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1. TFgAT 0= F AT FFar ST FEUYH A |
3dY - new
2. .ott BIST UFHEAT [HUHT § |
30Y - word text document
3. Envelope option W STUST3T HIe] # IUcTeH ¥ |
30T - insert
4. Lebels T & AT FITAT T FAGYH A |
3d7 - file
5. Envelope HTSST & Envelope ST SIFH & ........in. ST FT 3YAET & AT
forar ST "har ¢ |
I - BIHC e
6. HoTHST &I T ITANT ¢ |
3 - AHS ARSI F2T TeFAA F R vh R AT ¥ | owd ot v @
document AT latter HT HS AR HI.TH & FAT A A THhd ¢ |
7. AAHS fAS option ¢ SMS3A HIe] W 3Tl ¢ |
397 - mailing tab

File> new—> mailing tab-> mailmerge

8. A P ............ STYSI3 A« # 39 7 |
5 - 2o A |
9. AP F execute HIA IT 9§ F & AU 79 RAFeT F1 yAr fFaAr sar ¢ |
3L~ stop recording/ stop macro
10. AHT FHT F4T 39T ¢ |
JAT= AR TH YHR FT recording &l ¢ | & T 8
P A 8,39 RPE F hd ¢ ITIHAT U5 W g7 AR H A M FT Tha ¢ |
1. 7% B RFiE F@ F AT A5 g9 A #F g0 RaE AF AFeq & 997 74 |
12. Paste special SIIANRT ST H T FIA & AT MNE Fe AT Id13T |
30Y - ctrl + shift + v
13. FTH A H paste special dialog ITFH ITAH 7 |
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FaT - ufSe A H |

14. Send sub menu @'WQQ@%‘QH option THh Yo« & fIT T document
T3cATS send FI & fow 3UANer Far =T TfRC |

15. STFgAT H reviewing FT T HF F4T ¢ |
m-ﬂqwﬂmm?aﬁ documentaﬂ'W@aﬁTm?ﬂggﬁ'{ﬁ?ﬁ
A A FE F YA & fav gurdt a@F @ F FI@T § | Reviewing F GaART
documentﬁ'ﬁﬁgﬂ'miﬁaﬂ?mm?l

16. TF document ¥ THY changes HT accept A & foIT , 3MYHT accept 3T reject
changes STINAT S1FF A T accept all RAdFe FIAT TR |

17. Accept IT RSFE AFeT IMUSFA menu & A« & fFE & ... raItd 3UsY ¢ |
I - edit A &, changes;‘N?;‘B?l'Wﬁ?[\ﬁ'l

18. ¢F dotor I HHACH 4T ¢ |
Ioa- ¢ 1 98 WRRAeT ¢ aRade v oiRfear waiE @ar @ Swer swaae
IHAR W a9 fFar S1ar § 99 {19 U qA SFAES 9o ¢ 3R agaT F §
3R 3§ AF SFAEA(DOCUMETNS) # F¥ I aRadal &1 & @ 9% § |
FHCH : FACH TH “RUvel” a1 “Ae” § & vF d@FH/AHRE TE SiEgic H g
qHT § |

19. STFHT TR, HAoT FY Edit JTIS3T A changes & WaA & Hediad 3TeTed 3

20. B o+ & GHASC |
3T - GIRURIAI Stagde , AT AT R F 0F Reed gar § | o
39 foF A fAdee FF sERFed! Bl FT §5d ¢ |

21. 818 % &1 ReFw gasv |
3cd - hyperlink(“url®,”display name”)

Exam. hyperlink(https://www.google.com”,google website”)
22. g3 T qama & fAT wewyw Ferar & A |
30 @ insert tab
23. Paste special #T eNEHe T TABU |
30Y - ctrl + shift + v
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24. Paste special STYSI3 <] fohd A F T 7 |
34 - edit menu
25. UTFAIE A FATE ATV |
3T - UIgae 9o RO s & #gg Fa1 ¢ FAF Ugale ad & ganT AWE &
T FAET A 3T H e AR RgesT T aFd © |
UIgale ¢ql & GaNT 39S ST F FA & A AT & ARIAT fhar S § |
26. 9T3AIC ST FIAR MISI3A A # 3T ¢ |
3d¥ - insert menu

