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COMPUTER DEFINITION

= A computer is an electronic
device that accepts
information and instructions,
processes it ,provides Output

and stores the information to
retrieve later.

THIS IS THE DEFINITION OF COMPUTER. W #r gfsma
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COMPUTERS COMPONENTS

There are two main components of computer

-
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=e %

Computer Hardware

Computer Software

THIS IS THE COMPONENTS OF COMPUTER. F=HEX & companents
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1. COMPUTER HARDWARE

= Computer Hardware is the
electranic and physical
part of the computer
system.

All Parts of the computer
which we can touch and

see are computer
hardware.

THIS IS THE COMPUTER HARDWARE. IN THE ABOVE PICTURE THERE ARE DIFFERENT THINGS IN
HARDWARE LIKE SUPPLY, RAM, AND DVD WRITER ETC.

ST TR § ST 3wl Sewiae s & & o g &w A g e
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COMPUTER HARDWARE INPUT DEVICES

Kevboard: s used to command the
computer by typing.

Mouse: s used to command the
computer by pointing ar cursor with its
left [ right / middie button.

Jovsticks W usaed in playing computer games, /'

M win

Scanner: k= used to scan documents and
images.

THESE ARE THE INPUT DEVICES OF COMPUTER. BY THESE DEVICES YOU CAN INPUT THE DATATO
COMPUTER. E?GEET e | wtdomw B=d g ﬁ?ﬂﬁl‘ &I instruction,command € T54

# 3¥ keyboard,mouse joystick 3T scanner
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COMPUTER HARDWARE OUTPUT DEVICES

LCDVLED

=
g . .

EPEAKER

LCD/LED/MONITOR : is used to
display the output of computer,

Printer : provides printed output on paper .

Speager @ provides audio output.

THESE ARE THE OUTPUT DEVICES OF COMPUTER. BY THESE DEVICES YOU CAN SEE THE OUTBUT
DATA WHICH IS GIVEN BY THE COMPUTER. Toiei®l  § S°4eX qaNT HI3CYE Wied H1d ¢ I7¢
sr3eye fBasw FEd & 39 monitor, LCD/LED, speaker 3T printer
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2. COMPUTER SOF TWARE?

-~ Computer Software are programs that
commands the computer to do any work

There are Two main types of Software :

1)Application Software : which does particular task

Like Ms paint : for drawing, Ms word : typing work Ms excel: for
formulation Tally for accounting purpose

2 ) Operating System : which controls , manages ,
commands the computer and all resources of computer.
Windows
Linux
Uriix

Ubantu

THIS IS THE DESCRIPTION OF COMPUTER SOFTWARE. COMPUTER SOFTWARE HAS TWO TYPES.
APPLICATION AND OPERATING SYSTEM SOFTWARE. FTJg< Hiveat & Hivedy g g ot
21 7T command ﬂmmm%mﬂm#ﬂﬂ'%mmﬁ?
FHrofEr Hvea .




WINDOWS 7

CPU means Central Processing Unit, which does actual processing all
Devices are connectad with cpu ta do their input and output work

I
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AJ_

PRINTER

SPrEAMER

THIS IS THE CPU (CENTRAL PROCESSING UNIT). THESE ARE THE DEVICES WHICH IS CONNECTED TO

YOUR COMPUTER. CPU &I Hawe fice wmiay gwe & § Owd o3 Bagw @ el &
9 mouse , keyboard, LED , speaker Eiirg printer.
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THIS IS THE OUR MOUSE. MOUSE HAS THREE BUTTONS. LEFT BUTTON, RIGHT BUTTOMN AND SCROLL
BUTTON. T mouse § T3@H diF 924 &4 ¢ left &= , right ¥« 3 scrool T&A
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THIS IS THE START BUTTON. IN THIS ALL THE INFORMATION AND CONTROLS OF YOUR COMPUTER
ARE GIVEN. YOU CAN OPEN THE START BUTTON WINDOW BY PRESS THE WINDOW BUTTON GIVEN

IN THE KEYBOARD. WA W&H Uge start 924 ¢ fo9 BaF & §1 UF start menu
avilable g 1T § S ATTH! HTF FHET A already installed AT A J=FAT &A1 §
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THIS IS OUR TASK BAR. IN THIS YOU CAN SEE ALL THE APPLICATION SOFTWARES WHICH ARE
RUNNING OR CURRENTLY USING. I taskbar § ST 395 basic 1/ &{# A #icg 0T £
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| THESE ARE THE GADGETS. YOU CAN ADD THE GADGETS BY RIGHT CLICK ON THE DESKTOP.

