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VOCATIONAL EDUCATION Femove atemarctow
“LAUGH AT YOUR MISTAKES, BUT

. . LEARN FROM THEM.
FunCtlonaI EnghSh JOKE OVER YOUR TROUBLES, BUT
GATHER STRENTH FROM THEM.
HAVE FUN WITH YOUR
DIFFICULTIES, BUT OVERCOME
THEM.”

1. A false friend is worse than
enemy.(a,an,the)

teacher who is going to teach English?(a,an,the)

3. I would like to have onion Masala Dosa and Vanilla Ice
cream.(a,an,the)

Ans. An

From the following options, select and tick the one that is in the Simple
Future Tense.

4. |did not smoke.
a) l'will not smoke.
b) 1 will not smoking.
c) 1 will not smoked.

Ans. A

5. lopened a small flower shop in the market?
a) | will open a small flower shop in the market.
b) 1 will opened a small flower shop in the market.
c) | will opening a small flower shop in the market.

Ans. A

6. | spoke in English with my friends.
a) | will speak in English with my friend.
b) I will speaking in English with my friend.
c) | will spoke in English with my friend.
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Ans. A “SUCCESS DOES NOT
DEPEND ON MAKING
IMPORTANT DECISIONS
QUICKLY, BUT IT
7. Change makes progress possible. DEPENDS ON TAKING
a) Progress is made possible by change. QUICK ACTION ON

b) Change makes possible progress. IMPORTANT
DECISIONS...”

Select and tick the option that is in the passive

voice.

Ans. A

8. The Head Master praised me.
a) | will praised by the head master.
b) | was praised by the head master

Ans. B

9. Ravi had to revise the document.
a) Ravi had to revised in the document.
b) The document had to be revised by Ravi.

Ans. B

Fill in the blanks with the correct pronouns.

10. Except Ruchi and , everyone else arrived late at the movies.
a) | b) me

Ans. B

11.  We must reach the airport on time, or else will miss the
flight.
a) We b) as

Ans. A

12.We really enjoyed on the trip to Manali last month.
a) Us b) ourselves

Ans. B
Form the options, select and tick the sentence that is in Simple Past Tense.
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13.
a) It was a beautiful Summer day
b) It were a beautiful Summer day.
c) ltis a beautiful Summer day.

Healthy Society
Ans. A ez
14. Fl - Help
: F2 - Edit
a) Aunt Rekha take pictures of the castle. o R
b) Aunt Rekha took pictures of the castle. F4 - Repeat last action
F4 - While
c) Aunt Rekha taking pictures of the castle. F5 - Goto
F6 - Next Pane
Ans. B

15.

a) My Grandmother love to narrate the story of Ram and Ravan.
b) My Grandmother loving to narrate the story of Ram and Ravan.
c) My Grandmother loved to narrate the story of Ram and Ravan.

Ans. C

Fill in the blanks with the appropriate word from the given options.

16. I, moved to a new city.
a) Recently b) daily

Ans. A

17.My houseis a .................. two bedrooms flat in Mayur Lok.
a) Spaceful b) spacious

Ans. A

18.1 live here withmy ................... friend, Manish.
a) Best b) better

Ans. A

19.Thereisa............... monument near our house.
a) History b) historical

Ans. B
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Fill in the blanks with the correct Prepositions given in the bracket.

20. The market is just.........cc....... the corner.
a) to b) around

Ans. B

21. The jeweller’s stor is right next.............. the bus stop.
a) For b) to

Ans. B

22. I'mvery excited about meeting my friend today.................. Dilli Haat in
the evening at 4.
a) On b) at

Ans. B

23. The book store is just ................... the street.

a) Across b) under
Ans. A

24. | will take Bus no 540............... the central Terminal and get
Off.rreeeeeneee. the INA bus stand.
a) From, in b) from, at

Ans. B

Choose and tick the correct option, which is the Present Continuous Tense.

25.
a) We are gone to attend a friend’s wedding at Jaipur on Monday
evening.
b) We are going to attend a friend’s wedding at Jaipur on Monday
evening.
c) We went to attend a friend’s wedding at Jaipur on Monday evening.

Ans. B Eﬁ
26.
F17 - Spell check
a) She has prepared lunch for everyone. F8 - Extend mode
F9 - Recalculate all workbooks
F10 - Activate Menubar
F11 - New Chart
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b) She is preparing lunch for everyone.
c) She was prepare lunch for everyone.

Ans. B

27.
a) We have learnt the Present Continuous Tense.
b) We are learning the Present Continuous Tense.
c) We are learn the Present Continuous Tense.

Ans. B

Choose Past Continuous Tense.

28.
a) She were working on her painting.
b) She was working on her painting.
c) She will working on her painting.

e

Ans. B :.n"‘m'm"

29. Ctrl+A - Select Al
a) We were plan to visit the zoo. Ctrl+B - Bold
b) We was planned to visit the zoo. Ctrl+C - Copy
c) We were planning to visit the zoo. Ctrl+D - Fill Down
Ctrl+F - Find
Ans. C Ctrl+G - Goto
Ctrl+H - Replace
30. Ctrl+I - Italic
a) The told me they planned a game. Ctrl+K - Insert Hyperlink

b) The told me they playing a game.
c) The told me they play a game.

Ans. B

Change Future Continuous Tense.

31.The landlord not returned the security.
Ans. The landlord will not returning the security.

32.The rent is 4000 Rupees.
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Ans. The rent will be 4000 Rupees.
33.The landlord charged me too much.
Ans. The landlord will be charging me too much.

Choose the correct Quantifier:-

34. llost................ books when | stayed at the hostel.(several, much)
Ans. Several
35. Hema asked.................. students if they had seen her new leather

wallet. ( some, a little)
Ans. Some
36. |bought................. children’s book for my son. ( a lot of, a little)
Ans. A lot of

Choose the correct options, given in the bracket:-

37. Youdidmea................. favour. (great, large)

Ans. Great

38. lamso............. that you won! (happy, cheerful)

Ans. Happy

39. Youare looking ............... tonight. (wonderful, brilliant)
Ans. Brilliant

40. You are doing your job.............. well. (very, vary)

Ans. Very

41. Raviis always ............. with his work. (up to date, morden)
Ans. Up to date

Change the verbs in brackets to Present Perfect Tense.

