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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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isfAe :0�sȧ£fƈ
U`�eȧl :+aM�ȧ{f��=j+0�sȧ£fƈ+Új�ȲƑ{faLr�{Ɖa5ePĎx
�óy�{Ɖjrsƈ :+¢ĥs��ėȲ+�óy�{faLr�{Ɖa5ePĎx
�`sȨƑ :g5 r̀sȦ
+ɲeq�ė :¢ĥs�

S�9Ɖj�Ɖjrsƈ/rȨ :+aM�ȧ{f��=j+�(�0¢ȧ�r�ɾ/+sjs���ƈ+`��ȧVs`ȥ/Ȧ�4�
Ɖjrr0£(Ȩ :+kos¢Ȳ�/�1r+�ȦčsƉr�qe�Lxr�os¢/Ȧ�4�

+¡�Þ_�ƈ :̖̎̐̕x0!oɿf8
+¡�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
�/�1rmɺGsU%e+ȥ .q¢/�1��ƈȲȲȦ_/sa¢r�¢ȱ_+r0Nkex+ .q`PɺĎsƉjrrmɺ

˻sj�X,kaÞƈĔȧx  .
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c�Qz¢�0y1r�+�Ȳkos¢�+
Ɗ�/ g4�� �0X�

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

)b�4s` (sy�r +r/+ ͅr .
 m+ m/�ƉĤ q� s`s� ȲÞ qƭj0Ṳ̢̨̪́ƈ + Ȳkos¢ + _�ƈ 2y0˯ x0!o + q� qae� ȯ+ q` ͅs8 _sesjr qe�j q¢ _�

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

e Ȳƈ �z�)e0¢ r� �z�(�0¢x0` _r/ gp . + ͅ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` . q¢ qƑj/�,fo
zËjrsĤ q� NȰ1s� r� �zUzƈ ͅ�s�%e sjs���ƈ ɾ/+ + ͅȲƈ s��5z4�� r2zjrsĤ ʊs=( r� {� r̀+ s`s� r� s4/,e ͅs

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¢.

(se szk�/s¢ ͅqƬs� q¢ sƉjr1r/ + b5j {Ɖjsa��/ + ͅm/�£` s`sƈ q�Ëke�/ + c�Ij 2zjrsĤ Ƈ�j2ȱP� + r� r,ȱ4/ + q� s
 +�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 +

zo ͅȲƈ s`r+Ĕȱ` q¢ �s�%e + r� ͅ6y/,� q¢ sjs���ƈ ɾ/+ + ȯ+ q� sj�zß� + r� ͅxsf£4 qjr ,j�o r� qÛo _ró Ü
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
Me i��5j�QT� ˳a�)e0¢ msy + ��4xr {Ɖjr,ȱ4r� /s�Ƭ r� i,f�e Ȳk`s� + r� ͅ i�/˴.

 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)Ú 6Ȧ/,� q`xĎƈr m+�U�4� qƈ�j2ȱP� r� qĤ.
 ���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`
rrčs  i�5j� r� ȲaÛz£4 ȯ+ q¢ q� ȥr+ q)Úcč�sP �y0� Ȳƈ ȲÛo ȲƉj.

 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
 ręáìÝ�±ìÝ

å ¬bæcâl § ¨åëh ðæòÍ� ¬üìòĒ®
Žń¾ð  ¶ ôå ƀ            ƄQŦƁ ƀQŵ ƄQō ÷ƑƄQë ƃģ ƇńQŵ ŻƄĮQō ôë ÷ĤºńƁ ƀÝ ƀŽƃń¶ƄúÞźë ¸Ńƃ żŽ ƃÅúƁƄÝ ųƄ

   Ŀ ƀľ¾ï·ô   ŃŅ ƀŵ ôžĮŊúĽģï       Ŀ 4ƃÃëƃ ƀŽƃĿĤù ƀľ¾ ƄŽƄùĤº ƄŽƄï·ø         ôQå ĿŃģƄQŹ ôQŉģĿ ôžĮŊQúĽģ
  ÷ģŀöë   ňŵ ƈōƀŵĤë                   ƀŽ ƇƄō ńúĭ ŸƁ ôë ńìũ ƀÝ ƄŽĤŽĤŊŽģ Ŀ Żė ƃģ ƃƃ ƀŽ Âƃ ŃƄŒĭ Ŀ ½úƁ óŀŽģÂƃ

  ƃƃ   Ňƃģ ńðŹ ƄúÞźë Ŀ ńÝ ń¶     ÷Ŀ żìźŹ ƃģ ƀŽĤŉė µŹ.    ģƄù ƀŽ ŻƄĮō ƀŦƁ ĿŅó    ńQõÀ ôQìŶħ żźĮQÈŅŃģ
 ÷Ŀ żùÂģ .   Ƅù ƀŵ ÄƄŹ ƀĮŵĿńöźō  ôå ƃÅúë ļŹĤľŹ ſńŉ ƄžĮÈƄÝ ÷ģŀöë     ƀQĭģƄĽ ôQŶħ ńQìũ ƄQŉĤĮŉ ƈō

 ƀŦƁ ƃģ ƇƃÂģƃïƇÃë ÀƃÁ .
ĿƄĭ ƀÝ ƈìŽƃƄë ſĿŅï óĿ Ŀ ƀ÷çƄŵĤžìĭĤúĮĽģńÝ ĿĤĮŉ ſÂģ ƀÝ ƄŶùĤÝ ĿƄŉ 6÷Ŀ ƀ¾ ńŞŽ

  ƃģ ƃĿģńũģ ƄŦƁ Ńģï                    ƀQĽģńÝ ƀQÝ ƀQľ¾ń¶ƄúÞźë ƀQŵ ôQå ƇĿ ôQĭńÝ ôë ļŹ ńÝ óņŽƄĮŉ ôŹƄë ƀĭ ƄŽƄŽĤ
Ƅĭï  ƀï 6ƈŶĽģ ƀ·        6÷Ŀ øQō ƀQ¾ ųƃŃ ƃģ óņQúťģ ń¶ƄQúÞźë Ŀ ôQë ŀŽƃç ƀÝ ƄŽĤŽĤŊŽģ Ŀ QŉĤĭô  Ŀ ŀQùĤħ

  ŽĤ¾ ƀÝ ń¶ƄúÞźëð ôë ƀ    Ƅĭ ƀÝ ƈìŽƃƄë ſĿŅ Ŀ Qï      óĿ Ŀ ôQë ŀQŽƃç ŴQÞĽ ƀQÝ ƀ çƄŵĤQžìĭÖ   ƃņQúťģ ńQÝ
 óŀŽĤħ óĿ ƀÝ ƃģ Ġō ſƄÝ óŀŽĤħ  ĬQÈŅŃģ ƃģ óņQúťģ ƀ¾ ôë ŀŽƃç ƀÝ ƄŉĤĮŉ ƈĵƄŵĤžìĭ ôå ųŀúƁƄÝ

    żùÂģ Ƅù Ƈńŵøō ÷Ŀ .      Ƅĭ ſņúŵƄQ¶ ƀÝ ôë ƈëńÞ¾ óĿ ƀÝ µŊžħ óĿńÝ Qïƀ óĿ Ŀ ƄQŽƄĲĺħ   ƄQŵÃú¾ ƀQÝ
 ƃģ ƃƄë óŃƄÝ ŇƑžĭŃƄÝ×ƈō ĥģƄº ƀïƄĭ ƀźƊŮĮŊŹ ńƊť ƀÝ ƀħ ôžĮÈƄÝ.

câl èÝò § è¦Ą ¬üìp¥� èýò�Ā ēæ�²ñèåì
câlòēl �Êæ¹ èb ¬üì:
źë    ĽģńÝ ôë ĬŢžő ƀÝ ń¶ƄúÞô    Ƈńŵ óņúťģ  ƃģ ÷ģŀöëōƈ       Ŀ ôQë ƀQĽńħ ƀQÝ ĬŢžQő Ŀ ôQå ƄQùģƃƃ

       Ŀ óņúťģ ôùƄŵ ƄŵƄ¶ ńĭ ń¶ƄúÞźëĹģńř×ģ ŀúŵƄĭ ƃe    ƇĿ ôQë ƄĽńħ ƀÝ .   ƀQÝ  óĿ    ƄQŵƄ¶ńĭ ôQë ĬŢžQő
  ƄŵƄźŢŹ ƃģ ƄžźĮÈŅŃģƄŶùĤŉƃ      ųÂƃ ŃĤë ƀÝ ôå ƀľ¾ƇÅöë4    ƄQō ÷ƑƄQëAuto-CADģ ƃCAM

ƃÃëƃ ſŃĤōģ ƀĭ.

˺ Design & Manufacturing
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l èÝòcâ¬üì èb è¦Ąpýè¥�òü�áìü� ç¬± ēæ�²òèm¡�¬ÁðK(Auto-CAD): Ƅù ń¶ƄúÞźë
 ŦƁ ƀŵ ôå ÷Ŀ ƀľ¾ ƄŶùĤŉƃ ƄžŹņúťģ ƄŦƁ ƀŵƀ   ƀQÝ ƀQľ¾ï   ſńQŉ ôžĮŊQúĽģ ƀQ·   ƈQĹģńř ƄĭƑƄŒQĺŹ Ŀ

  ſńŉńĭƇÅöë      ƀÝ ƀľ¾ ń¶ƄúÞźë ƀŵ 4ï    Ĺģńř Ŀ ſńŉ ôžĮŊúĽģ ƀ·×    óņú·Ŋžħ ƄŵƄë ſńŉńĭ Ŀ    ôĽƄQŹ  ƀQÝ
      ƈĹģńř ƄĭƑƄŒĺŹ Ŀ ƀŽĤźƊÝ ƀĭĤƉŅ       ƇĿ ųƄQë ƀQĭ ¹žŹģŃ ƄŽƄŵÀĤŹ ƇƄō.   Ŀ ôQÍŶöħ   Ƅĭ ƀQÝ Qïƀ:   ƈžĭŃƄQÝ

     ģĿ ƀĭ ƄŽģńúžĶŽģ ƈŵĤŦĮŉƄÝĤƊĭÂƃ        ńQõÀ ƀQÝ ƀŎQŮŽ ƃģ ķńQř óƄQō óŀQŽģÂƃ ×ŽģĿƃ óƄù Ŀ ôå ƇƄëŃƃ ſ
       ƈĹģńř ƀÑħ ŬúŭĿ ƀÝ ôë ſĿƄŹ ſÁžŵ ņúĽÂģ óŃĿ ƀÝ ƀŦƁ ƃģ ƇÃë)gD (   ƈQžùƃƃ ƀQÑħ óƄQō ſÂƄĵ .  ĤQù

       Ŀ ŃĤźŢŹ Ƅù ôå óĿ ƀŵ ôìľŹ īŃĤĨš Ŵħ ƀÝ    ŴQúÝ ĬQúŵĤŢũ ƈQŶźš ŴÞĽ ſŃĤÞŵ ƄŵƃÂƄĵ Ŀ ×ŽģĿƃ óƄù
     ƀŶÞĽ ƈō ÷ƑƄë ƇÃëøŽģĿƃ     ƃģ ń¶ƄúÞźë ĿAuto-CAD ƀŶƊŉƃ ƀÝĹģńř×  ƀŽƄĨúš ųƄ¶ ƀŦƁ Ŀ ƃģ

 źúŽ ƃģðŵ ƀŵ óƃĤúĭÃðƇÃë ķƒőģ ƀĭńÝ ĬÉ.Ƅĭ óĿ ƀÝï ƀń¶ƄƊÞźë   ôQë ĬŢžQő ƀQÝ   ƀQŵ ųĤźŢĮQŉģ Ŀ
 ƄžŹņúťģƄŶùĤŉƃ ƀľ¾ï ŴÑƇÅöë.)e-eŃƄ»Žģ(.

e-eŃƄ»Žģ:ƈĹģńř ſņƊĽÂģ óŃĿ ×ŽģĿƃ óƄƉ Ŀ ƀŶƊŉƃ ƀÝ ń¶ƄƊÞźë Ŀ

 ƀÝ ƀľ¾ ń¶ƄúÞźë ƀŵï·ôŀúŵƄĭ ſńŉ ôžĮŊúĽģ(CAM):eſńúħńŉ ×Ĺģńř ńÝ4 ĬŢžő ƀÝ ¸Ńƃ żŽ
 ŸƁ ôë ŀúŵƄĭ ƀÝ ƄĭƑƄŒĺŹ Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵ ôëï ŴĮŊúĽģ ƀ·ƇÅöë . ŀúŵƄĭ ƀÝ Ƅō ÷ƑƄë ÄƄŹ

˺ Computer Aided Design
˺ Computer Aided Manufacturing
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 ƀŵ ń¶ƄúÞźë Ŀ ôë ƀľ¾ ƄŽÃëŊƊŉ êƊ¶ĤħƃŃĮƃÃë ĿĤƉ ƀŽƄźf .ĮŢžőƈ ƀŽƄ¶ƄħƃŃ Ŀ ƄŵƃÂƄĵ ń¶ƄŹ Ŀ
 ƄìùńħĤũ ƀŵŃĤëïĿ ń¶ƄŹ Ŀ ſńŉ ƄŽģńƄŵÃĭ ƃģ ƄŵƃÂƄĵ ƀÝ ƃŅńÝƇƄë ƀĮŉńŹ ſńõÀ ôë.

f-eŃƄ»Žģ :¶ĤħƃŃ ƀŵ ƀÝ ƀľ¾ ƄŽƄźĮŊúŉ Ƅìúï ƀìúŵ ŀúŵƄĭ Ŀ ƄŽƃń¶ƄŹ Ŀ ſńŉ ôžĮŊúĽģ ƀ·

e-eģ ƃf -eƄŽƃŃƄ»Žģƀĭſńŉ ŷĤÝ ƀÝ ƀŵ ôºģƄù ôë ƀìúŵ ƇŀúŵƄĭ ƀŶÞĽ ƀÝ ôå ôìùńħĤũ ƀŦƁ
 ƀľ¾ ŸĮŊúŉ êúĭĤħƃŃï ƀŵ 4ƈŶĽģ ƀ· ƄŽƄ¶ƄħƃŃ ƄìŽƃŀúëƄ¶ ģŃ Ŀ ƀľ¾ïźúŽ ƃģ Ƅ·ð ſÂģ ƀÝ ƃƃĤĮùÃ

ğÃëƃ İĺħ.

˻ Robotic system
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�±ìÝ àñë§

câl §ò ¬üìïë«ë�¢áë¬bpèåìá�¬

  ƇƃŃƃĤĺŹƃńÝï  ŨúĮëń·Žģ Ĥù ƀŽƄŹģń(Interactive) ŵĤŦĮQŉƄÝ ôŉģĿ     Ŀ ſńQŉ ŻĤŊQŽģ ƀQŵ ôQå ƇĿ ƈ
    ƇńŵĤúĭÂƃ ƃńĭģ ƃńĨĽ ƃģ óŃƃĤĺŹ .  ģĿƃńÝïƀŽƄŹģńŶöħƒöħô     Ŀ 4Ƈńŵ ôŽÃëôÍŶöħ  Ƅĭ ƀÝïƀ :     óĿ ƀQŵ ƄQù

ƃńÝï   Ŀ ôå ƀľ¾ ƄŽƄŹģńÀģŃï  ŻƄ(Dragon)                 ƀQŵ ôQå ÷Ŀ øŵĤŦĮQŉƄÝ ƄQù ôQŉģĿ ƇÅùĿĤQù ŷƄQŽ ƀÝ
      ŉĤĭ Ƈńŵ ŻģƄĭ ſĿĤŢŵģ ūƄũ ƃńĭģ ƃńĨĽ ƃģ ŃģÁžħ Ŀ ſńŉ ŻĤŊŽģø ƀÝ Ġō ÷ƑƄëŽģð    ƀQÝ ƀQħç ƀQŶħ Ĥù ƈŊúŶ

        ƄŉĤĮŉ ×ŵĤŦĮŉƄÝ ģĿ ƃģ ğÃëƃ óńĨĽ ôë ŻƄũƃńìùĤŹƄĭ ƀìƊĭĤŹƄĭģ ƀÝ Åťï ƀ   ƀQÑħ ƈQŶĮúĶùĿ ƀQÝƇƃÂģ
             Ƈƃ óƄQō ôQù ƀžĮQÈƄť ôQå ƀQ¾ńƁ ŴQħ ĤQù īĤQŹƄŶŢŹ ƀQŦƁ ƀĭńÝ Ážº ƀŵ ôë ĥģƄº ƀÝ ń¶ƄúÞźë ƃģ

ƇƄë óŀŽģÂƃ .
    ƄŽƄžúQQōĤŹ īĤQŹƄĭģ ƀQÝ ×ũģńQQő Ŀ ĈƑƄQźŢŹ ƈĵƄŵĤQžì¶ ģĿ(ATM)4 Ŀ ŴQùŃ   ƈùģƄQQƁ ƀQÝ ƃģ ƄQQìúŵ ƀQÝ

     ųÂƃ ŃĤQQë ƀQÝ ſŃĤQQÞŵ ƄQŵƄë óŀQQŽģÂƃ Ŀ ƄĭĤQŹƄŶŢŹ Ŀ ôQQë ƄQŽƄŶžúŹń¶ ƇÅQöë .  ųƃÀ ģĿ ôQQë ƄQùÃŹƄŵ ƀQQÝ
      ƀŽ Âƃ ŃĤĨĮšģ Ŀ ƈŵĤŦĮŉƄÝï   å ƀìº 4ųŀúë ŴÑ      ƀžŹÀģÀ ƃģ ƀźŉ ƀÝ ô   ŃƄ·ï ƀïƄĭ   ƃƃ ƀŽ  ƇƄQō ĬħĤı . Ŀ

  ŀùńúĭ ƀÝ ĬĽƃ ƈĭĤŹƄŶŢŹ Ŀ ƃģ ƃçƄŵĤžìĭÖƀĽńħ ƀÝ  ƀQŵ ôQë ĮľŹńÝ ƄQĽģńÝð  Qŉ ƄQŽƄ ģĿ ſń ƇƃŃƃĤQĺŹ
        ƃģ ĬúŶħĤŭ ſĿĤŢŵģ ūƄũ ŴÞĽ Ŀ ƈŵĤŦĮŉƄÝ  ŃƄ·ïĮħĤıƃŀƊ       4Ãë ƀŉƑńĭ ſńŉ ĴùŃŀĭ ƀÝ ÷Ĥº ŴÞĽ µŊžħńÝ

   óńĭ ƃģï   ŴĮŊúĽģ ƀ·ƇÅöë   Ŀ 4ôÍŶöħ  Ƅĭ ƀÝïƀ :       ŷƄQë ƀQÝ ƄŉĤĭ ƀĭńúå ƀë
       ìŽĤħ ƄŉĤĮŉ ƃģ ğńŵƃ ĥĤŊĹ ôë êŽĤħ ƈùĤÝƃŃģƈ      ƄQŉĤĭ ƈō ƒť īŃĤë

 Ġō ÷ƑƄë       ſńŉ êŽĤħ ƀŵ ƀľ¾ ÷ĤºńƁ ƀŵ žú¶ ƀìùÂģ Qð      ƀQŶÞĽ ƃģ ğÃQë ƀ
         ƄŶÞĽ Ŀ ŸƁ êŽĤħ ƃģ Ġùģƃƃ ƀĭŃƃ ſņŽƄĮŉƄƉÂƄŹƄŽ  ƃņQƂĶŹ  ƈìúĵƄŵĤQžìĭ

    ƀÝ ƀľ¾ ƄŽƄźĮŊúŉï             ÀģÀ Ŀ ƃģ ĬQĨĲŹ ƀQĭ ôžĮQÈƄť ƄŉĤĮŉ ſńŉ ƄĮŊúĽģ ƀ·
 ĥģƄQQº ÂƃƈQQƉģƃƃ .ƃńÝ ƃÂƄQQŹƄŽ Ŀ ƄQQŉĤĭï óŀQQŽƑ ƀQQÝ ƀQQŽƃŃƄ»Žģ ƄQQŽƄŹģń

 ƄŽƃŃƄ»Žģ ôëïğŃƄ .ƈŵĤŦĮŉƄÝ ƈìŽƃŀŽèúÝ Åť
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¥Ė småëìl Ē¬�ñ`�ým²

ë¬b ®òæÝìü ¬üìòcâl §pèåìá�¬
ƃńÝ ņúžŵƄ¶ï ƀŽƄŹģń ųƃÀ 4ųƃÀŃĤë ôå ƇÂĤŦŽģŃ ôë ŻĤº ƀÝ óŃƒŽÃë Ŀ ƀľ¾ƄŦƁ ƀŵ ƈìŽƃƃ

ùńŞŽ Ŀ 4ſÃëŃƃ ſÃëģŃ ƀÝ ƄĭĤŹƄŶŢŹ ƄĭĤ ƀÝƈŉĤúŉ 4ƃņúžŵƄ¶ 4ƄŵƄë óŀŽģÂƃƄĮŶë ƃģƇŃ ƃŃĤå ƃŃƑ
 ôëïƈŶĽģ ƀ· .ƄúÞźë Ŀ¶ńƇńÝ ƄìùÂģƃï īńƂō īĤùŅ ƀŵ ÷ĤºƄù ſńŉ ƄŽƄ·ùĤŉ ƃņúžŵƄ¶ ƀŵ ƀŽƄŹģń

ƀìŵ 4ƇĿ żźĽńħ ƀľ¾Myspace 4Facebook4hiiƀŽƄ·ùĤŉģ ƃƀŽƄĮùĤŉ ƄúžŉŃ Ŀ : ƀìŵFlickrģ ƃ
YoutubeģźƁ ƃŽŃģŀðģĿƄŉ ƀïƀŽƄĮùĤŉ ņùń4ƀìŵ:ebay 4amazon.comŃƄŽ ôŉģĿ ƃģ.

 ņƊžŵƄ¶ ƀÝƄŵĤŦĮŉƄÝežú¶ ƄìùÂģ Ŀ ôëð Ŀ ƃģ ƄŵƄóŃƃĤĺŹƈŵĤŦĮŉƄÝºģŃƈ .ĈƑƄźŢŹžú¶ ƄìùÂģ Ŀð ƄŵƄ
ƈŵĤŦĮŉƄÝƀÝżŎú·ŽņùńÝƄŵƃÂƄĵ ųÂƃ ŃĤë ƀÝ ôë ƄŵƄë óŀŽģÂƃ ƃģ ƄŵƄë ſńúĽŁ 4ƇÅöë .ŽŃģŀźƁð ƀ

 ƀÝ ƄŵƄúŽ ƄìùÂģ Ŀ ƈìŽƃŀõŃƃģ ôë ƄŵĤŦĮŉƄÝ)ƈŢźŉ ( ƈìŽƃŀƊŵ ƃģ)ƇńŒħ(f ƈŵĤŦĮŉƄÝƈºģŃ ŸƁ .
ŃƃĤĺŹŴùĤŉƃ ÷gƃĿ Ŀ ôå ƇĿ ŴùĤŉƃ ôŉģĿƃĤù ƄŽĤŊë ôŵÀ óƄùï Ŀ ¹žŹńĭ ƄìŽƄĮŊúĽģ ƀ·

 ſĿĤŪĮŉģ óńĭ ſŃĤÞŵ ĿĤĶùģ Ŀ ƄìùÂģ ƃņúžŉŃƇÅöë . Ŀ ſńõÀ ńĭ ŴùĤŉƃ ģĿï Ŀ ¹žŹńĭ ƄìŽƄĮŊúĽģ ƀ·
žú¶ ńÝ ƄìùÂģð4ƄŵƄ Ŀ ƃģ ƄŶĭĤŉóŃƃĤĺŹƈĽń¾ģŃ óŀŽĤħ Ƅŵƃńħģńħ ńÝ ôžúŹŅ Ŀ.

˺ Social Software applications
˻ Audio & Video
˼ Interactive tools

ŀźĹģ
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 ƈŶìúŵ ĿóŃƃĤĺŹ ÷Ĥº ƄŶìúŵ Ŀ ôë ĬĽƃ ƀÝ

÷Ĥº ƃŀúë ſŃĤìÈ Ŀ żĮŹ Ŀ
ŃƄ»Žģ ƇŃƄŵ ŴħĤŮŹ Ŀ

ŃƄ»Žģ øìŽƄĮŊúĽģ ƀ·ÌĿ

å� §ýðÝ�Î�±ìb �ñ Üñ�±ë ìmñĘ� ðýå¬

²ò± ìåìá�Îòb ìmýf §�à(Instant Messaging)
 øŽė Ŀ)Ƅì·å (ŸĮŊúŉ ƄŽƄŹĤŦúÝ:ƃńÝ ôŉģĿïôë ƀìĨō ƀì·å ſƄù ƀÝ ôå ƇĿ ƀŽƄŹģńï ƀ·

 Ŵħ ƀŵ øìŽƄĮŊúĽģïžú¶ ƀìùÂģ ƀÝ ſńŉ ƈìŽƄĮŊĽģ ƀ·ð ŃĿĤŭ óŀŽĤħ ƄŵƄƃƇ ƃģï ƈìŽƄĮŊúĽģ ƀ·
ù ƀŵÀ ƀÝ ƈō ÷ƑƄëƄĭ ſņúïžú¶ ôìùÂģ ſńŉ ĻÂģ Ŵħ ƀŵ Ƅù ƀÝ Ƅù Ĥù ƀðŵĿĤĨĭ ńŞŽ Ŀ 4ƇÃë ôƀ 4ƇÃëƃ

ťſņùÅƇÃë ſńŉńĭ ŃƄŽ ƃģ ŃģÁžħ ƈžĮŹ ƃģƃńÝ ƃņúžŵƄ¶ Ŀ ƀŶÞĽ ƀÝ ģĿ ôåïƀŵ ƄŽƄŹģńƄÍŽĤ¾ƇĿ ƀľ¾ .
ƃńÝ óĿ Ŀ ƄŉĤĭïŶúħ ŷģńðƀÝ ƀh-eŃƄ»Žģ ôëïğŃƄ.

h-eŃƄ»Žģ :MSN ŸĮŊúŉ
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ÝòÞmðĒ«ë�¢á)Text Chat(
   óƄō ŴìƊŵ ƀÝ ôå óńĭģ óńĨĽeIRC ųŀŽèúÝ ŸƁ óŀŽĤħƇÅöë 4    ƀQŵ ƄQù ¹žŹńQĭ ƄìŽƃƄë ſĿĤŪĮŉģ Ŀ

      Žģ ƃÂƃĤúÝ ƃģ ƃŃƄƂŎŹ ƄŵƄ¶ńĭ 4ƄžźĮÈŅŃģ ƃńõÀ·úŽń·ƈ Âģõ   ƀľ¾ Ƅìï  ŴÑƇÅöë . ģĿ ƇçƄŵĤQžìĭ  ƈQŶìúŵ Ŀ
        ƀQŵÀ ƀQÝ ŸƁ ƀžúŹŅ ŃģÁžħƉ        ƀQÝ ŸQƁ ƃģ ņQú   ƇÃðŽĤQºƄĭ Qï  ƇƃńQħģńħ ƀ.        óƄQù ƈQō ÷ƑƄQë ƈìŽƃƃŃĤQë

 ôŽƄĽ ƈìúŽƃńĮìŵģ(Chat-Room)  ƇŅƄžŽ ƀĭģ ƀĮō ôë ƀŽƄĽ ƀÝ ƃï Ïńöźōńŉ ƄìŶĽſ   ĤQù µQå
          ôë ƀŽƄĽ ƀÝ ôå ƈìúŵ ƃ ƀžìúŵ ôŉģĿ ƃģ ƇÃëƃ ŃģÁžħ            Âƃ ƄŶĮQŉƄŵ Ŀ ſŃĤQÞŵ ƄQìŶĽ ƃĿƄQĵƄŹ ƄŵƄ¶ Ŀ

     ŸƁ Ĥù ƃģ Ƈƃ  ÷ģŀöë        Qŵ ƄQìŶĽ ƃŃƄQŽ Ŀ ƈQō  ƀ             ƇŅƄQžŽ ƀQĭ ôŽƄQĽ óƄQō óÂƄQĵ óƄQù ģƄQĽ .  óĿ Ŀ
÷çƄŵĤžìĭŶúħ óŃƄÝ ſÂŅ ƀÝ ſƄù Qð    ƀQŽƄĽ ŃģÁQžħ Ŀ ƄŽĤQŽĤŦũģ Ŀ ƀAfghanonline.com/chatſĿ.

ŉĤĭŃģÁžħ Ĥù µå Ŀ ƄŽĤŽĤŦũģ Ŀ ƄƀÝ ŃƄ»Žģ)i-e ( ôë ƀÑħïğŃƄ.

j-eŃƄ»Žģ: ŃģÁžħ Ŀ)µå ( ƀŽƄĽ

˺ Internet Relay Chat (IRC)

ŵ ƄùƄō Ŵìúŵ Ŀ ƃŀúë ſŃĤìÈ Ŀ Ƅžìú÷Ĥº

 ƄŶìúŵ Ŀ żĮŹ Ŀ÷Ĥº
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å¬ýå�òèåì�¢� ðý(Internet Forums)
µúŽń·Žģ Ŀ Ĥù ƈ·úŽń·Žģ ƀŽƄĲĺħƀŦƁƈìŽƃƃŃĤë ôë ôŦƁ ƀÝ ôå ſĿ ƀÐĤÝ Ĥùïƀ·ƈìŽƄĮŊúĽģ ÷ƑƄë

ŽĤº ŴÞĽ ƈōðåģƃ īĤšƄŕƄŹ ƇÃ Őľō Ŵħ ƃģ ƇƄ ÷ƑƄë şƄŕƄŹ ƇÂƄŹƄŽ ƀÝ ńŞŽ ŴÞĽ ƈō
ń¾ óŀŽĤħïƇÃë ŀž .ïń¾ ƃŃƄŽ Ŀ ŸƁ ƈō ÷ƑƄë ƈìŽƄĮŊúĽģ ƀ·ï ńŞŽ ŴÞĽ ŸƁ ƃģ ƈŵƄŵƃ ôŽƃŀž

ń¾ïƇÃë ŀž.Ý ƀŽƄĮĽƃ ńõÀĤôÐf 4Ƈƃ ôŹĤšôžŢù ôå ôë ĬĽƃ ńƁ ƀÝ ƈō ÷ƑƄë éƄ¾ ńƁ
÷ƑĿƄŵŃĿ øŉńŉƑ ƀĭ ôŦƁ ƇÂģƄťƃƈō .ńõÀ¾ ƄÐĤÝ ƃÂƄŹƄŽ ƀŵ Åŵ ƀÝ ƀľøŒľō(Private) ƀÑħ

Ƈƃ .
 ôÐĤÝ ÷ģŀöë Ŀ ƈōƃģÃÝƃƄŶƁƃ ƀŵ ƄŽšńũ ƃģ ƈŶőģ Ŀ ƃģƈ ńÝ ƄĭĤšƄŕƄŹ ƄŽƄŵƃÀ ƄŶúħƒƊħ Ŀ µŊžħ

 ƈìŽƃĿƄŵŃĿƇƃ .ŽĤº ƀŶħ ſƄù ƄÐĤÝ Ŀð Ĥù ƃģ ƄìŽƃńŵ ŃƄ»Žģ ƃģ ƄŽƃŃƄ»Žģ Ŀ ôå ſĿģĿ ĤúĭÃ
Ŀ ƄŽƄŶùĤũ ƄìŽƃńŵŃƄ»ŽģĤŽģÀƄŶÝ(Upload) ƄŵƄëĤƊĭÂƃƇńŵ . Ŀ ƄŉĤĭĿ óŶúħ ſƄù ƄÐĤÝ ƈĮúŽńĮŽģð ƀÝ ƀj-e

ŃƄ»Žģ ôëïğŃƄ:

j-eŃƄ»Žģ :·úŽń·ŽģƈŷŃƄũ

˻ Forum

�Â�Â»

ƀ·úŽ ĿĤĶùģ Ŀ ĬŉƄÝ øĮŉƃŃƃ �Ì¼� ÂËÂ� d�a{
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§ēm�µ ìåì�á¨¥ ë®òæÝìüN

   ôìĨō ƄŽƄĮŹŀĽ ƃņúžŵƄ¶ Ŀ :     ƄŮùƒš Ŀ ôå ƇĿ ƀŽƄźĮŊúŉ ôŉģĿ    Žģ 4ƄĽƄŹ 4ƃƃĤúĮĽƄħ 4ƄŵƄìùńōð  ƃņQú
           ŵ ƄŵƄŵƄ¶ ģŃ Ŀ ƄìŶĽ Ŀ ôë µúŽń·Žģ ƀÝ ſŃĤÞŵ ƃŃƄŽ ƃģ   ħ ƀQžúŹŅ ſŃĤÞ ƇƃńQħģń .  Ŀ ôQÍŶöħ  Ƅĭ ƀQÝ Qï  ôQŉģĿ ƀ

·úŽń·Žģƈ      ŶŹ Ŀ ôå Ƈńŵ ŻƄĮō ƀŽƄ·ùĤŉð    ƀŽƄĮŹŀĽ ôŽŀŽƄŹ ƃńï           ƃģ ƇƄQë óŀQŽģÂƃ ƀQĭ ƄìŽƄĮŊQúĽģ ƀQ·
ï  ŶÞĽ ƈìŽƄĮŊúĽģ ƀ·ô  ŽĤº ƇĿńũðóƃĤúĭÃ4 ƀìŵ :  4ńźš   ſŀQŽĿ ĤƉ ĬƊŵƄŦŎŹ  4ƃ żQř  4  Që ſĿŅſÃ   4żQùĿ 4

ŃƄQQŽ ƃģ ĬQQúŢŭƄŹƇƄQQåģ ôQQìÝ ŐľQQō ŴQQħ ƃģŽĤº óÂƄQQŹƄŽðóƃĤQQúĭÃƈŵƄQQŵ īĤŒQQľŎŹ ƃģ Ŀ ƃģ
ŶŹðžú¶ Ŀ ĥƄQQĮùńðžú¶ ƀQQŽ ĤQQù ƃģ ƄQQŵƄðƈŊQQúŽ ŸúźŒQQĭ ſÂģ ƀQQÝ ƄQQŵƄ. êQQħ ňƊQQũ Ŀ ųƃÀ ƀQQÝ ôQQðŶƊħ Ŀ
)Facebook (ŽģƇƄë óŀŽģÂƃ ƀŽƄĮŹŀĽ ņƊžŵƄ¶ ôå ƀÐĤÝ ƈ·ƊŽń· ƀÝk-eĠžƉƃ ôë ŃƄ»Žģ.

k -eŃƄ»Žģ

˽ Social Network Services

(c) ketabton.com: The Digital Library
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ēæ�Ĉìb

� īĤŹƄŶŢŹ ƀ¾ ſÂģ ƀÝ ƃņúťģ Ŀ ń¶ƄúÞźë Ŀ ôë ŀŽƃç ƀÝƄĭ ſÁžŵ ƀÝ 6ğńŵïĠìúŵƃ ôù ƀ .
�Ƅĭ ſÁžŵ ƀÝ ųƃŃ ń¶ƄúÞźë Ŀ ôë ĬŢžő ƀÝï6ğÃë ĸúŕƄĭ ƀ
�ğÃë ôù ŻĤúħ 6Ƈńŵ ųƃŃ ƀ¾ ôë ƀŽŅƃŃ ƃģ ƀŽƃƄÈ ƀÝ ń¶ƄúÞźë.
�ƃńÝ ņùŃģÁžħïŨú·ëģ ń·Žģ Ĥù ƀŽƄŹģńŽń¾ðƃńÝ ƀï óńĭ ƀĭńúå ƃģ ƇĿ ƀŽƄŹģńï ƀ·

 ŴĮŊúĽģƇÅöë 6
�ƃńÝ ƃņúžŵƄ¶ ƀÝ ń¶ƄúÞźëï ųƃŃ ƀ¾ ôë ƄŽƄŹģń 6ƇńŵƀŽĤÈƃŃğÃë ôù .
�ùÂģ ƈ·úŽń·Žģ ĿĿ ƄìƃńÝ Ĥù ƄŶùĤŉƃïĠŶĽģƃ ƀŽƄŹƄŽ ƄŽƄŹģń.

(c) ketabton.com: The Digital Library
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l¬cĄ àñë§s
�±ìÝ àñ«§

ē¥¬� ¬üìòcâl §

ń¶ƄúÞźëƀÝŴőģôëĿCompute ƀŵ Ŷë Qźô             ôQù ĤQŽĤŹ ôQå ÷Ŀ ÷ƄQō ŴĮŊQúĽģ ƀQľ¾
ƀŽńƊźō   ſĿƄĽ        ŃƄŽ ƀÝŀŽƃç Ŀ ſńöħ ńŉ ƄĭĤĨŉĤĺŹńÝ ń¶ƄúÞźë Ňƃģƃ    À ƀQÝ ŸQƁ ôë ƄŽƄĽÂģ   ƀQĽģńÝ ſńQõ

æëƀ     ųÂƃ ŃĤë ƀÝƇÅöë . Ŷöħ Ŀð  Ƅĭ ƀÝ ôïƀ:    ƀÝ ń¶ƄúÞźëï  ƄŽƄźĮŊúŉ ńöźō Ï4  ƀQìŵ :   ƀQÝ ƄĭĤQŹƄŶŢŹ Ŀ
     4ĿÅQúŵ ģŃ ĿÅöŵ      ſÃQëŃƃ ſÃQëģŃ ƀQÝ ƄQŽƃŃƄÝ Ŀ4 Ŀ ĤžÉQƉńħêúŵ)(E-mail   žú¶ ƄQìùÂģ Ŀ µQŹ ńQÝð  4ƄQŵƄ

   ŸúŞžĭ ƀÝ ŸĮŊúŉ ƈĭģńħĤľŹ4     ƄúŽģĿƃ ƃģ ƄŽƄëÃŉ ĿƀÝķńř ŵƄë4Ƅ Që ƀÝ ƈŵĤŦĮŉƄÝ ƇÂƃĤúÝ Ŀ  ſńQŉ ƄŵƃŃĤ
  ĿƄìĭƄŵģ              óńQĭ ôë ƄŵƄë ķńř ƃģ żùģņùÀ ƀÝ ƄĭĤĵ ſĿģńš ƃŃƄŽ ƃģï     ŴĮŊQúĽģ ƀQ· ƇÅQöë  4 ƄQŽ   óĿńQÝ

Ƅĭ óŀŽƑ ƀÝ ń¶ƄúÞźë µŊžħï ƀ÷ƑƄë ƄōŨùńŢĭƃÃë :
 ƀQŵ ƈQìúžľĭ ſƄQŶÝ ń¶ƄQúÞźë ƀQŦƁ ņƊùĤžÉQõńħ żúQōĤŹ÷Ŀ ôQåƃńÝ Qïŷģń øìŽƄQžŹƇƃƃģ ƈQŮŚžŹƃģ

ƈìúŕĤùŃôŽÃëńĭſńŉøŵƄëƈō.
ńõÀƁƄÝŻĤń¶ƄúÞźëſƄùĿôŉģĿņúùĤžÉõńħżúōĤŹƀÝƄĭïƀƇƄŪùńŢĭôåĿņùÃëŃƃ)Ĥ·õÀ (Ŀ4ƄŶĭĤŉ

ňöŉƃńÝƃģŻƄźŉéģƄºƇńŵƃ.

e-fƀÑħ: ŸĮŊúŉƄù Ŀ ń¶ƄúÞźë ĿŶöħƒöħôĽńħ ô

ƈŵĤŦĮŉƄÝńƉƃÀŃĤƁ
ņùÃëŃƃ)Ĥ·õÀ(

 ÷ńŎħéģƄº

(c) ketabton.com: The Digital Library
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Ƅĭ ſņúŵƄ¶ ƀÝ ń¶ƄúÞźë Ƅùïƀìŵ ÷Ŀ ÷Ƅō ÂƄĵ ƀľ¾ ƄĽńħ ƃŃƄŶ¾ ƀŵ ƀ:

9 sÝ�Í �¦±)ëĖ«�éñ¬(
9 sÝ�Î�±ìb)ìýÑ�±ñ¬(
9j�ìĀ ï¬¶�
9ęl«ëñ®)Ėñ�ý (��áìÞÊá ë�

 sÝ�Í �¦±)¬ñëĖ«�é(
 ƄQQQù ôQQQŉģĿ ńùƃÀŃĤQQQƁſĿ ƀQQQźŶë ſ ôQQQå

       QĽńħ ƈìúŽĤQľúŹ ƃģ ƈQìùņũ ƀQÝ ń¶ƄúÞźëĿô
            ƄQō ÷ƑƄQë ňQźŵ ƃģ øŵŀQúŵ ôù ÄƄŹ ôå

 Ƅë ĬŵƑĿƇ4 ƀìŵ :     ƈŶQőģ 4ŀĹģƃ ŸĮŊúŉ Ŀ
ƄQQQħÀŃ4 4ſÂĿ êQQQúŵ éÄƄQQQŹ)ŇƄQQQŹ ( ƃģ

ŽƃŀƊŵø)ŃƄ·úŽĤŹ.(

      ŴŎùƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅƇÅöë     ŴÞĽ ƀŵ ƃģï ń¶ƄúÞźë ƀÝ ſńŉ Ûƃń  ƄŽƃńùƃÀŃĤQƁ ƄŵƄ¶ Ŀ ôë
ƇƄ·ŵ ƀŽƄŹƄŽƈìúŵ ôù ôë ƀæħĤĮë ƀŶÞĽ ƀÝ ƃģ.

(c) ketabton.com: The Digital Library
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ðÝ�Î�±ìbSoftware
ŵĤŦĮŉƄÝƈ  ƃńÝ ƄŦƁï       ŴQùƃ ƀQĭ ƄQŽƄŹģń ƇÅQöë   ôQå

        Ŀ ƄŽƃÁŽĤźë ƃģ ôúŶźš Ŀ ƀĭ ń¶ƄúÞźë  ƄŵƄQŉŃ ƀĭńŉ
éģƄº ƇƄëŃƃ .   Qħ ƀQÝ       ƀQŦƁ øŵĤŦĮQŉƄÝ īŃĤQĨš Ŵ

     Ŀ ôå ſĿ ƀŚŉģƃï     ƈìŽƃƃŃĤQë ĤQù ƈìŽƄĮŊúĽģ ƀ·
 ƀQQŽƃÁŽĤźëƈŵĤŦĮľQQŉ ŽŃģŀźƁ ƃģ ƇƃĿÅQQúŵ ƀQQĭQQð ƀ

øŵĤŦĮľŉŵƃńĮžëƇƄ.

 Ĥù êŊùÀ ÀŃĤƁ ƀÝ ń¶ƄúÞźë Ŀ ƑƄźŢŹ ƈŵĤŦĮŉƄÝ
CD-ROM ŴĭĤŉ ôëƇÅöë Ŀ ń¶ƄúÞźë Ŀ ôå

=ƂŹ ƀÝ ƄŵƄŽƑĤåÁžŵ ƀľ¾ êŊõÀ ƀŵ ų ôŵĤƂŹ
 Ĥù ôŞũĤĹRAMĮŽģ ƀĭƇÅúŵĤŮ .

      ƀQQŦƁ ĠQQžùƃ ôQQù ļŹĤQQľŹ ôQQå ƀQQŽƃŃƄ»Žģ ƀQQŦƁ
 ƀQQÝ ôQQå ƇĿ ƈŵĤŦĮQQŉƄÝQQŶöħƒöħ Ŀ ôQQë ƄQQŽƄĮĽƃ Ƅ

QQŶöħƒöħ  óńQQĭ ſŃĤQQÞŵ ƄQQŵƄë ſńQQŉńĭ Ŀ ƃŀQQŽĿ Ƅï ƀQQ·
 ŴĮŊúĽģƇÅöë.

 ŴŎùƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅƇÅöëƃÀŃĤƁ ƃģ ńùƄ·ũĤŉ Ŀ ƀŵÀ ſńƁ ƃģ óŀŽģÂƃ ƀÝ ŃƄ»Žģ Ŀ ŷƄŽ Ÿŉ ńù
ƈìúŵ:

(c) ketabton.com: The Digital Library
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¬ñìýÑ�± /¬ñëĖ«�éèåë«ìāå�
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j�ìĀ ï¬¶�K
 Ŵùƃ ƀĭ ƄŽĤŊë ƄŦƁ éģƄº ƇńŎħƇƄë ſńŉńĭ óŃĤå óŀŽƑ ôå ƇÅƊë:

˺ Human-ware

K.�Î�¦± §Ýèæ��± ð
L.Ûìl«ë �ò�¥�¬b è� ðÝ�Î�±ìb
M.Ûìl äñ�®ñĖ ë� è¡¬Á
N.ïęlë ���¬�� ë� «�l

(c) ketabton.com: The Digital Library
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®ñęl«ë)ñĖ�ý (��áìÞÊá ë�
Ĥ·ƉĿīŃĤĨš ƀľ¾ ƄĭĤŹƄŶŢŹ ƄŹĤĽ Ĥù ƃģ ƄŮùĤŮĹ ƇĿģńŪŽģ ƀŵſĿ.

 ń¶ƄúÞźëƉÀĤĮ 4ƃŃƄĭ ƀŵ ôåńöźōƃ4 ôë ƀŞũĤĹ ƀŶÞĽ ƀÝ ƇĿ īŃĤĨš ƀľ¾ ƄùÁùƃ ƃģ Åť 4ƄŽƃŃƄ»Žģ
ƇƄë ſńúĽŁ Ĥù ĬĨı.

ĤĮƉÀ ſńúĽŁ ƀÑħ ƀÝ ŴùĤũ Ŀ ôë ń¶ƄúÞźë ƀÝƇÅöë.ŵƄ¶ óƄù Ŀ ƃņùÃëŃƃ Ŀ ŴùĤũ Ƅùð ô ƄŵƄ¶ńĭ ƀ·ú¶ ƀÝ
Ƈƃ ôë ƀæëŽĤº Ƅù ôåðƇńŵ ŷƄŽ ÷Ã .

 ôë ƄŽƄŶìō óŀŽƑ ƀÝ ƀŽƄŵƃÀ ƃņùÃëŃƃ Ŀ ƄŉĤĭĠžùƃ.

ęl«ë §ñèåìÝëĖ ë®

�ŹƄë ƀŵ ń¶ƄúÞźëŶë ôôź 6ğÃë ŨùńŢĭ ƀŦƁ 4÷Ŀ ÷Ƅō ŴĮŊúĽģ ƀľ¾
�÷Ŀ ÷ƄōÂƄĵ ƀľ¾ ƄĽńħ Ƅ¾ ƀŵ ųƃÀ ņúŵƄ¶ ƀÝ ŸĮŊúŉ Ƅù ń¶ƄúÞźë Ŀ4 ƄĽńħ Ŀ

6ĠŶĽģƃ ôù ƀŽƄŹƄŽ
� øŵĤŦĮľŉ)ńùƃÀŃĤƁ(÷Ŀ øō ƀ¾6
�ŵĤŦĮŉƄÝøƃģ ğÃë ŨùńŢĭ ÷Ƅŵ ôù ôë ń¶ƄúÞźë ƀÝ÷Ŀ ŷƄë ųƃŃ 6
�ģƄº ƇńŎħ ôŽÃëŃĤë ƀŦƁ Ŀ ƃģ ŨùńŢĭ éĬŉĤƊÈƃģŃ 6
�÷Ŀ øō ƀ¾ ņùÃëŃƃ6
�ĠŶĽģƃ ƀŽƄŹƄŽ ƄŽƄŵƃÀ Ŀ ƃņùÃëŃƃ Ŀ.