TF 5 gadgets RU 7w T 3 IUFY importent FAEHNF &t ¥ 39 mouse X right
f#9F =% $T gadgets add ST ¥4 §
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THIS 1S THE OUR NOTIFICATION AREA. YOU CAN ALSO CUSTOMIZE THE ICONS BY CLICK ON ARROW AND
THEN CUSTOMIZE OR BY RIGHT CLICK ON DATE AND TIMEAREA.  IE nofification area § Toa#
importent AFNT T icon 4T 7w § | speaker internetaccess date US time STAWN.
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% Remote Desktop Connection

> All Programs

“Ei’f programs and files pe ]

- e e ———— L SE—

THIS IS THE SEARCH BOX. IN THIS YOU CAN SEARCH ANY THING ABOUT YOUR COMPUTER. Tl TF
‘search box f&@r 7 ¥ et v B =X 3= Y search X ¥&a ¢
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Frograrnes (1

}W

FOR EXAMPLE YOU WRITE NOTEPAD IN THE SEARCH BOX. THE RESULT IS INFRONT OF YOU. o1&

W g notepad TvaT 3T FHIY WA notepad avilable & ST
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% Snipping Tool

,;’] MNotepad b
»  All Programs

| segroh progroms gnd fiies

THIS IS THE SHUT DOWN BUTTON. IF YOU CLICK ON ARROW BUTTON WHICH 1S SHOWN NEAR THE
SHUT DOWN BUTTON YOU WIL SEE MORE OPTION LIKE SWITCHUSER, LOG OFF, RESTART ETC.

Tg T UF shut down @2 f&am a7 § oW 309 399 $YET F shut down FT T
¥ zw% Wy vE e W arrow F icon mmtm-mwam-%wg—a
option avilable gF Fd § 3¥ switch user , restart ,log off etc
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* Cormtrsie Teudic |

J’] it epaer

%‘. Henot Dmbdop Connecron

241 Programs

YOU CAN ADD THE SHORTCUT OF ANY PROGRAMME BY RIGHT CLICK ON THAT PROGRAMME AND
THEN PIN TO TASKBAR. HT9 HT9H desktop 9T fFHl software & ifese avilable =X §5d

£ T F1TH mouse F left T FoF FIF 38 drag FI& Y taskbar W avilable F
5 £
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YOU CAN REMOVE THE SHORTCUT OF ANY PROGRAMME BY RIGHT CLICK ON THAT PROGRAMME
AND THEN UNPIN TO TASKBAR. 3R 319 39 shortcut ¥ taskbar ¥ gorm aredt £ &1 39
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5 v Recyclelin v . 1
Crganize = Empty the RecpcleBin  Pestorsthes tems
 Faventes Adah ";c:"'l:;hﬁ'-t-: e Fram the
- Tl ,
= s B e .
N . { | :
B Downloads =

: 1 weast! Free Antivirus
2l RecentPlaces Shnrtzul
W 19KE

~a Libraties Camizsa Studwo _E.
|+ Documents Shortout
(A Lid NS
| TH. courss
|, e (ke
o L NN F - .
el

IF YOU DELETE ANY ITEM BY MISTASKE THEN YOU CAN RESTORE IT FROM THE RECYCLE BIN. 91X

el ¥ FIE item delete FT &7 § T AT 3¥ recycle bin ¥ restore FT 54 ¢
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IF YOU WANT TO EMPTY THE RECYLE BiN THEN CLICK ON EMPTY RECYLE BIN. H@I{ 3T recycle
bin FT WHT F1 Tgd & aF empty the recycle bin W BaF = |
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THIS IS THE ADDRESS BAR. HERE YOU CAN SEE YOUR CURRENT LOCATION. TF address bar §
Brgs 3T 3T current location FY 9 Wad &
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THIS IS THE NAVIGATION PANE, HERE ARE THE SOME LINKS. TF right side navigation pane g
fe# $5 links avilable § 3 desktop downloads ete
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P Hard Disk Drives (3)

Local Disk (C:) 1 Local Disk (D:)
———— “ o ——————
U 146 i r E;:U"' 280 GB freaof 244 GBS

« Devices with Removable Storage (1)

+
$ DVD RW Drive (F:)

THIS IS MY COMPUTER. HERE YOU CAN SEE THE DRIVES. IF THE DRIVE COLOR IS RED IT MEANS THE
DISK SPACE IS LOW.J§ my computer § [W# F& drives @ & W § 30K drive &1
color red § B SHST Aaoa $T ST drive § FH space £
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4 Hard Disk Drives (3)

| — ——

Local Disk (C2) | Local Disk (D:) -
— m_ g _. | - E—
1.46 Gl free o 28.3GB =" grrryme HAGE |

