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4.1 Windows-7 U200l el

Q1. (A8l 7l A5UGeS e 2lol AR GlEA.

Q2. MS- USaHl el a2 €L

Q3. IRl 512R0{l 818 (Sasul AL glEFclg] it ol Asll AUsMAL wRUA.

Q4. dHRL 1ML AHA Aol ARl Wed.

Q5. dHIRL $1RJ2R0] [P AJU QL.

Q6. (AoS10s 7Hl SluRL ABeell GUAoL Glctlal.

Q7. olleUsHi 51¢F VRoUs 2leU 531 Aal SIUl 531 aSUsHi Wre 53 wal VRUSA S .
Q8. WISl sllal wolUoll stHoll ALE] vlotlal.

Q9. 3csA2? UUHa 2iselRHL ot 82U,

Q10. MR 32U UR df, AsAA Wl WelRUWSorall 2ése wallcl.

4.2 Word-2010 - Yl2\0ls el

Q-1 Word-2010 Hi o{lAo] ctugl atsu s2A.

The Panchtantra

The Panchtantra stories are written by many years ago. Each stories of Panchtantra has some
lesson at the end of the story. The stories like “The thirsty crow” has lesson “Necessity is the
mother of invention”.

These stories use generally animals as characters of the story. This story makes children
interesting in reading the story.

Some of the popular stories are:

e The talkative tortoise

e Who will bell the cat?

e The clever jackal
o(lA WA YAUoll Yorol YAoUsLd s3.

(1) dAHIRL AW “Panchtantra” &l 332U UR Acl 53,
(2) VA A5 53
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(3) “The thirsty crow” ol ellel Aal oA AleSet 5.

(4) QRIAUSHL A Lot Aol 22Ul 1.5 83,

(5) ollost oloiRell VRS “These Stories... the story.” & &o0([9l odo 2ol WU
(6) 20E “lesson” 4 message AGEl HEA ((31AY — Replace) $3.

(7) Word S\gRoeHl $S2 GRRL. &SHL M3 ol AW,

(8) yA2oll UEA oiuR Alreell Ao $3.

Q-2. Word-2010H1 o{l2 WA AWl 28U 53 -

Curriculum Vitae of Sachin Tendulkar

OBJECTIVE
To seek career challenges keeping in view my past achievements and future goals. And to set

new industry benchmarks in everything | endeavor.

PROFESSIONAL EXPERIENCE

e International Cricketer: Indian National Cricket Team [1989 -2013 onwards]

e First Class Cricketer: Mumbai, West Zone, Yorkshire [1988 - 2013 onwards]

e Junior Cricketer: Shardashram School, Bombay U-15, West Zone U-15 [1985-1988].

KEY OPERATIONS & MISSIONS UNDERTAKEN

1. 155% — Operation Deflate Warne [Chennai, 1998]

2. 143 & 134 — Operation Desert Storm [Sharjah, 1998]

4. 98 — Operation Tame Vile Green Warriors [Centurion, 2003 ]

CRISIS MANAGEMENT EXPERTISE

1. 119 — Operation Bat Till Bedtime [Manchester, 1990]
2. 82 — Mission Find New Opener [Christchurch, 1993]
3. 1-0-3-0 — Operation Hold South Africa [Kolkata, 1993 ]

OTHER BUSINESS INTERESTS

| have interests in the food and beverages industry. | partly own two restaurants in Mumbai:
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e Tendulkar"s (Colaba, 2002).
e Sachin“s (Mulund, 2004).

[Reference: xa.yimg.com/kq/groups/18137660/.../cv+of+sachin+tendulkar.pdf]

ol WA YAUoll Yool Yallol 512l 5.

(1) MR AWERA “Sachin” atliel My DocumentsHi Acl 83,
(2) YUH AlSSatHL Sachin Tendulkar: ofl stoll oty N GAR.
(3) Word SlsRoeHi ISR GRRL

(4) “CONFIDENTIAL” watremark GR_?\.
(5) dAHRL Arlell Qoe wGe AL

Q-3 Word-2010 Hi o{l2 Y0l 2ecd sletldll

Surname | Name | Computer | Guajarati | English

Mehta Anjali 75 65 70
Kotari Zarna 60 68 55
Gandhi Vandna | 90 55 86

(1) Zarna Ao\ Vandna <l As A GARL
Patel | Rachana | 85 | 80 | 90

(2) olloy A Ui R’cl 321t Right Alignment WU,

(3) Well BeA wHll ol As SIAH GRR Bof ollH Result WU,

(4) Result SlaAMMl €35 [Qauellotl Midall dRalol €2, (Hint: Formula oll GU2laL 53.)
(5) 2ol [Qenelloll Aes(Suname) Yol ARl sHML N6

