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Q.tnnntpJWG u lilhtuG!14wJ}1 wpflll tllntlmo 4wpunp qb£1 u G2w· 
Gw4ntpJmfi mfip 4wquw4bfll4~w4wG h 4wnw4_wpuwG ubpnq.Gbpp 
4wlilwf1hlwqnpbntU(!: SfililbuntpJW u qwpqwguwfi wpll.Jmfiwtlbulllt· 
pJwG qpwl{w4wfifibpfi bG 6zqppm u dwuwGw4pfi ljwjwgl{nq npn-
zmuubp~: PU4 npn2muGhpp ljwjwguwG hwUWJl 4WRlliWw'Plli4u~£u~ 
mhnh3mlr.l{w4wG Ul\UWlGbRp, a~Plrpuwgpwjp Jl 
U]W4 w , hwJlnpT}UWG \.a tqw \.4W w qnpO't}G~wgn: 

«\ttnw4wG \.a uwuGwl{np hwmtlwbm.u opbgop w6mu t 
hwuw4wpqz.wJpG tnbtuGpqw J}1G mppwl4bmn11, npw4JWt, qpw(\btn, 
pwquw4nfluwGp qW£1(\WQlU~ uwuGwqhmGbpl1 l4WhUIG2Willti!• npnGp 
~wfin~ bG GnJl lilhtuGntnqpwGbppG u 4wpn11wGmu hfi wprumGw\{hm 
oqmwqnpbtt f\1'\WGp ppbGg w2tuwU1wGpmu: UJT} t4whwG2Gtppg hl
Gbtn4. 4{lpmpJWG pGwqwtlwnmu wnw\lbt 4wpLnp t l)wnGmu hw· 
uwljwpq~wJpG tnhluG}14WJP mum.uGwnmpJmGI} u qnrbGwt1wG mGw-
4nt~JmGfibp mGtgn11 nrwltJWl uwuGwqhU1fibpp 1.4w~~}t~muQ : 

flt-umuGwuptlliln4. hwuwqwpqz.wJpG mhtu ' pG~np-
uwmp4tuG u outtlpwumpwltwG qnp0(1 muwfin'lGbp(! bwunpwGmu bG 
hwU:w4wpqifl ttwnmgl{wOI]pG, pG:pnruwgpwjp uzwltuwG 4wGnGGb· 
ppG, unl{nrmto hG q£lwqbm, 6pzu1 4wqtii:il u qhq.l:ig\14 ouwtl_nr l:it tnwp
pbfl Ulbuw411 4twumw~flf · wpwq mutttl., ltwlilWJlbl hwzqwp4Gbp, 
utnb'lbbl unl.JwlGbpp Gbp, qbwt4wmljbpGtp, l4WU16bGwhwiHil 
GJm~bp[! u4w4.wnw4114.flw t. ultwl{wnwlt~g · hwuw4wrqw hllznqmp· 
JWG ut2: 
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q.Lflf!u I. <.Utmc.,upq_pfJ 4Ufl.fl.f8f./.Ul5./2f.l 
1.1 <ullfWlJWJUJ}z~ubpft pumpwqjzp!J 

~Lll2llfl~ mbtuGI'lltLUU, hwztl.P~ ub~bULUUU[l[l, GpwGg wpmwp[lG 
uwppbp[! L odwGfltUli uwppwtln£lmt'iGtpn Gwtuwmbul{wa bG 
[1G:jmplitu~JilWJ[1 dzu•LtuwG qnp~Gpwgn wt[mnuwmwyGbtm hwuwp: 

.:.wzl{nqtultwG hwliw4wpqbp[! upujwGg hbm hwuwqnpbw4gn11 
htu.njnqwlJtuG uwppbpp l.t ()pwqpb[tfl hwuwfumup bG: liJll hwuw-
4tu[lqbpmu 4bGmpnGw4wG mbrt t qpwqbgGnui hwuwl{wpq[1~11: 

..:.tuULUl{lUJ1Qp~Gl:ipn pG~npuwgpwjp UU1G'10UWU, uzw4U:wG, U{tuh
l4WGuwG L hw'lnrquwG uwpJ;?hfl. bG: 'l-pwGp C>pwqptUJpG u4qpm Gpntl 
4wmul{wrntnq hwzLj[1~ ubphGwGbpl:iG, npnG~ wljumthuul uzw\.tmu l:iG 
ptltuJtlG 4n'lhrntl GbtllttUJtugt[tua [1G~npuwg[lwG: 

~wtiwljttJ[lq~[1 wz}uwGpl} h[luGI{w<) t tuGhptudhzw b[lWQ[lWJ!lu l.t 
mhtuUp4w4wG ur2ngGh11P t{rlw: f.!ntnp C>pwqpwJpG up2ngGbpG m 
O[HuqptuJpG tflwflbpGbrn, npnGp wuhpwcthzm hG hwuw4wrq~J1 wG
[utuLjnuG wztuwmtuGpG WlJ!LUhntJhtnt, }uUI'Jfll1 tntbntU{! [ljlLUltwGwg
Gbtm hwuwr, Ljn~t[nui hli htuuwljwpq~jl OilLUQ[llUJp(i WlJ!Whmtmu: 
t5ptliCJ !1lliJ]lG WUtWhmtuwG 4tuqup lih2 umGnq O[lWqph[l[! (!Ufl.ntGtlwa t 
pwdwGlq hl.Lnl•JWI tuupbpfl. 
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I. htu Lhult LLI pq W J ltCi Opwqph[l, npnO.p PWTJ.4Lugtu b h0. OU{ b[lWgjmO. 
hwuw4wpq!lg (hLUUWljW(lq)j'l wz}uwtnWUfl[} l.J.wnwl{wpnTJ. l.t 
pntnr bpwq.ptip£! uzw4nq bpwq.ptp, oppGw4' MS DOS, PC DOS , 
Windows-95. Windows-98, WJndows-2000 L WJtG), bpwq[lhp
~w'lwG~Gtppg (Norton Commander, Volkov Commanded, 
utupptmlnrmuGbpp UlJ!wuwp4U:wG bpwqpbppg, ownwJnllw4wG 
apwqphppg (wrturtlwguwG apwqphp, hw4wtl[lpmuwJpG 
OpWQ(lb(l), 

2 . lJppwnw4wG ~wqpb[l, npnGp WUJ.Whmimu h(i oqmwqnpbnrt

Gupp tuO.I')ppGhpp tmantU[! (qpw:}>[ll.J.wl.J.wG UJ.WU14hpO.hpp umtll
bntu, mhpumhpjl tuupwqpmu, ptu(lfl. hwztlnf1W4wG wz}uwmwGp
Gli[lp 4wmwpmu, UJ.WU1l.J.bpGbpp uzw4mu l.. WJJU, O[lpliu•Lf MS 
Word, MS Excel, MS Access, Corel Dray, Power Paint u wnG), 

3. Optuqrtul]nrHhuG hwuw4wpqbp, npnGp WUjWhntlntli bO. Gnp 
apwqphpp umh'lomu[!: 

lijG POLO[l UlLtuGt14WlJWU up2ng(il:ipp hwuwtunuipQ, npG WlljW
hmtmu t hwuw4tu[1Q)P wlituun[ltuG wztuwmtuG~Q lp1~t[111u t 
hwliw4wrqw wbtuG!14w4wll WlJ!Whmtnni: ~bmltwptu(l, nplJ!bu 
hwuwltwrq~Jl mt..tuG[14w4wG WU[WhmllituG ut12ngGbp 4wpn11 bG 
hwG11tu QWl pwquwqwG ~>ntG4gpnGwt uwp~bp, ptn4bp, hwGqntjgGbp: 

1.2 /1u.:j>nptfwgjJWJ}lluuuljwgmpJmuf! .. ftu.'jmptfwgjJWJ/1 
;wtjltfwu tfjlwtfnp{]bpf! 

~-li.JPS?IlG mwppGbppG uwpfl.OL GUJ.www4wmrvltlw<) qnpamGbm
f3JntGQ tunwGg pG~npuwg}lwJp, WJU!lO.!]G WJG wti..JwtGhp[I, npnGp 
G4wpwqrmu tiG opJbl.J.u1[ltjjl6tult£!, qphph wGhO.w[l t : 

t"~ll~tmpl.hugjlWJ!l hwu4wgnt~jntGQ qnJni~JmG mGp tlw'lmg: 
Utlbtfl 4nGl.J.pbm qpmw4wG uwhuwGmu j1G:pnpuwyjnuG uwwghl t 
ltppbnGbwi14WJtt qwpqwguwO. htm: <<i"~G~pnpthugjlW» pwnp pwrquw
GntfljntG{! tWU1[1Cil..pl..GJ19 GzwGtuljlliL~ t «httlllOJl llWqpntpjntG»: 1"\G~>n[l
thugJnuG mGp npnzwltJ1 UJn• pwltwG wr1ctbr-Gtp, npnGI} wpmwhWJtn
tjmu tG wqrJ.wGzwCiGbp[1 L hwqnpq.LUqpmpJm(iGbpll up2ngmt: Uqq.w
G2tuGp' jlG~mrniw9lltUJJl hwqnpquwO. l.t L'iwpt'iGwl]npuwG 6u t ' 
U1llllll::i!1!1, I~ :tpp. OWJUU(l!l Ul1211911ll: 

liJuUJ.llumt, [1U!pnruwgttu•G oqmm4wp tnbfJ.bl!ntPJntCiGbpll htu
dwtumup t , npnGp hwtlwpwqpuwG, qpwGguwG, utwhutwGuwO., 
hwqnpflUWU lt l{l..pwljln}uuwG tl(ipwltW OpJb4m l:iO.: 

'Uzt.G!] , np «jlG~jmpuwgjlw» htuu4wgmpJmO.n mwpphrtlmli t 
«mtlJwp> hwu4wgm~JmG[1g: «St!Jwp> pwn[! GzwGw4mU: t «tjnuum>>: 
Sti..JwtGb[l(! 4wqtldw() hG pl{tpjlg, wwnhptJg, ~uzw4tlwb L!lwumbpjlg: p 
uiwpptpmpJmG pG~npuwgttwJp mtiJwtGhpu [!GI}hwGmp qbllj{1mu 
oqmw4wr ~b(i: 

(<Ull/JW[» + «}llfWUU1» = (if/{i:jJJJprfwgjJW>> 
i"'O.:PnruwgpwJI1 Gl{wqwqmJG ~wtJ:tuwG u[lwl{npG wGywGnui hu 

«p!l~)), npp hwl{wuwp t br4mw4wG hwzl{wp4wJ}lG hwuw4wpql1 0 
4wu l Gi12btll19 nrt.. t ul:iljJ'lG: Pi1PI! Gwl.t hwuwl.(wpq2_j1 hpzwuw[lpp 
P22P GtlwqwqmJG uwuG t, npp Gw}uwml::iul{wb t ltpljmwljwO. 
hwztlwr14WJ[lG htudwljUI(l(\jl 0 LJ.wu l GJ1zbptlg nput uhl.J.[! U{Wh
ll{WUbtnt hwuwp: P.pwp hw2nPfl.llll 8 pppbppg 4wqlitlw<) hwS?np
flW4wGmf).JI1lGp 4n~t[mu t (<'/-'WffJ>> : PwJp(! Gwl.t hwuwlJwpq)l1 httzw-

7 



ULliJlj)ll lilltuli l:. LUJt}tl(JlUjJ hllt9ll1HllU4tuumpJtll(i tqtuhtqtu(ibllll lttutltUJl 

npl1Jl•ll jJli.'Jlllpthuy]lWJ}l ~lUljHhu(i UJlwtJnputp oquuuqn[l c)naY t.(j li tul. 
lil\lllptliJJ'P. t\bqtuptUJ}~(! t, hbqwpw.Jp!]: 

I lqJ """ 1'0 p =- I 02tl p 
I u·p - :?'o 4p = 2 2oP 
I ..:.p. 2'olJp ... 22o 4 p = 23op 

I .3 ..:wtfwlttuf1q2}J pwqw;j1u wu;wpwww;j1u qwmugtftuopl! 

Ulihwtntu~tuG hwtitu4wpqrlD mli~tlhpuwl U1bfuGfJ4w4wu hw
thu 4wpq t, npp pwqwJJlG 4wnmgtlwbuQ wtihpwdhzmmpJwu 'lhl.l.IDnuY 
trwpL(j l l 64mu lfmt.fmj1mlpJwG hGpwp4hL: 

UJUOfl wGhwUlw lrwG luutiw4WJHUP PWI.{WJpU 4wmuy*ubpJl ub~ 
[,(i Utn(imu hLU1LJWl uwpulipp. 

• lltuUW4 wpqWJ/1U PlllY Q, 
• Ull(iftUlOfl(! (U1DtHUU1j1UJ,I}!1UtlllbJ). 
• uurl.AqGwzwrr: 

..:wti"WlJWJUJllY/Jfi Pf11lf!! hwuwl(wpq~Jl hjnHitu4tuG t5wuG t: ll.ru 
ULUJlil~I~Jl .. n_pnG11 _mlilltUll!Jtlwo bu htuthu4wpqtuJpG Pln4r Gupumu. 
ljn~t/lll.u b£1 Cibp!) jl ~ uwpplip , j1u4 uwpphJlQ,npntip upwyl(mu t..G Pll14j1(i 
r~ru !Jg tU (ttn tuJ2J rli uwpnbp: UrunuppG tptugmyjJ; uwppbpJl, npnGp 
(nujuwtnbutj w() t..O UltiJwltibpp GbrumMwG , wpulwbuwG l.J 
Lp4wp tutlwti4bU1 lLJ WhuguGuwu hwllwp, 4n~l(n 1 tS hu uwt.. otlwGr1w4 
utu PI? w tlrlJlnt ua lift : 

UpU1UJUllfi utbul?nl( u1wppbpmu bG hnppqnGwljwli (dt.:.)klop) l
1 

lllllllWhwJlUQ. (lo we" hw!lwl.jwpqwjpu Ptn4bp: Ol-f1qwhwJlug hw
uw4tupqwJitG PLil4~P[} jl(lbfig hb(lp jtG ijlfinu1 bfi t~hO l Wl(lUbpfl (big 
~owct} , _lilt2Pfi l WlfHtl:ipp (midi towel} u ~111pp lWt.fluLpp (nuiu· towel}: 
.... nppqn(uulrwG Ptn4bfl(} trtimu l:iG U1w4uu4 u zwtn U1Wlflw4 (shin): 

Uilft/llllllflfl (!J/Jlll/J[bJ, tljpwu. wbuwtnftuJ) wt.4whm{n1u t tnl:ipu
uuuJpG. qptu~~Jl4tul)w G pu:pnpu wgfltuJfl WflU1WUjtutn41:ip mup t4pLuGp 
tlJlw: 

UUJliJ}tiwJlUJJLJ jJCi!}:mpuwyflwJ[l GbpwihJw(i h/lUuLUL[tUG lJW)lpG l : 

Ulllbq(itu.?LUpJt t~Jl~)Jl ~Jtlll lllU iltlll) tll pq~Jl hJI.mqmpJ tllh tHo ~) lilaJI· 
nl\\th]nni lali mwntap. pt\bp. htllUlllllJ li2tulitihp b lJLUilttll]tuptitu li 
•qnuutu Gtibp: 

/. -/ .:wt1iulJWJllJ.'/' IJjut/iwljtuti UlliJlf!liJifl !J IJJIWli..ll 
0..' w {Jw lj /Jif1) m fil! 

/. - ~I 'l "UilU lji UJIJW (j pplf 
.:..tu t5tutrtup ~ It Pl'L'~I' ur 1l(.pt up up '1 LU( 111 r liu4m t\ t . 

• UlUIJ)lU ~tli llll!W u .... 
• LJ11JlU1U l~t~l/WJUJl~l" 
• <\lJIIH (j J\.j.{LU(WIIlWJijl.ipJl hwutup liwj"tnutnbutjtui> 

uljtlutlwn.Jlt•wu ulpnwp. 
• ~ucqhptupu liftw tJWJw4GbpJl htut~W(I CituJmuuJbul\uH) 

II ltlW tl W!Wlltll llUI Jlj}. 
• tnb uu JI)Up u1. 
• (I w .1 Ci wj11 G p u~nn. 
• ~1 lu a~, Ul [1 u Jlt.qlln. 

• uUn 19Utlfi t~l~ la l llj G: 

Uit~/Jlllllfw/i ll1ttfWliLUJ 
U.WJilLU4tuli Ulll(WUWl(l tuGIJtUlllW4WU hwt'itult lliJl lj~jl hjHHiW -

lltu(i thuu(i 1.: Vlllll liJlw uttl\llii\IHILUb bli. 

• ljbUUlflllOWljtuli lLIIl llYli Llllllll. hJnHhulJLUG tlJlliJlnufutnhuG. npp 
ljtuntllt{tupntu t htllUlll 4lUilQ~fl wzj1r wunuliuu L ltWUllUlln!U 
[>l(WJ•tuGw4 w(i lJ U1ptuuwpwuu.t4tuG <t npbnf1111 pJmG Lit.p. 

• Olljbpu.lm~l{ hll2tuutupp[! (RAM) uJ14pnutubtltuGllp!l hwtlw
pwbmli. np[1 Gwj"utuulbutJtUi> t lnuuwljwpq~nr o JtU~>II JlUutg!HUJil 
vwuwulu4w4ntl tttwht4wfiuwli hwUWJl (htuutu4tupqJllP dJltu~J
tltuo tllUtrtm (}G~wypmu ). 

• t.lzuHu4tuG hp; tuuwpuf\· t.lJJ4tmutubUwG. np[! (iuJtlllmntut[tuO t. 
jl (i~mpuurg]HUJJl hp4tuptutlw uljLU1 tt)tUhUJtuGuwli lnuuutp (j1G~
tlJLu tlllwgtJtua, WJlitt(bu t r tUU9WU1tltuD htu thu ljtu ttq~mtn. 

• Lt tllttJll tf111G: 



D1 ... k R~<ld-Only \kmoryT 'l·pLUtilJ hbm <.flll.qtuhhn ll 'lJfllll.flllli !lllli·.ti 
1 <i :Jmpti lll~J jllll l)Jllll li9n q ~ ll :q t.pt U.J!l(i llljttHllllllllll! llllllup pb p. ll pnli J1 
.pl~ t\!mi t;{i C 0-R i ((>mpal.'l D/..;J.. R .-c,>rdcr). { V-1< II· r( i 'WJ'.Il'l [)i;,f... 

i{~'lll-itcr): 

:,JuytiLLU/Ili /}lllfllll 
U l1 qplilultnl(i .' Jl~Hu{im tL llllllll~)lt (i h llll~ tlllJllljtq!t ~-ti hpmt~, o uq(i lll

IJlli llHtJllllliJLUU(ihp lll!lt\llll!lillll llllll~llljl oqulluqnpotjnnll.Jl (it.prJIHJtuu 
!'Lll p<\ Jllll tumqt: I 990-tU ltlll(i p tltul[ wli 0 t.pJl~J 11 LUtlllll!LLI(HI ~ ~li tip p IHULhu
iJltllll u t(i t'IUIJUlllJJl(i htuum1l1 unqtlllllliJilll' audiocurd. npJl (Jq(imp.JUHip 
tl l"t(lllllllll WflJH!Illl~ t. lllll tip hlhlLU Jli l· ~lUJill'l [1 nr lllll bptlllf lllllll P.l n l(j : 

::JtUJlilUJtlti UHl[Uilllll lh[lfi rH(ili(inu\ l:i(i Lltnh)Jhnt:qp. lljljt0 4tU(11lll ltli 
uJllU~Jt\ lil llt11bphnhunilul[UIJ1qlip: PmyJt LllJil· l)plliUp m(il.i(intu hti 
Junutuljtnlltli.J Jtli t)mmp, 11[1J1 oqOmpJltlllp hwthul.jtll[l(~.'f' Uli? l.jtll[llllJ L 
tibptuO"tlhL l1 qptuti9tl!:it 6wJliLUJilu J1u:jlllltt1wg]nu: l!tJLiJJt LlllUJHtll>tJtw) 
t,o Sound Blnstcr :])\l[lllWJP i2LUpulhJlrl. llJlllUIJ JJtlinul bli un[inl· liUlhplin 
tnhutuylibpJt 111 h0ntpunJnpm [~Jil1 (i l:i(i unu111u lHuthultHII'lJ~I' t~b~ 
(ib[\t.UOlitthU!llllllUJJlG tltllllj][!: 

8w(igayjJ{i JJWf/l/1 

t1lll (i~JUt.lliG \!Lll!llll bPI! oqunuqn JlCl tlmt\ b(i h tuthul!tu!lqlt ~11 9tll [i
qbpJlli tYjllli~J(ibJm htlll~tU[t: Um[nptuptup JtJlllll\llJl<lljlliL~ li(i (l(iqwp<~LIIIt 

htllllllll.il llHl(llllllll!tl(tJl ti!HU. ll[lnH12 t~pul~J4ntu t,(j LYtllJ(lllll[LUli 
Ulll[lllUIUJjl lj~J tU (i(i\i [1 J1 tlh2: 

I. 4.:?. Uityjllll/jlldi UllLJllllllUlfl 11/lllfilllljW{i flllllfllll[lliJ1ljbf1[1 
l1 bti' m;m tiw /j w ti ill! w g li zm I' 

lt b G Ulpn G wl1tu li U.Jpnybu npr f1lim btl[ltu l t~hl'> u11.1 bthu t, npp ltn~
t!.mt) t. tYJlliJllllllJlllYbunp: '"J.w hwthuLJtU[14~P hJttHhu4wli t'i}tlnmutubuLUG 
L il) p 11!-J hun Jll~ tuu1 whn4nt d t. h tuLltultwpq~ J t plltJlfl UUIJ1pbpJl lnuuunn bq 
tuJtuLUU1LUG)2jl qblJLUl[lliJ111l\.~[1 L r:n[tuptu(iutl.ttuti Ill UlpllllltllplulilUl!lU(i 
qnpbnqmp.Jntli(ibpp lJWU1UI!l111.l~~: \.,plll ljUH[Ujl Li!.19 l~lll(intd li(i lJWnlli
L[ Lll!lL)UI(i lllt1flj]!1, ptltuputGtUUlJlUlt\utpUIGWlJUI0 lltlli1JJ{l l.t lll.Jl pJn4bill': 
lnumut[wp thuli Utufll!ll ti[t£1l911tl ljnniH\JlGulgt.jrllli t lnmhulttupq_, j1 pn
!1111 ULliJlPhjlJl llt.'t"lllliUHUupr.. 4wmutltllfll{mt~ t. tm~pnq9 htu,ntuqtulttu(i 
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qnJlOl~ti~lUYJ:!, pulj plj_wpwliwmptuUtupwGwl.jtuG uwp~p U}12ngml 
l.jLUtnlUptlnt Ill: J'lU~n)ltlWQpWJp UztUljlllU(}: 

O·qbJ7wmpzf hftlmzmpJmfi 
OqmwqnpbnflJl hwuwp wubGwhw uwGblJl hpznflntf)JntGp, npp 

hbtn Gw jntpwpwULJlllP UtWhpG wztuwlllntU t, ljn~ttm u t Oll!b(lwU1Jlll 
hpznflllltJJntU : UJq hpznflntpJntGt! Gwtuwmbuttwa t wzJuw mwGpp 
[!Gpwypmu bpwqpbpp L unlJw tGbpp ll!WhUJwGuwG L wpwq +n
t!lntuuLuG htuuwp: Oll!b(lwmplJ. hpznJlmpJntG[! ljwqut~wa t P2P2Gbpp 
qwGqqwbGbppg, npnGg ub2 l4Whll!wG4mu bG mllJwlGbp[!: <.)1zwuwpp 
hpuGwl.jwG pGntpLuqpbpG bG' hpznflntpjwG awqwt(! L hwuwGbtllm
fJJWG dwuljLtn[!: UJfl hpznflntpJmGmu pG~npuwgpwG U!Whll!tuG4ntU t 
hwuwl1W(lq~p wz}liWU1WGpp [!U}3tugpmu L WU2WU1hlntg htmn 

Oll!h(ltuUlPtl hr2nf1nt f)JntGpg 2G2t{mu t: Unwfig hnuwGpp oll!bflWultt lJ. 
hpzwutU[lPQ Pll P2P9Ub)1ntU pG~nputug Jlw up pwGp tltuJp4JwGpy wt.Jbl 
~P l.jwpnq U!WhUJwlibr 

OUJuptulllptl hpznflntpjntG!! [!GqmCh{wo t tuGlj_wfibl RAM 
(random access memory): Oqmwqn{lolj_mu t Gwlt Oll!b{lwmtttl hllzw
uwppp LUJGU!t\UP l.j tuqt~wl.jbpUIUtuG 6lt, bpp pG~npthugpwG U!lUhUitUG
tlntU L hwuwljtu(lqplG wG2wu1bLmg htmn: liJl} h~znflntf)JntG~ 4n~tlnlli 
t Flash (.1>twl) httznfllllf>JmG: 

Q.b{loll!b[lWLnpq hpzwuwpp[!, pfi~UJbu GwL Oll!hpwmptl~. Gw
tuwulhut!wb bG j ntpwptuGL)ntp Ujtuhp uzwl.juw G bfi~wl.jw pG:pnpuw
gpwG hpznflnt~JtuG P22ntu qpwGyhlnt l.jwu QGtnphlnt hwuwp: 
q.bflOUihpwu1pq hpzwuwflp~ qmGlj_mu t oll!b[lw mplj_ hpzwuwppp L 
Ul[lngbunpp up2L: UJG tulJ.btll wpwqwqnpa t, pwJg Grw pG:pnpuwypnG 
mwpnqntpjntG(! Oll!h[1Wtnp4 hp2wuwppp mwpnqmpjntGpg 4mpp t: 
Q.b[lOUibpwmpq hpzwuwpp[! wGttwGmu bG cache (l.Jhl) hpznqmpJmG: 

fJlmw{Jwfi hpzniJnLpJmfi 
lfzU1w4wG (hwumwmmQ) hpzwuwpp[! ljwnmgttmu t 4tmw

hwqn{lll~WJ\1G uba t1Gmbqpwl utubuwGbp~ l\Ilw: PG:PnpuwgpwG 
QflLUGgqmu t htuUw4wpq~p WflUlW11PUWG clwuwGtulj lt U{\W zwhw
qnpbutuG QUf>tugpmu lr Ljml{'lnJuLtmu : lfzUlwl.jwfi hpzwuwppl! Gwtuw
mtuttwo t hwutul.jwpqlfl w2}uwmwfipp ~fipwypmu llf1ntf1ntu4nrt 
pfi~npuwgpwG bpl.jwpwcltuul.jbm U{WhUituGhlnt htuUW{l: lijfitnbfl 
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qptuugtlwb pG:j>npuwgpwG l.jwpbtll t UpLUJU [!li~bpghl wz}uwmwGpp 
nuJHUgpmu' wmuGg tlmt!mJublnt: 

<_tutl tul.j lupqp([! UpwgGblntY h tm n uwngbunpp lj_pw LUU!W
pwU1WJPU 6Ln4, wnwliy bptuqpbpp uwuGwl.jgmpJwG, qmpu t pbpt.Jnttl 
ul.jqpGwljwG hwugbG: l'flpnytunpp WJ'l hwugbnlj_ qpumu t wnw9pG 
hpwuwGpG u wztuwmtuGp[! zwpmGw44ml1 t opwqpbpp u)12nynlj_: UJq 
ul.jqpGwljwG hwuybG hflntU t ljwmwpmu uzmw4wG hpzwuLupppG : 
lf2UlLU4tuG hpzwuwppntU qpwGglj_wb t Up zwpp hwmmlj opwqpbppg 
l.jwqulj_wb , WJUU!bu ljn~qwb, hbGw4bU1WJpG GbpwWwG hwuwljtupqp 
(BIOS) httuGwljwG uwu(!: BIOS tf1wpbp[! uwtuwmbuqwb t htuuw
l.jwpq()1 wztuwmmfiwl.jntpjwG ummquwG, h)1ufiwl.jwG hwGqntjgGbpp 
ummquwG L GwtuGw4wG pnf1wr4uwG, wrmw~pG uwppbpp L hwuw 
l.jwpqllJ hwuwqnpawl.jgmpJtUG wll!whnlj_uwG hwuwp: lfzullul.jwG 
hpzwuwppmu qpqwb pG~npuwypwG Gwtuwmbulj_wb t pwgwnwt4Lu 
Ul[lngbunptt l.Jnfldpg oqmwqnpbblnt hwuwp: lfzlllwl.jwu hpznqm}'lJntG[! 
nGqmGlj_wb· t tuGlj_wGbt ROM (read only memory) hpznflnt~JmG: 

(tjwwlij tnwljwfi h/IlfllJ11lPJI1l{j 
4pu Lut~zu1tu l.j tuU hpztuuwpp[! 4wmwpmu t GmJG :}>mGllgltwG, 

rUt uzmwl.jLU U hpzwutupp[! , pwjg fJlllJl t mwijlu tf1ntf1ntuht UIWh
UIWlitlnrt pG~npuwgpwG : OUibpwmplj_ hpzwuwpp~g wJG mwppbpt!mu 
t G[IWGntt, np ubpbGwG WU2WU10llllQ htmn pG~npuwgpwG ~p 
2li2ttmu, pulj uzmwl.jwG hpzmlnt~JmGpg mwppbp4mu t GpwGnti, np 
wJ Gmbq qpwGg4wa pG~npuwgpwG bG~wp4lJ.mu t tf1ntf1ntuuwG: 
4 tmwuzmw4tufi hpznflntpJmG[! wfi4wGmu bG CMOS hpznqmpJmG: 

f2m:PbflWJPfi hftzwuwpp 
Pm~bflWJpG hpzwuwpp[! Gwtuwmbmlwb t up2tuG4Jwl pG:Pnfl

uwgpw UIWhUIWUOllll hwuwr: ').w oqmwqnpottmu t WJU l)Oll!l]nttl, 
bpp wfihpwdbzmntpjntG t WOW2WGntU upujwGg hbUl hwUwUlbqbl 
hwuwl.jwpqw wnwG6pG uwppbpp wpwqwqnpbmpJndlGbpn: Cum 
tm~JWU, qhpoll!b.PWtnptl hp2LUUWJlD[! pm~bptujpG hpzwuwppp 
mwpwmbutuljG t: 
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1.4.3. <wlfwljwpq;jJ hjJlfuwljwO wpwwpj1u uwpp!Jp 
un u/1 ump 

t'>pwqpbpp wz}uwmwGnp l!Gptugpmu pG.l>npuwgptujp W[lUllU

OntU(l hpuGw4wGmu ~wmwpJ.lmu t unGpU1np)1 (tnbuwmtnq)1) lijlw: 
unG)'lumpGbp[! 4wpnJ1 ~G qqwijmpbG Ultu[lph[lJ.lbt U)'lUJwGgpg: lJnGtr-
mnpfitp)1 qLJ'lltut.lnp pGmpwqpbpfi tG Ulbputntuj)1G 6LW!WtP1!, tqtutn-
4bpfih[1p azqpumlpjntfil! L t4pwG)1 !lUtPUb(ll!: Sbputntuj)1G 6LW!WtP1! 
pGmpwqp4mu t ut4 mn'lP qpw mtqwlfnplfnl'l GzwGGbp)1 wnwlfbtw
qnqG ptuGw4n4 L UwwG)1 tlflw tnbJ1w4nrtl.rul mnqb(1)1 ptufiw4ml: 
Q.pw:t>)14w4wG ntctpumu tqwm4hpp humw4nt£1Jntfi1! tqWJUtuGw
tlnptjmu lt4rwGp 4ptuJJ1 hnrflqnGw4wG k ntrt'1WhWJW9 nt'1'1ntPJmG
Gtpm[mh'1wrl.fH[n'1 4bmbpp tunwtlbtwqmJU pwGw4ntl.: 

t4pwGp l{pwJp wupnr12 UjWtn4hp[! 4wu fipw wnwfi6t'lfi uwubp[l 
L GzwGGh[l[\ humw4 tntuppbpbtnt mbuw4bm)1g ubO GzwGw4nlpJmG 
ntGbG Gwh 1.4rnuGr ! WL)'lbpl!: t4pwGJ1!tutPbJl[! tnplfmu bG llJntJUbpntl.: 
Ujuop oqmwqnpbtl.ntli tG 14,15, 17,19,20,2 1 !Wl}1bpnJ.l unG)1mnpGbp: 

Uwliizuwzwp 
UmwGqwpm umbqGwzwrG mG)1 101-102 umbi')Gtn, nrnGp 

mtqw11fltl.wb tG tuuptpm!: 
Swnwpl[wJpG umht1fibp1! GwtuwmbuJ.lwb tG GzmGwjpG llG-1>np

uwgpwJJ1 Untu1pwqpuwG hwuwr: 3ntJ1WI?WULJOlJl Utnh'1G1! 4wpnq t 
wztuwmbt up ptufipnbctpuGhpmu (nbq)'lumpGbpmu) h oqmwqnpOtlht 
up pwfip Gf12bJl Gtpumbhtm hwuwp: '-lbpLp L GtppLfl nbqflumpGbpp 
up2L l}1nfuwp4ntli1! 4wmwpt1.mu t Shift (z)'l:}>tn) umb11fil'l up2ngn4: 
lijutqbu' ubOwtnwn qphtnt hwuwp hwp4w4np t ubquwO tqwhbt shifl 
umbqG[! u uhqllht wfihpwctbzU1 mwn(!: UGhpwcJbztnnlpJwG qbtq~mu 
4wpbt)1 t GwL :Pfl~ubttlbpLp nbqpump{! CapsLockumb11GJ1 Ufl2ngnt~.: 

UmbqGtuzwpp t[bpltp uwumu U1b!lWI}flliWO tG FI-F12 
~mG4gpnGwt umbqfibp[!: UJq umh11fitp)1 :t>mG4gflwGb[l[! 4wtutl.wO bG 
tntl.JWL urwht'lfi wzl"ttwtnn'1 opwqp)'lg L npnz T)btqpbpmu' OUtbpwgpnfi 
hwuw4wpqpg : 

StlJwtGbpp C.bpumbuwG (!Upwgpmu Gnp mn11p wGgGbtm hwthup 
oqmwqnpbmu bG Emcr umt.qG12: 

14 

UtnbqGwzwpu mGp hwtnm4 OwnwJnrtw4wG umbqGbp: 'l.w 
tlhP l! Gztl.wO Shift L Enter uU1bi')GbpG bG, ~G~tqbu GwL qh4wtl.wpuwG 
Crrl L wwguwG A It htuU1ntlj UU1bJ1Gbpl} (wJT} umbqGbpl} oqulw
qnpotlmli bG WJL umbJ1Gbpp hbm tib4mbJ1' hwu1m4 hpwllwGGbpp 
oltw tl.npuwG hwllwp): 

UtnbJlGwzwpp tl.bppG uwumu mbJtwrwlfwO bG Esc (Escape) 
(hpwctwrmll tl.hJ12llG 4wtnwplfnq hpwuwGttg) L Backspace ( 4hJ12llfi 
qplfwb Gpzp t~.tpwgmu) uml:li')GI:lp[!: 

t>wnwJnrtw4wG Print Screen (t4rwGp [!GJJwg)14 q~6w4J1 
mtqliwG umbqG), Scroll Lock (tqUltnUwG-~)ppuuwG) L Pause/Break 
(qwqwpp umbqG) umhqfibp(! mbqwllJllfw() bfi :t>mG4gpnGwt 
UUlbqGbpr lU2 UWUntU: 

UU1t.qGwzwpp LU2 umumu bG qmGJ.lmli pJ.lwJpG umbqfibpl}: Num 
Lock umbqGp ~~puuwG qbuu~mu ulJll. umbqfib[l(! oqu1tuqnpOtl.mli bu 
npu1tu plfwJpG: ~w4wmu4 qbuwmu qpwGp 4wmwpmu bG gmgp~p 
mhqtuzwrop ~mG4gpwG : Bmgp~p mhqwzwro)1 mqqm~JmG'[! Ciztl.nni t 
umb11Cibpp tl.PWJP utwuGtpnti. pwgp LUJfl gmgp~f! Home umb!lGP 
op2ngn4 4wrtl.P t. ulh'1w4mJubt [!Gpwgr tnll'1P u4)1qp, pu4 End 
umbqfip up2nyn4 tnnqp t[bp2: Page Up /Page Down 
hwUWUjWlnWutuwu utnbqGbpp llt'12ngnt1. 4wpbij1 t wGgGbt Uwp111[1'l 
4wli htu20Jlll t2f1G : UjU uwumu qtnGlfnq I/Jsert UU10f!U(! ~mtuwG-
2WU1ntU t Gb[lllJlUWG L lfbpWllJlUWG nbctpuGbp'[!, )1u4 hbnwguwG 
Delete utnbf\Gf2' hbnwgGmu 1!GpwgJ14 G~zt!: ~wpuwpmpJwG hwliwp 
WJ'l pntnr uU1bqGb[11! umh11Gwzwpp lijlw 4r4Glfmu t:;Ci: 

d-wuwGw4tulj)1g hwllw4wpq~!UU(l)1 UU1b'1GwzwrbrG mfit.G up 
4wpL.np wnwG6Gwhwu14ntpjntG: Umh'1Gwzwp{! tqpngbunppG mqwp-
4mli t " ! p t GzwGp 4nq[!, wn uh11li4w0 umb11GJ1 hw2nr'lw4wG 
htuUtu[11!: Uliwgwb wzJuwtnwGpGbp[! 4wmwplfmu bfi htuUWUjW
tnwutuwG hwliw4wpqwjpG Opwqpb[l~ up2ngn4: Utnbf\Gb(lp 4nqwJ.ln
pnul[! uzwGGbpp 4nqwtl.npmu)1g wfi4tup1 t, PU![! 4mpm4 utW{lqbgGnu..i 
t UtnbqGwzwpp hbtn wzJtlWUlWUDI} L upwowuwGw4 WJG 'lW[lOUTliU 
wtl.bll1 64mG: 



UljOftlj 
<!.wmmlJ. ubpwMwu uwpphppg wnw2pu hhpppu hwplJ. t £i2hl 

«ulJ.UplJ.~», npu pphupg ubplJ.wJwgumu t bplJ.m lJ.wu hpbp utnhllU 
mGbgn11 tllnppplJ. uwp}2: Itw tlhlJ.mpnUwJpU hwmmlJ. utuhuw t, np~ 
ulJ.UplJ.p tnhllW2Wpct~ hwppntpjwU 4Jtw ol.twtllntumu t tlhlJ.mpwlj_w(i 
wqqwu2wuubpp L. tllntuwugmu hwuwlJ.wpqlpu: <!,wmmlJ. apwqpp up-
2ngm{ WJl} wqqwU2WUUbp~, ulJ.UplJ.Pu hWUWUIWtnwutuwG, unupmnpp 
tlJ.pwup 4.Pw mhllw2wpctmu bu gmgpl~: uquplJ.p umh11£ihp~ oqmw
qnpat.Jmu hu hpwuwuubpp lJ.wmwpuwu hwuwp: uquplJ.~ hwpuwp t 
oqmwqnpahl qpw~plJ.wlJ.wu pu~npuwgpwJp t.{hpwu2wY.uwu hwuwp: 

1.5. <wuwljwpqffi odwuiJw/j uwpf2wlfnpnu.fulipf! 

UuhwmwlJ.wu hwuwlJ.wpqlp octwuqwlJ. uwppwt.{npmuubp~ 
uwtuwmhut.{wa hG lPWgmgpl qnpanllntpJmuubp lJ.wmwphlnt, hwuw
lJ.wpqlp huwpwt.{npmpJmGubpu ~Ul}lWJUhlnt hwuwp: UJq uwpphp~ 
UIWtnlJ.wGmu hu wpmwppu uwpphpp qwupu L. uwtuwmbut.{wa bu 
oqmwqnpan11p hhm hwuwqnpawlJ.gntpJwU, pu~npuwgpwJp ubpwa
uwG, wpmwauwu, hhnwt.{npmpJWU 4Jtw hw11npquwG hwuwp: 
Unwt.{hl mwpwat.{waubpp pt.lf1G bu qwut.{mo ulJ.uplJ.~, mll.!Pl~· unqbu
ubp~, ulJ.wGhp~, ~wpuunqhu~: 

fl]npwbp 
<!.wuwlJ.wpqwJpU PlnlJ.pg l)llt.pu qmut.{n11 uwpphp~ Pln4.f1u hu 

upwgt.{mu UJnpmbpft (Port)' hwmmlJ. lJ.gwuubpp oqumpJwup: 
Cl-njntpjnt.U ntUbU qmqwhbn L. hwpnpl)wljwO Ulllptnbp: 

.2mqwhbn t lJ.nlt.{mu t WJU Uinpm~, np~ m'4Jwl£ihp~ tllntuwugmo 
t pwjphpnt.{ (mp pppwup tuuphpnt.{) m unt.{npwpwp oqmwqnpal{mu t 
t.nll.!Pluhpp m ulJ.wubpubpp upwguw(i hwuwp: <!,wuwlJ.wpqpm lJ.wpnll 
t ntuhuwl up pwup qmqwhbn Ulnpm: Itpwup G2w£iwlj_t.{mu bG 
LPJ,LP2, .. .. : 

<wpnpl)wljwO Ulllfltn~ tntlJwlUhpJ:l tllnluw£igmu t wnwuop(i 
ppphpnt.{: UJq tnPUIP Uinpmbppu Y.wrnll bu upwgtlhl mwpphp 
uwpphp, npnugpg wnwt.{hl mwpwat.{wa bu onqhuuhp~ L. .'pwpu
unqhuubpJ:l: <!.wuwlJ.wpqplJ:l lJ.wpnll t muhuwl up pwup hw2npqwlj_w(i 
Uinpm: ItpwGp G2wuwlj_t.{mu b(i COM!, COM2, . ... qpntpjmuubpnt.{: 
16 

flpUihu octwuqwlJ. ummpp uwpphp oqmwqnpamu hU ulj_wuhp~, 
t.nphppnw, tllh£iuwmu~, 2llJUtnplJ.~ L. WJlU : ItpmwplJ.bUp l}PWUgpg up 
pwupu~: 

SpbppnlJ!, p mwpphphpntpjmU ulJ.uplJ.p, WU2WPct t L. qul1fllJ.~ 

2Wpctuw(i t phpt.{mu obnpp wtllp up2ngnt.{: Sphppnlfl hwuwp hwpp 
uwlJ.hpbu lP UIWhWU2t.{ntu, oqmwqnpat.{mu t l}JntpwlJ.pp 
hwuwlJ.wpqplubpmu: 

f/>bOtfwnwp uuwu t qpp~ : Itpw OwJppu tnhllwllPt.twa t hwmmlJ. 
hwuqmJg, np~ qpwugmu L. ~ppumu t tnhllW2WpctuwG lwtlluhp~: 

.f2nJumftljp, nplllhu lJ.wunu, oqmwqnpat.{mu t tuwllWJpG 
apwqpbpp hbtn W2luWt.nhlflu ' qpw~plJ.wlj_w(i tntlJWlUhp (ibpumahlnt 
hwuwp: 

lllwmlJ.hpuhp, .'pnmnulJ.wpubp, mhpumhp L. WJl t.nPUIP 
pu~npuwgpw ubpumahlnt hwuwp oqmwqnpamu hu ulJ.wuhpGhp, 
pt.{wJpU mhuwlugplJ.Ubp, pt.{wjpU ~nmnlugplJ.ubp, qpw.'pplJ.wlJ.wu 
~uwu2hmubp: 

UljwObpp' uwpp t, npp up2ngnt.{ hwuwlJ.wpqlp uh2 ubpwat.{mu 
bu mhpumbp, ulj_wpuhp, lntuwulJ.wpuhp, WJl qpw~plJ.wlJ.wu 

UIWtnlJ.bpUhp: 
UlJ.wuhpmu UIWt.nlJ.hp~ lntuwt.{npt.{mu t , wUl}Pwqwpot.lnll 

· lntUWJpU pu:pnpuwgpwG t.{hpwal{mu t pt.{wJpUp m qpwugt.{mu 
hwuwlJ.wpqlp 0h2 : Oqmwqnpat.{mu hG abnpft L. UffWU2bWWJft0 
ulJ.wubpuhp (Hand held, Desktop), npnGgmu UIWtnlJ.bpGhpp ~uphpguwu 
hwuqntjg~ tnhllwtllnlut.{mu t ohnpnt.{ (uwppp hbt.n upwupu) lJ.wu 
wt.{mnuwm lJ.hpUint.l: Swpphpmu bu uL.-uUipt.nwlJ. L. qmGwt.{np 
ulJ.wubpubp: 

SUJft.l (Printer) 
<!.wuwlJ.wpqpluhpmu pG.'pnpowgpwG PllPP 4.Pw wpmwahlm 

hwuwp oqmwqnpat.{mo hG mll.!Pluhp' Pdnter-Ghp: SUipluhpp lJ.wpL.np 
hwmlj_wup2uhpu bu t.nUiuwu npwlJ.~ L. wpwqmpJmG~: SUIPl£ihp~ 
mwpphpt.{mu bu lJ.wnmgt.{wapnt.{ L. w2tuwmwupp ulJ.qpmUpnt.{: 

<!,puuwlJ.wumu mwpphpmu hu uwmppgwJpG, 2PPWJpU L. 
lwqhpwJpu t.nUIPl uhp: 

ifwmpftgwJftO mll.!Plubp~ wt.{mnuwm mll.!Pl uwpphp bu, npmhll 
UIWtnlJ.bp~ PllPP 4Jtw qmpu t pbpt.{mu hwmmY. ubplJ.nll OWUIWt.{bup 
up2ngnt.{, pwpwlJ. wuh11£ibpp hwpt.{wauhpp 2£inphpt.{: SUiuwu npwlJ.~ 
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PllllllllljlllJlllJllllj I. tltUlotlJ. 2-lltnni -lS : 

. y.1u utupvtJpjt unq utu li tllptuq tllp.Jtn lil) t. n;nulw lJit)>mti 1. .>lt 1~ 1u -

1ltlt)tlt ~ JllllfhJil.U.J jllillli._tttlllJIU.JU .>tllhlthj!1JI?llhllli \) tutuut.pp ~Jtllt)p t.{l : 
1- .(-/I('~Ly/11~ liHlJI~.' (lhpp. I• lllliiJlJ-lt'iJIIIlJl.Jill [j lltlllllpjl~Jlli.Jilli lllllfl•~-

u,.,,pli. lUUllii] UilllJ 1Jl1 . lUilJ lllhlllJtll li l..ti plUljlUl(Lllti jtli plllpop lljtWltJl ut. 
llllJjllllllllJ lo l}llllilU tjllfl llJ lUUH\loliltpJ1 lllllJlll{jJllllli : 'l ·plUli~J lllltUWUHUU
pjl ulJlJJHIIllpl• LUJ~ t.. np hn.pJHplliwlJtuli nllpJtll\}JttHip l WJtchjnrt pqpp 
LjJI LU lli JIL\LUlJljOI U ti ll pwliwpJt l Jlptip. nptlUlJ tt l'llttllt.jll[111t0 ltU 
tq~uutljl•PI' : UJu uwppl:.tpp unqowu ntnult[l t[quqjmttbli t11ujmjwc) t. 
ltli,'UJbU .JJtpbpJt ~Wt.jlliJt~J . lU.fUllJbll t.t ptlf}j1 llJillllJjl~J: 

l.wcthfllLY/1{~ U1llJ!l>ULJ11.) tllllJLUhmJnni hti ptU[lOJl nptuljjl ulo-
liLtJI1llllll4 lt qntlnut!np LlJ lUlltljlqtliLpjt uuH1191lltL ~LUUllu lt Optuqpmj 
!]hlttllljLUJHI.nq JltHJ~•fHUJj1li OllltHuqtUJPP wpunut)Ljnq llJlUUllJtirt[l lillltll 
Mttutjnpnttl t. Llllll ltp tJpw, npj1~1 LUJli ljHtJlnuli ~J t.j tliO t. l~twl• ljptu : u1u 
l]ll1Uj1 llll1J1!1~t[1ll . UIUJlllhl1ljrllli bli Ullqtllllli /llllll JllUj1(lJ1 llJlWlJ lt 
tllJllllqttlJ)J.nt~t: UlihptultL;Ul t. li;LJ. llJl tll.ft\ umjjl~Gbpjt zwhtuqnpDntL~p 
l'lULjtulttultllh J'lUUlJ 1.. ptuGqJt 1Hu6tulutu4Jt tlmjutlnltl ~. UlllJIIIJ 

lnultqt~l.J~ll'· npp ttJtU J.~ntlillllpt~L~ I. qtq1~1 OztJwil l\ltulipl, tibplpHJ UJtllt~t• : 
. l: llJfll' Uljllt~JI lljlllllJlliJ(I lt qnt(llUljnp UlllJJt~tibpp hWUllllJIUJilJ:Jlli 
ujllll9lth)t~l hw Lhup. <'qlllltHptp0tlntt~ ltu lnuutllll! ilptuqpl•fl 
t1JllliJtJLpl•L~l. npnhp . u~tljllfllllJ'tllp lJllHJL~ntll bti htuthulttllfhJ.'Il 
0plt~qp tuJJlu ullqtulunJtlwli ptuqlttuylll~Ji'~ L1ttllt(l L l•tttu4tulitu~1 limt~ ltli 
hlliUllllJilJH)Utl[~lll(-l.JillUl' IUJI l)ptllqlHUJjtli tlp?li~J (iLpJl hbm: 

UiuJlitfliliJI 
. u·ml~?(iltpti. J1.UtlllliJUillt) t.{i ~LU~w4tuf1q~}l hltwJllllt.j11Jllll -

PJIIl.lilibpp . \-p.wltp tiwJuwutltulJ.tu<) Lti hbnwlJ.npm(lJlUU tlt•w qlll litjnq 
htuthulttupqJI>ti Lpjt L1lt'l?L Jtu:tmtH'itu9JlWJI• lflnjuwliwlJnt uli 
llll~j LUl.Hilj.l.jlll lllUthup: r.uut Jtti .'!lll(ltlW~JJtlUJJl hwJ1npflOWG ltljWlitultJt, 
Jll~ntu Llt mu•lltn~nqLutiLtt l. 4wpt:IJWJJtG untlbUtil.ip: Oqmwqnpch[ntu 
t.lt hl.tmutunuw.JJlti qDt.pJt tlptu llll1J111Jl'lt.IWb onqttilibtll) : 
. ~lU(IJ'L.J1111 U h(i .wJ.IlllwpJtli lt Gt.ppJlti \lnq bUGLp: Upi.IltUJ2Jlti 

t)tll~~t)tJ htu tllu 4tupq:J•ti lijnuqtlniJ wmutio Jt (i mtq1p t., npl) qtn G ~lll o 1. 
hwuwlj tUJH\LUJI•ll 1'1'•41•~ tpnpu: \,Lppl1li umlbtltib.pu tljHu9tJmti t.li 

·" ' l ' ~'lllllJ lttl titll.lllllll)tUli lllHJllllllll[\1lt : :htnLili ~J itnlitll\ tlll!!tll\llll lllll\ 

.l' wt•:'l' litilulituuJjHij t.li : . . . , . 
.'lmtplltliuJlitflil•fll' h li tll!llllt\ll !' IIIJ\ Jillll 111 (tltlt ll lomu!U mmtq < It pt h\ 

q.up:)t•J \t(i ~Hi lill tll l,ptlllltli.Jjlti tllllJLU[tilip . lti .J lillJl..U t.t ljJllll:\tj llJLu!!lltlt 

j .U lll lJlt (1 Gtoj\: 

/. 6/1(i.'fl11fltftuy/llU}/t .fmULWJ/lfi ltlllllllf!Jlfilu>PL' 

dill (llliJllliU:JIHJ' h\1l ll1Ull1Jlpjt hjnitiLU\.tLUli }'lint JltlHlll\l~(l 
lt l i 'lllt[H~wytm(i uHUJlllllllll~.l'" lili t (bnn\lllll1): UJli ~tut.jujmt~ t.ptujpttJHHj. 
tql\1 tllbtuliyJUIL Ojnuljll(llibjtli t.li ' 4JtplptUJJl(l. utqntplUJPP t. 

lll:qtllJ'lliJ~l' : . . . ' . 
.:.j

121111
nqlJiliUI11U ltli :impthll~JJHuli llJtllhUJtUltt\tllt\ ~ .l>UIJjltp\1 L~b9. 