ēæ�Ĉìb

ěÍ

(c) ketabton.com: The Digital Library
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�±ìÝ ß«ìÞĄ

èåìÝëĖ ¬üìòcâl §

º¦µðcâlò¬�ì:(PC)
  Ŀ ƀŽƃń¶ƄƊÞźë ųƃÀ ģĿIBM ƈƉĤìƉńŹģ  ƀQŵ ×žÞźë

   ƀÝ ģƄĽemle      ÂƄQĵ ôQë ųQĤë  ųƄQō .  Ňƃģ Qï Ï
 žÞźë ńöźō4×   źë ųƃÀ ģĿ      ƄQĽ ƇƃÂƄQĵ ƀQŽƃń¶ƄúÞ
 ƀÝ ôƉ ųƄ¶(IBM)ŵ ſÀÀðƇƄ.

Ñ¬Åò�:ſŅģŀŽģ êŊùÀ Ŀ Ĥù Ĭúũńŝ ƄŽƃń¶ƄúÞźë óĿ ĿųƃÀ Řŉƃģƀŵhd GBńĭ ƀľ¾jd GB
Ƈƃ óŃƄÝ.

�mýfò�:   ĤúĮì·å ƄŽƃń¶ƄúÞźë óĿ ĿųƃÀ Řŉƃģ ƀÝƀŵGHzeńĭ ƀľ¾gGHz ƃģ Ƈƃ óŃƄÝƀƊħ
 ôùƀ¾ƄƉƇƃ Åŵ.

ºË�§ ¾Ì»:(Mainframe)
 ģƄº ńõÀ     ƄQúÞźë ÷ƄQŭ ƃģ żźë¶ ÷Ŀ ń .

 ƀQQÝ ôQQë ¸Ńƃ ƀQQÝ ƀQQŽƃń¶ƄúÞźë ųƃÀ ģĿ
ŃŅï  ƀŽƄ ôQŽÃë       ƃģ ƇƄQë ſńQŉńĭ Qï Ï

ńöźōï         ĬQĽƃ ƄQù ƀQÝ ƈìŽƄĮŊQúĽģ ƀ·
   ƀľ¾ ƄŦƁ ƀŵ ôëï ƈQō ÷ƒĮŊúĽģ ƀ· .

        ƈŹĤQŞŽ ƀQÝ ƑƄźŢŹ ƀŽƃń¶ƄúÞźë ųƃÀ ģĿ
ƄŽÃë   Ƅĭ ƀĽģńÝ ƀÝ ôëï    ųÂƃ ŃĤQë ƀQÝ ƀ

ƇÅöë4        ƄŦƁ ƀŵ ôë ƀĽńħ ƈìŶŹ ƀÝ ƄĽ
  Ƅžúº ƀÝ ƀľ¾ƄùĤºƄŽ  ôQŽÃú¾ ƀìŵ ôë

ģƄƁ ƃģ Ƅħƃģ Ŀ ƃģĿƄĭƑĤĹ Ŀ ſŃĤÞŵ Ŵì¶ģŸƁ ſĿĤŪĮŉģƇÅöë.

Ñ¬Åò�:ŃŅ ƀŵ Ĭúũńŝ ƄŽƃń¶ ƄúÞźë ųƃÀ óĿ Ŀï÷Ŀ ųĿĤŢŹ ſńŉ ƄŽƃń¶ƄúÞźë ƈŒľō ƄŽƄ .
�mýfò�: Ƈńŵ Ĭźúŭ ÂƄŵńõÀ ƃģ ƇĿ ê·å ńõÀ ƀľ¾ ƄŽƃń¶ƄúÞźë ƈŒľō ƀŵ .

(c) ketabton.com: The Digital Library
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(Macintosh)³�ýæmòá:
  ƄQQĽ ÷Ŀ ń¶ƄQQúÞźë ųƃÀ ƄQQù ń¶ƄQQúÞźë ƈŒQQľō

(PC)    Ŵùƃ ƀŽ ƀĭŃƃƇÅöë .    Ŀ ƀŽƃń¶ƄúÞźë ųƃÀ ģĿ
     Ÿ·Ŋúŉ ŴŹĤš ųƃÀ Ŵħ(OS)  ôžŢù ƇĿ øìŽƃńŵ  Ŀ

         ſńQŉ ŸĮŊQúŉ ŴŹĤš ƀŵ ƄŽƃń¶ƄúÞźë ƈŒľō ńƊÝƄQĭ
Ƈńŵ    ƀĭŃƃ ƃģ(OS)   ŴùƃƇÅöë. ŽŃģŀźƁð   ŴQÞĽ ƀ

ŽĤQQQºðÃ÷ øŵĤŦĮQQQŉƄÝ)ńùƄĮũĤQQQŉ( ƃģ øŵĤŦĮľQQQŉ
)ńùƃÀŃĤƁ(Ƈńŵ .

Ñ¬Åò�: ƀÝųƃÀ Řŉƃģë óĿ Ŀ ƀŵ ſŅģŀŽģ Ĥù Ĭúũńŝ êŊùÀ ÀŃĤƁ Ŀ ƄŽƃń¶ƄúÞźhd GBńĭ ƀľ¾
efdGBƇƃ óŃƄÝ.

�mýfò�: ƀÝųƃÀ Řŉƃģ ƀŵ ƀŽƃń¶ƄúÞźë ųƃÀ ģĿMHziddńĭ ƀľ¾gGHz Ƈńŵ ĤúĮì·å óŃƄÝ
 ƃģƀ¾ƄƉƇĿ ƀŽģŅŃģń¶ƄúÞźë ƈŒľō ƀŵ ƄĽ(PC)ſĿ ſÂƄŵ ƀúħ ôù ƀľ¾.

câl `�ýcÝò¬üì:(Laptop)
ÛĤ·ÞŵPC   ÷Ŀ ń¶ƄúÞźë ƀŵƃÀ4     ÅQŵ ôQù øŵģƃŀQŽƃŃĿ

  QQöŵ ģŃ ĿÅQQöŵ Ŀ ſńQŉ ×ŽĤQQŉė ƀQÝ ƃģ ÷Ŀ÷Ŀ Âƃ ĿÅ . ģĿ
     ƄŦƁ ƀŵ ƀŽƃń¶ƄúÞźë ųƃÀï     ôQå ƀQľ¾ Ƅùń·ħ ſŀžºń

ƇĿ óƄō ÷Ĥº ƀÝ ÷Ĥº ôë ŸĮŊúŉ ƀÝ4ïƈŶĽģ ƀ· .
öŵ ģŃ ĿÅöŵ Ŀ ƀŽƃń¶ƄúÞźë ģĿÂƃ Ŀ ĿÅ 4ƀŶŹģ ƀŵ Ĥúĭ

ƄŦƁ Ŀ ĈƑƄźŢŹŃĤëëŵ ƄìŽƃƄ ƀ ńŪŉ ƀÝ ôå ģƄĽ
 Ĥù ƃģ Ƈƃ ôëïŀžºńſ Ƈƃ ųÂƃ ŃĤë ƀÝƇÅöë.

Ñ¬Åò�: ƀŵ Ĭúũńŝ êŊùÀ ÀŃĤƁ Ŀ ƄŽƃń¶ƄúÞźë óĿ Ŀ ƀæë ×ž»žŹ ƀÝfdGBńĭejd GBƇƃ óŃƄÝ.
�mýfò�:    ƀQŵ ĤQúĮì·å ƄQŽƃń¶ƄúÞźë óĿĿ ƀQæë ×ž»žŹ ƀÝMHzkdd  ńQĭ ƀQľ¾gGHz  ſĿ óŃƄQÝ

Ƈńŵ Ĭźúŭ ĦŉĤžŹ ĤĮĨŊŽ4 ńĭ ƄĽPCſĿ ſÂƄŵ ƀúħ ôù ƀľ¾ ƄŽƃń¶ƄúÞźë.
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câlòìü«ë¬± ¬:(Server)
  Ńƃńŉ(Server)   ôŉģĿƄúÞźë   ÷Ŀ ń¶  ņëńŹ Ŀ ôå             ƀQÝ ń¶ƄQúÞźë ƈìŽƃƄQë ſŃģĿģ Ŀ ôìĨQō óƄù ƃģ

ƄĭïƇƄë Ŵźš ƀ .
ƈìŽƃƄQQë ŃĤQQë ôìĨQQō Ŀ óĿ ƀQQÝ īĤQQšƒřģ ĤQQù ƀQQŽƄŶùĤũ ŴQQÞĽ ƈQQō ÷ƑƄQQë

 ƀŹńùŅ ƃģ ĬĨı ôë ń¶ƄúÞźë ƈùƇÃë .
Ñ¬Åò�:ĿPCƀŵ ƃģ Ƈńŵ Ĭúũńŝ ńõÀ ƀŶĭńÝ ƀÝfjd GB īĤùŅ ƀľ¾
Ƈƃ.

�mýfò�: Œľō ƀŵƈ          ƀQŶº ƄQ¾ ƀQľ¾ ƄQŽƃń¶ƄúÞźëï     Ŀ ƃģ ƇŀQŽÃ Qï  Ï ńöźQō
CPUï  Ƈƃ ƈìŽƃńŵ ƄŽĤ .       ƇĿĤš ƀŵ ſƄŶÝ ƀŵ ôúħ Ŀ    ƃģ ÂƄQŵ ƀQľ¾ ƄQŽƃń¶ƄúÞźë

õńũ żúŹ ƀŵƇĿ µú¶ ƀľ¾ ƄŽƃń¶ƄúÞźë Ÿ .

câl ð±÷ò¬üì (PDA)
   ƀQìŵ ƃŃĤQå Ŀ ôå ÷Ŀ ń¶ƄúÞźë ƀŦƁ ń¶ƄúÞźë ƈŉƑ :   Ŀ 4ŴĭĤQŉ ƄŽƄĮQÈĿĤù Ŀ

    Ŀ 4ĬĨı ƄĮÝ ĤžÉQõńħŵ  êúE-mail     ĬQĨı ƄŽƄŶùĤQũ Ŀ4  Ŀ ƈƉĤžÉQõńħ    Ŀ ƄQŽƄìúŵ
 óńĭ ſŃĤÞŵ ƄŽƃņú¾ ƃŃƄŽ ƃģ ƄŵƄĮŉģï ŴĮŊúĽģ ƀ·ƇÅöë.

Ñ¬Åò�:ƀŵPCåƄë ńõÀ ƀľ¾ƀŵ ƃģ ƈžeflMBńĭ ƀľ¾ejGB
ƇĿ ƈìŽƃĿƄŵ ŃĿ Ĭúũńŝ.

�mýfò�:ƀŵPC  ƈQžì¶ ńõÀ ƀľ¾) ĬŊQŉ (4ƇĿ   ƀQŵ ôQù ĤQúĮì·ålMHz  ńQĭ ƀQľ¾fij MHz
Ŀ óŃƄÝſĿ ôù ôúħ ƃģPC÷Ŀ īĤùŅ ƀŶĭ ńÝ ƀÝ.

ĤúĭÂģ ƀĭ ń¶ƄúÞźë ųƃÀ ŷƄë ſŃĤÞŵ óĿĤŪĮŉģ ƈŒľō Ŀ 6ğńŵ ƀÝ ƈìŽƃƄë ſĿŅŽĤºð÷ÃƄĭï Ŀ ŴÞĽ ƀ
 ƀÝ ń¶ƄúÞźë Âƃ ôÈƄĽïŽĤº ƀŦƁ Ŀ ƃģ ƇƄë ƀĭƄðƈëĤ¶ óƃĤúĭÃ.
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ųƃÀ:-------
ſŅģŀŽģ:-------

ĤúĮì·å: -------
ƀúħ: -------

ųƃÀ:-------
ſŅģŀŽģ:-------

ĤúĮì·å: -------
ƀúħ: -------

ųƃÀ:-------
ſŅģŀŽģ:-------

ĤúĮì·å: -------
ƀúħ: -------

ųƃÀ:-------
ſŅģŀŽģ:-------

ĤúĮì·å: -------
ƀúħ: -------

� ń¶ƄúÞźë ƈŒľō)PC(Žń¾ð ÷Ŀ ń¶ƄúÞźë ƀ6
�ńũ żúŹõƄúÞźë Ÿ¶ë ŨùńŢĭ ńğÃ6
�·žìöŹŋĤƄúÞźë¶ ń6ƇńŵńúÝƄĭ ƀ¾ ƀľ¾ ƄŽƃń¶ƄúÞźë ƈŒľō ƃŃƄŽ ƀŵ
�Þŵ· ÛĤųƃÀ ŷƄëƄúÞźë¶ ńģ ÷Ŀ Ńƃńŉ ƃ(Server)ğÃë ŨùńŢĭ6
�Žń¾ ń¶ƄúÞźë ƈŉƑð÷Ŀ ń¶ƄúÞźë ƀ.

ìbēæ�Ĉ
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�±ìÝ àāæb

§º¦µð ē¥¬� ēmåëëĘì� ¬üìòcâl)PC(

  Ƅĭ ſņúŵƄ¶ ƀÝï ń¶ƄúÞźë ƈŒľō ƀƀŽƃ      ÄƄQŹ ƃģ Ƈƃ ƈìŽƃĿƄQŵ ŃĿ ƄQĽńħ óŀQŽƑ ƄQ»žÝ Ŀ  ƄQĽńħ óĿ Ŀ
ôŽÃëƄĭ ſÁžŵ ƀÝïƃƄë ķńō ƀ .

e. ƈŶőģſÂĿ(Motherboard)
f.ŀĹģƃ ņùÃëŃƃ(Input Unit)
g.ŀĹģƃ ņùÃëģŃ(Output Unit)
h.õŅƀŹń(Memory)
i. ńŊŉƃńÝ(CPU)

 ƃ ŀQQùĤħ ƀQQŹĤÝ ƀQQŵQQŉƃńÝ ƇņQQëńŹ ôQQå ƃƄQQºŃƄť ƀQQŽìŽƃƄQQë ňø ĤQQù ŀQQĹģƃ)PCU ( ƄQQĽńħ ƃŃƄQQŽ ſƃĿ Ŀ
 ÷Ŀ ŸƁ øìŽƃĿƄŵŃĿ ôå  ŬQŚžŹ ƃģ ôĨQŉĤĺŹ Ŀ  ŀQĹģƃ)Arithmetic & Logic Unit( Ŀ ƃģ ųƃńQĮžë

 ŀĹģƃ(Control Unit)ƇĿ īŃĤĨš ƀľ¾ .ŽŀŽƑø Ŀ ń¶ƄúÞźë ſƄù Ŀ ŴìōŶöħƒöħħ Ƅń   ųƃÀ ƄQìùÂģ Ŀ ƄQĽ
ń¾ïƇƃŀž.

ƀŹńƉŅ ƀƉƃŀžĮŉńŹ

ŀĹģƃ ôŞũĤĹ Ŀ

ŀĹģƃ ŬŚžŹ ƃģ ôĨŉĤĺŹ Ŀ

ŀĹģƃ ųƃńĮžë Ŀ

ŀĹģƃ ņƉÃëŃƃ ŀĹģƃ ņƉÃëģŃ

 ņƉÃëŃƃ ĿńƊƂħ
 ųƃńĮžë ĿńƊƂħ

øìŽƃƄë ňŉƃńÝ ƇņëńŹ
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Ė«ì� ðÞ¹�(Motherboard)
  ƈŶőģſÂĿ       QõÀ ƀŵ ń¶ƄúÞźë Ŀ ÀŃƄħŃĿĤŹ Ĥù ƃń

    ƀQQľ¾ ƄQQĽńħ ƈŶQQőģ ƃģ ƄžźĮQQÈŅŃģï ŴQQÑ
 ƇÅQöë ƀQQë 4  ƀQĭńúåCPU ń¶ƄQQúÞźë Ŀ ƀQQĭ

 Ƅùģƃƃ ņŦŹ4         ƀQĭ ÀŃƄħ ƈŶőģ ƀĭńÝ êō ƀŵ ƄŽ
      ƄQō øŶùƃ ńúĭƒŹ Ŀ ń¶ƄúÞźë Ŀ .   ń¶ƄQúÞźë Ŀ

   ôĽńħ ƃģ ŻĤŹĤŉ ųƄ¶        ĤQù ƃģ ŸúŮĮŊQŹ ƀÝ  ńQƊť
 óĿ ƀQQÝ ųƃÀ ŸúŮĮŊQQŹ)÷ÂĿ( ųÃQQĭ óŃƄQQÝ

ƇÅöë           ÀŃƄħŃĿĤQŹ Ŀ ƀQŦƁ ƀŶĨë óŀźƁ ƀŵ ƃģ
  ƇÅùĿĤù ŷƄŽ ƀÝ4       ÀŃƄħŃĿĤQŹ īŃĤQĨš Ŵħ ƀÝ Ĥù

  Œľō ſƄù Ŀƈ ë        Ŀ ƄŶùĤQŉƃ ƄQŵƄ¶ Ŀ ń¶ƄQúÞź
öŶÉŽ÷Ŀ øì¶ ƃŀ.

ęl«ëñ¨¡�ë ®(Input Unit)
ƃ ƀĭ ń¶ƄúÞźë óŃƑ ƀŵ ôŶúŉƃ óŀźƁ Ŀ īĤŹƄŶŢŹ ôå ſĿ ƀŶúŉƃ ôŉģĿ ſƄù ŀĹģƃ ņùÃëŃ

ƇÅúŶĽģĿ .ï øìŽƄĮŊúĽģ ƀ·)User (ŵ ƄŶùĤŉƃ ƃņùÃëŃƃ Ŀ óŃƄÝ ń¶ƄúÞźë ƀÝ ôå óŃƑ ƀ
÷Ŀ Ŵőƃ.ĭ ń¶ƄúÞźë īĤŹƄŶŢŹ ņùÃëŃƃ Ĥù óƃĤ·ùÀƈŉĤĨžŽ ƀ .Ĥŉƃ ģĿ Ŀ īĤŹƄŶŢŹ Ŵù

ôžŢù ƀħç ƀÝ ń¶ƄúÞźë Ƅù ƃģ ńŪő(Binary Digits) Ƅ¾ńĭ ƇƃÂģ ƀĭCPU ÷ƑƄë ƃ
 ƀľ¾ ôŦƁ ƀŵ ƈōïƈŶĽģƃ ƀ· .Ġžùƃ ƀŽƄŵƃÀ Ƅ¾ ƄŶùĤŉƃ ƃņùÃëŃƃ Ŀ ôë Ŵìō óŀŽƑ ƀÝ.

 éÄƄŹ)ŇƃĤŹ(êúŵſÂĿ ńžìŉģ
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ęl�«ñ¨¡�ë ®(Output Unit)
    ôQå ôQQŦƁ ƀQŵ ƀĮQŉƃŃƃCPU QQŉƃńÝ Ŀ ƄĭĤQŹƄŶŢŹ Ŀ  ſÃQQë ſńQŉńĭ ƀQúŶźš ň4  ƈŶQQőģ Ŀ ôŶùĤQÝŃĤë Ŀ

ôŞũĤĹ(RAM)        ƇŃĤÞŉ ƀĭ żúōĤŹ ƄŶĮŊùģ ģŃ Ŀ óŃƑ ƀŵ .  ƀĽńħ ģĿ)  ŀQĹģƃ ņQùÃëģŃ (   īĤQŹƄŶŢŹ ƀQŦƁ
      Ŀ ſŃĤÞŵ ń¶ƄúÞźë Ŀ ôåƃŀúƁƄÝ        Ŀ ŸQƁ ſŃĤQÞŵ ƄŽĤŽĤŊQŽģ Ŀ ôQå ƇƃÂģ ƀÑħ ôŉģĿ ƀÝ ƇĿ Âƃ ƃŀQúƁƄÝ Âƃ

ƃïƈºń.
 ƀŽƄŵƃÀ ƄŽƄžúōĤŹ ņùÃëģŃ Ƅ¾ Ŀ ôë Ŵìō óŀŽƑ ƀÝ ƄŉĤĭïğŃƄ.

ńĮŽńÝƄŵ ÀńìúÞŉŃƄĮúŽĤŹ

èÆÑ�¡(Memory)
ƀŞũĤĹ           ŴĭĤŉ ôë ƀŦƁ ƀÝ īĤŹƄŶŢŹ ôå ÷Ŀ ÷Ĥº ƀŦƁƇÅöë .         ĤQúħ ƃģ ƄŵƄë ƀŹńùŅ ƀÝ µŊžħ óĿńÝ ƄŽ

Ý ƀúŶźš ſŀŽƃÂģ óŃƄÝ ƄŵŀŽƄŹ ƀƀŞũĤĹ ƀžŽ Ŀ ôëƇÅöë ƀĮ»žŹģŃ .
Žń¾ð   ôå ƀCPU    ƈŶőģ ƀŵôŞũĤĹ    ƀźúŮĮŊŹ ſńŉ ƀQìƉÂģ

  4Ƈńŵ  Ŷőģ ƀìº ƄŽ          QöŵģŃ ĿÅQöŵ ƄĭĤQŹƄŶŢŹ Ŀ ƀQĭ ôŞũĤĹ ƈĿÅ
 ƃ êQQ·å ńQõÀƇ.QQŉĤĭô öħ ſƄQQù ôŞũĤQĹ ƈŶQQőģ ĿŶQQð ƀQQÝ ƀ

 ôë Ŵìō óŀŽƑƃïğŃƄ.
           Ƅĭ ôŵĤƂŹÁQžŵ ƀQÝ īĤQŹƄŶŢŹ ôë ƄŞũĤĹ ƈŶőģ Ƅžúº ƀÝ Qï ƀ

  ŴĭĤŉƇÅöë .  ũĤQĹ Ŀ  ƄŞ Qõƃ        ŵƄQ¶ ŸŊQŵ ƀQÝ ƄQŹ Ōð   ôQë ƈ
ĮŉƄŵƈƃƃ .

   ƈŶőģ ĿôŞũĤĹ      ƃńÝ ƄŵƄ¶ Ŀ ń¶ƄúÞźë Ŀ Ĭúũńŝï õŅ Ŀ ƄĭĤŹƄŶŢŹ ƃģ ƄŽƄŹģń      ƀQŽ ƀžŊQħ ſŃĤQÞŵ ƄQŵƄë ƀQŹń
      óĿ ƀÝ īĤŹƄŶŢŹ ƃģ ƇƄëƀŞũĤĹƄĭ ôŵĤƂŹÁžŵ ƀÝ ôëï  ſńQúĽŁ ƀ ƇÅQöë .     ſĿ ƀQžùÂģ µŊQžħ óĿńQÝ ƄQŽ

 ƀùƃŀžĮŉńŹ ƀŵ ôå  ôŞũĤQĹ(Backing Storage)  ƀQľ¾ï  ĮŊQúĽģƃ ƀQ· ƈQō Ŵ. óĿ Ŀ ôŞũĤQĹ
      ÷Ŀ Åŵ ƀľ¾ ôŞũĤĹ ƈŶőģ ƀŵ Ĭšńŉ4     óĿ Ŀ ƄĽ   øŞũĤQĹ             ƀQÝ ƀQŶĭńÝ ƀQÝ ôŞũĤQĹ ƈŶQőģ Ŀ ĬQúũńŝ

ŊŵðùŅ ƒÝ ƄŽƄ÷Ŀ īĤ .öħ ôŞũĤĹ ƀùƃŀžĮŉńŹ Ŀ ƄŉĤĭŶð ôë Ŵìō óŀŽƑ ƀÝ ƀïğŃƄ.
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k²ñĖ Ė«�éèá¬ñ ´ÞÑ §

ƃņùÃëŃƃ Ŀ4ƃņùÃëģŃ4ƃńÝ ƃģ ôŞũĤĹƃ ńŊŉĹģöÝ Ŀ ƄŽƃŀſŃĤìÈ ƃģ ƄŵŀŽè ſŃĤÞŵ ƄŵƄë ƈìŽƃƄë ſĿŅ
  õƃ ƄŵÀ ƀÝ  ŴŎƇÅöë       ſƄù Ŀ ƀĮŉńŹ ƀÝ ƈìŽƃƄÈ Ŀ ƃģ    ŉƃńÝ ƃģ ņùÃëģŃ 4ņùÃëŃƃ ń¶ƄúÞźë  ƈìŽƃƄQë ň

ƈŽèúÝ ŴùĤŉƃ .
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2ƈ0exsƈ�64r0¢r,$�r�ȨƉjCentral Processing Unit(CPU)
Žń¾ð     ńŊŉƃńÝ ƇņëńŹ ôå ƀ    ƃģ ňŉƃńÝ Ŀŉ óŀŽĿ ôĨŉĤĺŹ 4ƇƄŉŃ ƀĭń    ÷ƑƄQë µŊQžħ óĿńQÝ ƄŽ
Ƅō     Ƅùģƃƃ ņŦŹ ń¶ƄúÞźëĿ ƀĭ ƀŦƁ .    ńħ ƄŽƄŽƄúŶúŹ Ŀ 4ńŊŉƃńÝ ƇņëńŹõĤžÉƉ  ŵƄ¶ ƄĽńħ ƃņú Qð      ƀQÝ ôQå ſĿ ƀ

ſĿ óƄō ųĿƄÈ ôë ƀÑħ óŀŽƑ .
          Ƈƃ ſÂƄQŵ ĤQúĮì·å ńŊŉƃńÝ ƇņëńŹ Ŀ ôå ſńŹ Ƅ¾ńƁ4            ƄĭĤQŹƄŶŢŹ ƃģ ƃņQùÃëŃƃ Ŀ ƀQæë ƀQŦźƁ ƀQÝ Ŀ

ƈŹƄŹ øŵģƃÂƄŵ ĤúĮì·å ňŉƃńÝ .  ĤQúĮì·å Ŀ ńŊQŉƃńÝ Ŀ  ŀQĹģƃeMIPS     Ŀ ôQë ƀQúŽĤı ƀQÝ ôQå ÷Ŀ
 ŻƄúŶŹƄùƄŽÃëƇÅùńħģńħ ſńŉ.

CPUCPU

CPUƀŵ ƇĿ īŃĤĨš : Ŀ ôĨŉĤĺŹƃģ Ŀ ƃģ ŀĹģƃ ŬŚžŹųƃńĮžëŀĹģƃ .
   QŮŚžŹ ƃģ ƈĭĤĨŉĤĺŹ Ŀ 4ŀĹģƃ ŬŚžŹ ƃģ ôĨŉĤĺŹ Ŀƈ     ƇńQŵ ſÂĤQť ńQÝ ģńQĵģ ƄQúŶźš .   ƈĭĤĨQŉĤĺŹ óĿ ƀQŵ

 ƀĽƄŹ ƀľ¾ ƄúŶźš ôúŶźš øìúŕĤùŃôžŢùõƃƇĿ Šźĵ ƃģ ŬùńŪĭ 4ĥńŕ 4Ō .
 ƀÝ ŀĹģƃ ŬŚžŹ ƃģ ôĨŉĤĺŹ ĿCPUôëƇĿ ųƄë Ėģńĵģ ƄŽƃÁŽĤźë Ŀ ƃģ ƀùņĶĭ 4ŴúŶĺĭ .

 žë ĿĮ ŀĹģƃ ųƃń: ŦƁ Ŀô                    ƀQÝ ƄŽƃŀQĹģƃ ƃŃƄQŽ Ŀ ń¶ƄQúÞźë Ŀ ŀQĹģƃ ģĿ ôå ôľŹ ƀŵ ôžĮë ƃģ ôŽŃĤ¾
Ƒ ƃģ ÖÅŦźƁ Ŀ ƄŽƃŀĹģƃ ƈŶőģ Ŀ ń¶ƄúÞźë Ŀ 4Ƈńŵ óŀŽĤħ ƄŽÃëƇńŵ ſÂĤť ƀÝ ſŃĤå ôŽƃƄÈŃ.

            ńQúƂħ ƄŦƁ Ŀ ƀĭ ŀĹģƃ ņùÃëģŃ ƀľ¾ ôŞũĤĹ ƀŵ ƃģ ńúƂħ ƃņùÃëŃƃ Ŀ ƀĭ ôŞũĤĹ ƀľ¾ ŀĹģƃ ņùÃëŃƃ ƀŵ
 ſÂĤť ńÝ ŀĹģƃ ųƃńĮžë ĿƇńŵ.

�÷Ŀ ÷Ƅō ÂƄĵ ƀľ¾ ƄĽńħ ƄžźĮÈŅŃģ Ƅ¾ ƀŵ ń¶ƄúÞźë ƈŒľō6
�ĤŹĿ÷Ŀ øō ƀ¾ ÀŃƄħŃƇńŵ ſŀŽĿ ƀ¾ ƃģ6
�ŨùńŢĭ ŀĹģƃ ņùÃë Ńƃ Ƅ¾ ƃģôÍŶöħ 6ğÃë óŀŽģÂƃ ôù
� ņùÃëģŃŀĹģƃøō ƀ¾ 6 ƇƄħƄŵ ųƃŃ ƀ¾ ôë ń¶ƄúÞźë ƀÝ ƃģ ÷Ŀ
�ŞũĤĹøō ƀ¾ ƀŹńùŅ Ĥù ƀ óńĭ ĬĽƃ ƀ¾ ƃģ ſĿï ŴĮŊúĽģ ƀ·ƇÅöë 6
� 6÷Ŀ øō ƀ¾ ńúÝƄĭ ¹žŹńĭ ôŞũĤĹ ƀùƃŀžĮŉńŹ ƃģ ƈŶőģ Ŀ
�ğÃë ŻĤúħ ųƃŃ ƀŦƁĿ ôë ń¶ƄúÞźë ƀÝ ƃģ ŨùńŢĭ øìŽƃƄë ňŉƃńÝ ƇņëńŹ.

˺ Million Instructions Per Second

ēæ�Ĉìb
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�±ìÝ ßěcµ

§bì�±ìÝ�Î)ìýÑ�±ñìåë¬ (ï¨æ�ÝĖ

               ń¶ƄQúÞźë ôQå ƇĿ ƀ¾ ƀŦƁ ƈŵĤŦĮŉƄÝ ôå Ŵùƃƃ ƄŹ ôë ƀĽńħ ÖÃŹƄŵ ƀÝ ƈëńÞ¾ óĿ Ŀ   ƄQúŶźš Ŀ ƀQĭ
 ƃģQQŽĤźëƄŽƃÁ ĤQQù ƇƄQQëŃƃ ĤQQúĭÂƃ ģńQQĵģ ĿŵĤŦĮQQŉƄÝ īŃĤQQĨš ŴQQħ ƀQQÝø Ŀ ôQQå ſĿ ƀŶúQQŉƃ ôQQŉģĿï ƀQQ·

   ƀŽƃÁŽĤźë ƈìŽƄĮŊúĽģ  øŵĤŦĮľŉ)ńùƃÀŃĤƁ(   ŽŃģŀźƁ ƃģ ƇƃĿÅúŵ ƀĭð  ƀŵƃńĮžëƇƄ . Ý ĿŦĮŉƄ    ƄQŽƄŵƃÀ Ŀ ƄŵĤ
ŴúŵĿ ƀÝ ƈŵģƄĭĤùŅ ĿƄĭ óŀŽƑ ƀÝ ôå ƄŎùƃ óŀŽĤħ ƄŵÀ ƄŒľŎŹ ƀÝ ƀŦƁïö¾ ƇŀžĨŵÀ ģĿ ƀƃÃ .

Ƅĭ ſņúŵƄ¶ ƀÝïõƃ ƄĽńħ ƄźƂŹ ſƃĿ ƀÝ ƈŵĤŦĮŉƄÝ 4ƀƇĿ ƇƄō ŴŎ .ƀŵ ƇĿ īŃĤĨš ôĽńħ ſƃĿ ģĿ:

e. ƈŵĤŦĮŉƄÝ ƈź·Ŋúŉ(System Software)
2.ƈŵĤŦĮŉƄÝ ƈŵĤùŃĤë(Application Software)

±òðÝ�Î�±ìb ðâý² (System Software)
  ƃŃƄŽ ƃģ ŸĮŊúŉ ƀŵ ń¶ƄúÞźë Ŀ ƈŵĤŦĮŉƄÝ ƈź·ŊúŉƄŵĤŦĮľŉ)ńùƃÀŃĤƁƄŽƃ(  ƇńQŵ ƀìùÂģ ƀŦúŽ ƀÝ ŤúŽ ſńŉ

            ƃńÝ óĿ Ŀ īĤQúŶźš ŀŽƃÂģ óŃƄÝ ƄŦƁ ƀÝ ƃģ ŸĮŊúŉ ųƄ¶ ƃģ Qï    žë óŃƑ ƀQŵ ŷģń QĮ    ſŃģĿģ ƃģ ųƃń ƇÅQöë .
Ƅĭ ſņúŵƄ¶ ƀÝ ƈŵĤŦĮŉƄÝ ƈźĮŊúŉï ŴŎùƃ ƄŵÀ Ƅ¾ ƀÝ ƀƇÅöë ƀQìŵ: ìŽƄQŶúÝƈƃńÝï ƀQŽƄŹģń(Startup

Program)Ŋúŉ 4Į ƀŽƄź(Operating Systems)4   ŊQúŉ ŴQŹĤš ŸĵńQĮŹĮƀŽƄź(Compiler) ƃģ
ńÝ ƀùƃŀžĮŉńŹï ƀŽƄŹģń.(Utilities)

ƃńÝ ƄŦƁ ƀŵïſƄōƃ ƀŽƃĿĤù óńĭ ƀĭŃƄÝ ôå ƀľ¾ ƄŽƄŹģń4ƃńÝ ƇŃĤë ƃģ ƀùƃŀžĮŉńŹ ôºģƄùï ƀŽƄŹģń
(Application)Ƅĭ óŀŽƑ ƀÝïƀÃú¾ƃ.

ë¨æ�±¬áñ ðÝ�Î�±ìb è(Utilities Software)
 ƈŵĤŦĮŉƄÝ ƀùƃŀžĮŉńŹ4 ƃńÝ ôŉģĿï     ƀQľ¾ ń¶ƄQúÞźë ƀŵ ôå ƇĿ ƀŽƄŹģńĿï Q·ô    ųƄQ¶ ŀQŽƃÂģ ôžĮŊQúĽģ

                ƀQŵ ôë ƀĽńħ ƀÝ ĬÉŵĤĨźŉ ƃģ ôŽÃëŃĤë ſŃƄťƑ Ŀ ŸĮŊúŉĿ ƃģ ƇƄë ſĿĤŉ īĤúŶźš ƄìŽƃƃŃĤQë  ſńQŉ
ë ƀĮŉńŹƇƄ .ƃńÝ óĿ ƀŵïôžúº ƀľ¾ ƄŽƄŹģń Qžħ ƀÝ ƄŵĤŦĮŉƄÝ ĿųÁ(Software Sets)   ŃģŅĤQħ ôQë

 óŀŽģÂƃ ƀĭƇÅöë .
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  ŀQŕ ŇƃńQùƃ Ŀ(Anti-Virus)4  ŀQŕ ×QŉƄŉĤĵ Ŀ(Anti
spy ware)4ƄŵÃĭ ųÁžħ(Zip)4ģ ƃ  Ŀ êŊQùÀ ƃģ ôŞũĤĹ Ŀ

ƈŵĤŦĮQQQQQQQQŉƄÝ ĬÉQQQQQQQQŵĤĨźŉ(De-fragmentation) Ŀ
ƃńÝ ƀùƃŀžĮŉńŹï ƄŽƄŹģńôÍŶöħƇĿ.

ŉƄÝ øìŽƃŀŽƄŹ Ňƃńùģƃ ƃģ ŀŕ Ňƃńùģƃ ĿøŵĤŦĮ

«�lñ ðÝ�Î�±ìb ðÝ�(Application Software)
   ŽĤº Ŀ ƈŵĤŦĮŉƄÝ ƈŵĤùŃĤëð      ƇĿ ƇƄō ŀúŵƄĭ ſŃĤÞŵ ƄŵƄŉŃ ƀĭńŉ Ŀ ƃŃĤå ƃģ ƃŀŽĿ ƃÃ .   ƄŵĤŦĮQŉƄÝ óĿ ƀQŵ

ƀľ¾   ôƉ ôžƊºĬÉŵĤĨźŉ Ŀ ƃçƃńÝ Ŀ4ïĹńř 4ƃŃĤå ƈìúũģńƈ ſŃĤÞŵ żùģņùÀ ƃģï  ŴĮŊQúĽģ ƀ· ƇÅQöë
  ŃƄŊQúŉƃńÝÀŃƃ ƀQìŵ ŸƁ ôù ŃƄŽ ôžúº ƃģ(Word preceecor)  ŴúŊQëģ 4)Excel( ƃģï  ƈQìúũģń

ƃńÝïŽƄŵĤùŃĤë ĻģńÝ ńõÀ ƀŽƄŹģńƀƇńŵ.

ƀŽƃŃĤë ƄŦƁ Ŀ ƃģ øŵĤŦĮŉƄÝ øŵĤùŃĤë ôžº

 øŵĤŦĮŉƄÝ øìŽƃƄëĤÝ Ƅù ƇńĮŊĵŃ Ŀ ń¶ƄúÞźë Ŀ

Î
�áñÑ�±ë¬m�§«ë�û(Word)
)e (Ŵìúŵ ƄŽƄìúŵ Ŀ
)f (ôŵĤŮŹ
)g (ôŊúë

Ï
�áñÑ�±ë¬m�ûÜ²l�(Excel)
)e (ųƄĮĨı ƄĭĤŹƄŶŢŹ øŵĤŹ Ŀ
)f (ųƄźŉŃ ƄŽƄũģńÌ Ŀ
)g (ŴĮŊĽģ ƀ·Ì ƀľ¾ ƄŽƄŵƃŀĵ ƀŵ

Ð
Database

)e (Ãŵ ŷƄŽ ƄŽƄŉŃĿė Ŀ
)f (Ãŵ ŷƄŽ ĬŊÝĿ
)g (ôù ƀŽƄŉŃĿė ƃģ ƀŽƄŹƄŽ ƄìŽƃƄë ſĿŅ Ŀ

Ñ
�ò�ÝìÎ¶á

)e (øŽƃńÞĽ øŮƊŉƄŹ Ŀ
)f (øŽƃńÞĽ ƄŽƃŃƄ»Žģ Ŀ
)g (øħƄŵ ÷ń¶ƄúÞźë
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�ŵĤŦĮŉƄÝƈõƃ ƄĽńħ Ƅ¾ ƀÝ ƃģ ƇĿ øō ƀ¾ 6ƇĿ ƇƄō ŴŎ
� ƇĿ ŴùĤŉƃ ųƃÀ ƀ¾ ƈŵĤŦĮŉƄÝ ƈźĮŊúŉ6
�ƃńÝ ƈź·ŊúŉïÀ Ƅ¾ ƀÝ ƀŽƄŹģń6ƇĿ ƇƄō ŴŎùƃ Ƅŵ
�ƃńÝ ƀùƃŀžĮŉńŹ Ŀï÷Ŀ øō ƀ¾ ńúÝƄĭ ¹žŹńĭ ƄŵĤŦĮŉƄÝ ƇŃĤë ƃģ ƄŽƄŹģń.

�ÑñÞèåë«ėÝìÑ ë� èåì(Files and Folders)
�Ñ §ñ ë� ÛëĘì� ÜñÛìl èá¬:

         ƀQìŵ óŀQŽĤħ ļŹńQÝ ôŞũĤQĹ ƀùƃŀžĮQŉńŹ Ŀ ŴQĭ īĤQŹƄŶŢŹ ôQå Ŵùƃƃ ƄŹ ôìľŹ(Hard disk) Ŀ
ö¾ ƀÝ ƄŽƄŵÁžħ ƈŮŚžŹŽ ƀÝ ŴùĤũ Ŀ ôå ńƇÅùĿĤù ŷƄ4 ŴĭĤŉ ƃģ ƀŹńùŅƇÅöë .

         ôå ƀŞũĤĹ Ĥù ƀŹńùŅ ƈŶőģ ƀÝ ų=ƂŹ ƀÝ ƄŵƃÂƄĵ Ŀ ƑƄźŢŹ ƀŽƄŶùĤũ)RAM (    ÷ĤQº ƀQÝ ÷ĤQº ƇÅúŹƄŽ
ƇÅöëöë ƀŹńùŅ Ŀ ƃģ Ŵìúŵ ļŹ ńÝ ôŞũĤĹ ƀùƃŀžĮŉńŹ Ŀ ų=ƂŹ ƀÝ ƃŀƇÅöë .

ƃńÝ ųƄ¶ï ƀÝ ŸĮŊúŉ ŴŹĤš Ŀ ƀŽƄŹģńïŵ óŃƑ ƀŵ ôŞũĤĹ ƀùƃŀžĮŉńŹ Ŀ ſŃĤÞŵ Ėģńĵģ Ŀ ŻƃÁ ŴĮŉƄ
ƇÅöë ƀŞũĤĹ ƈŶőģ ƀÝ ƃģ)RAM ( ÷Ĥº ƀÝ ÷Ĥº ôëƇÅöë . ôå Ƅùģƃƃ Ƅō ÷ƑƄë µŊžħ óĿńÝ

 ƀÝ ¹žŹńĭ ôŞũĤĹ ƀùƃŀžĮŉńŹ ƃģ ôŞũĤĹ ƈŶőģ Ŀ Ŵĭ ƀŽƄŶùĤũ ƃģ ņùÃëŃƃƃ ôë ŴŮŽ ƃ ŴźĹƇ.

§�ÑñèåìÝëĖ ìåìÞ:
  ƀŽƄŶùĤũŴöħƒöħ   ńÝ ŷƄQë ƀQÝ ŴQùĤũ ôå Ƈńŵ ſÂģ óŃƄÝ óĿ ƀÝ ôù şƄžĭ ģĿ ƃģ Ƈńŵ ƀŽƄŵƃÀƃ Qï  ôQë ŷģń

  ÷Ŀ ÷Ƅō ÂƄĵ .   Ƅĭ ſņúŵƄ¶ ƀÝ ƄĽï    ƄŵÀ ſƃĿ ƀÝ ƀŽƄŶùĤũ ƀøùģńĵģ ƄŽƄŶùĤũeģ  ƃĤŽ øùģńĵģ ƄŽƄŶùĤũ  óŀQŽĤħ
  ŴŎùƃƇÅöë.      Ŀ ƀQŽƄŶùĤũ ƈQùģńĵģexeģ  ƃcom   ƇńQŵ ƇÂĤĮQŉŃƃ. Ŀ  ôQÍŶöħ  Ƅĭ ƀQÝ Qï4ƀNotepad

ƃńÝï   Ŀ ŷģńNotepad.exe    ƈQùģńĵģ Ŀ ŴQùĤũ  øìŽƃĿƄQŵŃĿ ƇĿ .     Ŀ øQō ÷ƑƄQë ƀQŽƄŶùĤũ ƈùģńĵģĤQŽ
ŶìúŵƄ4        Ƈƃ ƈìŽƃĿƄŵŃĿ ƄĭĤŹƄŶŢŹ ƃŃƄŽ ƃģ ƈźŶũ 4ƃņùŃƄ»Žģ 4ƃņùÅť .    Ŀ ųƄ¶ ƀŽƄŶùĤũ   ôŞũĤQĹ ƈìŹƄQë

õÀŃĤƁ øžŢù Ĥù êŊ(CD)Compact diskõŅ ļŹńÝ ƀŹńƇÅöë .
      ſŃĤÞŵ ƄŵƃÂƄĵ Ŀ ƄŽƄŶùĤũ ĿŴöħƒöħ ƃńÝï Ƈńŵ ŻƄĮō ƀŽƄŹģń . ƃģ ƈžĮŹ Ŀ ƀĮŵĿïƈìúũģń   ĿĤQĶùģ Ŀ ƄŽƄŶùĤQũ

ƃńÝ ſƃĿ ńÝ ſŃĤÞŵïħ ƄŽƄŹģńóŀŽĤĤëŃƃƄë .

˺ Executable File
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«§Ĕl¬cĄ àòs
�±ìÝ ßëë�

�Íë«òèæ��± �
         ƀŽŃĤ¾ ƀľ¾ ĤúĮťƃŃ ôŶÞĽ ƀŵ ƃģ ƀžĭĤŉ ĤúĮťƃŃ  4ſĿ ƀžùÂģ ſńõÀ  ÷ģŀöë     óŀŽĤħ óĿ ƀÝ ƈōğÅƊƁƄÝ   ôQå

       ôŊÝ ƀŵńÝ ƃģ óĿƄŹ óĿÄƃģ Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵï    œŃģƄQš ƈQĹƃŃ Żė ƃģ ƈźŊQĵ Ƈŀĵ ƀžĮŊúĽģ ƀ·
 Ƈńŵ ſńŉ ƀŽĤº ƀŵ ƀŽƄŽĤùŅ Ĥù .ń¶ƄúÞźë Ŀ ôŊÝ ƀŵńÝ ƃģ ôĨŉĤžŹĤŽ Ŀ ƀľ¾ ƀŦƁ ƀŵ ƈìŽƃƃŃĤë ôžúºï  ƀQ·

     Ŀ ƀŶŹģ ƀŵ ôžĮŊúĽģï  Ïńöźō    Ƅš ƈźŊĵ ƃģ ƈĹƃŃŃģ    ƇÅQƊë ļŹĤľŹ ſńŉ Ƅŕ .       Ŀ ƀQľ¾ ń¶ƄQúÞźë ƀQŵ
  ôĨŉĤžŹĤŽï          ƀÝ óņŽƄĮŉ ôìŽƃŀúëƄ¶ ģŃ ôë ƀŶùĤÝ ƀÝ ôžĮŊúĽģ ƀ·ģ    ƄQĽ 4ƇĿ Âƃ ƇƄQúžľŹ Ŀ ſńŉ ×ŽĤŉ

Ľ ƃģ Ƈŀĵ ńõÀ œŃģƄš ģĿ ôë ƃĿŃģƄŹ Ƅžúº ƀÝƇƃ éĤŽńŚ.
   ŽĤ¾ ſƄù ôƁƄÝ Ŀð  Ŀ ôå ƀŃģïňìúŹƄŽƄe  4ƇÅùĿĤQù ŷƄŽ ƀÝ      ƈŽĤŊQŽģ ƃŀQŽƃÂģ óŃƄQÝ ń¶ƄQúÞźë ƀQÝ

   ƇƄë İĺħ óŀŽĤħ ƄŶŹģƄš .   ŸŶš ģĿ       Ŀ ŃĤë Ŀ ſńŉ ŻĤŊŽģ ƀŵ ƇĤº ƀÝ ƄŶÞĭ Ŀ ųĤùGúÝĤå Ŀ ŃĤë Ŀ ŻĤŊŽģ ƀÝ
 ųĤùGúÝĤåŻƄźŉ ƀŵƇƄë İĺħ ƀľ¾.