42, . a car. (drive)
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Ans. Have driven

43. Kavya ............. (leave) the office. May i take a message?

Ans. Have leaved g
i .

. . Ctrl+0O - Open

44. You .......uuu.... (win) the competition Ctrl+P - Print
Ctr1+R - Fill Right
Ctrl+S - Save

Ans. Have won Ctr1+U - Underline

Ctrl+V - Paste

Ctrl+W - Close
Choose Appropriate Prepositions. Ctrl+X - Cut
Ctrl+Y - Repeat
Ctxl+Z - Undo

45. Turnthisfan .............. .(of, off) CaltN - New Workboolei®
Ans. Off

46. Finish the homework.............. 15 minutes. (in, at)

Ans. In

47. The manager has given a new set of instructions ................ the staff on

office attendance. (from, to, on)
Ans. To

Change the verbs in brackets to Past Perfect Tense.

48. | .vvorennn. ( understand) the theory.
Ans. Had understood
49. The dog............. (go) away somewhere.

Ans. Had gone
50. Shilpa .............. (file) an FIR as soon as she found out about theft.
Ans. Had filed

Fill in the blanks with the correct words from the given table. ( can, should,

may, might )

51. i, | use your Pen?

Ans. Can/could
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52, |, be able to help you out. I ............ rain tomorrow.
Ans. May, might

53. You.....ceeeo.. do the work yourself.

Ans. Should

Fill in the blanks with suitable connectors/conjuctions.

54. |wanttosee her.............. she wasn’t at home. (and, but)

Ans. But

55. She was not at home.............. we came back. (so, however)
Ans. So

56. It started raining .............. we went out. (as soon as, because)
Ans. As soon as

Turn the Direct speech to Reported speech.

57. Shesaid, “what are you doing?”

Ans. She asked me what | was doing.

58. They said, “we have won the match.”

Ans. They said they had won the match.

59. Boy: “I have never written a covering letter.”

Ans. The boy said that he had never written a covering letter.

Change the verb in bracket to Present Perfect Tense.

60. |.vrrnnnnnnn. (read) the contract and e
............. (agree) to sign.
Ans. Have read, have agreed.
(3 I I (have) my dinner. Ctrl+F12 - File Open

Alt+F1 - Insert Chart

Alt+F2 - Save As

Alt+F4 - Exit

Alt+F11 - Visual Basic Editor
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Ans. Have had.
62. She........... (try) to call you.

Ans. Has tried.

Web application/ 399 tfteipe=

63. b=l a1 UBR @1 BT TaTgd Sl HRYSR YA Pl JHIId BT 2 |
Sov
1. eI QY SR e # w
2 gftc &1 ERIE!
3. G H URTAT B 1S d8vIue 3t
64- Rea #9 va TR fakvar 8 i drgex ool @l o

.. ¥ Ace PNar 2

IR— IRIRG faHATTaT |

B5. oot U fI9redr ® S g% 9arar g fo fda a1 aR—ar fxfl ‘@r e |
&Y A1 ST FhdT 7, Hiad gY BTeil arel AN & oy SR &9 o= 9918
S

IIR— flheex dIoT

66. NI BN U AT & S 89 o & v 99911 TRI1 & DT o HHI T |

IR—  gie H B AT FSAHAD BT |

67. o gfte @1 B gl AT @ FERIET o @ aaRIfafere faevar 2 |

ITR— 8IS HIRT |

B8. e U favyar & 599 d &1 foid &R &1 <% 3R B3R &1 disls al
ool H Heg fAerd) € |

ITR— PR B fdded |

X T U fIQ9ar & S 7199 & RIH WX Ulgfed f$asy & dR R dldre &l
TN fhar Irem 2 |

IR— A DI |
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70. RIS BT Th fATdT & S AN BT o ST B SUINT H BfSAE BN
R I FERIAT <ol T

STIN— PIErS AT ASH |

71. I8 Aoy drserave fdere Tl # IIRS fAddeT iTdr YATadiell & Acg &R+ &
U B @R I8 I91d & TIERTT BT BH BRCAT Bovvrrr |

IIR— &I DI |
72. TATSS AT! QI oo @ 1T YAIGAT DI HEE PRA D forq fSomg= o

IR— G H B B arell & oy |

73. HFYCR Tead [ HeEd B |

IR— [P HFYSR Acdd HAYeR IR 3T FaR el (badl AT SUUE) ERT STy
Y TSR GTHI BT U AIT & ol ARl AR FaT & AQH &M B Faem qar
g

74, Acqd o7 T HRIERT BT UHh A Toff fdT SI1am 8 39 Jcdd hed
=

JTR— URR € 4R (P2P)

75. FAEE AR HFIYeX b FEd T

JR— U 7Icds O9H o 999 JHR & FHfid SRl 8ld 8, 9 3 HRGex
(eg® ¥ ) BT HaT USH BRd & AR o Follge FdX HAYCR HE o |

76. icdd b &I UBR Id18 |

IR— WA PG YR 8d o— 1. o+ (LAN) 2 a9 (WAN)
77. dos dIge o9 fory 9&q & ... £ A B T

BAN— www , w3

78. <1 AR fdy det 27

ITR— ﬁwﬁﬁzﬁwﬁzﬁnﬁqﬁmﬁﬁﬁwwﬁﬁ%aﬁwﬁrﬁ%‘l
T 3T AR & UI Caie higd, BISYie SiRHe, UoiceM, JMfeAT wisd,

Pj%?il qis@&éfﬁfﬂaié %| r:.-»ys.d.q ~
79, YT B o IS | |
[TR— Shift+Ctrl+F6 - Previous
workbook window
Ctrl+F1 - Move window
Ctrl+F8 - Resize window
Ctrl+F9 - Minimize workbook
PREPARED BY: - Ctrl+F10 - Maximize or restore

Ctrl+F11 - Inset 4.0 Macro sheet
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> s IRT

> TERR AR

> STTIC YR R

> Fcad IAERT Tlbd BT SUINT 1 |

80. ARIS gexAC Ffdefdel & T bR

IR— T 3, § UF Tdl, el $ex-ic db Ugd |
81. AT T Hrfdefad] & i YbR
IR— 3 O , IRRAT |, AIB—TS |

82, oo, ge¥Ae IR WIR &1 TP B9 & Sl Ao d1el & U dTel ddb SR IMERd
e B AIAr gdd Wordr ¢ |

IR— e AR (@S )

83. JffSTT 3R fafeal HIBRFT & forg
J9 BERT BT AIIIRAT BT 2 |

SR— "B 1 ey iR v |
84. 3Xce HANIT @1 favyay Iarsy ?

