RS Computer .y,
Training Center ¢ .5

1C -

. Important Circuit . Integrated circuit

. International circuit . Impossible circuit
. EDSAC ?

?
?
?

. Computer ?



?
?
?
. 1BM 1630 . IBM 1620
. 1BM
?
.ALU . Control Unit
. Register . Accumulator
?
.CPU -

. Central Processing unit
. Control Processing unit
. Capacity Processing Unit

. Computer Processing Unit
?

.CPU ?

. Rom . Ram
. Hard disk . Cache-

1O .ALU



.Control Unit . Memory Unit
RAM ?
. Read only memory

4004

?
.ROM .BIOS
.Processor . CMOS
?
. ROM+ RAM .RAM
. Pendrive . HDD
?
.LED Monitor . Speaker
?
?
. Antivirus ?
.MS word . MS Excel
.Power point . Norton
Antivirus
. Avast . Linux
.AVG . Norton
.Del . Esc
. Space . Ctrl



?
. Rom
.CD-ROM
.ALU ?
. Adding logic Unit
. Algorithm logic unit
?

. Floppy disk

. CD-ROM

.CD

.FDD

.HDD -

.Hard drive disk
. Hard disk drive

.1.44 MB

1.44 GB

CPU Microprocessor
. Pentium XX

. 4040

. RAM

.HDD

. OMR ?

. Optical Marge read

.HDD
. RAM

. Application Software

. Arithmetic logic Unit

. Hard disk
. Cache optical device?
. Pen drive
.HDD

. Head disk drive

. Header Disk Drive
2

.1 MB
.1.44 KB

. 8088
. 8321

. ROM

. Optical Mart reader



. Optical Mark reader
. MICR -

. Input device
. Memory device

.USB -
.Universal Single Bus
.Uni signal Bus

. /

. Windows XP -
. Word Processor
.Operating system

Network operating system?

. Windows 98

. Google search
?

Windows Dos
. Control Panel
. Start up

. Optical mask read

. Output device

. Pointer

. Universal Serial Bus
.Universal single Bus

. Data base software

.98
. UNIX

. Accessories
. Program



.Windows -

a. Operating system program b. Program
c. Application program d.
?
. Windows XP . MS Excel
. MS Word . MS Access
?
. Linux .CalC
. Avast . Base
Desktop Icon?
. Recycle bin . DOS
. Operating system . Mouse
Boot Order -
. FAT . BIOS

. Control panel

. Double click

. Shut down . Exit
. Open .Close
. Select+ Edit . Select+ Delete
.Delete . Exit
. Disk ?
?
?
. Tab . Caps lock

. Ctrl . Esc



?
?
?
1GB= ?
. 1000 KB . 1056 KB
1200 KB . 1024 KB
?
.108 . 1068
1012 .10°
. Binary coded decimal . Binary coded data
. Bangladesh Coede data . Binary computer
. (29)10 ?
.(11101); .(11011),
.(10111), .(11110),
() -
. (15)10 . (14)10
(11)10 . (10)10
+ -
.2 C11
.10 .01
.2GB= ?
. 221 : 220

. 210 L 211



2510 ?

.(111011), .(101010),
(11001), .(11011),
.(111001), -
.E-1 .39
3B .93
. (AO03)16 ?
. 2663 . 2563
2763 . 2463
.=log (1000), -
.10 .100
3 .1
?
. kaspersky -
() ?
. Microsoft Word ?
. Word Processing Program .Spreadsheet Program
.Database program . Desktop program
. Ctrl+P .Ctrl+ N