R

Word-2010Hl REA-HY oll GUAL 531 xRl BN MRl gl Wl M ARl U Ut
AVl BNELHL AL UiA AN Us Al

WUl 51 J2ell GuAlall 52



Q-5 Word-2010 Hi olA YyuiBle] AWI@L 218U 5. (Hint: Column oll GUQoL $3.)

asted AU dud AN

ARS, dl. 1

ARs Buet AU gollNoeHi Aot Rdicoll
Sl8AUl Wotall WA olSIA A Ulotoll 3¢
ARSI ARl Yslocl -5, s-¥, 3-08l
Yrwad AUl ARS AWuaHi A autd
22 Wddle] olgHlel ANR] 6. YaUH A2
ARSI Rl sl AR ollsl Az «islA
Wl oA sl ocll. Aot A2ul otsict 3-08ll
UL sl AR ARSI AuHidll wll wdi
SlAal A0Vt 132 sAA &l

As scls A ¥¢ Alle ydl wdal
ysloctdl 2QQeml 10l Ws  HRlAdl
B Ulololl 3¢5 RSN wisHs M e2lddl
yau A2 -l Bl Al scdl. ollst Azui
U@l RSN wsMs U Adleld Al ¥-
el dls Ancll scl, welell ARSIEA s

o ul s1ejeell Gurlloll

gl GusaA edl AR RRSAA Alsa
aleHuBe dlul cte $31 518 uR AdAl ol
URd alSIA Udc AR W2 Andl ol A2
s-¥ el Wdlloll oA 31 Al ocl. 2ot Aeui
osld QSR ool gouttclloll  SLAEL
Gslaldl Add 3-00(l dls Al Al sdl. 2t
ard ARSIl Ulsall gl WUEL Olotdl
AQ Ml ud wrll wal [@Qulal sl
ocll, wlell atsicdal AMVNAUA @R M
ulcll ocll. R¥IA atsled Ual 38 [ARAS3 cA
U UL Ysludl odl. asld [RRSIEA
AAA YSIGIAHL URlA w2 . AU GlLE
¥ otslAd s ¥, ERSIElel Ulsotl gutal
WA gul B, UB RARSIAA Rad &d, Ad
WaER ARl 83 &cl URg Ulsell g:ullaual
$1RQL Aol alged dHlcclloll cllRl el sl
g Wl @SRl B Usett guuauoll
dscllsuidl o3l ygell @, AWR(AA
WlUotoll sl8elAHl cladBsl WAl YslKCl
aud HZl Ulsell guwlcl AUl U ol Ba
$10L &lRall AHA sl Us2A &cll.

AA olle QRSN sg 3, a Wil yau
Hied 1,000 §weld odl BA @y § usl
AURA sl A gl ugl W3 s3l edl
Ulsall guilall GllE URL otSlEtal 2552 wlucllall
yart saAl edl, URd olSIA WAER M
galll ol

(Reference:

http: / /www.sandesh.com/article.aspx?newsid=2939088)
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4.3 Excel-2010 WRL0Ls et

Q1 olA Yol HRA AsAA aballedi A $A U oA WAA YUoll Yx¥H QAT 53

(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)
(9)
(10)
(1m

Pay Slip

Employee Name Bharat Patel

Designation Assistant Professor

Month-Year Oct-13

Allowances Amount  Deductions Amount
Pay 15600 IT ?
GP 6000 GPF ?
DA ? PROF. TAX ?
HRA ? GIS ?
COMP LO ALLOW ? FOOD GRAIN ADAVANCE ?
MA ? FESTIVAL ADVANCE ?
TA ? HOUSE RENT ?
OTHER ALLOW ? EPF ?
OTHER ? OTHER ?
TOTAL EARN ? TOTAL DED. ?
Net Pay : ?

DA ofl 2ald3l Pay+GPsll 90% 2Ll
HRA ofl alld3l Pay+GPsil 20% 21G0
MA ofl el Pay+GPell 1% 2Ll
TA ofl 21ld3l Paystl 10% 2160

IT oll 2Ll Paysit 10% 20

GPF ol a1eld?l Pay+GPsll 12% 230
PROF. TAX

%l TOTAL EARN 0-6000 &2l cll 100
%l TOTAL EARN 6001-12000 &la ll 150
TOTAL EARN >12000 8la dl 200
allslofl Slid ot Aoz 53A
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(12) Total Earn, Total Ded. sl Net Pay ofl a1@lct3l 52
(13) HRdA aARat sA
(14) Nov-2013, Dec-2013 M2 Al 2l aaticll AQ 2llesf Yu s

Q2 oA Yl HRd AsAc adellemi etuA $A Bl AUAA Yot Yol QLA 53

1

A B C D = F G H I
Student ID Student CCC-1 CCC-2 CCC-3 CCC4 Total Percentage Result