THRT A BT GH AT 31 AR BT AT (TH TH TH)

TSN DIfSTT 3R BB

fafear HFHRAT 3R

VS

B SR (STRIHE, i aTel JfeTT Aot T8l P, ar
Jredle, iffedl, fafsar anfe) A BT AT TWE A A B
AT favedl |
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o ITH 9Tt 3l |

86. 99 IS s TARTT AiredaR a1y |
ITR—

o Hial

° ?TIE'%IE[%?LW

* THA TH U9 dq HASR

e 3TS TH 3N Mfe |

87. 3 W AT A IHY YAV S dTed 5 9 7 Rrear 9aq183y |
IR—

ST BIeT 3R e g =gy
Ife AMYBT 919 B9 R fexgrg &l <ar & dr U1 A9 i) URed < |
YR & ATelel § 3MYD! U1 BT A2 & 3MIDI FAT d1d BT & |

® I &I 37U Ps YTl BT SR o & oY HB AT UG PN |

88. <7 fbd Pad 87

ITR— T IR dd-dl @R dh-id! UaIdad)) §RT U6 AfRRTd 99 Ul 991 &
U SWETT & S dTelt Tl Bl el dTell ATSe © | IRT Uk 3ifTellgd fdaTd
SRNI & A © 3R SUINT § 3 B |

89. JMAR W ANT BT YU Tdh 99 giaoik & SIRY fhaT Siar 2 iR g9a oy Ua

FIR— AfHT gexe BT B |

90. f=8l 5 HUd @NT HAT Y™ B+ dlell 99 HIgel & M

Ctrl+Shift+” - Exponential
format

Ctrl+Shift+& - Place outline

border around selected cells

WWW.blOgger.Corn Ctrl+Shift+ - Remove

www.blog.com outline border

Ctrl++ - Insert

Ctrl+- - Delete

www.wordpress.com

www.weebly.com

www.blogsome.com
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c L I U HUd 99 HaT © Sl 39 G dadrge I RT a1 & forg IuanT

IR—  Fs U9 (wordpress)

92. 1T BT T HT 27

ITR— INT IR THDl (IR TH-d! YA gRT Udh AfdaiTd 99 Uol a9 &
T SxdYTeT &Y ST aTell g=l &1 el diell ATSe & | T U 3iclg AfddiTd

SN & A © 3R STINT H 3 2 |

93. I 3NMUP UT AT Se-c HaRH & Al 31U TH AT VATHIE BT ST B
BU @NT 99 Fhdl © 3R S SeIC HIaR IUAT BT © Al NT Bl e

BN FGhd 2|
TTR— gl | [ =
94. fop=gl <1 SiTtheTrs <l Tfed & w4 qarga’? Shift+F1 - What’s This?
Shift+F2 - Edit cell commen!
BIN— Shift+F3 - Paste function into
formula
Shift+F4 - Find Next
® Ar Shift+F5 - Find
ﬁ@ ﬁ?él\_rl? Shift+F6 - Previous Pane
[ ] (_YI sa
Shift+F8 - Add to selection
o I[N S Shift+F9 - Calculate active
worksheet -
95. JTHATZT T TfSeH BT I darsd?
IAR— Ife MU U Afbd SexAc IR © ol MY Uh T TlIhIT &l
SUINT HRA Y AN g7 Fhd & AR SId SeAC hded IUA BT & Al AT Bl
gfeTel B b 2 |
96. 3T clTg giviae= fhd Pped 87
ITR— AT AT Felagi-ad PHIAH BT Y Wd & SIgl TEd Sevic TR Iy

99 T TNIE Fhd T | TP S U [Aamll gRT UIad Han A1 Y q@ & oy
TS A(Bd §eIC HIae BT AMMRY | UTEd 30+ Hfse, S wre | SiFars YdM
PR TP ¢ |

97. 3T MRT & FH AGUT 9 AT qARY |

% ST SATET Bl WEeIed & forv feudre

FeTse AR ¢4 fefdhe g w1 & oy SSIIRATCIAT
I do 3R whes & fow $9

w9 fefde & o & forg Y9

R/
X4

L)

R/
X4

L)

R/
X4

L)
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98. TS CIOTIRE BT I£3T Fd1sy?

IR— 3iFers TN Selagii~ad BAE &1 Udh ©U © Sigl AEd geiic W IR
99 T TNIE Fhd T | UED & U [Aeamil gRT UdAIad Han A1 9%y q@ T & foly
T A(Bd §TIC HIaRA BT AMMRY | AT 30 Bise, ST dre A AFars M
PR AP B |

99. STIC GREAT BT I T 57

JR—  3e¥Ic GRell HFYeR YREVl DI Ueh ¥ET 2 Ol WRIAR UR $SIC Bl GRefl
A T G T | AR UR 594 SISoR GRT WA 7, fhwg §99 -Icad gRer I
2| 3ADT ST $T¥IC W BN dTel B9l & Uiy Fdl &7 99T iR Ut

STYATAT |

100. fFdT STANT TR EF At SIREAT S R, § 5a Ffth, <<
T 3MfE & JHAM! § 99 qhd 2 |

7
0’0

TEIIRRE Ae iR
TEROTS IR AR

v

EIDRGIK
Hold yraS 3lfa

>

/7

*

X3

*¢

)
L X4

101. HOIGd UTHIS g9 @ oI Qe e qargd?

= UFds P TNS HH T HH 12—14 &R B BT AR |
= Urade W AdR IR Raae B STANT B |
= g9 3R BIC JeRT BT YIRT BN |

Agsride_ g8/ Microsoft Word

102. ST oo, BT SYIANT B U IT 3ffdd drad & FRaR TRe Bl B
fewdl & foy agd oA 2 |
FAR— URUTF |
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103. T A7 319d ari & forg break continuous text=q ... SUIRT
forar ST | 2 | )
T 3
ITR— IRYTE | T o

