IT BOOKLET EXAM TIME LEVEL-4 VOCATIONAL EDUCATION

1.

TemplateRFTeic &ae & foIv FAYUH  Hlerar ea/He o |

3T- wrEa/File 3

Template/cFaelc & ¥d FT & T Brgel Hie H 1 SIS He] 1 Holde HT |
3dY- Templates

Template/cFaoic B3 HT TFHCLT IdBU |

3d3- .ott

Envelope See & foIw Fa9# shisrar #Hs g |

3d3- Insert Menu

Envelope TSl & AMSHS Fled & [T PITH STISE3A S T 3TANT T |

3dI- Format Tab

Label sl & T FATUH letam Hie] T |

3d3- File tab

¢a/Tab 1 3TN X §U text box & column AR row TfawE fmar

ST § |
3d3- Format Tab

Teh HiFeal Fiawr g 8 a9 &9 & sAfEFdard cover letters AT emails
I & TT 39T fRAT ST ¥ |

3
Mail Merge & g gc& FIdd § , ATH §dIsy |
3dl- 1. A Contact List

2. A Letter 3R email

Mail Merge

10. Mail merge Wizard SIIlla Sl SleTd 3983 el ¥ gwae fhar Srar & |

BISES

Tools 2Fﬁ?-{\

11. 59 U HGeaqul HIH H TR-GR YSRd foRar Sirar g a« ¥ qAT T

ST § |
3d3y- Macros

12. Macro/#Hsl &I Repis el & TIT FATUH HIAH SMIS3A Hiel T TN HT |

3d3- Tools Menu

13.Macro/#HshI &I Rehis F & T HIAET IMI37T FAS AT ¢ |

3a¢- Repre AI/Record Macro

14.Macro/HshT &l T el & AU HITd ¢ AT FAGAH o) |

3d3- Run Macro
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IT BOOKLET EXAM TIME LEVEL-4 VOCATIONAL EDUCATION
15. H Us fIAVAT § ST 39 External Source ¥ 3TeT &l foles et #H HAce
AT E |
3dl- word processer
16. paste Special ST FIFT I ATT FA T QEHE I ¢ |
3@- CTRL + SHIFT +V 3Jg Jred ¢ |
ALT + CTRL+ V 3Jg Her g |
17. SIUS3e His] # paste Special 3UcTst 7 |
3X- Edit #Hisp
18. Tool & 33CcTSsT &l Sellel H TETH glel GX  TTeh! Hee U BIhH el ol
AT gl ¢ |
3T- el ge |
19. TH Teh SIeFgAC § Sl WaIT # Sl 1 Hiaied fderor &ar g | o
paper, book, speech 38 TRE sSleg#ic # Qnffe fRar Srar & |
3d3- 33cdisd/outline

20. 3TUhT 39 TR T GHIT A cAlfeheh Saflel i Fiaem &ar ¢ |
3- HI3cdls

21. SfgAT A Review & dTel &l $el ST & |
3d3- Reviewer

22. Review 9far @ IR & fog srada @ ¢ |
3a%- Reviewer 3iX author

23. 3T U Siage A , 3R $ & 37T word
processing software & and feature T 3YINT A Thd ¢ |
3a¢- review,change 3iR track changes o tracking and reviewing

24. 9T WaTH Yl o AT 3ot =i & @ 3R Yeall AIRT |
3@3- RIS ( Edit> changes> Record)

25. T Slagic A feature WHIETH 3R of@s & oo Hag ¥AUT e 7 #Aag X § |
3a¢- Comments/&»HcH

26. e & SIUS3eT  Hie] # Accept T Reject TR0 BIeT & |

3- Edit #le] & changes

27. T Siagic 7 @ changes &I accept &¥a & [T 3m9err Accept 3R Reject changes
ST Sk & I Reae 3T |
3dl- Accept

28.
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29.0% SiagHT # T changes ! reject A & faIw 3Mael Accept 3R Reject changes

Sl died H H e T |
3d3- Reject

30. T GfhaT I FeTEY Bl & ST 3TUeh U SlFgHC W HHA el & THAT Ueh
reviewer g |
3dl- Review

31. STFgHT TR FAT X HIAH FUS3T Hef H Bl ¢ |

32. STeRgAC, ellehleT IT Tarelel T RO BT & o ad 3T feieh &l dolee ateh
SRIFCAl Bl HT Tohd ¢ |

3a%- g fel/HYPERLINK

33. Wi HIAH FUSEA Hie ¥ Fae forar SIar g |
3dI- INSERT

34.313 s & el & HAINd 3T ¢ |
3- Edit #le] & changes

35. gl HaFel o Hcaq ddBy |
3dd- =Hyperlink(“url”,”friendly name”)

