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 دا عــــزت د هـــر افـغـان دى
 هر بچی ي３ قهرمـــــان دى
ازبـکــــــــو د  بـــــلـوڅـــــــو   د 
 د تـــرکـمنـــــــو د تـــاجـکــــــو
 پــاميــريـــان، نـورســـتانيــــان
 هـــم ايمـــاق، هم پشـه ４ان
 لـکـه لـمــر پـر شـــنـه آســـمـان
 لـکــــه زړه وي جـــاويــــــدان
 وايـــو الله اکبر وايو الله اکبر

افغانســـتـــان دى  دا وطن 
 کور د سول３ کور د تورې
 دا وطن د ټولـــو کـور دى
 د پ＋ـــتــون  او هـــــزاره وو
 ورســـره عرب، گوجــر دي
 براهوي دي، قزلباش دي
 دا هيــــــواد به تل ځلي８ي
 په ســـينــه ک３ د آســـيـــا به
 نوم د حق مـــو دى رهبـــر

ملي سرود
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U`�eȧl :+aM�ȧ{f��=j+sȧ£fƈ�0+Új�ȲƑ{faLr�{Ɖa5ePĎx
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�`sȨƑ :g5`
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+¡�ÞÊ�ȥ :b��ƈ

¡�Þqjs( :
0�ĥȰ`�kȧƊq�¢  :curriculum@moe.gov.af

 ----------------------------------------------------

+ɾ/+sjs���ƈ+ͅ¡�ÞrȰ:r�s /̀sa¢Z$+i��5j�QT�{eʙ4�/spf Ȧ�+kos¢Ȳ�/�1r
mɺGsU%e+ȥ .q¢/�1��ƈȲȲȦ_/sa¢r�¢ȱ_+r0Nkex+ .q`PɺĎsƉjrrmɺ˻sj�X
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c�Qz¢�0y1r�+�Ȳkos¢�+
�/ g4�� �0X�Ɗ

ȥ�,( {Ɖjsĥ� r� ȥs` +ҾfMj q` Ɗz` r� �4s` + r� ͅȨaĥ��/ ,jrė Ȳy q� ēse ȲÞ ͅrsƈ ȥ�Ê q¢ 0Ɖ8 �
˿ + r� ͅsy xĎƈ lf(0� Ȳy q)ÚȨUE=e ,f%e ɫfQȧ¢ {�4r/r 0¢ Ȩ`�M�� q�/r c�Qȧ¢ ȨjĎes` {p`� ȲÞ

)b�4s` (sy�r +r/+ ͅr .
 m+ m/�ƉĤ q� s`s� ȲÞ qƭj0Ṳ̢̨̪́ + _�ƈ 2y0˯ x0!o + q� qae� ȯ+ q` ͅs8 _sesjr qe�j q¢ _�ƈ + Ȳkos¢

xr ,o�8 sjsjs`,� r/rė + ͅc�Ij 2zjrsĤ +�sȱo i�0Ƭ .m+1 ͅȨƉjrsĤ + r� m/�+� ͅȨËjrsĤ ͅ���ƈ ͅȨƉjrsƈ
 q¢ Ȳj1r/ r� ȲjrsĤ + +�sȱo + ȲÞ ͅxĔzƈ ba� ʆ�kL 2z�5k� ˻sƬĔ£8 c�Ij 2zkos¢ + +�sȱo + Ȳj�Ƭ�/s8 sky,`�r

e0¢ r� �z�(�0¢x0` _r/ gpe Ȳƈ �z�) . + ͅc�Ye q���ʁe + �/�1r Ȳkos¢ + i��5j�QT� + Ȳƈ �(r gpe Ȳ4�+ q¢
ȥ+ leė q� sjsjs`,� r2z�5k� /s` q¢ �ȧ�(�0¢ r� ȯ+r + Ȳƈ c�Ij 2zjrsĤ q¢ +�sȱo.

x+ q)Ú sjs�s�yĎes` sfpe q` �/�1r Ȳkos¢ + ͅ�z�(�0¢ r� #ʙ<� ��=j 2zjrsĤ + qae� ȯ,fo q` . qƑj/�,fo q¢
 q� NȰ1s� r� �zUzƈ ͅ�s�%e sjs���ƈ ɾ/+ + ͅȲƈ s��5z4�� r2zjrsĤ ʊs=( r� {� r̀+ s`s� r� s4/,e ͅszËjrsĤ

x0` ȥ�Ê Ȳƈ ɺ q¢ r/�Þ + �/�1r Ȳkos¢ + qj0ae�¢ . is�8 q` sjs���ƈ ɾ/+ q�zUzƈ�� + ȲÞ ͅsy /r�� ȯ+ q¢ ēse
s9j Ȩ`,ȱ4/ q� sT�,o� ɾ�4� Ȳj1r/ r� ȲjrsĤ + ͅq�0¢.

s¢ ͅqƬs� q¢ sƉjr1r/ + b5j {Ɖjsa��/ + ͅm/�£` s`sƈ q�Ëke�/ + c�Ij 2zjrsĤ Ƈ�j2ȱP� + r� r,ȱ4/ + q� s(se szk�/
 +�sȱo + ȲÞ ͅcsƈ qazo xr�j/+ q¢ q)Ú sj�0y,e {Ɖa5e r� sj�+��4� ͅsƉjrsĤ r,j�s4 mč1 s`s� q` +�sȱo +

r+Ĕȱ` q¢ �s�%e + r� ͅ6y/,� q¢ sjs���ƈ ɾ/+ + ȯ+ q� sj�zß� + r� ͅxsf£4 qjr ,j�o r� qÛo _ró Üzo ͅȲƈ s`
xĎƈr ĦĤsƈ r� /�y1 ͅȲƈ qj1r/ q¢ b5j _��f4 0ƉU� x+�Y�j� r� ˳e ͅ{ky+ q¢ r� _�MT msy . Ȳkeė + É/r m0o

m+1 i�0Ƭ ȲÊ/r lj + ȲÞ ͅxĎƈ bȧ¢ �4s  ̀�zj ȯ+ q¢ ͅmɺ Ƈ/+ q¢ �z`r�5e + r� s`sƈ xsj q¢ q� {Ɖjrsƈ
QT� ˳a�)e0¢ msy + ��4xr {Ɖjr,ȱ4r� /s�Ƭ r� i,f�e Ȳk`s� + r� ͅi�/˴Me i��5j�.

 q)Ú �<0T 0o q` sÚ ͅc0` qk�ĤsP ͅm+ qƭj�¢ qƈ�k�Ĥ1/� +�sȱo + ȲÞ ͅq)Ú sƉjrsƈ m+1 rēs( q` 1�/ �,fo
 ͅmɺ xr�j/+ q¢ q� sƉjrsĤ r� ͅqƐs� q¢ s`�sjrôƬ s`�MT r� sƈ˼ Ê + Ȳƈ q4r0¢ q¢ ȯĎƈ m+1 + r� ͅxĎƈ q�/s¢ q�Ƭ

� q`xĎƈr m+�U�4� qƈ�j2ȱP� r� qĤ q)Ú 6Ȧ/,.
 ���ƈ ȯ+ + ȲÞ ͅq)Ú sj�/�Ɖfo {Ɖa5e q` ��=j 2zjrsĤ + r� sj�os¢ s`s� q` Ȳj1r/ r� ȲjrsĤ + Ȳƈ ȥ�¢ q¢

ȥ�,( ȥs` + r� ͅcsƈ qkke ͅx+ ȯĎƈ ȲaÊ Ȳao ȲƉjr,ȱƈ ȯĎ�4 qj Ȳy Ȳƈ s`sƈ s�fÞ r� saƉz` q¢Ҿ /��/+ q`
j� r� ȲaÛz£4 ȯ+ q¢ q� ȥr+ q)Úcč�sP �y0� Ȳƈ ȲÛo ȲƉjrrčs  i�5.

 q`�ƈs4 r� ms¢ ͅƇ�sa£( ȲȰ xĎƬr ȲÞ qaȧo q¢ i��5j�QT� i�+r Ȳ4�+ + r� c�Ij 2zjrsĤ ˳a�)e0¢ r� x/�zMe +
xr.

0y1r Ȳkos¢ +
{)a� 6yr˼e ,f%e /s�ƈ+
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sl¬cĄ ręáìÝ

câlìòüÛë«�l èÎé § ë� ¬

�±ìÝ ręáìÝ

câlòr§ sµ èĄ ¬üì>
      Ŀ ôë Ŵőģ ƀÝ ń¶ƄúÞźëCompute  źŶë ƀŵô    ÷Ŀ ÷Ƅō ŴĮŊúĽģ ƀľ¾   ôåžŢŹĤ    ôQù  ŴQÑï

)ƀŽńúźō (  ſĿ ƀĨŉĤĺŹ Ĥù4    ƄĭĤĨŉĤĺŹńÝ ń¶ƄúÞźë Ňƃģ ƄĽ   ŀŽƃç Ŀ ſńöħńŉ       ſńõÀ ƀÝ ŸƁ ôë ƄŽƄĽÂģ ƃŃƄŽ ƀÝ
   ƇÅúë ųƃŃĤë ƀæë ƀĽģńÝ . Ŷöħ Ŀð  Ƅĭ ƀÝ ôï  ƀ  ƀŵń¶ƄúÞźë   ƀľ¾  ƀÝï  ƄŽƄźĮŊúŉ ńöźō Ï4 ƀìŵ :  ƄĭĤŹƄŶŢŹ Ŀ

     ŽƄźĮŊúŉ ƈĭģńħĤľŹ 4ĿÅúŵ ģŃ ĿÅöŵ ƀÝƀ    ƄŵĤŦĮŉƄÝ Ŀ 4) ńùƃ µũĤŉ (       ķńQř ƀÝ ƄúŽģĿƃ ƃģ ƄŽƄëÃŉ Ŀ µŹńÝ4
żùģņùÀ ƃģ     ë ƀÝ ƈŵĤŦĮŉƄÝ ƇÂƃĤúÝ ĿƄŵƃŃĤ4          Ĺńř ƃģ żùģņùÀ ƀÝ ƄĭĤĵ ſĿģńš ƃŃƄŽ ƃģ ƄìĭƄŵģ Ŀƀ   ôëï  ƀQ·

ƇÅúë ŴĮŊúĽģ4 µŊžħ óĿńÝ ƄŽ Ƅō ƅƑƄëƄĭ óŀŽƑ ƀÝ ń¶ƄúÞźëïƃÃë ŨùńŢĭ ƀ :
  ſƄŶÝ ƈìúžľĭ ƀŵ:      ƃńÝ ôå ÷Ŀ żúōĤŹ ņƊùĤžÉõńħ ƀŦƁ ń¶ƄúÞźëï        ƈìúQŕĤùŃ ƃģ ƈŮŚžŹ ƃģ Ƈƃ øìŽƄžŹ ŷģń

ģńĵģģ ſńŉ ńĭ īƇÃë .
   Ŀ ń¶ƄúÞźë ŻĤƁƄÝ ńõÀ     Ƅĭ ƀÝ żúōĤŹ ņúùĤžÉõńħ ôŉģĿ ſƄùï      ņùÃëŃƃ Ŀ ôå ƇƄŪùńŢĭ ƀ) ĤQ·õÀ (   4ƄŶĭĤQŉ Ŀ

ňŉƃńÝƇńŵƃ ĤúĭÂƃ ŻƄźŉ ƃģ.ƄŉĤĭ ƈō ÷ģŀöëƀëńöº 4ſŃĤúÈƄƁ ſńõÀ ſƄù ń¶ƄúÞźë ôå ğÃëƃ ńìũ
ƁƄÝ ƀ¾ńƁ ƀÝ ƃģƀģĿ ń¶ƄúÞźë ôë ĬŮúŮĹ ƀÝ ƄĽ 4ſĿ ƀŵė ŷƄë ųƃÀøō÷Ŀ ƀŽ.

 ģƄù ń¶ƄúÞźëóŅ   ōĤŹ ƃņúùĤžÉõńħ ƃŃƄŽ     ÷Ŀ żúōĤŹ Ƅù ƀĭŃƃ ƀĭ ƄŽƄžú4         ƄQù ń¶ƄúÞźë ôå ÷ĿģĿ ôù ńúÝƄĭ ƄĽ
ƃńÝï   ÷Ŀ żúōĤŹ øìŽƄžŹ ŷģń       ƃńÝ ƀĭ ń¶ƄúÞźë īŃĤĨš Ŵħ ƀÝ Ĥùï         ƄQō ŴQìúŵ Ŀ ƀŦƁ ƃģ ÷Åúë Ŵìúŵ ŷģńƇ
ƃńÝï        ņùÃëŃƃ øžŢù ÷Ƅë Ŵźš Ÿŉ ſńŉ ŷģń(input)   øŶĽģňŉƃńÝ ƄëƇ ùô    ņùÃëģŃ ƃģ(output) Ĥù

ňŉƃńÝ    ƄëģŃ ƀĭńúħ īĤŹƄŶŢŹ ÷ƄōƇ  ƃņùÃëŃƃ Ŀ 4)input(      4ƄŶĮŊúĽģ Ŀ Ĥ·õÀ ĤùňŉƃńÝ)process(
 Ĥù ƃņùÃëģŃ Ŀ ƃģ)(OutputƄĭ ƀÝï ƄŵƄëģŃ ƀĭńöħ Ŀ ƀŦƁ Ŀ ƀ ĤƊĭÂƃƇńŵ.

      ƀÝ şģńĮĽģ ÖÃŹƄŵ ń¶ƄúÞźë Ŀ����            ĬÈÂƄĵ ƀÝ ń¶ƄúÞźë Ŀ ƀŹĿ óĿ ńĭ ôå ſĿ óƄō ôë ų Ĥë ņùĿÅùŅ
     ƇĿ ƇƄō ŴƁƃ ƀŽƃƃģÃÝ ńõÀ ôë. ŹĿð    ŃƄť ńõÀ Ƅù ń¶ƄúÞźë ÖÃ         ôQë ƃŃĤå ƄŶöħƒöħ ƀÝ ôå ÷Ŀ żúōĤŹ ſ

 óńĭïƇÅúë ŴĮŊúĽģ ƀ·  .
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         ƀÝ ôë ƄŽƃƃģÃÝ ƄúŽÃŹƄŵ ƀÝ ƀľ¾ ń¶ƄúÞźë ƀŵƈºƄÝ       ŀöë ŴĮŊúĽģ ŃĤë ôë ƄŽƄźĮŊúŉ ƃņúŽÃú¾ ƃģƃ  ƃģ
   ŵ  ƃģ ÷Ƅŵ ńõÀ ôľŹ ƀŵ ŸĶĹ Ŀðƃƃ ÂƄŵ ńõÀ ôù ƀŽƄĮÉ4 øžåƄQë ńõÀ ŸĶĹ ƄŽƃń¶ƄúÞźë Ŀ ¸Ńƃ żŽ ƄĽ4

ù ŃĤë ƃģ ƀ·ú¶ ģŃƄĽ ôù ƀúħ÷Ŀ żŹņúťģ ô.

câlò ēl ¨åëh ðæĀ«ë èb ¬üì

Ƅĭ ƀĽģńÝ ƀÝ ôë ƄŽƄĽÂģ ƄŶöħƒöħ ƀÝ ŀŽƃç Ŀ ƀŽƃń¶ƄúÞźë ¸Ńƃ żŽïƃŃĤë ƀÝ ƀ ƀìº 4ƇÅúë ų ôå
 ņùÃëŃƃ ńöźō īĤùŅ ƈō ÷ƑƄë ń¶ƄúÞźë(Input)ĤƉĤ·õÀ ôë ų=ƂŹÁžŵ ƀÝňŉƃńÝƇÃë .žŉƃģ×

 óĿ ƀŵ ń¶ƄúÞźë Ŀ ôžŵƄ¶ éģƄº ƃģïƇŀŽÃģńĵģģ Ƅĭ ôë ƄŽƄĽÂģ ƄŶöħƒöħ ƀÝ ƀŽģŀŽƃç Ŀ ƀľ¾ïƈŶĽģ ƀ·   .

dÌ·Z §

å ƀŽƄĮúŵĤŢũ ƀŦƁôŻĤŊŽģ ĿƄúÞźë Ŀ ƀŶĭńÝ ƀÝ¶ŉƑńħ ńƈƊÈƈƃĠŽèúÝ.
ŀŽĿ ƀŦƁóìÝ ƀŽƃń¶ƄƊÞźë ôåôŶĮÉťƈĿƇŀŽƑ ƀÝóĿ ųƃÀƇ.

˺-óŀŽĿ ƇŃģńìĭ
˻-ģĭĤŹƄĭóŀŽĿ ôìú
˼-īĤĨŉĤĺŹ ƈŶæúÝ ôŕĤùŃ Ŀ
˽-ƀžùƃ ŀŽģÂƃ ƄĭƑĤĹ Ŀ ģƄƁ Ŀ
˾-īƑĤĹ ƃģ ĬúŢŕƃ éĤŽńŚĽ
˿-ôŽĿƃĤå ƄŶŉƃ ƇƃŃŅ Ŀ
̀-īģŀúŵƄĭ ĻģńÝŃƄŽ øŉģĿ ƃģ

(c) ketabton.com: The Digital Library
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 ƀŦƁƀŽƄĮúŵĤŢũ ôåĤŽĤŊŽģŻìÝ ƀŶĭńÝ ƀÝ ƄŽƃń¶ƄúÞźë ĿôƇĿ żŹņúťģ.

câl § ēl ìåë«ìl èbòÛë«�l ìåë¬üì
  ńõÀ ¸Ńƃ żŽ                 ƄħƄŵ Ĥù ƃģ ŃĤë Ŀ ƀľ¾ ƄŽƃń¶ƄúÞźë óĿ ƀŵ ƃģ Ƈńŵ ƀŽƃń¶ƄúÞźë ôë ƄŽƃŃƄë ƀÝ êŶĽ

  ſŃĤÞŵï ƈŶĽģ ƀ· .  óŃĤå ƀŦƁ ôžúº   ôå ìÝ ń¶ƄúÞźëô  ųƃŃĤë
Ƅĭ óŀŽƑ ƀÝ ƇÅúëïƇĿ ƀ:

ńƁſ ƃģ ãƄŉ 4ńìũ ôå ƀŽÃë ƀŦƁ
Ƈńŵ ĤúĭÂģ ƀĭ ĬÈƄŽ.

ſÃëŃƃ ſÃëģŃ ſńŉ ƄŽĤŽĤŊŽģ ƀŵ.
ôŽŅƃŃ ƈ¶ŃƄÞŉ.

(c) ketabton.com: The Digital Library
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Ń ƀĭńŉ Ŀ ƃŀŽĿ ƄŶöħƒöħ ĿųƄë ŃĤë ôë ŃƄë ƀÝ ƀĽƄŹ ƀÝ ƄŵƄŉ.
ŸúŞžĭ ƃŃĤå ƈŵĤŹ Ŀ.

ſŃĤÞŵ ƄŵƄŉŃ ƀĭńŉ Ŀ ƄžŹç ƃģ ƄžĮë ƄŽŀúŵ ĿĿŸúŞžĭ ĬĽ ƃ.
 ÀŃƃ ƀŵŊŉƃńÝ ŃƄ)Word processor (ƄŵĤŮŹ 4ƄŵƄÞùĤ¶ Ŀ ƄĨŵĤŚŹ 4ƄŶìúŵ Ŀ ƄŽƄ¶ƄÝŃ Ŀ ƀľ¾ƄŽƄĮÈĿĤù 4 ƃģ

 ſŃĤÞŵ ƄŶìúŵ Ŀ ƄŽƃņú¾ ƃŃƄŽïŴĮŊúĽģ ƀ·.
ĤìźƁ ƃģ ƄŽģƄŶÞĽ ƄŶÞĽųÅúŵ ƄŽƄŹĤŦúÝ ƃņúùĤžÉùńħ Ŀ ƀĭ ƄŽģŃ.

ųĿƃńöÝ ƄëƄĭ Ŀ óŃƑ ƀŵ µöŽń·Žģ Ŀ ƃģ ųƄ·ŵ ƄŽƄ¶ƄÝŃ 4ƄĭĤŹƄŶŢŹ Ŀ.
ŴĮŉƄŵ ƄŽƄħĤĮë Ŀ4ųŀùŃƃģ Ĥùƃģ.

ƄŵĤŦĮŉƄÝ ƃņùÃë ſĿŅ Ŀ softwareųƄë ſĿŅ Ƅħç Ŀ µŹ ƀÝ.
 ƀľ¾ ƄħƄŵ Ƈń¶ƄúÞźë ƀŵ ƀĽƄŹ ƀÝ ĤúĮŵƄŦŎŹ ƃģ ƄħƄŵ ĿïŴĮŊúĽģ ƀ·.

Ŀ ųĤĵ ų=ƄùÃŽ)world wide web (Ŀ µŹńÝ µúŽń·Žģ ĤùÃŽÖĭĤŹƄŶŢŹ ƄŵƄ¶ ƀŵƈ ƀľ¾ƄŹńùŅïŴĮŊúĽģ ƀ·.
 ƃņúùĤžÉùńħƄŪŶĮľŹ ƀŵŽƄŵƃÀƄƄũŃĤŢźŵģ ĩńùģĿ 4ƄŽƄŽƄĮħĤĮëƃģ ƀľ¾ïŴĮŊúĽģ ƀ·.

ŽÃú¾ ƃģ ŬúŮúĺĭôųƄë.
 ƀÝģĿƄŉïÞźë ƀŵ ôë ÖńƊ ƀľ¾ ń¶ƄïĽģ ƀ·ƊŴĮŊ

ńõÀó ģĿƄŉï   ¶ƄúÞźë ƀŵ ƀŽƄĮëńō ƃģ ×žÞźë óņùńƄĽƄŹ ƄŶöħƒöħ ƀÝ ƀľ¾ ń4 ƀQìŵ :   4ĬÉQŵĤĨźŉ ×QžÞźë Ŀ
 ƀìúŵ ńÝ 4ôìùÂģ)żùƒŽėOnline (Ƅĭï ƄŵĤŦĮŉƄÝ ƄùƃŀžĮŉńŹ Ŀ ƃƒ¾ńĽ ƄĭģŀúŵƄĭ ƃģ ƄĭƑƄŒĺŹ ƄŶÞĽ Ŀ ƀ)µũĤŉ

ƄŽƃńùƃ (ƃģ ĤúĮĽģńÝ ƃģ ŀúŵƄĭ ƀÝƄŽƃŃĤëƃŃƄŽ øŉģĿ ôëïƈŶĽģ ƀ·.

«�§�Ē
ģĿģŃƇ ƃģ ƀŽƄĮëńQQQQō

ģĿƄŉï    ƀQŵ ×žÞźë óņùń
ƃń¶ƄúÞźë Ŀ ƀQQľ¾ ƄQQŽ

    ƀQŹńõŅ ƀÝ ƄŽƃÀŃĤìùŃ
   Ŀ 4ƄŵƄëƄìŽƃƄëŃĤë

 ŹƄŽ Ŀ  Ĥŉ ƀÝ ÃŶ  Ŀ ƃģ ƄŶĭ
    ƄŵƄëŃƃ ƀÝ ÖŃƃĿņŹ Ŀ ƄŦƁ 4

 ƃńúÝ ƄŶÞĽƃĿ         ƀQÝ ƃģ ƄŵƄĮŉģ ƀÝ ƄŽƄìúŵ Ŀ ƀĭ ƄìŽ
          žú¶ ƄìùÂģ ƀÝ ſńŉ ƄúžÞźë ƃģ ƄŽƄĮëńō ƃŃƄŽ ƀŵ ôë ÷ĤÝð  ôë ƄŵƄ

ïƈŶĽģ ƀ·.
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�±ìÝ àñë§

£fƈ�q`zƈ/�e�0¢s4�r��r1�Qe�q¢�q)Ú�0�szƈ�sjs��ȲƬ(��q�zb�5
 ƈĭĤŹƄŶŢŹ ƀŵ ƀŽƄ·úëŃĤŹńÝƄŉ ƃģ óŅĤŦŹ×ĵƄŵĤžìĭ Ŀ ƄëƄĭ Ŀ ƀľ¾ŹƄŽÃŶĿ ƄŦƁ Ŀ ƃģ ƄŶĭĤŉ ƀÝ Ƅúħ

  ôëï ŶĽģ ƀ·ƈ  .ŽŃģŀźƁð              Ŀ ôQå ƇĿ ųĤĨźŉ ƄŽƄźĮŊúŉ ôŉģĿ ƀÝ ƀŽƄ·úëŃĤŹ ńÝƄŉ ƃģ óŅĤŦŹ óÂƄŹƄŽ ƀ
    ÷Ĥº ƀÝ ƃƒ¾ńĽ)POS (    ƀžùĤŢŹ ƈëƄĭ ôë)żìŉ (           ƀQúħ ƃģ ŷƄQŽ ƈëƄĭ Ŀ Ĥúħ ƃģ ƇƄë QÝń  ŽƃŀQúŵƈ

)Monitor/Screen ( ƈúÈ óŀŽĤħ .ìŽƃĿƃńúÝƈ   ƀÝė  ƈō ÷ƑƄë ſńŉ ×ŽĤŉ ôŶëĤ¶   ųƄQúŽģŃ Ŀ ôŊQúÝ
     ƇÃëŃƃ ôë ųŀħ ƀÝ ƄëƄĭ ƄùƄō .    Ý óŅĤŦŹ ƃģ ƀŽƄ·úëŃĤŹ ńÝƄŉ ÷Ƅŵ óĿńÝ ſńöħńŉń   ƄŽƄźĮŊQúŉ óŀQŽƑ

Ƈƃ ųĤĨźŉ óŀŽĤħ:

EPOS:    Ŀ ģĿPOS  ŻƄĮŹńùŅ ƀŵ ń¶ƄƊÞźë Ŀ ôå ſĿ ƀÑħ ôŶŶĮľŹńÝ)Database ( Ƈƃ Ŵőƃ ſńŉ
 ƄìŽƄĮë ƇŃņùƑ ƈŉƑ Ŀ ƃģ)ƄŽƃńžìŉ (ŽĤº ƄëƄĭ Ŀ µŹ ƀÝðóńöźō ĿƄë óÃ)bar code( Ŀ ƃģ ƈŵƄŵ

 ŽĤº ƄëƄĭð     ń¾ ļŹ ńÝ ń¶ƄƊÞźë Ŀ ƀúħ ƃģ óƃĤúĭÃïƇƃŀž .ō ÷ƑƄë ƄŉĤĭĠ ĿEPOS   ƀQÝ ŃƄ»Žģh-e
Ŵìōƃ ôëïğŃƄ:

h -eŴìō ĿEPOSŊúŉ ĿĮ ƄŽƄźÑħôŹ ƃģ ƃŅĤŦŹ ƀÝ ôå óńĭ ôë ƄŽƄ·úëŃĤïƇÅúë ŴĮŊúĽģ ƀ·.e

˺ POS:  Point of Sale
EPOS:  Electronic Point of Sale

k ¦·Y
[
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EFTPOS:2

 ìŽƃĿƃńúÝ ƀŵ ôå ÷Ŀ ŸĮŊúŉ ƈùĤžÉùńħ ƄùƄìŽƃŃƄŶÝ ƀľ¾Ƅ ĥĤŊĹ ƈìŽĤħ Ŀ ƀĭŃƑ ƀŵóĿ ƄŊúÝĿ  ĿÅQúŵ
   Ƈńŵ ſÂĤť ƀÝ ſŀŽĿ .        Ŀ ôë ƄĭƑĤĹ ôžúº ƀÝ ŸĮŊúŉ ģĿEPOS     ƇƄëŃĤQë ƀĭŃƃ ƀĭ ŸĮŊúŉ .  ŸĮŊQúŉģĿ

ƈìŽƃĿńöÝ       ƇƄë ƀĭ ¹žŹ ģŃ ĤúĮŽĤŉė ģĿ ƀĭ å  ô       ŃĤë ƇŃĤĨĮšģ ƀŵ ſŃĤÞŵ ƄŵńöÝ Ŀ ƄëƄĭ Ŀ ƈō ÷ƑƄë ƃ ƀŦƁĭ ƄŽƄ
)Credit Card (ŃĤë ƇĿĤŢúŹ Ĥù ƃģĭ ƄŽƄ )Debit Card ( ƀľ¾ïƈŶĽģƃ ƀ·.

)i-eŴìō(

i -eŴìōŃĤë ƇŃĤĨĮšģ ńöźōƄùĭ ƀŽƄ
 Ŋúŉ ģĿĮ  ģ ƀÝ ƀŽƄźĭĤŹƄĭ   ńöÝ Ŀ ƀÑħ ƀìúƄìŽƃĿƃ    ĥĤŊĹ ƈìŽĤħïƇŃƄ.     ĤĨĮšģ Ŀ øìŽƃĿƃńúÝ ƀĭńöå ƀë ƇŃ

ŃĤëī      Ƈƃ Âƃ ôŽĿƃńúÝ Ŀ óŃƑ ƀŵ4         ƀŽ ƀë ƃģ ƇƄë Ėģńĵģ ƀŶŹĤŢŹ ƀŦƁ Ŀ ƄŽ4    ƀŶŹĤŢŹ ƄŽ ƇÅQõĿŃ .  ƄQŉĤĭ
ō ÷ƑƄëĠ ĿEFTPOS ƀÝ ŃƄ»Žģj-eŴìōƃ ôëïğŃƄ:

j-e Ŀ ŴìōEFTPOSŊúŉ ĿĮ óńĭ ôë ƄŽƄ·úëŃĤŹ ƀÝ ôå ƀĽńħ ſƄù ƄŽƄźïƇÅúë ŴĮŊúĽģ ƀ·.

˻ Electronic Fund Transfer Point Of sale

¦·Yĥk

(c) ketabton.com: The Digital Library
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ƄŽƄĮħĤĮë ƀÝÞźë ƀŵ ôë ƀľ¾ ń¶ƄƊïĽģ ƀ·ƊŴĮŊ:
Ý ƀŽƄŽƄĮħĤĮëń óŀŽĤħ ƄŽƄħĤĮë ĈƑƄźŢŹŽĤº Ƅùð ĿƄë ÷Ãŵð ƇƄĿ ôåĿƄëŃĤħ)bar code ( ŷƄŽ ƀÝ

ƇÅùĿĤù .  ƀŶë   éƄ¾ ƀë             ƇÃë ŸúŶŊĭ ƀĭ ŻƄĮħĤĮë ƀĭńöħ ôù Ĥù ƃģ ƈŉƄù ſńŉ ŻĤº ƀŵ ĥĤĮë ƇÂģƄť4    Ŀ ƄQŽ
ńžìŉ ƇŃņùƑ)laser Scanner (ŵ ƀƇÅúë żìŉ ģƄĽ . ģĿĭƄŵĤžì ŴŹƑ óĿ Ŀ ƈĵ ƇÅQöë4 ƄQ¾ńĭ Ŀ

 ŻƄĮħĤĮëƈìŽƃƄëŃĤë øŵĤƂźŉƃģ ÃŶŹƄŽ ƄŽƄħĤĮë Ŀ)Up to date (ƇÃëƃģ   ĿƄQĵƄŹ ôQë ŻƄĮħĤĮë ƀÝ
ŹńùŅ ƀÝ ń¶ƄƊÞźë Ŀ ƀŽƄħĤĮëŻƄĮ)Database (ƈĭĤŉƃ ôë . ƀŶħ ſƄù ģĿė ƈĭĤŹƄŶŢŹ ôå ſĿ ĤúĮŽĤŉĭ ƈĵƄŵĤžì
ƇƄë óŀŽģÂƃ ƀĭ ÄƄŹ ôù.

ēl èæéìb èb ¬üìòcâl

  ƀÝ×žžŽ        ŸƂŹ ńõÀ ųĿƄŵŃĿ īŃĤƂŹ ń¶ƄƊÞźë Ŀ ôë ÖÃŽ
  ƇĿ żźĮÈŅŃģ ƃģ . »ŽƃƄÈ ôžúºƈ        Ŀ ƀQľ¾ ń¶ƄQƊÞźë ƀQŵ

ſĿŅƄìŽƃƄë  ŽĤº ĿðƃĤúĭÃƃ      ƃŃƄŽ ƃģ ƄĮÝ 4ƄŽƄŹƄŽ 4ƄĭĤŹƄŶŢŹ
    ſŃĤÞŵ ƄŶĭĤŉ Ŀï ƈŶĽģ ƀ· .       ńQõÀ ¸Ńƃ żQŽ óĿńÝ ſńöħńŉ

         ƀĽńħ ƀźƂŹ ĥĤŒŽ ƈźúŶŢĭ ŴÞĽ Ŀ ń¶ƄƊÞźë ƈ»ŽƃƄÈï ƈÑ
  ƃģſĿŅƄìŽƃƄë    Âģ óĿ ƀÝ ƀĭ        óÃQë ſĿŅ ôŊQÝ ƀQŵńÝ ſ

ƇƄëŃƃ .ſĿŅƈìŽƃƄë          ſĿŅ ſÂģ ƀÝ ÖÃŽ Ŀ ń¶ƄƊÞźë Ŀ ƈō ÷ƑƄë
             Ź ƃņúžƁƄÝ ƃŃƄŽ ƀŵ  µŹ ńÝ ƀŦƁ Ŀ ƃģ ƇÃë ƀŉƑ ńĭ óÃëĜ   ſńŉ ƄŊŉ  Ŀ ƄÈ ŴÞĽƃ»Žƈ   ƀĽƄŹ ƀÝ ôŽƄŶÉŽ

ï ƈŶĽģƃ ƀ· .ſĿŅ               ſńŉ ƄìĨō ƃņúžƁƄÝ ƃŃƄŽ Ŀ 4ƄŶìúŵ ƀÝ ƄŽƄ¶ƄÝŃ Ŀ ƀľ¾ ń¶ƄƊÞźë ƀŵ ƈō ÷ƑƄë ƈìŽƃƄë
 ƄìùÂģ Ŀ  žú¶ ƀÝð  Žģ ƀÝ 4ƄŵƄ·úŽń·             ôë ƀìĨō óÂƄŹƄŽ ƀÝ ƃģ ŻƄ·ŵ Ŀ ƄĭĤŹƄŶŢŹ Ŀ ôë ƀìĨō ƈƀŵ    ƄQĽģńÝ ƄĭńÝ

 ƀľ¾ Ƅžúåńŉïƃ ƀ·ģƈŶĽ.
Ŷöħ ÖŀŽƃçðƀ

  ƀŵóńúŵ   ƀľ¾  ĿſĿŅÃëó ŊúŉĮŸ:e ·Žģ Ŀń           ƇÅQúë ŴQùƃ ƀĭ ƄĭĤŢŵĤŚŹ ƃģ ƃÃë ſĿŅ óŃƑ ƀŵ µöŽ . Ŀ
          ſŃƑ ģĿ óÃë ſĿŅ Ŀ ôë ÖÃŽ ƀÝ ń¶ƄƊÞźë)ńŵó    ņùÃë ſĿŅŊúŉŸĮ (   Ý óÃë ſĿŅ Ŀń     ſŃƑ ƇńŒš ſńõÀ ſƄù

     ſĿ ôĮÈƃģ óŀŽĤħ ſŃĤå .         ƈìŽƃƄë ſĿŅ ƄŽƄŽƄúŶŹ ƀÝ ôë ÖÃŽ ƀŵƄ¶ ƀÝĿ   óĿ ŸĮŊQúŉ) ńQŵ  óſĿŅ  ņQùÃë
ŸĮŊúŉ (   óŃƑ ƀŵ    ƇĿ ĬĽƄħ ƃÃë ſĿŅ ƀÝ .)k-eŴìō(  4   ƃĤúĮŽĤŉė ƄŦƁ ƀŵ ģĿƃ   ƀľ¾  ſƄƉĤúĮŽĤŉė  ſĿ ôå

 ƈĭĤŹƄŶŢŹ×ĵƄŵĤžìĭÃëģŃ ƀĭ ÄƄŹóĿſ.

˺ Distance Learning System
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k -eŴìōƀŵŵúńó ƀľ¾ ĿÃë ſĿŅƃŸĮŊúŉ

ôžĮÈƄÝ:
˺- 6÷Ŀ ÷Ƅō ŴĮŊúĽģ ƀľ¾ ôźŶë ôŹƄë ƀŵ ƃģ ÷Ŀ øō ƀ¾ ń¶ƄƊÞźë
˻-ń¶ƄƊÞźëƇńŵ ųƃŃ ƀ¾ ôë ŀŽƃç ƈžºŃƃ ƀÝ 6Ƅĭ ſÁžŵ ƀÝïìúŵƃ ôù ƀĠ6
˼- 6ƇÅúë ųƃŃĤë ſŃĤÞŵ ƀ¾ Ŀ ń¶ƄƊÞźë ôë ŃƄë ƀÝ
˽-ģĿƄŉ ƀÝïģĿƄŉ ƃģ ÖńïŹ ƃņùńĜ ƀÝ ųƃŃ Ŀ ń¶ƄƊÞźë Ŀ ôë ƄŊŉĠìúŵƃ ôÈńë Ƅ¾ ſÂģ6
˾- óńĭ ôë ƄŽƄ·úëŃĤŹ ƄùƄŵ ƀÝ ôå ĠŶĽģƃ ŷƄŽ ƄŽƄźĮŊúŉ Ƈń¶ƄƊÞźë ƀŵƃÀ ſƃĿ ƀŦƁ Ŀï ƀ·

ƇÅúë ŴĮŊúĽģ6
h-ŵöńóņùÃë ſĿŅ(Distance Learning) ƀŽƄŽƄŵŀħ ŷƄë ôë ńúƂħ ƀÝ óÃë ſĿŅ Ŀ ŸĮŊúŉ

ƇĿ ƇÂƃģŃ ƀĭ ¹žŹ6

¬üìòcâl�Íë« èbòēl �
Ź ƈùĤúĮťƃŃ ƀÝ ń¶ƄƊÞźë ¸Ńƃ żŽĜŉƄĭ ƀĽģńÝ ƀÝ ŸƁ ôë ƄŊï ųƃŃĤë ƀ

ƇÅúë .ŽĤº Ŀ ţƃŃĤŽ Ŀ ƀľ¾ ń¶ƄƊÞźë ƀŵðƃĤúĭÃƃ ƈŒúľŎĭ Ŀ 4ĬĨı ƀÝ
 ƀÝ ƄĭƑėųƃńĮžëƃńÝ Ŀ ňŽƑƄĨŹģ Ŀ 4ï ƀÝ ƄŽƄŹģńųƃńĮžë Ŀ 4ĦúŮŢĭ ƃģ

 Ŀ 4ƄŵƄë óŀŽģÂƃ ƀÝ ƄŽƄĮŹŀĽ ƈ·úŽń·Žģ Ŀ 4ÖńĨƁŃ ƃģ ƀŽƃƄÈŃƑ ƀÝ ƄŽÃö¾ ƈĨřƄìŽƃƄëŃĤë ƀÝ ĤúĮħƄŉ Ŀ
ųƃńĮžëĮťƃŃ Ŀ 4 ôë ƃĿŃģƄŹ ƃŃƄŽ ƃģ  Ƅŵƃńħģńħ ƀÝ ƄŽƄ¶ƄÝŃ ƈùĤúïƇÅúë ŴĮŊúĽģ ƀ·.

(c) ketabton.com: The Digital Library
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d�Â· ºË�{

�+�q)Ú�0�sz£fƈ�q`Ƭ(��Ȳ�z�¢�Ȳk�5yȲa

 ƀŵ ŴĭĤŉ ƃģ ųƄĮĨı ƄĭĤŹƄŶŢŹ Ŀ ôë ń¶ƄƊÞźë ƀÝ ôå ğÅúƁƄÝ ƄŉĤĭ Ĥùėï ƀŽ ƇŀŽƄĽ ƀľ¾ ńŚĽ ƃģ ÆģƄ
ƇĿ6

ĤŹƄŶŢŹ Ŀ ôë ƀŞũĤĹ ƀÝ ń¶ƄƊÞźë Ŀ ôå Ġō ſƄÝ óĿ ƀÝ ƈō ÷ģŀúëĿ Ƅĭôë īŃƄő ƀÝ ĬĨıģĿ
ſĿ ôìŽƃŀöë īĤŹƄŶŢŹ ôå Ŀ Ŵħ Ĥå ŇƑ ƀĭƈōŃƃ.

 ģƃŃĤŽ ƃģ ƀŽƄŽĤŭĤŽ Ŀ ƀľ¾ ƄĭĤŹƄŶŢŹ ƀŵ ƃģ ĥƄĮùŀŽƄĽ ƃģ ôžĭĤŉ Ŀ ƃńźŶŭ Ƈń¶ƄƊÞźë ĿƄìŶĽ Ŀï·ô
 ƈĮŵƃĿĤŽ ƃģ ƄŽƃĿģƄúƁ ôë ÖÃŽ ƀŵƄ¶ ƀÝ ſŃĤÞŵ ƇƄúžľŹ Ŀ ôžĮŊúĽģƄŊŉĜŹ ƇĿ ƇÃë ƀĭ ¹žŹģŃ żúŽģƄŭ ôŉģĿ

ŦƁ Ŀ ôåƄ ƀÝƇÅúë ƀžĭĤŉ ƃńźŶŭ ƈĭĤŹƄŶŢŹ ƃģ ƄĭĤŹƄŶŢŹ Ŀ ƃĿģńũģ Ŀ ôë ĤÐŃ.