.'lm~JLL'. ptu .11~t.ttJ1 htu)H1Jll\ntlltulint p.Jmli t. 1111~1 ltutjtllulllltutlllll> ~ 
\tli:jlll(lUlli~J!llU qrnu!.i~JI:iJill. ll(ltJlHqtuhl..(lll lt Jlltplt~l~Jl! t.llt httt~llliJ1. 
:hllllllaJIIII t.'i UJLUhtLJlltGtjnn) t.li \tli ~utliu i)ptuqplqt. hJHtllhult(tltp. tliJlllqbu 
l.t 'utl..ptlUHUJPU lt qJllll:\'\ll[lll\.ttttli O.tntp~op : . l ~uut tqtulnqlllln\nq 
Jt(i:t

1
n(H\tuq\llUJ\1 pUIIIJP\1 :\>tliJ\ltpJl JJ1llllll~ . ltll . l>Jllllt)IHUJtlli. 

t!Hllllllllll}ll'lJllUJj\li. lJJHll~jljllttlllJlllli , lli\1Jlllll llllJ1li.~J1lt .l' lllJ jlt : . . 
!htliJll•llllli tl\llimti L(i tulimliml: :tnu.HI' tulimliu l.J lllqt~ljtllll r. ltpl(tll. 

tiluu)HJ pmli tulim(ilt~J lt liUt}J lliJ linu)ll~J: MS T~OS m.tth Jiluqlml~ 
hllll~ ll;l(tliJll\lll 0 11LliJJI1 wlimlip muhthu(itutjnu\.tt\11.1\\ t ~ lt\1,

1
1H\: \l~ 

\\' itHIO\\ s oll[Lptuqlmli httnhulttupqn t l~ :Jnu.llll tulttltult. tqt \JL."Jl '." PJl.llll 
tiJHll utuluhuliunjlllt\.tm ti ~~~ t}(1l\ tmi : :l>~ll.JJII tlllll~tulnhu (t t\h')) 
pn:.JJt ll lllJHin11i t oquuuqnttOL( ) tUU~jllitu.lpu.ll lli.Jl'll l p~ltlt tnnmbfl Jl t, 
:lJHl.> htU\l)llllJ li,>wlilit.p: elii\J lUJUlltllJl tll{l!l t ltl.•~l I'Lllll~u.(njnn\. t. l~l.utJl ( .) 
tilh'lltJll~ It plli!Jljll19LU() t. umjnp tUJ'lllfl ttpLJ) ll ltlll ~j: LOrn :~JUilll\fl Wll -~9 
1. ,;Hl.IJI1tt ~\>liiJUI UlJltlJil: '\.,\,plJlliJlli9Ulop llJ111l Jltil\tlli.Jltllll\hlo(l lt Jl(HIIlt~l 
lt.> tlllitu4lll p.JntG(t: OJ1jt(iUJlt 

.com, .~"\c phtHLUJlint u 111 llti91l'1 :jmtJJbt•P ()pUJqJHUJI•li \.ttud 

ljtliUllUflllJ1Uil(Lllli :lltli.JJb(l bG, . . . • 
.hat Jl(iruwJlintumt Ullll(l['b!nlmt\ Lll hJHUthuGw.~jlti .~tUJ [lt~lll. 
.has - BASIC uJllUQJllUL!nptllll{i jl.qtlml qJlllluc) .,lUIJJbJl bU • . 
.pas ·- PASCAL ll(ltlllJ!llllt\rlJHllllli tl..qt\nlj t((ll\tuO ~>WJJL(l t.lt . . 
. dtlc - t.jm•uuHupqptuJitli :l,tuJtLJl hti. utnlt'lllt\tuD MS \\orJ 
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. .xis - tu~.rntutu4tu.ri1G 1)LUJJbJ1 LG. uu!LrJ()tltuO MS Excel ()JHuqpjl 
o ll£ngmj . 

. bmp . . jpg .. jpcg le lllJJG - 4JlLU:j">f\4w4tuG :ptuJthi1 bu l. WJtG: 
:btu.l!l•flll hbUl UtJ!"tHUUllUUj)(l hL2UituyGbLJll Juuuwp lll1tuCip 

juupur~jnpl!nu bu htulllmlt 4wnmgtlwbnutp}1 t~b9 , npnup 4n:tlmu bG 
Folder lftuutw[nqfihp. IJWfJwtiubp 4tuu P'lJ~wu1wOwljlibf1: fchll:liU
l~ JlU(nulw j1G.1mputlty!nuJI1 4Pil~l1 t~llU wGtltu Gw4nz.tlwb U1llrntJI'l t. npp 
titufutmnbutltub I. ~>tUJJOP!.! puu1 UlPUJil , pfim.JPp, umbflDuwli dtutl4LUljl. 
filtuliw4mpJtu(i. \. UIJL pGnqnuqplJp~ tuupwtlnpbtm htuthup : t<rqpw
UJtuGtu4Gtpl.) GmJGUJl•u mGMi tuGmGGbp. uw4wJ£i w fi4_wu uh2 pu 111 tuJ
Gmu~ putytulJWJmu t : IO-r1JHUUJWGwljubpl1 (foldcr-jl) lih2 4tupnq b(i 
!"tnlpttnjnptlbt !iwl. lllJ1112, GhprlJ14tua f~~"lfllllll)tliGtultlihp: UjG PflflUll4 -
lUGW\JGbpp (11LUJ1WUJ1), llJIH UlGI)lU'lJ14.Wb t Uh4 mp!1z fH)J)lUUJtu!hu4fl, 
(qwpw Gj1) ub2 ljn~l!ru u t LGpwt)WJllU G 4tuu buptu4wllltutnq : ~lllllfl 
1nu.llbfl~ l• P'lPWllttu(irulJUI:ip~ qptuGgtllllO l1 futSpuntnptlwb b(i h!uSGw
l[UtO fHlPLllll[lll(itU4111 U, llJl l} 4n~tjnuS t wrt.hUU1U1JpG J~f1}'lWtqtuuw4: 
UJUUJI'~'m{ . ~~~WJJLPI' t. PflPLUuJwuwljuhpj1 UjtuhujwGnul~ 4wqwt1Lrl4-
tjmu b(i uulnpwlttupq tuJI'O, (6Jnlqtutjnptltuo} tnl:iupnti l. 61Awtlnrmu tG 
htUUJJil lJ lnuthUlJtUp<~ · :j>LUJJLpll btun: UJ•l lnuutu4wrHl[lt.U0tjuiGmt:i t:;(j 

:j>ll~ /flU./ ft fi f.t W 1111/_(J 1/ UUJ/): 

Windows bptuqp[1 rmttup4thuti tuprumupnu1 pwg4_nu1 t Desktop 
(wzjulliUHUUhqw(i) htULnlll4 opj\.,lJll1[1, npu j1p hbJlpjlU UjlU[11llUW4ntU l 
My Computer, Recycle Bin, Internet Explorer OpJh4UlCil..tptl: 
'VhpqWJtuyGhGp ~plUJtUt.JpU 4Wnnrgtlwbp(! hLIIlL_IWl utuMWJ~ 
tlJ12nyn4: 

20 

Network 
Netghrhood 

u4.1.1 l>wJtLt'l' u ~11rtuu1wuwttlihrll tJU1npullJtupqtuJt'u 

< ci.Jntllwt\npttwu) l!tunmqtlwl>p\1 utuhuwG 

l1)lb :I>LUJlfl }~ qtnG tlmu (!Gf~WY\14 qwpwGmu, LlllljtU ~IJU oqu~Lu
qnpbbpll hUtLhUfl lqtmp t fi]b.l 1lbl4~ WJIJ :PWJ[Q U1lUUrll) ~WUW
llJW{lh~ : uwGWUjW[lh~ ((\}) u~zt.rmtl ru.HJwlh{wb PflflWLqluUtuqLibpll L 
leG!-llUPllPWUJWUW4Gtpj1 hw~IIJIIJLU4wGntt'}Jrll G l: O[ljlutu4 · 
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l\-UH' !u 2 . ..:.l ~Ul..~l~l~f'Cl-~)1") Cl~..:.l~ q.j\ f'tiU1.~\, ttl~~ '<l -1 ~ 
.2 . 1 . .:.._ullfW{flUfh}L'fi {lllijlllllllj!lllllflllll!lfll}lllfl Ill_ '/llllll/llll/lt',/1 

..:.tutitulJLUpq;(l qnpt'ltupljlltti)lll tUIHil~l tutihptudb,'Ul I_ ;H<Lll;l,Jt!hJ. 

11plli tli tljllllllplULlll1 t_ lll,'\llltlllllllLljl\1. 

I IHULitllljllljlqtll/1li j'jlll[j\ IHUlllllU[llltlllll,l\ULUli tpUJ-'lijlil.p\1 Lijl~lllqtllj 
tltnuqtjutl! l. ulhllllllll]llll\'- utnl.qlitll,'tll]l\1 t. 111.11 tulihpLU\

1
i•,'lll 

lllliJljll•Jlll liblll. 
httllituljtllpqtUJ\lli 1'!!\ltl' t. htutitulttupq~\L Llntij1lnnpJ1 t\IHUqt\tuu t.l! 

L!li ljlll!llU~jll!li ~1\lli: 
t~Jlinltll<llll'- t,pl, h~UtiLUI]tujltjjl,'!l tl)lllltJtJtUli 1. tjbljUI]llll~jtUliq)Jf.i ' 

lthljtllpHLlllinn'ip lttllj1qtutlnpmj ( !JP( ·l lltllpl-!11 ti\l~llhJIH\. Llltqtu tttl•lllp 1. 
llllljlllllllL!littll_ll~ llllljlp\1 htutilltlqtullllllli)ULU(i UJZflltlllltlUljlll[ll)ll: 

..:.unhu Lttupq)l:ll ,'tllltutq np0tq nt hnaitu p tutli 1 ql,u1 p !. Lilli Ill ttl
llJllllll!llllliLlll,J tu:I<Ltllltllll(ip\L 'l-ptu hwt'iltiJ1 litl.l\11 wlihptudlt,1 ll1 l. 

tqnuqli l·l h nllilll Lpu pq \1.' p. Lt Ill u llU plq ml lmn\ tu ll[lU uHuututu (i t)np0 nqnt
)\_1111 (itibp . tl)11uqlilq !'lljll!l lll[lllllllpjlli llltl[ipli[ljl. htlltitUtjlUjlqtll t\l(i 
pjnlt\1(i. t, htutiLllljtU[H\LUJ]lli pplltll l.[bltttl]HUUlinlqt\tulip: UL)q]'lillll(tuli 
j'lt!!litlll\llJllll Ll.jl lll[lll\lllll !. t'(1lllllllttU(i !Jjl.'IHllll l'.Jtlllil11ll qlll!il\111\ 

llt\1 llP llltlll jl111Liti t. Jll1 lltnlll q l'i lllli (ljllU<-lJl t. pIt lU tl Ulllli lU ll1 }'lllllll[l tjllllill tl : 
[;pli lll_11lll(lllllj]ILipj1 (ilJLtlll~lllll t.li lljll.l. lUliULUJl!Hllj1_111ili. ll!lljlll Lllllllllilt 
Ljptu l)ll! Jlll I_ Vlqll\111 Ll 1\lllllllllljlllll\llllljULUU htlll\lllll~tllqpllt )ljtllli ljltlt\ 

tuli u•tl)lj~tlt pJnl tip hIll tltlltl[llltn LU utu tuli nq u)utu! !1 l[lll\1): 
UlJl[l-'litltl(tllli pt.nlinnlnpnttlti pliptutintti 1. )J\,tnltJIUJtli!lljtqnHI-

1. lllll(lJ'llltlnpiHLllilql\1 LlUllll q ,\ tuli 0jllllq[lltj1\l lttUlllllljlllltL 
1 t\lll)lll\ll1Ullll\li111\1j1_1lllti ll[ltllq)ll'[\)lljlllllllUjlll!li. 

.). t•tqhptlll)llnli htutltut\Lllpq!1 pbntitut\11(1\1,'11 npnfitllli. 
J utqlqHuq!Jnli httnhuljtttpqJ1 ['bntituL\Ilptnti : 

L,n]Hillll plij~tuqpli 'lt•llj!J!llti ~lbntitm[n[l\1: llptuqp\l li]121l\JIH\ (l\ljll

IHlllJIInli hnuhuljtllpqp phnlitm\npt\rllti I. lmnittlltliiJH\~11 mqlqHllll1\tLI 

h\l}llqlllp_ltUli tlli ~l L, ljtlll!lllt\tll(lllllip t.jmtutulitrtlnui I_ qptuti · Op\1litUIJ . 

\IS \\"indn\\ ~ llll(b[ttu~jlnli hluthnltLll(lqJ1 ~~t.ntilllt\tljHILuli ,lttl\itUI.itulj 

l_ljptulijlti t[ll!Jlll I. ~'t•Jll!tnti lnuqllj11\Lllq]lntpJnlli ' Sunin~ \\'indP''~---· 
\\'ind11\\>;-\1 h]n\litul(tUli :\,tlljjl•(lll IHll_lllllitJlllll tdi 11]1_111tl11Willlli tlli~': 
'l)qly Ill\) ll!lllltlijl (j llljlllllll llj\UU ll( [-, jl t\lll ti I_ \Vi ntlo\\'S- [l lli.' itltllllllU [j • 

pnlJ\ltt ul.qtu!ip (D~.~-;kl\lrl : 

\ i ~-1 >OS ''tlll•illll~l\lllli lltt ti~u IJ i[ll \I pl.nli u t\tll[lltll; ~\ 1! tit •itu •·· tlj 
. . :p t\]1ttt qnqlll i _ pl.pt\nl~.i \nuqnj ~nqHHHI' .\Ilt'i' :->1anit~~ \IS-l~)S . 

;~ ;i:l\tlllintt\ IHlllllllit\:uti t.Li \1 D( }"i-ll l'ni itlllttul• :l>tUII~L;l]l 
; [,,:-n;, tl r.\.\ptuli\tli hut_lUIUt\lllli t. i\1S US-\1 hp~~tt\~• 11\1 tqtlltllljl•I "l'j I: · . 
,~,; ;l'illlitulp11li l_. np htlllllUlJLiljlq\1~~~ \L\tlll) p.tlll~ll :. ~U,1 \t11~1llll\ll1tt:ll 
'' ·i :t,t!lituLjnpLILUli t\lnt\tql\1 tu.Jici~UHLlil 111 LUpu~~ll qtl•tti l. Nl liil1 
j;u,. jtli:p htltllptmlnpnt p_1111 (i t UHllL\lu h b~l•l•l'•t l)JH ~tiq tUl 1 w jt-,J,ILI 

,;,p•li\IPI1lt : 

::._.., . ..; wtiw lflllfU/.'/1 ajuuqtiw{j. ulfLff'li WlJW Li t 1lilll;llll/llflli'Wl; 

{, wU,vlllllllYWfi ljWfltJL' 

..:, 1 ut)lllljLUjll\\1~\\ Lfll(ll)lU[lljlljlll lnutiLUptulih[HU(Il..2tll l_ . 

1. tijnuqlibt t\nG]lU111JIJl. 
2. ti\llll~(libJblULilliL\lll]hjlUJJili J..']lllj[l . t]llltJ.tttqlltll,']l ti]l '::llllltlt\. 

.\ . tlillllljli\..t Li.Jlllll LUUlijllllllb,lUI ULUpVbpj1: 
'\-jllllli[tq hl,um t.inli\Htllljl\1 i.l[]lllllij1(i ljhlll.JUI [it\l,lJ hLllJ111(lllllll\\llll ~ 

p j:ll iilili(l . lltUt:itUl[tliJl'l.'ll \llll[lj)LllllllJl!lllilil,(l\1 UUllllljllLUli lt \HI(bptllqj1nh 
:1: \lli lllljlU Jll}\1 ul[l(Jl (i lllljlU (j pt,l! Li tlll\ ll [llltUU ll\llllqjll•Jl)i tU_>\lllll U nu[i).! \1 
'ltip

1
uqp)l thuuj·,U : l.I.._Jil qnpo[Jliptuqli tulitt:ulimti bli uljqj'lLLIIlttUll 

tl(,IJ[i ltll\llJllllli : 
. ..:.wtitUijlliJ1tj~J1 ljtJjllUJ~Ill(lUJl4111liJ1 ljlliJILIJil ~- ljtlll.llllljlh\ Utlll• 
.. R..:-!--1 . .'1» tnnl•qtijt t.ij1ynqml. t1li~u1t.u titul• Ctri · .-\It-- Dd uu1bqlitlp\1 ti\•~1 ll
~lllli. \lll t

1 
\\'i n<.ltms-mt\ tu.*tlllult•t ]llJ · t)ll.]liJHU ~J 1111 li lltutitulpu pqt1 

ll[llUtilltlituqtuliltl1 htulitUll\tuuHuur.ttuli \jhtnp plitnplqm\ I Start ~shu\ 
l ),1\\ n- ·> Rc~l;l\'1 }: 

.:_lULltllljlUJll\.'11 LLtliylll\JllllU li hll!lltlljllU!ihJIUHJl•_'lll 1.. 
I . ttnltlljllll bt LU,' tJ.tlll U\lllj O[lltl4plipp. t\HU 4bl P lijl1Jl ptuq 

ll)IU U11llh\U li l.i b[lj1, 
2. bjlll on]li(IUilJ\lll(i II tULiLULjtu [Ill\ I tqtu pntli1ulp11Li l. li ptu u \tq qn1 Ji u 

q tliJlll p (iptllq tult LlljH\. tu llj w l[lU unuptq lll.l (j; Op)llitulJ. 

\Vindm\S-Illli plimpb\. Start >Shut Ou\\li ljl,u1[1. 

3. 4m\ULU[lll\1~\1 t'i\1911qlll\tuLi?tllt11lil htutinLlpupq)1)[1. 
4 . LUG5llUUlbj Ulll.\)1,'[\lt WJJ llljlUllllp)1U UUljlj!GJl\1, 

) . Lllli~LUU1GJ UlllULUtll\HLJp: 

1' -·' 



Q..LflHu 3. WINDOWS ~UUU4UPQ.Q 
3. I. W1i1dows ou;bpwgjmti hunJwljwpqjJ ptimpwqjiJlll 

OujbpwgpnG hwdwl{tupq~ hwdtul.jwpqwj}lG l. awmUJnlltul.jwG 
apwqpwJpG lil1£ngCibpj1 hwuwtumup t: OuJbptugjmG hwuwl{wpqj1 
hjnHiw4tuCi j11UtlllPQ oqu1wqnpDml11 h hwuw4wpq~j1 ml:i}uGpljtul.jtuG L 
0(1Wl}JlWJj1G Up£ngGbpJ1, aptuqpwJJ1G lil12ngGbpJ1 L hwuw4tul1q~J1 
ULUJ1l2WlJ11JlnllHibpj1 L. wmuGoJlG DrnuqpwJJlG Ufl£n9(ib[lj1 Up£L ltwtqbpj1 
WU)WhmjmdG t: 

UGhwmwl.jwG hwutulJtupqp~G.tpmu oquuuq.npatl.mu hG hpu
liwljwumu Mierosoft ~>JlJHiwJp ouJtpwgjmG hwuwljtupqbilQ: IBM PC 
tumu9.!1G hwuwljwpqp, GbilntU oqmwqnpbtJmd t11 MS-DOS (Microsoft 
Operating System) outbJ1W9J1tlG hwthulj wpq.!}: PC-AT hwuwliW(l· 
qj1~Gbpl1 hwuwp umbqbtjbg WINDOWS 3.1 ouJbpwgjmG hwdwl.jwpqn, 
11(1(} WNDOWS 98- It GwtuGJIG t: llJG wtttwhm[mu t oqmtuq.npbnJl}l 
hbm hwuuJqn[tbtuljgntpjtUG qpw:t>J1ljwl(lUG uwl.jwpflW4 (11 utwppbpnt· 
l'lJnLG MS-DOS-p , npp hl:im o(}ulwqnJ10n'l~ l.jwmwpmu t mbpumw.1J1fi 
plilllJi'}J11tCi~mpuwgjlwJil ~mjuwGtulJmu): 

1995l~ . Microsoft ~1J1pu w ti uUl hq bby W!N DO WS-95 Ollj bpw
~JJmG lnudtuljwpq(}, 11JlUlbt1 lJwunupbtLUl}tl]10l[w<) bG WINDOWS 3.1-Jt 
ljwquwljbputtul.jwG hJldGwrwmwGtpQ L.. mrttuuwptuGw4wG ul.jqpmGp
Ghp [! : UJU htuutu4WJ1qp Ghtt1"!!1G hGwpw~n[lntpJmG.(ib]l(] L. unuptuo. 
4wampJmG[! hwztiJ1 mnGhtmtlJwptw t bGJHUflJ1bt, np WJG qbn hpl.jwr1 
ctwuwGwlt ljut]lntl{ t{m~mtumJ~JmGGbpfl ' 11 hGJ~WJ14tlfl~ Outh[ltugpnG 
hwuwlJWJlqbpJt dtip wnwGoGwhwmm4 ulbfl mGJt WINDOWS-98·[!, 
npp WINDOWS -95-Jl ljwUJwpblwqnJ1b4tub mwppbpwlJG t: 
WINDOWS-98 (2000)- Q Gwtuwmbuqwa t Jlfil~.qbu wmuG6j1u lnuow-
4wrtq( j1 TJb4wtJwpuwG hwUWJl, wjGtql::;u tL mGI1 mtqwJtlG gwtighp 
uwbqbttm L. hwutuztuwphtujpG INTERNET gtuGgjt htim hwdwqnp
aw4gbtm Pllll1fl wGhpwctbzut ur2ngGbp(l: Utu pwquwtuGJ}ll(l OU4brw· 
gpnG hwuw4wpq. t , pwGqp hGwpwtJnptllpjmG t UlWU1U ujtwcltUUlU
Gtulj pwgbL ur ~wGjl l4WUlnthwGGbp, lJWUlWJlbL till 2WJ1p wztuw
UllUUj?Ubp UllllJlpb(l apwq.pbp[l Ul:i2: '.W[llj t uzbl Gwlt Microson :~11!1-
UWJjl WINDOWS -NT gwGgtujjtG otqbpwgjm(i hwuw4wpqQ, npfi 
oqu1wqnpotJmu t UlhqwJJtG gwCigbpjl l.jwquwl{b[ll4uwG hwuwp: 

J.2. llj juWlllW{Jj}!J llfWU)!]LfJLufifibjJjl !JbUl 

rJ)wmmlllUUll WINDOWS·ll l.jW[lLil[l opJbl.JutGbpjlg t. (lil.j.3.1 ): 
Pn1n1l bJnU())lbpl}, ~lwuulwl:H)p.bp~ t. hrwuwGGb)l~ ~-4tnuli{Hi 
tupuiWLljLUUllJ b[Hjnui hG ~.qwumthwlilibpp Ulbupm.l: 3liwJWO 
ttJtutnlllhtuGCibpjlg JrHpwpwGLJmp(! 4wrmJl t utpuH\wqpt[wo t11Gbt 
llllllJlpb[l h[lWUwGGbjljl lt arnuq.pbpj1 l)WUlU!pllLUU hwuwp, WJUill
lUl~bGUIJ UJnl qpwup mGhG 2Wlll l!UilhwGmp tunwGoGw
lltuU1l.jntpjnti1G.bp: ~ntnr utwuunhwulihpu mGtti tlbrliwqJllU.J}lG mml • 
npulhll U2tJmu t ptugtJ.wo apwq.pbp}l L llWJtP wGmG£!: Llb]1UWqpwjj1G 
umqj1 owtu wlilumGntll utwumthwG(i mGJt ul:iqutul), npp 
GtufuwutbULltua t tttwmmhwGfl 4wnwtlwpuw(i hwuwp: UJG pwgmu t 
h{llUUtuGwgwGI.j' lJwqutl.wb hbulLJWL hpwutuGGbJ*9· 

• Restore- tlhpwljwGqllbt U!WUlntlnu(ijl Gwtu4{1G u1bupn , 
• Move- UlbqwtJmjubt U!WUlmhwGth 

I f!f Move .. F ,gvorites tlelp 

• ', 1!1 I 

; S1ze l r: =~ - <;:. 
)) ' 

~ _ ;linimize 
D ~1a]:!imize ~U=p~~=Y~.-~~-=,-~-~~~.o~~~-~~a=st~e·==·-~·-~~~nd~Q~ ..... ~~ 
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1 _::) ~ 
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My 
Documents ~ 

Select an item 
to view its 
description, l~f~ 

! _ _j 

Jil ~~ 
gayDcoel 

' J_ j ~ 
My Pictures kkkk 

~~ ; ~I 
GOGOR 454 u 

... . 
~ ·~ 
Anahi~ 

tl.rman 

• _tj GEVOR ... ~ 
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• Size- urwuuuhwG~ pbpbt ~wt}1bp~ 4m~mJ1JlimG mbunJl. 
• fl,ffnimize~ 4tnJ2flWyGI:it UJWUlnth\UGI}, 
• M£1ximize- ub<}wgGbt UJWUlnthWUI}, 
• Close (Aft ~F4) - t}lwl.jbJUIWmmhwG(!: 

iT}wmmhwGJl W9 wGI.jjntGmtS qmG4nuS bG h£1l:iP. Ul:ii)Utul.jGI:ip, 
nl!!!,Gpl.jwmwttmO bG hbmoJWL ~mGI.JgrwGbp[!. 
W t}1wl.jmu t UiwmmhwG{!. 
0 4twl.jmu t UIWmmhwu rf wnwGg apwqr£1I! o~bpwmp4 hJtln

rtmpJmGJly hbnwgGbtm, bpwqprG hwtSwUjwmwuJuwCinl'} ul:iq!Sw41! 
uGmu t fuGI'}Pwqnmm 4pw, 

iQJ 4m4tntumu t Ujwmmhwar lw4ltpn: 

lTlwmmhwGGbp[! hpuGwl.jwGmu m Gbti GmJGwmput l.jwnmg
tlwo-n: Y.bpGtuqptuJttG mm1r9 Gbrtpu qmli4nni l:iG 
• 'Hl11Lutlnp hpwuwGtugwGI.j[t Ulni1l! (menu), npp hpwtStuGGbppg 

Jl1lflW\2lUU)JI1l[l[! hGwpwtlnpnt~.JIHU t U1Wlllu l.jWU1W[1bt n{l02tUI.jp 
qnpbnql1l]").lt1lUGbp WUIJO!l2 urwum•hwGp l.jwu Gpw 1.4WllnlGtu
lp1L!~JlU G hbU1 (Fi le, Edit, View lA WJtG), 

• qnpcrppfibpJl mnqbp, npp ub2 qm£il[m) qn£10'ppGtpn l.jwU1wpmu bu 
wnw4bt 2wm hwGr}p~nrl hrnuthuGGbpl}, 

• wztuwmwlinwJpG UlWflWO)}Q, 
• 4w£1qw4r6w4Jt mnru!: 

3.3. U2JuwwwupwJflu uliqwfi 
(Desktop) 

Windows ()pwqpp ~nrrwr4nu.ipy htimn t 4flwGpG hwJmG4ntti t 
luztuwulwfiplUJpG ubl)luGp UIWm4bpn (Desktop)' Gpw l\pw qu1Gl\n'l 
hpuGwl.jwG orJI:i4mGbpnl\ (G4.3.2): ').pwGg ub2 UJW[lmwi}j1p l:iG My 
Computer lA Recycle Bin (~wtjmGGbpp qwtirJml'}) ~flPWutwGw4Gh[1Q, 
~ctwork Neighborhood (gwGgwJpG 2[12Wlljwtn) ~J'lPUlUiwGwl.m ' b~b 
hwuw4Wfl4l1HI upw~4wb t Ulbf}lUJI'tG gwGgpG, Internet Explorer 
prwwurwGwliP· llJlQ hGwpwtJn(lm~JntG t tnwt]1u oqunuqnpbhJ Internet 
hLuUw2fuW[1hlU.fllli gwGgj1 pCi!}>nptiwgttnG nbumpufih(lp, pGlUJbU Gwlt 
tua,unuqnutllCi lJwt'i w4U1P4 hpwuwGCibflll qnu1pG' pJl htllmtu4tuG Start 
26 

ut.qthUlJm[: Uztuwmwubf1wliJ1 u1bUI}\l , WJGUll:iJ} mbi\lltf}ptltub op
llilJUlGbpp pwGtu4u L rwway f}IUUWl[npntpJm(ip 4Wf11lll hli tjHllltnJ"ut!bJ 
oq tmuqntH)nflp l.jnflUJlg: liJr} 41n4mJumpJmtiGhpjt 4wmwpL~w(i lnmhup 
tt!l•llll) t I}UUl[lbt wzju wUlwliiJWjpG ubrlw(ijl nput l)lUUlW[1~ (O~'JhltUl 
:LljW[lmCiwl.jnq) hWUll{Wb L ubrrubt UlJGpl.jjl LU9 ulH}UWI.j)l: t\uuuurG 
l.jhWJtnliL\~ hpwuwGwgwG4 hbml•JWL hpwuwGGI:ipnl\. 

Arrange icons (ljwpqwljnp/J[ U/WUJ/jbpwuf12lif11!) /lpwlnufiq[I 
hGWJlllllfnpntpjlllG t UltUUW 4wrqw~n[lbt wztuwmwupw.J~G Ubf'}wGp(i 
l}ntpu pbpl\wb UIWm4brtGbp[!: UJ ti mGj1 hhuloJWt h11wuwliGb[ll}. 
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*1iffiit*1 

lnt1Jp1CCI'l 

Undo Move 

'I 

~· . 

bvH••"' 
b~ !10" 
tt-5•• 
~I!"• 
e,lloAAJOOO 

as._. I 1J:;, ~ aj ~-·~-1 +-- I •• 1011 

'1J4.3.2.1.!.2fuWtnlu£iplUJp(i ut.qwG}lpGI}hwGntp tnLUll(!. pwgtlwb t(ipw· 
tnhpumw J}lG hpwliwGwgwG4nl\ 

• by Name- num tuGmGGbpl't, 
• by Type _ num mp~l:ipp, 
• by Size - num lwt}1bpp, 



• /~1 - U,tfl' !llllll uullo~J ~)t\tu(i ljlllci t!lo:l~']tli )tnip<t!•![llltuli 
\

1
llllllll (i ILIIJ]l: 

• \ /1{1
1 

• lri';IIIYL' - ji{IJ>{illlljllfflijlllljllj Ill/ n': \~,Ill !)[, d)Hl)t pliut flill-

/'Jlllli qlil\jLJII! ti il.Pllll l)llllllll\]llplll jl_IILJ[i p[-,,ljllililqt/1 .'bli 
q ll [ll) lllll: 

• /.inc l!f' t(:ons f lljll/ulijf,Jlfilijl/1 flwtjlllfiWjli,!Jtllll.llllliJirJl'lf/ ): 

• Paste {llllitjlli!Jjll,t) ll]HUtitulim) tu ,>tmuu\tulipu[)tli uhqtuli)tli 

l]tll p lq )1 ]-, til tilpuq p L t l]tllllUIJtlllJl u (i UJLIHtH)t, linthtu (i t]tU\1 4un'i 
l]ll!]ll]tll\) .'j•IU.Ji· ljtlltllll)]lllllt]LU(itulj: 

• P.-lsh .. ' _,'/wrtcut (l!lli!Jlll!Jfll'{ /jwfi.,•Wl//'1') hpwtitulirn] 
lljllllll(it,(itttlnu[it]tttll lpUtlljllljH)Lt\t) .'jllUJJ)l. ljlllll j)lJplUll) Lll[iLUlj)l 

lt tlHl lll ]1 l LL .' tu L Ll LlllU ( i (! LLIJ)l [j ll hI] tlll i \lli lj Ll Ul[,!) t) tJlt lj L U [j ,'ttl tj )1 ]l: 

• Undo: l I,1 u h]HU ti tulip tu nl]tU 1'. uq(i dutt!tu litul\. b Jll' 
ut juwuHu lip tu 1/1 li u L, 11 tu li ]1 lnu o 1u p llllH[ Lq r. 11 pi d. h fHulnuli lr 
...:.p nn\ tu [j 1~ ~ LitlJtLI) \]lnutltUfl)l Lpuuwtpt]uth tll·fl~ljlli hp tulnu liqp: 

• .Vt·rr {fillJI ): ...:.ptutitulilit-.p[I tUJU tunlt)pp litu]utuutliutjtU<) t 
tll} ]utu ttl tuti !_1111]]1 Li ul.q tu li]tli (inp U)-! ,JLIJUl \llll l.t)<.) b]lll hnnitu (1: 

''hupntlilUlJillli 1. hbllllo,llll] hptlll\lllti(ilip(l. 

Foldt'r (J'IJPillllflll tiw f; ).' Jd-q ptutqtu (i tllljli b p ]l uml•l] t)t]lll tl [,Li 

']HIIJ] L )tli 111 t l('.Jl•lj u 1li l•P p ltlt\ptutjn Jl l.jtt t 1\tut\tu 11: '!,n p 11111 tq t)tjtu·:'l 
jll](lllill]ll!Ullllj)l llltit)\Ulilll t\]1 \jtUjiliJJI 1. ljjlllliiq\q IJ]lLUlttlllij~ Lll'Llljlltq 
hl,UIIl t.LI]Illllijlli htll,llllUtltut) pl)lltulljtlllitu!J]l { r--;l.'\\ ' f-'tlld~·n llllitjltl[i 
t/lntllluj1L,li: q·]HUli~Jtll tip L]tllptq]l 1'. unjtu)lull•J · ubqt'itqm] utnhqlitU)lll[ljl 
l:11h::r \1111 b.q(i ]1 4tll ll ]~IJ (HLllLI lltlilllljjl U]LU Ull]hpjt tjptu htU JH1 LU il bpn] 
tH]li)!lj]l 'hu[u un1lilj(ij1lt : 

.~flot'h'Uf (l;wfl>ullj}lJJ): ...:.tueiru[u nqtnUJ!}IlfH)tjnq ,)ptuqpbpjl !J 
.')lLU.IIL•Jl)l pnq Lll]ll.Jlllllli llljllUl) LU~jlilq Ill htu Lllll(l lll(]ll L\J Lll\U uloi1tllU )1 tiJHU 

lllll bq ll\)lltt\ Lli lj\U li,l ttl qpl LJl: ...:.p Lllll mli j1 lllll Dljtllll u t. n.'\\' Shnrtcul 
tulinllint] lrwti:utq[lp [, ptuqnrt'i hpl(JunutulJLuli tt]Ullnmlnuu· <<Creak 
S]l\lr\Clll» . fllluut11Lhtulij1 ( \•1111nand lilll.' llll11]11Lll l}JHUU~Jtlnrtl 1. ptuqtjnl) 
.']lllljlJI Ill lin; tip t. 6tulitUltjlltjlh[). npjl lmll]lliUUl)l li!Hllliqmt\p L]LU(IL])I r. 
ljtuqtltu ljll]Hl[lq Bro\\sl' ut,qthul]nt] · :-Jcxl (htll)lll]ll]l ubt]Utu4ml wtiq lintt\ 

Lolip hw~lllflll Plll./lflli. tl]Hill,q Ulfltlnni 1. lpuli;wqpjl tulimtip: 
lJ.Iljh) p [j (l tuqli Ltll)tu J1 UH]Ill U l F!tl i ~h ut..q tl'tu yjl Ll)l}lll~J IH[: 

Pmpcm~· . ., (llwu!I;JlrptrlltiLi/,pJ · Li,' \HU tuLJtjn:ti t,(i w,'(un.uHu~~
: ,u:hli ut.qwlijl lnmnlpup.Jntlilihpp: .:.pwtiwlip Ullll]llllJ hhum Uun.tttt)lll 
· ... ; nli t)IH tl L Dispi<J y pwpL·n i\.Cs ( lj)tu t) \ L Lt,l[l htu tnlpl 1]1_11lt.li(JL•Jl l 
:, 11 !i)lll\ll\\TL]LUli Ll]Llltlllll htulip. npp Ljtllqtit[ttH) L t\)1 ptultjt lll•]ll_l)l]lltl.p]!~J. 

i l ·c~ '.!.1'\1\llld (i hpq)l]llllll li,'l U (llu \jtjllll) t lU,l jlHUU!lli(J[ll\l,l)lll lll<T]llllljJ 
q;uu;ljh]l[l. Screen Sa\·l.'r -111ll. tljtuhtt(LUlinq llhtljHilllll l:l]]HUll]th 

ltttlllll til] 1111 ll]tU utl]b Jlll. .\ppcranL·c n 1ti L]LU pb 111 1. t)nnt:r:jlth] 
1\j:,·i,itttl]tllli tlpjLl]Ullibpjl . lll!)liLUUllU(ipuqjJ(i UltT\LU(i!l. lt]lllll11ll )HUU(llqt)l 

, 11 t,upp. ~LL141bpti nr 'lm.JUhpp. Scttings-nni tjtn)11tt1 llJtUtllLJL•JI]t l]l,mbp.]l 
~Ulll!11]~.111LUf1. qni.Jlibpjl llllJ\olpnpp. 1})llll]1Jl•J)l lll)IH(Il [, LU]jll. 

ll)tl!(ILlltlbU1]lb[l\l 4tlll]111tttntj~ ]Ill li]tq llltlllll lttULlLUl]tU]ll))l~]l lljbLiliJ I 
.p.pwpnqtu]tljb[ : . , 

L~.>!muuHuliptujjlli ubqutli!lli l]lll]lll plqnltui'l. q~uld(Lll~llltu .. ]Hull 
'pwl· pilJHUUILULitulj ljutph!lt 1: J.!lltqlq I Op-.:n ). lljll!Uitlb[ttulnult\.1 I( \1]1)' ). 

t1utplt[ (Cut), hhmuy(itq (Dckk). tjt.ptulit]llllilq tR~..'n;ttllC) ljtll\.1 uutlllj?lq 
qptu lttut\urp ljtllll,'LUq]rp (C'r~.,';liC Shortcut): l~.f1!. hpwl~wUql1 
ppttl,tllfi<':lqnt hwtlwp ll(hllJjl L Pqtm[tq l.tiptuutlopuU.ltliJ\tll hpllllltulnu
•!Lllli:t[tq !li4J.~), ll]ljl )'UI~JLjlllll t_ 0(1_jltljttljl t)ptu t\Ljlt)l\1)1 Lll~1 Ul•I)L\lULjp 

Settdlo • 

'lJl.( J. 3. bliptliUll,I.!UllllliJilli 
hp1 u tltu!iui!Jllllil(p 

l 1\:sl-;top. \ lail lh'l'ipil.'nl): 

ullljtH-,!llt]: 

Open lf'llf.cfli{ ): lit~h \)f'JbljUI(l 

0pwqpjl ljlltli;ttll~\1(1 l .. tmqtu lJplllqt]\t 

\ q lllhtll [I ~lt)lllj 0 )llU l\\1]1 [l : lip h tjllllllllllll

pitll]('l I (! )~o\.:lii1\CI11) ' tllll]lll l])ll\1\) t]\1 

.'/)WI!(l (uti]-'llll/l'lll( <)]llllqfl/1 ll/Ullll!llillll(ip 

\, nttuhtuli~~l)tH) :[,LLIJ])l : l;pt-. '1!-!Jl.ljlll)l 

pqptllll] LU titult t,' l] pwq 1]]1 P111' LlllljtlllitUlj]l 

tu(illl lillll lt[UlU\111 hntli . jllllj lllljtlljH\ 
hptmhu(i lilop\l q lllllllll'i · Litlljli tulindi Ill] 
ttbqtiWlj : 

Send to (1111J111Jlljl,j }_· lJ ut hput
titu l.Jlit.p]t ~.umi p t.. nrnnhq q LJtnloqlj 1\1() 

hptttlituli li ltjl]_l (i LLJ]u ll1Ulbut[nr0 t,Li Li, 1 t)tll<~ 

O]'JL l] \11 )l Cil] n1li U\.]Lll y lU IHU\]jt (Floppy· A: I 
l[(lLU tlltu tn6t,tituh tu ut,tnt lj tu Li li,1 t(tU lt LliJI 

llll]lllllJi.JLUll(' 11IJ1lll(lljl•Jill hLUULU]l 
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Cut (ljwpb[ Ctrl+X), Copy (UJwmlfb[Jwhwfib[ Ctri+C), Paste 
(mbi]Wl)Jlb[ Ctrl+ V) hpwuwGGhpJ:! uwUpwuwuG 4utW}1qwpwGlJ.hG 
Windows Explorer <Ypwcw]l G4wpwqpntJ3JWG J:!GJ3wgpmli: 

Create Shortcut (umbi]b"b[ ljwfi).wqftp) hpwuwGnlJ. GzlJ.w<Y 
opJh4m]1 hwliwp wztuwmwGpwJ]lG ubqwfi]lG umtq(Jtl.mli t 

. 4wG~wq]1p: bJ3h opJh4mJ:! 4wfi~wq]lp t, . WUJ.W 4umbq<Ytl]l Gpw 
UJ.rnmntGri, ]1u4 bJ3b wjfi J31l.J3WUJ.rnfiw4 t 4umbq<Ytl]l qwfi~wq]lp 
«Shortcut to <J31l.J3WutWfiw4]1 wfimfi> » wfilJ.wlip: 

Delete (hbnwgfib/) hpwuwfinlJ. uzlJ.w<Y opJb4ID1! 4wpblJ1 t 
hbnwgfibt (mtl.Jwt qbutPntll wztuwmwfipwj]lfi utqwfi]lg delete 
hpwuwfi]l oqfintJ3JWUp hbnwglJ.mli t gwfi4wgw<Y :PrnJt. 4wfi~wq]lp 
4rnU J31l.J3WUJ.WUW4): . 

Rename (ljbpwfiljwfib/) hpwliwfiQ fiwtuwmhulJ.w<Y t opJb4m]1 

wfimfiJ:! ttmtubtm hwliwp: · 
Properties (hwwljmp]mfifilip) hpwuwurr pwgmu t bp4tun-

untJ3JWfi UJ.rnmmhwfi, npmbq qwpb\}1 t umwfiwt mtqb4ntJ3JULfifibp 
hwliwUJ.wmwutuwfi opJb4m]1 uwu]lfi: (J}wmmhwfi]l «General» 
pwctfim\l 4wpb\}l t umwfiwt mbqb4ntJ3JULfi opJb4m]1 m]l\llP., MS-DOS
mu upw wfilJ.wfi, ~w$]1, umtqWwfi L. tP.ntP-ntuuwfi ctwli4bmfibp]1, trt 
J3I\PWutWfiW4 t' UWU UflW UJ.W}1ntfiw4n~J3JWU Uwu)lfi: 4wpb\lt t fiwu 
tP.ntuht opJb4m]1 hwm4ntJ3JntfifibpJ:! (Attr1butes): l).pwfip bfi 

• Read only- u)lwJU J:!UJ3bpguwfi hwliwp UwtuwmbulJ.w<Y, 

• Archive- wptu]llJ.wJ]lfi, 
• Hidden- rwpglJ.w<Y, 
• System- hwliw4wpqwJ]lfi: 

3.4. My Computer bpwqp.wJftfi junu.Ip[! 

My Computer opJh4ml! li]lwlJ.n}llltU t hwliw4rnflQW ]lG:}:>npuw
g]lnfi nbumpufitprr, 4]1pwnw4wfi L. <YwnwJnqw4wfi <Y}lwqptpn: UJU 
4wpb\}l t pwgbt wztuwmwfipwJ]lfi ubqwfi]l fintJfiwfimG 4wfi~wqp]1 
tlPw li4fi]14]1 owtu hwplJ.w<YnlJ.: 
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t-;;i!iil 
(C:} 

~ 
(0:} 

'Vq. 3.4.« My ComputeD> UIWmmhwfip mhuv£! 

