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1. TFYAT 9@ F AT Fedr e FEAGYH AN |
30T - new
2. .ott BISA UFHeAA [HEHT § |
30Y - word text document
3. Envelope option HIeTH ITUST3A HIe] #H IUcret ¢ |
307 - insert
4. Lebels g & fAT FITAT T FAYYH AT |
3d¥ - file
5. Envelope TTSST # Envelope STHANI STFH & .....ooin. T FT IYAT & TG
fFar a1 aFar ¢ |
I - BIHE e
6. FoTHST T HT 3T ¢ |
3 - A ARSI F2T TeeFAA F R vh AR T ¥ | owd 3ot v @
document T latter T HS AR HI. TH g GAT A A THd ¢ |
7. AAHSr IS option ¢ SMST3A He W 3o ¢ |
397 - mailing tab

File> new—> mailing tab> mailmerge

8. AR I ............ SISI3T A # 3T 7 |
5 - &o A9 |
9. AP F execute B AT ¢ A & AU fFA Aweq 1 yAler fFar ST ¢ |
3¢~ stop. recording/ stop macro
10. AHY I FAT YA ¢ |
I - mwmﬂrecordingg\ﬂ'?|3ﬂ'3ﬂ'3ﬁ
R A 2,38 RAE T hd § AGIYHAT USA W gH AH! & T ot T o ¢ |
11. AH 1 RS F § AT A5 99 A9 F &7 REE A RAFev & 997 F39 |
12. Paste specialmmﬁaﬁﬂﬂ'*mﬁéﬁmﬁml
3dY - ctrl + shift + v
13. P A] A paste special dialog ST 3UTsH ¢ |
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I - UST A H |

14. Send sub menu #mmqﬁ%em option TH Yol & fT U&F document
T3CATSA send A & fow 3qANT fFAT ST AMRT |

15.§‘mﬁ€ﬁreviewingﬂﬂﬂﬁ'mﬁ|
m-ﬂwgwﬂmm?aﬁ documentﬁwﬂ‘mm?ﬂﬁg‘h’{ﬁ?ﬁ
A W FE F YA & for g a8F & S FI@T § | Reviewing F @RI
documentﬁ'ﬁﬁgﬂ'mﬁaﬂ?mmﬁl

16. Th documentﬁﬁﬂﬁchangesﬁacceptmﬂ?m ) Maccept 3ﬁTreject
changes STINAT S1FF A T accept all RAdFe AT TR |

17. Accept IT RSFE AFeT FMUSFA menu & FaaAe] & FE & ... e 3UY ¢ |
3T - edit A &, changes;‘l‘q?:'B?l'WﬂTr[\ﬁ'l

18. ¢F Totor 3N HdcH 4T ¢ |
Ioi- ¢ ;98 WA ¢ dRads e iR wAE gar ¢ Saer seaae
HHAR N a9 FAT S § 99 3T 0 qF G a1 g 3R Igaa Fa 7
3R 39 AT SFAEA(DOCUMETNS) # Fd a1 aRad=il &1 &F @+ 9% § |
witew : i TF Ruvr a1 e § o v dEwEHEE v e # e
qHT ¢ |

19. STFIAT TCRST. AT &Y Edit STUSI3T A changes F FEAG & Hadd ITctey |

20. BT3X T &I HSATST |
3 - gIgIRIaI Stagde , AT AT R F UF Reed @ar § | e
Y fow ® RAose FIF sSR! Bial F Thd ¢ |

21. 83 o+ &1 ReFw aaEv |

3<{ - hyperlink(“url,”display name”)
Exam. hyperlink(https://www.google.com”,google website”)
22. g T qama & fav wawyw Ferar T AT |
397 @ insert tab
23. Paste special #1 AeEHe T TS |
3T - ctrl + shift + v
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24. Paste special STYST3s Ae] fohd A F & ¢ |
30Y - edit menu
25. URFAIE ¢qS FAR HAFST |
3T - UIgae ¢ RO s & #Agg Far ¢ FANF Igdle a9 & ganrT AHE &
TR A F T B N I RisETsT B TH § |
UIgale ¢qd & GANT 3M9SF 3T F FA § A AT H WRIAT fha1 S1ar § |
26. UT3AIC ST FIAN JISI3A A # 3T ¢ |
3d7 - insert menu
27. 91341 A @ AE F F fAT F A FT 3TAWT F0