=Hyperlink(“https://www.google.com”,’google website”)
36. HFedY I HIH HAgea ol 3R Fa& 34U 393l g arell EAvAr asale
&ad 3R gizale W€ ¢ |
3a%- spreadsheet/&useiic
37. $T 39T hld gU 39 spreadsheet AT 37el?T-37eleT spreadsheet # 2] gU 3TeT
@I sort,count, IT view average X H&hd § |
3d3- Ursdlic ¢ool
38. q YA STeal RUIE ol H Acq A & FAfH 319 IS AT H ZeT
T & sort 3R visualize X Tohd ¢ |
3d- YUrsdic <dol
39. pivot table SITH 3T ST A SoHE AT S ¢ |
3a3- 3cl/data ¢d

40. STeT &7 FASI3eT JoleereT et &l § |
3d%- Usdic are

41. 79 W?WTW@:U pivot table 3iX pivot] chart 8ff ST @6 d ¢ |
3A- ASHIATC ol

42. a T JoleT ST &l STecl visualize #A H Fee A ¢ |
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3a3- pivotchart 3iX pivot table
43. microsoft excel 2010 & Teh Nl 0T 7 ol ¢ fo 8 drgdle edel &
WW?%WﬁWW%W@W?I

3d3- FellsHI/slicers

44, % dgd qq F S0 TAGE TR 3Tl ¢ |
3L- 3TORAT ¢ & M & TheeX 9 H ( option tab , sort & filter group)
45, Tt STl P ¢h I & foT TS Fr fAAYAT ST 39T HT Thd ¢ |
3d¥- tracking
46. ML & HaHAs] F 3ided showchanges 3R 3Tele ¢ |
3a¢- Edit menu & changes group &
47. M & HIAR] F 3ded accept 3R reject 3R 3T § |

3ad¢- Edit menu & changes group # showchanges
48. TYsAMT HT YIEFe HTe & [T HA His & HIAY  Z1T 5137 Aol HI FATIH Lo |
3T- tools #He] & Wieae SiagHT Meeqed H
49. HHT ZFHC el & ToIU Histdll MEhe Fal A |
3a-ctrl + alt + ¢ ( IE AT § )
shift + F2

50. ST9 &% JoN Ueh &1 dehgleh 1 ATt Tiardl 9 1 ol § 3 3maehr 37 @it 1 fHarer
gehgsh # consolidate & T ST Bl & |
3dY- consolidate

51. TUsaiic A FET & forw 3mgenr A & oA H & hed &1
T FeAT AT |
3d¥- Edit > changes - merge document

52. 3T TSN S FAOIRAT FARIT Fel & foIw FI 3YANT FX Tohd & |
3- Bfoed R
53. U SlIHC W ¥ 9Iee el AR I § @ TE known sender GanT

AT AT ¢ 3R transit & GRIA SEaT el § |
3d¥- Digitally signing

54, HYeT 3T 7 8 Ueh Solaclioleh Siaggc § Sl $I 3T sSlagic S &
spreadsheet], audio IT video W5 37fe FI TAfhee Fr & AT IR foFar STam © |
3d3- Digital certificate

55. f3foicer fATae’ T8 As] ¥ FAYUH o8 T ST ¢ |
3T WIgel His] |
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56. T TAIATR & olaclialeh §9 § Sl 3T Yoh @ TRdl siagsic &l g1y
¥ R I signature A & 39 & FBfoied vy seeci@e slaggie 1 AfOd & § |
3 Bfaed Reawx
57. Ig ST aar & RfSed ReaR 353 ¢ |
3d3- yellow triangle
58. a%’éﬁlﬁqﬂdlgq‘lgﬁlcdok%ﬁ?ﬂ%’signedaﬂﬁ%aﬁmgma'@rél
3d¥- stylised red seal
59. %éﬁam%ﬁ%ﬁwﬁﬁmgagm%ﬁwmgaﬁr slege A
BSOS AT 7 § 3R 7T AR AT A el aqIfgv |
3dI- Yellow tringle with black exclamation
60. & GART ST 319 UIed Sl &l Fsefe ATl § df gHerae 3H HId, e e
e & F91 & v 39er fhar Jrar g |
3d3- IRM
61. IRM &I HelhlH TS |
3TR- SABEHLA USCH Helolde
62. CaRT 3Tt ol & foav BeHia a1 wids fd S & document T FETT X
Thd ¢ |
3dY- Restrict permission
63. GO 1 e T IFATT A ¢ & AT Iy NETH/PDF srIelier sied H e AT &
ded __ | Yelel =R |
3d3- NOT PRINTED
64. g & e T AT <1 =Ed &1 fohed FHIAT AT COPY g &hdel &l A6 dl 3MTaeh
PDF 3/IellaT §ikd #H changes daRlT & dgd ENABLE COPYING OF CONTENT
AT BT |
3a- 3T
65. Rcads TRY P9 M & ded F9 Ia WL d g1 ¢ |
3d3- FILE>PREPARE
66.Document TTE TR &1 [ddHT tools HI & IR SiRgHE SIS U & IUds il §