Printers 

4pwgtl.]l My Computer UJ.WumthwGn • «Control Panel» 
(qh4wt{wpuwfi lJ.whwfiw4), «Printers» (mUJ.wqp]l~fihp), 6qmfi (Floppy 
A:), 4nzm (C:, D: ) L. trnqhpWJ]lfi (E:) u4wt{wnw4fibpnt{ (fi4.3.4): 

«A:», «C:», · (<D:», «E:» opJh4mfihp{! fiwtuwmhut{w<Y tG 
hwliwUJ.wmwutuwfiwpwp 64ntfi, 4nzm L.twqhpwJ]lfi u4wt{wnw4Gtp]1 
UJ.W}1lltfiw4nt):}Jntfifibp]1 l1Pmwp4liwfi L. lizw4uwG hwliwp: «Control 
Panel» qh4wlJ.wpuwfi lJ.whwfiw4n fiwtuwmhut{w<Y t hwliw4wpqW. 
uwppwt{n}llltUfihp]l wztuwmwfipwJ]lfi UJ.Wpwlihmphp]l tP.mpntumJ:lJWG 
hwuwp (@utP.thJ, umbqUwzwp, li4G]14, unqMGtp, mUJ.ll~Ghp, mwnw
mbuw4fibp]1 gmgw4 L. WJtfi): 

File hpwuwfiwgwG4]1 hpwuwfifihfli! Gwtuwmhut{w<Y bG 
Gzt{w<Y opJ.b4mi! 4wu opJb4mGbp]1 tumlip{! pwghtm (Open), mUJ.w
cwbtm (Pnnt), UJ:lb OpJb4IDI! $WUIDWJ:llli.IlP t' Gzt{w<Y lllTJ.TJ.lllPJWUp 
mqwp4btm (Send To), lJ.hpwfit{wfibtm (Rename), hbnwgGbtm 
(Delete), IlflWUg hwliwp 4wfi~wqpbp urnhq<Ybtm (Create Shortcut), 
hwm4nt):}jntGfibp{! mumufiwu]lpbtnt (Properties) L. WJtG]l hwuwp: Uju 
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l!blll)l Explore hpwuwuu j.!Wgmu t «Windows Explorcp) apwqj1JlU
Illl]l (il.jwpwt)pnLpJilLU[! l.julptUl «Windows Explorer» ptud!:imu : 

...:.pwdw!:iwgwGl.jp View l.jbUlQ UJWpm!:iwl.jnui t hpwuwGGbfl. 
npnlit:! oLtu4npmu bu 14wuuuhwlipmbup[!: 

Too/bars (qnpc}j1JJ6bpj1 qmnj1) hpwuwG[! ujlwgGmd l.jwu 
tuG2WU1ntU t qnpbppUb[l[l Qt1U1[1G: 

Smtus Dar (lJWpqwtjjulwlJ/1 qmnj1) hpwu'wl:i[! up w gGmu 
l!tuu wG 2wtnmd t 4wpqwtUH'iwl.jp qnu1j1G: 

Large !cons. Small !cons, List. Details (tfbc! u;ww
lfbpw0f12bfl, ljmpp UJWwljbpwu}J2bl1, gmgwlf. lfwurJwtfwuU) 
hpw1huG Gbpmj_ U.JwuHHh wG m d gmg wr:unlwa opJb4.mGbp[! 4t.r L.w G 
lnuUtlllljLU UlWUjl.!WGwpwp tlbO l.jwu tilllpp lljWU14bpwG[12bpml, 

~J mgtul[jl utbu11n4 l.jwu uwGpwliwuG· -1lWJ[jl wll4tuG hbu1 gmgwqpbtntl. 
li[lW ~lUljll}, U\GUW4[~, UU1bJ}bthuti WUutUpj1L(Q: 

An-ange Icons (liWJ7qwtjnpbfllfWWlfiJf1wu}J2liiJ!]) hpwuwG[! 
l.jlllpqLutln!lllltl t UJWU14bpubp[! UJWU111LhwGmu [!UU1 ntlltt hww4wGj12_]1 
(~LUL!lbfl]l , Ln]HL]bpp UUlb'latYwu LUUUWptipl, WJLG): 

tair hpwutuOu,gwGl.jjl hpwuwGGbp[! Gwjl.JwUlbutlwa b(i 
:[HLIJ!_b[1\l m l:HlPWUJwGwl.jGI:ipp jlJUpWl)}HhuG hwUW[l: 4wqdtltua t 
hbmLJWL hpwutuCi(ibp/'Jg. 

Undo (Ctr!+Z) hpwuwCi 1 l b'UWL t hwuwpnu.\: Ciwtunpq 
hpwuwau. 

Cut (Ctri+X) hflWtllUG[! Gwjl.ttumbUL!tuo t Gzqwa opJb4.utGbrlJ1 
ulb'l.wt.JmtuuwG hwuwp: .:.rtLuthuli 1 U1lutmg hbUln u2t1wa opJb4U1Gbpp 
mb'lwljmjl.nlnui bG tlm[uwGtu4uwG pnt~>bp (Clipboard), nrt[lg hl:iuui 

pw~Jtlnu.l t LUJG fHlPWU{LUGtul.jJ~, mp UJbUll) t u1bqwt1mtu4t.G G24wo 

o!J.rbL{uJ(itpo t. pn11wpljt[mu t Paste (Ctrl+V) hpwuwG[!: bJ3b wJGUlb'l 
LL'I~t1l1 G 4tuG UlbTJ.wtJmP.nlnfl :PwJtbpjlG hwuwGmG .'jlWJtbfl, WUJw 
Wmdows-n l.jmbll.l:i4.wgG~ WJ'l uwut1G, 

Copy (Ctri+C) h[lwLiwG Gwtuwwbul\WO t Gztlwb opJhi.Jm

(ibpjl UJW Ull'ib UlU hLU G uwG htuuwp: <!.pw UWU[! U1WLfllY hbUln Gzt\LUO 
opJbljm(ibpp utwml'ibGi.ibp[! mtllW41nJ'utlmt5 tG tlmjl.JwGwljuwG pm:flbp 

(Clipboard), nppg hbmn pwytlmu t WJG PJWWu!wGw4p, nq1 UJblnP- t 
L4LUuJ6h(iwhwGtl_l:iG Gztlwo opJbl.jmGbrQ u pnl')wf14L]mu t Paste 

32 

1C!:I. V) hJlWUWG[!: <J)n[uwGw4_t.huG pm~\>bpjl UJWfl!HUllllJnt llJntG[l 

t1tjln[ml\t. bpp mrnt11 ~np Copy 4wli Cut hpwutuG: 

3.5. !ufiiJJ1WtJ11llljJ ( Taskba1) 

luGrJpwqnUlj1G (04.3.5) um\n[1wptup qUlGl}nui t 
Lu2tuwunuGp wJj1G ub[\wGjl Gtppl...p tiwumd, pwjg WJG 4w pb1J1 t 
wbqwL!JnJ'ubL Gwt. t4pwut1 gwG4wgwa bqJ1WJ]1G hwu1t[wo: 

fv(il1JlLUqnwm tlpw wztuwUlwGpr gwGljwywb UJWhjl ljw pbtr t 
UlbuGbt pnLI1[l pwgljwa apwqpbpG m pqpwtywGw4Uhp[!, npnGp 
qpwqh~J (imu hCi OUJI:iptuu1tttl hjl2nrlm~JmG~ : Q.nu1m tlJ:lLU llflwGp 

utbJlwl.JwJLimLI bu ubrluwL{Gbp]l Ulbupm[: 

.#IS'~ ~\Cc;c•nl\£00<01 ll~ ... ~lod · p--. 

ulj. 3.5.luGrjpwqnUJOL [!GrJ.hGmp mhup[l 

luGf1(1wqnU1j1G j1Jl t1Pw t 4Jinu1 Start htJuGw4wG ubl)Olllll[!, npj1 
uhn.umuntl l.jwpbtp t ul.J.ubl gwlil.J.lllgwo w ztuwmwGp: 

luU'1flwqnmm hwUJLtmpJmGGbp[! Ltwpbl/1 t tlmtubt Gpw tlJIW 
t14GJ1 l[Jl tu2 hwptlwbml· pLUgbtml hpwuwGwgtuG4 hbmltJWl hJlwuwG-

libpnq. 
Cascade (wuwj16wuwljwu) hpwt5wlin4 pnJnp pwg L4Wtnm-

11LuGGbpQ tl.jpwGj1G Lj_qwuwt.J.npL\bG wuli1!HlwGw4wG 4_wpqntl' t.lb4!! 

tiJnWil tlpw, 
Tile• Horizontally (lmpjlqn{iwljwfi 2Wfll/WOJ!) h[Jwt.lwCiml 

!!ntnJl pwy L4UJU1nthwlilibp[! t.ypwGj1G l).WUWL\npt\mt5 bli hnpjlqnliw-

4LuG hwtlwuwpw ~wt.P pludwGmt.lntl, 
Tile Vertically (miJIJWbw;wg ]Wptjwop) hpwuwliml pnrnp 

pwy UJLULI1nthw GEibp[! t4pwupG !'}WUWt.J.npL[Olll bG 11Lt\Il WhWjWg 

hwt.J.wu-W[lW(W'-11 pLucJwumuntl, 
Minimize All Windows (cJftujufjJqwg Gti[ pl1[r7J1 UJWU1m-

bwufibp[1) httwthu !iml pn 1np pllly UJWuJmhw GG hp{! pbJHlnr ti bG 

L~jl(ipiJwt ,'tutilbpp ( UJWUIIll hwli ubp[! t.J.1 W4 L]nt U bG, pu4 uhf} UWl]G tql[! 

UGmu bG tu U!1[1Lllqlllnnt tlpw : 
Properties (hwlll{JillP..JlllUUbp) h[ILUULIIG£1 4!J tuytutnp,~]l 

Start-,~_<.;ctting--? Task bar hpwuwGjl Gyll.lJHUq[lthuG pG)~wgpnu\ 
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3. 6 Start hpwtfwOwgwOljLJ 

l!Ju hrwuwGtugwGljpg (G4o3.6) ljwpbllt t {mf1wp4ht 
gwG4wgwa Opwqttp, pwgbt ~llUUUlWJ)ntTjp, U4Uht crpwqpbpp l.t 
uwppbpjl 4wpqwl{npuwu gwG4wgwa wz[uwutwG~, l{IGutphL 
Windows - p gwGl1wgwa opJb4tn, hwliw4wpqpm 

uw~~~WulpWUUlbt wGgwUlUWG l.t lUJtG: 

oj..:..:., 
0 

, , 1": 0 ° ~-~_, . ,., ~pwuwCiwgwCHm pwgl{mu t 
l~ frograms ~ • , 070 

0 

-~--- :--ro •
0 

Start ubflowljp 4.!1w !54 Gp 4r 
! * I F,9v01it~s ~._,-000!~~-, ~: &wtu ubrtumunl{: 

0 0 

_ • 

0 

• •

0 

.5r · ~o>t>.~ ~...,. ~ -'-;>,.: Pwg4_nrt hpwuwuwgwuljmu 
Qo~~ents · . ..rs.o:· '· ~.' utb!lwqpLjwo bG hbmhJWl hpw-

~ - t.lwGGbpG m hpwuwGGbpp 

~ettinQt ~1 ~-· """:~ , • 0 tuupbp(!o 
" ·,. ,... 4:.- ••Programs-(c>pwqpbp): 

Find • 0 

' ... - ~ -.:: .. , o • lijUUlbflllg ppb(ig wz)'uw-
.- 0 ' . '_:;.0~~,. · ~ mwG~(i bG uljumu zwU1 b'pmq-

J:ielp 0 

• 

0 ~· ~ .:.:. ptp L apwqpbpp Juupbp · 
!. ~ . .,. . 0 ·.j ,., Accessories (odwGqw4 apwq-

ftun:: . . : · • · pbp), 

- ---·-- - -- ----- • StartUP, (wJumbJl bu mbrlw-

'1J14.nu.ltnJG b'ptuqpbpp ljwG~w
qpbp[!, npnG12 pwgl{mu 

Windows-p ~n11wp4mupg 
wGuJ12Wll{bU 

l...-4.3°6° Start hpwuwGwgwG4n hbmn) L WJLG, 
Documents {tftwuwwpq.fJbJ1): liJutnbf1 b.G ll{Whl{nui mwppbp 
opwqp bpnl{ Jut.lpwqpl{wa l{bp2pG 15 l{1wumwprwtpp wGmGG b.p(!: 
U4GJ14r gmgp~nl{ Gzbtn4 GrwGgpg nrLt db4n, hGwpwl{np t pwgbL 
t tPWUUlUl}}nlf}I'!P[! u WJG apwqpp[!, npm{ tjbp2pGu UlnhJ1b'4hL t, 

• Serrings {mbifWIJJ7Dltfubp) hpwuwGnl{ l.jwpbllt t mm Windows
~wpwt.ltmpwl.jwG l{1ntjm[umpJmuCib.p{!: UJG ljwqt.lt{wb t 

hbmlqWL hpwhwGqGtrrgo 
• Control Panel- I]bljwtjwptfw{i tjwbwOwlj, 

• Printers- UIUJUHJflfllObp, 
1 

Taskbar- juu.rJpwqnwji: UJuUlb..rJ pwgl{nTI Taskbar Properties 
bplj[unuwlJwG ll{WtnmhwGmu \J)p4_mu bG tuGru1wqnU1nt wztuw
ulWU~WJpG nbclpliGbp[!, 

Taskbar OprionspwdGnu.l U1p4_mu tG hb.tnhJWL hpwowGGbp[!o 

- Allwais· on top - tfJJ2UJ umpwutf: UJu nbdpumu plGlJJlW
qnUlpG upztn QU1UI.J.nttl: t pn tnr pwg ll{WUlnthtuGGbpp Wn2ltntU, 

- Auto hide - j70pOwpwpg(iniJ: Uju nbd]llimu tuurwwqnUlrG 
t4pwGpG ljbpl.tw UpWJU WJG dwuwGwlj, b.pp u4,Gp4Jl gmgflH! 
qU1Gl{11 [uGTlflwqnmm hwuntwap l{pw, 

Sh ll S Start - ow sma icons in tart menu- gmgwqpmu t 
hpwuwGwgwGI.j[!' ttJnpp ll{WUl\.jbpGbpml, 

_ Show Clock- gmgwT)J1bf dwtfwgm}g[7-)'uG'1Jlwqnmm w2 
wGJ.umGmu tnbflwl}pnu.l t dwuwgmJg: 

• Start menu Programs Gbpqppnui Gwplwtnbul{wa bfi Start 
hpuGw4wG hpwt.lwGwgwG4p ljwnmgl{wOJ2WJpG tlml{mtumpJmuGb.p: 
4Lupblil t Start hpwuwGwgwli4Jl Programs ljbmmu wl{bLW~JGbt ljwu 
hbuwgGb.t npl.tt 4wG~wqpp, 

• Find- qmObr UJu hpwuw Gnl{ pwgt{mu t <<Files cr Folders » 
bGpwhpwuwGwgwGl{[!, npnl{ ppw4wGwgtjmu t .'pWJilt 4wli 
prwwu1wGwljp npnGnu.l: ~pwuwGn mwtmg hbum tljpwGpG b.pl.tmu t 
<<Find All Files>> ll{WtnmhwG(! (Gq o3.7) hb.ml.tJWL GbpqppUbpn4. 0 

• Name & Location- wOntO/} L. uzbr/Ll · WJumbrt mpl{mt.l t ttJGu~l{nq 
:PwJilt l.jwu flrwwll{wGwljp wGmGn l.jwU: wGl{wG up ~(! ame 

TJW2U1nttl:: UJu Ulnrtmll, ubTJtl:btnt\LlWGI}tu4Jl w2 uwup U ubqliwlj(!, 
4.wpt:qp t pwgbL GwtultpGmu l{1Glllpqwo .'pWJLhPP h 
flTJPlUU{UJGwl.jGb.rJ:l wGmGGbpp gmgw4I!: .Pwgl{wa gmgwl{mu 
4,wpb1P t '-!1GU1pb1 hwO:wll}wmwutuwG wGmGn u Gzbl WJG: Snrtmu 
4.hwJt.nUt!J:l Gzl{wo wGmGo: Look in qwzmmu l.jwpbtJl t mw 
!)!'WWU}wGw4p 6wGwutwph[J, npml:iq ll}timp t ljwqumljbputbt 
tltGU1pnu.l(! : 

(Contro!Panel, Printersl{G4wpwcwl{bG 3.8-mu) 
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f i:e £.dit ~iew Qptions )ieip 

t!_amed: Jl 

!;;ont.:.ining text: 
NeY! Search j 

!,ook in: ~~ (C:) 

P' Include ~ubfolder~ I)_rowse .. 

·l,LJ. 3. 7. «Find ;\ 11 Fi tcs>l lljlUUHllltlll lip : 

Browse uhrttitulpnJLJLUJll•Llt t ptuyhi Browse lor Folder t.ptltunutulJtul 
llllltllttttiHUUjl Lo :.UJliutliq (i2hL nq(i pqpnrllJLUliUJl!lt 6w li Ut\l jlllphp 
npmhtjjtq htuplpuqnp t uljut·q tjtliut[HHUfl. 

D.-Ih' Madilicd libpl]]tprnt'i l jtuplqJr 1: uHUI tltliutpLituli nqlitq]tu] 
LLJUIJHitL'ihutpl"op. npn!.ip ~JitiJH [-,[i lltlll ! ]tu .')nLlJIIt utnhqi'lt'itu(i lluniut 
(i urlJutlttu u1 q tuu p. 

/ l c/1 ·:IJ!i.:t'({ (j [;pq!t[liltll lll pl]rtlll lili .'JHUJJ]l ljtli lllJilllU li lljlllJtlU 

tHHnphp- LLJLLI)lttt litullllli'Jlltli]t~J npL,I. ltututl]tuu «C. 'onlaini ng text )) 
lltU2Utntt.'i LJLUt) llllljtp' «Size is ... KJ3,, tjtuliqtu4nH~ [tliutplipn] At Least 
(tuuhlitup]l?Jl) \, At most (Lmit.Ciru}ntutp l uhtp1wl!li l:ipp: 

nnptp ttjllt)Huuhuqtbpp umq_ruq hbmn Lqhtnp t ubrttit:q Find Now 
u loqtitu4p. lo lljllllltnt lnuli lltl~ lJLt[WUt Lr liJILI!t UlJHllll0 Ll!lllJthu li !i Lp!1ti 
!.1Uli]LH[llllp111] -1llllJllip]t [, fHWLUll!lUUllt ljlibpj1 ~jll19WY11 : Cl-ll[H)plif-lWqp 

l[lllpt-.J]t ~- p[iJ}!Huutbi Stop ubqt5tu4ml . ]1ul1 llnp 4tllutpm u Lrtuq

tiwlJhJltl!li[ltl IJLmhup nqun]bi New Search uhtp_hulj]tq : s\ntytul[]1 

qwli4wqtui'l npjhlrut lJH.tpt•Jit 1- li.>h[ b I.!Luqt.r 

• I kip - S!:lrt h]HuthulintqlllltlJ]t IUJU lqttutitu lilll] Lrtuptq]t I. 

• 
LJiUli.-hJ \\'indmvs-11 oq(trnpJtU!i tqtuunlllnulip. 

Nun ( r>nqnqt lptnY J ktupl•IIt t. pnqtupljhl qtuli ljtuqwil optuqjtp . 
\ •l•pH! (iptu iHIJ]t li (6tu(inttqtuphp J: Run lqtl!llllt<nuljttt li upuuun · 

, 1.,.t:h n1,cn ijlli.' Lllll t ti t)[n;,lli•.1t] l\!,i I. j'llll) t]nq 'lllll \1!1 w:in t li il 
u11,',n\llltllUi.t ' --l•lulinnqtllph ·.<j:LUJ J!l wlinti.i:· m\ ,r~p:n[: l; p lo 

I•Lllll ]l tulindip ljtuL\ 6tulitliLL[lltph l} ci.'qp]nn ~l,(tjl li \l.1 1lt ll. ···,t ll tt]nttl 
l.tij; 13ro\\'sL!... ll ldjt)LUlJ]HJ. 11 [1(1 ljplllq \t tuliltptu d •.'Lit ljoll qt ulj 

1q1up;H(iwlplq lll tiJ li llllitHli t.ltJcmuutLJUi li upuuli-.tlnultp, ll jllllbq Lo 

ljtU lJ llllll] bJlll[l[tllli !', ljt lilll[llll LlJ~: . 
Shill Dou:ll llp tu LlLU tim] !tLullnt\.tLupq ]l,' Jl liLU ]1nu u1 p ~uuun]n 1 n t 

Lll [i~llll lltthuli 4tllll tth!llloJHll)U!JlljlltUli ( Li 1• .3.7): 

• ( ·t~ ' ~ · . X . , ,.., .,~-

'.l.r , '~-.·::~ ~ ~: • 

\.1/hat do _you want the cc.mputer lo do? 

r S!and by 

r. ~:6~-i':~~~~~ 
r B_e;.tart 

r Re .. ~o.rt in !:!!S-OOS mode 

Can;el _j __ J:i_e_ro _ _j 

..:. l lltl LUl!lUJltJ~ J l tu(itl]1 ~ ll1U jb ll hnutUt!]'tc:qplptl l)(_l lpupt ll] 1·. t• bplij 

unlrtq(ihp]t Lpl ]luut]t : l~ 111 ll[ lUU ttltunrll] :-;]Jut Down lt ptulitutitr L] 
•• ljt~:l !~ t ti 1. hunhult nqtq ~jt J.'lllll!l pLU~It{LuO 0ptuqpt.p jt tjnul(Lltu{i qnpi'lp(i
:' 1.•tqp : [~Gtl npnn\. ltph ljtuli opLUlHJbp. npnllp ntlib li :utlll lt ll]lll ltt] tui1 

:l (i.']lltpll ruq]Hu. lllllJ Lll ti]lli;lo qpLU (i~J Ljnulpt t t'ip ln utlLu4tupq f~ Lrtntqt·,_ 

\Jl ttqli]t ti.I.Jll thuuj1 li [, ljujtuhtuli?]1 lJ lliJtuqlihl ll[lll,JJIIL\ l~jllll(t~J 

UjLUi lll[lllliLl lUU Ljbplll pb p llllj ; 

1. 7. ill'tydo . .' Hin 
r f rhm/Jnli{i f,ll/1 c;wtJi ~llll IJ J 

l•hmlm liltlir•li qtut~ i',lllllJP ru,l!uunmu lqHuJ\t li uliqLuli ]t ntlihpHt
\i l,:tn P i'J ldJmltb [tlt ~l 1.: I ltu iljtllh tU Jll llli 1 .. n1 p ljtuplq ]t I. dnnilulitu-
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l.jtutl_npwLqhu lilhflwtJ.ntlbL hhnwgtl_nq n2 wGhrlwdhzlil ~>WJthJ1, !:)llfJW

uJlUGtu4Ghp, \.jtufi~wqpbp : Uzjuwu1lUU!dWJflG ubqwGflg nput opJblpn 
hbnwgGhtm hwtiwp WJU wGhpwdbzu1 t P-WJ12 UlWL uflG~u ~wlflnGGbpfl 
qwUpJntrt u pnqGht: liJL f)flfJWU}Wliw40bpflg ~WJLbJl htmwgGbtm 
hwuwp [!GlnptJ.nui t hbmugtJ.nq :jlWJill u bpwutuGwgwG4J1 Delete 

hpwuwuntJ. ht:mmgt}nu1 t ujltuJG W indows-jl \.jnJ1ujlg hpwuwG(! 
hLUUUltulilbtnt9 htmn : 

£hutipJntJll1 uh2 4U1Gt{nq hbmugqwo ~WJtbp[! \.jwpb[jl t t{hpw
l.jwGqGbt WJUUJhu ' qwupJmT)p ut2 qmGbt L. GzbL t{binuljwfiqtitlnn 
:t>WJW, pnl"\wp\.jbt File hpwuwGwgwli4Jl Restore hpwlituGn u ~WJlJ} 
4t{bpwljwGqG4.}1 jlp Ciw}"ul.jp(i U1b11.nul:: 

QwupJnu]jl uh2 qmut.tn11 hbnwgt{wo ~WJlhPD l.jwphtlt t. 
• Cut- l.jlll}lbt. tnbll.Wl}flbL t.lblj mrrz fHlPlULl!WUWI.jmu, 

• Delete- hbnwgGb1 pGrV!wGpwt4hu: 

Empty Recycle Bin hpwuwGnt{ l.jwphlJl t qwlllWJll.jbt 
qwt.lpjntfLJll4WflnLUW\.tnt!3JntUU wupnll2ntj:IJWUp: 

Recycle Bin-nul hhnwgtl_w() ~WJthJl(! UJWhUJwGt.jnu.l b.G 
pwqwljwGpG bpljwr ctwuwGwl( unt{nrwpwp uf1G~L. qwupJnLfl!J. 
((L9LU1»: chuuwliw41J, npjl nuf.lwgpmu ltllJ.whL4LU(itlbG :j:>LUJtbJ1[!, l.jwtu-
ljwb t qwtipJml]jl Ultupn'1ntl)JntGf1g L ll!WpnLf.iw4nLI:lJntGpg: 
CG!'}hwurwUJbu hpuGw \.jtu(i hjlznqm~ JLU u bwt{wlJl I 0%-G t 
GwjlJwUlbuljmu hbnwyt{nq opJbi.JmGhrJl hwuwr: UGhrwdbzUlmp.JwG 
l)buumui hbnwgljnq ~WJLI:ipp hwuwp Citu}uwmhu~w() bwt{ww l.jwrhtP 
t lflnjubt: 

J. 8. fl.b!Jwtfwptfw{] tfwhw6wlj (Q:mtrol Panel) 

Control Panel l'\b4wt{turuwG ~whwuml.jmu l.jwp.hl t lflnlubt 
hw uLD4wpq~jl UlUJll1W tlnpmu(i bpp wz}uuJLnUJ U(!WJttG utWflWUbtnpl:ip(!, 
wl(btwgGht 4wu tflntubt uwppLut.tnpmuGbpjl JllllUJI{bpf.ibp.(!: Control 

Panel L4WtnnthwU~ l.j_wpbt~ t pwgb( uhqubtntl Start~Settings~ 

Control Panel-p, l.jwu My Computer utWUlmhwGjl hwuWUJWU1wu
tuwG l.jwu~wqpm.{: 

Pwgl(tuo L4WU1nthwGmu tnhllWilJlt{Wb L4WU11.jbpwG!12U[I~ 

Gwtuwlilhut{wb bG U1UJp~Cih[1Jl (Printers) L U1WnwmhuwyGb[1jl (Fonts) 
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~Jlll9tu4Gbp~. ul{G~4P. (Mouse), UU1h'l(huzwrr (Keyboard ), qjlulflthJp 
(Di:;;play). linqhuubpp (Modems) LI WJL uwppwqn[lnttiubpjl uJtu[llll 
dbul [1hJ1jl gmgwq[lthuG L lflnlflntuuwG hwuwp: 

------·--- ·----·. ·- ·- ~- ·-·· ·--- ----
Display Properties 1113 

Background I Screen Saver I Appearance I Eff~cts I Web I Settings 

.. ·~· 

;"" 

1 wallpaper - ---- -··· - -

1 $_elect an HTML Document cr a picture: 

I 
' 

~ Black Thatch 

~ Blue Rivets 

1 ~Bubbles 

---- -----·-. -1 

i 
I 

!lrowse... I i 
f~ttem .. j l 

~ I Cent~( ~B 
l_·:, ""·-----

Qisplay. j 
--·---·_._ .':'>' __ . 

i,:!v;. -';'~~ 

_ -.. 1 OK 
..... 

L 4. 3.9. ({Display Properties))bfl4Junuw4wG UJWmmhwOJlmbupu 

'1-pwjt{tipGI:ipjl wzjuWUlW(!WjjlG U}WpWUblilflb]lpG l.jwpblJl t 
b"wGnpwGwt L 4wlllW[1Ul hwUWllJ.UIUlWUltnuG lflnlflnJumpjmCiubp' 

lipUlGg Ll!llim4bpGhpp 4Jlw U:4GJ14Jl w2 uhqlimunt{ pwyt{wb Properties 
hpwuwGmt: UprumGpntu ltpwg~bG bplt}"unuwltwG utWUlmhwGGbp: 
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Display Propel-ties bpLttunuLu4 w G tqw uuuhw G[! ( 64.3 .9) GlttUJ1 w · 
qptUl)l14ht t tU2tuwmwGpwJ[tG ubqwGtt htum4_mpJnd1Gb[l~ ut2: 

Keyboard Properlios IJ EJ 

Speed ] Language J 

- Ch~1acter. repeat .· .--~. · - ... ~-.... ·.·. -·l 
'A, Repeot gelay: . 

Lorg r.:·~::~_::.~: .. :~ .. ~-~~: .. ::·~~::·:::~~~::·:::~~·::::-~·::~~J]Shor\ . ! · 
- . _, ·- ·.; I 

/~ t"\ f!.epeat rate: . '· . . '' ·.. ·' .:. j 

..£:"'".£-.- Slow ) - . Fast · .· 1' 
$ I I 'I I r t I I. I It I I I It': t t I I : I W

0

• t t I 

CK:Ir. here and hold down a key to test repeat rale: I 
.I 

-- ___ .. - --- ··-· -·--- .. -·-··-- -- .. ---- "·--·~-----· --~ ..J 
-· Cwsor .tllink rete· 

Slow 

--·····_.:...._1.-.nl'- _...:..:.._ .. -···--·· ·---···- ------------ -- - · · · -~-_; 

OK Cancel 

l 

l.sLt.3.1 0. « Keyboard Properties>> bp4tunuw4wG ~wmmhwfilt tnbu~[! 

3.8.1. UwbflUWJWJ1 ('board) 
UJU bp4_p.muwLtwG 1.4Wl1lnthwGmu 4_wpblJt t Ltw[1qwt.lnJlbL 

UUlbi)UW2W(lp npnz UjW[lWUbUlflG[l (3.1 0): 
fllwU1mhwGr Speed GbprltiJlmli 4_w[lqw4npt(mu t t4pwlilt tiJlw 

Ltnqtunpp I~WflJ~I.huG wpwqm[~Jillli[!: Language ubpr}J1pmu [!Utn[ltlntli 1: 
uu1b!1GW2Wfljl hwliwp Gwtuwulhut.lwD LbqmG: Language gmgLu4u 
4_tU[lblJ1 t hwUWUlU] unp Lhqntub[m4 L[WU htmuyGbL zO<}UJUJqnp(Jt[nq-

lib ttl!: U!'lh gntgw4nnl [!Gqqr44Lu<) hG utt (;!LUG~ tbqmGbp, LUUJ.W 

1uqmGhJtll u~2L wGgnu.ln qwll1wrnlmU: t uUlbqGwzwrtt Alt+Shift L1tuU: 
Ctrl+Shift uulhqGb.Jlml: UJUU1hf\ qW[lbt}1 t Ltmlubt umbqGw2wp.~ 
Ul[ll4(! (l'lPWJtlb.J1[!): 

J.8.2. Uq0j1lf (Mouse) 
Mouse Properties bp4_!lmuw4wG UIWU1mhwGmu 4wpht}1 t 

tltmjmjllbt t.l4G!l4}1 lll2JuWU1WUUI"t utt pwG[1 ULLU[lLUUhUl[lbp (G4;3 .1I ). 

Mouse Properties iJ 13 

Buttons j Pointers! Motion \ ·:1 
• 

.. ~ 

·.· 

Dmu 

I Bulton conliguratio('l..:.,.,.. .. .:._ .. -::----- - ·.-· ·:--.---· -.-.- -*-·! 
- f 

4 
..... I 

6 
.,; 

r. r .... i ... ilt=t\anaea r · !.elt·haMed · · · · ··. · " · l ji._g., ................ , .. · I . 
I 

; Left Button. 
' • Normal Select 

Normal Drag 

Right Button: 
- Context Meru 

Special Drag 

....;.. _ __;:.._.,.....__..;_· ... :..... -· ___ _, _____ _j 

Double-click &peed-.. --- ----~-- _....._ ____ .. · ----- ··- ......... I 

i - · . < • . •• -~ '· • : Test area: ·1 

! Slow Fast 

~~-- ~: ··~. 
:~,... 

, l 
----------- -:._ ___ ·=--._, __ ;-~--

I:_ I 
I· -~ ~:-1._ 1 _ 

.,.. _____ .:,.,.,.,..., _ _, 

· j .-.· OK ·( .·. Cancel. ,I' ~\pply • 

ui.J . 3.ll.«Mouse Properties))bri.JtunuwLtwG UjWtnnthWU(! 

fllwUlmhwGjl Buttons ptucllill Buttons Configuration hw ll1 tlw
uGmp4wD t Right handed nbdllU:J:!, np[1 'lbi.4PntU: 6w p.1 ubquw4.1~ 

41 



h!niGwl.jwGG t, jllllJ tw,t>u' odwGtJLUI.j[L UY.GJllJU Lhu[l.JLUltntpl.JwG llWJh\
libl.flt lnUL'iw11 tuGhptucH12m t uGmJlhL Left handed nhcJtu~n· tUJHUntti-

12nLU thutu L. tU2 uhrJthu4GbJl[} l.jljm[uhu l'111hug flhJ1hpQ: Double-click 
speed lU[lUtqnq}jlUU lt tupqtuljnptl~nt{ lJW[1btfl t ymtuht Ul.jllJllJJl 
I1114Gwl.j]l htutllJwbll wpwqnt~JntllTf wubGwgwbpll9 (Slow) t'i!lli:l• 
tuuhGwpwpapu (Fast): 

3. 8.3. D<rtc I Trine (Utfuwpfn/ I dwrf) 
Uju O}ltuqilPl! GwtuwwbULJwb t huniwlJwpqi)l. wuuwpjn~(! 

(Date), cJwt.l[! (Time) L dwtiwqnm)l.OhflQ (Time Zone) ljmtutlm 
hwuwp CULt . 3.12): 

f 
I Date/Time Properli~n ·- - ~-·- '- -~l:=:~~~·: _ _ 

Date & Time I 
Qate 

7 .-. 
0 

i 14 15 16 ,. 
21 22 23 
29 29 30 

12002 

4 

10 11 
17 18 
24 25 

lime 

±1 ; 
I 

•. \ 
•. 

5 6 
12 13 

19 20 i 

I. 26 27 
f 

' 
- I 
' 

j11 : 55: 23 a.m. j:J 
.... J I 

-- ~ ~ .......... ..._ ____ _ ·-- !_., . --.,- . .,..----------: --· . --·--· ! 

Tirr.e !One 

ltGMT +03:00) Moscow. St. Petersburg. Volgograd 

. ; 
' i 

P Automatically adjust cluck li.Jr daylight saving changes 

--~-- -- ------- ---·--· · ----- ------ ' 
I ------------------~====o=K==~---C-a-nc_e_l~----~-~·-'·~--~~ ~ 
I 

"UlJ. 3. 12.<< Date/ Time Properties))bpLJtunuwlJLUU UjWUllllhw(ill Ulbupl} 

J. S.4.SaLNfihp (Primers) 

Windows-nu1 ~-mu t!nuumwr-l'1ICJ~ mn1wqjU1ll:lJlllG htuuwtl tullitlm
otztn pn Lll!l G tll}lllU.~ ~ILU l~tU LnJl w u UltULt tu G llllJltW ll1 U12 G UJl[! hwti lU Lt lll['111} 

t[b[lg(int ti t 1111 t\ptu: rnw: Sulil~[l ru1w Jtl. bJl(! , ll[l(! Ulbl'jtu TJ ptl.wD t hJn\GUil[-u G 
hjll!li)Ol\'}JilLGmti, tuw _ tut4:uhnt.J.mu t ml4tuqpmpJwG qnpbi}Gpwg[! n2 Jlb 

LUlllUUO\lU t\hpgLj_wi) ~ !. lUO ul,l apwqtlJl, illJllUtlpll!J2 Windows htuthul.jtUJi<\ll 
1nuthUI1: rl-pWJtlhp)l.1iJt.[ljl ll1Gt1tlll'}j11lltlpg hbum UtJG hwuwGb[J1 t rn:11P 
uptU(Iflhfljl hlUUWp: :up: 

ters --,.:•: 

Ad d Print er 

Th e t.dd f' rtnte r 
~1\ % .;. rd \\1 .31V-; 'iOU 

; t ep- 1· -~t,.r> 
thro uoh ;ns~ .. l lhng 
printer. Just folio"' 
the ' ';truct•ons or 
€-d Ch $ ~:reen 

AIMs. remov 

AGF.t>.-.6.<::cu... AGFA-Acclt .. 
1nm l C.""Wl rr ,...,...J, ? l 

(lick the mar<Jiactuter and mOOd d YO\ll Pl~ller. If _yo\S p<in!er came wil.h a~ 
11stallat<On disk, click Have Disk I your pnnter is nat lisled, consultyoor pr.,...?l 
~umenl~~on for a compalibje p<irier. 

Prinlel'$; 

HP D E:40 l 
HP o±f't:'a serJet (MSJ 

_J HP Color Lo!!!edet 515M p·; 
HP Cofer L.;tetJ~t '5/5M PS ~ 
HP Color last'•J~I F•S 

_ 1 HP CoP)vel 
~ HP r.nnul•l MJP~ .:J 

!:!ave Disk.. J 

< .l!<~ck I Nelli> I Carw:el J 

vlJ . 3 .13.«Adc:.;,Mid Pr nter Wizard)) hJilJtunuwljwG U)tutnnthwGQ 

Ul1 u~_Dqwu mptltU•:uub' tuztuwulwO~wJ)l.G LL!W[ltulibu111bpQ hl:lmLuqwJHU 
umw Ug _41 n4mjum it•:Jt~Jtdi oqm wqnpo lj_mu bG LUJG pnp1p apwqflb[ltl1li. 
tl[lllll:il) llwtuwmbUitJiULj_lU<) t Ull.l.\tllqptllpjwli qnj10nt1nLPJntG[!: 
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Windows-nuS wztuwmbl[IU Ljwpbl.[l t mGbGwt u(l ZW[lj] 
mutr~Gb[l. npnGgpg llb.4D hwuwp4_mu t hwuw4wpqwJpG, t.. WJG 
oqmwqnpbtlmll t, b.pb WJL[!GtnpwGp w wnw2Wf14tlbr 

Windows-mil upltGntJG 4gdwG hwGqmJgpG (Port) LPT 1, 
LPT2, COM 1, COM 2 lt WJtG. 4wpnTJ. b.G 4gtlht wwppb.p Lnll{p~Ghp: 
Um{npwpwp mll!P~Gbpp TJ.flWJtlbpGb.p[! tnbllWTJ.Ptlntd hG Windows 
t11w~b.~p tnb'1W!)pdwG awuwGw4: <t>w~b~p tnh11wrymuipg htmn tt 
hGwptut{np t tnhTJWflilbt tpwgmg[l{. tnll{[lt.Gbp (qpwJtlhrGtp) 4wu 
hbnwglib.t W[lllb.G tnb.T}W T)pl{wbGbp[!: unp I}f\Wjt.{bp!l tnb'1WTJ.flntuG 
!lpwljtuGwgtJ.nu.i t Control Panel -p Printers T}WpwGmu, npp ~wgtlntu 
t Start- Settings +Printers hpwuwGmj_, 4wti My Computer-[lg: 

Printers h(l4tunuw4wG U{WtnmhwGnu.l (G4J.lJ) bpLmu t wp
l'}bG U1bf1W'lfi4.Lub uwp!2bflp gmgwlj[!: 5mgw4p Add Printer (wt.{b
LWgGt.t tnll{p() bpwqpp up2ngn4 4wpbl.[l t WJI). gmgw4pG wl{bt_wgGbt 
Gnp UlUJPf npnzbtml Gpw LjguwG hwGqmJg[!: ~pwuwGwgwG4p Delete 
hpwuwGmt 4w[lbt}1 t hbmugGb.t gwG4wgwb tnll{p~: SUJP2.P 
U{WpwubtnllW4wG t.jmtfmtum~JmGGb(l[! 4wpbl.[l t 4wquw4b(lUJbt File 
hpwuwGwgwG4p Properties hpwuwGp W[l11JmGpmu pwgt.{wb Printer 
Properties h(l4tunuw4wG U{wtnmhwGmu, nptnbl'} 4wpbl.[l t tlmtubt 
4gllwG hwGqntJQD (Print to the following port) 4wu rylWJtlb(l[! (Print 
using the following driver ): 

3. 8.5Swnwwbuwf;ubp (Fonts) 

Swnwmhuw4Gbpp tnb.llWil[lntUQ L. hbnwgnu.in Windows-p up-
2WtlwJpntu 4wmwplj_mu t Start~Settings~Control Panel ~Fonts 
awGwU{Ulphnt.j pwgtln'l Fonts JHlPWUJwGw4mli, mp U{Wtn4b.pt{mu t 
hwuwljwpq,nu5 Gwtuopnp tnbllwqptlwb mwnwLObuw4Gbpp gmgw4n 
(Glj. 3. 14): 
5mgwljpg gwG4wgwb :}>WJt4wu :PwJtbpp tumup 4wpbl.[l t•hbnwgGbt 
File hpwuwGwgwG4J1 Delete hpwdwGnt{: 'Unp mwnwmbuwlj 
wtlbtwgGbtm hwuwp mp4_nu1 t File hpwowGwgwG4p Install New 
Font hrwuwGr:r Pwg4_wo Add Fonts U{WtnmhwGmu hwp4w4np t 
[!liLnflhL WJG u4w4_wnw4D t.. ~flPWU{WGW4Q, nptnbrU19 Ujbtnp t 
4wmwpt{p mbTJ.WT)pmlln: 
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e Fonts !1[!]13 
Eile .[dit View Go . Favorites 

'j A~d;ess I(_] C:\WINDOWS\FONTS 
L --- .... .. 

~elp_ 

!::!:1 Comic.ttl 

t!'J Comicbd.tlf \ 
Coprgtb.ttf 

';8514fix.foni ~ Arialnb.ttf 
. -f851'4~~;;:;:·i~n 1!"1 Arialnbi.ttf 

" 8514sys fen I!J Arialni.ttf 
!j Abalc ttf ~ Ariblk.ttl 
:!] t>.c ttf ~ Armhlv_O.ttf 
iJ ah ttf 1!1 Arm\imsd.ttf 
2) t>.mrtypen ttt ~ Armtms_O.ttf 

.i] .6.ntquab ttf ~ at.ttf 
::!] Antquabi ttf ~ Balt.ttf 
·~ 6.ntquar ttf ~ Baltbd.ttf 

~ Aramran ttf ~ Balti.ttf 
L.!]A.rbli_ ttl ~ Bkant.ttf 
::!] Arial ttf ~ Bookos.ttf 
~ Arialbd ttf ~ Bookosb ttf 
2:] Arialbr ttf ~ Bookosbi.ttf 

~ Ariali ttf ~ Bookosi. ttf 
':!] Arialn.ttf f!j Calist.ttf 

~ Coprgti.Uf 

~1 Copy ci BOOKOSB.TTF 
l!J Cour.ttf 

l~l Courbd. ttl 
l:!:1 Courbi.ttf 

. ..J Coure.fon 
~ Courf.fon 

Couri.ttf 
Dalhead.ttf 

:!J 0 alhlvbO.Itf 
\!l DalhlvnO. ttf 
(!1 0 altitbO. ttl 
l!] 0 altitnO. ttl 

~ Daltmsb.ttf 

I 

I 

.I 
~/ect(s) r,_,, . 1 , ... ~ J~MyCOmP\lt..er ' ~J 
·- . --\,4.3.14 «Fonts)) UJWUlnthwG!'l mbU£1[! mwmumbuwl.jGbp!'l gmgwl.jml_: 

J. 9. Uljwlfwnwljubf1ft tiwjuwufWWJ1WUUJnui!J 
wzjuwwwtipjJ 

U4wl{wnw4Gbpn hwmm4 6Lntl GwtuwUJwmpwuLnmu bG oq
mwqnpbUwG' :pnpuwmw4_npnui bG : U4wt.J.wmu4Gbpmu mtiJwtGb(lJ:! 
qpwlig4_mu bG wnwG6pG mtupwb12Ghpmu' ub4LnnpGhpmu : 

~npllwmw4_npuwG dwuwGtu4 6la.wt{npt.J.mu b.G ub4mnpGbp, pu4 
h[tG rG:PnpuwgpwG 2G24.ntt5 t: ~npdwwwtlnruwG qpumu bG WJU aw
uwGw4, bpp u4wtlwnw4Gbpp pO:pnpuwgpwG WJLUU U{{lUlwGp ~t L. 
UJbmp t Gnp [tli:Pnpuwgpw qpwligb : 'Unp u4wt{wnw4Gb(l[! unt{n-



JHUptup :j>npL~wuHut[npl{tuD bG t11Gnul t.. oquHuqnpb~mu ,Q wmuGg 

liLutu w tll w Ul!1lll uu1mp J ur (i: 
i>npUWtnWl[nplllU[~ \.jwpnq t \.jlUUllUptjbt U1LUppbp hqwGwl.jGb

J1nLj: Ul[unlwnwl.jGhpmu l[Wflllll bG t11Ght l{Gtuul{wb tnwptubr?Lihp., mp 
uHLJtutGhp l_h(i qpwGgt.jmu: Ul.jtu~tumul.jGhpj1G Ljbpwqpt.jnu) t [!Grlhw-

Gmp DwlJ.tut (Total Capacity), llfll} 4_GwuLjwbpGbpp ptugwlttuJnLJlJWG 
thuuwGtul[ htut.jwuwp t qpwGgt.jnrJ. pG~mpuLugpWJP uhbwqmJG )2tUG\U
lt[lG h \lflW4tuG i'Jlut[WL (Available Capacity), npp htu2t.IP t. umGmu 

L[tiwut[wcruGb.£11: Ul.jwl[wnwl.jGbpp <'hut.jLULI} ~1mpt.\nu) t pLUJI1hpnt.j 
(lJ)llll{HU J Jl bp.nt[, Ubq LUpWjf'lhpn Lj): 

Format- 3.5 Flopp.v (A:) 1113 

Format type -

r. Quick (erase) 

r full 

r Copy system files .Qnly 

, Other options -·- · ·- -

~ ;:::l.a::..::be;.:l::..: ----------
; 

r tlo label 

P' Q.isplay summary when finished 

r Copy system files 
. . 

••• ·--·-~- --·------~- R-- -~--- --.. -~ 

~tart I ! 
~~lo:=se ~~ I 

I 
I 
I 

! 

I 
i 

! 
I 

- ' ,__ ... ,.:.__...:...:_ ~ ..... ..:.~~ -- ..... . ·- ~------..::----· , . . 

