1. dq¥eATHEe # F1s for@s & faw Wiveaw a9 iURer gor it raegwar gt § |

deuSt §olldd o It html 3 css oledst &1 39T fhar ST § ded@Be a6 & ol html &
IS oG IsaT § | 30 TAEAT & FATUT & AU a9 3TAURT gl &7 sEdATe har e € | a9
ARG T 39T doIST STATHC Tol & &I H Hefdd fohdl el ¢ | html TSeX 9 woelieherst/
HIFedT gid & S html 18 JiicARRs foEd & gH $HA ST HIs [ g usar , iR sad
ITelcll &l Teh 8 Y & WY N Fohd & | S6Y AT 3R 98 s & 8 FAeg Forcll ¢ |

2. webpage @I create T & ToIT html 3R css oedsr &1 3IRT RAT AT § |
3. html Tf3ex &1 wysiwyg Tf3er & & & TefAa Far Srar g |

4. wysiwyg @I PeohlH ST | ans : what you say is what you get

5. html Tf3ex AfFea & ATH FABT |

ans

1. seds 4. T3 T (AW
2. AlcUs ++ 5. FIFGeR
3. AR 6. ASHIATFE TFHIRA ad

6. html Tf3eT & @M IAST |
ans : 1. html tf3ex & ST FI5 @ HT FTRI g 95dr & |
2. gT A1l H & B S AT SAFTRRT Ao & |
3. U 3HATGTS HIS I TH T T § |
4. BISA DI TH ol & YT UFHEAT 37Ul 3T So8¢ gl ST & |
5. dF dotel & dadST HI UIST RS FATAT AT ¢ |

7. MEW &I %ol ®IH §d1sT | MEW 37 ¢ 3R fhaer diswe ¢ |
ans : ST HolhlA HISHIAIFE TFAYAA I | T§ Ush AT html TS Avea &
Sad html 313 O O & AR G JA & | S ASHIAIFC GaRT SA1T AT AT | MEW
HI TEH F3T o Ig g o 388 html, XML, CSS ASP.NET XHTML, PHP 3R JAVA
fErce dvast & Fis @ it FT™T 78 gsar |

8. 99 MYUNET ¢ (MEW) A ¢ fordd html fo@ S html s IR fwar Siar ¢ |
9. html tf3ex 51w d& deviopment Tor & A # Hefda fawar ST ¢ |
SEO #T $oIhlH TaST | ans : § ool JHifCcAS
10. MEW HIFedT H 39elstl Usl & ofiel &g Hletd ¢ |
ans : 39T = : 97 fBwlee g ¢ $0A Had Hie @S & ¢ |
HS g html FS F @A F AT 3R 30A FI3 W F& F AT g@GH 3UANT
foram SiTeT ¢ |
fecoe o : sOR F1s 3R oS A= o &W I § |




11.

12.

13.

14,

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.
31.

32.

html & 97 &7 Hi=ar TFgee IcAfehel Fg Sdm ¢ |

ans : HTML 3R .HTM

U J9UST Hd Tohue T |

FILE > NEW->PAGE-> HTML &I Telge &3 e OK & |

SITE HIeH =3 HT5e 3qsY ¢ |

&rade ¥ gAY iR g A 999 gidr § |

SFIRIC T dlel ATORIT &leT FleT &Y ¢ |

dedBe & T ¢Fdele H 3 dR W html, CSS, IMAGE wiSd 2fie 81 ¢ |
Jease 39Bd el & foIv AsHhaiee teguer a9 & BUILT IN TEMPLATE &
AT A § |

MEW TIFcaX (ASHIAIFC Taayulel ad) #H foec IN TEMPLATE T §&aT fohdsir giar ¢ |
ans : 19

HTML hI3/webpage I A 3o H ¢Wa & ToIT PITAT Herelel FioT T 3T XA ¢ |
ans : F12

DWT &I Gl Scisy |

ans : 3«IfA® dd ¢FIelC

site A & new site 3R H TFIAC 3UCTSY 7 |

Site A & FFUIC YA H SFUIE WEA fAAS option 3Ty § |

unorder list (33T ToFC) HITH SIUS3 A H Il & |

ans : style menu (¥Tgel Aef) H

Tfeelar 9 3N R—IEE ( spelling check & thesaurus) HIeTd 31T 33T Hef H el & |
ans : tools> spelling—>spelling

TfeedT 3R IR A FLA ST ACHe Hiol TdBT |

ans :F7

Find and replace s'rqu?l'Fﬂ?[\ﬁﬂ? ﬁ?—[\ o I TRAA H AT ¢ |

ans: Edit menu—>find>find & replace

FIND o &l ot it i 2liéhe HieT ¢ |

ans: CTRL+ F

REPLACE T & oifel &dal &l MEhe HieT ¢ |

ans: CTRL+ H

TABLE #s] & dgd insert table option 39efstl ¢ |

o H cell 3 AT FH FGT |

ans: Table->modify->merge cell

eI IAT A H SHS dHaAT38 IT Bl HA I |




33.

34.

35.

36.

37.

38.
39.
40.
41.
42.
43.

44,

45,

46.

47.
48.

