RS Computer . 7RSACADEMYED.COM

Training Center ¢

?
?
?
?
. ENITAC ?
: ENIAC - Electrical Numerical Integrator and
Calculator

?



Random access Memory.

]

?
Read only memory. :
?
?
(i)  Inputunit
(i)  Output unit
(i) CPU unit
.CPU
: CPU - Central Processing Unit
. BIOS
: Basic input output system BIOS
. BIOS ?
' Firmware chip
- , , /
: - Kaspersky, Avira, Avast,
Norton
. Scanner ?
: Scanner



Input device
Input device

1. Keyboard
2. Mouse
3. Scanner
4. Joystick
. Anti-virus program ?
.Pendrive 1/O ?
pendrive  1/0
.OMR ?
: (Optical mark recognizer)
OMR OMR
?
?
?
?
. Shutdown ?
: Windows operating system
Shut down Alt+F4
?
. Operating system Hardware
Hardware Software
System software Application software
: Windows 2007 System software Microsoft office

2007 Application software.



2
: 1024 KB=1MB

. (11)10
Bit— 1 Byte?
:8 Bit 1 Byte
()
2
() e
2
.1 GB ?
1GB :
10° , 1 10000000000
GB Gbhyte
A ?
1 1.152921505 % 1018MB
.Dos Windows ?
:Dos Disk Operating system.
Windows
?
] _Ol 11 2’ 3) 4! 5! 61 71 8191
. Windows XP ?
: Computer System software
. Programs ?
: List box
.Keyboard End key ?
. Line Cursor End key
. Dialog box ?
. Text box Message

Cancel, Save
.DVD Capacity ?
750 MB 4GB
- ?

1104



?

. Folder Mouse Right button click> open>
Double click Ctrl key

. Shift+ arrow key Ctrl+B

. Replication ?
: Table Table
?
: Mouse  Right + New  + Folder :
Restore
. Recycle bin > File name select » File :
Restore
Windows ?

.File Folder ?
; ' document
, File

. Computer Virus ?

; — Vital Information
resources Under seize.
Virus

: CIH virus, Bad boy virus, Horse virus, Love bag virus.
. computer virus ?

.Mark-1 ?
- Mark-1

. System software ?

.LED ?
: LED - Light Emitting diode



/10

; 1/0 -
. Flash memory . CD/ DVD writer

. Recycle bin ?
.save save as ?

; Save

save as

. Merge cells ?

; Merge cell

?

: Review> spelling and grammar > Spelling. and Grammar

Dialog box  Suggestion
. MS word Page setup / margin set up :
. MS word / / page layout option
Margin option Click , list
Left, right, top, Bottom ok Click

.MS Word ?

.MS Word
: MS Word

. Column Break ?
- Alt+1, B, C Enter

.Macro ?
: Macro

.MS Word Mail merge
: Mail merge

.Ctrl+Z
- undo



: Ctrl+p
. File menu Bar- Sub menu
. save, save as, Print, page setup

. File
. save, save as, Print, page setup, new, file, open file.
. File> Print,> Print dialog box Option select
Ok.
. COpy paste ?

: copy command: Ctrl+ C, paste command: Ctrl+V
. Cut ?
: Cut command: Ctri+ X

. MSword column ?
: Format menu

. Page setup ?
. Header ?

English font Bangla font

; English font Times new roman Bangla
font Sutonny MJ
?

. Bijoy keyboard'Bangla to English English to Bangla
?

»Ctri+Alt+B
. Footnote  ?

. Text alignment
; . Left, right, center, justify
. Print preview ?

Print Print preview
?

.MSword Menu bar Menu



- File, insert, View, Edit, format, tools, Table, windows,

help.
. Document close
. Ctri+W
.MSword Ctrl+D ?
. Font
left, right, center
; Ctrl+ left, Ctrl+ right, Ctrl+ E, Justify
Ctrl+J

+ (], G, Shift+N)
. MS Word page setup
. page setup dialog box
. Margin size change
Paper size change
. Paper source change
. Page layout

. Row/ column auto fit ?
: Row/ column  Height Width Auto
fit
.Word art ?
: Word art

. Editing screen ' ?

File Command ?
.Ctrl+N
Column ?

. Select all column> home> format> Visibility> Hides>

Unhide> unhide columns.
. Capitalize Each word

: A Quick Brown Fox Jumps Over The Lazy Dogs. Title

case Word capital

:Ctri+]
. File Record



. Table Marge ?
A4 ?
. Word processing ?

