

Insert or edit Table

Bullets on

Numbering / Bullets off

8. 3. Paragraphs and Heading Levels

CtrlI+Alt+Arrow Up

Ctrl+Alt+Arrow Down

Tab

Shift+Tab

9. 4. Tables

Ctrl+A

Ctrl+Home

Ctrl+End

Ctrl+Tab

Move the active paragraph or selected paragraphs up one
paragraph.

Move the active paragraph or selected paragraphs down one
paragraph.

The heading in format "Heading X" (X = 1-9) is moved down one level
in the outline.

The heading in format "Heading X" (X = 2-10) is moved up one level
in the outline.

If the active cell is empty: selects the whole table. Otherwise: selects
the contents of the active cell. Pressing again selects the entire table.

If the active cell is empty: goes to the beginning of the table.

Otherwise: first press goes to beginning of the active cell, second press goes |

beginning of the current table, third press goes to beginning of
document.

If the active cell is empty: goes to the end of the table. Otherwise: first
press goes to the end of the active cell, second press goes to the end
of the current table, third press goes to the end of the document.

Inserts a tab stop (only in tables). Depending on the Window Manager in use,

may be used instead.



Alt+Arrow Keys Increases/decreases the size of the column/row on the right/bottom

cell edge
Alt+Shift+Arrow Keys :Endc;ase/decrease the size of the column/row on the left/top cell
Alt+Ctrl+Arrow Keys Like Alt, but only the active cell is modified

CtrI+Alt+Shift+Arrow Keys Like Alt, but only the active cell is modified

3 seconds in Insert mode, Arrow Key inserts row/column, Ctrl+Arrow

Alt+Insert Key inserts cell

3 seconds in Delete mode, Arrow key deletes row/column, Ctrl+Arrow

Alt+Delete key merges cell with neighboring cell

10. 5. Moving,Resizing Frames, Graphics and Objects
Esc Cursor is inside a text frame and no text is selected: Escape selects the text fr

If a text frame is selected: positions the cursor to the end of the text in
F2 the text frame. If you press any key that produces a character on
screen, and the document is in edit mode, the character is appended to the te.

Alt+Arrow Keys Move object.
Alt+Ctrl+Arrow Keys Resizes by moving lower right corner.
Alt+Ctrl+Shift+Arrow Keys Resizes by moving top left corner.

Ctrl+Tab Selects the anchor of an object (in Edit Points mode).

LibreOffice writer Questions

Q1. In LibreOffice Writer, mail merge option is in which menu?
(A) Insert

(B) Format

(C) Tools

(D) Form

Ans: C

Q2. What is the shortcut key of manage template key in LibreOffice Writer?
(A)Ctrl+ T

(B) Ctrl + shift + N

(C) Shift + N

(D) None of above

Ans: B

Q3.Find the Minimum zoom percentage in LibreOffice Writer?



(A) 20

(B) 10

(C) 15

(D)5

Ans: A

Q4.What is the maximum font size in LibreOffice writer?
(A) 72

(B) 96

(C) 11

(D) 48

Ans: B

Q5.What is the shortcut key of superscript in LibreOffice Writer?
(A) Ctrl + shift + P

(B) Ctrl +shift + B

(C) Ctrl +Shift + S

(D) None of Above

Ans: A

Q6. What is the shortcut key of increasing font size in LibreOffice?
(A) Ctrl + ]

(B) Ctrl +}

(C) Ctrl+[

(D) Both Aand B

Ans: D

Q7. What is the shortcut key for Autotext used in LibreOffice Writer?
(A) Ctrl + F3

(B) Ctrl + F2

(C) Ctrl+F4

(D) None of the above

Ans: B

Q8. What is the shortcut key for save as in LibreOffice Writer?
(A) Ctrl + Shift + S

(B) Ctrl + S

(C)F12

(D) None of the above

Ans: A

Q9. What is the shortcut key for Auto spell check used in LibreOffice Writer?
(A) Shift + F7

