DCA 1st Sem PC Package(Window8.1,MS Office 2013) Type your text

1DCA2 SEMESTER-I
PC PACKAGES (Window 8.1 WORD, EXCEL, POWERPOINT 2013)
Syllabus

UNIT-I
Operating System (Windows 8.1): Overview of Windows Operating System,
Basic Operations-How to start a computer, login, logoff, hibernate, Shutdown
etc, Personalizing Desktop- Desktop background, Icon, Screen Saver,
Themes, Setting date & time , Task bar, files & Folders, Create, Copy,
Rename, Moving & Delete Files & Folders, Create & Using Shortcuts, Recycle
Bin.
Accessories- MS Paint, Notepad, WordPad, Windows Media Player,
Calculator, Games, Math Input Panel, Language Settings -How to set other
languages on computer, Using Control Panel to add, remove or configuring
new or existing devices and software Programmes and font, Enhance the
performance of computer, Using Disk Clean-up-Using Disk Defragmenter,
Using Windows Update, Protecting your Computer against Viruses.

UNIT-II
MS Word Basics: Introduction to MS Office (2013), Introduction to MS Word,
Features & area of use. Various Versions of MS Office and their
requirements, Working with MS Word, Menus & Commands, Ribbon,
Toolbars& Buttons, Shortcut Menus, Wizards & Templates, Creating a New
Document, Different Page Views and layouts, Applying various text
Enhancements- Fonts, Styles, Text Attributes, Formatting your Text and
Documents: Auto format, Paragraph and Page Formatting, Line spacing,
Margins, Borders and Shading, Tabs and Indents, Text Editing using various
features, Bullets, Numbering, Working with Styles, Printing & various print
options, Working with Headers and Footers, Tables: Creating a simple table,
Creating a table using the table menu, Entering and editing text in a table.

UNIT-III
Advanced Features of MSWord- Spell Check, Thesaurus, Find & Replace;
Files, Auto texts, Symbols etc., Working with Columns, Tabs & Indents,
Margins & Space Management in Document, Page, Column & Section Breaks,
Adding References, Using footnote and endnote in documents, creating
automatic Table of Contents,
Graphics: Importing graphics, Clipart, Insert picture, Using Clip Art, Shapes
and SmartArt in documents, using drawing features, drawing objects, text in
drawing. Taking and inserting Screenshots in Documents, Using WordArt and
Drop Cap features in documents.
Mail Merge in MS Word, Mail Merge concept, Envelops & Mailing Labels,
Importing and exporting to and from various formats

UNIT-IV

MS Excel Spreadsheet Basics & features, concepts of Workbook &
Worksheets, Getting started, Creating a new worksheet, Using Wizards,
Various Data Types, Selecting cells, Entering and editing text, Entering and
editing Numbers, Removing & Resizing of Columns & Rows, entering and
editing Formulas, Referencing cells, moving cells, copying cells, sorting cell
data, inserting rows, inserting columns, Inserting cells, Deleting parts of a
worksheet, clearing parts of a worksheet, Different Vicws of Worksheets.
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Formatting: Page setup, Cell Formatting, changing column widths and Row
heights, auto format , changing font sizes and Attributes, centering text
across columns, using border buttons and Commands, changing colors and
shading, hiding rows and columns, Working with Data & Ranges, column
Freezing, Labels, Hiding, Splitting, merging etc.
Charts: Chart parts and terminology, chart wizard, different types of charts,
printing charts, deleting charts, Printing of Workbook & Worksheets with
various options

UNIT-V
MS PowerPoint: Introduction & area of use, Working with MS PowerPoint,
Creating a New Presentation, Working with Presentation, Using Wizards;
Slides & its different views, Inserting, Deleting and Copying of Slides;
Working with Notes, Handouts, Columns & Lists, Adding Graphics, shapes,
screenshots, SmartArt and charts in presentation, Sounds and Movies to a
Slide; Working with PowerPoint Objects, Designing & presentation of a
Slide Show, change Slide backgrounds, change Slide Size, Using Animating
and Transitions in presentation, Advanced Slide options - Manual &
Automatic, Printing Presentations, Notes, Handouts with print options, Slide
Master, Handout Master and Noter Master.
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DCA I Sem
PC Package

HIEeTelTer Tqadr faeafdegrer, sidrer
DCA dlsidd Syllabus & 3TUR 9 Questions

Unit-1

Q1 Windows 8.1 #7¢§ ? Windows 8.1 & TAVdrv sasy ?

Q2 Window 8.1 # ¥ Login Fd g ?

Q3 Window 8.1 &7 39IRT hd il ¢ ?

Q4 Window 8.1 # logoff, hibernate, shutdown &I g#ssd ?

(_%5 Windows 8.1 7 Desktop Background, Icon, Screen Saver, Themes &3 Set
?

Q6 f33ier 8.1 # et 3R THAT Ha dcof ?

Q7.f43197 8.1 H TRHAR HI 3TJRT hdl Y ?

Q8 Windows 8.1 # ®i5d 3R hiest &l & §<11T, FHidl Y, gV, AT Scof JT AR L ?

Q9 f33ier 8.1 # Jarehel foeT &7 3UART FE FY ?

Q 10 Windows 8.1 &I Accessories &I GHSTSY ?