67.9¢ 3T TH g 00 T &5 goR ¥ edit HAT dl6d § dl 3D 98 §& share this
spreadsheets with here T 3[a%9® ¢§ |

68. IS INIUC UiaRulsc & U ARy § for Uofex™ o S & forg gd
ﬁ%ﬁ:ﬁ_d EI| predefined styles g |

3a- T3S UMthay
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69. WAIC 3T fame KD 9 F IUA ¢ |
3di- insert tab, illustration group

70. 3TU HEIHE & visual appearance &l FeM & oy %W%@WWW%|
3R- f&eg ¢d

71. 3 T 3T & HaR, fSOME, 3R AATIT B! HREHTZS B & [0 BN ¢F BT TR HAT |
- &SR ¢q

72. 95eeT H ACCATSAT UfeldAcH AMAT i & [T wld ¢ & dgd SlAd He] 1 g2
A |
3- 8¢ ¢d & dgd Hdl & |13 9 (insert tab , movie & sound group)
73. 319 USicesT Pl ATH Adeh ool & TolT 3T Yoic el 3R H Gaild
Hhd ¢ |

3a%- text 3IX object
74. FHECH UAAA H T o AfSHS sthere o T I8 |

W_
1. Entrance 2. Emphasis 3. Exit
1. motion path 5. Misc Effect

75. custom slide show f&a&eq SIUST3eT Al H 39clsY ¢ |

3- slide show A H |
76. Uoicee fSflaR ol AT el & foIU $o LT Weg3l I grdse ™ & v wed

3SR T 3YATT T |
3d%- annotation pan ( TAIC2 )
77. U A3H UlgcX &l 9 & &F H 3G ol o TolT 9l S[IAlT ik A
AT AT |
3di- slideshow - slide show setting> mouse pointer as a pen
78. 1SS! &I T M TG & [T YSieqeT I FGREAT A & Il I9deh TASS & foIw
. fafRd R @ g |
- fSEcel AT
79. Rehearse timing fdsheq SIISI3eT He] # 3UCISH ¢ |

3a3- slide show & setup group # |

80. ITE 3T oFC TGS & URANT FoAlgs AT I Y& A Teh IR Ye: QBT AEd ¢ Al hietdd
3SR T 3TN AT |
3d3- loop continuously untill

81.3MU__ U B IUIN B 3HUIScHC Dl Y S Thd & |
3- PSR
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82. HASI Bl Vol P diF BIHCE IaTsT

3a- 1. icalendar 2. web page 3. 3P DA Wisefie dags
83. icalendar TS &1 TRICIH Jd1SU |
3- .ics

84. web page WIS DI QOR-IEQI"I ddlgV |
3a- .html 3R .htm

85. outlook comma seprated values Wﬁm qdisuy |
3dI- .csv

86. haiex oM o fA HIY SN die IR fdad dRd 7 |
3d3- Export calendar/TaRIAIE HaST

87. BT ITANT T UT 3110 Helex el Johd 7 |
I- HIZHINEIUC 3D
88. D HICHIZS BT HIRDNIUE T3Cdd H U ARV & |

IR- B @HW /quick access toolbar
89. fP® TR TAIR & access B & 101U BIY Fed UR I [GAH B © |
3X- 31y e IR arge o

90. HICHIFS quick access toolbar fddbed W & ey 9 accessm\?ﬂw%|
Fad- Iy Ried & Tregq 9 |

91. SHA AT WioeaR T BIeR & SRY html A fobge A & fre guic i g |
3T- W

92, g4 Ry oA S emu s d & 3yl Ao & Iy RNy
PR BA B |

3AY- WIRT, Tae Yl SHIY
93. Add-ons -9 HI & ¥ Jeide fhar Srar g |

3di- tools

94, Ueh SR fobUc 81 Sl TR Sd 31T A hUiel H3d g ol A Wad : M 8T 914 3 |
3- 3-0d BHIER

95. & BIRd BIC WUSS § oRIdhT SUTNT SAaei-d (ool ®Te! ad [ gd 0 9
gl g |
3dY- vcard

96. T fSoii-g @8l B} kg PHIST B! T 3-Hd HUMRT AledR Pt 19U g6 &
1Y ¥R fvar Srarg |

3R OGRS BT Bl
97. 3-Ud AN AIHedar H Ad flheex &3 oiorg ford faffd ST e uad § |
W—@ﬂ/spam
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98. 3-Ud TSl UgW §& 3R HifthIy JfT P STel WIsd Hel Sdl § 3R I8 o