.Ctrl+W . Ctrl+E



.MS Word

.MS Word File extension Name

. .ex|
.. doc

.Ctri+ M
. Alt+N

.Ctri+ M
. Ctri+W

. Ctrl+V, Ctrl+X
. Ctrl+X, Ctrl+V

.Undo -

.Ctlr+Z, Ctril+ Y
. Ctri+X, Ctrl+V

. Copy
. Ctri+X

. Ctrl+V

. Ctrl+shift+B

. Ctri+ Alt+A
.Page break

. Ctrl+Delete
. Ctrl+Enter °
. Ms word copy paste

.Ctrl+ C

. Line spacing 1.5

. Shift+ Ctrl+2

.Ctrl+5

..dbs

. MSs

. Ctri+ Alt+ N

. Ctrl+ N

. Ctri+ Alt+S
.Ctri+ S

. Ctrl+Vv
. Ctri+X

.Ctrl+Y
. Ctir+Z

. Ctri+C
.Ctlr+Z

. Ctri+ Alt+B

.Ctri+ B

. Ctrl+End

. Ctrl+ Home

. Ctri+V

Ctri+1
JAIt+ 1

. File> Page setup> [Margin size] Ok
Edit> Page setup> [Margin size] Ok

. View> Page setup> [Margin size] Ok
. Inset> Page setup> [Margin size] Ok

?



A4 Size ?

(atb)?=a?+2ab+b? -
. Format> Font> Superscript
. Format> Font> Shadow
. Format> Font> Engrave
. Format> Font> subscript
. 2H>,0=H>+0,/ (a+b)2a
. Format> Font> Superscript
. Format> Font> Shadow
. Format> Font> Engrave
. Format> Font> subscript
. Tools> Spelling ana grammar> Ok
. Tools> Spelling ana grammar> Cancel
. Tools> Spelling ana grammar> Change
. Tools> Spelling ana grammar> Ignore

Print ?

. File + Print+ Ok Alt+Ctrl+ Print

. Ctrl+ Print+ Enter . Alt+Ctrl+ Enter
. Open command Menu ?

. Edit menu . View Menu

. File menu

?
Sentence Word Underline

.Format+ Font+ Underline style+ Word only
Format+ Font+Underline style+ sentence only
Format+ Font+Underline style+ Line only
Format+ Font+Underline style+ character only



.MsWord Ctrl+ End ?

. Macro -

. Macro . Therous
. Mail merge . File merge
.MS Word Coloumn ?
. View menu . Insert menu
. Layout/ page layout . Tools menu
?
. Cursor ?
. Ctrl+ Home . Ctrl+ Shift+ Home
. Ctrl+ Alt+ Home Alt+ Home
?
.Ctrl+ F search
. Save as ... command save
. Undo typing ctrl+z
.Repalce ....... Ctrl+H
?
. Primay key Unique
. Primay key Field Null value
. Foreign key Table Primary key
. Ctrl Left mouse
. Ctrl Right mouse
. Shift Left mouse
. Space Bar Left mouse

.MsWord Ctrl+ P Command -
Document open
Document Print



Document Password

.MS Word ctrl+ Z Command
. Undo
.Goto

. MS Word
.Ctri+ C
.Ctrl+ B

center

.F
.H

.Msword Ctrl+ D command
. Save dialogue box

. Front dialogue box
?

. Redo
. Find

. Ctri+ E
.Ctrl+ D

.G
E

. Print dialogue box
. Cutl dialogue box

.Ctrl+ Home . Ctrl+ Shift+ Home
.Ctrl+ shift+ Home . Alt+ Home
Underline
.Ctri+ U . Ctrl+ W
.Ctrl+ Shift+U . Ctrl+ Shift+ W
.Document Save -
. Save . Save new
. Save as . Save old
Data store
. Hot key . Primary key
. Secondary key . Key
.MS Word table -
: Row
. Row Coloumn
. Cut- paste . Copy paste
. Delete paste . Copy
.Alt+E -
. File . Edit
. Save . Font
. Undo ?

.MSword Undo ?



.Ctri+ X .Ctri+ Z

.Ctrl+ O . Ctrl+ F4
?

. Insret . Table

. View . File
. File close ?

.Ctrl1+ O CAlt+ W

CAlt+ O . Ctri+ F4
. Lock -

.Ctrl1+ O . Alt+W

.Alt+O . Ctri+L
. Print Preview menu ?

. File . Edit

. View . Tools
. Mail marge -

. Table . Format

. Tools . Window
. Msword 2003 Fontsize ?

. Table . Standard

.Formating . Format

?
?
?
. MS word . Word Perfect
. Word Count . Word star
?
?
Select -
. File+ Ok . Alt+ Ctrl+ Ok
. Ctrl+A . Alt+ Ctrl+Center

. Replace ?