3dY - insert menu

28. UTgdIE A1 FIT § GHASAHRO |
34T - UIgale 91E, Yigae dd 1 T Afhhd wEJfastor ¢ fausr 9i¢ & qan
¢@ Fha ¢ | Al T gEY @ I3 gU § FE UK FARE A€ @ AF 3wl ¢ | &7
grgale g€ # fihee #ft T FFa 7 |

29. qTgEle 91E, UBAIE SIUSE A & 5y AT Aq & a1 ¢ |
3d¥ - insert menu

Insert menu-> pivot table> pivot chart
30. Pivot chart 3T & T faS[3rel YU Weld T ¢ |

31. ATSHIAE TFHA Jid (@aq0T F Y& Y T FTABAT FT Th T ¢ |

32.Sort & filter AT & dgd option tab # insert TATSHT option 3T ¢ |

33. Edit ﬁ?[\a? changes SI9SI3«1 Hd ﬁ?!'\ﬁ' accept & reject STHNIT SIFH 3T T & |

34. Edit ﬂ'ﬂ'\? changes SIUSI3« Hd ﬂ?[\ﬁ' Y changes option 3T § |

35.3#15? TReFE FIA & fAIT YA TIH tools dropdown ﬁ?j'\ﬂ? 101 ﬁ?ﬂ:ﬁ?
mﬁmoptionﬂmmﬂml

36. Comment insert A & AT ctrl + alt + ¢ MEHe HIT T |

37. sl AT FA F AT IIFHT Edit menu F changes submenu qa merge
document fa&®eq &T TIT FIT AR |

38. f3fdeer RAva= # waAsEU |
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I - TEAfie 1 gAIOSaT #1 gAftad e & v Boed e #1 373 &=
HHd & | TF document WX digitally signingﬁmﬁ‘f{[ﬁﬁﬂﬁm%‘ffﬂg
Y STt afFd @RT ST 4T ¢ |

39. Bfocd ReawR Yo 3 arell e website TABT |

3dYy - www.comodo.com

www.startssl.com

www.cacert.org

40. TH FTsefic W B granR & F AT, v vEa A 4 Bioea R
fawea goam =ifew |
41. Bfoed Rea=R wo:-
1. Yellow triangle :- Ig AT FIAT & I digital signature AT ¢ |
2. Stylised red seal :- I Sford AT & 6T E\Ilﬁt:ﬁ? 3% ¢ 3R IE signed AT F
91g 9gaT 8l ¢ |
3. Yellow tringle with black exclamation dg& sﬁl?l' CXGI %’ #T document AT
gﬁgm?mﬂm?ﬁ?documentﬁmaﬁﬂ?mﬁﬁkm
T8l FIAT TR |
42.IRM T G a1 ¢ |
307 - STPHAT Uge HAaeHe
43. Restrict permission EdRT 3F|'ﬁl%‘cl‘ ae &% fow ﬁ?,ﬁq g7 ‘ﬁﬂ? Y I @
document &I W F THA ¢ |
24. 6N F1 R B oAty 7@ &Y F AT AW pdf ST arFw F e JewT &
dgd not printed IoTell aifew |
45,580 & faw R it aqafa & 9w & freg Wt Y copy AR I o AR
ar 3! pdf ST drFd A changes HFAT & d8d enable copying of content
HeTds FAT AT |
a6. Ri¥caes wadw P00 A9 § d5ad 19 99 A & a1 § |
3 - file> Prepare
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47. Document HTHT FTeT FT fAFET tools A &F AT SFIHAC FISIBA A] # 3Tl
gl & |
48. 9 T 0F & WHT H F§ TR F edit FIAT AEA ¢ a6 ATYH qF g share this
spreadsheets with here @<T 3Taeq® ¢ |
49. TATE ATC fAFT insert ¢ & illustration aq H 39T ¢ |
50. Smartart & a3 IIRIT F1 qgF F AT design T T FAATT FI Thd ¢ |
51. Yoiee H TS shae Y uiT giw T sy |
m-
1. Entrance - Wshlel T 3Teaide THTd & & SEAHT FIAT
2. Emphasis - text 3fealdec FI Biec Hel IS, HCATS HIAT