Pl HERFNE_ Polomdg|
3dl- 1;ﬁTb—IEFT/profile
99.@@ % FRIed gfeferdt § S 8T backup moxzilla firefox 3R thunderbird & AT SUaRT &%
|
3d{- mozbackup
100. 3T THT ! THTE =T F TETd dRe il 3 DI BIBIR B Thd 3 |
3dY- To Do Bar
101.  3-0d DIRRT WiteaR O 3M3cq® g dreld Hl o B |
3dI- ActiveX control
102.  html TSR B ufgcd & w0 § Yeiid far I 3 |

- WYSIWYG Tfsed =0 |
103.  html 3R CSS & HAhY Jarsy |
- html : - BIEUR CRC HIHY didol

CSS : - HRBIST WXZd IMe
104.  SEO & HaABIH sy |

3AL-Td o SHITPAGIRH
105.  MEW &I BA%hH Jaigy |
3Y- HIEHh NI THRIURH a9
106. MEW S html Tf$ex SUféd wisd TR gb 814 IR q ficafidpdl Agdd g |
3A%-.html 3R .htm
107. htm| TT2d &1 UaCRH Jarsy |
3A%-.html 3R .htm
108.  RfST N H T 91 3 YW Bict &1 &1 Ricay Fa1gy |

3dd- <H1> ma@
<H6> I&Y BT
109.  html U T HIS ¢E- & oI DI B IR/CH BT TN B |
3- /VIEW <
110.  HEPHNIUC TRUTH web 8 U & dF Y HIFY g AH Farsy |
3A3- 1. f&eRA & 2. D8 3.Rae g

fEomea o - e fewiee 7 9k 398 Fad dec fawms a3 |

DI - THT ITANT 9 a1 ST § 516 3T html TSR gRIT foRd U I Pie &l ¢E-1 J8d B |

e & - 3P IUANT dd T STl & oI ST o 1Y 3177 fSOMEH SR Bls G GHI BT ST ST a6 § |
111. 39 JS9TEC fSO8d HA & g AgHNTe TRITRH a9 o BT SUART DR b |

3dY- foee-39 ey
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112. MEW TitedR § fdee-39 cricicy &1 S&1 fha-t gidl 3 |
3d3-19

113.  DWT & GdBH §dTsy |
37Y- SIS 99 ¢ieie

114.  MEW TR H da¥1EC & USl &1 I H- DI [Mede Piol gaTsy |
3 F12

115. W3S 3R R o e Hiot 9d13 |
3a¢-CTRL+ HR®W  CTRL + F = BES

116.  Wfcel 3R AR AfHT Pt Aedhe Bivl Iy |
3dI-F7

117.  GIF & HA%BH ad1sy |

118. JPEG ! HAHIH gaTsy |
37- Sise Wicl Ufther TaIUC JU

119. PNG & HahIH ST |
3aY- QI¢ad Hede AMftha

120.  BMP & HaABIH sy |
3cY- feeHy ghwl

121.  GifdS HER & 1Y ST 30 BIHC Jdae B |
3c- GIF

122. B SIfcic! 30 & [T ST Biie. Jade Bl |
3c- JPEG

123. Tl fUaeR &1 Jalde HR o [y S g U B |
3c- CTRL + CLICK

124. SRIRIA® BI [Mche Bivl 9d18 |
3¢- CTRL +K

125. BI3RIcih Jolde - o ol I Ugd &I=d B bl g |
3C- 3¢ WY

126.  URM H HHATD B P AC\HT DI gaTy |
3dI-CTRL + G

127.  php & BABH §dsy |
3-8 e U TR

128.  SQL®! HABhH JaRy |

3I- WaR B} qdel
129. TP Qo Wd aTelt Yok 15 e diaw 3 |
3AL-PHP

PREPARED BY :- PAWAN KUMAR NAGAR MOB. 9636737292 (ITRC)



IT BOOKLET EXAM TIME LEVEL-=-4 VOCATIONAL EDUCATION

130. Udh g ¥ld dTal RDBMS @ |
3a¢- MYSQL

131.  WAMP & Ga%H ddTsU |
3a¢- fdSY 3rurd MysQL PHP

132. BT HYBIRI : SUART I dgUS B FTe HRA & feTT foba1 it 3 forg 31U uged S g |
JR- phisl

133. 1:317® $0E template WEHT B aTell website Bt foree FarsU |

3t - 1. www.Campaignmonitor.com/templates
2. www.activeCampaign.com/templates
3. www.eblastmagic.com/free.templates.html