L..lt. 3. I 5. «Formal» bplj!lrnliUllJWU UJtllUlntlnuliJF 

Ult w4 wmult Gbpp :)>npuwmw t\npnu1n lt wunupt]mu t Format 
l rpwthu G]J l.l~2ngm[ : Format hpwuwu[! J~nqwpl.jl[nu1 t My computer 
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U(\lllli!lrllluGJ• A: u4Lut\tumu4ti "QGtn[Lblmg hhtnn' File hpwuwf.i\1 
1 \.'I mat l1hulp w\.jUlfn[wgnl!im~: 

Format hnwthl:!Gfl I~lll"lw[ll!btnt~J htilnn oqunuqnpanrm trlttun
un1 pJLUU t4tu uLmhw limu (3 .15) G nuu t u4wL[tunwl.jp [!Gq.l_Huum p 

()LLrL[tul[! t. ~mpuwmwljnptiwG bqwGtull[r i>nptl"wunuljnrmuG jl{HU
qn11utpug hbulll hpwllwli[! UJhi1hlpn[~.JmGGhp t 1.4WU14brmu ultw

t]nnnul[\1 flrnul}wG Dw4wLGbpjl ~wur~.: 
CliilhwGmp mGw\.j lllj:)JrnG[! 3,5 U1ptuuwqDnlj ul.jwl{wmultJ1 htu

LlU1[1 }lWL\tUUlUJl t 1.44Mb: ~llplllUU1Wl\npLhuG qnpOI}U}3LU91} wt.jtuJlUl
L]bpllY hbul11 W[lU1LUUjWU1lJhl1ljntu t UjLUU111lhluG, mp G2Ljmu hG 

uljtlll\Lt1111Ul[p l}G!}ln.u(imp lJ jlpWljWU (hULjlULUhJ11}: 

J. 10. /v/icrosofi 0/licc t}uuplipf! 

M icroso rt Office t.!ILUJ-)Ul~]l dL~ uGqqp4 4w0 liG Ull z LU liP 
iltnuqpLJp. npnGp oLunLUJilltl" bG 111_wppbp UL4tuu:LLI4~b[l!1lt ~ rLul[n[lL[Lu(J 
bCt WINDOWS lnuuw4tupq!1li lnu umL4_ GnrJUW(nhuG lHUU1l[LU 
(i[l2(itl]liiL\: 

Oftice-97 (2000)-p 4wquj1 ut2 du1Gnq Plllllll b(1tUqJ11:i[lG oqunu
qnpc) n l l~ loti hLuthuGthuG hpLuutuGtugtuGlttr m qnroJlpGtp: cl>t~ (:tpJ, 

lJ)1JlllllllUljLUti l\"jlUIQphppg ll]1l•t uh4_mj W2tuLUUlhtlll hUUl111j)j11LGlib]lU 
oqunuqnpihJmo bG UJmuGbrll hbu1 LUz[uunnhLnt ow&ufitul.j: 

rGqhwGmp oqunuqnJ1?h[nq hpwuwGwgtuG4bpG b.G . 
Fik-oqunuqnpbt.\nu.i t 4tUUlW[1Ljwb tu2J"lllumtulipp wprwnG)]

GbtlU h[L2btm, (iwtuopnp uulhl10Ljwo :t>1UJlhf11} l! tughtm, UHlJlll lHltitm 
hunhup L, tUJtG , 

i t - nqu1wqnpat[nltf t opJlilitn(ibfllt tljLUuH'i"hGwhwGuwG, 
u1bqwLjmtuutuG, hbmugutull lnuutup Ll LUJLll, 

View- ol..ttuljll[llllli t 4lWUUllUUlllLUfl ll~l1 llJlUUL4b[ll l.4_p lUUJI 

tiJlw, ltLUJlqtut.jnpmu t qnpD[tpGbpp qnmpul:ip [!, 

/uscrt- QUflq[lltmu t htummlt op.JhljmCil::ip\1 ulbiJWilJlUWG 
hpwthuGGhp, 

Fomwt- LIJWillllllLUlpml t 41tlJliU1lU J~'lPl1 al.wqnpuwG h[HUUtuU-
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Windows- 4lllQUW4I::ifllljntU t. wGgntU(l up UlWWmhwGJlg UJlll-
upG, l{tpwtuupwl{nrmu.i t wpqb.G pwgl(w() lljwtnmhwGGI::ip(l, · 

Help -U1I::ifll::i4wU14_mpJmG, oqGm()JmG: 
ctwuwGw4tU4Jlg apwqpwjpG WL4Whnl{LhuG wnwG6GwhwU1-

4ntpjntGGtp}lg t OUJ4_wtmG L zwtn hwpuwp tnbfll14.wU1qwi.JwG hwutu-

4wrq~: Microsoft Office liJ.wpt()p pntnp apwqpbpnui WJ.Jl hw
Uw4wpq[l hbml.t.ntu t 4wwwp4.nTJ. qnpanqmpJmGGtpp 6J12m 
JlpwqnpMWG[!, wnw2wp4mu t oqmw4wp tunphntp.J1Gbp, npnGp ()nLJL 
l::ifi tnwlJ"lu w4_1::it.fl wpwq L Wflll.Jntfiwqb.tn tntabt WOW'2WQW() 
tuGqppGbp[!: 

Microsoft Office t!Iwptrr 4wqup ub2 umGmu l::iG hbtnltJWL 
ljpptunwljwG ()pwqptp(l. 

• Word u1bpuU1lUJpG tuupwqpJlw, npp hGwpwl{npntfJntG t mtulJ"lu 
ub.() wprumGwl{hmmi)Jwup umbTJ.bbt pwp.Jl, hpt.HiwljwGmu 
UlUIJUtnlUJJlG tflWUlrlwpqpb.p, 

• Excel ttb4mpnGwJJ1G wtumuwlj(l, npG oqmwqnpaqmu t 
lUClJnLUWljWJJlG Ul~JWtGb.pJl hbm wztuwmbtnt hwuwp: UjG i}ntJl t 
wwLJ1u ljwmwpb.t r.wqU.wf}pl( UWi)bUwtnpi.Jw4wG, u1pwuwpwGwljtuU 
qnpanTJ.nLflJntGGtp, umbflb"b.t :PJ1GwGuw4wG hw24.htnl{mpJmGGbp, 
ljwmwpbt gwGljwgwb mtlJwtGbp[l l{bptntbntpjntG, 4wpqw4_npbL lt 
llbJ1Wf}.wuw4_npht gmgw4Ghp, U1tlJtutGbpp hpuwti t.IJlW ljwnmgb.t 
qpw:ppljGbp lt qpwqpwuG bp, 

• Power.PoinfiJ. umbTJ.amu t cutw:PJ14Ghpnl{, gmgw4_Gbpn4_ t. 
lllWlili.JhpGbpnl{ hwql::igwa, qm.{wqr]WjpG U!llWilllUljGI::ipp awmUJilf} 
qnpowpwpwljwG thwutnwpll]}bp, npnGp wnwljbt wljGwnm 4gmgw
fl[lbG npnzwlJr wuwwGpGb.[lp, QWflWtPW[lfibpJl qpwl{~ntpjntUU nt 
wmu4_htm p JnLGGI::ipp, 
• Outlook Exprcssi.! hGwpwl{npmpJntG t mwtllu uzmlJht ()wmu
JllflW4wG L wGoGwljwG pGmJP[l tltwumwpJWI::i[l' ttblJmpnGwjpG 
tflnump hwTJ.npqwqflntpjntGGI::ip, hwG'lP.UlntU.Gbpp, wnw£W'lfiWGpGbpp 
UwupG tntlJwtGbp, tJG~lljhU Gwl. hbU1L.bt wztuwtnwGpp 4wtnW(HlwG 
[!Gf3tugppG: tb4mnnGwjpG 4tnump oqGntf3JWOp pntJL t U1WUlU 
ljwquwltl::iplljl::it tnt.l.JwtGI::ipp lJntbi.Jmpl( oqillwqnpantt~[!. 
• AcceSSiJ. mtlJUJtGI::ipJl hbGphpp (pwqwGI::ipJl) TJ.I::i4w4_wpuwG hqnp 
()pwqpp t: 
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Microsoft Office lj1wpbpp apwqpbp[l ubpU1npbG 4mtuljw
UJW4gl(wil" hG, L. hGwpwl{npmpJmG I.J.w llp apwqppg lljntU~ tltnjuLUCigbl 
tfnuuuiW?fJPbp LJtuu l}lwumwp'l.i)bp~ hwml{waGtp: Microsoft Office 
Lfllupbpu utwpndiwl.J.nu} t up 2WPD hwtlbUWL ()pwqpbp, npnGg 
oqmwqn~()mtl[l ~Gf}tWJGmu t qpmwmbtuGpi.J.wi.J.wCi qnpb"WI1Wpwi.J.wG 
LUtJblJ"l 11!1Wqpw4_ L}lWUUlWpqpbp umbTJ.OGLnL hCiwpwl{npmpjntGGbp[l: 
OppCiwi.J. Equation Editor -[1 hCiwpw4_npmrJmG t LnWtJw umbqb"bt 
llwfblltuln~lJw4wG pwCiw6ltbp, WordArt-[1' l(tpGwqpbp oL.wl{npbtllu 
qbTJ.wpl(~utnnpbG Gbp4wJwgGmu t Cipzbp[!, ClipArt Gallery-G' 
UJ wmlJ b11~bpp hwl{w pwam t, npmb.qJ19 4wpblJ1 t [IGLnpbt G4wpGbp: 

3.1 /. Windows Explorer opwqJIJ7f! 

tirwqpp[! GwtuwwhUL!wo t pntnr mptqp pfJPLUlljWGtu4Ghpp L 
uljwtltunlll4Cibpp l4 tupmuwljntp jntGCibpjl flPUlLU£14 uwG, :PWJL bpp L. 
prwwlllttGw4Gtpp mbqtutJlntuuwG, 1.4tmn6bGwhwGuwG, hbnwguwG 
hwuwp: 4wphtl1 t pwgbt gwG4wgw() l3JWWUtwGwi.J, pnqwplJbt 
gwG4tUglllO apwqJ1WJpG ~wJr 

Windows Explorer apwqpp[! ljwpbl!l t ~nqwp4hL. 
• Start ~Programs hpwuwuwgwG4pg, 
• Start ubql5tu4jl 4.flw L14Gr4P. w2 4n6wi.Jjl ubTJ.U.munl{ l. Explore 

4~mp ~GmpmpJwup, 

• My computer pfJPLUUJ.wGwljpg, Gzb.tn4. 4wliwJw4wG 
prwwutwGw4 (oppGw4 C:) L. pnTJ.wp4btn4. File hpwuwuwgwG
l@ Explore hpwuwG[!: 

t5p~qpJ1 J3nqwp4mupg hbwn 4pwg4.P UJwmmhwG, npp 
Lu2tuWU1U1UpLUjpG UlWfiWOj][! U1pnhtJwb t l:ip4m hwpJ3wlJGb.p[l (3.16): 
'1-pwGg :UJlfl bpJ:! 4 wpblJ"l t lJmtul::iL ul! GJ14Jl oqGmJ3JWUp · ptudwCir2. qajl 
ulbqwtJln)untunq: :Jwtu hwppw4(} GtutuwU1bul{wo t pntnJ.l pqpw
lLJWCitu4Gtipll ()wnl! gmgw'lflbtm, pul.J. W2[1. ()wnp 4.flw G21{w() npL.t 
pq_ptUU[LtJW l.J.p UJLUpmGwltntpjntG[I gntQWflJ1Glnt hwuwp: 
l"llwumthLufiG mGp qnpbppGbpp qnU1ll , nrp wnwG6pG qnp()ppGbpJl 
G2u1Gwljntpjmli~ Ul[1Ljwb t My Computer -p GljwpwqpmpJWG ut2: 



'· • My Documents 
t -0 My Pictures 

Ncdtree 

Q-npappuhpp qnUlm gmgwl)!luwu nhctpu~ qwquwqhptq4_mu t 
qlluwtl.np hpwuwuwgwuqp View hpwuwup Toolbar qhUlfl4.: ~wp
~wquhppg 4_hpl..t hpl..tntU t W2 nt OWlu hwp~wljuhpp. tqWpntuWqnt
~JnLUI! gmJg U14_nq uqwpwqpm~Jmuuhpp qnUlpU (Description Bar): 

fi'htpwtqwuwquhpp 1..t :t>wnhpp tuuphpp uqwUluwup hpwuwU
uhp ppwqnpbhtnt hwuwp I)!lWup uwtuwtqhu tqhUlp t [!UI],qbht (uzhl): 

l>wJthpp 1..t ~rwwuiwuwqUhpp tuuphpp [!UUlpnt~Jmu~ (Uzmul!) 
qwphllt t qwquwqhptqht. 
• uhquwb tqwhhtn4. Ctrl UUlhq(i~' uqupqp gmgp~n4. uzht gwuqwllt 

opJhqUl[!, 
• uhquwb tqwhhtn4. Shift UUlhq(i~' uqupltlt . gmgp~n4. uzht 

opJhltUluhpp gmgw4P wnw2pu l..t 4.hP2PU opJhlJUluhp~, 
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• uhquwb tqwhhtml Shift uUlhqG~' l.Jmpunpp Ulhqw.Pntuuwu 

uUlhquhpml(~. t): 
Jlntnp uztl.wb OPJ~4wuhp~ ljwphi.P t «uzmupg rpupu phphp> 

tqWUlmhw(ip OpjhqUluhppg npl..tt uhqp 4_pw Uqupqp owtu hwp4_wan4_ 
qwu UUlhquhppg npl..tt uhltlt uhqumun4_: fi'htpwtqwGwquhppG ltltg «+» 
uzwu~ gmjg t UlWtPU, np UltlJWl ~IWWtqwuwq~ ntup ~gmgwqp4_wb 
uhMP4.wa ~rwwtqwuwquhp: Stl.Jwt ~rwwtqwUw4P. qwqup uh2 uUlGnq 
~rwwtqwuwquhpp «OJDtilhP[!» owtu hwp~wqmu qllUlhtm hwuwp 
qwUlwp4_mu t uqUpqp owtu uhqumu «+» Upzn4. 4_wuqw4lt tJ.pw, ~(iq 
npmu' w2 hwp~w4P. 4.P6w4~ W .Pntutl.P: 

3.11.1. Windows Explorer-ft hpwzfwfiwgwfilj[! 

Windows Explorer - p hpwuwUw
gwulJp oqUm.~Jwup huwpw4_np t l}lntuhl 
tqWUlnthwup UlUUp[!, wztuwUlwupwjpG 
nhctpuuhp~, qwUlwpht :t>wJlhpp l..t ~rwwtqw
uwquhpp tqWUlOhUwhwUmu, Ulhqw.pntumu, 
tuupw4_npmu 1..t WJtG: 

File 
UJuUlhll. tuupw4_np4_wb hpwuwuUqpn4. 
4_hpwphpmu hU :t>wJlhppU l..t ~rwwtqwHw4-
uhppu: liJU hpWUWUp (uq.3.17) qwnntg-
4_wbp~ .Pn.Pntuwqwu t ' UwJwb ~h pU~ 
opjhqUl t uz4_wb tqWUlnthwUmu' :t>WJl ~h 
~rwwtqwUwq: li2 hwp~wqmu Uzhtn4. npl..tt 
opJh4Ul' qwphi.P t ppwqwuwguht hhUll..tJWl 
hpwuwuuhp~. 

Open (pwghl) hpwuwa~ pwgmu t Gztl.wb 
:t>WJU! qwu ~rwwtqwuwq~: u~h ~rwwtqw-

'bq.3.17. (iwq t Uz4_wb, WtqW W2 hwp~wltlt 4_pw 
qpwg4.P Upw tqwpntUJ.Ultnt~JntU[!, puq owtu 

hwp~wqp 4_pw q~UfllWJUtl.P hwuwtqwUlwutuwu ~rwwtqwUwqp 
OJntll.[!: · 

b~h uz4_wb t :t>wJl[!, WtqW hUwpw4_np h(i hhUll..tJWl qhtqphPI!· 
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l:iJ'lh :[>lUJlJ2 opwqpLUJ~U ljwu L[WUllU[lnqwljwG Ul[lll[[l t. lUU[lU LUJU 
4 p n11 w [l Lp{/1, 

• hph :[>LUJUJ ljwG~tuq[1p t (Shortcut), tuUJLU 4J'llli]LU[lljtUl ljtuG~tll(\[l!lU 
htULllUUJUlllllUUtuwG opwq]lJl[!, 

• hph :PLUJL[! tjlWUUHUJllllllJl t, WL4lU ljpwg4J1 tplUUUHUpllllJl~J~ 

tuupwqpnJ1 opwqp]l. lljlU tt JlJl hbppJlG LJPWQ]l tjlWUUllUJmll)P[l: 
Print (ll1ltfli[J: UJu hptuthuGml Gzt[wo :rw.nn 4wt1htll t umtw

qpl:iL LnUJllfl UlU)llJ[l tlJnu, 
Send To (nuJWJJljli[}: UJu htuuuwGml Gztjwa opJbL[Ul[\ Ltwti 

op.JhltmGhp p tunllip[! Lttu(ltqjl t ttjWw6bGtuhtu Ght hp w uw (inu1 Gztlw D 
ljmu1wljJ1~G bpnui Ltwli fHlPWUIWLlwljGbpmU, 

New (finfJ): 4wphttJ. t ulllhJ1D"bt Gnp IHlflWU[uJGwLJ, ljwG~wq~p L1 
tmuppbJl tnjltL[b[ljJ :plUJtbp: Utjb!Jl llwGpunhuuG WJUU1bq mbqwqJH[uu) 
h[llllutuGI:ih[1~ wztuwtnwupr ul[qpmGlJ~ lll[ltjwi} t tuztulllmLu(iptuj)lli 
uhlltuG[l G4_tupwqpnt~JlUU tHiS?, 

CretJ!e Sh01tcut {ulllliiJclbf lfwu2wqf1Jl), 
Delete (hbnwgfibL), 
Rename (l/b;uufil/w{ibt) 
Properties (Juuwlpup_;ndifibp) 
UJU hrwutuGGlip[} GltW rwqpt\LUO hG <<UztULUUlll\U\).lU Jl1G 

ubrtwG>> pb.tiwJnui: !_,zl:iGp il!IWJG, np bfll:i Delete hpun1tuGntj 
hl:imugtjnui l:ili l'i4mG uljtutj_wnwl.jp opJbl.jUlfil:i]l[~. WU]W l.jwtnW[lllnn~ t 
qpw Og :t>IHU1 L]LU4WG 2u2mu ul] Lutjw mu ltJ19, J1Ul] h~b opJb4UlGbpl) 
hlmwgtjmu l:iG LJ112Ul u4wtj_wm.u4/lg, WLL!LU r1rwGp 11lJ1LUJ1Ltt[mu ti6 
pwqmliGI:ipp QtUt~pjnllr 0::.bmugfihtnt9 WllW2 O(ltuqpp[! ll]WhLUU21llU t 
hbnwguw(i hWlllllWUlntLL t;pl:i hWUUllUllllllll[! mptjnLL~ t, lUll[LU 
hhnwgnn) 4wmwrtjmll t, hw4wnwlj qbuwnui' Gztjwb O~Jti4mubp~ 
~tdi htnwgtj_mu: 

Close (t/llu/jhL) (Aft+F4): Uju hpwt~wGntj l.jLupbL)l t tjuul.jbt 
U{WUlntlnuu~ · wtJ.wpmbtntl OJHtlqpJl wzt.uwulwG]J[!: 
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.. , 

Cu! Ctri+X 
~opy Chi+C 

Select ~II Ctri+A 
!nvelt Selection 

Edit 
Edi1 ]l[HU ullt Utu~JW Gl]Jl h ptLn.ltuCi

Ohpl} fluttJ.ltuuJhutjwo Mi :JHUJ tbPJI 
gmgw4_\1 JuLl 'W<HHhuG hwt~lll]l (3. IS) 
Lwtpbl.]l t l]tUUHupliL :[HllJlbp[l , pqpw 
ll]LUUtlllttihpJl ll]tuUIC:ib(ituhtU(intti. UJti

qtutjlllj1llllli Ll WJLU: 
Undo-(Ctr!+Z)-(;bllflllt /uutfl.uflbf t/bJI
P/J!i lflllllllllfll/wiJ hpwtlwti£1): OpJtGtult, 

bpb 0 ]HUqptJ W2tJ.l lU UHU l:i!] [l 
[!Gpwgpm 11 Delete h[lUit) tu(iml npl1t 
OpjbljUl 11UlLU[l4_L\Gl t )')lut[ln(i(ibp jl 

quttlpJ11LfJ , wtyw Edit hp wllwG~JLUGlpntl L]hLUJUllillfl Undo Delete 
hptuutUfiD, 11(1(! htu utn WUlb]ntg hllu1n opJ Ltl[UI(! qtutlpJIII qJIH L] UJbqlll

tJlnpnl[l pJl tiwt.u4ru mtq~: 
Copy-(Ctri+C)-(u;ww6btiw!Jw!ibt) hptuthu(i 11 (i ut[l.Hu Ulhut!tua t 
(izl!LUO OpjbltUlJI l]LULi OpJh4tnGb]l[l jttt'ip[l U]lliUlObGtuhtuliow(i hullllliJI : 
..:pwt1w(ijl J~nl}wJllpwjjlg hbtnn 0 HlLua opJtil]Ln(ibpJl ll(tllln6b(ilihtl!J 
UJ hlJtUilll~nu} bG tltntu tu utuljthu G pnl.~[llipnu~ ( C I ipboard): ~bum 

11]1WUI} 4_wpt1t11 t UlG'lWI)l)hl (Paste h[llUUWUill\) l]tllthUJllll)tU(i J~lU!LLI
ll[tU(itu lt ntU: 

Opjbljmlihp~ UJlUUlObliwlnutinuil! Lttupht[l t l]tUUllll]l •t (ituL 
tH[li]lljJl oqGm(3JLU tlp tUJUUJbu· dtutu hntJlpw4mli pwgbL H]llJUlOb
GwhtuG l[nfl ~)ll\ Jl b]l{! Ltplll] pqplllll!LU (i Llll][\, ~UUI)lU] ll]lUUlObGtulllu utJnq 
~~>tliJUl 4wti :j>WJtbJljl tumlip(!, UbtlUlU D U[tuhhjn Ll U UlhJ1Ulll2lUp[l Ctr! 
uu1bqO[!. ti40J14Il (hutu 4n6wlt[! ubqthuo «!2WP2 unup> Gztlwb opJI:ii]Ul
Gbp[! t, pwg ~nqCiht LUJU fHtPWUJWULULJ!l Gztu(i~ qptu. nptnbi"] tt]tltnp t 
U[LU U16bGtuhtuCibt :PLu JtbpQ: 

Cut-(Ctr!+X)- {LjmpbU hpLmiwGu uLUtmuulbut[wa t lizt[uti) 
OpJh4Ul~ l]Wtl Opjbl[mGb[lp J".utlpJl Ulhqtutlmtutiw(i hwilwp: ~flWllUJU]l 
rmqtupl[ntupg htimn Opjbl!lllUO)l[! UJbqtuqpt[ntLl t;(i tjllljllWUlllljUtU(i 
pm.'J>bpp dtip, J1Ul[ OpJb4mGbpJl U[lUUll[hpObp~ lllllll(inni l:iG flllln[Ulfl 
[\UI'jqotjwo: 5wGljwtll Pllf!WUIW(iWL[ntll Opjb4_ull:il:iJll mtfltUJWbtnl 
hwuwp uqmtj_nu'i hUp Edit h[lLUthuGwgllllilt]l Paste h[lwtltu(i[l~J= 1'2t[uH) 
0 PJh4UlGbptJ. UlbiJWtJmtumLI l[wphtll t l]tUlllLUJlbt tH]G]ll]jl t'nutu 
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uhquw4n uhqowb" tJ.Powqmo pwpz mwtntJ. L. wGhpwdhzm prww
UJ.wGwqmu pwg flllll.GhtntJ.: 

b" Paste (Ctrl+ V)-(mbrzwlJilb/) hpwowGn GwtuwmhutJ.wb" t pwg-
tJ.w FIWWUJ.WGwqmo tllntuwGwqowG pm:Phpp UJ.WpmGwqmpJmGn 
mhqw:qphtm hwowp: 

Paste Shortcut -{mbrzwlJilbf ljw02wqftp}: bph pm:phpmo 
UJ.WhtJ.wb" opJh4mn qwG~wqpp t, WUJ.W wJG qmhqwqptJ.P pwgtJ.wb" 
fliWWUJ.wGwqmo: 

Select All (Ctrl+A)-(uzbf pnfnp!J) hpwuwGntJ. qwphllt t Gzht 
pwg fliWWUJ.WGwqp pntnp opJh4mGhpn: 

Invert Selection (lppbf Ozmti!J)- GztJ.wb" opJh4mGhpn :qmpu hG 
qwwu Gzmupg, puq ~GztJ.wb"Ghpn ' GztJ.mo: 

View 
UJu hpwuwGwgwGqmo mhqwllPtJ.wb" hpwowGGhpl! wiqwhn

t{mo hG b"pwqpp UJ.WtnnthwGp mhupp 
tllntllntumpJmGGhpn' qnpb"ppGhpp L. 
qwpqwtJ.Powqp qnmpGhpp gmgw:qp
owG nhdpoGhpn, OpjhqmGhpp UJ.WID
qhpGhpp gmgw:qpowG npL.t nhdpop 
nGmpntf)jntGt!, UJ.WtnqhpGhpp num 
gwGqwgwb" hwmi.J.wGpzp qwpqwtJ.n
pmun u WJtG (Gq.3.l9): 
ToolbaiS- (qnpt7ftpubpft qnmft}, 
Status Bar -(ljwpqwl/fttfwljft qnmft}, 
Large Jcons-(tfbt7 UJwmljbpubp}, . 
Sn:all Jcons- (zjmpp UJWW/jbpubp}, 
List- (gmgwlj): 
Details- (tfwupwtfwuu) hpwowGGhpp 
GzwGwqmf)JmGn mptJ.wb" t My 
Computer -p Gqwpwqpntf)JWG oh2 · 
Explorer Bar -hpwowGwgwGqp uh2 
omGnq hpwowGGhppg mzwqpwtJ. t 

Search (zftumpb/) hpwowGn, npl! qwqowqhpUJ.mO t :PwJlhpp u 
fliWWUJ.WGwqGhpp tliGmpowG wztuwmwGpn: 
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Search for files or folders named- 11wzmmo qpwGgtJ.mo t 4IGmptl_nq 
:PwJ\ll qwo IH@WUJ.WGw\.tll wGmGn qwo wGtJ.wG up owun: Searche 
Options ptnqmo Date Type, Size hwOwUJ.wmwutuwG uhqowqGhpn 
Gzhtntl. L. pwgtJ.nq wwgmgp~ :qwzmhpmo qpwGgmoGhp qwmwphtnt9 
hhmn qwph\ll t qwqowqhpUJ.ht :PwJthpp L. fliWWUJ.wGwqGhpp tliGmpm
Of! num tllwumwprwp umhqb"owG wouwptJ.P, :PwJlhpp mpUJ.P qwu 
~wtllhpp: 
Containing text :qwzmmo qpwGgtJ.mo t 4IGmptl_nq :PwJ\ll oh2 UJ.wpm
Gwqnq npL.t pwn qwo pwnwqwUJ.w4gmpJmG, num npp qwqow
qhpUJ.tJ.mo t tliGmpmon: Look in :qwzmmo qpwGgtJ.nq prwwUJ.wGw41! 
qnGqphmwgGmo t 4IGmpowG mwpwb"pn: 
Arrange Icons, Line uplconshpwowGGhpp wztuwmwGpn mptJ.wb" t 
Desktop- p Gqwpwqpntf)JWG oh2: 
Go To - (quw/): liJu hpwowGn qmpunpn mhqwtllntumo t pwgtJ.nq 
gmgwqp fliWWUJ.WGwqGhppg nGmptJ.wb"p tJ.pw' W2 hwppwqmO 
pwghtntl. tJ.hp2pGpu UJ.WpmGwqntf)JmGn: 
Re!Tesh (pwptfwgub/) · . qwmwptJ.mo t w2 hwpf)wqp UJ.WpmGw-
4ntflJWG tJ.hpnGphpgmo: 

Tools 
UJu hpwowGwgwGqmo mhqwqptJ.wb" hpwowGGhppg mumo

GwupphGp Folder Options hpwowGwtumOpl!: 
Folder Options (UJwpwtfbmpbp)- qwqotJ.wb" t General, View, 

Files Types pwdpGGhppg: View pwcJGmo qwphllt t nGmpht W2 
hwpf)wqmo gmgwqpowG hGf)wqw :PwJlhpp mpUJ.n, mhupn, L. WJtG: 
4wphllt t mwt GztJ.wb" wftUJft :PwJlhpp gmgwqpowG qwo flWpgowG 
nhdpol!: Advanced Settings pwcJGp Hidden files and folders 
hGf)wpwcJGmo Do not show hidden files and folders L. Show hidden 
files and folders mnqhppG 4tJg oqwqGhpmo «•» GzwGn :qGhtntJ.' 
gmgwtymto qwo pwpgGmo hGp hwOwUJ.wmwutuwG :PwJthPl!: 

Help 
UJu I.J.hmp hpwowGGhpn GwtuwmhutJ.wb" hG umhqb"tJ.wb" 

gwGqwgwb" ppwtJ.Powqp owupG mhqhqwmtJ.ntf)JntG umwGwtm 
hwowp: 
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[[mupWIJfllUupfibJ7 

I . o~sktop -]1 t[pllt hLU2ll(HllUJHUJ1 LUyU1]H.twgGbt My computer, 
Recycle Bin, Internet Explorer, Network Neigborhood, 
opJbl[ullihtll!: Taskbar- j1 Llpw GzbL Start ubilLhuy(.! , Kdwin 
bJnuqpp t~ clwutugmJg[1 lij'lzbrQ: 

2. P-Lugb[ lli2JUWU1WliJ]LU.J)l(i UQI1WU)t l[JHU llJWU1lJbptJWb Opjbl[tllCihpjl 
HjlUUllllhWGUb[ll!: 11-]lUIG] pwql[W91H9Jl~ OpJb[tUJGb[lG m tl1W4bt 
tLJlllUllllhw G Obp[!: 

My computer-nnl' Control Panel, Printers, A:, C: ljwmngt.J.wop
Gbtll~ : 

Control Panel-nil\' Date/Time, Display, Keyboard, Mouse, System, 
Fonts: 
Dcsktop-Jl OpjblfUJUbJI]lg lll<llliUI l.tb.UlJI l{ptu Ubf\LH:it ult0J14fl LU2 
ltn6tu 41.! l\ mumuO lUUJl[lG[ bU{HU ll!Gj2U U1 WJJlG hrwtSwGwgtu Ultr 
lJUIIllllglJtUO))!:!: 

3. Oquu[btm[ bO{~lllulb!]liUHUJtJG hptul.lwGtugwGLJ[1 Arrange Icons L 
Auto Arrange hJltuthu OCibp]19 · T)tuuwL[II[lbl opJbltmCihilQ 
wzJuunnwG!]wJJlO Ub'lwG]I tllnu : 

4. U1JGJ!lJJl oqGnq)jWUp wztutUlllWUj2WJtJG ubllLUU]l OpJb4tnOb.p1 
ulliqwt{mjubtwztuwutwGj2wJJ10 ub11wG]1 U1Wf1WOJ.2lllU: 

5. 0-nqtutl4bt Date/Time opwqllJ1[!, btuGnpwGtUJ. ll[WU1llllnuG]l 

lftumugtltuDpjlO. tulJul]H[tUHOilt L q]wtfiL Date/Time h Time Zone 
GbpTJ]lpGbp[! : 

6. Date/Time Gbtlll)lp]l Date Ptlll[mu t}ln/'uht Lut.luwpJllJQ, wu[lun, 
unuppu, Time-nur cJtutlwGwLw: Ok L Cancel umbqGbJl]l ub.qtlm
l~lll[ htuUUlWUlbl t\l!llJtnP,Jnll~JntU[Ib!I£! ljWll hpUldWpl[bt qpwQgpg: 
li2JuwunuG11J1 WlltuJlUl[lSJ hbum t.jhpwtjwliqllbt [!UptugJIL! 
lllllUWl~IHIG m cJwuwGw4~: 

7. Time Zon~ ubpqflrntLI!lJ'llnbl chuthuCiw4wJpu qnu1pGbt1J:!: 
8. UlJm!n]wuutq_ Start hpwthuGtugtu Gtm L QUU1J1bi. Grw Programs, 

Documents, Settings L(bUlbpQ: 
9. Start llJHLILhuOwgwUlJtl tuuu1[16wGw4LuG LjLUnmgt[woptlu DtuGn

ptuGwtm UllJWLnwlpn]J)jJUlbl hpluthuGwgwCi4]1 hbUllrJlllL [tbu1bpQ L 
LU (ignui lilUllllU pbj U J lllU Ul UUljlDtUCiGbJ1JlG : 
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Programs~Accessories~Games, 

Pro grams~ Accessories~ System T 001 s, 
Programs~ Accessories~Calcu Ia tor, 

Settigs ~ Control Panel, 

Settigs ~ Printers, 
Documents: 

I 0. Start hrwuwOwgwGl{}1g £!Glnpbt L pnJ1wpl{bt hbUlLJWL bpwqpbp£!. 
Programs ~ Accessories-+Calculator, 
Programs~Microsoft Word, 

Programs~Microsoft Excel: 
11 . (c)-nqwp4mupg htmn bpwqptpp tJ'lw4bt' 

w04_wOwqnUlm .tuw£ 4Jmq ubquw4n4_, 
Alt+F4 ulnbrtGbpp hwuwlnbJ1 ubqumun4_: File hpwuwGw

gwG4Jl Close hpwuwOml., 
12. Desktop - Jl 4_pw uutbr10b\_ Gnp P!WWUfWGwl{Gbp' Userl, User2 

wGmGGh[in4_, li40Jl4t"t W2 ub11uw4n4_ opJbljUlGbpJlg wqwUl npL.t 
lJbUmlll pwgbtn4_ b0pwU1bpuU1wJttG hpwuwGwgw04 L WJGtnb11Jlg 
J]Utnflhtntl New~Folder: Pwgbt Userl JH@WUfwGw4n L OmJ u 
brtw0w4n4_ Gpw ut2 uU1brt<'>bb Varl pl1.f:lWUfWGw4n: Pwgb\_ WJU L 
'1J1Utbt pwg pT)J}wUlwfiw4wG PP qpw:PJ1uw4wG OJlzhpJ:! Taskbar 
qnUlm 4_pw: ¢w4bt pwg ~flPWUlwGwijGhpJ:!: <.tmwgGb\_ 
utnb.qo4_wo pllf:lWUlwGwl}Gtpn pwtflnGGbpp qwupJmrt: 

13. (c)-ni'\Wfl4hl Control Panel bpwqp[l£! b.p4m 6wGWUjUlphn4_' My 
computer UfUtUlmhwGpg L Start+ Settings hpwuwGwgwG4Jlg: 

C[12UlGw40bpp mb.J1WZU1)0U.H.ibp,r.u!, 4mlubl UjWU1nthwGp 
lwtJltrn: OqU1Ulqnp<'>btn4_ X 0 LQ! uhquwl}ObpJ:!, 
tJ1nppwg0bL _ ubbwgObt U!WUlmhwGp £WtJ'lbp[!, upGpuwl_wgGbt 

UfUlUlnthwG(!, hwunq4_bt, np l4WUlmhwGp wumGl} qpnq ubqUU14[! 
U1bf1wtltntu4_bg tuGqpwqnmm 4_pw, Gnpt"tg 4_b.pw4wGqGbt U!WUlnt
hwGn: <l>w4bt ptug4_wo UJ.WUlmhwGn: 

14. PwgbL My Documents p11J1Utl4wGut4n: 
• Edit~Sellect All hpwuwGCibpJl uJ12ngml. Gzht pntnfl opJhqm

GI::ip[! htmn llPwGu wlllwGzbt: 



• IJ[1mbt J}f1pwulwGw4~ tqwpmGw4mpJmGo View hrwuw
GwgwG4J1 oqGntpJWUp t{mtubtntl qj1U1Wfl40:wG nbdptHib[lD 
(Large Icons, Small Icons, List, Details): 

15. My Documents mu UU1bf1bbt Us I L Us2 fHlf)WtqwGwyGb[l[!: 
• Usl Pllf'WlllwGwymu umbJl.bbt Dl l}lwuulwpntf1fllf htppw-

4wGntf'JWUp rmi1Wf14btnl\ File-New-Text Document 
hpwuwGGbpQ: 

• Sbr(wl}ln}ubt D I :j>WJLQ Us2 ~qpwLLJWGw4' hw2n[H)wpwr 
rnqwr4ttml Edit ---+Cut---+Paste hpwuwGGtrn: 

• ~bnwyGl:it :j)WJLQ Us2 pflPWtqwGw4J1g: 
• l'llwmobGwhwGbt 0 I :f:>WJLQ Us I PflPWtqwGw4J1 ubi ctrl 

UUlbllUQ Ubf1UWb ll4Gpqrow}u ubf1UW4ntl ),:?W£12 UlWtntl: 
• l'llwul6bGtuhwGbt D I :f:>WJLD Us2 PrtPWtqtuGw4p ut2' 

Edit---+Copy---+Paste hrwuw(ilitrr hw2nrqw4wG pnJlWfl· 
4m0:nq: 

• l'llwU16bGwhtuGbt D I ~lWJlQ A: 6ymG u4wt{wmuyr Lib2 
hbmLJWL htrrw4wGmp.JwU:p , Gzbt D 1-Q, pnJ1.WJ14bl 

Edit---+Copy hrwuwGQ, mbllWI1flhL 6ymG uywttwnwq!,!, My 
Documents UJwmmhwCip Address rlwzu1nu.'i uGmpbt 3,5 
Floppy (A:) u4wt{wnw4n L Paste hpwuwGnt{ mbqwqpbt 
~HUJLQ u4wt{wnw4~ ub2: 

• ~bnwgGbt Usl L Us2 P'lfiWUJWGw4Gbp[! My Documcnls 
UJ.WmmhwGpg: 

16. J{Tnrtwr4bt Explorer brwq!l[li!' Start ---+ Programs ---+ Microsoft 
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Explorer nwGwtqwphmt: -'1-rwtt 6wtu L W2 hW[lfiW4Gbpp 
UJW[lnt uw4ntpjntG[!: 
:Jw}u hwr1~wymu pwgbt My Computer, C:, My Documents 
4wnmgqwapGbpQ L w2 hwrpwymu tlllmbt tlpwGg 
UJWJ1mGw4mp JnLU Gb[l[!: 
• My Documents - mu UUlbJlb"bt Us I L Us2 fH]pWUjwGw4Gbpl} 

hbmliJWl htrr-w4wGntfiJWUp' 
pwgbt My Documents pflPwtqwGw4l! 6wtu hwppw4mu, 
hb[1J:)W4wumpJtU~p f111IJWJ14bL File ---+ New-Folder 
hJ1Wt~wGGbpQ: 

• Pwgbt Us I f1JlPWll)WGtu4n. umbrtb"bL D l l}lwumwJ~mrtPQ 

hbp)3wywGm~JwU:p J}nrtwp4btntl File---+ New---+ Text 
Document hpwuwGGbp[!: 

• Sbqwtpntutt D I ~WJLQ Us2 JHlPWt4wGwy · hW211[lf1Wpwp 
fWJ1.tup4btml Edit ---+Cut hpwuwGGb!l£1= Pwgbl Us2-Q L 
J3 llTJ.WP4bt Edit +Paste hrwuwGGtrn: 

• ~bnwgGbt D2 :}JWJL[! Us2 J}TJ.J}WtllwGw4]1g: 
• f11wU16bGwhtuGbt Dl ~)Wjll} Usl P'1flWll)wGw4p l.'ib)> ' ctrl 

umbflUQ ubf1uwb uyup4p 6w}u ub.quwynt{ pwpz mwtml: 
• l'lluJLn6bGwhwGbt D l :PwJm Us2 PflPWUJwGw4r ub2 · 

Edit---+Copy~Paste hpwuwGCibpp hw2nrqw4w u I'}D11Wll-
4mU:m{: 

• fl)wm6bGwhwGb.t D I ~WJU! A: 64mG u4w4wnwyp ub2 
hbU1l.tJWL hbppw4wGntpjwO:p ' Ulb.flWI1Jlbt64mG u4wt[wnw4[!, 
Gzbt D 1-[!, li4Gll4P owlu qn6wy[! ubf1UUJb pwpz UlWl L pwg 
pn11Cibt l'lw}u hwppwltnu} U!WU1l.J. bpt{wa A: 6l1mG u4w
tjwnw4p GzwGj14£1w: 

• ~bnwgGbt Us I L Us2 J3ru~wu1wGwyGbp{! My Documents 
UJWLnnthwGpg' Gzbtn4 '1flWG!2 L pWfll LnWtm[ pwg f1Df1Gbt 
owtu hwppw4ml.'i UJ.WU14bptlwb Recycle Bin GzwGp qpw: 

17. Pwgbt Recycle Bin pwl}lnGGtrr qwupJnt'1{!: '1-pmbt Cipm 
tlJWf1ntGwyntpJntGQ: CGmrbl Usl , Us2 PJlPWtqWGw4Gbpf! L Dl , 
02 .'PWJtbJ1Q m hbnwgGbt= 

18. ~WJtbpp L PrtfiWLLJWGw4Cib[lp npnGmun. 
*Start hynuuwliwgwGI.J.p Find hpwuwGnlj l}lGmpbt pntnr exe 

QUtH.WJGmu ntGbgn!) ~)tuJtb.PI! u t}pmbt qpwGg gmgw4[! ' 
ntZWJl[lntpjmG t}W[16Gb.tnt.J. 11[1W UQ clWUWll)lUphp, UUlbl'}bUWG 
wuuwpttiJ. 4rw, 

•tpGmpbt WJU :f:>WJtbfl[! L J3JWWUJ.WGw4GbpQ, npnGg wGmGGbp[! 
uyut.J.mO: bG a-pg, 

• t{lGUlpbt WJU ~WJtbfl[! I.J pflPWUJlUGw4Gbp£!, nrnGp uwbqbtlbt tCi 
t\bJ12flG wwuG opqw {!GpwgJ:!mU, 

• l}lGtnpbt WJG Ulbj:lUUlWjpG :j>WJtbflQ, nrnGp UjWpmGw4ml.'i bG 
File pwnQ, 
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• 4_hp[! u2t1wb- J.lwpdmpJmlluhp[! ljwmwphL Explorer b-pwqliPr:! 
~nqwpljbtntl u Tools ~Find hpwuwupg oqmtlbtntl: 

19. SbrJ.wl)flbt 6ljmu uljwtJ.wmulj[! \, 'lPUlbt llpw UJwpmClwljmpJmll[! 
pwgbtntl My Computer UJWUlmhwlip 3,5 Floppy (A:): .C:.wunqtlbL 
np WJClmbq qpwGgtlwb pa;pnpuwgpw Cl ljwpb!P t n}_lli_wglibt ( tp t 
UlJU hbmwqwJmU: oqmwqnpih1.btnJ t. UJWUI6buwhwGbt 4n2Ul 
u4_wtlwmu4_jl 4_pw): File~Format hpwuwllp up2ngn4 
;pnpuwmwJ.lnpbt uljw tJ.wnw 4U: 'l·pmbt ulj wJ.lwnwljp £!Clr¥tw Gm p u 
]lpwljtuu bwtlwtGbp[!: 

q_lmtu 4. Microsoft Word op.wqpp[! 

Sbpumbpp umbqMwG lt ouwl{npuwG hwuwp Gw[uwUlbuJ.lwb 
optuqphtT!} tjn,~_tJ.mu b(i mbpuUlwJpG Juupwqpp,~_Gtp ljmu mbpuUlWJpG 
uumg tun plibp: 

chuuwGw4w4_pg hmU:wljwpq,l_wJpG tpwumw~llflbp[! 4_wptqp t 
pwctwabt bpljm hpuGw4_wG UlbuwljGbpp. 
• wJ.lwGilw4wCl UlbP-umwJpG tpwuUlwpqpbp CPrwl! 4Pw UlUJbtm 

hwuwp), 
• ttb4_UlpnGU1jpG l{lWUUlWflllflhp (bpp pG;pnpuwgpwG UJWLn4bpJ.lmu 

t upwjli tljpwllp tJ.pw): 
'l.pwllg umbt]_ bllwu ubpn'latpu L 6L bpJ:! mmpptJp bG: 

UbGp ljmumuGwuppbGp, mUJwqpuwG hwuwp GwJuwmbuJ.lwb 
ttJwumtuprwtpp umbt]_bUtuG hG w pw tlnpm~ jntG (ipJ:! WardmbpuulwjpG 
tuupwqpp,~_ntl: 

Word-ntJ. ljmmwpJ.lmu bG hbuiJWl hpliGw4_mll qnpbnt]_m~JmG-
Gbp[!· 

I. ttJwumw~rwr umbt]_bmu, 
2. ulbpumbpp U:mmpwgpmu, 
3. mbpumbpp ptupwqpmu, 
4. l{lwumw~rwp 6l.w4_mtJ.npmu, 
5. lJ.lWUUlWfHlPP UJWhUJwGmu, 
6. tJlmumwp!UJp mUJwqpmu m UJII,~_ntJ. (printer-ntl_): 

Word mbDumwJpG ptupwqppw untl_npwpwp 4_wqumu t 
Microsoft Office bpwqpwJlJG tpwph~p pwll.4wgmgpi_ uwuJ:! L 
oqmwqnpbJ.lmL'i UJWpq L pwp'l 4Jwumw~rwtpp umbt]_MwG hwuwp: 
fllwpq tJlwumm~JWb[ll:! ljmqutl_wb bG upwJG mbpumbppg, pu4_ pwpt]_ 
tJlwumw~rwtpmu llflWllgpg pwgp ljmpnq bG I}IGbt qbwqpbp , 
pwlimaLbp, filjwpllbp, wrumuw[jGbp, awJUWJ[lG opJb4mGtJp L WJtG : 

Microsoft Word 4_ppwnw4_w(i bpwqppJ:! tWJG mwpwOmu t 
umwgbt hpuGtup4_ Gbpmu, 4_wquw4_ bpUJm ~JmGGbpmu, o:PJwGb.pm u: 



.f.. I f·hJrd ('JflllUJJI/1 JHllfWJllJllllffJ, llJWmmfnuuj1 {fwmngtfwoJ2/! 

Word opwqjl(l{! j)llrjWpl[btm hWUWJl qnJnlj3JnLU m(ibG lilt 
ptuflp hrp.ufltuljfihJl, npnOg]ty tumuljb\_ U1Wpwb4wDG t " 

Stnrt Programs- >Microsoft Word: 
Word opwq!lJ1flUJlUUlnllnuGG muJl hbulltJWL UJbUp[}' (04.4. 1.) 

Documentl · Mieto•ofl Word 

xr File Edit View Insert FQrmat tools T 2_ble ~ndow tielp _ .... --· .•• :?J : o · · ~--·~<:: ~ --,- ;.,~ii .. (1 : ·::-·; ~· ·· -:: o ~"~i -; Qo)% .• · ~ r« "' ~· 
. --- '- . '! : . . : ... - ' : --=-·t·~- t •. ;_:_-..,-.-:= ..::_-·:.:.:· ; · ~=----· ~ ---. ·:::-·-;;: 
. Ans1Atrnem3n • 14 • B l I Y . §= -s- ...., !!:!5 • ,,._ 0 " • ! 

.:. : 'If ·r-·r ~·"V . 1 • 1 . 1 • 2 • , . 3 • , • 4 • 1 • s . , . & • 1 • , • , • s . 1 • , • 1 • 11 ... . ,.,_- ~ · B . . . . . . 

8 ~ 

J 
ulj.4.1 (( Microsoft Word» OfllUlWil UJlUUlll!hlUG[! 

t.l_t.pltJl mnrJmU qmGL{nu.l t. bjlwqpfl t.J I:iJICiwqllll(!, np]1 w2 
L'iu.tunu.l UJWUllllhu.tGjlljWilWl[Willhuu l.jntiwl[Gbpfi hfi: 

'l-pwGg tY J12ngn4 4WJ1b.Llt t. 
GJ -dwthu(iwltwt.JnJHUtqbu L[lwltbL UJLULnmhw~t!' UJHU tutintG[! 

L4U1ht4U1 CibLmt t4pw (i p Gl:ip(2 Lp Lnlll'} mtY (tuCnytwqnll1ntU), 
]) - Lj1n[ub\ UjWUlnthWUjl ~W~lUG)lJ1, 
:E) -t.JltU 4bt CljlWqpp 1.4LUU111LhWG[!: 

Llli[1Gtuqpp mnrt!J mwLJ qmGtjnu.l t h!luGwltwG hpwuwGw
gtu(i4Ll' File, Edit, View, Insert, Format, Tools, Table, Window, Help, 
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njl]l~l hhum um(npwpwp Ulhfl.Wll[H(~H). bG qnpbJlpGbpJl . Sta,ndarl :· 
Fonnnlling uml1h[I[} (uJnu~L[nuY bG Vtew hpwumGwgwGl[Jl foolbats 
hptuthuQm!), pwuJl ll(l 11JHUuy zGn(lhjuJ plUL(Wl[lUU lll[lUJq b(i [!uptuumu 
ulliplltlll:ipJl jUL\pwqpumu wzJuUJUHUUpub(l[}: . . 

