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 «uõxef÷ - 1
(1) fkuBÃÞwxhLku þY fhku.
(h) Desktop Lkk Lke[uLkkt ¼køkku yku¤¾e çkíkkðku.

(a) Desktop (zuMfxkuÃk) (b) Icons (ykEfkuLk) (c) Taskbar (xkMfçkkh)
(d) Wallpaper (ðku÷ÃkuÃkh) (e) Start Button (Mxkxo çkxLk) (f) Notification Area (LkkuxeVefuþLk yuheÞk)

(3) wordpad Lkk{Lke Window ¾ku÷ku íkÚkk íkuLkk Lke[uLkk ¼køkku yku¤¾e çkíkkðku.
Ëhuf ¼køkLkku WÃkÞkuøk yuf ðkõÞ{kt sýkðku.
(a) Titlebar (b) Minimise Button (c) Close Button (d) Maximise Button

(e) Scrollbar (f) Scroll Button (g) Window Frame

(4) Start Menu Lkk swËk-swËk rðfÕÃkkuLke ÞkËe çkLkkðe ËhufLkku WÃkÞkuøk yuf ðkõÞ{kt sýkðku.
(Ãk) Start Menu Lkku WÃkÞkuøk fhe Lke[uLkk «kuøkúk{ þY fhku.

(a) Calculator (b) Paint (c) Notepad (d) Wordpad

(6) WÃkhkuõík ºkýuÞ Window Lku Cascade, Staelled yLku Side by Side MðYÃku økkuXðku.
(7) Calculator, Paint, Notepad yLku Wordpad Lke Window çktÄ fhku.
(8) Desktop Ãkh ykðu÷ Icon Lku Name «{kýu, Type «{kýu, Size «{kýu, Date «{kýu økkuXðku.
(9) Desktop WÃkh COLLEGE DATA Lkk{Lkwt Lkðwt VkuÕzh çkLkkððk {kxu.
(10) COLLEGE DATA Lkk{Lkkt VkuÕzhLkwt Lkk{ çkË÷e STUDENT DATA yuðwt Lkk{ ykÃkku.
(11) Desktop Lkwt Wallpaper çkË÷ku.
(1h) Desktop Lkwt Screen Saver Mkux fhku.
(13) fkuBÃÞwxhLku Restart fhku.
(14) fkuBÃÞwxhLku  Logging off (Log out / Sign out) fhku.
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(1) ðzo «kuøkúk{ þY fhku.
(h) MS-Word 2015 Lke M¢eLkLkk Lke[u sýkðu÷ ¼køkku yku¤¾e Ëhuf ¼køkLkk fkÞkuo yuf ÷exe{kt ÷¾ku.

Title Bar (xkRx÷ çkkh) Minimize Button ({eLke{kRÍ çkxLk)
Maximize Button ({uõÍe{kRÍ çkxLk) Close Button (õ÷kuÍ çkxLk)
Quick Access Tab (Âõðf yuõMkuMk xuçk) Standard Toolbar (MxkLzzo xw÷çkkh)
Toolbar (xw÷çkkh) Ruler (Y÷h)
Document Window (zkìõÞw{uLx rðLzku) Status Bar (MxuxMk çkkh)
Scroll Bar (M¢ku÷ çkkh) Scroll Button (M¢ku÷ çkxLk)
Dialog Box (zkÞ÷kuøk çkkuûk)

(3) Lke[uLkwt ÷¾ký xkRÃk fhku.
A laptop computer or simply laptop, also called a notebook computer, is a small personal

computer designed for portability. Usually all of the interface hardware needed to operate the
laptop, such as USB ports, graphics card, sound channel are built in to a single unit.