(B) Ctrl + F7

(C)F7

(D) Ctrl + Shift +F7

Ans: A

Q10. What is the shortcut key for heading 3 in LibreOffice Writer?
(A) Ctrl + 1

(B) Ctrl + 2

(C) Ctrl+ Shift + 3

(D) Ctrl + 3



Ans: D

Q11. In LibreOffice Writer, find the location of footnote?
(A) Bottom of the page

(B) Top of the page

(C) Bottom of the document

(D) Top of the document

Ans: A

Q12. By default Line spacing in LibreOffice Writer is?
(A) 1

(B)1.5

(C)2

(D) 2.5

Ans: A

Q13. What is the shortcut key for double underlying in LibreOffice Writer?
(A) Ctrl + Shift + D

(B) Ctrl + D

(C) Ctrl+U

(D) Ctrl + Shift + U

Ans: B

Q14. What is the shortcut key for inserting a table in LibreOffice Writer?
(A) Ctrl + F12

(B) Ctrl + F2

(C) Ctrl+F1

(D) None of the above

Ans: A

Q15. What is the shortcut key for page break in LibreOffice Writer?
(A) Ctrl + Enter

(B) Ctrl + Shift + Enter

(C) Sift + Enter

(D) Enter

Ans: A

Q16. What is the default file extension in LibreOffice Writer?
(A) .odt

(B) .ods

(C) .odp

(D) .docx

Ans: A

Q17. In which menu the commands like bold, italic, underline are found in the LibreOffice
Writer?

(A) Style

(B) Format

(C) Insert

(D) View

Ans: B



Q18. In LibreOffice, the shortcut key of going at the last of the left of the cell is
(A) Alt + Tab

(B) Tab

(C) Alt

(D) Shift + Tab

Ans: D

Q19. In LibreOffice Writer, scroll bar option is in which menu?
(A) File

(B) Insert

(C) Tools

(D) View

Ans: D

Q20. Thesaurus option is in which menu of LibreOffice?
(A) Format

(B) Tools

(C) View

(D) None of the above

Ans: B

Q21. Which shortcut key is used for full screen in LibreOffice?
(A) Ctrl + Shift + J

(B) Ctrl + Shift +K

(C) Shift +J

(D) None of the above

Ans: A

Q22. Which shortcut key is used in LibreOffice to hide or unhide the ruler?
(A) Ctrl + Shift + R

(B) Ctrl + Shift + P

(C) Ctrl+ Shift + B

(D) None of the above

Ans: A

Q23. What is the shortcut key for clear format in LibreOffice Writer?
(A)Ctrl+ C

(B) Ctrl + M

(C) Ctrl+ Shift+ M

(D) None of the above

Ans: B

Q24. What is the shortcut key to close the current window in LibreOffice Writer?
(A) Ctrl + Q

(B) Ctrl + W

(C) Ctrl+T

(D) None of the above

Ans: B

Q25. Ruler option is found in which menu?



(A) Home
(B) Insert
(C) View

(D) Tools
Ans: C

Q26. What is the default location of save in LibreOffice Writer?
(A) Desktop

(B) Documents

(C) Downloads

(D) All of above

Ans: B

Q27. What is the shortcut key for heading 2 in LibreOffice Writer?
(A) Ctrl + 1

(B) Ctrl + 2

(C) Ctrl+3

(D) None of the above

Ans: B

Q28. What is the margin in LibreOffice Writer document?
(A) .5

(B) 1.5

(C)0

(D)1

Ans: D

Q29. What is the word processing in LibreOffice?
(A) Draw

(B) Impress

(C) Calc

(D) Writer

Ans: D

Q30. What is the file extension for template in LibreOffice Writer?
(A) .odp

(B) .odt

(C) .oft

(D) .doc

Ans: C

Q31. Which of the following is not shown in status bar of LibreOffice Writer?
(A) Total Characters

(B) Current page number

(C) Total numbers of words

(D) Computer’s name

Ans: D

Q32. Which of the following keyboard shortcut is used to exit writer?
(A) Ctrl + F4
(B) Ctrl + F2



