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I சரியான விடைடயத்    ந்தெடுத்து எழுதுக. 

1 

                                            

( )                                 ( )                

( )                       (ஈ)          

2 
                ? 

( ) ROM          ( ) PROM        ( ) RAM       (ஈ) EPROM 

3 
                            . 

( )                ( )         ( )         (ஈ)     

4 
                           

( )           ( )     ( )        (ஈ)        

5 

                ,                                         

        ? 

( )               ( )       

( )              (ஈ)                 

6 
ஏ. .            ,                             ? 

( )         ( )        ( )           (ஈ)          

7 

                                                  

          . 

( )               ( )                

( )                  (ஈ)             

8 

POST–         . 

( ) Post on self Test  ( ) Power on Software Test   

( ) Power on Self Test  (ஈ) Power on Self Text 

9 
                                ? 

( ) ROM  ( ) RAM ( ) Flash drive  (ஈ) Hard disk 

10 
                                                ? 

( )         ( )        ( )         (ஈ)         

    -   

         : 

11 

                 ? 

                               ,                  ,       

                               . 

12 

                      . 

                                                          . 

                                          . 

13 

             (CPU)           ? 

                           ,      

           (CU – Control Unit),     ஏ           (ALU - Arithmetic and Logic Unit) 

            (MU - Memory Unit)    . 
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14 

    ஏ             (ALU)            ? 

    ,      ,       ,                                   

                ஏ                 . 

15 

                         ? 

           -                                        

                                      .     ,               

                           . 

16 

                    ? 

                                                       . 

                                                     . 

17 

                              . 

                 

                     

                          

                       

            . 

          :          ,     

                      

                     

                          

      .  

          :       ,          
 

18 

                                              ? 

                               

                  

                          

                        

                           

       .  

          :                  

(RAM - Random Access Memory). 

                        

         ,             

                 

                            

                      

     .  

          :       (Hard disk), 

      (CD-ROM)          

     (DVD-ROM)  
 

 

    -   

         : 

19 

                     ? 

                                       

                

                                        

                

                     

              

              

              

            

                     
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                        . 

   ,       ,      ,              ,           ,        (e-

commerce)              . 

21 

                       ?                      . 

                                               

                                   .  

          :          ,     

22 

ஏ                              ? 

1.        (Monitor):                                                

                .                          .                

      (PIXELS)                                . 

2.      (Plotter):                               .           

                             .                         

                                      . 

3.            (Printers):                                

              .                                          . 

•                 (Impact Printers) 

•                 (Non Impact Printers) 

23 

                                 

                   

                        

        . 

                            

                       . 

                     

             . 

                        . 

                        

        . 

             

              . 

                   .     

                        . 

 
 

24 

                                    . 

                   ,         (ribbon)                 ஏ            

                          ஏ      .                               

                                          .                  

                                               . 

25 

                                        . 

                        (ANN - Artificial Neural Networks)                

                ,                                     .       

      ,                                             (WAN-

Wide Area Networking) -           .                     (NLP–Natural Language 

Processing)                   (AI–Artificial Intelligence)-            .    

                                                        

            . 
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26 

                                       . 

                                                            

   .                          .                      (PIXELS) 

                               .                         

                        .                              . CRT 

(Cathode Ray tube), LCD (Liquid Crystal Display)      LED (Light Emitting Diodes)       

                              .              VGA (Video Graphics 

Array)                  . 

 

    - ஈ 

          : 

27 

                                                    . 

 
       :  

                                                     

                     .          :         ,     

            : 

                ,                             ,         

                                                          . 

         ,                                           

                      .                     ,            

                   ,                 .                   

          ,      

•            (CU – Control Unit) 

•     ஏ           (ALU -Arithmetic and Logic Unit)  

•        (MU - Memory Unit)  

    ஏ           

                                ஏ          ,          

                         .     ,      ,       ,                 

                                  ஏ                 .      

                                           .     ஏ    

                                                

           . 
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           -                                        

                                      .     ,               

                           . 

         

                                                           

               .          :       ,                 . 

       

                                                      

    .                                                     

                                      .                  

                                    . 

28 

                               . 

1.              1940-1956              (Vaccum tubes) 

•             

•                              . 

•                           . 

•                        . 

2.               1956-1964           (Transistors) 

•                                   .               

         . (                           ). 

•            ,                     .  

•                 (Operating System) 

           . 

•                                     

      (Batch Processing and multiprogramming operating 

system)            . 

•                                         . 

3.              1964-1971                (Integrated circuits-IC) 

•                        ,                

                        . 

•                             .  

•                         . 

4.               1971-1980        (                         

     ) (Very Large Scale Integrated Circuits -VLSI) 

•                   

• IBM      APPLE                    

           . 

•                               .  
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5.              1980-                                    

(Ultra Large Scale Integration -ULSI) 

•              (Parallel processing) 

•                                      . 

•                                       

   . 

•                              (Expert 

Systems)      . 

•                                      

                     .  

6.                         

•                     

•                    ,               

              . 

•               (Robots)         . 

•                     

•                           .  

29 

                   

 )                      )               

 )            / QR             

                   (Inkjet Printers) : 

                           (Magenta),      (Yellow) 

          (Cyan)                           

          (color tones)          .       

       (monochrome)               (black)    

                .               ,           

                                   (bubbles)           

                              (piezoelectricity)                 

                                         ,                 

              .  

              (Multimedia Projector): 

             ,                             

                      .                 

                                                         .  

            /   .                (Bar Code / QR Code Reader) :  

                                                

        .                  ,                    

                  (electric pulses)              

                            .                 

                                      .   .   (Q.R. 

– Quick Response)        ,                       ,                 

                                .  
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   –  

                    : 

1 
                                                       ? 

( )     ( )      ( )           (ஈ)    

2 
                                       ? 

( ) 1000  ( ) 8   ( ) 4   (ஈ) 1024 

3 

ASCII              : 

( ) American School Code for Information Interchange 

( ) American Standard Code for Information Interchange 

( ) All Standard Code for Information Interchange 

(ஈ) American Society Code of Information Interchange 

4 
2^50                

( )      (Kilo)  ( )      (Tera)  ( )      (Peta)  (ஈ)      (Zetta) 

5 
Binary Coded Decimal                                  ? 

( ) 64  ( ) 255  ( ) 256  (ஈ) 128 

6 
11012-                         ? 

( ) F   ( ) E   ( ) D   (ஈ) B 

7 
00100110      1-         ? 

( ) 00100110   ( ) 11011001   ( ) 11010001   (ஈ) 00101001 

8 
                          ? 

( ) 645  ( ) 234  ( ) 876  (ஈ) 123 

    –   

         : 

1 

             ? 

                            Data          Datum               

    ,           "                     " (Raw facts)        .          

    ,                                       . 

2 

1-                            . 

•                                              . 

•                   8                               . 8        

            ,            0-            8               . 

•               ,               . (      1       0     , 0 

      1           .) 

3 

(46)10                          . 

2 46 

2 23 – 0 

2 11 – 1 

2   5 – 1 

2   2 – 1 

2   1 -  0 
 

(46)10 = (101110)2 
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4 
(28)10    1-                          . ஏ          . 

1-                                           

5 

                                                    . 

                                ,                       

     (Numerical form)                               ,           

                           .                        

                             (Encoding System)           .      

                             .     , 

• BCD – Binary Coded Decimal 

• EBCDIC – Extended Binary Coded Decimal Interchange Code 

• ASCII – American Standard Code for Information Interchange 

• Unicode 

• ISCII - Indian Standard Code for Information Interchange 

Binary Coded Decimal (BCD) 

•                               .  