          óŅģŀŽģ ƀŵ ƀŶŹģ ƀŵ ƄŵƄëŃĤë Ŀ óŀŽĤħ ń¶ƄúÞźë ƀÝ    ŃĤŎQũ ƈĨŒš īĤùŅ  ÷ģŀQöë Qōƈ   ƈQĹƃŃ ƃĿģńQũģ Ŀ
   ƀĭ ĤúĮťƃŃĬľŉ  ƇƄŉŃƃ ŻĤùŅ .     ìŽƃƃŃĤë ƀÝ ŸƁ ôħƄŵ óń¶ƄúÞźë óńõÀƈ      ƈťĤQŹĿ ƃģ ƈĨŒQš Ŀ ôë

ï ĦĨŉ ƄĭƑƒĮĽģ ƃģ ƄùÀƃÁïƈºń .
        óŃƑ ŴQĹ óńQõÀ ſŃĤQÞŵ ƄQŵƄźë ģŃ Ŀ ƄQŕŃģƄš ƈĹƃŃ ƃģ ƈźŊĵ ƄìŽƃŀúëƄ¶ģŃ Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵ

ƃĿ ƀŦƁ Ŀ ƀĮŵĿ ÄƄŹ ôå Ƈńŵ ŻƄĮōƄĭ ſÁžŵ ƀÝ óŃĤå óŃƑ óïƃÃú¾ ƀ.

e.               ƀQľ¾ ń¶ƄQúÞźë ƀŵ ƃģ ƇÅúŉŃ ƀŽ ƃ ŻĤùŅ ôù ƀĭĤúĮťƃŃ ôå ƇÂģƄť ƈìŽƃƃŃĤë ƀĭńúå ƀëĿ ģŃ
QQöëƄ¶  Ƈƃ ƇŀQQŽƄĽ ƀQQľ¾ ƄQQŕŃģƄš ƈQQĹƃŃ ƃģ ƈźŊQQĵ ƄìŽƃŀ4 ńQQƁ ƀQQŵ ŀQQùĤħƃƃĿƃĮšĤQQŉƄ

ƄŵƄëŃĤëƀľ¾     ńĮŉ Ƅ¾ńĭ ƇÃëƃ ƀŪŭƃ ĬšĤŉ ŸúŽ ƀĮŉƃŃƃïô4 Ŀ ƃģ ĥĤŒšģŻŀħ  ôQù ƇÃť ŃƄŽ
 ƃ ŻĤùŅ ƈžùƃ ƀŽ .       Ŀ ƀQľ¾ ń¶ƄúÞźë ƀŵ ģĿï               ģŃ Ŀ ƄQŕŃģƄš ƈźŊQĵ Ŀ ôQë ƀQŶùĤÝ ƀQÝ ôžĮŊQúĽģ ƀQ·

ſĿ ƀľ¾ ƃŃƑ ŴĹ ƀŵ ƄŵƄźë .
f.       Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵ ŀùĤħ øìŽƃƃŃĤëï      ųĤĨźŉ ôŉģĿ ĬŵĤĹ ĿƄĵƃ ŴÞĽ Ŀ ų=ƂŹ ƀÝ ôžĮŊúĽģ ƀ·

ƇÃë4                        Ŀ 4ĿŃĿ ƀQŵ ƄQ·Ź ĤQù ƃÄƃģ Ŀ 4ĿŃĿ ƀQŵ ƒQŹ Ŀ 4ĿŃĿ ƀQŵ óÂĤQť Ŀ 4ƄŽƃńŚĽ ƈźŊĵ ƀŵ Ƅ¾ńĭ
ï    ŃƄŽ ƃģ ĿŃĿ ƀŵ ƄĭƄƃ   Ƈƃ ƇŀŽƄĽ ƀľ¾ .     Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵï·ô      ĬŵĤĹ Ÿŉ ų=ƂŹ ƀÝ ôžĮŊúĽģ

 ƀÝ)e-g (ŴìōƄĭ óŀŽƑ ƀÝ ôëïƄō ųĿƄÈ ƀ÷Ŀ÷.

˺ Ergonomics
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3-1¶°�

 ¬üìòcâl §áìåìp«�ò°m
Ž ¸Ńƃ żŽèƇƄë ŃĤë óŀŽĤħ ń¶ƄúÞźë ƀÝ ÷Ãŉ ńƁ ƇĿ .

 ƄŉĤĭ ÷ģŀöëƄìùńħĤũ ƃģ ƄŽƄĮëńō ƈĮŢžő ƀÝ ôå ğÃëƃ ńìũ ƈōôë ŴŹƑ óĿ Ŀ ųƄë ŃĤë
ïńŚĽ ƀŵ ƈìŽƃƄëŃĤë Ƅ¾ńĭ ƈºńƀľ¾ ń¶ƄúÞźë Ŀ ôë ƃŃģĿģ ƀÝ ƄĽ 4ƈžŹƃ ƀŽƄŽĤùŅ Ƈŀĵ ƃģ éÀ

 ƄŵƄëŃĤë Ŀ ôë Ĭëńō ƈĮŢžő ƀÝ ƈō ÷ƑƄë ŸƁ ųƄë ŃĤë ƀŶúŉƃ ƀÝ
ńŚĽ ƀŵ ųƃÀ ƀÝƀľ¾ìŽƃƄŉŃ ŻĤùŅ ƃģ éÀƈƃƇ.

Ŀ óÂĿ êúŵ)ÀŃƄĨúë (ƀŚŉģƃ ƀÝ ĿƄŶìúŵ ƃģ ŸŉĤŽ ƄŽƄŉƑ Ŀ ų=ƂŹ ƀÝĤŽ
 ƈũĤëĤŽ ƃģ ŸŉĤŽ ĬúŢŭƄŹ Ŀ ƄĭģņúƂĶĭ Ŀ ń¶ƄúÞźë Ŀ 4ĬÉºƄĽ ƈìŶŊŹ

ńĮŉ Ŀ 4ƀŽƄĮšĤŉ ƄŶĮŉĤžúë Ŀ ÷Ĥº ſƄù ƀÝ ƀĭńÝ ĬÉºƄĽ ƀŵ Ĥù ŸúŞžĭï 4Ƅ
 ĿŃĿ Ŀ óÂĤť ƃģ ĿŃĿ Ŀ ƒŹ 4ĿŃĿ Ŀ ƃÄƃģ Ŀ 4ƄŽƄŉƑ 4ƄŽƃŀžħ Ŀ ƄŽƄŉƑ

 ƀÝńö¾ ĦĨŉ ƄŽƄŽĤùŅïƈºń.
áìåìp«�ò°m:

      ÅùĿĤù ŷƄŽ ƀÝ ÖńúžĶŽģ Ŀ ŻĤŊŽģ ĿƇ4                  ƈŽĤŊQŽģ ƃŀQŽƃÂģ óŃƄQÝ ń¶ƄQúÞźë ƀQÝ ôQå ÷Ŀ İQĺħ øQźŶš Ƅù
   ƇƄë İĺħ ƀľ¾ ƄŶŹģƄš . Žń¾ ƀìŵð       ńõÀ ƀÝ ŸŶš ģĿ ſƄōƃ ƀŽƃĿĤù ôå ƀſ ŮúŭĿƀ  ƃģ ƀŽĤQÈƃŃƄĭ Qïƀ  ƀQÝ
     å Ŀ ŃĤë Ŀ óŀŽĤħ ŻĤŊŽģQöÝĤ          Qå Ŀ ŃĤQë Ŀ ſńQŉ ŻĤŊQŽģ ƀQŵ ÷ĤQº ńQÝ ƄQŶÞĭ ƃģ ŴQúźĺĭ Ŀ ųĤùGQ Ŀ ųĤùGúÝĤ

ƃŃƑ Ŀ ĬŮħĤŚŹƇƄë İĺħ ſÂģ ƀÝ ƃŃĤå.
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 §p¥� èýòcâl § Û�êá èb ēæ�²òê�� § ¬üìòà± ì��®Ææ�òà
īģņúƂĶĭ ųƄ¶ ų=ƂŹ ƀÝ ƄŵƄëŃĤë Ŀ óŀŽĤħ ń¶ƄúÞźë ƀÝ ŀùĤħ ƈìŽƃƄëŃĤë4ƀìŵ: ſÂĿ êúŵ)ÀŃƄĨúë(4

 øŽƃŀúŵ ƃģ ŇƄŹ)ŃƄ·úŽĤŹ (Ƅĭ ƀźŞžŹ ƀÝï ôĭĤÝ ƇŀŽƄĽ ƀľ¾ ƄŽƄŽĤùŅ Ƈń¶ƄúÞźë ƀŵ Ƅ¾ńĭ ƇĿÅúë ƀ
ƈō.

� ¯ë�á §ñÛ§ìĉ
 ŀùĤħ ŇƄŹë Ŀ óŀŽĤħ ųƄúŵ ſƄù ƀÝ ôëģƄĽ ƀÝ ÀŃƄĨú

ƈō ųĿƄÉúë . Ŀ ų=ƂŹ ƀÝ óĿĤŪĮŉģ Ŀ ƀľ¾ ŇƄŹ ƀŵ
 Ŀ ųƄŎë ƃģ ųƄë ƀĮìÈ Ńƃ óÄƃģ Ŀ ƇŃƄŵ ƀÝ ƀŦƁ

ƄŽƄŶŒŪŹ ĦĨŉ ĿŃĿ Ĭľŉ Ŀï ôŶÞĽ 4ƈºń
ž¾ð ŴÞĽ ƀŵ ų=ƂŹ ƀÝ ŃĤë Ŀ óŀŽĤħ ŇƄŹ ƀÝ ŀùĤħ ôŶ

Ž ſńŉ ĿƄĵƃèğƄŶÉŽƃ ôù ſńŉ ƀŦƁ ƀŵ ƃģ ğÃë óĿ.

Ý §òåë¨ðñå�á �òìý� «ñÛ§ìĉ

Žƃŀúŵ ĿƈŀùĤħ øŵģƃÂƄŵ ÷ĤºĿŽƃŀúŵ Ŀ ôå ƈō ŸúŞžĭ ôŉģĿøńĮŉ Ŀ ƄŉĤĮŉ ƀĽńħ ×žŉĤÝï Ŀ Ƅ
Ƈƃ ƀĮìÈ ƄŦƁńĭ Ĥù ſńħģńħ ſńŉ ôĺŚŉ .ńĮŉ ƄŉĤĮŉïĿ ŀùĤħ ôel-fj ƀľ¾ ŃƄ·úŽĤŹ ƀŵ ſŅģŀŽģ ƀÝ äŽģ

ńĮŉ Ƅ¾ńĭ ƈō ŴĭĤŉƃ óńúŵïƇƃ ƇŀŽƄĽ ƀľ¾ ŻĤùŅ ƀŵ ƄŹ ô
 èblìfĉl Ē¨å�� ĝĕÜ�±�æ

Þźë ƀŵ Ŀ ƀľ¾ ń¶Ƅúï óŀŽĤħ ×ëƄå ƀÝ ų=ƂŹ ƀÝ ôžĮŊúĽģ ƀ·Ž ŴĮŉĤžúë Ÿŉ Ĥï ÏńöźōƀŽƄŽĤùŅ4ƀìŵ:
ŃƄŽ ƃģ ĿŃĿ Ĭľŉ ƒŹ ĿƇƄë ƀĭ ¹žŹģŃ .ž¾ ôå ƈō ŸúŞžĭ ôŉģĿ ŀùĤħ øŵģƃÂƄŵ ×ëƄå Ŀð ƀŵ ôŶ

 óŀŽĤħ ƀìúŵ ƀźúŮĮŊŹ ſƄù ƀÝ ſńŉ ŇƄŹ ƃģ ÀŃƄĨúë
ƈōģŃ.Ƅĭ ƀźŉ ƃģ ĬĹģŃ ƀÝ ŀùĤħ ô·Ź ƄŉĤĮŉï ƀÝ ļŹ ƀ
ĮìÈŉĤĮŉ ƀø ĿŻŀħŉĤĮŉ ƃģ Ƈńŵƃ Ńģńŭ ôëģƄĽ ƀÝø
ž¾ðôŶmd ƀÝ ôĵŃĿƀŹģŃėƄĭï ģŃ ƀïöºńƇƃ ôŵŀ.
ŉĤĭø Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵïńÝ ôžĮŊúĽģ ƀ· Żŀħ Ŀ ų=ƂŹ

 ôë Ŵìō óŀŽƑ ƀÝ ĬúŢŕƃ ŸŉïğŃƄ.
 Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵï·ô Ÿŉ ńÝ Żŀħ Ŀ ų=ƂŹ ƀÝ ôžĮŊúĽģ

ğÃë ĬùĤšŃ ŸƁ ƈì¶ óŀŽƑ ſńúħńŉ ĬúŢŕƃ.
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Ý à���±ì

òcâl § èÝ ¬üìp¥� èýòlìü �« § è¦Ą ēæ�²ò¬â� ìÝìâl �« § ìåë«�¶Ñ ìmåë¨ñèåìæ

çĘ�Í
         ôŊÝ ƀŵńÝ ƀĮšĤŉ ſƃĿ Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵï·ô   ôžĮŊúĽģ  ƀľ¾    ſŃĤQÞŵ ƄQŮúŭĿ ƄQ¾ Ŀ ƀĮŉƃŃƃ

ğÃë ſńŉńĭ ƀŽƄĮÉºƄĽ óŀŽƑ .
1.                    ńĹ ģĿ ƃģ ğÃQëŃƃ ĬQëńĹ ƀQæë ƀQžìźŹ ƀÝ ƀĭ ƇŃƄŵ Ïúë ƃģ ƈÈ ƃŃƃ ƃŃƃ ƀÝ ƀĭńŉ ŴÞĽ  ĬQë

ğÃëŃģńìĭ ƀŶº óŃĿ .
2.                   ŵƃ óŀQŽĤħ ƀžúQŉ ƀÝ ƀŽŅ ƄŉĤĮŉ Ƅ¾ńĭ ğÃëŃƃ ĬëńĹ ſŅģŀŽģ ôŉģĿ ƀÝ ƇŃƄŵ ƀÝ ļŹ Ŀ ƀĭńŉ ŴÞĽð  ƇÅQú

ôë ĬŵĤĹ óŀźƁ ƀÝ ƃģğĿÅùńÝ ſŃĤÞŵ ƄúŽĤı Ƅ»žÝ Ŀ ôùğÃë Ńģńìĭ ƀŶº óŃĿ ĬëńĹ ģĿ .
3.                  Qù ĬŵĤĹ ƀŦźƁ ƀÝ ƃģ ğÃëŃƃ ĬëńĹ ƀæë ƀžìźŹ ƀÝ ƀĭ ƇŃƄŵ Ĥō Ŀ ƃŃƃ ƃŃƃ ƀÝ ƀĭńŉ ŴÞĽô Ŀ

ƀŵ ƃģ ğĿÅùńÝ ſŃĤÞŵ ƄúŽĤı Ƅ»žÝğÃëŃģńìĭ ƀŶº óŃĿ ĬëńĹ .
4. Ƅĭ ƃŃƃ ſńõÀ ƀÝ ƀĭńŉ ŴÞĽï         QÈ ĤQúħ ƃģ ƀQĭģƄĽ ļQŹ ĤQúħ 4ƇŃƄQŵ ÏúQë ƀQæë ƀQžìźŹ ƀÝ ƀô  ƀQĭģƄĽ

ğÃQQë ŃģńQQìĭ ƀQQŶº óŃĿ ĬQQëńĹ ģĿ ƃģ ğÃQQëŃƃ ĬQQëńĹ.ƃ ŴìQQō óŀQQŽƑQQï ƈžĭŃƄQQÝ ƃģ ğŃƄ
ğÃë ſńŉńĭ ƀŽƄĮÉºƄĽ .

ĒĚë�
e-       ƀÝ ÖÃë Ŀ ƀĭ ƃÄƃģ ƄŶÞĽ     ĬÉQºƄĽ Ŀ ôQå ſńŹƄ¾ńƁ 4ğÃëŃƃ ĬÉºƄĽ ƀĭ ƇŃƄŵ ļŹ Ŀ Ŵìō

         Ƈńŵƃ øŵģƃ ſŃƄť ƀħ ƀæë ƀŦźƁ ƀÝ Ƈƃ ƀùƄŵ ſńùģĿ .     ƀÝ ƀŶº ƀ»žÝ ƀĭ ƃÄƃģ ƄŶÞĽïöºń   ƀQÑħ ôìŽƃŀ
 ļŹ ĿńÝńÝ Ĥō Ŀ Ĥúħ ƃģ ğÃëŃƃ ĬëńĹ ŃƄŵ ĬÉºƄĽ ƀĭŃƃ ŸƁ ŃƄŵÃëŃƃğ .
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øá
f-           Ńƃ 4ĠŊúŽƃ ôë Ĥō ƀÝ ńŉ ŴÞĽ Ŀ ƀŽƄŉƑ ſÂģƃĿ 4Ġžúë Ÿŉ ƃŃƃ ƃ         ƀQĭ ôQĽńħ ×žŉĤÝ ƒŹ ôŶÞĽ Ŀ

  ńÝ Ĥō Ŀ            ſŃĤQÞŵ ƄúŽĤQı ƄQ¾ Ŀ ƃģ ğÃëŃƃ ĬÉºƄĽ ƇŃƄŵ
  ĠĭĤŉƃ ôŉģŀźƁ ôù4    ŃƄQŵ ƀQÝ ļQŹ Ŀ ŻĤº ŴÞĽ ƀĮŉƃŃƃ

        ŵƃ ƀìźº ƀÝ ƄŹ ƀŽƄŉƑ ôå ğÃë ÄƄë ôŉģĿðƇÅú . ģĿ
ğÃë ſńŉńĭ ƀŶº Ƅ¾ ĬÉºƄĽ .

g-     Ġžúë Ÿŉ óŀŽĤħ ×ëƄå ƀŶÞĽ ƀÝ   ŵ ŴÞĽ ƃģð   ſńQőĤĽ ż
      ğƄĽń¾ ƃ ƇŃƄŵ ƈÈ ƀÝ          óŀQźƁ ƀQÝ ſŃĤQÞŵ ƄúŽĤQı Ƅ¾ Ŀ

   ſńQŉńĭ ĬÉºƄĽ ģŀźƁ ƇŃƄŵ Ïúë ƀÝ Ĥúħ ğĿÅùńÝ Ŵìō
ğÃë .

h-              ÉQÝ ôQÑúë Ŀ 4ĬQŉĤù ĬQŉĤŽ ŴQĭ ôå ôë ×ëƄå ƀÝ ô
    4ĠŊúŽƃ ƄŉƑ ƃÂģƃĿ ƀÝ ƄŹ ÖÁžÝ     ƀQÝ ŻĤQº Ŀ ƀÉQÝ ƀQŶÞĽ

            ƀĮQŉƃŃƃ ĠŊQúŽƃ ôù ſŃĤÞŵ ƄúŽĤı Ƅ¾ Ŀ ƃģ ğÄĤëģŃ ƇŃƄŵ
ģ ğÃë ſńŉńĭ ŸƁ óŀŽĤħ ƀÉÝ ĠÈ ƀÝ ĬëńĹ ģŀźƁ ĤúħğÃëŃģńìĭ ſŃĤÞŵ ƄŶº ƄùŃĿ Ŀ ƀŦƁ ƃ .

 ģŃ óĿĤŪĮŉģ ƀŵ ń¶ƄúÞźë Ŀ ƀľ¾ ƄŦƁ ƀŵ Ƅō ÷ƑƄë ƃģ Ƈńŵ ŻƄĮō ƀŽƄžùńźĭ ńõÀ ôå ğńŵƃ ĿĤù ƀÝ
ƄžŹ ŻĤùŅ ƃģ ôźƂŹ ƄĽ 4ƄŶĽģƃ ŃĤë ſŃĤÞŵ ƄŵƄźë ģŃ Ŀ ƄŽƃŃńŕ ƄìŽƃŀùÂƑƃ óÄƃģ 4ƒŹ ôĽńħ ôìŽ

ôå ſĿ ſÂĤť ƃģƈºģŃ óŀŽƑ ŃĤŎũ ńĭ ńõÀ .ƄŽ ƀìº óŀźƁ ƀÝƃƄë ƀžŊħ óŀŽĤħ ƄŽƄžùńźĭ .

1. 6ğÃë óŀŽģÂƃ īĤŹƄŶŢŹ Ážŵ ſÂģ ƀÝ ĤúĮťƃŃ ƃģ ń¶ƄúÞźë Ŀ
2. Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵï ƀ·öëƄ¶ ģŃ Ƅ¾ Ŀ ôë ƀŶùĤÝ ƀÝ ôžĮŊúĽģ ƄŽƄŽĤùŅ ƄìŽƃŀôÍŶöħ 6ğÃë óŀŽģÂƃ
3. ƈźùģĿ ƀľ¾ ń¶ƄúÞźë ƀŵ Ĥùėïƀ·6Ƈńŵ ŻĤùŅ ŷƄë ƀžĮŊúĽģ

4. Ŀ ƀľ¾ ń¶ƄúÞźë ƀŵï·ôŶùĤÝ ƀÝ ôžĮŊúĽģõÂƑƃ ģŃ ôë ƀ ƀŽƄŹƄŽ 4ƇĿ ŷƄë ƀŽŃƃńŕ ƈìŽƃŀ
6ĠŶĽģƃ ôù

ēæ�Ĉìb
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câlò��¡øÂ¹� ï¬üì
 ŀŕ Ňƃńùģƃ ĿAnti-virus
øŵĤŦĮŉƄÝ ŃĤë ĿApplication Software

ƀŞũĤĹ ƀùƃŀžĮŉńŹBacking Storage
ƀðŵƄ¶ ƄŽÃë ĿBasic Input Output System(Bios)

ŀĹģƃ øìŽƃƄë ňŉƃńÝ ƇņëńŹCentral Processing Unit
êŉÀ ňúŵƄ¶Compact Disk (CD)

ŻÂĤħçCompiler
ņùÃëŃƃĤùīĤŹƄŶŢŹ ŷĤĽData
ňúħĤ·ùÀDatabase

 ĬÉŵĤĨźŉ ńùƃÀŃĤƁ Ŀ)ųƄë ƀ¶Ƅ¶ ſńŉ ƀŵ(De-fragmentation
 ŴùĤũFile

ƀŞũĤĹ ŌŶũ ĿFlash memory
ÝƒũêŉÀ ƈFloppy desk

ŃÁŵƄũFolder
 µùĤħ ĿŃĤúŶŹƄù)ù êŉÀ ĿŀĹģƃ Ĭúũńŝ Ŀ ôŞũĤĹ Ĥ(Giga Byte (GB)

 ņĭńƁ ĿŃĤúŶŹ Ƅù)ŀĹģƃ ĤúĮì·å Ŀ ńŊŉƃńÝ Ŀ(Giga Hertz (GHz)
ìúũģńïƈŘħģŃGraphical User Interface

ńðŶťńù óŀŽĤħ ŸùńĹ Ƈń¶ƄúÞźë ƀÝHacker
êŉÀ ÀŃĤƁHard disk

 øŵĤŦĮľŉ)ńùƃÀŃĤƁ(Hardware
ÄƄť÷Head Phone

ƀÐĤÝŃƄëHome Page
 ĦƁHub

ƈĵƄŵĤžì¶ ƈùĤúĮìùÂģ ƃģ ƈĭĤŹƄŶŢŹInformation & Communication
Technology (ICT)

ŴùĤŉƃ ņùÃëŃƃInput Device
 µŽń·ŽģInternet

øìŽƃƄë óŀŽģÂƃ ƄŽƄĮŹŀĽ ƈ·úŽń·Žģ ĿInternet Service Provider
ſÂĿ êúŵKeyboard
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 µùĤħ ŃŅKilo Byte (KB)
 ń¶ƄúÞźë ŀžºńï)ÛĤ·Þŵ(Laptop

 øŶĺŹ)ſņùģ ƀźúŉ (ƀìĨōLocal Area Network (LAN)
ń¶ƄúÞźë ŋĤĮžúìŹMacintosh

ƀÐĤÝ ƀŶħ ƀŽƃń¶ƄúÞźë ÷ƄŵMainframe Computer
µùĤħ ŻƄúŶŹ ƄùMega Byte (MB)
ņ¶ńƁ ŻƄúŶŹ ƄùMega Hertz (MHz)

 ƀŹńùŅMemory
ƀìĨō ƇŃĤÈMetropolitan Area Network (MAN)

ń¶ƄúÞźë øžåƄëMicrocomputer
øìŽƃƄë ňŉƃńÝ øžåƄëMicroprocessor

ôë ƀúŽĤı ſƄù ƀÝôŽÃë ŻƄúŶŹMillion Instruction Per second

ŷÀƄŹModem

 øŽƃŀúŵ)ŃƄ·úŽĤŹ(Monitor

 ÀŃƄħ ƈŶőģ ń¶ƄúÞźë Ŀ)ÀŃƄħŃÀĤŹ(Motherboard

ŇƄŹMouse

ƀžúåńŉ ôĮŊúŽģńÝOpen source

ŹĤšŊúŉ ŴĮ ŸOperating system

ŴùĤŉƃ ƃņùÃëģŃOutput Device

ÀŃƄŊÝPassword

ń¶ƄúÞźë ƈŒľōPersonal Computer

ń¶ƄúÞźë ƈĨúĵPersonal Digital assistant(PDA)

øìŽƃƄë ƀÉŽ ƀÝPointer

ń·žùńÝ Ĥù øìŽƃƄÝĤåPrinter

ſŃƒŽÃëProcedure

ŷģńïƃńÝProgram

ŉńŉƑ ƈÝĤ¾ĤŽ ĿƈƀŞũĤĹRandom Access Memory(RAM)

ƀŞũĤĹ øìŽƄƉƃ óŅģƄƉRead Only Memory(ROM)
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´ĤħƃŃRobot

ń¶ƃŃRouter

ńžìŉScanner

żúōĤŹ ŻƄ·ŵ ĿSearch Engine

ŃƃńŉServer

ųƄźúŞžĭSetting

ńùƄ·ũĤŉSoftware

ńìúÞŉ ÀƄŵSpeaker

ŵƃŀĵƈƀÐĤÝSpread Sheet

ƄúÞźë ńħŅń¶Super Computer

äùƄŉSwitch

ƈŵĤŦĮŉƄÝ ƈźĮŊúŉSystem Software

Ŋúŉ ĿĮŀĹģƃ ŸSystem Unit

 żùńìŉ ƈŊźŵ)żùńìŉ ä¶(Touch screen

øìŽƃƄë ƀĭƄï ƀÝ ôžúåńŉ ĿUniform Resource Locator (URL)

·ï ĿôøìŽƃƄŶÉŽ ƈìŽƄĮŊúĽģUser Interface

øìŽƄĮŊúĽģ ƀ·ïUsers

ĮŉńŹøŵĤŦĮŉƄÝ ƀùƃŀžUtilities Software

ųĤĵWeb

ƈìŽƄ·ŵ ųĤĵ ĿWeb Browser

ƀÐĤÝ ĦùƃWeb Page

ſńźë ĦùƃWebcame

 µùĤŉ ĦùƃWebsite

ƀìĨō ƀĽģńÝWide Area Network (WAN)

ŸúŊúħWireless

øìŽƃƄë ňúŉƃńÝ Ħùƃ ĿWord Processor

ųƄë ųÁžħZip
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sl¬cĄ ß«ìÞĄ
Ý àêå�±ì

± Üá�Éò à�²)ëñæ ėëXP(
ųƃńĮžë ŴžÝ)˺(: ſĿ ƀQĽńħ ſƄù ŅƃÁžùƃ Ŀ        øìŽƃƃŃĤQëƃģ ƇńQŵ ƀŽƄžŎQÝė ńQõÀ ſŃĤQÞŵ ƄìŽƃƃŃĤQë Ŀ ôQå

 ō ÷ƑƄëƈ     ƄŶùĤŉƃ óĿ ƀŵ)ųƃńĮžë ŴžÝ(        ſŃĤÞŵ ƄŽƄŽƄŵŀħ ƄúŽÃŹƄŵ Ŀ ôë ŸĮŊúŉ ƀÝ ƀľ¾ïƈŶĽģƃ ƀ· .
  ƀŵųƃńĮžë     ƀÝ ƀľ¾ ŴžÝï Q·ô     ſńQŉ ôžĮŊQúĽģ

    Ŋúŉ ƀÝ Ƅō ÷ƑƄë ÄƄŹ    ƄŵƃģŃ ƀŽƄŽƄŵŀħ ôë ŸĮ
ƀQQìŵ : ƄŵĤŦĮQQŉƄÝ Ŀ 4ųƄĭĤQQùŅ Ńƃ ƄŽƃńùƃÀŃĤQQƁ Ŀ

      4ųÂƃ ƀQ»žŹ ƀQŵ ƃģ ųƄĭĤùŅŃƃ    Ŀ ƈìŽƃƃŃĤQë Ŀ
 ųƃÂƄĵ µŽƄëģ)f(       ƀQÝ ƈQŉńŉƑĿ ƀQĭ ń¶ƄúÞźë

ƀQQŽƄŽƄŵŀħ ôQQë ųƃÀ)g(4 Ŀ 4ųƄĭĤQQùŅŃƃ ôQQħç Ŀ
 Ŀ 4ŸúŞžĭ ń·žùńÝïŃƄŽ ôŉģĿ ƃģ ŸúŞžĭ ÖÃ .

  ĿųƃńĮžë ŴžÝ ƄĽńħ)h(  ƀĭ     ƀQŵ ſŃĤÞŵ ƈŉńŉƑ Ŀ
Start  ƀQQÝ ƀQQľ¾ ƄQQžúŹControl Panel
  óŀŽĤħêúŶë     ƀÝ ƃģ ğÃëƃųƃńĮžë     ôQë ŴQžÝ

ń¾ ģŃ ƀŽƄħĤľĮŽģ ƀĮōïƇÅùŀž.
ŉĤĭø ƀÝ)f-h(ŃƄ»Žģ      ƀQÝ ôQë ųƃńQĮžë   ŴQžÝ

Ġžùƃ ƀŽƄžŎÝė ƀĮō ôë .

ƀÝ øŉĤĭ)f-h(ŃƄ»Žģ ƀÝ ôëųƃńĮžëĠžùƃ ƀŽƄžŎÝė ƀĮō ôë ŴžÝ .

˺ Control Panel
˻ User Account
˼ Accessibility Option
˽ Control Panel Components
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)ŃƄ»Žģf-4(

1.Ŀ ń¶ƄúÞźë ĿŸúŞžĭ ƈŽƃŀúŵ
2.öŽń·Žģ ƃģ ôìĨō ĿŸúŞžĭ µ
3.õńÝ ĿŸúŞžĭ ƈìŽƃƄÝĤå Ĥù ń·ž
4.ųƄë ƀĭ ¹žŹģŃ µŽƄëģ Ŀ ƈìŽƃƃŃĤë Ŀ
5.ƃńÝ ĿïųÂƃ ƀ»žŹ ƀŵ ƃģ ųƄĭĤùŅ ƄŽƄŹģń
6.öŽ Ŀ ô·ŸúŞžĭ ôħç ƃģ ĬĽƃ 4
7. ŸúŞžĭ ƄĭƑė ƈĭƄő ƃģ Åť Ŀ
8.ĥĤľĮŽģ ƈŉńŉƑ Ŀ
9.ĿƄŽÃë)Ƅĭėģńĵģ(ŸúŞžĭ

10 .ņëńŹ ƈĮúžŹģ ń¶ƄúÞźë Ŀ

úžĭŃƄÝ ƀŵù ƀľ¾ ƄŽƃņú¾ Ƅö¾ ôë ƈëńÞ¾ óĿ ƀÝ ƀŽƃņú¾ Ƅ¾ ôºģƄöë ųÃÅƇ .

(c) ketabton.com: The Digital Library



39

måëìb�f §ð)å¬bý¬(Ûì�ºå
ƇĿ ƀŽĤŉė ƃģ ſĿĤŉ ńõÀ ųƄë ĦŒŽ ń·žùńÝ Ŀ . ƀŵ ƀŽƃń·ŽńÝ ńõÀ ŇƃģPlug &Play÷çƄŵĤžìĭ ƀľ¾

ï· ƈŶĽģ ƀ .     öë Ŀ ń·žùńÝ Ŀ ƀĭ ń¶ƄúÞźë        Ƅĭ īĤŹƄĭģ ƀÝ ŸĮŊúŉ ŴŹĤš ſńŉ ƄŵƄŶÉŽ ƀÝ ŴĨ Qï     ƈQŽèúÝ ńQ·ŽńÝ ƀ
ƃģÀ żùÂģŃģ ƀŽƃŃƄùeƇƄŵĤ·ŊŽģ Ĥù ĦŒŽ.

        ƈŉƑ ƀÝ ń·žùńÝ Ƅù ôå ƃÂģƄťƃ ƀë) ƀìú¶ĤŹƄ¶ģ ĤŽ (Ƅĭï          óŀQŽƑ ƀÝ ƀľ¾ ƄžúŹ ´ŃĤ·ŉ ƀŵ ƃÃë ĦŒŽ ƀ
ƄĭïƃƄë Ŵźš ƀ .

1 . ƀÝStartğÃëƃ êúŶë óŀŽĤħ ƄžúŹ
2. ĿųƃńĮžë ĠëĤ¶ƃ żŎÝė ŴžÞÝ
3.Ŀ“Printers & Faxes Ĥúħ óŀŽĤħ żŎÝė ƀÝ

ğÃëƃ êúŶë.

˺ Drivers

 ƀÝ  “Add Printer” Ĥúħ óŀŽĤħ żìùė
ğÃëƃ êúŶë
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Ŋúŉ ŇƃģĮŉĤĭ ƀŵ Ÿøƀìŵ ƇƄë ôžĮÈƄÝ Ãŵ Ƅù ƀľ¾:

ŽŃģŀźƁð êŊùÀ ŷńŽ ƀŵ Ġō ÷ƑƄë ƄŉĤĭ ƀ
)CD (ŵ ×žÞźëĿ ôå ƀ ſŃĤúĭ ƃģ ſÂƄĵ ģƄĽ

 ſĿ óƄōï Ŀ ŅƃÁžùƃ Ŀ ƀŽƃŃƄùģŃÀ Ĥù ĠŶĽģƃ ƀ·
UpdateƀĮìÈ ģŃ ƃģ ğƄ·ŵ ƃ óŃƑ ƀŵ

(download)ń·žùńÝ Ƅ¾ńĭ ğÃë ôù ƀźŉ ƀÝ
Ƅĭïƈō ĦŒŽ ƀ .

ĊĤźúŮĮŊŹ ƀĭ ń¶ƄúÞźë ńĮžùńÝ ƄŉĤĮŉ ƀĭńúå ƀë
ÃŹƄŵ Ƈƃ Ŵőƃ÷ğÃë ſŃƄť żŎÝģ. ƀĭńúå ƀë

 Ŵőƃ óŃƄÝ ń¶ƄúÞźë ŷƄë ƀÝ ôìĨō Ŀ ń·žùńÝ
ƃĿ ƇƃƉĠëĤ¶ƃ żŎÝģ Ÿ.

ŉĤĮŉô6÷Ŀ Ŵőƃ óŃƄÝ ´ŃƄÝ ŷƄë ƀÝ ń·žùńÝ

        óŀQŽƑ ƀĮŉƃŃƃ ƃŀõÃÞŎħ ƀŵ ƀŽƃƃģÃÝ ƄúžĭŃƄÝ Ŀ
ļŹ          Ŀ ĠQō ÷ƑƄQë ƄŉĤĭ ƃģ ƇÅúë ŴĮŊúŽģńÝ

         ôQë ń¶ƄúÞźë ƀÝ ń·žùńÝ Ƅ¾ńĭ ĠëĤ¶ƃ ųƃÀ ń·žùńÝ
ƈō ĦŒŽ.
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ë¬b §p«ë ß�¬ñ Ûì��ñÛĘë èāæá èÝ �K
  Ÿ·Ŋúŉ ŴŹĤš ńÝf   Ƅù ôë ń¶ƄúÞźë ƀÝ ſńúħńŉńöźōƃńÝ ŃƄŽïƇĿ ĦŒŽ ŸƁ ƀŽƄŹģń .   ŷƄQë ƀQĭńúå ƀë

  ƃńÝ ƇƄō ųĤ·ŊŽģï          ƃÂģƄťƃ ÄƄŹ ƃģ ƈō ųŀúŵ ƀŽƃ ĤúĭÂģ ƀĭ ŷģń  ôå      Ŀ ŅƃÁQžùƃ Ŀ ƄŽ ƄŉƄù ƀ»žŹ ƀŵ ƀŦƁ
ƃńÝïģ ƄŵƄĭĤùŅŃƃ Ŀ ƄŽƄŹģńƃńÝ ƄŵÂƃ ƀ»žŹ ƀŵ ƃ Qï Ŀ ôQå ŷģń“Add or Remove Programs”

ƇÅùĿĤù ŷƄŽ ƀÝ ƃģ ƃƃŃĤëƃƃńÝ ſƄù Ŀ ƀľ¾ ƀŦƁ ƀŵïƄŶĽģƃŃĤë ſŃĤÞŵ ƄŵÂƃ ƀ»žŹ ƀŵ Ŀ ŷģń .  ƄQō ƀŽ ÄƄŹ
  ƃńÝ Ƅù ÷ƑƄëï          Ƅĭ ſŃƄQÝ ƀQÝ ƄQŵÂƃ ƀQ»žŹ ƀQŵ ƀÝ żìùė Ŀ ƀŦƁ Ŀ ƀľ¾ ÛĤ·ìŉÀ ƀŵ ŷģń Qï ƀ  ƀQŵ  ƀQ»žŹ

ƄŉƄù . Ŀ ŀùĤħ µŊžħ óĿńÝ ƄŽAdd or Remove ƀľ¾ żŎÝė ƀŵï ƀ·ƃƄŶĽģ.

 §ñë¬b ïìå çìp«ë ß�¬ñÛì��
     ƃńÝ ƇƄŽ ſƄù Ŀ ôë ń¶ƄúÞźë ƀÝï ſŃĤÞŵ ƄŵƄĭĤùŅŃƃ Ŀ ŷģńŶöħƒöħ    ƄQĽ 4ƇńQŵ ŻƄĮQō óŃĤå óŃƑ ô

   žë Ŀ ÄƄŹ ƀĮŵĿĮ    ƃńÝ ƇƄŽ ſƄù Ŀ óŃƑ ƀŵ ŴžÝ ųƃńï ƃÃQú¾ ƀŮùńř ƄŵƄĭĤùŅŃƃ Ŀ ŷģń .  ôQúŶźš óĿ Ŀ
 Ŀ ſŃĤÞŵ ģńĵģ ĿStartŃƑ ƀŵ ƄžúŹƄĭ óŀŽƑ ƀÝ óïğÃëƃ Ŵźš ƀ .

1. ƀÝStartğÃëƃ êúŶë óŀŽĤħ ƄžúŹ .
2.žëĮĠëĤ¶ƃ żŎÝė ŴžÝ ųƃń.
3.ńÝ“Add or Remove Programs” óŀŽĤħ

ğÃëƃ êúŶë .
 ƀQQQÝRemove ProgramsAdd or

  żŎÝė     ƃÁQžùƃ ſńQŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħŅ Ŀ
            Ŀ ôQå ƈúQÈ ģŃ ƀĺŪQő ńú¾ ƀÝ Ŵìō óŀŽƑ

ſĿ ôìŽƃĿƄŵŃĿ ƄŽƄħĤľĮŽģ ƄùŃĿ .

˺ Add or Remove Programs
˻ Operating System
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4 .         ƃĿƄQĵƄŹ ƄùŃĿ ƀŵ ôë ƀĺŪő óĿ ƀÝ  ƄŽƄħĤQľĮŽģ
 ƀľ¾Add New Programsƃ  ĠëĤQ¶ . Ŀ

             ƀQÝ ŴìQō óŀQŽƑ Ŀ ſńQŉ ƄŶëĤQ¶ ƀQÝ żŎÝė óĿ
 ŴĮŊúŽģńÝ ļŹ Ŵħ ńú¾ƇÅöë .

         ƇńQŵ ŻƄĮō óƃĤúĮŽƄō ÷ƃĿ ôë ĥĤľĮŽģ óĿ ƀÝ
Ġžùƃ ôë ƀĺŪő ļŹĤľŹ ƀÝ ôù øŉĤĭ ôå.

 ïĖ s±ñ sbøÑ �)CD or Floppy(
å ƀëƃńÝ ƀŦƁ ƀĭńúï ųƄŵĤ·ŊŽģ ôù ÄƄŹ ôå ŷģń

 ƀÝ ƃÂģƄťCD êŊùÀ øÝƒũ Ĥùfloppy ôë
ƄëĤ¶ żŎÝė ÷ÃŹƄŵ Ƈƃ.

Windows Update
 ƀë µùÁÝģ ŅƃÁžùƃ ƃÂģƄť(update)ƃĿ 4ƃÃëù Ÿ

ƃģ ƄëĤ¶ żŎÝėĿĿ ŅƃÁžùƃ)update(ƃńÝï Ŀ ŷģń
 ƀľ¾ µúŽń·Žģ ƀŵ ſŃĤÞŵ ƄŵŀŽƄŹïŶĽģ ƀ·Ƅ .
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�±ìÝ à²Ý

ë¬b èbpìá�¬ìåK�ñ ãìÝ¨� ēlòcâl èÝìÎé § è¦Ą ¬üì�ĔÜ�²

    ƃńÝ Ƅù ôå ƃÂģƄťƃ ƀëï     ƀQÝ ƀQľ¾ ń¶ƄQúÞźë ƀQŵ ŷģń
 Ƅĭ ſÃÞŎħï     ĦŒŽ ſƄù ƀÝ Ĥù ƄŉĤħ ƃ ƀ ƃńÝ ƇƄQō Qï ŷģń

      ƀQŵ ƄŵƃģŃ ŻƄŵŀħ ôëStart        óŀQŽƑ ƀQÝ ƀQľ¾ ƄQžúŹ
ƄĭïƃƄë Ŵźš ƀ .

1.ƀÝStartóŀŽĤħ ƄžúŹ êúŶëğÃëƃ.
2.ųƃńĮžëĠëĤ¶ƃ żŎÝė ŴžÝ.
3 .ƀÝ“AddorRemovePrograms”óŀŽĤħ êúŶëğÃëƃ.

 ŃĿ ƀÝõ                  ƇņQúŽģńÝ ųƃÀ ƀQÝ ôĺŪő ļŹĤľŹ Ŀ ƀĺŪő ſƄù ŅƃÁžùƃ ſńŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħ żŎÝė Ÿú
ſĿ ôìŽƃńŵ ƄŽƄħĤľĮŽģ ƄùŃĿ Ŀ ôå . ƀÝ ƀĮŵĿChange or Remove ProgramsğÃëƃ êúŶë óŀŽĤħ żŎÝė .

              ƇńQŵ ŻƄĮQō ƀŽƄžŎQÝė ſƃĿ ŸQƁ ôQë ĥĤľĮŽģ óĿ ƀÝ
 ƀQìŵ :Change or Remove    ļŹĤQľŹ ƀQÝ ôQå

ƇĿ ƇƄQQō ųĿƄQQÈ ôQQë ŴìQQō . ôQQå ğÂģƄQQťƃ ƀQQë
ƃńÝQQï ƀQQÝ ĠQQŉĤħ ƃ ƈQQľúħ ŷģń“Remove” żŎQQÝė

ğÃëƃ êúŶë óŀŽĤħ .
    ƃńÝ ſƄù ƀÝ ğÂģƄť ƀëï   ôQë ŷģń ŻƄŵŀQħ ĠQŵƃģŃ4  ƀQÝ

Change”"óŀQQQŽĤħ żŎQQQÝėêQQQúŶë żQQQùÂģ ƃģ ğÃQQQë
ğÂƃģŃ ôìÝ ƀŽƄŽƄŵŀħ.

˺  Change or Remove programs
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�ųƃńĮžëŴžÝ ƄŹƄë ƀÝ ƃģ ÷Ŀ øō ƀ¾ħƄĽń óńĭ ôëï6ƄŶĽģ ƀ·
�ŽńÝŽń¾ ôë ń¶ƄúÞźë ƀÝ ń·ð6ƃƄë ĦŒŽ ƀ
�ƃńÝ ƄùïŽń¾ ŷģńðôë ń¶ƄúÞźë ƀÝ ƀ 6ƃÂƃ ƀ»žŹ ƀŵ ôƉ Ĥù ƃģ ƃƄĭĤùŅŃƃ
�Ŀ“Add or Remove Programs” 6ĠŶĽģƃ ŷƄŽ ſƄùńƁ Ŀ 4Ƈńŵ ƀŽƄžŎÝė Ƅ¾ ÁŽĤźë

ƃńÝ Ŀ ôë ń¶ƄúÞźë ƀÝïųƄĭĤùŅŃƃ ƄŽƄŹģń

õƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅ ŴŎƇÅöëƇƄë ſńŉńĭ ôŽÃë óŀŽƑ ſńŉ ôŵÀ ôŶÞĽ ƀŵ ƃģ :
1.ŽńÝ ſƄù Ŀ óŃƑ ƀŵ ĿƄĮúŹ ƈžĭŃƄÝ Ŀ·ųƄë ĦŒŽ ń.
2. ĿųƃńĮžë ƀÝ ƀľ¾ ƄŶùĤŉƃ ƀŵ ŴžÝï·ôƃńÝ ſƄù Ŀ ſńŉ ôžĮŊúĽģïųƄë ĦŒŽ ŷģń .
3. ĿųƃńĮžë ƀÝ ƀľ¾ ƄŶùĤŉƃ ƀŵ ŴžÝï·ôƃńÝ ƇƄō ĦŒŽ Ƅù Ŀ ſńŉ ôžĮŊúĽģïŴĮŊùģ ŷģń .

å §ò ë� ēýp Ĝęæ�Æò à
ìúŽƃńĮìŵģ Ƅù ĈƑƄźŢŹ ƀŽƃń¶ƄúÞźëƈƇƄë ŃĤë ųƃÀ īĤŹƄĭģ ƀÝ ôå Ƈńŵ ſņúŶë . ń¶ƄúÞźë ôå ƀŶë

 ƃģ ƀ·úŽ 4Ƈńŵ ŇĤźĭ Ƈńŵ ÷Ĥº ôë ſÂĿ øŶőģ ƀÝ ôå ſńŉ ƇńŚħ ƀŵ ĬšĤŉ ƃģ ſņúŶë Ƈƃ øŶť
ƄŽƄŶúŵĿ Ƅ¾ Ŀ ĬĽƃƇÅúŵĤźŢĮŉģ ſŃĤÞŵ4ƀìŵ : ƃŀöë ſńúĽŁ Ŀ ŴùĤũ Ƅù Ŀſńöħńŉ Ŀ 4ĬĽƃ ƃģ

ìúŽƃńĮìŵģƈĬĽƃ ƄŵÅúŵ Ŀ ƄŽƄŹĤŦúÝģƄŹ ƃŃƄŽ ôŉģĿ ƃģ ųƄĮĨıŃƇÅúŵĤźŢĮŉģ ſŃĤÞŵ ƃĿ . óĿ ńÝ ſƃƒš
ģ ĬĽƃ ôŽÃë ôžúº·úŽ ƃôöå ƀë Ƈńŵ īŃƃńŕ ƀĭńóÂƄĵ ƀŽŽÃë ģĿ ƄŽ ƇƃôƄĭ ƀÈ ƀÝï ƀ

ŊúŽ ƀŽ īŃƄőƈ.ƃģ ƀ·úŽ Ŀ ĈƑƄźŢŹ ĬĽƃTaskbar Ŀ·ÝôÈ ƀÝƈŃƄŵƇĤº ôë÷Ƈńŵ4 ƀÝ
ƇÃëƃ êúŶë ĬšĤŉ 4Data and Time Propertiesƈō ŴĮŊŽģńÝ ƀħ ļŹ.