(C) Ctrl+F1
(D) Alt + F4
Ans: D

Q33. How do you paste special in LibreOffice ?
(A) Ctrl + Shift + V@

(B) Ctrl +V

(C) Ctrl + Shift + P

(D) Ctrl + P

Ans: A

Q34. What is the shortcut key to create a new document in LibreOffice Writer?
(A) Ctrl + N

(B) Ctrl + Shift+ N

(C) Shft + N

(D) None of the above

Ans: A

Q35. LibreOffice Writer & & menu & mail merge I1 a1 QTS 91T 1T 872
a) BT

b) BISe

c)ged

d) s8¢

Ans : c)

Q36. LibreOffice Writer # default font size fd=T 8laT 87
a) 10

b) 12

c) 15

d) 6

Ans : b)

Q37. Libreoffice Writer & new style & faT & shortcut key FT Y311 FIJ 82
a) Shift + F12

b) Ctrl + F11

c¢) Ctrl + Shift + F11

d) Shift + F11

Ans : d)

Q38. Libreoffice Writer & redu #3st #¥ shortcut key §?
a)Ctrl+Z

b) Ctrl + Y

c) Ctrl + R

d) Ctrl + Shift + R

Ans : b)

Q39. LibreOffice Writer & Manage template #T shortcut key T gt 2

a)Ctrl+ T
b) Ctrl + shift + N



c) Shift + N
d) None
Ans : b)

Q40. LibreOffice writer 7 gere fave Sgar  farw far it &1 waver &3 82
a) Shift + F12

b) F12

¢) Ctrl + F12

d) None

Ans : a)

Q41. Super script and sub script ST WHATT FXFeT HT Jorar # 73 @ & 82

a) True
b) False
Ans : b)

Q42. LibreOffice writer & status bar @\ geTaT ST HHdT &2

a) True
b) False
Ans : a)

Q43. LibreOffice writer T& 30197 A system software §?

a) True
b) False
Ans : b)

Q44. LibreOffice Writer 3R tawH 3iiRsa &1 & Ctrl + F &T GAT 1 g1aT1 82

a) True
b) False
Ans : a)

Q45. LibreOffice Writer # HTHIAT A3 glaT 872

a) True
b) False
Ans : b)

Q46. LibreOffice writer document &Y 1 doc, docx, xml St files # save 7AEI FT TFhd FIifH
g 3T A QAT 8?2

a) True
b) False
Ans : b)

Libre Office calc Questions:




Q47. In LibreOffice Calc, the shortcut key of going at the last of left of the cell is?
(A) Alt + Tab

(B) Tab

(C) Alt

(D) Shift + Tab

Ans: D

Q48. What is the last column in LibreOffice Calc?
(A) AMJ

(B) XFD

S

(C) AMG

(D) EMJ

Ans: A

Q49. What is the combination of row and column in LibreOffice Calc?
(A) Cell

(B) Table

(C) Position

(D) Data

Ans: A

Q50. In LibreOffice Calc, Which symbol appears when a formula error occurs?
(A)S$

(B)*

(C)\

(D) #

Ans: D

Q51. What will be the result of =product (7,-2)?
(A) 14

(B) -14

(C)5

(D) None of the above

Ans: B

Q52. In LibreOffice Calc, cos,sin, fact,exp are category of?
(A) Data

(B) Math/Tring

(C) Mathematical

(D) String

Ans: C

Q53. What is the shortcut key of print preview in LibreOffice Calc?
(A) Ctrl + Shift + P

(B) Ctrl + Shift + O

(C)Ctrl+ P

(D) None of the above

Ans: B

Q54. What is the shortcut key of inserting function in LibreOffice Calc?