Shift+F10 - Display

104. RUTE T oo & e IUAY T | shostoal Ment
Shift+F11 - New worksheet
IR—  page layout tab R IRIUTH YU & dEq| Shift+F12 - Save
Ctrl+F3 - Define name
105. Riee 39 T AR, ..o 2 g [2-Cloge

Ctxl+FS - XL, Restore
, window size
JTR— 0.5 Ctrl+F6 - Next workbook

window o
106. R TUS R [h¥ ded 57
ITR— Ul @ 29 TR T 77 36 &) 9 UST & A T 17 US] -T%a]

THex HEel ¢ |

107. ST U & ded SYael S¢ UUS TleH W fdad o fafdy iR
I 3 PR Ah T |

SW- gAC

108. TAd US & IWR SffcHfehell ol SHES B & foll ST
BT ST | 2 |

SR— - BEY UUS X

109. ge¥ ST SAC Cd Ho qu & d8d SUAE B |

IR—  SHC YU H|

110. JA% Ul & A1 SifeHChell Fa-l SAC HI & [o1g SYANT BT S
HAHAT |

SW—  HeX|

111. hex e 39 d H qq & d8d U T |

JIR—  gAC YU |

112- MS-Word # style f& g 27

STAN— WCISd AT WIS AT I A5a ¥ BA U HH YAl & AT YThIFd SIagHT
Pl TG H 3T I D [oTg QAFITIRT A7 HIASS f[ddbed] BT SUIRT fhar SIrar 2 |

113- ATH YA & W1 U URIAR dRId I §91¢ ¢ document B¢
costomized options........... 2 |
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JN— Styles a1 Style.

114, 3ms Home tab & T8 ... U BT SN Hxd Styles o HR Al
g

IR—  Home tab # Style 3Ju ¥ |

115. L SiwpHe & forg Templates a1 document templates
HR PN |
IWR—  SfEgHc # T A @ g

116. MY e D IMMER W Uh J SIAGHC TATBR ..oove DI AT B
AP & FMD o g

SR—  THere, 9ng, 9l B 39 Sagie & f¥oms & forg ugel 9 & fahy o
qd T |

117. ol 3R A o i fhar ordr 27

IR— U 3R AR oP B STAN U SIFgHS H HaRI el B & forg fawan
ST 2, AfE 379 U SfagAC H U 4T IS IYH BT d1ed © Al AH Ul I I

REI

118. AR 6 W MTD SITJHT DT BIFCT H oo 31T &7

STR— AU AT 2 |

119, BT IUANT PR 39 A= ged R Hed 91 Fhd o, A=

oAl TRR STd Adhd 7, PIeH & olRISe Bl dadl Jdhd o, A= Usil & forg
UGSl IS gacl Ahd © 3R I8l dd bl U SIAgHC ¥ Uol olefise Il gael o

=l

IdR—  Page and Section Break ¥ |

120. UST 51 & SUART ¥ T A= DI AT bl &7

IR—  USil @I 997 Fad ® 3R Header and Footer @41 |ad 2 |

121. R 9 A SIFGHT BN ATHUT DT oo a1 R fear o daan
2 9 T STl HaRH S el 3 Sl |

IR—  Formating &7 |

122. HFL 3R U 5B TG D MY g WR fdetd BN |
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IR— Paregraph Section (IRIT® ¥&RM @ 89 ¢d WX /T[S ¢4 W
faretd )

123. freraR BIAfST &1 SuANT At fhar Sidr 27

TIR— BIHfSIT Bl fFelR B & folv Riclde fPU T TRe &1 ddey HRATST

BT SYATT fham ST 2 |
124. 3MUDT TRE G- & 918 aAM Bive T3Sl BT e IS8T Hive AT g
@ forg wie & oIy BT T Ho R IS B BT AR B |
A‘.

£ A WR T BN |

JR— Clear formatting el

126. I IR BT Ugel UG H UTEA &R oo Rietde ®HR- IR diucd
clex ¥ gRafdd 81 S |

IR— AW HY /uppercase.

127 Riclde o~ W g4 T 916 & I T&T & gl 3feR dfdea
e efe} & W & |

STR— ¢ da(Sentense case)

128. SR # STN & oy Iuael U | TIR 399 7 |

IR—  fFu ame(Clipart)

129, T&H A .o Pl SIFgHT A fofd oA gU 3RS B DI SfagHT H
Jfectdc DI BIST Bl oo =

FAR— SIS PR SIFGHT B BIgel H AMAS el fHar S 2 |

130. Ures foid fhU U 3ifsoide ddb TR HRA & (o0 I T BIST .,
PR G 99 Sfsolae Bl 94l B |

FR— BIscT db INaIT Te T |

131, ¥ M T TP SAGHT o MR T B |

IR— A IR g A |
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132, EEC | AN illustrations group @ &d IUE % |
IR—  Red & 3¢ <9 ||
133. forgl 9 deTgel @ w1 foral Wil B ety a1d Suctel oerdl 2 |

s www.aker.com
s www.freeclipartnow.com
*» www.openclipart.org
134. Word processing software # sifsiae @1 22

SIR— O TP dhAId! RUIE I7 FHER Uf3dT a1 SRl @ 991 forad ® T it
Y feea T @ folt | Withes &1 R BT 8IAT ©, g 89 310 e A
AT ®del UThds ST AT Fhd & dfod TS, ds WRbde AR MUF Afha 7 1 3=

faRrydrett &1 e S Aadar & 9 ARyl Br M dR WR ffside ded ® |

135. Th fURR & oI o, TRe A U8l BN & et BN 3R
illustration @ dgd fadctd X |

3Rk— ~ Inser tab =X |
136. TP Foice H Y fded Stem & fovdd fAwed Suarer 27
JR— QI fdPed SudeT B

> 3T T BT SYANT Y |
> TIScd IR BT RIST IR BT START B |

137 SC T B T8 U v ¥ g9 fddheu Suaer 7|

ITR— Media clip group.

138. 31T T TOICTT H e @ fog oiffear e wnfie @” Fad 2 |

JR—  BoDl AT qHUTS~S RN |

139, (< AR & ded Wi faery gu # ks & fQeed gar 7|

IdR—  Insert tab % Media Clip Group # Sound.

