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ommunicalsl, Infer “M\\ -.-an etc:

Elements of Word Processing (Word Processing Basics, Opening
and closmg Documents, lext Creation, Formatung the Text and its
presentation features). MS Excel (Elements of Spread Sheet, Editing

of Cells, Function and Formulas), Comumunication (Basics of E-
mail, Sending’ receiving of Emails and 1its related functions)

&DP Constable
Syllabus

{ omputer Fundamentals, MS Faxcel, VS Waord, € ommmunication, Int
and Web Browsers elc,

[ has paper wall include gquestions on the lollowmng

Llements of Word Processing (Word Processing Basics, Opening

Documents, lext Creation, Formatuing the Text and 1is presentation fean

MS Excel (Elements of Spread Sheet. Ediung of Cells. Function and Fos

Commumcatin (Basics ol E-mul. Sending receiving ol
lunctions)

F muuls

Intermet. WWW and Web Browsers (Internet, Service

&s on Intemetl. URI
Web  sites “l"‘:"‘ Web Hrowsming Soltware Search  Engines

conferancing. e-Banking ) ¢k
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Hardware -ETSa%

> T 77 g o 3@ T @R #|(Tangible Device §it et wmaT 3
/
Which we can both touch and see. Also called Tangible Device.

— o Device JAT Software Thi HHATS a1 g AT Software hi HATS W

— —
/ T

&I HTAl % | Devices that give commands to the software or work on the

commands of the software.
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— e £ gl Tehd 9% 3@ Tehd %‘\ Intangible Device T haT

SIGL %‘ ‘What we cannot touch, only we can see. Also called intangible

devisg//
i m Hardware TRT 2 Tt Command 9 T &Lt %‘

Those devices which work on the command given by the hardware.
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— Computer IUFTThT (user) At Humanware\shal STdl %|

Computer user is called Humanware.

Humanware Device - Wﬁ'ﬂnﬂ

————

— Prodigy Company T a=rr§ 2ﬁ131éa'ﬂ'{ + F"'I'Ra'ﬂ'{h s g | d% 3k o
# | ekt 2@ & g &t vifws =W gTat € | Prodigy Company was made by

a mixture of hardware + software. This i1s for them. Those who have

poor sight and hearing.
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I Input

— User ET{T C mputer ht AT TSI/ A/ HAVT/Ficha/ZETRH

| The commands/ instructions/ inputs/ signals/

instructions given by the user to the computer are called inputs.

—> Y FE Hehd T & AT ATE AT H HOIS 1 ITH & &

Inputs are the signals that the computer receives from the outside world.

IUFTTHAT Thl HETE H TT0 HH h (10 3AYE fEars 6t srravashar gt 3

The user needs an input device to talk to the computer.

—
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| Input Device — 3792 fEamga

o feamsa = grt 2w Shegex st 32/ vree/ Heka)/ Farer smewy Sz 2
& & e Eamgm gt ¥ shvaer se feamsw sferm sem & ferg amedt g
3 Hege 36 fter Ueh $2TH S e T S §, T ITETERAT Y e
Rl cra Wﬁﬁﬁ %H&lﬂ aATaT 2| The devices through which we give

(s

data/words/signals/inputs/orders/instructions to the computer are
input devices. Computer input devices work like an interface between
the outside world and the computer for proper communication, it
enables the user to send data and information to the computer.
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“* Input device is a part of peripheral device, input device cannot be

called peripheral device. 379 fSaT3H URW{eT (SATIH T Ueh W 2,
3TYC eamsd st uitwtet feamsa &t svet o ke

** Input devices accept user data. g9 %313'{1 q 22T i TR
“a g

%*) Input devices help the computer to receive data. $i4e fgaEa
et Shi 32T ITH I | TEE &Ld 2|




. Keyboard
o
3 Micropone\
4. Joystick Farme
5. OCR>

P
. Scanner

8. Web Camer:

). BarcodReaﬂ%
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Input Devices — §9€ w