ēæ�Ĉìb
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�-�ƀÑħ: Ŀï÷Ĥº ôŽĿƄÈ Ŀ ÖÃ

ŸúŞžĭ ųĤëĿ
ŸúŞžĭ ƄĮōĤúŹĿ ųĤë Ŀ

 ŸúŞžĭ ƄºŃƃ Ŀ ôĮōĤúŹ Ŀ

Ŀï ŸúŞžĭ ÖÃ

OK×Ñĭ

± §ò� èâñ Ē®pÜl�ü Ĝę
  Ƅĭ ſņúŵƄ¶ ƀÝï       Ƈńŵ ńúÝƄĭ ƀĽÂģ ƀŵ ĬĽƃ Ŀ ƀŽƃĿģƄúƁ ƀ .  ńõÀúŽń·Žģ ìŽƃƃŃĤë µƈ)e(      ƄQŽƃĿģƄúƁ ƃŃƄQŽ ƀŵ

  ƇĿ ôë ƀìùÂģ ƀÝ ſńŉ4ƀìŵ:ńħ Ŀ 4ôìùÂģ ƈŽƄŪúŶ¶õ ƄŽƄìúŵĤžÉe-mial ŃƄQŽƃģ ųƄë ƀŉƑńĭ ƃģ ųÅúŵ4
ï          žë ĬĽƃ ôìùÂģ ôŶÞĽ Ŀ Ƅ¾ńĭ ƇĿÂģ ôë ƄìùÂģ óĿ ƀÝ ƈìŽƄĮŊúĽģ ƀ· QĮ ƇÃQë ųƃń .   ŅƃÁQžùƃ ƀQÝ

XP   ôëƀĮō            Ŀ Ŀ Ġō ÷ƑƄë ƄŉĤĭ ƃģ ſĿ óÃë ŠũŃ ĤúĭÂģ ģĿ ƃƃĤúĮŽƄō        ƀQÝ ƀQľ¾ ƃƃĤúĮŽƄQō óï Q·ô
 ƀŽƃńúÝƄĭ ĬĽƃ Ŀ ſńŉ ôžĮŊúĽģųƃńĮžëğÃë . ƀÝTime Zone     Ŀ ƄQ¾ńĭ ğÃQëƃ êQúŶë óŀQŽĤħ

Ġžùƃƃ ƀŎŮŽ ÖÃŽ .
)�-�ŃƄ»Žģ.(

˺ Users
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ńQQQÝÃQQQëƃ êQQQúŶë óŀQQQŽĤħ ƄQQQžúŹ óĿ4ğ ƄQQQ¾ńĭ
 ŉ ƈùĤúũģńŦĵƊźô   ƄŦƁ Ŀ ƃģ÷ĮĽƃ ĿƄ ƄQŽƄĭ  ƀQŽƃńúÝ

ń¾ï ƈō ŀž . Ƅō ŴëĤ¶ó ƀźúQŉ4 ƀQìŵ:)h-h (  ƀQÑħ
     ŴQħĤë ôå 4ôë           ôQžŢù ĬšĤQŉ ƀQŵ ģŀQĨŹ Ŀ ƃģ ÷Ŀ

ïńƄŽƉ ſńŉ äh:gd +ŽĤŹŅƈńúÝƄĭƇńŵ.

¶°�4-4 Äv¨�Time Zone

 § jĚìá)¯ë�á(Ææ�òà
 Ŀ ŇƄŹ Ŀ ſŃĤÞŵ ÄƄŹŅ 4Ÿ·Ŋúŉ ŴŹĤš øÝ ňëģ ŅƃÁžùƃ

ÃëƄŽƇƃńħģńħ ĤúĮŽƄō ńúúŦĭ Ŀ. óĿ ƀŵ Ƅō ÷ƑƄë ÄƄŹ
 Ŀ ƀľ¾ ĤúĮŽƄō ŇƄŹĿŽń¾ Ŀ ôŽÃëð ƀĽńħ ƀÝ ƈŵģƄ

ôëïƄŶĽģƃ ƀ· . ƀŵ ſŃĤÞŵ ƄŵƄë ſńŉńĭ Ŀ Ŵźš óĿ Ŀ
StartƃƄë Ŵźš Ŵìō óŀŽƑ ƀÝ ƀľ¾ ƄžúŹ .

e.ƀÝóŀŽĤħ ƄžúŹêúŶëğÃë.
f.ğÃë ſŃƄť żŎÝė .
g.         ôQë ƀQÑħ óŀQŽƑ ƀÝ ôå óŀŽĤħ żŎÝė ƀÝ ŇƃĤŹ Ŀ

     ğÃëƃ êúŶë ƀŶº ſƃĿ Ġžùƃ ôù4    ŇƄQŹ Ŀ Ƅ¾ńĭ
  ő ŸúŞžĭ Ŀ   ƀQÝ ôå ƀĺŪ�-� ŴìQō     ųĿƄQÈ ôQë

ſĿ óƄōƈō ŴĮŊúŽģńÝ .
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ƄŹ ĿŇ ĿƊÑĭųƄŵŀħ Ƅ

ŸúŞžĭ ĤúĮì·å Ŀ êúŶë Ŀ
éƑ êúŶë Ŀ

OK×Ñĭ
�-�ƀĺŪő ŸúŞžĭ Ŀ ŇƄŹ Ŀ

 §¯ìá §ìòđ�ÛìÝ¨�:Switch primary and Secondary buttons
    ÷ƃ øŉƑ Ïúë øìŽƃƃŃĤë ƀë ƈō ÷ƑƄë  óĿ ĿŎÝėſńŉ êúŶë ƀÝ żƃĿ ƃģ ×ŽÃŹƄŵƉ ôź ×QÑĭ  ƀQĭ

 ƀħ ôë īŃƄő óĿ ƀÝ 4ƇÃëŃƃ ŻƄŵŀħôŵŀħ ôŽÃë ×Ñĭ ôÑƊë ƃģ ×È Ŀ ŇƄŹ Ŀƈō.

Þl §ò�mýf § kòÆæ� �òà: Double Click Speed ĿFast) êQ·å (  ĤQùSlow) ƈQžì¶(  ƀQÝ
ƇŃƄŵ  Ŀ  éÄƄŹ)ŇƄŹ(      ųƄQºƄĽ ŇĤúŮŹ Ŀ ĤúĮì·å Ŀ   ƄQō ÷ƑƄQë  Ŀ  éÄƄQŹ) QŹŇƄ(  ƀQŶº ſƃĿ Ŀ

ƃÃë ŸúŞžĭ ĤúĮì·å ƄŵƄë êúŶë.

 j÷ kòÞl § §è�Ê� �áøÉ:Turn on ClickLock  4ųƄQë ƀÉŽ ƀÝ ´ĤëƄå óĿ Ŀ  ſŅĤQĵģ ģĿ
 Ŀ ŃĤë ƄŶëĤ¶ ƃģ ƄŵƄŎë Ŀ ôå ƇƄëŃƃ éÄƄŹ)ŇƄŹ (ĿÑĭ×ƈō ſńŉńĭ ƀĭńÝ ƄŵƄúŽ ƀĮìÈ ƀŵ .

Pointers:       Ŀ ſŃĤÞŵ ŇƄŹ Ŀ żŎÝė ģĿŶöħƒöħ    Ƅō ĥĤľĮŽģ Ŀ ƄŽƃńŉńë Ƅ  ĤúĮŽƃńħģńħƇ . QŉĤĭô   ÷ƑƄQë
Ġō Ŀ ńŉńë Ŀ ſŃĤÞŵ ŇƄŹ ĿƇŃƄŵ ƀľ¾ ƀŦƁ ƀŵ ſŃĤÞŵ ƄŶëĤ¶ïĠŶĽģƃ ƀ·.)�-�Ŵìō.(
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ńŉńë

 ńŉńë

ŴëĤ¶ ųƃÀ Ŀ ńŉńë Ŀ

 ¶°�4-7

: Pointer Option żŎÝė óĿ Ŀ īĤźúŞžĭƄĭ óŀŽƑ ƀÝïƇĿ ƀ.
� öõƄQÈ ƀQŶúŹ ôìŽƃŀMotion : QÈöõƄ ôQŶúŹ ôìŽƃŀSelect Pointer speed    ÏúQë ƀQÝ ƀQĭ

(Slow)   ĤùƈÈ(Fast)       Ŀ Ġō ÷ƑƄë ſńŉ ƄŵƄëŃƃ ĬëńĹ ƀÝ ƇŃƄŵéÄƄŹ)ŇƄŹ(   ſŃĤōģ Ŀ
ğÃë ƀĭĤùŅ Ĥù ƀ·ú¶ ģŃ ĤúĮì·å ƈìŽƃƄë.

�ÉŽ Ŀô´ĤëƄåbutton in a dialog box   :Automatically move pointer to the default

ƀÝ ôÉŽ Ŀ ôë ´ĤëƄå óĿ ƀÝſńŉ ƄŵĿƄÉùģ4Ƅĭ ƀìúĭĤŹƄĭģ ƀÝ ŅƃÁžùƃï Ŀ ƀ ŇƄŹ Ŀ ƀÝ ńŉńë
ŕńũ ôìŽƄŶĭģŃƈ×ÑĭôžŢƉOKģ ƃApplyƇĿÄ óŀŽĤħ.

�ĿDisplay pointer trailsôÉŽ´ĤëƄå:   ôQë ´ĤQëƄå óĿ ƀÝ Ŀ    ƄŵĿƄÉQùģ ƀQÝ ôÉQŽ
   Ŀ ſńŉ  éÄƄŹ)ŇƄŹ(  ìŽƃńŵ ×ìŵ ńŉńëôƇÅöë .  Ŀ  éÄƄŹ) ŇƄQŹ(         ĬQëńĹ ƀQÝ ƀQĭ ńQŉńë

 ƀÝ ×ìŵ ſńŉ ƄŵƄëŃƃƇƄë ĬëńĹ ôŊÝ ńŉńë.
�ĿHide pointer while typing ́ ĤQëƄå ôÉŽ: óĿ Ŀ ́ ĤQëƄå     ſńQŉ ƄQŵƄë ƀÉQŽ ƀQÝ

          ôå ƀŶë 4ƇƄ·Ý ų=ƂŹ ƀÝ ƄŵƄë ÜùĤ¶ żĮŹ Ŀ ńŉńë ŇƄŹ Ŀ ŅƃÁžùƃŇƄŹƀĭƃ ĬëńĹ ĤúħŃ ÃQëƃ
ń¾ ģŃ Ĥúħ ńŉńëïƇÅƉŀž.
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� ĿShow the location of pointer when I press CTRL key  ́ ĤQëƄå ƈÉQŽ: óĿ Ŀ
        Ŀ ƃģ ſńŉ ƄŵƄë ƀÉŽ ƀÝ ´ĤëƄåųƃńĮžëÑĭ×(CTRL)  ƀÝƄŵÄĤìúë       ģƄĽƃĤQō ƀÝ ńŉńë Ŀ ſńŉ

ƇÅùƃĤĭ ģŃ ÖÃë .)�-�ƀÑħ.(

 ĿPointerƀŽƄžŎÝė

ŽƃƄë ſŃĤōģ Ŀ ŇƄŹ ĿƈìŴëĤ¶ ĤúĮì·å Ŀ

ƀÝ ƈŕńũ ôìŽƄŶĭģŃ×ÑĭĿ óŀŽĤħńŉńëêú¶ĤŹƄ¶ģųĿƄÉƉģųŀúë

ųƄëŃƃ ×ìŵ ƀĭ ŇƄŹ
 Ŀ ƄŶìúŵ)ÜùĤ¶(=ƂŹ ƀÝ ųƄ·Ý ƈìŽƃƄë ſŃĤōģ Ŀ ų

 ųĿƄÈ ÖÃë Ŀ ģƄĽƃĤō ƀÝ ƈìŽƃƄë ſŃĤōģ
4-8¶°� :{ �Â» ºÌ�Àe

ŸúŞžĭ ŇƄŹ ƃģ ĬĽƃ ô·úŽ Ŀ
 ƀÝ ƈìŽƃƄë ſĿŅſņƊŵƄ¶ƄĭïƇƄë ſńŉńĭ ôŽÃë óŀŽƑ ƀ .

e.ô·Ý ƇŃĤë Ŀ(Taskbar)ĿğÃëƃ êúŶë ƀŶº ſƃĿ óŀŽĤħ ÖÃë ƀÝ ģƄĽ ĠÈ .
f.ńĭDateņúŶë ôŽģƃŃ Ŀ óŀŽƑ ƄžúŹóĠëĤ¶ƃ ųĤë ƃģ ĬōĤúŹ 4¸Ńƃ .
g.ńĭTimeóŀŽƑ ƄžúŹïÖÃë ŸúŞžĭğÃ.
h.ƀÝTime zone óŀŽĤħêúŶë ſņùģ ƀźúŉ ƃģ ğÃëƃïÖÃGMT+ Kabul ĠëĤ¶ƃ.
i. ƀÝųƃńĮžë ƀÝ ŇƄŹ Ŀ ôë ŴžÝżìùėğÃëƃ êúŶë óŀŽĤħ .
j.ƃĿ ƃģ ÖÃŹƄŵ ŇƄŹ ĿƉ ƀź×ÑĭŶùŀĨĭƀğÃë .
k.ĭĤùŅ óŃƄÝ ŀĹ ƈĮŉƃŃƃ ńĭ ĤúĮì·å êúŶë Ŀ ŇƄŹ ĿƀğÃë.
l.ĿPointers   êúŶë óŀŽĤħ ƄžúŹ ƀÝ ƃ        Ŀ ôQå øìŽƃƄQë ſŃĤōģ ƀŦƁ ƃģ ğÃë"6 " ôÉQŽ

ĠëĤ¶ƃ ÷Ŀ øìŽƃĿƄŵŃĿ.
m.ńÝPointer Options  êQúŶë óŀŽĤħ żŎÝėƃ   ìŽƃƄQë ſŃĤQōģ Ŀ ƃģ ğÃQëƈ  Ŀ ĤQúĮì·å

(Fast)ŀĹ ƈĮŉƃŃƃ ńĭſ ÂƄŵ óŃƄÝ ſğÃë.
10.ğÃëŃƃ ×ìŵ ƀĭ ƈìŽƃƄë ſŃĤōģ.

(c) ketabton.com: The Digital Library



50

ìñ�±ìÝ à²Ýë

ěÍ §� ĝæ±« Ē®ñòÆæà

  ĈƑƄźŢŹ ƀŽƃń¶ƄúÞźë ƈŒľō                  ƃģ ÅQť Ŀ ×žQŉŃ ģĿ ƃģ Ƈƃ ƈìŽƃĿƄQŵŃĿ ƄúžQŉŃ ƃņùŃƄQ»Žģ ƃģ ƃņQùÅť Ŀ
            Ƈńŵ ſńŉ ƀŽĤº ƀŵ ńùƄ·ũĤŉ ƃģ ńùƃÀŃĤƁ ſŃĤÞŵ ƄŵƃńÞĽ Ŀ ŃƄ»Žģ .    Ŀ ƄŦƁ Ŀ ƃģ ƃŀúŵ Ŀ ƄĭĤźúŞžĭ Ŀ ŻƄŵŀQħ

ƀÝ ſŃĤÞŵžëĮŴžÝ ųƃńƄĭ óŀŽƑ ƀÝïğÃëƃ Ŵźš ƀ.
ƀQQŵStartƀQQľ¾ ƄQQžúŹControl Panel żŎQQÝė

ĠëĤ¶ƃ.

ƀÝğÃëƃ êúŶë óŀŽĤħ żŎÝė.
e.ĺŪő    Ŀ ƀħ ƀ�-�   ń¾ ńƊ¾ ƀÝ ôÑħï  ƈQō ſŀž .  ƀQÝ

    ôë ƀÑħ óĿŴöħƒöħ      ųŀQúŵ ƀQŽƄħĤľĮŽģ ƇÅQöë .  ƀQÝ
Volume           ÅQť ƀQÝ ƄQō ÷ƑƄQë ÄƄŹ ôë żŎÝė

   ŀQŽƃÂģ óŃƄQÝ  īĤQźúŞžĭ ƄQŹƄŹ ƃ .  ƀQÝDevice

volume Ŀ ÅQQQť Ŀ ƄQQQō ÷ƑƄQQQë ôQQQë ƀQQQĽńħ
Ý ƀæë ƈŵģƄ·ú¶ ƃģ ƈŵģƃÂƄŵƄëĤ¶ƃ ƀÈƄĽ ƀŶÞĽ ƀ.

�-�ƀÑħ
h-        ğÃë ŸúŞžĭ øŵģƃÂƄŵ Åť Ŀ ń¶ƄúÞźë Ŀ .   ƀQÝMute         ųĿƄÉQùģ ôÉQŽ Ŀ ôQë ´ĤQëƄå4    ÀƄQŵ Ŀ

   ƇƄë ŠŚŭ Åť ńìúÞŉ .         ƀQŵ ƀÉQŽ óƄQō ųĿƄÉQùģ ôQë ´ĤQëƄå óĿ ƀQÝ ŀùĤħ ſŃĤÞŵ ƄŵƃńÞĽ Ŀ Åť Ŀ
ƄŉƄù ƀ»žŹ . ƀÝ ƀëPlace volume icon in the taskbar ´ĤëƄå  QŽ 4ƃĿÅQúë ƀÉŽ ôë Ƅ

  ìùė ńìúÞŉÀƄŵ Ŀ      ƀ·Ý ƀÝ ƃŀŽĿ Ŀ ż(Taskbar)   ń¾ ģŃ óŀŽĤħï ƇÅùŀQž .          ſŃĤQÞŵ ƄĭĤQźúŞžĭ ƄQŶŶĮľŹńÝ Ŀ ÅQť Ŀ
Advance×ÑĭƃÄĤìúë.

   ôĮŊúŽģńÝ ƀÝ)�-�� ŃƄ»Žģ(  ƀĺŪő
QQõńÞĽ Ŀ ƄQQŉĤĭ ôQQë ƄQQŽƃÅť Âƃ ƃŀ

         óŃƑ ƀQŵ ƄúžQŉŃ ƃņQùÅť Ŀ ƀŽƄŵƃÀ
ï        ÷ƑƄQë ſńQŉ ×ŽĤŉė ƀÝ ƃģ ğŃƄ

ğÃë ŸúŞžĭ ƀŦƁ Ġō .

4-10ƀĺŪő ŸúŞžĭ ĿÅťĿ ƀÑħ
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ƀÝvolume ğÃë ŸúŞžĭ ƀÈƄĽ ƀŶÞĽ ƀÝ ƄùńƁ ƀľ¾ ƄúžŉŃ ƃņùÅť ƄúžĭŃƄÝ ƀŵ Ġō ÷ƑƄë ôë ŸŵĤë

    žë Ŀ ƇŃƄQQŵ ÏúQQë ƃģ ƈQQÈ ƀQQÝ QQĮ Ŀ ųƃń QQÑĭ× Ŀ
Balance Ŀ ÅQQť Ŀ ſńQQŉ ƄQQŵƄë ÷ĤQQº ƀQQÝ ÷ĤQQº

       ğÃQë ŸúQŞžĭ ƀæë ƈŵģƄ·ú¶ ƃģ ƈŵģƃÂƄŵ .   ƀQÝ�-��
ŴìQQō ƀQQÝ ôQQëSpeaker VolumeòĺŪQQő

   ƀÝ óŀŽĤħŵÄĤìúëƄ        ĤQľŹ ôQå ƀĺŪQő ƀŦƁ ſńŉ ļŹ
    ŴĮŊúŽģńÝ Ġžùƃ ôùƇÅöë        Ŀ ĠQō ÷ƑƄQë ƄŉĤĭ ƃģ

ĠëĤ¶ƃ ƀæë ƈŵģƃÂƄŵ Ŀ Åť Ŀ ńìúÞŉ ÀƄŵ .
 ƀĭ ŸĮŊúŉŻƄŵŀħğÃëŃƃ Ŀ Ġō ÷ƑƄë Żė ƃģ

Ƅĭ ſńħģńħ ĤŽ ƀÝ Åť ƄŽƃńìúÞŉÀƄŵïğÃë ŸúŞžĭ ƀ .

ĿAdvanceQQÑĭ×ÄĤQQìúëğ óƄQQŽ
ƀĺŪő4 ƀìŵ:   Ŀ�-��Ŵìō     ńQú¾ ƀQÝ

  ŴĮŊúŽģńÝÅöëƇ      ôQë ń¶ƄúÞźë ƀÝ ôå
 ńìúÞQQQŉÀƄŵ Âƃ ĤQQQúĭÂģ ĿëĤQQQ¶ ųƃÀƈ.

 ƃĿƄQQĵƄŹ Ŀ ĠQQō ÷ƑƄQQë ƄQQŉĤĭ ÀƄQQŵ
       ŴQÞĽ ƀQľ¾ êúŵ ŷƄŽ ƀŵ ƄŽƃńìúÞŉ  Ŀ

ĠëĤ¶ƃ ųƃÀ Âƃ ôÈƄĽ .
            ÀƄQŵ Âƃ ĤQúĭÂģ Ŀ ƃģ ƄĭĤQźúŞžĭ ƄQžùÂģ ƀŵ

      ƀÝ 4ƀĮŉƃŃƃ ƄŶëĤ¶ ńĭ ńìúÞŉSound
 óŀQQŽĤħ żŎQQÝė)�-��ŴìQQō( êQQúŶë

ğÃëƃ . ƀħ ƄŉĤĭ   ƃņùÅť ĿeöħŶ Qð   ƀQÝ Ƅ
ſÂģƄùńöźQQōƃ ƀŽƄžŎQQÝėQQï ôQQå ğŃƄ

            ƄQŉĤĭ ƃģ ƇńQŵƃ ĤQúĭÂģ ƀQħ ƀQĭ ƄĭĤźúŞžĭ
    ƃƃĤúĮŽƄō ƄŦƁ Ŀ Ġō ÷ƑƄëƀľ¾       ŅƃÁžùƃ ôå ſńŉ óĿĤŪĮŉģ ƀÝXP        ƃņQùÅť Ŀ 4Ƈńŵ ſÂģ óĿ ƀÝ ôù

˺ Sound Scheme

�-��ƀĺŪő ŸúŞžĭ Ŀ Åť Ŀ ƀÑħ

�-��ƀÑħ
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      óńĭ ſŃĤÞŵ ŸúŞžĭ Ŀ ƄŽƄŵƃÀï ĠŶĽģƃ ƀ· . öħ ƃņùÅťŶð    ńQƁ Ŀ ƀĭ Ƅ            ģŃ ôQë ŅƃÁQžùƃ ƀQÝ ôQå ƄÉQúÝ ƄQŦƁ
 ƀĮ»žŹƇÅöë ųƄëŃƃ ĬĨŊŽƇÅöë .

ĿAudio ƀQQQQQÝ Ŀ ôQQQQQë żŎQQQQQÝė
   ƃņQQQQùÅť ƃņQQQQùÃëģŃ ƃģ ƃņQQQQùÃëŃƃ
 ƇńQQŵ ŻƄĮQQō ŸQQƁ īĤQQźúŞžĭ ƄŶùĤQQŉƃ.

)eg-i ƀQQÑħ .(Sound playback 4Ŀ  ÅQQť Ŀ ƄQQQĭƑė Ŀ øŮúQQQŉƄŹ ×QQŽńƂħſĿ ƀŶúQQQŉƃ ƄQQQŵƃńÞĽ .
    ƄŶùĤQQŉƃ óĿ Ŀ ĠQQō ÷ƑƄQQë ƄQQŉĤĭ

 Ŀ ÅQQQť Ŀvolume ƀQQQľ¾ ôQQQž·ħ Ŀ
 ƀQQÝï    ƃģ ŸúQQŞžĭ ſńQQŉ ôžĮŊQQúĽģ ƀQQ·

žëĮğÃë ųƃń .

ńQQQĭSound recording 4 êúŵńQQQŉ
  Ŀ ôå óŀŽƑ�-��  ƃĿ ƀÝ ôÑħù  ƀźï ƀÑ

  Ƅō ųĿƄÈ ôë÷ Ŀ÷ .    ĠQō ÷ƑƄQë
            ĬQĨı Ŀ ÅQť Ŀ īŃĤQë Âƃ ŷĤÝ Ŀ ŴÞĽ

 ſŃĤÞŵóĿ ƀŵ óŃƑĠëĤ¶ƃ.
 ńìùĤŹ Ŀ        ŸúQŞžĭ Ŀ ƄQŵƃÂƄŵ Åť Ŀ ŻƄũƃ

ſŃĤÞŵvolumeÑĭ×ƇÄĤìúë.

�-�� Ŀ Åť Ŀ ƀÑħôÍŶöħ ŸúŞžĭ ĿļŹ

�-�� ƀÑħAudioģ ƃ Åť ĿīĤźúŞžĭ
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 ĿMIDI music playback ôå óŀŽģÂƃ ƀľ¾ ĸùńŎĭ ƀŵ ſÂģ ƀÝĿ�-��»ŽģŃƄŃĿ ƀÝõ ƀźú
ï ųŀúŵ ôë ƀÑƇÅöë Ŀ 4MIDI ƀÝ µŹŃĤũ

ƃƄë óŀŽģÂƃ ĸúŕƄĭ ſÁžŵ ſÂģ.Musical
Instrument Digital Interface

Ƅùƃ Ŀ ƈë" ƈŶĮúĶùÀ Ŀ ƄŶùĤŉƃ Ŀ ×ŮúŉƄŹ
ŚħģŃô " ƄúŽģƄľÝ ƀŵ Åť Ŀ ƃģ ƇÅùĿĤù ŷƄŽ ƀÝ

Ŀ ôå ÷Ŀ ƀľ¾ ƄŽƄ·ŹŃĤũ ƀÝ ŴùĤħƄŹï Ŀ ŻƃÁ
 ƃńõÀ ƀÝ ƄŵƃńÞĽ Ŀ ÅťĤžÉõńħùĤŉƃ ƈù ƀÝ ôë ƄŶ

 ųÂƃ ŃĤëƇÅöë . Âƃ ƃŀùńÞĽ Ŀ żúōĤŹ óĿ Ŀ
 ôå ńú¾ ƀÝ ƄŽƄžúōĤŹ ƃŃƄŽ Ŀ ŸƁ ŸúŞžĭ Åť

 Ŀ 4ƇĿ ƇƄō ĸúŕƄĭ ƀĭŃƄÝVolume ĿÑĭ×
 óŃƑ ƀŵƇÅöë ſńŉńĭ. Ŀ)�-��ŃƄ»Žģ ( Ŀ

 ôĺŪő Ŀ ƄĭĤźúŞžĭ Ŀ ļŹńÝvoice ƀÝ żŎÝė
öëƑƄë ſńŉ ƄŵÄĤìõńÞĽ Ŀ Ƅō ÷ìŽƃŀƈĵ Åť Ŀ ƄŶùĤŉƃ ƄŵƄĮĨı ƃģ ÅťðŵģƄøøŵģƄ·ú¶ ƃģVolume
žëĮƃÃë ųƃń.

1. ƀľ¾ ƄŦƁ ƀŵ ôŵƃ ƃģ ƇĿ øō ƀ¾ ƀŽƃń¶ƄúÞźë ņùÅťï6ƄŶĽģ ƀ·
2.Žń¾ Åť Âƃ ƃŀùńÞĽ Ŀ ×žŉŃ óņùÅť óƄù Ŀð 6Ƅō ÷ƑƄë ŸúŞžĭ ƀ

 ƄúžŉŃ ƃņùÅť ĿīĤźúŞžĭ

1.ſĿŅƄĭ ſņùģ ƀŵÀ ƀÝ ŀùĤħ ƈìŽƃƄëïƇÃë ſńŉńĭ ƀŽƄĮúŵĤŢũ óŀŽƑ ƀ.
2. ŴÞĽ ŻƄũƃńìùĤŹģƄŵ ƃÀ ńìúÞŉğÃë Ŵőƃ óŃƄÝ ń¶ƄúÞźë ƀÝ.
3. Ŀ ŻƄũƃńìùĤŹģƄŵ ƃÀńìúÞŉ ƀŵŻƄĮŉƄƊÝƀĮŉƃŃƃ 4Åť Ŀ ƄŦƁ Ŀ ƃģ ſńŉńĭ ŘĨŕ ƃģ ųƃńÞĽôŽÃë

ĠùƄŹŅė ƃ.

4-15¶°�

ēæ�Ĉìb
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�±ìÝ à²Ýë§

 ē�h §Ææ�ò à�ëñ «ëÛì��

 ôħç Ŀ ŸúŞžĭģ ƃųƄĭĤùŅŃƃ ƃģ ƄźƂŹ ƀŵ ôë ń¶ƄúÞźë ƀÝï ƃŃƄ·
ƄŽƄ·Ŋžħ ƀľ¾ï ŴÑƇÅöë .ƄŹ ôë ƀĽńħ óĿ ƀÝ Ŀ ôħç Ŀ Ä

Žń¾ ƄŵƄĭĤùŅŃƃ ƃģ ŸúŞžĭðƃÃú¾ øŵģƄ .Žģ ńÝð ƈŊúŶſńöħńŉ Ŀ
ſŃĤÞŵ ƄŵƄĭĤùŅŃƃ ƃģ ŸúŞžĭ Ŀ ôħç ôŶħƄĭ óŀŽƑ ƀÝï Ŵźš ƀ

ƃƄë .
1.ƀÝStart óŀŽĤħ ƄžúŹ êúŶëğÃëƃ.
2.ŴžÝ ųƃńĮžëĠëĤ¶ƃ żŎÝė.
3.ƀÝ“Date, Time, Language & Regional

Options” óŀŽĤħ êúŶëğÃëƃ.
4.“Regional and Language” żŎÝė êúŶëğÃë.

ņùģ ƀźúŉ ƃģ ƀħç ƀÝƃ êúŶë ƀÝ óŀŽĤħ ƄĭĤźúŞžĭ
 Ŀ ſńŉ ƄŵƄë�-��ôÑħö¾ ƀÝ ƀĺŪő óƄŽ ń

 ŴĮŊúŽģńÝƇÅöë.
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ĠëĤ¶ƃ żŎÝė ôħç Ŀ.

ƀÝDetail żŎÝė êúŶëğÃëƃ.
  ƀÝDetail       ƄQŵƄë êQúŶë ƀÝ óŀŽĤħ żŎÝė

    óƄŽ ſƄù ſńŉ  ƀĺŪő ôQå    ųĿƄQÈ ļŹĤQľŹ
ń¾ ģŃ ſĿ óƄQQQQōïƇÅùŀQQQQž .  ƀQQQQÝ ƀQQQQĮŵĿ

“Add”       ƃģ ğÃQëƃ êQúŶë óŀŽĤħ żŎÝė
        ƀQÝ ôQå ƀQħç Âƃ ôQÈƄĽ Ŀ ƄŉĤĮŉ ƀĮŉƃŃƃ

óŀŽƑ        ĥĤQľĮŽģ ſĿ óƄō ųĿƄÈ ôë Ŵìō
ğÃëƃģOK ğÃë êúŶë ż·ħ.

 Ŵìō�-��

ųƄĭĤùŅŃƃ ôħç Ŀ

õƃ ƄŵÀ ƀÝ ƈìŽƃƄë ſĿŅ ŴŎƇÅöëƇƄë ſńŉńĭ ƀŽƄĮúŵĤŢũ óŀŽƑ ſńŉ ôŵÀ ôŶÞĽ ƀŵ ƃģ .
ƀŵStart ƀľ¾ ƄžúŹControl Panel ĠëĤ¶ƃ żŎÝė.
ƀÝRegional & Language Options óŀŽĤħ żŎÝė êúŶëğÃëƃ.
ƀÝLanguages   óŀŽĤħ żŎÝė  êúŶëğÃëƃ   Ĥúħ ƃģDetail      ƃģ ĠëĤQ¶ƃ żŎQÝė   ŊQúŉ ŴQÞĽĮ Ÿ

ğÃë ôĭĤùŅ ôħç ƇŃĿ ƃģ ƄĮÉÝ ƀĭ.
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sl¬cĄ àāæb
§ñ�±ìÝ à²Ý«�

 Ė«ë èb(Word)ë¬bp«�Ñ èÝ ēl ß�¬á ûáò¥� «�l è¦Ą ìæò Ü�²�

Žń¾ ƀìŵðŵƄ¶ ŸŊŵ Ŀ ôåƄŹ ƀðƃńÝ ÀŃƃ µũĤŉƃńìùĤŹ 4ŴĮŉƄŵƃ ôë ĥĤĮë ƀÝ ƈïŷģń ƀÝ ÄƄŹŅ
ųƄźŢŹ ƄŵƄ¶ńĭ ƄŶìúŵ êúŵ Ŀ ôë ÖÃŽ ƀŵƄ¶ ƃģ ĿģƄúƁ÷Ŀ øŵĤŦĮŉƄÝ .Œľō ĿƈèŽ ƄŽƃń¶ƄúÞźë óĿ

 ųƄ¶ïìŽƄĮŊúĽģ ƀ·ƈeƃńÝ ģĿï ųƃÀ Ƅù ƀÝ ƃģ ƇƄĨŒŽ ôë ƄŽƃń¶ƄúÞźë ƄŶÞĽ ƀÝ ŷģńŦƁ ƀŵƀ ƀľ¾
ïŶĽģ ƀ·4ƈƃńÝ óĿ Ŀ ŴúŵĿ óŀźƁ ƀÝï ĥĤľĮŽģ ôë ĥĤĮë óĿ ƀÝ ſŃĤÞŵ óÃë ſĿŅ Ŀ ƀĽńħ ſƄù ŷģń

ƄōóĿſ.ƃńÝ óĿ ĿïŵƄ¶ ŸŊŵ ƀÝ ƄŹ ôĽńħ ôźƂŹ ŷģńðƈƇĿ ôĮŉƄŵ ôë .

 ûá«�Ñ §ñá Ĝ¨æ� �Ý�Õ �òìæ
 Žń¾ ƀìŵð  ÅúƁƄÝ ôå ƀğ Ĥù ƄžúŹ µŹŃĤũĦŵĤŭ    ƀQÝ ƄQžúŹ ÖŀQžħ
 ƃńÝ ÀŃƃï   ńõÀ ƀŵ ôë ŷģń  ƄžúŹ ƄźƂŹ ƃï   ƀľ¾ ƄŽĤï  ŴÑ ƇÅQöë.

   QŉĤĭ ƀľ¾ ƄžúŹ óĿ ƀŵø     QÝ ƃģ żĮQŹ ƀQÝ ĠQō ÷ƑƄQëĤŃģï ŧģń
    ğÃë ſńŉńĭ ôúŶźš óńõÀ ôë . QŉĤĭø      µQŹŃĤũ ƀQÝFormat

          ƀQÝ ƀQŽƃÁŽĤźë ƃģ ƀŽƄžŎQÝė ĿƄQĵƄŹ ôë ƄžúŹ�–�     ôQë ƀQÑħ
ïğŃƄ.                 ƄQ¾ ôQë ƄQžúŹ óĿ ƀQÝ ôºģƄQù ôQë ƈëńÞ¾ óĿ ƀÝ

ƃÃú¾ ƀŽƄžŎÝė ĿƄĵƄŹ .

 §ìÑ ûå)kòÝ(ãìÝ¨� ë� Ül�ü
 ĿêƊŵ ƃģ ƄŶëĤ¶ Ŀ ƀŵ ſŃĤÞŵ ŻƄŵŀħ Ŀ ƀŦƁFormat Ŀ ƀľ¾ ƄžúŹ

FontëĤ¶ƃ żŎÝėöë ŴĮŊúŽģńÝ ńĭ ôĺŪő óŀŽƑ Ŀ ƃģ Ġ ƃŀ
ŉĤĭ ƀĮŉƃŃƃø Ŀ Ġō ÷ƑƄëComplex scripts ôë ƀĽńħ ƀÝ

ųƃÀ żĮŹ ƄĮÉÝ Ŀ4ſŅģŀŽģ Ĥù ƀæë êúŵ Ŀ ƃģ êĨŉ ĠëĤ¶ƃ .

˺ Users

e-iƀÑħƄžúŹ µŹŃĤũ

 ¶°�5-2
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 ĿAll TextŽŃ żĮŹ Ŀ Ġō ÷ƑƄë ƀľ¾ ôĽńħ ƀŵî ĿFont ColorŽŃ Ŀð ƀľ¾ ôŵÀ ƀŵ ƄŽƄ
 ƀŵ ųƃÀ ôÈńë Ŀ ôÈƄĽ ôŶÞĽ Ŀ 4ƈōģŃ ƀÈńë óŀŽƑ żĮŹ ńĭ ğÂģƄťƃ ƀĭńúå ƀë ƃģ ĠëĤ¶ƃ

Underline styleſńŉ ƄŶëĤ¶ ƀÝ êúŵ óĿ Ŀ ôå ĠëĤ¶ƃ ƀľ¾ êúŵ ŷƄŽUnderline color
 ųĤŢũ żŎÝėƇÅöëŽŃ Ġō ÷ƑƄë ƃģîƃ ŸƁ ôùĠëĤ¶ .

 Ŵìōg-iŽŃ ĿðŵƄ¶ ƄŽƄðƀ
ĿEffectsôë ƀĽńħ ƀÝĿ ôë ųƃŀĵ óŀŽƑ ƀÝ ôù ķńō ôå ſńŉ ƄŶëĤ¶ ƀÝ żŎÝė ƀŦƁ ńƁ

ſĿ ôŶťģŃ4ŽĤº ƀĭ żĮŹ Ġō ÷ƑƄëð÷ÃğÃëŃƃ ųƃÀ .
ßìå ä¶b� § ä¶b� §ēåęl

StrikethroughŮũģ Ƅù óŀŽĤħ żĮŹ ƀÝƈ ƇÄĤë ģŃ ƀÈńë
Double StrikethroughŹ ƀÝŮũģ óƃĿ óŀŽĤħ żĮƈƇÄĤë ģŃ ôÈńë
SuperscriptƈúÈ ƀÑħ ×žåƄë ƀÝ ƃģ ÂƄŵ ƀľ¾ ŨùĿŃ ŴÞĽ ƀŵ żĮŹ Âƃ ôÈƄĽ Ŀ .
SubscriptƈúÈ ƀÑħ ×žåƄë ƀÝ ƃģ ƀĮìÈ ƀľ¾ ŨùĿŃ ŴÞĽ ƀŵ żĮŹ Âƃ ôÈƄĽ Ŀ.
ShadowƇƄëŃƃ ÷ŃƄúŉ ƀĭ ƃŃƄĭ żĮŹ Ŀ
OutlineŎĭ ƀŽƄ»žŹ ƃŃƄĭ Ŀ żĮŹ ĿƇƄ.
EMBOSSżĮŹƇƄë ŴħÀ
EngraveżĮŹń¾ ƀÑħ ôĭƄžŽ ƀÝïƇƃŀž .
Small caps ×žåƄë ƃģ ƃŃƄĭ ƄùƄŵ ƀÝ Ƈƃ ƃŃƄĭ ƄúžåƄë ƀÝ ôå ƈëƄùƃ żúĭƑ

ƇƃÂģ óŀŽĤħ ƀæë .
All caps ×žåƄë ƃģ ƃŃƄĭ ƄùƄŵ ƀÝ Ƈƃ ƃŃƄĭ ƄúžåƄë ƀÝ ôå ƈëƄùƃ żúĭƑ

ƇƃÂģ óŀŽĤħ ƀæë .
HiddenƇƄ·Ý żĮŹ ÷Ƅō ųÃë ÆƄĽ

ë ƀŽ ƄŽƄŵŀħ ųƄ¶ ƈžĭŃƄÝ ƀÝ Ġō ÷ƑƄPreviewƃ ôë ƀĽńħïğŃƄ.
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ŽŃģŀźƁð ƀŵ ƀText EffectsŽĤº ƀĭ żĮŹ Ġō ÷ƑƄë ƀľ¾ ƄžúŹðÃóſŀžºƄĽ ģĿ ôå ğÃëŃƃ ôÑħ
 Ŀ ôºģƄù ôÑħ ƈžĮŹŽƃŀúŵƈ)ŃƄ·úŽĤŹ( ƇĿ Âƃ ôŽŀúŵ Ŀ ļŹ ńÝÝĤå ƀÝ ƃģƈńĮŉ ńĭ ƀŽ ôë ƀÑħï ƄƇÅöë.

 äü�ë ÿæá¬� ë«ì� §
 ĿFont Ŀ ôë ƀĺŪő ƀÝ ŸúŞžĭĿCharacter

Spacingſńŉ ƄŶëĤ¶ ƀÝ ƄžúŹ)h -iƀÑħ( Ƅō ÷ƑƄë
 ƃģ ƃŃƄĭ ĿÝ ÷Ĥº Ŀ ƄĭĤźŶë ż¶ģƃ ¹žŹńĭ ƄŵƄë ÷Ĥº ń

 ƄŶìúŵ ĿƄëĤ¶ƃ ĬĨŊŽ ƀÝ ÷Ĥº .ĿScale ôë ƀĽńħ ƀÝ
 ôŶëĤ¶ ƀÝ ż¶ģƃ ¹žŹńĭ ƃŃƄĭ Ŀ żĮŹ Ŀ Ƅō ÷ƑƄë

 ƀŵ 4ƃÃë Ÿë Ĥù īĤùŅ ſŅģŀŽģedd% ƀŽƃĿŀš µú¶ ƀľ¾
ģĿ ż¶ģƃƄźëƇ ƀŦƁ ńĭ ƃģŵóńöźō óÂƄ ƃŃƄĭ Ŀ

ƇƄĭĤùŅ ż¶ģƃ ¹žŹńĭ.

) ¶°�4 -5(

e-iŶúħðƀ :Ƅĭ ôŉģĿ ƀÝ ųƄŹŃƄũ Ĥù īŃĤĨš óŀŽƑ ƃÂģƄť ÄƄŹï ƀŽŃ ƀžō ƀÝ ƀŽƄŽģƄĭ ôå ƄìƊŵƃð ƀ
ƃģŽŃ ſńŉ ƀÝ óŀšĤŭîż¶ģƃ ¹žŹńĭ ƃŃƄĭ Ŀ ƃģ Ƈƃ.fežùĤÝƇƃ µ.

Y= 4(x2)3+ 6(x3)5-5
e. ÷ÃŹƄŵCtrl+Shift ôë ĬĽƃ Ƅù ƀÝĤìúë ƇÄƄ¾ńĭ ĿêúŵƈÈ ƀľ¾ Ïúë ƀŵ ÷ŃƄŵ ƃģ

ƇÂƃģƃ ƃŃƄĭ ƄžúĭƑ ƀÝ żĮŹ4 ƀĮŉƃŃƃY=h(xf)g+j(xg)i-iīŃĤĨšìúŵƃƈ .
f.CtrlÑĭ×4ĠŊúŽƃ ƀĮìÈfģ ƃgńöźō ƀŵ ƃģ ĠëĤ¶ ƃ óFormat ƀľ¾ ƄžúŹFont ƃ żŎÝė

ĠëĤ¶ .
g. ƀÝFont Ŀ ôë ƄžúŹFont ColorŽŃ ƃŀšĤŭ Ŀ 4ôë ƀĽńħ ƀÝî Ŀ ƃģ ƄëĤ¶ ŃƄŉEffects

ħ ƀÝ Ŀ ôë ƀĽńSubscriptƈōģŃ ƀÑħ ƀÝ óŀšĤŭ Ŀ Ŀģŀšģ Ƅ¾ńĭ ƃƄë ƀÉŽ ƀÝ żŎÝė .
h.ƃĿƉŴºģĿ ƃģ ƃƃŃģńìĭ ƃģÃÝ Ÿgģ ƃińöźōó ƀŵ ƃģ ƃƄħĤľĮŽģ ƇĿ óŀŽĤħ Ŀ ƀľ¾ ŇƄŭ ƀŵ ôå

Format Ŀ ƀľ¾ ƄžúŹFontƄëĤ¶ żŎÝė .
i. ƀÝFont ƀÝ ôë ƄžúŹFont ColorŽŃ ŻģƄĭ Ŀ 4ôë ƀĽńħî Ŀ ƃģ ĠëĤ¶ƃ żúōEffectsƀÝ

 Ŀ ôë ƀĽńħSuperscriptƈōģŃ ƀÑħ ƀÝ ŻģƄĭ Ŀ Ŀģŀšģ Ƅ¾ńĭ ƃƄë ƀÉŽ ƀÝ żŎÝė .
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j. ųƄ¶ ôë ƀĽńħ óĿ ƀÝŴìúŵ ƀŵ ƃģ ƄëĤ¶ ųƄŹŃƄũ ÷ƄōFormat/Font ƀľ¾ żŎÝėï ƄŶĽģ ƀĮ
ĤƊħ ƀŵCharacter Spacing Ŀ ƀľ¾Spacing ôë ƀĽńħ ƀÝExpanded ƃģ ƄëĤ¶ żŎÝė

Ŀŀš ŴħĤŮŹByƀĭe,f ƄëĤ¶ .

smü:
ƄÝ ×žĭŃôÍŶöħƃńÝ ÀŃƃ ôå Ƅùģƃƃ ôå ſĿ ƀžùÂģ ſńŉ ŷĤÝ ƀÝ ƀĭï ƄŽƄŵƄŹŃƄũ ƈŕĤùŃ Ŀ ŀùĤħ ŷģń

ƇÃë óŀŽģÂƃ ŸƁ ĤúĮŽƄō ƄŵƄë ĳŃĿ Ŀ . Ŀ ƀľ¾ ĤúĮŽƄō óĿ ƀŵï ſĿ ƀžùÂģ ſŃĤÞŵ ôžĮŊúĽģ ƀ·
ÃŹƄŵ÷ƀŽƄžŎÝė ŀŽƃÂģ óŃƄÝ ĤúĮŽƄō óĿ ƀÝƃƄå ģƃ ôë ƄžúŹ ſƄù ƀÝ .

    ŵĤŢũ Ŀ żŎÝė óĿ Ŀƀ  Þŵ ƄŵƄë    Ƅĭ óŀQŽƑ ƀÝ ſŃĤ Qï ƀ
ƃƄë Ŵźš .

     ƃģ ğÃQëƃ êQúŶë øÈ óŀŽĤħ ƄžúŹ ſƄù ƀÝ ÷ÃŹƄŵ
ń¾ ģŃ ƀQQQQŵï    Ŀ ƀQQQQľ¾ ƄQQQQžúŹ óƄQQQQō óŀQQQQž

CustomizeĤQQQQQƊħ ĠëĤQQQQQ¶ ƃ żŎQQQQQÝė ƀQQQQQŵ
Categories ƀQQľ¾ ôQQĽńħInsert ƃ żŎQQÝė
  ƀQQQŵ ƃģ ĠëĤQQQ¶Command  Ŀ ƀQQQľ¾ ôQQQĽńħ

Equation editor ĠëĤ¶ƃ żŎÝė)i-i
ƀÑħ(ńÝ ƄžúŹ óƄù Ŀ ƃģŌë ôù ƇŃƄŵğÃë

§Ï�¬p�«�bÆæ�ò ûá«�Ñ ë� à
   ſƄù ĿÝĤŃģï  ŧģń        ųƄ¶ ƀÝ ƑƄźŢŹ Ƈŀžħ ´ĤëƄå Ĥù µŹŃĤũÝĤŃģï  ŧģń    ſńQŉńĭ óŀŽĤħ ƇÅQöë      ƀQŦƁ Ŀ ƀQŽ

  µŊžħ óĿńÝ ƄŽ 4óŀŽĤħ ôĽńħ óƄù ńÝ  ſƄQù Ŀ ģŃĤQÝïŧģń        ųƄQ¶ ƀQÝ ƀQŽƄŽƄŵŀħ ųƃÀńQƁ ôQë µQŹŃĤũ ƀQÝ
ÝĤŃģïģń ģńĵģ óŀŽĤħ ŧƇÅöëģŃĤÝ Ŀ ƃģïĤúĭÂģ ſŃĤÞŵ ƄŶëĤ¶ Ŀ ŧģń ųŀúŵ ƀŽƇÅöë .