3. Exit - 3ifeoide HI disappear & 94 fG@ET

4. Misc Effect - HSCIHISAT 3ieotae A THIG STeldl
5. motion path - 3ifesige # Tad MeId HFT THET IHCATS FIAT

52. F¥cH T3S W RAFT slide show FISET A # 3Teley 7 |

53. FTCH T8 A AFET custom.animation SIS drFT H IqeTed ¢ |

54, YSIeRAT TIeT Il 4T § |
3T - YOI & F NI ¥ F AT qEw g F grdarse PR Smar ¢ arfs 3w
fegat gv e earer Rar s |

55. 3mahr fFEY aET S gfae av doitee fBeca Fa & fav geiters fBvca grasEe
¥ gaY AT & T4 FIAT ARV |

56. Rehearse 'timing fa®eq manualy STYST3eT ﬁ'ﬂ'\ﬁ' 39eTe ¢ |

57. AFIIFE F3cadsd HT STAR/IAT F& o Fo=st A T&ad ¢ |

58.3’@1’3? F S gAY g7 BT icalender.webpage, outlook cooma %‘ |

59, Icalender file & .ics TFHET & |

60. AT3Celh HIAT sepreated values .csv BIgel ol TFHEUT & |
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61. FFCATSS TFad TFAW AR fadeq W Hifhw Raa vse s & Areaqw § g
o 5 wFar ¥ |
62. g THAW TAGR fFA option W Fardh FF 9Ied FT Fhd ¢ |
3a¢ - 3ifpE Rfgsr > e Faw
63. f:3c $AT template T&AT FA Tl website FI fare TaBT |

3d7 - 1. www.Campaignmonitor.com/templates

2. www.activeCampaign.com/templates

3. www.eblastmagic.com/free.templates.html
64. Vcard T& BIsd BiFe Fss § Oasr yahr saacias [eea et & Qv sgus &
A ¥ |
65. fiTa =R ¢Fee faFeT g A F account setting dialog. # 3T ¢ |
66. Junk ,emil scams, UEIARIA S IO SN diFH & ﬁﬂ-‘ﬂ“ﬁﬁ(security) JFT H
39 ¢ |
67. Junk mail (% A) Fgl W FI&T W@ FHa ¢ |
307 - T AT H |
68. SHA-HAST ,v3w 6 3 configureation VFETT HT 3T BT Fgl 1T &, 3 TE
o Blest # TR O § 38 TG FET A E |
69. NPIST (AFHAT U3TGE) mozilla thunderbird BfETH 31T sET Bzt HF TR T |
70.%71?{ AATSIT GIFeaT activex control TIJ outlook view control chel SIldl %’ |
71. %8 AHMI html T & A7 I@13C |
3ad - 1.3MA™IT
2,331 ST
3.FIFqeR
4 ATSHIEIFE TFEILAT qF
5. dleus
6. sllcys ++
72. Html 3 css &Y gﬁ"ﬁﬂ‘ qdrsy |
397 - html - gI8UT THFEC ATHAY oedor
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Css - FHIEHST Fersa e
73.SEO #T FeABIH FABT |
3 - WY Sod AT |
74. ATSHIUTFE TFAWAT a9 F4T ¢ |
3T - I% T A html Tf3ed ¥ 3 Jaf3onder Wivedy | AmEEGe TEENIT AT
# html,xml, css php,mﬂmmgﬁaﬁﬁﬁwaﬁ?ﬁhm
gaeeT far ST @ |
75. ATSHIATFE TFAIAT Y oiT »d Fd ¢ |
3°{ - start-> programs—> Microsoft expression web
76. ATSHIATFE TFHIAA 39 HFea § For@HA html A& Ra1 html g AR BFar sran
el
77. 39931 fohue FI B AT FEAUAH FAR A HTGAT FAT F0@T |
3T - BB He
BEA> 7 U
78. Html BIS ST TFHEAT ddTST |
3 - .html TS .htm
79. 8391 &7 Wad 99 @ @I B ST FT syntax IdABT |
36¢ - <h1> §ad &31 9T
<h6>
80. Html IT T F1S AW F AT AW A« TR FT GART FA |
399 - view ed
81. ATFHIAIFC THFHIAT a9 & O & ofleT =g Fl1-2 ¥ 3
3T - BT =
FI5
Reeere =
82. Bt =¥ - aF Rwiee =g ¥ IR 39H Fger Hice @S qar ¥ |