.MSword Ribbon Sub menu

: MS word Ribbon Sub menu
save, close
. Mail merge ?

Mail merge

. Nikosh . sutonnyM;j
. Legal ?
. Legal
. Letter ?
: Letter
. A3 ?
- A3

New, open,



click
. Cell ?
. Excel “=" ?
: Function formula
Row Column ?
: 2003 Row= Column =
. Equation editor *?
. Excel Cell « address ?
:Cell address
. MS Excel
. Insert> chart> chart type> (pie) > chart- sub type>
Next>/Next> Finish
\Worksheet protect ?
: Open :
/ / Review click Protect sheet
Password Ok
Confirm password Ok press
. Excel program ?

: Select cell range
?

. MS Excel Program Default column width  ?
:8.43
. MS Excel if|)



=if(h2>=800,”a+"if(h2>=700,"a”,if(h2>=450,"b",if(h2>=350,“c”,if(h2>=30
0,"d”'”f”)))))
. Excel Program ?
. Number Total 0] 100
Validation Rule ?

: >0 and <100.

. Select data range Insert> chart> chart type Select>

Chart sub type Next> Next> Next>Finish.
)
; accounting
. MS Excel ?
: MS Excel
. MS Excel Defaultsheettab ?
. MS Excel Default sheet tab -Sheetl,
Sheet 2, sheet 3
. MS Excel F2key ?
Cell Edit Cursor
: Row Column ( -
B 3. Row B3,D 5 Row D5 )
. $ ( -
$A1: $A5),
)

: = count (A1: Aio)

. B2 D8 MS Excel Sum
:=Sum (B2: D8)

.C5 33 pass Fail
.= If (C5>33, “Pass” “Fail”).

. MS Excel : ’ Chart/



: MS Excel , ' Chart/ -

Excel

. Print what
selection select Ok click
Spreadsheet

?
: File, Edit,
View ,

. A5 80 Pass Fail If
A5 80 Pass Fail If
- =IF(A5>=80,"Pass”, “Fail”)
. B5 B10
. B5 B10 MS Excel
=MAX(B5:B10)
-

. Slide animation ?
. Shift+ f5
. Slide animation ?



: View> Slide show
. Slide ?
(1) Slide animation
(i1) Slide Design
(il1) Background

. Slide sorter ?

Animation ?

?

. Slide notes ?
- Presentation

Slide notes
.Word, Excel, power point

. Word .doc, .dot, .dotx, .docx
. Slide animation ?
: Slide animation Click
From Beginning Form current slide
Click slide show tab- click slide

Slideview Slide show Click -
F5
Presentation ?

Presentation Presentation ,

Presentation ( )

. Handouts ?
: Presentation
: Handouts
.Outline ?



: Outline

. New presentation ?
; New presentation
. Slide layout ?
; — , - slide

layout
. Slide design  ?
: ( ) :
: Slide design
. Custom Animation ?
: Custom Animation

Slide Transition ?
; Slide Transition

. MS Access program EXxport ?

; Data

?
?
?
Table key
Table key Foreign key Primary key
: Foreign key.

?
. Database Data?

: OLE Data Type
. Query ?

: Database Record



: Delete Click
Yes Delete
Database Software
Database Software

l.

1.
. Primary key ?
: Primary key key, Table

Field Primary key set

Database Data print

: MS access -2007/ 2010/ 2013 table
table Table Office button
File menu Print command Print dialog box

Page number select Print option
Ok button Press

. MS access ,
Interconnected field ?
: Record
. Database Program . From ?
; collection

From
. Marks- Field Datatype ?
~Number

From

. File ?

. MS access
: MS access

(bata) | ?



. SQL -
. SQL -
1.Select 2. From 3. Were
?
= ?
= ?

. WWW ?

Network operating systems
s UNDX, LINUX
Search Engine
Search Engine -

()Yahoo (if) Google
.Yahoo messenger ?
: Chatting |, Text, audio, Video Message
?

HTML



ACT ?

. ICT — Information and communication
Technology
. E-mail CC BCC ?
: CC : BCC
BCC
. userid@yahoo.com Userid@gamil.com

< Userid>@ domain Name>.

@ (cat sign)
.BTEB
: Bangladesh Technical Education Board.

: Yahoo, G-mail
. Mozila Firefox «?

VIOP ?

: Voice over Internet Protocol.
.IRC ?

ARC - Internet Relay chat. :
. Linux..?

- Linux
.TCP/IP ?

. TCP/ IP - Transmission control Protocol/

Internet Protocol



: Google. Com
?

?

HTML (Hypertext markup language)
?
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