Laptops contain high capacity batteries that can power the device for extensive periods of
time, enhancing portability. Once the battery charge is depleted, it will have to be recharged through
a power outlet. In the interest of saving power, weight and space, they usually share RAM with the
video channel, slowing their performance compared to an equivalent desktop machine.
(4) WÃkhLkkt ÷¾kýLku PRACT 2 Lkk{ Ãkh Mktøkún (Save) fhku.
(Ãk) WÃkhLkkt ÷¾kýLkku r«Lx r«LÞq fhku.
(6) WÃkhLkkt ÷¾kýLku r«Lx fhku.
(7) zkoõÞw{uLx çktÄ (Close) fhku.
(8) ðzo «kuøkúk{Lku çktÄ fhku.
(9) ðzo «kuøkúk{Lku VheÚke þY fhku.
(10) WÃkhkuõík zkoõÞw{uLx PRACT 2 Lku fkÞkorLðík (Open) fhku.
(11) WÃkhkuõík zkoõÞw{uLx Test WÃkhkuõík Lkk{ Ãkh Mktøkún fhku.
(1h) Lke[u «{kýuLke fMkoh {qð{uLx fhku.

a. yøkkWLkk þçË Ãkh sðk. e. ÷kELkLke þYykík{kt sðk
b. ÃkAeLkk þçË Ãkh sðk. f. ÷kELkLkko ytíku sðk.
c. yøkkWLkk ÃkuhuøkúkV Ãkh sðk. g. zkoõÞw{uLxLke þYykík{kt sðk.
d. ÃkAeLkk ÃkuhuøkúkV Ãkh sðk. h. zkoõÞw{uLxLke þYykík{kt sðk.
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MS-Word 2013 «kuøkúk{ þY fhe Lke[Lkk ðzo xkEÃk fhku.
The Principal,

Commerce Collage,

Idar

June 27, 2018

To,

Magic Info Tech,

Arbuda Market, M. G. Road,

Ahmedabad

Dear Sir,

I Shall be obliged if you can send following item as soon as possible.

1. Keyboard (Multimedia) 15 Nos.

2. Mouse optical 18 Nos.

3. Inkjet Printer Model AB 1020 10 Nos.

You may send these rail parcel to the above address. I assure you that your bill will

be paid within 25 days on receipt.

Yours Faithfully

J. C. Patel

(Principal)

(1) ÃkºkLku PRACT3 Lkk{Úke Harddisk Lkkt (D:) Ãkh Mktøkún (Save) fhku.
(h) Ãkºk{kt Lke[u Ëþkoðu÷ MkwÄkhk fhku.

(a) Idar þçËLke søÞkyu Himmatnagar þçË {qfku.
(b) AuÕ÷k ÃkuhuøkúkV{ktÚke within þçË Ëqh (rz÷ex) fhku.
(c) You may send... ÃkuhuøkúkV{kt rail parcel ÃkAe or by bus ÷¾ký W{uhku.

(3) ÃkºkLku ÃkwLk: Mktøkún fhku.
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(4) Go To zkÞ÷kuøk çkkìõMkLkku WÃkÞkuøk fhe fMkohLku Ãkkt[{e ÷exe Ãkh ÷R òyku.
(Ãk) (a) College þçË ÃkMktË (Select) fhku.

(b) I Shall be... ÷exe ÃkMktË fhku.
(c) You may send... ÃkuhuøkúkV ÃkMktË fhku.
(d) Mk{økú Ãkºk ÃkMktË fhku.
(e) I assure you... ðk¤w ðkõÞ ÃkMktË fhku.

(6) ÃkºkLke «Úk{ ºký ÷exeLku {æÞ (Center) {kt ÷kðku.
(7) íkkhe¾Lku s{ýe çkksw økkuXðku.
(8) ÃkuhuøkúkVLkk ÷¾kýLku (Justify) fhku.
(9) ÃkºkLke AuÕ÷e ºký ÷exeyku ÃkMktË fhe fkuÃke (Copy) fhku yLku [kh ð¾ík ÃkuMx (Paste) fhku.
(10) WÃkhkuõík fkuÃke fhu÷ ÷¾kýLku Ëqh (Delete) fhku.
(11) ÃkºkLku ÃkwLk:Mktøkún fhku.
(1h) MS-Word 2013 «kuøkúk{ çktÄ fhku.

= = = = = = = =
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MS-Word 2013 «kuøkúk{ þY fhe Lke[Lkk ðzo xkEÃk fhku.
Dhaval Sofwarw Solution,

25, Station Road,

Idar,

June 23, 2018,

To,

Mr. Jayesh Jayswal

28, Radhe Society,

Himmatnagar,

Dear Mr. Jayswal

This is with reference to your application for the post of a computer programmer.