140. JOICeM AIFCTIR A BH TAGS Heoroororon SR TieRedd Sl &l
TeRRid &R Fad 7 |
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FIR— Table Srat®R |

141, golc e HIUCIIR  Sdel g7AC PR & [ddbed DA Ju H Iucle 27

IR—  Insert tab # table group @ d&d ¥t fadwed |

TP TAES BT RIS g &l fAdhey Alg 2 |

ITR— Home tab @ Slides group @ @&d Layout &R |
BT ITANT U Yol H AiRgDH! ST B Afd ®U I A H

Table &1 SUITT |
eI g9 b 3T WD o—

Insert Table &1 ST &Y |
eIged IR dee fddmed BT ST o |

eI DY URSfET SR BAfeT & forv Sueter rfiRad <9

Design Tab
Table style group.

Joice™ AifeRR # a1d fhd qu & d8d Suae 57

Insert tab # Illustration group @ &d chart Suee 2 |

yoic e AYeddR H 6 gu & d8d ac @ Style dR Hahd 2 |

Design Tab # Iucdter chart style &1 SUANT &R |
T Yoi<3+ AFeddR F Th Weelle | e

Import.

UTg W Jol<F & SR @ aToll &l o=l =T 8 |
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: T fagjerd AIRM & O Ud 1SS Yolee[ & QiR
3Tl TS W daond! & |

Uh F8S CIoTer |
& TEd SIRTRE J9a &1 ! SUae ¢ |

Animations Tab & T&d |

U9 |
JATH] TATSS Bl Ad Taeicl 9 H TP Bd © |
U9 $hae |

. A9 Trs e & v oy ufie 89 & d'd
ufrie fdeed g |

Animation group & d8d animate W |

SIg 3T U Joice A ¥d, RIS AT Acclue sfeoide RATSS AT A8 &

goi e HiveddR § I fd 70 & d8d Sude 2 |

Format Tab % Arrange group @ @&d group fd&ed R |

Group, Regroup, Ungroup.

: Pl b oI b QR UK B gRT ARG & SRe &
IR R sWHETT fhar ST 2|
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FR— R Ay |
160. e Sid AT BIC TRT Bl Fabd @ foTe UKRId dR dlcl §RT Had & dR
R SR fhar Sram 2 |
SR—  WaR Ared |
161. LTI D TEA o I # Alca IS fAdey SuateT 7 |
FR— Presentation views group @ dzd |
162. goic e HIFCaaR § U JolveeM &l Tafad GEIRA & foy ... faee
EId 2 |
SR— W A% o fdded B 2|
. . Healthy Society e |
163, TEh AT Uoi e 99 & gIId B |
=
ITN— Ctrl+Shift+F3 - Create
name by using names
. iR Sy N of row and column labels

Ctrl+Shift+F6 - Previous Window

" 3 ATy & 9N H 9Tl BT SUANT HY|  Ctrl+Shift+F12 - Print

PRGS Alt+Shift+F1 - New worksheet
- ? @ EE ! Alt+= - AutoSum
" RS B G A W Ctrl+" - Toggle Value
QT'ﬁ'ﬁI'Q'FT Q‘IW T /Formula display
- SR A AN Ctrl+Shift+A - Insert argument names
SUIART X | into formula
IR 3N Jeue< B f%m W’ T FT Alt+Down arrow - Display
. ButoComplete list ©
SYANT N |
164. TS M ST D TETeors T4 H wigs ol fwed A i |
IdR—  Set Up gu # Setup Slideshow.
165. Pl & AT TSI B SR fapen SuanT fdhar ST 2 |
JTR— Presentation by a speaker (full screen)
166. U HRYeR e B Forad ddeiie wY 9 Uee= & foy faery

ATFCdIR IR BEIIR o B1d B, Ry IR, a1forsy, JaRei 3R fRrn & foru
ST 3R AT BT STHBRT TG Bl STl B |

JTIN— HARD |
167. T 3T U< & hdol CRe dlal ] BT fi=e =1 argd & df 39
UoTC 9T GFCdaqR § o fdhed BT SUIANT BN Hhd 2 |

GBTIR— AT AT |
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168. TOTCIT B o, o IR &l fiic B & forg fie fdspen
STINT BT S 2 |

JR—  FICH, 2USIATIC, AT |

169 2ULATST BT fAwed usrsT Gl ........... @ T8d SUd B |

IR—  Print what § Handout.

170, e BT ITANT oice™d & bdd e 9T Bl T & @ forg

171. fopar ST 2 |

FR— M3 Cellg |

HAgsde Yaa/ Microsoft Excel

172. JATSITH BT YA A} fhar sidr 27
SIR— d&] Bl S @ ot 9d18 T3 9t § Dls 3 B fhy &7 Brgern

foRgax ORT & H Il 2 |

173. Autosum fad®ea ®gi SUTer 87

StR—  Home Tab & Editing Ju # Suaier 2|

174. BT B SAIaCIMe BeYiie & a3 A AuedRl # 9 U@ 7 |
IR—  SCA HoAdheleH |

175. TS H AT & MU B AT o BT FAT ST B |

STR—  dogel @l 1 Wil 8(@R ¥ 9 A1 9 9 qR)

176. BT BIRARCT & MY gl ded § &1 T8 a0 @ o P Ahd ¢ |
IR~ BIRATCTT(PTe, HelR, dfex 3k AfS)

177. PO BHET fhd ded 27

ITR—  SHH AU I U DI BSAGE BR Fhd & fOd] dog U heR & AT
R oM & o1 & a1 R T Tl doRk & A1 9@ &9 & |

178. B BHCT H 3T fhd Hldd B Ahd &7
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TR BiHe

Bie, Bie ¥eRd IR HeR ( oifdhd Bic AZa Ta))
FolR HIAT 3R et Ued

qre} Hel AR drex wisd (elfd dfex a1 w8))

00

179. FHRA BT f[Ahed HEl I 2 |
I®—  Home Tab # Styles 7u # Conditional formating Suaer 7 |

180. Highlight cell, greater than, less than, data bars, color scales,
icon sets f&a® Rule 27

IR—  conditional formatting & |

181. JrSYIT B UHh 9gd SMAM fIewdr I8 & b g9 /DI Bl ... fopar
ST 2 |

ITR— Hide/Unhide.