(A) Ctrl + F2

(B) Ctrl + F4

(C)Ctrl + F3

(D) None of the above
Ans: A

Q55. What is the default file extension in LibreOffice Calc?
(A) .odt

(B) .ods

(C) .odp

(D) .xlIsx

Ans: B

Q56. What is the shortcut key of edit mode of a cell in LibreOffice Calc?
(A) F2

(B) Ctrl + Shift+ M

(C)Ctrl + M

(D) F3

Ans: A

Q57. What is the shortcut key of inserting time in LibreOffice Calc?
(A) Ctrl +;

(B) Ctrl + Shift + ;

(C)Ctrl+ T

(D) None of the above

Ans: B

Q58. What is the shortcut key of formatting of the cell in LibreOffice Calc?
(A) Ctrl + 1

(B) Ctrl + F2

(C)Ctrl +2

(D) Ctrl + M

Ans: A

Q59. In which menu, merge cells command is found?
(A) Format

(B) Style

(C) Sheet

(D) Edit

Ans: A

Q60. What is the shortcut key of deleting of the cell in LibreOffice Calc?
(A) Ctrl + +

(B) Ctrl + -

(C)Ctrl+ D

(D) Delete

Ans: B

Q61. In LibreOffice Calc, if the value is larger than the cell space, what result comes?
(A) ###



(B) Cell enlarges and result comes correctly
(C) #H#

(D)NAME

Ans: A

Q62. What is maximum zoom in LibreOffice Calc?
(A) 300%

(B) 200%

(C) 400%

(D) 500%

Ans: C

Q63. What is the minimum zoom in LibreOffice Calc?
(A)10

(B) 15

(C)8

(D) 20

Ans: D

Q64. How many total columns are there in LibreOffice Calc?
(A) 1024

(B) 1048576

(C) 16384

(D) None of Above

Ans: A

Q65. How many total rows are there in LibreOffice Calc?
(A) 1024

(B) 1048576

(C) 16384

(D) None of Above

Ans: B

Q66. How many maximum characters in one cell in LibreOffice Calc?
(A) 32767

(B) 1048576

(C) 16384

(D) 1024

Ans: A

Q67. What is the shortcut key to reach of last cell of a spreadsheet in LibreOffice Calc?
(A) Ctrl + Home

(B) Ctrl + End

(C) Ctrl + Shift + Home

(D) None of above

Ans: B

Q68. What is the shortcut key for adding cell in LibreOffice Calc?
(A) Ctrl + +

(B) Ctrl + -

(C)Ctrl+D



(D) Delete
Ans: A

Q69. How many total charts in LibreOffice Calc?
(A) 8

(B)5

(C)10

(D) None of Above

Ans: C

Q70. What is the value of =round (175,-2)?
(A) 100

(B) 173

(C) 200

(D) None of Above

Ans: C

Q71. What is the value of =round (1175,-2)?

(A) 1100

(B) 1173

(C) 1200

(D) None of Above
Ans: C

Q72. which shortcut key is used for current date?
(A) Ctrl +:

(B) Ctrl +;

(C) Ctrl + shift :

(D) None of above

Ans: B

Q73. What is the mail merge option in LibreOffice Calc?
(A) To mail a created file to someone

(B) Used for mailing many people

(C) Used to merge two mails together

(D) None of Above

Ans: B

Q74. What is the shortcut key to reach first column in LibreOffice Calc?
(A) Home

(B) Ctrl + Home

(C) Alt + Home

(D) None of above

Ans: B

Q75. What is the shortcut command to open a new file in LibreOffice Calc?
(A)Ctrl + N

(B) Ctrl + M

(C) Ctrl + Shift + N



(D) None of Above
Ans: A

Q76. What is the shortcut key to increase the cell width in LibreOffice Calc?
(A) Alt + Left Arrow

(B) Alt + Right Arrow

(C) Ctrl + Right Arrow

(D) None of Above

Ans: B

Q77. LibreOffice Calc # function insert @3 #¥ shortcut key §?

a) Shift + F3
b) Ctrl + F2
c) Ctrl + F3
d) Alt + F3
Ans : b)

Q78. LibreOffice Calc # print preview $¥ shortcut key FaT §?
a) Ctrl + Shift + P

b) Ctrl + Shift+ O

c)Ctrl+ P

d) None

Ans : b)