-
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10. MICR

11. Light Pen

12. Recognition System
13(Digitizer
14(Trackbs:
15 Touch Sereen

—‘_‘

16(.Smart Card Reader

17¢1V/ AC Remo
18 Graphics Table
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The keyboard is used to write information like letters, numbers,

symbols etc. in the computer or to input or write some data by

pressing keys.
e

SHUgeT | &R Tra et AfTie AIHeRrt foraq o ferg ar Keys 2amamt
@éagqggmf@'@ﬁ?%@mmﬁﬁmm%l
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s o onferee —» (SPrectoRT crom v

Invention of the keyboard —
> Alphabetic Keys — A-Z

» Function Key — 12 {F1 F12}

» Numeric Keypad —>@
(Navngatlon Keﬂ—> 3R ST STERIHE AT(E H 3R I8 T

F('I'Q feRaT AT %\ They are used to move around in the document etc.

rrow Ke End,)Page Up, Page Down, Delete, Insert

—
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, Modlﬁer Keysmmﬁmmﬁﬂﬁmm%mﬂ

ﬁ’lﬁ?ﬂ JIRS I %| These are used in conjunction with any other button.

> Punctuations Keyboard 4.

> hI-TTS T A= i+ dZ4 Longest button on the keyboard g
AT j\
§>aﬂﬂﬁ'{1m Backspace Button — LQP f / le Ch o Z{HR AT )

> feefie @2, Delete Button — Kigkf i ) ) | ) )) )
@ Cancel a command Close a selected drop down list

e
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is used to move to the next line 3T ‘T&-F qHAH %’({Eﬂﬁ'ﬂ
TeraT ATt 2

(| Number Lock - Using this, the numeric keys can be operated like
Arrows. _mmmﬁ@%aﬁﬁﬁaﬁmmmm%
8 /

Caps Lock —\When it is turned on, all letters are capitalized and when

it is turned off, all letters are small. sﬂﬂf@ﬁﬁﬂ'{ At ed Hiaeet
fora T & F 3fTE S uX gt e ;
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ressing any letter with the Shift key will type it in capital
Tetters. (2 Keys) Shift a2 & At feret Wt o1 &1 U6 &t W T8 SHiuee

ﬁz'{ﬁz'rscrg‘m S’A 2t A—=0 o
‘ Scroll Lock Usmg this, scrolling of the page is stopped and started.

Teh ST H U el ThIcT hiAT &2 I ©TeT (hdT ATAT 2

| Print screen® The Print screen button takes a screenshot and copies it

to clipboard or saves it to a file. Print screen 24 Tsh TShIFVITE oIaT &
IR 38 fFgaTs uX Shidl AT 8 a1 W3t § TEAar 2l
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1.. Home Key Eﬁ?iﬁﬁm@@mﬁ‘ﬁﬁﬁ%WTo move the

cursor to the beginning of the line

2. et 1 TS 36 3 91T 36 T to move the cursor

to the end of the line

3.(Ctrl + Home '\ STaIHE Shi ITHATA H AT o 1T to go to the

beginning of the document
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4\ Ctrl + End g”iaajzé; aii?rﬁﬁﬁ%rﬁt{ to go to the end of the

document

5@ wﬁ?méﬁﬁ%%ﬁto do a screen up

6.| Page Down Kevs Uch Tohia 134 EF@‘ & %’Q to go down one screen
*Wmaqﬁ%@t{ To create a new paragraph
8.\ Window Key R‘éﬁ?{\aﬁquﬁa-?%rq to open the start menu

9.\ Tab T i aréaﬁ'{ ?Tl'ﬂ"_ GrACEC ) F'('l'q to move the cursor to the right

l&ﬂt

7.( Enter Key

3)
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10(Backspace — THER o T3 7N o Ueh A& hi 2 & fo1w
11(Delete - Ed?%ﬂ?aﬁ?%@mﬁztﬁ%%q
(6.Crrt + Backspace ;> e 5 1 e 3 e e vt s o

18. Ctrl + Delete ShE oh 213 3T oh Uch T2 ohl 82T <h (10

-