Q11. Windows 8.1 7 Language Settings & THEssd

Q 12 Window 8.1 # Software $& Install 3iR Uninstall #3d § G&smsy

Q 13 Window 8.1 # Fonts $& Install 3iX Uninstall #&d§ g@smsy ?

Q14.7d=1eT 8.1 & Jedlel H FUR A H ?

Q 15 ST FollaA3 T FaT8? Window 8.1 # ¥ 3uher &Y ?

Q16 Window 8.1 3 Disk Derangement &3 3u31aT &Y ?

Q17. Window &I Update & FId g ?

Q18. Window 8 #H &g &l Virus ¥ 8 a9y ?

Unit -2

Q1. MS office 2013 & TR F gAY

Q2. MS Word 2013 IR H Tdsy ?

Q3.MS Office & Various Version gdsy ?

Q4. MS Word 2013 & TT1I Hd 1 Fld ¢ 9y ?

Q5. MS Word 2013 & Ribbon & I1¥ 8 &1 a:d § GHSSY

Q6 MS Word 2013 &I Shortcut Keys dsd

Q7 MS Word 2013 # =S 31X erqoic & gHsmsy

Q8. MS Word 2013 # Page Setup & THTSY ?

Q9. MS Word 2013 & Documents & Views &I JHSTSY

Q10 MS Word 2013 # Fonts, Styles, Text Attributes # THTSY
Q11 Word 2013 # Auto Format and Auto Text Feature & THzTSY ?
Q12 MS Word 2013 & Paragraph Formatting &I g5y ?

Q13 THUTH g8 2013 # §3¢ &l 3TN HY Y ?

Q14 . MS Word 2013 # §75T 31k A1 «F gesmsy

Q15 Word 2013 # Tab Option &I g&Fzy ?

Q16 . Word 2013 # Bullet Option & THsSY

Q17 Word 2013 i Heading Style & sy ?

Q18 MS Word 2013 # Print Option &I gFssY ?

Q19.MS Word 2013 # Header and Footer & THTSY

Q20 MS Word 2013 #H Table Option & THsSY ?
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Unit -3

Q1 Word 2013 # Spell Check FI g#Hzsy ?

Q2 Word 2013 # Thesaurus Option & THSY

Q3. Word 2013 # Find and Replcae Option &I Tassy
Q 4 . MS Word 2013 # Auto Correct &I THTSY

Q5 MS Word 2013 # Symbol & & Insert #:d § HsSY
Q6 MS Word 2013 # Columns &I FHSTSY

Q7 MS Word 2013 # Section Breaks & TSy

Q8 MS Word 2013 & bibliography & THsmsY

Q9 MS Word 2013 #§ Table of Content & TSy

Q10 MS Word 2013 # Picture,Clip art $3s7a¢ ¢
Q11 MS Word 2013 # Smart Ar 38 58¢ #{d &1

Q12 MS Word 2013 # Screenshot 3 5-0¢ a{d IHSSY
Q13 MS Word 2013 & Word Art 58 370¢ s THSTSY
Q14 MS Word 2013 # Drop Cap &I a3y

Q15 MS Word 2013 #§ Mail Merge &I HsSY

Q16 MS Word 2013 & Envelope & THsTSY

Q17 MS Word 2013 # Lable &I §HsmSY

Unit 4

Q1 TFHer 2013 FATE ? T 2013 &7 TAAYATT Ay ?

Q2 THHA 2013 H adee 3R adelcH # qHsSY ?

Q3 TFAT 2013 F TF FAT H YT I ?

Q4 TFH 2013 dchslcha@'do-lld%

Q5. THTH TR 2013 7 3¢T YHR F THSMEY ?

Q6 TH TH TFdel 2013 H Tl o ATY FHIH el GHSATST

Q7 UH g Tl 2013 # number formats IHEsSY

Q8 MS Excel 2013 ﬁﬁﬂﬂﬂ‘f‘s’l‘s”ﬁ?dﬁ&ulséﬁdqd JHASTSY

Q9 MS Excel 2013 # HiHaT H8 FATU 3R FuIfed Y TASTSA

Q10 MS Excel 2013 # Referencing cells TSI

Q11.UATH Tadol 2013 & 3T H& FiE Y FHSSY ?

Q12 THUH ti 2013 .inserting rows, inserting columns F THTSY
Q13 THUH Tl 2013 different view of worksheets. &I THzSY
Q14 THUY Ui« 2013 H Page setup & HSY

Q15 THTH T 2013 H ufed 3R Ficte 1 H3 st Y ?

Q16 THATH T 2013 H ¢ HY HY T & THSSY ?

Unit-5

Q1 THTY yrai4ise 2013 F1IR=y 5 3R sudhr [dvaw sqasy ?
Q2 THTY yTalyise 2013 & I1Y HF H& HIT 1T § THSSY ?

Q3 THUY uTadise 2013 # Yoieered F& 9410 3R @iel gasmsy ?

Q4 TATH IraRUISe 2013 H TAISS o HTY HH HIAT THAZY 2

Q5. UATH TTaiUISe 2013 H o & YHR THSSY ?

Q 6. THTH UIRUISE 2013 # Togs, $33mse IR TeRE AT FATE ?
Q7 UHTH UTeUISe 2013 # HiciH 3¢ hil L THALSY ?