•         26                 .      , 26 = 64                

                    . 

                                      . American Standard Code for 

Information Interchange (ASCII) 

•                       (USA)                              

             .  

•                                           .  

•                                                    

       .    27                                     . 

     , 27 = 128                                   .  

• ASCII-8             , 28          256                       

     .                      0     255                

           .  

Extended Binary Coded Decimal Interchange Code (EBCDIC) 

• ASCII                          8                 .  

•               IBM (International Business Machine)          

           .                                            

                 .  

•           256                      . 

•               ASCII          EBCDIC                 .     

    , EBCDIC                      , ASCII                   

                           . 

       (Unicode) 

•                                      ஏ              

            ‚      ‛              .  

• ASCII                                                   

       . 

•    16          65536                            .  

•                 ,                               . 
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    –   

         : 

1 

                         ?              . 

                                                     . 

                    Radix      Base       .               

                                                 . 

 .  . (37)10, (547)8, (1F)16, (1010)2 

2 

             –          . 

               0      1                             .     

   , "2                   "- (2's Power positional weightage method)   2   

                  .                             ,             

                ,    ‚          ‛ (Most Significant Bit – MSB)     ,        

                       ,    ‚           ‛ (Least Significant Bit – LSB)    

            . 

3 

(150)10                          ,                       . 
2 150 

2 75 – 0 

2 37 – 1 

2 18 – 1 

2   9 – 0 

2   4 -  1 

2   2 -  0  

2   1 – 0 

 
 (150)10 = (10010110)2 

4 

ISCII          . 

                                                            

       ISCII    .      8                 .     ,           256 

                     .                      (Department of 

Electronics) 1986-88                            ,              

       , (Bureau of Indian Standards – BIS) ஏ               .            

                                      . 

010     010       110 

 

          2          2            6 

 

     (10010110) 2 = (226)8 
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5 

   : ( ) -2210 + 1510 ( ) 2010 + 2510 

 

( ) -2210 + 1510 

 

 

           
 
 
 

     
 
                (22)10 = (10110)2         (15)10 = (1111)2 

 

 

 

rhpghh;j;jy; 

 

 

 

 

 

 

 (M) 2010+2510 

 

 

 

 
 
 
 
 

             (20)10 = (00010100)2             (25)10 = (00011001)2 

 

rhpghh;j;jy; 

 

 

 

 

 

 

2 22 

2 
1 – 0 

2   5 – 1 

2   2 – 1 

2   1 – 0 

2 15 

2   7 – 1 

2   3 – 1 

2   1 – 1 

1  X 20 = 

X 1 = 

1 

1  X 21 = 1 X 2 = 2 

1  X 22 = 1 X 4 = 4 

                        = 7 

2 20 

2 10 – 0 

2   5 – 0 

2   2 – 1 

2   1 – 0 

2 45 

2  22 – 1 

2  11 – 0 

2    5 – 1 

2    2 – 1 

2    1 -  0  

2 25 

2 12 – 1 

2   6 – 0 

2   3 – 0 

2    1 – 1 

 

    – ஈ 

          : 

1 

( )                    ,                                 

   . 

‚2                  ‛                                      

                        . 

‚2-                  ‛                : 

•                     2                             

                            .           0      1    

           . 

•       1                                  ,            

                          ,                         

2010 = 00010100 

2510 = 00011001 

 

4510 = 00101101 

(45)10 = (00101101)2 

(7)10 = (111)2 

-2210 = 10110 

 1510 = 01111 

 

-710 =  111 
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     2        ,                                       

      .  

      1      2   ,          0                               

                   ,            . 

•       1      2                                0      1-

                        .     ,                      

                        . 

( ) (98.46)10                           . 

 
               
 

 
 
 
 

 
 
Ans = 1100010.0111012 

 

2 98 

2 49 – 0 

2 24 – 1 

2 12 – 0 

2   6 – 0 

2   3 -  0  

2    1 - 1 

0.46  X 2 = 0.92 0 

0.92  X 2 = 1.84 1 

0.84  X 2 = 1.68 1 

0.68  X 2 = 1.36 1 

0.36  X 2 = 0.7
 0 

0.72 X 2  =
1.44 1 

2 

                  1            2               . 

( ) -98  

 
 

    

 

 

 

 

 

 

 

 

( ) -135 

 
 

 
 

 

 

 

 

 

 

 

 

 

2 98 

2 49 – 0 

2 24 – 1 

2 12 – 0 

2   6 – 0 

2   3 -  0  

2    1 – 1 

                   9
 

             1100010 

           (8         ) 01100010 

1-       10011101 

               1                       1 

2-       10011110 

                   135 

           10000111 

           (8         ) 10000111 

1-       01111000 

               1                       1 

2-       01111001 

2 135 

2 67 - 1 

2 33 - 1 

2 16 - 1 

2   8 - 0 

2   4 - 0  

2    2- 0 

2 1- 0 

3 

 ( )     : 11010102 + 1011012                    ( )     : 11010112 – 1110102    

 
 

  1101011  

  0111010 - 

  0110001)2  

  1101010  

  0101101 + 

(10010111)2  
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    –   

                         

1 

                                          ? 

( )                  ( )                

( )                 (ஈ)        

2 

                               ? 

( )     ஏ           ( )             

( )                       (ஈ)       

3 
                             ? 

( ) 8  ( ) 16  ( ) 32  (ஈ)                            

4 

               ,                                           

                      ? 

( )          (Locator)  ( )         (Encoder)  

( )        (Decoder) (ஈ)            (Multiplexer) 

5 
                 CISC         ? 

( ) Intel P6        ( ) AMD K6  ( ) Pentium III  (ஈ) Pentium IV 

6 

                            ? 

( )                  ( )               

( )                       (ஈ)   -           

7 

   8–                                                   

    ? 

( ) 28  ( ) 1024 ( ) 256  (ஈ) 8000 

8 

                        12   .           DVD-                 

     ? 

( ) 4.7 GB  ( ) 5.5 GB ( ) 7.8GB  (ஈ) 2.2 GB 

9 
CD-                            ? 

( )        ( )     ( )      (ஈ)       

10 
                                                ? 

( ) USB  ( ) Ps/2 ( ) SCSI  (ஈ) VGA 

    –   

      : 

1 

                                    ? 

                  ,                                      : 

1.            (Clock Speed) 

2.               (Instruction Set) 

3. c)          (Word Size) 
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2 

                 ? 

                                     ,                      

                       . 

3 

                    ? 

                                                     

                                           .                 

    ஏ                                      ,            

        (Program Counter)            . 

4 

                        (HDMI)          ? 

                                /                        

                              , LCD          ,                 

                      . 

5 

EPROM-                      ? 

EPROM –                                           . 

        EPROM                                     ,           

             .                                             

                   . 

 

    –   

      : 

1 

             ,                         . 

                              

                         

                      . 

          /               , 

            (CPU),       

             

                   

     . 

                    

                          . 

                         

ஈ                           

                    .     

                   ,        

                         

       . 
 

2 

                                    . 

                       .                              : 

• 8-           

• 16-          

• 32-          

• 64-          

3 

                                             . 

                                               . 

RISC      Reduced Instruction Set Computers. 

RISC                 : Pentium IV, Intel P6, AMD K6      K7. 

CISC      Complex Instruction Set Computers. 

CISC                  : Intel 386 & 486, Pentium, Pentium II, III      Motorola 68000  
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4 

PROM      EPROM         . 