Local Disk (E
 — | “-‘F“**’“*—‘ME
W 17.8 68 fiee of 2556 GB Total size: 244 GB

4 Devices with Removable Storage (1)

& oommr

IF THE DRIVE COLOR IS BLUE THEN THE DISK SPACE IS SUFFICENT. H#1T drive T color blue ¥ &
HTTHY drive & space ¥
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fS=# 39 CD/DVD 7 play 3T burn X wwa

THIS IS THE DVD WRITER. YOU CAN PLAY OR BURN THE CD/DVD ONTHIS. IF DVD writer &
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THIS IS OUR NETWORK. THIS PC IS CURRENTLY NOT CONNECTED TO ANY NETWORK. IF YOUR PC 1S
CONNECTED TO ANY NETWORK THEN THE YELLOW MESSAGE WILL NOT POP UP ON YOUR SCREEN.

I AT HUH FE &1 Acad @41 Td ¢ A degdh W Faw = AR IvE FEw
&4l & connected #Agr § A 3T9F 9 yellow box & message & & & amgsr
FTYEY connected g §
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l Back to Cc;mp;uter iuo;k anc

NN el s,

This computer is not connected

— -— —— o — =

YOU CAN GO BACK TO YOUR PREVIOUS LOCATION BY CLICK ON THIS BUTTON. T @&d AT 19«1
fo#t location W I F e BFas w3 §
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THIS IS THE PREVIEW PANE. HERE YOU CAN SEE THE PREVIEW OF YOUR OBJECT YOU HAVE
SELECTED. UF icon preview pane & § 3 19 right side T 3@ %4 § 3T T hide

M FTFFaE |
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YOU CAN CREATE THE NEW FOLDER BY CLICK ON THIS BUTTON. 379 new folder option & new
folder @7 ¥Fd ¥
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Tealbars

o B b T

e i nt ) L e
Chiers wndoas tie by jate

Shiow the deltop

Start Task Manoge

Lock the tambba
Propartes

YOU CAN OPEN THE PROPERTIES OF YOUR TASK BAR BY RIGHT CLICK ON TASK BAR . 319 3o
FYET Y taskbar F G S T right FE T taskbar F related 5 option T
FFA £




WINDOWS 7

Tl fow S Ao
| ek e i B

! " m-ldie e teskbar

i vl

TR e e -_“ . "'l

Tkt Wit Al Toote T e = |

I TACEESN WEX

Comirey elir= curn m rethoators pyee S o
rrt By e H:I

Erow e (it o T ey P
Py iy e By Sel g g s e r e A e
A el i fac sy 8 = Pw Ll

4 e b Py S pprer e S S e

t vt o DR = il T

- E——
B

T | e ——

YOU CAN HIDE/UNHIDE THE TASK BAR BY CHECK/UNCHECK THE OPTION AUTO HIDE THE TASK BAR.

TE A= propeties option ﬂmm ﬁrﬁrmm l_mx qﬂm%ﬁaﬂ L To
option f§@TS &3 & 39 lock the taskbar , use small icon et
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YOU CAN OPEN THE ACTION CENTER BY CLICK ON THIS FLAGAND THEN CLICK ON OPEN ACTION
CENTER. 31T HTY=11 taskbar 9% I¥ flag icon and option @ &1 & ©& box 3= &

s f3E# I 319 window updation FT F1F message g & §@ Fmwam
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IN THE ACTION CENTER YOU CAN SHEDULE OR DISABLE THE WINDOW UPDATES. IN THE ACTION
CENTER YOU CAN SEE THE PROBLEMS OF YOUR COMPUTER. WX HTY open =ction center
option ¥ &&= FT Tt ¥ box el ST ZHA AT 9T window FT setting change

T updation I FFd £
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Tueide: Moech 12 X 2

Darlight Seang Time begen on Tundey. Marg i 10 X113
at 00 AN Tt clpd b wwnnt Torwaand 1 howr of Tk lame
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¥YOU CAN CHANGE THE SETTING OF DATE AND TIME BY CLICK ON THIS DPFTION, IfE T date T2
time ¥ icon W @ F A #T date U= time F change FT 54 &
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IF YOU WANT TO CHANGE THE RESOLUTION OF YOUR SCREEN THEN FIRST RIGHT CLICK ON DEKTOP
AND SELECT THE SCREEN RESOLUTION OPTION. AT 3T FTeT it window FT backgrowned

T screen resolution change FIAT i'l'iﬁ-'f% A 3T screen H TW! g 9T right e
FT{ §5d ¢ T99¥ T box open & TN |
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| YOU WILL SEE A SCREEN IN THIS DIFFERENT SIZES ARE GIVEN, SELECT THE SIZE YOU WANT TO
APPLY. WHEN YOU CLICK OK THERE IS A CONFIRMATION MESSAGE WILL POPUP ON YOUR SCREEN.