182 e Beefic 7 A 3R BT ... U 3T HE QTR fIRIydr 2 |
JR—  TBIS] BT

183. Hide/Unhide fd®eu @l Suaier 2?

IR—  Home Tab # cells group & 3= Suete&r format option.

184, f&dT Row/Column @7 Unhide &% faar S 2?

IdR—  Home Tab # format option & 3f<x Unhide Row/Column wR faeia
B |

185. Row/Column &1 Freeze &=+ &1 fadheu dal Iuaey 27?

IR—  View Tab # window group & 3iex Iucte&l Freeze Pane W fdera
|

186. G 31T TP A BT BIS BRA 8 Al ReR 941 35 © |

IWR— 3 ReR 997 & 2|

187. Pane S9 w9 R 990 & ST&T SMUDT ... BT 2 |

JIR— B
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188. Page break set &=+ &7 fadweu Sucrer g |
JR— View Tab = workbook views group # page break preview w |
189, e TEh UST 6@ $AC B3l & foll I I DI Rietde & Sigl 7T Uo

b TS HYAT AR © |
ITR— U dfdhel U 5 |

190. e TP Ul S I B B folU I B Pl Helde B Slg] 3T
ol S =I¢ Rl I1ed 2 |

ITR— TP IR Ul 9 |

191, TP U1 6 ST S W YT & TEd U T |

IR— Page Layout- Page setup group @& 3ia¥ Break down arrow w |

192. TFH 9P W B R G & 918 AWl F IR aT99 S & foIg et <
2 QIS = A IO H o W fFad BT B B |

BIR— Workbook views, Normal.

193. UST Ci3TSC & <ed 8H @RIl BX ¥ 87

IIR— UST T ARSI, JARUCE, UST g% Ud Hhev, Blsc A1 e, s oge, uw
BT grg, e TRAT BT fRBIgT T 3R Jhus~e & fAfdsee &) Iad 2|

194, ST HUICTIR H oo & BT STAN B g UST aRed de
@ forg faff=1 oo wletse fawey e 2 |

TWR— U lafrse |

195, e Hoee U & qEd AR e Sudter ¥ |
IR— View, Page setup group.

196 USl JIRYCTA H &l fbed ... 3R e SUAE B |

197. Wrsefic § Sudtel view & féhad TeR B0 8 adisd |
JR— UM UBR B o—

* Normal
* Page layout
* Page break preview
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* Costom view
% Full screen

198. H 3MIPT IHgd & g1 gV 2R Bl @ H Ags Aedl 7 |
ITR— H¥cH & (costom view)

199. Wedie vweliae default &7 .. view g |

STR—- Normal.

200. Spreadsheet # window @1 arrange &8 Ju & T8 &< &7

IR—  window group # arrange all click v |
201, T gpheiic H AU MY AT & A I 3ABT oo eIy 3t # A=
e 57

IR—  TH R A A Aerhl g( Fd &1 FM 9 ST <aw)

202. Define name f@&e ... ST H YT o & q8d SUA T |
JIN— Formulas Tab # defines name group @ 3ie¥ define name click
|

203. e |7 8° fby dad 87

IWR—  AIC Th Ulfthdhel TRIHRYT & R TeT B 2 3R ST 3T Favdll A
TIMAT ST € |

204. Spreadsheet # 319 s9&% 3R fQU 7T ... & IMMER W IS Bl &,
AT 3R B B Adhd 2 |

ITN— T B IR W |

205. ot M Tab &1 SUART &R U 3MY AC I YReT PR Fad &7

IIR—
* Design
* Layout
* Format
206. Udh Ie Sl Pl ... g RTH STST BT AR A H o W Rige
3R s I Ao A GTATS AE H o 9T ST
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IR— UTfhehel URATDRUT, IR, o5, WSS |

207. Spreadsheet # short &= fort Fed 27

IR—  short &A1 U@ VAT foRivar & /¥ omur ged a1 9 &H H SIeT &l
B S FIRAT IR 2 |

208. Spreadsheet # filter &= f&d ®ed 2°?

IR—  fheex U Ul fIRIVAT & ST {5 odl &1 SYANT &R Y (hdl W ST &l

TR PR H SR Bl © |

209. Short option f& <9 9 Yu & ded IuaeT 2°

IdR—  Data Tab # short & filter group @ @=d |

210% ......................... A 3MUD G T ST P e AT D HH A SEN H Heq Aerdl

|

IR—  short¥ , gcd a1 9ed HH H|

211. fheey & SUINT I 3T o P AR W ST TRISTe. BN Fhd 2 |

IR— BB €T B STAN H G S|

212. T B TEA 9 % Raa fiet fAwey Sucter € |

ITR—  window group & T&d |

213, 15 S S D Hod DI fofds B I 31U AN~ Sl & ST Bl qRIe
Tel Fad 2| ST @ Ao DI fofd dR | MUl fafr= Il o s fay
IERIRSLREZ U A PR H AgS Ao B |

FIR— ghe AR A= Tse |

214, spreadsheet software & @ ... BT AT B AhHA © 3R
X TCgd R U W H g Fhd & Tl s ol Uh WY 59 W BH B D |

IR—  9%gsd (workbook)

215, ReG ST & T&A oo qu A IUAS Jhgh [dbed ATST N |

IR—  Review Tab # change group & 3iex share workbook option w®

foretep |

216 AT BT TG TDGD H oo, o 3R e SHC B AT DI
AT &1 Bl 27
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JR— JT BT A DR, DS BHfeT AT fUdeR /I 3nfe &7 |

217. spreadsheet # #oi fory Fed 27
IR— o9 I T 3P Foll B AT Sar 8 S 79 ded o |

s—8a d9fsitT/ E-mail Messaging

218. Y ydue fhy Ped 8°?

IR— 9T YGET BT 31 T FART I8PR BRI B ATl & AR BRI BReAl
fSrre aRemm Wy qerar iR Scredar § gig Enft | 99 gded | TR &R U9 Sl
TR il BT SUIRT fHAT ST FHAT 2, 3T U FHI B AT b ol beisx
AMTEITR BT ITANT TR qhd ¢ |