•                         (Programmable Read-Only Memory -PROM) 

                       ,                   .           

                   . PROM -                          

                   . 

•                                   (EPROM - Erasable Programmable 

Read-Only Memory): 

                                 , EPROM–                   

                .  

5 

                                                   . 

             "        "   (Mother Board)                         

                   I/O           .                      

                           ,               .           

                              . 

•                  (Serial Port):                         

                     . 

•                   (Parallel Port):                        

                     . 

• USB           :         ,        ,         ,                   

                                                   . 

• VGA        : LCD                                  

               . 

•            (Audio Plugs):               ,                   

           (Head phones)                  . 

• PS/2 Port:                                       

        . 

• SCSI Port:      ,                               

             . 

6 

CD      DVD         . 

       (CD) 

CD        CD-ROM 1.2                                             

      .                                                

         .           CD-         700 MB    . 

                 (DVD) 

DVD (Digital Versatile Disc      Digital Video Disc)              (Optical Disc),    

     DVD                        DVD                   . 4.7 GB 

                . 

7 

                  EEPROM                 ? 

                     (      )                       .      

                        ,                                     

EEPROM      EPROM                               1           

(GB)–      2          (TB)             . 
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                        . 

                  ,                                      : 

a)             (Clock Speed) 

b)               (Instruction Set) 

c)          (Word Size)  

a.            

                                   .                  

                                                .      

                    .                             (MHz-Mega 

Hertz)                (GHz-Giga Hertz)                . 

b.              : 

                                     ,                      

                       .                          

                                                      

              .                                  

           . 

•           

•                 

•                

•               

•      /       

c.          

                                                   .    

                                     (RAM)           

              ,                    (Pins)          

          .                                   

                                       . 

2 

      /       (READ / WRITE)                          ?      . 

RAM                                                . 8    

        Intel 8085                          RAM              

     8       . 

READ                (      )                                

     .  

WRITE                (      )                                

     . 
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                                    ஏ               . 

                        

                .         

                           

                    . 

                            

                        

             (     /    ),     

                          

       .                 

                     

                             .                      

                                           .          

                     ,            ,                 

                         . 

 . 

   
                 

     

    
                

1           1ns                   MB      

2             10ns                   MB      

3 
      

       
100ns     
           
  GB      

4 
!!!      

       

5ms     
              GB      

5       10ms                   TB      

6 
  /   /     

    
100ms                   

MB/GB 

     

7                                           
GB/TB/PB 

     

ns –Nano Second           ms- M
lli Second 
 

4 

ROM                           . 

                 (ROM – Read Only Memory)  

                        .                    ,           

                                    .  ROM-         

                                      .                   

                                       .                   . 

ROM-                                    .       ROM      

                      . 

                        (Programmable Read-Only Memory -PROM) 

                       ,                   .                 

             . PROM-                                  

          .                                         

            PROM           PROM–                      . PROM–
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ROM-                  PROM                                  

          ,      ROM                                      .      

PROM-                                             . PROM Burner 

        PROM                      .            PROM-          

PROM-                   . 

                                  (EPROM - Erasable Programmable Read-

Only Memory): 

                                 ,    PROM                    

   .                                         . EPROM –         

                                         .                   

PROM-                 ,                              . PROM 

                               ,       EPROM, PROM              . 

EPROM                                           . ஏ     

                         PROM-                ,         

                            .  

                                             

(EEPROM - Electrically Erasable Programmable Read-Only Memory): 

EEPROM         PROM                        .                

                         .     PROM                    

                       .     ROM               , EPROM           

                . 
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                                                       ? 
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5 
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 )        7   )         )      ஈ) iOS 
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                            ? 

 )                    )            

 )              ஈ)            
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                         . 
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 )                                     ஈ)                      

8 
                                 

 )        )         ) MS DOS  ஈ)      

9 
                                        

 ) ext2   ) NTFS  ) FAT  ஈ) NFTS 
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GUI          ? 

"                  ‛ (GUI- Graphical User Interface – GUI)          

          ,               /                    ,           

             ,                                   (Pointing devices) 

      . 
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1.           

2.           

3.         
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      , MS-DOS,               . 

    –   
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                                              .  

                                             .  

                             

                                                 . 

              ,                                           

                                  . 

2 

                                   . 

                        

             

               

             

               
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                            .                    (    )      
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                              .                             
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                      .                             . 

 

www.Padasalai.Net                                                                   www.CBSEtips.in

Kindly send me your study materials to our email id - padasalai.net@gmail.com

Pa
da

sa
la

i.N
et

Pa
da

sa
la

i.N
et

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

https://www.padasalai.net/
https://www.padasalai.net/


  

 

22 M.Sc.,M.Ed.,M.Phil.,  

 

    - ஈ 

       : 
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                                .                       ? 

            (         /      )                          

                                                           

       . 
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                   . 
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       /      (Host)                          
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                     . 

1.               ,                                    

     . 

2.                                     . 

3.               ,                                   . 

                   ,           ,     ,                    

                                                     

           . 

4.                             ,                              

       .        ,                                       

                . 

5.                                     .                     

       ,                                . 

3 

                                        . 

                     (FIFO - First In First Out): 

                                             (Queuing Technique) 

                 .                                 .      

                          .                                

                                    .                  

                                                

          .      "                    ‛                 

     .          ,                                CPU-   

            ,                 .                           

               . 

          (Shortest Job First) 

          ,                                                   

      . A       B                              .    , A 

           6                  B            9              

          .                 , A           , B          

              ,      A              .  
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                (Round Robin) 

                ‚               ‛-     (Time Sharing System)        

                      .           ,             ,           

             .            , A, B, C                       

             .    ,        A      B              C           

                                                         . 

                                                  . 

         ஏ   (Based on Priority)                                 

           .                                          

             .             A      B                 . A-   

          5     , B-   7            ,      B-             

        . 
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    –   

                            

1 
                                                             

( )         ( )            ( ) I/O                (ஈ)            

2 
                                                           ? 

( ) My document ( ) My Picture ( ) Document and settings (ஈ) My Computer 

3 

              shift + delete                                        

    ? 

( ) windows 7 ( ) windows 8 ( ) windows 10         (ஈ)           

4 

Windows XP/Windows 7 –  ‚       ‛                ? 

 ) Safe mode                       . 

 ) hibernate mode              . 

 )                                               . 

ஈ)                                             . 

5 
                                                  

( ) F2  ( ) F4  ( ) F5  (ஈ) F6 

    –   

         

1 

                   ? 

      -                                                    

‚          ‛ (Multitasking)         . 

2 

                     ? 

                                                          , 

"             " (Standard Icons)               . 

3 

                                       ? 

      ->                     ,                     . 

        ->                                            . 

4 

Save      Save As-                     ? 

Save ->                             Save               . 

Save As->                                        Save As       

        . 

5 

                           ? 

                                             . File              

                                                       . 
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   –  

         

1 

                                 ? 

•           ,               ,       ,                 

                  . 

•                                . 

•          ,    ,    ,                                        

       . 

•                              ,              ,       ,       

                                    . 

•                     (Settings),            (Colour Scheme), 

         (Screen Savers)                          . 

2 

                              . 

                  ,                                    ,           

                          .                                      

              .                                           

                    . 

3 

                                     . 

          ,         ,       ,          ,                  , 

      ,                           . 

4 

                                       . 

                                      . 

    1 

•                         

•                                         . (       D:/) 

• File->New -> Folder         . 

•            ,          ‚New Folder‛          . 

•                            , Enter                . (       

                   "test folder"                ) 

    2 

                          

•                                      , New -> Folder          

        .  