Q79. LibreOffice Calc # 13H 3HE FI F faw A shortcut key FT TITT FId &2

a) Ctrl +;

b) Ctrl + Shift + ;
c)Ctrl+T

d) None

Ans : b)

Q80. LibreOffice Calc & Cell BIHfEr & AT fFW shortcut key FT TIT FIS 82
a) Ctrl + 1

b) Ctrl + F2

c)Ctrl + 2

d) Ctrl + M

Ans : a)

Q81. X W FI FaTe FA & T A shortcut key FT T FIT 82

a) Ctrl + Space

b) Shift + Space

c¢) Ctrl + Shift + Page down
d) None

Ans : b)



Q82. LibreOffice Calc WISl by default ¥ sITH & & save gdT8?
a) Untitled1

b) Calc1

c) Spreadsheet1

d) None

Ans : a)

Q83. LibreOffice & comment & faT fFH key FT 91T FIS &2
a) Ctrl + Shift + C

b) Ctrl + C

c) Ctrl + Shift+ T

d) Ctrl + Alt + C

Ans : d)

Q84. LibreOffice Calc # fat wa¥ Ft H{H wiefe & agere F faw fra Fit 1 yaker 3 §2
a) Ctrl + Shift + 1

b) Ctrl + Shift + 5

c) Ctrl + Shift + 4

d) Ctrl + Shift + 3

Ans : ¢)

Q85. LibreOffice Calc # SRIFC BIHc fFearaT FTa FY ATdhe T g?
a)Ctrl +v

b) Ctrl + M

c) Ctrl + Shift + F

d) Ctrl + 1

Ans : b)

Q86. Name box gl gidr g?
a) As] SR & &1 9T B
b) A IR & FH §TT B
C) TTH IR W

d) Fe] I & 11 g o
Ans : a)

Q87. 31rel HiT & I & AT fFA key FT TIHT FIJ 82
a) Tab

b) Ctrl + Tab

c) Ctrl + Shift + Tab

d) Shift + Tab

Ans : b)

Q88. LibreOffice Calc # fr¥} value F! gIEdTSe FIa & fAT fFA shortcut key FT YA FII 82
a) Ctrl + F6

b) Ctrl

c) Ctrl + F8



d) Ctrl + F1
Ans : c)

Q89. LibreOffice Calc # fdY cell #T address FgT @S ear §?
a) Formula Bar

b) Address Book

c) Name box

d) None

Ans : ¢)

Q90. Calc # &IE< cell T address FT g1dT £7
a) $D$10

b) AMJ1048575

c) XFD1048576

d) SAMD$1048576

Ans : b)

Q91. LibreOffice Calc # Monday ¥ &Y Sunday d% @« & v Fa1 F:3d £72

a) Monday fo@a TS¢ 313 corner Tahsa Al I oRE TR &
b) Monday fer@aT enter press &Xd &

c) =week() function &T use F &

d) 3TRTeFcT HaT

Ans : a)

Q92. Libreoffice Calc A« & A¥e ST & faw HieT Y key FT use FIT §?

a) Alt +Tab
b) Tab

c) Alt

d) Shift + Tab
Ans : d)

Q93. ¥t ahefic & formula FT FAT Fgad &7

a) Manipulate Values

b) Manipulate Labels

c¢) Return of formula Result

d) Use The Additional Operator
Ans : ¢)

Q94. LibreOffice Calc # =10*20/4*8 =T FIT AT HTTIT?

a) 400
b) 6.25
c)7

d) 500
Ans : a)



Q95. LibreOffice Calc H FAaT A TATSTAC 31T IeHIaT ST HSAAC aIdT 872

a) True
b) False
Ans : b)

Q96. LibreOffice Calc by default T& 3iTel FaFac feature ITee FIAT ot fF v Tafad
AT IRET A 7Y FY S RiT FaTE?

a) True
b) False
Ans : a)

Q97. LibreOffice calc # qX Cell %! T Cell ¥ & HFHd 872

a) False
b) True
Ans : b)