49.

ans: cell W g Fereh AT BT Galar option T Aelde HW T FYST H F Bler
JolFe T |
T YficheR AT & fAT Uk dHaA33 FI specify A & T 317 image background
39T HT Tohd & |
CHEC P ¢l H Fl dhede I Thd @ |
ans: html Tf3ex AMFea H table to text 3T HI Helde Hlh Hede HL Tdhd & |
SFEC ST e 937 IR e OIFT gfadr<heading> I IAET § |
ans: <h1> IT/ITES </h1> @&H 31

<h6> IT/ITES </h6> & BIer
IMAGE/ZHST BISdl o TFHcld ddisy |
ans:GIF, JPEG , JPG, PNG, BMP
Teh /AT @l insert el & fIT 39 INSERT As] # PICTURE 3Rl &I Heac
T T Tohd ¢ |
Ifg 39 TS Fek & AT Teh AT insert o IE & d GIF & Tl T |
T 3T U g5 FdIfolel SHST &l 39INT X 3§ to 3T JPEG Fl Tolde & |
Ife 3 ILLUSTRATION  IT ThIARIC T 390167 ) & ¢ df PNG-24 &l Telde & |
319 eficehe dreT CTRL + CLICK & &5 U sa¢ & dohd ¢ |
TOOLS A< ¥ defoult thumbnail size & AT H AHE X FHhd ¢ |
Ifg 3T AT T HIY, USHATEEIT, FBCAT AT Teh SHST IS P Hheee HLAT A8 & ar
39 BUILT-IN IMAGE TOOLBAR T 39397 Yd U $H Hl TSE Y Fhd ¢ |
TR FAT § , GHSST | ATUST H FISWIcieh T TT fohdll ToFee WX IS GEY Il &l
TFs foRar STer § | sEfaT s foiw @1 wier Rl tawe a1 ReeR X Rl g O
TSH SNST SIcr & 41 fohely dedrse 1 ugd ot st S € |
geW ol 37TcereT insert menu & dgd 39esY & |
T W Teld ctritk T 378¢ I & fov AMHe HIT § |
Teh AT ctrl+G HT FhATh Hlel T AR HIol ¢ |
gleEdle 1 AT |
ans : image greEqic HT 3T § ;AT 3TeT9T el A9usT AT fAF A & T e 3ehel
image & $ BEHT IUANT =T | gledic ¥ image & AT 3refer 3reler HEN 7 gIEWR el
T[T ohd § | T8l Fedsh ad gleduie fhue F:d ¢ |
example : S fFHY U & AFY W Foad FT ¢ BT 39H FA off 59 W Faw F@
fh g ToT g SR T 37 TST A A W Ferw w4
39 39t a9 UoT & AfSAT s70¢ W Tohd ¢ | ;I & A=A ik B Ft s7a¢ 3mw
Fhd ¢ |




50. 3iff3AT 3K fAfSAY insert A ¥ media SMUST3T W A & windows media player st
Holde aeh il Tohd ¢ |
51. media player control &I insert Eﬁ?[\ & windows media player control WX 8o fFeleh

%% windows media player properties ¥ STl §IFd H control ST 37T § |
52. Fol?l UATHRIT &1 § ?
ans : ﬂﬂ?ﬁgéﬁ%ﬁﬁ?ﬁ?ﬁqﬁarv?ﬁﬂ%mmgl
53. A9 Ul H Wol?l T Y o8¢ Fd § |
ans : insert > media > flash movie
54. Silverlight content shael ATSHIATFE T8I, JTRTET TEed, Ha,ATIRET B, SYMBIAN
OS W & T fhaT S Thall ¥ |
55. eay o8e & S=a¢ ad ¢ |
ans : insert-> media->silverlight
56. Foll TATHMT HISel I TFHEAT ddBU |

ans : swf

57. css T HeABIH TATST |
ans : SIEhisdT Tersdl efic / cascading style sheet

58. cSS FT § THSISU |
ans : css Ueh olgdal § forad A Y o html Siaggic &I v &7 & Hhd § | S8l
&7 html ¥ fRT 3997 F 3SR 3 g T&T css T & 3T U &l 3HYh &I &d § | css
% ¢aRT A htm| Tforie & Affia §7 ¢ T&d ¢ |

59. css for@el & il addh A A § ¢ |
ans : inline css, internal css , external css

60. File menu & style sheet fshue &I ST § |

61.MWWWW§USW|G sheet I Tl FAT ST FhaT § |

62. 3T s @l Bwee Fis W 97 s behaviours create T TFhd § |

63. SRATAS WSS TEIT Il & foIv dearge & Srar [Bhee Wefaer vigsge & ger fhar
St & | f9gfaR & css 3R Sirar Bree & @y o Ser ST € |

64. 519 Teh fafolex U image W IR of ST ¢ T redirect behaviour T Tah 99379 AT
AT 7 |

65. ST9 3T NI3T AV f3rce g Iaigd g, 999 (Aot 38 Fas = & o9y 39
image 9 HAT3H Hd FcT § mouseover 3TCerel 3ie &A1 ISl § |

66. 3TeJhelalcT/compatibility T & |
ans : 3feJ%oleldl (compatibility) ST HET HAJT Ig & I ST Tl dIHTSE FeToh T
IR 8 ST § df 39! deh [haT S1aT § | I8 dedse Tl §13eR H 3R dllh & &1




67.
68.
69.

70.
71.
72.
73.

74.
75.
76.

77.

78.
79.

80.
81.
82.
83.
84.
85.

86.

X TE § IT 18T | AT STFT Adeld Ig & T dedse & html FST & T AT 37
deaTse HT fBhte FE3eR W o & AU 3ol glell d1gy |

Tools A+ & d&d compatibility report 3Ucist g |

JeAT8C FI TeFd JASTA & folv gBRId® 3T T Folh Y |

site mmﬁmmmwmwa'g'traqmc@rqchﬁamw
T & |

view #+] & site 3MUS3 A+ H site summary 39Yels¥l § |

Tools #is] 7 HTCCATSS html 3Tt ¢ |

Tools #Hie] # Recalculate links 39efstr ¢ |

html &7 39IRT T R fFT 77 997 & AT, 319 FTP & HUIE FA drell s o
Hargst 39T T Fhd ¢ |

X FoUd 39 FgeX W AT JqAST F o SN B TF T A §, 39 Foher B |
site #1s] & Export to web package future ST9ST3eT A # a9 Y&ar & SFAIC 3T ¢ |

g3 IR H T fGAVAr g St 39! TFHesd Sl B I 3Ter &l foldh kel H HAcg dl
g, Tusie |

O TS ST dFd I dld aiel  FI AP Tl TdBT |

ans : ctrl + alt + v Ig H& g oifchel 319 U H Ig HATe HT SATAT g aF Ield el @
Ffeh geh H Telcl ¢ ctrl + shift + v