Q8 WWZOlB H Fele 3R ATRIT T 3TNT H L TASTSY
Q9 THTH UrRUIge 2013 3 3R, R = THETY ?

Q10 THUY graidise 2013 ﬂwaﬁéﬁaﬁm@
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Q11 THUH graRuise 2013 F TASS 3R iR dFar3s &t FF Scol
Q12 THTH Yraiuise 2013 & THIARI T 3TN hd Y ?
Q13.THTY gratuise 2013 #H Transitions FT 39397 T Y ?
Q14 THATH YraRdise 2013 H Uoic e hd e H¥

Q 15 THUH UraRuise 2013 H T3S AT FHT 39T FH FY ?
Q16 THUH graRuise 2013 FH §33T3¢ ARSI FAT g ?

Q 17 THUH UraRuise 2013 H sAlcH ARSI &7 3TN Hl FY ?

PC PACKAGES (WORD, EXCEL, POWERPOINT)

UNIT -1
Q1 Windows 8.1 #a7¢§ ? Windows 8.1 & Avdw sars ?
Windows 8.1 Microsoft gaRT f35ige far 3131 teh Operating System g1 Windows 8 =
d8d TR T Scad 99T fFhy, wﬁmﬁmmmmaml Windows 8.1
Windows 8 & ¥H ¥, aifshT g Windows 8 %Wmﬂﬁﬁwmﬁaﬁrmﬁm%l
Windows 7 (2009 # 3)), Windows Vista (2006), 3k Windows XP (2001) afa
% aul @ Windows & &3 37ela1-37c19T Version ¢ £ siafs Windows & [0 Version #&a
m@f%mtrﬁkﬁqatr $HIR W Teldl T, Windows 8 FY T T Tl F forw ot Roms= fSrar
IT AT| SH Tolg , ScIhd T T FAT] W%Hr%a%'Touch Screen & TTY & |
Windows 8.1 & [g2varme
Windows 8 #H s 73 [3vdrt 31X seara 81 37 IRad=r 7 T 121 33rssT fhar arar
redesigned interface, online features
improved security AT £

Schd H Jeolid [9aiet 8.1 & [FAwarme
Windows 8 & SR & 39! Ugoll I IdTl Iol
STTaT fo I8 Windows & Ooe G&aion &
fSroehet 31T fe@a 1 @8l 70 $extha # Start
Screen, Live tiles 31X hot corners 3
gfaur enfAer &

Start Screen:

AET Screen TSHHT 3T 39T ad &, 3U Start Screen Fgl AT &, 31X Ig 39 T3ir apps
F tiles & 7 3 yfd #aT &1 37 Color scheme scaiax, Background image A 3R
3796 tiles @I rearrange s 394 Start Screen F personalize F TFd 6 |

Live tiles: 2 Ve

% apps Live tiles &1 3981 X §, S - = e
amafrtrcrw click U 9= SITeTehRT STt « Facebook 58°
SaT &1 3¢18Y0T & fow, Weather app W o Ty ers some actyl . s
current weather &I 370 tile WygRia | I 65743
AT &, 3R 3T 3170 AP RY T & forw g = 2l | Wisther

38 W click T Thd & |

Trip to Mountains Trendi ng
Tomorrow to Sunday Sam Gibbons
Beyoncé quits
Thursday Parking garage collapse

il
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Hot corners:

319 Hot corners &7 39319 s Windows 8 & ATEIH ¥ T39I ¥ Thd & | U Hot corner
oI 3TN A & fIT, S8 Screen & corner H AT3H H HATY, 3R Ig Ueh AR IT TS TieT &al
5 39 click &Y ool ¢ | 3G1830T & forT, ﬁ@ﬂ@ﬁ@ﬂ%ﬂﬂ%ﬁv 39 AT3E Sl
39{-aT¢ corner # FAT Hevdl & 31N Y click
X TR &1 TR 3T ETIT T ST F IR &,
ar 3T Hot corners &1 393197 ¥ & ST
left a1 right & Swipe 1|

Charms bar

e YT HT s Uiead 31 Charms bar
maﬂaﬂﬁmé’m?—ﬁ%l 379 Screen &
top- rlght Ir bottom-right corner &
gIa ¥eh 39 AT X Tohd ¢ | IS 3T ¢l
T 3TATT HT B &, dr 31T Charms bar o=
& foIT right & Swipe F o ¢ |

Windows 8.1 @rwﬁém_?_nﬁ
CEGRIGIE R GIRIES) 3R 37 57T Online Save

FET E A T ¢ (O 1338 & §9 3 ST 1 ) | o
aﬂﬁwwaﬂw Microsoft &t OneDrive 34T (98
THISSTST W SATAT ST AT) & AT &1 Windows 8 i
OneDrive ¥ Fdc il & ArI-ATT Facebook 31X
twitter SIET 3177 Online {131 § Heldc el o olT
famea forar s &

Sign in with Microsoft account (ATSHETE @Y
Y 1S 37 HLaN):

HYeT YT W account ST & §ol1, 319 39 Free
Microsoft account ¥ sign in &
Hhd & | Ig 3T Start Screen # \A W LB Tyrell Mason
39t T8t OneDrive files, contacts B o || = frsimascnii® gmalkcemn
ST ATAT & | 3T Windows 8 & U 31eleT R8P,
FgeX H 8 Sign in S IFhd 5, 3R