DOWNLOAD MORE NOTES ON MY WEBSITE :
https://www.ggssskpatan.educationstack.com 9636737292,8209619870


https://www.ggssskpatan.educationstack.com/

GOVT. ADARSH GIRLS. SR. SEC. SCHOOL K.PATAN , BUNDI

aﬁgw-mmaﬂﬁmm%mmhtmluﬁu@mmgmm
) AT 9ES ¢ |

fecere = - @S 3UANT a9 fFaT STaT § 99 s & W I Besa 3K F15
alt T 3YART FIAT ATE ¢ |

83. Site ] # new site option 3T ¥ |
84. Templates ¥ AT 3 9A T A T9d &t ¥ |
85. Templates #s] new site SMISI3A & fFy A & IUcretl am ¢ |
86. ITHTEC FI AP A @A & v FiAHT aéFHe st FT 3GAT FAT SATGT ¢ |
39T - F12
87. Templates FT 39AT FA & faT fFw A FT AR FId ¢ |
IO - HI§T A
88. fdee 37 TFgale i1 WEAT fhaa) ¢ |
IoX - 19
89. Ul,ol,li #Y FeIhis TS |
397 - ul - unordered list'. 3{A3TSS
Li - list item forEe sugeH
Ol - order list 3isY foe
90. TS TaH FAY AfFer Y e AT qase qaM IF Fa T F FH@ AT A M ¥
3T - AMERE I - F7
oW 2> AT > VST 3%
91. H133 IR ReATW FIA A AHe AT TdABT |
3?R'-'FI'€;3'- ctrl + f
Read - ctrl + h
92. ﬁ'ﬁ?insertmﬁﬁ'\#ml

347 - insert ﬁ'ﬂ'\@' |

93. IfL T HifIs o & T AT insert W W & ar gif T FolFe HLT |
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94.JPEG 3 JIF #Y T Bl T@TST |
W-jpeg-aﬁmﬂmgq
Gif - IPTFT FeIUST BIHC
95. B T fFe A & insert FFam J1em 7 |
I - §TEC A ¥ |
96. B3I fa® T Méhe T Td3T |

3dy - ctrl + k

97. A templates FIAT § THSIST |
a7 - 3HHT AF g A fFH AT F 3 AN HWT W AT AT A 9T AT AT
F g & AT sHST 39T far siar € |
98. IAST FICEUIC (hotspots) T+UE FXA & AT By Asy ax &1 v H |
3T - view ﬂ?[\ 1LY
View > toolbar> picture select > select hyperlink