Q98. LibreOffice Calc 31T Writer # & Ctrl + D T FTH TATT gdT &2

a) True
b) False
Ans : b)

Q99. Round 3R Trunc function T& THTT gld 87

a) True
b) False
Ans : b)

LibreOffice Impress Questions :

Q100. What is the minimum zoom in LibreOffice Impress?
(A)10

(B) 5

(C)8

(D) 20

Ans: B

Q101. What is the Maximum zoom in LibreOffice Impress?
(A) 1000

(B) 2000

(C) 3000

(D) 4000

Ans: C

Q102. How many slide printed on an A4 paper in LibreOffice Impress?
(A) 6
(B)9



(C)12
(D) 15
Ans: B

Q103. What is the default file extension in LibreOffice Impress?
(A) .odt

(B) .ods

(C) .odp

(D) pptx

Ans: C

Q104. Which of the following view is not available in LibreOffice Impress?
(A) Outline

(B) Notes

(C) Slide sorter

(D) Master

Ans: D

Q105. Which of the following is a slide transition effect in LibreOffice Impress?
(A) Wipe all over

(B) Fine Dissolve

(C) Bit by bit

(D) None of the above

Ans: B

Q106. What is shortcut key to exit LibreOffice Impress?
(A) Ctrl + Q

(B) Ctrl + W

(C) Shift+ C

(D) None of Above

Ans: B

Q107. What is shortcut key to add new slide in LibreOffice Impress?
(A)Ctrl + N

(B) Ctrl + M

(C) Shift + N

(D) Ctrl + Shift + N

Ans: B

Q108. What is Power point known as in LibreOffice Impress?
(A) Draw

(B) Impress

(C) Calc

(D) writer

Ans: B

Q109. What is shortcut key for slide show from current slide of the presentation?
(A) F5

(B) Ctrl + F5

(C) Shift + F5

(D) Alt + F5



Ans: C
Q110. LibreOffice Impress # ®i AT Alignment g a1 82

a) Central Alignment
b) Left Alignment

c) Right Alignment
d) Justification

Ans : d)

Q111. LibreOffice Impress # Macros command & menu # fAear §?

a) Insert
b) slide

c) Tools
d) None
Ans : ¢)

Q112. LibreOffice Impress f#¥ a8 T program &7

a) sl

b) I5 T

c) UsiceleT

d) geTH & IS LT

Ans : c)

Q113. LibreOffice Impress # o Presentation T By Default FIT T g1d1 82

a) Shw1

b) Slide1

c) Presentation1
d) Untitled1
Ans : d)

Q114. LibreOffice Impress & ®i H file FT IRAT AET ANST ATAT &2
a) SISl (JPEG)

b) T & TH TeT (HTML)

c) it 31 T® (GIF)

d) Ssef T Ml (WAV)

Ans : b)

Q115. Libre Office presentation & fF¥ 1 ¥ ST ATAT 8?
Silde Animation

Impress
Writer

4. Graphics
Ans : 2)

wh =

Q116. Jump to Last edited slide T JTA &Y shortcut key FAT &
1. CTRL+NUMBER



2. ALT+SHIFT+F5
3. SHIFT+F5

4. None of above
Ans : 2)

Q117. Slide pane T option & Menu # glar &2

1. View
2. Page Layout

3. Insert
4. Format
Ans : 1)

Q118. Slide Transition #T option & # AT 8?

1. Slide

2. View

3. 1and 2

4. Insert
Ans : 3)

Q119. Libreoffice draw & ruler #¥ shortcut key FI1 §?
Ctrl+Shift+R
Shift+F3

Ctrl+ Alt+ O
4. None Of These
Ans : 1)

w N

Q120. fasT 3 Impress # fFasit 7@ g &2
1. 12

2. 8

3. 10
4. 7

Ans : 3)

Q121. Impress & text box F faT fFH key T 9T FI3 &2
1. F3

2. Ctrl+F2
3. IShift+F2

4. F2
Ans : 4)

Q122. Impress # previous slide T JATe ¥ faT fFT key T YIRT FI -