•               new folder                       

•                             . Enter                . 

•                          .  

5 

                    -                      ? 

       (Cut)          (Copy) 

                         

                             . 

                            

                      . 

                                        .  

      : 

Edit→Cut (or) Ctrl + X 

Edit→Paste (or) Ctrl + V 

      : 

Edit→Copy (or) Ctrl + C 

Edit→Paste (or) Ctrl + V 
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   –ஈ 

          

1 

                                       . 

       1.x - 1985 

 16                                          . 

    ,                               . 

       2.x - 1987 

                    ,                   . 

                           (Customising Options)                    

(Computer System Setting)                         ‛              ‛ 

(Control Panel)                . 

       3.x - 1992 

       -  ‚          ‛ (Concepts of Multitasking)      . 

 256                 ,   �                      

                . 

       95 - 1995 

               ,        ,                                   

     . 

 32                                                     . 

       98 - 1998 

             ,                   (    �               - 

Internet Explorer)      . 

 DOS                                  ,                  

                       . 

      (Plug and play)                        . 

       NT 

                                    .  

       Me 2000 

                                                        . 

       2000 - 2000 

                                                     . 

        2000  �                      . 

 Professional (                           ) 

 Server (                               ). 

 Advanced Server (                       ) 

 Data Centre Server (              (high-traffic)                ). 

       XP - 2001 

 64-               . 

                                               . 

       Vista 2006  

                           . 

       7 - 2009 

                                     . 

 ஏ       (Aero Peek),                            (pinning programs to 

taskbar),               (Handwriting recognition),                   8 

(Internet Explorer 8)                                          . 
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       8 - 2012 

       -                           8                     

    . 

                        . 

        8-   "            " (Multi Core Processing),              , 

                                         �           . 

                                                     . 

       10 - 2015 

                              . 

                       . 

 "          "      "                                 

2 

                                                          . 

                             

                                                          

                   Search                   . 

                              

1. Start                    ,                     Search      

       . 

2.                                         Search     -            . 

                                                            

     . 

3.                                                    .           

                         ,                 . 

4. Search             ‚See more results‛                      . 

5.                          , Search Results                    .     

   ,                           ,        .  

                                            . 

1.                                         Start              

    . 

2.                  (Disk Drive)        ,                     .     

Search box          .  

3.                                          .                    

                                                         

                      . 

4.                                          . 

3 

                                                      

     .                              . 

                                                            

                                 ,                        . 

                                                    

•               . 

•                      .        Send toDesktop (Create Shortcut)     

              . 

•                ,                                   

      . 
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    –   

I                       

1 

Table Format                                                     

     ? 

 . FileTable properties    . FormatTable properties 

 . TableTable Properties   ஈ. EditTable Properties 

2 

                                                  ? 

 .           .           

 .             ஈ.          

3 
                                     ? 

 . Head   . Foot   . Header  ஈ. Footer 

4 
                                                 ? 

 .             .            .                        ஈ.             

5 

                              ? 

 .              .            

 .               ஈ.            

6 
Find & Replace                         ? 

 . File    . Edit   . Tools  ஈ. Format 

7 

                                                          

          ? 

 . Find   . Find All   . Replace  ஈ. Replace All 

8 
                                     ? 

 . Ctrl + Home   . Ctrl + End    . Home  ஈ. End 

9 
                                                ?  Ctrl +F 

 . Ctrl + F1    . Ctrl + F4    . Ctrl + F5   ஈ. Ctrl +F7 

10 
ஏ                                                   ? 

 . Ctrl +E   . Ctrl + U   . Ctrl + Z  ஈ. Ctrl + n 

    -   

II           (             ) 

1 

                     ? 

                   (Bold),             (Italics),           (Font style),     

(Font size)                                                     

                 .                   ,                  

           (Underline)                                    . 

2 

                                        ? 

              (OpenOffice Writer),              (OpenOffice Calc),         

    (OpenOffice Base),                (OpenOffice Impress),             

(OpenOffice Draw),                (OpenOffice Formula)  
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3 

                                                          . 

                                       

                                               

              
                   ஏ                   
 

4 

                           ? 

                           . 

• Backspace        :                                         . 

• Delete        :                                         . 

5 

                               . 

•                                  .odt                  . 

                                   (Microsoft Word)           

PDF              . 

•                                              .        

                                                        . 

    –   

III            (             ) 

1 

                                        . 

                                     . 

•                                  . 

• Ctrl + X      Cut             Edit Cut               . 

•                                   (Clip Board)          . 

•                                                           

      . 

• Ctrl + V      Paste             Edit Paste           . 

•                                                     . 

                                        

•        ,                              . 

• Ctrl + C      Copy             EditCopy           .  

•                                    . 

•                                                      

            . 

• Ctrl + V      Paste             EditPaste           . 

•                                                      . 

2 

                        ? 

                           :  

         (Landscape)                                        

               .                    ,                          

                       . 

         (Portrait)                                             

     .                                                . 

       ,                                       . 
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3 

                               ? 

ஏ                                                       

                                              . 

                                                 . 

 Bullets                              . 

 Numbering                                 . 

4 

                                ? 

                                  : 

File->Save      File->Save As                  ctrl + S           

               . 

5 

                                     . 

‚         ‛     ,                                          

                               .  

Paragraph                                            

• EditSelect All                                         . 

• FormatParagraph                    . 

• Paragraph                    ,     Indents & Spacing              

      . 

• Line Spacing                                            OK 

                    . 

    – ஈ 

IV           (            ) 

1 

                                       . 

                                                          : 

•                                                           

               . 

•                            Page style                          

       . 

                               

1.                                . 

2.                                                          

                     (Double headed)                     . 

3.                                                            , 

                             ,                . 

Page style                                

1.        ஏ                                                     

    (pop up)            page                  Page Style         

       page                     . 

2. Margins           ,    ,                                     

     

3. OK                        . 

www.Padasalai.Net                                                                   www.CBSEtips.in

Kindly send me your study materials to our email id - padasalai.net@gmail.com

Pa
da

sa
la

i.N
et

Pa
da

sa
la

i.N
et

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

www.Padasalai.Net

https://www.padasalai.net/
https://www.padasalai.net/


  

 

31 M.Sc.,M.Ed.,M.Phil.,  

 

2 

                            ?                              ? 

                                     ,            ,            

                               .                              

     ,                  ,    ,                        .       

         ,                                          . 

                                           

                                                            

               : 

•                      

                     , 

InsertFieldsPage Number     

                        

                           

             1, 2, 3...     

                . 

•                        

           . 

• FormatPage                  

       Page Style              

                      . 

•     Page              

      . 

• Layout Settings-         Format                  (drop down combo box) 

                                   OK                     

                                     . 

3 

                          . 

                                              (            ) 

                               .                          

                .                ,     (Left),     (Right),     (Center) 

           (Justify)                            . 

        :                                              

                     .                      

                           .                  

                                                    . 

            Ctrl + L 

        :                                              

                     .                      

                           .             Ctrl + R 

        :                                           

     .             Ctrl + E 

          :                                            

                 .                           

                                        .      

       Ctrl + J 
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4 

                                                       

             . 

• EditFind & Replace      Ctrl+F           . 

                 Find & Replace                    . 

                           

               : 

1. Search for                  

                   . 

            ‚Bombay‛     

                        

‚Mumbai‛                Search 

for        ‚Bombay‛           

      . Replace with        

            ‚Mumbai‛     

                 . 

2. Find                     , 

             ‚Bombay‛     

                                                      

        . 

3.                                        Replace              

      . 