Alt+F
Alt+ G

Row

.$ A$12

. @12

. G3 k3

. =SUM(G5-L3)
.= Sum(G3: K3)
.M. S. Excel 2003-

Paste Special
. Formual
. Format

. TODAY
DAY

. MS. Excel DSUM () function

Cell —
. =A1+A2
AL:A2

. MS. Excel

.18.75
.8.75
. Accounting

.Ctri+ H
.Ctri+ R

. $12
.12

.= Sum(G3; K3)

.= Sum( G3+K3)
Coloumn -

. Value

. NOW
. DATE VALUE
parameter

A1+ A2

.12.75
. 15.75

Program



. MS word . MS power point

. MS access . MS Excel
.Row and column -
. Column with . Row height

. Freeze panes
7

.=ABS (-2)=-2 =CEILING(-2.5,-2)=44
.FLOOR (-2, 5,-2)
=SUM (*5”, 15 True)=?

.20 .21
.16 .20
?
=1F() .= Average
.= SUM() . =ABS()
.Macro ?
?
. Erase . Select
. Delete . Move
. Excel cell ?
. Add .Join
. Merge .Union
?
D10 ?
.D 10 .D 10
.D1 0 .D1 0
.= AVERAGE
4.2 4.4

A .2.25



. Lost () . Average ()
. Mid() . Exact

?
.Format+Border and shadding + Shadding+ Desired color
. Format+ shadding+ Border and shadding+ Desired color
. Format+ Border and shadding+ Desired color+ Shadding
. Format+ Desired color+ Border and shadding+ Shadding

. Number total 0] 100
Validation Rule ?
. 0> and <100 . <0 and <100

.<0 and> 100 .>0and >100
. MS Excel MOD () Function -

Esc -

. Dialogue box cancel . Copy

Program close

.Equation -

. File+ object+ Ms Equation . Insert+ Equation

. View > Equation .Insert+obj+ ms equation
A5  Al10 -

.=sum( A5+A10) .=sum ( A5:A10)

.=sum(A5, A10) .=sum (A5: A10)
. Row hide -

. Coloumn . Row

. Coloumn Row
F5 F25 -

.=sum (A5+A10) .=sum( A5:A10)

. =sum (A5, A10) .=sum (A5; A10)
.=ABS (1.258) ?

.=1.23 =1.24

.=1.258 .=1.26

Financila ?

.DDB . INFO

.AND .COS
. Sort Formula ?

. Window . Insert

.Tools . Table



Al Bl -

.Al1>B1 .B1<A1l
: .Al1>B1 .B1<Al
?
. MS Word . MS Excel
.MS Access . MS powerpoint
. Min ) ?
. ABS (5.555) ?
.5 .55
5.55 . 5.555
. Excel 2007 ?
=PMT -
=NOW () ?
.Microsoft Power point ?

. Word processing Program

.Spreed sheet software

. Database Program

. Animation and designing software
. Organization chart —

View> picture> From Scanner

.Insert> lllustration> Chart

. Format> picture> Form file

Windows> Picture> Form chart

Presentation Program ?
. MS Word . MS Power point
. MS Excel . MS Access
?
. Shift+ F5 . Shift+ F3
.Ctrl+ F5 .Alt+ F5
.Slide object -

. Slide . Slide



. Slide

. Slide sorter> View sorter
. View> Slide sorter

. MS power point -

. Database software

. Presentation design soft

. MS power point ?

. Slide Duplicate -

. Slide

. Slide
. Slide number -

. Slide

. Slide

.Slide sorter View

. Slide /

. Slide
. Power Point slide MS word
. File send to

. View Replace
. Edit Cut
. Insert Cut
. Power point Scanning

. Slide

. Slide sorter> View

. View> Slide slow

. Spred sheet pro
. Worksheet

. Slide
. Slide

. Slide
. Slide

. Slide
. Slide

. File> picture> From scanner
. View > Picture> From scanner

. Edit> picture> From scanner

. Insert> picture> From scanner

. Auto shep -
. View> picture> Auto shep

. Insert > picture> Auto shep

. Edit> Picture> Auto shep
. Slide animation -

. Format> picture> Animation

. Slide show> Animation> Schemas
. Slide show> Picture> Animation

. Slide> Animation> Schemes

. Microsoft Access -



. Spreadsheet Program
.Languag program
. Database Program

. Relationship ?