Edit As] & G¥FC TAAST H UFC TIA STIell9] Jrd 3ToleH ¢ |

YU T H T3S &l Follel A HETH glel W Yl Fee W Bl Aol T AT
glcl ¢ |

IM3CATZA MU 301 [N T G AR dlicher alieh @ Sellel T Fiaem &am ¢ |
WBFEASA TS SFGHC § off AT H SAFTHRT & Higred faawor &ar ¢ |
slegic & Reg %el ardl eafea & Regax &er oren ¢ | T

v Regax g5 ceficr & &1 slagaic & fancel arerch & 3R 38 FATU qadTdT & |
¢fohar WeTH Xl & AU 9= changes # edit 3T &1 Jofell =R |

Track changes 3T & |
anS:Trackchangesnggﬁmmg\mﬁ?aﬁf%mwmw
T GRAUT &1 § | 519 $H TA HI Foidel [HAT ST ¢ to TG 3 e H IRacel et
fonely of AISThehereT &1 oW & #Heg Al ¢ | dlich i@ 3RS sirgdie § a8
S T 2@ T T aread H gl iR Far i i 78 ¢ |

¢ changes #T Heg & SlFgAC & Al FId AT U Y a4 changes &I ToHATe AT
RaleFe T FhaT 7 |

Tadte A1 Roige fadhed edit As] & changes dropdown SR # 3USY § |




87.

88.

89.

90.

91.

92.
93.
94,

95.

96.

97.

98.

99.

Teh SidgHe # Wl changes &I accept &l & foIT 3Mashl accept 3R RaieFe changes
ST diFH H H accept HolFe HIAT 8T ||

What is Hyper link ?

Ans: BISW feleh STargac Y off “Osf AT TR &1 Ush Red glar ¢ orad 39 i
Yol e T oY 97 a1 A9 TeH a1 $A g T ¢ |

g foieh d9AEC I ARG FH T ¢ 8 gA fhdl dearse A fordd doree a1 §ed WX
focrer o § o 9 Caree R O AT o STOTE GoldT ¢ |

S gH fhel SoFee oY fFeleh X & ol a8 o Wloheled H Tl ATl g , dg cllheel  Jal
SITAT § T8l gH« assing %ZITE;’HT%JH

geW foler &1 fAcaa adEu |

ans : =hyperlink(“url”,”friendly name”)

example : =hyperlink(“https://www.facebook,com”,”facebook website”)
UAIE A FAT § AT ?
ans:Q@Emmmm@%mm?aﬁédﬁﬁadwsl Retec T
Thd & | drsdic del 3T9H RUIC Tl H Feg Xl g | Fifh argdlc <ol garT rdrei
¥ 981 AT A 31T A A AR fAergeet Fhd § |
grEdIc ¢l & GART 3T9eh 31T H A § HA AT H IRIAT fHar Srar g |
qréale 39 YF F T TEA AIH Fo AN Ig @A A FTWA gl § |

> @15 ot 3T @rel 7 g TR |

> pE M AT AT T @
Tusefic edy &7 <9e & & 3TAET HT ST drell AT TEale aad iR qEdle
e ¢ |
argdlc ¢oel 31ET &F 319 834 Hel H 3URUA ¢ |
Usdic ¢§o H database & 3TeT &l ARILT f&amT AT & |
urgdlc edel GaRT AN & 3T AT 7 s7er & AE 3N RAspemssr < @ ¢ |

(most) 3mu s 3T wERla wa & fav Reex 3cars a adhda ¢ |

(most) v ®Wshe & &7 F S Sewd F ¥ 37 F glonH ¢ |

qi$ale 91 4T § AT ?

ans : 9rSdlc AIE , UIgAlC Sqel T Ueh FTMthehel YET 0T ¢ , ToIEeh! A1 & GarT @
FE ¢ | wdale dae 3K arsdie @ At v gEY @ 3 §U 8 §F uidale dad & A
#ff aREdT ursdlc ar¢ # 2@ T ¢ | Tg IAC THET AC § HfOs 3w g g
grEdie arc @ fhee 8 T Tohd ¢ |

YAl 9IE ST &1 Ueh A3l Foicelel Yaled el ¢ |

gmosttmwmmgmmwmwé ST g § |




100. UgElE IIE @ U Ghaed  IT Aol dehgdh $ 3eel SIThRT e ST & IR
of ST AT @ ST Rl g |

101. Data tab (3TeT ¢«) & tables ¥Hg H Uigdlc ool 3Uelel ¢ |

102 FARHEE FIT § AR |
ans : TSOH Ueh JISdlc ¢del il [AEdR T § , SHH 3ET Hl 3T b F heex fohar
ST Tl § | IIsdic Tl &l SToay ¥ fheey el & foT TASTd &I 39T ad & |

103. FAZHH UF R 70T 7 R & [ Igale el T 3T A §U ST 3
H BT e & AT g ar ¢ |

104. HISSHIGFE THdel 2010 H YE HI IS TS & Teh FLN ¢ |
105. (most) option ¢ & sort and filter 9 & dgd gUSE W H TASH YA ¢ |

106. Rfdster ¢fher A ae 3R ¢ Riaes &1 Reg s Fa1 ¢ @Asmsv |
ans :fRdr 3NfhT & HIS TS dhegeh W F3 FTFT U TTY FF A wd ¢ Fad 9
376197 37619 TUTAT WX d6elld d changes & Tohd ¢ | T8 AT & IJg IdT 9T hide
gIaT § Fr fhdel &d g dITET  entry W ST fham |
TH GAEAT & A & v ohd 71 g9l Scon3tt &1 (¢h) ool & faw wosdfe &
2fhar fAAYAT T 39T FT b § |