(JhuuimhwuJl LU2 L GbppL!1 Llwumu qUJGt\rlll'i tG ~trt1nq pw
Gn(iGbp(! (nJuimuiwL1Gt p t]), jlUll UJtuutmhw uJt t[htt2pa ulntlflLL'i Gzttm~ 
t, 1~t gmgJIW un!Jwt LL[LuhpG np ptudfinuL np t2!1 1[pu1 t quiGL{nul , 
CiztJmli t Lj1wuuiLUf3tWl, t2b 11J1 nuqhwGmr, putGuJL[[!, umJpwontJ~JntG[! ' 
pqpJt L(hJILJl uwhuwGpg b gm9!l~lllll1J112ll u1nqG m UJnLfil}: 

4. 2. Su1 w m w nbpj1 [1U ll1f1lllp Jill 6/_1 

<!>tUUU1LUJ~Jl!1hJ1Jt Ulbj]UUlb]ll tnwppbp tbqmCib[l!l~ lt UlWI1UJ-
Lll GUUJl)Gbpn~ UnLUll] wGbtm hwDllljl uwliJwml:iut.jwo ta Dll zwru 
opwqpbp, npnGgJ1g tumu t!bt oqunuqnpbL[IlrJ lJ KDWtiJ UjlWqJl[lu t: 

Uj G a bJ14LUJWg t]111 u t 1l[1112]l Ul bupnl{ Lt tr:r..;;.~ ... iaro-Pt;~~;~i ; 
tmuntu ul hmul[!J w GL[w Ontum]: 

l:i~h U1wmu Ln butulj]l Gzw U r~ ptu~w 4 WJilLU t ( b!ltLH}\IJll! wlruJ!n! 
2tL LULL(tU WJU Wl]Ulfll\lllgtibtm ilUJUUljl lJWUlltiJl~!HU t 
Swrt- >-Progmms SttutUp KD WinK cybourd Driver t}tl[lbll!]llll~JmU l_l : 

UmjnpwptuptuGgn tt5J2 hluJhJlh(l)ly· wUqlbJlbuJJ L htultuuuulw 
lttuunurn[nuY t A It +Sitilf umbqUbpmJ: 'VzwU!J t.JpLu LXL1G114p w2 
mnbq(in uhlltYb[llL T}liuwmu ptugt.Jml'i t mtunbpp rltUULUtlnpm[l.J illUQ: 
5wGLJLU[jl t filflphL Armcm~11J Phonetic unurlphptulm. nr]1 dtuutu0w4 
htU.JtphG ununtp~ hwLIJ! filJGmu tO Gm.rG l1GznqnlJ3JntU m.Gtym1 
tu(iq\_tipb u UlUlllb(l)lllbu1 (]llllj LU,IG hLL!Jl[LUl)w(i lUjpmptGll LnWnbp[! , 
npn(ip pU19LL14WJillll bQ wuq\_b(lbGnu.l, UlhljWI)[H!wo t(i J~4WJ!lu 
UU1 h!1Ghpp ZWJ1[.1ntLl): 

ITJtuhtuG2t!l1ll Ulll111WUlbULU4n L Gpw ~LUL.jlUQ UjbUlp t nGulptUl 
qnpoj1pGI:ip]1 Llllllll1lli' Arial Arrneni.;,n .. 12 .. I 

4.3 Word 0}1WqJ1Jl bpwtJf.uuwgwfilJf! {, tl}WJV'wuwljwu fi}wliGbflLJ 

'l-]wnup4b up Standart t. Formatting qnp0ppGbpp mnqbJii) L, 
11JlWlig UJ12ngnlj 4 LUUl WJ1l[lll] qnpi'lntpll PJnL uGtijlf!: 
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Standart qnpujJpfilipft mnrz!l 
cf. Pwghl Gnp J.llWUWWJ.)ntllP: 

gwght h[l2n'lntJ3JWG ut2 qmGLJ_nq :}>WJtb.pp G flJU3WUlW
Gw4Gb[lp C:Pntqbpubpp) gmgwtm: 

<,pzbt {!G(:}wgl14 tbwumwprtPml.l ywUiwptJ.wo tJ.1ntlln
tumpJmGGtpn: 
SUiht lJ.lwumwpmrwQ: 

5ntjg mwt .pwumwpqpp f}CiqhwGmp mbupn (muthtnt9 
wnw2): 
4wmwpbt utuwtGhpp mqqmu: 

-~ . ~lmwgGht .pwuwwprwp Gzttwo hwuu!wb~ : 

~; 
' rllwm6hGht tllwumwprwp Gzl{wo hwwtlwbl}: 

8 : '-lhpwqwp6Ciht l{mplJ_wb l.jwllUiwm6hGwhwGlJ.wb hwm
tlWOI} \llWUUlWflf@P dtp (hwml{WO[! mhqw'lJll{mll 
t WJU llwumll, npmhq 11P4wD t gmgpm): 

otfi,·, Swpwbht GzlJ_wb hwmtlwop ~nptiwm[! t}1wumwpi1J.)p WJJ 
, hwmtj.woGbpp tjpw: 

4.bpwgGht4wmwptJ.wD l{hp2pG qnponqm~JmGn: 

r.il -~-! 4pyGht tlhP2PU qnpDnqmpJntG[!: 
.~ , ,. ·· ..!!1 

DpwgGht4_wu wu2wmht wrumuwl{uhpp ywnmguwG 
qnpOllpUhp[!: 

lfnunp wGbt wrumuw4: 

lfnLwp wGbt Excel-p wrumuwy: 

~~.2 upwgGht 4wl.l WU2Wtnbt uywp~wywG qnpoppGbpp UlnlU:!= 

100% ,. • <J:lntuhtUlWW4bpp ~WtPU!]: 

F'ormat1i1g qnpojzpfilipft lllfllJIJ 

... ··~ ...... -.. - · ~ · .. 
Arial .• <l>ntuht mwnwwtww4GhpQ: 

• • ~ , , .,. C' ...;1 ~J,,... .- l ' '. J , 

9 __ f <DnfuhL mwnl::ipp ~w41u~: 
B ... ·j U ·_ lfqwgGhl_, flhpbt L. QGqqbbt GztJ.wb mhpump 

.. . . . -:- . wwntpn: 
r=:- <.wt.J.wuwphgGht wbpump 6wtu tmuwGgpn: ·=-

<.wLt_wuwphgGht mbpump W2 tntuwGgpQ: 

.t.wl{wuwphgGht mhpumn hpl{m l{nqllbpjlg: 

'V24Wb UIWppbpntJ3JntG[) ·mbqwtllnfuhl 6wfu: 

[J •· <l>wumwpqp[l G2lJ.wD hwmJ.lwDD l{bpgGbt2P2WGwl{jl ub2: 

L ~ <I>ntuhl tllwumWJ311J3fl Gzl{wo hLuUll{wbp hj'nipp qmJGQ: 

A~ . 
- <Dntuht G.zl{wb hwmtJ.wo[lmwnhp[l qmJG[!: 
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4.4 File hpwtfwOwgwu/jlJ 

File hpwllwGwgwli4[1 pntJl t mwL}1u qnpbnrtntpjntlilibp 4Lumwpbt 
~>Wjj_bpjl hbm(G4 4.2): 
I 
, E.ile 

/] - I I f:iew... · . Ctr+N -~ 

1

. 

~ Qpen... :: ~- ·. Ctri+O · . 

Qose , :·;~.-. ~ , · -· j . ~ .. 
-~~-·------------~--·-

~ ~ave. · · . dtrt+S ' :- ~ ) 
saveas .. :·'" _. ~·.1:~· 1 

V@.rsions... ~ ~ ~ I 
Page Set!d,D ..• 

[Q. Print Pre~Jew 
®; Print... • -"' · 

SenQ. To 

Proper~[es 

- -j 

I 

. Ctri+P I -----. ---~- 1 
.. . i 

i 

-~-------A··--·---- '< 

.!. A:\Var · ... 
Z. C:\My Doc~ments\Armine\llar · " 

;!A:\Varsik .' ~-.. I 
~;t_.: : ,. i 

. i 
-~--:;;.----·----·. --I 

, : -th·. I. ;.,; , ~~ . 

New ... -rwgbt Gnp 4nuumwpmrw, 

nnen - 111Wlh1 hh~""'llf>JlUU Ub2 
qmG4nq 4:Jwuu1wpmrwi!. 

Close - t41Lu4bt [!Uf>W9P4 tfltuumLu
IJmru~n, 

Save -hpzbt t.Pwuurwprtpp UhSJ 
4wmtup4 we)· t.Pntlwt:umpJmGObp{!, 
Save As - w Gtj.w Gwt,pntubt [!Gpw
gJ:l4 4twULnWf>I1PQ h WJU ll!Whll!W
Gtt hwuw4wpq~p hflznqmpJwG 
tlb2, 

Page Setup - 4wpqwtlnrbt t2r 
tnuwGgpGbp[!, ~WtPU{!, TlWUW
~npntpjntUI} 

Print Preview - gmgWT}flht 
tflwumwprwp [!GqhwGmp mbup)}, 
Print Lnll{ht tPWUUlWf>ntllP(! 
lflll.J.Pin~, 
Send To- ntrtwp4bttDWUlnw
pnuwi! (npUJ.bu Mail 4wu Fax), 
Properties- gmJg tnWt tflwmnwpru~J:l 
hwm4ntpjntGGbp[!, 
Exit - tflw4bt Word apwqpp 
ll{WLIJnthwG(I: 

(/>wuwwpfl.Pft umb1zom tf 
'Unp lflwumwprw uLIJbqbblm hwuwp oqmwqn[la4ml1 t File 

hpwuwGwgwlil}p New hptuhwGqQ, n[lp l}wmwpuwG wprumut)ntU 
pwg4mu t hwdwll.lwmwutuwu ll!Wtnnthwlii! l.j_(Glt.4.3): 

.. ·-. . . .... : 04( . I . t~· J . 

Uju UJ.WmmhwGmu [!lilllp~mu t Blank Document GzwGQ L 
ubqlltlmu OK ubrtdtu4£!, 4wu ntrtrttu4p ubqti4mu bG CtrftNutnbrtGbp{!, 
np~ WflllJnLGpmu tl}pwlifl 4flW t hwJmfi4ml1, Document/ wG~wlintlln4 
4lwumwpqpp qwmwp4 PtwGl}[!: 'GUJ.wmw\.j_whwpuwp t WJfl ptwfilm 
tjbpwG~wGbt WJUil{bU np I'}W hWUWUJ.WlilWUl:uWfip WUJ.WQW tflwumw
pq~~ pm.J.wfillwltntPJWU[I, pbdwJJlli , GUJ.wlllwl}jlG: UJG tflw uLIJw~rwt
p)l hwuwp., npnliiJ mfibfi Ujl£wqqwJpfi ULIJWUflwp.mfibpn4 Gwtuwmbu
tl.wa &L, New UJ.Wmmhwlifl Ub£ 4wpbL]1 t {!Gmpbt Letter & Faxes, 
.Memos, Reports, Legal Pleadings, Pab/ications qwtf Other Documents 
tuupbpmu mtrtwrult{wa tflwutnwpllf3bpj1 &Lb[ll! L. oqmwqnpabt 
flpwGp oppfiw4)l mtl.Jwtfibp{! lflnfuwpj1Gbtn4 UJ.Whwli£40'1 mbqb4m
fl Jnt Glibpnq: 

Fife---j, Save as ... hpwhwGqjl Up£ngn4 4wmwpl1_mu t :PwJL.ll wG
tlwGwl}n~nul[! L. Cipw mbiJ.wrumttl[! wlihpwdbzm f.lrtPWU1wGw4J1 
(foldcr-p) Ub£ 1(lil{AA): 
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Slwe !1~ _J Avp 

Cn:el 
. - ' :.:,·· 

OQtions .•• 

File name mnqntd qp~mu t lf\wumw!}JWtl wG4_wGnu.i[! (npp 
gwaLtwtll t qpl:it twmpGwqwG mwnhJ1n4.): 

Save in mnqntd numptl_mu tG u4wtl_wnw4(!, tllwumw(lntll.P(! 
UJWhUJwGnq flTWWUJWGw4n L utT)uqmu Save ul:iquwqn: 

<t>wutnWflfWP UJWhUJwGuwG hmuwwm~JmGn wulwlmtlhtm 
hwuwp qwpl:ilfl t oqmtl_bt GzwGwpwnpg : UJG qpwGg4_mu t Options 
UJwmmhwGp Password to open mnqntd L ubrtutl_mu OK utnuwlm: 
lijU qnpOO'l.ntfljntUJ:! 4WWWflbtnt9 hbu1n hhu1lUQWJnttl m4JWL 
4_1wuww(lntf1P(! pwgbtm hwuwfl 4tywhwG2tilt GzwGwpwnp 
ummpwqpnui[!: 

<t>wuUlWflntT)J.l[! qwqul:itntg htmn lJ.wpqw~np~nul bG 
tmuwGgpGbp[! Page Setup hpwhwGqn4 (G4.4.5), nr1u1b!l. Top, Bottom, 
Left L Right-[! hwUWUJWUlWUjuwGmll hfi tfbphp, GbppLp, W2 L ow.Ju 
tmuwGg!1GhptlG : 

<t>wumWflflPP qhp2Gw4wG mbup[! qpmbtm hwdwp pwgmu 
bGp Print Preview hpwhwGqp tywmmhWGf!:, npG mGp pfl 
hpwuwGwgwG4t! L U}WJUwGw4wG G.zwGGbp(! . 
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Print- U1ll{bt. ~WJU! UluWintl, 
Magnifler-JunznpwgGbtt4wm4bp[! , 
One page-gntJ9 IIlWL ut4 tpp, 
Multiple Pages- gmJg tnWL pwquwpp~ t2tp, 

Page Setup 013 

Q.efault .. . · 
. ~,. .. 

'U4. 4 .5 «Page Setup)) UJWtnmhwG!l whUQ(! 

Zoom -lf\nJubt t 2hpp iWlPU£!, 
View Ruler- gmJg UlWL pwGnG[!, 

Cancel .f 

Shrink to Fit- juU1wgGbt mhpumn' mbqwtfnphtntl WJG Gwjunpq 
t2hpp l{pw, 
Full Screen- utcrwgGbtll{Wmqbpl}, 
Close- 4_1wlJ.bl Print Preview l4WUlnthwG[! 

<t>wumw(lntf@(! uiU!Pim.f. ml4hLnt hwdwp w4mp4_wg GnuS hG!J Print 
hpwhwGq[!, 4wu ubqunui Ctrl +Pumh'l.Ghfl[! : PwgtJ.nq t4wmmhwGmo 
Gzmu bGp. 
All - h~b tnu4~htnt bG pntnp t2hf1~, 
Current page -b(lb U1t44.htm t [!Upwgp4 t2[!, 
Pages -Gztl_mu tu mt4wqptl_nq t 2bpp hwuwpubp[!: 

"Uzmu bup uwt.. fl 'l.PP iWlf\u[!· Print-+Properties.....,>Papcr size 
hpwtSwG)l qwzmmu (npp qnpc)w4_wpw4wG ttlwumwprwhpp hwuwp 
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QUtlntGtlwo t A4 4tULl A5) t. 13'1Pil mqr']ntpjntG[} (Portrait 4tuu 

Landscape): 

4.5 . .hait !Jpwvwuwgwfiljf! 

Edit hpwuwGtugwG4!! (04. 4.6) pmJt t mwttlU 4wmwpbL 
l{twuwwpqp[l tut~pwqruwG qnponqmpJmGGbr: 

<J>wumwpJWbfl uutbqbbtm clwuwGw4 hw6wtu wGhpwclbzU1 t 
tJ1Gmu 4tumul[lhL npnz pwntp}l, l4wpphpnti:}JmGGbpp l.J.wu hwuntwD·
Gbpll U1Dll.tUtlmtum~JmG , ol.twl{npmu, 2U2ntU: Ujq qnpDnll.nlf.ljnlGGbp[! 
4wmtupbLmg wmu2 t.4bmp t Gzbt wGhpwctbzm hwml{wb[) (utquht 
u4G\14tJ owtu 4_n6w4(! l~ wGglj_wgGbt mt\JWL hwmtjwDp tiJlwJnl{): 
Undo - 4trwgGht4_wmtup4_wa qnpanll.ntPJntG[!, 
, ~dit Repeat qwli Redo -4r4Gt.t L[t.r2J1G 

I(") Undo Typing Ctri+Z 
l) Repeat Typing ·- _ C.trl+~ 

qnrOnJ1ntpjntG[!, 
Cut - 4mpbL, htnwgGbt t.j1wumtupqpl1 

Gztlwb hwml{wan, 
Copy - t.4wm6t.Gbt 41wumwpqpl1 Gzl[wa 

hwU1l[tu?lQ, 
Paste - l{bpwqwpoGbt hbnwgl{wa qwu 
UJ.WU16bGtuhwGl{w() hwml[won t{lw-

Paste;2pectal... ::,;:'..,~ · ULnwpqpp lib£, 
n.~r;~e as \:1\'Pt·r)ln\<.. ~ · Clear - £G~bl t}lWUUltupqpp Gztltu 0 
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hwU1tJtu?lf!, 
Select All - Gzbt. nGU1pbt wupnq2 

tPUIUU1Wf}l1li\f}Q, 
Find - t.j1Gmpbl pumtrn 4wu mwnbpp 

hU1211flflW 4wGntp jlltUP., 
R eplace - tpntuwppGbt qmtu?J· pwnbp[} 
4wu Ulumbp\1 htu2npqw4wGmpjntGf! 

WJL pwnnl{, 
Go To- gmg,t'lm U1bl)wl{1ntubL ¢wumw

PI\PP gwG4wgwo hwmtjwb\1 tlflw : 

4. 5.1 l/JwuwwplJP/1 juvpwqpmtf[J 

Cut , Copy. Pa:Ue hpwhwGqGbflJ1 bnJW4(} oqll1wqnpatlnu1 t 
tjHUUUlW)}rij3tJ 11fl112W4p hWU1t.ltub-Gbpp U1bl)tulJ.mtuuwG, UJWUH~bGw
htuGthu(i, 4r4GnpJ1Gtu4utuG hwuwp: 

Word-nu} WJil qnpb"nrtmpjntGGbp!} 4wpbl.[l t l.J.wmwpbt up 
ptuGJ1 hqwGwl}Gbpm{. 

• G?bl mbiJUtU}l hwll1l{Wb"Q, ~nqwp4ht Edit hptut~wGwgwG4}1 
Lut hpwhwGq{!, npp. wprumGDmu l}ll1ptjwo hwll1tltub"Q 
clwutuGm4wt.lnpw-tqbu l4Wht4tuGtlmu t hwuwl.J.wJtqL]'l 
hpznqmpJwG ut2, Wl4W gmgJ1w Ulhqwqpt'\. t tflwumtU13 !'JPP 
l4whtUG£4nq uwumu l. 4tuU1tUf1UL Paste hpwuwGn: 
UprumGpmu htuU1tltUb"Q Ulbi)Wtllntutlmu t ub4 WJL U1bJ1, 

• hwml{wan l4tu tn6hGwhwGhtm htuuwp 4wwwpbt qnpDnrtm
PJntGGtr}l GntJG hw£npqwl}tuGnt~jntG[} upwjG Copy u P;1stc 
hpwhtuGqGhrtJm[, 

• Cat , Copy, Pa.~·tc hpwhwGqGbpJl bnJw4Jtg 4tupb1Jl t oquntbt" 
Eizt.jw() hwml{wbll\.ijlW ubqLihtm~ u4Gl14lt W2 umhqGn, 

• 4wpbl.[l t oqmwqnpabt Gwl, qnpoJ1pGbpjl mnJ1nu1 qmGl{nq 

• 

• 

UJWJI.huGw4wG GzwGGbfl£!, L~-~--~-

qnJ.ntpjntU mull tlbq WJL hw6wtu OQU1WQ11[1?H{nq bJ1WGtu4, 
nrli p[ltuqnp?Jmu t Dn1g-and-drop qnpamlntPJ11LG[!' Gztjtub 
mb~ump tU1W ubll.Ul{nu} t d4tiJt4P. owtu UU10J1U[! L U1llJtuL 
hwml{wan U1Gll.lli41ntut.jmu t UIJL mbq, lll l4W uGj1qJ1 uwbqG[! 
pwg t pnqGtJmu: 'l-w hwuwl4wmwututuGmd t Cut, Paste 
qnpanTJlllf,lJWUf!: Puq bpt wGh[lWclbzm t UJ.Wut6bGwhwGbL 
hwU1t.IWb[!, WUJW UlbTJWtlmtuuwG {!UPW91Jl1lU uJnuctwuwGw4 
ubilutlmu t Ctrl uUlbllGI! (wJu qnpanll.ntPJWG clwtiwGw4 
gmgp2[! qwnGnu\ t ULLUJ2 h 4nrtll}lG wnw2tuGmu t f3 GzlUGQ), 
tlbfl[! Gztlwo tmupptijnu4G JtpwqnpC!'hLnt hwLiwp wGhpwclbzm t 
tu4ll1[lt.jwgGtL ~~ols~Options~Edit hpwuwtiwgwG4Jl Drag
and-drop text ed1tmg hpwhwGqQ, 

t.jbp'iJWUJbU t.ju.nuwwpJWjl Gzl{tub hwUtt.ltu?lf! u1bqwtfllllubtm 
4wli UJ.Lum6bCi whwlibtm hwuwr 4wphiJ1 t oqmwqnpabL 
qntqUJqgt.jwb UUlb!lGhp(}. 
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Cut - Ctrl+X, 
Copy - Ctri+C. 
Paste - Ctrl + V: 

Select All qnpan!)ntpJmCiQ oqmwqnpatlmu t wbpumG 
wupn!)~ntpJWOp G2htnt L tllntlmJuntpjntGGbp 4wmwpbtnt hwuwp' 
u1wnwmbuwlw 4wli u1wnbpp lwt!Ju~ ttmtul:i tnt hwuwp, u1bpump 
tmuwGgpGbp£! hwtiwuw!lbgCihtm hwuwp L WJ tG: 

Find hpwhwCiq~ pntJL t u1wwu ljlwumwJ,HlPGflntU nrlnGI:it 
bCipwmb_pumbp, pwnbp L npn2 mwnbpp hw2npf1w4wGntpjntG: 

Replace hpwhwGqmt 4wu1wpt.lmu t qmCitlwb 
hGpwmbpumbpJl, pwnb{l}l L mwnbpJl \flnJuwpJlGntu: 

Find and Replace 6 E3 

• Fnct . Rel1]ace \ \i~ To I 
. . .,_ ' . -:;~. - . . ~: 

"· ·~-~ _.,. . .......... ....-l. 

F~what: 

Replace w~h: 

.. ~-··;···· 
J.. 

....-------"-------iJ_,· I ·· '~~..:-:t 

. • . ...... : l:~.~C.¥lcel 

'Ult. 4. 7 «Find and Replace)) utWlllmhwGp lllbUpf! 

Fi11d wbat mn!'}ntu qpt.lmu t npnGthuG bGpw4w mb_pumQ, pwnQ, 
4wu un.nnbpp hw~>npf1w4wGmpJmGn: 

Replace wi1h mn!'}mu qpt.lmu t WJG mtpumn, pwnn 4wu mwnn, 
npnt.l l4hU1p t 4mJuwppGt.lbCi qmGt.lwo· hwmtlwbGbpQ L ubqutlmli c 
Replace 4wu Replace A// ublluwl:Q(Cil! 4. 7): 

Go To hpwhwGqnt.l gmgtJn! wpwq ulhll.w~mtut.tmu t 
gwCi4Ulgwll t2r. mn'lJl, 1.4WppbpmpJWU, t2wtunpwqpp 4wli 
bGpwt.lbpGwq£1}1 tl_pw: 
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J. 6 View liJIUIIfUJ{iWgwtill[l 

Vi en hptuutuGwgwUllll hpwthu G GbpQ l~llLJL bti ulWJJlU lJmJubt 
lljlliUllllhtuGtl L uGpwgp4 tltWUUlWPIWJl UlbUp~, t~J1lugGbt l[tUO 
lll [i vHllll l::iL qnpo}luG l::ip ,, Ulllrtb[l[!. ntu (j nGGb[l[!(Glt 4.8): 

- Nomi/11- tultu1[1tl tltwuuuuplWP Gnpthut qJlu1-
1iew uwG L JuupwqpuwG nncJpu, 
D [iormal Online Layout- t!Jwumwpqp~ tup[1q!1 gmgw-
[i] Onlin~ Layout l)[lUWG nbdJltl, 
[[ill ~age Layout Page Layout - tllWUU1WpllJ3r rrnul[WG 
~ Qutline (Wtltubpjl gmg wqpllwG ntidpu, 
0 Master Document Oullinc - tllWUUlW!o"Hl.f>Jl 4wnmgtlWO).?)l 

. --· -· -·- -- gmgw-qpuwG ntdjtu, 

.. 
"' ~uler 

• Toolb;u:~-t.ultUlJntwgG bt qnpOJl!2Ghp!l mnqb]l\~, 
Ruler -l:ltPtulip tlp Lu ~ll iJ~I Ulllll ).?LUGnGGU!lll , 

E;J Q.ocument Map Hetl(lcr ,1nd Foote/~ timmp tuG.bt t2W-
·- · ·-··-- -.. ·-· · · --·· Junpwqptip~, 

Header and Footer Fooll1o!cs - gnLJY UlWL btu(inpwqpntpjntG-
Eootnotes Ci bp[!, 

!iQ, ~omments Comments - 9ntJ9 mtut ut4Gwpw GmpJmG-
-·- ·--- - --· Gbp!] , 

g FyJI Screen 

£oom ... 

fill/ Screen - gmJg UlUll tllwumwpnuwtf 
wupml}l tljpwGj1 (Wylnt\, 
Zoom - Ltmtubt tllWLJtllWJ311PP ~t.utllUb p[!: 

4.6./ d>lUUlnlUfHJP/1 Ulbupjl ljWjU}Wt/llfllllU[I 

Microsoft Word bpwqpmtl GtuJuwmtuqwo- tiG tJ1WLIU1WJ3JlPP 
gmgtuq.pliwG u1wpptip nbciJn!Gtip (04.4.8). 

Normal- t!Jwuumlpntp[! gmgw'1flt{mli t wnwlig Lf1Wgntgll l 
al..tut[nplituG Ulwppbp!l, wnwGg t2wtunpwqpbpp, btuGnpwq(lm
PJill(iGbpp,Gl::ipq.pt.lwa G4wpGbpp: Uju nbctpuJ~ oq.tnwqnr1b4nul t 
tllwuun.upllPP GwtuGw4wG umb11MwCi ]!Gpwg~mu, 

Online Layout- gmgwqpt.lmu t tj'l tuumwptl.flll t up)1ql}, utututuG, 
Page Layout- gmgw'l!ltlntu bG t!JwuulW(::IllPP p£1w4wG ~wtt1utip~ 

(npnGplthwuwtqwlllwutuwGhG ml4Jl(ntl Ull4tuqptln£1 oppGwlJJlG), 
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OutiJiJc- ~J!ll q LUJHH[nn\" liU tJnuuumtJ)lU~!J lttu lllll~Jl[ LllOJ?LU.J JlG 
lU lllU li Mi LU hIll u llpt: ~lJ Ill (j (i l:i 11 1: 

5mgwtlJlUw0 nbdjuHil:ipj1 Ltm4mtuuwu htuuwp l:i(i owmuJntd 
GwL tJ!lUUUllllJ~IIPil Olllju libpJ2ltll wG\.jjllllinnl UlbrttUflJlt{wo ubqdwy
(ibtlQ l §l riif§J :~I -

Toolbilrs - qnJHJjlplil:ipjl LnnrJbfl[! pwt{wl.jwG[lU ZLUU1 tili lo 
.Jllli'LU 12W ULJ nq1u mliJl [lfl htliU1tHI.j G2u1 0 wl.jnq~ J mGt~ : U l.juw c) Word 
a[HU<\[lJl Jll[-lb[lllJll) Lntuppb[HUI.j!l!:J oqmwqnpOnl)\! LjWJHll) t 
4HHjmtunq~.Jlll tiub [l l[LUU1WJ1bl, qllpDJ1[2libpJ1 2WJ112lllll J!UU1)1blJ1L[ jl)l 
t~ll(lDtlllibmj~JLUO llwtlLLIJI tuGh£HUdb2U1 Ub.rJOWI.jGbp[! : 

.PntnJI qnpo·[lt2Cil:ip)l wl.jlll)nJwymu 1 qtlwJJmpbG ttwurwgGmo t 
tllWUUHUpl)~\1 Ul2tUWU\lUUpUIJ)lG JlW2U1[!: lijq L4Wtn6wnn4 UJll.\llflLU 
J.lW£1 uJnu9tJnu) ti ti Ll)IWJ ti Stnndc7Jl L. Fonm1fli1g qnJlOJ!pGb.J1[!. [wt1 
t.Hlwqw() qnpO'Jli2Gbp[l umqbpJ~ wl!u1jHjutqlimu bll [!Ulll L4WhLuG2J1: 

lkmler und Footer hpwlnuGq[l oqu1wqnp<'YL(md t t2wtunpLUl}Jlbp 
t~lllU1 12 tulibtnt hwtlLUJl: U.JG 111 O)t lJLUUWUJWUlluuj11LuG qnroJlpGbpp 
lllllll (till. 4.9), ll[ljl L5Jl 2ll!Jlll[ t2Lllljbpi.Jlltli lJLUti l:2lUU1LUl(IJLU l[LU[lnll t 
llmUlp wptlhL tlJll!ll 4bpGtuqppQ, t21:iJlll hwtSwpGbJ1Q lo nuuwl[l, 
lnut\"tuptu l.Jwt.uw(i o L[!, w duw p!nll , dut.Sw uwtn! L. w JL untJwtGhJ1 : 

In~ert Auto Text • : @ fJ r8 ll1JG W ~ Ct· i ~ ~~!?~klose ~ 
................. ___ ~ -- -~4-·· -···· ----- ·-·-····-- ... ---.... -.__l ____ __ _ J 

'Vlj . 4.9 

4. 7 Insert hpwlfw0wgw!iLJL7 

Insert h[lLUthuGw~JWCiliQ t!mtuuuufJU'} lJ Llb2 mbJ)WJUlntLl t UllU!l
pbp OpJbl[mCibp ( G lt .4 I 0). 

Brtwk. . . - ltwUlwJ1bl t£tupwdwGmu lJLUll U.Jnt(ibpp pwd wGmu 
Page Numbers ... -hwtSwfltu4tutbL tptipp 
Date and Time .. ..Umm12 wGbt wt.luwpJnlu l1 dwuwliw4f.! 
Auto Tcxt-tuptuq t1mmp wGbt tjlWUU1WfHJPJll1J1l[UL!nq hwtm]w()Qbp(l 
Field -uUlbqc)bL I)LU JUl mtup pb (1 mbuwlt[l mbqhljnL(3JillUGbp tlntU1(2 
wlibtm hw!lwJl 
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!n5ert 

§.reak ... 

Page N\,!mbers. 

Date and lime. 

6_utoText 

Eield ... 

2_ymbol ... 

Ul Comment 

Footnote . . . 

~aptian . •• 

cross-reference. , 

Index and Tables .. . 

~icture 

~ Te~t Box 

Fi!e ... 

Qbject ... 

Boo~mark . . , 

Symbol .. . -timu1[2 tulibt lnuuunlJ (i;wuubp 
Comment - tllll UlD tuGht liztuliGhp tihlt
GwpLu Onq~Jm(i(\ bJl 

Footnote ... - timu1p tuliht btuunpLlll)Jilll
llJnLG(ibp 
Otption ... - ummp tu Gbt LLJ LUWl[l:iplibJIJl . 
WflJillliLUI.jGbpjl l[bp ulllqpbp 
Cross-rcfcrcnse ... -tlntulp w Gbt OUI(in}Jtu
qJlntJ'lJntGObp lnlllflphp 0[1.Jbl[U1 01:ipJl Lll1 2lo 
Index and 7/.lblcs .. . - uUJI:irlab t gwGL[I:i[l L 
gmgwl1Gbp 
Picture .. . -ti nLU1!2 tuG !:it OlJ!U(lGI:ip, tqtuuJ-
4 bp (i b[l , Mo tu t[np tlwc) U11:ip uLn bp, qjnu-

qpwuObp 
I Text EJov - timu1p wlibJ 2J19tuGwl.j 

.. 1 u1 1putnbp qpbllll htut\'tup 
I File ... - [!Gptu91•lt :j>WJtl• t11:i2 urmnp wObt 
l LUJL :jlLUJUI ll(lll)1llLULUljlii.Jl.llll (i 1 

0/!fcc/ ... -lintull tu (iti t tUJJ o·pnll}(lh jlllt[ 
u mbrl O't\w c) OpJ h4 mub.p 

~ Hyperl[nl<.... Ctri+K 

'L>l1..t . lO 

Booknwrk . .. - tnliqllli)Jlbl l.<ttuliJ!J: 
l:2bp j1 , UJLUJtplipmpJlll (i(ib] J]l , UJ111. lihpJl 

putlltuGnnl{! l[ lllllllU (l bLnJ lnu thup ~JIH9 ll ~t! 

Break 613 
!n$ert 

r. .......................... , 
E_age b.r.e..?..~j 

Section breaks 

r I;Lext page 

r Con!jnuous 

OK 

r ~olumn break 

r ~ven page 

r Q.ddpage 

Cancel 

Ul oJtlU I)J1 ljlllli t lll ol!lll11tl 

hu.HhUU[lUllllUU[ULU (i llW
lllll Li lo l{LU UHU [ll]lll U J: 
Insert- ). Break h£1tuhtutit}ll 
(G 4 .4. I I): .Pwyt[nrJ LLJ tuumt
hw uruu tlfttnptl rnd t urtu
htu G2tJn11 qnponq111 p.Jnt li[! lo 
ulHlth[nu) t OK: 
t 2tupwdwGm ll[l ywullu
J1bLill 9 hbmn jlf1LU(.jll)10L[llll~ 

t t2brJ1 hLuthupwlJWLnt U[! 

Insert~ Page Number:-> hptu-
hwGqnL\ (0l[.4. 12). 
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Page Numbers IJ £I 
~osition: 

fBottc.m of page (Footer) 

Alignment: 

P ~how number on first page 

1 
Preview 

I ' 
' I 

. ~ 
: I . I 
)l 
' I 

I 

. '· . · IL:.::::::::9~::::::::~::::J'I __ c_an_c_el _ _. __ E._o_rm_a_t._ .. __.~~ 
ulf. 4. I 2. «Page NLunbt!rS)) Ujlummluufijl UlbUpQ 

Position mn11nul {!Gmpljnul t hwuwpp mbflwfJ.flntU(} t2w-
ljbpumu 4wu t2wmw4mu: 

Alignment mn11mu npnztjmu t t2wllwuwp11 fJPPPl.! (owtu~y 
W2P9 I.Jwu I.JbGuipnumu ): 

Fomwt tGpwhpwuwGntj pwg4mu t U'li Gnp UjWUlnthwG, 
npmtq {!Gu1ptjmu t hwuwpw4wpSwG oL (opl1Gw4· wpwpw4wG 
hnnubw4wG ptjbpmJ. 4wu twtnpGw4wG mwnbpm.J. ): 

Symbol hpwuwGntj oqmwqnponrm hGwpwL!npm~JillU t 
umwumu Umtnp wGht QUpwg}I4 ~>WJLP uh2 hwmm4 GzwGGbp, npnGp 
~LtwG umbquwzwpp 4Jtw (G4.4.l3): 

lfmulp wGttm hwuwp U4Gf14li owru UtnbrtGn4 Gztjmu t 
UJWhwG2tlnq GzwG(}, WUJw uhqutjmu t Jnse1t ul:iquw4I!: 

fnscrt h[lwuwuwgwGI.Jp Picture hpwhwuqm! ltu1p.b1P t t!1wu-
U1Wf3fJPP ub2 t umu1p wut( 

Clip Art- u4wpGbp ll4LUU1lJbpGI::iriJl hwL(WpWOntll9 
From File- Ci4wpGb[1 ~>WJthppg 
Auto Shapes- u1wppbp tnbuw4p U(WU14bpubp 
From Scanner- u4wGbpmj umwgqwo UJWtn41:ipUbp 
Chart- qowG4wpGbp 

Symbol ""''· ··. IJ 

i11mbols I SQ.ecial Characters 1 

E.ont: llSi!ii~JmlW 

autoCtrr~ct .. ' Shortcut ~ey .. , Shortcut key: 

lrl~ert -.:J Cancel 

'U4. 4.13. <<Symbol» U]Wtnntfuufijl ll.jLUUl\.jb[lQ 

4.8 Fonmlf flJiwtfw(iwgwuljf! 

Format hpwuwGwgwG4li hpwuwUGb(11.) pmJt t unutJtu lJWUJw
pbt61Awt!1niunt~JmGGtr Gzqwo mtpummu 4wu Gnp utnbrtD4nq UJLU(l· 
pbpntfiJntGGl::ipmu (G4.4.14): 
Font .. . -Llmiub.t UlWnl::ip}l wbuw4I!, q[ll::ilw{\L[!, ).WL}1ubp(}, qmJtip 
paragraph .. . ·a l.tw2wq1ht (~npuwmwtln11bt) UJWppbpm~ JntGObpQ 
Bufletsand Numbcring ... -hwuwpwlttutbl Ujwppbpntl)JntuGl::iJl(} 
Borders and Shading . .. -utnbll.abtl.t ohwl[npbt2P2wGw4Gtpu 
Columns ... -tnl::ipUUlQ pwcJwGbt UJnLUbpp 
Tabs .. . ooUlbll.Wflflhl U1Lupnqwg}1WJll ubOntf}jntUI} 

Drop Cap ... - [unznpwgCibt GztJ.wa mb.putnp ~wL}1ul::ip[! 
Text Direction - 4lnt.Pniubt mbpump mqqm~JntGt} 

Change Case ... - 4ln4lnlubl mwnwzwp[! (Gz4wD ml.ipuU1p tnwntpp 
I'JWp6GhL ubOwmwn 4wu 4lnppwmwn) 
AutoFormat ... - :PnJIUwmwqnpbL (ouw2Wtl,1bt) tPWUUlWP'lPI! 
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Fg_rmat 

A E_ont. .. 

:1i e_aragraph ... 

::: Bullets and Mumbering ... . . 
!larders and Shading.. . ·: 

---·--~-:-. --·~"'"-------··- ·-·· · 

~~ ~olumns-... · : · ~ · 

· · 'labs.:. -- :;:_. 
- · !2_ropcap ... " ~- - ·:. 

J;!1 "!'., .. ; D:re.::i-!~·'1:; .' -~ · . . ,._·: 

Style G.? I /cry. .. - oLw Lfnrtl tlllUllUlW
PfW~ hwutuOLUJU phpLiwb oppGLu4Gtp)l 
Style ... - 4_mtjmtub L 4lwuultupll.f~P 6l.ttu
t(npLiwu no~ 4wu umh'lobt Gnp n6 
B8ckground. .. - 4_mtutL lpwumwpnllJ')P 
:pna~ 
Object.. . - 6t.wt.{npbL opJh4m(} 

4.8.1 t:/Jwumw_fHJp/1 
!pnptfwmwlfnpm tf 

_ ... :~~n~~~as~.~~-- <l)wuunupru~r umbqbtlwG (}Gpwgpmu 
hw6tutu Ll!bmv t (t!Gmu ~mpuwmw

tlnrbt L <'IL.Lut[npbL WJG: 4wpnq bG 
tfmljmjuutuG bGpwp4tlb.L unumumb
uw 4Gbp(}, b.t G btnt! :tlWJtP um b.qbUtuG 

, / -
~ ~utoformat... :.-::-·. 

Style !3_allery ... 

2_tyle ... - . 

~ Bac!9;lround ... • UUIWUlLUlttlg: b):lb lllU Ll!WlUlnULUL{LUG 
Gwutult t, l.jwu Ltwpl.np GlwGtul.jmpJmG 

~..:.~:~·::::~.:..:_: ··- .. . ·-· __ _ ··- mfib.gnq qnUUUlWJ)Illll.!'l, WUjW UlWOW-
'Ul].4.14 UlUULU4~ ~Gmpqmu t Aria! (wGqtb.pbGp 

hwuwp), Aria! Armenian, Times 

Armenian (hwJb.pb.Gp hwutup), tmlt n~ u1wzmnGtu4wG :pLUJthr!l 
htuuwp L{tuphtP t oqm4bt pwquwptnt mummmbuw4Gbp)lg, tlmtuhtn4 
JlpwGg qmJU(}, q.pbtw<'IL.Q (}Gqq.MwG hqwGw4~, mtupwb-mpJntUD 
mumbflp up2L, pb!Jmpj ntGD: 

liJil wub.G~ 4tumwp4mu t Fonnat -;Font hptuhtuGq]l tipS?n
gn4 (Gl{. 4.15.) : 

PGI)bt:~uGbp ummp wGhtm hmutup oqunuqnpat[mu t £/Teets 
h[ILUhtuGqp Superscript t. Subscript tGpwhpwhwGq~ (op. 52 Lttuti 
At): Animation GbprJ.!lP hpwhwGqn4 Lttupbi}l t <'IL.tu~npb.t mtpum~ 
2wrdwl{wG Ll!Wml{bpGbpml_, umb.qbht umGtu4wG pwgpl{Gbp, hrw
q)lpwmnuutr: 

Paragraph hpwhwGq.p ur2ngn4 L{wmwptlmu b.G L4wppb.pm
f:lJ!llGGb.£l!l mbqw4_mjumpJtlLGGbpQ, tmuwGgj2Gb.pp Ltwpqtu4npntu(}, 
Ll!LUppbpmpJwG Ulllll.bpp u)l2L b.qw()' mwpLUOtllpJmG l.jwpqw4npmti{! 
Line Spasing bGpwhpwhtuGqm[: 
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Font l Ch..-~ Spacirg j Te!.t Effects J ..· 
t_ont: · · Font sty_ta: ~ize : 

J;ai l;;u•msMI _J lr-~-~-;-=-----~~l-:--:-
a""- -... I Bold italic -.., I . 

Arial Narrow ....:J ....:.J 

Anal Arm9ntan 

::·:-~ '~.~~·"t\ . .. ,- :~ ·· .. (• 
Fa'lt~olor: _ . . • ~lnestyle: · · , , : ."~'!;, ,_ ,~\(•r ::_.,-. 

I Automat~: i.J I (none) ::_{j"_J-•. · 'Mi~nti:lll:.o-.:,:., iJ .. 
• • - ,.. ... • ~ ~ : .: -- • ~: .1, -r: .. J ., • 

Efferb -~.:..::..._ _ __:~-:-:--·~-- ~ - -- - ----·----·6;..L.~M~·-~~.:_.._:_;:~~!.· _____ ,,, ... ~--
r Strtettv-~ _, 

4
- , . r Sha:iJYt • ' .: r small c~ps ·.: 

r OOU:lie stTI<athrru::Jh . . ; · r ~tllne . : r ~I caps . 
r SuQ:arsulpt '~ .::· :.. . \.. .r E.rrbosa ~ r Jild~ 
r St.Qscript _· -~· -~ .. " .. r Enorave - . · 

. ·.·~:~;~~1' 
Preview 

Aria ! Armenian 

This in .. TrueTypa font. Ttis font will be used on i:XJth printer and S<:reen . .. 

Bullets and Numbeni1g hpwhtuGqn4 Lttupo(tl t!mt!mtuhttumullopu 
UJWppbpnt.f>JmG(ihpp 11-PP~£!, tmuwGg!}libpQ hLUULupw4WLOl qpwfip 
htuzttP LunGhtntl b.Gr>w4bpuwqpt:1p[!, mwppb.p GzwGGbp qGht Ll!Wppb.
pm~JJntOGbpp u4qpmu, mhrlLUllflb.L ttumpGw4w G LUJpmpoGp mwnhp 
Ltwu Symbol W'l.Jntuwl{p gw G4wgwD· G2wG: 
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4. 9 Tools hpwtfwuwgwuljf! 

Tools hptm\wCituytuG4p l1[1WUwGGhp[! aLUllWjnttl bG W2tmu
lllWUptuJJ1U nb.dJ1liJ1 tjwtjmJ1JtlW G, utuwtGhpjl nupluwG L. CllUllUIJll
qwl[WU pGntj~J1 LUJJ.LUZtuWmtuGpGbpJl 4tuwwpULUU hwtiwp (!l4.4.l6): 
C)-J1Uuup4hGp WJil hpLuliwGwgwG4)1 npn qnpanqnLf)JmGGtpu' 

Iools 

~- ~elling and Grammar... F7 

Language 

~ord Count ... 

.fl A!,!to5ummarize ... 

_ Spe/Jing ilnd Gramnwr . . . - llli'J.'l b.t 
utuwJ.Ghp[! 
Langw1ge - uGmpb J. mb.j!utn[l uumtq-

~ liwti hwUW}l U[WhWGS?~nq tb.qmu, 
t\mw12 wGb.t Gz~wa pwntpr hnuw
GJ,zGbp[!, ummqbt mnTJWflwpob.pJl 
4LULnLUpuwG 4wGnGGb[l[! 

!1utocorre~ :·." ..... -··-···--··-·-·-- Word Count . . . -hwztJ.wnbJ. QGpwgJJlt 

Irack Changes 
Merge Q.ocuments ... 

~ tlnuumwprwJ! t2b.pJ1 , pwnbpp, UjWJl
pb.[lntJO)JmGGbtl!l, G2wGGbpf1, tnnT]bJlJl 
ptu!lw4u 

~rotect Doc~m~~~ :~ _. _ ···-- __ A utoCorrect .. . - wtJ.umutum zu14bt. 

Mail r'let_ge ... 

~ ~nvelopes and Labels ... 

Letter Wi~ard .. , 
o,. ••--·- ... -----~ .. --•••'r • .. 
Macro 

Templates and Add-!ns .. . 

~ustomize .. , 

Qptions ... 

4. 16Tools llftwtiwGwgwGtm 

umull)wqptln'l mbpuul[! 
ft1erge Documents . .. - ulnuy G bt 
U1W(lpGJ1ll1WUU1W[Hl_l)bpJl tnb))UUlbJl(! 
En vel opes and Ltzbels ... -qpw GybJ. 

~ O[lWpGhJlti la utrmwlt0btll1 tl.Jiw 
mqwp4n'l]1 L. umwgnqj1 hwugbGhp[! , 
mbpumhtl[! 
Options . .. -t!mlflntul::it wltuwUJwti-

pwjpG ntd!Jt.lGbpJl LL[LU[IWUbUl)lb[lQ 

4.10 Table hpwtfwuwgwu!JIJ 

Table hpLU!SwGwgluGl.jl} (Gl.j. 4. 17) hUW[lWtjn[111lj3JnLU t mwtJw 
umb.qO"bJ. L. 6 L.wtlnJ1hJ. wrumuwl.j Gb.p · 
Draw T.1ble -w4mrttwgGbL G4tup~Lul.jwG qnpaj1pGtpJ1 mnrJ.u· Wf[Jnt
ututrGtp qbb.tm hwuwp 
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J Dr.aw Tag,le 

0 Insert Table ... 

Qelete Cells ... 

!E) Merge Cells 
(1m SQ.Iit Cells, , , 

Select B.ow 

Select ~olumn 

Select T g_ble 

~Table AutoEormat .. . 

:JI Distribute Rows Evenly 

iTl Distribute Columns Evenl~ 
Cell Height and 'l!i_idth.,. 

tfeadinQs 

Cony_ert Tab~ to Text ... 

~! 2ort ... 

FQ.rmula ... 

Split Iable 

Show ~ridlines 

'tAl. 4.17 

Insert 7~7blc: . .. - um hqC'lbJ. WflJ11LUtu4. 
Delete Cc!k .. - 2U2hl. tjuttiqwl.j[! , 
Merge Cells - uj1wgGb.[ Gzt[wa tlwG-
flWl.jCibt% 
Split Cell. ... - pwdwGbtt[wGt}LUl[[l. 
Select Row - [lUulpbJ. umqt~. 

Sdcct Column- [!UU1[1b.] UJnlUQ, 
Select T.7ble - QUUl[lbL wup11rJ2 W'1Jnt
UW4J:!, 
l:?b!c AutoFonmtt ... - wJ.lmnuwm 6L.w
tjnpbJ. Wf[Jmuw4~. 
Distribute Rows E1·cnljl-hw tJ.ut uw pbgtibt 
U2t[wa U1111]bpjl J.lUJ(ip[!, 
Distribute Columns EH·nly- hw Llluuw
[lbgGbt Q 1l[tuD UJlll(ibp!l ]lUJUIJ[!, 
Cell Height nnd Width- 4WIHJWljnpb.t 
tlwGf1w 4 ubpJl ptupormr~ JmGr! u LWJU12!1· 
HcadtiJgs - tJ.htiGwqpbt wrumuw4 Gbp!_! , 
Sort . .. - ulbuw4wl[nrlbJ. tnl!JwtGb.p(! 
{wOn'll.jLUU titlwqm] 4wpqn4_), 
Fomw/,7 . .. - umUlp wGb.t pwGw<'l Lbp, 
Split l:1ble- wrumuw41:! pwdwGbt 
wnwGa[1G LUI1JI1lUW4Gbpp, 
Show Gtidlinc · -9mgwqp!:i1. wrumuw4p 
pUldwGnq qC'lbp[!: 

4.1 0.1 lhunwwllubJJ/J l{wmugtfwu wmufiduwluuwt;mp;muubp[! 

Uf[JntUWLJGbpp UUlbt]OUwG hwuwp 4wpb.t.Jl t oquujbJ. Table- > 
Draw Table hpwbwGqJ19 L. Tables and BordcrsqnpappGbppg: 

J a i .. .. . ,h ... .! i'o .. & ... ~ ~;~ llii i-E5 Ei" Q ''Ill o~aw :.. 