134. Css & A%y 9Ty |
J1R- cascading stylesheet

135. ¥ website # stylesheet foue &t Sl § |
JTR- CSS

136.  Style sheet & foTU S <71 BT IUINT a1 STl &
It - <style>............. </style>

137. ﬁ‘lﬁﬁ['—i@f style sheetmﬁ\?ﬂ?ﬁ%|
3t - file menu

138. &I Iﬂﬁ% ded behaveour option U/ 8 |
3TN - hrHe HiH |

139. ST SR 3T g, STd 12U T 7T message display A1 S |
Jti¥ — Popup message

140. __ HF % d8d compatibility RUlcy Suas g |
Jt¥ - Tools

141. _ foga Fen FHis SR AR WRRT &I SisH? T YR &1 &l
B IS B |
Jt¥ — Add-ins

142.  Snippets & 1 IUANT & |
3T — snippets URTH & TY SR8 8, f8 Yd ¥ [d®m™ Haisfl gRI T ST
{31 STTaT € | 98 §gd SUANT 8id § i 9gd I THY 3R IRYH Fadx 3 daR
B T Pl Pl 9gd T 99U 31YdT dadTEe] IR IR IR ITINT HR Ihd g |

143. HICINY B3 & TRICYH FdrsU |
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3t - .psd
144. U T psd I T A 3 |
3T - WICIRY

145.  SAIHG(dynamic) 98 THWC B JHIRU |

3TN - S 3T dynamic 98U &1 HUSE HRd & dl dedrsel & g uel 4
ffcAfemat g1 gRad- 3 SIdT g | S8R a0 3R Tafadl &l &9 & & (g
Ul 390N P IS 31T edit {3 SH aTel Usll & Had $o [AiRRe Y H aRad=
PR YDhd 8 | Y TR 39 Y4 T $& IUGRI glarg | ofd 31-18r> fApT e dl U ol

JTITZE TR B A R |
146. DWT &! Heeth!H JdsU |

I —SIATND 99 cHdlc
147.  SEO & Hd B garsy |
3T — I goi SATPETSORH

148. T T flRRe ek § Slerdy TR foar Jran g |
Jt¥ - FBDB

149. iis fPOBTI BT IR |

3TN — ST SABIHTE il

150. Ureac g forl HiEehINTUe THRIURM dd gRT R fovar am o |
I — The Ul JoR TaeRH
151. 1:11:‘[% dropdown Iﬂiﬁ site THR] SUAH T |

JtY — view, site

152. FTP &I YT H1H ddigT |
3TN - BI3d TAHR Meldbid

153, LB Y dropdown T # 98 Uho T I IUA 7 |
Jt¥ - site, menu
154. _ U open source wysiwyg html T&cR 8 |
Jt¥ — Kompozer
155, _ GRI 9§ 9ok R YR ®1s H Heg A § |

I - goaR IIse e e
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156. PR 99 YA P o8 AT 39 IRIY FRAT R |
3T — FI8C

157. "Back-end” f&d Hgd g |

30X - Udd website &1 ST Waid ®RA & AT Tdh SICT oY &I HGIDHT 8ldl aford “Back-end” H8d §
158.  Php ! HA®mIH §aisy |

3T - SR ¢Re WURRR

159.  Php 1§ JHIST |

Jt -Yg U {ga TdId(view page source) aﬁmée%ﬁ@néﬁa%l Phpmﬁﬂﬁ
UGl DI 99 S3TR & Y YT o ¥ Ugd U 9§ Hox gRT U fhar STam 8 |

160. Php & %I §d3U |
IT- 1. SIANHG 99 Hee S
2. ST Haac B
3. IS HoHT 3R UTd Bl

4. T STeTaY H STl B add, fSefie, 3R AIShs &

161.  Wamp &I HoehH §aigy |

Jt¥ — windows apache mysql php
faST 3 Arg Tg &Y T php
162. FARC YR AISd &1 § THISY |

I - U TSfeeyes snfheaer ofgl i &1 HR U 9Te URumd U & fag qmgm
foar Siar & |

163. T dd VAN H U FIlec UIgS [BhY 1 U Yok Uiss Xpy | f&pp &1
TN foh T ST § |

164. ¥ d 9! Bl ST Of1d B 1976 TSR H execute fHTT SIATR |
3T - FEe W3S f&py

165.  http 3! Hd BIH §d13T |
3T - BWR CRE HIH 3T 1ao]

166. 3{T0eh TR T TR TR G |
3T — DIl
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167. HbIS dl JHYS |

3TN — HbIol STSOR H TR Bl 5| Hb1ol H TRIURRT S¢ 3R TS BId1 § | FbIol &l
HTYHIRIT: STINT 3 dUGll bl gTg DR o fort far Sirdr g forg 31U+ ugd <@ 7 |