27.91ZAIC A { AE AW F AT FTd A FT 3TANRT F |

3dY - insert menu

28. UTdIC AI¢ FIAT § HSSU |
36T - YIgale 91E, YigEe dd 1 U Afhhd wEJfaetor ¢ fausr aie F qan
&F FFA ¢ | Al TH gE ¥ [T EU & FE TR A F I sweh § | &w
grgale a€ # e #ft T A 7 |

29. Tgale 9IE, UEAIE SIUSEA A & 5y AT A & a1 ¢ |
3d¥ - insert menu

Insert menu—-> pivot table-> pivot chart
30. Pivot chart 3T & T fAS3re YU Weld T ¢ |

31. ATSHIAME TFAA Jid @II0T F Y& Y 7§ FTABAT FT Th TR ¢ |

32.Sort & filter I9 & A& option tab # insert TATSAT option 3YesY ¢ |

33. Edit ﬂF[\QT changes ST9SI3«T H« ﬁ?[\ﬁ' accept & reject ST ATFT IYoTetl BT ¢ |

34. Edit A & changes 3ITIST3{ W A # AWM changes option 3T ¢ |

35. Fhq, WMeFe FA F fAT I 3MIFT tools dropdown He] & WeFe sSiagHe
mﬁﬂmoptionﬂmﬂmﬂWI

36. Comment insert T & foIT ctrl + alt + ¢ MWEHE AT ¢ |

37. ¥9sefic AT FIF F AT IMIFHY Edit menu F changes submenu H T merge
document fA®FeT FT TIT FIT TIRT |

38. f3fSeer A= #r FHsET |
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3T - Tsdlie @1 gAORaT F1 gARTT A & v Boes e F 1 373 &=
HFd & | TF document UX digitally signingﬁmﬁ?gﬁﬁﬂﬁm?iﬁﬂ?
et ST SAfFd AT ST AT E

39. BfSee 7AW yarer FA arelt fo:[es website TABT |

3497 - www.comodo.com

www.startssl.com

www.cacert.org

40. TF Fsefic W B sEaRr F& & AT, g wEa A ¥ BEca A=
faweq gaam ofew |
41. o A= Fer:-
1. Yellow triangle :- Ig Sfrd #Tar & F digital signature AT ¢ |
2. Stylised red seal :- Ig§ Sfrd HAT & 6T ?h-"-l;«ﬂ?.‘ 3% § 3R IE signed AT F
91g g 8l ¢ |
3. Yellow tringle with black exclamation dg& 3ﬁ?l’ FIAT & #T document RIATT
gﬁgﬁ?ﬁwmﬁﬁ?documentﬁmiﬁ'ﬂ?ﬁhﬁﬁkm
8l HIAT TR |
42.IRM &T G a1 ¢ |
30T - SIPHAT Use HAaeHe
43, Restrict_permission @RI, AfFd dFN F faw e, s a1 vras FY I @
document FI FIM&TT FT Thd & |
44 GO P e B Sl 8 & F AT TR pdf ST FFw F Re T F
dg&d not printed IeTell TIfeT |
45,580 ¥ faT Ric #r sqafa &ar g & g Il Y copy TR F@ T ARS
GIRCIRE pdf ST iR H changes W& & dgd enable copying of content
HeTdd FIT ART |
46. T waad Rrw A+ & dga Flordt T A & a1 ¥ |
3dY - file> Prepare
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47. Document ST FIA HT AFET tools A F YA STFIHC FMSTEA A # 3T
gl ¥ |
48. 9% 3T 0F & AT A FE TER W edit FIGAT A6 ¢ A HIH I b share_this
spreadsheets with here AT TR 3’|
49. THTC 3¢ fAFeT insert & & illustration qq H 39Ty ¢ |
50.Smartart?ﬁ?ﬁﬁ'maﬂ'm?mﬂg&aﬂmﬂmgl
51. YSieeT H TAARNS ghae i uiT gia Ty |
37 -
1. Entrance - Wl W 3Teaide YHTd & & SEIHATA AT
2. Emphasis - text Heae HT Blee Hal LIS, 3T'~_c~|1§' T