219, BofSX ATTCIIR 3MMUDT DBofSX BT ... wU U&TH HRAT & |
STIN— golagIdG By |
220. dhelel AUCIIR HIF—dIH F J&T Hal o7
¢ Day
¢ Week
¢ Month
221, 3T o BT TIT BB Dhofex B oY fAdwedl BT A B Ahd ©
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S—  Tools |:> Options.
AT 9918 ST ® RTs afoms sy gerdr @ik Sredhar

SIR— AT U W |

Udh AIFCdIR § Sl Detsk & o Bl Uh Sodel~d doi- U

dholex ATedR R O & o, g, #eMT 2|
BT SYINT HY TUigeHS g7 Fahd ¢ |

gufgcHe Aegd fhds aRIdl | 41 Fadhd 8°
I b I—

Hg IR BT SN T |
¢ DoleR B ITART TR |

] IR BT ITANT IR |
BofSX BT STIRT TG |

228. holel H UASYA DI T8 MR W Deie’ AFSIIR BT A ( 3TelC)
fAerar &

IR— TG & IR W |
qaigcHe IIeRd & FI9Y MERY eRe & fog sHra far o

FR— New Recurring Appointmet.

230. T TdfgcHc & forv faf¥re delR Tax gy HHvive IifedaR o
AHd T |

TAR— gdigede aifigd(appointment category)

231, TUigeHE B B TIgHd PR Fdhd o7
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ITR— (Y UISeHT A & F9T AT QUlgeHe a9 & d1q 39 diligd $HR Fhd

foU T gy forte 9ivedaR |

CTgH HeigfHe AHCRR H {8 IR qargd?

234. holeX TS B I T dread 87

IR— MY AT afdd & SHA MMl W Dotex ASHR BT IR B 1T 39
defex W1 A=M(share) &R Fad &

235. holeX Bl fbg fdwey & T8d I=l Y Tahd o7

IdR—  Publish my calendar option & d=&q |

236. U Sita |refl, IRAR QIR T & 1T U THI Hald Siigd & fafa=
WSl Bl A= B B oIy U heoiey Bl < o |

IR—  Publish my calendar @' #icg <l |

237. hoie} AT BRA & oTT MY AfAIE U9 H STl
JHd 87

Publish my calendar o |

qRAfdd FEART 3R AHIfSTd dedfhT & foru sifaq

Dot |
fire 3ife fog W & T8 SUaTer 87

File —> Print — Printdialog box.

. yTgde UUlscHc & faavor fiire &=+ & forw iy
HIAT BIT B |

FIR— vurseic dd diad & Hide details &7 |

241. dod BT 31l FHSISY?
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JIR— TP dodb Bl A & Od 3T BB AN Bl Fed & oY gl & a1 BB
HEEAl DI ARAT B 5 98P Bicd, YD 3MQ) | 3T 6% & IR foRd 3IR
U] Fhd & TAT T T Pl dSdhl AT 3Mclgd d6b & Ty A IIRfET B

qHd B |

242. U QUiEeHT Ud......8 s oma T a1 oRfara St o1 sy avd
2?

ITR— 98 (meeting)

243, OB BT TR WO T M o, oo 3R i &=
SE

JTR— File — New ——» Meetingrequest.

244, dhole] HUCIIR H AR BI 3G ARl & A G8F B........... ®1 Gfaen
et 2 |

S-SR W ufafdar e @ gl fed 2
245, 3T ... H AT I3F FIRM & oy IR < FHhd 7

ITR— hoiey ATedIR ¥ |

246. d8h IIRY & o 3MUD IR D BB SRIT oo, ooy oo
AR i =

¥ON— accept, Tentative, Decline,propose new time.

247. TIYSHT 4% IR UTK gl & FoTdH 319 & Ty ereyet giaeme e w8l ©
T 3T 9 d8F BT M IS 18d & | 39 966 & oY SR < 999 s

3if@e &1 SYANT fHar ST =12y |
3k—  Tentative and propose New Time a1 Decline and Propose New
Time.

248, f| application software & dgd Task(®ri) a1 Fad % |

JTR— Email calendar application software.

249. 3T S Teli®e AfedaR H SUAS] TRG 1 WX ... PP TRD
ufee Mt B Fha 2?

IR— S9d foad D |

250. e B 31 & U B S Afad g1 efed faar o Adar g
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Aqolde Bl AT, SNh Pl RS fafer ik g fafsr, e @1 Rafe,
TG DT TS |

dresd(notes) fra AFedR @& d8d 991 Ahd 27
Calendar software & @&d |

AcH RIT 57

Notes short text message ¢ |

ST quick notes o & fofy &fdd ITART AR

Notes
AeH & GAl b G D [l AU Delex Telided d
Calendar application # Notes.

SR Ul H oo wifafaerat & sifcmfeaden Raefe fhar 5 Gadr 2 |

A S—Ad WO IR U HRAT|
#A 95F BT IRY R IR AT

257. cIfSTe @Y TIgd s &l 41T 8 S diee @& forg foia fhar o
FheT B |

STR— AT T |

2 Ol doley AlFcdIR gRT SifcHfehel

A A AT IR UT HRAT|
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#H 5P BT FRY 3R TR <1

sces/ Database

259. U ST ST BT TP oo g7

FA— Hfed GUg 2 |
260. ST I B GhoUT Bl b faapiad fhar Tar?

JR— ST 99 Bl AU DI 1990 & qd H ST, 71, 3R SIfes g
YUl & NERETT BT NN dgdl hiSAgal Bl BH B3 & forv fasfiya fhar mar |

261. D.B.M.S. & Q=1 9 9a1ga?

Ik—  Database management system.

262. STOE T 27

FIR— U Sl UdET UUITell HRgey URITH BT boldd BHRw, §9d EREM AR
TP ST Bl SUANT & A1 Udh AfedaR Udhal 2 |

263. SCIed g9 3R YT BT b folv U ... ATFeIR ol BT SYINT
fopar ST 87

FR— Database software.