107. Teh 1 Tl W Teh Thadh H g AT HY A Fohd ¢ od 9 el Tl W)

108. Edit #<] &% changes WA @ 3icd show changes option 39ele¥l § |
109. Edit #<] &% changes H#«A & 3iced Accept or reject 39eledl § |
110. Edit A & changes ¥a#s] & 3icddd Comments 3UcsY ¢ |

111. s F AT F A ©
ans : Edit A & changes ¥&Hs] & 39 protect 3Uelst & | (protect/password)
112. Tseile #r WeFe FH Fd ¢ |
ans : T oI5 deheeh @l |
tools ZTUST3eT He] &I Hoare N |
Wieee SiagHT Fl Holde A |
Stagic &l delae Y , Wiede SFgHC SrTelal Sidd 377dT & |
grads # U JIds Seeldl  Sierd 37T &, T ok S gav |

113. (most) TsMe F IAURFE FA FId ¢ |
% ans : tools IS Hef H Hiede SlagAT & Holde Y |
s Teh AT SISl diad 31T & |
< f&U 1 password T H, T ok I W Feleh Y |
114. (most) cell FI WeFe FX FIA ¢ |

X/
X4

L)

X/
X4

L)

X/
X4

L)

7/
o0

7/
X

L)




7
L X4

cell ® TS Foah Y |

format option & Telde I | BIFE cell AT Sierd 31T ¢ |

cell ICFUT ¢ FI Telde Y |

protected defoult dog e &I T T BT ok F HT

tools Hs] & Hieare HaHs] H M I Felehe A |

e e ST diFd @S &am | AR

password and &=hH password G@S am  fRT ok FT & |

115. Ul & 3l hHC haled FT § |
ans : 39 §H TFAd ¢fic & 3eed FIS 3T dIR Fd & db 31eT & 3icy Hdr o cell $r
HEAdqOT &1 Jdlel & fT a1 &1 el & folv g7 Toher i 9T AT herled ol
399197 A ¢ |

116. FHHC SO Pl P AU Méhe el BT |
ans : ctrl + alt + ¢ Ig HIsT ITedd M g g # |

shift + F12 Jg st T & | of gh H AT & T |

117. (most) ags witde et & AT , U tools A=Y & protect HIA] &
password option T 3YATT FT MR |

118. Aol deheleh H AT &l § ATUH dheleh BISeT HI Teh [HITel ehgeh H 37T AT add F
Thd § AT FAfASE T Thd ¢ |

119. TIsefe I Aol Fel & fIT 39T edit A] & changes HIHs] H & merge
document A&Fcd & TIT FT Thd ¢ |

120. SIS %3 S Teh &1 deheeh 1 Taffee Uil WX 1 aXd § 3R 3maer 37 Fafr -l
f&arel e # consolidate el H T &l ¢ |

121. Bfoea Ry Fa1 ¢ |
ans : f3f5cer AT T QTR 1 Solacliele &0 ¢ | &k 38 JhR @ el siagee
H FY ¥ R T A yAfUd & & | 30 & e Rt geledi@e sfaggic
1 TR Y F |

122. Tosefie T JATOIRT AT e & fov Bided Rea=x &1 39dier & J6d ¢ |

123. T Siggic W RBfded Reaww @ yreashd! gARTT #dr ¢ 1 Ig Rl SietaX

cgied GaRT §eIldT I § |

124, (most) Bfoca afifrre 39e 31T 7 & v& soacie®  Slegac § o & 37T
stegaic o i wiselie | 3Hifsar ar (s wsew |, 3f &t wafece & & fov 3w
foRar Smar € |

125, (most) RfSea RTaTR MEHA FA FT T § IABT |

7 7 7 7 7
A X4 A X4 A X4 A X4 L X4

7
A X4




o%

> stylised red seal : - Ig TR $RIT AT & T slFgFe ok & , 3N Ig
signed &1 o dIG Gl oTal ¢ |

> stylised red seal : - Ig @R 3FTT aar & Fr certificate AT TET & , gAlh
g SiagHT ok § 3R & sign el & THI 3Hocd A6 Tohal arT ¢ |

% yellow triangle : - Ig fAvaTR SfAq T g 1 B AR 3AT ¢ |

* yellow triangle with black exclamation: - g f8FeieR AT &IdT & HT SiFgFT
IESEC SRS ?Tgm?,ﬁww%@rsﬁwﬁcﬁ&salsﬁﬂé g 39 3R
HANT T Al AT |

126. IMecae TFAT (restrict access ) FIT § , AT |

ans : Sd 31T HI$ AGAIYU! THAeRNe el & fav & ¥ & 3R Ig o« e
g H A ST § ol A eafed 3@ FedAdl o 9l goT a3 & faaxoi & M
, PIALAEE AR PR HAT & | 38090 a9 & fAv 39 wWsde H qream g wsde
T AT &1 3UANT F Fhd g |

e

%

o%

127. IRM &T QU ATH TATST |
ans : SIhHLI I5¢ HAoorAc ( Information rights management )

128. ArgREN(GReT) earT eAftehd st & fav e, Hidl, Ras &I = @ siegae
T AT F T ¢ |

129, (most) gl & faw fie & segAfa & awd 87 e FHM T T T ATl
SoTT ITgd @Y 379eRl pdf SIIAN9T i@ & Tar Q21 & ded__Enable copying of
content HIAT AIRRT |

130. (most) gErt @ fic &1 segAfa 76T & & AT MUt pdf Badier aFa 7 B
QAT & g not printed =T =R |

131. what is share a workbook ?
ans : SId 39 T8 H FF Fd ¢ df T TAT H T Afad o P & ohdl g 3T
g Toseie & Hidl A {3 & T ehd ¢ | 31T TS & U gohgsh H 3T
ATl I AT Y Tehel § | Tohgsh HI AT el ¥ Ueh BISeT R Teh Y ag?r%n%
IfFd HF R Hehl § | GER AT read 3R write 8 T Tl ¢ |