If§ 3T screen resolution T F= F{ &Y 37 FF F7 box open & Fwaw | TfY HW
resolution # = changes FH § A FT FF3 ¢
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. Do you want 1o keep these display settings?

_ Keepshpoges | [ Reven

tion: !
your resof Reverting to previous display settings in 5'seconds.

ation:

Adva

it to o projector (of press the B key and tap P)

teat and cther items lasger of smaller

IF WANT TO APPLY THESE SETTING THEN CLICK ON KEEP CHANGES OTHERWISE CLICK ON REVERT
OPTION WHICH IS USE FOR DISCARD THE SETTING YOU APPLY FOR IT. ﬂﬁ‘ 39 changes apply

FI4 & @ 7= box open & Fwam | f3EH keep changes W Ba® &« & ' change
T & B T 3 apply 8 SoEr
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YOU CAN ALSO ADD THE GADGETS BY RIGHT CLICK ON DESKTOP. Ifg 39 gadgets W Ba=
Fd § 9 T $ gadgets add FX S &
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HERE ARE SOME GADGETS GIVEN ABOVE IN THE FIGURE. YOU CAN ADD THEM BY DOUBLE CLICK
BUTTON OF MOUSE. T§ $& gadgets 4T 71w f3=F 319 mouse # double Fas &
HT9A desktop 9 add F 54 ¢
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YOU CAN CHANGE THE DEKTOP BACKGROUND BY RIGHT CLICK ON DESKTOP AND CLICK ON
PERSONALISE OPTION. Tig H9 screen &1 background change F3T Tgd ¢ ar amT
personalise option W Bas T
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SELECT THE THEME WHICHEVER YOU LIKE. IT WILL AUTOMATICALLY APPLY WHEN YOU CLICK ON
ANY THEME. MT9 $HH § #is 81 theme select ${ a6 automattically apply & e |
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Sort by
Refresh

Paste
Paste shortcut
Next des background

Graphics Properties...
Graphics Options

Mew

Screen resolution

Gadgets
Personalize

YOU CAN MOVE TO THE NEXT BACKGROUND BY RIGHT CLICK ON DESKTOP AND THEN SELECT THAT
OPTION. TfE 3T theme change F{AT WEd & @l AT mouse H right Bas =& @
# next desktop background WY f#&% FId & change g STUam |
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‘chitecture Characters

Vindow Color Sounds Screen Saver

Shoy YWindows Default Naone

THIS 1S THE SCREEN SAVER OPTION. WHEN YOU CLICK ON THIS BUTTON. Tfg 319 screen saver
option W BEF FA & |
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A SCREEN SAVER SETTING BOX WILL APPEAR ON SCREEN. IN THIS YOU CAN SET THE SCREEN SAVER
WHICHEVER YOU WANT TC APPLY. TET 97 screen saver box open Bl JTem Jgr & 19
setting change ¥ F5d & 3 3= apply F 754 ¢ |
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YOU CAN SEE THE PREVIEW BY CLICK ON PREVIEW BUTTON. TET 97 39« ST change f&ar
3AF preview Y preview ded I ¥ 515 48 ¥4 §
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Screen saver

lﬁtlhhhh Ry - "’H Settings... [L - Preview [

Wait: .]:1 5 minutes || On resume, display logon screen

Power management

Conserve energy or maxamize performance by adjusting display
brightness and other power settings.

;hl“ﬂf POVYEr E.fmnEI;

Desktop

YOU CAN SET THE TIME FOR SCREEN SAVER FOR WHEN IT WILL START. 3T wait & time set 57
Hﬁ'%ﬁ?ﬁﬂﬂ'miﬁ IE screen saver T sc:reenql'!l_ﬁa\' |
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. Adobe Reader 3 »
a dhindows Media Conter.
% Calculatar

Genting Started ¢
Shicky MNoltes
‘% inipping Toul
_ﬂ Notepad »
P Al Progmms

- _-;1-1..-&.‘4'_-.

control panel &I open &1

IF YOU WANT TO CREATE THE USER THEN FIHST CLUCK ON START BUTTON AND TI'IF_H OPEN COTROL
PANEL. Y 3T switch uﬁrmﬂﬁﬁ?ﬂmmﬂﬂﬂ;ﬂa\‘ﬂgm side 9T
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Clock, Language, and Region
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Ease of Acoess
i T Sagp e
Tothipyy wEEaE 3wk