O!.l~PC'ln'l£!, qn11a J1 f1Gbtn~ liwmj1Ln(!, umtr1Dnu.l t WT]Jntuw4, 
WUJW hWUWUJWUlWUJ"uWU qnp0J112Gbpm~ l[WLnWJ1ntU t W'1JillUlU4Jl 
6L.tulfnpdwG wztuwmwGJ2Gh[1Q: 

81 



T;Iblc Insert Tc?blc h[lWI1WUC}ll wrumuwl.jGbpJl UUlbttDUwG LUJL 
t.qwGwlt t, npj1 LtLUUlLU[lLlWli W!HIJ!HG!Jmtl tl.jptuGJl t.ij1w U[LUu1ltbptlmt1 
t lnupynur l.jwnmgtJnq wrumuwl.jJl UjllllibpJl L. Ln!Hlh[1p pwGtultll uw
ujJG: Ujq ultlJWLlibJltl t1mmpwqpbLTH9 hbmn ubqt1tjmt1 t OK ub.rtt1W4[! 
lt LUJ111J!lLGpmt1 l[wnmgtlnu.1 t U[whwCi2tlntJ wrumuw4I! : Utumuwlt[! 
umbqbbpng hbum WJG l.jwpbl)1 tjmjubt_' oquHlbtnt{ Table hpuniw
GwytuGlt!l hpwhwGqGbpjlg (oppGwl( tlpwgGbL, pwdwGbt, 2G2bL 

Gztjtua tjwGqwltGbp[!) : 
UJmlib[lp l[Wtl mnqb{lP LWJG Jl}t}mtubLm hwliwjl gmgtn 1 utbqw

Il[njnnl t pwclwGnt] qb}l ttrw (gmgJlL}t uttUJ][! $nJln{mli t' flLUnGwtml 
bpl.J4nqthuGJ1 ULWiJ) t. UL[Cipl[ll owtu UUlbTlli[! utqub.tntl' qt'IO[! Ulbf1W

tJmtutlnu'i t : 

4. 11 Window /Jpwtfwuwgw/Jlj[J 

! :t{.indow 

!:{ewWindow 

arrange All 

~lit 

Window hptuthuGwgwGlt~ oqGmpJWllp 4w
pbtll t l]WUlLU{lhL hbU1uJWL qnpa!llllllPJntGGb[ll.} 
(Glt . 4. 18) 
New W1iJdow- Ciptuy!tlt LjlwuuHUP'l.I~P hwuwp 

1wgbl linJ1LlJLULni1LhtuG, 

2 

1Document2 

· .., £ Docurnent3 

~plan. doc 

AJTangc All - tl.jpwGpli T)wuwtjnrbl pn1_np 

pwgtjw o LLjLUul nthwulihfl(}, 

Split - w4UJ!ltj t.lnuuu1WP'1fll1 U[WLnmhwlit} 
pwdwGtL bpltm uwu}l : 

vl.J. 4 .1 8 

tt_elp 

11,1 Microsoft Word tt_elp Fl \ 
" --·--· ·--- ------1 
@ Contents and Index I 
~? ~hat;s !his? Shift+FI i 

Microsoft on the :t{.eb ~ j 
worde_erfect Help. " j 
·-·-··- " - - . ----- ~ 

B,bout Microsoft Word 1 

l,.lj . 4. 19 

4 /2 Help hpwlfwuwgwulj!J 

Help hpwuwCiwgwGLw (G4. 4.19) 
hGtupwL{npmpJmG t ulwtru oquulbt 
oqCimpJwG hwutul.JwrlqJlg, Wjlwq 4w
mwpl:it pbtlwU1pli Ulbllb4wuttjntpjwG 
npnGmU[!. 
Microsoft Word Help - wl.jut!lt[wgGbt 
oqCimpJwG opwqJlp[!, 

Ci.mtcns mui Index - gmyLUil[l[lht oq(impJWU opwqpbpjl phthuU1Jt4 

l) lll Ol) 11. 
·!!'htlt·s This - uunuGtuL tnbf1bll'1lJ3.JWli(ibp Ul tupml li2tltub opjbl.jU1J1 

tltllll jlli. 
About /11icrosoli W01d- UlllwGwt u1bqb.ltmJ3JmGGti[t lvlicrosoli WOid 
o[HUqpp U:wuJlG: 

4. I J. DRA WING qnpojJpulipjl oqmwqnpanuf[! 

1\MS Wonro't· u 4tLU:J.Uyw a t1tuu t.OLUJ3!Wb.[l 1 lw[lk'Tl iG Jlp l1Jliy l1tb2 
tqtuprfitiw4t.L G[.Ufll G trr, q~w<qpuu(tbp, qpw:!)pl.j i (bft : \~rd-p oqtim
PJLUtlf ppnt.nr qwitUl'l.jltuLrw G llJUUlltlirGb[1[! hhztumtpJwip lp.w pbt_P t 
lllll bq bt it t. oLt uru.J..p.llhL Draw inJ lilt wp~w trwG h UUtntlt qnpca[lp Gb. [1)1 

~~ 11211~tl t L. Ulbfllll,l.Jijlbt ttnuuUl WflltlP gwG4wgwb nbf1ntL~ l.,lttwpGh(lU, 
u]uhthGGbp[! ltullJ!l!llq hG utWlUlfwuunlbt tt]wpq ~ pwrq t rnqpw(LU
t)nultwG QUUlllJUW tl.jb[1Gbp.j1g , 1[111Uj] tuGhpwdtbLumtp]ufi qhlLU2ntll 

l[llllllll) bG upuntml hL pLUpl) (ilqttJlGbpntu: 
Drawung (Q i 4wp~ntJ3.JtrfiG)qnpbpp Citp }l Lm '11:! lUlJllll tjtu~J t[nLL'i t 

Vicw~Toolbars~ Drawing: <+n.nJlG W[1Ul tUll{tu ltl] ltjnt.t'.i t Word-r 
tquanml Iii ip Gtppup d wmu' ((Glt D.. .20 ) 

u4. 4.20 Drawing Oljwp~tUl[lU[i qnUlnt qnpoflpGbp~: 

C).pmtupltb.Gp Drawing Glrtup~wlt tuG qnmm qnparpGtrrr 
'Vl.jwp~wltwG qnmm tijtw U1bl)wf1p t[w a tG Line, A JTow, 

Rcct;mgle. Oval (mq}lq qJla, utwn, ntrlT}tuCil!JmG, zr2wGw4 J qnpopp
lit.p~ . 

/. "- " D 0 Line, A1row. Rectangle, Ot'c1/ qn[lb"JlpUhp[! Cibp
lJtUJtu~tjwo bG hWUWLljWUllllUtuwG h[1l] (IW~LUt.lJW4wG U[WUll{l:ipGbpmt: 

Ult(ill ltJl ur2ngntJ. [!GUlptjmu L w4Lnptjwgtlmd l wGhpwdl:i2m LljWlll
l[hp[!, W.JGnthbLnL gmglt~[} Ull:illWtjmjl.nJnul t tjHU UUltuf.l!WJ1 tJ.pw' 

llUI)mGhtntJ tuw~j1 mtup: lJ!:ill.uwb tqwhbtntl ultG!lltr 6tutu umhqCi[!' 
nn 111 pt{tua tt1wmlt nrn l.llt Gr4Jt u1 t 11wt[m!unt t1Gtrm q mu11 w rwmu t Gp 

83 



tjJWUUlllljHl]-l(l Ub2: UljGpl.JJl U/12ngnl.j !.Jwpbl!l t GwL tjmjubt UlGI"\tll-
11[1tJWb tqwmljhp[l iLUtjllltpu' Gwjuopnp r1pwup Gzbtml : 

2. --- _ Text Box (intpumwJJlG Ptn4) qnpbp))[! Gwjuwmbmtwa t 
qatutqwtn\.jbpGbpJl Ub2 mbpuuJWjpG hwlllt{wbGbp qptuGgbLnt hwilwp: 
SbjluUlWJpG PL11Yt! mb!1W!1flbtm hwilwp wGflptudbzUl t t~l.JGJ14J1 llJ12n
gm{ wytn[ltjwgGbt qnpDJlpi!, WJUnthbml. 114GJ·l!.JJ1 ~JI1l9Jl(t! UlbqWT}[lbt 
tjHUUU1Wfl'lj}Q hWLlWU!WUlWU[UwG 1}/lJlJ)nLU L UblltltJWO l\Wj11 UUlbi)Gntj 
li4GJ14I! U1Gl'J.Wtlmtutr lijt} qnpbn'l.nti}jWG[! qmqi}Gj:)UJg oqtjnu) \.jw t~ 
ubrtutJmu t lj1wumwprwmu tuputwupmn4bpljwo mtpuunuJflCi Ptnlm: 
Ptn4[1 wfih[!wdbzU1 lwtlmbp[! uUlwfiwtmg hbum w(ihptuclbzm t pmJ
Gbt6tuJu umb'l.G[! :j>rpubtmiui.J)wgljtui,. Ptn4n: 

Sbpuu1tu.J/1G r-tn4t! l{tuphltl t mb'l.tUIJflbt Gwt. wJHJbG umb'l.atJwb 
qOUIU!Wtn4trGtpp Ub2 : l).pw hwdwp wGhpwdbzm t uyujllJ.nlj wlJ.mJl
ljwgGbt Text Box-Q. WJlimhbmL mbtltnT}[lbt gmg\lit:! hwdwurw· 
mtuu}uwu qoWUJWLI14bp!l tjpw L uyG!lljp ow}u UtnbtlCint{ ~ppubt WJI1 

qowUJwtnlJ.bp[!: q.bwUJwm4trr Gl:ipumu ljhwJUJGtJ11 ymponp(1 GzwGn: 
SbpumurjpG ptn4bfl[! qpw:ppl{wywG opJb4mGbp bG' mump 

T).flUltip ljW(11lll bG U1b'l.LUl{m}1nJbt, utWUHSbGt{bl_, j-ulipwqpt{bt, ~>nplitn
U1wtjnptitt. (wtJibpmJljmj1tt{bt: 

~ .. 
3 . . ___ FiJJ Color {l9Ght qmJGmt) qn]lOPPI! Gwj-mumbutiwo t t{1m4 
mtuputopGtpp qmGwljnrhtm hwilwp: UJ'l qnparpp w4mrljwgmurg 
htmn t4ptnGlt tjpw wpU1WU{Wtn4bpljnu1 t qmJCibpll gwGljQ (Glj . 4.21 ): 
· ~·- · · ~- .. - ··· - --· ... --- -· OqmwqnpbllTJ.Q, Gwjuopn!J Gzbtntl qmGw

More Fill Colors ... 

·, · .' F~l Effects.. . F·· .. , 
·- - : r 

'Vlt. 4.21 

ljnpt{nTJ. qowutwmqbpl}, ti4Gr4ml QGmpmu 
t wGhpwdbzul qmJG[! : Q.n tJ Gbpp gwGl{mu 

pwgp Fill Color -mu GztfwbGbrrg 4wG 
hwmmy unngmgpi, hGwpwLJnpnt!)JntGGI:ip 
mwpptp t~bymGbp umwGwtm hwilwp, 
No Fill - QOWUJWUll{bpp U.w4bpbuQ 
pwtllwCigp4 t}wpafibtnt hwtiwp , 
More Fill Colors l{l:nn(l wljmptlwgmurg 
hbllln t4pwG[l tlflW WJlU1UlU(WUlljbptjmU t 
hwumt4 U]tUlllnthwG (Gy . 4.22): 

PtU9t!wb LLJtummhwGnul: Stcmdart ntdllllQ hfiwptutjnpmp.pllG t umqjHr 
p!itn[lbtm LUGhpwdtz\.1) qmJG[! · 
Scmirmnsparcnt - fJwtllwGgJ14 t rJw[HHimu qawujwi.J)4tpn: 
l!.JO qbtqpnur bpp oqmwqnranTJ.pG i Jl pwt{wpwpmu QUU1J1t(wo qmJCiJ! 
t1wt.l bptuGq[! wGhpwdbzU1 t I}GU1f1bL /11/orc Fill Colors tqwmmhurCiJl 
CuMom nbd!1U[! : 

I 
............... "'l I 
... ~~~~-q.?.f.~J Cu5tom 

Colors: II OK d 

r Semitransparent Current 

~...~. 4.22 

Fill Effects- nbdtu~p up2ngnlj hGtupwqnp t l).wnGmu uutbqbbt 
wwgdwG qmJGbpp LllWflpbp t~llb4U1Gbp: li4Lilpt{wgGbtntJ WJI} nbdrul:!' 
tl.tpmG[l tl.pw ULilWGmu bGp hbmltJWL utWtnl{bp[! (04.4.23): 

<llwmmhwGG pp hbppJlG mG[l wzluwlllWG!2p ~npu nbd[nl:Gbp. 
Gradients- I}GU1ptjwa qmJGr hwuwp bpwGqGt.rp, t~bljmGbp!l 
u1wppbpw4Gbp, 
Texture- qowutwm4bpp uwljt.pl.mJpr :}>w4mmJ1WJp [!Gtn{lntpJntli, 
Partcrn- qawutwmljbt1P dwlJ.bpLnLJt'P n6~ f!UUlpnt!}JntU, 



Picture- Gltwrp mt.qLururmu· AutoSiwpcs -j1 uj12ngnt.l utnt.qot[wb 
qo WL4lUlll4 t.pp, OpJh4LilJ1 ut.2: 

Fill Effects . ·': · . . ~·Uf3 

[~·~·~·~:~.·~~-.J J Texture I Pattern J Picture J 

. Colors - .. -- -- ···-·-. - ··· · ----- - ·- ! 
I . . 

I r Q.ne color 
I 

) r Iwo colors . 1 ' . . 
i r Preset ; -

r Diagonal yp 

i r Diagonal Q.own 

: r Erom corner 
I 

i I From. center 

'G4. 4.23 

. ! 

·· I 
-· -~ __ :_··. l 

i ~ 
! I 

.... 1 • ____ ... _ . 

(':;._ 

Cancel 

Sample: 

D 
4 . .,L • LineCo!or 1at.pj1 qm JG,p) qnpbjlp[! ulUtuwHt.ut}wo .1. 

q<'lh[lp qn Ljlihp I}GUlfDll~JWU l... Uli11.Wf1[HlLUG r'luUW[l: Q..npojlpl'
w4 u1 fll[wg tibtn!J hbum tl.tpwliJ~ 1 t.lrw WJ1UlWU(LUt.n4t.l1t.lntti 1 

qntJG bpp ~ 4 (G4. 4.24): O<JIIl~qnp~nrm, Uwtuopnp Gzt.Ln~ 
qmG U1[ll(ll 1t.ln1 qJlt J , i4Gpljp lijl)!ng n4J:!Iitnpmli t w l[lWOU2Ul qmjGt(\. 
U.JG r,t.UJ 1111L, b pp tuGhrwdbzU1 .1. qnr.Gwptutflt.t G2_4wo qJ1b[! 
oqln LUI (l 1bnli bG M.Lt: c nt.dJltiQ: 

r--·--·--.--...... -........ ,_,, __ ; 
L .. _~_N_()J:I~-----·-_j 

·. t!.'[ore Line Colors .. . 

. e_atterned Lines .. . 

'GI.j. 4.24 

1.4pt 

_,t-.l?.t .. -. _----- ----- .--.-
;'N.pt -----

1 pt 
1'hpt-----

21.4pt-----

3 pt ! 4
1
h pt ____ _ 

6pt 

3 pt 
. 41fl pt ===== 

41.h pt =====-
6 pt 

[1ore lines .. . 

l...l.j.4.25 

A .. 
5. =--· Font Color (utwnhtlli qmJGhp[!} qn[lbp JQ GwJu wmhmtwa t 
u1 wnt.rtll qntJGt.pG t!ULn [lhtm hwthup: Cl-npbJwG w4tntn[wgGhl,m~J 
hhmn t41nuGj1 4J1w wpunuutwm4t.pt}nu1 t qmJGhpjl gwG4[!: 

6. -=.. Line Style (qot.pj1 n6t.p(!) qnpDllP[! Uwtuwlllt.UL[wb t q()ll 
hwummpJillU{!, n6~ ~liUl[lhpu hwliwp (G4. 4.25): 
More Lines nt.dj1umu t4pwG jiG Lll fllllWUjWUll[hpt}rm} t 
lnuUwUJ.WUllU ujlr w (i UJWUlnthwG , nrt1 t1l12ngn4 4wpt.tJ1 t Gztl wo 
Op.JhljUll} hG(3LUf14hl J.lmt}mtuuwG : 

7. ;.:~:_Dash Style ( 4bunuqot.p) qnpbJ1(2[! GwtuwmhutJwo t tnwppb[l 
tnrutr 4tmwqabr1J1 numprHfl.J LuG hwuwp: q.npoppG wljtnptlwgGt.Lmg 
hbmn t4ptuGp t}pw f1mpu t pb[n[mtl 4t.u1wqbt.pp gwG4t! (li4. 4 .26): 

~ 

8. -~- A tTOIV Style (ULW!]Gt.pp U1 buwljlit.p) qnpbf'll2I! G wtuwul butltuo t 
unu11php UlP'UJII tq w12Gtrr [!Citn[ImpJwG hwtiLU[l: G-npo)Ipjl 
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tll l[ul[nltli~Jillll[llJ hbum tl(pLU(i[l tl!Hll l]lllpll t pbpt[md Uttuptibp[l ~JlliULJtl 
( lil[ .-+.27 ): 

~ ~ ... 
-4 
-4 ... 

........ .. ......... t 

a •• • ... • •. a a • •• I • ... 
- ------- • ... 

• • • • 
[1ore Arrows, ,, 

F::_-- ~-: -~;:::·: . ..:.::: -:. 
, . . - N(l .~:[) . .... 

li' laC!'@ 
~~ ~~(II 

t:i ~ (ji 
~ - · ~ 11 ..... 
~ (j \." b·-· 
~~tt· ~ 

.. q~-~ Settin~s" .- - l 
'Ul[ .4.2S 

0 ~ ~ ' 0 3 . . ;;-. - · .) - ( -0 tlpJlll[lllltb [l[l UUlGilOillU) qnpbpp[! uwtULuUlbut.J.tub 1: 
UllU pw('Jlu 4ut li U.Jtu m4 b pG bp !1 u Ul btl Mw (i luu thu p: q.npt) Jtp[l 
tuLJul[H[tu~Jillt1ll9 hbum UwtuG[l t[plu tupunuuJwm4brtlmd t hGtutnuljnp 
3-D opJh4ulubpjt ytuG4t! (uLJ. 4.28): 

U.Jll LfllJH)jlp[l tlJ12119ntJ uztJtu a qOWI.l{LUUIL(bp[! 4wpb]}1 t 
oL.tUt!llltuhL lllW[llllOLUL(tuUJl : UlJUl!nJ.wgGb tml NO J -Dnbdtu1p' 4tupbltt 
t htulibJ UHUJlluihu4wG t.'j>bltmu: J-D Sctfli1gs nbd[nlJl tll12ngn tj_ tLJpwGJl 
t[Jnu tpnpu t pbpt[nu! qnpbj1plibp!1 Gnp gwu4, npnuy dp2ng ntj_ Gztj_tua 
opJbLJUl[l hbU1 LJtupbtlt t LttUUlWJlbl mwrpb[l qnp bnrJmpJ!llGGbtl ' 
ll(U1Utbt UllUppbp ltlllltlb(l, llllUWtln[lbt, tunlllllpjmU Ultll l t.. WJtG : 

8 10. Shadow (uU1tj_b[1) qnpapp[! Gwtuwmbut{wa t Gzywa 
qalllt4LUUllJbppG mntj_bp mtutm hw dwtl : Q.npoppp w4mlnJwgnu1[lg 
hbtnn t:4Jnu (ij1 tlrw tupulWUJwm4bptj_ntd t hGwptuynr uuttj_bpGbrlt 
g tuG41! (UlJ. 4.29) 

No Shadow 4bU1)1 up2ngmj4wpbltt t hwGbt uunJ.bp[!: 

88 

No Shadov·.• 

~ ti1 ~~J fltl, 

~~.~~ 
~~ fi ""~B)~· 
~- 1m Ill ElJ e1 ............... 

--~ti 
2_hadow Settings ... 

'U4.4.329 

·I 
• c.~:C.M:." .,. J::' !,_ines 

lQ ~ic Shapes • DOD ( > 
·""> 

: ~> Block 8.rrows 

i ~>a Elowchart 

: ~ 2_tars and Banners 

; 'iq ~allouts 
i 
• ~ More AutoShapes:., . 

• 00 6~ 
•o o oo 
•EJ BJ DD 
~© © @~ 

v '·~0· (i'" ... .:,. 

'U4 .4.30 

iifi : 
12. • ... .1 · Clip Ga/leiJ' (G4tupGbpp hwtj_wpwom) qnpbllPJ) 
litulmultlbutJtub t unupp bJl li4tupGbp uuulpbtm t.. tlu uumtUJ'll\1311 tlh2 
tnbqLLtiJJlbtnt hwtltu[l: 

13. 41 Word4rt (Ulwnbpp OL.bpp hwt[wptuom ) qnpb jlpJl 
titu\l.ttuulbutlwa t UlbpuunuJ[lG htuun!wofi l:iplt 6Ltm[nJuh uti htutltup : 

i 
' AutoShapes • 

14. ~-- ---- -~--. AutoShapes (wtj_mnqowuJWUllJ bpubr) qnpo[1pp 
litutmul!lbutjtub t UllUJlphp Ul [ny[1 qa tutt(W u14bpGbp [l GU1Jl btm Inu tlutp: 
<1-npbpp\l LUl!lll[lYW~J llltlJlg hbu111 tl111lU UJ1 ti JHU WJlUllll l4WUll[bpt[n r u t 
hlituptut.jnp qOtUllJtllllllJbp(ibp jl gtuGl.J[!' iutl!JW1.jnpt[tll0 [!Utn Ul[HL[ liJ1 J1 
(li4.4.30): 

I- ct · • -"· Free Rotate (wqwU1 Ll(ulu1mu) qnpa!lpfl hQwpwt[npmpJill li t. 
lllwtlnr urmmbl Gzt[wo qbtutqwmlJbJlp, opJbLJUl[!: 

I . ~ 
6. Select Ohjekts ((izbt opJbl.Jul J), qawll{wu14bp[!) qnrollPJllm l.IJ t 

uuut!lll Gzbt op.Jb4mtibp[t dp tunu1p: 

89 



17 ~[a~_:. Draw (li4wp2nti')Jlllli) qnpO\tp~ t~lt~mgm! tljpwGj! t~Hu 
.,~. -·M· .. ~ ......... ~ • • !Jmpu t pbpl[nnl hwutm4 h]lWI.huliw-

!Q §.rou~ -~ . .. gwtil[, nJ1J.! uwj'ltlUI.IIhUt[ltH) t (jOlUlljU~lll-
, ~: ; · · ' . l[bflGhpjt hhUl U1Wflphp qnJlOil'llllr>JIHUb[l 

4LUU1W{lG(Ill hUHllUJl (lilj. 4.31): 

Otder 
Group Gz4wa urwwlJhpGtrl! L. op-

• Jh4Ul(ihp~ Juoptut[npmLl t t'ij1 Juup]l ut~1 
..... ---- ~ ~--- ·- --- npu1bu ublj g[lw_'pJtljllll[WU opjb~Ul: . 

En Gr[d.. . Ungroup _ p1.udwGht q[lLU,I)Jtltw4w(t 
.. ~udge ___ ------ __ ~ opjhl[L11D li!Utpq opJb4U1Gb]lj1: 

• Regroup - uwjunrq hpwthuGtl UJ{1-
filign or Distribute 

Rotat~ or Fli12 

: ~I ext \\lfapping 

~ ! ... ~;)' r d·r ~· 1 H·-:: 

~;:.han9e AutoShape 

Set Auto5hape Q.efaults 

• fjjlllG!liHU UUIUI~t\lliD UjlUJ1Q Op.Jb4U1UG}11 
Gnpj'lg tuupwttnrtq_: 

• Order - tiztfwa qpw.Nt4wljwG opJbljwl_l 
UJ!:ii}Wtjln!ubt \lb4 mrtl2 OpJb4uJjlg \Ut1WI) 

ltwli hbUJ ' ljmtjtnJubtm! opJblj_UlGbp]t 
uw t1utrlllwL, Ghpn: 
Gnd- gwugjt!JUlJ!}l 4_mttJntumu: 
Nudge - OpJbl.Jutj'l utbqwtjmtumu gw(ig[l 
!llli Jt Ill! : 

Align or Dl:'>tributc- opJbltulll 4nutj1Ul uthfl_wtjmtunu1 tPUJUU1LLIJ)l1Pl1 

UlW[lf]G[l 
lj_nqubJl: . 
Rotate or F!JjJ -opJh4UlJ1 UJU1Utmli: · . 

Edit Poinr s - L4Wtnljbfl}l hwOqmJyGbpl1 (4tunh{1ll) t!un-I17~G~~~Gbfll1 
Change AutoSbtlpe- AwoS/wpc-jl t.lJ12ngrnl UUlhll.o4.wa op 
tjllnlm jum u: 
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• 
• 

dUjJdlllfYIIdi 1 

..:_llll[Ulpbj t1 OL.i.Ul{npht Ulb!2UU1[! JLIUl lllfH[U!c) opj'lUllll[Jl: 

.' fltjlUi) 1.11 bpu Ulnt 0 lj LU llllll[J bt lj lU lhUJ LUljLU fi /l Lll UlljLUO fi bp / 
npnGmt.l 111 ljlnJltLuppGntt~· q(juwqnp hpwt~uiGW~lLIGLjjl Edit-+ 
rind b Edit .... Replacc hpwutuGlibJtp tlp2ngnt[: 

Ccleron-400A, I 28Kb/32Mb/3.2Gb/4Mb AGP 
Penrium-Il400,512Kb/32Mb/3 .2Gb/4Mb AGP 
Pcntiumlr[ 450,412Kb/32Mb/3.2Gb/4Mb AGP 

Pentium HI - 500,512 Kb/64Mb/6.4Gb/4Mb AGP 

Ul1 a Inn lljl(i bp 
Samsung 450b Sony I OOEST ( 15') 
Samsung 550s Sony 200EST ( 17") 

HEWLETT PACKARD uwrewt.lnrmuGbp 
11 P Dcsklct 61 OC HP Sc;mJcr 41 (JOOC 
l-IP Desk.!et 7/0C HP Sct)]]Jet .5200C 
HP DcskJct N95C HP SCc717.fct62000C 

f{p Dcsklet 1100 

'-lwpdwp_;mO 2 

..:_tmjtupt~ p DJll!lll<) Ul bpllli10J1!f oqtn llHl llflbl::itn~ h[llUUlll (i U!~J w (i Lj !1 

f-'onnat--Font L Format.... Borders and Shading nbd!u.Hitpll 
h (i I.Ut!npnt~ J11l G G.b11I! · 



l\1) 

Opu.JJ/lfJJJ/1 !Jwtiw[liUtfJW(tiw!' t~nuljtfwu Olif-Jill)lll/ 

TOEFL 
Opu:jJn(lrJ/1 hWUW[ UW(IWU/1 Ub(lLJ?/J:jJ/JljwLJ? ULJ?WUW

LnL,bL/(lntljW)nLlJ l.L UUL-mu ljwLJ?wf7btw- n[7cnfblm huwrw
L/nrmp;mu 

~U~ULtPtL ,QtPUULt~tL.~PULUtrtL 
fl hm1 yutuu blJJlllll[LUl]tU(i tll:it~nqGbp , qtuubpp' ![l(iqw.'!lllOlliJ[l(i 

L, Ul butuu Jllllhl.ihpnlll: 
...:.lllU9bCI ' U UlpJtU li 4. 

hhn. 58-21-22 .52-14-S4, 
E-maib.:\·a ~!· arminco.com 

~) c:-. Essentia!_Qta!llmar in Use 
A self-study reference and practice book for 
Elementary students of Engft:~·h 

ivVITH ANSWERS] 

Raymond Murphy 
E'>sr.:ntJ~?I Gr.1mmar in Use a grammar reference and practic book for 
elementary learners. Modcllcc..l on Raymond Murphy ·s highly successful 
intcnnccliatc level Engh~-h Gmmmar in USE it concentrates on ircas of 
grammar normally taught :.11 c lemcntary lc\·d. 
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•llliJidlllj~j!ll{i 3 
• ..:.t m[wptq Lll[ll[tuil Lll hputn[l: 
• lJl plllli!JhL h[l,mqnt]~Jntlintti. n]lll2 tulit!tulinll\.m[ : 
• 1 1, ptuG~]b] 64mli Ut]Llll[LUIHLILJ[l L!!lLll . ljwtu •!.Ill[ :[llliJ[[l lllliL[tutintt\ IJ : 

L_ 
~wthu4wpq~wJpU 

llWUTIU}:)Wgubp 

b: ll_ if"& ·u l[ u -u .· IJ. "'u u f! trIa- u ·4 
:.!Ci\·1S WINDOWS 95-98,MS WORD 97, MS EXC EL, !)l~\.,t)t;r 

r - .! ~ 

I j 1" .,; \ -;.. J• .. ~; • 

-~ ., 
[__ v ,. > . ~ I 

'': I.- r 

0 --~·~·~ - ",.. '• 

iviS OFrJCE 97 (MS WORD 97.MS EXCEL.MS OUTLOOK 
r .!- ·:· , . _ -;,· -· .'· ; ·:-·. • ·I 

97 . .. ) 

E-tmil.WWW flPfliA1l·U· ,fTP,T ALK,WEB Page DESIGN 
., -<0:1 :·?··;.: - ... ~ 

~ ... ' • ..... f : ~'1, 0 ~~ I ~ " • • ,_. ' ' 

l-... .. . . 

Cl)[{FL DRAW X_ ADOBE PIIOTOS!IOP 5 

~lwfldm f~fn' ti 4 

Spt[tuo nJ.ulllg nlttu l.jwfi u1 hJ)U u1[19 tu mu tio Gtuylibt htumtjtubli t.p: 
...:.ptuthu(iLU9LUCil][l Edit ubd[!t\]1 lJLUU l\llJlO]lptUJ[lfi tqtu (ib jjl ttJl?ll~Jill] 
LflllllllUp ht hhulltJUll 41lJ10 nqnq-1JnL [Hihpp. 
• Umu(i(\(iwyl[wa htmnt]lllil(ilipQ htinw9Gtq (Cut) unU ttq .'[llliJJ[l~.!' 

llJLUhujtuli tLntl dunhu (itulJLUt[np h[1211T]!l LI~J 111 (intt\ (Clipboard 
pnt .']lh[llll U:) L qpwGyht (Paste) t'ibl.j LU.l! :JlLUJLlllu; 

• Umu(ic.\Gwytjwo lnumtltuDGbJl)] tU[lUlllltnLLJbt (Copy) !ltlt lll.J L 
:)llllJl.llttl' ll[LU httjlU(i hLlll] h[1G tnbT]nLU: 
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Computer Courses 
· 12 GnJhuphpll 

l:7pw2ft1Wtjnpwqftp 

Sptlmu t 4 wpwUJ.bU1 Q-bnpqjwO.pG wn WJG, np hwtlw 
ljwpq~wjpG 11WUQG~wgGbpp [!Gpwgpnu) 6bnp t pbpht hbmhJW 
mGw4nt~jntGGbp[!. . 
• Oqmwqnpbht Windows 95 hwliw4wpqG m qpw l.J.ppwnw4w( 

b'pwqpbp[!, 

• Uz[uwmbt Word, Excell.J.ppwnw4wG b'pwqpbpp uj12wt{wJpnu1, 
• l'llwmpwumht hwJhphG ,nmubphG,wGcnhpbG tbqmGbpml. 

qnpb'wpwpwl.J.wG t!twutowprwtp, 
• Uztuwmbt tohflWJpG l.t Internet gwGgbpp tlp2wtlwJPmd: 

U.UtmnGJwG 

r./.wpdmp;ndi 5 

Ol.t.wt{npbt phpt{wb turumuw4Q t. hpwt1wGwgwGltP Table nbclJ!dp 
t)p2ngntl4wmwpbt hb.UluJWL WntU2WI')fllUUpubp[!. 
• «liztuwmwlj_wp6» UjntGw4p W{ldbi2Ub[l[) l}WUWljwpqhL wnuwG 

4wr1qnlj_, 
• «CGqwubG[!» mnqnu) tobfJ.WT}JlhL hwUWUJ.WUlWUI1nuG UJmGw4-

Gtp}l w_11dbgGt 1j1 qmuwrGbpp : 
UqqwGmG, Uztuw- b ljwthnw- Ungw1.4 fTlwhmuGbp 4.6W[111LU wumG rnwtlwp6 hwnll hwn~ 

Cl-nhqnpJwG UGGw 15000 1800 195 1995 13005 
Utll:illlJWG Ul:innp 20000 2400 260 2660 17340 
Cl-muwu Cl-nn 10000 1200 130 1330 8670 
4wnnJwG tuuw 5000 600 65 665 4335 
CGrtwuhGo 50000 6000 650 6650 43350 
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• 

• 

• 

• 

r..[wpdmp;mu 6 

fi.rnllWf14bL Drawing ( Glj tup~ntl:)j ntG) hwmm4 qnpb'ppGhpJl umruf 
OmJGwGmG uulbflGp up2ngn4 4wu hpwuwGwgw Gljp View 
-+Toolbars nbdpup oqGmJ3JLUUp . 
lJUibqb'bt ulp tlwo UJ.WU14bpGhpQ' oqu1wqnpbbtntl Drawing qnpbp
Pil hGW[llUtlOJlnlpjntGGbp[!. 
flltuUljllUUUltt_wb' Wr1W 2WllllWUj]Cibptt OpjhljmGbp[! Ulbllwtttntuhl 
tjlWUUlWPfWll towpwopml_. 
l'lltuu1ljbpGbp[! tuopwt{npbt h mhTJ.wtlmtubt: 

............. --...... -.• 

••••• • • • • • • • • • • - . 
•••••• 

r.f.wpdmp;ndi 7 
• l'lltUUlJlWUlObt pbplj_wo tobpUUlWjpG O{lpGw4Gbptf hpwuw-

Gwgw04p Insert-+Symbol..nbdj1up oqGmpJWUp U1GTJ.Wflflbtn4. 
hwmmlj GzwGGbp : 

w) 

[ <<STROMMASH >> L.T.D. 

~ '1-wpw4wzwpbp,gmgwtflbTJ.4hp,tlw6wnwubqwGGbp 
UlWTJ.WtJ.wpGbp: 

~ ~WJbLWUJ.WU1mU'untJ.npw4wG l.t qmGwtJ.np: 

i) Ubmw'lw4wG tJ.bpL pwp6pwgnql}WflUJ.WuGbp: 

~ U"mmpfl t1bmwqwljwG qnGbp: 
Cuw llfllllllt/ft{lwuuuftlllwlnu{ipft: Sl <bll. '42-1 7 -02 

l.t 
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l[Wf1dlllpf111U 8 

• lJLnliquliL pbpllLUO UlhpuU1tuJj1G Ol!llGWl!Q~ 
• .;.IIlLJLhuliW0tuGtll1 lnscrt,P:1gc Numbers.. nbcJlu:ip t1l12ll~Jrlll 

liUILilllljll:itl:'ilbpjl hWlllUpwltWLllllL 
• SliqtU11(1 'l t2bJ1JlllluuwpGtllQ. t2lltlhJlltj1 tiwunu.l,w2[1g, 

t?l1 (il:ipplr\l thuumll, OLU)1.tj1g: 

lll) 

~UBfl8 UC/uU.fl< 
liqllltn. UGljwju. UlnugJWl 

30l ... PU.QUu:>3f1l'"P 4UUUPf11"U 

•.:J Ul>.QU9.Cl-U3l"~u 
0 u l; r.f1 U 'LU.P. U l1 U u 
o S\..SbUUltUu. Ull5l>.ULUl,U\.. 
o surunucrQu-uu3t"J.u 

tiLL U3L tv'l./l-I""~rvt:Jrt> ursutmLnHJ. 
LtbrLn~-tmHa·3n!'l.J, l"~u~ITJbU uUbtl 

ul!-bUt"~5- l).t;ut"~~h 

p) 
EMPLOY M ENT OPPORTUNITIES 
Epygi Labs LLC fbrmerly known as lnet Global resC'arfh LLG bas several .• -:, 
-Job openings for the qualified applicants in t he fOllowing pq~ition. ' 

. . ·.~- .. - -.::-::~;·-·~ ... _;..,...._ ' 

PROGRAMMERS 

Strong. knowledge of Visual C++ .MFC,NT and C arc n.:cdcJ. 
BS or MS degree in Computer Science or equivalent. 
2 vcars of cxcpcricncc required in one of the following areas: 

' Systcmcs level software design C,C+ ,UNIX,NT/95, 
TCP/lP,Assembly. 
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-lwpdmppu{i 9 

• lltnhqobt pbtl4_tUO OJl! uw l(jJG Gt'iwGunn\llll qmlwqqGbll. 
• 1 qu!wqnpob.tml hJHUL'i4J Gwgwlitt{l Jnscrt-+Pictur-+Ciip Art L. 

Insert -+Word Art nbd!llHil:itlll hGwpw4npm~JmGlibp1: 

• Sbtlw4mJ:uhL mtq wTJ,p Lj_uta Ulttll[lUhpJ}, tJ1n}ubL UI.Jtu(ltib.pl1 
~lutJ!ubpn: 

• ' 1huuJ6hGw4_n[lbL CilJtupubpl! L'ibl) LUJL :PWJUl dbs_J. ht.nwgGbt r):f1tuCip: 

-, 
I 

I' 

i; 

f 
,..'--":~: J 

Ulftft/lb 
PU9.U511u ci>OH_ 

WI NDOWS'2000, WORD2000 
I ntarnet,M ult iml!d ia, E-mail ,MAVIS 

euu1 ytuGltlllPJWli I)WurGpwg(ibpJ1 44wquwlJbllUjlj_bG 2WPLUf!tUlJW li 
3 lJw!l 6 wGqwu 

EXCEL 2000-01-25 INTER ET,E-maii,WWW,LA ,FTP 
SbpuulbJlll wpwq umtnptuttpuwli I")Wut]lipwg 

SbiuGIJ4 w4w G.,OJl WlJJlW JpG uu1tuutup4mu 
AUTOCADI4 

r>f'UClf'U'-lf1f'nl-·tJ i r.:... :-:.:..;::-.-.;, . 
A('CESS 97 , Visual l3asic 5.0 o: 

1 
• :-~.. • 

· ! .lj : •"1-'·i ! _____ _;. 

·-- --· p" 

\*-~L, . . , [ I 
A~:ccss 97,Core1Draw g,Photo Shop 5.0.Page Maker 6.5 
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(_lwpdmppu u I 0 

Umbqbbt mbpUlllWJrG ~llUJt; 

.(ptuthuGwgw(illll File.... Print Prcvic"v nbdjnimu 'lrmbt 
UHlJtuqplln'l :)lWJU!; 
.(punhuGwgwlitJ]1 File-+ Page Setup nb.orur ub9n~ m[ u1 btlllll}flbt 
t2JlllJWJHUUbmpbplt lUl10bJ2Gbp~ ; 

UlJmJH[wgGbtmt hpwuwGUJgtuGlJJl Filc--+Print nbdJH1~' 

Gwtuwu~wmpwumbL m~lla! UlUJ hpu btuutu p; 
SuJbL :jnUJJ.[} : 

«Lbq4lt ltb.GutJlllU)) - TI hptutUJtmtt.l t 
U v q_ L b P b v L b 9. t.l t'o 

l}LUu~Gpw~ Gbp Jl 

SPt.LOJ:-U- t lbQt.lP 4l:ivSPOufa 
Ut.LUPSU4Uu ~bl)_fauU4ULLOr 

'-l4U3U4Uu 

(_l wpdmj~JIIL ti 1 I 

UutbT]ObL hbmltJLUL hLUJUHUJHUJlnlJ'lJnlGQ u~turm t(itulJnrt 

L]Hlllllllllll'lllUlJl. 

:\ \\'ORLDWJDE ENGLISH LANGUAGE TEACHI!'G CENTRES 

International Hause 

'J t ~:f~~'UM~~@~ @@M~~~ 
rrU~rrnrU tu~ UUtrrY3Uu ~UUULUU rUuLtrr ~runr~LtrrL 
TOEfL Ul"'~unqu3ru ICltUSr LUtuU'TIUSrUUSUYUL ~UUQLrcJUSI"' 

'1-wuQ(ipwglt Guttuutw4G t TOEFL pbUUl[! htu~Jnl1 hwG<.\libtnt 
hnuhup tuGhpwdliJul pntn[l IHlitultmr JlllG uhplt qtupqwgnn~[! : 

'T}tll[11-'b.JHUl}tUU j~h utnwt[n(lllllHi rlllltuGilt1lib.p)tG hGtupwt!llJlnltljlllG t 
unu11m 6JtJm qutuhtutnbtm qJwtbtJt(;lGbp )t qtupqwgmuu (w6n) pb.ump 
pnptp ~npu uutuLpnu.l: libGtn[lllGJt htuLituljtU[1t\,' lUJ{lG llllUJHUGllhpnnl 
ntuw(inqlibpQ trfitututuupum[HUUUH{t.G "computer-based " pliUuthpjtli: 
'l-utuofiptug{t mlont]nLpJm li[! npnzt.{nul t qjttuqGnmnj1L1 l~hutnjt 

tli1911~Jill{ : 

]~lilll lllt 

lUJ11Uill li!J 
300- 350- 400- 450- 500- 550-575 
350 400 450 500 550 

7 6 5 4 3 1.5 
lllll]Ht lUlltlU lllll]lll W0]1U LUtlltu tUtllllt 

''""i'lliUJI'ino fiJ.!fihr~ · ~ tuptuptulpu fi 3 tll fiq un\. 2 dtutimj: litlt wlilllltu l[LHp•' tf S 60: 
11-puou\Jilltitf GnJhtlpt.pj• 22 ·119 21)-u: '1-tUIIf!Gptu!J[• u4!HlJlt! . f1hl1mt.t\phpJl 1-l•!J: 

''Vvsrrn,c q.nrrmnr l: .:.l1Sli'l<JUL .:.uuStfvlJt'tll· tr. 
l!pni.).Jlllfi 41 ( ll'I<Jlll.J[IU IJJl lli iJlU{Hll(ijl htupL.LufimpJWlip ). 'If 52-63-64 

L[wpdmp;ndi 12 

OqmwqnpatLml WORD-!1 fi4Wfl1tu4wG hliwpwllnpntpJmG
ubrG Ill :jmpthuut uJLtnputuG hGwppGbp[f umbqabt hbu1ltJWl htu.JU1tu
JILUf1111 flJiliG[! 
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··----------------- ---------:7:=::?.·~-'l;T'I't" .O'<t'!' .. -... ~ '""'·~-.. ~·"""·· •• ,.. ,..., ~· . 
: !~~ tklli~~-®}U]:[tll~~' . : ·. : " .·. ; : 
• (i ·lw . ~ \ · ....... ~. --~: ,c ;;;:;.;.;~ ~ ~.· •• ~~ - . ·. • 

: ~Q~_/ . ·r • 

• • Gwtuw~wmnwumw~wG rJWuQG~wgubr pmh QU'1nlOL/.nrtGbf1r hwuwf1; 
• 'Tibmw ljwu hwtfwmwruw [HJwu 1/JnLLU wugwo • 
• 44 GJlllf1GWtuW[1lU[lnl~JWU • 
• tJpbtuGJl 4ppUlmu4wG p[mmbfuCintnqplUJ}1 pGumjmmtUl[! • 
• h tUJUlWptupmo t [!UI}ntGbtntl=1Jill(i • 
• wgr. uu!l, 4wzL/.IlmbtuunLnqhw. • 
• • UuwuGwpmdwuwurlllwrw~wu tllnrowQuGmf}JntO lt • 
• l']brtwqn[lOnLf)JntG. • 
• • l"f1WL/.wqrmmf)Jmu . .'fl ruwGuGbr u 4wr4 • 
• Ll wuGwq/1l!lntpJntGGhrn4: • 

• • 'JfJUbi qwpnrz bli liwlt 9·JUJ 1.J. 10-{JIJ.IJ.WUW(JWligfllibp[J: • . 

• • Cf1pwuwljwf1U7Ubf1U wnwug puunLfJJnLUUbf1fll.JDUfJ.nLUI.fbu 
• pmh' }1[Jb[jg UWfuOU111f1W6 uwuuw: f711J nL{JjW/Jp: 

• • • • • • ,wugl:iu' t r Lwu, LmflJnLG/1 19, 219 ubujwl.( 
• ,bn.' 52~84~ 19, 54-56-19: • • 
~··························· 
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Q-LOHu 5. MICROSOFT EXCEL opwqlll1L1 
5. 1 Excel opwqpj1 fJJJ/7WJ1lJI1llf!! 

StjJlllt tibpj1 l1w Jltlwp GbJlliWJUIQI.hu ti L Ujtuhtqw uuwa t.qwCilll t1~ 
litqljl~J b(i WT]JlllUWltGbp!]: <.W tlW4LU(lq!I(_UbpmU U1tlJLULUbJlJ! llllLUll2LU
qpt[nuf b(i Excel l:tbl.JmpnGWJJtG wrJ.Jmuw4GbJljl utbupm[, jlOg! pntJL t: 
llllUUlU n2 li/HUJU LY.lllhtqwCibt, WJtL uztu4ht WJll unUwtGbJl[l, 4tll ll1LUpbt 
lnuztlwpLJGbp, oqmwqnpDht pwGwoLbp, lJ WU[bp umbr).obL wmuuoj1G 
ljwGt']wl.JGbpnu) (P2112lilipm•J) UJtuhujwGljn'l UltiJwtGbpp tiJ12l• : ll.Jil 
lJWLIJbpll 2Gnphllll nJlt,t mtlJwtGbp/1 tpntjln)uuwu wp'lJmG.pnu.l t[bpLU
hwztJ_wplttintu L t{lmtmtuml:lJtuli tCi tGptuplJt!mti l)ptuGy hbm pwGw
Mtbpnlj ljUlll.JLlwo P2ll2(itJ1)l UltlJtu L(ibJlJ!, lUJU/lG!]U wupnrl2 Wll.JIUUlUl[[! 
lj111[11l{n u.i t: 

ttl:i4u1pnGWJilCi wrumuw4GI:i[ljt oqunuqnpbmUQ LWJU mtuptu~ 
bnu'i t UlnwgbL li1GU1buwqjmnulJwG. hwztl.WLY.whw4w(i , qJnmulJluCi l• 
uJbtuGr4w4tuG pGwq.unjwnGbpnu1, ptup,\ptugGb[nlj_ WJI} n[nplnGbpntu 
htul'itutu ljpptumJn'l qnpb nrtmpJmGubpp lUJ1I)..Jnt Ciw qtmmp.JntGD . 
ll.JlW(ig fHUlG b(i lljtum4tulinuL 
OJt)tGWlJ, 

• pwq!ltUULUullllt tntUttitfibpp hbtn 4tUUlLUlH{nq tY ~ wfitltu(i 
hwz4wr4GI::i flQ , 

• W[li}JIHGpGb[lfl W4UlntllliU1 WLtt!mL{lnlll[!, 
• UllUpnt[W9LhuG tuuqjlp(ihpp 4WU1LuJlnL UQ. 
• tJtnp.otupynuiGl1I1Jt W!H)JillGpGl::ipJt w\l4.mtt1nu1Q, 
• OL4l11!1UWL wpdbp(ibpJ1 ll!ll1Gmu 1, 

• WflJntutu4wJJlu t!1wumw~rwh11~ UUlbq<)nu.lQ , 

• unj.JUttal:itt!J hfniwG tlpw llPWQ(HU uGI:ir)llt 4 nrwq<)hJlJI 4tunmg nutr. : 
Microsoft Excel bpwqj1pQ Gw[uwmbutlw<) t hJ1LWwl.Jwunu1 

turunlllwl.JJl mtuuntt GhpltlUJLugtlnrt ~LjtujpG U1tlJLULCibpJ1 hbuJ wztuw
Ull:itm hwdwp: UrumuwlJGbpp umbT]MwG, 6l.wtJnpuwG QGpwgpmu 
ljtUU1WJ1Ljmu tjwGqwlj(ihpp tib2 U1Lj_.JtUlUbJ1!1 qpwGgnul, I).[ltU Gg tuuplll
Q(llllU, :Pn11llwUlw4npmu, pwGtuoL.bpjl t'immpwqpnn), UlJl i)..Jn LGpGbJl/1 
Lihrtmbnt!}JntG L. tuuhrwctuzmmpJwG l]huumnr lillY.Jl (nlj wrummutr
Gtpp U1UlWQJ1nl15: 
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Excel bpwqll!lf! J.3nqwpltblnt hwthup qnJntfJJTHU ndibu u~ ptuCip 
bqwutul{Gbp, npnugj1g tunwt{llt U1tupwi'l4tubG t' St.1rt---+Programs---+ 
Microsoft Excel: 

Excel t'1[ltuqpn4 UU1bll.()llwo 4HUUU1Wf>lll'1J3D ljni_tlnu} t mztuw-
UlWUj2WJJlU qJlpp (Book): UJG Ljwqutimu t utlt lttm1 up ~wur wl1Jm
uw4Gtp u1wpmGwljnq wnwG61lG wzJutuUlwGptuJJlG t2bppg (Sheet): 
Exccl-p I)G~tu y!14 wz!UWUllUG~wJJlU t.211 LljLUU1nthwO.u mGp tUJUU}pU~ 
mbup' (Glj . 5.1) 
iJDoolt1 

3 i 

5 ' -6 · : 
:;- i 
I 

a 1 

9 : 
10 . 
11 : 
12 ; 

13. 