3. Exit - 3ifesige HI disappear & € fg@ET

4. Misc Effect - FACOHIRIT 3iTeaide A THIG STl
5. motion path - 3ifesige # Tad F6Id HFT THT IHCATS FEAT

52. FFCH Fa@s A fAFET slide show FMISTEA Ae H 39 7 |

53. H¥cH TS A fdFeT custom animation SR SiFT H 3ITeTed ¢ |

54, YSICAT TeAleT HlaAT FIT ¢ |
3T - Yol & F SR g & AT HEw g # gréamse PR Smar § arfe sa
gt gv e eaer R s |

55. 3Tahr fREt aeT B gfae 9T doitee fBeca Fa & fav geites Bvca gmsEe
¥ gaY AfAeT & 9T FIAT AR |

56. Rehearse timing fd&ed manualy STYSI3 A # 3T 7 |

57. AFNIFE A3cad FI STAR/GART F&F ) Foist AT 5 ¢ |

58. HoUsT FI FId AT FATHT BT icalender.webpage, outlook cooma ¥ |

59, Icalender file ¥ .ics TFHEA ¢ |

60. AT3TAH AT sepreated values .csv BISel HT TFHEAUT ¢ |
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61. FFCATSS TFaF TFAW TR fddweq W Hifhw Rad vse Foasw & Areaw & wdw
fFaT 5 wHar ¥ |
Gz.mwwmoptionwmmmﬂmﬁl
3 - 3w Rfes > ude Faw
63.ﬁ|':Q_I,W§ﬁ$I'template YEeT A dTell website & foee AT |

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

2. www.activeCampaign.com/templates

3. www.eblastmagic.com/free.templates.html
64. Vcard T BIsd BiHe Fss § oasr v sascias Reqa =t & Qv sg9s &
¥R e |
65. RQ7aTx eFee [{ATey Gl ﬁ?-[\ & account setting dialog. ¥ 3TeTetl g |
66. Junk ,emil scams, TEARRY & TR ST aidd & AFIREN(security) AFAT H
9o § |
67. Junk mail (F A) Fgl W fed @ qFa T |
307 - T AT H |
68. SAT-HAT ,v3H T 3R configureation AFETHT &Y 2T B FeT SIaT &, I ITE
o wlest # TR A § 38 JBEa FET A ¢ |
69. NEISeT (AFAAT U=TGE) mozilla thunderbird ARTH 31T =T Frost & TR T |
70.@?!’ AATSIT FIFeaT activex control T outlook view control Fgl ST & |
71. 8 AHMI html TR F A IqA3C |
3¢ - 1.37H1T
2.31819 SR
3.FFGR
4 ATSHIIFE TFALrT I
5. a3
6. dAlcUs ++
72. Html 3 css & gﬁ"ﬁﬁ' qdrsy |
397 - html - §I8UT TFEC ATHIT oladsT
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Css - HIEHIST Fersd efie
73.SEO #Y FoABIA TABT |
3 - WY Sod MfCeAEATT |
74. ATSHIATFE TFAYLT a9 FAT § |
3T - 9% T A html Tf3ed ¥ 3R Jaf3onder Wivedy | AT TEENT AT
# html,xml, css php,mﬂmmgﬁaﬂ'ﬁﬁmaﬁ?ﬁhm
gateT fRar ST § |
75. ATSHIUTFE TFAVAT HT AT H¥ A ¢ |