168. CLR & PoohH §arsy |

3T - HIEA d RACISH

169.  CIL ! HoehIH Jasy |

JT - B SRIAFSTC o1 |
170.  ASP.NET &I GHISU |

St -Yg U documentW%@fHﬁW@ﬁ?ﬁW%ﬂwa—dW
M H YD TEAdl HRal § | T9H 909 Hfsaide RICS BIA§ |

171. ISP &I Beoth!H §d3U |
IR - ge3e gfdg MargsR

172. T 3T T AT 3R WIS 37U 370 9 Flge a1 Thd g |
Jt¥ — Web hosting service

173.  SSL®! HaABH Fdsy |
JtX - Secure Sockets Layer

174.  iis ® HABY I8y |
3T - SeIC SABTHIE gfaq

175. IR BT TRIPI ¢ Ol dce 1SS dd & §1d &l S+ A=Al & oid fhar S g |
3T - a9 9idy

176.  Mailmerge oS 3MTRME SIS Ui H Uds 3 |
Jt - tools

177.  fefoed RER UM &4 arell FA:ledh website SA13T |

3¢ - www.comodo.com

www.startssl.com

www.cacert.org

178. BRWIdP &1 RicH :
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3w~ =hyperlink(“location”,”friendly name”)

179.  URdlc ¢9d o1 § AU |

3TN - UTgdie ¢gd RNUId 9991 H Age Rl & Jdifd UIsdle ¢ad & gRI 3T I g1 11 H S1el &l
M 3R faemes] R Tavd g[UTSAlC <ad & gRI 3TTd STel B HH 4 HH T9T H YRIFIT foar S g

180. T4l C9d B USTST HI H STA B |
3T — insert menu ( ms word 2010)

data ¢ 1 JMUSTIA U ( msoffice 2003.) 3! TG TG |
181.  UEdlC ¢ ¥ A@IC §-M & (oY B HI BT ST B |
31 — insert menu ( ms word 2010)

data ¢ I YIS HI ( msoffice 2003.) 3D TG TWT 3 |
182.  TURdlC Ic 9T § GHIST |

3TN - UTZdIC 91¢, UTSale ¢qd &1 Uh hdhd YRGBl § o] d1c & gRI ol Ihd § | aHI U@
G ¥ IS §U § T8 I1IC I 91C ¥ 3{fd IUAI § | §H UIsale d1c &l ftheex i ax Wahd §

183.  Pivot chart Sc1 &1 U fa93{d USicH U™ HRdl 8 |

184. TIEHNITE URIA Qid U0 H YRE DI 718 TSR &I Uh FER 7 |

185.  Sort & filter JU & dgd option tab H insert WS option IUAH T |

186. customize quick access toolbar %7 office ribion @22 & access AT SATAT 2 |

FULL FORM

187.  http : BISWR text TAHR Uicidld

188. CLR BT s ICIsH

189. O I ATcl YAk WSS FEhIPT civasl &Il § | > PHP diaol
190. ISP > 3<-c gfag WAIgs:

191.  FTP > BISd AW Mlbid

192.  SSL> ek dicdhe aaR
193. SOAP - RiUd siisvide TRIT Uicidhid
194. WSDL-> 99 9faq fSfEp== daw
195.  IRM-> FAGHTM Isey TAoe
196. SEO-> Td su MDA
197.  ISOSRAC SABERH Ifaael
PHP-> TR 819 Uvl/ 8I3UR ke o Ty

198.
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199. T RiTre =fte # 30 A9d fiic H31 ot ufhar 98¢ |
I - 1.Select file— new—s labels TR fdq® R U STANT Sidy 3TdT 3 |

a. Lebel text box H Ugq T fSRIehT 30 lad flic ®=AT g ol A SR Y |
b. FormateWﬁ&W?ﬁ?ﬁWﬁl
c. Brand Y avery letter A4Wselectﬁ |

2. Formate ¢d H BIcH @Tﬁﬁw ac'i;]\ CIRU P, column T 3 3R row # 10
3. New document TR fai® &Y | 59 A8 ¥ U U H 30 79d U 81 ST |

200. T UHR BT U UoH DI Ufdfehar gl 3 | fords gRT 31U Th U3 Uh o1 90
T 3 Gl Bl NSl THA G |
3TN — AAHS

201. fliféT ded 3 U Aaus B3 Dt ufehar GuSSy |
#1. BIsd BT Y R foad B fh g doe STaghc I g |
#2. Tools STUSTS HI H AaHs! faulTs SR T |
#3. Use the current document @1 g fhX next ®Y |
#4. A DI Jdde B ITH 3 TQY A1 AT |
#5. U9 Y fone SQT Sl H U9 9 <y - |
#6. Preview and UfST U SIRHC B T |
#7. e R s &V |