¨åì¥ ìåë¬üìòcâl §ñ�ì�(computer security)
ŵ ƄŽƄŽĤŹŅĤŉ ƃģ ƄŽƄĮŵƃĿ Ŀ ſŃĤÞŵ ôžĭĤŉ Ŀ ŸùńĹ ƈĭĤŹƄŶŢŹ Ŀ ƃĿģńũģ Ŀ ƀ ƄžúŽģƄŭ ƄùƄō Šŕƃ ƀÝ ģƄĽ

 ĬúžŹģ ĦŉĤžŹ ŀùĤħ ƀŽƄźĮŊúŉ Ƈń¶ƄƊÞźë ųƄ¶ 4ſńöħńŉƇńŵƃ . ń¶ƄƊÞźë ĿĥƄĮùŀŽƄĽ4 ôžŢƉ ƄĭĤŹƄŶŢŹ ƀŵ
  ŅĤĶŹńúť Ŀ  ƀľ¾ ģƃŃĤŽ ƃģï·ô Ŀ óŀŽģÂƃ ƀÝ ƄŶŶĭ ƀ»žŹ ƀŵ Ƈŀźš ńúť ƃģ Ƈŀźš Ŀ ƄŦƁ Ŀ ƃģ ôžĮŊúĽģ

 ń¶ƄƊÞźëĿ Ƅžúåńŉ ƄŵƄ¶ ƃģųƄë ƀžĭĤŉ ƀľ¾ ƃÂģƃĿ ńùƃÀŃĤƁ ƃģ ńùƄ·ũĤŉ ƀŵĿƇ .
 ſņġĤĵĤŽ ƀľ¾ ƄĭĤŹƄŶŢŹ ƀŵ ƃŃƄŽ ĿïƀĽƄŹ ƀÝ ŇƒĮĽģ Ŀ ƄŊúÝ Ŀ 4ƀžĮŊúĽģ ƀ· ƄŽƄźĮŊúŉ ƈìŽĤħ Ŀ

 ƒť)hack (Ŷöħ ƄĭƑĤĹ ųƃÀ óĿ Ŀ ŃƄŽ ƃģ ŴĮŊùģ ƄĭĤŹƄŶŢŹ Ŀ ƀľ¾ ń¶ƄƊÞźë ƀŵ 4ųƄëðƇĿ ô . Ŀ
Ƅĭ ƈŵƄźŢŹ ƀÝ ſŃĤÞŵ ĥƄĮùŀŽƄĽ Ŀ ƄŽƃń¶ƄƊÞźëïƇÅƊë ųƄúŽ ôë ŷĤÝ ƀÝ ƈì¶ óŀŽƑ ƀ  :

xƀŵń¶ƄƊÞźëƀľ¾ŅĤĶŹ ĿƇï·ô ÀŃƄŉĤÝ ƀŵ ſŃĤÞŵ ôžĮŊúĽģ)Password(ŴĮŊúĽģ ŃĤë ƀľ¾.
xŹųƄëŃƃ  ÀŃƄŉĤÝ Ŀ ƀĭ ƄŽƄŶùĤũ ƄźƂ.
x ų=ƄùĿ Ńƃģ ƀŵ)Firewall  ( ƀľ¾ïŴĮŊúĽģ ƀ·.
x ƄŵĤŦĮŉƄÝ ŀŕ ×ŉƄŉĤĵ Ŀ)Spy ware (ųƄĨŒŽ.
x ƈŵĤŦĮŉƄÝ ŀŕ Ňƃńùģƃ Ŀ )Anti- Virus (ųƄë ƅĤº ƀÝ ƅĤº.
xƄŵ Ŀ ôë ƀ¶Ƅë ƀÝ ń¶ƄƊÞźë ĿïƈŽĤº Ŀ óŀŽģÂƃ ƀÝ Ńƃģ ƃģðųƄĨŒŽ ƄŽƄžúōĤŹ ƃÃ.
xÝĤ¾ĤŽ Ŀ ĤžÉõńħ Ŀƈŵŀħ ƀľ¾ żúōĤŹ ƀŵ ŸúŞžĭ Ŀ çĤĮŵƃ Ŀ ƀĽƄŹ ƀÝ ƇƄúžľŹ Ŀ ŻƄïŴĮŊúĽģ ƀ·.

(c) ketabton.com: The Digital Library
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 Ƈń¶ƄƊÞźëïƀŽƄÈģƄ
 Ƈń¶ƄƊÞźëïĿ īŃĤĨš ƀľ¾ ƄÉöÝ ƄŦƁ ƀŵ ƀŽƄÈģƄƇ ƀĭ ¹žŹģŃ ųƒĽģ ôë ĬúžŹģ ƀÝ ń¶ƄƊÞźë Ŀ ôå

ƇƄë . Ƈń¶ƄƊÞźëïƇńŵ ƀŽƄŵƃÀ Ŵöħƒöħ ƀŽƄÈģƄ . ƈŵƄźŢŹ ôžúºïƀŵ ƇĿ īŃĤĨš ƀŽƄÈģƄ:

e -ń¶ƄƊÞźë ńÝ ƃŃƄŽ ĿńĹ ƇƉóŀŽĤħ ŸƉŶťńðń)e(:Ŀ ôå ƈìŽƃƃŃĤë ƀŦƁ ń¶ƄƊÞźë ĿƃŃƄŽ
 óŀŽƑƄÉÝńĭ ŸùńĹ ƈĭĤšƒřģ ƃģ Ƈń¶ƄƊÞźëƄëƇĽ ƃŃƄŽ Ŀ  ſńŉ ƄŵƃŃĤë ƀÝ ƄŽƄĭŃĤƂŹ ƄŶÞĽ Ŀ ƃģ ƄìŶ

ƄŶĭƄžŽŃƃ Ŀ ƀĭ ƄŽƃń¶ƄƊÞźëƃģ ſÂƃĤŽ Ŀ ƀľ¾ ƄĭĤŹƄŶŢŹï·ôŶťńù Ƈń¶ƄƊÞźë ƇƄë ƀ¿Ɓ ƄŶĮŊúĽģðńĤù
)hackers (ƇÅúë ŴŶħ .ù óĿŶťńðģĿƄŉ ƃńï ƃŃƄŽ ƃģ ƄŽƄŽƄĮťƃŃ 4ƄŽƄìŽĤħ 4ƄúžÞźë ƃņùńƄŊŉĜŹ ƀĭ

ƇĿ óÃë óÂƑƃ ģŃ óņŽƄĮŉ óńõÀ  .Ŷťńù Ƈń¶ƄƊÞźë ģĿ ƀŶº ńõÀð ƄŽƄĭŃĤƂŹ ƄŶÞĽ Ŀ ń ƀÝ ƀĮŉńŹ ƃŃƄŽ Ŀ
ƇƄë óŃƄÝ ŇƑ ƄŵÂƃ ƀ»žŹ ƀŵ ƀÝ ƄĭĤŹƄŶŢŹ Ŀ ƃģ ƇŅƄžŽ ƀĭ ŸùńĹ Ƈń¶ƄƊÞźë ƃģ ƈĭĤŹƄŶŢŹ ôå óĿ Ŀ

 Ŀ ôë ƀŶùĤÝ ƀÝ ƄúŽģŃƃĤúħ Ŀ ƄĭĤŹƄŶŢŹ ƃÂƄŹƄŽŵ ÂƄŵ ſŃĤÞŵ ƄŵƄŵƄ¶ģŃ ƃģ ĿĤĶùģð ƀŽƄĮÉƇÅöë.

 ŻƄŽĤŭ Ŀ ƀŦƁ ńƁŴźš ŧƒĽ ôåń¶ƄƊÞźëƇńŵƃ ųƃŃ ôìÝ4 ŷńĵ Ƈń¶ƄƊÞźëïƇÅúë ŴÑ  .
ƇĿ īŃĤĨš ƀŽƄŹńĵ Ƈń¶ƄƊÞźë4ƀŵ : ƈŵĤŦĮŉƄÝ Ŀ)ńùƄ·ũĤŉ ( ƃģ ƄžźĮÈŅŃģ Ŀ óŃƑ ƀŵ ń¶ƄƊÞźë Ŀ 4ƒť
 Ŀ 4ųƄë ƒť ƄĭĤŹƄŶŢŹ ƄŹńĺŹƒť ŬĹ Ŀ ŅĤúĮŹģ Ŀ ńùƄ·ũĤŉ ƀŵ)óŃƑ ƀŽƄŽĤŭĤŽ ( ń¶ƄƊÞźë Ŀ ƀľ¾ ƄŽƄìŽĤħ ƀŵ

ƒť ƄŽƄħĤŊĹ ƈìŽĤħ Ŀ ƃĿģńũģ ƃŃƄŽ Ŀ ƃģ ųƄë ƒť ƀŚŉģƃ ƀÝ .

f -ƃńÝ ƈìŽƃƄŽģŃƃïƀŽƄŹģń :ƃńÝ ƈìŽƃƄŽģŃƃïƃńÝ ƄŦƁ ƀŵ ƀŽƄŹģńïĿ īŃĤĨš ƀľ¾ ƄŽƄŹģńƇ Ŀ ôå
 ôë ƀŞũĤĹ ƀÝ ń¶ƄƊÞźëƄë ÷ĤºńÝ ÷Ĥº ŻĤºƇƃģźë ƀÝ ƀ»žŹ ƀŵ ŸŞŽ ƄĭĤŹƄŶŢŹ ƄĭńÝ ƄŵƄ¶ Ŀ ôë ń¶ƄƊÞ

ƇÂƃ .ƃńÝ ƄìŽƃƄŽģŃƃ óĿ ƀŵïĿ éĤŽńŚĽ ſńŹƃĿ ôžúº ƀľ¾ ƄŽƄŹģńƇƈŵĤŦĮŉƄÝ ń¶ƄƊÞźë Ŀ ôå
)ńùƄ·ũĤŉ (ſńŉ ſńŉńùƃÀŃĤƁ Ŀ ń¶ƄƊÞźë Ŀ ƈō ÷ģŀúëHardware ĦĨŉ ƃŀöë ĴŶũ Ŀ ôĽńħ óƄù Ŀ

ƈō.ƃńÝ ƈìŽƃƄŽģŃƃ ųƄźŢŹ ƃģ ŃƄƂŎŹ ƄŵƄ¶ńĭïÞźë ƀŵ ƀŽƄŹģńƇĿ īŃĤĨš ƀľ¾ ƄŽƄŉƃńùƃ Ƈń¶ƄƊ.
g -ƃńùƃƀŽƄŉ:ƃńÝ ƃÂƃ ƄŦƁ ƀŵ ƀŽƄŉƃńùƃ Ƈń¶ƄƊÞźëïƇĿ īŃĤĨš ƀľ¾ ƄŽƄŹģń ôå ƃŃƄŽ ƀÝ ƀŽƄŽĤº

ƃńÝï ń¶ƄƊÞźë ƀÝ ƃģ ƇƄŉŃ ŻĤº ƀĭ ƄĽńħ ƄźƂŹ ƃŃƄŽ ń¶ƄƊÞźë Ŀ 4ƇÅúë ńúĲìĭ ƃģ ƇƄŶÉŽ óŃƄÝ ƄŽƄŹģń
 ôë ƀĭģńÝīĤŹƄŶŢŹƇƄë żźŽĤƉŅ.×ŽģŃƃ ƀŦƁƃńùƃ Ƈń¶ƄƊÞźë ôåƇƄë ƀĮ»žŹģŃ ôù ƀŽƄŉ4 ƈŵƄźŢŹ ƀÝ

ƄĭïƇĿ īŃĤĨš ƀ4ƀŵ:
– ŴŹĤš ĿŸĮŊúŉ)Operating System (ë ĴŶũųƄºŃƄť ſŃĤë ƀŵ ƃģ ųƄ.
– ƄŽƄùģŃÀ ƀŵ ń¶ƄƊÞźë Ŀ)Drive ( ƄĭĤŹƄŶŢŹ Ŀ ƀľ¾ŧłĹųƄŽģŃƃ ƃģ.

˺ Hackers/Crackers

(c) ketabton.com: The Digital Library
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–Žƃŀúŵ Ŀ ƈ)Monitor(ųƄë ƀĭ ¹žŹģŃ ƄŽƄŹĤŦúÝ ƄìŽƃƄÉúƁ Ŀ ļŹńÝ.
–ųƄŵŀħ ŷƄŽ Ŀ ƄŽƄŶùĤũ ƃģ ƄúŉƃĿ Ŀ.
–ųƃÂƄĵ ƄŽƄŶùĤũ Ŀ ńŉ ŴÞĽ ƀÝ.
– ƃģ ųƄŽƑĤå ŸĮŊúŉ ŴŹĤš Ŀ ńŉ ŴÞĽ ƀÝųƃŀžħ.
–ųƄë ƈžì¶ ƄŽÃëŃĤëĿ ŸĮŊúŉ ŴŹĤš Ŀ.
–ŃĤë øŵƄźŢŹ ńúť ƄŽƃńùƃÀŃĤƁ Ƅžúº Ŀųƃ.

Ý ſŃƑ ƀÈ ƄŵƄ¶ńĭ ſŃĤÞŵ ƇƄúžľŹ Ŀ ƄŦƁ Ŀ ƃģ óŅŃĤĨŹ Ŀ óŀŽģÂƃ ƀÝ ƄŽƄŉƃńùƃ Ŀń Ŀ óŀŽĤħ ƄŽƄŉƃńùƃ
 ń¶ƄƊÞźëƀŵ ĤúĭÃìë ƀľ¾ ƀžĭĤŉſĿ .Ƅō ÷ƑƄë ſŃĤÞŵ ŃĤë óĿ Ŀƀŵ ŀŕ Ňƃńùƃ)Anti-Virus  (

 ſŃĤÞŵ ƄŵÂƃ ƀ»žŹ ƀŵ ƃģ ôŽŀŽèúÝ Ŀ ƄŽƄŉƃńùƃ Ŀ ƀľ¾ ńùƃ µũĤŉïƄŶĽģƃ ƀ· .
)l-eŴìō .(    ƈŵĤŦĮŉƄÝ ôžúº ŀŕ Ňƃńùƃ Ŀ   ôå        ſńQŉ ƄŵƄŽƑĤQå ƀÝ ŸĮŊúŉ Ŀ  ƇÅöŵĤQŢũ Ŀ ƃģ

ƇÂƃ ôù ƀ»žŹ ƀŵ ƃģ ƈŽèúÝ ƀŦƁ ſńŉ ƃŀöë ųĤŢũ ĿńĶŹ ƀÝ Ňƃńùƃ.

l -eŴìōôžƊºƈŵĤŦĮŉƄÝ ŀŕ Ňƃńùƃ Ŀ

»«�ìÉ ð¡ë« ë� ðâ²�
 ôĨŉĤžŹĤŽ ƃģ óĿÄƃģ Ŀ ƀľ¾ ń¶ƄƊÞźë ƀŵ ƈìŽƃƃŃĤë ôžúº ń¶ƄƊÞźë Ŀï·ôÝ ƀŶŹģ ƀŵ ôžĮŊúĽģń ƄŶöħƒöħ

 ƃģ ƈźŊĵƈŽģƃŃƇÅúë ƀĮĽģ óŀŽĤħ ƄŕŃģƄš .ë ĿńõÀ ôë ƀŶùĤÝ ƀÝ ƄŵƃŃĤë Ŀ ń¶ƄƊÞź ƈŽĤźŊĵ ƇƄō ÇöÝ
œŃģƄšŉģ ƀÝƇĿ Âƃ ƇƄúžľŹ Ŀ ſńŉ ×ŽĤ.

(c) ketabton.com: The Digital Library



12

 Ŀ ƀľ¾ ń¶ƄƊÞźë ƀŵï·ôŽń¾ Ŀ ôžĮŊúĽģðƇĿ óƄō ſńŉńĭ ôŽÃö¾ ńöźōƄù ſÂģ ƀÝ ƈŵģƄ4ŽĤ¾ óƄùð ô
 ôù ƀĭŃģïňìúŹƄŽƄErgonomicseƇÅúë Ŵùƃ ôå óŀŽĤħ ƄŶŹģƄš ƈŽĤŊŽģ ŀŽƃÂģ óŃƄÝ ń¶ƄƊÞźë ƀÝ

ƇƄë İĺħ .Ý ôŽÃö¾ ģĿń Ŀ ƄŚùģńō Ŀ ŃĤë Ŀ óŀŽĤħ ŻĤŊŽģƄŶÞĭ ƀŵ  ÷Ĥº ƀÝ ųĤùGúÝĤå Ŀ ŃĤë Ŀ ſńŉ ŻĤŊŽģ
ƇĿ óƄō ſńŉńĭ ſÂģ ƀÝ ƃŃĤå ƃŃƑ Ŀ ĬŮħĤŚŹ Ŀ4ƇÃë ſÂƄŵ ĤúĭÂƃ ƇŃĤë ŻĤŊŽģ Ŀ ƈō ÷ƑƄëƃ Ƅ¾ńĭ.

ƈō ÷ģŀúë ŃĤŎũ ƈĨŒš ƀŶŹģ ƀŵ ŃĤë Ŀ µŹ ƀÝ ń¶ƄƊÞźë Ŀ4 ĿƄìŽƃƄëŃĤë ŻĤùŅ Ƈŀĵ ƀĭ ĤúĮťƃŃ
ƇƃÂģƃ .ń¶ƄƊÞźë óńõÀƇń¶ƄƊÞźë Ŀ ŸƁ ôħƄŵƇ ƃģ ƈĨŒš Ŀ  ƄìŽƃƃŃĤë Ŀ ĦĨŉ ƄĭƑƒĮĽģ ƈĹƃŃƇÅöë.

ôžĮÈƄÝ:
e. ƀľ¾ ń¶ƄƊÞźë ƀŵ ôë ƄŽƄŽĤŹŅĤŉ ƈùĤúĮťƃŃ ƀÝï 6ğÃë ôù ĸúŕƄĭ 6Ƈńŵ ĬÈŅŃģ ƀ¾ ŴĮŊúĽģ ƀ·
f. 6Ġìúŵƃ ôÈńë Ƅ¾ ſÂģ ƀÝ ĥƄĮùŀŽƄĽ Ŀ ń¶ƄƊÞźë Ŀ
g. Ƈń¶ƄƊÞźë Ŀï 6ĠŶĽģƃ ƀŽƄŹƄŽ ƄŽƄÈģƄ
h.Ŷťńù Ƈń¶ƄƊÞźë Ŀð 6ğÃëŃƃ īĤĺúŕƄĭ Ážŵ ſÂģ ƀÝ ƃń
i.ƃƄŽģŃƃƃńÝ ƈìŽïŽń¾ ƀŽƄŹģńðƃńÝ ƀï 6ƇĿ ƀŽƄŹģń
j.÷Ŀ øō ƀ¾ Ňƃńõƃ Ƈń¶ƄƊÞźë6
k.ƇƄë ƀĭ ¹žŹģŃ ×ŽģŃƃ ôŹƄë ôë ƄŽƃń¶ƄƊÞźë ƀÝ ƀŽƄŉƃńõƃ6ĠŶĽģƃ ƀŽƄŹƄŽ ƄúŽģŃƃ Ƅ¾ ųƃÀ ģĿ Ŀ6
l. ƃģ ƈźŊĵ Ŀ ôë ƀŶùĤÝ ƀÝ ôŽƃŃĤë ôĨŉĤžŹĤŽ Ŀ ń¶ƄƊÞźë ĿƈŽģƃŃ Ážŵ ſÂģ ƀÝ ƄŕŃģƄš

6ğÃëŃƃ īĤĺúŕƄĭ

˺ Ergonomics
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�±ìÝ ß«ìÞĄ

ìòcâl § ï¨æ�ÝĖ ìåë¬ü

      ƃģ Ėģńĵģ Ŀ ôúŶźš ĿňŉƃńÝ   Ŀ    ĤƊĭÂƃ ƃģ éģƄº        ƀÝ  ƀŽƃń¶ƄƊÞźë Ƅō ÷ƑƄë ſƄŶÝ ƀŵ  óŀŽƑ  ƄŵÀ ƃŃƄŶ¾
ƄŎõƃƃ:ń¶ƄƊÞźë ńÝƄŉe 4 ÷Ƅŵń¶ƄƊÞźëƀŽƃf 4ƀŽƃń¶ƄƊÞźë ƈžåƄë ƀźúŽgƀŽƃń¶ƄƊÞźë ƈžåƄë ƃģ.h

1.¬bì±)¬�( ¬üìòcâlèåë: Ŀ ôå ƇĿ ƀŽƃń¶ƄƊÞźë ƀŦƁňŉƃńÝ ƃģ ĤúĮì·å 4ĤƊĭÂƃôù ŻģƄĭ ńQĭ
  ƃń¶ƄúÞźë ƄŵƄ¶ ƃŃƄŽƄŽ        ńõÀ ôù ŸĶĹ ƃģ ÂƄŵ ńõÀīĤùŅ ÷Ŀ.  Ŷöħ Ŀð  Ƅĭ ƀÝ ôïƀ :       ĤQù ģƄĽƃĤō ƀÝ ńĮŹ ſƄù Ŀ

    ÷Ƅŵ ŸƁ ƀŦƁńĭåÜú)chip(  ƇĿ ƈìŽƃńŵ  .      ƀÝ Ŵº ÷ÃŹƄŵ ƀŽƃń¶ƄƊÞźëģ Ŀ����    ųƄō ÂƄĵ ôë ųĤë .
 ƇÅúë ųƃŃĤë ôë ƃŃĤå ƄŶæúÝ ƃģ ƄĮľŉ ƀÝ ƑƄźŢŹ ƀŽƃń¶ƄƊÞźë ńÝƄŉ4ƀìŵ :ħƃģ Ŀ  4ƀQžùƃ ŀŽģÂƃ ģƄƁ ƃģ Ƅ

   ƃģ ƈùĤŖũƈºƄÝ         Ý ƄŵƃƄå Ŀ ƄŽƄźħ ƈžĵƃŃŀùĤƁ ƃģ ƇƃŃŅ ƃģ óŃĤåń  ìĨQōô       ųƃŃĤQë ôQë ƄQŵƃÂƄĵ
ƇÅúë. ƀÝ ƄŉĤĭ)�-�Ŵìō  ( ŃƄ»Žģ ń¶ƄƊÞźë ńÝƄŉ Ŀ ôëïğŃƄ.

 ƀÝ�-�ôë Ŵìō Ƅù)ń¶ƄƊÞźë ńÝƄŉ ( óńĭ ôëƃŃĤå ƈùĤŖũ ƀÝ ôå ĠžùƃŃĤëƇÅúë ŴĮŊúĽģ.

˺ Super-Computer
˻ Mainframe-Computer
˼ Mini-Computer
˽ Micro-Computer

(c) ketabton.com: The Digital Library
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2.   @åë¬üìòcâl rì@Ýè:      Ŀ ôå ƇĿ ƀŽƃń¶ƄƊÞźë ƀŦƁňŉƃńÝ  Ĭúũńŝ ÂƄŵńõÀ  4īŃŀŭ ÂƄŵ ńõÀ ƀŵ
    ſĿĤŢŵģ ūƄũ ƃģ  éģƄº  Ŀ żźĽńħ ƀľ¾Ƈ .           ÂƄQĵ ſŃĤÞŵ ƄĭĤĨŉĤĺŹ ƃŀŽŃĿ ƃģ ƄŶæúÝ ƃńõÀ Ŀ ƀŽƃń¶ƄƊÞźë ģĿ

 ģĿƄŉ ƄùƄŵ ƀÝ ƃģ ƇĿ ƇƄōï ƃņùńƄŊŉĜŹƄŽƄŽĤŹŅĤŉ ƃģ4ƀìŵ :  ƈĮŢžQő ÷Ƅŵ 4ôìúŵ ƈùģƄƁ 4ƀŽƄìŽĤħ ÷Ƅŵ
   ë ƃŃƄŽ ƃģ ƀŽƄĮëńō   óńĭ ôï  ƇÅúë ŴĮŊúĽģ ƀ· .            ƃģ Ƈƃ ÷Ƅŵ ŸĶĹ ń¶ƄƊÞźë óĿ Ŀ ôå ƃńŵƃ ĿĤù ƀÝ ŀùĤħ

       Ƈƃ ôŶöħ ƀŶħ ƀŵ Ƅù ôù ôĽńħ ôìŽƃƃÂƄĵ .    ƀŵ ôù ƀúħ��  ſŃŅ     ńĭ ƀľ¾ ƃńŵģÀ ƈùĤìùńŹģ� ƈùĤìùńŹģ ƄŽƄúŶŹ
ƇÅúŉŃ óŃƄÝ ƃńŵģÀ. ƀÝ ŃƄ»Žģ ń¶ƄƊÞźë ųƃÀ óĿ Ŀ ƄŉĤĭ��-� ŴìōĠō ÷Ƒŀúŵ ôë.

� -�� Ŵìō Ƅù ĿIBM ŃƄ»Žģ ń¶ƄƊÞźë ÷Ƅŵ ƀŵƃÀïğŃƄ

g.  ƀŽƃń¶ƄƊÞźë ƈžåƄë ƀźúŽ:         ƇĿ ŘŉƄĮŹ ƀĽÂģ ƀŵ ĬŹĤŊĵ Ŀ ôå ƇĿ ƀŽƃń¶ƄƊÞźë ƀŦƁ.   ƈž»žŹ ƃģ
    ƇÅúë Ŵùƃ ƀĭŃƃ ŸƁ ƀŽƃń¶ƄƊÞźë :            ƃģ ƈžåƄë ƀľ¾ ƄŽƃń¶ƄƊÞźë ƄùƄŵ ƀŵ ôë ŸĶĹ ƀÝ ƀŽƃń¶ƄƊÞźë ģĿ ƀìº

     ƇĿ ÷Ƅŵ ƀľ¾ ƄŽƃń¶ƄƊÞźë ƄúžåƄë ƀŵ .   ŭ ƄŽƃń¶ƄƊÞźë óĿ Ŀ         ńÝƄQŉ ƃģ ƄŽƃń¶ƄƊÞźë ƄùƄŵ Ŀ ŃĤë ƃģ īŃŀ
             ƇĿ ſŃƄť ƃģ żźëģƄº ƀŶĭńÝ ƀÝ ƄŽƃń¶ƄƊÞźë ƄúžåƄë Ŀ ƃģ Åŵ ƀŶĭńÝ ƀÝ ƄŽƃń¶ƄƊÞźë.     ƄQŽƃń¶ƄƊÞźë óĿ ƀŵ

       Ƅúž»žŹ ƀÝ ƑƄźŢŹ ƀľ¾ƄŊŉĜŹ     ôë ƄŽƄŽĤŹŅĤŉ ƃģï  ƇÅúë ŴĮŊúĽģ ƀ· .      ¾ Ŀ ſńŉ ń¶ƄƊÞźë ÷Ƅŵ ſƄù ƀŵ Ƅ
    ŶÞĽ ƀÝ ƄŽƃń¶ƄƊÞźë ƄúžåƄë ƀźúŽ ŽƄŶÉŽ ƈ»žź          ƃÃë ƀĭ ¹žŹģŃ ƀìĨō Ƈń¶ƄƊÞźë ƀùƄŵ ſƄù Ƅō ÷ƑƄë ſńŉ ô

 ôå Ŀ ƄĭĤŹƄŶŢŹ ƃńõÀ Ƒ ĿňŉƃńÝƇńŵ ŻģƄĭ ƃģ īŃŀŭ . Ŵìō�-��
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� -��Ŵìō ń¶ƄƊÞźë ƈŒľō

� -��Ŵìōń¶ƄƊÞźë øžåƄë ƀźúŽ
¬üìòcâl ðæfìl èåë)�áñ ¬üì@òcâl ë¬m(:  ŸQë ƀŶĭńÝ ƀÝ ƄŽƃń¶ƄƊÞźë ƄùƄōƃĿĤù ƀĭŃƄÝ Ŀ ƀŽƃń¶ƄƊÞźë ģĿ

   ƃģ ŸĶĹ   Ƈńŵ ƀƊħ Ɓ Ŀ                    īĤQùŅ ńQõÀ ôQë ƄQĽńħ ƄŵƄ¶ ƀÝ ƀŽƃń¶ƄƊÞźë ģĿ ƀŶŹģ ƀŵ ŸĶĹ Åŵ ƃģ Ĭźúŭ µú¶ óŀź
ƇÅúŵĤźŢĮŉģ .   ƀŽƃń¶ƄƊÞźë ƈžåƄë)ń¶ƄƊÞźëƃńìùĤŹ (  ƃńìùĤŹ ſƄù ĿŊŉƃńÝńf       Ŀ ƃģ ƇÅùÂƄĵ µŊžħ ńÝňŉƃńÝ   īŃŀQŭ

Ŀ ŻĤōƄù ſńŉ ƄŽƃń¶ƄƊÞźë ƀŵ ƄŽƄŶŊŽ ƃÂŅ Ŀ ôù÷ . ƀQŽƃń¶ƄƊÞźë ƈŒľō  ôQå   ƀQÝPC (Personal Computer)

ŹŃƄƂŎ ƇĿ4       ƈºģŃ ôë ƀŵÀ ƀÝ ƄŽƃń¶ƄƊÞźë óĿ Ŀ . ƀŽƃń¶ƄƊÞźë ƈžåƄë)ƀŽƃń¶ƄƊÞźëƃńìùĤŹ (ƄŶöħƒöħŽƄŵƃÀƄ ƃģ
 ƄQÑħ ƄõŃĿ ƀÝ ƑƄźŢŹ :  QŽƃń¶ƄƊÞźë ƇņQúŹƄ(Desktop Computers)  QŽƃń¶ƄƊÞźë ƈŊQìħ 4Ƅ

(Laptop Computers)   QŽƃń¶ƄƊÞźë ƀùƃŀžĮQŉńŹ ƈQŶ·ĶùĿ ƈŒľō ƃģ4Ƅ (PDA)  óŀQŽģÂƃ
ƇÅúë)�-��ƀÑħ.(
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ƀŽƃń¶ƄƊÞźë ƇņúŹ ôåƄō ųĿƄÈ ôë Ŵìō ƈžĭŃƄÝ ƀÝƇĿƇ4ĈƑƄźŢŹŃƄĮúŽĤŹ Ŀ)monitor (
êúŵ  ſÂĿ)keyboard (   ŀĹģƃ ŸĮŊúŉ Ŀ ƃģgeìŽƃĿƄŵŃĿƈ ĿƇ . Ŋìħ Ŀƈ   ƄŽƃń¶ƄúÞźë)laptop (

 ĵƄŵĤžì¶ ĬÈÂƄĵĿƈ   ſĿ ƀëŅĤŽ ſńùÀ4        ƄŽƃń¶ƄúÞźë ÷Ŀ Ŀ ŸƁ ƀìº ƄŽï   ÷Ŀ ŃĤë ŻĤŉģ ųƄºń .  ģĿ ĈƑƄźŢŹ
 ƀŽƃń¶ƄúÞźëë ńŪŉ ƀÝôå ƀĮŶƁ ŸƁ Ĥù ƃģô Ŀïń¶ƄúÞźë ſŀžºńƇĤúĭÂģ ƄŽƄĮúŵĤŢũƃóÅúë ųƃŃĤëƇ .
��-�Ŵìō .

   ƀŽƃń¶ƄƊÞźë ƀùƃŀžĮŉńŹ ƈŶ·ĶùĿ ƈŒľō ôåóƃĤúĮŽĤŉė ôžúº ƇĿ ŃƄƂŎŹ ƄŽƃń¶ƄƊÞźë ƈĨúĵ ƀÝ4 ƀìŵ
                 óņQúŶë ƃģ ųƄë ƀŉƑńĭ ƃģ ųƄĮŉģ ƄŽƄŹĤŦúÝ ƈìúŽƃńĮìŵģ 4żúōĤŹ ĥĤŊĹ Ŀ 4 ƀæħĤĮë ĬÈĿĤù Ŀ ńQŵƇ .

)��-�Ŵìō.(

ôžĮÈƄÝ:

e. ĿňŉƃńÝùĤŽģƄĭ ƃģ īŃŀŭ Ŀƈ 6ƇĿ ƇƄō ŴŎõƃ ƄŵÀ Ƅ¾ ƀÝ ƀŽƃń¶ƄƊÞźë ôľŹ ƀŵ
f. Ĥù ń¶ƄƊÞźë ƃńìùĤŹŽń¾ ƀŽƃń¶ƄƊÞźë ƈžåƄëðƇĿ ƀŽƃń¶ƄƊÞźë ƀ6
g.Ƅĭ ſÁžŵ ƀÝ ƀŽƃń¶ƄƊÞźë ƈžåƄë ƀźúŽïğÃë ŨùńŢĭ ƀ.
h. ƀŽƃń¶ƄƊÞźë ÷Ƅŵ ôŹƄëŽĤºðƃĤúĭÃó ƇńŵƄŦƁ ƀŵ ƃģ ôë ƄŽƄùĤº ƄŹƄë ƀÝ ƀľ¾ïƇÅúë ŴĮŊúĽģ ƀ·6
i.ž¾ ń¶ƄƊÞźë ńÝƄŉð ųƃŃĤë ôë ƄŽƄùĤº ƄŹƄë ƀÝ ƃģ şģńĮĽģ ųĤë ŷƄë ƀÝ 4÷Ŀ ń¶ƄƊÞźë ƀ

ƇÅúë6

˼Syestem Unit

��-�ŴìōLaptop
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�±ìÝ àāæb

ëĖ«�é ¬üìòcâl §ñ¬)Hardware(
Ŀ źë ſƄù ŵƄ¶ ń¶ƄúÞô ÝŅńó      ŃƄÝ ƀŦƁ ƀÝ ŸƁ Ĥù ƃģó ŵÃĭƈ  ƀìŵ īƑģ: êúŵ  ſÂĿ)Keyboard( 4

  ŇƄŹ)mouse(4 ŃƄĮúŽĤŹ)Monitor(  ŉģĿ ƃģ 4ô    ńùƃÀŃĤƁĿ ŃƄŽ)Hardware (   ÅùĿĤQù ŷƄŽ ƀÝƇ. ģĿ
ŴùĤŉƃ)ŅńÝó (   Ŀ Âƃ ňźŵ ĿƇ  ÄƄŹ ƃģùô  ńĮŉ ƀÝï   Ƅō ÷Ƒŀúŵ ŸƁ Ƅ.         ųƄQ¶ ń¶ƄƊÞźë Ŀ īŃĤĨš Ŵħ ƀÝ Ĥù

         ƇÅúë ŴŶħ ńùƃÀŃĤƁ 4Ƈƃ Âƃ ňźŵ Ŀ ôå īģņúƂĶĭ ƈìùņũ.        ƀľ¾ ƄŽƃŀĹģƃ ƈŶőģ ƃŃƄŶ¾ ƀŵ ń¶ƄƊÞźë Ƅù
÷Ŀ ÷Ƅō ÂƄĵ ôåÝƄĭ óŀŽƑ ƀïƇÅúë ųŀŽèúÝŃĿ ƀĭƄŉĤĭ ƀ:

e.ŀĹģƃ ņùÃëŃƃ(Input Unit)
f.ŀĹģƃ ņùÃëģŃ(Output Unit)
g.ŀĹģƃ ôŹńùŅ Ŀ(Memory Unit)
h. ĿňŉƃńÝŀĹģƃ ƇņëńŹe(CPU)

eh -e ŴìōŸĮŊúŉ ń¶ƄƊÞźë Ŀ

˺ Central Processing Unit

ëŃƃùÃņ ëģŃÃņƉňŉƃńÝ

ƃŀžĮŉńŹùƀƀŹńùŅ

ŅùƀŹń
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K.ęl«ëñ¨¡�ë ®)Input(:
       ƄŦƁ Ŀ ôå ƇÅúë Ŵùƃ ƀĭ ƄŽƃńùƃÀŃĤƁ ƄŦƁ   ƇÅQúë ƀQžŽĿ ƀQĭ ń¶ƄƊÞźë Ĥ·õÀ óŃƑ ƀŵ .  ń¶ƄQƊÞźë Ŀ

óŃƑ ƀŵ ƄŶùĤŉƃ ƇĿƃŃƃ Ŀ ƈìŽƃƃŃĤë ôåƇƄŶĽģĿ ƀĭ ń¶ƄƊÞźë īĤšƒřģ 4Ƈƃ ƈĮÉŽ ſńŉ ń¶ƄƊÞźë ƀŵ . ģĿ
          Ŀ ôå ƀħç ƀÝ ń¶ƄƊÞźë Ŀ Ĥ·õÀ ģĿ ŴùĤŉƃBinaryŸĮŊúŉ)  Ƅù ƃģ ńŪő (   ƇƃÂģ ƇÅƉĿĤù ŷƄŽ ƀÝ4    Ŀ ƄQ¾ńĭ

    ŀĹģƃ ƇņëńŹ ňŉƃńÝ)CPU (   ƈō ÷ƑƄëƃ  Ãë ňŉƃńÝ ƀŦƁƇ.   ŅģƄù ŴùĤŉƃ ģĿó  ƀŽ Ĥ·ùÀ4 ìŶħô   ƀQŵ
  ŽƃƄÈŃƑ ſńŉ Ĥ·ùÀô  Ŀ ŸƁňŉƃńÝ  ņëńŹ ĿƇ   ŀĹģƃ)CPU(   ƀĭģƄĮŉƇ4 ńĭƄ¾    Qō Ŵùƃƃ ƀĭ ń¶ƄúÞźëƈ
Ƅō ųÃëŃƃ ƀŵ ŀùĤħóÃëƃ ƀ¾ ſńŉ Ĥ·ùÀƇ . ƄŉĤĭ�-��Ŵìō ŴùĤŉƃ ņƉÃëŃƃ Ƅ¾ ôëïğŃƄ.

�.��Ŵìō ( ń¶ƄƊÞźë Ĥ·ùÀ Ŀ ƀĭ)Data (žúº ſŃĤÞŵ ƄŵƄëŃƃô ŴùĤŉƃ

2.ęl�«ñ¨¡�ë ®)Output(:
   Ŀ ń¶ƄƊÞźë Ŀ ģĿſĿ ƀĽńħ ƀŦƁ ńƉƃÀŃĤƁ ôå īĤŹƄŶŢŹ ƇƄō ňŉƃńÝ Ƅ¾ńĭ 4ƇƄë ƀĮŉńŹ ſńŉ ÄƄŹ ƀŵ

   ŶťģŃ ƀĭ ŇƑ ĤƉôôŶƉĤÝ              ŀĹģƃ ƇņëńŹ ňŉƃńÝ Ŀ ôå ƀŶë 4ƃÃë ƀŉƑńĭ ƀĭńöħ ƀľ¾ ń¶ƄƊÞźë Ŀ)CPU(
     Ĥ·õÀ óƄō ųÃëŃƃ ƀÝ)Data (   ňŉƃńÝ Ŀ  4ƇÃë ſńŉńĭ ƀƊŶźš        ƀŵ ôŹńùŅ ƈŶőģ Ŀ ôŶùĤÝ ôŶťģŃ ƀĮŉƑ ƄŽ

¦·Y (»�Â[({ ®Ì· ϩ֔)¯Ì{�Â^(

ĳ (ƉńħÉĤžúùņŸŶŭĿ (ÞźëĿúƄ¶ƇńƄħƄŵžë·ìŽƃƄŵƃńø

(c) ketabton.com: The Digital Library



19

       ƇƄŵĤŮĮŽģ ƀĭ ƄŽƃŀĹģƃ ƈĵƃńĽ Ĥù ƄĭƑė ƃņùÃëŃƃ óŃƑ .  ƀÝe,ej  Ŵìō     ƀŽƃńùƃÀŃĤƁ ņùÃëŃƃ ųƃÀ ģĿ ôë
ğŃƄï.

e,eiŴìō (Ĥŉƃ ƃņùÃëģŃ Ŀ ƀľ¾ ń¶ƄƊÞźë ƀŵù ƀŽƄŵƃÀ ôžúº ƄŶ

ôžĮÈƄÝ:
e. øō ƀ¾ ńùƃÀŃĤƁ÷Ŀ6ğÃë ôù ŨùńŢĭ.
f.Ƅĭ ſņúŵƄ¶ ƀÝï6÷Ŀ ÷ƄōÂƄĵ ƀľ¾ ƄĽńħ Ƅ¾ ƀŵ ń¶ƄƊÞźë Ƅù ƀ

3.ņùÃëŃƃ Ƅ¾ Ŀƃ)Input(ņùÃëģŃ ƃģ ƃ)Output(ĤŉƃùŶĽģƃ ŷƄŽ ƄŶĠĿ ƃģ ſƄùńƁ
ğÃë ķńō ſŀŽĿ.