132. Iie 39 Teh g AT S o edit AT TG & of 39 dehgeh read write
access WA ofdAT HTETH ¢ |

133. SlergHC IS el & dhed  tools 319 ST3eT Hel H 3UCTSY ¢ |

134. TATCHTE FT § GHASST |
ans : THATCITE ¥ IMheh T 3IUATT FT 3T SIIATH T Fhd § | THIC 3C 3TIHT T
T 3T el & Ty T 3N Gaar & §7 H S5 T IFAT ST § | 39
3T &5 37T 39T bR & ASAT H AT Fa & olT & o © |




135, FAIE 3¢ fahed insert 9 @& illustration JT H Y ¢ |

136. 3T YoleRI/AIaRase & GRIT 39T S8 H HecHISdT Tatded (3f3ar 3ik
fafsar ) wEa Jis @d ¢ | 9 3T BSe Yoielld & Rl 36hYe o il ¢ |
137. presentation # AeAHIZAT vfodicw WA FA Hr yfhar FaEv |

ans : insert tab-> movie and sound group-> movie/sound

138. T 3T Tgs i 3w Age T & folv 3T doicesT  caee 3R 3ifeoiaed
@I HG F b § | AT 2T 1 &I AT o & [T S8 TG &1 39T A
Thd ¢ |

139, Entrane ¢§ & 5 S%hac & AH ddBT |
1. appear R .jhoom 3. flying ¥. bounce 3. floatin
140. Exit g & 3 Shac & ATH FdsT |
ans : 1 . fade R. flyout 3. float out
141. what customize a slide show ?

ans : Teh hEcH T3S AT A 3T AT IFaRISARTIR  Eellgs Pl TGRId R Tehd & |
S U AT Fellgs # Sgd TR Tollss o1 & &, 397 § Rl 7T oSS F @
FEIfARIOT & GNIe  fa@rer =g § @ 319 customize  show &I WEfRid & Hehcl ¢ |

142. (most) Frew TaEs A F 9FAT AT |
** ans . 5-6 TS FATSY |
% T8 show #Ae] Holde Y |
¢ FTCH TSS A ST didd MU |
& AT FECH TASS A Tl & foT 718 W [Folh Y | ToSs A FT A T |
% TaeE add Y | ToF o TASE FY Y T T ded ¢ |
% ok WX fFerp FY 3R o W |
143. hECH T3S show fddhed slide show STUS3e A+ H 3Ucls¥ ¢ |
145.  (most) Vslce Yoicesd FIT § HHASISTU |

ans : o9 Y YoleT & § o el TU AT &g AT gIgellse el UEd § of
ifeh 3o faegal w a9 earer fear Sirar & |

145. 3! fRET ST fSFce gfde oX geieers fBece e & o grussa @ Bea 2
HT T HAT AT |

146. (most) sicARRFT Togs A FAT § THSABT |
ans : 319 39 FA1$5 show TeAld g Al Teh Fellss show H GHY Fellss W A & foT

YT HIS I Saler IsdT & AT ABH & [Foae 1 gsar ¢ | R off asg Fas &
T TR foaTT Yoielsd Teller a1 ISicelel &l Tdd: GIaRT GlgdT Y SIAedd HlAl THT &




147. rehearse SR fdehcT FAES show & WEHT 31T ST3o Ao H 3UcTsY § |
148. FHelst HIFCAT & 3UANT e &H 3digcac I Al do1 Favd & | orad ga foral
4 81 Joh @ Y A1 9 gfafhar deahd 8
149, (most) FasT st F 3 Bifc F AH AT 39 TFHAA Y AU |
ans :1. icalendar (.ics)
>. webpage ( .html 3R .htm)

3. outlook comma seperated values (.csv)
150. Fast A9 F AT @ o [T |

> ans : calendar option W Tse T FLar AT
> Export calendar I [Feish Y T saveas 2139 option T |
> @IS Ueh Holst BlHC & JolFe @ I Y icalendar (.ics)
> WISd @ name ¢d Y save W Fosdh X |
151. icalendar ®ISeT T TFHAA TdIST |
ans : .ICS
152, (most) customize &a® access TalaR fd&eq office ribbon & ATEIH &

access foar ST ¢ |
153, A7y TFEe fashed tools A & AFT3C AR SHeller Sird H 3Tl § |
154. asft 3m3ease AV & AT veard afAea FA Hr 9fFAT T |
ans : tools> account->setting> TR account TfET M@l ST 31T ¢ |
attach my vard to #4ST I F |
edit F8 W Fad T N
edit F15 W Faw HY R edit veard ST diaq 31TAT ¢ |
first - 379a7 AT FT gl a3 @ |
last - 3791 =T8T T last name for@ |
email-pawannagar05@gmail.com
mobile—3T9=T mobile no ford |
i ok 9T & Y |

YV V.V V VYV V V V V

1Y)

155. (most) junck, email,spam, antivirous tab option 3TZcileT ST & tools ST

SIFd H 39aY ¢ |
156. GOl & geEel & fU  39er email 3R &elsT & access Wald o & faT
delegation T Tecal § |

157. Talking about one’s company ?
Apple company



Nokia

%

X/ X/
O XA X4

o
A5

158.

>

ans : Apple Isthe largest technology company is the world that designs, manufactures and

sells customers electronics, customer software and personal computer.
Our company launched in 1981.

We started life as a construction company.

Our company head office is in paris.

We operate in other cities all over the world.

One of largerst company in india

World’s larfgest manufacturer of mobile device.

Offers internet which enable user to access mucic ,games media , messaging and maps.
One of the most valueable global brand.

Mobile devices named according toseries.

