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!P SF[d%I]8ZG[ X~ SZF[P
Z P Desktop GF GLR[GF  EFU[ VF[ /BL ATFJF[P

(a)Desktop s0[:S8F[5f (b) Icons sVF.SF[Gf (c) Taskbar s8F:SAFZf
(d)Wall paper sJF[,5[5Zf (e) Start button s:8F8¶ A8Gf

#P Recycle bin GFDGL Window BF[,F[ TYF T[GF GLR[GF EFUF[ VF[/BL ATFJF[P
      NZ[S EFUGF[ p5IF[U V[S JFSIDF \ H6FJF[P

(a)Titlebar (b) Minimise button (c) Close button
(d) Maximize button (e) Scrollr bar (f) Scroll button
(g) Window frame

$P Start Menu GF H]NFvH]NF lJS<5F[GL IFNL AGFJL NZ[SGF[ p5IF[U V[S JFSIDF \ H6FJF[P
5P Start Menu GF[ p5IF[U SZL GLR[GF 5F[|U|FD X~ SZF[P

(a) Calculator (b) Paint  (c) Notepad
&P p5ZF[ST +6[I Window G[ Cascade VG[ Title  :J~5[ UF[-JF[P
*P Calculater, Paint VG[ Notepad GL Windows A\W SZF[P
(P Desktop 5Z VFJ[, Icon G[ Name 5|DF6[ ,Type 5|DF6[ Size 5|DF6[ Date 5|DF6[ UF[-JF[P
)P Desktop G]\ Wall paper AN,F[P
!_PDesktop G]\ Wall paper AN,F[P
!!P SF[d%I]8Z A\W SZF[P
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1P Windows Explorer X~ SZF[P
2. Windows Explorer GF H]NFvH]NF EFUF[ VF[/BL ATFJF[P NZ[SG] \ SFI¶V[S JFSIDF\   H6FJF[P

(a) Title bar  (b) Menu bar (c) Tool bar (d) Address bar
3P windows Explorer GF[ p5IF[U SZL HNGU  GFDG]\ V[S Folder GJ]\ AGFJF[P
4P HNGU GFDGF Folder G]= GFD AN,L UNI V[J]\ GFD VF5F[P
5P “My Document” GFDG]\ OF[<0Z SFIF¶lgJT SZF[P T[DF\YL SF[>56 OF., UNI OF[<0ZDF\ SF[5L SZF[P
6P UNI OF[<0ZDF\YL OF>, GFD AN,F[P
7P Windows Explorer A\W SZF[P
8P Notepad exe GFDGL OF., XF[WF[P
9P Control Panel GF[ p5IF[U SZL  Date VG[ Time AN,F[P
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s!f     J0¶ 5F[U|FD X~ SZF[ P
sZf      J0¶ :S|LGGF GLR[ H6FJ[, EFUF[ VF[/BL NZ[S EFUGF SFIF¶[ V[S ,L8LDF \ ,BF[P

Title bar s8F>8, AFZf Minimize Button sDLGLDF.h A8Gf
Maximize Button sD[ShLDF.h A8Gf Close Button sS,F[h A8Gf
Menu Bar sD[G] AFZf Standard Toolbar s:8Fg00¶ A8Gf
Formatting Toolbar sOF[D¶[8L\U 8],AFZf Ruler s~,Zf
Document Window s0F[SI]D[g8 lJg0F[f Status Bar s:8[8; AFZf
Scroll Bar s:SF[|, A8Gf Scroll Button s:SF|[, A8Gf

s#f      GLR[G] \ ,BF6 8F.5 SZF[P

A laptop computer or simply laptop. Also called a notebook Computer, is
a small personal computer designed for portability usually All of the interface
hardware needed to operate the lapt op, such as USB Ports, graphics cards,
sound channel are built in to a single unit.

Laptops contain high capacity batteries that can power the device For
extensive periods of time, enhancing potability. Once the battery charge is
depleted, it will have to be recharged through a power outlet. In the interest of
saving power, weight and space, they usually share RAM With the video
channel, slowing their erformance compared to na equilent Desktop machine.