ŽĤŹúŃƄĮ)ŵúŽƃŀø(ńìƊÞŉÀƄŵ

ìŽƃƄÝĤåø
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3 . §ñ ēá¬ ēÆÑ�¡ �ñ¨¡�ë

ŹńõŅŻƄĮ)ƀŞũĤĹ(4           ƀľ¾ ƄŽƃŀĹģƃ Ĥù ƄĽńħ ƄźƂŹ ƀŵ ń¶ƄƊÞźë ſƄù Ŀï   ƇÅúë ŴÑ   Ŀ ƃģƒřģ ƄĭĤQš  ƃģ
ŃìŽƄŶĭģƄƄ·Ì   ƃńÝ 4Ĥ·õÀ ſŃĤÞŵï    ôŽƃƄÈŃƑ ƃģ ƀŽƄŹģń)Instructions ( ƇƄë ƀŹńõŅ .ńÝ    Ŀ µŊQžħ óĿ

Ý ń¶ƄƊÞźë Ŀ ƀúŶźš ôŽŀŽƄŹ Ĥúħ ƃģ ôŹńõŅ Ŀ ƄĭĤŹƄŶŢŹƇÅúë ſńŉńĭ ôë ƀŹńùŅ Ĥù ƀŞũĤĹ ƀ.
)e,ejŴìō.( ŀĹģƃ ƄŵƄë ſŅģŀŽģ Ŀ ôŹńõŅ ƃģ ôŞũĤĹ Ŀ ń¶ƄƊÞźë ĿBits÷Ŀ 4BitsžƉĤħ ôžŢƉ Ƈń
 Ŀģŀšģ)Binary digits (ƃĿ ƀŵƃƃńöźō ôå ƀŵ īŃĤĨš)� ƃģ� (÷Ŀ ÷Ƅō ÂƄĵ ÷Ŀ ƀľ¾.

x�úħµ=dĤùe
x�ùĤħµ=lúħµ
x�ùĤħƄŶúëµ=edfhùĤħµ
x�ùĤħĤðúŹµ=edfhùĤħƄŶúëµ
x�ģńƊ¶ùĤħµ=edfhùĤħĤðúŹµ

e,ejŴìōƀŹńõŅ Ĥù ƀŞũĤĹ ƈŶőģ ôë ń¶ƄƊÞźë ſƄù ƀÝ

ĿƄĭ ſņúŵƄ¶ ƀÝ ƀŹńõŅ ń¶ƄƊÞźëïƃĿ ƀÝ ƀƃſĿ óƄō ŴŎõƃ ƄĽńħ ôåƀŵ ſĿ īŃĤĨš :
e.ƀŹńõŅ ƈŶőģ
f.ƀŹńõŅ ƀùƃŀžĮŉńŹ

ƀŹńõŅ ƈŶőģ(Main Memory) : ƇņëńŹ ƀŵ ôå ſĿ ƀŹńõŅ ƀŦƁňŉƃńÝƈìŽƃƄëŀĹģƃ)CPU ( ſńŉ
       Ŀ ƃģ Ƈńŵ ƀìùÂģ ƀŦúŽ ƀÝ ŤúŽňŉƃńÝƇńŵ ſńŉ ƀŽĤº ƀŵ īĤŹƄŶŢŹ ſŃĤÞŵ ôúŶźš Ŀ . ƀŵCPU  óĿ Ŀ ſńQŉ

            ſĿ ƀžùÂģ ſńŉ ŷĤÝ ƀÝ ƀĭ ôìùÂģ ƀŦúŽ ƀÝ ŤúŽ ôŞũĤĹĿó     Åöŵ ƄĭĤŹƄŶŢŹ Ŀ ƀĭ ôŹńõŅĿ      Ƈƃ êQ·å ńõÀ ĿÅöŵģŃ
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  Ƅ¾ńĭ)CPU (   Ŀ ƀĭňŉƃńÝ    īĤŹƄŶŢŹ ſŃĤÞŵ)Ĥ·õÀ (  ƈōŃƃ ŇƑ ƀÝ ſŃç ńĭ Ńç. Ŀ ƄĭĤŹƄŶŢŹ Ŀ ƀŹńõŅ ƈŶőģ
       Ƅĭ ſņúŵƄ¶ ƀÝ ƀĽÂģ ƀŵ ôžĭĤŉ ƃģ ĬĨıï  ƃĿ ƀÝ ƀƃ  ƃ ƄĽńħõ    š ôå ſĿ óƄō ŴŎ   ƀQŵ ſĿ īŃĤĨ  :   ƈQŉƒźŉ Ŀ

 ƀŹńõŅ ƈŉńŉƑe(RAM)ģƄù ƃģŅƀŹńõŅ ôìŽƄĮŉƄŵ ó.f(ROM)

e. ĿRAMƀŹńõŅ:
 Ŀ ƈŉƒźŉƄĭ ôŵĤƂŹÁžŵ ƀÝ īĤŹƄŶŢŹ ôå ſĿ ƀŞũĤĹ ƀŦƁ ƀŹńõŅ ƈŉńŉƑï ƀľ¾ ń¶ƄƊÞźë ƀŵ ƃģ ƈĭĤŉ ƀ

 ƀÝ ſńŉƄŶĭ ƀÝ ĤžÉõńħ ĿRAMëĤÝ ƃģ ƈº ƀ»žŹ ƀŵ īĤŹƄŶŢŹ ĿƄĵƄŹ ôëöƇÅ    .
 .f ĿROMƀŹńõŅ)Read Only Memory:(

     ŦƁ ƀÝ ôå ſĿ ƀŞũĤĹ ƀŦƁô              ń¶ƄƊÞźë Ŀ īĤŹƄŶŢŹ ƇÂƄŹƄŽ ƃģ ƇĿ ƀŽ Âƃ ńúŦĭ Ŀ īĤŹƄŶŢŹ ĿƄĵƄŹ ôë
  ŵ ×žÞźë ôìŽƃƃÂƄĵ  ƀ     ƇĿ ƇƄō ÷Ĥº ƀÝ ÷Ĥº ģƄĽ  .  ĿRAM        ôŵĤƂŹÁQžŵ ƀÝ īĤŹƄŶŢŹ ôå ŧƒĽ ƀÝ

Ƅĭï   īĤŹƄŶŢŹ ƀŦƁ 4ƈĭĤŉ ƀ   ôå ƀÝROMƇÅúë ÷Ĥº ƀÝ ÷Ĥº ôë ƀŹńõŅ4ƃģ ƇĿ ôĭĤÝ Ŵĭ  Ŀ ĤžÉQùńħ Ŀ
   ƀÝ ŻĤùńĵóńÝ     ƈº ƀŽ ƀ»žŹ ƀŵ ƃŀöë .        ƄQŦƁ Ŀ ƀľ¾ ôŹńõŅ óĿ ƀŵ ƄŽƃƄQÈŃƑ)Instructions ( ƃģ

ƃńÝï  ƄŽƄŹģń)Programs (  ƀÝ ń¶ƄƊÞźë Ŀ ôå ƇÅúë ŴĮŊúĽģ ŃĤë ôë ƄŶĭĤŉ ƀÝ ƄŵƃŃĤë óńĭ ôëï  ƀQ·
 ƀžùÂģ ƀžĮŊúĽģïƇÅúë ŴÑ . ƀÝ ƀŹńõŅ ģĿ ƄŉĤĭ�-�� ôë ƀÑħïğŃƄ.

e -ekƀÑħROMŞũĤĹƀ

1.ë¨æ�±¬áñèá¬Ĕ è:
   Ĭúũńŝ ƄŹńõŅ ƈŶőģ Ŀ4      ƃńÝ Ƈń¶ƄƊÞźë ƃģ ƄĭĤŹƄŶŢŹ ƄŵƄ¶ Ŀï       ƇƄQë ƀŽ ƀžŊħ ſŃĤÞŵ ƄŶĭĤŉ Ŀ ƄŽƄŹģń.
    Ņ ƈŶőģ Ƅžúº ƀÝ īĤŹƄŶŢŹõ       ƇÅúë ŴĭĤŉ ſŃĤÞŵ ų=ƂŹ Ážŵ Ŀ ôë ƄŹń4          ƀQŵ ôQå ſĿ ƀžùÂģ µŊžħ óĿńÝ ƄŽ

        Ŀ óņŽƄĮŉ óĿ Ŀ ƀľ¾ ƄŹńõŅ ƀùƃŀžĮŉńŹƁŃģƄÖ   ſŃĤÞŵï ŴĮŊúĽģƃ ƀ· ƈō  .   īĤŹƄŶŢŹ ôŹńõŅ ƀùƃŀžĮŉńŹ
  ƃńÝ Ƈń¶ƄƊÞźë ŃƄŽ ƃģïƄĭ ƈźùģĿ ƀÝ ƀŽƄŹģńïƈĭĤŉ ƃģ ĬĨı ƀ . ƀÝ ôŹńõŅ ƈŶőģ Ŀ ĤúĮì·å ôŹńõŅ ųƃÀ óĿ Ŀ

˺ Random Access Memory
˻ Read Only Memory
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  ƀŶĭńÝ       ŸĶĹ ƄĭĤŹƄŶŢŹ ƄŦƁ Ŀ ƃģ Ĭúũńŝ ƄĽ 4Åŵ   ôå    ƈō øŶĭĤŉ ôù ŻƄĮŹńõŅ ģĿ4 Ŷŉ ƀÝð  īĤQùŅ ƀĭńë ƄŽƄ
÷Ŀ .)e-elƀÑħ.(

Ũŵģ- øŉÀ÷

Ýƒũ ĥø-ìŉĿúµ

ĳ- ĿŃĤƁõÀêŊ
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�±ìÝ ßěcµ

N. ï®l¬á°±ë¬b småëìl¨¡�ë
 Žń¾ ƀìŵð      ń¾ ôù ƀľ¾ ŷƄŽ ƀŵ ôå ƀï   ƇņëńŹ 4ƇÅùŀžňŉƃńÝ      Ŀ ƄĭĤQŹƄŶŢŹ Ŀ ŀĹģƃ øìŽƃƄë ňQŉƃńÝ

          ŦƁ Ƅō ÷ƑƄë µŊžħ óĿńÝ ƄŽ 4Ƈńŵ ſÂĤť ƀÝ ſŃĤå ƈŶőģƀ      ƄQùģƃƃ ņŦŹ ń¶ƄƊÞźë Ŀ ƀĭ  . ņQëńŹƇ ňQŉƃńÝ
  ĵƄŵĤžìĭ ƀŦƁ øìŽƃƄëƈ ſĿ   ôå   Ƅ¶Ƅ¶ ƈùĤžÉõńħ ƄŽƄŽƄúŶŹ ƀŵ  ƃń·ŉņŽģń¶ ƃģƄŽ         ſĿ óƄQō ſÂƄQĵ ƀQľ¾)e-

elŴìō(
 ƇņëńŹ Ŀ ôå ſńŹ Ƅ¾ńƁňŉƃńÝ ƄĭĤŹƄŶŢŹ Ŀ ƀæë ƀŦźƁ ƀÝ Ƈƃ ƀĭĤùŅ ĤúĮì·å øìŽƃƄëňŉƃńÝ

ƇÅúĭĤùŅ4ôå ƇÅúë Ŵùƃ ķƒŚőģ ƀÝ)ſĿ ƀĭĤùŅ ĤúĮì·å ń¶ƄƊÞźë Ŀ(. ĿňŉƃńÝ Ŀ ĤúĮì·å Ŀ ƈìŽƃƄë
 ŀĹģƃ ƄŵƄë ſŅģŀŽģfMIPSƇĿ.

e -elìō ŴųÀĤŹ ŷƄú·žÝ ĿCPU

 ƇņëńŹ Ŀ ôå ğńŵƃ ĿĤù ƀÝňŉƃńÝÝ ŀĹģƃ ƈìŽƃƄëńƃĿƃĽńħ ƃŃƄŽƄ4ŬŚžŹ ƃģ ôĨŉĤĺŹ Ŀ ôžŢƉg

ģƃĿžëĮųƃńhÝ ŀĹģƃ ƀƇÅúë ŴŎõƃ óŀŽĤħ . īĤùŅ ŃƄŽ ſÂģ ƀÝ ƄŵƃŃĤë Ŀ ƄŦƁ Ŀ ƃģ ƄŽƃŀĹģƃ óĿ Ŀ
 Ŀ īĤĺùńŎĭ��ŵƄ¶ð ƈĭĤŹƄŶŢŹ Ŀ ƈ×ĵƄŵĤžìĭſńŉ ŴúŒŪĭ ƀÝ ôë ĥĤĮë ƀÝĠŵƄŵ.

˻ Million Instruction Per Second
˼ Arithmetic Logic Unit
˽ Control Unit

¦·Y-x»CPU[ -Z�CPU
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ēæ�Ĉìb:

e. 6Ƈńŵ ĬÈŅŃģ ƀ¾ ƀŹńõŅ ôë ń¶ƄƊÞźë ƀÝ
f.Ž Ŀ ôŹńõŅ ƈŶőģ Ŀ ĤùėƄĮŎƈŵģƄúÞźë ôë īŃƄő ƀÝ¶ Ŀ ƄĭĤŹƄŶŢŹ Ŀ ńňŉƃńÝ ƄŵƄëĤƊĭÂƃ  6Ƈńŵ
g.÷Ŀ ôë ƀ¾ ƀÝ ôù ńúÝƄĭ ƃģ ſĿ ƀŵƃÀ Ƅ¾ ƀÝ ƀŹńõŅ ƈŶőģ6ğÃë ôù ĸúŕƄĭ.
h.Žń¾ ƀŞũĤĹ ƀùƃŀžĮŉńŹðſĿ ƀŞũĤĹ ƀ6Ƅĭ ſÁžŵ ƀÝï ôù ƀĹńōƀğÃë.
i. 6÷Ŀ ƀ¾ ńúÝƄĭ ¹žŹńĭ ôŹńõŅ ƀùƃŀžĮŉńŹ ƃģ ƈŶőģ Ŀ
j.6ƄŶĽģ ŃĤë ƀľ¾ ôŹńõŅ ƀùƃŀžĮŉńŹ ƀŵ ôŵƃ ôë ŻƄĮō ƀÝ ôŹńõŅ ƈŶőģ Ŀ
k.ĠŽèúÝ ƀŹńõŅ ƀùƃŀžĮŉńŹ ƀŵƃÀ Ƅ¾6ĠŶĽģƃ ôù ƀŽƄŹƄŽ.
l. ƇņëńŹňŉƃńÝ øìŽƃƄë(CPU)ſĿ øō ƀ¾6
m. ƇņëńŹňŉƃńÝ6÷Ŀ øìŽƃĿƄŵŃĿ ƄŽƃŀĹģƃ ƄŹƄë Ŀ øìŽƃƄë

ed. ƇņëńŹÝňŉƃń6Ƈńŵ ĬúźƁģ ƀ¾ ôë ń¶ƄƊÞźë ƀÝ øìŽƃƄë

f-eĬúŵĤŢũ :ƀŽŀŽèúÝ ƄĭģņúƂĶĭ Ŀ
       ƃģ ƈŽèúÝ īģņúƂĶĭ ń¶ƄƊÞźë Ŀ ƀĮŉńŹ ƀÝ ƈìŽƃƄÈ Ŀ ƃģ ƇÅúë ŴŎùƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅ

ƈŶĽģ ŷƄŽ ſƄù ńƁ Ŀ .
êŉÀÀŃĤƁ   øÝƒũ 4À   øŉ 4êŉÀƇ(CD)    4øŽƃŀúŵ)úŽĤŹ·ŃƄ(  4øìŽƃƄÝĤå4 éÄƄQŹ

)ŇƄŹ( 4 ſÂĿ êúŵ)ÀŃƄĨúë ( 4ŭ ƈùĤžÉùńħŸŶƄŵ 4ìúÞŉÀ 4ńCPU 4RAM.
ģ ƃROM.
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sl¬cĄ àñë§
˰�Q�4s¢�0�sz£fƈ�+)SoftwareComputer(

�±ìÝ ßëë�

ŹĿ 4ſĿ ƅÃë ƀĽńħ ƀÝŃƃ ĤƊĮì·å ƃģ ĤƊĮŶĮÉť ƀĭ ƄŽĤŽĤŊŽģ ƄŽƃń¶ƄƊÞźë ŴĮŉƄŵ ƄŹƃ ôå ƀìŵð ƀŽģŀŽƃç Ŀ ń¶ƄƊÞźë ÖÃ
 ƀÝÀ ńƁïųƃŃ ŴÞĽ ôë ńƇƄħƄŵ . ƃńõÀ Ŀ ń¶ƄƊÞźë ŻĤŽĤŊŽģėŽĤŉƀìŵ 4ƃƃĤƉĤŖŭ Ƅ : ƃģ ƀŽńöźō ſĿĤŉÀ ƃģ ƈŶæöÝ ńõ

ƀìŵ 4ƀŽƃŃĤë µť :ĭ ƀĭ ĤŖũ ŸƁ ĤƉ ƃģ ƀžƉƃ ŀŽģÂƃ ĬŵĤĹ Ŀ ģƄƁ ĿîƇƄë µŹ ńÝ ń¶ƄƊÞźë Ŀ.
6ƈō ƅƑƄë ƀ¾ ń¶ƄƊÞźë ƄƉĿƄĵƄŹ ôë ń¶ƄƊÞźë ƀÝ ſńõÀ ſńĨĽ ģĿƃƄŵĤŦĮŉƄÝŵÃĭ óŃƄÝôſĿ. ƀÝ ƈŵĤŦĮŉƄÝ

ƄƉ ôë ĬŮƊŮĹ ſſĿ ſƄŭ ƈìŽƃƄŶå ń¶ƄƊÞźë .Ƈńŵ ƀŽ ĬÈŅŃģ ńõÀ ń¶ƄƊÞźë ƀĭńÝ ƈŵĤŦĮŉƄÝ ƀŵ.
ƀŽƄŵƃÀ ƄŵĤŦĮŉƄÝ Ŀ:

ƇĿ ƇƄō ŴŎõƃ ƄŽƄŵƃÀ ƃƃĿ ƀÝ ƈŵĤŦĮŉƄÝ ń¶ƄƊÞźë Ŀ:

ƆŵĤŦĮŉƄÝ

ƄÝ ƆŵĤƉŃĤëƆŵĤŦĮŉ
)Application Software(

ƆŵĤŦĮŉƄÝ ŸĮŊƊŉ
)System Software(

ƃńÝ Ŀï ŻĤźĵńĭ Ƅħç ƄìŽƄŹģń
Programe Language

Translater

ƆŵĤŦĮŉƄÝ ƈĮŹŀĽ
Service Software

Ÿ·ŊƊŉ ŴŹĤš
Operating System

ƀìŵ : 4ŇģÀ)Dos ( ňìžöŵ 4ŅƃÁžƉƃ)Linux (ŃƄŽ ôŉģĿ ƃģ

 ƆŵĤŦĮŉƄÝ ŀƊŵƄĭ Ŀ
Productivity

Software

 ×ŵĤŦĮŉƄÝ ÖńöĮšĤŉ Ŀ
Entertainment

Software

ƆŵĤŦĮŉƄÝ ÖńïģĿƄŉ Ŀ
Business Software

ƆŵĤŦĮŉƄÝ ôƊħńĭ ƃģ ŸƊŶŢĭ Ŀ
Education Software

ƆŵĤŦĮŉƄÝ ƈĭĤĨŉĤĺŹ
Spread Sheet Software

 ƆŵĤŦĮŉƄÝ ňöŉƃńÝ Ŀ żĮŹ Ŀ)Word
Processing Software (ƀìŵ : ´ƄŽ

 ÀŃƃ ňƉģ ŸƉģ 4ÁÝÀŃƃ 4ÁÝ)Ms Word( 4
 ŃĤ·ŉ ÀŃƃ)Word Star( 4)Oper

Office Writer (ŃƄŽ ôŉģĿ ƃģ.
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�²ò± Üá�Éèåìâ
(Operating Systems)

�²ò± Üá�Éà:
  ŴŹĤšŸĮŊúŉe   ńĭ ôë ń¶ƄƊÞźë ƀÝ ŅŃģ ƄŵƄ¶   ƈźĮŊúŉ żźĮÈŵĤŦĮŉƄÝø ÷Ŀ.       ƀQľ¾ ń¶ƄQúÞźë ƀQŵï  ƀQ·

 øŎŽ øìŽƄĮŊúĽģ      Ãëƃ ŴŹĤŢĭ ſńŉ ń¶ƄúÞźë ƀŵ ÷ƑƄëƇ.        ŴŹĤš ſƄù ń¶ƄƊÞźë ńƁ µŊžħ óĿńÝŸĮŊúŉ  ƀĭ
   Ƈńŵ ĤúĭÂģ . Žń¾ ƀìŵð      øìŽƃƄë ňŉƃńÝ ƇņëńŹ ſÃëƃ ƀŽƃĿĤù ôåƄŹ ƀ ŀĹģƃ )CPU (   ņŦŹ ń¶ƄƊÞźë Ŀ

ï ŴŹĤš ƃģ ƇÅúë ŴÑŸĮŊúŉńùƃ µũĤŉ Ŀ ń¶ƄƊÞźë Ŀsoftwareƃģńùƃ ÀŃĤƁhardware  ôŵƄQ¶
 ôŽÃëųƃńĮžëƇƄë ƇńĨƁŃ ƃģ .ƇĿ īŃĤĨš óŀŽĿ óņú·Ŋžħ ƃģ ƈŶőģ ŸĮŊúŉ ŴŹĤš Ŀ4ƀŵ :
 ĿŃĤƁ À ńƉƃĬÉŵĤĨźŉf 4 ĬùńùŀŹ ƃģ ŸúŞžĭ ƄŽƄŶùĤũ Ŀg 4ģ ń¶ƄƊÞźë Ŀ ¹žŹńĭ ƈìŽƃƃŃĤë Ŀ ƀŦƁ Ŀ ƃ
ìùÂģ ĿôųƄë ƀĮ»žŹģŃhƃńÝ Ŀ ƃģï ƄŽƄŹģń)software (ųƄŶå

 §«�éĖ¬ñë�â±�ĉÝ�
        ƄŽƃńùƃÀŃĤƁ ƃĿƄĵƄŹ ƄŵƄ¶ Ŀ ôë ń¶ƄƊÞźë ƀÝųƃńĮžë      ŴŹĤš Ŀ ſŃģĿģ ƃģŸĮŊúŉ     ſÂĤQť ƀÝĿſ .  ƀQŦƁ

ƀŽƃńùƃÀŃĤƁ  ôå ŴŹĤš ĿŸĮŊúŉ ƀŚŉģƃ ƀÝųƃńĮžëƇÅúŵĤĨźŉ ƃģ4ƇĿ īŃĤĨš4 ƀŵ :   ňQŉƃńÝ ƇņQëńŹ
 øìŽƃƄëŀĹģƃ)CPU(  ņQƉÃëŃƃ  ƃģ ôQŹńõŅ ƀùƃŀžĮŉńŹ ƃģ ƈŶőģ 4ó  óņQùÃëģŃ ƃģ)Input &

Output (ħôĽń.

�Ñ §ñÆæ� ë� �ĉÝ��â± ìåìÞòà:
Ź ôë ƀŞũĤĹ Ĥù ŻƄĮŹńõŅ ƀÝ ń¶ƄƊÞźë ĿŢƃńÝ Ĥù īĤŹƄŶïƄĭ ƀÝ ŴùĤũ Ŀ ƀŽƄŹģńï ƇÅúë ƀŹńõŅ ƀ . Ŀ ƀŽƄŶùĤũ

 êŊõÀ ÀŃĤƁHarddisk            ƇĿ óƄō ÷Ĥº ƀÝ ÷Ĥº ôë ƄĽńħ ƄŶöħƒöħ ƀÝ ôŹńõŅ ƀùƃŀžĮŉńŹ ƃģ .  ŴQŹĤš
ŸĮŊúŉ       ëŃƃ ĤúĮŽƄō ģĿ ƀĭ ƈìŽƃƃŃĤë Ĥù ƈìŽƃƄŵĤźŢĮŉģƇƄ4     Ŷöħ Ŀ 4ƈō ÷ƑƄëƃ Ƅ¾ńĭð  Ƅĭ ƀÝ ô Qïƀ : ģĿ
ŽƄŶùĤũƀ                 ģŀúÝ 4ƈŉĤħƃ ƀľ¾ ń¶ƄƊÞźë ƀŵ ƀŦƁ 4ƇƃĿÅúŵƃ ƀĭ ÷Ĥº Ŵħ ƀľ¾ ÷Ĥº ſƄù ƀŵ ƀŽƄŶùĤũ ģĿ 4ƇÃëģŀúÝ

ƇÃë ÂƄĵ ŴùĤũ ÷ƄŽ Ĥù ƃģ ƇÃë ôù . ŴŹĤš Ŀ óŃĤå ôŵƄ¶ ģĿŸĮŊúŉƇĿ ſÂĤť ƀÝ.

˺ Operating System
˻ Managing Hardware resources
˼ Organising File Storage
˽ Providing Graphic user Interface
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§Ę�ñÛìl è� ÿæá�« ēm
       Ŀ ¹žŹńĭ ń¶ƄƊÞźë ƃģ ƈìŽƃƃŃĤë Ŀï  ƈìúũģńôìùÂģ     ŴŹĤš Ŀ ųƃĿĤĶùģŸĮŊúŉ   ſĿ ſŀŽĿ ƀŶħ.  ĤƂŹ Ňƃģ  ų Ŀ

ŊƊŉ ŴŹĤš ńĲëģ ƄŽƃń¶ƄƊÞźë ƈŒľōĮƀŽƄź4ĤŹ Ŀ ƀìŵ ŊQƊŉ ŴŹĤš ŅƃÁžƉƃ ×žÞźë µũĤŉ ƃńìƉĮ Ÿ)Ms
Windows (ŊƊŉ ń¶ƄƊÞźë ƀŵĮ ſŃĤÞŵ ŴŹĤŢĭ Ŀ ſńŉ ŸïƇńŵ ųĤƉGöÝĤå êƊũģń. ƀŵï ſńŉ ųĤùGúÝĤå êúũģń

       óŃƄÝ ſÂŅ ƀÝ ƃģ ſĿĤŉ ųƄëŃĤëĿƇ .ïìúũģńƈ    ģĿ ƀìùÂģŻĤìŹģ Ƈƃńħģńħ4      Ŀ øìŽƃƃŃĤë ń¶ƄƊÞźë Ŀ Ƅ¾ńĭ
ï ƄÑħ ƈìúũģń)ƄžúŹ 4ôŽĿƄÈ 4ƀŽƃŃƄ»ŽģïƀŽƄžìùė ƃģ ôŽĤ ( ƀÝ ƀľ¾ïôúŶźš ôžúº ſńŉ ôžĮŊúĽģ ƀ·.ƀìŵ: Ŀ

ƃńÝï ƇÃë ſńŉńĭ ŃƄŽ ƃģ ƀúŉƃĿ 4ƀŽĿƄÈ ƄŽƄŶùĤũ Ŀ 4ųƄë ſńŉńĭ ƄŽƄŹģń)�-�ƀÑħ.(

 ŅƃÁžùƃ Ŀï ƈìúũģń ƀìùÂģ(GUI)e

ë¬b èÎépÍ� ēl Û�âÊ�±� èb ¬üìòcâl § ēf èåìá�¬òï§ äá®>
 ŴŹĤš Ŀ ŴźŢŵģŃƄĮŉĿ ƃģ ſŃƒŽÃë Ƈń¶ƄƊÞźë ½öƁ ôå Ŵùƃƃ ƄŹ ôìľŹŸĮŊúŉ ƈŶźš ƀĭńÝ ŻƄĮō ƀŵ

÷Ŀ ƀŽ .ģĿƃńÝ Ŀ ƃģ ųĤźŢĮŉģ Ŀ ŸĮŊúŉïŶöħ Ŀ Ƈƃńħģńħ ųĤùGúÝĤå ĦŉĤžŹ ſŃĤÞŵ ģńĵģ Ŀ ƄŽƄŹģńðƄĭ ƀÝ ôï ƀ
 ſƄù Ŀ µžúÝ ĿƃńÝï ƃńŵ ĤúĭÂģ ƀĭ ŸĮŊúŉ ŴŹĤš ôë ƄŵƄë ſńŉńĭ ƀÝ ŷģńƃńÝ µžöÝ ôåï ƀÉŽ ƄŶĭƄžŽ Ŀ ƀĭ ŷģń

ƃńÝ µžöÝ ƀÝ ĤƊħ ƃģ ƇÃë ƀŹńƉŅ ôƉ ļŹ ńÝ êŊƉÀ Ŀ 4ƈŶĽģƃïƇÃë ÛĤå ŃƄ»Žģ ƅƄō ÂƄĵ ôë ŷģń. Ŀ
Ž ƀÝ ŸĮŊúŉ ŴŹĤšƄĮŎƈŵģƇĿ ƀŽ ƈŽƄō ųƄë ſńŉńĭ óŃĤå óĿ Ŀ ôë.

˺ Graphical User Interface
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± Üá�É èÝò�¨Þ� ç¬± à�²ò�:
  ŴŹĤš ųƄźŢŹ ƄŵƄ¶ńĭ ſŃĤÞŵ ƄŽƃń¶ƄƊÞźë ƄúžåƄë ĿźĮŊúŉƇĿ īŃĤĨš ƀŽƄ4ƀŵ :   4ňìúŽƄQù 4ŅƃÁQžùƃ

 ŴŹĤš ŋĤĮžìŹ ƃģ ňìúžŵźĮŊúŉƀľ¾ƄŽƄ . ŴŹĤš ſƃĿ  ƀĮŵĿźĮŊúŉžùƃ ƀŵ īŃĤĨš ôå ƀŽƄÁŅƃwindows
ƄŽèúÝ ŃĿ ƀĭ ƄŉĤĭ ƇĿ ƀľ¾ ňìžúŵ ƃģ .

ëñëėæwindows± Üá�Éòà�²:
 ſŃĤÞŵ ƄŽƃń¶ƄƊÞźë ƈŒľō Ŀ ŅƃÁQžùƃ Ŀ ŸƁƄù ƀľ¾ ƄŽƄźĮŊúŉ ŴŹĤš ƃŃƄƂŎŹ ƃģ ƄŵƄźŢŹ ƄŵƄ¶ ƀŵ

windows  ÷Ŀ ŸĮŊúŉ .  ģĿŸĮŊúŉ   Ŀï  ƈìúũģńôìƉÂģ  ĤQùńúÝĤå ƇŃĤë ſŃƄť ƃģ ÷Ŀ øìŽƃĿƄQŵŃĿ ų .
    ƄŽƄŽçŃƃ Ƅ¾ ƀÝ ŸĮŊúŉ ŴŹĤš(version)    ÷Ŀ ÷Ƅō óŀŽģÂƃ ôë4 ƀìŵ :  ŅƃÁžùƃ��     ŅƃÁQžõƃ 4�� 4

 ŅƃÁžõƃ�� ŅƃÁžõƃ 4Me ŅƃÁžõƃ 4����žõƃ 4 ƈÝ ňëģ ŅƃÁ)XP (Ĥ·Ŋõƃ ŅƃÁžõƃ  ƃģ)Vista . (
            ĦŉĤžŹ ſŃĤÞŵ ƄŵƄë ſŃģĿģ Ŀ ƄìĨō Ŀ ôù ôžúº ƀľ¾ ƄŽƄŽçŃƃ óĿ ƀŵ ƇĿ  Ý ƃģń    ƄŽƃń¶ƄƊÞźë ƄŦƁƇÅöĨŒŽ

    ƇƄëŃƃ īĤŹŀĽ ƀĭ ƄìĨō ôå .            ƃģ ſŃƄQť ƄŵƄ¶ńĭ ſŃĤÞŵ ƄŽƃń¶ƄƊÞźë ƈŒľō Ŀ ƀľ¾ ƄŽƄŽçŃƃ ƄúžĭŃƄÝ ƀŵ
 ƈÝ ňëģ ŅƃÁžõƃ ŻçŃƃ ſŀŽŃĤë)Windows XP(ƃÃëƃ İĺħ óńÝ ƀħ ƀĮŉƃŃƃ ôå ÷Ŀ .

Ýò °mæLinux± Üá�Éò²�à :
 ŇŃƄŉ żÝƃģ ƄƉ ňìžƊŵ)Open Source ( ŴŹĤšŸĮŊúŉƅĿ ôå  ƀžƊåńQŉ ÀƄë Ŀ)Source

Code (ôƉ   Ƅĭ ĤùÂƃ ƀÝï   Ŀ ƀï·ô  ƄQ¾ńĭ 4ƇÅúë ųƄëŃƃ ôë éģƃ ƀÝ ƄìŽƄĮŊúĽģï   øìŽƄĮŊQúĽģ ƀQ·
            ńúĲìĭ ƃģ ĸúĺŒĭ µŊžħ ńÝ ĤúĭÂģ ôŶÞĽ Ŀ ƀŦƁ ƈō ÷ƑƄëƃƇÃë .       ÂƄQĵ ƀľ¾ ƄĽńħ ƄŶöħƒöħ ƀŵ ňìžúŵ

 ÷Ŀ ÷Ƅō   ôå   ŽĤº ńöźōƄù Ŀ ôù ôĽńħ óńƁðƃńÝ ƃńƁĤŹ ƃÃïŵ ƄìŽƃƃÂƄĵ ŷģń ƀſĿ ôŵŀŽƄŹ ĤúĮľŹńÝ ģƄĽ .
  ƃģ ƄŽƄŽĤŹŅĤŉ ƄžúºƄŊŉĜŹſńŉ ƄŵƄĭĤùŅŃƃ ƀÝ ƄĭĤŽĤìŹģ ńöźō Ƅù Ŀ4   ƄQë ƈŶQőģ ƀQÝ ňìžúŵ Ŀ ƀìŵÀ Ŀ

ï   ųĤùGúÝĤå ƈĮúžŹģ ƃģ ƈìúũģń ųƄĭĤƉŅŃƃ4  Ƅ¾ńĭï  ƀ·     ƀÝ ƈō ÷ƑƄëƃ ƈìŽƄĮŊúĽģė    ƀŵ ſńŉ ×ŽĤŉ  ňìžQƊŵ
  ƀľ¾ï ƈŶĽģƃ ƀ· .           Ƅĭ óŀŽƑ ƀÝ ôå ÷Ŀ øìŽƃĿƄŵŃĿ ƄĭģŅĤúĮŹģ ƄĭĤùŅ Ŀ ŸĮŊúŉ ŴŹĤš ňìžúŵï    ƀQŦƁ ƀŵ ƀ

ƇÅúë ƀŽƃĿĤù ƀľ¾ :

ï ƆìŽƄĮŊƊĽģ ƀ·
)ƆìŽƃƃŃĤë(ƆŵĤŦĮŉƄÝ ƆŵĤƉŃĤë

ŊƊŉĮƆŵĤŦĮŉƄÝ Ÿ

ńƉƃÀŃĤƁ
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Ý §ò°mæ±ò à�²p�«ìýòèÝ ï§ �«��É Ēë�:
e.üòÝ ûq�ĉ: ŴŹĤš ňìžúŵŸĮŊúŉóĿèŽƀĮŎŽ ĤúĭÂģ ƄŵĿƃńöÝ Ŀ ƀŦƁ Ŀ ƃģ ÷Ŀ ĤùÂƃ.

f.�ìl ðÞ¹Ės±¬±÷ è�:ïƄë ƈŶőģ ƀŦƁ Ŀ ƈō ÷ƑƄë ƈìŽƄĮŊúĽģ ƀ·À Ƈńŵƃ øŉńŉƑ ƀĭ
ƇÃë ńúŦĭ ƃģ ĸúĺŒĭ µŊžħ ńÝ ƃƃĤúĭÂģ ƄŶÞĽ Ŀ ƀĽńħ ƈŶőģ ƀŦƁ Ŀ ƃģ .

g. à�¡ àl:       Åŵ ôŞũĤĹ Ŀ ń¶ƄƊÞźë Ŀ ŸĮŊúŉ ŴŹĤš ňìžúŵſ      ƃŃƄŽ Ŀ ƃģ ƇƄŵĤŦōģ ƀĽńħźĮŊúŉ ƄŽƄ
÷Ŀ Åŵ ńõÀ ŸĶĹ ôù ƀŶĭńÝ ƀÝ.

f-fŴìō ňìžúŵ ĿïìúũģńƊųĤùGúÝĤå ø

ēæ�Ĉìb
e.÷Ŀ øō ƀ¾ ŸĮŊúŉ ŴŹĤš6ğÃë ôù ĸúŕƄĭ.
f. ŴŹĤš Ŀ ŅƃÁžùƃ ĿźĮŊúŉ  6ĠŶĽģƃ ƀŽƄŹƄŽ ƄŽƄŽçŃƃ ƄŶöħƒöħ Ŀ ƄŽƄ
g. ŴŹĤš ſƄù ĿŸĮŊúŉƇĿ ƀ¾ óŀŽĿ óņú·Ŋžħ6ğÃë ôù ĸúŕƄĭ.
h. Ƅžúåńŉ ƃŃƄŽ Ŀ ƃģ ƀžĭĤŉ ńùƃÀŃĤƁ Ŀ ĤùėųƃńĮžë ŴŹĤš ĿŸĮŊúŉÝĿ ſÂĤť ƀƇ6
i.ĤùėƃńÝ ſƄù ĿïĿ ƀľ¾ ƃŀŽĿ ƀŵ ŸĮŊúŉ ŴŹĤš Ŀ ųƄåģ ŃĤë ƀÝ ƃģ ųƄë ƈŶźš ŷģńƇ 6
j. ŴŹĤš ňìžúŵ ƃģ ŅƃÁžùƃ ĿźĮŊúŉ 6÷Ŀ ƀ¾ ńúÝƄĭ ¹žŹńĭ ƄŽƄ
k. ŴŹĤš ňìžúŵ ĿŸĮŊúŉ Ƅ¾ ĿïĠŶĽģƃ ƀŽƄŹƄŽ ƃƃĤúĭŃƄ·6
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�±ìÝ à��

ë èÝñðb °l� ëėæ)windows xp(b «�l § ç¬±òÜ

   Ŀ øÝ ňëģ ŅƃÁžùƃ ƀľ¾ ×ŽŃƄë ƀŵ µũĤŉƃńìùĤŹĿ÷ ƃģ ŴŹĤš ŃƄƂŎŹ ƄŵƄ¶ńĭ ŸĮŊƊŉ÷Ŀ.  óĿ ƀQŵ
   ƀľ¾ ŅƃÁžùƃï       ŵ ƄìŽƃƃŃĤë ƈìŶŊŹĤŽ ƃģ ƈìŶŊŹ Ŀ ŴĮŊúĽģ ƀ·  ƀ   ńõÀ ģƄĽė ÷Ŀ ƀŽĤŉ .     Ŀ ôë ƀĽńħ óĿ ƀÝ

        ƄŊúŽ óŀŽƑ İĺħ ńĭ ƀŽƄĮúŶħĤŭ ôžúº øÝ ňëģ ŅƃÁžùƃ .         ƀŽƄĮúŶħĤŭ ŸĮŊúŉ ŴŹĤš óĿ Ŀ ôå óĿ ƀŵ ôìľŹ
ƃÃö¾ ƃ ƈùĤŽģƄĭ ƃģ.ſĿ ƀžùÂģ4ƃÃëƃ ŴúÝ ƀľ¾ ƄŵƄŽƑĤå ƀŵ ń¶ƄƊÞźë Ŀ Ƅ¾ńĭ .