4. Find All                                                 

                                                       

        . 

5. Replace All                                           ‚Bombay‛     

                         ‚Mumbai‛                 . 

6.                    Match case                                  

                                              . 

Whole words only-                                    .             

"Imagine"                     "image", "images"                      Imagine 

                      . 

5 

                ?                                     . 

             

                                                       . 

      ,                                                   

    .                                                       

     (tab)                                            .       

                       .     

•                

•                        

                                                        

                      .                                   

                         1/2                 
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                                 .                     

                      .                                         

                 1/2                . 

                       

Format Paragraph                                          .     

                                       Indents & Spacing         

                          , ‚Before text‛                       

                                          . 

                

                                                          

              .                          .  Format ParagraphIndents 

& Spacing                 First line                               

(group)                                                       . 

              

                                    .                    

                                            .             

       First line                       (negative)                  

             . 
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    I 

                      

1 

‛Table Format‛                                                  

         ? 

 ) FileTable properties   ) FormatTable properties  

 ) TableTable properties  ஈ) TableTable format. 

2 

                          ,       ,                           

                                      . 

 ) Auto format   ) Automatic   ) Auto text   ஈ) Auto graphics 

3 
Insert                                                 ? 

 ) Manual Break   ) Hard Page Break   ) Section Break  ஈ) Page Break 

4 
Insert table                                              ? 

 ) Ctrl + F5    ) Ctrl + F8   ) Ctrl + F10   ஈ) Ctrl + F12 

5 
Drawing                                       ? 

 ) Text            ) Text Box        ) Draw        ஈ) Draw Box       

    –II 

         

1 

                             ? 

       InsertPictureFrom file                                 

        . 

2 

                                              . 

•        InsertSpecial Character                          Special 

Character                    . 

• Special Character                                             

          . 

•                                                     

                                . 

• OK                                                  

            . 

3 

                                                         

                            ? 

                 

1.                                                   . 

2. Table Split Cells            Split Cells                         

                      Cell Split                   Split Cells         

           . 

3.                                                   

                                           . 
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4.                                   (Horizontally)              

                                       (Vertically)              

       .  

5.                       ,                                

                         . 

                         

1.                                . 

2. Table Merge Cells            Merge Cells                         

                       CellMerge                       . 

3. 3.                                             . 

4 

       Word Art-          ? 

                                  ,         ,       ,      3D 

                     (effects)               . Word Art-           

                                                        

          . 

    – III 

1 

                          . 

View→Toolbars→Drawing              (Drawig Toolbar)                 

      .             ஏ                                  (Drawing 

Toolbar)                                                      

                                . 

2 

                                    ? 

                                                   . 

                     ,                       Tab     

                              .  

                                                        

           Table Formatting                Insert row           

          . 

                                     TableInsertRows     

                      . Insert Rows                    .    , 

                                                         

                 . Before      After                           

                                . 

 OK                    . 

                                                      . 

1.                                                      

                  Insert column                     ,       

                                        . 

2.                            ,                           

           TableInsertColumns                         Insert 

Columns                    ,                              

                                                       . 

3. Position             Before      After                              

                                     . 

4. OK                    . 
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3 

                                     ? 

                                               Picture          

      .                      Picture                .     Transparency 

            .                                      (%)       . 

    – IV 

1 

            ‚Autotext‛                ? 

Auto text -         

Auto text -                                      ,       ,        

                   .         , ‚Tamil Nadu‛                     

                         , ‚tn‛      F3         ‚Tamilnadu‛           

      . 

ஏ              Auto text                            : 

1.                          . 

2.                              . 

3. EditAuto text                Ctrl+F3           . 

4. Name             

                   

            . Writer 

                

                 

Shortcut             . 

5.                    

          Auto text 

                  

                    New (Text only)                   . 

6.        Close                                    . 

7.                     ,                  Auto text           

                                          Ctrl+F3       . 

                         Insert                          

                       F3–         . 

8. Auto text                    .  

2 

                          ? 

                   (Resize the position of the table) 

                          ,                         

                                                         

                                         . 

                        

            ,                                            

        ,                                      ,           

                                       . 

                           

 •                                                        

                                                ,           

                                          . 

                                              

          ,                                               . 
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         TableTable Properties                          Table Format 

                   .  

                           , Columns                   , Column 

Width                                                        

                                       . 

 OK                        . 

                                       . 

3 

                           ? 

                                         Picture                . 

                     Picture                .                  

           ,                 .                           

                                    . 

•                                                          

           . 

• Crop                      Cropping               .           

                                     . 

• Crop                      Crop                    . 

• Default                                  Black and White, Grey Scale 

     Water Mark (Background)                     ,     Default       

                . 

• Flip Horizontally                                                . 

• Flip Vertically                                                . 

• Transparency                                         (%) 

       . 

4 

                                                    

                    . 

                              

                                         .              

                   :  

1. FilePage Preview      Page Preview                    .       

                            . 

2. Page Preview                Multiple Pages                   

3.                                           . 

4. lose Preview                                  . 

                         (Setting the Printer )                   : 

1. FilePrint ( ) Ctrl + P ( ) Print File                 Print              

      . 

2. General                    . 

3.                                                           

      . 

4. Range and Copies              All Pages                           

                , Pages                                      

                         . 

5. Number of Copies                                               

         

6. Print                   . 
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5 

                                                        

                    . 

                                             . 

TableFormula                F2           ,                     

      Formula                           

      .  

•       B2       B4                   

    ,                  =<B2:B4>     

           Enter             .     

                                

                          

Formula                                                  

    . 

•                                      <>                

           . 

•                         

A,B,C“              1,2,3 ““     

                   . 

                   A1, B1 ““  

                   . 

•                          ,      

                           

                             =<b2>+<c2>             

           . 

        

        
                  

        15 70  

        30 50  

        25 25  

      

        
   

        

        
                  

        15 70 =<b2>+<c2> 

        30 50  

        25 25  

      

        
=<B2: B4>   
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    -   

I                       

1 

                                                       

                                      ? 

( ) Turn on the Online Collaboration   ( ) Turn on the Track Changes 

( ) Use the Mail Merge    (ஈ) Enabling Hyperlink 

2 
                                                       ? 

( )         ( )           ( )           (ஈ)            

3 

                ,                                      

               ____ 

( )           ( )            ( )          (ஈ)        

4 

                                 ? 

( )                                   

( )                               

( )        (ஈ)        

5 

                                                         

           ? 

( ) Mozilla / Netscape  ( ) LDAP Address Data 

( ) Outlook Address Book  (ஈ) Windows System Address Book 

6 

                                                 –   

             ? 

( ) View        ( ) Format            ( ) Table               (ஈ) Tools 

7 

                               -                           

     . 

( ) OpenOffice Calc   ( ) Microsoft Excel  

( ) OpenOffice Base  (ஈ) OpenOffice Impress 

8 

                                               . 

( )                   ( )                

( )                   (ஈ)                  

9 
                                                  . 

( ) Antonyms  ( ) Thesaurus  ( ) Comment   (ஈ) Meaning 

    -   

II           (             ) 

1 

                   ? 

                                  .                     

                                 ,                      

              . 
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2 

                    ? 

                                              .     ஏ      

                                                           .  

3 

               ? 

                                                        

                                           . 

4 

                                     ? 

                            Spelling                Add              

                          . 

5 

                                           ? 

• ToolsAutocorrect                        . 

• Autocorrect                    . 

• Replace                                   . 

• With                                . 

• New                                                        

                         . 

    –   

III           (            ) 

1 

                                . 