~~;. : . ~1 ;\sh~eti/_Sheet?. .(s_tieet3 r· ------- . --- .. -L• I --------
'1.14-5.1. Excel-~ J:!Gt-Huypi.J wztuwtnwGj2tuJ~G l:)lp mbupn 

UJG l.jtuqllt.!wo t mnqbppg L. uJmGtu4!ihrJlg: UJmGw4_Gtpq 
Gzwuwljt.!nu5 tG LWU1pGw4w£i WJpmptGp mwnhpnt.l, J1Ul{ umqb(IQ 

~tlhpntl: 
UJinGw4GhpJ1 t. umqtpp hwmuwG wprumGpmt.l umbrtbLJ.nttS 

bG tJtuG!1wljGb[l , npnGg ut2 umtnpwqptjmu bG mtJ.JtUtGhp[!: UubG 
tltuuf1LL14 mGp ]1{1 wGtj_wGmll[! , np[! pwqltwgwb t hWUWLL[LUU1tu~Juwu 
llltunbppg L pLJ.hpJlg · orpGw4 A I, C6, 05 : UJll GzwGw4mtS t. ttwGrt.tui.Jjl 
hwugbG t L hbmwqwjntU awnwjntU t pwGw6Lhpmu qpwl:igbLnt 

htuuwp : 
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..... ------···-- ":;J . -·-------- . --... ·- -··· -- --------· __ .. _____ _ 
Al ... X " = ! 

-.. . -- .. -·-I 

ult. 5.2 

Excel i'lrwqtlll tl.lWUl!llhwG!l LJ.b.plt\1 uwumu, jlui_UJ.bu L Word
mu, t.nbqtuq{l4_LUO b(i tlbpuwqpll UUHJ[!, hpwuw(iwgwGLjJl UlnfJ[!, 
qn(lOilJ2Gbp]l U1ntlhf1Q: .Pwgjt WJI1 Ulllflhp)lg Excel-G m!iJt pwGw6l.t!1 
uutq (G4. 5.2), nJ1Ulhfl GzLJ.nul" tG J:!Urnug)14 tlw~ hwutu£1[!, G[lw 
utwpmGwltntfJJmG[! l.t hbUll•JWL GzwGGbp[!' ~. npnug Gzwliw
LjntpJntGCi t . 
C:1ncel -LJ.bpwg£ihL ummpwqrtlwb m4Jtu tGbpf! u tlbpwljwDqGbt 
Gwtu4J1G qpwGgmun, 
Enter- umUlJ:! wGbt q[ltltuo mt.lJtutGhpl} t.!wG11tultp Uh2, 
Edit Fonnu!a- tuuptuqpbt ptuGtuo LQ: 

StlJtutGtp)1 umulp[! \.ttuUlwptjmu t tuGuJ12WUJbu 4tuG!]wl{J1 uh2 
ltwu ptuuwol•p tnnrtmd, wujtu uhrtuLJ.nu.l t Enter utnb.qGQ. umUlpw
qptltuo U1LULUtCibp[! t.!tuliJ1tu4mU UJWhUjLLlGhtm htuUtup: .PwGwoLb[lp 
umu112l! Exccl-mu UJWJ1mwqJ1!1 uljutlmu t hwttwuwpuwG GzwG]lg «=», 
opj1Gwl{ =(A 1 +A2+03): 

Excel-mu fH{wpwGwqw(i qnponqmpJmGGbtl\1 GzwGGb pG bG' 
/\ tuumJl6wGp pwpnpwgmu, 
* pwqUWUjWU1411lU, 

pwdwGnttS, 
+ qnuilupmu, 
- hwGnu5: 

OqUlwqnpot.!mu bG GwL t{1tu Ljwqobp, npnGg ub2 qmGtln'l 
UflU1LUhWJU10lfjjntGGbpQ 4tumtupLJ.mtS b(i WIHU2Gtuhhpp: bph WJ1U1LU 
'.UJLnlllpj tuG llt2 t!Jtu4tuqabp i_lttuG, WlljW qnp011J111lpjntGGhp[! ltw
·.uptjmtS tG UlJCi hw2n(1!]tu4wGmpJwllp, npQ Gztjwb t tlhpt.mu: 

UnwGnpG 1.\tuGfltuljGbpmu 4_Lurn'l bG qptuGgl.Jht hJHHlwltwO.mu 
iJ2 U1huw\.tJ1 ultlJtutGbp' f)plj , UlbJ:!UU1 4wu pwGw6L.: 

bpt t.!tuGJ1tu4ntU qpl.j_wo U1tUWLf! UU1tug4_ht t pwGw6l.p UJ12n
' WL4W WJT\ pwGw6L[! 4wrt ll1 t U1buGb( Ll"4GJ14p owJu 4_n6tu4D 
'.UL t.!WGf!w411 Lj_pw bp4m wGqwtS uh'ltihtn4_: 
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5.2 Excel -jJ IIJ1Wtl'udiwgw(ilfll 

Excel-!1 hpwllwGwgwG4r I1J12ngm]. ~J>WJLbPJl hbm 4wrbJll. t 
LJLULnWJlhl pwqllwprtl qnpanqmpJmGGtp, mtlJwtGb[lp L. tJ.wGTJ.w4Gbp}l 
M.wtlnpmll, pw Gw6L.bp}l llmmpwqrmll, mLjJWL Gbpp t(bpwqwuw t{n
pmu L WJtG: 

Exccl- r hpwuwGwgwG4p npnz hpwhwfiqfib[l[! GU:wG bu Word-fl 
hrnuhwGqGt ppG : Ujq hwGqwllwGpj1g htGbtntl hbmwqwJntU: l.tl.iztlhG L 
lJli4WJ1Wqrnll:iG upwjU WJU h[lwhwuqGbp[!, n[lnGp ~4wG Word-nu.i: 

5.2. I file /Jpwtfw(iw,gw{ilJ[} 

[ j: 
; 
~ew... Ctri+N 

~ Qpen... Ctri+O 
~lose 

~ 2_ave · Ctri+S 

Save ~s ... 

Save ~orkspace .. . . 

Page Set\,!P ... 

Prin~ Area · . ~ 

[9. Print Prey_iew .' . ·· • ·· 

~ e_rint. .. Ctri+P 

SenQTo 

Properties 

!nds.xls · -. . .... ~· : ' .... 
f. I<¥ a ski. xis · 

~ str76 .xis . . · : 
i A:\str76.xls · · 

--~-:--~~~-·- - ·· 

E~t - -- ·----- -··-·· .. ·· ... _ .. 
uy. 5 3 
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New h[lwhwuqntl ( fig. 5.3) pwgt(mu 
t Gnp \l1WUU1W}~l1PP ll\LUUlnthwG, 4wtnwp
t(mo t mljJwtGb[lp llmmptuqpnul L Save As 

hi1LUhwGqntl U14JWJ wzJuunnLUUl]LUJ}lG 
qpppG (Bookl) tltpwqptlmu t wGt(wGmll, 
(gwG4w\Jl. t , np WJT} wGl(wGnul[! hwtiw
UJWIIlWUjuwG}l tJlWULnWI~Ilf.lr l4W[lnt
UW4ntf}JWU(!): 
Save Workspace .... - hpwhwGq[! hGw[lw
tlnpnt~JmG t mwJll.u GmJG pbtlWJ}lG t(bpw
pbptlnll ~J>WJlDfl[! hflznllnLPJWU ut2 yiuh
ll!W (j hL up QUrjhWGntp wzjuwmw U.[2WJflG 
mwrwour Lnhugm(: 

Sl(JwtGbp~ tSmmp wGbtm ~G~wgpmu 
wGhpwdtzm t ll!Wppti[lwpw[l 4wmw-pbL 
Save hpwhwGq~ 4_wu ut:iqtit:it Ctri+S utnbq
Gb[l(!. IJ1WULnWJ.Hlf)jl wwgt[wa hwmt(wo~ 

hrznflnl!~J LUU tlb2 l4Whl4WUGllll hwuwp: 
<l>wumwpmrwQ umtll.bbtnt9 hhmn Page 

Setup hpwhwuqm( mbflW'lPt[mo tG Pfl}.}r 
lw41Ubp~ (Pap er size), tmuwGgpGhflr ~wtJ.1f! 
(Ma1gins) L., l:i13b l(1WUU1Wf}l1lllf!~ wtSpnq-
2n4.PG ~·r tnll!tJ.btm, wJt ml4tlbtm t Gpw n[lnz 

UlUU[! , Wl4W Print Arcc1 h[lwhwCiq[! 

oqu1wqnpbbtml Gzmti bGp U}whwG2lj_nq hwtntlWOD lJ 4wtnW[lntU Set 
Print Area bupwhpwutuGD: 

UJq qbuumLu Print Preview hpwhwuq\1 li\12ngml tflWULrlLUl'J'lPP 
litujuGw4wG llflmtiwG nbdjlllmu t 4pwGp tJ.pw b[lhntu t n~ pti wllpnq2 
tpwumwf}mf@(!, WJL upwJG Gztlwa hwtnllWb(! L. WJll hwmtlwaG t.t 
hl:iUlWQWJnu.i tnlllt(mti t PllPll ljpw: 

Uupnq2 tpwumwpmrw 1 !'lllPP tJ.pw tnt!lhtm hwuwp li2nttl[! 
hwGtJ.mu t O ear Print Area bGpwhpwhwGqm{: 

5.2.2 Edit lljJwtfw(iwgwfi/j[l 

~.J..wGqmljGb[lp U1Wtn6bGwhwGmt1[! lJ tnhqtut!mJuntti[! Edit h(lw-
uwGwgwGLtr (ti4.5.4) oqGntpJwtip Excel-

!() ~n~ ~~e~~--;ff:}t~l~z .. ··.j mu 4wpbJll. t ppwqnpbt:it mwpphp 
0 B.ePe'at'Ciear Cb'I+Y '· bqwGw4_Gtpm(' 
- -----:~.1'!......:.._:-' -.~ __ :__1 • CizhL tlwGqw4_[!, L4whbt LiltGfll.jfl gmgfl~I! 

· .X. c~t~ : ·?{:~;.-_.:arl+x I (uLWJl£! ) qw n11w4fl hqpwqor t[pw L. 
: ~Copy .· .-· . .. Ctri+C · ! ntqqw4r tlw Gqw4_[! mhqwlJ1nJu hL WJ !. 
: ~ ~aste _· . •. Ctri+V· ~ - ! Lnt:iq, WUlW ubqtiwo l4Wh bJ u4_Gr4r W2 
. Paste 2Pf;cial .. : . • ·! ubrtt1w4~ 4wli ujmtdtulltuGw l.j ubqubl Ctd 

_ -''·~_:_:~~ -~v?~ii·r, ,-&:·~~...:..::.1 mnbll OD' t[tu GT}tul.jfl UJWulabGwhwGmtS[! 
. . . •. · : . , 4_wmwpbtnt hwliwp, 

F[ll · ·- · · . -< .. · .. · ~ I • mbf1tU4mJumli[! l.jwu UlWtna bGw hw
C\e~r ' ·'. :,{; . ··: :~ .:·,~\ I Gntu{! 4wmwpbt tJ.mjuwGw4t5wG pm~bpp 
Delete::.::· " ~ ~. · : j up2ngml, W.J urGpG' Gz bt t(LuGqw4(!, 4w-
~el~teSheet . !'.!:~.·:. .

1 

LnLUilbL Cut \.ttuU: Copy hpwhwGqD, mh-
Mov/~~ Copy ·sh~et .. : .. ·•. l'JW!]Jlht gmgr~D l4WhWG2tlnq mbqmti L_ 

-·--~-· __ .. _ _____ _ tuGup2lllt4bu 4tu tnwpbJ PastehrwhwGq[! : 
Ctri+F ;i' Sblltu!JmjuutuG 4wli UlWU16hGw 

R. 1 ·.i ct l+H hwGow G qnnbnnntoJmGn w"b·h llwG(lw-~ace... .r •. ·• ~' 1.: '"I u• 
· ~ • 1 · ·-, - uwuu pGnpnzttm hwuw11 oqmwqnpottmu Go To .'i'. ,, . Ctr +G · • 

_ ::-..:.._··-· -~: ___ .. ·-· j t Paste Specialhp.whwGqQ: 

L l~l~~~:t~4~~i:~;- · .. · .~ I Fill -4wLnwpmu t GzLtwa 4wGqwttr 
6b;t:ct ; :..· ·~···'. · LflWQmUQ GbpgLmll (Down), tJhpL.mu 
·- ,. • . .• ·' l (Up), W2P9 (Right) 4wu ~wju}lg (Left) 

~ ct1C! .. . · 

qmul(nrt tlwGrtw 4Ghpp wpdt:iput:ipm(: 
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C/ear-ltwulwpmu t GztJ.wb tJ.wGI}Wlt-Gh(lp wpdhpGhpll 2fi2mu: 
Delete- 4wmw1mui t Uz4_wb t\wGqw4p, mnT\P 4wll UJmGw4r 2U2!1LU, 
QUil n(lntU 4_wGqw41} 2G2hll1U pwgt\nq U}UJmmhwGmu ujhul£. t fi2bt, 
pb. llGwgwb m4JwtGh(lG pfi~lllhu b.G t\hflW'lWUW4.nr4_htm: 
Delete Sheet- 2G'2ntU t [!Gpwg}14 t211: 
Move or Copy Sheet- wtHlwtlmtunuS 4wu UJ.Wm6hGwhwGmu t Gzt.l wb 
t'21}: t2\l ujuJm6tGwhwGuwG hwuwp pwgtJ.nq ujwmm.hwGmu t4hmp t 
w\{mptJ.wgGtt Create a copy hGpwhpwhwfiqQ: 
Find, Replace U. Go To hpwhwGqGbpp 4wmwp.nu1Q GuwG t Word 
opwqp!l GntJGLUmPut hpwhwGqGhp~ 4wmwpuwG~: 

5.203 View hpwtfwOwgwuqiJ 

View hpwuwGtugwG41} (G4o 5°5) 
fiwtuwu1butl_wo t hbmuJWl qnpbni'J.nl{}JntG
Ghp~ 4wmwpuwG hwuwpo 
Normal - gmgwi1Jlbt tftwumWPJUlP Gnpuwt 
mtu,pl}, 
Page Break Preview - Ull4f1~nt.l. U1L4h(ntg 
umw2 gmgwllflhtlt tllntuhl t2hp[l uwhuwG
Gh£11}, 
Too/bars- upwgGht4wU: wG2wmht q.npb[lp-
Gbpp mnqtrn, 
Fonnula Bar - upwgGbt 4wU WU2Wmbt 
pwGw&hp t.nnll.J}, 
Status Bar - upwgGht l!WU WU2Wmht 
lllWmnthwG[l Gtr,pup uwumu qmG4_nq 
t.l.l16w4p mnql}, 
Header and Footer - ummp mGht 
t2u1tunpwqphfl[! , 

Comments- gmgwllflht uh4GwpwGntpJmGGbp{!, 
Full Screen - gmgWJUlUl tJ.1WUtnWpntyUl[! wupnl'\.'2 t.4pwGJ1 ~wllJnt.l., 
Zoom - tllntuht tllwumwpJUlp l_WtPUU£11}: 
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50 2.4 !JJsert hpwtfwliwgwlilJ[! 

Insert hpwuwGwgwG4p (G4o 5o6) up2ngn4_ tJ.wfi'lw4Ghpp, 
tnn'1hpp, uJntuhpp, t2hpp htm 4wmwrtJ.mu hG qnpbm1ntPJntGGh}l , WJl 
Dpwqpbppg umu1pwqp4_mu hu qmulllwu14bpGt.p, pwGw6ubp, G4wp
Gbfl, !]UJpmbqGbr u mwrpl::ip u11::iuw4P, opJh4mGbp: 

Cells (tJ.wGI'}w4) - UltJ.htwgGht tJ.wGqw4 
(Qfi'l npmu wnw2mgnq Ujwmmhwumu 
wGhpwdhzUl t Gzbt, ~b tJ.G2u1bu U}hUlp t 
4_h[1WT}WUwt.lnr4_b(i uGwgwb tlwGqw4Gbflp 
m\{JWt Ghpl}), 
Rows(wnq)- ummp wGhtlJlW9nt9Pi mnqbr 
Columns (uJmG) - umU1,pwqpht lJlLUgmgjl~ 
uJmuw4Ghr, 
Worksheet (t2) -wt.l.htwgGbt wztuwmwG

A {:!WJpG t2b(l, 
Chart - G2t\wb m\{JtutGbpp hpuu1G tlpw 
umu1,p wGht qpw:{>p4Gbp 
Page Break- O:nunJl wfibL t2ll pwdwuuwG 

qbbp[!, nrnGp tuGg~wgtinu5 bu Gz4_wo 
tJ.wGqw\.tp owtu 4nqupg u 4_bpuP,g, 
fiwcriono 0.- umm11 wGbt pwGw6ubfl, 
Name - wG4_wGw4n~ht tJ.wGI'}w\.tn 4wu 
~Pntuht tJ.wCil'}w4p wulj_wfinuS[!, 
Comment - llb4Gwpw GntpjntGGbp, 

Picture- ummp wGht fi4wrGbp, U{Wm4bpGhJ1 , 6uw4_nptJ.wb mbpumtr, 
~ c~-:ff. ~~·~i~:~~!·'• .. . o{ ( 0: Map .. 0 - gmgJl~P. UlhqwqptJ.wb uwumu 

'· . """' .. o':t' · 0 · ··- ~~ .• •"' 0 ' Untmp wGht pwpmbq 
" .~~~. ~:~;;,

0

~~· 
0 
:~~~i:-0 . 0~€·~ Object .. . - WJL bru1qphppg ummp wGht 

• CoLO.;;..n • • ·• ''· •• 1-1, (ib . 00 - ~!k;··o~~~- .. -~,·~· 0 opJu'itn p: 
5~ .... ' o •• ..!o. 0 ' .. ,.>< ~· . 0 

... t lft::g:'"'""Jf_r "''r~ ,. - "' t ;\ _..:.::,-:;... .. .' -. ' •• !<..·-·~.)< ~, o· •• j 
•• ~~-~ j" ~ ·· :..4"~.;. ~ ~ ~ 

~~~ar,:.;o ... .,.;;, 
• !',.,. 0 o<~~lii>.-(, •·Itt .. ~ 

· C~tloh~r.F.· a 0~1 ' '1 

... - L .:v~t_,·);/~ ; ~~~ ' r'"':{ :-?, 

~tYJe:. to"'"'~· :f:o .. ' ."0' 

u!J o 507 

5.2.5 Format hpwuwfiwgwfilj!J 

Format hpwuwGwgwG4r (G4 0 5.7) 
up2ngnLj_ l{wU1wptJ.mu t 4_wfil'}wqGbrp, 
tnnqbpp, UjntGw4Gbzlll, t2h(lp L wu-
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pmH> t{lututnwfHlFJP o.t~wtlnpnul. 
Cells- ljwfiqwljp <\Lwtlnpmu 

Row- tnnrijl 61.twtlnpnur ~wt{lubpp t{lnt{lntumu, mn11}1 pwj;~gGmu ljwu 
gmgwT}[lntO, 
Column- u.JmGw4}1 O.uwljnpmu· ~wlflubpp t{lmflntumu, UJmGwl.J.p 
pwpgGmu !.J.wu gmgwJlpnuS, 
Sheet -t2p tlbrwGtlwunn5, pwpgGmu LJwu gmgwrl[lntU, t2r hpupp 

UjWtn4bpp tJmJ:umu 
Auto Format ... - !Jb[ll{wb oppGwljGb[lp hwuwO.wjli t}1wUtnlUf:I011lPP 
6uw4nrmu, 
Style ... - Gnp n6l1 \flwull1wpmeyp utnbll.bmu: 

1...4. 5.8 
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5.2. 6. Tools iJpwt.fwuwgw(ilJE 

Tools hpwuwGwgwul.J.u (Ci4. 5.8) hGw
llw4,nrmt~Jnd:i t U\Wl~U 4WU1W[lhl hbUlltJWl 
qnponqmpJmGGtpn. 

Spelling .. . - nul_T'[Ul ujuwtGbpn, 
AutoCorrect .. . - wljrnnliwm zml.tbt umrn~w-
qp t.!n!'l. mb12um [!. 
Protection - t[lwumwprt!)P ut2 UlbrtWI').[lbL 
awa4wq[1bp' mwppl:ip tnbuw4r ~mlj1njum
pJmGGb[ll} 4wGjuttm hw\lwp, 

Goal Seek - l.J.wmw[lbL wrumuwljmu 
mp4_wb UiW[lLUUbtnpll D2Q[lU1lll.tl (QUU1 
hwJmfi[l btw4bmwJrG mti.JwtGbpp l.J.wutuw
tnbu~nu.l bG 4tr2uw4wu wpdbp0bz1 4wu 
U1J1tlWO WjlJ}JntGpQ umwGwtnt hwuwp 
hwz4_wp4l)_mu tG btwl.J.bUlwJpG tn4JwtGt.p), 
Scenarios - Gbp4.wJwgHbt bi_wl)bwwJpli 
tnt!Jw!_Gbpp npnzw4P. pwqumpJntG, npp. hll 
uwG ljpw hGwpwl)_n11 t hwzljbU1l)_ntpJwG 
4.wquwljbplljntUI}: UJG UJ.WflmGw4mu t 
pU~UJ.bU btw4bU1WJP,U, WJUUjbU tt 

utprumGpwjpG wpdb~Gbp, npnGp pllLJL bG I.IlWj]lu hbml,bt WTJJmuw4]1 
uJLI.JwtGbpp up2L lJtUUjbp[lG: <'TlwhUjwGmu t tlP2WU4JWL\.IHOnuiUbp~ lt 
hGwpw4_nr tmomuGbpJt u1wrptpwyribpl}, 
Auditing - gmjg tnWt qpw:j)\1\.jtuljtuG mbupm} lUQJlnlJ t~ 4wluJWL 
P2lt2Gtpp (tuJT} ptjmu Gwu LUJt t2tp]1 l{ptu qwuwtjnpt.Iwb) ljwutbfl[!, 
Solver - qbwjjlu OUJU1j'lUWLW9UWU ubpnqm{ Ul[ltlwo ljbp2Gtul.jwG 
uMmpJWG[! hwUWUjlUU1Wlljuw(i qtnGbt l)_mljm!uwl.J.wGGbpp WJUULPUP 
wpd·bJ2Gbp, npnGj;~l.Jpwt.!wpwpbQ u1pt.1wo npnzwl.J.ll UjWJULUGGbp]1G, 
Macm -tlntUlP wGbt utnht'\Gbp.ll qmqwltgmpJm(i' l.jwpl.np 
qnpbnqntpjntGGbp ljwtnwphtnt hwuW}l, 
Add - Ins- -hpwuwGwgwGljmu wljbtwgGbt Gnp hptuU:wG.Gtr: 
Options ... -lj1nt}mtubt wzJ:uwumtupwJjlu nbctpliGbpJl UJ.wpwlibtntJbpn: 

5.2. 7 Data bpwlfwtiwgwfilj[z 

Data hp.wlituGwg\U(ilt[! (Gtt. 59) hllmptuqnpmrJntCi t muJtllll 

~~ 2,ort... . ; ytumtu(lbl hbmuJWL qnJlbnrtntpjntOGbp[!. 
Biter , ! Sort .. . -tJwulwpbt t i tnhutu4w-

FQ,rm... , ·-. j' tlnrunu (qwuw4Lupqnu.l)' Gqwqliw(i 4wu 
. w6tlwG 4LUJ1qn4_, Sub,totals... . ;: i 

\lalidal:ion~. :> >-' ~.:· -~ .j Filter-· LtwulWflGL tnti.Jwtubp\1 ~>lllllltmnf 
· -.. ....,. .. ,-~· .. "··--:- ! hwuwowJU uHu[lpbp htutn4tuG[lzGbtlfl, 

!able .. ,._,, . ·., , .~ .. · ·l Form- mt!JwtG.bpp umtnp L. tULipwqpnui 

T~t t_o'colum~~· .. ?' { I hwtlwOWJU UlJlll.nl'l zwptnCi(l, 

Te~a_"te WI·. zar·d·· : .• " ··_:·_' I Subtotals- 4wtn Wf1hL lUll.JnLUW4l l UP2WU\.jjllll 
... Ul[lJ}Jnt£ij2Cibpll (qmuwpj1, LU[llllWI'lJlJWI!l, 

~ou~dat~···· .. ' '·i~ I u[l£pG .r>ljwpwCiutl.twCifl, uwpulltlmu]1, U[tCip
§.roup"and'outnile: · ·~'t umu[l, pwuwl.{!l L WJLG) qmpu pbpnur I}Ulll '--·---.·- ...:...:~-· L .j 

~ ~lvotT~ble R~~o~t; .. . ·:·:; npL.t hwm4wfil1l]1 luupwt.!npljwo mli.JwtGhpp. 
.. ------·~---·-.:.!..-. ..:.dt__ _ hwuwp, 

- .:t - .~'.:: .. 

GetEXter~Qati.·.;·~·) · Table - hwuw~wJfi mr~wo pwCiw.6ltl1 
! 8~frc'!::t t';t:rt ::r·:::~,.:, umbqobt Wll.JnLUWI( Qntjg U1Wll1~ btWltG-

~ - ,; ., .... ._ .. :.. -:·~.. ~ (.., ·'. 
tnWjpG tnli.JWtGhpp tpnt{ln[llnt(3jWG Ulq-

ul.j. 5.9 !1b9ntJ3jntUI! t.lb[l2 GW4wG Wti.JwGb[ljl l{pw : 
Text to Columns- tnptjwa mbvumjl h/luwCi 

t.itllu Ulllbl'\bbt WJUntUW4, 
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Template Wizllrd - umbqbbl zwptnG, np{! qwpblJl t oqmwqnpbht 
mtlJwtUbpp pwqwJmli mtiJwtGbp ummpwqpbl.flt hwuwp L. qwquw
qbpu.Jbt I}llW qWLt.J.{! rntlJWtGbpp pwqwjp !1W2tnbp}1 hbm, 
Consolidate - ppwqwGwgGbt npnzwqp qnponqmf}JmGGtp (hw2tf.wp
lthl qmuwp, wpiDWilJlJWl, UP2P(i ptJ.tupwGwqwG, uwpupumu, upup
umu' (I!Gil npmu m4.JwtUtpn qmpnq bG mhqwtj_nptj_wb tliUbt Gwl..t 
mwppbp wztuwmtuUpwJpU t2hpmu) n~ hwpttwG up2w4wJphpmu 
mhqwtJ.nrtJ.wa tmiJwtGtpp Gqwmuwup, 
Group and Outline - tuupwt{npbt Wll.Jmuwqp m4.JwtGtpn' Subtotal 
hpwuwGu ppwqnpbbtm hwuwp, 
Pivot Table Report- pbptj_Lub mti.JtutGbpp hpuwU t{pw umbqb-bt wthjmt{l 
WllJmuwqUbp (npUJbu btwlJbmwjpG mtlJwtGb[l qwpnq hG oqmwqnpb
tJ.bt ubq l}WU ur pwUp wrumuwqubp Excel-p wztuwmwGpwjpG t2}1g, 
WJL bpwqpbpmu umbqbtJ.wb mti.JwtGbp L WJLG ), 
Get Externc1l Datc1- qwqulllqbpUJbl WJl bpwqphpmu (Ms Access, Dbase, 
Foxpro u WJtG) umbqbtJ.wa ttuuumwpqphpmu U1WhUJwGtJ.wcr 
m4.JwtGbpp oqmwqnpbmut! Excel-mu: 

5.2.8 Window llJrwtfwtiwgwtilJI! 
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5.2.9.Help hpwlfwuwgwfilj!J 

Help hpwuwUwgwG4I! (Gq. 5.11) 
hGwpwtJ.npmpJmG t mwt.fiU oqmtJ.ht 
oqGmpJtuG hwuwqwpqpg, tupwq 
qwllltupbt pbUwmp4 mht1h-
4wllltJ.mpJwU npnGmun. 
Microsoft Excel Help -wqmptJ.wgGht 
oqGmf..lJWG bpwqppi!, 
Contens and Index - gmgWilPPhl 
oqGmpJWG b"pwqphpp pbuwmp.q 
gwGq[l, 

What's This - umwGtut mhqhqmpJwGGhp ulwpntJ. GztJ.wb opJbqmp uw
upG, . 
A bout Microsoft Er:cel- umwGwt mhqbqmpJmGGbp Microsoft Excel 
apwqpp utuupG: 

5.3. fJ.jlwqpwlfwtibpji u qpw.'pftljubpft ljwnmgnuf 
A-fS Exce1-nr If 

S4.JwtUhp}1 GbpqmJwgmun qpw~>PlJ.wqwG mbupntJ. pmJl t 
U1WttiU lillOht wubGwmwppbp tuGI]JtpGbp : UjqUjpUp Ghpqwjwguw(i 
hfluGwqwG wnwtJ.btmpJmG[! mbuwGbtlimpJmGG t: 

MS Exce1-p wnw2wpqmu t 9 mbuwqp hwpp L 6 mbuwqp 
b-wtf.wtWJpG qpw:PplJ.Gbp' qb"wjpG (line), ubqmnpwjpG qwu ZP2W
Gwqw6L. (Pie), oqwqw6u (Doughnut), UJmGwqw6L. qwu hpu
umqpwuGhp (Columns) l.t WJtU, ntmGp GzwGwqtJ.mu bG 2-D u 3-D 
GwluwgwGgbpntJ.: Ujq 15 mhuwqGhpn {!Gqqpqmu bG 102 :pnpuwm: 
lipb oqmwqnpb"nl'\llG qw lit pwqW}lwpmu, hGwpwtJ.np t umhqcrbt 
Ub4lwqwa zwhwqnpbnll.wi.J.wG qp.wqpwull-'t>nptiwm: 

l1-pwqpwuGbpl} qwpbij1 t qwnmgbt pG~UJbu m4.JwtGhpll hhm 
GmJG t~mtd, npG wGqwGmu bG GbpflPtJ.wcr, WJGUJbu tt wnwUop.G t2mu, 
npG wGtJ.wUmu hu flllwqpwup. t2: l1-pwqpwuGhp~ qpUwupq 
opJb4mGbp hG m 2Wll\.tWUJqwcr hG ppbGg wrumuwqutr1p htim: 
UrumuwqwJpG mtl.JwtGhpfl tllntllntumuGbp[l Gbpwqqmu ta qiJw
qpwuGbilP tJ.rw: 
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'l-jnuqpwtljl m!n4j1 QCimpmpJmGI! Lrtujut.jwo t l1Jnuqpwt1p 
ljtunmguw(i lnuUlUil G2tJtuo uni.JwLCibpp pGnt]pjlg: 4wpbLJ1 t t!UU1{1bj 
U1tllWLUhpJ1 Up 2LUflj] (uti.! mnq 4wu Ubi.! UJlllUUIL!) L!wu Up J2U!Up 
zwpptip: 

'1-pwqpwu Lrwtl qr1w~j)p4 umti11obLm hwuwp wGhpwctbzm t 
tHrGpl!Jl t'i[12ngmj CizbL f1pwqpwt'izm1 wpmwgnLtJnq ult.LJtuLlibrt:! 1! ut11utL 
Standarr t{nmm CharrWizmd (l}pwqptuuGtipp tjwpu1bm) ubtlUWL!t! 4wu 
QCimphL tttiCiJnt[l fnsert Lrbmj1 Chart hpwuwGu: UJq 
qnponqmpJmlillbpjlg npLt t'iblm LrunnwpbLnt9 hbwn wCihpwctbzU1 t 
t14CiJ14P up2n~Jntl Ql1lJ9 uHUL tLrpwCip WJCi wppmJPI!, npmb11 lllbll1l2 t 
l]wnm9t111 qjnuqpLUU[l: UJlimhbmL. t.4rnuli[1 tJptu '1ntJ1u t ptipt.jmu 
«q[nuqpwu(ibll]l t[lU11llJGUl>> htUlllUUjWUllUUjuWCi bplrjunuwl!wu LijW
umLinuliLl Lt ul]utjnu.l t q[Huqputt1p L!wnmnuwG 4 LjmtLWGng 
b plj tun uw4w G n blt)1 u [}: 
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Stand,:,rd Ty·pes ] Custom Types j 

~_hart type: 

lit· 
~B'>t 

[;;.::.:Line 

~Pie 

~:o- ['OUl,;hniJt 

~(}· Radar 

1
.~=< 

~ Surf.'Ke 

I ~; E:ubble 

lOj_ Stock 

Cancel 

Chart sub·t\•'pe: 

Clustered Column. Compares values across 
categories, 

Press and Hold to \!jew Sample J · 

. fl:.::. I[ Next> I fjni~h 

L.lj.5.12 Chmi Wizard bpljfunuwljw(i LliWtnmhwCijl mbu[Jp 

'i-j1u1wp4bGJ2 TJllwqpwuGbpp L!wnmguwG 4 tlmqtprr: 
1-pG lftmr UJU tiJ.ntLntU L!wmwptJmu t qpwqpwup n6p L qpwG 

hWUWUlWlnlUUjuWCi mwppbpwljp t:!UUlpntpjntGt!: 
l.JL!wr 5.12-mu Gbpl.jwJwgtJtua t Chart Wizard-11 urwmmhwC'tt:!, 

npmu wnw2wrtrtlmt'i bG qpwqpwtiGbpp L!wnmguwCi mwppbpwl!CitijlQ 
L mbllWf!PtJnuf bG UllliflWUbmpbpp tupctbpCibpD: 

l)..mpu phptJwo UlWmnthtuGI! UlW[lntGwl!mtl t bpl!m Cibpqj1p' 
Standard Types L Custom Types: Standard Types -nu1 libpljWJwgtjnu1 
bG f1pwqpwt1Gbpp mbuwl!Gbpt:! (Chart Type) L. JmpwpwGL)ntp 
mbuwl!pCi hwuwlllwmwujuwG uuuppbpwl!GbilJ:! (Chart sub-type): QGI} 
npmu, Exccl-G wnw2wrL!mtl t hwt.lwCiwl!wG h hwpuwp mwppbpwl!p 
11uqhwGmp .'pnGpg wnwGoGwgGbL wtJbLI1 umq qmJGntj: q.pw:ppLt[1 

QGtnpmpJntGI! l!wmwptJntt'i t ul!GJ14P utz2ngntJ: UGhilWGb2tn qpw.'p[llll~ 
(qpwqpwup) pCiwpb[mg hhmn lllwmmhwGnul wpmwgnttJwa Press and 
Hold to \1/.cw Sample 4n6w4[1 up2ngnt.l L!wrht[l t qpmtiL 
oqmwqnpb-nllP mt.lJWLGbppCi hwuwlllwmumjuwli qrw:Ppl!I!: 

bpllflnpq Custom Types CihpqppQ mpwt1mqpmu t qptuqptut'iltbpjl, 
qpw.'ppl!Cibpp 1~GmpuwG hwuwp LlwtuwmhutJwo lf1W9ntg[1~ 

hLiturzwtJnpmpJmGGhp: liJumbq Select form juupruu L!wph[p t 
m hl1Wl111GL tlJ.nju wrrr Pi!:!' fibp!]Jll/lUfY (Built in) Ltlutl f[lWgmgft.c• ( U>t.:r 
defined) f1[1[lj2GPP9 ub4mu L opftfiwlj (.Sample) rJW2mmu qpmbL 
[!GmptJwa qptu.'ppl!p ol!p: llju tl111tLI1ltl hllwpwtjnp t Finish L!n6wl!p 
ubquwup wtJwptnbL w2tuwmwGl2t:!, Ncxt-mj qGwL hlll211Pl1 l[111LL, 
C'anccl-ml tJhpwgGbL hpwuwG[!, lwl! Gwjunpq tJmtL t.jbpwqwnGwlnu 
Rack Ltn6m4I! ul!qpCiwltwG tlJ.ntLntU tul!mptJ ~.P wGmt~: 4.bpwqwpop 
L!wmwptJmu t whllwrrrtJwa u1tupwubU1pbpp wpctbpfibpQ tlJ.ntjmJ:ubLm 
hwuwp: 

2-pq ljuur Unw2[1G tiJ.ntL!llU ublltibtnt! Next 4n6w4t:!' tl!pwGp 
tJptu qmpu bGp pbpmu Gnp urwmmhwG, npp tiJ.nJuwrrrpm 
hGwpwtJnpntpjntLi t UlWLJlu t2p tJput tnbl1Wf1flbl mtL!LULCibpp 2Wl1l2I! 
t:!UW um11hPl1 (Rows) L!wtl pum UJmGwl!Ghpp (Columns): bztJwa 
P2P2Cibpj1 hwu9bCibpQ qpwGgtJwa bG uzft[lm;p (Data range) qwzmmu: 
url!rnpq tlJmLmu pw9tJwa lllwmmllluGr mtiupt:! Gbpl!wJwgtJwo t 
GL!wp 5.13-mu : 
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-vt,. s.J3. 

UJu 4J.nqmu 

l{p.w pwgtlmt\ t hbmhJWL 
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1J4. 5 .14. Chart Wizard hr4tunuw4wG ulwmmhwGil lJll:iUIJD 

(3-IHli.Jml[) 

St\.]wt u
1
wmmhwGmu pwgbtntl. (Gq.5.l4) t/bpuwqfiJI (Titles) 

Gbpf1J1Pn llwpb\11 t Gbpumabt hwllwll!wwwutuwG l{bJlGwqpbp J1G.'.tl.J.bu 
tunwG6pG X,Y,Z wpwGgpGbppG, WJUUlbu t t wupmw Tlt1wqpwut~ 
hwuwp. · Chart Title, Category (X} a xi", Series (Y) axis lt Value (Z) axrs 

I"Jwzmtpmu: 
l)..pwqptUUp l{p.tu gwGgwJpG qbbp gntJ9 tnwtm htUUWJl 

wGhpwctbzm t pwgbt gw6gj1 qiJlip ( Gridlincs) GhpflPPlr q.btpp 
mbiJ.WI")PUWU nbdl1Ul} nGmptJ.mu t uqGplJp t\J12ngml: l'flwmmhtnGp 

mbu~n Gbpi.J.wJwgtJ.wb" t li4Wll 5.15: 
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"hl.j, 5.15 Chart Wizard l:i£14tunuwl.jwu l.l.jWUlnthwufl mtum! (3-pq t.flnq) 

UJu Ljmqmu qpwqpwup tJ.pw 4wpb!P t fiwh [!Gmpbt WJUUibU 
4nttJ.nq [bqbOqubpft (Legend) 'lPPPl!: Legend 4wnmglj_wopGhp[! 
4wmbqnppwGtppG mwtllu bG hwUWl)JltJ.Wo qntjGI1p' h qpwqpwumu 
Ghp4WJwgtlnu.i bG ml'}qwfi4JwG mbupntJ.: OpUihu 4wGnG' tbqhUI'}D 
mbqwl)lltl.ntti t qpwqpwup 6wJu 4nqupg, uw4WJG rtPPPI! Y,wphtll t 
tJ.mJuht: '1-pwqpwumu m4.JwtGbp wtJ.btwgutwu· tbqtGq[! wtJ.mnuwm 
lJmJulj_mu t: lbqb.Grl[! tnbT}W'lflbtm hwuwp hWUWUIWUlWUJuWG 
l.l.j_tntnmhwGmu uqGpqp up~ngntJ. wGhpwctbzm t Gzb.t Show legend 
l{tmn: lhqbGqp llPPPI! mptJ.nu1 t Placement qwzmnui: l.bqbGq[! 
4Wpbtll t mbrtWflllbt qpwqpwup Gbpphp uwumu (Botton), tJ.b.php W2 
wG4JntGmu (Cornel), tlb.pwnu (Top) , W2P9 (Right), owJupg (Lefl): 
ll:iqbfiqp mbqwryniwG UIWmmhwfi(! Gbp4wJwgtJ.wo t Gqwp 5.16-mu: 
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Chatl \1/tzatd · Step 3 of 4 · Chast Opltons 613 

ul.j . 5.16 Chart Wizard b£14tunuw4wfi l.l.jWUlnthwfi~ UlbU!?[) 
(3-~(j t.flnq, 3-fl'llllllJU 

4-pJ1 l/lni[.' l).~wqpwu;~ 4numguw iU l{hp216l Pl.\1Jtn4. hwuwu.w
muufwwG UIWumn'uwGlp tfr} mpJWt.p [!GUflflll.mu t qp.wqpwur 
mbtwrruniwG hp4mhfifiwt~ 1l{npnl:idpud:bppg lillt4n: "l~wqpwti[! 4wpn11 
t utqtWJ}JHl.tt wnwolpGt~2Hi (,As newsheel) h W11JnLUW4P hbm UntJG 
t2nll ((As object in) filb fpuhp}lp [!llmpmpJntG(! GntJGUibu 4w~.nwpqnu1 
t t4Gtp4p oqGntpjulipp : l.\,;~ 1! } mbqlUJ1Ilhtn4. As new sheet qpppnul' 
wGH}wHtbzm t qpuG"ghJ ufi ts 2P wfil{wG !'lG[! , npmt11 mhTttul}pmu t 
qtnuqpwll[!: 4-pl'} t,puqjl UitmmnhwGp mhup~ Gbp4WJWgtlwo t Glj_wp 
5.17-mu: 

UJu nqmJ. qpwqpw,u 4wnmgmuu wtJ.wpmtJ.nu t h Fin 
lfl Ciw p llfl2 ntJ.: '1-pwqpwu~ hqwi}PtJ.mll t wGhpwdbzm mtqmu: 
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Chart Wizard - Step 4 of 4 - Chart location · · 6 EJ 

'U4 5.17. Chart Wizard bf141unuwltwG l4lUU1nlhwGj1 Ulbupu (4-[1fl4Jnq) 

'1-ftwqjJWLfObpjl dLwtjnpnuf!J 

'1-ttwqpwtiGbp[! ljwnmgbtmg htmn ljwpnrt bG bUj'}wpl.Jl!bt 
tJlmtmtuuwG L. t.LwttnpuwG, hGwpwlJ.np t GwL tlmtubt Gp2b[lp 
tnwmumbuwljUbp~ , l.WlJ.llip[!. qmJGbp[!, qmuwt{npbt :pnG() L w.nG: 

l>npuwtnwtJnpbLnt9 WI1W2 T}pWq[lWll[! uljGpl.Jml Gzt{mu t: 
lfltGJlljnlJ. ltwrn'l t Ci2tlht Gwt, flJ1wqpwup wJU opJblJLI11}, nrr. LI1llJwt 
UJWhpfi tttbmp t bupwplp~}l l{m4mtuuwG: Swppl:i[l opJbl.JmGbtl a24,mu 
t.G LI1tuppbp ljt.pur flpnz 'lt.UJutpmu tiljGplttt gmgJl.H~ wb'lW'lJltlntu t 
opJbljli1Jl UJtupwbpmu, WJL rt.hUJPI:i!lnLtl. opJbljwp timmuljw 
zr2w4wJpmu: 

'1-Jlwqpwumu Gztlwb opJblJU1GbpJ1 ht.m ~pnpUwli1wtlnpuwG 
nbdptimu ljwpn11 t.G l{wtnwplJ.bt pwquwptttl qnpbn'lnLPJmGGhp: UJrt 
qnpbnll.lllPJntGGbpG JlpwljwGwyGbtm hwuwp uljGJlllfl W2 urnbrtGmt 
tltpwGJl 4Pw qmpu t pbptj_mu hWUUJ.wmwutuwG hptmiwGwgwGlj, 
nppg nUmptlmu t Format Plot Area hpwuwGrr umJG hpwuwG[! tlj
pwGp tlJlw ljwpbLtJ t l}ntpu pbpl::it ul:iGJntP Format hpwuwGwgwGljp 
utt2ngn4: PwgLJ.wa UtwmmhwGp tnbup n, LJwtutJwa ll.Pwqpwumu 
Gzl!wb opjbljli1tJy , mwppbp t tttCimti : ubpljw_lwgGbGp ~mpuwmw
tj_npuwG hpwuwGGbppg wubGwmwpwbtl.waGbp[!: 

Insert Data Labels ~(1wtituGG oqmwqn(lbtJnnl t lllfltnwljGbpp 
(Labels) ml:irtWilfltlWti hwuwp: StlJwt hpwuwup bplttunuwljwG 
U.tWUJnthwGp Show Label La Show Persent (gmJg li1WLUl\lmwljGt.p, 
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QlllJQ UJWL U1nljnuGbp) l}n6tuljGt.pm.J. ljwpt.t}l t mbqwi'}Ilt.t L hwGbt 
PWrtWflPfll.Ghpp utwmljbpuwG nbctpuGI:ip[! : 

Insert Titles : ~pwuwGG wljmptJ.wgttmu t t.J.bpGwqpbpp (Titles) 
JuupwqpuwG dwuwuwlj: \.lbrtGwqpbpn 4wqutl.wa bG li1h.pumwJ~G 
Gp2bppg, npnGp pGnpn2t!mu bG mwmumbuwtlnt.J., n6m1, 2w4tbpntj_: 
S4Jwt hpwlituGGbpp bp4tunuwlJwG UjWtnnthwGJl Chait Title ljn6w41! 
w4tnptl.wgGbtntl' tnbllWrl.[ltJ.nui Lt htuGt(mu hG tlbpGwqpl:ip[!: 

Chart Type: <,pwuwup u}l2ngnt{ ptugtj_wb bplJtunuwljwG 
ll!WliinthwGp oqUnLflJWUp ljwpbtl1 t tjmtubtllftWqpwup ml:iuw4I!: 

Auto FomJat <,pwuwGJl l:ipljfunuwlJwG UjWmmhwGp Up2ngn4. 
lttupt.lfl t nGwpbt nGpwgplJ tnbuwlJp qpwqpwl1p bGpwtnbuwljubppg 
npltt ubl.Jn : 

Fonnat Pie Group : ~pwuwGG wljUJfll!wgttml1 t qpwqpwuGbp]1 
:pnpuwli1wl(npuwG dwtiwGwlj: ULI1bllih{wb ll}lwqpwtiGb[l£! ljwpn11 t.G 
UJLI1li1l!htll.J.LULI1nthwGp mwpwbpnu.r }lGl[! npnz qbUJ.pbpmu wnwtlbt 
wljGwnm t gmgwflllmu mllJwtGbpp tlm4mtumpJntG[!: S4JWL hpwuwu}l 
llplJtunuwljwG UJWtnnthwGG mGJt Option Gbpq}l[ll}, n[lli Jlp hbpJ~pG 
UJwpmGwljmu t Angle ofFirst Slicie (wnw2pG ubqut.Gm!1 wGlumGn) 
ljn6wlj[!, npll til12ngn4, rtfltuqpwu[! ljwpnrt t Ujtntntl.bt WJU lJ.wtl WJU 
nt'lllntP JlUUp: 

Format Chait Arm: ~ptuuwGp bpLttunuw4wG UjwmmhLU(Hi mli!1 
Patters m Font GbpqppGbp: Patters-[! hGwpwtln[lnLpJmGG t uttutllU 
mt.'lW'lJlbt qpwqpwli!1 UjWtnmhwup 2P2tuGwljp n61}, qmJG[!, 
hLuuumtpjntGQ (Style, Col01; Weight gmgwljGbpp oqGntpjwup) L 
qmGwtl.npbt :PnG[! (Area, Patterns gmgwlJGbpp oqGmpJwtlp) : Font - n 
oqmwqnilbtl.md t UjWU1mhwGJ1 l1b2 wpmwUJ.wllll{bplJ.n'1 Gpzbpp 
UHunwli1bUmlJGbp}1 n6bp[l , l.Wl(tbp[l, qntjGbpp UlbrJWCJflUWG hwuwp: 

'1-Jlmw[lljbG.n rt}lwqpwup ljwnmgGwu op[lGwlj: 
OpftGulf. 
lfwnmgt.l y=cosx :}>mGljgpwJr qpw:}>plj[!, trap xE [~J,J] h 

&.- 0.1 : Q..pw:pplj[! ljwnmgbtnt hwl1wp wuhpwctbzm t A UJmGwljmu 
qpwGgbt x wpqmubGmp wpdbpGbp[!, lm4 B uJmfiw4mli hw2tJ.wp4bt 
y=cosx .cpmCiljgpwJ}l wpdbpGbp[!: UJf.imhbtnL. uljCi}1lj}l oqGmpJwtlp G2t.l 
utpqmubGmGbpp La :pmG4gpwGbpp wpctbpGbp[! Lt w4mf!tl.wgGbt Chart 
Wizard UjUJmmhwG[!: lllwmmhwGpg [!Gmpbtntl. XY (Scatter) 

uHuppbpwlj[! L qpw:Pfl4P. hwpuwp c:\l.f2· l(bJl[! GztJ.wa tllmtbpml. 
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4wnmgbt qpw:PP.4n: PwgtJ.wlt U}wmmhwGp mbup[! Gbpl.JwJwgtJ.wa t 
Gl.jwp 5.18 : 

Cl-pw:Pl14\1 ljwnmguwG lf:lmtbPD wGgGbtmg u Finish 4n6w4D 
ubi)Ilbtmg htmn t4pwG[l tlflw 4wpmwU}wm4hptJ.l1 qpw:Pr4n: lvGqp[l 
tmMwG wp'l)ntUJ2[! GbpljwJwg4_wo t Gl.Jwr 5.19-nui : 
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~Rnnkl 

A 1::1 
-1 0,54030:2 

-0,9 0 ,621 61 
.Q .8 0.696707 
0 ,7 0 .764842 

-0 ,5 0 ,825335 
-n.c; n.R77::;R:l 
-0 ,4 0 ,9210G1 
-0,3 0,955336 
-0,2 0 ,980067 
-0 '1 0 ,995004 

0 1 
0 '1 0 ,005004 

0,21 0 ,980057 
0 ,3 0 ,9SS33E 
0,4 0 .92 1061 
0.5 0.877583 
0 ,6 0 ,825336 
0,7 0 ,764842 
n .R n .RCJR7n7 
o.a o ,G21G1 

1 U,b4U::lUl 

~---

-2 -1 0 2 

"hq. 5.19. y==cosx :PmG4gflwjp qpw:Pp4[! 

5.4. MS EXCEL-/I JJmOljgftwOlip!J 

1-serie<>1 J 

MS EXCEL apwqpp[} U}WflntUw4mu t wnwGdpG opwqpwJpG 
lf:lwrbr · :PmGqgpwGbp hw2tl.htm huniwp: MS EXCEL-mu ~>mG4,
gjlwGbpp l.jppwm.iluG dwuwGwlj wGhpwctb2w t jupum U}WhU}wGbt 
flllWGg qpb.twoL.{! L. 62qppm U2bt, ph ml!Jwt ~mGljgpwG , np P22P 
ttbllbGmG t tJ.bpgUmu ntlUJ.bu tflmp.ntuwl.JwG: l>mGljgj1wGhpp oqmw
qnpMwG hwuwp wlihpwdh2m t ub!iJmp lnse11 hpwuwGwgwGI.jpg 
nGmpbt Function hpwuwun qwu u4fiJ14[l u[t2ngml w4m!"ltJ.wgliht 
Standart qnpb"l1J;!WJftU mnrij1 (Function Wizard -:PmG4gllwGhpl1 
lj_wpUfhm) 4n6w4I!: fx{l qnpltwljnu.lpg hbmn pwGwaL.bp[l JIW2mmu 

4hw.JmGtJ.bG .X \ J "·cl 4n6w4Ghp{!, npmbrJ. ..X. -n' 2G2btG t, . ...J_ -l! · 
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wmwrtm L. :J -If qpht pwGwoL:n: :bm04grwJr tl_wrtllb.mp (Function 
¥izard) hbm wztuwmbtJlu wnw2ru h\:ipppG tl{pwup 4Pw J1f1tpu t 
!bptl_mt.l ,'!:JmG4grwGbpp bp4lunuw4w0 U1WU1mhwG[!, nfiG mG[l 
tbUll..rJWLtnbup[l (G4. 5.20)~ . _ _ _ ..... _ ... _ __ _ __ 

............. ' .... . . 
Most Recent\ Used 'IF 

All •• - AND 
Financial -~ FALSE 

'_ l OR 
Date&. Time ~ 

' 1'-Mh & Trig ·· ·> SUM 
Statistical '. AVERAGE 
Lookup &. Reference ·.~ tiVPERliNK 
Database COUNT 
Text MAX 

- . SIN 
Logical ..:.- 1 .:J 
Information ~ ~- _ , .- _ -

IF(Iogic~l_test;value_if_trueiva~~--!!Jals~) ,lt.·. ; · "r ~ ~_:: >~. 
Retu;n·sone vai~ if-·a conditl()t:l Y,Qli specify ev_alua~es -~a-TRUE an~ another. 

valueifitevatuale-stoFALS~ ; . ~-_. , ~-.''rl: .... --..._i ·("'~· }. 
..... ' -~ . .~.-- . "' .. 

_·gj_. ~-~-- - -. ''.: :--. · _ - --.· ~~/:~·--· --- · ~- - ~ ! • ~K } l'~ __ Cance\ 

ulj_. 5.20 l:mtGlJ.9!1luGI:lpta [!Ulilpt.lw(i bp4tunuwl.jwG UJWU1nthwGI} 

:bmG4gpwGbpll tl_wptJ4bU1Q tJ.tWpmGw4nul t wtj_blJl pwG 400 
~pmG4gpw: :bmUyg[lwGtnlpq!bjaO~~ Ulpt~li*liGuill\lfl~qnpotl_nil 
mt\JwtGbp[! 4n~t}mu bG .. .. ppwpjlg 
uwhuwGwqwmt}mt.l b.G ; -ml: :bntG4gP,wGhpp bp4_j'unuw4wG 
U.]WUlmhwG[! 4P,utl_wa t hp4m uwup: ~wtu 4n11~P Function category 
qw2mmtl' Gbp4WJWg~wb ta :j>mG4gjlwGbp[l 9 4wmtqnpjlwGhpQ, 
11G ujbu GwL. All Ljwmbq.npt1wG, npmhtl Ghp4wJwgljwa t pntnr 
:\mtG4gpwGtpp gmgw4_n' nmn wJpptGwywG l{wrqp l..r Most Recently 
Used Ljtumtqnp!lWG, npmbtl qpwfigt}wi,. t 4_hp2f!G 10 oqmwqnpbt}nt'\ 
:\JtllUYfJ!mJlihpjl gmgw4!:!: :bmG4gpwGhpp gmgtu4mU hwmm4 mbf1 tG 
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qplUqbgGmu uwl"hliwmp4w4tuG, m[lwt~wpwGw4wG L. :)>pGwGuw4wG 
:pmG4gP,wGbpi!: 

11lwlf1mhwu[l W2 uwunuf Function name riWZlf1nu1 fihp4w-
1tugljwb bG hwtiwtJ4wmwuJuwG 4wmbqnppwGhpp hwllwp hGwpwljnp 
.'jmtG4g[lwGbp[l: Stllh4wmm (Help) 4_nnwlm uhtllibtm cJwuwGw4 
Excel-p twwqpmu t mbqh4wu1tJ.mpJmG WJG ~wupG, ph P.G2.Uihu t 
w2tuwmmu mtl.Jwl :t>ndi4gpwG L jlGz wpqmubGmCib[l bG oqmw
qnpa~nn'i qpwGmu {mbqb4wumt hwuw4wpqmu uwGpwuwuG 
L\1wumwpl']_pwtJ.npt}wo bG Excel-p 400-pg wtl_biJl :j>ndi4_gpwGbfll19 
_lntpwpwG~ntp[!): UltGp4jl ti.l12ngm{ wGhpwctt.2m t nGmpbt 
hwutuUiwmwutuwG 4wmtqnf1pwG L [lGmpbL hw21.}wpyuwG hwt'itUJl 
hwuwUJ.wmwutuwG ~mG4gpwG: Upqnu1tGmlibpr umml}wqpuwG 
hwuwp [!Gtnpbtntl :PmG4gpwG' wGhpwctt2m t li4GP-4P- umbqGll 
4p4Gw4p hwpt}wap up2ngm{ 4wG2.b.L hwuwtJ4wmwutuwG .'flmU4gf1wJJ1 
UjWUlmhwGn: Pwg~n11 bp4tunuwywG tJ4WtnmhwGmu wnw2WJl4tJmu t 
t.lnu.npwqphL wpclbpGbpp wpqntub.GmGbp[!: '1-ttmwpljb.Gp :f>mG4-
gpwGbpp 4P.pwnt.lwU up pwGp opjl.Gw4Utp: 

l . .:,w2tlwr4Ghpp qwmwpuwG Li :}:lmG4gpwGtpr oqmwqnpMwG 
utmpqwqmJG oprGw4Gtprg t P2P2Gbpp UJ12w4wnmtu qmGtlnq ~tl_bpp 
qnu.lwpnu1n: bGflWilflb.Gp , wGhpwdt2m t hw2tlbt B I :84 up2wLJwn:~p 
P2ll2Gtpp U(WpmGwljntf)jntGGtpp qmuwp[! : 

B I __ _____ G..___:-£_1)_ ---
456 458 . 
456 28-
89 · 567 , 

587 145 

-----1 
Q..muwpuwG qnpcrnqmflJntGn 4wpb\l1 t 4wmwphL mwpptp 

tqwGw4Ghpnt}: 
1-ftu bfJwuwlr Q..nuiwpp hw2tl_wp4mu .')lmG4gpwutpp tl_wp

ll!bmp ur2ngn~: Q..mO:wpuwG hwuwp [!Gtnpljmu t WJG P2P2n. npmbq 
L4bmp t u1hqw4_npb1 wpllJmGpf!: UJumhbU1t. ~mG4g[lwJp lJ.wplllhLnp 
(Function Wizard) ur2ngm{ pwg4_wa tJ.tWtnnthwGr Math&Trig 
ywmbqnp[lwJmu wGhpwdb2u1 t f!Gtnpbt Sum ~mfi4_gpwu h utqutl 
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)K ltneiwlm: tlun.uCipG wpulWUJWUJl[hp4mu t bptwnpq b.plJtunuwljw.u 

ll.lllUJnthWCil_! (Ci4wp 5.21): 

12t\ 

S4Jwt oppuw4p hwuwp 4tupb.Ll1 t GwL. u41ipljn4. u2tl Bl:B5 
I: 

tiJl2LU4tuJPI! L tu4rnptJ.tugGhL - - qnpltpp(!: B5 P2~nui tulltnmhum 
t1qpwGg l.ijl B l :B4 uj12UJ4WJJ;1Ulll qptJ.w~ j}4,bpp qmutupl_!: 

2. Ex.cel-[1 hhu1 wzjuwmbijm hwawju oqmwqnpb4,mu t.G 
Average, Max, Min ~mCi4gpwGbp(!, nrmG p rnpqwa UP2W4tuJpj1 hwt'iwp 
\llU?t{Wpltmu bG llP2PG 134.wpwGwqwCi(!, dtowqmJG L tlmppwqmJG 
wpcttpubp[! : Pl12L4.tu Cizbt blip, :j>mCi4gpwGtpt1u IliJubpn hw\lwp 
oqmwqnpOI{mu t ;pmGljgpWJP !.J.wpll.jbmjl fx qn11<>Nn'!: l...tuluwlllhu 
Gz!.J.nu'i t WJU P2l12£!, npp 1It2 wGhpwdbzm t 6bw4,npbt wpi1JntUp(! t, 
lUllmrlJ.wglJ.nu1 t f. qnrltpp(!: fchlbpp llP2tJCi j}4,wpwCiw4wG[! hwz-
4,wp4htm hwliuJ[1 pwgqwD ll{Unnmhwllpg [!Gmp4,mu t Math&Trig 
ljwmbqnppwG L WJJ1 \.twUJb.qnppwjpg' Average :pmG4gpwG: llJil 
qnpanrtm~JmGGbp[! 4wmwpbtmg hhmn wGhpwdbzm t ubfJ.Ubt OK 
4n6W4i! l. t4pw.Gp tl_pu1 l!W[1lflWll!WLOlthpl{!l hbUlhJllll UlllitnnthwG [! 
(G4wp 5.22): 

----'-----~--

' 