What is Information technology ('\qjl?-lT EI’IE:-!I’IﬁTﬁ)

ans : A NAAR T GACT & 1S & T ST § (3T HY Seerd g5
ITEIEEAT H FOW Ao ¥ dod IURT F F U ¢ |30 & 3@ ¥ weeftg
ATl 3T &1 H hH Flel dlel hiFadl &l Jolall A UH YA HAIT & |

15 Y dRlAdr FHd ACIH F &7 FH IIod FId ¢ 3§ a1 G @
ST & | AT IT 2reg A Fogex I gonfera) ryfa Fegex avs {ven &
T yater e ST € |

AT e 32T AT SAFRRT T HIBIA, Foded , HaRed A g e & v
ST AT 3YAT ¢ | S & T TN AN W ATFATd AT Hellolel WeAThrar
& fudia caraaRer & e & fhar Jrar § |

The fullform of IT is information technology . it is a branch of engineering dealing with the use
of computers and telecommunication equipment to store, recover, transmit and control data.
Without information technology , modern life will be same as without fuel.

information technology (IT) is the use of computer storage, networking and other physical

devices, infrastructure and processes to create process storeage secure and exchange all of
electronic data.

What does the term ITES mean ?

Ans : ITES stands for information technology —enabled service.

ITES is supported by information technology in dofferent fields like banking,
insurance,telecommunication.

ITES information technology enabled service includes the call center, BPO,KPO,RPO

This mean service delivered over telecom network (phone) or the internet (email or chat) to
millions of customers of different companies across the world.

In simple term , IT-enabled service are functions performed in a country different from the one
where the final — service is delivered that is delivered over telecommunication.

CALL CENTER : Is a service center with good telecom facilities, trained consultants, access to the
internet and other online information and is setup to provide information and support to customer.

>

A customer user a toll free number that is connected to a custopmer toa customer support
center.

WHAT IS BPO : BPO is business process outsourceing when anorganization ursource a part of its

buniess to another organization . that is expert in handling that kind of business.



WHAT IS KPO : is a knowledge process oursourcing . it describe the oursoursing of core
business activities.that are important and forms a primary party of the companys chain of
activites .

WHAT IS RPO : is recruitment process outsourcing is a form of business process of outsoursing
where an employeer outsources to transfer all of part of its employeement and staffing activites
to an external service provider.

159. What is Effectively communication ?
Ans : Effective communication is a process of exchanging idea,thougs, knowledge and information
such that the purpose or intensionin the best possible manner.
In simple words, it is nothing but the presentation of views by the sender in a way best understood by
the receiver.

160. Opening and closing customer service call ?
Ans : opening the converstion ?

There are 2 basic wasys of openinga customer call.

» Smile when you answer.this helps to make the cusotmerfell welcome.
» Use friendly phrases As parts of your gretting; “ thasksfor caling,”,mam may | help you

161. Greet the customer :
1. State the name of your 3. Offer you help
organization. 4. Good mornignevery way

2. Introduce your self
Closingg the conversation

Ask the customer if their issue has been solved to their satifsfaction.

Ask the customer if there is anything else they need any satisfactionor hel desk

Thank you for customer once agin for calling your organization.

Reintroduce yourself.

Tell the customer it was a pleasure serving them.

Say good bye and close call.

162. (most) What is communication ?

Ans : Communication is mopre just talking ; it require understanding the information is that has

been exchanged . if you cannot underdstand what has been expressed , then the communication has
not been not successful .  3TIdT g @ ¢ @< arer 3m I $r chd-é:lplra\-lgh‘\’lo-l 1 %‘ |

The word communicationhas been taken fromteh lation which mean of comman it show nature
activity if the human being ti the feeling information , idea between send ans receiver.

e il o e ST T HEr Ak @ IS Tt & Hagfeiehelel hgelell ¢ |
Sender->message—>receiver>feedback—->sender

+- e AFAT AT AT A ATH FIHA AT TF T T F4S FEt AR T o e
ST qF g Ao FEIABLT TGl HEeATIT |

163. FHIfAFAT A T FIT A 91T AET ¢ TAR -
% ans : el dlish & ATH ATH eUeai H Slelell g T & Gealr

VVYVVYVYY




o R YBeIl R & SAR I FHSTAT

o WTYRUT Al &I YA el AT QAsGl HT 3TANT
AT
o I P WEI HHASAT 3R ATl el S F 3R IGeAT
164. what are effective listining skills ?

ans : effective communication exists between two people when the receiver comprehends, interprets
and understands the sender message in the same way as the sender intended it. it has many
advantage.
By listening effectively, you will.
Get more information from the people.
Increase other trust you.
Reduce conflict
Better understand how to motivate others.
Inspire a higher level of commitment in the people you manage.
165. What is Non verbal communication ?
Ans : non vreval communication is behavior , other than spoken or written communication,
that creates or represents a meaning. In other words, it include facial expression . body
movements and guestures. Nonverbal communication is talking withour speaking a world . it is
very effective , maybe even more so than speech.
There are two types of nonverbal communication .
Body language and Gestures.
Nonverbal cues
Facial Expression
Body language
Eye contact
Dress and physical appearance
Gestures
Most people express and can recognize
Six basic emotions

YVVVYVY

1. Sadness 2. Anger 3. Happiness
4. surprise 5. Disgust 6. fear
166. What is the work place communication ?

Ans : there are two types of communication. Formal and informal . informal communication is between
family and friends , but when it comes to formal communication , there are some etiquette and rules
that need to be followed . here are some tips for effective communication in the workplace with your
subordinates, colleagues as well as seniors.

Be clear and transparent

Be well prepared

Be precise

Be genric

be assertive

do not assume

Encourage two way communication

167. What are the Interview skills .



Ans : when you get selected ininterview you need to ask yourself . what was there in your cv or
APPLICATION form which interested the wmployer ?

>
>
>
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168.

To prepare your self .
Check the company website.
Preparied for typical interview questions.

Tell me about yourself

Why have you applied for this job and applied to this company ?
Can you give me an example of a problem you have solved ?
Why did you choose your particular degree ?

What are your strength and weakness ?

Where do you see yourself in five years time ?