3Ry @sfY Hgca ol wISel I Tel fFer
STt

Social networking features (I
Aeds [FAYAR): 319 379« Facebook,
twitter 3iR Flickr accounts & Windows 8 ¥ Fiddc & Tahd &, Torgd 379 HIer 379+ Start
Screen T I7 built in People app & 391

SIEdl & 393 ST Fha &
i

LELLL L L

(Windows 8.1 #I 3/=7 f3var)
Simplified Desktop for increased
speed (3! 88 1fd & fAT TENHd sTher):
Microsoft & STheld &Y el g &, 3R 3y
Y 37941 wISell P Manage & IT 39
HiSIeT Program &1 @iclel & TelT S8Rl 391eT NETWORKS X
el €1 BTellTeh, 6 $ TRGTRIT Feal 1 el
e & St 379X Windows 7 31X Vista &1 e-¢iiY TormeT & fore O e &1 3ifdreier
computer W AT 3THer al 31T AT F TATIT ST HhAT 6 |
Start menu has been replaced (Q—‘CI%J#HW%‘GT?I‘&T%)

Windows & =l Versions # Start Menu Wm@‘r%&’mﬁmﬁ JIfeheT 34 Start Screen
& TT IeoT R AT | Windows 8.1 ﬁmm@aﬁmmﬁrwaﬁ@aﬁaxﬁm Start
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Screen T 39197 37| FB o191 I Start Menu =T Windows T 393197 3= & oI g
fafora gy aar g
Improved security (Eg{gﬂ_ﬂ
Windows 8 # 74 A tdraraed Wen# ( Anti Virus Program) & f5i& Windows
Defender Fgl STdT§, ST 3TYSHT 3T YR & malware 37 Spyware & 8 527 G & | EC)
AT Windows Store 3aeh! 3iR 30 hegeX & gRiald {Wel # # FAeg Ll b 38 AT
I VT & UTF PTG STTPRY & g 9a1aT ¥ 3eTeor & g, $S apps & U1 3796 Location E’IT-iT
&, 3afaT Ifg 39 319+1T location & Share &I ;l%‘rulsd & dl 3719 3+ apps Fl 33T of Fad
a:rﬁvﬁ'zrﬁrm?fl
Q2 Window 8.1 # 3% Login &d ¢ ?
19 319 Windows 8 Ugeil IR T@ieldl dl 379 U8 81 Thd &, FAiTh SeThd g Seel IAT & | 39T
TeTE ThieT, 1Y & 3&held W ATIIe i & IR H STl ﬁ%qqqqudlghﬁlmﬂﬁéw
%Nlndows & TS FERUI & FHT TG &, el SHHA Ueh 957 eolla §: FCIC Ha] gl 16T arm

|
319 31T Windows 8 install $Xd dd 319! Teh QTdT AT 3R ITHdS Seilel Sl ATaRThdT gldl o
TSR 39TN9T 3719 Sign in F & fIT HIeT| 319 3TaARFT WTd 3 50T Tohd £, 3R 3T Jcdah i
HATSHIGTE T3¢ & T 18 o Jond &

TGN 3feTelleh il & foIv Lock Screen W

FEY oY T Y|

39T User account name 3
Password image @rs 37| 3191 qraas
a8y Y, 3R T Sign in a1 & faw tex _
gaTU | dohTedeh &9 &, 3T Ueh 37eTeT user & el
T Y o TIT S W e vl & -

™™ Tyrell Mason

m R-Ié W 1%\-@1? é\?ﬂ-l X tyrellmason30@gmail. com

Q3 Window 8.1 & 39aRT A FId ¢ ?

Navigating Windows 8.1.
T 39 Eeele &7 39T I B & af hot corners, keyboard shortcuts, 31X gestures

(5FR) afgd Windows 8 & ATEIH  ATAdIC Fi¥al o g allh g |
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Using hot corners @7¢ 19 TIE Ehied AT _
e H g, 3T hot corners &1 39T Fh Bt
Windows 8 & #ATeIH H ATddlc : Thd & | hot
corners &7 39319 o o oI, WW%W#
HB‘HﬁEmTU ﬁ?%@cmqu T ISl @ieT &M
5 3119 5o ¢ Gl &1 Y39 corners T&h
37T F FAT &
e ST (Lower-left): ST& 379 U9 &7 39IT4T
T T &1, ar 319 TeE i W arad S7Te & faw
foraer 90 I H [Fele FT had g
{910 (Upper-left): Ife 3ma
m—maﬁﬁﬁ%ﬂgjﬂﬁ{g Fﬂ'a?ﬂ_q ey, X% k S ING TRAVEL
37T &I 39N ST 38 e QT .
o | ANORAMAS
F-10 37 Aol g10 (Upper-right
or lower-right): 3719 charm bar
Grelel & TolT A3 &l FUL-GIT AT
foeer-aTe hiet & AT Hehd &, Toraeh
ITANIT 3T 37T FHoge T AT Fr
AT atet AR e weifera aeel &
T 3|
e 39k I & Uog ol §, dl 37T FU-aT0 ey
I gAT 3R A A3 1 719 of ST 37 O R
SRR A ARG SRR Bl pnericttcomenthen (ORED
3R 37T Fifa 0T ) RET R & AT fes move down to view apps
The Charms bar
Charms bar U ¢olaR § Sl 3T9eh! 31 fdehedl
a:mu-mamwﬁﬁquﬁﬁam
g 379 AT3H F FU- amm;h%r-amaﬁﬁirw
Charms bar WWW%I
Charms bar # & 321 g1a &, o 3mesor
(Charms) &gl JTar g, 3R Icdeh H 3TeTaT-37eldT
e gid &:
o Search:
Search charms 31T9e! 379+ $eged W VT,
WISl AT AfETT et ST & | BTl e, R et [
3T et SR W aeTe iR3awsaar Search
ﬁ'crﬂoﬂﬂ IS Hiall & [ I e W o | Aops
e Share:
Share charms dd 9 & U Copy and Paste T g T8 IJUrgHg p
GRS Sellal & ToIT FETgeT T 1T § | F 39 ST $T copy
Wﬁmﬁ%(ﬁﬂmméﬁmﬁksﬁ“mﬂﬁqﬂ”w gy seincs
FY «| 3STE0T & T, Ife 31T 3TAS Ueh ol UG @ 8, Al T AT VT & o
gTQICIHTshare X ohd 8, TTY 3T o & fordT AT oY SAS = Gohdl Share
l Isle of Wight Ferries
o Start:
g TeTe TP W Eaa axar g1 Ife 3T ugt A & T Sha W g, ar I
I giferar ¥ @rel &am|