~~~------~------~ 
~ {45~;4S6jB9j587} 

... 

----~----·--~---~ ~-·· 

I ---.. Cancel - I 
'U-4. 5.22. A 1-erage :j>mullQpwJp hpljtunuwljtuu UJtummhwu[) 

Pwg'-1_wb UJllllilnthwGp Number UJOfJ.ntll qpwGglJ.nu'i t uzw4tlnTJ. 
P2P2uhpp u)l2wl{wjp(!: lJ112W4UlJPQ ljwpnl'} t mp4.bt hp\.tnt hfJ.WGw4mJ' 
uml::iTJ.GwzwrtJ oqGm~Jwdp 4wti dqu)14_n4,: lJP2wl{tUJPP Gzmupy hhmn 
UJWmmhwGp Formula result J1tuzmmu qpwGg4,mu t ~mG4gpwJp 
UJWlflUJUtuwUI!: lJ112Wl{WJPI! 6llwlJ.nl1htmg hhmn u4fif14nt{ 
wGhpwllbzm t uhll.libl OK 4n6w41:!: Upi1JmGpnui , GwJuwL4.bu Gz4,wi) 
P22mu 46Ltut{nptlll .<pmGltgllwJp wprumug(!: 
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'VmJGwm[ny qnpanrtntPJntGGbp hG ljwmwptlnu1 Max, Min 
:\llnGljgpwCibpp npnzuwG hwuwp: ''lmtGljg)1wGhpj1 tlwpUJ.hm" UIW
mmhwGQ J1nlJ1U phJ1bLnt9 hbmn wCihpwclbzm t [!GrnpbL Statistical 
ltutmbqnp)1wG, nrnnbJtllg Max ljwu Min ~mtGljgpwGbp[!: 

tljpwG[1 tlJ1W ljwpmWUJ.WI.OljbptlhG hWllWUjWU1WUfuWG bplj[un
uwljwG utwmmhwGGbp[! (Glj.5.23. L. Glj.5.24.):_ ~.,..----~---, 

~ ..... :, ., . ~. - .~ 

MAX -~ -Numberl -. --:---- -~~:--- - ---- _-_. ---~ {45~4s~~:s'e;~--~l 
.---------------~-----~ · - , I 

, Numb:rzj __ _ , ._ .if= \'- ~- - -.. !!. ~. J 
- .. -:---- -- -~-=---·------··- -----------.. ~ .. ------.-. ~~-~87 .-- --+. -- . 

Returns the largest va~e in a set of values. Ignores lotiical value5 and text. :~ ,6· 

Number 1·: number! ;number2j .. , are 1 to 30 numbers, empty ceUs, logical values, or 
text numbers for which you want the maximum. 

l
r--------, _ Cencel · j 

Formula result = 587 OK - _ 

v4. 5.23 Max JJmGl19PWJP bp4)unuw4wG UJWmnthwGD ____ _ 

··MIN---

!1 ~ ... Nu~beri_ .... IB_l:-B'I-----------:5]:-r= {456j456;89;5,87} : 

Nurnberzl . 5IJ "' 

twljwGli WJU t, np ~mGljg[l.wGbpp. wpqmllhGmGbpp ¢n¢ntu
uwG qbUJ.~n 11 4wmwptlntu t wpfljntG12tJ wtlrnnllwm hwztlwpljmu L. 
t.pm{m[umll: 
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v_wpdnlJ~Jm6 I 
4wqubl WTlJntUwlj , WUJ.W. 

w) mbqw¢ntutL WrtJmuwlj[! wz[uwmwG~wJl1G t2mu, 
p) UJ.WmrStGwhwGtt WJG GmJG wz[uw~nwG12wJ]1G t2r l{pw 
q) Ll[WUJCihGwhwGhJ w JU WJJJ.l.llh!WmW~j_llG t91't_ t1_1_1w: 

Sumbuwljwu pw dCi~ w2tuwuJwlj~gutr/1 uJp6wljnt1u1t1 gntywlj 

UqqwGmG, wGmG 
I 

J!!IhuGbp 
2 J 5 

' 

_j_ _6 7 8 9 _I(J_ II 12 
I (fW[JWU{btnjWfi U[JWU 

II 12 lfJJflQJyw!i Umuwfifiw ~ 

3 VliijipJwfi Q.wqjJlj 1-- a. ~ jS/J(j[llUUJWU Uptf!J(j _E 5 )Uuwmp-.;;;if '-lwhwfi -:·; Jt 6 jPpnwuwfi £fwpb0 

7 'C_w putuywti bpu WfliJ t--

8 l.!?wJywO Upwpwu1 

~ 9 IUwfl(jUJWU 'I.Jwpft6b 
Ito (/.WUUJW[J}Wfi U{l/}11lf1 

v_wpdmp]nzfi 2 
UNICOMP ~~lipuwJjl hmGtlwpp 25-J1 wut.pn¢wqpp 

UUJpwfipjJ .. 
wfitjwfinuf[1 q_ftfi[1 ./2w fi w!Jf1 

t ' . . . 
'· ·~ -q.n[lfwpf1 

128Mb RAM 140 3 -~- -·• 
~Gb HDD 320 2 : c •• 

: 

~DROM 170 4 - .. 
' Sound Card 84 4 a .. ~;.!...- . 

12 8 Modem 484 I .. i ~ 

' 
~INDOWS 2000 100 5 ., ' L .,..,. 

I ,44Mb FD 0.7 21 
' LpwgGt:it «Q..nuiwp[!>> ujmGwlj[!, i1w24P wnGbtntl , np. 

Q..mllwp~=Q..ttGQ x .J2wGw4[! 
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tlllljld111FI1Hfi 3 
.:.Lu njb] « [~(iqtu tJ!::i G [I>) UJillLiiU lJJl l, llllltUl w P clbpO b.pt~: 

U'11ql.opJ1 hLU(ioGuw(i lU\lllJIHlip(it.ll(~ llpbplltUU \.jl.iulb.]lllU.'i. 
ut.u]ulbl~pt.p\1 7-11 un\.JtutGl.[!lllj: 

CJ 

I ~ :§ ~ -~ ~ l 
i J!W>\WP I _;, _ _t __ 2_-\---~-+-IO--+-G.-;::-t--g-,_----1 
1 b<i>L..tuG ---r4l. 4400 6320 7050 4560 ROO -~------1 

~~~P~hp~lllJ ___ -+_~57~0~0-+~3~8<~JO_-t ___ 5-:8~~-~90~0~~~~~J6~1~~---~ 
\ 't__,njbUplo]lJLUli 3 750 4 750 2600 3265 988 
't Uutlwnuli I 000 4500 2500 4800 300 

~LLUGllU'Hlll 3000 2300 I 700 1600 500 
!1--,_..:.._.l~- l~~,t~~?~w:::..:l~l ~-+.....=-:.! ):..:::-o:...::o--t---=-=95:....;o_o-t·- J-.:-8o-:-:o 2000 700 

u·bqp]l 2500 4800 5000 1900 900 

L~ )UllU!llUll :'\000 I 600 6000 1800 1 so 
UpuHU2Wlll 8000 1500 3000 :J.OOO 200 

--

r (~liqtuU:l;up j 

LJIUJqlitJ wn muwun: 
Lrntpn- l;php - ~nph))-

.-!.L1Gq2Lup~Jl nq1pwp CtUI-'lllp 
ll!ll)lLLI-

JUIJH\h )LIIInJll 
\j[l 

JW1mh 

u·wtjp)H) 10 12 II 12 14 13 13 

LtnnupnG 12 
1 

13 10 I 1 11 12 I 13 

: llllli 7 8 9 9 10 

+=~ Pp)lll UbL 8 7 6 6 7 

l:ipulUG I 4 8 5 7 6 

u·nulltltu -2 -3 -4 -5 -3 -2 -2 

([llU~ I 3 4 I 4 5 6 6 7 

IJ]l (i [Ill. Ill ll 
')b.pULUUUl. 

1
uwr.uJHlnu) 
ti?bJlUIUUUl. 

tnuqtlb[11Jlwqpun1 J:!llll1 tjLupJmi~Jmli ~-11 tulUlllUlul]jL 

'.ll) ~flllJ!J U1lllt 2hJ1LlLUULtlj16UlQjl ljmljmtUIIli~JnlG!_! ' l}UUl pW1lllllllibp!l, 
~ '! ~~ 111 J$.] UHU l 2 b llllt U lJ Ul jl (\ lll 0 jl ljllll tm p.mq~ JIll (.ill . [Ill Ul 2 UJ p lll fH~ LU 

t>ph1l!J: 

llWj7dl1lf~Jilili 6 

lpul!:]Gbt LUIUilllltulj_[! : ..:.w2tlbl <(U1w» UJntGwlt!1 lljNj1G, 
thu puj1 Llnttl , tij1Ci ln1n ui w 11 ctt12 Ci b Jll!: 

lfili[JQ laupuuufpbf1p U]w Pm;uJ :;Jm 

1 U ]i lU lllU Lll I ::!,5 15, 1 I :w 17 
.., Up Ll LU ~ )l fl 13 14,8 21.4 16 
3 SwtlntJ 11,5 II 19,3 19 
4 UrnuqwonU1Ci 17 13,5 18.3 ?0 
5 4mnwm 13 18 18 18 
6 q_ b 11 w Jll2 Ill (i )111 !4 13 ,4 19 17 --

,_]__ C]1pw 13,4 11 ,5 15.9 16 
8 '-l.LU IIlli On!l 18 19,7 19 18 
9 Lnnb 14.7 13,4 15 4 13 
10 l1 1 ntGh!! 13 ,1 11.7 !9 16 

C:GnwutGn 

'-l w J1 dIll f1.1 /1l [j 7 

lmiqtibt qJwlqptUJS QULil tlwpclntpJm(i 6-ll wrumuw4j1. 
lU) 9ilLJ9 UlWl UIJllllWflJltlLUO U~bJli)UU]l)l }2U10Wl!Q. ~Uln tlWpqbpfl, 
P) !JIILJ~J U1 Wl LUptnUHlPL\ Lll 0 tlpbppCit[ll1 J2W CitulJ.t_!' IJUUl tYJ-lUflplil:ipjl 
lllUUWl[Objl)l: 

I 
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\..f.tU!ldlllp,JIHU 6-p wruntutu4p jntptupwu.umr UJ111UW4P 
hwutup utmuGwt uw~upumu, upGpumu L UP9PU WJ1Ubj,2Uhp[! 1.. 
wrumuw4p 4h!lSJIHU wtlbtwgCibt hwuwtqwuuuutuwG wGtltuCimutib.JlllL! 
mnf}up: 

'-l.wpdmppu[i 9 

4wqub.t w1umuwl.j' 1.4tum6hCiwhwCiuwu up~mgntl umwGtutntl 
4114 liLtnrt LtwGqw4 Cibp[l: 

f}.tuuuup4 Lttu0t~w4Cihpp m4.Jwt0hp[! umwOwt' qmuturttnLt 
JntpwpwlivmpthuuCiwDJlHIW m4.Jw1.UL11ti' !)UUl wupuCihpp: 

Uwu0w6Jmrzbf1fl hwuwJ2WfJWEWJ{l0 gwOg 
-r-

kmullw_p [<l>bu•fltl.wn iUillpiJ) lit4ral'lt lJ'WJllu I r- J 
Cl.l}uwtl_npnrJ. I 

6hnGwpij_n!JtlntU 

1---Qwnw Jnl~JmUCib[! 20000 17800 20300 16200 17520 ! 
~l?w~n}!ntUGhi! r---!lQQQ_ 19800 l5000 18000 lo2QQ_' 

~~ bw!uu~_[l_ 14000 16200 18700 17~00 18000 
Upwpl}]l.pjl O.w u (i wo JOUJ I 

Uwnw jnLf !OlU fiL[l 17000 ' 15000 9000 12100 13200 

U wngw t}npm L'ilittn 16560 20000 11000 I 11320 15200 

liJl owll!ul:iJ.l 17700 13600 12500 15400 14310 
I 

ChG~wti.}IJ'!llliwuGw6Jntrt 

9000 %00 8600 7800 ' 9900 thu nwJliLe puG GbJ! ' 

U LU J!QtU~O[!OttHi bp 12000 10000 K700 9000 8000 

Un l)wtuut.p I !WOO 7900 9000 8500 7900 
ltbOUlJlO{ijl UWUUWOJOU"( 

t5wntll JnLP JmGubp ( 57000 45000 48000 44000 51200 

U wp pwLLnpmuu tn 65000 51000 50030 43200 60000 

L lln bwJuutin 45000 5<1100 31000 50000 52000 
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I Q-fhfwfi 
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Lmutuuym~l 5831 

-
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Duhu~w!:Q ' 830 r-j 2 
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1----
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. SJM ~li:!J1U1 l 14170 
~ 5 I Swy hi!_ I 1489 L 5 

[Cii!]w unu11 j J 

.-'Jmgnllf. '-twownpp qpu =- quuwn qpu·' 15% 

Cl-mutup= 4tu6wnpp qp(i x pwCiw4 

'-ltupdnlJymu II 
lpwgCib.t W1UntUW4[!: 
!3mgnuf. 

rTlw hnuHibp=b 4wumwhw!11r~ungwl. htum4wgnuHibp 
Ui tu tl (\ lUIJOt[l W2 tumw W[! ""tuzf:l:numwljw[!a-~whm_u~--

'J.mjwqr}/1 pwdfi/1 hmlj1u wrJwjw w;ftituutwt/wptift gmgtulf 

/ I 1 llngwJ. - I . 
I . I · Uw >m 1 1 

)Uqqwlim(l l!,,Jmu- blttut/tnw· hwmltw- jiTJwlmuf- ' '/. I j . I . ( 1111//IIIU-f mw!ftupto !Jwplf, 12% I gnuiubp, filitl 
/,J% 1/iWI/IliJid 

I q.WJUtllJW{i 5JOOO [ l I 
' ? Uw b t/IUJ u; w li I 
l~ 

45000 

lljjwq.fw{i 47000 I J 

l 4 ..: IU {j n{!J W {j S/000 
.5 fiimt. tf w u 1 w fi 28000 

:___£__ tlftw~twli 36000 

~ tTJn muwfi 46000 
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8 jUuWW£llru0 25000 ' 9 . ('J.wUftlifiWu J2000 I 

~ llt/lUCJtwfi . 50000 J 

L_lf:OIJ.wlfli{i/1 
- ! 
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Lptli~J lit-.L lUIJJlllllllll] fl: lJ]ttu(iUtu{i LjtulitFUl[Uhpp unu~ (i lit tm 
oqu1 tjbl j1 (ip (i w Ullu~Jthu (i :jmt(ilj 9Jnu Jll9: f)..tu tntllfl it tjtu(i qtu lt n bfif~ 

1 p tU~Jl.i bt pwli tuMtbpmj. oqunjbpll[ !-Jlll ~Jnll\ll~r 
8fii.Qllllf 

U[1U1llll)[1llll[ LUG owtuubJl =" ut.ztutllliHUl[wpo + tjlliJl<'ttuLj6wpGhp + 

murt2Uil[npnum hilP t!tupthulttu tnu)l LUJL (huf'u ullp: 
Ut[bJWSJ4wb utp(Jbpjl htup4p htuztl~mu t npu[liu !nuunLJfll' 20~;(): 

.(LUUIILJPp pputgmu)lg =htUUOlJ[l - lUl[blllll}tltUO tupdt'tj2jl htU[1l[ : 
,; w t/iujuuwfi oqmuJfibtr=hwumJt~Q j1ptu9 n t t~llQ -llt[lUlttll)pWl] LUG 
Otul'trut.[l: 
blj tuunun (ih ]F tuz jmmmutJturJo . httnhutuum(i oqnan Gbp: 
::Jti!!tiwjll[. luuf1ltlif1LJ hljWLiln w/ibp/lg=blttllL~nttn [i bp !1 22%-J!U: 
:,JtwGwfllfliiP.JW{i lfwpmjllilfWlF!Il UJ[t-'" h tu u tu)utunCi oqn 1 tnfi hp 
- obn(it~ . Juu ll .l:ipp bltutlntm(ibppg : ,- - -- -

-.-~~ -~-~ 

I 
c-:::; I 

~ ' n 1.-::J 

[)lll9UIG!l2f! -5 I ;2::> s~ ~c I ;:::... c -..::. ::I ..0 - ,..J 5 ::::$ ~ .:::r 0.. 

. , 0 :5 ~·7 
;wun~L____ __ l l5067B 16995X 1988"11-~l-B96 1Q__ 
~~t{UIO wpdbl?[1 hwplt __ _ . _ _ _ __ _ _ __ 

,.:; ~lli!!_J.e.J.!_llf"llll rllll ~J --=--- ---·-- --± 1 

~pulu~unuljluG ihu!uutp j 

~tl!.!!:.!.r \UlJlllULl1Ul~Ul[1<'l b600 600 600 600 
lj wpo 11Hj6Utj1Gt 1 I 2500 2500 2)00 - · 2500 

-
u u1 PD wtj_ n pn ul G hpp I 1500 !500 1500 
t[lli~LU\JWj11Lll I 

!5~ - -
IUJJ butjuutp 86264 11639(1 1525=t 145200 

I --'-· -
__ ______J 

5J.!!t1iufuwnfi oqm mfibp ----~-----

MJwUmwfibB ;=t== 
rlinfiwplf. hwp/;bflf! 
"LWUnL UJlibpL/(L 

,:;J!mfiwplJ. lfwpmp blfwtfm 11/fl , I -
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·-·- I Plhui.J.~. Pliut4z· f!Gw4~· f.lG.wlJ~ . I 

1995 1996 1997 1998 I 
:Gtlhnhw 8!92566 ~221310 R251648 ' 'fl..27577R 
:j)j,anuunhw 4711439 4725664 4738902 4752528 -

~hjUUl}l~ 757R903 7565525 7568430 7562305 
.~Jnpt.lbQ.lltu 4007313 4026152 4043205 4058671 
/~tlbJUlU£!nw 6403500 6333313 6316424 6332568 I 

:_GCi nw ut.Gp I -- -
c[w[ldntpjlu{i 14 

CuUl t\tlljHJlllJlJndi 13-jl wrt)lllltw4j1 ljwqtlbt q.jnuq_ptutl, npUlbl] 
qlliJ!J U1Wl pGtlllj~nLfljlU(i fl!Hl~ · ~UU1 UllUpplibpjl: 

r..[wpdlllftJndi I 5 

Cuu1 4tupam1~Jill (i 13-\1 tU'1Jnl utu4~ LftUQtSbtJl\lWl\lltlll'i, ll]IUlbJ} 
LJIIIJ<J UlW] pliWlUlll(~JWU f)jll{J1 ' j}UUl bp4fl(lbpj1; 

tj_ lU fl d!llfJ.J Jll {j 16 

St.uwljtuti'! :ll•! t\wrdnq-tJntG l3-\J Lurumuw4!.!' 1~um !996t1-p 
plitulj.'_lllf)JWG lllli1 ·\I)Ub[1f1 ul6thu(i ljwpqlt: 

r..[wpcf!llfJJ!Il {i 17 

:b\lLUlJHiwU L~)l2ngmj HIHJ9 U"lWL tjwpcJmpJmG IS-j1 Wllll1llltll-
4nlu LUJ!l hpljpGbJlJl unlJwtlibJ1f1, npn[ig pGwlj(nL~JutG pjltiJ! 1995p-pG 
uM t b.11tL 6oooooo-r~r 
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l/..wpdmp;mfJ 18 
ShuwlJ.wl[npbL wrumuwtw. 

w) ~um l.jwnmgl[wopwJflG uum[lwpwcJwGnuHil:i[lp, 

l.f..W1Jdl1lfJ)fll fJ 20 
LpwgGbt wrumuwtm 

p) [IUUI wuwuGwpmaw4wG u~bpuf14nqp, 
q) !}U\.11 TJ.WZlilhpfl: 

I l!wnmg- I 1wllwtuwnG 

- ... . -.....:;;: 

& ~ !;::. -.... l::.l '=:l ..;::._ 
<hllftfiwlj Uw bq{}uJqll1J(}mp Jill fJ ~ "':::..:&-~ ~ .~ -

c:::r 

~ §-- ":3 ~ 
~ § 

1800 12 1968 
4WOQ. UGwuOw- Wf1U1Wfl.f1WUPf1 .. 

pm6,1l~bpQ~ 'lwzmo umnpwpw-
<twOmllObpp tullpp 4nn.o L4LW0 t.flwumwgp 1900 13 1971 

unnn 1700 18 1982 
01 004 11 87 84 1850 17 1983 

1760 /9 1990 
1890 13 1985 
/800 12 /975 

02 004 13 24 22 
03 004 18 35 36 
03 004 16 12 10 
01 003 11 25 27 
02 003 18 48 48 1500 10 1994 
01 003 16 14 14 1540 /9 1991 
03 005 11 66 60 
01 005 13 33 36 
02 005 18 75 78 

l/..wpdntp;mfi 21 
LpwgllhL wrumuw41!· 

r..f..wpdmp;mfJ 19 
LpwgfibL «q.bpw\.iWliiWpntU» UjntGW4J:!, gnLJg ll1Wl WJU 

ll!}bpl]Gbpfl U14JwLGhp{!, npnfig qbpwlJ.wUlwpmua wligbl t 90g --pg: 

1. Qllljg U1Wl Plllllll q.Lon{lqjwGGhflll mtl..JwtGh£11} , 
2. gmJg mwt Q.wlpcuwG Upmw2buf1 untJ wtG bp[! ~fllUlflOWCi ufl2ngn~. 
3. gmJg mwt 52-ml u4m1m1 hbnwfunuwhwuwpGbp mGbgnqGhflfl 

Ult.J.JWtGhpQ: 
I 

.e.wuwl.jG <l>tU lfim ~a f1 Cl-bpwl.jw-
UptnWilJlWUp[l U10UW\..jfl 

pw w [!, 
[!Ulfl 

mwpmu, g 
UILWGp, 9 9 

U;JCiwGwgwG ~:mnbCi 2000 I 2800 
q.WJl\1 4800 4500 
Y.wpuwl.! 1800 1500 
4wl:} 19000 21000 
tl w ~ (i!lh!} 3600 3680 
4wnum~tll 1900 199:<; 

22-45-9 1 
52-68-63 

·' 27-98-76 ' .09 .39 
4 39-78-81 12.06.61 
5 52-57-33 15.09.60 
6 22-87-32 18.02.70 
7 58-46-87 19.05.65 
8 53-93-34 23 .09.58 

42-96-68 /04.08.51 1 
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1../.wpdmp;mu 22 
Lpwgfibt wrumuwlm: 

UqqwOmu, wumu <.wugb ~bnwtunu 

22-45-91 
52-68-63 

1. 5ntjg lnWL pntnp pGcthGbpGbpp unlJwtGbp[!: 

Uzfu 
ITJ wz m n {j 

w-

38500 
26000 
39000 
38500 
30000 
24000 

2. 5ntjg lnWL 25000-pg pwp6p W2luWU1Wtlwp6 mfibgnllGbpp 
lnl.lJwtutpn: 

l/.wpdmp;m{i 23 

;!,wztlbt }mG4gpwGbpp wpdbpGbp[! fi2tlwb llP.2w4wJpbpnu1 
(lnwpmtwgGbt :pmGlJ.gpwGbp(!): 1 

4wnmgbt :pmG4gj1wGb.pp qpw:Pr4Ghrn fi2tlwb up2w4wJpb
pmu. 
a) y = 1 + ln(l + x), x E [0;0,2], 6x=0,02 I:JWJLntl., 

1 

1 + x 2 

b) Y = l +X , X E [0,2;0,8], ~X=0,02 pWJtntJ., 

c) y = 2e-h x E [0,8;1,4] Llx=0,02 (2WJlntl., 

d) z = 3cos(2x)- sin(x), x e [ -3;0] 0,2 pwJtmt: 
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~wt.J.bit./.WO I 
SUP USb'J.l.Jbf' 

Swp UlnhllGhp · b.G 4n~ttmu umb11Gbpp WJGtqpuJl hwuw
mbllntJ3JmG, npp UU1h'1Gwzwpp UP211911lJ. hGwpwtlnpnt/}jntG t mwwu 
opJb.4mGb.pp hb.m 4wmwpbt u1wppbp qnpbn'lnLJ3JntGGbp: 

I. <pwlfwuwgwliljft !Jpwtlwfifibpf! 
File hjlwliwfiwgwfiq 
<Ctri>+<N> 
<Ctri>+<O> 
<Shfit>+<F12> 
<Ctri>+<P> 

EJ:iithpwlfwuwgwulj 
<Ait>+<Backspace> 
<F4> 
<Shitl>+<Del> 
<Ctrl>+<l ns> 
<S hi ft>+<lns> 
<Del> 
<Ctrl>+<S> 
<Ctrl>+<F> 
<Ctrl>+<H> 
<F5> 

Table hpwuwfiwgwuq 

<Shift>+<Ait>+<5> 

Umbqobt ... (New ... ) 
Pwgbt ... (Open ... ) 
'llwh1.4wObt (Save) 
SUJbt ... (Print...) 

<!,pwdwpl{bt qnp<)n'111lPJntUJlg (Undo) 
L!pljGht qnp<)nqmpJillU[! (Repeat) 
Limpbt (Cut) 
fllwm6buwhw(Jhl (Copy) 
Sbqwqph(.,unuuo ht (Paste) 
=lbr1wgObt (Clear) 
Lr2bt wt'ipnrt2D (Select A II) 
q.mGbt ... (Find ... ) 
<l>ntuwilJluht ... (Replace .. . ) 
Uugmt'i ljwmwpbt ... (Go To .. . ) 

"ll2t1 wrumuwljQ (Select Table) 

2. U2Juwwwup t.ftwuwwprlPft mbpuwft hbm 
!unphpiJwuftzbpft .'jmplfwmwtfnpmlf 
<Ctrl>+Shift>+<F> <Shitl>+<F3> 
<Ctrl>+<Shift>+<P> <Ctri>+<Shift>+<A> 
<Ctrl>+<Shift>+<>> 
<Ctri>+<Shift>+<<> 
<Ctrl>+<]> 
<Ctrl> ·<[> 

<Ctri>+<B> 
<Ctrl>+<U> 
Quwtflntubt lllWilWUlbUW4Q 
Quwt!JntutL mwnwmbuw4}llwt!Jul1 
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lJl,ilUJS)lilot 
llllU lllll U l b lllU lJ[l 
:ttll]lll l 

IJlnppnsJ li bt 
UILU nw u 1 bu w LJ]l 

.'lUl]llll_l 

<Ctri>~<Shi ft>+<\V 
<Ct rl >-'- <S hi ft>+<D> 
<Ctrl>+< = > 
<Ctrl>+ <Shift>+<==> 

Ubou•~JGbt mwnu1u1bmu4ll ~tut]•ul_l l lJliuna[ 
<1Jnll flll9Gbt UlWillUUJLuw4!J ~tut)lll[! I ljbuun~ 
C))n!"ubt mwnbp)1 ntq[1ump 1 

~Ltutjmtubt 6bmuqpj1 
Sbqwqpbt/hw(iht ptnt[tugnu\u 
SLillLUI1J1b [_llJwCibt L!UI]qOnlliU 
QGrjqbht utlj qomj 
CGqqi>bt bpljm qoml 
::Jl.wltlntubt Gbrtfll.h rG~bpu [1 
::JL..wttJntubt 4_brtl.h rG~bgu[1 

fTJWJ!pbjllJl/}jlll {i(ibp/J .'jmptfWl/lWlfllJlllllf 

<Ctrl>+<l> 
..:::Ctrl> <2> 
"-Ctrl>+<5> 
<Ctri>+<U> 

<Ctri>-'"-<E> 
<Ctrl>+<J> 

<C!ri>+<L> 
<Ctri>-<<R> 
<Ctrl> f-<M> 
<~Clrl>~ <Shift> -.-<M> 

Sbqtuqpl:i[ ubljw l.jwG UlUIJlWOntpjlll {i 

Sl:iq LUrJJlbt bpltm tuLJt.u (i UJwpwom r.1mu 

StiqWr][llit utljml.jbuw4wG UllU[lWOntpjmG 
Ubt)tugGbt/tllnppwg Ght Gw!uutU]Wpph,'tu4 wti 
lllW[lll!Oill!)Jill G[l 
4bGUJpn(i Wl]J1Dl ll]WJlP bpntp.Jm(i!_! 
.:_u•tltuuutpbglib UJWpp bpnLpJn tGI} 
hLUtitUUWJllU~WL[l J1UlllllUJUtllflJLUllp 
.:_wt.ltuuwpb~]tibt ll)W[l[-)L]WI!-}JlliU(! t~Utju)lg 
~wtlwuwpbg(ib[UJluppbplllJ'~Jlllfi]J w9]1g 
Sbqwzwpdbt utwppbpnt flJ'Il (i!_! •)bliJjl LU9 
Sbl)lU2W]ldb[tquq1phpntpJnt(iJ~ t)bttJll t\wtu 

SbpumfJ ljwt.f Oljwj70bpfl !Jbnwgnllf 

<i3ac kS!JUCt:> 

c·tri>.,.<Backspacc> 
<Del> 
<Ctrl>- <De)> 

0 .!Ill tf{ibp WIUI1WW{fllllf 

<Shtli">+<Alt>-..<5> 

138 

<,bnwgGb[ !1Jnphpr]wfijl2Q otu[ujlg 
.::.umugGbt pWUJl out!lJ)lg 
<bmugGbJ. /1-mphpqtuG/121] W2P9 
<bnwg(il:it pwnu. W2119 

7 'L'I/WiJ JuuunfwojJ £101JlWJOnuf 

-Sld"t> -< .... > Vb4 tunrthl11fWGfl2n4_ wp 
. Shirt;..-<+---> Ublj tunrhf1~wuf12n4. owtu 

<.. "trl>·r<Shift>+<---.> U]1G:L pwnp 4hP5!0 
.. Ctrl>~ <Shift>-~< ... > U}lG <'L, p•un)l uljllQPl_l 
· Shitt>+<End> Ul1 li~L umqp tlbfl? l_l 
, shi ft>+<Home> U]1li~L umqjl. uljjl.qpg 
-Shift>~< 1 > Ubl.j UJnq Gt.rpL. 

-· Shiff>-"--<T> ut4 uJnrJ4Lpo 
· :CtrJ>-,- <Shift>+< 1 > U[lG~L l.l.JW[lpbpntflJWG pbJI?[l 
<Ctr\> <Shift>+<f> U[lGzL UjwpphpnLfJWu u4]1qp!} 
<Shili>+<PgDn> Ut4 tl.jpwG tjbpL. 
--.Shift> <PgUp> Ub4 ttwwCi tibppL 
--Ctri>+<Shift>+<End> U]1G2L. tPLUULnwptl~[l t.lbP?D 

Ctri>+<Shift>+<Home> U11GzL. t.11w uuJWpf1~11 u4ttqp[! 

lmtjllii1J1}1. 0.!f7.o_1ft U1b!]Uil/1lljzmuf 

<~> 

··ctrl>+<.-> 
<Ctrl>+<-.> 
·-End> 
<I lome> 
< T> 
·:..1> 
<.Ctrl>+< T > 
<Ctrl>+<l> 
<Ail>+<t> 
<:t\!t>+< l > 
<Shift>.,.<Tab> 
<Tab> 
<A h>+<Home> 
<Alt>+< End> 
<Ait>+<PgDn> 
<Alt> +<PgUp> 
<Pg!Jp> 
<PgDn> 
<Ctrl> +<P g Up> 
<Ctri>+<PgDn> 

Ub4 !1Jnphpl}wU)l2 (lwtu 
Utl.j tunphpqwGt12 w9 
tJty pwn (lwju 
Ublj pwn lU? 
Sm111 t!Lr~ 1 

SnrJ)l uyj"lqp[! 
lJty Ullllj tjbpL 

Ub4 umq (ibpDL 
lJtlj U[WppbpmpJlllfi 4bpl.. 
Vb4 UjwppbpntpjmG Gbp!JL 
Urumuutljp Gw[unrul P9P2 
Urumuwlj!J hw2n JHl P9l12 
lllUillUWl.jlllU Liby UjntU JjbUjp ow[u 
Urumuutljmu tib4 urmG l}bUJtl W? 
l•umuwl.j)ltnnrlJl wnw9hG P99P llnlll 

lillJtllUwljjl mnqjl.tlbJ19l1G P99ll unm 

llll.llllULUlj!l UJ!ll Gil tlbJ12lJ(i P92l1 unm 
Ururnuwlj[l uJmGj1 wnw2!1G P22ll tYrnn 
Ub4 tljpwG tlhpL. 
Utlj tljpwfi (ibp~L 
t4pwGt1 uyt1qp 
tltputGjl tlbJ19 
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<Ait>+<Clrl>+<PgUp> Ub4 t9 lj_bpL 
<Alt>+<Ctrl> <PgDn> Ublj t2 Gbp~L 
<CtrJ>+<Home> <l>wuulwptjp[l uy[lqp 
<Ctrl>+< End> <l>wutnWf!l11'lP ~OJ12 
U2Juwwwup lnuifbzlfwuutipft I.J liJiljjunuwljwu UJWUJmhwfifibp/1 
hbU7 

<Alt>+<Tab> 
<A lt>+<Sh i ft>+ <Tab> 
<Ctrl>+<Esc> 
<Ctrl> <F4> 
<Ctri>+<FS> 
<Ctrl>+<F6> 
<Ctrl>+<Shift> <F6:::. 
<Ctrl>+<f7> 
<Ctrl>+<F8> 
<Ait>+<O> 

<Esc> 

UGgGbt hw~mpq hwt.lbttlwopG 
UGgGbt Gwtunpq hwtJ.btt[wopG 
UGgGI:it Windows qtluwt[np hpw!SwGwgwGljpG 
<l>w4btljlwUtnWJ}f1PP UJWU1nthwG[! 
'-IJ;pwl.rwGqGbt tlJwumwJ.HlPP UjUtmnthwGQ 
UGgGbt hw~mpr} UJWUlnthwGpG 
UGgGbt (lwtunpn li.JWUlmhwGpG 
SbfJwlpnlubt. !JlwutnWfHlJlP UJwtnmhwGu 
<l>mlmtubt ttwuUlUJPI11'lP UJUitnmhwGp ~w41ul} 
CGmpbt fHJPWu.twGwLm Open ljwd Save As 
bp4tunuwt.rwG utWUlnthwGnu.l 
<l>wljbt. br4tunuwljwG u.twumthwfi[! t.rwu W£1qbtbl 
h£1wUWUI} 

q .. JJf1UJJIJI1lPJ11IUUtiJ7 Outline ntidjufnuf 
<Alt>-<Shift>+<+-> 

<Alt>--<Shift>+<-+> 
<Ctrl >+<Shift>+< N > 
<Alt>+<Shift>+< T > 
<Ait>+<Shift>+< l > 
<Alt>+<Shift>+<A> 
<A lt>+<Shift>+<L> 
<Alt>+<Shift>+< 1 > 

Pwp6pwgGbt UJUlflphpntj:ljWG (t[bpGwqpp, 
Ulbj2utnp) !Swljwpr]wlm 
l"l£1:igGbt. UJwpptpmJ3JWG uwt.rwpqwtm 
t~2tyGbt.tlbpGwqpp uwt.rwpCJW4Q ll!1G;_L mbpuulf.! 
Sbfjwljmtubtt.lbpl.. G2L!wb UJWppbpntfjjntGGbp[! 
StnJwlf!ntubt Gbpj2u G2qwb UJwppbpntpJntGGbpQ 
5mjgUlWtl('lw~gGbt. U1b[)UU1Q 
5nljg mwt.lf!wl2gGbt mbRutnp wnw9pG lllmlJ} 

~!VJ;[!\ul dpwJG wnw2pG dwywpl'")wyp 
· , llo(f\tlllu:r~p 
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