                                          (      )       

                . 

1.       (Mailing) 

2.       (Labels) 

3.        (Envelopes) 

2 

         -                 . 

                                    (Spreadsheet),            

(text files),               MySQL, Adabas      ODBC                    

        . 

3 

              ,                                    . 

• FilePropertiesStatistics                                        

                                           . 

4 

                                                       

    . 

•                           ToolsWord Count                  . 

•                                                        

         Word Count                      . 

    – ஈ 

IV           (            ) 

1 

         -                . 

                                 .  

                                                      , 

                                   . 
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                                           (      )       

                . 

1.       (Mailing) 

2.        (Labels) 

3.        (Envelopes) 

                 ,                 "        " (data source) 

          .      ,                      (Fields)        . 

       ,                                               

        . 

2 

             (Address Book)                . 

                                           . ஏ          

                                                            

‚Select Address list‛                       .  

ஏ                        ‚Add‛                    .         

       ‚Create‛-             . 

          (Window)                                  . 

                                      ‚Customize‛ –             . 

     :                                                         

         . 

                                          OK              

      . 

3 

         -                                   ? 

Tools Mail Merge Wizard 

                Select Starting document –              . (             

           .) 

• Use the current document 

• Create a new document 

• Start from existing document 

• Start from a template 

• Start from a recently saved documnet 

 Create a new document-            Next                    .     

                 . 

• Letter 

• E-mail Message 

                              Letter                       

Next                    . 

 Insert Address block-            .                          

                                  .                

               . ஏ                                

                                      ‚Select Address list‛     

                   . 

ஏ                        ‚Add‛                    .         

       ‚Create‛-            .           (Window)                

                  .                                       

‚Customize‛ –             .                                    

       OK                    .  
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                        ,                                  

              ‚New‛                    .                 , 

                     ‚Delete‛                    .  

             ‚Save As‛                    .    "select address list" 

                        . ‚OK‛                    .  

                                 Next                    . 

                                                       . 

 Next                      ‚Adjust Layout‛             .         

                                           . Next          

          . 

                                 ‚Edit Document‛       . ‚Edit 

Document‛-                                                  

                                           . 

                      ,              (popup menu) ‚Return to mail merge 

wizard‛ –                     ‚Mail merge wizard‛               

     . Next                    . 

 ‚Personalize Document‛             .                          

                    . Next                    . 

 ‚Save, Print or Send‛                                         

                      .                             

                        ,         ,       ,            . 

‚Finish‛                                                      . 
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    -   

                   : 

1 

                  ? 

( )       (Excel)   ( )        1-2-3 (Lotus 1-2-3) 

( )        (Visicalc)  (ஈ)              (OpenOffice Calc) 

2 

             -              ? 

( )         (Visicalc)   ( )           (LibreCalc) 

( )        1-2-3 (Lotus 123)  (ஈ)                (StarOffice Calc) 

3 
                              : 

( )               ( )         ( )           (ஈ)      

4 
    -                         : 

( )     ( )       ( )      (ஈ)      

5 
                                                   ? 

( ) Enter  ( ) Tab  ( ) Shift + Tab  (ஈ) Delete 

6 
                              

( ) =   ( ) +   ( ) -   (ஈ)           

7 
= A1^B2                               ? (A1=5, B2=2    ) 

( ) 7   ( ) 25  ( ) 10   (ஈ) 52 

8 
= H1<>H2                            ? (H1=12, H2=12    ) 

( ) True  ( ) False  ( ) 24  (ஈ) 1212 

9 
                                          ? 

( ) +   ( ) %   ( ) &   (ஈ) $ 

10 

                                                    

         ? 

( ) Alt+Right arrow  ( ) Ctrl+Right arrow  ( ) Alt+Left arrow (ஈ) Ctrl+Left arrow 

    -   

                        : 

1 

             -                              ? 

                                              .     

1.                  

2.                 

3.              

2 

                    ? 

                           ,                               

‚          ‛                . 
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3 

             -                            . 

             - , "&"                        .                

                                             .             

             ‚          ‛ (Text Concatenation)       . 

4 

    -                                                 . 

                                          : 

=           1 <      >           2 <      > ““““““ 

5 

        ,                                                ? 

         - Edit → Copy                           ‚Copy‛         

                         Ctrl+C                    . 

        - Edit → Cut                           ‚Cut‛             

                     Ctrl+X                    . 

      - Edit → Paste                     ‚Paste‛             

      .                 Ctrl+V                     . 

6 

                                      ?             ? 

    .                                                     

          .                  .      F2                         

             . 

7 

‚Insert Cells‛                             ? 

‚Insert Cells‛             ,                                  . 

(1) Shift cells down     (2) Shift cells right       (3)Entire row     (4) Entire Column 

8 

8.        . 

    

( )       ,                     (1)            

( )           (2)             

( )               (3)                 

(ஈ) $A$5  (4)          

( ) - (3)      ( ) - (4)       ( ) - (2)       (ஈ) - (1) 

9 

        (1)            (2)                                 

(1)            

             - , "&"                        .                

                                             . 

(2)                                 

                            ,                           

                            .           ,           

                    ,                       .        

         , A, B, C, D““   AA, AB, AC ““                        . 

                  1, 2, 3 ““                                 

     4.1.5        1024              10, 48,576                   . 

                     (            )             A-        , 

AMJ-      . 
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10 

                                      . 

                         

                          

                                . 

         
           

                  . 

        

Edit→Copy                       

    ‚Copy‛            

           Ctrl+C              

     

Edit→Cut            

               ‚Cut‛       

                Ctrl+X     

       .  

    

Edit→Paste                        

    ‚Paste‛            

           Ctrl+V                 

        

    

Edit→Paste                 

           ‚Paste‛       

                Ctrl+V     

                   
 

    -   

                        : 

1 

              –          . 

     (Calc)               (Open Office)                            . 

                                               ,              , 

                .      ‚   -           ‛           ஏ        

                       ,                                       

                             . 

2 

    -                                       . 

                                              ,     

                           ,                       . 

                              ,           ,               . 

                                  . 

                             , ‚Insert Columns‛                   

      .  

        ‚Insert Cells‛               , Shift cells down      Shift cells right 

                   , ஏ                     . 

Shift cells down –                        ,                       . 

ஏ                                   . 

Shift cells right -                        ,                       . 

ஏ                                     . 

3 

Backspace      Delete                                           . 

Backspace  

                                      Backspace          

                                           . 

Delete  

                                      Delete          

                                                      

                 (Text, Number, Date & Time, Formulas, Comments, Formats, 

Objects)            (Select All)        . 
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4 

ஏ                            . 

             : 

                             ,              ,          , 

           ,    ,                                   . 

         : 

                                                     

                      .                                   

                   . 

5 

      A1, A2      A3         , 34, 65      89                . 

                              . 

                  =AVERAGE(A1:A3) 

    - ஈ 

                        : 

1 

    -                                            . 

                                             . 

 Format→Column→Width                                        . 

(    ) 

                               Column Width                 

                        . (    ) 

                                                            

                                   . 

2 

5, 10, 15 “   2560                                    . 

                                                 . 

 Edit→Fill→Series                  . 

 Fill Series                    . 

     Direction       Down        

           Series Type       Linear 

                             . 

        Start Value             

       5            Stop Value                    2560     

       Increment Value                    5            

           . 

 OK                                                  . 
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3 

                          . 