6:30p

caleulator]

Mail

~

n Music

OneNote

People
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Device:
Ig 3MT9eh g U I3 ol off graer fSarsy &1 fewrar g, & e ar Alsilex|
Setting:
IE T 3791 HTYLX & Tl AT AfEeq o Tgael ol s, AT G 38 PELE
T AftTw ot 39 a3 F 8@ B &1 3eTe]or ¥ 7¥v, IR 39 Seere
TFHCERT H &, Al 31T 3791 $TAT [ashedT oo Tgast & fow |fcar
3TTHYUT IR ST T ¢ |

Q4 Window 8.1 # logoff, hibernate, shutdown &I
THSSY ?

9 3719 ggell s Windows 8 I1 Windows 8.1 &7 393197 &hid &, dl 379! T IdT Tl

HTol BT foh 31T HTYE T A F¢ AT YoT: 3TRFS el | Windows 8.1 & 3use Fufa &

Wﬁo—mw %wm%mwaﬁaaa?{ﬁésﬁvwasdﬁﬁuqm fpar T g1 Windows

8.1 ﬁwﬁwﬁwa@maﬂwmwﬁm%mmﬁ%lmﬁsﬂum@%qmm

ﬁﬂﬁmwﬁéﬁ%ﬂfaﬂwlc geoT IR USe-TFaieh Y| A< 3137 IT TS 13T el & ToIT FATS

aFIT%* #{| Sign out, Sleep, Shutdown 3R Restart ¥ [d&edl & A1 T FaHs] BT
|

1. Shutdown, Restart and Hibernate Using the Settings Charm
Windows 8 3R 8.1 #H T &I &g el I “TRURS” I Setting charms & ATA A & |

3777 379 FETE ] Windows + I 29T 3R R Power W &Feld a7 $0 Y| T
T 1: AT Y o 3T SEheTT 9T Gel Tl T 1armst o diq Y fem § 1 T Thiel o i dg
Y T ITITRTRAT ST & |
T 2: Charms bar @lell Charms bar Te A+ glar g st
a9 @S T & 19 3179 319eY AT3H & ThIeT & FILT g8 AT ferarer
U et U ST d ¢ | TS 3T TTTHIT FT 3TIRT F I &, ar
3TTIERT 39T 33Tell bl TshieT o ST T 3T &I H TATSYT et hl
3MaTHaT
TROT 3: Setting charm W Fala& HY|
IRT 4: Power | [Fda |
gﬂT 5: Shutdown I1 Restart I1 Hibernate X Faa

|
Ife 3T Touch FI3TAT I R &, dF Thied & alg AR T et

Settings

Y, AT T Y 3R BT I1aX g ST HY | _
2. Shutdown, Restart and Hibernate from the ] |‘:}
Logon Screen Network 3 67 Unavailable

I 3T T T ST Fhie T UTd 8, it =71l &T$ 3 dre
Scel GaTU| Ueh Hs] fe@rell § for@# Sleep, Shutdown, |
Restart, Hibernate R&eq A & =) O

Notifications Power Keyboard




Display option X & & Y| Display setting fc@rs
fr| A 3R Tl | €T & o Tl W F 3mgeA fe qrs o
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3. Shutdown, Restart and Hibernate Using the “"Shut Down” Menu
I T TG SEREIT W 9T & 3R Pig Al [t 9&fid 16T 81T &, @l 3179 2T ST3T As] offet & foiw
39 FEIs WAIt + F4 T dhd g |

5. Shutdown

Restart Shut Down Windows and Hibernate
Useing the WinX Menu
Windows
W ﬁ Programs and Features
Mobility Center
%q B-U Power Options
LS What do you want the computer to do? B e
Windows _ Systen
3 Shut dewn Device Manager
Qﬁm-r Network Connections
%I s@-mﬁ Closes all apps and turns off the PC. e a2
Computer Management
ﬁv 3Tqﬁ Command Prompt
4 Command Prompt (Admin)
qT Task Manager
e Control Panel Sign out
Wi ndOWS File Explorer Slesp
R.Ié- Search
a a I | | Hibernate
a-r Bun Shut down
q Iga W ﬁl Shut down or sign out ] Restart
Desktop