What do you do in your leisure time ?

STeFgHCT 3 reviewing T T 3 AT § |

3cat - Reg v T T § ST@T document T IENS F ST ST § TG SFPC H o TAY T
FT & mﬂa?ﬁﬁqmmﬂmmglReviewing?e\ﬁmdocumentﬁﬂﬁrgtf
P A Eh R S ¢ |

169.

TR foF &1 RWeFw adET |

3cdX - hyperlink(“url®,”display name”)

Exam. hyperlink(https://www.google.com”,google website”)

170.

g AT o & AT gdwysr wear a7 o |

3cdY : insert tab

171.

Boed Reaw yem  FT arell f:eF website TR |

Jcd¥ - www.comodo.com

172.

173.

document &Y {I,Tf&\"f«.'-l' T THA ¢ |

174.

changes ST dfad H & Aeiee LT |

www.startssl.com

www.cacert.org
fSfSicer RATa<R &elt-
Yellow triangle :- I§ 3aTd AT § T digital signature 37FT § |
Stylised red seal :- dg sﬁl?r hIdr %’ $r gulﬂr'q\?fl? 3k %’ IR g signed FA & dC
dcell e & |
Yellow tringle with black exclamation 3Jg sﬁa Il % FT document BIAR gET
§H%mwg%documentﬁ@gﬁl’s’@fﬁﬁ?ﬂawmﬂﬁm

IR |
Restrict permission €dRT mﬁ'ﬁ' ann & favw ﬁc‘!‘,ﬁq IT Bras ORI I @

T SiegHc A @ changes &1 reject ¥ & fAw 3maer Accept 3R Reject



https://www.google.com”,google
http://www.comodo.com/
http://www.startssl.com/
http://www.cacert.org/

3cdl- Reject

175. I GfshdT a g gl § ST 3179 UM Slargic W &H e &
AT T reviewer g |
3cdl- Review

176. SIFIHACT, AIheIe AT THAeT b1 R giem & oad 39 foleh sy dolere

FXh SRRFC! Blal Y Tohd ¢ |
3cal- gEIRTAs/HYPERLINK
177. TIFedT &l FIA FAgcaquT 3R G 38 39T gt arell faRIvar
UIzale aad 3R gEale 9 ¢ |
3cdi- spreadsheet/Fusefic
178. HI 3UINT A U 31T spreadsheet AT 37el9T-37eleT spreadsheet H @
gU srer @I sort,count, IT view average X H&d § |
3ccl- grsdle ¢ad
179. HHC STAC A & [T HicAdl AMEhe ol el |
3cat-ctrl + alt + ¢ ( IE A € )
shift + F2
180. o9 % o Ueh &1 deheeh 1 fafdeet gfadl W e & ¢ 3R et 3 @it &
f&arel ahgeh # consolidate & I A Bl & |

3cdd- consolidate

181. 39 T9seMe T FATOIRAT FARTT et & T $T 3YANT FT ohd § |
3cat- RBfoed @aawR
182. T SiFgHC W ¥ 9Ic Sl AR ST § T Fg known

sender aRT §ATAT AT ¢ 3R transit & SR ST gT © |
3cd¥- Digitally signing

183. 39s 39 H & Ueh Selaclielen SIFgac § St il 3T SFgHc o4 &l
spreadsheet], audio IT video ®ISdl 3f¢ & TATohte it & faIT 39T foham SATAT 7 |
3cdl- Digital certificate

184. T fReet &1 Solacias §9 ¢ 8% 38T yaR & Rt sagsic &t
g1 ¥ Y 9 signature A & A8 & Bioiea ey solaciie slegsc & gAod
d ¢ |
3cae- RBfoea e

185. Ig 3fg axar § RBfoea e 3T ¢ |

3cdi- yellow triangle

AN

186. g ST T § argfes ok & 3 I signed T & dIe deell el
el ¢ |




3ccdi- stylised red seal

187. %%W%@f%ﬁlﬁﬁ?ﬁﬂ?@gﬂ%ﬁawadm%ﬁ
SIeFgHAC H DSOIS & 915 § AN e 3 HUAT AT LT @13T |
3cd- Yellow tringle with black exclamation

188. % GART Sid 39 UICd el Sl TS AT § ' gHeaAraer 3Ha!
), e, aee fe @ Ja= & fow 39Ater foRar arar g |
3cdl- IRM

189. IRM &I Belhle FcTsU |
3ccdi- SABERT I8 HelolHe

190. CaRT 3T ol & faw ficsia a1 wids A S & document &t
T FX o ¢ |
3cdl- Restrict permission

191. gERI 1 e & AT el & & faw ! NEVH/PDF sreier sierd 7 fie
QAT & cTgel oAeTT e |
3cdl- NOT PRINTED

192. gl T e &1 AT o uTEd 81 b WHAT S COPY gl &l el =rgd]
ar 39! PDF 3/I6l9T §idd H changes daRMeT & dgd ENABLE COPYING OF
CONTENT AT TRV |
3cal- 3edeh

193. 39 T T ITATT Fleh HATGCHT T FIT JofT Tohel § |
Ical- HABT

194. SH AYTSIIT Adedl H TS B & TR htm] AJST hae a=t & forw guic
aiffer g |
Ieal- FEATN

195. Css &I HeAthia dcl1sU |

3cdi- cascading stylesheet
196. T website 7 stylesheet frue frameh g |

3ccdl- CSS
197. Style sheet & foIT I TIT &7 3TANT fhAT SATAT R

3cdl - <style>............. </style>

198. PAd Fﬁ?{\@f style sheet fohUC ST ST ¢ |

3cd — file menu

199. Carzpe) ath\é: d&d behaveour option 3Tclst ¢ |



3ccd — BIHC His] |

200. Popup message ST SIFH 3T & , 519 <189 TohdT 31T message display 81T g |

201. Tools ] & T8 compatibility RIEH 3T § |

202. Add-ins [aEJd HEcH FATS 3R AAT BreRT AT SSH T FATH HT &THAT I
qEIdT g |

203. Snippets T FIT 39T ¢ |

3ccl — snippets SAITHA & TH MBI &, Foies [ & faehrat svcT3il qanr get: 39
mm%m@agamﬁm%a@ﬁ:agammaﬂwﬁmawmm
IR EIDEIE afrqu H AT 37T daATSel W R IR 39T X Thd & |