3¢ - start> programs—> Microsoft expression web

76. AGHIAIFE TFAYAA d9 FIFed] g o ad html @ @& html F13 AR fFar smar
el
77. 399 fohue FT A AT FEUAH FAR A HTGAT FAT F1T |
3T - BB A
BEA> 7 U
78. Html BIS ST TFHEAT §dTST |
3T - .html US .htm
79. 81397 291 GEW ¥ T WIH BIE &I T syntax IdAIST |
3¢ - <h1> §aW €31 9T
<h6>
80. Html U< FT FI3 WA & AT FFH A TR FT AT FG |
399 - view e
81. ATBHIAIFE TFHWAST a9 & O & oot =g Fla1-2 ¥ 3|
3! - BT =g
P
Reeere =
82. Baréer =7 - aF Bwiee =g § 3R WA Faw i @S &ar ¢ |
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ﬁgw-mmaﬂ%mm%mmmmluﬁuaﬁmmg@mm
T AT TR ¥ |

fecae = - w 3UANT a9 fFaT ST 7 o9 s & Wy 39 s 3K F1s o
ST FT YT AT IR ¢ |

83. Site ] A new site option 3T ¥ |
84, Templates ¥ AT X ya@ A «9d g ¢ |
85. Templates ﬁ?[\new site §'I'q3'|37-|'3'7 ﬁmﬁ:‘r\ﬁmwmm
86. JTUTSC HI AP A @A & AT FAHT MeHe Hsr T 3GAT HAT JATGT ¢ |
30T - F12
87. Templates FT 39T FIA F v fFw A« F1 w=Ar&1d ¢ |
IO - HIET A
88. faee 3o7 eFqaie &1 TEaT fhae ¢ |
3R - 19
89. Ul,ol,li #Y FeIhisl FaTST |
397 - ul - unordered list'. 37eT3iTSYE
Li - list item foree 3mseH
Ol - order list 3isY foee
90. T TaH Y AP Y AMiFe T qase aur 97 Fa &7 F @ A # g §
3 - AeHE ol - F7
ol 9>, Fdlfeodr > wfedT A=
91. HrEs 3 ReAT F A Adde AT IS0 |
IO -RIEE - ctrl + f
Redd - ctrl + h
92. Winsertmﬁﬁ'\ﬁ'ml

30 - insert A W |

93. IfY T WIS FolX & T NFaR insert FT W & dl  gif H FAFe H |
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94.JPEG 3T JIF #Y Fel Hid 13T |
3T - jpeg - HAISC PIET TFHIC I
Gif - IFFE AT BiAC
QS.WWWW@insertmm?I
I - §THC A ¥ |
96. BT3UX Tl &1 AEHhe ST IdTST |

3dY - ctrl + k

97. A templates FIAT § THSIST |
A7 - 3FPT AT ¢ 1 R AT & 31 AN AT G A 39T a9 9T AT fod
® g & T susT 3uFher fvar sirar ¢ |
98. SAST FIEEUIC (hotspots) F+HE FXA & AT g Fey ark &1 yAT F |
3T - view ﬁF[\ I
View = toolbar> picture select. > select hyperlink