I7E 39 Touch &7 39T & WK &, AT 38 Hel &l TG
T TETC d¢aT W ST W |

Q5 Windows 8.1 # Desktop Background, Icon, Screen Saver, Themes & Set
Y ?
Personalizing Desktop- Desktop Background, Icon, Screen Saver, Themes

Windows 8 Desktop View & Ta&d 3T 3e781d &l 3Teeh el &hell 3THTT SeTell & | 39 HEar
¥ Personalization pane T 390197 & Y, it 37T 39T 3THeTT & theme, background
image, and color ﬁmﬁmﬁmﬁra’m%ﬂ 3T g &Y STeI9T foF 379eY Wiee 3R 31T
EFET TSECH d1 8 FARNTST |

Personalization pane d& 9gaa & faT, S&held W FHal

Se-Fereh Y, 3R R 319-3131 A1 & Personalize & ] :::b}, g Koo
#Y| Personalization Pane 3mde R@rs &am| Refresh

Paste
Font size and text display settings3Td Hiec 3THR Paste shortcut iy
SFEC T3TTH I FTCHS S el o [T Personalization = NVIDIA Control Panel Pane
T T 3ZNT T Hehd & | TG Aol TWAT Hca ol & foh & P -
Jf78 Fac Desktop View & wammiad 4, 7 fF | © i
WWW| (3) = 1 B« Appearance and Personaliza... » Personali

How to Change the Font Size

maimﬁmﬁréwdq T FEE T A FfSATS &, ar
3119 Blee TR TG Tehd & | Blee IThR Hl ToTd d
319k STHeTT TR IS 3R 37T TSTHT T 3R 3T
SITUATT |

Personalization Pane & Q@ st & aa

Control Panel Home Windows Default Themes

Change desktop icons

Change mouse pointers

Windows

High Contrast Themes (4)

T # T 3T TR GEAETT X HeheT &1 |5 i

® ~ % B« Appearance and Perso..

Display =

Display v ¢ | | Search Control Panel »

Control Panel Home
Change the size of all items
an make text and other items on the desktop bigger by choosing one of these

Adjust resolution Youc
enlarge just part of the screen, use the Magnifier tool.

& Coltwote col options, To temporarily
alibrate color

Change display settings

Font size

—

O Larger - 150%

(O Smaller - 100%

@ Medium - 125%



https://computerhindinotes.com/how-to-personalizing-desktop-in-windows-8-1/
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R [T F:|

3791 YREcT T Save F & T Apply

ol IREcel ol FGeTal o &G HTUh! ATl Sheged i Restart F¥e Sl JTaTend gl

How to Adjust ClearType Settings

qhdl g

ClearType TSI Hlsile 3R HhieT X text HT To-gdl H FUR el H Heg g
Personalization Pane ¥ oo ST #1e & [29d Display option T &% #3| Display

setting fe@rs ¢af|

STU Afderers A« & Adjust ClearType text & I3 H|

Change desktop icons

Change mouse pointers

Windows

High Contrast Themes (4)

Display
Tasl-:bg j

Ease of Access Center

High Contrast %1

ClearType Text Tuner SRl sierd
fe@rs &am| &R &1 uTereT Y, S text
3R e 30T [SW@TS ST § 3HT T

Control Panel Home

Adjust resolution

'E‘_ﬁ' Calibrate color

Change display settings

Adjust ClearType tei%

.-_) * 4 “_-J.’. Appearance and Personaliza... » Personali
= Display
Control Panel Home Windaows Default Themes
\(-:u + 1 & « Appearance and Perso... » Display v &

Change the size of all items

You can make text and other items on
options. To temporarily enlarge just pa

(@) Smaller - 100%

) Medium - 125%

~

(«) M ClearType Text Tuner

Click the text sample that looks best to you (2 of 5)

SIS 3T SFEE T T X ol &, df Finish I

fFoteh 3| ClearType af¢g apply &'
STTa |

How to Change the Start Screen
background in Windows 8.1

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
ipsum dolor sit amet,
consectetuer adipiscing elit.
Mauris ornare odio vel risus.
Maecenas elit metus,
pellentesque quis, pretium.

The Quick Brawn Fox Jumps
Over the Lazy Dog. Lorem
ipsum dolor sit amat,
consectetuer adipiscing elit.
Mauris ornare odio vel risus
Maecenas elit metus,
pellentesque quis, pretium,

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
ipsum dolor sit amet,
consectetuer adipiscing elit.
Mauris ornare odio vel risus.
Maecenas elit metus,
pellentesque quis, pretium.

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
ipsum dolor sit amet,

consectetuer adipiscing elit.
Mauris ornare odio vel risus.

Maecenas elit metus,

pellentesque quis, pretium.

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
ipsum dolor sit amet,

consectetuer adipiscing elit.
Mauris ornare odio vel risus.

Maecenas elit metus,
pellentesque quis, pretium.

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
ipsum doler sit amet,

consectetuer adipiscing elit.

Mauris ornare odio vel risus
Maecenas alit metus,
pellentesque quis, pretium.