99. STIFUA e fFH A IR W insert FT I 7 |
39T - insert el

100. #EAT “AAT control AT  windows media player properties
A & control SMST3e A & insert fHAT SATAT & |
101. FALr control & insert As] & HFZAT IMIST3T A &  Felew option F FUANT FI
gv insert fRaT SITaT |
102. * WH _FIAT.§ HASSU |
3¢ - IH HT FEIATT T 3PTA AT UT & Heg] TS IT s dadal & f3ecar
T F T ST € |
%ol FT 3YART ATIHT J13oR @A # #8 JeeT & R{anfad &« & v fFar smar
gl
103. 3§ A FAT § , AT |
3a7 - € BA T IF SEAQST AT 99T FI Th JAAHT & 7 display AT ¢ |
104. Format He] ¥ AT TR &I AW fhaT S0 ¢ |
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105. Insert A &F html SIS A iframe F+HE fHAT SATAT 7 |
106. AFA3 H Fo IR AT F AMEE F@ F AT Fw A F F@ FEET A
# T option W FaAw A |
37 - view—>page->design
107. US 99T option & HATEIH ¥ AT TfAHAT &Y insert A § |
108. T FIAT ¥ |
3aT - B F 93T RAfSed 1 gaon vhT w0 a1 [{fvey & v gera aRoma #
display 3 & v fFar Smar ¢ |
109. U& B F grwas des ¥ AT saqe dave a0 FUed H 39ANT fFar ST @
|
110. TS 3334 faee fhve st & fAT FHogar &1 39T fFar Srar @
37 -
111. Html Uf2ed & w1 vfade 39asy ¢
112. Css H FABA AT |
34T - cascading stylesheet
113. Css ¥ website # stylesheet fshue &Y ST & |
114. Style sheet & fA@ HTA 1 T 39ART fHar ST §
3T - <style>..........s </style>
115. HTH ﬂ'ﬂ'\ ¥ style sheet fhue &Y STt @ |
30 - file menu
116. A ﬂ?[\ & d8d behaveour option 3UeTs¥ § |
3T - BIHC AT |
117. Popup message STIEANT SiFd HTaT g 9 <y T I message display giaT § |
118. Tools A« & A& compatibility RNEH 39eer § |
119. Add-ins RIFGa FFeA FATE AR AT FreRY F SAFF T DA A aHAT B
Ferar ¢ |
120. Snippets FT FIAT ITANT ¢ |
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W-snippetsﬂﬁ]ﬁ*@ﬁﬂ?ﬁ'%’,ﬁ#ﬂ?#ﬁmﬁhﬁ EanT et
Wﬁmmﬂwagamﬁgﬁ%magammaﬁtqﬁmaw
mmmmmﬁa@@a@amm@wmmmwm
C

121,  GRRNT GEed & TFHEAT TdBT |
3da¥ - .psd

122, WIERNT A & psd FNE F AT § |

123. SIHATA®(dynamic) A9 ¢FIAEC S FHAST |

307 - 39 3T dynamic dUST HI HIST FIA ¢ o daFEel F T 9T F A RFN
& gRader 3 S1ar ¥ | dgeR e s el F FA w9 F P gEpt aaie
T AT edit fF I aTer 95t F Fao F6 AT 50 F NadT FIFA ¢ |
v 39 Fufa & $o swahh a1 ¢ | 99 9 Remswdt & @ dqune W F
I T

124. DWTH FeehiH TaBy |
3¢ SAAF dd SFIAE
125. SEO #I Fel Bl ATV |
I - W FoNeT TecATSAAT
126. FBDB oITH ¥ U& fAfRIFe wlest # se@y TR FAT J€T ¢ |
127. iis fhEST BT ¢ |
30 = §relAc SABIHAA FfadoT
128, He U5 HIL TaHed Wisae § O AFHNITe TFuue a9 gar  Reaw fFar
IAT 4T |
129.  View ﬁ?[\a? site dropdown ﬁ?-[\ﬁ' site A 3TASH ¢ |
130. “FTP T YT AT TATFT |
36T - BISA BT FIeihe
131. &ﬁﬂ?ﬂdropdownﬁﬂﬁﬂ?m#wwgﬂ
132. Kompozer Teh open source wysiwyg html f3ex %’l
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133. ¥ HES THTr odvde ganrT a9 IR W TR Fiz # Aqg fAad ¢ |
134. FAEC FYX 9 R F AT A0 g7 37 Fm ¥ |
135. “Back-end” fh® Fgd ¥ |
136. 3T - W% website FT STET WIET FA & TAT Tw ST 39 T JTERIHAT et
gt R “Back-end” Hgd § |
137.  Php FT FABA AT |
FaY - BRUX FEe NURER
138. Php FIT § THSIST |
I - I UH Geol TAld(view page source) dTell WSS FHfeET lodst & | php FE
I 99l Y AT FEIR F AT AT I ¥ g TH a9 R @R N@w A
ST & |
139. Php & FIT IdIST |
30%- 1. SUITA® AT Hec FoIlaT
2. 3ET Foldc HAT