Ûìå÷�f ¬üìòcâl §:
            ƈŶőģ ƄŵƄŽƑĤå  Ŀ ń¶ƄƊÞźë Ŀ ſŃĤÞŵ ƄŵƄŽƑĤå Ŀ ń¶ƄƊÞźë Ŀøž¶e    ňúë Ŀ ƑƄźŢŹ ôå(case)   ƀQÝ

  Ƈńŵ ĬúŢŭƄŹ ôìľŹ4 ÄĤìöëğ .       ňöë Ŀ ſńŉ ƄŵÄĤìöë óĿ ƀÝ)case(   ƇÅúë ƀŽĤÈƃŃ ĤÐŃ ƀžō ļŹńÝ . ƀë
    Ƈńŵ ƀŽƃ ſņŽƄĮŉ ƀŹƄë ń¶ƄƊÞźë4  Ŀ ƄŽ    ƀÈ Ŀ ƀŦƁģŃ   ń¾ ģŃ ƀĺŪő ĬŉƒťïƇÅùŀž.)g-f Ŵìō(   ƀQë

ŵĤŢũ ƀĺŪő ģĿ ƀĭńöåƀƇƃ ƀŽ4 ƄŽ  ƄQžƊŹ ŅƃÁQžƉƃ Ŀ ƀħ ƅĤº ƀÝ óĿ Ŀ)Log on to Windows (
ƃïŃƄğ .)h-fƀÑħ(

˺ Power

esmü
Ŀ      ſĿ ƀžùÂģ ŷģƃĿ ƀÝ ƈëńÞ¾ óĿ  ôQå  ŅƃÁQžùƃ Ŀ

   Ŋúŉ ŴŹĤš øÝ ňëģĮ     ôë ń¶ƄƊÞźë ƀÝ Ÿ  ƀŵ ôìľŹ
 ôìľŹĦŒŽinstallƇƃ ÷Ƅō.
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g -fŴìō : ĬŉƒťģŃ ƀÈ ĿƀĺŪőµŽƄëģ  ƃģ)Account(

h -fŴìō :ĿLog on to windowsƄžúŹ
       ğÄĤìúë µŽƄëģ ŴÞĽ ƀĺŪő ƀÝ ĬŉƒťģŃ ƀÈ Ŀ .  ƄŉĤĭ  ƀÝg-f ŴìQō       Ŀ ƀQŽƄ·ŽƄëģ óŃĿ ôQë

Administrator  4Ahmadģ  ƃMahmoud  4 ŹƄŽ ƀÝƄŽƄžƉƃĠ .  ĿAdministrator  µŽƄëģ  ĈƑƄźŢŹ  Ŀ
     Ƈńŵ ſÂģ óŃƄÝ ńùŀŹ ƀÝ ŸĮŊúŉ  .  ÀŃƄŉĤÝ Ŀ(Password)Ĥħ ôë īŃƄő ƀÝ ƄŵĿƄŵŃĿ Ŀƃģ Ġìúŵƃ ƀŦƁ ŀù

Enterž¶ø÷ÄĤìúë               ƀŽ ÀŃƄŉĤÝ ſŃĤÞŵ ƀŦƁĿ ƃģ Ƈƃ øìŽƃĿƄŵŃĿ µŽƄëģ ſƄù Ŀ ń¶ƄƊÞźë ƄŉĤĮŉ ƀĭńöå ƀë
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÷Ƅō ųÃëŃƃ Ƈƃ4 Ŀ ƈÝ ňëģ ŅƃÁžùƃ ƄŽLog onń¾ ƀŵ ƄžúŹïń¾ ģŃ ƀĭńÝ ƃŀùŀžïƇÅùŀž . ĬĽƃ ƀŦƁ
      ŅƄžŽŃƃ ƀĭ ųĤùGúÝĤå ŅƃÁžùƃ Ŀ Ġō ÷ƑƄëğ       ƃģ ğńŵƃ ÀŃƄŉĤÝ ƃģ µŽƄëģ Ƅù ôå      Ý ňëģ ŅƃÁžùƃ Ŀ ƀħ Ĥùƈ

     ÷Ƅō ŴëĤ¶ Ƈƃ ƀŽ ÀŃƄŉĤÝ ſŃĤÞŵ .        óŀŽƑ Ŀ ƀħ ôë īŃƄő óĿ ƀÝi-f Ŵìō  Ƅĭ ƀÝï    ƀŉ    ƀQÝ ƄQŉĤĮ
ń¾ģŃ óŀŽģÂƃïŀžƈō.

i -fŴìōÝ ňëģ ŅƃÁžùƃ ĿƈųĤùGúÝĤå

dÌ·Z §:
 ŵƄ¶ ƀÝð   ń¶ƄƊÞźë Ƅù ôë ƈ   ôå  Ý ňëģ ŅƃÁžùƃƈ  4Ƈńŵƃ ğÃë ŻƑĤå.    ňëģ ŅƃÁžùƃ   Ŀ ƀĭ ƈÝ

 ƀĺŪő ƄĭƄžŽ)Log on  ( ƀÝſĿ ôë ĬŵĤĹ ŷƄë óŀŽƑ  :
Ũŵģ (Log on to windows
ĥ (ƀĺŪő ĬŉƒťģŃ ƀÈ Ŀ(Welcome Screen)
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�±ìÝ àêå

§Startá èbòÛìl «�l ìæ

Ƈńŵ ſńö¾  ƀĨŵĤĵ ƃģ ôŶìÈ ſƄù ųĤùGúÝĤå øÝ ňëģ ŅƃÁžùƃ Ŀ .ŵĤŢũ Ŀ ƄžúŹ Ŀ ŴúÝ Ŀ ƃŀö Ŀ ſŃĤÞŵStart

úë ƄžúŹÄĤìğ Ŀ ƀħ ôë ĬŵĤĹ óĿ ƀÝ ƃģStart ƄžúŹ ƀŽƄħĤľĮŽģ)options( Ŀj-f Ŵìōń¾ ģŃ ńö¾ ƀÝï ŀž
ƈō . ôå ƀŶëéÄƄŹ)ŹŇƄ( óĿ ĿƄŽƄħĤľĮŽģ)options( ƄƉ ńÝĥĤľĮŽģ)options (ğĿÅúë óŀŽĤħ4 ƄŽ

  ŽŃ ƄŦƁ Ŀî  ƈŹƄŹ ŻƄŵŀħ .ƀŦƁŽƄħĤľĮŽģ  ƀ)options(     Ŀ ôù ƄŉĤĭ ôåStart     ôë ƄžúŹ ƀÝï   QŹƄŽ  ğŃƄ ƃÂƄ
ƃńÝïƄĭ ƀì·å ƃģ ×ŽĤŉģ ƀÝ ƀĭ ƄŽƄŹģńïƇƄë óŀŽģÂƃ øŉńŉƑ  ƀ.

esmü
          ń¶ƄQúÞźë Ŀ ƄQŉĤĮŉ ôå ôë īŃƄő ƀŦƁ ƀÝ

  ƀĺŪő   Ƈńŵƃ ƀÉŽ4      ÷ƑƄQë ƄQŉĤĭ ƄŽ
ōĠ          Ŀ ſńQŉ ƄŵÄĤQìöë ƀÝ ƄŦƁ ĿStart   ƄQžúŹ
ƁÃë ƀŵĤŢũ Ÿğ.

j -f ƀÑħĿStart ƄžúŹģƀŽƄħĤľĮŽ
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 ĿStart êƊŉƒë ƀÝ ƄžƊŹ)Classic (ğÃë ģńĵģ Ŵźš óŀŽƑ ſŃĤÞŵ ƄŵƄŵŀħ ƀÑħ:
e _ÝńStart óŀŽĤħ ƄžúŹĿ ŇƄŹ ƀÝÈ×ž¶× Ĥúħ ƃģ ğÃëƃ êúŶëPropertiesĠëĤ¶ƃ .
f _ń¾ ƀŵïž ƀľ¾ ƄžúŹ óƄō óŀClassic Start Menu ôå ƀÝk-f Ŵìō  óƄQō ųĿƄÈ ôë
ſĿ4 Ĥúħ ƃģ ĠëĤ¶ƃOk ğÄĤìúë ôåƄŽƄŵŀħ ƈŶťģŃƈō ƈŶÝ ƀŽ.

k-fŴìō êúŉƒë ôÑħ Ŀ ƀĭStart ųƃÂģ ƄžúŹ

 Ŀ ƀħ ôë ƀŶùĤÝ ƀÝ ŃĤë ƈžĭŃƄÝ ĿStart óŀŽƑ ƀÝ ƄžúŹ
l -fŴìōń¾ïƈō ſŀž.

l -fŴìō ƀÝƄĭ ƀìúŉƒë Ĥù ×ŽģƄľÝï Ŀ ƀStart ƄžƊŹ
ń¾ïųŀùŀž
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m-fŴìō ĿAll Programs Ŀ ƀŽƄžŎÝėStartƀľ¾ ƄžúŹ ƀŵ

dÌ·Z §:
  ĿStart žúŹ ŹƄŽ Ƅ     ƃ ôë ń¶ƄƊÞźë ŴÞĽ ƀÝ ÃŶï         ĠQìúŵƃ ôQù ſńQŉ ŻĤº ƀŵ ƃģ ğŃƄ .
Ńƃƃƀŵ Ĥúħ ƀĮŉj-f 4k-fģ ƃl-fƄŽƄŶìōğÃë ŻĤúħ ńúÝƄĭ ƄŦƁ Ŀ ſńŉ.

     Ŀ ôå Ƅùģƃƃ ŀùĤħStart     ƀŚQŉģƃ ƀÝ ƄžúŹ
  ńõÀ Ƅō ÷ƑƄëó       ſńQŉńĭ ſńŉ ×ŽĤŉė ƀÝ óŃĤå

ƃÃë : Ŷöħ Ŀð  Ƅĭ ƀÝ ôïƀ :ƑƄë    ń¶ƄƊÞźë ƀÝ Ƅō ÷
   ƃńÝ ųƄ¶ ƀĭģńÝ ôëï      ŃĤë ƀÝ óŃƑ óĿ ƀŵ ƀŽƄŹģń

        ƃÃö¾ ƃ ĬŵĤĹ ĿƄĵƄŹ óŀŽĤħ êŉÀ ƀÝ 4ƃƄåģƃ
 ŽŃģŀźƁ ƃģð      Ƅĭ ƀźŉ ƀÝ ń¶ƄƊÞźë Ƅō ÷ƑƄë ƀï ƀ
 ƃÃë øŶť .        ƀQÝ ƄQō ÷ƑƄQë 4óĿńÝ ſńöħńŉ

    ƃńÝ ƄùƄō ĬĨı ôë ń¶ƄƊÞźëï    øQŽÃöħ ƀĭ ƄŽƄŹģń
  ƀìŵ 4ƃńŵƃ øŉńŉƑ :    ƀQÝ ÷ÃŹƄŵStart Qž¶×

ƃģ óŀŽĤħŃƃƃ  ƀÝ Ĥúħ ƀĮŉAll ProgrammsğÃëƃ êúŶë óŀŽĤħ . ôë ń¶ƄƊÞźë ƀÝ Ġō ÷ƑƄë Ňƃģ
ƃńÝ ƀĭģńÝ ųƄ¶ïÝ ƀŽƄŹģńńğńŵƃ øŉńŉƑ ƀĭ ƄŦƁ ƃģ Ġžùƃƃ óŀŽĤħ ƀĺŪő .

)m-fŴìō.(
 ôžúº ƄžúŹ óĿ Ŀ ôå ğńŵƃĿĤù ƀÝ ƀŽƄħĤľĮŽģ)options( ƈšńũƇńŵ ŸƁ ƀŽƄħĤľĮŽģ.

ō ÷ƑƄë ƄŉĤĭ ĠƀÝf-e ƈë ųƃŀĵ ĿStart ƄùńƁ ƄžúŹĥĤľĮŽģ)options( ĠŵƄŵƃ .

esmü
 ƄžúŹ  ´ŃĤ·ŉ Ŀ ń¶ƄúÞźë Ŀ ƄŉĤĮŉ ƈō ÷ģŀúëŴìō ƀÝ ôå ſńŉ ƀŦƁ ƀŵĥĤĮë

ƇÅúë ųŀúŵ ôë4Ƈńŵƃ ńúÝƄĭ.øÝ ňëģ Ņƃŀžùƃ ƀÝ ôå ÷ĿģĿ ŴúŵĿ ńúÝƄĭ óĿ Ŀ
(windows xp) óŀŽĤħïƃńÝ Ŵöħƒöħ ƃģ ńöźō Ïïŵ ƈìŽƃƃŃĤë Ŀ ƀŽƄŹģń ƀ

 ģƄĽńƁ ƀìº ƄŽ 4ƇÅöĨŒŽſìŽƃƃŃĤëôŶħ ƀŵ ƄžƊŹôƇńŵ ńƊÝƄĭ ƀ¾ ƄƉ ſńŉ.
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¹Â¿ ¾�aM {�¨e ¾�aM {Ì¶

All Programs
 óĿ Ŀ ĥĤľĮŽģ)option( ƇƄō ĬĨı ųƄ¶ ôë ń¶ƄƊÞźë ƀÝ ſńŉ ƄŵÄĤìöë ƀÝ

ƃńÝïĠō ÷ƒĮë ƀŽƄŹģń.

My document

 óĿ Ŀ ĥĤľĮŽģ)option ( īĤùƄĮĺŹ ųƄ¶ ŴùĤũ óĿ Ŀ Ġō ÷ƑƄë ſńŉ ƄŶƁƃ ƀÝ
ƃïğŃƄ .ƄĮĺŹ ƇÂƄŹƄŽŶìúŵ 4 ņùŃƄ»Žģ 4ņùÅť ƈō ÷ģŀúë īĤùƈ Ĥù ƃģ ńÝ ƄÑħ ƃŃƄŽ

Ƈƃ.
My recent
Documents

 óĿ ƀÝ ĥĤľĮŽģ)option(ŀžŉ ƄŦƁ Ŀ ſńŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħ ƃģ ƄŽƄŶùĤũ 4ƄŽƃ
ŹƄŽ ƄŽƃņú¾ ƃŃƄŽƇƃ ƈĮŊúŽģńÝ ƄŹ ôë ƄúĮŉƃŃƃ óĿ ƀÝ ôå Ġō ÷ƒĮë Ĥúħ ÃŶ .

My Computer
 óĿ Ŀ ĥĤľĮŽģ)option(ìöë ƀÝ ųƄ¶ ôë ń¶ƄƊÞźë ƀÝ Ġō ÷ƑƄë ſńŉ ƄŵÄĤ

ƀŽƄùģŃÀ ĿƄĵƄŹ)drives(ƃïğŃƄ .
My Network
Place

 óĿ ƀÝ ĥĤľĮŽģ)option(ƀìĨō ƀŦƁ Ƅō ÷ƑƄë ſńŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħ ôå
Ƅù ƈĮÉŽ óŃƄÝŃƃ Ňƃģ ģŀźƁ4ƃïƃŃƄ.

Control Panel
 ģĿ ĥĤľĮŽģ)option( ĿųƃńĮžëúŽģńÝ ģŃ ƀŽƃņú¾ ŴžöÝŦƁ Ŀ ôå ƇņƄ µŹ ƀÝ

ƄŵƃģŃ īĤźúŞžĭ ƃģ īģńúúŦĭ ôë øÝ ňëģ ŅƃÁžùƃ ƀÝ Ƅō ÷ƑƄë.

Help and Support
 óĿ ƀÝ ĥĤľĮŽģ)option( ń¶ƄƊÞźë ƀÝ Ƅō ÷ƑƄë ſńŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħ

ƄŶĽģƃ ŃĤë ƀľ¾ ƄŦƁ ƀŵ ƃģ ƃÂƃģŃ ŇƑ ƀÝ ôŽƃƄÈŃƑ ôŵƄ¶ óŀŽƃÂģ óŃƄÝ .
Search ƄŽƃŃÁŵƄũ ƃģ ƄŽƄŶùĤũ Ŀ ƀľ¾ ôž·ħ óĿ ƀŵ ôë ŻƄ·ŵ ƀÝïƇÅúë ŴĮŊúĽģ ƀ· .

Run

 óĿ ƀŵ ĥĤľĮŽģ)option(ƃńÝ ôžúº ń¶ƄƊÞźë Ŀ Ƅō ÷ƑƄë ƀľ¾ï ƀŽƄŹģń ƈŶÝ
ƃÃë .ŽŃģŀźƁ ƃģð øŉńŉƑ ƀĭ ƄĽńħ Ƅžúº ń¶ƄƊÞźë Ŀ ſŃĤÞŵ ƄĭĤźúŞžĭ ńöźōƄù Ŀ ƀ
ƃńŵƃ .

Log off
Ƅºƃƃ ģŃ ƀľ¾ ƈÝ ňëģ ŅƃÁžõƃ ƀŵ ƃÂģƄť ôå ƀŶë4 ųĤĹ ŴÞĽ ƀÝ ń¶ƄƊÞźë ƄĽ

ŻƑĤåƈō ôĭĤÝ4 óĿ ƀŵ ƄŽ ĥĤľĮŽģ)option(ƄŶĽģ ŃĤë ƀľ¾ .

Turn off
computer

 ĦĨŉ ƄŶĭƃ ƀŉƑ Ŀ ƄĭĤŹƄŶŢŹ Ƅžúº Ŀ ƈō ÷ƑƄë ųƄë ƈŶť ŸŉĤŽ ń¶ƄƊÞźë Ŀ
ƃï Ŀ ôŊÝŃƃ ƃģ żŎÝė óĿ Ŀ ƈºńShut down ſńŉ ƄŶƁƃ ƀÝ żŎÝė ƈƉĤÈ

Ƅĭ ƀźŉ ƀÝ ń¶ƄƊÞźëï ƀøŶťƃÃë .

dÌ·Z §
e. ĿStartĤë ƀÝ ƄžúŹ ſńŉ ƄŵƃŃAll ProgramsĠëĤ¶ ƃ.ƃńÝ ƄùƄō ĬĨı Ŀ ôë ń¶ƄƊÞźë ƀÝï ƄŽƄŹģń

ŹƄŽĠìúŵƃ ſńŉ ŻĤº ƀŵ ƀŦƁ ƃģ ĠŽèúÝ ƃ ÃŶ.
f. ĿųƃńĮžë ŴžöÝControl PanelƃńÝï ƀĭģńÝ ųƄ¶ ôë ƀŦƁ ƀÝ ƃģ ğņúŽģńÝ ŷģńŽƄħĤľĮŽģƀ)option(Ġìúŵƃ.
g. ƀŵ ſŃĤÞŵ ƄŵƄë ƈŶť Ŀ ńĭƄúÞźë ĿLog off ƃģTurn off ComputerŃĤë ƀľ¾ ƃÂģƃĿ  ĠQŶĽģƃ

 ƀæħĤĮë ƀŶÞĽ ƀÝ ńúÝƄĭ ĿƄĵƄŹ ¹žŹńĭ ƃÂģƃĿ Ŀ ƃģôëĠìúŵƃ.
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�±ìÝ à²Ý

ûåìl�)Account(§ ë�å�¬b èÎéòÜ�²

ğńŵƃ µŽƄëģ Ƅù ŀùĤħ ſŃĤÞŵ ƄŶĭƄžŽŃƃ Ŀ ƀĭ ƈÝ ňëģ ŅƃÁžõƃe.ƄŵƃÀ ƄúŽŀŽƑ óŃĿ ƀÝ ƀŽƄ·ŽƄëģ ŴŎõƃ ƄŽ
ƇÅúë:
e.ĿAdministratorƄëģ µŽ
f. ĿƃŀĺŹ(Limited Account) µŽƄëģ
g.ƀźŶúŹ Ŀ(Guest)ƄëģµŽ
e.)Administrator( µŽƄëģ:         Ŀ ƑƄźŢŹ ôå ÷Ŀ µŽƄëģ ƀŦƁ ģĿŸĮŊúŉ      ſÂģ óŃƄQÝ ńùŀŹ ƀÝ

                 ¹žŹģŃ īĤźúŞžĭ ƃģ īģńúúŦĭ Ŵöħƒöħ ôë ń¶ƄƊÞźë ƀÝ Ƅō ÷ƑƄë óŃƑ ƀŵ µŽƄëģ óĿ Ŀ ƃģ Ƈńŵ
   Ŷöħ Ŀ ƃÃë ƀĭð  Ƅĭ ƀÝ ôïƀ :   ƃńÝ Ƈń¶ƄƊÞźë ſƄù Ŀï   ųĤ·ŊŽģ ŷģńinstall     ƀľ¾ ń¶ƄƊÞźë ƀŵ ƃģ ųƄë

Ŀ ôå ŃƄŽ ƃģ ųƃÂƄĵ ƄŽƄ·ŽƄëģ Ŀ ŴĮŊõģŸĮŊúŉƇńŵ ſÂģ óŃƄÝ ƄŽģńùŀŹ ƀÝ.

f.ĿƃŀĺŹµŽƄëģ:÷Ŀ µŽƄëģ ƇĿĤš Ƅù ģĿ. ƀľ¾ ńĭƄúÞźë ƀŵ ƈō ÷ƑƄë øìŽƃńŵ µŽƄëģ óĿ Ŀ
ģƄùŅ óï ƃģ ƈŶĽģƃ ƀ·óŅģƄƉÀŃƄŉĤÝ ŴÞĽ)password(ƇÃë ųŀħ. ŀŽƃĤĽ µŽƄëģ óĿ Ŀ

ń¶ƄƊÞźë ÷ƑƄë ƈŎŽƃńÝ ƇïƈŉĤħƃ Ĥù ųĤ·ŊŽģ ƀŽƄŹģń .

g.µŽƄëģ ƀźŶúŹ Ŀ:ĿģƄù ƈō ÷ƑƄë ŀŽƃĤĽ µŽƄëģ óĿŅƄĭ ƇĿĤš ƀÝ ƀľ¾ ńĭƄúÞźë ƀŵ óï ŃĤë ƀ
ƈŶĽģƃ.ƇÃë ƀĭ ¹žŹģŃ ƀŽƄŽƄŵŀħ ƈžåƄë ńõÀ Żė ôë ń¶ƄƊÞźë ƀÝ ÷ƑƄë ƈŎŽ ƀŽƄ·ŽƄëģ ųƃÀ ģĿ .

 .

˺ User Account
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µŽƄëģ Ŀ)Account(ŴĮŊúŽģńÝ:
ƄŶĮŊúŽģńÝ Ĥù ƄŵƃÂƄĵ Ŀ µŽƄëģ Ŀ ſŃĤÞŵStartƄĭ óŀŽƑ ƀÝ ƃģ ĠōÂƑ ƀĭ ƄžúŹïğÃëƃ Ŵźš ƀ  . ƀÝ ƄĽ

ģƄù ôå ğńŵƃĿĤùŅ Ŀ óŸĮŊúŉ ńùŀŹ)Administrator(ƇņúŽģńÝ µŽƄëģ Ƅù ƈō ÷ƑƄë .
e. ĿStart ƀÝ ƀľ¾ ƄžúŹ ƀŵControl Panel óŀŽĤħ êúŶë ğÃëƃ)ed-fƀÑħ.(

ed -fŴìōStartƄžúŹ

f. ƀÝControl Panel ųƄ¶ ƀĮŉƃŃƃ êúŶë ńĭ óŀŽĤħ ƄŽƄħĤľĮŽģ)options(ń¾ ģŃï ƇÅùŀž ôå
ƀľ¾ ƀŦƁ ƀŵUser Account ƀÝ ĥĤľĮŽģ)option(ë óŀŽĤħ êúŶğÃëƃ)ee-fŴìō.(

 .

ee -fŴìō÷Ĥº ƄŶĮŊúŽģńÝ Ŀ µŽƄëģ Ŀ
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eg -fŴìō

g.   ƈžĭŃƄÝ ƀÝ  ĥĤľĮŽģ)option(           ń¾ ģŃ ÷Ĥº ƄŶĮŊúŽģńÝ Ŀ µŽƄëģ Ŀ ſńŉ êúŶë ƀÝ óŀŽĤħïŀžƇÅù
)ef-fŴìō ( ƀÝ ƀĮŵĿCreate a new account óŀŽĤħêúŶëğÃë.

ef -fŴìōƀĺŪő ƄŶĮŊúŽģńÝ Ŀ µŽƄëģ Ŀ

Žń¾ ƀìŵð ƀĺŪő ģĿ Ġžùƃ ôë Ŵìō ƈžĭŃƄÝ ƀÝ ôå ƀ óŀŽƑƇńŵ ƀŽƄħĤľĮŽģ óŃĿ  :
e.ŻƄŵŀħ µŽƄëģ Ŀ(Change an account)

f. ŴĮŊúŽģńÝ µŽƄëģ ƇƄŽ Ŀ(Create a new account)

g. ŻƄŵŀħ ŃƄ»Žģ Ŀ µŽƄëģ Ŀ(Change my picture)

   Ƅù ń¶ƄƊÞźë ôå ƀŶë  µŽƄëģ  Ƈńŵƃ  ƃģƃ   ƀŦƁ ƃÂģƄť   4ƃÃë ųŀħ     ĥĤQľĮŽģ ƇÃŹƄQŵ ƀŵ ƄŽ4  ôQžŢƉ
Change an account ƀľ¾ïƄŶĽģ ƀ· . ôå ƀŶë

ƃ      ŃƄ»Žģ µŽƄëģ ſƄù Ŀ ƃÂģƄť   ƃÃë ųŀħ   ƈžĭŃƄQÝ ƀŵ
 ŸùŃĿ ĥĤľĮŽģ(Change my picture) ƀľ¾ï ƀ·
ƄŶĽģ .

 ù Ŀ     ſŃĤÞŵ ƄŵƃÂƄĵ Ŀ µŽƄëģ ƇƄŽ ſƄ4  Žń¾ ƀìŵð ƀ
 Ŵùƃƃ ôìľŹƄŹ ôå(Create a new account)

ƃÄĤìúë .        ŴĮŊúŽģńÝ ƀĺŪő óƄŽ ſƄù ôë ĬŵĤĹ óĿ ƀÝ
  ƇÅúë)eg-fŴìō .(     ́ ĤQëƄå Ŵìō ŴúŚĮŊŹ ƀÝ
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 ƀÝ  ôëType a name for the new account Ŀ Ĥúħ ƃģ Ƅìúŵ ŷƄŽ µŽƄëģ ƇƄŽ ŴÞĽ Ŀ ôë ÷Ĥº
Nextž¶×ÄĤìöëƃ.
  ĿNext ž¶×            ŽƄħĤľĮŽģ ſƃĿ óŀŽƑ ôå ƇÅúë ŴĮŊúŽģńÝ ƀĺŪő ƀŶħ ſƄù ſńŉ ƄŶƁƃ ƀÝ Ƈńŵ ƀ : µŽƄëģ

 Ĭù ńùŀŹComputer administrator µŽƄëģ ĿƃŀĺŹ ƃģ(Limited).  ƀQľ¾ ÷Ĥº óŀźƁ ƀŵ
 ƄëĤ¶ƃ µŽƄëģ ŴÞĽ Ƅō ÷ƑƄë)eh-fŴìō(.

3.Ƅëģ Ŀ Ŀ ƀĮŉƃŃƃ ƄŶëĤ¶ ƀŵ ųƃÀ Ŀ µŽCreate AccountÝń ĥĤľĮŽģ)options(  óŀQŽĤħ
ğÃëƃ êúŶë4ņúŽģńÝ µŽƄëģ Ĥù ĥĤŊĹ ÷ƄŽ ſŃĤÞŵ ŻĤº Ŀ Ƅ¾ńĭğ.

ôžĮÈƄÝ
e. ĿStart 6Ƈńŵ ųƃŃ ƀ¾ ôë ń¶ƄƊÞźë ƀÝ ƄžúŹ

f. ĿStart Ŀ ƄžúŹ ƄŽƄħĤľĮŽģ)option(ƃ ƀŽƄŹƄŽģĠŶĽ.
g. ƀÝStart Ŀ ôë ƄžúŹSearchģ ƃRunğÃë ŻĤúħ óŀŽĿ.
h.ō ƀ¾ µŽƄëģ÷Ŀ ø6
i.÷Ŀ ÷Ƅō ŴŎõƃ ƄĽńħ Ƅ¾ ƀÝ µŽƄëģ6ĠŶĽģƃ ôù ƀŽƄŹƄŽ.
j. µŽƄëģ ĬùńùŀŹ Ŀ(Administrator) ¹žŹńĭ µŽƄëģ ĿƃŀĺŹ ƃģ ƀ¾6÷Ŀ ńúÝƄĭ

eh -f Ŵìō ŴëĤ¶ ųƃÀ Ŀ µŽƄëģ Ŀ

(c) ketabton.com: The Digital Library



41

�±ìÝ à²Ýëìñ

 «ë ē�h ì�ĉb §ñÛì��

 øÝ ňëģ ŅƃÁžùƃ ƀÝwindows xp) ( ôħç ôĭĤùŅ ƄŶŉ ƀŵ ôëƀĮō .  ŅƃÁQžõƃ Ŀ Ƅō ÷ƑƄë ÄƄŹ
ÞĽ ſńŉ ƄŵƃŃĤë ƀÝ øÝ ňëģƃÃë ƀĭĤùŅŃƃ ôë ń¶ƄƊÞźë ŴÞĽ ƀÝ ƀħç Âƃ ĤúĭÂģ Ŀ ƀŶ .

                      µQŽƄëģ ƀQŵ ĬùńùŀQŹ Ŀ ŀQùĤħ ÄƄQŹ ſŃĤQÞŵ ƄŵƄĭĤQùŅ Ŀ ôħç Âƃ ĤúĭÂģ ôŶÞĽ Ŀ)Computer

Administrator(   ƄŶĽģƃ ŃĤë ƀľ¾4  Ƅëƃ Ƅ¾ńĭ          ƀÝ  ƀħç Âƃ ĤúĭÂģ Ŀ ƀŶÞĽ Ƅō ÷Ƒė    ƀQĭĤùŅŃƃ ſńŉ ×ŽĤŉ
ƃÃë .ĤùŅ ôë ń¶ƄƊÞźë ŴÞĽ ƀÝ ƀħç ƄĮÉÝ ÄƄŹ ôå ƀŶëƃÃë ƀĭ4 Ƅħç ƈħńš ƃģ ƇŃĿ 4ƄĮÉÝ ƀÝ Ƅō ÷ƑƄë ƄŽ

Ƅō ÷ƑƄëƃ Ŵìúŵ  .
ƄŶĽģ ŃĤë ƀľ¾ óŃƑ óŀŽƑ ƀŵ ſŃĤÞŵ ƄŵƄĭĤùŅŃƃ Ŀ ôħç ƄĮÉÝ Ŀ .

e _ ĿStart ƀŵĭ×Ñ ƀÝ ƀľ¾Control Panel óŀŽĤħ êúŶëğÃëƃ .
f _ ĿųƃńĮžë ŴžöÝControl Panel ƀÝƇÅúë ŴĮŊúŽģńÝ ƀĺŪő óÂƄŹƄŽ ſńŉ ƄŵÄĤìöë 4Ńƃ ƀÝ ƀĮŉƃ

 ƀÝ ôë ƀĺŪő óŀźƁDate Time Language and Regional Options óŀŽĤħêúŶëğÃëƃ
)ej-fŴìō.(

ej -fĿ ƀÑħControl panel ƀĺŪő
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g _ ƀÝOptionsDate Time Language and Regional   ƀQŶħ ſƄQù ſńŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħ
ƇÅúë ŴĮŊúŽģńÝ ƀĺŪő ôå óŀŽƑ ĿħĤľĮŽģƄƄŽƇĿ ƈìŽƃĿƄŵŃĿ)ek-fƀÑħ(

ek -f Ŵìō ĿControl pan4ƀĺŪő

Žń¾ ƀìŵðŃĿ óŀŽƑ Ŵìō ģĿ Ġžùƃ ôë Ŵìō ƈžĭŃƄÝ ƀÝ ôå ƀóŽƄħĤľĮŽģƀ)options(Ƈńŵ :
x ƃģ ô·öŽ ƀÝĬšĤŉŴĮŉƃģŃ ŻƄŵŀħ ôë)Change the date and time(
x ƃģ ô·öŽ ĿĬšĤŉ ųƄŵŀħ ôÑħ Ŀ)Change the format of number date and time(
xųƄĭĤùŅŃƃ Ƅħç ƃŃƄŽ Ŀ) :Add other Languages(
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4 _ÄƄŹſĿ īŃĤĨš ƀľ¾ ôħç ƄĮÉÝ ƀŵ ôå ƃÃë ƀĭĤùŅ Ńƃ ƀħç ƀŶħ ƃÂģƄť4Ý µŊžħ óĿńÝ ƄŽńAdd other

LanguagesğÃë êúŶë óŀŽĤħ.ƈō ŴĮŊúŽģńÝ ƀĺŪő óŀŽƑ ƀĭ ƄŉĤĭ ƀħ ôë īŃƄő óĿ ƀÝ.

i _Ź óĿ ƀÝ ńÝ ôë ƄžúLanguagesÑĭ× ƀÝ Ĥúħ ƃģDetailsÑĭ×ğÃë êúŶë óŀŽĤħ.
j _ńÝDetailƈō ŴĮŊúŽģńÝ ƀĺŪő óŀŽƑ ƀħ ſńŉ êúŶë ƀÝ óŀŽĤħ.

k-     ôë ƄžúŹ ×žĭŃƄÝ ƀÝ  ńÝ)Add(×Ñĭ   óŀŽĤħ  êúŶëğÃëƃ . Ýń   óĿ×Ñĭ      ſƄù ƀĮŉƃŃƃ êúŶë ƀŵ óŀŽĤħ
ƇÅúë ŴĮŊúŽģńÝ ƄžúŹ ƈšńũ ƀŶħ ôåƑ ƀÝſĿ óƄō ųĿƄÈ ôë Ŵìō óŀŽ.
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Žń¾ ƀìŵð Ŀ ƇÅúë ŴĮë ôë Ŵìō ƈžĭŃƄÝ ƀÝ ôå ƀ)Input Languages( ƀÝ ƄƉ ƀŹĤŽĥĤľĮŽģƀĮō.
ƀŵ   óĿ  ĥĤľĮŽģ       ğÃëƃ êúŶë óŀŽĤħ ƄžúŹ óŀŽƑ ƀľ¾  ôå    ƈō ſŃĤìÈ ôħç óĿƄĵƄŹ ôŵƄ¶ .   ƀħç ƄĮÉÝ Ĥúħ

 ƃģ ĠëĤ¶ƃok ĠƁƃƃôåƄƊÞźë ƀÝ ƄŉĤĮŉ ƀħç ƄĮÉÝƈō ƀĭĤùŅ ôë ń¶.

dÌ·Z §:
Ƅĭ ƇĿńũ ƀÝ ŀùĤħ ƈìŽƃƄë ſĿŅïƇÃë ſńŉńĭ ôŽÃë óŀŽƑ ƀ:

e.ğÃë ÂƄĵ µŽƄëģ Ƅù ƀŹĤŽ ŴÞĽ ƀÝ ſŃĤÞŵ ŻĤº Ŀ.
f.ÀŃƄŉĤÝ ƀĭ µŽƄëģ ŴÞĽpaswordğÃëŃƃ ŸƁ .
g.ğÃë ƀĭĤùŅŃƃ ƀĭ ń¶ƄƊÞźë ŴÞĽ ƀħç ƄĮÉÝ ƃģ ƈħńš.

(c) ketabton.com: The Digital Library



45

�±ìÝ à²Ýëë§

�áñb ûÑ�±ë¬mòë¬b ûæpß�¬K

ƃńìùĤŹ µžöÝ µũĤŉmicrosoft paintƃńÝ ſĿĤŉ ƃģ øŽÃŹƄŵ Ƅùï÷Ŀ ŷģń ôå øÝ ňëģ ŅƃÁžõƃ Ŀ
Ýń ŴŹĤšŸĮŊúŉ óŀŽĤħƇÅƊĨŒŽ .ƃńÝ ģĿï ſŃĤÞŵ ƄŵƄë ƀĮ»žŹģŃ ƃģ ĸúĺŒĭ Ŀ ƄŽƄŶùĤũ ƇńùƄŒĭ Ŀ ŷģńųƃŃĤë

ƇÅúë.ƃńÝ ģĿ ôå ğńŵƃ ĿĤù ƀÝïƇńŵ ųƃŃ Åŵ ńõÀ ôë ŻƄźŉ ƃģ ĿĤĶùģ ƀÝ ƄŽƄŶùĤũ ƃņùŃƄ»Žģ Ŀ ŷģń .Ŀ Ŀ ó
ƃńÝï Ŀ  ſŃĤÞŵ ƄŵƄë ſńŉńĭ Ŀ ŷģńStartƄĭ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹ ƀŵïğÃëƃ Ŵźš ƀ.

1. Start                All Programs             Accessories              Paint
2. Run              type “Pbrush”

 ƀŵƃĿ ƄúžĭŃƄÝƃĿ ƀľ¾ ƃŃƑ ſńŉ ƄŵƄë ſńŉńĭ ƀÝ óƄù ƀħƃńÝ µžöÝ Ŀï Ŀ ŷģńƄĭ ƀÝ Ŵìō óŀŽƑï ƀ
ƈō ŴĮŊúŽģńÝ  .el -fƀÑħ.

el -fŴìōƃńÝ µžöÝïſŃĤÞŵ ķƒőģ ƃģ ĿĤĶùģ Ŀ ƄŽƃŃƄ»Žģ Ŀ ŷģń

˺ Microsoft Paint
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em-f Ŵìō Ŀï ſŃĤÞŵ ƄŽƄŶùĤũ ƃņùŃƄ»Žģ ƃģ ƈìúũģń
 ôŶöħƒöħ ƄŵƄë ƀŹńõŅ Ŀ ôÑħƀŽƄ·ŹŃĤũ Ĥù

  ƃńÝ óĿ Ŀï    ôĺŪQő Ŀ ŷģń
       Ƅžúº Ŀ ôë ģƄĽ ƀÑƊë ƀÝ ƄŶùĤQŉƃ

  ƇÅúë ųŀúŵ ´ĤëƄå   ôå  Ƅžúº Ŀ
ƄŽƃņú¾4 ƀìŵ:   ŽŃ Ŀ 4ŸŶŭî  4øŶħÀ

       Ŀ 4´ĤQëƄå żĮQŹ Ŀ 4øìŽƃƄëĤÝ
    ńö¾ ƀÝ ƇŃƄĮŉ  4ƀŶöQŉƃ ôìŽƄëĤ¶

       ƃģ øìŽƃƄħĤQľĮŽģ ńö¾ ƀÝ ŠħńŹ Ŀ
  ÷Ŀ øìŽƃĿƄŵŃĿ ƃŃƄŽ .    ƄQťĿ ƀQŵ

ƃƄŶùĤŉ       ƀQÝ óŀŽĤħ ſƄùńƁ ƀÝ ƀľ¾
            ôÈƄĽ ôŶÞĽ Ŀ ƀľ¾ ƄŦƁ ƀŵ ƃģ ğÃë ųĤŢũ ƀŦƁ Ġō ÷ƑƄë ſńŉ ƄŵƄë êúŶë Ŀ   ƃģ ƄQŵƃÂƄĵ Ŀ ŃƄQ»Žģ ſƄù

ƃ ŃĤë ſŃĤÞŵ ƄŵƄźŉŃģĠŶĽ.

dÌ·Z §:
 ƀÝ ŀùĤħ ƈìŽƃƄë ſĿŅ ×žƉŅģƄù)ŽģƇĿģńŪ(ƄĭïƇÃë ſńŉńĭ ôŽÃë óŀŽƑ ƀ:

e. ĿµžöÝƃńÝï ƄŶÞĽ ƀŵ Ĥù ğÃë ŸŉŃ ŃƄ»Žģ Ƅù ſńŉ óĿĤŪĮŉģ ƀÝ ƀľ¾ ƄĭĤŽĤìŹģ ƀŵ ŷģń
ğÃë ķƒőģ ƀŦƁ ƃģ ĠëĤ¶ƃ ŴùĤũ Ƅù ƀľ¾ ƄŽƄŶùĤũ ƃņùŃƄ»Žģ.

f.ŴÉë ſƄù ƀÝ ƀľ¾ ƄÑħ óŀŽƑ ƀŵ ôë ń¶ƄƊÞźë ŴÞĽ ƀÝ ŃƄ»Žģ  ÷Ƅō ķƒőģ Ĥù ÷Ƅō ôë
ğÃë ƀŹńõŅ .)em -fŴìō(.

  ƀÝem-fŴìō  ƃ ôëï    ƈō ÷ģŀöë ôå ğŃƄ
   Ĥù ņùŃƄ»Žģï       ƀQìŵ ƄQÑħ ƄŶöħƒöħ ƀÝ ƀŽƄŶùĤũ ƈìúũģń

bmp   4JPEG  4GIF  4TIFFģ  ƃ  ŃƄQŽ ôŉģĿ
ƈō ƀŹńõŅ.

øìŽƄëĤ¶ ĿƆìŽƄëĤ¶ ńö¾ ƀÝ ƇŃƄĮŉ

ƆìŽƃƄë éĤÝ ŽŃ ĿîƆŶħÀ

ŽŃ ĿîƆìŽƃƄëĤ¶
ŸŶŭ

ƆìŽƃƄ·ť ĤƉ ƆžåƄë
Ňńħ ƆìŽƃƄëĤÝ

 òĨŢĵ
 żĮŹ

ƀŽƄŶìō
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ë¬b ėb Ė«ë §pß�¬(WordPad)

 ÁÝ ÀŃƃ)WordPad  (ƃńÝï ŷģń ƄƉôŉģĿƃńÝï ŷģń÷Ŀ ôåŵƄë ƀĭ ¹žŹģŃ Ŀ ƄŽƄŶùĤũ ƈžĮŹ Ŀ ŻƄźŉ ƃģ Ƅ
ƇÅƊë ųƃŃĤë ſŃĤÞŵ .ƃńÝ ģĿïµžöÝ Ŀ ŷģń)ms paint(ƃńÝï ŴŹĤš øÝ ňëģ ŅƃÁžùƃ ƀÝ ńö¾ ƀÝ ŷģń

ŸĮŊúŉ)xp windows(ƇÅúë ĦŒŽ óŀŽĤħ.
  ƃńÝ óĿ Ŀï óƃĤúĮŽƄō ŷģń ĿMS-Word      ƀÝ ôå ƀŶĭńÝ ƀÝ  ŸõŃĿ    ĠŵƄŵƃ ôù ƀħ ôë ƈëńÞ¾4 Åŵó  ƃģ

Ŀ ſĿĤŉƇ .ƃńÝ óĿ Ŀï ƀŵ ſŃĤÞŵ ƄŶĮŊúŽģńÝ Ŀ ŷģńStartƄĭ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹï ƀøŶĽģƃ ŃĤë
1. Start                All Programs             Accessories              WordPad
2. Run              type “WordPad”

              Ŀ ƀħ ſńŉ ƄŵƄë ƈŶźš ƀÝ óƄù Ŀ ƀľ¾ ƃŃĤåƃŃƑ ſƃĿ ƄúžĭŃƄÝ ƀŵWordPadƃńÝï ƀÝ ŷģń QŉģĿô
¹žŹģŃ ƀÑħƈō ƀĭ.fd-fŴìō
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fd -fŴìō   WordPadƃńÝïŻƄźŉ ƃģ ĿĤĶùģ ƄŽƄŶùĤũ ƈžĮŹ Ŀ ŷģń

dÌ·Z §:

 ƀÝ ŀùĤħ ƈìŽƃƄë ſĿŅƇĿģńŪŽģƄĭïƇÃë ſńŉńĭ ôŽÃë óŀŽƑ ƀ :
e.ŽĤº ƇĿńũ ôŶÞĽð ÀŃƃ µũĤŉƃńìùĤŹ ƀÝ óƃĤúĭÃ ÁÝƃńÝïìúŵƃ ôë ŷģńƈÃë ôù ƀŹńõŅ ƃģƇ .
2. óƄō ƀŹńõŅ ôŶÞĽŽĤºðņúŽģńÝ Ĥúħ ŴºƄù óƃĤúĭÃƇÃë ÛĤå Ĥù µžõńÝ ƀŦƁ Ĥúħ ƃģƇ.