99. STYFUA e fFH AT IR A insert fFT I 7 |
3T - insert A

100. #HfAT TAAT control F  windows media player properties
A & control SBT3 A H insert fFAT SITAT & |
101.  Fler control &Y insert AS] & HZAT FMISZA A & Fel?r option F FUANT FI
gv insert fohaT STaT © |
102. “3H _FAT§ HAAST |
50T - hH BT SEAATT THh 3Tl 39 Oof & Hecd TH qT 3 qa9al & f3Eca
A F fRaT ST € |
WA & IULRT I 3R [AEr 1 #§ d0a & fnfoa &= & v Far amar
gl
103. 37S WA FIAT & , THSSY |
A7 - HTE BA T IS SEAAS AT A99YT FT Th IAAHT & H display FT ¢ |
104. Format A7 ¥ AT TAGR A TFAH fFAT S0 ¥ |
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105. Insert AT F html SMISEA W iframe F+AC fhaT FATET 7 |
106. SFABS A FoX AN AT A AMEE T & AT 57 A F AN JISBA A,
# T option W Feasd Haar |
3 - view->page->design
107. UST YIIEiST option & ATEIH F ATT UIAHACT FI insert FII ¢ |
108. BIH FAT ¥ |
3aT - B FT gAeT RAfSed F gaan wr w0 a1 Aoy & v gera aRomat #@
display ®%at & faw forar smar @ |
109. TF B A GHas $res & AT saqe tawe diFw Fogd & 39T R Sr @
|
110. UH 3RS fare fhve F@ & AT Hogler &1 39T Far J1ar @
37 -
111. Html Uf2ed & w vfasde 3udsy § |
112.  Css &Y FaABEA TABT |
34 - cascading stylesheet
113. Css ¥ website # stylesheet fspue &Y ST & |
114. Style sheet & f@ HITH 1 HT 39T FAT ST &
3dT - <style>........... </style>
115. AR ﬁ?[\  style sheet fhue &Y STelt § |
30 - file menu
116. @ITH As] F TEA behaveour option 3T ¢ |
3G - BIAC AT |
117. Popup message SIIANT S1FH 3TdT § , 5T <89 AT AT message display 81T ¢ |
118. Tools A ¥ TEA compatibility ROEH ueretr § |
119. Add-ins RFqa FFew FAE AR AT AT F SzF FeT WA A gHRAT R}
Jerar ¥ |
120. Snippets T FIAT 39T ¢ |
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W-snippetsW?@ﬁﬂ?ﬁ'%’,ﬁ#ﬂH#ﬁmﬁhﬁ EaRT e
3YAT AT S § | e aga 3TARh @1 ¥ FfF aga @1 awg R o s
mmmmmm@a@mmm@waﬂmmwm
e

121. GRRNT GEed F TFHEUT TdBT |
3y - .psd

122. mﬂqﬁﬁ'\ﬁpsdmiﬁaﬁﬁﬁl

123. SIIA®(dynamic) aF SFTeE HI FHSIST |

307 - 9 3T dynamic d9UST HI HIST S & ) JaFBel F T 9o F AR
& aRader 3 Srar ¥ | dgaR e Ak sefol @ FH wRe F v aEpt aane f
T AT edit fFA I aTer 9911 F Faw Fo AT 9 F IRadT FWaFad ¢ | ¥
v 39 Fufa & Fo swanh glar ¢ | 99 9 Remsdt & @ dqune W FE
I T

124. DWT I FeehIH TdBU |
307 -BIYIAS dd SFIAT
125. SEO #I Fel Bl AT |
I - WA oA ATCCHAZAAA
126. FBDB oI ¥ T& fafFe wlost & seEy TR fFar JEr ¢ |
127. iis fREST BT ®T T |
30 - Seetoic SAPHAT FiadoT
128, Whe O Hat vauee Wisee § ford AHEITe vFEaee a9 qarr Reaw R
T T |
129. " View #<] ¥ site dropdown A # site WA 3T 7 |
130. FTPEFI"TI‘\TI'HWHH'IE"'{|
30T - B BT GIeihre
131. SITE A & SFUIC dropdown As] # AT Y& ¥ FFNC 3TN 7 |
132. Kompozer & open source wysiwyg html Tf3eX § |
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133. ¥ W1Es T dvds qanT g ¥ W TAffT F15 & #Aqg fAed ¢ |
134. FoEC_ FYX 9 WA & AT AT §o7 e[ FaT § |
135. “Back-end” fh®& ®gd € |
136. 37 - WA® website FT STET WG FIA F AT UF 37T 90 Y RIS gt
g 99 “Back-end” Fed ¢ |
137.  Php F FaABIH AT |
3T - FEW TFEe MHEwT
138. Php &FIT § HHSAST |
I - I TH Geol FAld(view page source) aTell WSS RFHCET dlodst & | php FE
I 9l Y AT FEIR F AT AT I F Gg TH a9 AR gaRT DA fRaAr
ST & |
139. Php & FIF IdI3T |
30%- 1. SUITA® AT Hee FoITaT
2. 3ET Fode FAT