   ŧģńÌģŃĤÝ Ŀ      ŀùĤħ ôë ƄŵƄë µŹŃĤũ ƀÝŃƄť             żĮQŹ ƈŶQőģ ƀQŵ ĈƑƄQźŢŹ ƇŃƄQĭ ŴŮŽ Ŀ ųƄŭ Ŀ ôå ğÃëƃ
    ŴëĤ¶ ƈžåƄë ƀľ¾ƇÅöë4  ƄÈńë Ŀ ƃģ Ƈƃ Åŵ ŸƁ ôù ż¶ģƃ ƄÈńë Ŀ     ƇŃƄQŵ ƈQÈ ƀQŵ ôQù ƈQŵģƃĿÄƃģ 4

 Ŀ ƀľ¾ ŴúÝ ƀŵ ôÈńë Ŀ ôžŢƉi/eƃńĮŹ ƈ·ŽĤŉ ƀľ¾ ƄÈńë ƀŵ żĮŹ Ŀ ôë ģƄĽ ƃĤō ƀÝ óŅģŀŽģƇƃ Ážŵ .
Ŀ ŧģńÌģŃĤÝ ĬÈńħģńħe:       Ñúë Ŀ ųƄë ńħģńħ Ƅù ſńŉ Ĥù ĬÈńħģńħô   QÈ ƃģ×       ĨŊQŽ ƀQÝ ƄúQōĤĹ Ŀ ģƄQĽĬ Ŀ

  ƄÈńë   ŧģńÌģŃĤÝ Ŀ  ƇĿ ĤŽĤŹ ƀÝ Ƅŵƃńħģńħ Ŀ .ƃńÝ ÀŃƃ ƀÝï ĬÈńħģńħ ģĿ ôë ŷģń  ÷ģŀQöë   ŃƄQŶ¾ ƀQŵ ƈQōƃ

˺ Alignment
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     Ƈƃ ĬŵĤĹ Ƅù ƀÝ ƀľ¾ ƄĮŵĤĹ4 ƀìŵ:   ĬQÈńħģńħ ƇŃƄŵ Ïúë ƀŵ˻ 4     ĬQÈńħģńħ ƇŃƄQŵ ƈQÈ ƀQŵ˼ 4 ƀQÝ  ¹žQŹ
ĬÈńħģńħ ôë˽ ĬÈńħģńħ ƃŃƄŵ ƃÂģƃĿ ƀŵ ƃģ˾.

 ſƄù Ŀ ŧģńÌģŃĤÝƃģ ĬÈńħģńħ Ŀ ƄÈńë ĿƇńŵ ŻƄĮō ƀŽƄžŎÝė óŀŽƑ ſŃĤÞŵ ŸúŞžĭ.
�  ƀQŵ Ƅù Ġō ÷ƑƄë øŉĤĭAlign Left4Align Center4Align Rightģ ƃ

JustifyƀQQÝ ôQQåFormatting   ƇńQQŵ ÷ĤQQº ôQQë ƄQQžúŹ ŧģńÌģŃĤQQÝ Ŀ  ſŃĤQQÞŵ ĬQQÈńħģńħ Ŀ
ĤëƃğƃŃ.
�    ÃŹƄQŵ ſŃĤÞŵ ƄŶëĤ¶ Ŀ żŎÝė Ŀ÷ ƀQÝFormat   óŀQŽĤħ ƄQžúŹ

êúŶë   Ĥúħƃģ ğÃëParagraph  ĠëĤ¶ ƃ .  Ŀj-i    ƀQÝ ôÑħ
 ń¾ ģŃï       Ŀ ôQë ƄžúŹ óƄō ſŀžAlignment     ƄQù ĬŊQúŵ

ĠëĤ¶ƃ żŎÝė .

j-iŃƄ»Žģ

ëpēf �«ì:
ĿJustify Low4Justify Medium 4ģ ƃJustify HighŽƄžŎÝėŽń¾ ƀðƇƄë Ŵźš ƀ.

 Žń¾ ƀìŵð     ŵƄ¶ ŸŊŵ Ŀ ôå ƄŹ ƀð    ƈĭĤŹƄŶŢŹ Ŀ ƈçƄŵĤžìĭÖ   ĥĤĮë ƀÝ    Ïúë ƀľ¾ ƇŃƄŵ ƈÈ ƀŵ 4ųÃë ſĿŅ ôë
 ſŃĤQÞŵ ŸúŞžĭ Ŀ ƄŵƄë ÜùĤ¶ Ŀ ƀĭ ƇŃƄŵ ƈÈ ƀľ¾ ƇŃƄŵ Ïúë ƀŵ ƃģ ƀĭ ƇŃƄŵ ƀQŵ Left to Rightģƃ

 Right to LeftƄŽƄžŎÝė ôå ƀľ¾  ƀQÝFormatting ƄŶùĤQŉƃ  ôQë ŻƄĮQō  ƇńQŵï  ƄQŶĽģ ƀQ·. Ŀ
        Ŀ ƄQō ÷ƑƄë óĿńÝ ſńúħńŉ ſŃĤÞŵ ƄŶëĤ¶ Ŀ ƇŃƄŵ Ŀ ÜùĤ¶Paragraph    Ŀ ƀQľ¾ ƄQžúŹ ƀQŵDirection  ƀQÝ

 ƀĭ ƇŃƄŵ ƈÈ ƀľ¾ ƇŃƄŵ Ïúë ƀŵ ƃģ ƀĭ ƇŃƄŵ Ïúë ƀľ¾ ƇŃƄŵ ƈÈ ƀŵ ÷ŃƄŵ ÜùĤ¶ Ŀ ôë ƀĽńħƃƃÂģƃ .

˻ Align left
˼ Align right
˽ A˴lign Center
˾ Justified
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ìĄ�±ìÝ à²Ý«�

b èb�«�pb § ēl Ï�¬ò� r�b ë� ÜÆæòà
  ƃńÝ ÀŃƃ ƀÝï   ſƄù Ŀ ôë ŷģń ÝĤŃģï        ƀQŵƃÀ ŃƄŶ¾ Ƅō ÷ƑƄë ſŃĤÞŵ ŧģń     ƃńQŵƃ ŸúQŞžĭ ÷ĤQÝ ƃģ ŴQúÝ Ŀ. Ŀ

ĽĤÈ ƇŃƄŵ Ïúë ƀŽƄ˺4ĿĽĤÈ ƇŃƄŵ ƈÈƀŽƄ˻ 4ĽĤÈ ôÈńë ÖÃŹƄŵĿƀŽƄ˼ 4ģ ƃƀŽƄĽĤÈ ŬŶŢŹ˽.
 ƃĿ ƀŵƉ    ƀĮŉƃŃƃ ôÈńë ôź  Ŀ    ĽĤÈ ƄŮŶŢŹ Ŀ ƀæë ƄŽƄĽĤÈ         ÷ŃƄŵ żĮŹ Ŀ ƀĭńúå ƀë 4ƇÅùĿĤù ŷƄŽ ƀÝ ƄŽƄ

     ĽĤÈ ƈÈ ƄŽ Ƈƃ ƀĭ ƇŃƄŵ Ïúë ƀľ¾ ƈÈ ƀŵƄŵ ƀĭńúå ƀë ƃģ ƀŽ      ƄQŽ Ƈƃ ƀQĭ ƇŃƄQŵ ƈQÈ ƀQľ¾ Ïúë ƀ
ĽĤÈ ÏúëģńÝ Ŀ ƀŽƄïƇĿ ƀŽƄÈĤĽ ŧģń .
  ƃńÝ ſƄù Ŀï  ĽĤÈ Ŀ ŧģń         Ůũģ ƀŵ ſŃĤå ſŃƑ ƀŶħ ſƄù ſŃĤÞŵ ŸúŞžĭ Ŀ ƄŽƄƈ     ƀľ¾ Ōë ŘĽï    ŴĮŊQúĽģ ƀQ·

    Ƅĭ ƀŽĤŉė ƀÝ ôå ƇĿï    ńƁ Ŀ Ġō ÷ƑƄë ƀ  ó    ƀQÝ óńú¾ Ŀ ôÈńë     ĽĤQÈ ƃŀQŽƃÂģ Ŀ ƀŚQŉģƃ  ƀQæë ƄŽƄ
ƄëĤ¶ƃ.

)k-iƀÑħ( .ĭŉĤôŽŃģŀźƁðƀŵ Ġō ÷ƑƄë ƀIncrease IndentƃģDecrease Indent

ƀľ¾ ƄŽƃÁŽĤźëƀÝFormattingĽĤÈ ģĿ ôë ƄžúŹğÃë īĤùŅ ƀŽƄ.

�-�ŃƄ»Žģ

˺ Left Indent
˻ Right Indent
˼ First Line Indent
˽ Hanging Indent

ÆĤĽ ƀÑúë ÆĤĽ ôÈńë ÖÃŹƄŵ Ŀ ŬŶŢŹÆĤĽ

È øÈÆĤ

ŵĤŦĮŉƄÝ ſƄù Ŀ ģĿƈĿ ŷƄŽ÷ƑƄë ſńŉ óĿĤŪĮŉģ ƀÝ ƀľ¾ ƀŦƁ Ŀ ôå÷ōĠ ƀŵ ń¶ƄúÞźë ŴÞĽ
ĭĤŉƃ ƀľ¾ ƄŽĤŹƄōĤŹĠ.
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b §��«p § ìÞmòÝ § ÿæá¬� ìåìÑ�¬äü�ëÛëĘì�
 ģŃĤQQÝ ƃńQQõÀ ĤQQù ƃƃĿ Ŀï Ŀ żQQ¶ģƃ Ŀ ¹žŹńQQĭ ƄŽƄũģń

 ƀQÝ ſŃĤÞŵ ŸúŞžĭSpacing Paragraph  ƀQŵ ôQë
Before ƃģAfter ƀľ¾ ƄžúŹ ļŹĤľŹïŶĽģƃ ƀ·Ġ.

ģńÝ ſƄù Ŀï  ¹žŹńQĭ ƄQÈńë Ŀ ŧģń    ƀQŵ ſŃĤQÞŵ ŸúQŞžĭ Ŀ żQ¶ģƃ ĿLine spacing ŽƄžŎQÝėƄ   ƄQù ƀQľ¾
  ĠëĤQ¶ƃ .ĿLine spacing  ôQë żŎQÝėSingle  ĤQŽĤŹ óĿ ƀQÝĿ÷  QÝ Ŀ ôQåĤŃģï  ƄQÈńë Ŀ ŧģń

 Ŀ ż¶ģƃ ¹žŹńĭFont ſńŉ ŷĤÝ ƀÝ ƀĭ ôæë ƃģ ųƃÀƇĿ ƇƄō ŸúŞžĭ .
 Ŀe,i Linesƃģ ƇƄë ńħģńħ ŸúŽƄù ż¶ģƃ ģĿ żŎÝėDoubleƇƄë ſńħģńħ ſƃĿ ż¶ģƃ ģĿ .

   ƀĭńúå ƀëMultiple    ŉĤĭ Ĥúħ ƄëĤ¶ƃ żŎÝėø         ƀQÈƄĽ ƀQŶÞĽ ƀQÝ żQ¶ģƃ ¹žŹńQĭ ƄQÈńë Ŀ Ġō ÷ƑƄë
ĠëĤ¶ƃ .ôžŢƉ      QŉĤĭ ƀQĭńúå ƀQëøf,i     Ŀ ĿŀQšAt             Ŀ żQ¶ģƃ ¹žŹńQĭ ƄQÈńë Ŀ ĠQìúŵƃ ôQë ƀQĽńħ ƀQÝ

SingleĬŵĤĹ    ŸƊQŽ ſƃĿ ſŀQžå ƇÅQöë4Exactly     QÝ Ŀ żŎQÝėĤŃģï       ¹žŹńQĭ ƄQÈńë Ŀ ŧģń żQ¶ģƃ  Ŀ
SingleƀŶĭńÝ ƀÝ ĬŵĤĹŃƄŽſ ſńŉ ŸƁóĿèŽƇƄë .

Ý ĿĤŃģïĽĤÈ Ŀ ƄŽƄũģńÝ Ŀ ƃģ ŸúŞžĭ ƄŽƄĤŃģïż¶ģƃ ¹žŹńĭ ƄÈńë Ŀ ŧģń

�ƃńÝ ŃƄŶ¾ ôå żĮŹ Ƅù ôÈƄĽ ôŶÞĽ ĿïĠìúŵƃ Ƈƃ ôìÝ ƀŽƄũģń .
�Èńë ÖÃŹƄŵ ĿôĻĤÈe,ië ŸúŞžĭ ğÃ . ż¶ģƃ ¹žŹńĭ ƃŃƄĭ Ŀ ƃģežùĤÝĠëĤ¶ƃ µ.
�Ý ĿĤŃģïż¶ģƃ ¹žŹńĭ ƄÈńë Ŀ ƄŽƄũģńSingleƃÝ Ŀ ƃģ ĠëĤ¶ĤŃģïż¶ģƃ ¹žŹńĭ ƄŽƄũģńptef

ĠëĤ¶ƃ.

)�-iƀÑħ(
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Ý §òÛìl è� ÿæá�« �²
 ÷ģŀöëƈō ƀÝ ĬŊŵ Ŀ ôĽńħ ôžúº żĮŹ Ŀ ôë ŀžŉ ſƄù ƀÝ ôå Ƈƃ ƀžùÂģ ôë ƄŽƄùĤº Ƅžúº ƀÝ

ƄĭïóńÝ ƃģ ƀÉŽ ƀÝ ƀïĠƁƃƃ ƀÑ .ƃńÝ ÀŃƃ ƀÝï ƀĭ ¹žŹģŃ Ŀ ƄŽƄĮŊúŵ óĿ Ŀ ſńŉ ×ŽĤŉė ƀÝ ôë ŷģń
 ĤúĮŽƄō ƄŵƄëƀĮōŉĤĭ ƃģøÝ ſƄù ĿĤŃģïŧģńôÈńë ĤƉ Ĥù ôÉŽ óƄù Ŀ ôë ńŉ ƀÝï ƄŵƄë ĳŃĿ ƀŵ ôÑ
 Ŀ ƀĮŉƃŃƃEnter×ÑĭƄŵÄĤìúë ƀÝ øìŽƄŶĭģŃ ôë ńŉ ƇÃŹƄŵ ƀÝ Ġō ÷ƑƄë ſńŉģŃĤÝïŧģń ĤƉ

ôÈńëŽ ƀÝ ƀÑħ ƀìúĭĤŹƄĭģ ƀÝƄĭ ôŊÝ ƀŵńÝ ƀÝ Ĥù ƃģ ƀÉï ƀÝ ƀïğÃë ƀÑ.
ìµ èĉå §ñÝ ìĕ Ûìl è� ÿæá�« ìåì�²

     ƇƄō ƀÉŽ Ĥù ƈìŽƃńŵ ƀÉŽ Ŀ       Ġō ÷ƑƄë ſŃĤÞŵ ƄŵƄë ƀĭ ¹žŹģŃ Ŀ ĬŊúŵ  ƀÝFormatting   ôQë ƄžúŹ
Ý ƀBulletsôë żìùė ƀŵFormat/Bullet & Numbering ƀľ¾ żŎÝėïĠŶĽģƃ ƀ· .

 ƀŵ ôå ƀŶëFormat ƀÝ ƀľ¾ ƄžúŹBullet and Numbering Ŀ 4ğÃëƃ êúŶë óŀŽĤħ żŎÝė
 ƀĺŪő ƄĭĤźúŞžĭBullets and Numbering)�-iƀÑħ( ŴĮŊúŽģńÝƇÅöë4ŉĤĭø   Ŀ ĠQō ÷ƑƄQë

 Ĥù ųƃÀ ôÉŽ Ŀ Âƃ ôÈƄĽ ôŶÞĽïğÃë ĥĤľĮŽģ ƀľ¾ ôĺŪő óĿ ƀŵ ƄĭĤźúŞžĭ Ŀ ƀÑ .
 .

m-iŃƄ»Žģ
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    ƀÝ ƄĭĤźúŞžĭ Ŀ  ôë ļŹ óĿ4    ƀQÝBulleted   ƄQžúŹ
          Ŀ Ĥù ĠëĤ¶ ƃ ƀÉŽ ôÈƄĽ Ŀ ƀŶÞĽ Ġō ÷ƑƄë ôë

Customize×Ñĭ ſńŉ ƄŶƁƃ ƀÝCustomize
Bulleted List)��-iƀÑħ(  ƃģ ğņQúŽģńÝ ƀĺŪő

ğÃQQëŃƃ ŻƄŵŀQQħ ƀQQĭ ƄÉQQŽ óĿ . ôQQë ļQQŹ óĿ ƀQQÝ
    µŹŃĤũ ôÉŽ Ŀ Ġō ÷ƑƄë4ż¶ģƃ ƃģ ƀÑħ  ƀQÝï  ƀQĭƄ

ğÃë .

ed-iƄ»ŽģŃ
 §pÝ ðmåë¬Ý èđò ÛëĘì� �²

   ƄŹ ĬŊúŵ ôå ğÂģƄťƃ ƀëï  ĠQō ÷ƑƄë 4Ƈńŵƃ ƀÑ
 ƀQQQQQŵNumbering Ŀ ôQQQQQå ƀQQQQQľ¾ żQQQQQìùė

Formatting  ĤQù ƀQÝFormat/Bullets and
Numbering     Ƈńŵ ŻƄĮō óŀŽĤħ ƄžúŹï ĠŶĽģƃ ƀ· .

 ƀQQÝNumbered  Ŀ ôQQë ƄQQžúŹBullet and
Numbering         ÷ƑƄQë ôQë ƀĺŪő ƀÝ ƄĭĤźúŞžĭ Ŀ
   ƃńÝ ÀŃƃ Ŀ ĠōŃï   Ŀ ŷģńï   ƀľ¾ ƄŽƄŵƃÀ ƀŵ ƄÑ ųƃÀƄù

ĠëĤ¶ƃ.)��-iŃƄ»Žģ(

 ŽŃģŀźƁ ƄŉĤĭ Qð        ƀĺŪQő ƀQÝ ƄĭĤQźúŞžĭ Ŀ ĠQō ÷ƑƄQë ƀ
ôQQëƀQQŵCustomize×QQÑĭƀQQľ¾Customize

Numbered List Ŀ ƃģ ĠëĤQQ¶ƃï  ųƃÀ ôQQÑ  ôQQƉ
ĠëĤ¶ƃ .

)��-iŃƄ»Žģ(
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 ĿïųƄë ƀĭ ¹žŹģŃ ĬŊúŵ ƈìŽƃńŵ ƀž

 óŀŽƑïğÃëÂƄĵ ĬŊúŵ øìŽƃńŵ ƀÑ .
ùńħ ĿŊŵ ĥƄĮúŵĤð ƀŽƃŅģŃ ƈŽƄ

IŽń¾ ųƄëńìũðƇĿ ƀ¾ńƁ ƀ:ğÃëƃ ńìũ ĬĨĲŹ Ŵĭ.
II ƄŶÞĽ ĿƄžƊĮÈŃ µŊžħńÝ ƄŽƄħƄĽ ƃģ ƄĽƄŹÖÃëƃ ſÃìƉńÝ: ƀÝ ôĽƄŹï ƃģ ƀĭƄƃ ĠëĤ¶

öŉŃ Ŀ ƀĭ ƄŦƁ ƃģğÃë ÂƄĵ ŻƒÝ ſŃĤÞŵ ƃŀ .ƃńÝïŊŵ ƀŵ ĥƄĮúŵĤùńħ Ŀ ŻƒÝ ƃģ ŷģńð ƄŽƄ
Ŀ ƀľ¾ ƄŽƃŅģŃƇ .

IIIğĿÅùńÝ ƀŹ ĬĽƃ ½úƁ ſÃë ſĿŅ: Ŵĭ Ƅ¾ńĭ ğÃëƃ żùńźĭ ƃģ ğÃë ſĿŅ 4ğÃëƃ ƀŢŵĤŚŹ
ğÃë ƀŉƑńĭ ƀŽƄĭŃĤƂŹ ƇƄŽ .

IVğÃëƃ ŷģŀŭģ: ƀŵï ƃģ ĤžŢŹ øħ ŴëĤ¶ ƄĽƄŹ Ŀ ƀĭńÝ ƄŵƄĮåƃģ ŷĤ ôħĿ ƀŹƄƂŪŹƇ .
V ŸźŒŹģ ƃìŽƄĮŊùģ ŃĤùŅƈĠŉƃģ:ƄĮúŵĤùńħƀŽƄħ Ŀ ôĮŉĤŦº)óÁžŹ(Ƅùſ ƀŽ 4ſĿ ƈŵĤúŉ

ğÅùŃĿ ƀŹ ƀŶì¿úƁ 4ŴƁƃ óÁžŹ ôºģƄù.
VI ƃģ ƀžžōúŶĺĭ ŴğÃë ſĿŅ: ŬùĤŮĹ ſŃƄť ƄŵƄ¶ńĭ Ŀ ƀľ¾ Ƅžĭƃńúĭ ƄŶÞĽ ƀŵ ƃģ ĠžŹƃ

Ƅĭ ƀÝ ƈìŽƃƄÈïĠŶĽģƃŃĤë ƀ .
VII ƀĭ ƄŊúÝ ƃģ ĬĽƃ ŴÞĽğÃëƃ ŷĤÝ : ôå ğƄëŃƃ ƀŹ ſŅĤĵģ ƀĭ ņú¾ńƁ Ŵħ ƃģ ƄìŶĽ

 ĬĽƃ Ŀ ƄŉĤĮŉöŉŃ Ŀ ƀĭƄĽƄŹ ƃņú·Ŋžħ ƃģ ƈō ŸĹģņŹ ƀĭ ¹žŹģŃ ƀŽƃÁžĽ ôë ŃƑ ƀÝ ƃŀ
ƇÃë .

VIIIõƃ ƀľ¾ ƄŽƄĮÈƄŽ ƀŵƄë ƀŹ ſńğ:ğńŵƃ ńúÝƄĭ . ƃģ ƀŽƃńìũ ĬĨĲŹ ŴÞĽƀŽƃńŞŽì·å ƀÝ×
ğÃë ĦúŮŢĭ ſńŉ .

IXĠĭĤŉƃ ôìùÂģ ôžŹņúťģ ƃģ ƀŶŹĤŢŹ ſŀŽŃĤë ſńŉ ƄìŶĽ ƀŵ: ƃģ ğÃë ſĿŅ ųƄë éŃĿ
Žģ ƀĭ ƃŃƄŽðƃ ſņúŃğÃë.

XĠŉƃģƃ ƈžƊĮÈŃ ƃģ ƇŃƃĤħ ŻĤº ƀÝ: Ġŉƃģ ƃ ƈìŽƃńŵ ĬúŵƄĢŊŹôåŉĤĭńÝ ųƄ¶ô ĿĤźĮšģ
 ƀĭńÝ óĿ ƀŵ 4ƇÃëƃe-mï ƀÑŢŹƇńŵ ƀŽ Ĥž .
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�±ìÝ à²Þāæb

µ�¡ò± è� ä�á ë� ēĈ¬l ēòÛìl«ë r«ì
  ôë ƄĭƑĤĹ Ƅžúº ƀÝ ÷ģŀöë     ÷ŃƄúQŉ ƀQĭ ƄQĽńħ ôQžúº żĮŹ Ŀ ôë ŀžŉ Ƅù ƀÝ ôå Ƈƃ ĤúĭÂģ ƈō

          ĠQŉĤħƃ ôQÈńë ôù ôë ģƄĽƃĤō ƀÝ ƃģ ƈō ųÃëŃƃ . ƃńÝ ÀŃƃ ƀQÝ Qï     ƇŃƄúQŉĿ ƀQĭ żĮQŹ ôQë ŷģń
           ģ ƄŶìÈ ģŃ ƄÈńë Ŀ ģƄĽƃģ Ĥō ƀÝ żĮŹ Ŀ ƃģ ƄŵƄëŃƃ  ŻĤìŹƀĮō. ŉĤĭø    ŻĤQìŹģ óĿ ƀQŵ Ġō ÷ƑƄë

 ƀÝ ƀľ¾ïſńŉ ôžĮŊúĽģ ƀ·ÃëŃƃ ÷ŃƄúŉ ƀĭ ôĽńħ óƄù żĮŹ Ŀ Ĥù żĮŹ ųƄ¶ğ .
Ý ſŃĤÞŵ ƄŵƄëŃƃ ƇŃƄúŉ Ŀ ƀĭ żĮŹ ƀFormatôë ƄžúŹƄĭ óŀŽƑ ƀÝïźš ƀ ŴğÃëƃ.

e. ƀÝ ƃģ ĠëĤ¶ƃ żĮŹ Âƃ ôÈƄĽ Ŀ ŴÞĽ ÷ÃŹƄŵHighlightğƃÂģƃ ôù ƀÑħ.
f. ƀŵFormat ƀľ¾ ƄžúŹBorder & ShadingĠëĤ¶ƃ żŎÝė .
g.ƄùŃĿ Ŀ ôå ƀĺŪő ƄĭĤźúŞžĭ Ŀ ƄÈńë Ŀ ƄúōĤĹ Ŀƃ ŴĮŊúŽģńÝ ſĿ øìŽƃńŵ ƄŽƄžŎÝėƇÅöë.

)eg-iŃƄ»Žģ(
h.  Ŀ)ef-iƀÑħ(    ƀÝ ôë ƄžúŹ ƀÝShade   óŀŽĤħ żŎÝėƇÄĤìúë  ń¾ģŃ ƀŵ ƃģï ƀľ¾ ƄžúŹ óƄō óŀž

ŽŃ Âƃ ôÈƄĽ Ŀ ŴÞĽîĠëĤ¶ƃ.
i.Ƅō ŴëĤ¶÷ńŵ ÷ŃƄúŉ żĮŹ øìŽƃƇÅöë .
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          żĮQŹ ÷ÃŹƄQŵ 4ƃÄĤQë ģŃ ôQÈńë ģƄQĽ ƃģ ĤQō ƀQÝ żĮŹ Âƃ ôÈƄĽ Ŀ ŴÞĽ ôå ƃÂģƄťƃ ƀĭńúå ƀë
 ƀŵ ƃģƄëĤ¶Border & Shading ƀÝ ƀľ¾ ôĺŪőBorder óŀŽĤħ żŎÝė ſƄù ƀÝ ôë ƀĽńħ

  êúŶëƃë ſńúÝĤå ģŃ ôÈńë óƄō ŴëĤ¶ ģƄĽƃĤō ńÝ żĮŹ Ŀ 4ğÃë QöƇÅ.ŽŃģŀźƁ Qð   óŀQźƁ ƀQŵ ƀ
     ſƄù Ŀ Ƅō ÷ƑƄë ƀľ¾ ôĺŪő       ÄĤëģŃ ôÈńë ģƄĽƃĤō ńÝ ôĺŪő Ŀ ŀžŉƃ .  ƀĭńQŉ Ŀ ŃĤë óĿ Ŀ

Ƅĭ óŀŽƑ ƀÝ ſŃĤÞŵ ƄŵƄŉŃïğÃëƃ Ŵźš ƀ .
e.ÃŹƄŵ÷ƀÝ ƀľ¾ ƄžúŹ ƀŵFormat/Border and Shading óŀŽĤħ żŎÝė êúŶëğÃëƃ.
f. ƀÝ ôë ƀĺŪő ƀÝ ƄĭĤźúŞžĭ ĿPage BorderğÃëƃ êúŶë óŀŽĤħ ƄžúŹ .

)eh-iƀÑħ(
 ôë Ŵìō ƈžĭŃƄÝ ƀÝï ÏńöźōƇńŵ ŻƄĮō ƀŽƄžŎÝė4ƀìŵ : ôÈńë Ŀ 4ųƃÀ ôÈńë Ŀ ôúōĤĹ Ŀ

ŽŃî øŵģƃ ŴħÀ ƃģ . ƀÝ ƀľ¾ ƄŽƄžŎÝė ƃÂƄŹƄŽ ƀŵï·ô ôÈńë ôúōĤĹ Ŀ Ƅō ÷ƑƄë ſńŉ ôžĮŊúĽģ
ƃÃë ôù ŸúŞžĭ ƃģ ƄëĤ¶ƃ . ƀŵ ſŃĤÞŵ ƄŶëĤ¶ Ŀ ųƃÀ Ŀ ôÈńë ĿStyle Âƃ ôÈƄĽ ôŶÞĽ Ŀ ƀľ¾ ƄžúŹ

 êúŶë óŀŽĤħ ƀÈńëÃëƃğ żŎÝė óŀźƁ Ŀ 4óŀŽƑ ƀŵColor ƀÝ ƀľ¾ ƄžúŹï·ô ſńŉ ôžĮŊúĽģ
Ƅō ÷ƑƄëŽŃ ôÈńë ģƄĽƃĤō Ŀ ôÐĤÝ ĿîƄëĤ¶ƃ . øŵģƃ ŴħÀ ôÈńë Ŀ ğÂģƄť ƀĭńúå ƀëëĤ¶ƃ4Ġ

 ƀŵWidthĠëĤ¶ƃ øŵģƃ ŴħÀ ƀŦƁĿ ƀľ¾ ƄžúŹ .
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ŃĤë ƀľ¾ ƄÈńë ôù ƀúōĤĹ ƀŵŴĮŊúĽģ

e.ƄùŃĿ Ŀ ôå żĮŹ óŀŽƑƃÝĤŃģï ÷Ŀ øìŽƃńŵ ƄŽƄũģńĠìúŵ ƃ .
f. ƄÈńë ôù ƀúōĤĹ ƀŵ ģƄĽƃĤō ƀÝ ôÐĤÝ ĿïĠŶĽģƃ ƀ·.
g.Ý ſƄùńƁ ĿĤŃģï ƄÈńë ƀŵ ģƄĽƃĤō ńÝ ŧģńïŽŃ 4ĠŶĽģƃ ƀ·ð ŴħÀ ƃģ ĠëĤ¶ƃ ƀžō ôù ƀŽƄ

 ôù øŵģƃe,fiptĤľĮŽģğÃë ĥ.

µ�èĄ�«ë���ã�Ā�èb�ë��§�â�É��°Òå�èbs§r>

å¬Ąq÷ìl�èr>ëęl�¬ĔĖ�§�â�É��°Òå�èb�ìµ

ƃĿ Ŀ ôå ƇƄë ńìũ ôŉģĿ Ƈńŵ ĿĤźĮšģ Ÿë ŻĤº ƀÝ ôå éƄ¾ ƀŦƁ ńƁ÷ÍŽń¾ ôå ŀŽƃç ƀ
Ŀ÷ ½úƁ ƃģ ſĿ ƀÈ ƀŦƁŻƄŵŀħƇńŶŽ ĤúĭÂģ ƀĭ øŭńĭ ƃģ. Ŀ ĿĤźĮšģ ňŪŽ ƀÝ ôå ƇÅúŹƄŶŢŹ ƀŽ óŀŵ

 Ƅù ËĮľŹńÝ ƃģ  øŭńĭŹƇĿ Ŵőģ ŸƂ.

ƇĿ ƇƄō ƇŀŽģÂƃ ƀŽƄŪùńŢĭ ńõÀ ƀŶìƁ ƀÝ ŃƃĤħ ŻĤº ƀÝ ƃģ ĿĤźĮšģ Ŀ ňŪŽ ƀÝ4 ſĿĤŉ ſƄù ƀÝ ôŵƃ
ƃÃë ŨùńŢĭ ųƃÀ ģĿ ĿĤźĮšģ ňŪŽ ƀÝ Ƅō ƇƑƄë ôë ŨùńŢĭ :Ž ƀÝ ŃƃĤħ ƄŽÃë ƄŶÞĽ ƀÝ ĿĤźĮšģ ňŪ

ƈùģƃ ƀĭ ƄŵƄë.ƇńŶŽ ĿĤźĮšģ ŻĤº ƀÝ ôå éƄ¾ ƀŦƁ ńƁ4 ƈšĤźĮĵģ ƄŶÞĽ ƇƑƄë ƈŎŽ ƀŶì¿úƁ
ŉŃƃ ƀĭ ƄĽƄŹƊƇÅ.

ƃÃë ńõÀ ĿĤźĮšģ ňŪŽ ŴÞĽ ƀÝ ôå ſŃĤÞŵ óĿ Ŀ4ľŹƄō óŀŽģÂƃ ƃģ ķńŚŹ óŃƑ ôŪŶĮ Ŀ ôå ƇĿ ó
ƄŦƁƀŵƃÃëƃ ſŃĤōģ ƀĭ ƈŵģƄĭĤƉŅ ƄŽƄĭŃĤƂŹ ƈřĤĨĭŃģ Ŀ Ƅō ÷ƑƄë ƀľ¾ ôŶźĵ.
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´l À¥ èÝ èb è¦Ąpýē¥�ò § ç¬± ì�²Tab�¬Êñ Ð

ßìå ēĉå §ç¨å§ ēĉå §

    Left Tab
 ƀŵ ôë żĮŹ ƀÝAlign Left Ŀ ſńŉTab Ŀ

öë ƀĭ ¹žŹģŃ ĦĨŉ ƃŀïƈºń .
Right Tab ƀŵ ôë żĮŹ ƀÝAlign Right Ŀ ſńŉTab

ƀĭ ¹žŹģŃ Ŀöë ĦĨŉ ƃŀïƈºń.
    C  enter TabŹ ƀÝ ƀŵ ôë żĮAlign Center Ŀ ſńŉ

Taböë ƀĭ ¹žŹģŃ Ŀ ĦĨŉ ƃŀïƈºń.
          First Line Indent ƀŵ ƀÉŽģĿ ŸƁ ƀ¾ ƀëTabÑĭ× ƀŹƄë ſńŉ

Ž ƀìùÂģ ƀƇńŵ Ŀ ôÈńë ÖÃŹƄŵ Ŀ ƀĮÉŽ ģĿ ƄĽ 4
ĽĤÈ Ĥù ƄŽƄIndentation ƀÝ ſŃĤÞŵ ŸúŞžĭ Ŀ

 ųÂƃŃĤëƇÅöë .

           Hanging Indent       ƀQŵ ƀÉŽģĿ ŸƁ ƀ¾ ƀëTab QÑĭ×     ƀQŹƄë ſńQŉ
QQŽ ƀQQìùÂģ ƀƇńQQŵ4ƀÉQQŽ ģĿ ƄQQĽQQÝ ĿĤŃģï Ŀ ŧģń

   È Ŀ ôÈńë ôźƁƃĿ    ĤQù ƄŽƄÈĤIndentation
 ųÂƃŃĤë ƀÝ ſŃĤÞŵ ŸúŞžĭ ĿƇÅöë .

smü: óĿ ĿTabĠŉĤħƃ ƀľ¾ Ōë ŘĽ ƀŵ ôºģƄù ƀŦƁ ſŃĤÞŵ ƄŵƄë óńŵ Ŀ .

(c) ketabton.com: The Digital Library



70

 ēĐ�b §§§ èÂ±�ë èb àòÆæ�Tab¬Ê�ñÐ
 ôÐĤÝ Ŀ ĿŸƊŞžĭTab Properties Ƅù ƀÝ Ġō ÷ƑƄë ſŃĤÞŵ ƄŶĮŊúŽģńÝ ĿTab ŘĽ ƈŮũģ ƀÝ ôå
 ŌëƄō ƀĭ ¹žŹģŃ÷Ŀ÷ ƀŵ Ĥù ğÃëƃ êúŶë ƀŶº ſƃĿFormat Ŀ ƀľ¾ ƄžúŹTab żŎÝė
ĠëĤ¶ƃ .

  ĿTab           Ĥù óƄō ŴëĤ¶ ôìľŹ ƀŵ ƀæë ƄŵƄåģ ÛƄ¶ ĿDefaultfk/eƈĮŽĤŉ   Ƈƃ ſńQĮŹ .  ĿTab  Ŀ
ĤÝ ƀÝ ŸƊŞžĭ ƀÝ ƃģ ƀÐDefault tab stops    īĤQùŅ żQ¶ģƃ ƄQŵƄåģ ÛƄ¶ óĿ Ŀ Ġō ÷ƑƄë ôë ƀĽńħ

ğÃë Ÿë ƃģ

)�-��ƀÑħ(

smü
æëĿô žĮŊƊĽģô           ƀQŵ ſŃĤQÞŵ ƄŶëĤQ¶ Ŀ ŀĹģƃ ĿTools   Ŀ ƀQľ¾ƄžúŹOption     4ĠQōÂƑ ƀQĭ ôžëĤQ¶ Ŀ

General ƀŵ ƃģ ğÃëƃ êúŶë ļŹńÝ ƄžúŹMeasurement UnitsĤúĭÂģ Ŀ ŴÞĽ ƀľ¾ ŀĹģƃ Âƃ
ĠëĤ¶ƃ.
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sl¬cĄ ßěcµ
Ę�cµà±�±ìÝ

á �«§ §òìæ)Insert(
Žń¾ ƀìŵðŵƄ¶ ŸŊŵ Ŀ ƄŹ ôå ƀðžúŹ ĳŃĿ ŴĮŉƄŵƃ ôë ĥĤĮë ƀÝ ƈ ƄŽƃÁŽĤźë Ãŵ Ƅù Ŀ Ƅ

ſĿ ôìŽƃĿƄŵŃĿô·úŽ Ŀ ƀľ¾ ƄŦƁ ƀŵ ôå4ƄŽƃņú¾ ƃŃƄŽ ƃģ żĮŹ 4ƄŽƃŃƄ»Žģ 4ųƄĨźŉƀÝ ƀžŽ Ŀ
ƄŶĽģŃĤë ôë ƄŵƄë .óĿ ƀÝôë ƈëńÞ¾Ĥźë óĿ ƀŵ ƀľ¾ ƄŽƃÁŽ ƀŽƃŀŽĤźë ôžƊºƃÃú¾ .

å §òÜmòÝ �¥ë ë� ēý
 ƀŽƄĮĽƃ ôžúº ÷ģŀöë ģĿ 4ƄëĤ¶ƃ ĬĽƃ ƃģ ƀ·úŽ ƄŵƄë ƀĭ ¹žŹģŃ Ŀ ŀžŉ ſƄù Ŀ ôå ƃńŵƃ ĤúĭÂģ ƈō

ƃńÝ ÀŃƃ ƀÝ ĤúĮŽƄōïŉĤĭ ƃģ Ƈńŵ ŻƄĮō ôë ŷģńø ƀÝ ƀľ¾ ŻĤìŹģ óĿ ƀŵ Ġō ÷ƑƄëï·ô
úĭĤŹƄĭģ ƀÝ ĬĽƃ ƃģ ƀ·úŽ ôë ŀžŉ ŴÞĽ ƀÝ ſńŉ ôžĮŊúĽģğÃë ĳŃĿ ſńŉ Ŵìō ê . ŃĤë óĿ Ŀ

ƄŵƄŉŃ ƀĭńŉ ĿƄĭ óŀŽƑ ƀÝ ſŃĤÞŵïƃƄë Ŵźš ƀ .
e. ƀÝ ÷ÃŹƄŵInsert ƃģ ğÃëƃ êúŶë ƄžúŹDate & TimeĠëĤ¶ƃ żŎÝė .
f.ń¾ ģŃ ƀÝï ƀÝ ôë ƄžúŹ óƄō ſŀžAvailable formats ô·úŽ Âƃ ôÈƄĽ Ŀ ôë ƀĽńħ

ĠëĤ¶ƃ µŹŃĤũ .
g. ƀÝLanguageĠëĤ¶ƃ ƀħç óņúŶë Ŀ 4ôë ƀĽńħ .
h.ƀÝCalendar typeôë ƀĽńħ4ĠëĤ¶ƃ ųƃÀ óņúŶë Ŀ .
i.ĿOKÑĭ× ƄŵÄĤìúë ƀÝ 4ſńŉŉĤĮŉô�ŉ ƀÝ ƀ·úŽ ôë ŀžŴìƊŵƇÅöë.

)e-jƀÑħ(
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� ä�á §�ü�áìòÛìl r�Ā èb r�Ā k
ƃńÝ ÀŃƃ ƀÝïģĿ ôë ŷģń ĤúĮŽƄōƀĮō Ŀ ôåƄźŶëģ ƀÝ ƃģ ĥĤľĮŽģ ƀŦƁ ÷ĤºńÝ ƄŶìúŵ ĿĭƄĭ ƀìú¶ĤŹƄïƀ

ğÃë ÷Ĥº ƀÝ ÷Ĥº .ÀŃƃ Ŀ Ƅō ÷ƑƄë ſŃĤÞŵ ƄŵƄë ÷Ĥº ƀÝ ÷Ĥº óƄù óńƁ Ŀ ƀľ¾ ƄźŶë ƃŃĤúĭĿ
 ńĭ ôå ƀľ¾ ƄŽƄžŎÝģ ƄŦƁ ƀŵInsert/Auto Text ƇĿ óŀŽƑïƄŶĽģƃ ƀ· . ĿInsert/Auto Text/

Auto Text ƀÝƄŵÄĤìúë ŴĮŊúŽģńÝ ƀÐĤÝ ƀŶħ ſƄù ſńŉƇÅöë Ŀ ôåAutoCorrectƇÅùĿĤù ŷƄŽ ƀÝ.

)f-jƀÑħ(

  Ŀ ôQë ļŹ óĿ ƀÝShow Toolbar QÑĭ×  ƄŵÄĤQìúë ƀQÝ      ôÐĤQÝ óĿ Ŀ ƄĭĤQźúŞžĭ Ŀ ĠQō ÷ƑƄQë ſńQŉ
     Ƅĭ ƀÝ ƄžúŹ óƄù Ŀ ƀŽƄžŎÝėï  ƄžúŹ Ŀ ƀï     ń¾ ģŃ óŀŽĤħ ƀ·Ý ƀÝ ƄŽĤï ğÃë ŀž . ŽŃģŀźƁ ƀĮŵĿð  Ġō ÷ƑƄë ƀ

    ôÈƄĽ ôŶÞĽ ĿƄźŶë    ƄŽƄĭŃĤĨš Ĥù ƄŶìúŵ ƀÝ       Ŀ ƀQŦƁ ſńQŉAdd QÑĭ×   ƀQÝ ƀQľ¾ï   Qŉ ôžĮŊQúĽģ ƀQ· ſń
    ğÃë īĤùŅŃƃ ƀĭ ĬŊúŵ ĿƄĵƄŹ .   Ŀ ĤùDeleteÑĭ×    ńƁ ſńŉ ƄŵƃŃĤë ƀÝ   ĠŉƄù ƀ»žŹ ƀŵ Ƅù .  ôÈƄĽ Ŀ

 Ƅùƃ Âƃ ƃģ ĥĤľĮŽģ ƀŵ īŃĤĨš ĤùInsertÑĭ×  ƀQÝ ƇĤº ôë żĮŹ ƀÝ ƀŦƁ Ġō ÷ƑƄë ƀĮŉƃŃƃ ƄŶƁƃ ƀŵ
ƃÃë ÷Ĥº .

ŽŃģŀźƁð ƀŵ ƀAutocorrect Ŀ ƀľ¾ ƄžúŹReplace text as you type ƄŵƄŵĤŢũ ƀÝ żŎÝė ſńŉ
 ƈëƄùƃ ƇŃĤŒĮĽģ ğńŵĤúĭÂģ ƀŶº Ƅ¾ ƀĭ ƀŦƁ ôë żĮŹ ƀÝ ôå ſŃĤÞŵ ƄŽƄĭŃĤĨš ƄŦƁ Ŀ Ġō ÷ƑƄë

ğÃë ŃĤúĮĽģ .Ƅĭ ƀìúĭĤŹƄ¶ģ ƀÝ īŃĤĨš ųƄ¶ ƀĮŉƃŃƃ ƄŶìúŵ ƀŵ ôźŶë ƇŃĤŒĮĽģ Ŀ ŴºńƁï Ŵìúŵ ƀ
ƇÅöë . Ŀ ſŃĤÞŵ ƄŵƄë ſńŉńĭ Ŀ ŃĤë óĿ ĿReplace ƀÝ ƃģ øëƄùƃ ƇŃĤŒĮĽģ ôë ƀĽńħ ƀÝWith

ÞŎħ ôë ƀĽńħ Ŀ ƀĮŉƃŃƃ ƃģ ğÃë ÜùĤ¶ īŃĤĨš ÃAddÑĭ×ÄĤìúëğ.
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  Ƅĭ óĿ ƀÝï     øëƄùƃ ƇŃĤŒĮĽģ ôå ĬĽƃ ńƁ ƀ ĮŹ     ńÝ ƀŦƁ Ŀ Ġìúŵƃ ôë ż       ÷ĤQº īŃĤQĨš ÃÞŎħ ÷Ĥº
ńÝ ÷ĤºƇÅöë .

ģ żĮŹ ĿńÝ ÷Ĥº êúĭĤŹƄĭųƄë ÷Ĥº

ƇÃë ſńŉńĭ ôŽÃë óŀŽƑ óĿ ƈìŽƃƄë ſĿŅ .
         Ŀ ôë żĮŹ ƀÝ ƀŶë ôå ğÃëƃŃĤë ôŉģĿ» QĮŹŴ «          ŴQìúŵ īŃĤQĨš óŀQŽƑ ƄQŽ ĠQìúŵ øëƄQùƃ ƇÅQöë

» ôå ÷Ŀ ĳĤĭ ôŉģĿ ńŉńÝ ŻĤŊŽģ ţƃŃ Ŀ ĤúĮťƃŃžùƃ ƀŽ ôù éƄ¾ŃƄŽ ƀĭńÝ ţƃŃĤŽ ƀŵô« .

 § kòÝ äâÝ)ðÕ«ë�b(ÛëĘì�
                   ôQŉģĿ ĤQù ƃÃQëŃƃ ĸúQŕƄĭ ƀQĭĤùŅ ſŃĤQÞŵ īŃĤĨš Ĥù ôźŶë óƄù Ŀ ôå ſĿ ƀžùÂģ ôë ƄŽƄĮĽƃ Ƅžúº ƀÝ

  ìŽƄĮŉƄŵ żĮŹ Ŀ Ƅ¾ńĭ ƃÃë óŀŽģÂƃ ŠĵńŹ   ƀQŉƑ ƀQŵ ĦŶŚŹ Ŵőģ Ŀ ƈō øŵƄëƃ ų=ƂŹńÝ ôžĮÈƄť Ŀ ø
     ƇÃëƃ ƀŢĵģńŹ ƀĭ ƀŦƁ ƀĭńÝ ƄŵƄëŃƃ .ƃńÝ ÀŃƃ ôë ĬŵĤĹ Ƅù ôŉģĿ ƀÝï Ŀ ŷģńŭŃƃĤÝƈ˺  ƄŵƄĭĤQùŅŃƃ Ŀ

ſĿ óÃë óŀŽģÂƃ ĤúĮŽƄō .ŉńë ÷ÃŹƄŵ ſŃĤÞŵ ƄŵƄë ſńŉńĭ Ŀ ŃĤë óĿ Ŀń˻     ƀQÝ īŃĤQĨš ĤQù ƈëƄQùƃ Ŀ
          ƃÂƄĵ Ŀ ×ŭŃƃĤÝ Ŀ ſŃĤÞŵ ƀŦƁ Ŀ øŉĤĭ ôå ôë ÷ĤÝ  ƄŵĬƊŽ ğĿÅQúë ğńŵ .  ƀQŵ ƀĮQŉƃŃƃInsert  ƄQžúŹ

Ŀ ƀľ¾Reference/Footnote Ŀ Ƅ¾ńĭ ĠëĤ¶ƃ żŎÝėFootnote and Endnote ƄĭĤźúŞžĭ
  ƈō ŴĮŊúŽģńÝ ƀÐĤÝ.      Ŀ ƀĭńúå ƀë ôë ƀÐĤÝ óĿ ƀÝ ƄĭĤźúŞžĭ ĿLocation   ôQë ƀQĽńħ ƀÝFootnote

˺ Foot note or End note
˻ Cursor
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öŵ ļŹĤľŹ ƀŵ Ƈƃ ųĤŢũŊńÝ ÷Ĥº Ŀ ƈŭŃƃĤÝ Ŀ Ġō ÷ƑƄë ƀľ¾ Ĭ QŵƄë ÷Ĥº  Ŀ ŴQĺŹ ƄBottom
of page ƃģ ƀQĽńħ ×ĮŉƃŃƃ ƀÝ ôÐĤÝ Ŀ ſńŉ ƄŶëĤ¶ ƀÝ ĤQùĿBelow text      żĮQŹ ƀQŵ ſńQŉ ƄŶëĤQ¶ ƀQÝ

   Ƅĭ ƈŉƒźŉ ƀÝ ƀĮŉƃŃƃï  ńÝ ÷Ĥº ƀ  ƈō ÷Ĥº4 ĠëĤ¶ƃ .   ƀÝ ŀžŉ Ŀ īĤĺúŕƄĭ ģĿ ğÂģƄť ƀë Ŀ Ĥù ÷ĤÝ
ńÝ ÷Ĥº ôë ÷ĤÝ ƀÝ ƈëńÞ¾ óĿ ƀÝ ƈō ÷ĤºĬŵĤĹ ôëEndnotes ƀŵ ƃģ ğÃë ųĤŢũEnd of

document ̂ĤùEnd of section  ĠëĤQ¶ƃ ƄQù ƀľ¾ ƄŽƄžŎÝė.    Ŀ ôQë ÷ĤQÝ ƀQÝInsert QÑĭ×  ƀQÝ
 ƄŵÄĤìúëÂƃ ôÈƄĽ ôŶÞĽ Ŀ ſńŉńöźōğÃë ĳŃĿ ôë ÷Ĥº ƇƄō ŴëĤ¶ ƀÝ ƀÉŽ Ĥù ſ.