IN THE CONTROL PANEL CLICK ON USER ACCOLINTS AND FAMILY SAFETY OPTION,

control panel & user accounts and family safety 9% ﬁﬁ?ﬁ
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AFTER IT CLICK ON USER ACCOUNTS OPTION. 3§ 15 user account option 9T Feas &t
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Make changes ta your user account

Mznage your credentisis . :
Loeims L paviewreg 102 U0 SE32 0T
Creste 3 password rest dish ‘_ N ij"i
Change your pictur
i ﬁT Change vour account Agme
Mznage your file encryption . - . _
tFicat N Chsnge your sctount type
Configure advanced user
prafile F B Manage enother sceount
Change my enviconmnent - L, § - )
cariabl % Change User Account Comrol settings

IF YOU WANT TO CREATE A PASSWORD THEN CUICK THAT OPTION ON WHICH MOUSE CURSOR IS
SHOWN IN ABOVE FIGURE. ¥ HTY password Wil T1gd & A 39T fE@T option W
s ST

g
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ENTER THE PASSWORD AND THEN CONFIRM THE PASWORD AND AFTER IT GIVE SOME HINT IN THE
HINT BOX IF YOU WANT TO GIVE GTHER WISE YOU CAN LEAVE IT BLANK. IT'S UP TO YOU. AFTERIT
CLICK ON CREAT PASSWORD BUTTON.

#T F password Y {&HT g4 &1 38 HY 3K second box & @RI I confirm
F{ 3 third box # S password T&T § 3HF! Tg @A & AT 3WA T hint I 7§65
&S create password option 9T Fes F¢
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IF YOU WANT TO MANAGE OTHER ACCOUNTS THEN CLICK ON THAT OPTION MENTIONED IN ABOVE
FIGURE, 37X 31T T8 &1 7 &% $1ar 51 &7 $9eT F1 w09 5T 90 afed A
account ® #gl @ 3T manage another account ST FT&T Heal & account create H7
75 §
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HERE WE CAN SEE TWO USER ACCOUNTS. FIRST ONE VARINDER WHICH HAVE ADMINISTRATOR
RIGHTS AND THE SECOND ONE IS GUEST, GUEST ACCOUNT IS TURN OFF IF YOU WANT TURN ON

THIS ACCOUNT THEN CLICK ON GUEST ACCOUNT. g A9 &l account 25 ¢ %‘ U+ varinder
¥ administrator F rights & 31T second guest account § SH account ¥ 3§ Faa
guest Eﬁl‘?ﬂ?ﬂ use &I 9T
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A SCREEN WILL APPEARE WITH THE CONFIRMATION OPTION TURN ON OR CANCEL. 3WIX 319
guest account ¥ turn on I+l 9 & @l tumn on option w BeE =




WINDOWS 7
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Witat i3 2 user ,ﬁumf
Additional things you can do

W Setup Parental Controi

4o to the main Liser Bccounts page

IF YOU WANT TD CREATE A NEW ACCOUNT THEN CLICK ON THAT BUTTON WHICH I5 GIVEN IN THE
ABOVE FIGURE. Tfg HTT new account create FiaT Uigd 21 of 1T create 2 new
account option 9T Fes =t
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FIRST TYPE THE NAME THEN SELECT WHICH TYPE OF ACCOUNT YOU WANT TO CREATE STANDARD
USER OR ADMINSTRATOR USER. AFTER IT CLICK ON CREATE ACCOUNT.

FT I SH account F ATH H{ I FF 951 user SHHT use F1 385 Tuw ¥ 7

UF option ¥ BaF U standard user ¥ 9IF limited rights 21 ¥ 3R administrator
¥ 9 WX rights g0 § IW& ¥1g create account W FEw
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YOU CAN ALSO ADD A PASSWORD FOR YOUR ACCOUNT SIMPLY CLICK ON CREATE PASSWORD. 3T9
YA account I create password @RT password H #9m ¥4 §
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| Make changes 10 varindes s sccount
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YOU CAN ALSO CHANGE THE PICTURE OF YOUR ACCOUNT SIMPLY CLICK ON CHANGE THE PICTURE
OPTION. 3HT9 39 account I picture &I change the picture option T e =F

change ¥ & @& %‘
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CHOOSE THE PICTURE YOU WANT TO APPLY FOR YOUR ACCOUNT,

@ AT 3 picture F ¥ AW change picture option T Fas =t
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YOU CAN CHANGE THE ACCOUNT TYPE OF YOUR ACCOUNT BY CLICK ON CHANGE THE ACCOUNT
TYPE.

T TF AT account FT TR change &1 ¥%d % , change the account type option
9w s =35 |
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HERE YOU CAN CHOOSE THE ACCOUNT TYPE AND THEN CLICK OK.