Name 35 70 35 100 240
2 1 Kiran 28 56 20 80 ? ? ?
3 2 Sanjay 25 45 25 75 ? ? ?
4 3 Hardik 20 52 29 69 ? ? ?
5 4 Jatan 15 47 30 72 ? ? ?
6 5 Komal 18 18 30 55 ? ? ?
7 Slicer
Chart

8 Average ? ? ? ? ? ? ?
9 Minimum ? ? ? ? ? ? ?
10 Maximum ? ? ? ? ? ? ?
11 No of Pass ? ? ? ? ? ? ?
12 No of Fail ? ? ? ? ? ? ?
(1) Quellott set 1S sudeusll .
(2) Quellot est gufetiell A A % Sz A A SUHA o2 U,
(3) (Quiellej uRour M W gat H2 @QuellRA €35 (Quami WMl Aol 40% Andal %331

8. %l (Quiell Wt 8l Al Result Hi SC ol ol Ul 82 dl NC €2lal.
(4) [Quellott 32t 25t YHIA Gl sHHL d0sAl.
(5) oltu Al QudlRAA soslaste AMEolell Heeel clet scel gallal.

(6)

(7)
(8)

(3ceell Heeell 70 estll aurR est alon Quiell el wsl da sdl sA J1 Adt UR W
.

(Quielott ot wal Aol CCC-1 otl UisA €2l Sl AU tloilcl.

s U wAsn [Qeuellol estaudl ealcal wWe e sotld.

Ul 511201l Gualol 55



(9) CCC-1, CCC-2, CCC-3 ua cCC-4Ml oltl [Quuelloll UA (Average), AYTH (Minimum) ol
HeTH (Maximum) HIsL §52lotoll Heeell 0.

(10) CCC-1, CCC-2, CCC-3 Ual ccC-4 Hi 3ecll Quiell wa dAuy dect (QenolRA «twd ® A
§s9lotoll Meeell 2H.

(11) CCC-1, CCC-2, CCC-3 Aol CCC-4HI2 C7, D7, E7 ol F7 AGHL QAUTU AL slatlcll.

(12) HRdA 2oict flleul 3l Ua HataHdl Slaset It wl.

Q3. oflAoll Wdl AsAA aballeml et $A Aol WA YAoll Y06l AR A 52,

A B C D = F

1 Transaction ID Date Description Debit Credit Balance
2 1 01/07/2013  |nitial Balance 50000 50000
3 2 13/07/2013  Purchase Row material 8000 42000
4 3 24/07/2013  Food 4000 38000
5 4 10/08/2013 Cheque Received #25632 7500 45500
6 5 12/08/2013  Furniture 5000 40500
7 6 15/09/2013  Bank Interest 2500 43000
8 7 0171072013 Salary 7000 36000
9 8 20/10/2013  Cheque Received #45263 10000 46000
10 9 30/10/2103  Fuel 1000 45000
11 10 03/11/2013  Sales Income 8000 53000
12 Total

Minimum

Maximum

Average

(1) Ras (Balance) Sueutell 0.

(2) $A B}ASs Aol & s W

(3)  HEHM, AYTiH Aol AR Alas, wlas vl RAas ss2lotoll Heeell L.

(4) HEAA AW YA Gl sHHL dUsAl.

(5) soslaelcdt QRotel Heell 10000 A dy ulcs wUA 50008 ay xtasal HEoL wl.
(6) las A Aasoll AWl BAR AL laildl.
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(7) QAR M2 AUSUR WS ool

(8) HUdAlaA 2ot Sleui ¥Ral.

(9) 500004l cy RAets dlal dal Ral ssaletoll Heeell ol

(10) Alds A tasell 25l e2ladl We U oletlal.

(1) HEollalr wids U stasell U (subtotal) €2,

(12) BsAloR Hdotloll MUl (3czell wetat wisl 2lleui uaol wou s\l 5,

Q4 o{lAoll 1l NAsAA aballemi etA $A A WA YA Y06l ARLAZ] 53,

A B C D E F G ‘
1 Research Survey
2
3 Question-1 Question-2
4
5 Gender Frequency Percentage Marital Status Frequency Percentage
6 Male 650 Married 750
7  Female 750 Widowed 160
8 Total Divorced 78
9 Separated 50
10 Un-Married 250
" Total

(1) sujcltoll Heeell 25l wal et WA AMe 2slal % Slile Wl

(2) Gender H(2 SIAM U acll 2lleHi olotlcl Wl Aal %Y oM WU

(3) Marital Status M2 WE WS olcll Ae 2leHi tlotldl A Aal 202U ollid WU,

(4) 201 el 201 5EAR AW AU Sl WAl YA 5.