Ńƃ Ŀ ģĿÀſĿ ƀĺŪő ƇŃĤë ŷģńïƃńÝ ÁÝ
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ë¬b Ė«ëpß�¬)Ms word Program(

�±ìÝ à²Ý«�ìĄ

ë¬b Ė«ë §pb ß�¬òèå¨åi(Ms Word Program)
WordƃńÝï  ƃńÝ ôŉģĿƄù ŷģńï ÷Ŀ ŷģń   ôå       ƃŃƄQŽ ƃģ ƄŽƄìúŵ 4ƄúŉƃĿ 4ƄŽƄ¶ƄÝŃ Ŀ

     Ħúĭńĭ ƃģ ŸúŞžĭ ƀÝ ƃŃĤå ƀĭŃƃ    óńĭ ôëï     ƃģ ƇÅúë ŴĮŊúĽģ ƀ·   żźĮÈŅŃģ ƄƉƃńÝï  ŷģńï  ŴQÑ
ƇÅúë .ƃńÝ ģĿïňöũė µũĤŉƃńìùĤŹ Ŀ ŷģń)Microsoft office(ƃńÝ Ŀï ƀĽńħ ſƄù ƄŽƄŹģń

ſĿ .
   ƃńÝ óĿ ƀŵ ÄƄŹï    ƃŃĤå ƄŶöħƒöħ ƀÝ ƀľ¾ ŷģń4 ƀìŵ :        ńõÀ ƀÝ Ĥúħ ƀľ¾ ƄŶìúŵ ƀŵ ƄŽƄìúŵ ſĿĤŉ Ŀſ

ƄŽƄħĤĮë Ŀ ƀÑħ ƀŽģńƁĤŹƃģƄŶìúŵ ƀÝ ƄŽƄ¶ƄÝŃ ôë ƃŃĤå ƃŃƄŽ ƃģïƄŶĽģ ƀ· .
 ƃńÝ ģĿï      ģĿ  ƀĭ ÄƄŹ ŷģń ƇƄëģŃ ĤƊĭÂƃ   ôå  ƀŵ     ƀÝ ƀľ¾ ƄŽƃń¶ƄƊÞźë ƄŶÞĽï    ƀÝ ſńŉ ôžĮŊúĽģ ƀ·

īĤùŅ ńõÀ ôë ÷Ĥº Ŵħ Ĥù ƃģ ŃƄëƃÃëƃ ŃĤë .
ƃńÝ óĿ Ŀ ÄƄŹ ƀħ ôë ƈëńÞ¾ óĿ ƀÝïĤŉƃ ĿƄĵƄŹ ųƄ¶  ŷģńƉƄŽèúÝƃ ŃĿ ƀŽƄĮúŶħĤŭ ƃģ Ŵ   .

  ôå ſĿ Âƃ ôŽƃĿĤù Ŀfddk Word  ƀQŵWordfddg   ńöźQōƄù ƀQľ¾
 Ƈńŵ ƀŽƃńúÝƄĭ4    Ƅĭ ſņúŵƄ¶ ƀÝ ƄĽï  ƀŽƄŽçŃƃ ſÂģƃĿ ƀ)versions(       ſńQŉ ńĭ óŀŽĿ ƀĭŃƃ ſńŉ

ƇƄë .
ï      Ƈńŵƃ ĿĤù ƀÝ ŀùĤħ ƈìŽƃƄë ſĿŅ Żģń   ôå       Ŀ ÷ƃĿ ƀQĭńöå ƀQëWordfddg

   Ƅĭ ƀźŉ ƀÝ ƀŽƄ·Ŋžħï      ŻĤŉė ƀÝ Ĥúħ ƀĮŉƃŃƃ ƇÃë ſĿŅ ƀ        ƀQŵ ƈQō ÷ƑƄë ųƃÀ���� ŻçŃƃ
(version)ƈŶĽģƃ ŃĤë ŸƁ ƀľ¾ .
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)Open Office writer ( ŸƁƃńÝ żźĮÈŅŃģ Ƅùï÷Ŀ ŷģń ôåóĿèŽ  ƀQĭŃƃ ƀĭ ÀŃƃ
÷Ŀ4ƃńÝ ƇÂƄŹƄŽ Ŀ ƄĽï ŷģńOpen Office Writer)(ƃĤúĮŽƄō ƃģ ƄŽƄĮúŶħĤŭ Ŀƃ ſÂģ ƀÝ

     ſĿ ƀŽ ƀžùÂģ ƀŽÃö¾ï óƄō ŴÑ4    ƃńÝ ģĿ ôå ƀìºï  ŷģń     ƈŽèöÝ ƀŽ ſńŹƄŦƁ éƄ¾    ƀQŵģƄùÃŽ ƀÝ ƃģ
Ƅĭï  ƀ   ųƃŃĤë ƀŽëöÅƇ4    ÀŃƃ ƄĽ)Word (  ƃńÝ ôŉģĿ Ƅùï ÷Ŀ ŷģń   ôå     ôù ôë ÖÃŽ ƀŵƄ¶ ƀÝ

ƃńÝ óĿ ƀŵ ƃģ ƈŽèúÝ êŶĽï ƀľ¾ ŷģńïƇńŵ ƀÑħ ƀŵģƄùÃŽ ŸƁ ƀžĮŊúĽģ ƀ·.
Ė«ë §)Word(ë¬bp Ûë«�l ß�¬

 ÀŃƃ ĿWordƃńÝï óŃƑ ôŒľŎŹ óƃĿ  ſŃĤÞŵ ƄŶĮŊúŽģńÝ Ŀ ŷģńƀĮō :
  ō ÷ƑƄë ƄŉĤĭĠ  ƃńÝ ģĿï   ƀÝ ŷģńStart  ŀŽĤħ ƄžúŹ ģ ó ĤƉ ƃ       ÛĤQ¶ êŊQõÀ ƀÝ ŸƁ

Desktop ƀÝ ôëWordņúŽģńÝ ſńŉ êúŶë ƀÝ óŀŽĤħ żìùėğ.
ƀŮùńř ÖÃŹƄŵ:

1.ÝńĿ óŀŽĤħ ÛĤ¶ êŊõÀ)Word(ƀÝżìƉėğÃëƃ êúŶë ƀŶº ſƃĿ óŀŽĤħ..

Ýń         ƃńÝ ÀŃƃ ſńŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħ żìùė ƇÂƄŹƄŽï       ŴĮŊQúŽģńÝ ƀQÑħ ƀĭĤŹƄĭģ ƀÝ ŷģń
ō ÷ƑƄë ƄŉĤĭ ƃģ ƇÅúëĠĠìúŵƃ ƀ¾ Ŵħ Ĥù żĮŹ ôÈƄĽ ôŶÞĽ Ŀ.

 ÀŃƃ ĿWordƃńÝïſŃƑ ƀźƁƃĿ ƄŶĮŊúŽģńÝ Ŀ ŷģń:
e .Ýń ğÃë êúŶë óŀŽĤħ żìùėStartƇÅúë ŴĮŊúŽģńÝ ƄžúŹ.
f .ŇƄŹ ŴÞĽ ĿPointer ƀÝĿÅúë óŀŽĤħğğÄĤìöë ƃģ .
g.Pointer ƀQQÝ ğĿÅQQúë óŀQQŽĤħ ƀQQĽńħ ôQQå    Ŀ

Microsoft OfficeĤùƄĮĺŹń¾ īïƈō ŀž.
h .      ƀÝ Ĥúħ ƀŦƁ ƀŵ ƀĮŉƃŃƃ    ğÃëƃ êúŶë óŀŽĤħ ôQå   ÀŃƃ Ŀ

ĤÝÐŴĮŊƊŽģńÝ ƀƈō.
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 ƀÝ ƀŮùńř ģĿ ƄŉĤĭe -gŴìō ôëïğŃƄ.

  ƃńÝ ÀŃƃ Ŀï      ƃĿ ƄúžĭŃƄÝ ƀŵ ſŃĤÞŵ ƄŶĮŊúŽģńÝ Ŀ ŷģńƃ  ƀľ¾ ƃŃƑ4  ôžŢƉ  ĿStart    ƀQŵ ƄžúŹ
 ƀÝ ŸƁ Ĥù ƃģ óŃƑDesk top ƀÝ ôëWordƀÝ óŀŽĤħ żìùė  ÀŃƃ ƀQŵ ſńŉ ƄŵƄë êúŶë

ƃńÝïƀÑħ ƀŦƁ ƀÝ ƀľ¾ ŷģń4ƀìŵ ôå ôù ôë Ŵìō óŀŽƑ ƀÝïğŃƄ4ïƇÅúë ŴĮŊúĽģ ƀ·.
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1. Title Bar 2. Menu Bar       3. Standard toolbars 4. Formatting Toolbars 5. Ruler
6. Work Area 7. Drawing toolbars 8. Status bars 9. Cursor

ŻģƄžšƀ·Ý
ƄžúŹƀ·Ý

ŉ·ž ÀŃÁƀ·Ý

ĽŌë Ř

ŻĤŹĤŉ ƄŶÉë ŸŉŃ Ŀ

øìŽƃĿƄÈ ĬƊŢŕƃ

ƀ·Ý ´ĤëƄå Ŀ

 ſŃĤÞŵ ņŦŹ Ŀ ŻƄ·ŵ ôë µŽń·Žģ ƀÝï ƀĽĤÝ ƃģ ƈž»žŹ Ŀ ſÅŵ ńĭ Åŵ ƃģ ƇĿ ŃƄ·
ƈºńï ĦĨŉ ĤƊĭÂƃĤƊÝ Ŀ óƄŭ ƇņŦŹ  Ŀ ſŃĤÞŵ ƄìŽƃńŵ ńźš . ŇƑ Ŀ

 ſĿ óÂƃģŃ ŇƑ ƀÝ ôŵÀ ôìŽƃÃö¾ óƄƉ ôë ŻƄĮžƁƄÝ ƀÝ ĤƊŽŃƄŪŶë ňŶĶŽģ
Ŀ ņŦŹ Ŀ ŻƄ·ŵ óŀŽĤħ ĦƉƃ ƀÝ ôå ƀĽńħ ųƑŀĮŉģ ƃģ ôŽƄƊŽ ŸƊźŒĭ

ƇƄ¿Ɓ . øŵģƄĭĤƉŅ ƀŵ ńźš Ŀ ƈō ÷ģŀƊë Żė şƄŕƄŹ ģĿ ƈƉģƃ ƈìŽƃÃö¾
 Ŀ ņŦŹ Ŀ ôå óŀŽģÂƃ ƀÝ ƄŽƄŽƄŵŀħ ƈìƉçƄŵƄƉņũ ƄìŽƃŀƊŵƄ¶ ģŃ ƀľ¾

ƇÃëƃ ƀĮŉńŹ ƈºńï ĦĨŉ ƃŀöë ĬŊŉ . ƀÝ ôŶƉĤÝ ôŽÃö¾ óĿ Ŀ
ƇĿ ƇƄō ſŃĤÞĽ ôë ƀŶĶŹ ƈ¶ńĨæƉņũ êÝń¶ĤÝńĵ.

ſńŉ øŵģƄĭĤƉŅ ƀÝ ńźš Ŀ ƀŵ ôå ƇÅƊë ƀĭ ¹žŹ ģŃ ƀŽƄŽƄŵŀħ ôë ņŦŹ ƀÝ
 ņŦŹ Ŀ ƀľ¾ ôŦƁ Ŀ ƀÝ ŻĤŊŽģ Ŀ ôå ƃÃëƃ ƀŽƃĿĤƉ ƃŀƉÅŵ ĬƊŵĤŢũ ƈŵƄŶŉ

ƇƄë ņƊťģ óŀŽĤħ ƃÂƃ ƃÃë  .

ƀ·Ý øìŽƃĿƄÈ ĬŵĤĹ

�Ìv» É�Z¯
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�±ìÝ à²Þāæb

Ė«ë § Wordë¬bpē¥¬� ēâêá ēĐ�b § ß�¬

ƃńÝ ÀŃƃï ŷģń)Word (źƂŹ ŃƄŶ¾ô 4Ƈńŵ ôĽńħƀìŵ :   ŃĤQħ ŴQ·ùĤ¶)title bar(  Ŀ ĤQù
ŃĤħƄžúŹ 4ƀ·Ý ƄŽƄìúŵńŉ)menu bar(Ŀ Ĥùħ ųƄ¶ 4ƀ·ÝƄžúŹŃĤ)tool bar(Ĥŉƃ Ŀ ĤùƉ ƃģ ƀ·Ý ƄŶ

 ƇŃĤëƀÐĤÝ . ģĿ ôĽńħƃńÝ ÀŃƃ ƀÝï ƀľ¾ ƄĽńħ ƄźƂŹ ƃńõÀ ƀŵ ôë ŷģńïƇÅúë ŴÑ .
            ŦƁ Ŀ ƃģ ôĽńħ óńƁ ƀŵ ƄĽńħ ƃŃƄŶ¾ óĿ Ŀ ŀùĤħ ƈìŽƃƄë ſĿŅô       ſńQŉ ƄQŵƄë ŃĤë ƀŵ

ƇÃë ģŀúÝ ƈùĤžōė.

ƀ·Ý êúŵńŉ Ŀ)Title Bar:(

          ÐĤÝ ÀŃƃ Ŀ  ôå ƇĿ ƀ¾ ƀŦƁ ƀ·Ý êúŵńŉ Ŀ       Ƈńŵ ĬúŢŭƄŹ ôë ƀĽńħ ×žĭŃƄÝ ƀÝ  ô .  ƀQŶë
    ÀŃƃ ÄƄŹ ôåWord ƃńÝï   4ƃņúŽģńÝ ŷģń  ƅÃŹƄŵ         êúŵńQŉ Ŀ ôë ƀĽńħ ×žĭŃƄÝ ƀÝ ôĺŪő Ŀ

  ƀ·ÝïƃŃƄ4    ƀ·Ý ģĿ  ń¾ ƀŽƃņö¾ óŃĿïƇƃŀž :         ğƄëŃĤQë ôQìÝ ƄŉĤĭ ôå ŷƄŽ ŀžŉ ƀŦƁ Ŀ4  Ŀ
ƃńÝï   ŷƄŽ ŷģń)(MS-Word   Ŀ ƃģųƃńĮžë żìùė4  ģĿ ſÁžŵ        óŀQŽƑ  ƀQ·Ý êúŵńŉ Ŀ ôå

ƃņú¾Ƈńŵ ƀŽ:
a(ƃńÝ ÀŃƃï ŷģń)MS- Word (
b( ÷Ŀ ŻģƃŃ ôìÝ ŃĤë ôå ŷƄŽ ŀžŉ ƀŦƁ Ŀ)chapter g(
c ( ĿųƃńĮžëƀŽƄžìùė)(
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 ƀ·Ý ƄžúŹ Ŀ)Menu Bar(

         ÀŃƃ Ŀ ƀ·Ý ƄžúŹ Ŀ Ĥù ŃĤħ ƄžúŹWord ƃńÝï  ŃƄŶ¾ ƀŵ ŷģńï      ƀžźĮÈŅŃģ ſńõÀ ſƄù ƀľ¾ ƄĽńħ ƄŽƄ
 ƀĽńħï ôĽńħ óĿ ƀŵ ƇÅúë ŴÑ ſƄù ĤúĭŀŶħ ſńŉń¾ïĤúĭÂģ ſŀžſĿ.

  ĤƉ ŃĤħ ƄžƊŹ  ƄžúŹ Ŀ               4ŴQùĤũ Ŀ  ƃģ ƇńQŵ ĬúŢŭƄŹ óŀŽƑ ô·Ý ńĭ êúŵńŉ Ŀ ƀ·Ý  4ôìŽƃƄźQŉ
  ôìŽƃƄëŃƃ ôÑħ 4ôìŽƃÂƃģŃ  Ĥŉƃ Ŀ 4Ɖ   ųƃŀQĵ  4ƄŶ      ƄžúŹ ôùƃŀžĮQŉńŹ ƃģ ŅƃÁQžùƃ 4 Qï ƄŽĤ

 ſĿ ôìŽƃĿƄŵŃĿ .  ƄžúŹ óĿ ƀŵï         ńöźQōƄù  ôQù ſƄQùńƁ ƀľ¾ ƄŽĤ
ŽƃÁŽĤźëƀ)Commands(  Ƈńŵ .  óĿĿ  ƄŽƃÁŽĤźëńõÀƅ ôƉ  ƀÝ
 ž¾ ŴÞĽî   ôë   Ƈńŵ ƀŽƄžìƉė   Ý ƀĭ ƈìŽƃƃŃĤë ôåń    Ŀ óŀŽĤħ ƄŦƁ

Ƈƃńħģńħ ƀžúŹŅ ƈŉńŉƑ ê·å.
 Ŷöħ Ŀð  Ƅĭ ƀÝ ôïƀ :    óŀŽƑ ƄžúŹ ŴùĤũ Ƈńŵ ƀŽƃÁŽĤźë   ôå  ƀQÝ

g-g Ŵìō ƇƄō ųĿƄÈ ôëƇĿ.
Žń¾ð         ƄQžúŹ ŴùĤũ ƇÅúë ųŀúŵ ôë Ŵìō ƀÝ ôå ƀFile  Ŀ

ŽƃÁŽĤźëńöźōƄù4ƀ ƀQìŵNew, Open, Save, Save as ,Page setup, Print,
Print Preview and exitƇńŵ.

 dÌ·Z §1-3 :ƄžúŹ Ŀ ƀľ¾ ô·Ý ƀŵïƀžĮŊúĽģ ƀ·
ğÃë ſńŉńĭ ôŽÃë óŀŽƑ ƃģ ĠŎùƃƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅ .

˺-Ý ôë ƀ·Ý ƄžúŹ ƀÝ ƃģ ğƄºƄĽƃ ńŉńë ŴÞĽńğÃëƃ êúŶë óŀŽĤħ ŴùĤũ .
˻- øÈarrow keyĠƁƃƃ Ŀ ƃģHelpƀÝĠºƄĽ ƃ ƇŃƄŵ.Help ŀùĤħHighlightğÃë.
˼- Ïúëarrow keyĠƁƃƃ4 ƄžúŹ µŹŃĤũ ôå Ƅ¾ńĭHighlightƇÃë.
˽-žùŀŽƑ× arrow keyğÄĤìöë 4 Ƅ¾ńĭStyle and formattingģƈō ĥĤľĮŽ.
˾-žĭŃƄÝ×arrow keyģńÝ Ŀ ğÄĤìúëï      ƀQŦƁ ƃģ ğÃQëƃ ĬQëńĹ ƇŃƄQŵ ƀÝ ŧģń

HighlightğÃë.
˿-EnterÑĭ×ƇÄĤìúë4ŃĤÝ Ƅ¾ńĭģï ƄžúŹ ŧģńń¾ïƈō ſŀž.
̀- ƄŶĭƃ ĿÑĭ×ƇÄĤìúëĠºƃƃ ƃģ.
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�±ìÝ à±Ę�cµ

�±ë §ñìÞèýb(Toolbars)

 Ĥŉƃ ĿƉ     ÀŃƃ ƀÝ ƀ·Ý ƄŶWord ƃńÝï   Žń¾ ƀìŵ ôë ŷģńð      Ƅĭ ƀŽĤŉė ſńõÀ ƀÝ Ġžùƃ ôå ƀï   ÁŽĤźë Ŀ ƀ
  ìŽƃƃŃĤë Ŀ ƀĭƄžúŹ  ƈ(User)   Ŀ ƃģ ƈŉńŉƑ ŃĤë ƀŦƁ Ƈƃńħģńħ ųƃ . Ĥŉƃ ĿƉ     ƄžúŹ Ŀ ƀ·Ý ƄŶńĭ   óŀŽƑ ô·Ý

   Ƈńŵ ÷Ĥº .   ÀŃƃ ƀÝWord ƃńÝï    ƀŵƃÀ ſƃĿ ôë ŷģńƀĮō ŴƉĤŉƃ ôå ƀŵ µŹŃĤũ Ĥù ƄŵƄëŃƃ ôÑħ Ŀ īŃĤĨš
ĤŉƃƉ ƄŶ(Formatting) ƄŶġĤŉƃ ÀŃÁž·ŉ ƃģ)(Standard ToolbarsƇĿ ƀľ¾4  ƃńQŵƃ ĿĤù ƀÝ ŀùĤħ ƄĽ

   Ƅù ôåï   Ĥŉƃ ŃƄŽ ńöźō ÏƉ   ŸƁ ŴĮō  ƀ   Ŀ ôåview          ń¾ģŃ ƀĭńöħ Ĥù µÝ ƀŦƁ Ƅō ÷ƑƄë óŃƑ ƀŵ ƄžúŹï ŀž
ƃÃë .

ĿViewĤŉƃ Ŀ Ŀ óŃƑ ƀŵ ƄžúŹùƃģ ųĤŢũ Ŀ ƄŶĤù ńúťƄŵƄŵĤŢũƄŶĽģŃĤë ƀľ¾ ôŮùńř óŀŽƑ ƀŵ ſŃĤÞŵ.

e.  Ŀ(View)        ŃĤQħ ųƄQ¶ Ŀ óŃƑ ƀŵ ƄžúŹ
)Toolbar(   ĠëĤQ¶ƃ ÁŽĤźë4    Ŀ ƄQ¾ńĭ

ĤŉƃƉń¾ ƄžúŹ ô·Ý Ŀ ƄŶïƈō ſŀž .
f.      Ĥŉƃ ńöźōƄù Ŀ ôë ƀĽńħ óĿ ƀÝƉ  ŹƄQŽ ƄŶ ÃŶ

ƃQQïğŃƄ4ƀQQìŵ:Ĥũ 4 ÀŃÁŽĤ·QQŉ 4µQQŹŃ
     Ĥŉƃ ƄŶìÈ ŸŉŃ Ŀ 4ôÈńë 4ƀŽƄŵƃŀĵù  ƃģ Ŵ

 ŃƄŽ .
1 .    ôÈƄĽ ôŶÞĽ Ŀ  ńÝ Ŷúŉƃ Âƃô   êúŶë óŀŽĤħ

ĠëĤ¶ƃ ƀŦƁ ƃģ ğÃëƃ.
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dÌ·Z §2-3 :Ĥŉƃ ĿƉĿ ƄŶń¾ ô·ÝïųƄ·Ý ƃģ ųƃŀž:
    ĠŎõƃƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅ .   ƀŵÀ ſńƁ  Ĥŉƃ Ŀ óĿƉ Ŀ ƄŶ     ſŃƑ ƀì·å ƃģ ƀŽĤŉė ô·Ý

ÃëģŀúÝƇ ôë ƄæħĤĮë ƄŶÞĽ ƀÝ ƃģ ôƉóĿìúŵƃƈ.

 �¯ �y(Ruler)

 Ōë ŘĽ        ÀŃƃ ƀÝ Ŵĭ ôå ſĿ ƀŶúŉƃ ôŉģĿ ƄùWordƃńÝï   ƇÅúë ųƃŃĤë ôë ŷģń.  Ĥŉƃ ģĿƉ    Ŀ ƑƄQźŢŹ Ŵ
   ŀŽƑ ƀÝ ŃĤħ ųƄ¶ù                  ſŃĤÞŵ ŻƄŵŀħ ê·å Ŀ ôë µŹŃĤũ ƀÝ ƃĿĤžŉģ Ŀ ƀŦƁ ſńõÀ ńĭ ƃģ Ƈńŵ ĬúŢŭƄŹ ôë ƀĽńħ ×ž
ƇÅúë ųƃŃĤë    .

       ƀŵ Ōë ŘĽ Ġō ÷ƑƄë ƄŉĤĭ(View)  ƀľ¾ ƄžúŹ  ųĤŢũģ    ųĤŢũ ńúť ƃğÃë :      Ŀ ŌQë ŘQĽ Ŀ
ĠƁƃƃ ƀŽƃƃģÃÝ óŀŽƑ ſŃĤÞŵ ƄŵƄŵĤŢũ ńúť ƃģ ƄŵƄŵĤŢũ.

e.ƄžúŹ Ŀïôë ƀ·Ý ƀÝ ƄŽĤĿ(View) ƀÝ ƄžúŹğÃë êúŶë .
f.    Ōë ŘĽ Ŀ  ĥĤľĮŽģ)option(    ž¾ ŴÞĽ ƀÝ ŀùĤħî   ôëĿ   ƀÉŽ ĸƊĺőƇńŵƃ.      ƀÉŽ ģĿ ƀĭńöå ƀë ƀŽ

 4ƇƃĠƁƃƃ ƃģÃÝ óŀŽƑ ƄŽ .
g.   ļŹńÝ ´ĤëƄå ƀŦƁ Ŀ   ôå  Ŀž¾ ƀÝ Ōë ŘĽî ƀŹƒš ĸúĺő Ŀ ÷Ŀ īƃńÝ ôë ğĿÅƊÉë Ōë ŘĽ

Ƅĭ ƀìúĭĤŹƄĭģ ƀÝïŀŽƑ ƀÝ ŃĤħ ųƄ¶ Ŀ ƀùń¾ ģŃ ôë ƀĽńħ ×žïƇÅùŀž.

3-3dÌ·Z § :ń¾ Ōë ŘĽ ĿïųƄ·Ý ƀĭńöħ ƃģ ųƃŀž
    ĠŎùƃƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅ4  Ƅ¾ńĭ  Ŀ(View)  ƀŵ    ƀÝ ƀľ¾ ƄžúŹï  ôžĮŊúĽģ ƀ·

ń¾ ƃģ µÝ Ōë ŘĽ ſńŉïÃë ŀžƇ.
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ēæ�Ĉìb:

e.ƃńÝ ÀŃƃ Ŀ ƄžúŹ µŹŃĤũ Ŀï6Ƈńŵ ĬúŢŭƄŹ ôë ƀ·Ý ƀŹƄë ƀÝ ŷģń
f. ôë ƄŽƄùĤº ƄŹƄë ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵï 6ƇÅúë ŴĮŊúĽģ ƀ·
g. Ōë ŘĽƃńÝ ÀŃƃ ƀÝï6Ƈńŵ ĬÈŅŃģ ƀ¾ ôë ŷģń

ƀĹĤŉ ƇŃĤë:(Working Area)

3-3¶°�

  ƇŃĤëƀĺŪő      Ƅù ÷Ĥº ſŃĤÞŵ żĮŹ Ŀ Ĥùſ   Ŀ ƀÐĤÝ ƀùƄŵ         ŴùĤũ ŴÞĽ ôë ƀŦƁ ƀÝ ÄƄŹ ôå ſÂƄĵƃ  ƃ  ƃģĿŶÞĽô
   Ƅìúŵ żĮŹ Âƃ ôÈƄĽ.  Ŷöħ Ŀð  Ƅĭ ƀÝ ôï             ŃƄŽ ƃģ ƀŽƄ¶ƄÝŃ 4ƀŽƄìúŵ ôë ƀĹĤŉ ƇŃĤë óĿ ƀÝ Ƅō ÷ƑƄë ÄƄŹ ƀ
Ƅìúŵƃ ƃģ ÜùĤ¶ ĿĤžŉģ .ŃĤħ ųƄ¶ Ŀ ųĤùGúÝĤå ƇŃĤë)tool bar(Ƈńŵ ĬúŢŭƄŹ óŀŽƑ ô·Ý ńĭ µŹŃĤũ Ŀ Ĥù.
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ëë��±ìÝ à²Ý

èÝ Ė«ëWordë¬bpÜ�ë è¦Ą ß�¬
       ÀŃƃ ƀÝ ôå óĿ ƀŵ ƀĮŉƃŃƃWord           Ġō ÷ƑƄë ƄŉĤĭ ųÃë ſńŉ ńĭ ƀŽƃŃĤë ƀ¾ Ƅù ƄŹ ôë ƈå     ƃģ ğÃë ƀŹńõŅ ƀŦƁ

Ƅĭ ſĿĤŉ ſńõÀ ƀÝïƃńÝ ƀŵ ƀï ƀľ¾ ŷģńĠºƃƃ .ƃńÝ ÀŃƃ ƀŵïë ŷĤÝ ƀÝ ƈì¶ óŀŽƑ ſŃĤÞŵ ƄŶĭƃ Ŀ ƀľ¾ ŷńôĠŊúŽƃ.
1 .ĠōÂƑ ƀĭ ƄžúŹ ŴùĤũ Ŀ .
2. Ŀ(Exit)ƃńÝ ƀŵ ƃģ ĠƁƃƃ ÁŽĤźëïń ƀŹģĠºƃƃ .
3.             Ƈƃ ƀŽ ÷Ãë ƀŹńõŅ ƄŹ ƀŦƁ ƃģ Ƈƃ øŶìúŵ żĮŹ ŷƄë ƄŉĤĭ ƀĭńöå ƀë4    ÀŃƃ ƄŽWordƃńÝï   ƀŵ ôħ ŷģń

 ŷĤŦúÝ ģĿ ſÁžº ƀĭ ƄŉĤĭƇƄë óŀŽģÂƃ: "Do you want to save the changes to the document"

ğÃë ƀŹńõŅ ƀžìúŵ ƀŶÞĽ ğÂģƄť ƀë4 ƄŽ Yes ƀë ƃģÂģƄť ƀŽğƀÝ ƄŽNo êúŶë óŀŽĤħƃ ğÃQë .
Žń¾ ƀìŵðƇÅúë ųŀúŵ ôë Ŵìō óŀŽƑ ƀÝ ôå ƀ.

4-3¶°�

4-3dÌ·Z § : ĿƃńÝ ÀŃƃïŴĮŊúŽģńÝ ŷģń:
 ŴÞĽ ƀŵ ƃģ ĠŎùƃƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅïğÃë ſńŉńĭ ôŽÃë óŀŽƑ ſńŉ Ûƃń .

e. ÀŃƃ(Word)ƃńÝïğņúŽģńÝ ŷģń .
f.ƃńÝ ÀŃƃ ĿïńÝ Ŀ ŷģńģħ ſŃĤÞŵƄŶĮŊúŽƀÝ ƃģ ğÃë ģŀúÝ óŃƑ ôŶöħƒöŶÞĽƄëæħĤĮƄĠìúŵƃ ôù ôë .
g.ƃńÝ ÀŃƃ ĿïƄŶĭƃ Ŀ ƀľ¾ ŷģń ƀľ¾ ƄžúŹ ƀŵ ŴùĤũ Ŀ ſŃĤÞŵïĠŶĽģƃ ƀ· .
h.ğÃëƃ ƀžĮÈƄť ôĮŉńŹ Ŀ ƀľ¾ ƈìŽƃƄÈ ŴÞĽ ƀŵ ğƄō ļŹĤľŹ ſńŉ óņŽƄĮŉ ƀŵ ƀë.

ēæ�Ĉìb

1 .ƃńÝ ÀŃƃ ƀÝïĠŶĽģƃ ƀŽƄŹƄŽ ƄŽƃŃĤħ ųƄ¶ ƀŵƃÀ óŃĿ Ŀ ôë ŷģń6
2.ƇĿ ôŹƄë ôĽńħ ôźƂŹ ôĺŪő ÀŃƃ Ŀ6
3.    ĿMs-Word  ƃńÝ Ŀï          óŃĤå óŃƑ ôŹƄë ſŃĤÞŵ ƄŶĮŊúŽģńÝ ƃģ ģńĵģ Ŀ ŷģń 46ƀĮQō

ĠŶĽģƃ ôù ƀŽƄŹƄŽ.
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�±ìÝ à²Þ��

b¬Ûìl«�l Ē¨å�� ä�á
ƃńÝ ÀŃƃ ƀÝïÝ ôë ŷģńń ƀľ¾ ƄŽƃņú¾ ƄžźĮÈŅŃģ ƃńõÀ ƀŵ Ƅù ųƄë ŃĤë óŀŽĤħ żĮŹïƇÅúë ŴÑ .Žń¾ð ôå ƀ

Ms-Word   ƃńÝ ƈžĮŹ Ƅùï ÷Ŀ ŷģń4      żĮŹ Ŀ µŊžħ óĿńÝúŵŴì        ƃģ ųƄëĤQÝ 4ųƄë ƀžŽĿ 4ųƄë ķƒőģ 4
Ŀ ƃģ ÷Ŀ Ŵőģ ŸƂŹ Ƅù ųƄźŉ ƀžùÂģ ſÃë ſĿŅ ƀŦƁïƇÅúë ŴÑ.

ųƄë ÜùĤ¶ Ĥù Ŵìúŵ żĮŹ Ŀ:
  ƃńÝ ÀŃƃ ƀÝï  Ŀ ôë ŷģń  żĮŹ  ųƄÞƉĤ¶Ŀ ŻĤŉė ńõÀ Ŵìúŵ ĤùƇ4 ĿƄŶìúŵ żĮŹÃŹƄŵ ſŃĤÞŵ ƅƃńÝ ÀŃƃ ŀùĤħ Qï ŷģń

 żĮŹ Âƃ ôÈƄĽ ôŶÞĽ Ŀ ƃģ ƃņúŽģńÝƄìúŵƃ

5-3¶°�

1

ƀƊŶťĤÈ!
ģĿƄŉ ƄŶÞĽ ƀÝ øå ŷÂģƄťïŷÃëƃ ƀžžŹ ƀľ¾ ôĮŉńŹ ƀŵ ƄŉĤĮŉ ôë ƃŃĤå ƃņƉń.
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6-3¶°�

e.   ôŶÞĽ Ŀ          Ġìúŵ ôùƃ ğÂģƄť ôë ƀĽńħ ſńƁ ƀÝ ôå żĮŹ Âƃ ôÈƄĽ.  Žń¾ ƀìŵð     Ŵìō ƈžĭŃƄÝ ƀÝ ôå ƀ
         ŴÞĽ ğÂģƄť ôå ƀŶëńƁ ƇĿ ƇƄō ųĿƄÈ ôëģŃĤÝïŧģń       ÷ƄŽ ƃģ ğÃëŃƃ ÷ĤÝ ƀĭģŃĤÝïŧģń   ŴQúÝ

ğÃë4 ƄŽEnter×Ñĭ÷ÄĤìúëƈōÂƑ ƀĭ ôÈńë ôŶħ ƀħ ńŉńë ƃģ .
f.ƀžùÂģ ſŃĤÞŵ ƄŶĭ Ŀ ƀĭ ôÈńë ôŶħ ôë ÷ĤÝ ƀÝ ôÈńë óńƁ Ŀ ôå ſĿ ƀŽEnter×Ñĭ÷ÄĤìúë ŸƁ Ĥùƃģ

ŉńëń            ôå ƀìº ĠºƄħ ƀĭ ôÈńë ôŶħ ƀŚŉģƃ ƀÝ ŇƄŹ ĿMs-Word   ģ ƀÝ ŃĤëģĿĭĤŹƄĭ  Ŵìō êú
ƇƄŉŃ ƀĭńŉ.

2
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ĿŴëĤ¶ żĮŹ:
 Ms-Word ë  ô    Ĥù żĮŹ ĿŧģńïģŃĤÝ           úë ſńŉńĭ ſńŉ ×ŽĤŉģ ƀÝ ƃģ ÷Ŀ ŃĤë ſĿĤŉ ńõÀ ŴëĤ¶  ƈQō ÷ģŀ4

 óŀŽƑ ƀÝ ńúƂħ ƄŶëĤ¶ Ŀ żĮŹ Ŀ ƄŉĤĭ ŴìōĠō ÷Ƒŀúŵ ôë.

1 . ğĿÅúë ôë ƀĽńħ ƀÝ ŴúÝ Ŀ żĮŹ Ŀ ńŉńë ŴÞĽ  .
2.    ƀÑúë ŇƄŹ ĿÑĭ×          ƀÝ ôÈńë Ŀ żĮŹ Ŀ ŇƄŹ ƃģ ğÄĤìúë ğƄºƄĽƃ ƈŵģƃĿÄƃģ .     Ŀ żĮQŹ ÷Ƅō ĥĤľĮŽģ

HighlightƇÅúŶùŀĨĭ ƀÑħ ƀÝ.
3. ƀŉƃńÝ ģĿ 4ĠëĤ¶ƃ ŃƄ»Žģ Ƅù ğÂģƄť ƀëƇńŵ ńúÝƄĭ ƀ¾Ƅù ſńŉ ĥĤľĮŽģ ƀŵ żĮŹ Ŀ . ŃƄ»Žģ ńÝ óŀŽĤħ

ğÃë ôù êúŶë ƃģ ğĿÅúë ńŉńë. Ŀ ´ĤëƄå ƄŵƄë ķƒőģ Ŀ ôå Ġžùƃƃ ƄŉĤĭ ƀħ ôë ĬĽƃ óĿ ƀÝ
ń¾ ģŃ ģƄĽƃĤō ƀÝ ŃƄ»ŽģïŀžƇÅƉ .ń¾ óĿĿ ģĿïƄĭ ƀźŉ ƀÝ ŃƄ»Žģ ôå ÷Ŀ ÷ƃŀžï ÷Ƅō ĥĤľĮŽģ ƀ

ÝĤë ģŃ ŃƄ»Žģ ÷Ƅō ŴëĤ¶ Ġō ÷ƑƄë ƄŉĤĭ ƃģ ÷Ŀ ƈ)copy( ¼Ƅť ģŃ ŸƁĤù ƃģ)cut( Ŵħ ƀÝ ƃģ ğÃë
ğĿÅúë ôù ôë ÷Ĥº.

¶°�6-3

12
3
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 Ĥù óÂĿ êúŵ Ŀ)ÀŃƄĨúë (ŴëĤ¶ żĮŹ Ŀ óŃƑ ƀŵ:
                 Ŀ ôë īŃƄő óĿ ƀÝ ƄŽ 4ĠëĤ¶ƃ µŹ ƀÝ óÂĿ êúŵ Ŀ żĮŹ ôå ğÂģƄť ƀëShiftÑĭ×  ôŵÄĤQìúë

    ńŉńë ƃģ ĠĭĤŉƃ  ƀĭ      ƀÝ ôÈńë Ŀ żĮŹ Ŀ  ƈŵģƃĿÄƃģ  ĿArrowÑĭ×    ğÃëŃƃ ĬëńĹ ƀŚŉģƃ ƀÝ.    óĿ ƀQÝ
ŃƄő  Ŀ żĮŹ ƀħ ôë īHighlightƇÂƃģƃ ƀÑħ ƀÝ.

ųƄëĤÝ żĮŹ Ŀ:
 Žń¾ ƀìŵð    ƃńÝ ÀŃƃ ƀÝ ôå ƀï     żĮŹ Ŀ ôë ŷģń  ųƄÞƉĤ¶  ƃģ  ųƃÂƄĵė  ÷Ŀ ŃĤë ƀŽĤŉ4   Ƅĭ óŀźƁ ƀÝï    ƃģ ųƄ¶ Ŀ ƀ

ƇĿ ƈŽƄō ŸƁ ųƄëĤÝ żĮŹ ôĽńħ óƄù Ĥù .
      ƄŵƄëĤÝ Ŀ Ġō ÷ƑƄë ƄŉĤĭ)Delete(  ƀŵÑĭ×         ƄQù 4øì¶ Ƅù ſńŉ ƄŶĮŊúĽģ ŃĤë ƀÝ ƀľ¾ſ ƀQźŶë  ƄQù 4

ŧģńïģŃĤÝğÃë éĤÝ żĮŹƄù Ĥù ƃģ .

e. żĮŹ ƀŦƁğÃë ôƉ éĤÝ ğÂģƄť ôåĠëĤ¶ƃ 4.

f.DeleteĤùBackspaceÑĭ×ğÄĤìúë .

g.ƈō éĤÝ ƀħ żĮŹ ÷Ƅō ŴëĤ¶..

esmü
  Ŀ ſŃĤÞŵ ƄŶëĤ¶ Ŀ żĮŹ ųƄ¶ ƀĭģńÝ Ŀ ôë ŀžŉ ſƄù ƀÝCtrl + A×Ñĭ ſƄù ƀÝ

ÄĤìúë ôë ĬĽƃğ ƀŵ ŸƁ Ĥù ƃģEdit   Ŀ ƀľ¾ ƄžúŹSelect All ÁŽĤźë
ĠƁƃƃ.ÝÝĤë 4ƄŵƄ¾Ƅť 4 ƄŵƄëĤÝ żĮŹ Ŀ Ġō ÷ƑƄë ôë īŃƄő óĿ ƀƈ ƄŵƄë

Ŀ  Ĥù ƃģŵƄ¶ Ŀ żĮŹô ƀÝ ôÑħ ƇńƁĤŝƄŵƄŵŀħğÃëƃ ŷģŀŭģ ôë.
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�±ìÝ à²Ýìå

b�l ä�á §ðë� Ûìl�«ÛìĄìÍ
ÝĤë Ŀƈ ƄŵƄ¾Ƅť ƃģ )Copy, Cut  (Ƈńŵ ôŽÃë ƀĭŃƃ ſńŉ ƀŽƃÁŽĤźë  .ôå ſńŉ ńúÝƄĭ óĿ ƀÝ ÝĤQëƈ

)copy(              ƄŵƄ¾Ƅť Ŀ ƄĽ 4ƇĿÅùńÝ ÷Ĥº ŴÞĽ ƀÝ Ŵőģ ŃƄ»Žģ Ĥù żĮŹ Ŀ ÁŽĤźë)Cut (     ĤQù żĮŹ ƀŦƁ ÁŽĤźë
÷Ŀ óŀŽƑ ŃĤë ńĭ ôå ŃƄ»Žģ4ƇÅúë ôĭĤÝ ƀŽ ſńö¾ ƈŶőģ ƀŦƁ Ŀ ôë ÷Ĥº ƈŶőģ ƀÝ ƃģ ƇƄ¾Ƅť ģŃ ųƄ¶ .

    ųĤĹ ńƁ ƀÝƈÝĤë ųƄë)copy(   ƃģ   ųƄ¾Ƅť ģŃCut   ƃńÝ ÀŃƃ ƀÝï     ƃńõÀ ƀŵ ôë ŷģńƈŵƄźŢŹ Ãë  ƀľ¾ ƄŽ
ï ƇÅúë ŴÑ.  ƑƄë ƄŉĤĭƅ      ńħ ſńƁ żĮŹ ſƄù Ŀ Ġō ÝĤë ƀĽƈ Ãë         ôù ôë ÷Ĥº Âƃ ŷĤÝ Ŀ ŴÞĽ ƀÝ ƃģ ğ  ƀÝ ƀë

ƃńÝ Ŵħ ŷƄë ƀÝ ƀë ƃģ Ƈƃ ôë ŀžŉ óŀźƁïğƄåģƃ ôë ŀžŉ Ĥù ŷģń .
1 .ÝĤë  ğÂģƄť ôù ƄŉĤĭ ôå żĮŹ ƀŦƁƈ Ĥù)Cut (ğÃë 4ğÃë ĥĤľĮŽģ ƀŦƁ ÷ÃŹƄŵ ƄŽ .
2.ƀŵEditƄžúŹ ƀľ¾CopyëĤ¶ƃ ÁŽĤźëĠ .ƃńÝ ÀŃƃïŷģń Word   ƀQŞũĤĹ ôŵĤƂŹÁQžŵ ƀŶÞĽ ƀÝ

ClipboardÝĤë ſƄù żĮŹ ƇƄō ŴëĤ¶ Ŀ ôëƈƇƄë ƀŹńõŅ .
3.ÝĤë ğÂģƄť ôå ôë ÷Ĥº ƀŦƁ ƀÝƈğÃëƃ êúŶë ğƄåģƃ żĮŹ ÷Ƅō ¼Ƅť ģŃ Ĥù .
4. ĿEdit ƀŵĿ ƀľ¾ ƄžúŹ PasteĠëĤ¶ƃ ÁŽĤźë .
5.ÝĤëƈ īĤŹƄŶŢŹ ƇƄō ƀÝ ƀħ ôë ÷Ĥº ƇƄŽƃ ųƄåģƈō.