. MS Access Database file File extension
..DOC .. Mob
..Mdb ..dbb
: : Object ?
. Hyperlink .OLE
. Text .Yes/ no
.Yes/ no ?
/
. Data table ?
. Query ?
. Froms ?
. Number Total 0] 100
validation Rule ?
.0 <and< 100 .<0 and <100
.0>and> 100 .>0 and> 100
.Record ?

. Query -



. MS Access OLE
a. Object Lable Embeded
b. Object Link Emission
c. Objcet linking and Embedding

d. Object link edit
?

a.my file. Com b. my file xls
c.my file. Dbs d. my file. mdb
capitalized Each Word ?
a. Run! Forest run b. Run! Forest Run
c.run! forest run d. rUN!Forest Run

. Database -

.Database -
. Table . Query
. Form . Report

: data type Windows Program (

: ) Field ?
. Memo . Text
.OLE . Currency

. Query ?
: Field
.Relationship Primary key Foreign key

Window
Field datatype, size, Property
Character ?

10 .32
.50 . 64

. Find all information of the students whose age are above 20
years. Query ?
. Select* fromstudent_info where age> 20
. Select* fromstudent_info where age>=20



. Select* fromstudent_info where age<20

. Select* fromstudent_info where age<=20
. File . Record

. Table . Field

. Microsoft access
. Microsoft Word

. Microsoft excel
. Microsoft power point
. MS access -

. Query

.MS access Query File

. Marking Directory
. More Directory

Relation

Form . Table
Report file
. MS access Printfile
. From . Report file
. Report . From
Primary key
. Relation ‘ . Table
. Design . Table Import
. MS access dataentry
. Query . Macro
. Report . From
. MD ?

. Edit Directory

.ManyDirectory

. MS Access -
Windows . DOS
. Operating system O
?
. MS Access . SQL
. MS office . MS Excel
key
. Text . Number
. Data .OLE



\Visual Foxpro 6.0 -

Atuo number -
number Generate
. Memo
. Heperlink
. OLE object
Database component ?
. Table . Design

. From . Reports
. Ms access Relation -

. Record . Table

. Data . Information
. SQL -

. Structured Query Lamination

. Structured Query language

. Structured Query Limitation

. Structured Query line

Database Program?

. Word Perfect . MS- Excel

. MS- Access . MS- Power point
. WWW ?

. World Wide Weather . World Wide Wave

. World Wide Web . World Wide Water
HTTP ?

. Higher Text Techonology Problem

. Hyper text transfer protocol

. Hot text Transfer Problem

. Haker Text Transfer Permission

. NASA ?

.National Aeromatic and Special Admission

. National Acromatic and Sevice Administation

. National Aeronautics and space Administration
. National Aeronautic and special Adm firm
.NIC ?

. Network international card



. Network interface card
. Novel Interface card
. Network interface cable
ACT ?
. Infroamtion communication and Techonology
. Information and communication Technology
. Information Computer Technology
. International commercial Trading
. LAN ?
. Local Area Network
.Legal Assemble Network
. Local Area Note
. Local Assemble Network

. Font page -
. Network
. E-mail
Search ?
. Google . Google earth
. Oracle .HTML
Web Browser ?
. Internet explorer . Mozila firefox
. Opera . Facebook
.Login . Sign Up
Signin . Sign out
.- @ ?
. Go To Page ?
Text Box
coloumn
Paragraph
Page
Connectivity -
. Dial up . Broad band
. Wireless . Yahoo

. Internet connection -
.LAN Card, cable, Connecto
AGP Card Connector



. TV card
. Speaker

?

. Hardware device
. Farmware °

)
. Yahoo
. SQL
?
HTML -
. Cathb ?
?

.LAN

. Software
. Lanware

. Google
. Mozila



. WAN
. MAN

.FTP ?
. First Telephone Program
. |[Find Telephone program
. First Transfer Protocol
. File Transfer Protocol
?
. SQL
.MS Outlook

. LAN

. ARPA net
?

. Mozila
. C++



.C . HTML

. Query .Java
2
)
- ?
. MS word . C language
.Goggle slide . E- commerce
?
?
: /
Brand -
?
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