264. f=f 5 DBMS Database & =9 forRgg?
FTR—

# Oracle

# [BM DB2

# Microsoft SQL Server
# Microsoft Access

#A My SQL

265. Sl Bl fhds YR & Gifed fhar war 27
FAR— gl YbhR A—

> Tl BIgd
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> ReleMa ( Fw=mais)

266. STl 99 IR Y e 87

IR— ST 99 AR U FAUT HFYeR & [T arRafdd STl o &1 S|l § 3R
Hae] SIHTTATH AT Gefd ATFSdIN TN STd 2 |

267. Backends f&d sed 27
JR— Sl 99 9 Bl Backends #sd 2 |
268. Forntends f&d1 ®gd 87

ITR—  scd ¥ command line 3 graphic user interface tools @ w9 &
ST TR a-T frontends &goirer 2 |

269. RDBMS faae fawfya famar?
SWR— IR I @I T U Bl s & uH (IBM) @1 9 99 R o9 & S.0%.

drs o faeiaa faar |

270. IRSIALTATH. BT )T T4 G I8 g Hied R -Mgia &7

IR— Relational data base management system Ig Relational

(Heemead ) database TR @menRad g |

271. HGTHD AlSA BT YA ... Mfde A @1 9o = F1 AR
AT BT & |

IR— ST R TR

272. STEE ¥ ol TR B 3R 59D Jde § SRS 8 alef ... fafea
&I B |

IR—  3ifeolacd |

273. e A YA T HAYSY DI Terdl § RblS & e 99 gelide a1
S ®I ABATH Bl 27

FR— uniqueness.

274. sc1 99 # Field f&d @ga 87

IN— JAS UeF fR1 &9 8d &, Ud geH @ IR 9 39 “Field” ®&d 7|
275. TP T ST Bl doll & ©Y § JaRed fhar Sar 2 |
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FTR— IR NTHTT H |
276. ST 99 ¥ 9ol fbd wed 87

IR— TP <9 S Ufelie (&) & o A & R @ o (e 3@
M ¥ UEAET ST & ) IR 3Ts! ISl (Rows) & Aisel SR BRd §U -7 ST
2| U <dd H Dlicd &l MREd G 8l © ] $99 &3 Il & Jahdl o |

277. ST 99 H BfaH IT Biesd A ded 87?

IR— TP DicH U Wl UPR & ST 9 BT Ud T © Sl P <ddl bl TUD
R H BIAT &, BIeH ¥ I9ae a9 Bl 8 9T 39 AR ISl §978 IRl |

278. ST 99 7 31 a1 Rare ar Tuples fd Fwea 87

IR— TP U B Rafs a1 Tuple i &d | [ T ST 3113cH &Il € | 6-d
vl # ST 99 el H U a2 b a1 Field & 9 2 |

279. Open office base # $e1 &7 faai bR # der 1T 27
IR— I7e UBR H—

% <ARD UHR

<> - JHhR

% SN UBR

o forfer w7

& I IRTEA TR |
280. T ST 99 § HRE STl IHR DA o TR B H B ST 57
JR—  Higigel 70, el [0, SRATS 70, ¥l § SIS a¥, A AT IRIY DU,
|iRkera! Jea 3 |

281, fr=l 09 =[ARS SeT UdR & M Jd18d?
JN— Boolean(yes/no), INTEGER(Integer stor), Decimal (decimal).

282. Primary key (PK) f&& @ac 272

INR— U AR dies BT UIgH) & Hed 2 |
283. BT IUANT SEHT YaT o | fbar <irar g fb v <e7 99 § &4

$F YR BT S8 IR HI| 2

IR—  Data type (<1 UaR )
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284, T faf¥re 9wy & Ol U@ 3qa A Udh T &) Ugar dRal 2 |

JR— Primary key.

285. e SeT yeR (data type) & d8d 89 STI 99 H BIel, JGiod BIgal
M BT 3G Fahdl &7

IR— 91310 a1 ersu (binary data type)

286. s ¥ 59 command & d8d SeI & structure &1 987 3R
manipulate &R |&d 2?

o sl SfheM ovdsi (DDL)
o el Higered ovdsl (DML)

287. TEh ATHUT STT HIGere™ AT . =
ITR— Structure Query Language (SQL)
288. ST HAIYIR oSl fhe UdhR
@ B 87
IR— G UBR & BId 8-
% UfBIrTd
% IR gfearT
289, T AT 7 R gran
Tgh STl 99 H gad 3R #Yele aRd 27
JN— data manipulation language
(DML)
290. TP ST 9 DI 9 BT IS SHhIsaT B |
IdR—  <9a (Table)
291. U ol Dl fSosT B & foIU MUdl <Rb & T8 STAET o) e
..... fHeT # o) . DT RACIIE HRAT BIAT B |
ItR—  Task & siax create table in Design view # Table Design.
292 W IUD! ST 9 H SATADRI FIRAT T F TR B3l H AGG
e 2 |
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IR—  ®MA (forms)

293. U BTH 9 & folU 3MURI ST 99 ARE & d8d SUART ... famey

Rycide AT BT |

ITR— form option.

294, ST 9§ @ (query) &A1 B FEd 57

JR— g g1 3R T ST Sl & 918 379 A $HH H H/Y DRI
@I a1=d &, 39 ST 99 A TN (IBdTS) &Rl $ed & |

295, SQL &1 RT AM 9ad183?

FR— Structure Query Language.

296. T cat H 94T dictH Riga (Retrive) &=+ &1 Rcad &1 87
JTR— SELECT * FORM TABLENAME;
297. TH ST 99 § TP A7 31fdd Rafe g=IC B &I syntax &I g7

ITR—
Table(column1,column2,column3...)VALUES(value1,value2,value2)

208. 2ol ¥ g ST DI foal B T RiceT =1 27

JTR— SELECT * FORM SDETAILS
299. TP ST 99 A RpIS B ASIBE AT ST R BT syntax & 272

BIR— UPDATE table_name SET column_name = value [column_name
= value...] [WHERE condition]

300. U$ scl 99 9 Rafe delete &1 Ricaw ar 87
JN— “table_name”[WHERE]condition;

301. STT 99 ¥ <9 create d¥ &1 syntax F1 g°

JTR— create table table_name([column deffination]) (table

parameters)

302, e BT SN T W B H FH ST & GRETET IR B & oIy
forar S 2|
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IT/ITES

303. Ueh Rl 999 & foTU MUPT RSB & 8T SUALT oo
BT BT B |

ITR— Open office base application # Reports Section Use wizard to

THE END

"Without crossing the worst situations, no one can

create Report.

touch the best corners in life. Dare to face anything
in life.

"Winners Never Quit,
Quitters Never Win"
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