)g -jƀÑħ(

ųƃÂƄĵ ƈŭŃƃĤÝ Ŀ
 ƀÝ ŀùĤħ ƈìŽƃƄë ſĿŅøÝƃńïƄĭïƇÃë ſńŉńĭ ôŽÃë óŀŽƑ ƀ .

e.ìúŵƃ żĮŹ ôŉģĿĠ ôå ĿgŭŃƃĤÝƇƃ øìŽƃńŵ ƈ . Ŀ ƈŭŃƃĤÝ ƀźùƃĿ ƃģ ÖÃŹƄŵ ſńŉ ôÉŽ ƀÝ ƇŃƄĮŉ
4Ƈƃ óƄō ƀŒľŎŹ Ŀ ƈŭŃƃĤÝ ƀźùŃĿeńöźōƇƃ óƄō ĳŃĿ ôë ÷ĤÝ ƀÝ ôĺŪő ôŦźƁ Ŀ ƃģ Ƈńŵƃ ſ .

Ûë«�l ú�lìf § ä�á §K
Ŷìúŵ Ŀ żĮŹ Ŀ ôå Ƈƃ ƀžùÂģ ƀŽƄĮĽƃ ôžúºńÝ ÷Ĥº Ŀ ƀŦƁ Ŀ ƀÈƄĽ ƀŶÞĽ ƀÝ ƃģ Ƅ ƀŵ ſŃĤÞŵ ƄŵƄë ÷Ĥº

textboxƃƃĿÅúŵƃ ƀĭ ÷Ĥº Ŵħ ƀľ¾ ÷ĤºƄù ƀŵ żĮŹ Ƅù ſńŉ ×ŽĤŉė ƀÝ ƃģ ƄŶĽģƃŃĤë ƀľ¾ ƄŶùĤŉƃ . Ŀ
 Ĥù ´ĤëƄå żĮŹTextbox Ŀï ƄìŽƄĮŊúĽģ ƀ·)users(ƇƄë óŀŽģÂƃ ŻĤìŹģ ģĿ ſŃĤÞŵ . ƀľ¾ ĤúĮŽƄō óĿ ƀŵ

 Ŀï·ô ƀÝ ÷ÃŹƄŵ ſŃĤÞŵ ôžĮŊúĽģInsert Ŀ Ĥúħ ƃģ ƃƄë êúŶë óŀŽĤħ ƄžúŹTextboxƄëĤ¶ żŎÝė.

)�-jƀÑħ(

˺ Textbox
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sl¬cĄ ßëë�
ëë� ç�±ìÝ à²Ý:

�Ĕ ėĔûáòìæ)Edit(

EditƃńÝ ÀŃƃ ƀÝ ƄžúŹï ƀŵ ôë ŷģńï ƄžúŹ ƃŃƄ·ïſĿ ƀľ¾ ƄŽĤ . ƄŽƃÁŽĤźë ƃńùÀ Ŀ ƄžúŹ ģĿ
 ƃģ ŻƄ·ŵ ôù ŸƂŹ ƄŵƄ¶ńĭ ôå ſĿ ôìŽƃĿƄŵŃĿ ųƄŵŀħƇĿ .

� ãìýÝ ë ÛìÝ¨�
   ƀŽƄĮĽƃ ôžúº  ÷ģŀöë          Qŉ Ŀ ÄƄŹ ôå ƈō ųŀúŵƃ ĤúĭÂģ ƀĭ óĿ ƈō            ƃģ øëƄQùƃ ƄQù ôQë ģƄQĮĺŹ ƀQÝ ŀž
  ƃƄ·ŵ ƃ īŃĤĨš . ƃńÝ ÀŃƃï                   ģƄQĮĺŹ ƀQÝ ŀžQŉ Ŀ ôQë ĬĽƃ ƀÝ ĤúĭÂģ Ŀ ôå ƇƄë óŀŽģÂƃ ĤúĮŽƄō ģĿ ŷģń

  ŽĤº Ƅù ôëð   ƃģ ƃƄ·ŵ ƃ øëƄùƃ Ĥù īŃĤĨš ÷Ã ĿƀŦƁ      ńQÝ ÷ĤQº īŃĤQĨš ĤQù ƀQźŶë ƀQŶħ ÷Ĥº ƀÝ  ÷ĤQº
ƃÃë .ŽŃģŀźƁð  ƀ  ÷ģŀöë            ſńQõÀ ƀQÝ ƀQĽńħ ſƄù Żė Ĥù ƀÈńë 4ƀÐĤÝ ôå ƃÂģƄťƃ ƈō Ƅĭ ƀQì·å Qï  ģŀQúÝ ƀ
ƃÃë .

�á èbäãìýÝ ēl
    ſŃĤQÞŵ ŻƄQ·ŵ Ŀ īŃĤQĨš ĤQù ôźŶë óƄù Ŀ4  ƀQŵEdit   Ŀ ƀQľ¾ ƄQžúŹFind   ĤQù ĠëĤQ¶ƃ żŎQÝėCtrl +F

ƈĨúëńĭÑĭ×ƃÄĤìúë ôë ĬĽƃ ſƄù ƀÝƄ¾ńĭFind and Replaceƈō ŴĮŊúŽģńÝ ƀÐĤÝ.

)e -kƀÑħ(
ƀÝFind whatŵƃ īŃĤĨš Ĥù øëƄùƃ ôÈƄĽ ôŶÞĽ Ŀ ôë ƀĽńħĠìú4 ĿFind NextÑĭ×   ŴQºńƁ ƀQÝ

ƄŵÄĤìúëƄō ĥĤľĮŽģ ƀÝ īŃĤĨš Ĥù øëƄùƃ ÷Ƅō ųƄ·ŵ ſńŉóƄĭï ųĿƄÈ ƀƇÅöë .
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 ĿHighlight all items found inƄŵƄŵĤŢũ ƀÝ ôĽńħ Qöŵ óŀŽƑ ƀľ¾ ƀŦƁ Ŀ Ġō ÷ƑƄë ſńŉ Ŀ ĬŊ
        ƃńÝ ÀŃƃ ôå ğÃë ŐľŎŹ ſńŉ ĥĤľĮŽģ ƀÝ ƄùńƁï                 ĤQù ŀžQŉ ųƄQ¶ ĤQù żĮQŹ ƇƄQō ĥĤQľĮŽģ ƀÝ ŷģń Ŀ

ŉĤĮŉ ôë ƀĽńħ ƀÝ ƈŭŃƃĤÝø·ŵƃ øëƄùƃ Âƃ ôÈƄĽ Ŀƃ ƀŽƄùĤº ƇŃģńìĭ ųƄ¶ ƀŦƁ Ŀ ƃģ ƇƄƈƊÈ .
 ĿMoreÑĭ×ƄŵÄĤìúë ƀÝ Ŀ 4ſńŉSearch Option ŴĮŊúŽģńÝ ƀĽńħƇÅöë.     ƀQÝ żŎQÝģ ńQƁ Ŀ ƄQŦƁ Ŀ

              Ŀ 4ğÃëŃƃ ƀŽƄřńō ŃƄŽ ſŃĤÞŵ ųƃÀ Ŀ ŻƄ·ŵ Ŀ Ġō ÷ƑƄë ſńŉ ĥĤľĮŽģôÍŶöħ   Ƅĭ ƀQÝ Qï     ƀQĭńúå ƀQë ƀ
Match caseƃńÝ ÀŃƃ ƄŽ ğÃë ĥĤľĮŽģ żŎÝėï Žģ ƀQÝ ŷģńð      ƄQúžåƄë ƃģ ƄQùƄŵ Ŀ ôQë ƄĭĤQźŶë ƈŊQúŶ

ƈžŹ ńúÝƄĭ ¹žŹńĭ ƃŃƄĭ.
 ƀĭńúå ƀëFind whole word onlyƃńÝ ÀŃƃ ƄŽ ğÃë ĥĤľĮŽģ żŎÝėï ƈëƄùƃ ƀŦƁ ôºģƄù ŷģń

ƇƄëģŀúÝ 4ƇĿ ƈëƄùƃ ŴŮĮŊŹ ƀŶÞĽ ƀÝ ôå.

) ¶°�2-7(

)f-kƀÑħ(
 ãìýÝ ēl ä�á èbÛìl »ìÉ ë�

         óŀQŽĤħ īŃĤQĨš ĤQù ƈëƄQùƃ ŴQħ ƀQÝ żĮQŹ ÷ƄQō ųƄ·ŵ ƃÂģƄťƃ ƀë ųŀQħ    ƀQŦźƁ ƀQÝ ƃÃQëFind and

Replace Ŀ ôë ƀÐĤÝReplaceĠëĤ¶ƃ żŎÝė.

)g-kƀÑħ(
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ƀÝFind whatƀÝ ƃģ ƀźŶë ŻƄ·ŵ Ŀ ôë ƀĽńħReplace withƀŦƁ ôë ƀĽńħ    ôQå īŃĤQĨš ĤQù ƀźŶë
ƀÝ ƀŦƁ Ŀ ğÂģƄť÷Ĥº ĠQìúŵƃ ƈōģŃ.ƃŃƃ ƀĮQŉFind Next QÑĭ×     ſŃĤQÞŵ ƄŵŀQŽƄŹ Ŀ ĿŃƄQŹ ƇÃŹƄQŵ Ŀ

ÄĤìúë4ğ÷Ĥº ńÝ ôźŶë óƄō ųŀŽƄŹ ĿƃĿ ĿƉ Ŀ īŃĤĨšĤù ƈëƄùƃ ŸŻƄŵŀħſŃĤÞŵReplaceĠƁƃƃ .
ńúå ƀë4ƈō ſńŉńĭ ųƄë œƄš ôå ğÂģƄť ƀŽ ƀĭ    ſŃĤQÞŵ ƄŵŀQŽƄŹ Ŀ ĿŃƄQŹ ƈìŽƄŶĭģŃ ĿFind Next

ſŃĤÞŵ ƄŵƄë œƄš ƃģ ƄŵŀŽƄŹ Ŀ ƃĿŃģƄŹ ƄŵƄ¶ Ŀ ƃģ ĠƁƃƃReplace AllÑĭ×ƇÄĤìúë.
ãìýÝ kýf

Ƅĭ ƀì·å ƀÝ ƀ¾ńƁ Ŵħ Ĥù ƃģ ƀÑħ 4ƀÈńë 4ƀÐĤÝ ƀŹƄë ƃÂģƄťƃ ƀëï    ƀQŵ ƄQō ÷ƑƄQë ƃÃQë ģŀúÝ ƀGo To

 ƀŵ ôë ƀĺŪő ƀŦźƁ ƀÝ ƀľ¾ żŎÝėFind and Replace    ĤQù ƄQŶĽģƃ ŃĤQë ƀľ¾Ctrl + G ƈQĨúëńĭ
Ñĭ×ƃÄĤìúë ôë ĬĽƃ ſƄù ƀÝƄ¾ńĭFind and Replaceō ŴĮŊúŽģńÝ ļŹƈ.

)h -kƀÑħ(

 ƀÝGo to what ôå ôë ƀĽńħńƁĿ Ġō ÷ƑƄë ĠëĤ¶ƃ şƄŕƄŹ ſEnter ļŹ Ŀ ôë ƀĽńħ ƀÝï  ƀQÑ
 ſŀŽƃÂģ óŃƄÝ şƄŕƄŹ óƄō ŴëĤ¶ ƀÝ ĤùĤƊĭÃÍŽĤºƄĭ óĿ ƀÝ ôå Ġìúŵƃ QïĿ ƀ Next  ƀQÝ ƀQźŶë Go

ToóĿĿ ƃģ ƇÂƃģ óŀŽĤħÑĭ×úëĤìƄŵÄƄĭ ƀì·å ƀÝ ſńŉï ųŀŽƄŹ şƄŕƄŹ Âƃ ôÈƄĽ Ŀ ƀöëƇÅ.

)O-Qèđ�(
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sl¬cĄ à��
�±ìÝ à²Þ��:

�b«ë�bñûæPower point)(ë¬bpß�¬
 Žń¾ ƀìŵð     ƃńÝ µžùĤÝ ŃƃĤÝ ğÅúƁƄÝ ôå ƀï     ƃńÝ Ŀ ňúũė µũĤŉƃńìùĤŹ Ŀ ŷģńï       ſĿ ƀQĽńħ ſƄQù ƄQŽƄŹģń

   ƃńÝ ƇŃģĿģ ňúũė Ŀ ƃģïŵƄ¶ ƀÝ ƄŽƄŹģńð óŀŽģÂƃ ôë ƀƇÅöë .ƃńÝ óĿ Ŀï   ƄQō ÷ƑƄQë ƀĮŉńŹ ƀÝ ŷģń
  ĤÝ ôÈƄĽ ôŶÞĽĿ     ŃƄ·ìĵƃńÝ Ŀ ƀŦƁ ƃģ óÂƄĵ ôÐ(Projector)       óĿńQÝ ĤQù ôĺŪQő ôùƄQŵ Ŀ µŹ ƀÝ

  Ĥù ƃģ ļŹńÝ ŸƁ   ŵĤŉ ƄùƄŵ ƀÝƄ   ŽĤº ƀÝ ôë ƄŽƄŽð   ƇÅùńÞĽ ôë ƄŽƃŃƄ·úŽĤŹ ƃÃ4        ƀQÝ ƃŃƄQŽ Ŀ Ƅ¾ńĭ ŃĤQƊĮĽģ
ƈō ųÃëŃƃ ôë.

 Ŀfddg ňúũė(office fddg)ŵƄ¶ ĿðƃńÝ ôï      ÀŃÁž·Qŉ ôQŉģĿ ƀQÝ ôľŊQŽ óƄQŽ ƄŦƁĿ Ĥù ƃģ ƀŽƄŹģń
    ƇĿ óƄō ŀúŵƄĭ         ƄĭĤŹƄŶŢŹ Ŀ ſńŉ ƀŶħ ƀŵƄù ƈō ÷ƑƄë ôå  ųĿƄÈëƃƇÃ    ŃƄQŽ ƄQ¾ńĭƃŃ   ƀQľ¾ï  ƀQ·

 ƇÃë ƀĭŃƄÝ . ŵƄ¶ óĿ ƀÝ ƃģ ŅƃÁžùƃ ƀÝ ôå ôŽÃë óńõÀð     Që ƄŵĤŦĮQŉƄÝ ƃŀQŽƃÂģ ƀQÝ óŃƄQÝ ƀô4 ƀQìŵ:
 ƃńÝ ÀŃƃï Ŋëģ 4ŷģń    ƃŃƄŽ ƃģ Ŵ   ſńŉńĭ ôëƇÅöë   Ƅĭ óŀźƁ ƀÝ 4ï  ƃńÝ µžùĤÝŃƃĤÝ ƀÝ ƀï  Ŀ ŸQƁ ôë ŷģń

ƇĿÂƃ ƃŀúë ſńŉńĭ .

 «ë�b §�bñë¬b ûæp ß�¬ë� ÛìÞfb�f ï«�lĕ¬ñ Û�
    ƃńÝ µQžùĤÝ ŃƃĤÝ Ŀ Qï    ųQĤùGúÝĤå ƇŃĤQë ŷģń     ƃńÝ ƃŃƄQŽ Ŀ ňúQũė Ŀï ŵƄQ¶ƄŽƄŹģńð   Ŀ ƃģ ÷Ŀ ƀQĭŃƃ ƀQĭ ô

Ŷöħƒöħ ƄžúŹ Ƅï  ÷Ŀ øìŽƃńŵ ƄŽƃÁŽĤźë ƃģ ƄŽĤ .ƃńÝ µžùĤÝŃƃĤÝ Ŀï Ŀ ŷģń  ƄQŵƄŶå   Ƅĭ óŀQŽƑ ƀQÝ ſŃĤQÞŵ Qï ƀ
ğÃëƃ Ŵźš

e. ƀÝStart ƄžúŹğÃëƃ êöŶë.
f.All ProgramsÝėĠëĤ¶ƃ żŎ.
g.ƀÝ ńŉńëğĿÅúë óŀŽĤħ.

h.ƀÝ żŎÝėƇÄĤìúë.

�b «ë�b §ñë¬b ûæpb�f ï«�l ß�¬ò¬ñ Û�
Ŀ žĭŃƄÝ×        ƃńÝ µžùĤÝ ŃƃĤÝ 4ƀĮŉƃŃƃ ƄŵƄë ſńŉńĭ ƀŵ óŃƑï    ƀÝ ôå ŷģńe-�    ÷ƄQō ųĿƄÈ ôë Ŵìō

ń¾ģŃ ÷Ŀï ƇÅùŀQž .ƄžúŹ 4ƄŽƄžŎQQÝė 4ƄŶùĤQQŉƃ ƀQQŵQQï ƄŽĤQQƊÑĭƄƃńÝ óĿ ƀQQÝ ƃģQQïń ƀQQŵ ôQQë ŷģƀĮQQō ƃŃƄQQŽ
    ƀÝ ƀľ¾ ƃƃĤúĮŽƄōï         żŎĮžùŅńÝ ŴÞĽ Ŀ Ƅō ÷ƑƄë ſńŉ ôžĮŊúĽģ ƀ·(Presentution)   ģƄQĮĺŹ ſŃĤÞŵ

 ſńħģńħƃÃë .
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e-lųĤùGúÝĤå ƇŃĤë µžùĤÝ ŃƃĤÝ Ŀ ŃƄ»Žģ
·žùŅńÝ Ŀ ĈƑƄźŢŹ ųƄåģ ƄĽńħ ƃƃĿ ƀÝ īĤùƄĮĺŹ żŎú ÷ģŀöëƈō:

e.ĿùƒŉÁeƀĽńħ
f.ƀĽńħ ƄŽƄĮÈĿĤù Ŀf

 Ĥë Ŀ            ſńŉńĭ ôë ƄŽƃÁùƒŉ ƀÝ ųƄë ĳŃĿ ģƄĮĺŹĿ ƃģ ƀĽńħ ƈŶőģ ŃƇÅöë .  Áùƒŉ(Slide)  ŴQőģ ƀÝ
     ƃƄåģƃ ŃƄŽ ƃģ ƀŽƄŶìō 4ƀŽƃŃƄ»Žģ 4żĮŹ ôë ƄŦƁ ƀÝ Ƅō ÷ƑƄë ôå ÷Ŀ ÷Ĥº ƀŦƁ ôë .  ƄŽƄĮQÈĿĤù Ŀ

ùƒŉńƁ Ŀ ôë ƀÐĤÝ ƀÝÁ óŀŽģÂƃ ƃģ ĳŃĿ īĤĺúŕƄĭ ŷŅƑ ſÂģ ƀÝƇÅöë .
        ƀÝ żŎúĮŽņùńÝ ôå ƃńŵƃ ĿĤù ƀÝ ŀùĤħŶöħƒöħ    óŀŽģÂƃ ƄÑħ ƄƇÅöë    ƀĭ ôŦƁ ôåView  ŴQùƃ ƇÅQöë . ģĿ

viewƃĿ Ŀƃ ģƄĮĺŹ ƄĽńħôžŢƉƇƄë óŀŽģÂƃ ƀŽƄĮÈĿĤù ƃģ Áùƒŉ .
�Ññ Ü¬b § ë�ñå®òýÛëĘì� ä¶

 ƀÝ ôå ƀŽƄŶùĤũ ƀŦƁfddgƃńÝ µžùĤÝŃƃĤÝï Ħúĭńĭ ôë ŷģńƇÅöë Ŀ 4pptÂĤĮŉƃŃƇƇĿ ƈìŽƃńŵ . µžùĤÝŃƃĤÝ ƀŵ
ƃńÝïúÝ Ŀ ŃĤë Ŀ ſńŉ ŷģńƃÃë ÂƄĵ ŴùĤũ ŀùĤħ ÷ÃŹƄŵ ſŃĤÞŵ Ŵ .Ƅĭ ôŉģĿ ƀÝï ƀìŵ ƀ
Žń¾ðžĭŃƄÝ ƀÝ ôå ƀ×)e -l ( ųŀúŵ ôë ƀÑħƇÅöë .ƃńÝ µžùĤÝŃƃĤÝ Ŀï ƀľ¾ ŷģń
 ƀÝï ĿĤĶùģ ÷ĤºƄù ſńŉ Áùƒŉ ſƄù ƀŵ ŴùĤũ Ƅù żŎúĮŽņùńÝ Ŀ ſńŉ ƄĮŊúĽģ ƀ·
Ƅō÷Ŀ÷ . ƀŵ ſŃĤÞŵ ƄŵÃĭ Ŀ ŴùĤũ µžùĤÝŃƃĤÝ Ŀ Ĥù ƄŶĭƃ Ŀ ƀľ¾ Áùƒŉ ƀŵFile
žúŹ ƀľ¾ ƄCloseĠëĤ¶ƃ żŎÝė . ƀŵ ſŃĤÞŵ ƄŵƄë ƀĭ ¹žŹģŃ Ŀ ŴùĤũ ĿFile ƄžúŹ

 ƀľ¾NewÈ ƀÝ Ĥúħ 4ĠƁƃƃ żŎÝė×ƀŵ ųĤùGúÝĤå µžùĤÝŃƃĤÝ Ŀ ôë ģƄĽ
Blank PresentationĠëĤ¶ƃ ƀľ¾.f -mń¾ ģŃ ƀÑħïƇÅùŀž.

˺ Slide
˻ Note Page
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ø± ïìå §ñ«ë ėñÛì��
          ģ ſĿĤQŉ ńõÀ ųƄĭĤùŅŃƃ Áùƒŉ Ŀ ôë żŎúĮŽņùńÝ ƀÝ µžùĤÝ ŃƃĤÝ Ŀ     ƀQŵƃÀ óŃĿ ƀQÝ ƃģ ÷Ŀ ŃĤQë ƀŽĤQŉė ƃ

 ſńŉńĭƇÅöë .Ƅĭ óŀŽƑ ƀÝ ƀŮùńř ģĿ ƄŵƄĭĤùŅ Ŀ Áùƒŉ Ŀ ÄƄŹïƃÃú¾ ƀ.

1. ¬Á ĜęáìÝñèÖ:          ôQë żŎQúĮŽņùńÝ ŴQÞĽ ƀQÝ ƃÂģƄťƃ ƀë
       ƀQÝ ÷ÃŹƄQŵ ƃÃë īĤùŅŃƃ ƀŽƃÁùƒŉ Ƅ¾    ôQë żŎQúĮŽņùńÝ

 ÁùƒQQŉ ĿƄQQĵƄŹhighlightƃƄħĤQQľĮŽģ ĤQQù . ƃģħ ńQQ·Žģ Ŀ ĤQQú
EnterÑĭ× ƃÄĤìúë  Ý Áùƒŉ ģ ƀĭĤŹƄĭ Ƅĭ ƀìú Qï    ƀQÝ ƀ ƀĮQō

ƇÅúĭĤùŅŃƃ ôë żŎúĮŽņùńÝ.

2 .ë§ñ ¬Á èâèÖñ:ŽŃģŀźƁ ƄŉĤĭð         Ŀ ôQë żŎQúĮŽņùńÝ ŴQÞĽ ƀQÝ ƀŽƃÁùƒQŉ Ƅ¾ĤQù ƄQù ĠQō ÷ƑƄë ƀ
ƄžúŹï  ƀ·Ý ƀÝ ƄŽĤf   ĳŃĿ ƀŵ ôëe       ğÃQë īĤQùŅŃƃ ƀQľ¾ ƄQžúŹ .

  ƄžúŹ Ŀ ÷ÃŹƄŵï         ƀÝ Ĥúħ ƃģ ĠōÂƑ ƀĭ ƄžúŹ ƈŶőģ ôë ƀ·Ý ƀÝ ƄŽĤ
Insert óŀQQŽĤħ ƄQQžúŹ êQQúŶëQQëƃğÃĿ 4  ƄQQžúŹ ƀQQŶħ ƀQQħ ƀQQĮŵ

ń¾ģŃïƈō ſŀž.   ƀQÝ ôQë ƄQžúŹ óĿ ƀÝNew slide  żŎQÝė
    ŉĤĮŉ ƃģ ğÃëƃ êŶë óŀŽĤħø       ÷ƄŽ Ƅù ƀħ ôë żŎúĮŽņùńÝ ƀÝ

   ƈō ųÃë īĤùŅŃƃ Áùƒŉ .ŉĤĭø  ńř ģĿƉ   ƀÝ ƀŮg-l    ôQë ƀQÑħ
Ġžùƃ.

3.«§Ĕò ¬Á èâñèÖ:                    ſŃƑ ƀQì·å ƃģ ſĿĤQŉ ƄQŵƄ¶ńĭ ƄŵƄĭĤQùŅŃƃ Ŀ ÁùƒQŉ ƇƄQŽ Ŀ ôQë żŎúĮŽņùńÝ ƀÝ
Ŀ ģŀźƁŃ ſĿ ſŃƑ ƀźù . ƀÝ óŀŽĤħ ƄžúŹ ÀŃÁž·ŉ ƀÝ ƄŶùĤŉƃ ĿNew Slide  óŀQŽĤħ żŎÝė êQúŶë

ğÃë īĤùŅŃƃ Áùƒŉ ÷ƄŽ ôë żŎúĮŽņùńÝ ŴÞĽ ƀÝ ƃģ ğÃëƃ.

h-l:ƄŽ Ŀ ŃƄ»ŽģƇųƄĭĤùŅ Ńƃ Áùƒŉ

˻ Menu bar
˺ Insert

ŴëĤ¶ Áùƒŉ Ŀ

 ğÃëƃ êúŶë ƀĮŵĿ

g-l :úŹ ƀŵ ųƄĭĤùŅ Áùƒŉ ƇƄŽ Ŀ ŃƄ»ŽģƄž
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 µžùĤÝŃƃĤÝ ĿųƄŉŃ ƀĭńŉ Áùƒŉ ƇƄŽ Ŀ ƃģųƄĭĤùŅ

 ƀÝ ƈìŽƃƄë ſĿŅøÝƃńïƄĭïſńŉńĭ ôŽÃë óŀŽƑ ƀƇƄë
1.ƃńÝ µžùĤÝŃƃĤÝïģńŷğÃëÂƄĵ żŎúĮŽņùńÝ ƃģ ğƄåģƃ ſŃƑ ƀÝ .
2.ƀŽƃÁùƒŉ ƇƄŽ ôë żŎúĮŽņùńÝ ŴÞĽ ƀÝ µŹ ńÝ ôŮùńř ÖÃŹƄŵ ĿğÃë īĤùŅŃƃ .
3.        ƃĿ Ŀ ôë żŎúĮŽņùńÝ ŴÞĽ ƀÝ ƀŽƃÁùƒŉƄ¾ Ĥù ſƃĿƉ   µŹ ƀÝ óŃƑ ôźôžŢƉ ĿInsert

ğÃë īĤùŅŃƃ ŸƁ óŃƑ ƀŵ ƄžúŹ .
4.   ĭ ƀÝ Áùƒŉ ƈĮŉƃŃƃ Ŀ Áùƒŉ Ŵħ ƄùƄï    ôQŮùńř ôQźùŃĿ Ŀ ôQë żŎúĮŽņùńÝ ŴÞĽ ƀÝ ƀ

ğÃë ĳŃĿ óŃƑ ƀŵ .
5. ƀŵFile ƀľ¾ ƄžúŹCloseƃńÝ ƃģ ĠëĤ¶ƃ żŎÝėïğÃĭƃ ŷģń .
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sl¬cĄ àêå
 à²Ýìå�±ìÝ:

ø± §ñ� ėñûĔė
 Ŀ 4ųƄĭĤùŅŃƃ żĮŹ Ŀ 4µùÁùģ Áùƒŉ ĿģŃĤÝïŧģńƃńÝ µžùĤÝŃƃĤÝ ƀÝ ŸúŞžĭ ƃģ µŹŃĤũï ƀŵ ôë ŷģń

 ƀľ¾ ƄŽƄ·Ŋžħ ƄźƂŹï ŴÑÅöëƇ .ſĿ ſŃĤå ƀžùÂģ ſƄù ſÃë ſĿŅ ųƃÀ Ŀ µùÁùģ Ŀ ƄŽƃÁùƒŉ Ŀ .
Ƅĭ ƀźŉ ƀÝ µõÁùģ ƄŽƃÁùƒŉ Ŀ ƀħ ôë ƈëńÞ¾ óĿ ƀÝïƃÃú¾ ƃ ƀ .

ø± èbñ«ë ä�á § ēl ėñ Ûì��
Ŀ ÷ÃŹƄŵ ſŃĤÞŵ ƄŵƄĭĤùŅŃƃ Ŀ żĮŹ Ŀ ôë Áùƒŉ Ōĭ ſƄù ƀÝ Ÿúŉńĭeôë ƀ·Ý ƀÝ ´ĤëƄå Ŀ żĮŹ Ŀ

ƄŵƃÂƄĵğÄĤìƊë ×Ñĭ . Ŀ Ĥúħ éÄƄŹ)ŇƄŹ(ńŉńë(Pointer) ôÈƄĽ ôŶÞĽ Ŀ ôë Áùƒŉ ƀÝ
ğÃëĿĤĶùģ Ÿŉ ſńŉ ôÈƄĽ ôŶÞĽ Ŀ ƀŚŉģƃ ƀÝ ƄŵÄĤëģŃ Ŀ ´ĤëƄå żĮŹ Ŀƃģ ğĿÅúë ôë ÷Ĥº ƀÝ . Ŀ

žĭŃƄÝ×óŃƑĿ ´ĤëƄå ſńŉ ƄŵƄë ſńŉńĭ ƀÝe-m ƀĭ ¹žŹģŃ ńú¾ ƀÝ ŴìōƇÅöëŉĤĭ ƃģø ÷ƑƄë
ŦƁ ƀÝ żĮŹ ôÈƄĽ ôŶÞĽ Ŀ ĠōƀĠìúŵƃ ôë .

e-m´ĤëƄå żĮŹ Ŀ ƀÑħ

b § ë� ûá«�Ñ ä�á§�«�pÆæ� Ï�¬òà
´ĤëƄå ƀÝe ƀÝ ôå ƄĭĤŉƃ ôë ŷĤÝ ƀÝ øì¶ Ƅù ŀùĤħ ſŃĤÞŵ ƄŵƄë µŹŃĤũ Ŀ żĮŹĿ ƀžŽĿ ôë

 Ŀ żĮŹ ƀžŽ Ŀ ôë ´ĤëƄå ƀÝ 4ôë ĬŵĤĹ ƀÝ ĥĤľĮŽģ Ŀ ´ĤëƄå Ŀ ųƃÀ
÷Ŀ ƀŽ Âƃ µùÁùģ ƃģ µŹŃĤũ4ŽŃ żĮŹ Ŀ Ġō ÷ƑƄë ƄĽîųƃÀ ôÈńë Ŀ 4 Ŀ ƃģ ſŅģŀŽģ ôÈńë Ŀ 4

ƇƄō ŴìúŵŽĤº óņúŵƄ¶ óŃƄŽ żĮŹð ƀžŽ Ŀ ƀŦƁ Ŀ óƃĤúĭÃôŵŀħ ôŶÞĽ Ŀ ´ĤëƄå ƃģ ğÃë ôÈƄĽ ƀÝ
ğƄåģƃ ôë ÷Ĥº .ƄŵƃģŃ ƀŽƄŽƄŵŀħ ôë żĮŹ ųƄ¶ ƀÝ ƃÂģƄťƃ ƀĭńúå ƀë4 Ŀ ôë ´ĤëƄå ƀÝ ÷ÃŹƄŵ

ƀÝ żĮŹ ƀžŽ ųƃÀë ĥĤľĮŽģğÃ . ƀÝ ôë ŴĽģĿ ƀÝ ´ĤëƄå Ŀ Ġō ÷ƑƄë Ĥúħ
 ôë żĮŹ ųƄ¶ŻƄŵŀħ ųƃÀńƁĠŵƃģŃ . ƄĭĤŒľŎŹ Ŀ 4ŻƄŵŀħƀìŵ:ŽŃ ƀÝîĿ 4 4ſŅģŀŽģ ƀÝ ŘĽ
Alignment4 ƀìŵ ƈŵģƃ ŴħÀ ƀÝ ŘĽ Ŀ ƃģƃńÝÀŃƃï ŷģńƄŽƄŽƄŵŀħ ƀŵ ôëƀľ¾ ôå ƇĿ īŃĤĨš

˺ Drawing
˺ Textbox
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ŵƄ¶ ŸŊŵ Ŀ ƄŉĤĭðŃĿ ƀÝ ĥĤĮë Ŀ ƈõ ƄŵÃú¾ Ĥúħ ƀŵ ôù ƀĮŵĿ ƃģ ſÃëģŀúÝ ĤúĭŀŶħ ſńŉŃƃ ôë ƈëńÞ¾ Ÿú
ƃƄë ſÀ ſÀ ƀľ¾ . ĿģŃĤÝïŧģńĭ Ŀ ƃģ ŸúŞžģŃĤÝïŧģń ƀÝ ŴëĤ¶ ƇŃƄŵ ĿĬžùĤÝŃƃĤÝƃńÝï Ŀ ôë ŷģń

ƃńÝ ÀŃƃïŷģń ƀŶĭńÝ ƀÝ÷Ŀ ƀŽĤŉģ . ĿģŃĤÝïŧģń Ŀ ƃģ ŸúŞžĭģŃĤÝïŧģń ƀÝ óŀŽƑ ųƃÀ ƄŶëĤ¶ ƇŃƄŵ Ŀ
Ƅĭ ſÁžŵï ƀƃÃƊ¾ .

 ĿģŃĤÝïŧģń µŹŃĤũ ƀŵ 4ƀĭŃƄŵ ƈÈ ƀľ¾ Ïúë ƀŵ ƃģ ƀĭ ŃƄŵ Ïúë ƀľ¾ ƈÈ ƀŵ ŴëĤ¶ ƇŃƄŵ Ŀ ÜùĤ¶ Ŀ
 ƀľ¾ ƄžúŹ ƀÝ ńŉńë ŇƄŹ ĿParagraph Directionƃģ ğĿÅúë óŀŽĤħRight-to-Left

ŃƄŵ ÜùĤ¶ Ŀ Ƅ¾ńĭ ĠëĤ¶ƃ żŎÝė÷ƈō ŸúŞžĭ ƀĭŃƄŵ Ïúë ƀľ¾ ƈÈ ƀŵ.

f-mƃńÝ Ŀ ƀÑħï ÷ŃƄŵ ÜùĤ¶ Ŀ ŧģń
Ý Ŀ ƃÂģƄťƃ ƀëĤŃģï ż¶ģƃ ¹žŹńĭ ƄÈńë Ŀ ŧģńƄëĤ¶ƃƃÃë ŸúŞžĭ ƃģ4 ƀŵFormat ƄžúŹ ƀľ¾ ƀÝ

Ƅĭ óŀŽƑïƄë Ŵźš ƀƃ .
 ƀľ¾ ƄžúŹ µŹŃĤũ ƀŵLine SpacingĠëĤ¶ƃ żŎÝė. ŴĮŊúŽģńÝ ƀÐĤÝ óƄŽƇÅöë ƀùĤº ƀŦƁ ƀŵ ƃģ

Ý ƃģƄÈńë Ŀ Ġō ÷ƑƄëĤŃģïż¶ģƃ ¹žŹńĭ ŧģńğÃë ŸúŞžĭ ƃģ ĠëĤ¶ƃ. Ŵìō óŀŽƑ ƀÝ ńúƂħ ģĿ ƄŉĤĭ
 ôëïğŃƄ.

 ¶°�3-9

   ƄÈńë Ŀ       ƀĮŉƃŃƃ ƄŶëĤ¶ ńĭ ż¶ģƃ Ŀ ¹žŹńĭOKƃÄĤìúë4        ƀŽƄŽƄŵŀħ ƃģ īĤźúŞžĭ ƇƄō ƀĭ ¹žŹģŃ Ƅ¾ńĭ
ƈō ſńŉ ńĭ.

Ý øžìľŹ ƀŵĤŃģ Ŀ ſńŉ ŧģńÌ ŧģńÌģŃĤÝż¶ģƃ

Ý ĿĤŃģż¶ģƃ ¹žŹńĭ ƄÈńë Ŀ ŧģńÌ

Ý ƈìŽƄŶĭģŃ ƀŵĤŃģÝ Ŀ ſńŉ ŧģńÌĤŃģż¶ģƃ ŧģńÌ

OK×Ñĭ
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ë¬b èÝpÜ�ë è¦Ą ß�¬
     ƃńÝ ƀŵ ôå óĿ ƀŵ ôìľŹï        ƃÃú¾ƃ óŃĤå óŃƑ ƃģ ųƃÀ ƄŶĭƃ Ŀ ƀľ¾ ŷģń4   ŀùĤħ  ƀŵƃńÝï    Ŀ ƀQľ¾ ŷģń

          ƃÃë ſĿŅ ńúÝƄĭ ¹žŹńĭ ƄŶĭƃ Ŀ ƀľ¾ żŎúĮŽņùńÝ ƀŵ ƃģ ƄŶĭƃ .   ƃÂģƄťƃ ƀë  ƃńÝ µžùĤÝŃƃĤÝ ƀŵ Qï   ƀQľ¾ ŷģń
  Ƅĭ ſņúŵƄ¶ ƀÝï  ƄQºƃƃ ƀ4    ƀQŵFile        ƀQÝ ƀQľ¾ ƄQžúŹExit          ƀQÝ ŸQƁ ĤQù ƃģ ƃƄQë êQúŶë óŀQŽĤħ żŎQÝė

   żìùė    ƃńÝ ƃģ ƃƄë êúŶë óŀŽĤħï   Ƅĭ ſņúŵƄ¶ ƀÝ ŷģńï   ųÃQĭ ƀ ƇÅQöë .    ƃÂģƄQťƃ ƀQë ƄQŽ
      ƃńÝ ƃģ ƃÃĭƃ ƀÐĤÝ żŎúĮŽņùńÝ Ŀ ôºģƄùï      ƀQŵ ƈō ôĭĤÝ ųĤĹ ŴÞĽ ƀÝ ŷģńFile    ƀQÝ ƀQľ¾ ƄQžúŹClose
ƃńÝ ƀÝ ƃģ ƃƄë êúŶë óŀŽĤħ żŎÝėïƇÅùŀžħ ƀÐĤÝ ƀŵĤŢũ ôë ŷģń .

ųƄë µŹŃĤũ ƀŦƁ Ŀ ƃģ ųƄë ƀĭ ¹žŹģŃ Áùƒŉ Ŀ

 ƀÝ ƈìŽƃƄë ſĿŅøÝƃńïƄĭïƇƄë ſńŉńĭ ôŽÃë óŀŽƑ ƀ.
e. Ŀi-edğÃë ÂƄĵ Áùƒŉ ńú¾ ƀÝ ôÑħ .
f. ſŅģŀŽģ ŘĽ Ŀ êúŵńŉ Ŀ Áùƒŉ Ŀhd Ŀ ƃģêƊŵôù ųƃÀB-TitrĠëĤ¶ƃ.
g.ƀŵ Alignment ƀÝ ƀľ¾ïğƄåģƃ ôë ¹žŹ ƀÝ Áùƒŉ Ŀ êúŵńŉ ſńŉ ƄĮŊúĽģ ƀ·.
h.ƀÝğÃë ŸúŞžĭ ôëģƄĽ ƀÑúë ƀÝ żĮŹ ſńŉ ƄŵƄë êúŶë ƀÝ óŀŽĤħ .
i. ƀæë żĮŹ Ŀfl Ŀ ƃģêƊŵųƃÀPashto NazoĠëĤ¶ƃ.

¬b §ñ�å®òå�¬b ä¶òÜ�²
           ƃńÝ µQžùĤÝŃƃĤÝ ƀÝ żŎúĮŽŅńÝ ÷Ƅō Ħúĭńĭ ôìľŹ ƀŵ ôìľŹ ƃÂģƄťƃ ƀë Qï    ôQë ŷģń    ÷ÃŹƄQŵ ƃņQúŽģńÝ

ƃńÝ µžùĤÝŃƃĤÝ ŀùĤħïƄĭ óŀŽƑ ƀÝ Ĥúħ ƃņúŽģńÝ ŷģńïƃÃëƃ Ŵźš ƀ .
e.  ƀŵFile  ƄžúŹ ƀľ¾ ƀÝOpenğÃëƃ êúŶë óŀŽĤħ żŎÝė4 Ŀ ƀĮŵĿi-ed  ƀQÐĤÝ óƄŽ ńƊ¾ ƀÝ ôÑħ

 ŴĮŊúŽģńÝƇÅöë .
f. ôå ŃÁŵƄũ ƀŦƁ ŴƉĤũÝ ƀğÃë ĥĤľĮŽģ ÷Ŀ ÷Ƅō ƀŹńùŅ ôë .
g. êúŶë ôŶº ſƃĿ óŀŽĤħ ŴùĤũ µžùĤÝŃƃĤÝ ƀÝğÃëƃ .

1 .OpenÑĭ×ƇÄĤìúë ŴĮŊúŽģńÝ ÷Ŀ īƃńÝ ôìÝ żŎúĮŽņùńÝ ôå ŴùĤũ ƀŦƁ 4ƇÅöë.
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h-mŃƄ»Žģ
Ü��±(Save)

ŉĤĭø ƀŵSaveģ ƃSave asė ſÃÞŎħ ſńŉ ƄŽƄžŎÝĤƊĭŀŶħğńŵ.Žń¾ ƀìŵð Ŀ ğÅúƁƄÝ ôå ƀSave
ƀĮĽƃńĭ ƄŵƄë ƀŹńùŅ Ŀ óŃƑ ƀŵ żŎÝė ƇƄō ƀĭ ¹žŹģŃƀŽƄŽƄŵŀħÝ żŎúĮŽņùńÝ Ŀ ſńúĽŁ ôë ŴùĤũ ƀ

ƇÅöë . ƀŵ 4ğÃë ƀŹńùŅ ÷Ŀ ÷ÃëÂƄĵ ƄŹ ôë ųĤùGúÝĤå ƀÝ µžùĤÝŃƃĤÝ Ŀ ôå ŴùĤũ ƀŦƁ ğÂģƄťƃ ƀë
Save as ƀÝ ôå ƀľ¾ żŎÝėFile ÷Ŀ ôë ƄžúŹïĠŶĽģƃ ƀ· .Ƅĭ óĿ ƀÝï ƄŉĤĭ ôå ŃÁŵƄũ ƀŦƁ ƀ

ŷƄŽ ŴùĤũ Ŀ ƃģ ĠëĤ¶ƃ ğÂģƄť ųƄë ſńúĽŁ ŴùĤũ Ŀ ôìÝ ƀÝFile name ğÃë ÜùĤ¶ ôë ´ĤëƄå
ŉŉĤĮôƄĭ ƀźŉ ƀÝ ƀħ ŴùĤũïƈō ƀŹńùŅ ƀ .

 µžùĤÝŃƃĤÝ Ŀ Ġō ÷ƑƄë ų=ƂŹńÝ ƄŵƄë ſńúĽŁ Ŀ ôå ŴùĤũPPtƇńŵ ƇÂĤĮŉƃŃƄĭ ƀÝ ƄŽƄŶùĤũ ƃŃƄŽ Ŀï ƀ
 ƃģŶöħƒöħÂĤĮŉƃŃƃ ƄùğƃÂģƃ óŀŽĤħ Ƅ . Ŀ ŸƁ ģĿSave AsŃĤë ƀÝ ƀľ¾÷Ŀ Âƃ ģńĵģ Ŀ ſńŉ ƄŶĮŊúĽģ.

i-mŃƄ»Žģ
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 §ñĒ«�f Ē«÷ ìÝìl èá¬
 ƀŵFile ƀľ¾ ƄžúŹSave AsƄĭ óŀŽƑ ƀÝ ƃģ ĠëĤ¶ƃ żŎÝėïğÃëƃ Ŵźš ƀ .
e.ğÃë ĥĤľĮŽģ ğÃë ƀŹńùŅ ôìÝ ŴùĤũ ğÂģƄť ôå ŃÁŵƄũ ƀŦƁ .
f. ƀÝFile NameğÃëŃƃ ŷƄŽ ƀĭ ŴùĤũ ôë ´ĤëƄå .
g. ƀŵSave as type ƀľ¾ ´ĤëƄåPresentation ƀÝ ŴùĤũ ğÂģƄť ƀë Ĥù ƃģ ĠëĤ¶ƃWeb

pageôŶÞĽ Ŀ 4ğÃë ƀŹńùŅ ƀÑħĠëĤ¶ƃ żŎÝė ôÈƄĽ .
h.SaveÑĭ×ÄĤìúëğğÃë ƀŹńùŅ ŴùĤũ ƃģ .

ø± èbñÛìf� «ìāå� § ēl ė
  ƃńÝ µžùĤÝŃƃĤÝ ƀÝï    ƃĿ ƀÝ ƀŽƃŃƄ»Žģ 4ôë ŷģńƃ   ƄŮùńř  ſńŉƃƄåģ ôë ƄŽƃÁùƒŉ ƀÝ :Žń¾ ƀìŵð  ôQå ƀ

ŉĤĭø   ƃńÝ ÀŃƃ ƀÝï         ƃńÝ óĿ ƀÝ 4ųÃë ſĿŅ ųƄåģ ŃƄ»Žģ Ŀ ôë ŷģńï     ƃÃQú¾ ƀŦƁ ŸƁ ôë ŷģń .   Ŀ ƀQìº
ŎúĮŽņùńÝƇĿ żùÂģ ńõÀ ųƄåģ ńùƄŒĭ Ŀ ôë µžùĤÝŃƃĤÝ ƀÝ ſŃĤÞŵ ƄŵƃÂƄĵ Ŀ ż .

e. ƀÝClip ArtųƄåģ ƄŽƃŃƄ»Žģ ƃĿƄĵƄŹ Ŀ ôë ųÁžħ.
f.ųÂƃģŃ ƄŽƃŃƄ»Žģ Ŀ ƀľ¾ ŴùĤũ Ƅù ƀŵ ôÈƄĽ ôŶÞĽ Ŀ.
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�±ìÝ àÞµ

 èbClip ArtÛĘë�« ìåë«ìāå� è�µ § ēl Ûėæ�

 ƀŵ ƃÂģƄťƃ ƀëClip ArtŃƃ ôë Áùƒŉ ŴÞĽ ƀÝ ŃƄ»Žģ Ƅù ƀľ¾Ƅĭ óŀŽƑ ƀÝ ƃÃë īĤùŅïƃƄë Ŵźš ƀ.
e.ƀŵInsertƀľ¾ ƄžúŹPictureģ ğÃë ſŃƄť żŎÝė ƃĤúħClip ArtĠëĤ¶ƃ .
f.ôë ƄžúŹ óƄō ŴĮŊúŽģńÝ ƀÝ)j-mƀÑħ( 4 ŻƄ·ŵ ƀÝ(Search)ƄĽ ôŶÞĽ Ŀ ôë ´ĤëƄåÈ Ŀ ô

Ĥúħ ƃģ Ġìúŵƃ ŷƄŽ ŃƄ»ŽģGOÑĭ×ƇÄĤìúë.
g.ń¾ģŃ ôë ƀĽńħ ×žùŀŽƑ ƀÝ ŃƄ»Žģ ÷Ƅō ųƄ·ŵïƇÅùŀž.
4.ğÃëƃ êúŶë ƀŶº ſƃĿ óŀŽĤħ ŃƄ»Žģ ƀÝ ôÈƄĽ ôŶÞĽ Ŀ4ƄŽ ŃƄ»Žģ ƀħ ôë Áùƒŉ ƀÝƈōģŃ.