[ET ST AT account type T4 Eire change account type option W1 s 1
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YOU CAN DELETE THE ACCOUNT BY CLICK ON THAT BUTTON WHICH 1S ABOVE MENTIONED IN HGURE.

a7 AT TR account FT delete FAT TEa §1 a1 AT delete account option W & =
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A SCREEN WILL APPEARE WITH THE CONFIRMATION OPTION DELETE FILES OR KEEP FILES OR CANCEL.

39+ 9 A9+ 99 TF screen open ﬂiﬂmm_ﬁmmme&ﬂ?iﬂﬁw%
& sma=r files TE+ § 41 delete T § A9 F option R AT R cancel X &
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THIS IS THE KEYBOARD IE keyboard §
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THIS IS THE ESCAPE BUTTON. I8 keyboard T first ¥&a escape a'
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A computer IS an electronlc oq

retrieve Iater

YOU CAN CANCEL THE CONFIRMATION BUTTON BY PRESS THE ESCAPE BUTTON.

escape T&T FT use A &l command Fr cancel FTA ST Rr T a3 &
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THESE ARE THE FUNCTION KEYS THEY HAVE DIFFERENT USAGE ACCORDING TO SOFTWARE. F1 15
MOSTLY USED FOR HELP IN MOST OF THE SOFTWARES AND APPLICATION.

ITE keyboard & function keys § FT &1 HeaT Ho0m software H & FIF F@l £ I
& SETaT software # F1 help & BT use 19T & S8 918 397 keys FT HFT FIH £
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THESE ARE THE NUMERIC KEYS., TE keyboard #I numeric keys &
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| IF YOU WANT TO WRITE NUMBER THEN SIMPLY ELICK THE BUTTONS. IF YOU WANT TO WRITE
S5YMBOL THEN SIMPLY CLICK THE SHIFT+2 BUTTONS.

FIT Y numeric key & Y7 9 symbol FT use FIT TES £ a7 AW shift ¥20 F
YT use T §F4 £




WINDOWS 7

E IR s engall - D=y el

_ Fow ow | e 2 [ R -
& = i L A e W EE = B ity AEwEaer BaTile, S |'.'I-H H
el NoE s v A BEEE O MO s . — -
e —— —— 3 |.J+-|-__ ___- - _-__ o _L
A computer is an electronic device |

that accepts information and
instructions, processes it , provides
Qutput and stores the information to
retrigve later,

3 I 2

@ \

IF YOU WANT TO WRITE NUMBER THEN SIMPLY CLICK THE BUTTON. IF YOU WANT TO WRITE
SYMBOL THEN SIMPLY CLICK THE SHIFT+2 BUTTONS.

FIT AT Jax for@ar 9ga af only 3§ ¥©n & press 54
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THESE ARE THE ALPHABET KEYS.TE keyboard &Y ALPHABET keys £
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THIS IS THE TAB BUTTON. USE OF THIS BUTTON IS SHOWN IN THE NEXT PAGE.TE tab sc+ %
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A computer is an electronic device ™™™
that accepts information and
instructions, processes it , provides
Qutput and stores the information to
retrieve later.

| 2
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Rollne 1

Name UHFiﬁdEl‘|

MOSTLY THE USE OF TAB BUTTON IS WHEN YOU ARE WRITING SOMETHING AND YOU WANT TO
GIVE SPECIFIC SPACE OR WE CAN SAY THAT 5 — 10 TIME SPACE. THAN YOU CAN USE THIS BUTTON.

tab T FT use HT T&ES AT word F FT T{ET space & ¥ fov fFr s £ 39
#1 F9T pic 7 BEmr mw F
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TAB BUTTON IS ALSO USE FOR CHANGE SELECTION BY YOUR CURSOR. WHEN | PRESS THE TAB
BUTTON SELECTION IS SHIFT FROM ADDRESS BAR TO SEARCH BOX.

SHY 9FR tab ¥ FT use MY selection FT change F FFa ¢ o9 & W Remn
T & 5 tab @7 press FTE & selection shift & FTTET
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THIS IS THE CAPS LOCK BUTTON. THIS BUTTON IS USE FOR CAPITAL WORD TYPING. WHEN YOU PRESS THE
CAPS LOCK BUTTON THE LIGHT OF CAPS LOCK WILL BE ON AUTOMATIC.