s$f        p5ZGF ,BF6G[ PRACT3 GFD 5Z ;\U|C (Save) SZF[P
s5f        p5ZGF ,BF6GF[ l5|g8 l5|gI] SZF[P
s&f        p5ZGF ,BF6G[ l5|g8 SZF[P
s*f 0F[SI]D[g8 A\W (Close) SZF[P
s(f J0¶ 5F[U|FD A\W SZF[P
s)f        J0¶ 5F[U|FDG[ OZLYL X~ SZF[P
s!_f      p5ZF[ST 0F[SI]D[g8 PRACT3 G[ SFIF¶lgjT (Open) SZF[P
s!!f      p5ZF[ST 0F[SI]D[g8 TEST GFD 5Z ;\U|C SZF[P
s!Zf      GLR[ 5|DF6[GL S;¶Z D}JD[g8 SZF[P

a.   VUFpGF XaN 5Z HJFP e. ,F.GGL X~VFTDF\ HJFP
b.  5KLGF XaN 5Z HJFP f. ,F.GGF V\T[ HJFP
c. VUFpGF 5[Z[U|FO 5Z HJFP g. 0F[SI]D[g8GL X~VFTDF\ HJFP
d. 5KLGF 5[Z[U|FO 5Z HJFP h. 0F[SI]D[g8GL V\TDF HJFP
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The Pricipal
Commerce College,
Mehsana.
June 27,2011

To,
Patel Infotech,
21,Super Market,
C.G Road,
Modasa.
Dear Sir,
I shall be if you can send the following item as soon as possible
1 Keyboard (Multimedia) 15 Nos.
2 Mouse optical 18 Nos.
3 Inkjet Printer Model AB 1020 10 Nos.
You may send these by rail parcel to the above address. I assure
You that you will be paid within 25 days on receipt.

Yours Faithfully
J.C Patel
(Principal)
s!f     5+G[ PRACT4 GFD 5Z ;U\|C (Save) SZF[P
sZf      5+DF\ GLR[ NXF¶J[, ;]WFZF SZF[P

(a) Modasa XaNGL HuIFV[ khedbrahma XaN D}SF[P
(b) K[<,F 5[Z[U|FODF\YL within  XaN N}Z s0L,L8f SZF[P
(c) You may send… 5[Z[U|FODF\ rail parcel 5KL or by truck ,BF6 pD[ZF[P

s#f     5+G[ 5]Go ;\U|C SZF[P
s$f Go To 0FI,F[U AF[S;GF[ p5IF[U SZL S;¶ZG[ 5F \RD; ,L8L 5Z ,. HFJF[P
s5f (a)   College XaN 5;\N (Select) SZF[P

(b) I shall be…. ,L8L 5;\N SZF[P
(c)  You may send…. 5[Z[U|FO 5;\N SZF[P
(d) ;DU| 5+ 5;\N SZF[P
(e)  I assure you… JF/] JFSI 5;\N SZF[P

s&f 5+GL 5|YD +6 ,L8LG[ DwI (Center)  DF\ ,FJF[P
s*f      TFZLBG[ HD6L AFH] UF[9JF[P
s(f      5[Z[U|FOGF ,BF6G[ (Justify)  SZF[P
s)f 5+GL K[<,L +6 ,L8LVF[ 5; \N SZL SF[5L (Copy)  SZF[ VG[ RFZ JBT 5[:8 (Paste) SZF[P
s!_f    p5ZF[ST SF[5L SZ[, ,BF6G[ N}Z (Delete) SZF[P
s!!f    5+G[ 5]Go ;\U|C SZF[P
s!Zf      J0¶ 5|F[U|FD A\W SZF[P
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Ganesh Engineering Works
M.G.Road
Talod.

June 23,2011

  To
  Mr Prem Desai
  21,Ram Society
  Idar

Dear Mr .Desai
This is with reference to your application for the post of a computer programmer

You are requested to appear for an interview for the said post .on 5
July,2011 at 11:30 a.m. in the office of the undersigned . You will be paid first
class railway fare from your city to Talod .  Fo r claiming the fare, you will have to
produce the ticket or railway money receipt.

     Please bring your original certificates and testimonials for verification
Thanks.

Yours sincerely
for Ganesh Engg Works.
Manager

(!) 5+ G[ PRACT5    GFD  5Z ;\U|C (Save) SZM
(Z)     (a)  5+ GL 5|YD ,L8VM DwIDF\ UM9JM VG[ T[DG[ Bold ( UF-L) SZM

(b) 5+ GL 5|YD ,L8GF Font  GL UM9J6L GLR[ D]HA SZM
              Font  : Arial     Style : Bold   Size :18   Color : Red

 (#) TFZLB G[  HD6L AFH] UM9JM
 ($) Please bring…..  JF/L ,L8L GLR[ V\0Z,F.G SZM
 (5) 5+ GL VlTD +6 ,L8LVM  HD6L AFH] UM9JM
 (&) K[<<F[ SZ[, ;]3FZM SF9L GFBM
 (*) SF9L GFB[, ;]3FZF G[ 5]G :YFl5T SZM
 (()   5[Z[U|FO GL ,L8L VM JrrF[ ,F.G :5[;LU  !P5 GL SZM
 ()) 5+DF\YL You  XaN H  XM3M
(!_)  “ Ganesh ”    XaN GL HuIF V[ "Shiv"  XaN  SZM
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    Printer
                 In  computer , a printer is a peripheral which produces a text and/ or
graphics of documents stored electronic form, usually on physical print media
such as paper or transparencies .Many printers are primarily used as local
peripherals, and attached by a printer cable