204. HICNT BISed ol TFHC AT dd18UT |
3cdd - .psd

205. BICIMT HIe H psd SFIIE T AT & |
206. SATTH$(dynamic) 98 ¢FTelC I THSISU |

3l — ST AT dynamic 39S Pl 3ISC I ¢ of agASCl o Y It 7 TR Helr
&1 IREclsT 3T ST ¢ | 98 G707 3R ITafal &l v &t o forw gt dadst it o
319 edit fohd ST aTel Asit & Shdel o [afIEe oo & aRad= wT Fehd ¢ | F 7R 39
el # 5o 3TN AT § | ST 31eTeh Aaraedl T & JTaTST R T FA G |

207. DWT &I Feethld adsU |

3cdl —STITT A dd cFTole

208. SEO &I %ol Bi# SV |
3o — T Sole JTTCcHTS AT
209. FBDB ATH ¥ U [afFe Blest H sreey ek fhar Srdarg |

210. iis THTHT TIET T |
Il — Seelelc SABIHLUT TTads

211. the UoT Hel TarHc2ls] WSHe & Tl ATSshIHIFe TFayereT de ganT Reerd fanam aram |
212. View HIe] & site dropdown HIs 3 site HHY 3T § |




213.  FTP & QU ATH 9a15T |

3cdl — BISd SeaW Alcilel

214, SITE #Is] % SF9IC dropdown Fis] 7 39 Jahat § SFUIIC 3T ¢ |
215. Kompozer Teh open source wysiwyg html ufsex g |

216. gTeufoleh T &ead :

=hyperlink(“location”,”friendly name”)

217. http : TSN text CleHHI SICar

218. CLR :PIHT oIdof IACSH

219. ol T aTell HX A18S TERTTEIT dladsl el ¢ | > PHP dvdst
220. ISP > Secsic Afad grargst

221. FTP - WISd Slea® Ulctehiol

222, SSL-> fAFIR Ghe ol

223, SOAP - F&Ud 3ilesiee TardH el

224, WSDL-> a9 afdd f3f&sreer ofadsr

225, IRM-> SABEHRNT IECH Heloldc

226. SEO-> T &l HICecATSILl
227. IS8 SIhERE afdast
PHP- T8I 81 UsT/ §I8W e W Ay

228. Bfoee R vsAfarer Far
EISeME T GATTOTRAT GiATEd e o Tow f3foiee feerer &1 v s geha € |

Teh SlFgAC T f3TSTEe signature & U1 Sl GIATREA il & o Ig el STieTent carfebed @Ry S=aram I §

fBfocd AesTr U TAesTr &7 Selacifaie 9 g WW’W@WWﬁmﬂﬁﬁmsignature
X ¢ 3 & BBforee Rseer soae o sterpic # vt e & |

229. YA AT TARE FIAT

TS 31T YolereT & & ot aeienl & folw H&y feig &l gTSTse idel Trgd g1 dlfch 3o foeg il o faRIy eare
fear S 31k a1 T@ET S | AT NS 3T Usieers # facanfaat o artfarfe Ratee &l Usic Hem aga g ar
3T 37T USICReT H CIUX T TS ATSC hell T2 g1 |

230. RBoed Q7w sRATeT Fr



TRATE T FATTOThAT FIATRET et & fT fSTotee ffaeier T ST Fehdl ¢ |
Teh SlFgHC T ST signature & JTC el AT il & o Ig ol STieTent carfebed @Ry 91T IT §

%ﬁwﬁ?ﬁmwﬁ?ﬁmwsﬁaﬁﬁmm% mwwg'mg\mﬁ?ﬁﬂﬁﬁﬁﬁ?ﬁsignature
N ¢ 30 & 3foiee AT’ Selercioe sleggic  gAid Hd ¢ |

231, html 97 s defoult foFe 9T T T 21 B |
.html / .htm

232. html FTE % o #19 # view & 73T T ATCeF i &9 T g |
1. fRSE7 =1/ design view : FiT Fit RSTEA fR@m@r g |
2. code view / FE : U FT FIE fe@marg |
3. fEre =1/ split view : TRSITEe o #re <M1 femmar g |

233. A giewaie / image HOTSPOT T AHATET |
image gieeqie &7 37 g T ST Jaust AT fofsh 90T & o7 U sehetT image &7 T fgedT ST
FLAT | BleETie ¥ image ST T AT # g2 fofsh o @ehd g | a8t & weh gleeqie fhue
FAE |
IERTOT o forw : i Foreft |9 3T 397 o 69T § 1T 21d g 39 o o 77 w7 fFeres w9 a8 T
G ST |

234, HTSH gAY &l GHATI |
AT IATE TReT Uferde &7 U IREd (37, &, i) i &1 grar g | 5T o et [Afsra uierte
F FIT GTSH ok AT g T SHRT Taad grar g, ! ¢SS HITSIT o T AT ATAT |

235. CSS «¥asl &l 99T |
CSS FTERTST TeT2e ofie UF oIvasT g Iorae gh el 9T html STFIHE & srwu® €9 ¥ 3@ 9d g |
STEl g9 html =vasT & TRt Jaust &l 3T <d ¢ del €SS | g9 I IS il 3Thu® ®9 ad g |
THHT HAAS g g i daHTe2 o html FHITSIT o T AqTT I JTHISE il (O 39 FT3AL IC I

forT srqer gt =Ry |

236. Hyper link shortcut keys ?
Ans :ctrl +K