(5) Question-2 o 52 53| olloy el e Wactoll Heedl Ve $A Bl Aoll sleroll uslous
Ao 3oL seclld «l(3.

(6) Sl pdf SITA A3 A 53,
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4.4 Powerpoint-2010 WRLs il

Q1. WeRW SR HL Aol YHIQ $3.

WeRk Wee2 2010 WAl i3l sl sllotdel Hidss: wuot YAcRlE] (@l Ml 2uudl el
o€l RALES Glollcll. Bl RRAUSSHL AR ol Aoll slletcdloll AHLA 53] 25l Y cREle] A2 U Aoll
Geul, Aeti 3, YAAREEIML UcticlalHi tadl AeasH, sHARe(l [@Qotdl, adarr
(QaullAl6dl vl Au o YRR wal stisiloll f2oUs GUR wRUAC ([Qoldl dR YR aRTE
YlRAsed AH % o222 ofl http://www.baou.edu.in U2 Gul ugt A2( 53 sl WEda 0
Ad alscll s daR s3A.

RABSAUHL (1A weuAdl sl 531 Al dedl:

(1) YR aRIEletl LAl A€l olottcll Al Bulleted listell Il 2% 53A.

(2) €38 RUBSHL g2HL AW ol AES ol Yellet s

(3) €35 XAUBS Wlot GUR Ye(Ad & A MUl (QAQAYU Transitionsll GUADL 5A. L UA REABSA
Al% Al (sound) BCll ¥ Braze, Click, Push, Applause oll UBlL GUlaL §3.

(4) A darR scll eussHl VALl A B 3 31 A AW Al A 8l Al A YURL wL M2 dA
Review SOlHl &Gl Spelling $Hlosall GUAaL 53

(5) Yo 2latoll wutll s As UleitHi A Qo2 5.

(6) YRARIE wa slis ol A2 SAL §l2US AUSSHL Ao %%UA GARL Wl HIZ dA Insert
261Ul ¥l Clipart $Hlosall GU2DL $3.

(7) Custom Slide Show $Mlos od N telldcll eUBsU{l %l %el uedll 53 2l o Yro2aetuiell
%EL %EL Show dallR 53

(8) YUAcelotoll 35 ABS HIZ2 UHA otssl 531 A2 $A B AAUSS WWHMU HEALS 1L,

Q2. WeRUE Ul ollA Yol ofl S wlatlcll.

1) AUSS 1 Ul eallcal Yool 2lfed REAUESS olollall

2) AAULSS 2 Hi gl Yol 2uiA ololldl

3) AAUSS 3 Yol ol U clotlal. (%33 det A uel Ancll ela 5)

4) AAULSS 4 Yol ofl RUTS cotldl A %33 QsAR FAU w Uil A

5) AEAUSS Sloagel Wl

6) €5 AAUSTS 5 AS0S WA AHY RURGUE WU HEALA A A ULSS 2 AU 53,
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7) WULS 4 WA 7 Hl 252 A Wo{lN2let 52 AW

8) MUTS 2lodflalet 5F52 WL

9) olcll 2AUeFS-9 GRIL AML AAA HI UOUB HollA SlBURL SHEH GARL
10) atcll cleFs-10 GAIL Aul (AslAl GAZL, (A1 UR HBA AB wcll A WA A Ag s3A.

1) 2)
Course Enrolment
el =l =l Gl il il
. 2009 20000 5630 15000 6000 7500
Student Information 2010 17850 4785 12563 4256 6585
2011 25000 8562 17523 7523 7256
2012 25630 4639 18523 e 3698
2013 15630 4500 16963 6321 7456
3) 4)
Results Certificate Course
Chart Title * Computer Courses « CCC
mPazs% mFal% = Absert % « CIC

Certificate Diploma Bachlor Master

Vocational

[lm * CCC-In Service
5

5)

UL e
l Ve ‘
——
l Director l Beabliay ‘
ITeachHE Staff I en ;te:f?hmg l R m:tt
egistrar

6)

Rucllet el 3y

1
f x2dx
o]

o ul s1ejeell Gurlloll
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7) 8)

esee slleal AU GARA
* Bold
* [talic
* Underline A
* Shadow 3}{;;’;!;«5; u?:leﬂ;%famgj
* Loose Character Spacing Frafiaceat

4.5 Outlook YOS ltcu

Ql.  8-28c WSS wal ol [Qold wBegsHl As 3.
Q2. &-RcHl RoAR dotlall.

Q3. 8-RBAH 5A052 UR (Aol Aoz 53

Q4. AUGBes B-ABAH UR 21§ ol olle wallal.

Q5. wGedsdl dHRL UWid A As WA A-ASA {WsAL. [[@o2: CC ol GUAL 5]
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