 Dot-matrix printer
 Inkjet printer
 Line printer

(!) (a) XLØS (Printer)  DwI (Center) DF\ UM9JM
(b)XLØSGFFont:Arial,Style:Bold,Size:18Point,color:red   SZM
(c) 5[Z[U|FO ,BF6  DF \ FontGLR[  5|DF6[ UM9JM

(Z) ,BF6 DF\  A],[8 GF 5|SFZ (Style)  AN,M
(#) A],[8[0 l,:8G[ GA\ZLU l,:8 DF\ O[ZJM
($) XLØS (Printer) 5KL 12 Points GL HuIF  ZFBM
(5) 5[Z[U|FO GL 0FAL AFH] 0.5" VG[ HD6L AFH] 1.0"  HuIF  ZFBM
(&) GAZGL l,:8 DF8[  0FAL AFH] 1.00"     DFHL"G ZFBM
(*) Line Printer  ,BF6 G[ 0 [SL GFBM (Line Printer)
((),BF6  GF V\T[  JTDFG TFZLB NFB, (Insert) SZM
()) 5[Z[U|FO GL  VFH]AFH] IMuI AM0Z UM9JM
(!_) GLR[  5|DF6[ GL ,F.G 8F.5 SZM

(A+B)2 = A2+2AB+B2

H2SO4
C+O2 = CO2
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HTML  GM  p5IMU SZL GLR[ 5|DF6[ G] \ Web Page

            Introduction to computer

            The word ‘ computer ‘ hes been derived from computer ’ thet means
  to  calculate

              Computer hes following characteristics

 Accuracy
 Speed
 No intelligence
 No emotions

                 It is used each and every field of life

(1) J[A 5[H G]\  Title ‘ computer fundamental ‘  ;[8 SZJ]\
(2) XLQF"S (introduction to computer )   G]\ GLR[ D]HA OMD[8LU SZM

( Heading =  H2, Font = Arial, Align = Center )

(3) it is used each and every field of life . ,L8L G]\ GLR[ D]HA OMD[8LU SZM”

  ( Font size  = +2 , Color = Blue, Alignment = Center,Style = Bold )

 (4) T{IFZ SZ[, 5|MU|FD G[   Pract7.html 5Z ;\U|C SZM
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   GLR[ 5|DF6[ G] \ Web Pege  T{IFZ SZJF DF8[ HTML 5|MU|FD ,BM

1     input Devices
 key Board
 Mouse
 Scanner

   2.        output Devices
 Printer
 Moniter
 Speaker

(1) J[A 5[H G]\ Title ‘ Device list ’ SZJ]\
(2) ,BF6 GF  Font = Arial  ;[8 SZM
(3) T{IFZ  SZ[, 5|MU|FD G[  Pract .html  5Z ;\U|C SZM
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        GLR[ 5|DF6[ GM V[S 0MSI]D[g8 HTML  DF\ T{IFZ SZM S[ H[DF\ 0MSI]D[g8  GL  GLR[ VF5[, A[  0MSI]D[g8 ;FY[
External Link  CMI

(1) Main Document  GLR[ 5|DF6[  T{IFZ SZM

JAY GANESH CORPORATION.Ltd
 About Us
 Contact Us

(a) J[A 5[HG]\  Title  ‘ JAY  GANESH CORPORATION ’ ;[8 SZJ]\
(b) Aboutus  GL ,LS G]\ GFD Aboutus . html VF5J]\
(c) Contact us GL ,LS G]\ GFD Contact.html VF5J]\
(d) T{IFZ SZ[, 5|MU|FD G[ Main.html 5Z ;\U|C SZM

(2)     GLR[ 5DF6[ GM 5|YD External document T{IFZ SZM S[ H[ About Us  GL  Link 5Z  lS,S
SZJF YL HF[. XSFI

About Us
We are hundred years old book publishing company . we have published more
then five thousands books during last fifty years. We have publi shed books on
Accountancy , Management science and Statistics . in next year we are goind to
publish two hundred books.

(a) J[A 5[HG]\  Title ‘ Aboutus ’ ;[8 SZJ]\
(b) T{IFZ SZ[, 5|MU|FD G[  Aboutus.html  5Z ;\U|C SZM

(3) GLR[ 5|DF6[ ALHF[   External document  T{IFZ  SZM   S[ H[ Contact Us GL  Link  5Z  lS,S
SZJF YL HF[. XSFI

CONTACT US
JAY GANESH CORPORATION Ltd

 101 , Publisher Chambers
                    Hariman Point

                  Vadodara -51
Tel . 54567