Next Cancel

Windows 8.1 # FI< Thiel SS3{fA deelel o foIT fe=T =Rot &r 39T Y|

Tad 9gel Windows Key + C ga1q, a1 39T
charms @ F v THAH T fhaR ¥ TaBT H,
Setting #T a7 #{| 3ITPersonalize W Fosd H|

background image, color and accent

color & I Y| ITE 3Maehr  qd-HlSar
9HS gl g, mﬁm@raﬂf
TFeleh hlah 39T

How to Access Colors and Accents in
Windows 8.1

background
F1er 7 background "
STHCIT ATTIUR T 3TN T Thdl ¢ | @

e

B @

WView
Sort by
Refresh

Paste
Paste shortcut

2 NVIDIA Cantrol Panel

Shared Folder Synchronization

Mew

Screen resolution

Perscnalize

I~
by

j agc I A
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Windows 8.1 &, AGHE¥c A58 Af¢aT  FTCharms bar H#I@ I 5T TFET A&
fom, Hﬁf\aﬁaﬁﬁ?mwm ThIeT ScTha H & |
S5 91 Windows key + C gaTu 3K :
Setting W fFesh HY I HUA ABFH UG F T B Settings
3R Setting WFasw | ~
a7 Personalize WX [Fae Y| Ife 3m9
Personalize WWW%} Fﬂ'3—1TC|' gW'T'CI' Personalize
Desktop personalization options thﬁaﬁ?’rl

8T & background art o, S ufaaes g1
Background color o Wﬂﬁﬁ?ﬁﬂmﬁr Help
accent color T TIe Y AT TAALE isarFe Sr

g

Tiles

Q6 TAseT 8.1 # T 3R IHT Hd Icol ?

Date and Time 3{ToIeT o1 Y197 oI H ST AT HHAY W o [T fohar STTelm € 59 fashed @
e $ Date and Time R X T &1 T3 TAT #7847 8 AR < Tha & HTYET T
e date TS time ﬂET@?lTa%?nmportant ¥ af2 319 India & F18 T § o Chennai,
Kolkata, Mumbai, New Delhi, %9 I YeAd §| S T ST I B |

Date and Time
Additional clock
Internet time

Date and time [9&c9 # dRIW@ U9 AT ¢ N Thd 6, Additional clock AgfaEead
FRA R E, NEQTWWWWW%I Internet time fR&ed 3 $eaic & 53 WA & dl@
TG AT VT I THhd & |

EFU&E%J# date TS time T T g 31T ¢ PO T Hicll b 37T date TS time Je HT
Haé |

1. A Ugd task bar 7 Right side Taa

4

Icon tray WX foFoieh il | |
2. 3T% I gl date and time @S eard 3@ G
icon 3 WX fFels X I} 319! date and time ‘S Y N
ferrs ¢am 519 39 Change date and time 2224 1% . Ealli?™)
setting 3w = e Higiil )
3.  gd« &G 39! date and time window o
fe@rs &3l 'orgA change date and time s Date-and Time e
qT W a’ﬁ- I Date and Time | Additional Clocks | Internet Time
4, THIEH G AT HH A FI AN M date N o
3 time ¥ T I8 & af 9&d alfard 3 OK C _;'J s
gt W foFereh Y | \»/ AN g =

& ™

——— %) Change date and time...

Timezone
(UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi

Change time zone...

Daylight Saving Time is not observed by this time zone.




DCA 1st Sem PC Package(Window8.1,MS Office 2013)

Date and Time Settings “

Set the date and time:

Date: Time:
4 April, 2016 L4

Mo Tu We Th Fr 5a Su

28 20 30 31 1 2 3

4 5 6 7 8 910
11 12 13 14 15581 17
18 19 20 21 22 23 24
25 26 27 28 29 30 1
2. 3 4 5 B 7 8

=EE

Change calendar settings

=>. oK T

5. UHT & W AU sheged @ date 3R time change gt Seet |

Q7.73311 8.1 H TRHER T 3TN Hdl HY ?

(How to Use Taskbar in Windows 8.1)

Assate & Windows 8 died fhar 3iR fA3sT I Ueh Alsel Sy Uel fhar| f§sier 7 &5 R
% AT PR 1S A0 S8 &8s W Fe T 3T 87 77| [98isT o a8 o= arell IR &l SEhaR
Fgd & CEhaN H start button 3iR ag WA fG@ms 3 8 [9e I IoR FHA H W aldTs | s &
T 3T TR H S TITH i [T Y X Tohd §| HTT e R Fr et &1 oy & Fa3 a7 foredt oft
R seol TFd &, 28 Tad: B g §, O g & 9o TFhd &

How to ’Pip Modern apps to the ]‘askbar
TR H HATSel U [0 el 3¢ SEhTTT U FoloT Tellel T T 3T TRIehT & | THT el oh felT-

o TTE T ATApps View T 3Tod app W T5e-fFefeh i
31 Pin to Taskbar &7 I3 1|

Music and Video Games

U T WIS R FAY UoF & TFhar H et =

AT GHA g @
How to Stop Modern apps from
displaying on the Taskbar

&l 3N, 8 Wehdll © feh 3T TERaIR 0 T4
& 8l AT 3T TEHIR 9T VG 781 A8 & | Ife
3719 T g T ST 37T T Teeliaheld 9T &1
T Ig &1 O &7 I8 TTellah2lel 3T CReha R & =
Q@ g% AU s AeT 9fhar 379« s