 A B C D E 

1 Year Chennai Madurai Truchi Coimbatore 

2 2012 1500 1250 1000 500 

3 2013 1600 1000 950 350 

4 2014 1900 1320 750 300 

5 2015 1850 1414 820 200 

6 2016 1950 1240 920 250 

2012     2016        ,                                     

                            .                    , 

                          . 

(1) 2015                   

(2) 2012     2016                           . 

(3) 2015      2016                                      

(4) 2012     2016                        . 

1. 2015                    =SUM(B5:E5) 

2. 2012     2016                             =SUM(E2:E6) 

3. 2015      2016                                      =SUM(C5:D6) 

4. 2012     2016                         =AVERAGE(B2:B6) 
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    -   

                   : 

1 
                ? 

 )          )        )         ஈ)      

2 
                                                  ? 

 ) Ctrl   ) Shift  ) Alt   ஈ) tab 

3 

                                           ? 

 ) File→Sheet→Delete   ) Delete→Sheet→Delete 

 ) Sheet→ Delete   ஈ) Edit→Sheet→Delete 

4 

Open Office Calc –                                            ? 

 ) Format→Row→Show   ) Format→Show→Row 

 ) Format→Display→Row  ஈ) Format→Row→Display 

5 

Open Office Calc-                     Format→Cells               

      tab   ? 

 ) Protect Cell   ) Protection Cell  ) Cell Protection  ஈ) Cell Protect 

6 
                                               . 

 )        )         )       ஈ)        

7 

                                                       

       . 

 ) COMBINA    ) CEILING       ) Floor      ஈ) ABS 

8 
A5              18      , (A5<26; ‚True‛, ‚False‛)                     . 

 ) True   ) False  ) A5  ஈ) Error 

9 

                                                        

                . 

 ) Charts and images      ) graphs and images  ) Charts and graphs      ஈ) Images and Pictures 

10 
= DECIMAL (‚16‛;1101)                    ? 

 ) 12    ) 13   ) D   ஈ) Err:502 

    -   

                        : 

1 

             -                                          

           ? 

                                                   

                            (Sheet Tab)           . 

 Shift                                              (Sheet Tab) 

          . 

                                                      

 ஏ                               . 

 Ctrl                  ,                                  

Click           .  
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2 

                                    . 

      - 1 

•                                                        . 

•        "Rename Sheet"                                         

    , OK                    . 

      - 2 

•                                                       

          Rename Sheet                 . 

•         Rename Sheet                                         

     OK                    . 

3 

                        ? 

                                                       , 

                                                         

              .                                               

       ,                               . 

4 

                      ? 

                     .     

1.                  (Relative Addressing) 

2.                 (Absolute Addressing): 

5 

                ? 

                                                           

                      . Openoffice Calc–                     

             .                                              

      . 

    -   

                        : 

1 

                                                 .  

                 

                                     .                       

                        ஏ              . 

                

                                .                   ,         

                                                      

                    $                  . 

2 

            -                  ? 

                                                     .    

                                  ,                  

        .             ,                                  

                                         . 
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3 

                                                       ? 

                      /                       

•     Format→Row→Hide                       , Format→Column→Hide 

                                .  

•                   ,                                         , 

                      ‚Hide‚                    . 

•                                     . Format→Row→Show      

Format→Column→Show                     . 

•                                     ,             ,        

         ‚Show‛                  .. 

4 

            -  ASIN                      . 

                            (sine)                   .        

            .           -PI/2     +PI/2             . 

          

=ASIN (0)        0                      . 

=ASIN (1) 1.5709963267949 (PI/2 radians)                     . 

5 

              ?              . 

             ,                                 

                 ‚    ‛ (Range)       . 

         : 

           :         A1, A2, A3, A4, A5     , A1:A5              . 

                             :         A2, A3, A4, “   B2, 

B3, B4,“ D5, D6     , A2:D6              . A2:D6                  . 

 

    - ஈ 

                        : 

1 

                                                         . 

       ,     ,    ,      ,     ,      ,          ,       ,      . 

 A1                                           . 

 C1                                        . 

 D1                                       . 

 E1                                         . 

 F1                                        . 

 G1                                         . 

 H1                                             . 

 I1                                          . 

 J1                                         . 

 A2     G2                               . 

 H2             =SUM (C2:G2)                           .       

        H3     H6                           . 

 I2             =AVERAGE (C2:G2)                           . 

              I3     I6                           . 
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2 

                            . 

1.                 :                                   

            . 

2.                    :                               

        . 

3.                          :                           

                               Ctrl+B. 

4.               :                                  .        

        Ctrl+I. 

5.                 :                                    . 

              Ctrl+ U 

6.                  :               ,    ,                 

                       .                      - Ctrl+L,     - 

Ctrl +R,     - Ctrl+ E            - Ctrl+ J. 

7.                   :          (Currency)      ,       (Percent) 

     ,          (Standard)      ,                 ,           

                                 .      ,         ,       

                      Ctrl+ Shift +4, Ctrl+ Shift +5      Ctrl+ Shift +6      

                . 

8.                          (Increase indent and Decrease indent)        : 

                                  . 

9.             (Borders):            (Border style),          (Background 

Color)               (Font color)                          

           ,                                          . 

3 

            -                               . 

1.                                              . 

2. Insert → Chart                   Insert Chart                   . 

3.                                 .                          

                            . 

4.                                                Next          

          . 

5.       2–  Data Range                                           

    . Data series in Rows      data series in column       ஏ         

           . First row as label      First column as label                  

                                 .     Finish              Next 

                    . 

6. Data series                                               

                .                               

           .  

 Chart Elements Page-          ,                                . 

       Finish                    . 
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4 

            -                            ?                  . 

                                                     .    

                                  ,                  

        .             ,                                  

                             . 

             -           , Function wizard                        

    . Insert → Function            Ctrl + F2                        

Function wizard                      . 

1. Category                                               . 

Function      ,                           ,                

       . 

2.                                   . 

3.                                                            

      .                                    .         

                                                      

Result                          . 

         : 

Category                Mathematical                               

                      . ABC (Number / Cell address)           ,            

                                                    . 

=ABS (-76)      76           , 

=ABS (74)      74,           . 

=ABS (0)      0                      . 
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    -   

                   : 

1 

             10,000             .                       

                      ,                               ? 

 .             .          .          ஈ.          

2 

                        101      200               .      

200               100                                      

       .                             ? 

 .         .           .          ஈ.             

3 

         ,       (‚True or False‛)                                 

              ,                               ? 

 .      (Form)   .       (List)   .     (Data)  ஈ.         (Format) 

4 

A4          21   .  x 29   .                (Landscape)            

      ,         ? 

 . 21x29   . 29 x 29     . 29x21         ஈ.               

    -   

                        : 

1 

                   ? 

                      (                           ) ஏ      

                               . 

2 

                  ? 

             -                                 .      

(1)               (Auto Filter) 

(2)              (Standard Filter)      

(3)               (Advanced Filter). 

3 

                            ? 

                                   (          ,        )      

          (            ,               ,    )               

                                    (Header)     ,          

                   (Footer)                  . 

4 

           1‛                                            . 

      1:                                 Format → page         

     .                    . 

      2: Page tab             .  

      3:        ,                              .           Left, Right, Top, 

Bottom       1       . 
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    -   

                        : 

1 

                                                      ,     

                   ?                               . 

                                                      (Footer) 

            . 

•                 

Format→Page             

        .             

               Footer tab 

           .  

• Footer on                 

               . 

•                 

              .          

              . 

• Insert→Fields→Page Number     

                    . 

•                      

     . (          1,2,3“ I,II,III“      a,b,c“ ) 

2 

                            ஏ                        

             . 