Clip Art ųƄë ĳŃĿ ŃƄ»Žģ Ŀ ƀľ¾

��áìÞÊáð�ìÝ�æm�ð
�«ìāå��§�ēl�ėñø±�èbÛì��ñ«ë
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g -mŶúħðƀ:k-m ğÃë ƀĭ ¹žŹģŃ Áùƒŉ ƀĭŃƃ ƀĭ ôÑħ.

7-9ŃƄ»Žģ

ì� Ē¨å÷ èb èåëë�ęb ìÝìl ç¬±¬� § Ē«�f Ē§ §pï§ è :
e.Áùƒŉ ÷ƄŽÃë ÂƄĵğ
f.ƀŵFormatƀľ¾ ƄžúŹSide LayoutżŎÝė ƀĮŉƃŃƃ ƃģTitle OnlyĠëĤ¶ƃ ķńř .
g. ƀÝClip ArtĠëĤ¶ƃ ƀľ¾ ƄŵÀ óŀŽƑ ƀŵ ƀŽƃŃƄ»Žģ ŃƄŶ¾ ƀľ¾ ƄŽƃŃƄ»Žģ ƀĮō ƀŵ ôë.

Hardware
Software
Data
Human-ware

h.ƀÝ ƀŽƃŃƄ»Žģ Âƃ ĤúĭÂģ Ŀ ƀĭńúå ƀëClip Art  QŽƃ ŻƄĮQō ôë ƀ ƇńQŵ4  ĤĮQŉģ ŴQÞĽ Ŀ   ƀĮQŉńŹ ƀQÝ Ŀ
ğƄ·ŵƃ ôë µúŽń·Žģ ƀÝ ƀŽƃŃƄ»Žģ .

i.     ƀÝ ƀľ¾ ´ĤëƄå ƀŵï·ô  ſńŉ ôžĮŊúĽģ4       óŀQŽģÂƃ ƀÝ ŃƄ»Žģ ńƁ ĿĿ   éģƄQº ƇńŎQħ4 ņQƉÃëŃƃ 4
ńùƄ·ũĤŉ ƃģ ńùƃÀŃĤƁżĮŹĠìúŵƃ .
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«ìāå� èÝ à± ç¬± ēĈì¥ ēÞc¥ èÝñ�Ñ ®ñ ÛĘë�« ìåë«ìāå� § è¦Ą Ü
Žģ ƀľ¾ ŴùĤũ ņùŃƄ»Žģ ƀŵ ôÈƄĽ ôŶÞĽ Ŀ ôå ƃÂģƄťƃ ƀëƃƄåģƃ ƀĭ Áùƒŉ ŃƄ»4Ƅĭ óŀŽƑ ƀÝïƃƄë Ŵźš ƀ .

e.ƀŵInsertƀľ¾ƄžúŹPicture Ĥúħ ƃģ żŎÝėFrom FileƄëĤ¶.
2.ń¾ģŃ ƀÝïĠëĤ¶ƃ ĬúŢŭƄŹ ŴùĤũ Ŀ Ĥù ńúŊŹ Âƃ ôÈƄĽ ôŶÞĽ Ŀ ôë ƄžúŹ óƄō ſŀž.

l-m ƄžúŹ ƄŵÂƃģŃ Ŀ ŴùĤũ ņùŃƄ»Žģ Ŀ ƀÑħ

Ý ňúũė Ŀ ôå Ƈńŵ ŻƄĮō ŴùĤŉƃ ôŉģĿ ôžúºƃńïŵƄ¶ ƀÝ ŷģńðƇĿ ƀħĤŎŹ ſńŉ ƀŶħ ƀŵƄù ôë ƀ .ŉĤĭ ô
Ƅĭ óŀŽƑ ƀÝ ŴùĤŉƃ ƀħĤŎŹ ģĿï ƀïğŃƄ .

 ſŃĤÞŵ ƄŶÉë ŸŉŃ ĿƃńÝ ňúũė ĿïģńŵƄ¶ ƀÝ ƄŽƄŹð ƀìŵ ŴùĤŉƃ ƀħĤŎŹ ôë ƀAuto shapes ƇĿ
ō ÷ƑƄë ôåĠŶĽģƃ ŃĤë ƀľ¾ ƄÑħ ƄùƄō ƃŃĤúĭ ƀŵ ƄŦƁ ĿĠ.

m-mŵƄ¶ ňúũė ƀÝ ƀÑħðŴùĤŉƃ ŻĤōƄù ôë ƀ
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AutoShap ôQQå ƇĿ ŴùĤQQŉƃ ƀħĤŎQQŹ ųƃÀ ŴQQħ ƄQQù ŴùĤQQŉƃ
           ĠQŶĽģƃ ŃĤQë ƀQľ¾ ƄQÑħ ƄùƄQōƃŃĤúĭ ƀQŵ ƄQŦƁ Ŀ ĠQō ÷ƑƄë .

)ed-mƀÑħ(
¨òÝ�µ)Background(

         ƃ Âƃ ŷĤQÝ Ŀ ƄQ¾ńĭ ƃÃQëŃƃ ųƃÀ īĤQùŅ ŃƄQŽ ƀQĭ żŎúĮŽņùńÝ ŴÞĽ ôå ğÂģƄťƃ ƀëï  ƀQŵ 4ƈQºń ŀúŵĤQō
Background   ƀľ¾ żŎÝėï  ƀ·ĠŶĽģƃ . ƀľ¾ żŎÝė óĿ ƀŵï  żQùÂģ ôë ƄŽƄžŎúĮŽņùńÝ ƀÝ ŴĮŊúĽģ ƀ·

ï  ŴÑƇÅöë4  ôå ƀìº       ƃģ ƇƃÂģ ģŃ ƀĭ ŻĤº ŷĤÝ ƈìŽƄĮë Ŀ   øìŽƃƄQë óŀQŽģÂƃ     óŀQŽģÂƃ żŎQúĮŽņùńÝ Ŀ
    ƇƄ¿Ɓ ƀĭ ƄŵƄë .ƀŵ ŀúŵĤōBackground    ƀQľ¾ żŎQÝė  Ŀï Q·ô  ſŃĤQÞŵ ôžĮŊQúĽģ 4    ƄQžúŹ µQŹŃĤũ ƀQŵ

)Format (ğÃëƃ Ŵźš Ŵìō óŀŽƑ ƀÝ ƀľ¾ .
ƀŵFormatƀľ¾ ƄžúŹŀúŵĤōBackgroundĠëĤ¶ƃ żŎÝė.

ń¾ģŃ ôå ôë ƀÐĤÝ ƀŦƁ ƀÝïƇÅùŀžƇńŵ ŻƄĮō ƀŽƄžŎÝė ŃƄŶ¾.

)ee-mƀÑħ(ŀúŵĤō ĿŴëĤ¶

 ŀúŵĤō Ŀ Ŀ´ĤëƄå ƄŶëĤ¶
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Apply to Allä¶b�:      ƄŽƃÁùƒQŉ ƄQŵƄ¶ ƀQÝ ŀúŵĤQō Âƃ ôQÈƄĽ Ŀ ŴÞĽ ôå ğÂģƄťƃ ƀĭńúå ƀë
       ĠŶĽģƃŃĤQë ƀľ¾ żŎÝė óĿ ƀŵ ƈō ſńŉńĭ ôë . ÃŹƄQŵ÷Ľ Ŀ      ĤQúħ ƃģ ĠëĤQ¶ƃ ŀúŵĤQō Âƃ ôQÈƄĽ ôQŶÞ

Apply to AllQQÑĭ× ƇÃQQë êQúŶë.  êQQħ ĤQQù ŀúŵĤQōï  ƈQQºģŃ ôQQë ƄŽƃÁùƒQŉ ƄQQŵƄ¶ ƀQQÝ ÁQŽƃń.
Apply :                   ŽĤQº ƄQù ƀQÝ ĤQù ôë Áùƒŉ ƇÃŹƄŵ ƀÝ ôºģƄù ŀúŵĤō Âƃ ôÈƄĽ ôŶÞĽ Ŀ ƃÂģƄťƃ ƀëð ƇÃ

   ƀľ¾ żŎÝė óĿ ƀŵ 4ƈō ſńŉńĭ Áùƒŉï  ÃŹƄQŵ 4ƄQŶĽģ ƀ·÷      ôQÈƄĽ ôQŶÞĽ Ŀ ĤQúħ ĠëĤQ¶ƃ ÁùƒQŉÂƃ
background ƃģ ĠëĤ¶ƃApply Ñĭ×  Ãë êúŶëğ4background      ŴQëĤ¶ ƀŦźƁ ƀÝ ôºģƄù ƀħ

ƈō ſńŉńĭ ôë Áùƒŉ ƇƄō .
:Previewƀĭńúå ƀëbackground ƀľ¾ żŎÝė óĿ ƀŵ ƃÂģƄť ŴĮë ôìľŹ ƄŵƄë ſńŉńĭ ƀŵïƄŶĽģ ƀ· .

1 .Ŀ ŀúŵĤōbackground         Âƃ ôQÈƄĽ ôŶÞĽ Ŀ ƀľ¾ ´ĤëƄå ƀŵ ƄŶëĤ¶ Ŀ  ŀúŵĤQōbackground
ĠëĤ¶ƃ .Žń¾ ƀìŵð ųŀúŵ ôå ƀƇÅöë ƀìŵ Ƈńŵ ŻƄĮō ƀŽƄžŎÝė ſƃĿ ƀĮŵĿMoreģ ƃFill Effects.

ef-mŃƄ»Žģ

More Colors: Ŀ ôë ´ĤëƄå ƀÝ ƀĭńúå ƀë  ĤQƉ ŀƊŵĤō  êQħï    QŽŃ Âƃ ôQÈƄĽ Ŀ ſŃĤQÞŵ ÁQŽƃńî
QQŽƃ ŻƄĮQQō ƀƇńQQŵ4 ƀQQľ¾ żŎQQÝė óĿ ƀQQŵïƄQQŶĽģ ƀQQ·. Ŀ

ŽŃð         ńQŉ ƄQŵƄë êúŶë ƀÝ óŀŽĤħ ´ĤëƄå ƀÝ ƄŽƄ   ƀQŦƁ ſ
   ƀQÝ ôQQå ƀQÐĤÝeg-m  ųŀQúŵ ôQQë ƀQQÑħƇÅQQöë ŴĮŊQQúŽģńÝ 4

ƇÅöë .  ŽŃ óĿ ƀŵð        żŎQúĮŽņùńÝ Ŀ ƄQō ÷ƑƄë ƀľ¾ ƄŽƄ
 óńĭ ôë Áùƒŉ ƀÝïƄŶĽģƃ ƀ· .

eg-mŽŃ Ŀ ƀÑħð´ĤëƄå ƄŽƄ
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Žń¾ ƀQQìŵQQð ųŀQQúŵ ôQQå ƀƇÅQQöëŽŃ ĿðƇńQQŵ ŻƄĮQQō ƀŽƄžŎQQÝė ſƃĿ ôQQë ´ĤQQëƄå ƀQQÝ ƄQQŽƄ4ƀQQìŵ : Ŀ
ƃÀŃÁž·ŉ)Standard (ŽŃð żŎÝė ƄŽƄŽŃ ƈŵƄźŢŹ Ŀ ƃģðżŎÝė ƄŽƄ  ĤQùCustom Colors .  ƄQŉĤĭ

ŽŃ ôÈƄĽ ôŶÞĽ Ŀ ſŃĤÞŵ ŀúŵĤō Ŀ ƀľ¾ ´ĤëƄå óĿ ƀŵ Ġō ÷ƑƄëîĠëĤ¶ƃ .
Fill Effects: ƀQŽƃŃƄ»Žģ ğÂģƄťƃ ƀĭńúå ƀë4     żŎQúĮŽņùńÝ ŴQÞĽ Ŀ ƀQŽƄžùģņùÀ ƃģ ôQĹńř ƈQžĮŹ  ƀQÝ

   Ƅĭ ƀÝ ŀúŵĤō Ŀ ôë ÁùƒŉïƀŶĽģƃ ŃĤë ƀľ¾ żŎÝė óĿ ƀŵ 4ğƄåģƃ ŃĤë ƀÝĠ .  ƀĭńQŉ Ŀ óŃĤå óĿ Ŀ
 ƀÝ ſŃĤÞŵ ƄŵƄŉŃFill Effects ğÃëƃ êúŶë óŀŽĤħ .     ſńQŉ ƄQŵƄë êQúŶë ƀQÝ óŀŽĤħ żŎÝė óĿ ƀÝ

 ŴĮŊúŽģńÝ ƀÐĤÝ óŀŽƑƇÅöë .

Žń¾ ƀìŵð ųŀúŵ ôå ƀƇÅöëƄĭ óŀŽƑ ƀÝ ôå Ƈńŵ ŻƄĮō ƀŽƄžŎÝė ŃƄŶ¾ ƀĮŵĿïƇÅúŽĤúħ ƀ :
�: GradientŽŃ Ŀ ƃÂģƄQQťƃ ƀQQëð ƀQQŵ ƄQQŽƄ

 ľ¾ Ħúëńĭ    Ƅĭ ƀÝ ŀúŵĤō Ŀ ƀ Qï  ƄŶĽģƃŃĤQë ƀ4
 ƀľ¾ żŎÝė óĿ ƀŵïƄŶĽģ ƀ· .: Texture

   ĤQQù ŀúŵĤQQō ƄŽƃÁùƒQQŉ Ŀ ôQQå ƃÂģƄQQťƃ ƀQQë
background  Ƅĭ ƀQÝ żùģņQQùÀ ƈQžĮŹ ĿQQï ƀ

Ƈƃ4          ƃƄQë ſĿĤŪĮQŉģ ƀQľ¾ żŎÝė óĿ ƀŵ ƄŽ.
  ÷ÃŹƄŵ  ƀÝTexture     êQúŶë óŀQŽĤħ żŎÝė

   żùģņQƉÀ ôÈƄĽ ôŶÞĽ Ŀ Ĥúħ ƃģ ƃƄëĿeh-m
ƄëĤ¶ ƀľ¾ ´ĤëƄå ƀŵ ôÑħ.

eh-m ƈžĮŹ Ŀ ƀÑħŴëĤ¶ ƄŽƄžùģņùÀ
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x:Pattern    ƀŵ ğÂģƄťƃ ƀëŶöħƒöħ     Ŀ ƀľ¾ ƄĹńř Ƅbackground  Ƅĭ ƀQÝ Qï  ƀï       ģĿ ƄQŽ ƄQŶĽģƃ ƀQ·
        Ŀ ƀľ¾ ƄĹńř óĿ ƀŵ 4ƄëĤ¶ żŎÝėï·ô   ƀÝ ÷ÃŹƄŵ ſŃĤÞŵ ôžĮŊúĽģTexture óŀŽĤħ êúŶë  ƃƄQë

 ƀŵ Ĥúħ ƃģei-m ķńř ôÈƄĽ ôŶÞĽ Ŀ ƀľ¾ ôÑħĤľĮŽģƃƄħ.

ei-mĿ ƀÑħbackground ſŃĤÞŵ ĿĥĤľĮŽģ ƈĹńř

�: Picture Ŀ ğÂģƄťƃ ƀëbackground       ƀQľ¾ żŎQÝė óĿ ƀQŵ ğƃŃĤQëƃ ŃƄQ»Žģ ŃĤQÞŵï  ƀQ·
ƄŶĽģ . ƀÝ ÷ÃŹƄŵPicture óŀŽĤħ żŎÝė êúŶëĤúħ ğÃëƃSelect Picture ƃģ ĠëĤ¶ƃ żŎÝė

        ôå ſŃƑ ŃƄ»Žģ Âƃ ôÈƄĽ ôŶÞĽ Ŀ ÷ģŀöëƃ ÷Ƅō ƀŹńùŅ ôë ŃÁŵƄũ ŷƄë ƀÝ ƈō ƃģ ĠëĤ¶ƃ Ƈ
  ğÃë ĥĤľĮŽģ ŃƄ»Žģ .    ŃƄQ»Žģ ÷ƄQō ĦŒŽ         ƀQÝ ƄŽƃÁùƒQŉ Ŀ żŎQúĮŽŅńÝ Ŀbackground   ôQë

ƈºģŃ4 ƄŵƄë ſńŉńĭ Ŀ ŃĤë óĿ ĿƀŽƃƃģÃÝƄĭ óŀŽƑ ƀÝïƇÅúŽĤúħ ƀ:
e. ƀŵFormat ƀľ¾ ƄžúŹBackgroundĠëĤ¶ƃ żŎÝė.
f.ń¾ģŃ ƀŵï ƀľ¾ ƄžúŹ óƄō óŀžFill EffectĠëĤ¶ƃ żŎÝė.
g.Ý ôë ƄžúŹ ƀÝ Ŵìō óŀŽƑ Ŀ ƀPictureğÃëƃ êúŶë óŀŽĤħ.
h.ƀÝSelect PictureÑĭ× óŀŽĤħ êúŶëğÃëƃ.

Foreground ²¿� {

{Background[Zzf¿Y Âu�� {

Background  ²¿� {

(c) ketabton.com: The Digital Library



94

 ĿSelect PictureƀÝÑĭ×   ſńQŉ ƄQŵƄë êQúŶë ƀÝ óŀŽĤħ   ƄQžúŹ ƄŶëĤQ¶ Ŀ ŃƄQ»Žģ Ŀ)  ŴìQōej-m (
 ŴĮŊúŽģńÝƇÅöë .

ÁŵƄũ ƀQQQŦƁ ƀQQQÝ êQQQúŶë óŀQQQŽĤħŃ
      õŅ ôQìÝ ńùƄŒQĭ ôå ğÃëƃ  ƀQŹń

÷Ŀ ÷Ƅō .
  ƃĿƄQQQĵƄŹ ƀQQQŵ ôQQQë ŃÁQQQŵƄũ ƀQQQÝ

ĠëĤ¶ƃ Ƅù ƀľ¾ ƄŽƃńùƄŒĭ .
OKQQQÑĭ×ÄĤQQQìúëğ ƄQQQ¾ńĭ

QQQŉĤĮŉô  ôQQQë żŎQQQúĮŽŅńÝ ƀQQQÝ
ƇńùƄŒĭĤù ŀúŵĤō êħïƈōģŃ ÁŽƃń.ej-mƄžúŹ ĥĤľĮŽģ Ŀ ŃƄ»Žģ Ŀ ƀÑħ

ƀŵbackgroundƄŵƃÀ ƀŵ żùģņƉÀ Ŀ ƃģƄŽ ƀľ¾ïŴĮŊúĽģ ƀ·

 ƀÝ ƈìŽƃƄë ſĿŅøÝƃńïƄĭïƇƄë ſńŉńĭ ôŽÃë óŀŽƑ ƀ:
e.ƃńÝ µžùĤÝŃƃĤÝïğņúŽģńÝ ŷģń .
f.ƃĿſùƒŉ ƀŵ ſńŉ ƀŽƃÁŶöħƒöħƄbackgroundğÃëÂƄĵ ƄŽƃŀúŵĤō Ĥù.
g. Áùƒŉ ſƄù ĿbackgroundŴħ Ŀ ƃģ ņùŃƄ»Žģ ƀħ ƀħTextureƇƃ.
h. ƄŽƃÁùƒŉ ĿLayoutƀħTitle & TextĠëĤ¶.
i. ƄŽƃÁùƒŉ Ŀ Ĥù ķńřÀżùģņùOcean ĠëĤ¶ ƃ.
6.ùƒŉƃńÝ ƀŵ ƃģ ğÃë ƀŹńùŅ ƀŽƃÁïĠºƃƃ ƀľ¾ ŷģń.
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Ý à�¶ñë ìñ�±ì

ø± §ñç«�¨æå èåëėSlide Show

 ·ŽņùńÝ Ŀö         QƂŹ ƀQÝ żùģņQùÀ ƃģ ƄŵƄë ƀĭ ¹žŹģŃ Ŀ ŴùĤũ żŎQ      ôQë ųQĤùGúÝĤå ƇŃĤQë ƀQÝ ÄƄQŹ 4ų= ƄQŉƃģ ƃģ
   4ƃƃÂƄĵ ƀŽƃÁùƒŉųƃńĮžë ƃƄë ôƉ   ƃƄë ķƒőģ ƃģ ôƉ .ƀĮŉƃŃƃ ƄŵƃŃĤúĭ ƀŵ ģƄĮĺŹ Ŀ ƄĽ  óŀQŽģÂƃ Ŀ

     ƄŶùĤŉƃ Ŀ ÄƄŹ ų=ƂŹ ƀÝ ƄŵƄë4 ŹƊƄžï ƄŽƃņú¾ ƃŃƄŽ ƃģ ƄŽĤń¾ïõŀž QŽ ĤúĭÂģ ƀĭ ƃŀ ƀ ƃńQŵ4   ƃÂģƄQť ôºģƄQù
    Ƅĭ ſÃÞŎħ ƀÝ Áùƒŉ ńƁï        ƃģ ſÃÞŎQħ ƀQÝ ſńQŉ ĦQúĭńĭ ƀQÝ ƃģ ƈŊQúŽƃ ļQŹ ŃƄ·úŽĤŹ Ĥù ƈŽƃŀúŵ Ŀ ƀ ƀŽĤQÈƃŃ

Ƅĭïƈō ųĿƄÈ ƃ ƀ4óŃģŀžŽ ƀŵ µŊžħ óĿńÝ ƄŽ)Slide Show ( ƀľ¾ïƄŶĽģ ƀ· .

)ek-mƀÑħ (ſŃģŀžŽ ƄŽƃÁùƒŉ ĿSlide Show

 smü :
 ƀĭ óŃģŀžŽ żŎúĮŽņùńÝ ƀľ¾ Áùƒŉ ƇƄō ĥĤľĮŽģ ƀŵ ƃÂģƄťƃ ƀë

 óŃģŀžŽ Ŀ 4ƃÃë óŀŽģÂƃ)view ( ƄžúŹ ƀŵ ļŹńÝShift +Fi

  Ĥù żŎÝėøÑĭƄŶĽģ ŃĤë ƀľ¾ .

¬��¦á ë� s��áìÞÊás�ìÝ�æm� ð��
ĭĤŹƄŶŢŹƈĵƄŵĤžìĭƈ(Information Techology)
ĭģńħĤľŹƈĭĤŹƄŶŢŹ ƃģƈĵƄŵĤžìĭƈ(Information & communication Tachology
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ø± §ñ ìåëė è¦Ą ē¡¬Á ĝåęáìÝ èÝ ç«�cÝp¥� èýòÜ�²(Slide Layout)
Ƈŀžħ ķńřƄŽƃÁùƒŉ Ŀ(Slide Layout) ƀQìŵ Ħúĭńĭ øŽÃŹƄŵ ƄŽƃņú¾ Ŀ ôºģƄù:   ôQë ÁùƒQŉ ƀQÝ

ŃĤå 4żĮŹ´ 4êúŵńŉ 4ƀŽƄ·úŶħ 4 ŷƄŽƀžìƊŵ 4ƇĿ īŃĤĨš ƀľ¾ ƃŃƄŽ ƃģ ŃƄ»Žģ.
ŉĤĭô ƑƄëó        µžùĤÝŃƃĤÝ ƀÝ ğÂģƄťƃ ôå ĬĽƃ ńƁ Ġō       ŻƄŵŀQħ ƀQĭ ÖŀQžħ ķńQř ƄŽƃÁùƒQŉ Ŀ ôQë

ğÃëŃƃ .                 ÷Ŀ øŽƄQō ųQ=ƂŹ ƀQÝ żùģņùÀ Ŀ ôºģƄù ŻƄŵŀħ Öŀžħ ķńř Ŀ ôå ğńŵƃ ĿĤù ƀÝ .    Ŀ ÁùƒQŉ Ŀ
   Öŀžħ ķńřƀžëĤ¶       Ƈńŵ ſÂģ óŃƄÝ ģƄĮĺŹ ƀÝ ĥĤľĮŽģ ƃģ .ôžŢƉ ŉĤĮŉø   QöĮŽņùńÝ Ŀ  QÝ żŎ     óŃƄQÝ ģƄQĮĺŹ ƀ

Ƈńŵ ſÂģ .öĮŽņùńÝ ƀÝ   Ŀ ôQÈƄĽ ôQŶÞĽ Ŀ ôë żŎSlide Layout ŶëĤQ¶ Ŀ   Ƅĭ óŀQŽƑ ƀQÝ ſŃĤQÞŵ Ƅ Qï ƀ
ğÃëƃ Ŵźš.

e.ƀŵFormat ƀľ¾ ƄžúŹSlide Layout ĠëĤ¶ƃ żŎÝė.
f.ń¾ģŃ ƀÝï    ôQë ƄQžúŹ óƄQō ſŀQž   ƄQù ńQÝ ÁùƒQŉ Ŀſ QĹńřƀ)Slide Layout(  óŀQŽĤħ  êQúŶë

ğÃëƃ.
3. ķńř ſŀŽƃÂģ ôë Áùƒŉ ƀÝƈºģŃ.

el-mħƀÑƀÐĤÝ óŃģŀžŽ ĿSlide Layout
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h -�Ŷúħðƀ: Ŀem-mğÃë ÂƄĵ Áùƒŉ Ƅù ńú¾ ƀÝ ôÑħ.

em -mƀÑħ

ì� Ē¨å÷ èb èåëë�ęb ìÝì±« è�¬± § Ē«�f Ē§ §pï§ è.
e.ğÃë ÂƄĵ Áùƒŉ ÷ƄŽ Ƅù.
f.ƀŵFormat ƀľ¾ ƄžúŹSlide DesignĠëĤ¶ƃ żŎÝė.
g. ƀľ¾ ƃÁžùƃ ƀŵ żùģņùÀ ĿƄŽƃÁùƒŉ ĿCapsulesëĤ¶ƃĠ.

h. ƀŵFormat Ĥúħ ƀľ¾ ƄžúŹSlide LayoutĠëĤ¶ƃ żŎÝė.
i.öħ Ŀ ôĹńř ĿŶðƀŵ Ƅõƃƀľ¾ ƃÁžText&TitleĠëĤ¶ƃ.

j.ôë ƀĽńħ ƀÝ êúŵńŉ Ŀ" ƈĭĤŹƄŶŢŹĭ ƈĵƄŵĤžì "Ġìúŵƃ.
k.ôë ƀĽńħ óŀŽƑ ƀÝ ƀľ¾ êúŵńŉ ƀŵ" ƈĭĤŹƄŶŢŹĭ ſĿ øō ƀ¾ ƈĵƄŵĤžì" 4Ġìúŵƃ.

       ŉĤĮŉ ƀĮŉƃŃƃ ƄŵƄë ſńŉńĭ ƀŵ ƄŽƃƃģÃÝ ƄúžĭŃƄÝ Ŀô     Ƅĭ ƀŮúŭĿ ƀÝ ƀħ Áùƒŉï   ŉ ƈžĭŃƄÝ Ŀ ƀ  ųƃÀ ƀÝ Áùƒ
Ƈƃ .

.

s�ìÝ�æm� ð��¬��¦á ë� s��áìÞÊá

ĭĤŹƄŶŢŹƈĵƄŵĤžìĭƈō ƀ¾øſĿ6
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Ė §ñ�®ñìæìåèåìÝëĖ(Design Templates)
  ƃńÝ µžùĤÝŃƃĤÝ ƀÝï      Ŷúħ ƄùƄō ķńř ôìľŹ Ŀ ôë ŷģńð     óƃĤúĮŽƄō ĥĤľĮŽģ Ŀ ƄƀĮō  ×ŽĤŉė ƀÝ ôå ƇĿ

ŉ         QöĮŽņùńÝ Ŀ ƀQľ¾ ƄŦƁ ƀŵ Ƅō ÷ƑƄë ſń         ſŃĤQÞŵ ƈQŵģƃ ƀQÈƑ Ŀ żŎ   ƄQŶĽģƃ ƀQ·Ì . QŶöħƒöħ    ĤQù ôQĹńř ô
       ƀQľ¾ ƄŦƁ ƀŵ ôå Ƈńŵ ŻƄĮō ƀŽƄžùģņùÀ    ƀQÝï   QöĽģ ƀQ·          ƈŊQúŽ ƀQÑħ ſŃƄQťƑ żŎQúĮŽņùńÝ ſńQŉ ôžĮŊ .  ƀQŵ

ƈĹģńřƄùƄōŶúħð Ƅ)Design Templates( Ŀ ƀľ¾ï·ôƄĭ óŀŽƑ ƀÝ ſŃĤÞŵ ôžĮŊúĽģ Qï  ŴQźš ƀ
ğÃëƃ .

e.ƀŵFormat Ŀ ƀľ¾ ƄžúŹSlide Design óŀŽĤħ żŎÝė êúŶëğÃëƃ.
f.ĠëĤ¶ƃ ķńř Ĥù żùģņùÀ ôÈƄĽ ôŶÞĽ Ŀ .
g.   Ƅō żùģņùÀ Ƅù ĿƇ   ŵÄĤìúë ƀÝ Áùƒŉ       ģ ƀQÝ ÁùƒQŉ ôŉĤĮŉ ſńŉ ƄĭĤŹƄĭ  Ƅĭ ƀQìú Qï     żùģņQùÀ ŀQŽƃÂģ ƀ

ƈŶĽģ.

)fd-mƀÑħ(ƀŽƄŵƃÀ ƄŽƃÁùƒŉ ƄùƄō ƈĹģńř Ŀ
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�±ìÝ à�¶ñë çë§

ø± èbñ § ēl ė�l¬¡Ææ� ē¡¬Á §ò à)Animation Scheme(
 ƀÝ ƀľ¾ żŎÝė óĿ ƀŵï·ôŉĤĭ ſńŉ ôžĮŊúĽģø óƄù ƀÝ żĮŹ Ŀ 4ƄÑħ ƀÝ żĮŹ Ŀ Ġō ÷ƑƄë 4ôĽńħ

ğÃë ƀĭ ¹žŹģŃ ĤúĮŽƄō ĬÉºƄĽ Ŀ ôë ƄŽƃņú¾ ƃŃƄŽ ƃģ ƄŽƃŃƄ»Žģ 4ƄŽƄìúŵńŉ ƈšńũ 4ƄŽƄìúŵńŉ .
ŉĤĭ ſńĽƑĤħôĠō ÷ƑƄëŴöħƒöħƀŽƄĮëńĹ4ƀìŵ :öë ƈžåƄëƄŵ ƃģ ųŀõųŀƊöĽń¾ 4 ƀÝ ŃƄŽ ƃģ ųŀ

 ŴÞĽ ÁùƒŉğÃë ŸúŞžĭ ôë .Ƅĭ ſņúŵƄ¶ ƀÝïõŃĿ ƀÝ ĬÉºƄĽ 4ƀĿ Âƃ ŨùńŢĭ Ŀ ôë ƄŽƄĮĽƃ ƄƇ :
K. §�ìæåìÞ�¥ë)Entrance(
L.�¥ë èb ìÝìl Ē¨å�Ęë §)æòü §qç«�cÝ «�) (Emphasis(
M.�¥ë èb ìÞ�ë §)è¦á § è¦Ą Ē«�¨æå èÝ ėñø± ðmåìÞ��« �ñ èĄ Ü� §()Exit(

ƊžĭŃƄÝ ƀŵƄńƁ ƀÝ ƀľ¾ ƄĭƑĤĹ ſƄō ŴëĤ¶ ôìľŹ ƀŵ 4ôë ſƄù÷
Ƅō ŨùńŢĭ ƃģ÷ƀŽƄĮÉºƄĽƇńŵ ŻƄĮō .

 ĿSlide showĿ ôå óŃƑ ƀŵ ƄžúŹ óŀŽĤħ ƀ·Ý ƀÝ ƄžúŹ ƈŶőģ
 Ŀ 4ſĿ ƀĭńÝCustom AnimationğÃë êúŶë ƄžúŹ4

ŵĤŢũ ƀÐĤÝ żŎúźúŽģ Ŀ Ƅ¾ńĭƀƈō.

)fe-m (ƀÑħ ĿĬëńĹ ƄŶëĤ¶ ĿƀĺŪő
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  ƀÝfddg  ƃńÝ µžùĤÝŃƃĤÝï    ƑƄë ôë ƈŵĤŦĮŉƄÝ Ĥù ŷģń÷     ńƁ ƀÝ Ġōńöźō          ņQú¾ ſƄQù Ŀ ğÂģƄQťƃ ôQå
ëńĹ ôë Áùƒŉ ƀÝ ſŃĤÞŵğÃë īĤùŅŃƃ żŎúźŽģ Ĥù Ĭ .    Ŀ ƀĮQŉƃŃƃ ƄŶëĤQ¶ ƀQŵ ņú¾ ƇÂƄŹƄŽ ĿAdd

Effect Ñĭ×         ĬÉQºƄĽ ÷ƄQŽ ƀĮQŉƃŃƃ ƄQŶƁƃ ƀÝ  ŀQŽƃÂģ
ƇÅúĭĤùŅŃƃ ƀĭ ņú¾.

 ĿAdd EffectÑĭ× ĬĽƃ ĬÉºƄĽ Ŀ ſńŉ ƄŵƄë êúŶë ƀÝĠëĤ¶ƃ .
žìľŹ ğÂģƄťƃ ƀëƈƄōÂƄĵƇ Ĥúħ ƀĭ ĬÉºƄĽŻƄŵŀħ Ŀ ğÃŹƄŵ 4ğÃëŃƃ

ƀĮŶƁ ôë ƀĽńħ ×ž»žŹ ƀÝ ôĺŪő ſńŉńĭ ƀÝ ŃĤë óĿ Ŀ ôå ğÃë ĥĤľĮŽģ ņú¾ Ƅù ğÂģƄť ôå
 Ŀ ſńŉƄŵƄëAdd EffectÑĭ× ƀÝChangeĠō ÷ƑƄë ƃģ ƇÂƃģ óŀŽĤħ ƀÝžìľŹƈ ĬÉºƄĽ

ĠŵƃģŃ ŻƄŵŀħ ôë.

ü sm :
ğÃë ĥĤľĮŽģ ņú¾ ŷƄë Ŵħ Ĥù Áùƒŉ ŀùĤħ4 Ƅ¾ńĭAdd

Effectĭ×Ñ ŴÞĽ Ġō ÷ģÃëƃ ƃģ ƈō ƀŵĤŢũĿôÈƄĽ
ğÃë ´ĤùŅ Ńƃ ôë Áùƒŉ ƀÝ żŎúźúŽģ Âƃ .
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ƀžĮÈƄÝ:Žń¾ ƀìŵð ųŀúŵ ôë Ŵìō ƈžĭŃƄÝ ƀÝ ôå ƀƇÅöë4 ƀľ¾ ƄŽƄžŎÝė ƀŵ ƄùMotion Path
÷Ŀ .ģ ƇƄë ſńŉńĭ ŃĤë ƀ¾ żŎÝė ģĿ Ŀ ƃƄŽĤúō ƀ¾ ſńŉ ĬëńĹ ƀŵƃģÃĭƇńŵ6
m -iŶúħðƀ: Ŀm-emôë Áùƒŉ ƀÝ ôÑħ4)) ƈùĤúĮìùÂģ ƃģ ƈùĤúĭńĨĽĭƈĵƄŵĤžì (( ƀĭ żĮŹ

Fly in ĬĽƃ ƄŶĭƄžŽ Ŀ)Entrance(ğÃëŃƃ ĬÉºƄĽ .
ì� Ē¨å÷ èb èåëë�ęb ìÝì±« è�¬± § Ē«�f Ē§ §pï§ è .

e.ÃŹƄŵ÷ƀŵ Slide Showƀľ¾ ƄžúŹCustom AnimationĠëĤ¶ƃ4 Ŀ Ƅ¾ńĭĬëńĹ Ŀ
ƈō ƀŵĤŢũ ƀĺŪő ĥĤľĮŽģ .

f.żĮŹ êúŵńŉ Ŀ))ƈĵƄŵĤžì¶ ƈùĤúĮìùÂģ ƃģ ƈùĤúĭńĨĽ( (ĠëĤ¶ƃ.
3.Add EffectÑĭ× ƇÄĤìúëƀŵ ƃģEntranceƀľ¾More EffectĠëĤ¶ƃ żŎÝėƄ¾ńĭ

ff-m ƀÑħń¾ ģŃïŀž ſƈō.

ff-mĿ ƀÑħFlyƄë ƀĭ ¹žŹģŃ ĬÉºƄĽų
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h.ń¾ģŃ ƀŵ ôë Ŵìō ƈžĭŃƄÝ ƀÝï óƄō óŀžBasic ƀľ¾ ƄžúŹFly InĠëĤ¶ƃ żŎÝė . ƀħ ƀĮŵĿ
ƃïƄŵ Áùƒŉ Ŀ êúŵńŉ ôå ğŃƃģ ƇƄë ĬëńĹ ƀĭģƄĽ ƀĭŃƄÝ ƀľ¾ ƀĮìÈ ƀĤƊħOKÑĭ×

ƇÄĤìúëƈōƃ øŶľÝ ĬëńĹ Ŀ Ƅ¾ńĭ.
5. ôë ƀĽńħ ×ž»žŹ ƀÝ ôĺŪő Ŀ))Tile e( (÷Ŀ ÷Ƅō īĤùŅ Ńƃ ÷Ŀ êúŵńŉ Áùƒŉ Ŀ ôå .

óĿ ƀÝ ĤŢũ ƀŽƄžŎÝė ſńŉ ĥĤľĮŽģ ƀÝ ƀŦƁ Ŀ ôë ƀĽńħ÷ÅƊŵ . ôë Ŵìō óĿ ƀÝï ôå ğŃƄ
Add EffectÑĭ×ƀÝChange Ŀ ƃģ ſĿ ôĮÈƃģ óŀŽĤħRemove ƀŶħ ŷƄŽ ƀÝ×ž¶ ƀŵĤŢũ ŸƁ

ſĿ óƄō.

fg-mƀŽƄžŎÝģ ĬÉºƄĽ Ŀ ƀÑħ
Žń¾ ƀìŵð ôë ´ĤëƄå óĿ ƀÝ 4Ġžùƃ ôë Ŵìō ƈžĭŃƄÝ ƀÝ ôå ƀŴöħƒöħŽƄžŎÝģ ôå Ƈńŵ ŻƄĮō ƀ

Ƅĭ óŀŽƑ ƀÝïƇĿ ƀ .
e.ĿStartĥĤľĮŽģ:ƀìŵ Ƈńŵ ŻƄĮō ƀŽƃņú¾ ŃƄŽ óŃĿ ôë żŎÝģ óĿ ƀÝ:
xOn Click: Ŀ óŀŽĤħ Áùƒŉ ƀÝ éÄƄŹ)ŇƄŹ( Ĥù ſńŉ ƄŵƄë êúŶë ƀÝ ĿEnterÑĭ×ŵÄĤìúë ƀÝƄ

 ŴúÝ ĬÉºƄĽ ſńŉƇÅöë .
xWith Previous : ƈžìľŹ ƀŵƈōſńŉ4 ſńŉńĭƇÅöë .
xAfter Previous :ĿƀĮŉƃŃƃ óŃģŀžŽ ƀŵ ƈō ƈžìľŹ4 ŴúÝ ĬëńĹƇÅöë .
2. ĥĤľĮŽģDirection: 4ſńŉ ŷĤÝ ƀÝ ƀĭ ĬëńĹ ƇƄō ĥĤľĮŽģ ĿŃģƄŹ żŎÝė óĿ ĿŴöħƒöħƇĿ .

ƀÝFly InƄĭ óŀŽƑ ƀÝ ſĿŃƄŹ ƀĭģ ôë ĬŵĤĹï Ŀ ĬëńĹ Ŀ ôë Áùƒŉ ƀÝ ôå Ƈńŵ ŻƄĮō ƀ
ƈúÈ ÷ŃƄŵ ŴúÝ.
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g.SpeedżŎÝė :ĤúĮì·å ĬëńĹ ĿĠúÈ ģńĵģ ƃģ . óŀŽģÂƃ ſńŉ ŷĤÝ ƀÝ ƀĭ ĬĽƃ żŎÝė ģĿƇÅöë
 ŴëĤ¶ ƀÈƄĽ ƀŶÞĽ ƀÝ ƃģƇÅöëƄĭ óŀŽƑ ƀÝ ĤúĮì·å ƀŵƃÀ ƀ»žÝ ôë żŎÝė óĿ ƀÝ 4ï ŨùńŢĭ ƀ

Ƅō øŵƄë .
xVery slow: ĬÉºƄĽ)ģžùżŎúź(Ƅĭ ƃŃƃ ſńõÀ ƀÝï ſńŉńĭ ƀƇÅöë .
xSlow: ĬÉºƄĽ)ģžùżŎúź(ƀÝƄĭ ƃŃƃï ſńŉńĭ ƀƇÅöë.
xMedium:ĬÉºƄĽ)ģžùżŎúź(×ž»žŹ ƀÝƄĭï ſńŉńĭ ƀƇÅöë.
xFast: ĬÉºƄĽ)ģžùżŎúź(ƀì·å ƀÝƄĭï ſńŉńĭ ƀƇÅöë.
xVery Fast : ĬÉºƄĽ)ģžùżŎúź(Ƅĭ ƀì·å ſńõÀ ƀÝï ſńŉńĭ ƀÅöëƇ.

�Play4Slide ShowƃģRecord QÑĭ× Ŀ)Task Pane (     ôQë ƀQĽńħ ƀQÝ óŀQŽĿ
6ğÃú¾ƃ

� ƄúžĭŃƄÝ ĿƊÑĭ 6ğÃë ŻĤúħ óŀŽĿ Ƅ
�ĿPlay ģ ƃSlide Show×Ñĭō ƀ¾ ńúÝƄĭ ¹žŹńĭ ƃøĿ÷6

ĬëńĹ Ŀ ƀĭŃƄÝ ƀľ¾ ƀĮìÈ ƀŵ÷ŃƄŵ

È ƀľ¾ ôÑúë ƀŵ× ÷ŃƄŵ ĬëńĹ Ŀ ƀĭģƄĽ

È ƀŵ×÷ŃƄŵ ĬëńĹ Ŀ ƀĭģƄĽ ôÑúë ƀľ¾

 ÷ŃƄŵ ĬëńĹ Ŀ ƀĮìÈ ƀľ¾ ƀĭŃƄÝ ƀŵ

ƀĮìÈ ƀŵƀľ¾ ÷ŃƄŵ ĬëńĹ Ŀ ƀĭģƄĽ ôÑúë

ƀĮìÈ ƀŵƀľ¾È×÷ŃƄŵ ĬëńĹ Ŀ ƀĭģƄĽ

 ÷ŃƄŵ ĬëńĹĿ ƀĭģƄĽ ôÑúë ƀľ¾ ƀĭŃƄÝ ƀŵ

È ƀľ¾ ƀĭŃƄÝ ƀŵ×÷ŃƄŵ ĬëńĹ Ŀ ƀĭģƄĽ

ēæ�Ĉìb
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ø± §ñ ėãìÝ¨�)Slide Transition (
öŵ Áùƒŉ ĿĿÅ)Slide Transition ( ŻƄŵŀħ Ŀ ƀĭ Áùƒŉ Ŵħ ƀľ¾ Áùƒŉ ſƄù ƀŵ ų=ƂŹ ƀÝ óŃģŀžŽ Ŀ

 Ŵùƃ ƀĭ ôúŶźšƇÅöë .ų=ƂŹ ƀÝ óŃģŀžŽ Ŀ Áùƒŉ ſƄùĿöŉŃ ƀĭ ÷ĤÝ ƀŵ óŃģŀžŽ Ŀ Ĥù Ŀ ƃģ ƀĮŉƃŃƃ ƃŀ
ìŽƄŶĭģŃƃÃëŃƃ ſƄŶĵ ƀĭ ôŦƁ Ġō ÷ƑƄë 4ƀľŹ Ŀ óŃģŀžŽ ƀŵ Áùƒŉ ƈ . ĿôÍŶöħƄĭ ƀÝï ƀë ƀ

ŉĤÝ ƀŵ Áùƒŉ ğÂģƄťŷƄë Ŵìō ƇĿƄźš ƃģ ƈŮũģ ƀÝ Ĥù 4ƈōģŃ ƀƀŽƄĮÉºƄĽ ŃƄŽƇńŵƃ4 ŃĤë óĿĿ
Ƅĭ óŀŽƑ ƀÝ ſŃĤÞŵ ƄŵƄŉŃ ƀĭńŉĿïğÃëƃ Ŵźš ƀ.

e.ƀŵSlide Show ƀľ¾ ƄžúŹSlide TransitionĠëĤ¶ƃ żŎÝė .
f.ƒŉ ƀŦƁÝ ğÂģƄť ôå Áù øìğÃë ĥĤľĮŽģ ğÃë īĤùŅŃƃ ĬëńĹ.

3.ń¾ģŃ ƀŵïƀľ¾ ƄžúŹ óƄō óŀžĠëĤ¶ƃ ŃƄ»Žģ ôÈƄĽ Ŀ ŴÞĽ .