3. T At A WIET FIEA
4. TH SEEY A T I add, Belle, 3R AHEE F=m

140. Wamp HI FeehiH qdET |
3dY - windows apache mysql php
faE) s A W g v php
141. FATSC G HIST FAT § HHST |
3eR- @F f3f¥cedes nfteaR o8l 1 &1 AR A9 9% IR 9 & e @
fraT STeT § |
142, \UF AT IHIANT A T FaEc W3S Tate AT U gal wiss Twee § Rwce &
waYer AT ST § |
143. drsc UEs Tace @ 9 g 18 v A9 § Sieg a139X & execute fHaT
STl § |
144.  http T Fe Bl FABT |
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I - FWR TFEC AT ddsr

145. Fhlsl HMIF BN H R A[HRT ¢ |

146. FehlsT P THSATIT |

300 - FhIS FIN A TR Pl B FhS # vewurid 3T ik TmH A ¢ | TR
&1 ATASIAT: ITANT 37 JTIAT A Ig A & faw fFar srar § [Bieg 39 uga
cEr ¥ |

147. CLR # FoehiH TABT |

30T - HIAT AIdST TEBH

148. CIL FY FeohRd TABT |

3T - HIAA FATSIC dTdeT |

149. ASP.NET &I HHSASU |
W-ﬂ%’t’?documentm?ﬁﬂ'ﬂﬁmmiﬁaﬂﬁﬂa?maﬁmﬁ
AR H AR FEAT AT § | $HH a0 fearae 3RS g ¢ |

150. ISP FT Pechld TABT |

307 - geetde Afaw WaEst

151. Web hosting service & 3TeldT 3TeldT a1 31X WISA WYY YAl A9 WSS T
Hhd ¢ |

152,  SSL Y PerdiH IS |

3d¥ - Secure Sockets Layer

153. jis Y PR AT |

F - Frelelc STbrAeS i

154, 39 T FER FT allFT § Y dos a5 99 F T do FAF@E AN F
frr T Smar T |

MOST QUESTION

1. Pivot table 3iR pivot chart FT 382 WHITZT |

DOWNLOAD MORE NOTES ON MY WEBSITE :

https://www.ggssskpatan.educationstack.com



8.

9.

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

. Filter 3 Slicers FT 39AYT THTST |

. Hyperlink a1 g1a1  ? GH=8T |

Smart Art graphics T 392191 GHSATST |

. powerpoint # Animation 3i¥ multimedia element FT 39TT FHAATST |

Mail Merge 3i¥ Macro T 3931 THSST |

. Envelops 3X Labels &1 3931 §ASST |

ASHIATFE a8 H ¢F oo 3R FAwc F FHAST |
Expression Web 4 &T 39317 GHATST |

10. Templet fF® Fgd &, GHAHABT dUT TFYAT FHT STANT HA I ¢ |
11. 9T & & ST fATT TAT HAIMMST fAFE Fl 3ETEIVT & AT FHASST |

12. CSS &7 3¢¢F HHHART |

13.¥AT¢ H1E # 3ucted fawT FEl T 36T WA |
14. 5 AT & Bfoeca [AAaw A FAAEC |

15.9TaR41Ee Woieeld H ¥cHd TS A a0 1 UihaT THSAST |

16.htm| Tf3eT HT¥eaT & A d4T  html TR F &7 BT |
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Pawan Kumat-Nagar
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Mobile: 9636737292 , 8209619870

Email : pawannagar05@gmail.com
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