 PasteY ÁPaste special:
 ƀŽƃÁŽĤźë ſÂģƃĿ ģĿ óĿèŽ ſńŉ ƃģƇńŵ óŀŽĿ ƀĭŃƃ6 ƈÝĤë żĮŹ Ƅù ôå ƀŶë)copy(ƃģĤùCut ƇÅúë

 ƀŹńõŅ ôŵĤƂŹÁžŵ ƀÝ ƃģ)Clipboard (ƇÅúë ŴĭĤŉ ôë4ģ ƀÝ ƀŽƃÁŽĤźë ſÂģƃĿ ģĿĭĤŹƄĭ ƀÑħ ƀìö÷ÅúŵĤŢũĿ
Pasteģ Ĥù ƃPaste Special ƀÝ ÁŽĤźëêƊŶëĤŹƄŶŢŹ Âƃ ŷĤÝ Ŀ ƄŉĤĮŉ ſńŉ ƀÝ īƇƄō ŴëĤ¶ ÷Ĥº

ƇÅúë ųƄåģ ôë .ſŃĤÞŵ ŃĤë óĿ Ŀ:
e.ÝƀEdit ƄžúŹ ôëPaste ÁŽĤźëğÃë êƊŶë.
f.Åúë ôë ÷Ĥº ƀÝ ôÈƄĽ ôŶÞĽ Ŀ ńŉńëĿğ êöŶë ƃģ ôƉğÃë.
g.ÝĤëƈôë ÷Ĥº ƀŦƁ ƀÝ īĤŹƄŶŢŹ ƇƄō ôå÷Ŀ ôìÝ ńŉńë4ƇÅúë ųƄåģ.
h.ŽŃģŀźƁ ƄŉĤĭðÝĤë Ġō ÷ƑƄë ƀƈ ŇƄŹ Ŀ īĤŹƄŶŢŹ ƇƄō ƀŚŉģƃ ƀÝPasteëğÃ.
i. ĠÈ ŇƄŹ ĿÑĭ×÷ÄĤìúëžåƄë ſƄù×ń¾ģŃ ƀĺŪő ƀÝ ƄŉĤĮŉ ƄžúŹïƇÅùŀž.
j. ƀÝ ńŉńëPaste êúŶë ƃģ ğĿÅúë óŀŽĤħğÃë ôƉ .
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 : Paste Special
 Ŀ ģĿPasteŽĤº ƄùðÃ÷÷Ŀ ÁŽĤźë .ÝĤë ƃģ ƈŶőģ Ŀ ƀĭ ÄƄŹ ÁŽĤźë ģĿƈ ƃģÃĭ Ŀ ¹žŹńĭ żĮŹ Ĥù ƄĭĤŹƄŶŢŹ

 Ĥù)Link (ƇƄëģŃ óƃĤúĮŽƄō .Ƅť ôå ƀŶë ŻƄŵŀħ ôë ƄĭĤŹƄŶŢŹ Ĥù żĮŹ ƈŶőģ ƀÝ ƃÂģƄŵƃģŃÝĤë ƀÝƈ ôë
ƈºģŃ īģńúŦĭ ƇÂƄŹƄŽ ƀÑħ ƀìúĭĤŹƄĭģ ƀÝ ŸƁ .

e. ƀŵEditƀľ¾ ƄžúŹPaste SpecialğÃë ĥĤľĮŽģ .ƇÅõÂƄĵ ƄžúŹ ×žåƄë ſƄù ƀĮŶƁ .
f. Ŀ ƄŽƄħĤľĮŽģ)option( Ŀ ƃģ ĠōÂƑ ƀĭ ųƃŀĵMicrosoft Office Word optionĠëĤ¶ƃ .
g.OkĠƁƃƃ.

8-3¶°�

                ń¾ ģŃ ôQë ÷Ĥº ŀŽƃÂģ ƀÝ īĤŹƄŶŢŹ ƄŉĤĮŉ ƀĮŉƃŃƃ ƄŵƄŉŃ ƀĭńŉ ƀŵ ƃŃĤå ƃŃƑ ƄúžĭŃƄÝ Ŀï   ƃģ ƇÅùŀQž
ŽŃģŀźƁðÝĤë ƃģ ƈŶőģ Ŀ ƀƈƇÅùĿĤĶùģ ŸƁ êžúŵ Ĥù ƃģÃĭ ¹žŹńĭ ƄĭĤŹƄŶŢŹ ƄùƄō.

5-3dÌ·Z § :ÝńųƄë ŃĤë żĮŹ
1.ƃńÝ ÀŃƃ ĿïƃĤúĮŽƄō ƀŵ ŷģń ƀľ¾ ƃ ƀÝïĤù óƄù Ŀ ſńŉ ƄĮŊúĽģ ƀ·ƃĿƃ ƈŵģƃĿÄƃģ ƀÝ ƄÈńë

Ġìúŵƃ żĮŹ .
2. Ŀ ƃģ ĥĤľĮŽģ żĮŹ ÷Ƅō ŴìúŵEdit Ŀ óŃƑ ƀŵ ƄžúŹCopyĠƁƃƃ ÁŽĤźë4ÝĤë żĮŹ Ƅ¾ńĭƈƈō .
3. ƀŵEdit ƀľ¾ ƄžúŹPasteğƄåģƃ ôë ÷Ĥº ôÈƄĽ ôŶÞĽ Ŀ żĮŹ ƃģ  ĠƁƃƃ ÁŽĤźë .
4.ğÃë ƀëĤÝ ƀĽńħ ſƄù żĮŹ ƇƄō Ŵìúŵ Ŀ .
5. ĿCtrl +AÑĭ×Ƅ¾ńĭ ĠƁƃƃ ôë ĬĽƃ Ƅù ƀÝ Ŀ ƀĮŉƃŃƃ ƃģ ƈō ĥĤľĮŽģ żĮŹ

)(Deleteƈō éĤÝ żĮŹƄ¾ńĭ ĠƁƃƃ ÁŽĤźë.
6. ĿFileĿ óŃƑ ƀŵ ƄžúŹExitƃńÝ ƀŵ ƃģ ĠƁƃƃ ÁŽĤźëïĠºƃƃ ƀľ¾ ŷģń.
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ÀŃƃ µũĤŉƃńìùĤŹ  ƀÝ)MS –Word(ƃńÝï Ƅžúº Ŀ ôë ŷģńƄƊÑĭóŀŽĿ:

Ñĭ×Ýńńŉńë(cursor)Ŀ ÷ƄŦƁņúťģ
ŀŽĤħ ƃŃƄŵ ƃŃƄŶ¾ ƀÝńŉńë Ŀ ó)Cursor (

ĬÉºƄĽ4
ŴúÝ ôÈńë óŀźƁ Ŀ4
÷ĤÝ ôÈńë óŀźƁ Ŀ4

ŴŶĭ ƀĭ ôÈńë óƄŽ4
ųƄë ƀĭ ¹žŹģŃ ųĤùŎĭ Ŀ4

ƄŵĤŢũ ĬŵĤĹ Ŀ ƄŵƄë ƀžŽ Ŀ żĮŹ ĿųųƄŵĤŢũ ńúť ƃģ4
ųƄëĤÝ ƇŃƄĭ ƀĮŉƃŃƃ ńŉńë ƀŵ4

ųƄëĤÝ ƇŃƄĭ ƀľŹ Ŀ ƀľ¾ ńŉńë ƀŵ4
ƀĭŃƄÝ ļŹ Ƅù4
ƀĮìÈ ļŹ Ƅù4

ŴúÝ ŴùĤũ Ŀ4
 ŴùĤũ Ŀ÷ĤÝ4

1.  ĿInsert                      4 ğÃQë īĤùŅ Ńƃ ôë ¹žŹ ƀÝ żĮŹ ſƄù Ŀ īŃĤĨš Ƅù Ġō ÷ƑƄë ôë īŃƄő ƀÝ ƃŀöë ųĤŢũ Ŀ
ƈō éĤÝ ƇŃƄĭ ôìŽƄŶĭģŃ ôå óĿ ƀŵ ƀĭńÝ.

+
+
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�±ìÝ àÞµ

Ý §òÆæ� ĒĘ§ kòà(Keyboard Setting)

ƇƄëģŃ ĤúĮŽƄō ģĿ ƀĭ ÄƄŹ ŸƊŞžĭ óÂĿ êúŵ Ŀ ƃģ ųƃÂģ ôħç Ŀ4 ĦŶŚŹ Ƅù Ƅ¾ńĭƀÝ ôÈƄĽ ôŶÞĽ Ŀ ƀħç
ƄìƊŵƃ .

ƀŮùńř ŃĤë Ŀ:
e.Ý                    ńğÃëƃ êúŶë óŀŽĤħ ƄžúŹ4 ƄžúŹ óÂƄŹƄŽ Ŀ Ƅ¾ńĭ ƀŽƄħĤľĮŽģ)option(ń¾ï ŀž

ōƈ .
f.ÝńğÃëƃ êúŶë óŀŽĤħ żìùė4 ŴĮŊúŽģńÝ ´ĤëƄå ƄŽƄħĤľĮŽģ ƄŶöħƒöħ Ŀ Ƅ¾ńĭ

ƈō .
g. ƀÝ ôë ´ĤëƄå ƀÝ ƄŽƄħĤľĮŽģ ĿRegional and Language Options óŀŽĤħ êúŶë

ğÃëƃ.

8 -3¶°�

h.Ýń ƇÂƄŹƄŽoptionƇÅúë ŴĮŊúŽģńÝ ƄžúŹ ƀŶħ ſƄù ſńŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħ . ôë ƄžúŹ óÂƄŹƄŽ ƀÝ
ĿLanguagesĥĤľĮŽģĤìúëÄğ.

i.ĿDetailsÑĭ×ĤìúëğÄ4ƈō ŴĮŊúŽģńÝ ´ĤëƄå ĥĤľĮŽģ Ŀ Ƅħç Ŀ Ƅ¾ńĭ .
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j. ĿAddÑĭ× ôåĤëƄå ĿÈ ƀÝ ´×ğÄĤìúë 4Ƈńŵ ĬúŢŭƄŹ ôë ģƄĽ.
k. ƀÝInput languageĿ ƀŶÞĽ ôë ƄžúŹĠëĤ¶ƃ ƀħç ôÈƄĽ.
8.OkÑĭ× Ŀ ôŊÝŃƃ ƃģApplyÑĭ×ğÄĤìúë4ƈō ſńŉńĭ ƀŽƄŽƄŵŀħ ƇƄō ųÂƃģŃ Ƅ¾ńĭ.

óŃĤå óĿ ĿĿńŉƄĭ ×ŵĤùńħ ƀÝ ôë ŸĮŊúŉ ƀÝ ƀħç Âƃ ôÈƄĽ Ŀ ƄŉĤĮŉ ƀĮŉƃŃƃ ƄŵƄŉŃ ƀĭïŕģ ƀƇÅúë ƀũĤ.
 ƀžìúŵ ƀĭ ŃƄŵ ƈÈ ƀľ¾ Ïúë ƀŵ ƃģ Ïúë ƀľ¾ ƈÈ ƀŵ(Bi-directional):

              ƇĿ ŸƂŹ ńõÀ Ŵìúŵ ƀĭ ƇŃƄŵ ƈÈ ƀľ¾ Ïúë ƀŵ ƃģ Ïúë ƀľ¾ ƈÈ ƀŵ  .    ÀŃƃ ų=ƂŹ ģĿ����    ńQĭ ƃģ
     ģĿ ƀŽƄŽçŃƃ ƇƄŽ ôŦƁ  ĤƊĭÂƃ  Ƈńŵ .    ƇŃƄŵ Ïúë ƀľ¾ ƈÈ ƀŵ   ƀĭ  Ŀ ſŃĤÞŵ ôžìƊŵ      ſńŉ ńĭ óŃĤå óŃƑ óŀŽƑ

ğÃë.

10-3¶°�

1

6

8

7
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ĿAltƃShift×ÑĭğÃë ĥĤľĮŽģ ƀħç ƄĮÉÝ ƃģ ğÄĤìúë ôë ĬĽƃ Ƅù ƀÝ .
e.               ôë ƀ·Ý ƀÝ µŹŃĤũ Ŀ×ÑĭğƃÂģƃ ƀĭ ƇŃƄŵ Ïúë ƀľ¾ ƈÈ ƀŵ ĬŵĤĹ ÜùĤ¶ Ŀ ƃģ ğÄĤìúë  .
f.Ġìúŵƃ żĮŹ Âƃ ôÈƄĽ Ŀ ŴÞĽ.

ēæ�Ĉìb:

e.ĬŉĤùģƃƃ óŃƑ ôŶöħ óƃĿ ƄŵƄħĤľĮŽģ Ŀ żĮŹ ſƄù Ŀ6
f. Ŀ żĮŹ ĿƈÝĤëĠŶĽģƃ ƀŽƄŹƄŽ ƃŃƑ ƄŶöħƒöħ ƄŵƄë6
g.Pasteģ ƃPaste SpecialƀŵƄùƇńŵ ńúÝƄĭ ƀ¾ ƀŶħ 6
h. ĿƈÝĤëģ ƃCut÷Ŀ øō ƀ¾ ńúÝƄĭ ¹žŹńĭ 6
i. Office Clipboard÷Ŀ øō ƀ¾6

´ĤëƄå żĮŹ Ŀ(Text Box)
Ĥù ´ĤëƄå żĮŹ Ŀ(Text Box)ŸƁ ĿƃńÝ ÀŃƃïŷģń(MS-Word) ƀľ¾ ƄŽƃņú¾ ƄžźĮÈŅŃģ ƀŵ

÷Ŀ .   óĿ ƀŵ   ƀľ¾ ôŶöŉƃï    ƇƄëģŃ ĤúĮŽƄō ģĿ ƀĭ ÄƄŹ ŴĮŊúĽģ ƀ·4  ƄQù ſŃĤÞŵ żĮŹ Ŀ ôë ŀžŉ ƀÝ ÄƄŹ Ƅ¾ńĭ
ŽĤºðÃ÷     ƃģ ƄëĤ¶ƃ ĬúŢŭƄŹųƃńĮžë  ôƉƃÃë .             ſńQƁ ƀÝ ŀžŉ Ŀ żĮŹ Ƅù Ƅō ÷ƑƄë ÄƄŹ ôë ĬŵĤĹ óĿ ƀÝ

  ž¾ńƁ ôë ƀĽńħð   ôå ƀƃ    ƃÃë ÷Ĥº ƀÝ ÷Ĥº ƃÂģƄť .        óŀQŽƑ ſŃĤQÞŵ óĿĤŪĮŉģ Ŀ ƀľ¾ ´ĤëƄå ƀŵ żĮŹ Ŀ
 óŃĤå óŃƑğÃë ſńŉńĭ.
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ƀŮùńř ŃĤë Ŀ:
e. Ŀ ƀ·Ý ƀÝ ƄžúŹ ƈŶőģ Ŀ(Insert)ğÃëƃ êúŶë ƄžúŹ ƀÝ .
f.ĿğÃëƃ êúŶë żìùģ ƀÝ .
g.Ŀ ļŹńÝ ôĺŪő Ŀ ńŉńëğĿÅúë ÷Ĥº ƀÝ ôÈƄĽ ôŶÞĽ .
h.ƀÑúë ŇƄŹ Ŀ×ÑĭğÃëŃƃ ĬëńĹ ļŹ ńÝ ôĺŪő ƇŃĤë Ŀ ƀĭ ŇƄŹ ƃģ ĠŊúŽƃ ôŵÄĤìöë4 żĮŹ Ŀ Ƅ¾ńĭ

 ſŃĤÞŵƈō ÂƄĵ ´ĤëƄå 4ÂƄĵƄĭ óŀŽƑ ƀÝ ŀùĤħ ´ĤëƄå ÷ƄōïƇƃ ƀ    .

ŇƃģƄŉĤĭƑƄë÷ĠōĿżĮŹĤëƄå´
ĿŀžŉÝƀńƁºĤ÷ëôåôƃ ģƄQťÂğ

ğƄåģƃ .

e.Ŷőģø÷Ĥº Ŀ÷ĤºŦĭúń

ƀĮŉƃŃƃƀŵŦƁôåô ĤQëƄå´ ƄQŉĤĮŉĿ
ƄĽôÈƀÝºĤ÷ëôºĤ÷ƀÝºĤ÷Ƅō4ħ QúĤ

ƄŉĤĭƑƄë÷ĠōĤëƄå´ƀÝŀŽƑóńřù ƀQŮ
ŹŃĤũµëÃğ   .

 ´ĤëƄå Ƅù żĮŹ Ŀ ģĿTEXT
BOXžĭŃƄÝ ƀÝ ôå ÷Ŀ×

÷Ŀ ÷Ƅō ÂƄĵ ƀŮùńř.

 ´ĤëƄå Ƅù żĮŹ Ŀ ģĿTEXT
BOXžĭŃƄÝ ƀÝ ôå ÷Ŀ× ƀŮùńř

÷Ŀ ÷Ƅō ÂƄĵ.
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1

2

3

ƀŮùńř ŃĤë Ŀ
e.ğÃëƃ êúŶë óŀŽĤħ ´ĤëƄå ƀÝ żĮŹ Ŀ4ƈō ųĤŢũ ´ĤëƄå Ƅ¾ńĭ.
f.ĠÈ ŇƄŹ Ŀ×ÑĭĠƁƃƃ4ń¾ ƄžúŹ µŹŃĤũ Ŀ Ƅ¾ńĭïƈō ſŀž .
g.optionĠëĤ¶ƃ

ôŉģĿ ƀĭ ´ĤëƄå ÄƄŹƃƄëŃƃ µŹŃĤũ Ĥù ƀÑħ ôå Ŀ
Text Box ƀ»žŹ ƀŵ ƀÈńë ƀùƄŵ ģƄĽƃĤō Ŀ

ƄŉƄù .
    ƀÝ ôå ôŦƁ ƀŵ ƀĮŉƃŃƃ ĥĤľĮŽģ  ƃÃQë êúŶë óŀŽĤħ

      ń¾ ģŃ Ŵìō óŀŽƑ ƀÝ ´ĤëƄå ÷ƄŽïƇÅùŀž   ôå  ńõÀ
   Ƈńŵ ƀŽƄħĤľĮŽģ       óĿ ƀŵ Ġō ÷ƑƄë ƄŉĤĭ ƃģ ƄŽƄħĤQľĮŽģ

 Ŀ ƀľ¾Text Box ôë µŹŃĤũ Ĥù ƄŵƄëŃƃ ôÑħ ƀÝ
ĠŶĽģƃŃĤë .

 ƀĭŃƄÝ ôå ´ĤëƄå ƀŦƁ ÂƄĵƄŉƄù ƀ»žŹ ƀŵ ƀÈńë ģƄĽƃĤō Ŀ ƀŦƁ Ŀ ƃÂģƄť ÷Ŀ ÷Ƅō.

e. ƀÝ ´ĤëƄå Ŀ żĮŹ Ŀ
  ƀÝ ôë µŹŃĤũ

Colors and Lines
ğÃëƃ êúŶë óŀŽĤħ  .

f. ĿNo line
optionĠëĤ¶ƃ.

3.Ok×ÑĭÄĤìúëğ4 Ƅ¾ńĭ
ƈō ſńŉńĭ µŹŃĤũ.

Textboxå ô
 ųƄë µŹŃĤũ ôƉ ƄŉĤĭ

ğÂģƄť

(c) ketabton.com: The Digital Library



71

�±ìÝ à�¶ñë ìñ

�Ññá Üò ìæ(File Menu)
žúŹ ŴùĤũ Ŀ Ƅë ôžƊº ƀŽƃÁŽĤźƇńŵ ôå ƀÝŴìōĠžùƃ ôù ôë:

 ƄƉ ńƁ ģĿëŽĤº ôŶÞĽ ÁŽĤźðƇńŵ óŀŽĿ óÃ.
Ŷöħ ĿðƄĭ ƀÝ ôïƀ :

New………Ctrl+N  : ÀŃƃ ƀÝ ƃÂģƄť ôå ƀŶë
ƃńÝï ƀľ¾ ÁŽĤźë óĿ ƀŵ ƃņúŽģńÝ ƀĺŪő óƄŽ ſƄù ôë ŷģń

ƄŶĽģ ŃĤë.

ƀŮùńř ŃĤë Ŀ :
e. ƃģ Ƅº ƀĭ ƄžúŹ ŴùĤũ Ŀ ôë ƀ·Ý ƀÝ ƄžúŹ ƈŶőģ ĿNew

ŽĤźëƄƁƃ Á .
f.ń¾ģŃ ƄžúŹ óƄŽ ſƄù ôë ģƄĽ ĠÈ ƀÝ ôĺŪő Ŀń¶ƄƊÞźë ĿïŦƁ ƀŵ ƃģ ƇÅùŀžƀƀÝ ƀùĤºBlank

DocumentŀŽĤħóŶëö êƃƄë4ƈō ŴĮŊúŽģńÝ ƀĺŪő óƄŽ Ƅ¾ńĭ.

e

f
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2

3

: Open…….Ctrl+O
Ŀ ÁŽĤźë óĿ ƀŚŉģƃ ƀÝŴùĤũ Ĥù ŀžŉ ƀŦƁ ôåƃņúŽģńÝ Ĥúħ ÷Ŀ ÷Ãë ƀŹńõŅ ƄŹ ôë ń¶ƄƊÞźë ƀÝ.
Ŀńř ŃĤëƀŮù:
e. ƀÝ ôë ƄžúŹ ƀÝ ŴùĤũ ĿOpen êúŶë óŀŽĤħ żìùė             ƀÝ ŸƁ Ĥù ƃģ óŀŽĤħ ÁŽĤźë

ğÃëƃ .
f. ĿOpen ĥĤľĮŽģ ŴùĤũ  Âƃ ĤúĭÂģ Ŀ ŴÞĽ ôë ƄžúŹ óĿ ƀÝ ƃģ ƇÅúë ŴĮŊúŽģńÝ ƄžúŹ

ğÃë .
g.open×ÑĭƇÅúë ŴĮŊúŽģńÝ ŴùĤũ ŀŽƃÂģ ĠƁƃƃ.

 Close ĤùųÃĭ
    ìÝ ÄƄŹ ôå ƀĺŪő ƀŦƁ       ƀŵ Ƅºƃƃ óńĭ ƃÂģƄť ƃģ ƃƄë ŃĤë ôCloseƄŶĽģŃĤë ƀľ¾ ÁŽĤźë .ÝńClose
     êúŶë ƀÝ óŀŽĤħ ÁŽĤźë  4ſńŉ Žń¾ ƀìŵð     óŀŽƑ ƀÝ ôå ƀ  Ŵìō   ÷Ŀ ÷Ƅō ųĿƄÈ ôë     ŷĤQŦƊÝ ƆžåƄë ƄƉ

4ƇÅöë ŴĮŊƊŽģńÝ ƄŵƄë ƀŹńõŅ ƀĭńöå ƀë)Save (Ƈƃ ƀŽ ĤúĭÂģ ƀĭ4 ƀÝ ƄŽNo×Ñĭ ƃģ ğÃëƃ êúŶë óŀŽĤħ
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     ƄŵƄë ƀŹńõŅ ƀĭńöå ƀë  Ƈƃ ĤúĭÂģ ƀĭ4   ƀÝ ƄŽĤúħyesğÃëƃ êúŶë óŀŽĤħ4 ƀŹńõŅ ôë ń¶ƄƊÞźë ƀÝ ŴùĤũ Ƅ¾ńĭ
ƈō.

SaveĿ ôë ń¶ƄƊÞźë ƀÝ ĤùųƄë ƀŹńõŅ ŴùĤũ:

Ý Ĥù ņƉÃëŃƃ ƃÂģƄť ƀĭńöå ƀëńÐĤÝ ƇŃĤëôīĤŹƄŶŢŹ ĿƄĵƄŹ ƀŵ ƃÃë ƀŹńõŅSaveƄŶĽģ ŃĤë ƀľ¾ ÁŽĤźë.

ƀŮùńř ŃĤë Ŀ:
e. ƀÝ ôë ƄžúŹ ŴùĤũ ƀÝSaveģ ĥĤľĮŽ)option( ğÃëƃ êúŶë óŀŽĤħ
3. ļŹńÝ ôÐĤÝ ƇŃĤë Ŀ ôå ŴùĤũ ƀŦƁ ƅĿ ĿƄĵƄŹ ƀŹńõŅ ƀÑħ īĤŹƄĭģ ƀÝ)Save(ƇÅúë.

Ɖ ƀŹńƉŅô ƀìŵ ſÃë ĤùSave as
                   ôƉ ŷƄŽ ƇƄŽ Ŵħ ƀÝ ŸƁ ĤƉ ƃģ ôë ŃÁŵƄũ ƈŶëĤ¶ ſƄƉ ƀÝ īĤŹƄŶŢŹ ĿƄĵƄŹ ƀÐĤÝ ƇŃĤë ƀÝ ĤƉ ņƉÃëŃƃ ƃÂģƄť ƀë

4ƃÃë ƀŹńƉŅ ƀŵ ƄŽSave asÁŽĤźë ƀľ¾ï ƀ·ƄŶĽģŽŃģŀźƁð Ŀ ƀSave as ƅƄō ÂƄĵ óŃƑ ƀŵ ÁŽĤźë
ŭ ŴƉĤũŶŪƄō ƅƑƄ ôåƊŽ ƀŽ ģńÝ ôƉ éƄ¾ Ŵħņƈŉ ƀŽ ƄƉ ƀ»žƊŹ ƀŵ īĤŹƄŶŢŹ ƀĮō ôë ŴƉĤũ ƀÝ ƃģ Ƈ.
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ĿŃĤëƀŮùńř:

e. ŴùĤũ óŀŽĤħ ƀ·Ý ƀÝ ƄžúŹ ƈŶőģ Ŀ(File) Ŀ ƃģ ĠōÂƑ ƀĭƄžúŹSave as ĥĤľĮŽģğÃë êúŶë .
f.ń¾ ƀħ ƄžúŹ óŀŽƑïžƈō ſŀ .
g.Save in ƀŦƁ ĠōÂƑ ƀĭ ƄžúŹŵƄũŃÁƀúŉƃĿ Ĥù ôå ôìÝ ŴùĤũ÷Ƅë ƀŹńùŅĠëĤ¶ƃ .
h.File NameƀĭÝ ƃģ ĠōÂƑń ŷƄŽ ŴùĤũ ŴÞĽğĿÅöÉë .
i. ƀÝSave as TypeĠëĤ¶ƃ ųƃÀ ŴùĤũ Ŀ ôë ƄžúŹ .
6.Save×Ñĭ ĠƁƃƃ ôå ŴùĤũ ƄŹƈō ƀŹńõŅ ôë ŃÁŵƄũ ƈŶëĤ¶ ƀÝ.

   ŴÞĽ ğÂģƄť ôå ƀŶë         ÀŃƄŊÝ ƀĭ ƀŦƁ Ĥù ğÃë ŴŪŭ ŴùĤũ)password(  ğÃëŃƃ ôQå   ŴQħ
ƇÃë ƀŽƃ ŃĤë ôìÝ éƄ¾4 ƀŦźƁ ƀÝSave Asôë ƄžúŹToolsoptionƀĭ   ƀQÝ ĠQōÂƑ
Security OptionsóŀQQŽĤħ

  êúŶë  ğÃëƃSecurity   ģŃ ƄžúŹ
ń¾ïƇÅùŀž.  ƀQÝ ôë ÷Ĥº óĿ ƀÝ

Password to openQQÑĭ×
     Ńƃ ƃģ Ġìúŵƃ ÀŃƄŊÝ ŴÞĽ óŀŽĤħƃ ƀĮŉ

ok ĠQQƁƃƃôQQåConfirm
passwordń¾ ģŃïƈōŀž.

13-3  ¶°�

3

12-3 ¶°�

4

5

6
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ųƄë ƀŹńõŅ ƀÑħ ƀÝ ôÐĤÝ  Ħõƃ Ŀ:

      Ŀ ŴùĤũ Ƅù ƃÂģƄť ƀëHTML   ƃÃë ĬĨı ƀÑħ ƀÝ4      ƀľ¾ ÁŽĤźë óĿ ƀŵï       ĤQúħ ƃģ ƄQŶĽģ ƀQ·
 ŃŅƃńħ Ħõƃ ƀÝ ŴùĤũ ÷Ƅō ĬĨı ŴÞĽ Ƅō ÷ƑƄë(web Browser)Žģ Ĥù   ôQë µQöŽń·

ƃņúŽģńÝ.

ŴÞĽŃƄŊÝÀƀĮŵĿŵƃúĠì

ŴÞĽŃƄŊÝÀƀĮŵĿħúĤŵƃúĠìƃģ
OKĠƁƃƃ
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ë çë§ñ à�¶±ìÝ�

ãìýÝ (Search)
  Ŀ   ÁŽĤźë óĿ óŃƑ ƀŵ ƑƄë÷  ƀŽƄŶùĤũ ƀŦƁ Ƅō   ôå        ƇĿ ƇÃQë ĬĨı ƄŹ ôë ń¶ƄƊÞźë ƀÝ

÷Ŀ øŶĭƃ ſĿĤù ƀŵ ƄŹ ÷Ĥº ƄĽ4ƃÃëģŀúÝ ģŃ .

ŸúŞžĭ ôÐĤÝ ƇŃĤë Ŀ Page Setup:

  Ŀ   ÁŽĤźë óĿ   óŃƑ ƀŵ                 ƃģƄQĽ ƀĮìÈ ƃģ ƀĭŃƄÝ 4 ôÑúë 4 ĠÈ ƀŵ ƀæë ôúōĤĹ Ŀ ôÐĤÝ Ŀ Ƅō ÷ƑƄë
  ë ŸúŞžĭ ƀľ¾ƃÃ .źƁŽŃģŀð   ĬƂĵ ôÐĤÝ Ŀ ƀ(Orientation)     ƇĿƄQźš ƀQÝ)Portrait (ģ Ďģ ƃ  øQŮũ

)Landscape ( ƃģ ƄëĤ¶ƃ ƀÑħ ƀÝ ÁŽĤźë óŀźƁùôƃÃëģńĵģ.

ôƊōĤĹ

ƀĭŃƄÝ
ÏƊë
ƀĮìÈ
ƈÈ

ĿƄźš÷

Ůũģø

ż·ħOK
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ƄŉĤĭƑƄë÷ĠōĿ
ĿóĥĤľĮŽģƀÝŹµ
ĿĤÝôÐƀæëù QžŢø

Ah,Agģƃ QùĤ
AiƃQQ¶ĠëĤƃģ
ŽŃģŀźƁðƀĿĤÝôÐ
ƆŵģƄžŶÝƃģƄŵÂŵģƃø

ƀŵŶÞĽôƄĽ ôQÈ
ſńŉŸŉƃ¶ĠëĤ .

e.łťĤë øÝĤå

f. łťĤë ĿŴëĤ¶

g .ƀæë œńš Ŀ łťĤë Ŀ

h .ĿłťĤëĿƄŵÂƈŵģƃƀæë
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Print Preview
  Ŀ   ÁŽĤźë óĿ   óŃƑ ƀŵƑƄëƅ   Ƅō  ƀÐĤÝ ÛĤå ƀŵ ƀľ¾    ƀľŹ Ŀ   ƃ ƀÑħ ƈÝĤå ƀÝïƃŃƄ .     óŀQŽƑ ƀĺŪQő ģĿ

ľĮŽģ ƀŽƄħĤoptionńŵƇ.

ƀŵĿóŽĤźëÁƄŽƃ¾ƀľĿúºƄžſŀŽĿƀÝžŵÁſƄĭïƀƀÝŀŽƑóÀųƃńŎĭùĸëÅúƇ  .

 ƄŵÃĭ Ŀ×Ñĭ µžƉńÝ Ŀ×Ñĭ ÛĤå Ŀ×ÑĭƀÝùſƄĬĽƃëôĿ¾ƄĤÝÐƄÈųĿƄ

ĿùƄóĤÝôÐÈųĿƄ ŷƃŅ Ŀ×Ñĭ

 ¶°�16-3

 ÛĤåùĤ)Print(

ťµÈìŽƃĿƄø)Magnifier(

ùſƄĤÝÐƀùĤ)one page(

 ŷƃŅ)zoom()ƆìŽƃĿƄÈ Ÿë ƃģ µť(

ĿŘĽŌëÈìŽƃĿƄøùĤ)View Ruler(

¶ƀŵƄĤÝÐƀùĤFull Screen
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 : Print Ŀ ÁŽĤźë óĿ óŃƑ ƀŵƄë Ƅō ÷ƑĿÐĤÝ ƇŃĤë ôÝ łťĤë Ŀ īĤŹƄŶŢŹńÐĤÝôƃÃë ÛĤå
 : MagnifierĿ ÁŽĤźë óĿĤƉ ƃƄƉƄŵ ƀÐĤÝ óŃƑ ƀŵƉôƃƄë ×žåƄë.

: One page ƃƄë ŃĤë óńÝ ÄƄŹ ôå ŴùĤũ ƀŦƁ ƀĭńöå ƀëïÏÐĤÝ ńöźō Ƈńŵƃ ôģƄù ƃÂģƄť ƃģŅ ſƄù ó
 ƀÐĤÝ ôƉƄžùƃƃ4 ƀľ¾ ÁŽĤźë óĿ ƀŵ ƄŽïƄŶĽģ ƀ·

: Multiple Pages ĿóĿ ÁŽĤźë óŃƑ ƀŵž¾ ſńŉ ôŶħ ƀŵ Ƅù ôë ĬĽƃ ſƄù ƀÝ Ƅō ÷ƑƄëî
Ýž¾ ƀî óŃƄÝ ƄÐĤÝ ƃÅÞō ńĭƃ ôù ſńö¾ ƃģ ƃĿÅúëïƃŃƄ.

 :ZoomſĿ ƀÐĤÝ ƀŦƁ ģĿ ôåƄë ŃĤë ôìÝƃƇƄë ×žåƄë ƃģ ƀùƄŵ.

View Ruler : Ŀ ÁŽĤźë óĿ óŃƑ ƀŵ Ŀ Ƅō ÷ƑƄëPrint Previewń¾ Ĥù ƃģ µÝ Ōë ŘĽï ŀž
ƃÃë.

 : Full Screenń¾ ƀĭ ģŃ ſńö¾ ƀŵƄ¶ ôÐĤÝ ƇŃĤë ĿïƇƃŀž
: Close PreviewƀŵPrint PreviewƃƃŃĤë ÁŽĤźë ģĿ ſŃĤÞŵ ƄŶĭƃ Ŀ ƀľ¾ ôÐĤÝ.

 Ŀ ƀľ¾ ƄŽƃÁŽĤźë ƄúžĭŃƄÝ ƀŵïğÃë ģńĵģ ƀŮùńř óŀŽƑ ſŃĤÞŵ ôžĮŊúĽģ ƀ·.

ƀŮùńř ŃĤë Ŀ :
e.Ŷőģ ĿƈğÃëƃ êúŶë óŀŽĤħ ƄžúŹ ƀÝ ŴùĤũ Ŀ ôë ƀ·Ý ƀÝ ƄžúŹ .
f.Ĥũ ƀŵ ƀÝ ƀľ¾ ƄžúŹ ŴùPrint PreviewğÃëƃ êúŶë óŀŽĤħ.

 ĿPrint Preview ĿOptionƀÝŶëúêƄŵƄëſńŉ
ƀŦƁĤÝÐƀåôƀÝek-gŴìō Qëô QÈųĿƄ ƄQōóſĿ
¾ńïŀž÷ÅùƃģƀŵƀŦƁºĤùƀĿŶÞĽôģÂĭ QúĤƃÂ QŽĤźëÁ

ğƃŃĤëƃ.

ĬƊŵĤŢũ :
 ſĿŅ ƀÝ óĿ ƈìŽƃƄëï 4ƈō øŶŎƉƃƃ ƄŽƄÝƃń
 ńƁï ƀÐĤÝ ƇŃĤë óĿ ÛƃńAiŽ ƀÝ 4ƇÃë ƀÉ

ƄƉ óĿ ôë ƀŦƁſóĿ ĤƊħ ƃģ ƈìƊŵƃ ƀŵĤŮŹôƉ Ŀ
ƇÃë ÛĤå ƀŚŉģƃ ƀÝ żƊōĤŹ ÛĤå.
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�±ìÝ à�¶ñë«§

Editñá ãìâ± § �òìæ

    Ĥù ŻƄźŉ ĿEdit   Žń¾ ƀìŵ ƄžúŹð   ôå ƀ  ôƉ      ŽƃÁŽĤźë ńõÀ Ġžùƃ ôë Ŵìō ƈžĭŃƄÝ ƀÝ    ƃģ Ƈńŵ ƀ  ôù ńõÀ
ƇĿ ƇƄō ĸùńŎĭ ôë ƄŽƄľŹ ƃńöĭ ƀÝ . ŸƂŹ ńõÀ ôå ƀŽƃÁŽĤźë Ƅ¾ ƀĮŵĿï ƇÅúë ŴÑƄŽèúÝŃĿ ƀĭƄŉĤĭ:

:UndoĿ    ÁŽĤźë óĿ   óŃƑ ƀŵ   Ƅō ÷ƑƄë     ƃģŃ ƀĭńöħ Ŵźš ƅƄō ģńĵģ ŴÞĽï     ŸƁ ĤƉ ƃģ ƃƄºń  ƀQŦƁ
ƀĽńħ ôåƃ óÂƃ ƀ»žŹ ƀŵ ƄŹ ôìľŹſ4ƃ ģŃ ôù ƀĭńöħïƃƄºń.

ĿĥĤľĮŽģƄōƇżĮŹƄť¾ųƄ
ĿĥĤľĮŽģƄōƇĽńħôÝĤëƈƃģĿ

ÞźëúƄ¶ńŞũĤĹôƀĭĤÞŉŃų

ĿÞźëúƄ¶ƀŵńŅõŹńô¾ƀľĿńŉńë
ºĤ÷ĭƀĿżĮŹųĤŮĮŽģ

ĿĥĤľĮŽģƇƄōżĮŹųƄëĤÝ

ĿĤũùŴĿ¶ƄĽńħƄŵƄ¶ŴëĤ
ƀÝżĮŹëôŵ·ŻƄ

ĿùƄóźŶëôųŀŽƄŹƃģƀÝƀŶħƉôģÂųƃ

ĿĤũùŴùƄó¶ŶëĤôĽńħôƀĭŴŶĭ

ĿĮŉƃŃƃž×ŵúžìôŃģńìĭ

žìľŹƈĬŵĤĹƀĭĭģŃî
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: Redo ÁŽĤźë ģĿ ĿUndoƇƄë Ŵźš ňìš ƀÝ . Ŀ ôå ƀĽńħ ƀŦƁ ôžŢùUndo ƄŹ ƀŚŉģƃ ƀÝ
Ź ƀŵ ôù ƀĭńöħ ſĿ óÂƃģŃƃÃë Ńģńìĭ Ĥúħ Ŵźš øĮŉƃŃƃ ŴÞĽ Ƅō ÷ƑƄë īŃĤĨš Ŵħ ƀÝ Ĥù ƃÂƃ ƀ»ž .

 ĿView ôŽĿƄÈ ĤùƄžƊŹ:
  ĿviewŽƃÁŽĤźë īĤùŅ ƄžúŹƇńŵ ƀ ôåģƄùŅ ƀìŵ ôžúº óĹńř ƇĿĤšƀ(Normal layout)

4Ĺńř ôÐĤÝ Ħùƃ Ŀƀ(web layout) 4Ĺńř ÛĤå Ŀƀ(Print Layout) ƃģ êƊŵ żźŵ ƃģ êƊŵńŉ
(Header & Footer)ƃƄë ƈũńŢŹ ƀĮŵĿ.

Ƅĭ ſÁžŵ ƀÝ ƄùńƁ ƄŽƃÁŽĤźë ƄùƄō ƃĿĤù ƄúžĭŃƄÝ ĿïƇÅúë óŀŽģÂƃ ƀ.

Ĺńř ƇĿĤšƀ :(Normal layout) ƀÑħ ƀźŞžŹĤŽ ƀÝ ƀÐĤÝ ƇŃĤë ôå ſĿ ƀĹńř ſƄù
ń¾ïƇƃŀž .Åŵ ôë ƄŶëĤ¶ ƀÝ ôÐĤÝ ƇŃĤë Ŀ ƀľ¾ ÁŽĤźë óĿ ƀŵ ƑƄźŢŹ ſï ƇÅúë ŴĮŊúĽģ ƀ· . ƀÝ

Normal layoutſŃĤÞŵ ƄŶëĤ¶ ôÐĤÝ ƇŃĤë Ŀ ƀÑħviewōÂƑ ƀĭ ƄžúŹĠŵĤŹ ŃƄŽ Ŀ ƃģôĹńřô ƀÝ
ĥĤľĮŽģğÃëƃ êúŶë óŀŽĤħ .