            ƀQľ¾ êQúŵ ŷƄQŽ ƀŵ ƄŽƃŃƄ»Žģ Ŀ ôë Ŵìō ƈžĭŃƄÝ ƀÝ4Dissolve    ĠëĤQ¶ƃ ŃƄQ»Žģ .   Ŀ ÁùƒQŉ
ō   ń¾ģŃ ųƃÀ ƀÝ ĴŽńŚïƇÅùŀž .      ĬŊQúŵ ƀQÝ ƄQŽƄĮëńĹ Ŀ ƄQŽ ƇńQŵ ƀŽƃ ĬëńĹ Áùƒŉ ğÂģƄť ƀë

ôëNo TransitionĠëĤ¶ƃ .
èæ�Ĉìb:Shape CircleĿ żŎÝėöŵ ƀÝ ƄŽ ƃŃƄ»Žģ Ŀ óŃģŀžŽĿ Áùƒŉôë ĬŊ4 Ŵźš ųƃÀ ƀ¾

ƇƄë6

��–�� ƀÑħƄžúŹ ŻƄŵŀħ Áùƒŉ Ŀ
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sl¬cĄ à²Ý
à�¶ñë«§�±ìÝ:

ø± èbñ«�l Ē¨å�� ìåëė)Ûìl r�Ā èb r�Ā <ÛĘë èāæá èÝ <Ûìl ç«�mĈ ë� ûb(
 ƀÝNormal Ŀ ƀŽƃÁùƒŉ Ġō ÷ƑƄë ôë ƀŽĿƄÈDrag & Drop óŃƑńÝ ÷Ĥº ƀĮŉńŹ ƀÝ

ğÃë ÷Ĥº .ƃńÝ µžùĤÝŃƃĤÝ ƀÝ ŸƁ ųÂƃ ƀ»žŹ ƀŵïƇĿ ƀŽĤŉė ńõÀ ôë ŷģń .ŉĤĭô Ƅù Ġō ÷ƑƄë
 ƀÝ ƃģ ĥĤľĮŽģ ÁùƒŉDeleteÑĭ× ſńŉôƉö·žùņùńÝ ƀŵĠŉĤħƃ ƀľ¾ żŎ . óŃƑ Ŀ ƄŵÂƃ ƀ»žŹ ƀŵ Ŀ

Ƅĭ óŀŽƑ ƀÝ ģńĵģïĿ ƀſ .
e. ĠŉƄù ôù ƀ»žŹ ƀŵ ğÂģƄť ôå óŀŽĤħ Áùƒŉ ƀŦƁ ƀÝĤìúëƇÄ.
f.ń¾ģŃ ƀŵï ƀľ¾ ƄžúŹ óƄō óŀžDeleteĠëĤ¶ƃ .
3. ÁùƒŉÝƄĭ ƀìú¶ĤŹƄ¶ģ ƀï·ŽņùńÝ ƀŵ ƀöƈºƃ ƀľ¾ żŎ.

e-edƀÑħŴĮŊùģ Áùƒŉ Ŀ ƀľ¾ żŎúĮŽņùńÝ ƀŵ
ÝĤë Áùƒŉ ĿƈƃńÝ ƃŃƄŽ Ŀ ňúũė Ŀ ŸƁ ųƄëï ƀŵ ńú¾ ƀÝ ƄŽƄŹģńCopy ƃģPaste ſńŉńĭ ƀľ¾

ƇÅöë .ÝĤë Áùƒŉ Ƅù ğÂģƄťƃ ƀëƈģ ğÃëŦƁ ƃńÝ ÷Ĥº ôë ÷Ĥº Ŵħ ƀÝ ƀğÃë ÷Ĥº4 óŀźƁ ƀŵ
Copy ƃģPasteƄĭ óŀŽƑ ƀÝ ƀľ¾ï ƀĠŶĽģƃ ŃĤë .

e.ÝĤë ôå óŀŽĤħ Áùƒŉ ƀŦƁ ƀÝƈğÃëƃ êúŶë øÈ ğÂģƄť ôù ųƄë .
f.ń¾ ģŃ ƀŵï ƀľ¾ ƄžúŹ óƄō óŀžCopyĠëĤ¶ ƃ .
g.Ƅĭ ƀìú¶ĤŹƄ¶ģ ƀÝ Áùƒŉï ôë ÀŃƄħ ÜúŶë ňúũė ƀÝ ƀÝĤëƈƇÅöë.
h. ƀÝ ƀŽ ƄŵƄ¶ ƀŵŉƃŃƃ ƃģ ğÃëƃ êúŶë øÈ óŀŽĤħ Áùƒŉ ƈĮPasteĠëĤ¶ƃ żŎÝė.
i.Áùƒŉ ƀÝ ƄŽƃÁùƒŉ ƃŃƄŽ Ŀ ôë ƀĽńħ ×ĮŉƃŃƃ ƀÝŷģƃĿƇÅúĭĤùŅŃƃ .

§ §�ìĕé ã�¬Č ìá ã��²å�ÎÑ�r
 ìñ ã�å�ÎÑ� Ěìá
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ø± §ñÛìl ç«�mĈ ë� Ûìýb ė
  ƄQŵƄ·Ý Ŀ ÁùƒQŉ Ŀ ų=ƂŹ ƀÝ żŎúĮŽņùńÝ Ŀ (Hide Slide)      ƀŽƃÁùƒQŉ ĤQù ÁùƒQŉ Âƃ ôQÈƄĽ Ŀ ſŃĤQÞŵ

 Ĥúħ ƃģ ğÃë ĥĤľĮŽģHide SlideƀÝ żŎÝėShowSlide  ĠëĤQ¶ƃ ôQë ƄžúŹ . ŽŃģŀźƁ ôQŉĤĭ Qð ƀ
ō ƇƑƄëĠĿ tasupane     QÈ ÁùƒQŉ ƄQù ńQÝ ôQë ƀĽńħ ƀÝø  ÃQë êQúŶëğ   Ŀ ĤQúħ ƀQĮŶƁƃģHide

Slide ÝėŎ  ƇÃë ĥĤľĮŽģ ż . Ƅō ŴëĤ¶÷    ƈō µÝ ƀħ Áùƒŉ .        ƄQŽ ƈō ſŃĤìÈ Ĥúħ Áùƒŉ ğÂģƄťƃ ƀë
 Ĥúħ ŴºƄùHide SlideĠëĤ¶ ƃ.

f-edńŉ êúŶë øÈ ƀÝ ƀÑħųƄ·Ý Áùƒŉ Ŀ ſ

g-ed ƀÑħ ƀŵSlide Showƀľ¾ųƄ·Ý Áùƒŉ Ŀ

(c) ketabton.com: The Digital Library



107

ø± §ñ ė�m�ò ¬ñ �b�l ìĄðÛìlK

   ƀŵ ğÂƃģŃ Ŵìō ƇŃģńìĭ ƀÝ ôë żŎúĮŽņùńÝ Ƅù ƀÝ Áùƒŉ Ƅù ğÂģƄťƃ ƀëDuplicate  ƀQľ¾ żŎÝė
ï ĠŶĽģƃ ƀ· .      ƀÝ ƀľ¾ żŎÝė óĿ ƀŵï·ô  Ġō ÷ƑƄë ſńŉ ôžĮŊúĽģ Ŀ  ôQŶÞĽ    ƀQŵ ÁùƒQŉ Âƃ ôQÈƄĽ

½úƁ     ğÃë ńúĲìĭ ƀĭńÝ ŻƄŵŀħ ųƃÀ .  ƀŵDuplicate     Ŀ ƀľ¾ żŎÝėï        ƀQŵ ſŃĤQÞŵ ôžĮŊQúĽģ ƀ·Insert
Ƅĭ óŀŽƑ ƀÝ ƀľ¾ ƄžúŹïğÃëƃ Ŵźš ƀ .

1.                 ĥĤQľĮŽģ ğÃQë ôQù ńQúĲìĭ ğÂģƄQť ôQå ÁùƒQŉ ƀQŦƁ ÷ÃŹƄŵ
ğÃë .

2.  ƀŵInsert  ƀÝ ƀľ¾ ƄžúŹDuplicate    êQúŶë óŀQŽĤħ żŎQÝė
ğÃëƃ .

3. ńúĲìĭ Áùƒŉ Âƃ ôÈƄĽ Ŀ ƄŉĤĮŉƇÅöë.

g-e� Áùƒŉ Ŀ ƀÑħ ńúĲìĭ
ñø± èb«�l Ē¨å�� ìåëė

 ƀÝ ƈìŽƃƄë ſĿŅÝƃńïƈƄĭïƇƄë ſńŉńĭ ôŽÃë óŀŽƑ ƀ.
1.ńÝùżŎúĮŽņğÃë ÂƄĵ .
2.Ƈńŵƃ ƀŽƃÁùƒŉ ƀ»žÝ ŀùĤħ żŎúĮŽņùńÝ .
3.ńÝ ÷Ĥº ƀŽƃÁùƒŉğÃë ÷Ĥº.
4.ğÃë µÝ ƀŽƃÁùƒŉ ƈžúºğÃë óŀŽģÂƃ ƀĭ óŃģŀžŽ żŎúĮŽņùńÝ ƃģ.

˺ Duplication

smü:ŴÞōƄĭ
 Ĥù Áùƒŉ ôå 4 Ƅō ſƄÝ Ƅō ÷ƑƄë ƀÍž¾

6ƇĿ ƇƄō ųÃë µÝ ƀŽƃÁùƒŉ
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ìñësl¬cĄ à²Ý
�±ìÝ à�¶ñë¬ÞĄ:

å¬ýå� èbòãìýÝ ì��áìÞÊá § ēl û
 Žń¾ ƀìŵð                 ŵƄ¶ ƄĭĤQŹƄŶŢŹ ƄQìŽƃńŵ ƃģÃQĭ ƃģ ƄĭĤQùŅ ƃńõÀ Ŀ µúŽń·Žģ Ĥù Ħùƃ 4ğÅúƁƄÝ ôå ƀ Qð    ƄQŽ 4ſĿ ƀ

           ×QÈƄĽ ƀQÝ 4÷Ŀ ŃĤQë żŹņŽƄĮQŉ ńQõÀ ųÂƃģŃ ƀĮŉƑ Ĥù ųƄë ģŀúÝ ƄĭĤŹƄŶŢŹ Âƃ ôÈƄĽ Ŀ µŊžħ óĿńÝ
           ôQŉģĿ ŻƄ·ŵ Ŀ ôë Ħùƃ ƀÝ ôå Ƅùģƃƃ Ƅō ÷ƑƄë ſńŉ ƃńÝï   ƇĿ ƇƄQō ÂƄQĵ ƀQŽƄŹģń4   ųƄQ¶ ƄQ¾ńĭ

ƈŶĽģƃŃĤë ƀľ¾ ƄŦƁ ƀŵ ƈō ÷ƑƄëƃ .
 ƃńÝ ƀŦƁï              óńQĭ ôQë µQúŽń·Žģ ƀQÝ ſŃĤQÞŵ ŻƄ·ŵ Ŀ ƄĭĤŹƄŶŢŹ Ŀ ôå ŷģńï   ŴĮŊQúĽģ ƀQ· ƇÅQöë  Ŀ ŻƄQ·ŵ Ŀ
ƄĭĤŹƄŶŢŹ ĤùSearch EngineƇÅùĿĤù ŷƄŽ ƀÝ . ſƃĿ ÄƄŹ    ĻģńQÝ ńQõÀ ôQå ƀŽƄžúQōĤŹ ŻƄ·ŵĿ ƀŵƃÀ  ƀQÝ

 ųÂƃ ŃĤëƇÅöëŀŽƑ ôŽÃú¾ńĭƄŊúŽ ó.
K-pìp   µ�á ãìýÝ § Üòä:     ŽĤº ôë Ħùƃ ƀÝ ğÂģƄťƃ ƀëð  ƇÃ īĤŹƄŶŢŹƄ·ŵƃğ  ğÂģƄQť Ĥù ƃģ

  ŻƄ·ŵ Ŀ 4ğÃëƃ ŻƄ·ŵ ſÂģ ƀÝ īŃĤĨš Ĥù ƃģ ƈëƄùƃ ŸƂŹ ſƄù Ŀe  ƀQľ¾ żŎÝė ƀŵï  ĠQŶĽģƃ ƀQ· .  ŻƄQ·ŵ Ŀ
   ƀÝ ƀŽƄžúōĤŹŶöħƒöħ     QŉĤĭ êúŵÃŵ ƄÐĤÝ Ħùƃ Ŀ ƃģ ƇƄ·ŵ ôë µúŽń·Žģ ƀÝ īĤźŶë ŸƂŹ ôë ƄŽƄ·ùĤŉ Ƅ ø ƀQĭ

ƇƄëŃĿ ŇƑ ƀÝ)e-eeƀÑħ(.

e-ee ƀÑħŴïƄïfżúōĤŹ ŻƄ·ŵ Ŀ

˺ Search Engine
˻ Google
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2- ÂÅZË)Yahoo:(ƃńÝ ƄƁĤùïôë µúŽ ń·Žģ ƀÝ ŷģńĿƃńÝ ƄŵƄźŢŹ ƄŵƄ¶ńĭ ƀŵ ŻƄ·ŵï ƀľ¾ ƄŽƄŹģń
ï ŴÑƇÅöë .ƃńÝ ƄƁĤù ƀÝïôë ŷģńīĤŹƄŶŢŹƄŕƄŹ ĿşĿ ƇƄō ƇŀžĨŵÀ ſńŉ Ħúĭńĭ ńÝ ĤĨŪŵģ Ŀ ƃģƇ 4

ƄŵÀ ƈšńũ Ƅ¾ ƀÝ ƀŵÀ ſńƁƃõŶŎƀƇÅöëƄĭ ſņúŵƄ¶ ƀÝ ôŵÀ ģĿ ƃģï ƀìĨō ńú¾ ƀÝ ôŽƃ óƄù Ŀ ƀ
ƇƃÂƄĵ .

              ğÂƃģŃ ƀĮQŉƑ īĤQŹƄŶŢŹ ſÂģ ƀQÝ şƄQŕƄŹ óņúŵƄ¶ óƄù Ŀ ğÂģƄťƃ ƀë4     ƃńÝ ƄƁĤQù ƀQÝ Qï     ƀQŵ ôQë ŷģń
    ƀľ¾ êúŵÃŵ ĿƄĵƄŹï               ƄŦƁńĭ ôŊÝ ƄŵÀ ƈšńũ ƀÝ ƃģ ĠëĤ¶ƃ şƄŕƄŹ ſƄù ſŃĤÞŵ ŃĤë óĿ Ŀ 4ĠŶĽģƃ ƀ·

ƃïĠºń4     Âƃ ôÈƄĽ ôŶÞĽ Ŀ Ƅ¾ńĭ   ğÅúŉŃƃ ƀĭ şƄŕƄŹ .ŉĤĭø ŽŃģŀźƁð    ƀQźŶë ƀźƂŹ Ġō ÷ƑƄë ƀ
       Ƅĭ ƀźúŮĮŊŹ ƀÝ ôë ´ĤëƄå ƀÝ ŻƄ·ŵ Ŀï       ğÃQëƃ ŻƄQ·ŵ ôŊQÝ ƄĭĤQŹƄŶŢŹ ƀQÝ ƃģ ğÃQë ÜùĤ¶ ƀ.)f-ee

ƀÑħ .(

f-eeńĭ Ƅù ſŃĤÞŵ ŻƄ·ŵ Ŀ ƄƁĤù ƀÑħƃńÝ ųƄźŢŹ ƄŵƄ¶ï ŷģń
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 sÝ�Î�±ìb ðl�¬�µ� ë� �ñĘëK

ĿFreewareƈŵĤŦĮŉƄÝ:
ĿFreeware    ƃńÝ ĦQŶřƃģĿ Ŀ øŵĤŦĮŉƄÝ Qï  Qŵ ƄQìŽƃÂƄĵ ŷģń ƀ    Ƅĭ ĤQùÂƃ ƀQÝ ƃģ ƇÅùÂƄQĵ ģƄQĽ Qï Ŀ ƀ

 ųƄëŃƃ ôë ŃĤúĮĽģ ƀÝ ƄìŽƃƄëŃĤëƇÅöë.
ƃńÝ ųƃÀ ģĿ ƈQQō ƇƑƄQQë øìŽƄëŃĤQQëïƄĭ ĤQQùÂƃ ƀQQÝ ƀQQŽƄŹģńQQï ƇÃQQë ƀĮìQQÈģŃ ƀQQľ¾ ĬQQŽńĮŽģ ƀQQŵ ƀ

ŽŃģŀźƁƃģðƈō ƇƑƄë ƀ ĬùĿƃŀĺŹ ŷƄë ƀŵƀĭńÝƃńÝ ƇĿ ƀŵïſĿĤŪĮŉģ ƀľ¾ ƄŽƄŹģńƇÃëƃ.

 ƃńÝ ģĿ ƀQQŽƄĮĽƃ ńQõÀï ĤQQúĮĽģńÝ ƀŚQQŉģƃ ƀQQÝ ĿńQQũ ſƄQQù Ŀ ƀQQŽƄŹģń
Ƅĭ ĤùÂƃ ƀÝ ƃģ ƈŹƄŹï ŇƑ ƀÝ ƄŵƄ¶ Ŀ ƀë ô ųƄëŃƃƇÅöë .

˺ Freeware & Shareware

smü: ôå ğńŵƃ ĿĤù ƀÝFreeware ƀ¾Ƅù ŷģńÌƃńÝ
ƀÝ ƀìº 4ƇĿ ŸƁ éĤŽńŚĽ  ôë ƄŽƄŹģńÌƃńÝ óĿ ńúźō Ƅù

 ƈŵĤŦĮŉƄÝ ƈŉƄŉĤĵ)Spy-ware ( ƇƄō ĦŒŽ ƀÌƄĭ ƀ·Ý ƀÝ
 ƀ·Ý ƀÝ ſÂƃ ſÃë ųƄ¶ ƄìŽƄĮŊúĽģ ƀ·Ì Ŀ ƈō ÷ƑƄë ƃģ Ƈƃ

ƇŃĤ¾ƃ ƀÌƄĭ .
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l�¬�µ�ðÝ�Î�±ìb ð)Shareware(
   ƃńÝ ôŉģĿ øŵĤŦĮŉƄÝ ƈëģńĮōģï     Ƅĭ ĤùÂƃ ƀÝ ôå ÷Ŀ ŷģńï    ŴŎQùƃ ƀ ƇÅQöë    Ŀ ƃģï      ƀQÝ ƄìŽƄĮŊQúĽģ ƀQ·

   ųƄëŃƃ ŇƑëöƇÅ . ĤùÂƃ Ŀ ƀľ¾ ƄŵĤŦĮŉƄÝ óĿ ƀŵ ôžúºï·ô   ƇńQŵ ĬQĽƃ ĿƃŀQĺŹ ſŃĤÞŵ ôžĮŊúĽģ .
    ƃńÝ ƈëģńĮōģ īŃĤĨš Ŵħ ƀÝï  ƀŽƄŹģń  ôåńõÀó  ƄQŦƁ Ŀ ƃģ ƇƃĤùÂƃ      ųŀQħ ƀQÝ ƀQŦƁ Ŀ øìŽƃƄQë ŀQúŵƄĭ

  ôë      ƄŵƄë ƀŉƑ ńĭ Ŀ ƄŊúÝ ƃÅŵ ƃńõÀ ĿƇńŵ ƀŶúƁ .ŉĤĭ ƀëøÅŵ óńõÀó ôŊQúÝ   óĿƃŀQĺŹ ĤQŽ Ŀï Q·ô
  ôQë ųŀħ ƀÝ ôžĮŊúĽģ ŀQúŵƄĭìŽƃƃƄ  ğÃQëŃƃ ƀQĭ4 QŉĤĭø  Ƅĭ ƀQìú¶ĤŹƄ¶ģ ƀQÝ Qï  ƄìŽƃƃŀQúŵƄĭ ƀQŵ ƀ  ſńQŉ

         ĤQƂŹ ƀQÝ ƃŀQúëģŀúÝ ģŃ Ŀ óņŽƄĮQŉ ôŹƄQë Ŀ ƃģ ğÅúë ńĮŊĵģŃ      ƀQľ¾ ƄŽƄĮŹŀQĽ ƀQŵ ôĮQŉńŹ ĤQùÂƃ Ŀ ų
ë żźĽńħÅöğ .

ŉĤĭô          ƃģ ƄŽĤĮQŉƃĿ ƄQŶÞĽ ƈŵĤŦĮŉƄÝ ƈëģńĮōģ Ġō ÷ƑƄë
    ĠŎQùƃƃ ƀQĭ ƄŽģŃĤìźƁ4          ƀQŶúƁ ŸQƁ ƀQľ¾ ÷ƄQŦƁ ƀQŵ ƀQĮĨŵģ

ƇÅöë  ƀŦƁ Ƅ¾ńĭÅŵó     ôĭĤQÝ ŴQĭ ƃģ óĿƃŀQĺŹĤŽ Ŀ ôŊQúÝ
   ƀQQĭ ƈìŽƃƃŀQQúŵƄĭ ƈŵĤŦĮQQŉƄÝ Ŀ ôQQë ųŀQQħ ƀQQÝ óĿĤŪĮQQŉģ

ƇÃëŃƃ .

 `�f §Ô¡
   Ĥù ŬĹ ÛĤå ĿCopyright      ƈźŶš ƀŵ ôå ſĿ ƀźŶë ƈŭƄŮĹ ſƄù4 ģ      ƀžĭĤŉ ƀľ¾ ƃŃĤıė ƇńžƁ ƃģ ƈħĿ

ƇƄë.                 Ŷőģ ńıģ Ŀ ƃģ ƇÂĤŦŽģŃ ôë ŻĤº ƀÝ ņùŀŽģÂƃ ŅĤĶŹĤŽ ƃģ ƀŽƄŽĤŭĤŽ ųƃÀńƁ ńıģ Ŀ ŻƄŽĤŭ ģĿ   żĮÉQ¾ ƈ
 ƇĿ ŃƄŽ ôŉģĿ ƃģ ńúĲìĭ ôå ƀľ¾ ƄŽƄŮĹ ƇŃĤŒĺŽģ ƀŵ ôå ƇƄëŃƃ ſŅĤĵģ ƀĭïƇÃë ƀĭŃƄÝ ƀ·.

øÍ ð�§�
Žģ ôå ƒť ƈħĿģð ôù ƀźŶë ƈŊƊŶPlagiarismſĿ4ƀÝŊžħƈºģŃ ĿŃģƄŹ óŀŽƑ ôù ôë ĦŶŚŹ ņú·:

Ƅĭ ƀÝ ŀŽģ ƃģ óŃƄìŪŹ ôŶÞĽ Ŀ ƃģ ŴĮŊúĽģ óŃƄìŪŹ Ĥù ƃńĨĽ Ŀ Ĥå Ƅù ĿïƄë ƈũńŢŹ ƄŦƁ Ŀ ƀ ų .
e. ƀľ¾ ƄĭƑƄŒĺŹ ƀŵ Ĥå Ƅù ĿïųƄëŃƃ ƀŽ ŃĤĨĮšģ ƀĭ żĮÉ¾ ƈŶőģ ƃģ ŴĮŊúĽģ ƀ· .
f.      Ƅĭ ƀÝ óŃƄìŪŹ ƈŶőģ ƃģ óƄŽ Ŀï  ƀ  Ŀ            ƄžúåńQŉ ƃĿƄQĵƄŹ ƀQŵ ôQå ųƄë óŀŽģÂƃ óŃƄìŪŹ óƄù

Ƈƃ óƄō ŴĮŊúĽģ ƀľ¾.
g.               ƒQť ôQŽÂƃģŃ ƀĮQŉƑ ƃģ ŃĤQë Ŀ Ĥå Ƅù Ŀ ôå ÷Ŀ ŷģŀŭģ ƀŽģŃĤë Ħùńũ Ƅù īŃĤĨš Ŵħ ƀÝ ƒť ƈħĿģ

   ŸƁ ųƄë ƈºģŃ ôìÝ. Ƅĭ ôŉģĿ ƀÝï        ƀQÝ ôQŽÂƃģŃ ƀĮQŉƑ ĤQù ŃĤQë ŴQÞĽ Ŀ ƀQŦƁ ŃĤë Ħùńũ ôå ƀ
ƄĭïƈúÈƃ ƀ .

(c) ketabton.com: The Digital Library



112

Ýìü èbòì� ç®pè<Ą Ûìü Ē¨å÷ò ðĀ�« ēl øÍ ð�§� èb èåë®
�Ƅĭ ƀÝ ŃĤë ŴÞĽ ĿïųƄë óŀŽģÂƃ ŃĤë Ŀ Ĥå Ŵħ Ŀ ƀ.
�       ÝĤQë ôQŽÂƃģŃ ƀĮŉƑ ƃģ óŃƄìŪŹ Ŀ ĤåƄù Ŀƈ     ƀQĭ żĮÉQ¾ ƀQŦƁ Ŀ ƃģ ųƄQë   ųƄQëŃƃ ƀQŽ ŃĤQĨĮšģ 4Ŀ

ƃłĽģųƄëŃƃ ƄĭĤŹƄŶŢŹ ƄźŉĤŽ Ŀ ſÂģ ƀÝ ôžúåńŉ ƈŶőģ ƃģ ƄŽ .
�  ųƄŵŀħ ƈëƄùƃ Ŀ4        ÝĤë ĬÈÂƄĵ Ŀ ƄŶźĵ Ŀ ôžúåńŉ óƄù Ŀƈ          ŃĤQĨĮšģ ƀQĭ żĮÉQ¾ ƀŦƁ Ŀ ƃģ ųƄë

ųƄëŃƃ ƀŽ.
        Ƅù ôë ƄŽƃĿģƄúƁ ƈùĤÝƃŃģ ƃģ ƄŶŶĮľŹńÝ ƀÝ ƒť ƈħĿģ       ôžÉQħ Ŀ ĤQƉ ƇÅQöë ŴÉQħ ƀŽ ôå ÷Ŀ ŷńĵ ôŉģĿ

    ÷Ŀ ƀŽ Âƃ    ù ſńŉ ƄžúŶŹĤš ƀŵ ƃģ     ŀžŶå Ƈŀĵ ńõÀ ôƇÅöë .  ÷ƃĿ) ŻĤQùĤÝƃŃģ (        Ŀ ôQå ƇĿ ŃƃĤQħ óĿ ƀQÝ
        žŊúŹÀĤëģ Ŀ ƃģ ƇƄŵƒĽģ ƀŽƄĮÈŅŃģ êúŹÀĤëģ ųƄëĿƃĿ ƒť ƈħĿģĤ   ¹žQŹģŃ ƇŃƃĤQħ ôħ ųƃÀ Ƅù ¹žŹńĭ ƄŽ

 ƇƄë ƀĭ .ŽŃģŀźƁ ƒť ƈħĿģðŹ Ŀ ńıģ Ƅù Ŀ ƀĜżĮÉ¾ ƈŶőģ Ŀ Ĥù Ũŵ  ĤŖQũ ÷ƃĤŽŃĿ ƀŽ Ŀ ƀĭ ŬĹ ƈŉĤŉģ
ƇƄë ƀĭ ¹žŹģŃ .

�ĭ ŻƄ·ŵĿ ńõÀ ƄŵƄ¶ńųƃģŀĮŹ6ƇĿ ŷƄë ƀŽƄžúōĤŹ
�ģ ƀÝöŽń·ŽŽń¾ īĤŹƄŶŢŹ ôë µð6ƃƄ·ŵ ƀ
�ƈŵĤŦĮŉƄÝ ĤùÂƃ ƃģ ƈëģńĮōģ6ƇĿ ŷƄë
�Ƅĭ ſÁžŵ ƀÝ ńúÝƄĭ ¹žŹńĭ ƄŵĤŦĮŉƄÝ ĤùÂƃ ƃģ ƈëģńĮōģ Ŀï ƀƀŽĤÈƃŃ6ğÃë
� µùģŃ ƈÝĤë Ĥù ŬĹ ÛĤå Ŀ)Copy Right ( 6÷Ŀ øō ƀ¾
�ŦƁ Ŀ ƃģ ğÃë ŨùńŢĭ ƒť ƈħĿģôŵ ƀÝ ôŶùĤÝ ſÂƃĤŽƄĭ ſÁžïğÃë ŻĤúħ ƀ .

ēæ�Ĉìb
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�±ìÝ à�¶ñë èāæb

å�ýå¬ĕû� ë¬�ñÝ�æĉò k)E-mail(
Žń·Žģöµ Ƅù  ƀìĨō ƀŵģƄùÃŽ  ƃģ ſĿ   ôå ſĿ ƈĵƄŵĤžì¶ ôŉģĿ ſƄùŴöħƒöħ Ŀ ƀŽƄĮŹŀĽï·ô  ƀQÝ ƄìŽƄĮŊúĽģ

  ƇƄëŃƃ ôë ŃĤúĮĽģ .           ƃģ ƄQźƂŹ ƀQŵ ôìĨQō ôŵģƄùÃŽ óĿ Ŀï ŃƄQ·ƃ      ƀQľ¾ ƄŽƄĮŹŀQĽ ĤžÉQõńħ  4÷Ŀ êúŵ
  Ħùƃ ø·úŽń·Žģ ôžúº    ƀŵ ƀŽƄ·ùĤŉĤžÉõńħ     ĤùÂƃ Ŀ ƀľ¾ êúŵï·ô     Ŀ ĤúĮŽƄō ôžĮŊúĽģï     ƀQÝ ƄìŽƄĮŊQúĽģ ƀ·
 ƇƄëŃƃ ôë ŃĤúĮĽģ4ƀìŵ:ƄƁĤù)Yahoo(ĤƁ 4¶Ŵúź)Hotmail(ģŴïƄï ƃ)Google(ƀŽƄ·ùĤŉ .  ƀQÝ

       Ŀ Ġō ÷ƑƄë ƀĭńÝ óÃëŃƃ ƀŵ ƄŊúÝ Ŀ ôë ƄŽƄ·ùĤŉ óĿĤžÉõńħŽÅúŵ êúŵô ğÃëÂƄQĵ ūƃŀžő .  ÄƄQŹ
  ńħ ſƄù Ŀõ   ń¾ ĿĤĶùģ Ŀ êúŵĤžÉŽð   Ƅĭ óŀŽƑ ƀÝ øŵģƄïƃÃú¾ ƀ .     ƄŽƄ·ùĤQŉ ƄQúžĭŃƄÝ ƀQÝ ôQå ğńŵƃ ĿĤù ƀÝ
  ńħ Ŀ ôëõ   ųƃÀ ĿĤĶùģ Ŀ êúŵĤžÉ  ÷Ŀ ƀĭŃƃ ſńŉ .   QŉĤĭ ƀQĮŵĿø      ƄƁĤQù ƀQÝYahoo    Ŀ ôQë ĤžÉQõńħ êúŵ

 ƄŵƄë ƀĭ ¹žŹģŃ Ŀ ūƃŀžő Ĥù ƈŽÅúŵƀŮùńřğƄë ſĿŅ .
 Ĥù ĬŊÝ êúŽƃńĮìŵģ ĿĤžÉõńħƄĭ óŀŽƑ ƀÝ ſŃĤÞŵ ĿĤĶùģ Ŀ êúŵïğÃëƃ Ŵźš ƀ.

 ĿńħõóŃĤå óŃƑ ƄŵÂƃ ŃĤë ƀÝ ƃģ ĿĤĶùģ Ŀ ūƃŀžő Ŀ êúŵĤžÉ:
1. ƀÝ ôë ƀÐĤÝ ÖÃŹƄŵ ƀÝ µùĤŉ Ħùƃ ƄƁĤù ĿSign up żŎÝėƇÄĤìúë.

f.Ŀ     ƀÝ żŎÝė ƈžĭŃƄÝƄŵÄĤìúë ſńŉ    ń¾ ģŃ ƀÐĤÝ ƀŶħ ſƄùï          ſĿ ôQìŽƃńŵ ŷŃĤQũ ſƄQù Ŀ ôQå ƇÅùŀž ƃģ
ôŦƁ ƀÝ ŀùĤħ ôëĿŻĤºŶŢŹ ŀŽƃÂģ ūƃŀžő êúŵĤžÉƉńħ Ŀ ƃģĠìúŵƃ īĤŹƄ .
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g-eeƀÑħ: Ŀ ôë µùĤŉ ƄƁĤù ƀÝĤžÉõńħ ƀÐĤÝ ſŀŽƃÂģ óŃƄÝ ĿĤĶùģ ƀÝ ūƃŀžő êúŵ

3. ƀÝ ôë ÷ĤÝ ƀÝCreate My AccountÑĭ×ƄŵÄĤìúë  ųÅQúŵ ƀÐĤÝ óƄō ƀëÀ ſńŉ ƇÅQöë  ƀQÝ 4
 Ƅĭ óĿï   ńħ ƄQŉĤĮŉ ƀ Qõ   ƃģ ĿĤQĶùģ êúŵĤžÉ ƄƁĤQùĿ ĤžÉQõńħ     ƀQÐĤÝ ĬQŉƒťģŃ ƀQÈ Ŀ ƄŽƄĮŹŀQĽ Ŀ êúŵ

ĮŉƈºģŃ ƀĭ ôľŹ ƄŉĤ.

�mü
 ƀŶë ôë ƄĽńħ Ƅžúº ƀÝ ôÐĤÝ Ŀ īĤŹƄŶŢŹ ƇƄō ĳŃĿ ôå

 ƀÝ ƀŽƄžŎÝė óÂƄŹƄŽ 4Ƈƃ ƀŽ Âƃ ƄŶžŹ Ŀ Ĥù ƃģ Ƈńŵƃ ƀžĭƃńúĭ
ğŃƄÌ óŀŽĤħ ËŽŃ ƈĶŽŃĤŽ ƀìŵ ƄŽƄÍŽŃ ƄŶúħ . ƀŵ

ƇÅúë ĤŕĤŮĭ ŻƄźŉ Ŀ Ƅžĭƃńúĭ Ŀ ƀľ¾ ƈìŽƃƃŃĤë.
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2

2

3

 è¦Ą Üòâñ� èÝpÛëĘì� kòÝ�æĉĔ¬� § ë� èæ�²ò¥� èýÛěòÝ ë�:

    Ƅù ğÂģƄťƃ ƀëĤžÉõńħ          µùĤQŉ ƈŶQőģ ƀQŵ ƄƁĤQù Ŀ ƃƄĮQŉģƃ ƀQĭ ƄŽĤĮQŉƃĿ ƄŶÞĽ ƀŦƁ ƃģ Ƅìúŵƃ êúŵ ƈù
Ƅĭ óŀŽƑ ƀÝ ƀľ¾ïğÃëƃ Ŵźš ƀ .

¬Á «�l §ñèÖ:
e.       ƀQÝ ôQë µùĤŉ ƈŶőģ ƀÝ ƄƁĤù ĿMail   óŀQŽĤħ żŎQÝė  êQƊŶë

Ãëƃğ.
f. ŴÞĽYahoo IDģ ƃPassword ƀÝ

ğÃë ÜùĤ¶ ôë ƄŽƄ¶ĤëƄå ƃŀŽƃÂģ .
 ƀÝSign in óŀŽĤħ żŎÝė êƊŶëƃëğÃ.

3 .ƀÝMail   ƀQÝ ôë ƄžúŹCompose  QÑĭ×   óŀQŽĤħ
 êƊŶëğÃëƃ.

4 .ń¾ ģŃ ƀÝïƀÐĤÝ óƄō ſŀžŀŽƃÂģ ƀÝ şƄŕƄŹ ƃģ żĮŹ êúŵ Ŀ ôëĠìúŵƃ ôë ´ĤëƄå.)h-eeƀÑħ(

       ôQĮÝ Ŀ ƈìŽƃƄQë ƀŉƑńĭ Ŀ
úŵ Ŀ÷Ĥº ƄŶì

÷Ĥº ƄŶìúŵ Ŀ şƄŕƄŹ Ŀ

÷Ĥº ƄŶìúŵ Ŀ żĮŹ Ŀ

h-eeƀÑħ :ųÅúŵ êúŵĤžÉƉńħ Ŀ
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  ƀë  ńħ ƈìŽƃŀúë ųÅúŵ ƀŵ ƃÂģƄťƃõ ŴùĤũ ŷƄë ſńŉ êúŵĤžÉ ƃÃQĭƃ(attach)     ĦQúŮŢĭ ƀQÝ ƄQŽƃƃģÃÝ ƄQúžĭŃƄÝ Ŀ
   ƃƄë ƈŶźš ƀŮùńř óŀŽƑ .    ŴùĤũ ôå ğńŵƃ ĿĤù ƀÝ ÷ģŀöëƈžĮŹ 4ņùŃƄ»Žģ ƈō Ƈƃ ƈƉƄùÁQùƃ Ĥù . Ŀ  4ņùŃƄQ»Žģ

ƀĮŎŽ ńúÝƄĭ ½úƁ ôľŹ ƀŵ ŃĤë Ŀ ¹žŹńĭ ƄŵƄë ƀźúźŕ Ŀ ŴùĤũ ƈùƄùÁùƃ ƃģ ƈžĮŹ .

 ƀÝ ſŃĤÞŵ ƄŶëĤ¶ Ŀ ŴùĤũ ĿAttach FilesÑĭ×ħôë ƀĽńħ ƀĮìÈ ƀÝ şƄŕƄŹ Ŀ ôå óŀŽĤ  ƇńQŵ ŻƄĮō
ğÃëƃ êúŶë .

j.ń¾ ƀÝïƀÝ ôë ƀĺŪő óƄō ſŀžBrowseÑĭ×ğÃëƃ êúŶë óŀŽĤħ .
k .ƀQQÝChoose FileŴQQÞĽ ôQQë ƄQQžúŹ ƀQQÝ ĤQQúħ ƃģ ğÂƃģŃ ŴQQùĤũ Âƃ ôQQÈƄĽ ĿOpenQQÑĭ× óŀQQŽĤħ

ƇÄĤìúë.
l .ƀÝ ſńŉ ŃĤë óĿ ƀÝAttach Filesôë ļŹ    ƀQÝ ńúŊQŹ ƃģ ŷƄQŽ ŴùĤũ ŀŽƃÂģ ĿFile e   ôQë ´ĤQëƄå

ń¾ģŃïƇÅùŀž .

i-eeêúŵĤžÈńħ ƀŵ ƀÑħE-mail ŴùĤũ Ŀ ſńŉųÃĭ

m.ƀÝAttach FilesÑĭ× óŀŽĤħ êƊŶëğÃëƃ.
10. ƄĨúō Ƅ¾ ƀŵƃ ŷĤŦúÝ óŀŽƑ ƀħ ƀĮŉƃŃƃïğŃƄ.

The Following Files has been an attached
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ee.ƀÝContinue to MessageÑĭ× óŀŽĤħ êƊŶëƃģŃ ƀĭ ôÐĤÝ ×žìľŹ Ƅ¾ńĭ ğÃëƃïĠºń .
ef. ƀÝ ğƄĮŉģƃ ĬĽƃ Ŵħ êúŵ ğÂģƄťƃ ƀëSave as Draft   êQúŵ ƄQ¾ńĭ ğÃëƃ êúŶë óŀŽĤħ

óĿƄŊŹ ĿDraftƄĭ ƀÝïƈō ƀŹńùŅ ƀ .
eg.  ƀÝDraft           êQúŵ Âƃ ôQÈƄĽ Ŀ ôë ƀÐĤÝ ſŀŽƃÂģ ƀÝ óŃƄÝ        ğÃQëƃ êQúŶë óŀQŽĤħ şƄQŕƄŹ ƀQÝ

ƃ ģƄĮĺŹ ƄŦƁ Ŀ Ƅ¾ńĭïğŃƄ.
eh.ĠŵƃģŃ ŻƄŵŀħ ôë êúŵ ŴÞĽ ƀÝ Ġō ÷ƑƄë ğÂģƄťƃ ƀë ôë ƃģÃÝ óĿ ƀÝ.
ei.    ſŃĤÞŵ ƄŵÅúŵ Ŀ êúŵ Ŀ  4ƀÝSend×Ñĭ   óŀŽĤħ  êƊŶë      ŷĤQŦúÝ ƀQŦƁ Ƅ¾ńĭ Ġō ôĭĤÝ ńŞĮžŹ ƃģ ğÃëƃ

ń¾ ƃŀúë ųÅúŵ Ŀ êúŵ Ŀ ôåïƈō ſŃĤìÈ ģŃ 4ƇƄë ƀŽƃŀž.

��ìĀ <Ā� è� ìÝìü ��ì ëForward
 ťƃ ƀë   öŉŃ ģŃ ôå ğÂģƄŵŀƄ    Ġùģƃƃ ĥģƄº ƀĭ ƄŽƄŹĤŦúÝ4  ƄùŃĿ ƀŵ Ġō ÷ƑƄë ƄŽƃ    ƄQù ƀQľ¾ ƄŽƄžŎQÝģ
ĠëĤ¶ƃ .

xĥģƄQQº)Reply(: ƀQQÝ ƀQQľ¾ żŎQQÝė óĿ ƀQQŵïĮŊQQúĽģ ƀQQ· ģŃ êúŵĤžÉQQƉńħ Ŀ ĠQQō ÷ƑƄQQë ſńQQŉ Ƅ
öŵĥģƄº ƀĭ ƈìŽƃÅöŵ ģŃ ôºģƄù ĥģƄº ƄŉĤĮŉ ƃģ ğÃëŃƃƈºŃƃ ƀĭ ƈìŽƃÅ.

xº ƀĭ ƄŵƄ¶ĥģƄ)Reply to all(: ƀÝ ƀľ¾ żŎÝė óĿ ƀŵï·  ģŃ ƄQŵƄ¶ Ġō ÷ƑƄë ſńŉ ƄĮŊúĽģ ƀ
öŵ   Ġùģƃƃ ĥģƄº ƀĭ ƄìŽƃÅ .  ĿôÍŶöħ  Ƅĭ ƀÝï   öŵģŃ ƀŵ ƄŉĤĭ ƀ   ƀľ¾ ƄìŽƃÅï  Ïńöźō   ƀŽƄìúŵ  ƀQŉƑńĭ

     öŵģŃ ƄŵƄ¶ ğÂģƄť ƃģ ƇĿ ƇÃë    Ƅĭ ſņúŵƄ¶ ƀÝ ƀĭ ƄìŽƃÅï  ğÃëŃƃ ĥģƄº ƀ4    ƀQľ¾ żŎÝė óĿ ƀŵ ƄŽ
ĠŶĽģ ŃĤë .

xForward: ƃ ƀë     ƈŽƃÅúŵ ƀÝ ôå ğÂģƄť)Inbox (          øŵŀúQŉŃ ģŃ ƄQù ĤQù ŷĤQŦúÝ ĿƄĵƄŹ Ƅù ôë
ğƄĮŉģƃ ƀĭ Ĥå Ŵħ ƀĭńÝ ŻƄŵŀħ ŷƄë ƀŵ êúŵ4ĠŶĽģƃŃĤë ƀľ¾ żŎÝė óĿ ƀŵ ƄŽ .

Ġì¶  :
 ƄŽƄìúŵ ƄùƄō ųÅúŵ Ŀ ôå ğńŵƃ ĿĤù ƀÝÃŶìƊŵ ƀÝSent ƀÑħ ƀÝ óĿƄŊŹ Ŀ ôå ƀŽƄìúŵ ƀŦƁ ƃģ ŃÁŵƄũ

 ƀÝ ƇĿ ƇƄō ƀŹńùŅDraftĠō øŶĮë ôë ŃÁŵƄũ .
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ĥģƄº ƀŵ)Reply( 4ƀĭƄŵƄ¶ ĥģƄº)Reply to all (ģ ƃForward  Ŀ ƀQľ¾ ƄŽƄžŎÝė ôQ·Ì  ôžĮŊQúĽģ
             óŃƑ óŀQŽƑ ĦQúŮŢĭ ƀQÝ ƄQŽƃƃģÃÝ ƄúžĭŃƄÝ Ŀ ſŃĤÞŵ  óŃĤQå

ƃƄë ƈŶźš.
ej.ƀÝ ôë µùĤŉ ƄƁĤù ƀÝInbox óŀŽĤħ żŎÝė êƊŶëğÃëƃ.
ek.  ƀÝInbox     ųƄ¶ ĿƄĵƄŹ ôëĤžÉõńħ  QŉĤĭ ƀŽƄìúŵ  ø  ƀQĭ

ń¾ ģŃïƇÅùŀž .
el .        êQúŶë óŀQŽĤħ êúŵĤžÉQƉńħ ƈQŶťģŃ ƀQÝ ôQÈƄĽ ôQŶÞĽ Ŀ

ğÃëƃ .
em.        ôù óŀŽƑ ôå ƀľ¾ ôÐĤÝ ôŦƁ ƀŵï      żŎÝė Âƃ ôÈƄĽĿ ŴÞĽ ğŃƄ)ĥģƄº  4    ģ ƀQĭƄŵƄ¶ ĥģƄQºƃ

 Ĥù)Forward(ğÃë ĥĤľĮŽģ.

20. ƀŵĤžÉõńħƀÝ ſŃĤÞŵ ƄŶĭƃ Ŀ ƀľ¾ êúŵSign OutğÃëƃ êúŶë óŀŽĤħ żŎÝė.

 ¶°�6-11
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�mü
 ƀÝInboxƄō ųŀúŵ  ôëƇ ƀÝ  ƀŽƄìúŵĤžÉƉńħÃŶìƊŵ ųŀúŵ ĤŽ ƀŵ ôë

ƇÅúë ſŃĤìÈ óŀŽĤħ ËŽŃ Ŵħ ƀÝ ƀľ¾ ƄŽƄìúŵĤžÉƉńħ ƄùƄō.
ƁöŵģŃ ôå ƀŽƄìúŵĤžÉùńħ ƀŦìŽƃÅƈĤžōė ĤŽ ôùĿƇ ƈō ÷ģŀúë

 ƀŽƄìúŵĤžÉƉńħ ųƃÀģĿ ôå ƇƃģĿ ƀħ ƀÈ 4Ƈńŵƃ ſńŉ ƀŽĤº ƀŵ Ňƃńùģƃ
žŹ ƀŵ ƄŶĮŊúŽģńÝ ƀŵ ôìľŹöë ųĤŢũ ƀŵ Ňƃńùģƃ Ŀ Ƅ¾ńĭ 4ĠŉƄù ƀ» ƃŀ

ƈōƃ ÷ƄúžľŹ .
 ĿInbox ƀŵÃŶìƊŵ ĥĤľĮŽģ ƀŵ ƀŦƁ Ŀ ſŃĤÞŵƄŶĮŊùģ Ŀ ƄŽƄìúŵ Ŀ ƀľ¾

 ƀÝ ƀĮŉƃŃƃDeleteğÃëƃ êúŶë óŀŽĤħ.
õģƄō ŴĮŊƇ ƀÝ ƀŽƄìúŵTrashƇÅúë ŴĭĤŉ ôë ŃÁŵƄũ .

Ý�æĉñ¬� §ò�ĉÝ��â± ìåìm

 ƀÝ ƈìŽƃƄë ſĿŅøÝƃńïƄĭïƇƄë ſńŉńĭ ôŽÃë óŀŽƑ ƀ:
e.ĠºƄžŽ ƀĭ êúŵĤžÉƉńħ ŴÞĽ ƀľ¾ µùĤŉ ƈŶőģ ƀŵ ƄƁĤù Ŀ .
f.ƀÝMailôë ƄžúŹInboxƄũ ğņúŽģńÝ ŃÁŵ.
g.  Ƅĭ óĿ ƀÝï   ƀÝ ƀFrom) øìŽƃƄĮŉģ ģŃ(  4Date)     ƀQ·úŽ ƄŵƄĮQŉģ ģŃ Ŀ (ģ  ƃSize)    ƀQæë êQúŵ Ŀ(

ƃ ƀŽƄŽƄĮŉïğŃƄ.
h.     Ŀ ňùƃńŉ ƄƁĤù ĿĤžÉõńħ               óŀQŽĤħ şƄŕƄŹ ƀÝ ƀŦƁ Ŀ ſŃĤÞŵ Ƅŵŀúŵ Ŀ ģƄĮĺŹ Ŀ ĬŉƒťģŃ ƀÈ Ŀ êúŵ

ğÃëƃ êúŶë .
i.ƀÝ ƀĮŉƃŃƃ Ƅŵŀúŵ ƀŵ êúŵ ĿDeleteğÃëƃ êúŶë óŀŽĤħ ż·ħ .
6. ŴÞĽ ƀŵĤžÉõńħĠºƃƃ ƀľ¾ êúŵ.

Ý §òÛĘë èāæá èÝ ë� ��� ìåìm
 ſŃĤÞŵ ƄŵÂƃ ƀ»žŹ ƀŵ Ŀ ƄŽƄŹĤŦúÝ Ŀtick Box ƀÝ ´ĤëƄå

 ğÃë ƀÉŽ ƃģDelete Ñĭ× ÄĤìúëğ            ƀQŵ ſĿ óƄQō ŴĮŊùģ ƀÉŽ ôù ôë ´ĤëƄå ƀÝ ôå ŷĤŦúÝ ƀŦƁ ƃģ
 ųÂƃ ƀ»žŹƇÅöë.

�æĉñ¬� §Ýò�ĉÝ��â± ìåìm

 ƀÝ ƈìŽƃƄë ſĿŅïńƄĭ øÝƃïƇƄë ſńŉńĭ ôŽÃë óŀŽƑ ƀ.
e.Ƅù ƀŵ êúŵ ƄùóŶŹ ŴÞĽ ſńŉ ôÐĤÝ ôĮŉƄúÝðğƄĮŉģƃ ƀĭ Ƈń .

      Ŀ ôë µùĤŉ ſƄù ƀÝ ĤžÉQõńħ Ŀ êúŵ      ĿĤQĶùģ ĤQùÂƃ Ŀ ūƃŀžQő    ğÃQú¾ ƃ ĤúĮŽƄQō     ƈĮŊQÝ ƄQù ƃģ
ğÃë ÂƄĵ ſŃĤÞŵ ŻĤº Ŀ ūƃŀžő.
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