TT keyboard FT caps lock 7277 § 38 1 WA letter use T F Bw & & & s
HTT $H ¥ FT press Fid £ a caps lock & #Y light 3T 39 & on & Fwadt
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THESE BUTTONS ARE NOGT USED INDEPENDENTLY. THESE KEYS ARE USE WITH ANOTHER KEY OR WE CAN SAY
FOR SHORTCUT COMMANDS,

TF FE H T short keys £ T3S use 3T shortcut T F TY T T5d ¢ [AWHT use
9 ¥ Y F1 7E key combination ¥ WY use F{ o4 £
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FOR EXAMPLE IF YOU WANT OPEN THE FILE OPENER DIALOG BOX THEN PRESS CTRL + 0. A DIALOG BOX OF
FILE OPENER WILL APPEAR ON YOUR SCREEN.

IO F T A9 T ctri+o FT press FIA & A U5 open dialog box open g S0 A8 &
T $5 H+T T open FT TFd £
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L‘i‘ ?’ 2 Calibri(Body) ~ 28 <+ A° A" Aa®

S memt t Painter Bh! U - abe X, X° - W

Font

MpkERhe seiécted teat balt. |

IF YOU WANT TO DO YOUR LETTERS IN BOLD FORMAT THEN SELECT THE TEXT AND THEN PRESS
CTRL + B. YOUR TEXT WILL CONVERT INTO BOLD LETTER,

R AT R ST shorteut FWWT WEd § AT mouse T cursor 3§ W & T | I &
FT cursor F IW W & T JIG 75 3H shortcut #t R@ar § I bold W I& W
ctri+B shorteut =TS & W §
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ST AT microsoft word # Alt key prees FY At FITE! Tt & shortcut ZWTE Tt |
w#ft & 3o shorteut Rk & @
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WHEN YOU PRESS ALT + F THEN FILE MENU WILL OPEN AUTOMATICALLY.

FHIT AT Alt+F press iﬂ'ﬁga"tﬁlﬁ menu open & AT |




WINDOWS 7

THIS IS THE WINDOW BUTTON. YOU CAN OPEN THE START MENU BY PREES THIS BUTTON.

4 window des E‘ ¥ press $+ T start menu avilable g JTaT %
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THIS 1S THE CURSOR BUTTON. THE USAGE DF THIS BUTTON 15 SHOWN IN BELOW FIGURE.

T cursor F&A &
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SELECT THE FOLDER, FILE OR PROGRAMME AND THEN PREES THIS BUTON. YOU WILL SEE THE OPTION SAME AS
OCCUR IN RIGH CLICK BY MOUSE,

afy 3ma e object H right s $ ST AT AR g A AT 3 folder F Fowe F AR
cursor W& I press H{ dr 39S right 595 IWT propriies open & T
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THE ENTER BUTTON 1S USE FOR OK COMMAND.

TE keyboard &T Enter 324 ¢ 39aT use 319 Tt command R OK FHR F RUv st g &
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SUPPOSE YOU CHANGE SOMETHING IN THIS DOCUMENT AND YOU ARE CLOSING THAT DOCUMENT THEN A

CONFIRMATION MSG WILL APPEAR WITH SOME OPTION. IF YOU PRESS ENTER BUTTON THEN THE
DOCUMENT WILL RECEIVE YES COMMAND BY ENTER BUTTON.

Example 31X 39 54 file ¥ $& change FA ¢ K 38 T« F close Fa § @ A9H

HHA TS box open & FTAT § | AT AT enter 964 press Hd £ o 98 I yes A=AT £
R o AT T AT
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A computer (s '
an electronic device that accepts
information and instructions,

| processes it , provides Output and

YOU CAN UNDO YOUR ACTION BY PRESS CTRL + Z
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THIS IS THE BACKSPACE BUTTON. IT IS USE FOR DELETE YOUR WRITTEN DATA. I backspace &

& f39=7 use mmmgﬁlineﬁdelemﬂ?{ﬂ*ﬁ?ﬁﬁ%
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THIS IS THE SPACE BUTTON. IT IS USE FOR GIVE SOME SPACE WHEN YOU ARE WRITING SOMETHING.

TF space dTA ¢ OGF use FH REI FAT word F f T space A F Rv = ¥
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IT 1S USE FOR GIVE SOME SPACE WHEN YOU ARE WRITING SOMETHING:
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THESE ARE THE ARROW KEY5. THESE KEYS ARE USE FOR MOVE THE CURSOR OR OBJECT.