Ĺńř Ħõƃ Ŀƀ ZË:web layoutĹńř ƇĿĤš Ŀ ŸƁ ÁŽĤźë ģĿôÅŵ ſńõÀ ƃģ ÷Ŀ ńö¾ ƀÝſï ƀ·
  óńĭ ƇÅúë ŴĮŊúĽģ .    ôÑħ óĿ ƀŵstyle ƀľ¾ĈƑƄźŢŹ úŽń·Žģ Ŀ     ƃÂƄĵ ƃģ ƄŶìúŵ Ŀ ƄÐĤÝ ƈ·  ſŃĤQÞŵ Ƅŵï  ƀQ·

em-gŴìō
ViewŹúƄžƃģĿƀŦƁŸƂŹŽĤźëÁƀŽƃ

ƀŵƇĿĤšĹńřôſńŉĿÝĤÐôÈųĿƄ

ĿƃùĦƀÝĹńřôſńŉĿĤÝôÐÈųĿƄ

ĿÛĤåƀÝĹńřôſńŉĿĤÝôÐÈųĿƄ

ĿĤÝńŉôÐƃģƈŭŃƃĤÝģùųƃĿĤĶ
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 ƇÅúë ŴĮŊúĽģ .  óĿĿStyle       Ŀ ſŃĤÞŵ ƄŶëĤ¶ ĿView      ƃģ ĠōÂƑ ƀĭ ƄžúŹÝ     êöŶë óŀŽĤħ żìùė Ħõƃ ƀ
ğÃëƃ4 óŀźƁ ƀÝ ƀÐĤÝ Ƅŉ ĤĮŉ Ƅ¾ńĭstyleƇÂƃģƃ .

Print layoutĿĹńř ÛĤåƀ:ƃńÝ ÀŃƃ ƀÝï ŷģńWordôë ĿĤĶùģ Ŀ ŴùĤũ Ŀ ńQĭ ſŃĤÞŵ
ƄŵƄ¶ ƃģ ſŃƄť Ŀ÷Ŀ ĥĤľĮŽģ ųƄźŢŹ .Ŀ ĿĠŶĽģƃ ŃĤë óŃƑ ƀŵ ôĹńř ×žĭŃƄÝ Ŀ ſŃĤÞŵ ĥĤľĮŽģ Ŀ ôĹńř ó.

Header & Footer ZËêƊŵ żźŵ ƃģ êƊŵńŉ : ƀÝ ƀľ¾ ôŦƁ ƀŵ ôå ſĿ ƀŶöŉƃ ƀŦƁï  ƀQ·
              ğƄåģƃ ôë ƀúŉƃĿ Ĥù ƃģ ŴùĤũ ŴÞĽ ƀÝ ƀŽƃņú¾ ńõÀ Ġō ÷ƑƄë ƄŉĤĭ ſńŉ ôžĮŊúĽģ4      ĿĤĶùģ Ŀ ŴùĤũ Ŀ ƀìŵ

    ļŹ Ŀ 4ƀ·úŽï     ƀÝ ŃƄŽ ƃģ ƀÑ    żźŵ ĤƉ êƊŵńŉ  êƊŵ    ƃÃë ÷Ĥº ƀÝ ÷Ĥº ôë .     ƀÝ ÄƄŹ ôå ƀŶë   żźŵ ĤƉ êƊŵńŉ
êƊŵƃƄåģ ƀ¾Ƅù ôë4ƃņú¾ ƇÂƄŹƄŽìöĭĤŹƄĭģ ƀÝ ôë ƄŽƄľŹ ƃŃƄŽ ƀÝ ƀŽƀƄĭïƈºģŃ ƀ  .

e. Ŀ ļŹ Ŀï ôÑŴìúŵ
f. ńöźō Ŀ ƄŽƄľŹ ĿŴìƊŵ
g. Ŀ ļŹ ĿïųƄë µŹŃĤũ ôÑ
h. ô·öŽ ĿŴìƊŵ .
i. ĬĽƃ ĿĤĶùģ Ŀ ŴùĤũ Ŀ
j.ŸúŞžĭ ôÐĤÝ ƇŃĤëĿ
k. ƃģ ôÐĤÝńŉ Ŀĭ ¹žŹńĭ ƈŭŃƃĤÝîĭģŃî
l. ƀŵ êƊŵ żźŵ ƃģ êƊŵńŉHeader & FooterŴĭƃ ƀľ¾

20-3:¶°�

ƀÝŵńŉúêƃģżźŵŵúêëôƀĮōŽĤźëÁƀŽƃ

1 3 5 7

2 4 6 8

ĬƊŵĤŢũ :
 ƀÝ óĿ ƈìŽƃƄë ſĿŅï ńƁ 4ƈō øŶŎƉƃƃ ƄŽƄÝƃńï óĿ Ûƃń

ƀĺŪő ƇŃĤë ƀŶÞĽ ńƁ Ŀ ôĺŪő Ŀ ôå ƇÃë ſńħģńħ ųƃÀ ģĿ
 Ŀ ôë êƊŵ żźŵ ńƁ ƀÝ ƃģ ŷƄŽ Ûƃńï Ŀ ôë ÷Ĥº ƀÝ êƊŵńŉ

ƈōģŃ Ŵìō īĤŹƄĭģ ƀÝ ĬšĤŉ ƃģ ƀ·öŽ 4ſńŹƄŽ ôĺŪő.
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ÞĄì�±ìÝ à�¶ñë«

 §æñ�®ú«áò ìæñ�Insert Menu
  Ŀinsert    ƃńÝ ÀŃƃ Ŀ ƄžúŹï      ƃģ ƄźƂŹ ƃńõÀ ƀŵ ŷģńï ƃĤúĮŽƄō ƃŃƄ·ƃ   ƀľ¾ï ƇÅúë ŴÑ.  Ŀ   ƄžúŹ óĿ ƀÝ

  ôŽƃŃĤë         ƃÃë ƀžŽ Ŀ ƀĭ ŴùĤũ ŴÞĽ ƀŽƃņú¾ īĤùŅ Ƅō ÷ƑƄë4 ƀìŵ:     ôÐĤÝ ôŎĭ ĿųƄĭĤƉŅ     Ŀ ŴùĤũ Ŀ 4 ƄŵƃÂƄĵ
  ĬĽƃ ƃģ ƀ·öŽ   ôÐĤÝ Ŀ 4ïƀÑƄŽƃŃƄ»Žģ Ŀ ôë ŴùĤũ ƀÝ 44ƄŽƄŵƄĨźŉŃƄŽ ƃģ ųƄåģ ƄÉŽ Ĥù .  ƀQÝ ƄŉĤĭinsert

     óŀŽƑ ƀÝ ƀŽƃÁŽĤźë ĿƄĵƄŹ ôë ƄžúŹŴìōŀúŵ ôëƅƑĠō .   ƄŽƃÁQŽĤźë ƄQŶťģŃ ƀŵ ôë Ŵìō óŀŽƑ ƀÝ
ƀŽƃÁŽĤźë ƀŦƁ ƀľ¾ ôå żùÂģ ƃģ ŸƂŹïƇÅúë ŴÑ4ÝƄĭ ſÁžŵ ƀïƇĿ ƇƄō ĸúŕƄĭ ƀ  .

   ôÐĤÝ Ŀ ųƄë ƈƉĤźƊŽ   Ĥùbreak  ÷Ŀ ÁŽĤźë ƀŦƁ   ôå        óńQĭ ſŃĤÞŵ ƄŵÂƃģŃ Ŀ ôÐĤÝ ôŎĭ óƄŽ Ŀï  ƀQ·
ƇÅúë ŴĮŊúĽģ  .

fd-gŴìō:ĿinsertŹúƄžƃģĿƀŦƁŽĤźëÁƀŽƃ

ųÂƃģŃ ŴùĤũ ƇƄō ųÂƃģŃ ôìľŹ
ĿųƄŶĽģĿ ģŃ ƄŽƃņú¾ ƃŃƄŽ

ųƃÂƄĵ ´ĤëƄå Ŀ ſŃĤÞŵ żĮŹ Ŀ
ĤùĿ ĿïųƃÂƄĵ ƄŽƄŹģń

  ƃģ ŴùĤũ ƀŵClip artųÂƃģŃ ƄŽƃŃƄ»Žģ Ŀ ƀľ¾

ĿŉúƄŵƄĨźųÂƃģŃ ƄŽ

 ƀ·öŽ ƄŵƄë ƀĮ»žŹģŃ Ŀ ŴùĤũ Ŀ
ĬĽƃƃģ

 óŀŽĤħ ƀÐĤÝ ƀÝ ĿïôÑſńŹƄŽŴìƊŵ

ųÂƃģŃ ôÐĤÝ ôŎĭƃģ óƄŽĿ
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22-3:¶°�

 ÷Ĥº ƀÝ ÷Ĥº ôëńŉ ƀÝ ôÐĤÝ ôìŽƄŶĭģŃ Ŀ ńŉńëğÃë
 ôë ńŉ ƀÝ ôÈńë ôìŽƄŶĭģŃ Ŀ ńŉńëğƃŃĿƃ.

ģƄùŅÐĤÝ ôĮŪĵ óôŵ ƀìf4hƇƄë ƀĮ»žŹ ģŃ
ģƄùŅ ƀìŵ ôÐĤÝ ūĤĭ óe4g4iƇƄë ƀĮ»žŹģŃ.

ĿƀŮùńřŃĤë:

ƃńÝ ÀŃƃ Ŀ Ňƃģ ƄŉĤĭï ƀÐĤÝ ƀŎĭ óƄŽ ğÂģƄť ƃģ ĬŉĤù ôë ƀÐĤÝ ƀÝ ŷģń ƀĭĤƉŅğÃë .
e. ĿInsert Ŀ ƃģ  ĠōÂƑ ƀĭ ƄžúŹBreakĠƁƃƃ ÁŽĤźë .
f.ƄžúŹ ſƄù ôåĠžùƃ ôù ôë Ŵìō óŀŽƑ ƀÝ4ń¾ï ƇÅùŀž.
g.Ľńħ ſƃĿ ƄžúŹ óÂƄŹƄŽô ƇńŵƇÅúë ųŀúŵ ôë Ŵìō óŀŽƑ ƀÝ ôå.
h. Ŀpage breakĥĤľĮŽģ)option( Ŀ ƀĮŉƃŃƃ ĠƁƃƃOkÑĭ×ĤìƊëÄğ
5.ƇÅúë ƀĮ»žŹģŃ ƀÐĤÝ ƀŎĭ óƄŽ ſƄù.

ÂģƄťƃ ƀĭńöå ƀëğÐĤÝ ƇŃĤë ƀÝ żĮŹìúŵƃ ƀÈńë ƀÝ ƀÈńë ôë ƀĠ Ŀ ôë īŃƄő óĿ ƀÝ
Column break×Ñĭ ğÄĤìúë ƃģ ĤúħOKÄĤìúëğ.

21-3:¶°�

 Ŀ ôÐĤÝ ôŎĭ óƄŽ ĿƄŵƄĭĤƉŅĬúšƄŽ

ųŀöë ƀĮ»žŹģŃ ôÐĤÝ ôŎĭ óƄŽ Ŀ
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ÛĘë�« «ìāå� §:

     ƃńÝ ÀŃƃ Ŀ ųÂƃģŃ ŃƄ»Žģ Ŀï    ƃģ ƄžźĮÈŅŃģ ƀŵ ŷģńï ƀľ¾ ƃƃĤúĮŽƄō ƃŃƄ·ïƇÅúë ŴÑ.   óĿ ƀQŵ ÄƄQŹ
 ƀÝ ƀľ¾ ŻĤìŹģïƄō ÷ƑƄë ſńŉ ôžĮŊúĽģ ƀ·Ń ƀĭ ŴùĤũ ŴÞĽ ŃƄ»Žģ Âƃ ôÈƄĽ ĿƃÂƃģ . ƄŵÂƃģŃ Ŀ ŃƄ»Žģ Ŀ

 ƀŵ ſŃĤÞŵInsertƄĭ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹïğÃëƃ Ŵźš ƀ .

ƀŮùńř ŃĤë Ŀ:
e.Ý ôë ƀ·Ý ƀÝ ƄžúŹ ƈŶőģ ĿńInsert êúŶë óŀŽĤħ ƄžúŹğÃë .
f.ńŉńë ƀÝPictureğĿÅúë óŀŽĤħ4 Ƅ¾ńĭClip Art ƃģFrom FileĥĤľĮŽģń¾ģŃïƈō ŀž.
3. ƀŵ Ġō ÷ƑƄë ƄŉĤĭ ŇƃģClip ArtĤũ Ĥù ƃģğÂƃģŃ ŃƄ»Žģ ƀľ¾ Ŵù.

ƀŵ Clip ArtųÂƃģŃ ŃƄ»Žģ Ŀ ƀľ¾ƃģ
ųÂƃģŃ ńƉƄŒĭ Ŀ ƀľ¾ ŴƉĤũ ƀŵ

 Clip Art : ÷Ŀ īŃĤĨš ƀľ¾ ƄŽƃŃƄ»Žģ ƄŦƁ ƀŵ
Ƅĭ ÀŃÁž·ŉ ƀÝ ôåïƃńÝ ÀŃƃ ƀÝ ƀï ôë ŷģńƇńŵ ŻƄĮō.

 {ƀÐĤÝ ƄŶùĤÝ Ŀ ŻƄ·ŵ

 ŻƄ·ŵ ĿÑĭ×

ňìħ ŻƄ·ŵ Ŀ

ĿClip ArtųÂƃģŃ ŃƄ»Ž ģ Ŀ ƀľ¾

 ¶ËZ§ Ä·ϝ֔ϭέ έϮթϧ Ω ϪΨո
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e.ÝńClip Art óŀŽĤħŶëúêğÃë.
f.¾ģŃ Ġžùƃ ôù ôë Ŵìō ŴħĤŮŹ ƀÝ ôå ƃÁžõƃ ƀŦƁńïƇÅùŀž .
g.Ġìúŵƃ ôë ´ĤëƄå ƀÝ ŻƄ·ŵ Ŀ ğÂģƄť ųƄ·ŵ ôù ƄŉĤĭ ôå ŷƄŽ ŃƄ»Žģ ƀŦƁ Ŀ .
h.Go×ÑĭÄĤìúëğ4
i.ƀÝ ƄŉĤĮŉ ôë ƀÐĤÝ ƀÝ ƄŶùĤÝ ĿğÃëƃ êúŶë óŀŽĤħ ŃƄ»Žģ óŃƄÝ ſÂŅ4
j.ƈºģŃ ŃƄ»Žģ .

f _     ųÂƃģŃ ńƉƄŒĭ Ŀ ƀľ¾ ŴƉĤũ ƀŵ :              ôQë īŃƄő óĿ ƀÝ ƃÂƃģŃ ƀľ¾ ŴùĤũ ƀŵ ŃƄ»Žģ Ƅù ƃÂģƄť ôå ƀŶë
ƀŵ(Insert)ƀÝ ƀľ¾ ƄžúŹPictureƃƄë êúŶë óŀŽĤħ ƃģ  From FileƃƄħĤľĮŽģ4  óŀQŽƑ Ƅ¾ńĭ

ń¾ģŃ ƃÁžõƃïƈō ſŀž .ƃƄë Ŵźš ųƃÀ óŀŽƑ ƀÝ Ĥúħ ƃģ.

ƀŮùńřŃĤë Ŀ:
e.÷Ŀ ƀĭģńÝ ôìÝ ƀŽƃŃƄ»Žģ ôå ĠëĤ¶ƃ ŃÁŵƄũ ƀŦƁ .
f.ŃƄ»Žģ ƀŦƁ ôåğÂƃ ôùģŃ ğÂģƄť4 ĠëĤ¶ƃ .
3. ĿInsert×ÑĭÄĤìúëğ4ŉ ŃƄ»Žģ Ƅ¾ńĭƈōģŃ ƀĭ ôÐĤÝ ƄŉĤĮ.

 ƄŦƁ ƀÝ ôå ŴëĤ¶ ŃÁŵƄũ ƄŦƁ Ŀ
÷Ŀ īƃńÝ ŃƄ»Žģ ôë

 ĿInsertøÑĭ

ƀÝÁŵƄũ ƇƄō ŴëĤ¶ôë Ń
ƀŽƃŃƄ»Žģ ƀĭģńÝ

ĬƊŵĤŢũ :
Ƅë ſĿŅƀÝ óĿ ƈìŽƃƄŪŶĮľŹï ńƁ 4ƈō øŶŎƉƃƃ ƄŽƄÝƃń

ï óĿ Ûƃń Ŀ ŃƄ»Žģ ƄƉClip ArtŽģ Ƅù ƃģ Ŀ óĿ ŃƄ»file
ŃĤë Ŀ ƀŽƈŵƃģŃ ļŹ ńÝ ôĺŪő Ƈ.
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�±ìÝ à�¶ñë èāæb

§ÛëĘì� Ûë¨�(Table)
 ÀŃƃ ƀÝ(Word) ƃńÝï              ƄžźĮQÈŅŃģ ƀQŵ ôë ĬÉŵĤĨźŉ ƃģ ÖŀžĨŵÀ ƀÝ ƄĭĤŹƄŶŢŹ Ŀ ƀŽƄŵƃŀĵ ôë ŷģń

ĤŉƃƉ ƀľ¾ ƄŶïƇÅúë ŴÑ.

ĿĤù ƀÝƃńÝ ÀŃƃ ƀÝ ſŃĤÞŵ ƄŶÉë Ŀ ųƃŀĵ Ŀ ôå ğńŵƃïƇńŵ ŻƄĮō óŃƑ óƃĿ ôë ŷģń.
e.ųƃŀĵ ƀŵ(Table)¾ ƄžúŹĿ ƀľÉë ųƃŀĵ4Ŵ
f.Ĥŉƃ ÀŃÁž·ŉ ĿùųƃÂƄĵ ųƃŀĵ Ŀ ƀĮŉńŹ ƀÝ ƄžúŹ Ŀ ƄŶ.

   ſĿĤù ƀŵƀŹ       Ŀ ųƃŀĵ Ŀ ôå ĠŉĤħƄŶÉë       ƃĿ ſŃƑ ƀŽĤŉė ƃģ ƀì·å ƄŵƄ¶ńĭ ſŃĤÞŵƉ      ƀQÝ ôå ſĿ ƀŮùńř ƀź
Ƅĭ óŀŽƑïſĿ óƄō ųĿƄÈ ƀ.

3.ųƃŀĵ ƀŵ(Table) ųƃŀĵ Ŀ ƀľ¾ ƄžúŹŴÉë: ƀŵTable ſŃĤÞŵ ƄŵƃÂƄĵ ųƃŀĵ Ŀ ƀľ¾ ƄžúŹ
ř óŀŽƑ ƀÝƃƄë Ŵźš ƀŮùń.

§¬Á«�lñèÖ:
e. ƀŵTableÝ ńŉńë ŇƄŹ Ŀ ƀľ¾ ƄžúŹ ńInsert ƀĮŉƃŃƃ ƃģ ğĿÅúë óŀŽĤħTableğÃë êúŶë .
f. ĿTableƄžúŹ ƀŦƁ ſńŉ ƄŵƄë êöŶë ƀÝ ôåff-gſĿ óƄō ųĿƄÈ ôë Ŵìō 4ń¾ģŃïƇÅùŀž.
3. ƄÈńë ƇĿƄźš ƃģ ôŮũģ Ŀ )Clumns & Rows (ĠëĤ¶ƃ ńöźō.
4.Ok×ÑĭğÄĤìúë.
5. ųƃŀĵÂƄĵƇÅõ.
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 ¶°�22-3

 Žń¾ ƀìŵð        ńöźō ƄÈńë ƇĿƄźš Ŀ Ġžùƃ ôë Ŵìō ƈžĭŃƄÝ ƀÝ ôå ƀgƄŹ ńöźō ƄÈńë ƈŮũģ Ŀ ƃģi
Ý ƃģ øŶëĤ¶Ƅō ƀĮ»žŹģŃ ųƃŀĵ óŀŽƑ ôë ƀŶùĤÝ ƀ .

ųƃŀĵ ÷Ƅō ŴÉë
2.Ĥŉƃ ÀŃÁž·ŉ ĿùŴÉë ųƃŀĵĿ µŹ ƀÝ ô·Ý Ŀ ƄŶ:

 Žń¾ ƀìŵð   Ƅō Ŵùƃƃ ôå ƀų           Ĥŉƃ Ŀ ô·Ý Ŀ ſŃƑ ƀì·å ƄŵƄ¶ńĭ ƄŵƃÂƄĵ Ŀ ųƃŀĵ Ŀù     ſĿ ôŽƄQō µŹ ƀÝ ƄŶ .
Ý ųƃŀĵ ƈžĭŃƄÝ Ŀ µŹ ƀÝ óŃƑ ƀŽĤŉė ƃģ ôì·å ƀ¾Ƅù Ŀ ƃÂģƄť ŇƃģńŽĤºðƃĤúĭÃƃĵ ųƃŀĵ ƄùƃÃë ÂƄ .

ƀŮùńř ŃĤë Ŀ:
e.Ŀ ƀÝ ńŉńë ŇƄŹTableğĿÅúë óŀŽĤħ żìùė .
f.Ŀ ńöźō Ŀ ƄÈńë ƇĿƄźš Ŀ ƀÑúë ŇƄŹ Ŀ ſŃĤÞŵ ƄŶëĤ¶×ÑĭğÃëŃƃ ĬëńĹ ƇŃƄŵ ƈÈ ƀÝ ƀĭ ŇƄŹ ƃģ ğÄĤìúë .
g.Ůũģ Ŀƈ ƀÑúë ŇƄŹ Ŀ ſŃĤÞŵ ƄŶëĤ¶ Ŀ ńöźō Ŀ ƄÈńë×ÑĭğÃëŃƃ ĬëńĹ ƇŃƄŵ óŀŽƑ ƀÝ ƀĭ ŇƄŹ ƃģ ğÄĤìúë.
h.ŹƄĭģ ƀÝ ųƃŀĵƄĭ īĤïƇÅùÂƄĵ ƀ.

ŴëĤ¶ ƄÈńë ƇĿƄźš Ŀ
ƄžúŹŶëĤ¶ ƄÈƃńë ôŮũģ ĿƄƄžúŹ

 ŸúŞžĭ Ŀ ųƃŀĵ ĿøÑĭ

okøÑĭ

ƄĵÂųƃŀĵ ÷Ƅō
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�±ìÝ à�¶ñë ěcµ

 ûá«�Ññ§ �á ìÝìl«ë ēđ�òìæ

    ƃńÝ ÀŃƃ ƀÝ ƄžúŹ µŹŃĤũï  ŷģń(Word)            ſńõÀ ſƄù ſŃĤÞŵ ĬÉŵĤĨźŉƃģ ŸúŞžĭ 4 ÖŀžĨŵÀ Ŀ ƄĭĤŹƄŶŢŹ Ŀ ôë
   ƀŶúŉƃ ƀžźĮÈŅŃģï ƇÅúë ŴÑ .       ŽŃ êúŵ Ŀ ƃģ ƀæë ƃŃƄĭ Ŀ 4 ƀŽƄŵƃÀ ŘĽ Ŀ ğÂģƄť ôå ƀŶëî Qŵ ĠëĤ¶ƃ ƀ

Format     Ƅĭ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹï  ğÃëƃ Ŵźš ƀ .             Ŀ ƃģ ƃŃƄĭ ƃģ ôæë 4ųƃÀ Ŀ ŘĽ Ŀ ôå ğńŵƃ ĿĤù ƀÝ
Ŀ êúŵŽŃîƃńÝ ÀŃƃ ƀÝ ſŃĤÞŵ ƄŶëĤ¶ Ŀï óŃƑ óƃĿ ôë ŷģńƀĮō .
e.µŹŃĤũ ƀŵ(Format)ľ¾ ƄžúŹ4ƀ
f.Ĥŉƃ Ŀ µŹŃĤũ ĿùƀĮŉńŹ ƀÝ ô·Ý ĿƄŶ.

ûá«�Ñ èÝ(Format)áòè¦Ą ìæ:Ŀ 4êúŵ Ƅō ÷ƑƄë ÄƄŹ Ňƃģƀæë ƃŃƄĭ Ŀ 4ųƃÀ êúŵ4 ƃģ
ŽŃ êúŵ ĿîƄëĤ¶ƃ ƀĮŉńŹ ƀÝ ƄžúŹ µŹŃĤũ Ŀ.

ôæë 4ųƃÀ Ŀ ŘĽ Ŀ4ŽŃ ƃģîŸúŞžĭ ƃģ ŴëĤ¶

ĿģńÝïŸúŞžĭ ŧģń
 Ĥù µöŶħ ƀĭ żĮŹïŃƃ ƀÑųƄë

 ƇŃƄúŉ ƃģ ôúōĤĹ 4ƄÈńë Ŀ
ųƄëŃƃ

ŽŃ ƀÝ ôÈƄĽ ôŶÞĽ ĿîŽŃ ƀìźºðųƄ
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ĿƀŮùńř ŃĤë
e.Ý ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵńFontğÃëƃ êúŶë óŀŽĤħ .
f.ń¾ģŃ ôå ƀľ¾ ƄžúŹ ƀŦƁ ƀŵïŽŃ ŘĽ Ŀ ƃģ ųƃÀ ŘĽ Ŀ 4ſŅģŀŽģ ƃŃƄĭ Ŀ ƇÅùŀžî Ŵìō óŀŽƑ ƀÝ

ğÃë ĥĤľĮŽģ .
3.OK×ÑĭÄĤìúëğ .

˺.  Ŀ µŹŃĤũ Ŀ   Ĥŉƃ Ŀ ô·ÝùƄŶ µŹ ƀÝ :     4ôæë Ŀ ƃŃƄĭ Ŀ  êƊŵ)µŽƄũ(   Ŀ 4  µŽƄũ     êQúŵ Ŀ ƃģ ųƃÀ
ŽŃîńĭ ƄŶëĤ¶ ĿĤŉƃ Ŀ ô·Ý Ŀ µŹŃĤũ Ŀ ſŃƑ ƀì·å ƄŵƄ¶ùŶƄſĿ ôŽƄō óŃƑ ƀŵ . óŀźƁ Ŀ ƃÂģƄť ÄƄŹ Ňƃģ

       óŃƒŽÃë ×žĭŃƄÝ ƀĮŉńŹ ƀÝ óŃƑ ƀŽĤŉģ ƃģ ôì·å4  ôžŢƉ        Ŀ ƃģ ŴëĤ¶ ųƃÀ êúŵ Ŀ 4ŴëĤ¶ êúŵ Ŀ   Ŀ êQúŵ
ŽŃ ƃģ ôæëîƄŉĤĭ ŴëĤ¶ƄúÈƃ ƀĭ .Ĥŉƃ Ŀ µŹŃĤũ Ŀ ƄŉĤĭ ŇƃģùƄŶ Ġō ÷ƑƄë ƃģ ğńŵ ĤúĭŀŶħ ſńŉ ô·Ý ƀŵ

 ƀÝ ƀľ¾ ôŦƁ ƀŵïğÃë ŸúŞžĭ ƃģ µŹŃĤũ ƀúŉƃĿ Ĥù ŴùĤũ ŴÞĽ ſńŉ ƄĮŊúĽģ ƀ·  .

êúŵĿ)ƃŃƄĭ(ųƄħĤľĮŽģ

ųƄħĤľĮŽģ ųƃÀ Ŀ êúŵ Ŀ

ĿŽŃ Ŀ ƃŃƄĭîŴëĤ¶

OK×Ñĭ

ŴëĤ¶ ôæë Ŀ ŘĽ Ŀ
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Ä¬Ë�� �Z¯ {:

e.Ŀ Ŀ ńŉńë ŇƄŹµŽƄũÝ ųƃÀ ĿńğÃë ôù êöŶë ƃģ ğĿÅúë óŀŽĤħ ´ĤëƄå.
f.ŹƄŽ ƄùÂƃģ ģŃ ÃŶğ ôå ŘĽ Ŀ Ŵöħƒöħ ƀÝ ŃĿ ƀŽƄŵƃÀïƇƄë ƀĭƄ.
g.ŹƄŽ ƇÂƄŹƄŽ ƀŵ ĠëĤ¶ƃ ŘĽ ôÈƄĽ Ŀ ŴÞĽ ƀľ¾ ÃŶ . ƄŹ ôë Ŵìō óŀŽƑ ƀÝB Nazanin øŶëĤ¶

÷Ŀ .
4.  Ŀ))  ôæë Ŀ µŽƄũ((Ýń          ĠëĤ¶ƃ ſŅģŀŽģ ôÈƄĽ Ŀ ƀŶÞĽ ƃģ ğÃëƃ êúŶë óŀŽĤħ ´ĤëƄå .  Ġžùƃ ƄŉĤĭ

 ôë Ŵìō óŀŽƑ ƀÝ ôå��ſĿ óƄō ĥĤľĮŽģ ſŅģŀŽģ.

h. ƀŶëƈåÂģƄťğƄùŕ Ĥù ƀŶħÀ ƀÝ żĮŹľń¾ ƀÑħ ƀźúïƈō ŀž4 ƀÝ ƄŽBold êöŶë óŀŽĤħ
ğÃëƃ .

i. ųƃÀ ŴùĤźĮŹ ƀÝ)Italic ( ƀÝ ſŃĤÞŵ ƄŵĿƄÈ Ŀ żĮŹ ĿğÃëƃ êöŶë óŀŽĤħ .
j. ôÈńë Ŀ óŀŽƑ żĮŹ ńĭ ƄŶÉë ĿÝ ſŃĤÞŵńUnder line) (ğÃëƃ êúŶë óŀŽĤħ .
5.ŽŃ Ŀ ńŉńëîĽ ƃģ ğĿÅúë  óŀŽĤħ ´ĤëƄå ƀÝŽŃ Âƃ ôÈƄĽ Ŀ ŴÞîĠëĤ¶ƃ ſŃĤÞŵ żĮŹ ŴÞĽ Ŀ    .

fi -gŴìō:Ĥŉƃ Ŀ µŹŃĤũ Ŀùƀ·Ý ƄŶ

eøì¶
  ĿµŽƄũ     Ŀ Ŀ ňìħ êĨŉ ĿŃƄùƃ  øìŽƃńŵ ƄŵƃÀ÷Ŀ

            źĮŹ 4ƈŵģƃ ŴħÀ Ŀ ŘĽ Ŀ ƀľ¾ ƄŽƄħĤľĮŽģ óĿ ƀŵ Ġō ÷ƑƄë ƄŉĤĭ ŴùĤ
ƃôÈńë Ŀ óŀŽƑ êúŵ ńĭ ƃģ ƈŵģ.

ĿŵúêêĨŉĿŵúêƀæëĿŵúêÀųƃ ĿŵúêŽŃî
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ēæ�Ĉìb:

e. ƀÝ µŹŃĤũĠŶĽģƃ ƀŽƄŹƄŽ ƄŽƃÁŽĤźë ƄźƂŹ ƄùŃĿ Ŀ ôë ƄžúŹ6
f.Ŀ êúŵ ĿŽŃ ƃģ ôæë Ŀ êúŵ Ŀ 4êĨŉ Ŀ êúŵ Ŀ 4ųƃÀîĠŶĽģƃ ƀŽƄŹƄŽ ƃŃƑ ƄŶöħƒöħ Ŀ ƄŶëĤ¶ Ŀ .
g. Ŀ êúŵ ĿƄŵƃÁžÝÞŵ 6ƄŶĽģŃĤë ƀľ¾ ÁŽĤźë ŷƄë ƀŵ ſŃĤ
h.Žń¾ żĮŹðğƄë ŴùĤźĮŹ ƀ6
5. Ŀ ôÈńë Ŀ óŀŽƑ żĮŹ ńĭë ƀľ¾ ÁŽĤźë ŷƄë ƀŵ ſŃĤÞŵ ƄŶÉï6ƄŶĽģ ƀ·

KL -MÝ�ÊÑò� :Ý §òå« <ÛëĖ § koÜl�ü ēgl § ë�:

e. ƀÝ ŀùĤħ ƈìŽƃƄë ſĿŅųƃÀ ņƊƉ ƀŵÀ Ŀ żĮŹ Ƅù� żĮŹ ƇÂƄŹƄŽ ƃģ ƈìúŵƃ ſŅģŀŽģ ƀÝ ƄÈńë
žŹ Ƅù ƀĭƇÃëŃƃ êúŵńŉ ĦŉĤ .

f. ſŅģŀŽģ êúŵńŉ Ŀel 4ųƃÀ êúŵ ĿB TitrŽŃ ƃģîĠëĤ¶ƃ ŃƄŉ ſŃĤúĭ ôù .
g. ƀÈńë óŀŽƑ êúŵńŉńĭ(Underline)ĠëĤ¶ƃ.
h. ſŅģŀŽģ êúŵ Ŀ ĥĤľĮŽģ żĮŹ ÷Ƅō Ŵìúŵeh ôù ųƃÀ êúŵ Ŀ ƃģB Nazanin Ŀ ƃģ

ŽŃ êúŵîĠëĤ¶ƃ ŃƄĭ .
5.Ĥù ŴħÀ żĮŹ ÷Ƅō Ŵìúŵ ôÈńë óŃĿBoldëğÃ .
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�ëëç�±ìÝ à�¶ñë

aZ¥Y�³Y�
  ƃńÝ ÀŃƃ ƀÝï  ŷģń(Word)     Ġō ÷ƑƄë ƄŉĤĭ ôëŧģńïģŃĤÝ      Ãë Ħúĭńĭ ƃģ ŸúŞžĭ īĤŹƄŶŢŹ ƃģğ   ƄŦƁ ƃģ

 ŽĤº ƀĭð  ÃëŃƃ µŹŃĤũ ÷Ãğ. ƀìŵ:       êúŵ Ŀ 4ŴëĤ¶ ż¶ģƃ Ŀ ¹žŹńĭ ƄÈńë Ŀ        ńQŉ ƀÝ ôÈńë Ŀ 4ŴëĤ¶ ÷ŃƄŵ
  ųĤùŎĭ Ŀ ôë(Indentation)ŃƄŽ ƃģ.

  ĿŧģńïģŃĤÝ    úĭńĭ ƃģ ŸúŞžĭ Ŀ      ƄžúŹ µŹŃĤũ Ŀ ſŃĤÞŵ Ħ ƄŵƃŃĤë ƀÝ          ƀÝ ƃŃƄŽ Ŀ ƀÑħ ƀÈ ƀÝ īĤŹƄŶŢŹ Ġō ÷ƑƄë
ğÃëŃƃ ôë éģƃ .ńÝ Ŀģïũ ƀŵ ſŃĤÞŵ ŸúŞžĭ Ŀ ŧģńĤƄĭ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹ µŹŃïğÃëƃ Ŵźš ƀ.

Z¯ {Ä¬Ë�� �:
e. ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵParagraphëğÃë êúŶë óŀŽĤħ ÁŽĤź.
f.ƄžúŹ ƀŶħ ſƄù ſńŉ ƄŵƄë êúŶë ƀÝ ĥĤľĮŽģ óĿ Ŀ ôåſĿ óƄō ųĿƄÈ ôë Ŵìō óŀŽƑ ƀÝ4

ń¾ģŃïƇÅùŀž .
g.ƀŵ ôë ģƄĽ ĠÈ ƀÝ ôÐĤÝ ƇŃĤë Ŀ ſŃĤÞŵ ƄŶëĤ¶ Ŀ ųƃÀ Ŀ żĮŹ ĿAlignment ƀľ¾ ƄžúŹRight

Ãë ĥĤľĮŽģğ.
h. ſŃĤÞŵ ƄŶìúŵ Ŀ ƀĭ ƇŃƄŵ Ïúë ƀľ¾ ģƄĽ ĠÈ ƀŵRight-to-leftÃë ĥĤľĮŽģğ.
5. ƀŵ ſŃĤÞŵ ƄŶëĤ¶ ż¶ģƃ Ŀ ¹žŹńĭ ƄÈńë Ŀ  Spacingľ¾ ƄžúŹ ƀïĠŶĽģƃ ƀ·.

ųƃÀ żĮŹ Ŀ
È ƀŵ ƀĭ ƇŃƄŵ Ïúë ƀľ¾ Ġ
Ŵìúŵ

ųĤùŎĭ ƀĮŉƃŃƃ ƃģ ƀľŹĿ żĮŹ ƀŵ

 żĮŹ ƀŵųƄëŃƃ ƀŶőĤũ ƀĮŉƃŃƃ ƃģ ôìľŹ ƀľ¾

ż¶ģƃ ¹žŹńĭ ƄÈńë Ŀ

OK×Ñĭ

d»�Z§ ¥Y�³Y�Za { : ¶°�26-3
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ŴëĤ¶ óńöźō ƃģ ųƄĨźŉ Ŀ:

 ƀľ¾ ƃńöźō ƃģ ƄŽƄŵƄĨźŉ ƀŵ ŀùĤħ ôë ƄĽńħ ƄŶöħƒöħ ƀÝ ŀžŉĤù ŴùĤũ ſƄù Ŀ ƀŽƄĮĽƃ ôžúºïƄŶĽģƃ ƀ·   . Ŀ
ğÃëƃ Ŵźš ƀÑħ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵ ſŃĤÞŵ ƄŵĿƄÉõģ óńöźō ƃģ ģńĵģ Ŀ ƄŽƄŵƄĨźŉ .

e. ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵBullet & NumberingĥĤľĮŽģ)option(ğÃëƃ êöŶë óŀŽĤħ .
f.ƇÅúë ŴĮŊúŽģńÝ ƀÐĤÝ óŀŽƑ :ĠëĤ¶ƃ ųƄĨźŉ Âƃ ôÈƄĽ Ŀ ŴÞĽ .
3.ok×ÑĭÄĤìúëğ.

ƀŶëĽńħ ôžúº ŀžŉ ſƄù Ŀ ğÂģƄť ôåƄğÃëŃƃ óńöźō ƀĭ4 Ŵźš ƀÑħ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵ
ğÃëƃ .
e. ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵBullet & NumberingÃë ĥĤľĮŽģğ .
f.ƇÅúë ŴĮŊúŽģńÝ ƀÐĤÝ óŀŽƑ 4 ƀÝNumberedĥĤľĮŽģğÃëƃ êöŶë óŀŽĤħ .
g. Ŀ ôÉŽ Ŀ ųƃÀ ƄŵĿƄÉùģƃńöźōĠëĤ¶ƃ ƀÑħ ƀÝ ĤĨŪŵģ Ĥù .
4.Ok×ÑĭÄĤìúëğ.

´ĤëƄåƄŶëĤ¶ Ŀ ƄŽƄŵƄĨźŉ Ŀ

OK×Ñĭ
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± ë� ú�lìf § ēl èĐ�b ï«�l èbòÛìl è� ÿæá�« ï«ì

         Ý Ĥù ôĽńħ óƄù Ŀ żĮŹ Ŀ ğÂģƄť ôå ƀŶëŃĤģï      Ŀ ŸƁ Ĥù ƃģ ģƄĽƃĤō ƀÝ ŧģń       ƀQÝ ôÐĤQÝ Ŀ łQťĤë
ƀÝ ƀľ¾ ƄžúŹ ƀŵ µŹŃĤũ Ŀ ğÄĤë ģŃ ´ĤëƄå Ƅù ģƄĽƃĤōBorder and Shading êúŶë

Ƈńŵ ôĽńħ óŃĿ ƄžúŹ ģĿ ƃģ ƇÅúë ŴĮŊúŽģńÝ ƀÐĤÝ óŀŽƑ ğÃë4ƀìŵ:

¾ ôÈńë ģƄĽƃĤō Ŀ żĮŹ Ŀ ĤùBorders

¾ ´ĤëƄå Ĥù ôÈńë ģƄĽƃĤō Ŀ ôÐĤÝ Ŀ ĤùPage Border

¾ųƄåģ ÷ŃƄúŉ ĤùShading

Ŀ łťĤë Ŀ Ĥù żĮŹ Ŀ Ŀ ´ĤëƄå ģƄĽƃĤō Ŀ ôÐĤÝƄŵƃÂƄĵƄĭ óŀŽƑ ƀÝ ſŃĤÞŵïğÃëƃ Ŵźš ƀ.

ńöźō ĿƃŴëĤ¶ ôŽĿƄÉõģ

 ĿƃńöźōųĿƄÉõģ ƀŹƒš ƀÑħ ƀÝ

 ƀÑħ ƀÝ ĤĨŪŵģ ĿôÉŽųĿƄÉõģ

Ok×Ñĭ

ųƄåģ ÷ŃƄúŉ

 ģƄĽƃĤō Ŀ ôÐĤÝ Ŀ
ôÈńë ģƄĽƃĤō Ŀ żĮŹ Ŀ
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Ä¬Ë�� �Z¯ {:
e. ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵBorders & ShadingĥĤľĮŽģğÃë êúŶë óŀŽĤħ .
f. ĿBordersĥĤľĮŽģ)option( ĠëĤ¶ƃ .
g. ƄŶöħƒöħ Ŀ ôå ƇÅúë ŴĮŊúŽģńÝ ƀÐĤÝ ×žĭŃƄÝï ńöźō ÏƄŽƄħĤľĮŽģìŽƃńŵôĿ ſ .
h.ğÃë ńúÝĤå ģŃ ´ĤëƄå ôù ģƄĽƃĤō ƀÝ ğÂģƄť ôå żĮŹ ƀŦƁ4ğÃë ĥĤľĮŽģ .
i. ƀŵStyle Ŀ ´ĤëƄå Ŀ ƀľ¾ ƄžúŹµŽƄũĠëĤ¶ƃ ųƃÀ .
j.  ńĭSetting  ƀÝ óŀŽƑBoxĥĤľĮŽģğÃë êúŶë óŀŽĤħ .
k. ƀŵcolorŽŃ ƄÈńë Ŀ ´ĤëƄå Ŀ ƀľ¾ ƄžúŹîĠëĤ¶ƃ .
l. ƀŵWidthĠëĤ¶ƃ øŵģƃ żŶÝ ŘĽ Ŀ ´ĤëƄå Ŀ ƀľ¾ ƄžúŹ .
9.ok×ÑĭÄĤìúëğ.