E; I i I- Taskbar location on screen: | Bottom v

Xbox 360 SmartGlass o
Unpin from Start

Pin to taskbar

Uninstall

Taskbar and Navigation properties

Taskbar | Navigation | Jump Lists | Toolbars

Lock the taskbar

Taskbar buttons: Always combine, hide labels v
AN %a_q; N - Motification area: g_ustomize. =
o TIH Ugel CEHaR TN T3c- %{ Properties
=Gl aﬁ | [Ishen Windows Stars apos an the tasidar
9 D‘a%e Peek to preview the desktop when you move your mouse to the
- Show desktop button at the end of the taskbar
38 d1c Taskbar Tab &1 I3 H{|

Multiple displays

T ” Show Windows Store apps on the taskbar 9] S taskbar on a dispays

Sierd T 37T Y 3R Ok W Fore HL| S s ions o

All taskbars L

n

Buttons on gther taskbars:

e, afe 39 <7 7§ Th U T SUTNT FAT AGA Q) N FATSH | wrorscontine, el .

qlsd{ ﬁ '{'?I‘:’\ld a; Eqﬂ- aTQ- ﬁmﬁ qT a’ \J‘”kl a'ﬁT $'|-'Ei9’d ch- How do 1 customize taskbars?

HT TT Y| dehfedeh ®9 & 3T Alt + Tab T 3TN HT —
T & |

Page | 14
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Control Modern apps from the Taskbar

CEHIN W olgd Wieg § HlseA tog &
ol 3R AT e B T e
I &THAT Teh Hgcaqol =1 Hiaem g1 Ig
gfaer uge U AR M|

Show Taskbar in Modern UI

T, 3T §HLUT TEHIR I 3EHeld T
TG fd T argd g, dr Ifshar 318l siY
fI8IeT & Moo TEHI0l & AT &I g1 a8
50 Uge-fFad Y 3R Lock the
Taskbar &1 TIa H|

Optimize the Taskbar on a

dual-monitor setup
ITe; Tk T SIgd-Al e 3T &, dl 31T TEHER I Gl Tshled T UG TRId =T dTgdT| SHh folu-

o HIY UGl TFHIR W IASC- USE-[Foieh X Properties 3TCRreT Ied

3H+ a1G Taskbar Tab &1 T3« HY| a ramazaaa: avigation properties EX
ﬁlﬂ » Show taskbar on all dlsplay " EUW Elfr ﬁEF Eh_l- Taskbar | Navigation | Jump Lists | Toolbars
3‘ﬁT Ok °Ed W ﬁ| [#lLock the taskbar!
[] Auto-hide the taskbar
Teh 3R T S HedIoeT ThIT VEHT 3 TTT TRUT T TFNE | oo i ;
dg dd @Fﬂ' %’ 39 319 Windows key m %‘ 3-'nT Wﬂ' lopy Taskbar buttons: Always combine, hide labels v
TTE TshlsT GIT 379 Gl § Ig 39 TaY Thiel R fo@refr 3marey | o amms |
%- m qT 3-Trq- m W 1%- g-l ;zh v:”kfowssm thDDd kt:-I t:kby oU move your mouse to the
Show de: kmpbtto at the d of the taskbar
I8 Ugel TRFER G Use-[Ferh &Y 3R Properties | o7
3RS o S e
5% 15 Navigation Tab &7 90 &Y _— 4
%Y start screen section & 3icd’d Show Start on | . s ,
the display I'm using when I press the e
Windows logo key ” Sidq &l d& &Y 3R Ok W Feleh
Eh_l'l Cancel Apply

Q8 Windows 8.1 # HI5d 3R hiest &l ¥ §11T, Hidl Y, 8TV, AT Scof JT TATIRT L ?

What is File?

BTl Ueh 3ieotare & ST $hege WA & AT 39T fohT 1T SeT, FeielT, AfETH AT 362l &l G
W%lwmmm(ﬁw@é@%mﬁmﬁ HISel U & FT H T gl
¥ ST Brser @rerd &1 3878307 & AT, ﬁ?mwmwsmﬂdﬂwalsqm gl afec ag
WIS 3T Hged WX AN, df Windows 3 31TSeheT Sael-{eForeh el @rqawawug‘latraﬂézm
mﬁwﬂaﬁmwmﬁrl

What is Folder?

Wlesy, Tord &I (Directory) (Directory) $i &gl STl &, 3Meh sheged Sl Bigel [HFeH W
W%QTsrwuaﬁrhmzm & ToTHe 37T FIgel 3R Blesd AMMAT & | WWWQ#%?H%
HRFCIT THTIROT H, T Wlosx U 3iTeorae 81T & oI 8 aTardel &) Ao & | SeTehrY cgareyd
W%%me%mmal

I Plesy HY IATU

(How to create a New Folder)

HeT H AERIHT (Directory) (Directory) gl §e11$ ST Tl &, S8 TR W Heged W hlesy,
3UthesR, ERIHT (Directory), 3R 3UMERIHT (Directory) ST & S 3ToT-37elT aOF ¥
mﬁamqg@mﬁmﬁwﬁéﬁm(mrectory) 3R West 561 & fav FeH E

My Computer 31 Windows Explorer @rel
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