TF keyboard & arrow keys § TSWST use ZH cursor T move 50 & Br 3 #
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HOME BUTTON IS USEFOR MOVE YOUR CURSOR FROM ANYWHERE TO TOP OF THE DOCUMENT.
END BUTTON IS USE FOR MOVE YOUR CURSOR FROM ANYWHERE TO END IN THE DOCUMENT.
PAGE UP AND DOWN 15 USE FOR MOVE YOUR CURSOR ON UP PAGE OR DOWN PAGE.

home T& &1 use §7 5l line & Y% # o9 F TAT 3N end 7&=1 line & 3 # 59 & v
F{d £ | page up T down FT use page H IW AR Alw I & Pe FH &
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THIS IS THE DELETE BUTTON. USE OF THIS BUTTON 15 TO DELETE ANY WRITTEN DATA OR PICTURE,
FOLDER, FILEETC,

IE delete T2« § O F®1 use ReEt picture , folder , TEw a1 o gY data &I delete
FHF v o aET £ |
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THESE ARE THE NUMERIC KEYPAD. IF YOU OFF THE NUM LOCK THEN THE OTHER FLUNCTION WILL
WORK AS THE MENTION ON THE KEYS.

dg numerical keys %BHF{ 39 num lock off & #Hia JTel option use Hmﬁ'iﬁ'
F T keys WRUATE |
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IF YOU ON THE NUM LOCK THEN THE NUMBER WILL WORK.

39T num lock on T & @ AT #&T 57 use FX G54 £




WINDOWS 7

PRINT SCREEN BUTTON IS USE FOR TAKE THE SNAPSHOT OF WORK WHICH 15 CURRENTLY RUNNING AND
PASTE IN ANY DOCUMENT,

SCROLL LOCK IS USE FOR LOCK THE SCROLL BAR IN YOUR DOCUMENTS.

PAUSE/BREAK IS MAINLY USE IN LANGUAGE PROGRAME. IT HELPS YOU TO STOP THE RUNNING
PROGRAMMIE IN LANGUAGES LIKE C, C+.
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PRINT SCREEN BUTTON 15 USE FOR TAKE THE SNAPSHOT OF WORK WHICH IS5 CURRENTLY RUNNING
AND PASTE IN ANY DOCUMENT.

keyboard 9% print screen @ed £ J1 f&HT picture FT TIME o7 F (AT use T 54
§ 3 39 = & ctrisv F g paste T FHFA £
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SCROLL LOCK IS USE FOR LOCK THE SCROLL BAR IN YOUR DOCUMENTS.

TE scroll lock T & T39FT use scroll bar FT lock ¥ & v o s=n &
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WHEN YOU PRESS THE SCROLL LOCK BUTTON THE LIGHT OF SCROLL LOCK WILL ON AUTOMATICALLY.

IR AT scroll lock F&7 FI press FAd ¢ dr scroll lock =TT light on 21 FaT £ |
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PAUSE/BREAK IS MAINLY USE IN LANGUAGE PROGRAME. IT HELPS YOU TO STOP THE RUNNING PROGRAMME
IN LANGUAGES LIKE C, C++.

pause/break & FT use C, C++ languages programe H Fld g 9T AT 7 T running
programe $ TEIT FTT £ @ 319 SH 9¢+ &1 use F{ 957 ¢
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IF YOU WANT TO MAKE A CD/DVD THEN FIRST COPY THE CONTENT WHICH YOU WANT TO ADD IN YOUR CD/DVD,

HTT W9 backup F T CD/dvd FY 391 51 § 16 W54 £ [3F content T 1Y dvd & &= 964 ¢
& T 3 content F right B =& copy FX FE4 £
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CLICK ON DVD WRITER. IT WILL ASK YOU TO CHOOSE THE OPTION LIKE IF YOU WANT SAVE, EDIT OR DELETE THE FILES LIKE
IN PENDRIVE THEN SELECT LIKE A USB FLASH DRIVE OPTION IN THIS CASE YOUR CD/DVD WILL BE REWRITABLE.

IF YOU WANT TO PLAY YOUR CD/DVD IN CD /DVD PLAYER THEN CHOOSE SECOND OPTION. THIS CD/DVD WILL ALSO RUN
ON MOST OF THE COMPUTER.

HT TF ¥ disc F7 title T@ FFd § AT RFHT UF option F TaAFT next W FaF &1 754 §
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COPY YOUR CONTENT AND PASTE IN CD/DVD WRITER,

< 31T 39 content F drag ¥ copy F& cd/dvd # paste F TFa &
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CLICK ON CLOSE SESSION OR BURN DISK. 3® 39 close session T17 a5 &t |
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e 116 MB

€ Closing session | X
Please wait while this sessign 15 closed so the disc can be
used on other computess,

PLEASE WAIT WHILE ‘EﬁHH_C{JfD'UD ID BURNING SO THE DISC CAN BE USED ON OTHER CWJ'IERS

Hﬁﬂﬂwindﬂﬂﬁm&msagemﬁmﬂﬁﬁmﬂm*mﬂmﬁﬁ
T T cdidvd FY T off F4E F use T EFA £