202. T UG UHR B RBIST R § | $UP GRT 37U 3T 3T HINDIS R AHhd ¢ AR SaIH T
TR 3 Aeh! DI 3 1 B THA § |MS Word T 8H o Ht T vl § I RebTe R Ihd § 3R I8 S F3 o
Yhs W I S8 | TE T g 81 SUTN ¢e/tool § |

203. 2 changes T THT A @ STl 3MTUB! 30 SIFTHC DI RN Gadh YT 63 &1 AT T @ | o
39 09 1 3190 B [T ST 8 1 U8 3MUb CoRe H URaH B, foblt i wifSTiober serar ufad &1
E@Iﬁﬁ &G AT 5 | dlfes forgepT SRS STogHe § 98 31 U 48 b Iad H Pal 3R 1 TSt

|

%%a’ﬁ Tt S\Ildﬁl\al'd & T SELE 1 U {3 T changes @1 accept AT reject HR Thd §

204, BEW foiw Siaghc fordll ft U a1 TaRM o1 T R gl & fSre oy feieh bl Aaide b ot ot
U 7 99 TS A1 fhdl! BT SHd OIS Uohd & | BTSUR [Oieh daIge &1 aRg HIH HRAT B |

205. UTsdle ¢ad, Ui cad &I SIeT TN ¢d & |FSH 30 $& g1 Ydve U A a1l Rolee UTqdhd &
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206. UTgdle I1¢ , UIEAIe ead &1 U Mitherd Ui 0T 3 fore! 1 & gRICW ¥dhd § |UTgdie I 3R
UTSalc Cad GIHI U GIRY IS gU T | BH UTSAIC ¢dd & i U gRkad- grgdle d1c H @ IHhd © | I8
IR AR Y 34w Iuanfi § | g9 ugdle A1 & fheer i R IHa | |

207. fSfrea Rr tsfufer o
Trefie &ty gAfEd HRA & e fEfoed Riter ST 3w e 96 3 |
% SlagHc R fSiored signature T UTW Sl T Bl § 1o I8 [hdl e aAfdd gRT -1 TR

TSfoTee Riter T RIUeR &1 geiagiMe ®U g 3l I3l TbR I fovdil SIagHe 1 81U ¥ fbd T signature
FRd g o4 g fSfored RER gaaeiMe Siagic &I T HRa § |

208. TP TATSS X Bl HEHTSS BT

TP HcH WS H 3T U HTITHATTIR WSS DI 51 UGRid B ADhd g | Ok U 30T Tese J Hd
IR W3S §1 38 8 390 § fordt ufdper wigs wi &

TR0 & SR AWM Ied 81 o HicH W3S X & gl UaiRid s |
209. USIeRM THIeE BT

I 3 UGl <d § dl aRieb! o forg JeT fog ! grearge ST argd 81 dlids 3+ farg ofl IR faviy e fea
S 3R ITe; [@T SR | A1 oy 3y dofes | faenfiat & siefarfifes fesiee &1 Usie A1 I8 8 af 3!
30 TSI H CIIR 1 BTSdISC BT STaIeh BTl |

210. TP TATS ST BI SfTcAdIFal Rdie &m

T MU A5 S W AT § o T WIES T gus TeS 31 3R 1 & T SIS key Ta TS 2 2T
rrm@ffa%%a?mq@m% | b= ot 713 forer & TR T ST USie e 1 Tad : SIaRT GIgRT R AU
HTATIHAR |

211. Email/SHa  HAMNHT BT

FATST TTAT FLA T THAT AHATET |
# 1. celender 9% 52 T 4T |
# 2. Export celender T¥ f&s 4T, e 39# save as dropdown H1 [ |
T21 celender TTAT XA o Torw e sreerd o< |
a. icelender(.ics)
b. webpage(.htmsf¥ .html)
c. 33<gHhcomma seprated values (.csv)
# 3. icelender FT AT FY |
# 4. BT 980 § TF AT 2129 FY |
1. saveas T¥ faTs FY ¥ FoAeT T AAHS F ®T H AT 1 AT 9T THA T |

212. T o I29T  SHA TSI Aivea< § “Com<” A8 F=< & 0T htm| 797 fhue Fea &
o g9 oA 3 | T 4@ Raiia B9ea g, =g o7 379+ a7 & text sr2r@T image & a1 g
T HqHA 3 |
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213. Quick Access toolbar # T Add FHigH T SERaT a7AT2T |
# 1. st Rfas ax T2 f3r #¢ 3T show Quick access toolbar below the ribion % fate 1 |
# 2. fewiee 2d W ST uie Uy el 3 |
# 3. file >new->message I |
# 4. office fifam u= wr2= 31 #< %< customize quick access toolbar 9% {1 F¥ |
# 5. TTISTSA HI H & choose FHTE ¥ FHiT not in e 7 |