ƄžúŹ ƄúžĭŃƄÝ ƀŵïğÃëƃ ƀŢĵģńŹ ƀĭ ŃƄ»Žģ óŀŽƑ ſŃĤÞŵ ĤúĭŀŶħ Ŀ ſńŉ ƄŽĤ.

 ųƃÀ ŘĽ Ŀ ´ĤëƄå Ŀ
ŴëĤ¶

ŽŃ ŘĽ Ŀ ´ĤëƄå Ŀî
ŴëĤ¶

ŴëĤ¶ ƈŵģƃ żŶÝ Ŀ ŘĽ Ŀ

ųƃÀ ´ĤëƄå Ŀ ģƄĽƃĤō Ŀ żĮŹ Ŀ

OK×Ñĭ
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 Ĥù żĮŹ Ŀ ƇĿ óƄō ųĿƄÈ ƀĭŃƄÝ ôå óŃĤå óŃƑ ƀŦƁŧģńïģŃĤÝ ƄŵƃÂƄĵ ´ĤëƄå Ŀ ôë ģƄĽƃĤō ƀÝ
   ƇÅúë ſĿĤŪĮŉģ óńĭ ſŃĤÞŵ.              µŹŃĤũ ƀŵ ƃÃë ÂƄĵ ´ĤëƄå ģƄĽƃĤō ƀÝ ôÐĤÝ Ŀ łťĤë Ŀ ƃÂģƄť ôå ƀŶë  ƄžúŹ

ƃƃŃģńìĭ ſŃƑ ×žĭŃƄÝ ƀľ¾4÷Ŀ ĿƄĵƄŹ ſÂģ óĿ ƀÝ ÷Ŀ ÷Ƅō ųĿƄÈ óŀŽƑ ôå ńúÝƄĭ Åŵ ƄĽ.

Ä¬Ë�� �Z¯ {
e. ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵBorders & Shading êúŶë óŀŽĤħƃğÃë .
f.ĿBorderPageĥĤľĮŽģĠëĤ¶ƃ .
g.ń¾ ģŃ ƀÐĤÝ ×žĭŃƄÝï ôå ƇÅùŀžï ńöźō ÏƀŽƄħĤľĮŽģƇńŵ.
h. ƀŵStyle Ŀ ƀľ¾ ƄžúŹĠëĤ¶ƃ ųƃÀ ôÈńë Ŀ ´ĤëƄå .
i. ĿSetting ƀÝ óŀŽƑ êúŵńŉ ńĭBoxoptionğÃëƃ êúŶë óŀŽĤħ .
j. ƀŵcoloroptionŽŃ ƄÈńë Ŀ ´ĤëƄå Ŀ ƀľ¾îĠëĤ¶ƃ .
k. ƀŵWidthŵģƃ żŶÝ ôÈńë Ŀ ´ĤëƄå Ŀ ƀľ¾ ƄžúŹøĠëĤ¶ƃ .
l.OK×ÑĭÄĤìúëğ .
m.ĤÝ ƇŃĤë ƀÝƇÅúë ƀĭ ¹žŹģŃ ´ĤëƄå ôë ƀÐ .

    ŉ ſƄù Ŀ ƀŽƄĮĽƃ ôžúº            żùÂģ ųƄë ƀĭ ¹žŹģŃ ƇŃƄúŉ Ŀ ôë ƄĽńħ ƄŶöħƒöħ ƀÝ ŀžï ƇÅúë ŴÑ.    Ĥù ŀžŉ ƀÝ
Ƅĭ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵ ſŃĤÞŵ ƄŵƄåģ ƇŃƄúŉ Ŀ ôë ŴùĤũïğÃëƃ Ŵźš ƀ .

Ä¬Ë�� �Z¯ {
e. ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵBorders & Shadingoption êúŶë óŀŽĤħƃğÃë .
f.ĿShading×ÑĭğÄĤìöë .
g.ģńÝ ƀÐĤÝ óŀŽƑ ôå ƇÅúë ŴĮŊúŽï ńöźō ÏŽƄħĤľĮŽģ ƀ)options(Ƈńŵ.
h. ƀŵFillŽŃ ŃƄĭ ƀľ¾ ƄžúŹîĠëĤ¶ƃ.
i. ńĭ Pattern ƀÝ óŀŽƑ êúŵńŉStyleĥĤľĮŽģ êúŶë óŀŽĤħƃğÃë.
j. ƀŵStyle ƀľ¾ ƄžúŹ ĿPatternĠëĤ¶ƃ ųƃÀ.
k.ƀŵColor ƀľ¾ ƄžúŹAutomaticŽŃîĠëĤ¶ƃ .
8.Ok×ÑĭÄĤìúëğ.
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ŽŃ Ŀ ƀĭ ôìźº ôÐĤÝ ƇŃĤë ĿîƄĭ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵ ſŃĤÞŵ ƄŵƄëŃƃïğÃëƃ Ŵźš ƀ.

Ä¬Ë�� �Z¯ {:
h. ƀÝ ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵBackground êúŶë óŀŽĤħƃğÃë .
i. ƀÝBackgroundŽŃ ƄŶöħƒöħ Ŀ ſńŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħðģŃ ´ĤëƄå ƄŽƄƈºƃ.
1.Ŀ ŴÞĽ ƀľ¾ ´ĤëƄå ƇÂƄŹƄŽ ƀŵŽŃ Âƃ ôÈƄĽîĿĤÝƈÐ Ŀ ôìźº ĿŽŃð ƄŵƄĠëĤ¶ƃ ſŃĤÞŵ.

ƄžúŹ ƇŃƄúŉ Ŀ

ŽŃ Ŀ ƇŃƄúŉ Ŀ żĮŹ ĿîŴëĤ¶

ŽŃ ĿðƀŽƄŵƃÀ ƄŽƄ

ĿPatternųƃÀ

ĿPatternŽŃî

OK øÑĭ

 óńö¾ Ŀ ƀľŹ Ŀ ŬúĨŚĭ ƀŵŶöħðƀ

ŽŃ Ŀ ųĤùGúÝĤåĿî´ĤëƄå ƄŶëĤ¶ Ŀ
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k -gĬúŵĤŢũ :Ý ĿĤŃģï ģƄĽƃĤō ƀÝ ôÐĤÝ Ŀ łťĤë Ŀ ƃģ żĮŹ Ŀ ƃģ ŸúŞžĭ ŧģń
 ´ĤëƄå Ŀ ôëŸúŞžĭ:

e. ƀÝ óĿ ƈìŽƃƄë ſĿŅ ſņƊƉ ƀŵÀƄĭï Ŀ ƀe-gƈìúŵƃ Ĥúħ ŴºƄù µŹŃĤũ Ŵìō .
f. Ŀ ſŃĤÞŵ ƄŶìúŵ Ŀ ƀĭŃƄŵ Ïúë ƀľ¾ ƈÈ ƀŵright-to-left żŎÝģoptionĠëĤ¶ƃ  .
g.Ý ĿĤŃģï ż¶ģƃ ¹žŹńĭ ƄÈńë Ŀ ŧģńSingleĠëĤ¶ƃ.
h.Ý ĿĤŃģïųĤùŎĭ Ŀ ôëńŉ ƀÝ ôÈńë Ŀ ŧģń ĤùIndentation 4d,hĠëĤ¶ƃ .
i.ôÈńë ÖÃŹƄŵ ŃƄŶ¾ żĮŹ ĿĿ ƃģ ĠëĤ¶ƃģƄĽƃĤō ƀÝ ƀŦƁğÃëÂƄĵ ´ĤëƄå.
j. øŵģƃ żŶÝ ƄÈńë Ŀ ´ĤëƄå Ŀe,iŽŃ ƃģîĠëĤ¶ƃ ŃƄŉ ſŃĤúĭ ôù .
k. ƀÝ÷Ŀ ŴĽģĿ ôë ´ĤëƄå ƀÝ ôå ôë żĮŹ ƀŦƁShadeŽŃ ƇŃƄúŉ Ŀ ƃģ ğÃë ƀĮ»žŹģŃî

ĠëĤ¶ƃ żùŃƃĤĽ .
8.         ´ĤëƄå ôŉģĿ Ƅù ģƄĽƃĤō ƀÝ ôÐĤÝ ƇŃĤë ĿÂƄĵ  ŽŃ ƄÈńë Ŀ ôå ğÃëî Ŀ ƃģ ŃƄŉ ôù

 ôù øŵģƃ żŶÝ ƄÈńëe,iƃƇ .

 żĮŹ Ŀ ŸúŞžĭAlignment:

Alignment : ÀŃƃ ƀÝ(Word)ƃńÝïĭ ƃģ Ħúĭńĭ Ŀ żĮŹ Ŀ ôë ŷģńĤŉƃ ƄźƂŹ ƃńõÀ ƀŵ ſŃĤÞŵ ŸúŞžù ƀľ¾ ƄŶï ŴÑƇÅúë .
ƃńÝ ÀŃƃ ƀÝ ôå ğńŵƃ ĿĤù ƀÝï ôŮùńř óƃĿ ſŃĤÞŵ ŸúŞžĭ ƃģ Ħúĭńĭ Ŀ żĮŹ Ŀ ôë ŷģńƀĮō. ƀŮùńř ſÁžŵ ƄŵƄ¶ńĭ
ƇÅúë ųŀŽèöÝŃĿ ƀĭƄŉĤĭ ôù.

 ſńŉ ô·Ý ƀŵ µŹŃĤũ Ŀ ĠĮŉĤƉ Ĥžōė ƀŽƃÁŽĤźë ôŉģĿ ôë ƀŦƁ ƀÝ ƀĮōƁ ƀŵ ôë ŸúŞžĭ ƀÝ żĮŹ Ŀ ôå ƀľ¾ ƄŦ
ïƇÅúë ŴĮŊúĽģ ƀ·.

ģƄĽ ôÑúë ƀŵLeft-align :÷ƄźúŞžĭ ôë ģƄĽ ƀÑúë ƀÝ ôÐĤÝ Ŀ żĮŹ.
ģƄĽ ĠÈ ƀŵRight-align :ƇƄźúŞžĭ ôëģƄĽ øÈ ƀÝ ôÐĤÝ Ŀ żĮŹ .
ôë ¹žŹ ƀÝCenter :ƇƄźúŞžĭ ôë ¹žŹ ƀÝ ôÐĤÝ Ŀ żĮŹ.

ôŉģĿ żĮŹƈō ŸúŞžĭ ƀĭńÝ ųĤùŎĭ ƀŵ ģƄĽ ƀÑúë ƃģ ĠÈ żĮŹ Ŀ ôå ƇƄźúŞžĭ.

ŴùĤŉƃ ŸúŞžĭ  Ŀ żĮŹĿ
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sl¬cĄ ß«ìÞĄ
ýĕå¬ýå� ë� ï¬üìòcâlðēm�µ

ë è��ñ�±ìÝ à�¶

ýĕå¬ýå� ë� ï¬üìòcâlðēm�µ:
 ƄŵƄ¶ ńĭĿ·Ɗ¶ôæëôƇńŵ ƀŽƃń¶ƄƊÞźë ſƃĿ ĤƉ ƄƉ ƀìĨō ôåĿÈńë ƀÝ ŻƄŪŶöĭ Ŀ 4ŴĨöëôùƄùÀģŃ 4ƈ ƃģ ƄÞ¾

  Ƅù ƀŚŉģƃ ƀÝ µùƒ·ŉ ĤùƇƃ ƇƄō ųƄŶÉŽ ſńŉ ƀŶħ ƀŵ . ×ŽģĿƃ ſƄù 4ƀ¶Ƅë ſƄù ƀÝ ƈō ÷ģŀöë ƀŽƃń¶ƄƊÞźë ģĿ
    ƒöħ ƀÝ Żė Ĥù ƃģ               ƀÝ ƀľ¾ Ƅžúåńŉ ƃģ ƄĭĤŹƄŶŢŹ ƀŵ ƈō ÷ƑƄëƃ ƃģ Ƈƃ ƀĭģńÝ ôë ƄŽƃŃĤÈ ƄŶöħï  ſÁï  ƀQ·

ƈŶĽģƃ ôåŽĤº ƀžźĮÈŅŃģ ſƄù ôìĨō Ŀ ŸƁ ģĿð÷Ŀ øŵģƃ ſŃƄť ƃģ ĤúĭÃ  .
Ý ſƄŶÝ ƀŵ ÇÈƄÝ ƈùĤúũģńŦĵ Ŀ ôìĨōƇĿ ƇƄō ŴŎõƃ ƄŽƄŵƃÀ ƄŶöħƒöħ ƀ4 ƀQìŵ :  ƈQŶĺŹ ƀìĨQō

(LAN)  4  ĤƉ)      ƀìĨō ƀĽģńÝ ƀľ¾ ôìĨō óņƊƉ ƀźƊŉ ƀŵ (    ƀìĨQō ƀĽģńÝ(WAN)4     ƀìĨQō ƇŃĤQÈ
(MAN)       ſńŉŃƃ ƀħ ôë ƄĽńħ ƄìŽƄŶĭģŃ ƀÝ ƈëńÞ¾ óĿ Ŀ ôå ŃƄŽ ƃģėğÃëģŀúÝ ƈùĤžō . ôìĨō Ŀ ƄŉĤĭ

Ġžùƃ ôë Ŵìō óŀŽƑ ƀÝ ųƃÀ ſĿĤŉ.

e -hŴìō :ƀìĨō ſĿĤŉ
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§ ë� èm�µ ēÎépēý:
   ų=QƂŹ Ňƃģ   ƄŽƃń¶ƄƊÞźë Ŀ  ĿìĨōô       ƃŃƄƂŎŹƃģ ƄŵƄźŢŹ ƃńõÀ ƀŵ ųƃÂƄĵƄŽƃŃĤë   ƀľ¾ï  ƇÅúë ŴÑ

           óńĭ ƀĽƄŹ ƀÝ ƄŵƄìùńō Ŀ Ƅžúåńŉ ƃģ ƄĭĤŹƄŶŢŹ Ŀ ôåï  ƇÅúë ŴĮŊúĽģ ƀ· .   Ƅĭ ſņúŵƄ¶ ƀÝ ƀìĨōï   ƀĭ ÄƄŹ ƀ
 ƃģ óƃĤúĮŽĤŉė óńõÀïƄĭ óŀŽƑ ƀÝ ôå Ƈƃńħģńħ ô·ïĭ ƀƇÅúë ĸùńŎ:

        ƀľ¾ ƄŽƃń·žõńÝ ƃģ ƄŽƄžúōĤŹ ƀŵ ÛĤå Ŀï  ſÁï ƀžĮŊúĽģ ƀ· : Ŷöħ Ŀð  Ƅĭ ƀÝ ôï      ſƃĿ ƄQŉĤĭ ƀQë ƀ
  ģƄù ƃģ ƀŽƃń¶ƄƊÞźëŅ   ğńŵƃ ń·žõńÝ Ƅù ó4             ńQ·žõńÝ ƀŵ ƀŽƃń¶ƄƊÞźë ſÂģƃĿ Ġō ÷ƑƄë ôë īŃƄő óĿ ƀÝ ƄŽ

 ƀÝ ƃģ ğƄŶÉŽƃ ſńŉïƄĭ ſÁï ƀľ¾ Ƅžúåńŉ ƀŵ ƀŦƁ Ŀ ƀïĠŶĽģƃ ƀ· .
   ƃņùÃëŃƃ Ĥù ŴùĤũ ƀŵ    ƀÝ ƀľ¾ï Ƅĭ ſÁï  ƀï ŴĮŊúĽģ ƀ· :         ƀľ¾ ŴùĤũ ſƄù ƀŵ ôå ÷ĤºńÝ óĿ Ŀï Ï

 ƈÝĤë ńöźō        ƄĭĤŉƃ ôë ń¶ƄƊÞźë ńƁ ƀÝ ƀŦƁ ƃģ ƄŶĽģƃ4      ŽĤº ſƄù ƀÝ ŴùĤũ Ƅō ÷ƑƄëð     ôQë ń¶ƄQƊÞźë ƇÃ
         ƀÝ ƀľ¾ ƄĭĤŽĤìŹģ ƀŵ ôìĨō Ŀ ƃģ ƄĭĤŉƃï        ƃģ ſņúŵƄ¶ ƀÝ ƀŦƁ ſńŉ ôžĮŊúĽģ ƀ·ï Ƅĭ ſÁï      ƀQÝ ƄŵƄ¶ Ŀ ƀ éģƃ

ƃÃëŃƃ ôë   .
·å    ôìùÂģ ôžŹņúťģ ƃģ Ōõƃ ê :  ƀÝï Ƅĭ ſÁï  ŃĤë ſŃƄť ƀųƃ       ƈQō ÷ƑƄQë ƈìŽƃƃŃĤë ôžŢù 4

         ſńŉ Ŵħ ƀŵ Ƅù ƀŽƄŹĤŦúÝ ņúùĤžÉõńħ ƃģ īĤŹƄŶŢŹƀŵ       ƀÝ ƀľ¾ ƄŽƃń¶ƄƊÞźë ƄùƄō ųÃĭï     ƃģ Ƅù ſńŉ ôžĮŊúĽģ ƀ·
ƇƄĮŉģƃ ƀĭ Ŵħ  .
 ŵ Ŀð ųƄ·ú¶ģŃ ĬÉ :   ƄŶƉĤŉƃ Ŀï   ųƃŃĤë Á  Ŀï    ƄŶùĤŉƃ ńöźō Ï   ƄŵƃŃĤë Ŀ  ÷ƄúžľŹƇƄë .ģĿ  ŸƁ

 øŵģƃ ſŃƄť Ƅù ôìĨō ĿïƇÅúë ŴÑ..

e-hĬúŵĤŢũ :Ĥŉƃ Ŀ ôìĨō ĿùƀŽŀŽèúÝ ƄŶ:
       ƃģ ƇÅúë ŴŎõƃ ƄŵÀ ƀÝ ƈŽƃƄë ſĿŅ
        ôìĨQō Ŀ ƀĮQŉńŹ ƀÝ ƈìŽƃƄÈ Ŀ

ŀŽƑùĤŉƃ ƈžùƈŽèúÝ Ŵ.
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6÷Ŀ øō ƀ¾ ńúõƃÀŃĤƁ ôìĨō Ŀ
           ƀŽƄ¶ŃĤë ôìĨō Ŀ 4ƀŽƃń¶ƄƊÞźë ųƄ¶ ôë ńúõƃÀŃĤƁ ƀÝ ôìĨō Ŀ(NIC) 4     4ƀŽƄæùƄQŉ 4 ƇņŹ

ƀŽƃń¶ƃŃ(Routers) ƀŽƄĶõńħ 4(Bridges)            ģńĵģ Ŀ ƃņùÃëŃƃ Ŀ ôå īģņúƂĶĭ żùÂģ ŃƄŽ ƃģ ƀŽƃń·úÞõŃ 4
 ôë ƀìĨō ƀÝ ſŃĤÞŵ ňŉƃńÝ ƃģƇÅùŃĤìÝ .ƇĿ ƇƄō ųĿƄÈ ôë Ŵìō óŀŽƑ ƀÝ ƀŽƃńúõƃ ÀŃĤƁ ôìĨō Ŀ.

ƀŽƄŵƃÀ ƄìĨō Ŀ:

Ľńħ ƄùŃĿ ƀÝ ôľŹ ƀŵ ÇÈƄÝ øƉĤúũģńŦĵ Ŀ ôìĨōƇĿ óƄō ŴŎõƃ Ƅ4ƀìŵ:
 ƀìĨō ſņƊƉ ƀźƊŉ(LAN)

ƀìĨō ƀĽģńÝ(WAN)
ƀìĨō ƇŃĤÈ(MAN)

ŃĿ ƄúžĭŃƄÝ ƀŵƄõģƄù ƀľ¾ ƄìĨō ƀŵƃÀŅ ƃģ ÖÃŹƄŵ ó ŸƉƃĿ ôìĨō ųƃÀ ôžŢƉ ńĭ ƀĮŵĿ ƀìĨō ƀĽģńÝ ƃģ ƈŶĺŹ
ŽƑ ôŽÃö¾ŀƄŊúŽ ó.

ƀìĨō ſņƊƉ ƀźƊŉ:

     Ƅù ƀÝ ôå ſĿ ƀìĨō ƀŦƁ  ó źúŉ ×žåƄëô    Ƈƃ óƄō ſĿƃŀĺŹ óŃƄÝ.Ĥù   ƀìĨō ƈŶĺŹ īŃĤĨš Ŵħ ƀÝLAN
  Ƅù ƀÝ ôľŹ ƀŵ ÇÈƄÝ ƈùĤúũģńŦĵ Ŀ ôå ſĿ ƀìĨō ƀŦƁó ×žåƄëôźƊŉ  Ƈƃ óƄQō ųÃQĭ óŃƄÝ. ƀQìŵ :

 ø»ŽƃƄÈ 4ŻƄĮžƁƄÝ   Ƅù Ĥù ŃģƄĭģńħƑ 4ó ×ŽģĿƃ .  ƀŶë ĤŽ ƀŶë ƀŽƃń¶ƄƊÞźë ôìĨō ƈŶĺŹ Ŀ ńĭ   ń·ŹƄQŶúë ſƄQù
 óŃƄÝƇńŵ ż¶ģƃ ƀŶħ ƀŵ Ƅù .
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ŸúŞžĭ ƀÝ ôìĨō  ƈŶĺŹ Ŀ ƑƄźŢŹ(Configuration)Ƅù ôëń¶ƄƊÞźë ĿƄĭ ƀÝ Ńƃńŉ ŴùĤũï ŴëĤ¶ ƀ
ƇÅúë.ƃńÝ ƃģ ƈŵĤŦĮŉƄÝ ƀŦƁ ųƄ¶ Ńƃńŉ ģĿ ƃģïƀŽƄŹģń ôåŽŃģŀźƁ ƃģ ƈìŽƃƄŵƃńĮžë ôìĨō Ŀð ƀŦƁ ƀ

 ƀÝ ƀŽƃń¶ƄƊÞźë ŀŽƃÂģ ųƄ¶ óŃƄÝ ƀìĨō ƀÝ ôå øŵĤŦĮŉƄÝï ƀľ¾ ƀŦƁ ƀŵ ſÁïŶĽģ ƀ·ƈƇńŵ . ƀŦƁ
 ƇĿ ƈŵÃĭ óŃƄÝ Ńƃńŉ ŴùĤũ ƀÝ ôå ƀŽƃń¶ƄƊÞźë ĿWorkStation ƀÝƀŹĤŽ 4Ĭúũńŝ Ŀ ôå ƇÅùĿĤù

Ƈƃ ƇŃƃņźë ƀŶĭńÝ ƀÝ Ńƃńŉ Ŀ ôľŹ ƀŵ ĤúĮì·å ƃģ ƈŵģƃ ſŀŽŃĤë 4 ×ùĤŽģƄĭ . ƀÝ ƀìĨō ƈŶĺŹ ƄŉĤĭf -h ƀÑħ
 ôëïğŃƄ.

f -hŴìō :ƀìĨō ƈŶĺŹ

LANƀìĨō ņƊƉ ƀźƊŉ ſĿĤŉ ſƄƉ ĤƉ
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ë èêåñ�±ìÝ à�¶

 èm�µ è¥�¬bñ �WAN)Wide area network(
    ôŉģĿ ƀìĨō ƀĽģńÝƇƄŶÉŽ ſńŉ ƀŶħ ƀŵƄù ƀìĨō ƈùĤúũģńŦĵ ƀĽģńÝ ſƄù ôå ſĿ ƀìĨō ſ Ƅù.ƀìŵ: ŴħĤë

     ÖÃŽ ƀŵƄ¶ Żė ƃģ ŻĤĮŊŽĤŦũģ 4ŃĤÈ .           ĈƑƄQźŢŹ ſŃĤÞŵ ƄŵƄŶÉŽģŃ Ŀ ƄŽƃń¶ƄƊÞźë Ŀ ôë ƀìĨō ƀĽģńÝ ſƄù ƀÝ   ƀQŵ
ģƃ  ŇƄŽĤúŭ  ģƄĽĤƁ  ƄŽƄŶĨöëƃģ        ƀľ¾ ƄŽƄìžúŵ ƀŵ µùƒ·ŉ Ŀ Ĥùï  ƇÅúë ŴĮŊúĽģ ƀ·.   ĿWAN×ĵƄŵĤžìĭ  ƀÝ

ŉńŹ       Žģ Ŀ ŻƄĮžƁƄÝ ŴħĤë Ƅō ÷ƑƄë ÄƄŹ ƀĮð       ſńŉ ŻƄĮžƁƄÝ ƀŵ ÀŃƄŪŊëģ Ŀ ŻĤĮŊŶ ƃƄŶÉQŽƃ .  ĿWAN
Ŀ ôìĨōŽń¾ð ųƄë İĺħ ſÂģ ƀÝ ųƃÀĿ ųĤŒĭģ Ŀ ƃģ ƈŵģƄĿſƃ ƀŽ şƄŕƄŹ ĬŉƄŵ óĿ .ō ÷ƑƄë ƄŉĤĭĠ

 ĿWANŶöħ Ħúëńĭ Ŀ ôìĨōðƃ ôë ƀÑħ óŀŽƑ ƀÝ ƀïğŃƄ .

g -hŴìō :ƀìĨō ƀĽģńÝ
Ŀ ôìĨōƃĿ ƀÝ ſƄŶÝ ƀŵ óÃëŃƃ óÃëģŃ Ŀ ƄŽƄĮŹŀĽƃ īŃĤĨš ôå ƇĿ óƄō ŴŎõƃ ƄĽńħ 4ƇĿƀŵ:
e. ôìĨō ųĤùŉ ƀÝ ųĤùŉ ĤùPeer-to-Peer
2. Ńƃńŉ ôìĨō ĤùServer Base
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  ųĤùŉ ƀÝ ųĤùŉ    ĤùPeer-to-Peer:          ¹žŹńĭ ƄŽƃń¶ƄƊÞźë Ŀ ôë ƄìĨō ųĤùŉ ƀÝ ųĤùŉ Ŀ   ƀĮŎŽ Ńƃńŉ ƃģ
 ƀÝ ƀŽƃń¶ƄƊÞźë ųƄ¶ïĭ ƀŵĿĤŢŹ ƀÝ ƃģ ſÁƄï ƀŵƄù ƀƀŶħƇƄë Ŵźš ſńŉ. Ŀ ŸƁ ƀŽƃń¶ƄƊÞźë ģĿìŽƄĮŊƊĽģƈ ƃģ

  ìŽƃƄëŃƃ Ŀ ŸƁƈ   Ńƃńŉ Ƅĭ ƀÝï ƇƄëŃĤë ƀ.         ôìĨō Ŀ ń¶ƄƊÞźë ŷƄë ½úƁ ôìĨō ĿųƃńĮžë     ƀQÝ ŸúŞžĭ ƃģ
ƇńŶŽ ſÂĤť .

 ŃƃńŉôìĨō Ĥù:Server Base ƀÝĬŹŀĽ ƄìĨō ôìŽƃƄëŃƃServer Baseôë ĈƑƄźŢŹ Ƅù
Ĭúũńŝ Ŀ ń¶ƄƊÞźëŃĤë 4īŃŀŭ 4Ƈƃ ÷ÂƃĤúÝ ôľŹ ƀŵ ĤúĮì·å ƃģ ƈŵģƃ ſŀŽ ôå Ŀ ŃƃńŉƄĭ ƀÝï ŴëĤ¶ ƀ

ƇÅúë . 4ĬÉŵĤĨźŉ Ŀ ôìĨō ĿųƃńĮžëſĿ ſŀŽĿ ń¶ƄƊÞźë Ńƃńŉ Ŀ ſŃģĿģ ƃģ.

ēæ�Ĉìb :

¾ſĿ øō ƀ¾ ƀìĨō6ğÃë ŨùńŢĭ ƀŦƁ.
¾Ĩō Ŀ óŃĿ ôìïŵģƃ ſŃƄť ƃģ ô·øĿ øō ƀ¾ƅ6ƀŽƄŹƄŽĠŶĽģƃ ôù.
¾ƇĿ ŷƄë ƀŽƃńúõƃÀŃĤƁ ôìĨō Ŀ6ŹƄŽŶĽģƃ ôù ƀŽƄĠ.
¾ĠŽèúÝ ôìĨō ƀŵƃÀ Ƅ¾6ğÃë ôù ŻĤúħ .
¾ſņƊƉ ƀźƊŉſĿ ƀìĨō ƀŹƄë ƀìĨō6ğÃë ŨùńŢĭ ƀìĨō ƀĽģńÝ.
¾ ĿŉņƊƉ ƀźƊó 6÷Ŀ ƀ¾ńúÝƄĭ ¹žŹńĭ ôìĨō ƀĽģńÝ ƃģ
¾ƃģ ƀìĨō ųĤùŉ ƀÝ ųĤùŉServer Base6ƇńŵńúÝƄĭ ƀ¾ ƀŶħ ƀŵƄù ƀìĨō

f-hĬúŵĤŢũ :Ľńħ ƃŀŽƃÂģ Ŀ ƀŦƁ Ŀ ƃģ ƄìĨō ĿƀŽŀŽèúÝ ƃģ ŐúľŎĭ Ƅ:
Ĥŉƃ ŀŽƃÂģ ôìĨō Ŀ ƀĮŉńŹ ƀÝ ƈìŽƃƄÈ Ŀ ƃģ ƇÅúë ŴŎõƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅùôĽńħ ƃģ Ŵ

 ôåóƄō ƀŽƃĿĤù óńĭ óŀŽƑ4ƈŽèúÝ .
`eggdiek rchƃŃ¶4ńrouter4 4äùƄŉſņƊƉ ƀźƊŉ_lfƀìĨō ƀĽģńÝ ƃģ ƀìĨō

 ôìĨō ĿŽƆìŽƃƄŶÉŃĤëī Ńƃńŉ ŴùĤũ ƃģfile server
ƄŹÀ ŷģ ƃAccess point

Workstations
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6ſĿ ƀìĨō ųƃÀ ŷƄë ģĿ
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÷Ŀ øō ƀ¾ µöŽń·Žģ6
ÅúƁƄÝƃ ƈō ÷ģŀöëğ ƀÝ ń¶ƄƊÞźë Ŀ µöŽńĮŽģ ôå×ĵƄŵĤžìĭ ŻƄŵŀħ ÷Ƅŵ ƄŵƄ¶ńĭ ôëïƇÅúë ŴÑ . Ŵőģ ģĿ

 µöŽń·Žģ ôå ƃƄºŃƄťƃ ƀŹĤÝ ƀŵ ÷ƑƄë ƄŎŽ ŸƁ ôë ÖÃŽ ƀÝ ƃģ ĬĨĲŹ ƄùïÂƃģŃ ƀĭ ¹žŹ ńúúŦĭ ŃƄ·÷÷Ŀ .
ƄŵƄ¶ńĭ ƄŽƃń¶ƄƊÞźë Ŀ µöŽń·Žģń¶ƄƊÞźë ƄŽƄŽƄúŶŹ ƀÝ ôå ſĿ ƀìĨō ſńĮŉƀŽƃ ƀÝ ÖÃŽ Ŀ ôùï ´Ƅï ôë ´Ƅ

 ſńŉƈŵƄŶÉŽƇĿ.Ŷöħ µöŽ ń·Žģ ĿðſĿ óƄō ųĿƄÈ ôë Ŵìō ƈžõŀŽƑ ƀÝ ƀ  .

ĮŽģÃŽµÃŽ ƀÝÖëôźëĿ ńĭƄúÞĭńƄ¶ſĿ ƀìĨō ƀùƄŵ Ƅŵ ôå ƀÝ¶ŵƄƀ ôë ÖÃŽôƉŽƄŽƄŶúŹƀƄúÞźë¶ ƀŽƃń
ńŉ Ŵħ ƀŵ ƄùſƄŶÉŽƈŵƇĿ .ìĨō Ŀ µŽÃĮŽģ ĿôŶúħðƀÝ ƀë ƀÑħ óŀŽƑôƄō ųĿƄÈóſĿ.

ųĤĵ Ɔŵŀõņť ų=ƄƉÃŽWorld Wide Web
Ƅù ôŉģĿøō ƈō ÷ģŀúë ôå ÷Ŀ ńÝŦƁƀ µöŽń·Žģ Ŀ

ï  ŻĤŹƄğÃëƃ4      ƄQùÃŽ ôë Ŵőģ ƀÝ ƄĽģ  Ŀ ĦQõƃ ų
ƇƃÂƄĵ ƀĽńħ ſƄù µöŽń·Žģ.

Ŀ   ŽƄŽƄŶƊŹ ƀÝ ĦõƃƄ     Ŷŉ ƀÝ éŃģŀŹ ƃģ ĿĤžŉģð ŃŅ ƃģ ƄŽƄïë ƄŽƃń¶ƄƊÞźë ƄŽƄô ôå  ôìĨQō ƈ·öŽń·Žģ ƀŵ Ŵĭ
ƇĿ ƀĭģńÝ ƇĿ ƇƄō ųƄŶÉŽ ſńŉ. ĬĽƃ ńƁ Ġō ÷ƑƄë ƄŉĤĭ ſńƁĠŹƄŹƃ ƀÐĤÝ ƀÝ Ħõƃ Ŀ şƄŕƄŹ.
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ĬÈŅŃģ µöŽń·Žģ Ŀ:

    ƃģ ƈĭĤŹƄŶŢŹ ĿƈƉĤƊĮìƉÂģ       ĮľŹńÝ ƄìŽƃƄŽģńƊĹ ƃģ Âƃ ŷĤÝ Ŀ ×ĵƄŵĤžìĭð       ôŵƃÂģ ƈŶë ƈžåƄë ſƄƉ ƀÝ ÖÃŽ ƄŽƄ
ſĿ .ƃç ƈžžŽ ƀÝ ôľŹ ƀŵ ĬƊźƁģ ŴÞĽ Ŀ µƊŽń·ŽģƇƄħƄŵ ųƃŃ żźĮÈŅŃģ ńõÀ ôë ŀŽ.

 ų=ƄùÃŽųĤĵ ĤùWWW÷Ŀ øō ƀ¾ 6
 Ĥù Ħõƃ ų=ƄõÃŽWorld Wide WebŵƄ¶ ſƄù ƄëŃģŀŹ ƃģ ƃĿĤžŉģ ƃņúùĤžÉõńħ Ŀð Ŀ ôÑť Ŀ ôå ſĿ ƀ

ņŹƃ       ĮÉŽ óŃƄÝ Ŵħ ƀÝ Ƅù ńö¾ ƀÝƈ ƇĿ.           ôQå ôë ƄŽƃń¶ƄƊÞźë ƄžźëģƄº ƃńõÀ ƀÝ éŃģŀŹ ƃģ ĿĤžŉģ ģĿ Ŀ
ŽƃŃƃńŉ  Ƅ(Servers)   ƀÝƀŹĤŽƇÅùĿĤù4   ƇĿ ƇƄō ƀŹńõŅ.        öħ ƀQÝ ÖÃQŽ Ŀ ƀŽƃń¶ƄƊÞźë ƇÂƄŹƄŽ  ƄQŶöħƒ

ƇĿ ƇƄō ÷Ĥº ƀÝ ÷Ĥº ôëƄĽńħ .
Ħõƃ)ųĤĵ (ÝĤå ôŵģƄùÃŽ óƄù Ŀ ŴĭƈƄĭ ƀÝ ôŶúŉƃ ƃģ ×žŉŃ óņƊùĤžÉùńħ ƃģï÷Ŀ ÷Ãë ŴŹĤìĭ ƀ .
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Ĥŉƃ żùÂģ ſŃĤÞŵ ƄŵƄŶÉŽ Ŀ ſńŉ µöŽń·Žģ ƀŵƉŴ
   Ŀ ſńŉ µöŽń·Žģ ƀŵ   Ĥŉƃ ÃŵƄù ſŃĤÞŵ ƃŀöŶÉŽùŶ    ƇÅúë ųŀúŵ ĤúĭÂģ ƀĭ Ƅ. ƀìŵ :      Ŀ ƈQō ÷ģŀúë ôå ŷÀƄŹ

          ģĿ Ĥù ƃģ ƈō ÷Ĥº ƀÝ ÷Ĥº ôë ŴĽģĿ ƀÝ ń¶ƄƊÞźë     ųƃÀ Ƅù Ŀ ôåƈŽńƂħ ƄŹÀŷmodem)(External
  ƀÝńƊ¾  ƈō ųƃŃĤëƃ.ùƄUTP   ƀŵƃÀŴĨúë  4   ŃĤë ôìĨō ĿÀ   ń¶ƄƊÞźë Ƅù ƃģ .       ôQå óĿ ƀQŵ ôQìľŹ

ō ÷ƑƄëƃƈ4ŶÉŽƃ ſńŉ µöŽń·Žģ ƀŵƈ ŀùĤħ ŸĮŊƊŉ ŴÞĽ·öŽń·Žģ ƄùƈÖÃë(Internet Connection)
ĠŽèúÝƃ Ńƃ ƀĭ . Ŀ ŃĤë ģĿųƃńĮžë ŴžöÝControl PanelƃģInternet Options ſńŉńĭ óŃƑ ƀŵ

ƇÅúë4       Ŀ ſńŉ µöŽń·Žģ ƀŵ ƄĽƈŶźšųŀúŶúÉŽ ĬŉƄŵ óĿĿ şƄŕƄŹ ƀŽſĿ4 ƄŽƀìº   óŅģƄQƉ ƀQĮŵĿ  ƀQŵ
 Ŀ ſńŉ µöŽń·Žģ ƃŀöŶÉŽĤŉƃ ƄžùÂģ ĿƉ ųŀŽèúÝ ƄŶĤÝ ƀÝŷëôƄō ųƄƊŽƇĿƇ.

.

ŽĤº ƃŀƊŶÉŽ Ŀ ń¶ƄƊÞźë Ŀ ƄŉĤĮŉ ſńŉ µƊŽń·Žģ ƀŵ ôå ƃńŵƃ ĿĤƉ ƀÝ ŀƉĤħð óƃĤƊĭÃ
 ƀŦƊŽ ƀÝ ŤƊŽÝ ĬƊšƄŽ ƀÝ µöŽń·Žģ ĿƇńŵ ſÂģ óŃƄų= Ňģ ÷À ƃģ Ûģ ŴùģÀ ƀìŵ.
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g-hĬúŵĤŢũ :Ĥŉƃ ĿƉƀŽŀŽèúÝ ƃģ ŐúľŎĭ ƄŶ:
                  ƃģ ôQĽńħ 4 ŴùĤQŉƃ óŀŽƑ ƀĮŉńŹ ƀÝ ƈìŽƃƄÈ Ŀ ƃģ ƇÅúë ŴŎõƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅ

úÝ ƀŽƃŃƄ»ŽģèŽƈ.
ƀìĨō ƀŵģƄùÃŽ µöŽń·Žģ Ŀ :

 Ĥù Ħõƃ ĿwwwīĤĨúëńĭ
Ĥŉƃ żùÂģ ſŃĤÞŵ ƃŀöŶÉŽ Ŀ ſńŉ µöŽ ń·Žģ ƀŵƉŴ.

Žģ ĿøìŽƃƄë óŀŽģÂƃ ƄŽƄĮŹŀĽ ƈ·ƊŽń·
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ēæ�Ĉìb
ğÃë ŻĤúħ øŵģƃ ſŃƄť Ƅù ƀŦƁ Ŀ 6÷Ŀ øō ƀ¾ µöŽń·Žģ6

 ƀÝ µöŽń·ŽģžžŽƈ 6Ƈńŵ ĬÈŅŃģ ƀ¾ ôë ŀŽƃç
Ĥù ĦõƃwwwğÃë ŨùńŢĭ6

Ĥŉƃ ƄžùÂģ Ŀ ƃŀöŶÉŽ Ŀ ſńŉ µöŽń·Žģ ƀŵùĠŶĽģƃ ƀŽƄŹƄŽ ƄŶ6

Žģ·ŽńµŃŅƃńħ
   ŵĤŦĮŉƄÝ ôŉģĿ ŃŅƃńħ Ħõƃø      Ĥù Ħõƃ ôå ÷ĿWWW  Ƒ Ŀ ƀĭ    óńĭ ſŃĤÞŵ ƈŉńŉï   ƇÅQúë ŴĮŊúĽģ ƀ· .

 Ņƃńħ ĦõƃŃ       ƄŽƃŃƃńŉ ƀŵ Ħõƃ Ŀ īĤŹƄŶŢŹServersWeb-         ôÐĤÝ Ħõƃ Ŀ ƀŦƁ ƃģ ƈŶĽģ ģŃ ƀľ¾  ĤQù
Webpageń¾ ôë ń¶ƄƊÞźë ƀÝ ƀÑħ ƀÝïƇƃŀž. ƀŵ īŃĤĨš ƀŽƃŃŅƃńħ Ħõƃ ŃƄƂŎŹ ƄŵƄ¶ńĭMicrosoft

Explorer 4 Mozilla FireFox ƀĭŃƃ ſńŉ ſÂģƃĿ ôå ƇĿ ƀľ¾ôŪƊŝƃƇńŵ . óĿ ƀŵ Ƅù ôå ƀŶë
ğÃë ſĿŅ ƃÂģƃĿ4  ƇĿ ƀŽĤQŉė ųƄQë ŃĤë óŀŽĤħ ŃŅƃńħ ųƃÀ ńƁ ƀÝ ƄŽ . Ŀ ƃÂģƄQť ŇƃģInternet

Explorer ƃģ ƄŽèúÝƃ ŃĿ ƀĭƄŉĤĭ ŃŅƃńħ Ŀ ôŦƁ ńÝ
 ųƄë ŃĤëƃÃë ſĿŅ ŃĿ .
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