3. FhIST AT AR WIEd FIA
4, TF IEEH A 31T F add, Belle, 3R ANEE FEm

140. Wampiﬁ'gw_«ﬂﬂ'mﬂ'l

39 - windows apache mysql php
f¥st 39 A T F v php

141. FATSC FaI HISAT FAT § HHASU |
3eR- @F 3f¥ceges T F8 1 1 HR A« 918 IRomA 9= F e @
fraT STeT © |

142. \US 39 FUANT A TF Folsc A15S Twte AT UF @aT WS TwEee A e @7
v fRaT ST € |

143. Fdrsc dss fBwce #ﬁmﬁmamm?mmﬁexecutem
STl @ |

144. http #Y o Bl IABT |
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I - FUR TFEC AT ddor

145. Fehlsl HIF FEIR H FER AT ¢ |

146. FehIST N THSATST |

37 - TS a9 A FER el 3] FhR F vrEud 3 AR A QT § | FhA
&1 FAFRAA: ITAT 37 a4 F I A F v A sar & (/e 39 gge
CecL I

147. CLR #Y FoehlH TdBT |

307 - HIAT d9deT ETEBH

148. CIL FY Feohl TdABT |

3T - HIAA SeATSIC d7de |

149. ASP.NET &I THSSU |
W-ﬂ%’@documentW?Gﬂgﬁmmﬁaﬂ%ﬂ*maﬁmﬂﬂ
AR H AR FERAAT AT § | $HH dq4oT Jfearae NS A9 7 |

150. ISP FT Feehld TABY |

30 - geetde Afaw WSt

151. Web hosting service & 3Tel3T 3TeTeT @7 3 HIAST WYY HT) qT WSS qoT
Hhd ¢ |

152.  SSL #T_PeIBlH TAST |

3d¥ - Secure Sockets Layer

153. jis Y PP AT |

I - Greldc SIBIHLIA Afaw

154, 49 AW WUR #T a0 § S ges a3z a9 F 9 do FAFeiad AdaAl &
e T Smar ¥ |

MOST QUESTION

1. Pivot table 3 pivot chart #T 3552F FAHABT |

DOWNLOAD MORE NOTES ON MY WEBSITE :
https://www.ggssskpatan.educationstack.com 9636737292,8209619870


https://www.ggssskpatan.educationstack.com/

8.

9.

GOVT. ADARSH GIRLS. SR. SEC. SCHOOL K.PATAN , BUNDI

. Filter 31X Slicers FT 39ANT THSATST |

. Hyperlink &31 g1 § ? §AEAET |

Smart Art graphics &1 39T THSST |

. powerpoint # Animation 3i¥ multimedia element &T 39AT THATST |

Mail Merge 3R Macro &T 3931 THASST |

. Envelops 3T Labels T 39311 HATST |

ASHIATFE 98 H & dof 31 FAwC F! GHAST |
Expression Web 4 &1 3931r HSET |

10. Templet fF® Fgd &, GAHABT qUT TFIAT FT 3TANT HA A ¢ |
11. 9T & & 3IMST fATT TAT AT fAFE Fl 3TN & Y FHSATST |

12. CSS &7 368 HHAHART |

13.¥A1¢ AE & 3uctet fawT g T 34T WA |
14. 35 9rafdeT 7 Bfoed A s @73 |

15.97a4Tse Yoiees] H HiveHd Ta1ss oA aa I UihaT FAHAST |
16.html Tfgex  ATFcaR & A T4T html TR F o7 T4BT |
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Pawan Kumat-Nagar
Vocationl Teajnér IT/ITE’s
At
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Mobile:9636737292 , 8209619870

Email : pawannagar05@gmail.com
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