#6. 08 & RT3 e A pHIs 1|

214.  ToDo Bar ko F#aHTEsl F¥ &I THaT a0 |
By defoult todo bar 3Tzeq &I T & TaTTT FaT g 3T T H120q s=eq SiH : task subject,due date
AT 3T B T |

# 1. TFIIEH o ST TT 01 AT & [T 36 Fivedee HI § THIEH Hl g9 AL | Fad subject AT &t
veffa gt s ovg Fies & Tafeta # & foro s forfera #¢ |

# 2. custom =T T FY | customize view —todo list STIART i faEm |

# 3. e 92 9 faereh #¢ |
# 4. show e YaiTd NI | THH 1T task subject, start date, due date T T |
# 5. maximum & A AT A HIFIFe HIS Al 9 3 oK FT |

215.  Mozilla thunder bird ® Tieraie fois & aT< H fheg ! qI9 &l G a5 FY |
1. about : build config
2. about : about
3. about : addons

[@nN e

= N i
EEIESIEIGRRIESSEREEE

216. FEUST FAT o 1T html sfiwcss FT ITART AT ATAT g AFETSE a1 o 1T html Svest § Fire fora=r
TEAT § | =9 THEAT & FH1GME & 0 web authoring tool / A&sii=tiaT Zod &1 ITINT FT F9hd g |
web authoring tool M= web page SaATHE T &l AT I4Td ¢ | html TR g a7 sfaiT g & =7 §
Hafiq T smar g |
html TRET T TR BId g ST html i€ *f@d g, 9% F3d g , d 999 9 479 J4979 H HEE F4d g |

217. html TfEeT TiFea & 9T 997130 |
. AeuT / notepad

. ¥IeYE ++ / notepad ++

JFHTAT / amaya

uSTa 319 faa¥ / adobe dream viewer

. FEIISI / compozer
. HTSHIAITE TFTYI 9 / microsoft expression web

O UhA WN R
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218. html TS &F AT9 Fq120 |
htm| T2 # SATeT FI foraw #it s&ed 7at 9=d7 ¢ |
T AT | T2 I A o0l ST (9efal g |
TZ AATALTF I GTF FL AT g |
TS ol ATH & o TUATT TAE 9 79 3T rde gl J1al g |
T a9 & webpage &
JTET AT TATAT ATAT B |
219.  MEW FraeT Ti=a< ¢ |
U TFT html TfEex g ST microsoft ZTT a=TT 3T T |

EERIEE R EER S EIRIE ARG

220. AYAT JTHTSE T TToALT FLeA o [T AL T JAATE HLAT I2AT ¢ | 9L T TH g Bles< H L
html ST &7 TR RAT SITAT g | ST AaUST &l ATR{UT AT 6 (o7 Tersasfie /style sheet &1 =T
FAL |

221.  html & * forT #iq H view & 37T T AT I HIT T g |
2. RS =1/ design view : e #T BSTeq fe@mar g |
3. code view / ®E . U FT FIE fR@marg |
4. e =7/ split view : R T #ire <1 fe@mar g |

222.  SHW gleeqie / image HOTSPOT &I HAT:U |
image gieeaie T AY g T ST daus AT fofeh 90T 6 (7T Teh sThel [ image T T (g edT STTRT
FAT | gleeqic § image T T AN | ZTE9Y o o1 T g | TgT (9 Feh gieeaie e

ok wnN e

FAE |
IR o Torw . Sier TorefT ST AT 397 o 99T | 1T I g 39 o |1 T 1Y A w9 98 T
G ST |

223. B FTE |

W T TETHTA Ueh 3Tl AU o 3(va< Teh AT 3(eeh ISl ol [Seeel Fed | o6 srar g | Afssr v =1
TS S FgdTdT g | IFH T STANT ATTHRT JT3F (AT T s Teere | faariorg s  forw & smar g

224, IFRAME 237 T 90120 |
Tg AT TS § ©f A f3@rs T 9hd g | iframe 3T TEATaST & HIaY T ATt &1 &l IeAtod &l g |
HTSH gAY il GHATS |
A gATa et uicrde &1 UF IREad (T, A, BiF) e &1 AT § | 5T o1 et [fsa uiese &
U HISH ok AT g aF SHHT Tadq 2ldT g, SHE[ €SS HITST o qTT TMTAT AT 3 |

225. CSS «¥as &l gHATIU |
CSS FTERIST FeT2e Sffe TFH wiasl g forae g7 fheT oft html SiegHe & sd® =7 ¥ 3@ 99 g | STt
29 htm| SversT & FoReT Ja9ST &7 ST od g dei ¢SS ¥ gH IH ISl &l AU+ &9 ad g |

THHT HAAS TE g ol AFATeE & html FITET % AT AT I JTHT5E il (T2 39 AL I A % (o0
AIHAT BT AT |
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