You are requested to appear for an interview for the said post on 15th July, 2018 at 10:30 a.m. in the

office of the undersigned. You will be paid first class railway fare from your city to Talod. For

claiming the fare, you will have to porduce the ticket or the railway money receipt.

Please bring your original certificates and testimonials for verification.

Thanks.

Yours sincerely,

for Dhaval Software Solution,

Manager

(1) ÃkºkLku PRACT4 Lkk{Úke BCOM PRACT VkuÕzh{kt Mktøkún (Save) fhku.
(h) (a) ÃkºkLke «Úk{ ÷exeyku {æÞ{kt økkuXðku yLku íku{Lku Bold (økkZe) fhku.

(b) ÃkºkLke «Úk{ ÷exeLkk Font Lke økkuXðýe Lke[u {wsçk fhku.
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        Font : Arial Style : Bold Size : 18 Color : Red

(3) íkkhe¾Lku s{ýe çkksw økkuXðku.
(4) Please bring... ðk¤e ÷exe Lke[u ytzh÷kRLk fhku.
(Ãk) ÃkºkLke ytrík{ ºký ÷exeyku s{ýe çkksw økkuXðku.
(6) AuuÕ÷u fhu÷ MkwÄkhk fkZe Lkk¾ku.
(7) fkZe Lkk¾u÷ MkwÄkhkLku ÃkwLk:MÚkkrÃkík fhku.
(8) ÃkuhuøkúkVLke ÷exeyku ðå[u ÷kRLk MÃkuMkªøk 1.Ãk Lke fhku.
(9) Ãkºk{ktÚke You þçË s þkuÄku.
(10) Dhaval þçËLke søÞkyu Shayam þçË Replace fhku.
(11) ÃkºkLku ÃkwLk:Mktøkún fhku.

= = = = = = = =
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MS-Word 2013 «kuøkúk{ þY fhe Lke[Lkk ðzo xkEÃk fhku.
In computer a printer is a peripherel which produces a text and/or graphics of ducuments stored in

elecronic from, usually on physical print media such as paper or transsparencies. Many printers are

primarily used as local peripherals, and are attached by a printer cable

Dot-matrix printer

Inkjet printer

Line printer

(1) (a) þe»kof (Printer) {æÞ (Center) {kt økkuXðku.
(b) þe»kofLkk Font : Arial, Style : Bold, Size : 18 Point, Color : Red fhku.
(c) ÃkuhuøkúkVLkk ÷¾kýLkk Font Lke[u «{kýu økkuXðku.

Font : Arial Roman, Style : lialic, Size : 14 Points

(h) ÷¾ký{kt çkw÷uxLkk «fkh (Styie) çkË÷ku.
(3) çkw÷ux r÷MxLku Lktçkhªøk r÷Mx{kt Vuhðku.
(4) þe»kof (Printer) ÃkAe 12 Points Lke søÞk hk¾ku.
(Ãk) ÃkuhuøkúkVLke zkçke çkksw 0.5’’ yLku s{ýe çkksw 1.0’’ søÞk hk¾ku
(6) Lktçkhªøk r÷Mx {kxu zkçke çkksw 1.00’’ {kSoLk hk¾ku.
(7) Line Printer ÷¾kýLku Aufe Lkk¾ku. (Line Printer)

(8) ÷¾kýLkk ytíku ðíko{kLk íkkhe¾ Ëk¾÷ (lnsert) fhku.
(9) «uhuøkúkVLke ykswçkksw ÞkuøÞ çkkuzoh økkuXðku.
(10) Lke[u «{kýuLke ÷kELk xkEÃk fhku.

(A + B)2 = A2 + 2AB + B2

H
2
 So

4

C + O
2
 = CO

2

(11) Change Case rðfÕÃkLkku WÃkÞkuøk fheLku ÷¾kýLku UPPER CASE {kt Vuhðku.
(1h) Move rðfÕÃkLkku WÃkÞkuøk fheLku Inkjet printer Lku Line printer ÃkAe Mkux fhku.
(13) zkufÞw{uLxLkku “PRACT 5” Lkk{ ykÃke Mktøkún fhku.
(14) ðzo zkufÞw{uLxLku çktÄ fhu.
(1Ãk) MS Word 2013 «kuøkúk{Lku çktÄ fhku.
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