                              

      1 :                               (       )              

      . 

      2 :                     Sort Ascending                   . 

 
             ,                                          , 

                                                 . 
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3 

                                                   

         .                  5            ,                    

             .         30                .                    

                                             ? 

                            .                        

(Master Pages)    . 

                                                     . 

               Master Pages                              

                           30                       . 

4 

                 (Template)                            ? 

 File→ New→ Presentation       Open existing presentation                     

ஏ                                      . 

 ஏ                                      Open              

           ஏ                                              

                                   . 

                                      .               

                             . 

 Open Office Impress-                    (Template)             

                             Open Office Impress-               

        . 
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    –  

                                          . 

1 

                                                   

                ? 

 )             (Blank slide Layout)            

 )             (TITLE slide Layout)            

 )                   (TITLE only Layout)            

ஈ)                            (Title and Content)            

2 

                                                      ? 

 )                   (Main Content Layout) 

 )      , 6              (Title, 6 Content Layout) 

 )                        (Blank slide Layout) 

ஈ)      , 2              (Title, 2 Content Layout) 

3 

    (HELP)            EXTENTED HELP                    ? 

 )                         

 )                                 

 )                        (FAQ)          

ஈ)                      

4 
                                     ? 

 ) F10   ) F7    ) F11   ஈ) F5 

5 

                                ,                           

      ? 

 )                        

 )                        

 )      , 6                       

ஈ)                             

6 

                           ? 

 )                        )                      

 )                             ஈ)        ஏ      

7 
7)                                             ? 

 ) Insert Chart   ) Insert Movie   ) Insert Picture  ஈ) Insert Grid 

8 
                     Slide show                                 ? 

 ) Toolbar   ) Menu bar    ) Navigation bar  ஈ) Sliding Tool bar 

    –   

                     

1 

                            (Save Autorecovery information)             

   ? 

                       ON                                     

                                                         . 
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2 

                  (Extented TIPS) –      . 

                 (Extended tips)          Tools→Options→OpenOffice           

          .                       ஏ                       

                                                               

     . 

3 

                                       . 

ஏ                            (Pre Package Layout)               . 

                                                .   

4 

Slide Master –      . 

                   28                        . 

Slide Master       Vies→Master→Slide Master 

5 

                                      . 

                    (Microsoft PowerPoint)  →  .ppt / .pptx 

                (OpenOffice Impress) → .odp 

    –   

                     

1 

                                       ? 

 File→New→Presentation                         . 

                           Type           Empty Presentation       

           . 

 Next                     Presentation Wizard       . 

 Select a design                                               

    .                                   . Presentation 

Backgrounds      Presentations. 

 Select a slide design              Select an output medium              

                  .                                    

Preview             . 

2 

                                ? 

                                       . 

Edit→Delete Slide                     Delete                     

                               Delete Slide               

                        . 

3 

                             ? 

File→Save                 Ctrl+S                      Save 

                                             File→Save As 

                      Save As                         File Name     

                                                       . 

4 

Master slide –             

Master slide                                                  

   .                                                . 

                     ,                             . 
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    – ஈ 

                     

1 

                                (Graphics Objects)              . 

     ,                

 Open office impress                                             

               Insert→Picture→From file            click          .  

 Open Office impress     Insert picture                                . 

                                                Open     

                       .                                 .  

                                          . 

                  Insert→Table                             

    ,                          OK                     

                      .  

                                             ஏ     

                                           . 

2 

                                               . 

     ,                

 Open office impress                                             

               Insert→Picture→From file            click          .  

 Open Office impress     Insert picture                                . 

                                                Open     

                       .                                 .  

  ,                     : 

                                                          . 

Insert→Movies and Sound                           &            

        . 

3 

         Master Page-              ஏ                         ? 

 Master Page-                                           . 

                    Logo,     ,               ,                 

         .  

                    Master Page                       .      

Master Slide                     ஏ                    .     

                                  . 

                                           (     ) 

                            . 

                                                         

                 .  

                           ,               ,               

                           . 
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4 

                                                        . 

1.                     (TITLE SLIDE LAYOUT)                   

2.                                                  , 

                         

3.                                              . 

4.                                       . 

                     (TITLE SLIDE LAYOUT)                   

                                                    

     . 

     LAYOUT                            (TITLE SLIDE LAYOUT) 

                     . 

                                                  , 

                         

                   Insert→Slide                          

        . 

                                       Insert→Picture→From File 

     Insert→Movie and Sound                             . 

                                              . 

                                         Edit→Delete Slide 

                Delete                 . 

                      Slide Sorter View                      . 

                                      .              

                           . 

                                       . 

            Slide show→Slide Show                  . 

                Slide show                                . 

            F5      F9                            . 
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    –  

                                  . 

1 

                                             ? 

 ) ஈ        )                      

 ) Fiber                             ஈ)                        

2 
                                             ? 

 ) CNNET   ) NSFNET          ) ASAPNET        ஈ) ARPANET 

3 

                                              . 

 )                (PAN)   )                  (LAN) 

 )                    (VPN)           ஈ)     ஏ      

4 

                                                      

                                 

 ) BRIDGE   )           )                 ஈ)                 

5 

                            LAN                    .        

                      LAN                       .          

LAN                                                         

                ? 

 )         )       )       ஈ)      

6 
                                                . 

 ) LAN   ) WAN   ) MAN  ஈ)                   

7 

    twisted pair cable                      ( )                      

            . 

 )                            )                          

 )                           ஈ)          

8 

8) ASCII         

 ) American standard code for Information Interchange 

 ) American scientific code for International Interchange 

 ) American standard code for Intelligence Interchange 

ஈ) American scientific code for Information Interchange 

9 

                                    . 

    A:                           .                        

                       . 

    B:                                                         

         ,                     . 

 )     A          )     B        

 )                     ஈ)        ஏ      

10 

                                                        

                                     

 ) Firewall   ) Cookies   ) Hacking  ஈ) Crackers 
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    -   

                        : 

1 

                         ? 

                                                   , 

        ,                                                  

                  . 

2 

                   ? 

                                                        

               ,                                       

                              . 

3 

  -            (spamming)          ? 

        junk                                     .       

                    . 

4 

                                           . 

                                                    

             .                                            

IP                  . 

5 

3G      4G                                    ? 

CDMA      2G      3G                                         . 

                         .                           

                           .    ஏ                       

(Bandwidth)                    .               Ultra High Frequency (UHF) 

                                 .  

      4G         4G      4G LTE (Long Term Evolution)              . 

                                                . 4G 

                     Wimax                         . Verizon 

               LTE                         . 

    -   

                        : 

1 

        ,                                          . 

         

(Web page) 

         (Web page)                        

          .             ,       ,   ,         

                                 .                

                              . 

        

(Web browser) 

        (Web browser)                         

                                                . 

     

        

(Web Server) 

                                            

              .         ,             

                           . 
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       ,                            . ஏ ? 

     (hub)                                         .    

                        ,                             

                                       . 

      (Switch)                                               

                      .                  ,      (hub)        

                             .                        

                                                           

                        .                                     

            (broadcast).                                    

                      . 

3 

3)                          . 

 )       )        )           

     (hub) 

                                        .              

              ,                                        

                            .                       

                        (Ports)     .                    

                                 .                      

                                     .                     

                                              .  

      (Switch) 

                                                            

        .                  ,      (hub)                   

                  .                                    

                                                           

           .                                     

            (broadcast).                                     

                      . 

         (Gateway) 

                                             .         

                                                       

                .                                      

                .                                     

                                      (ISP)          .    

        (Router)           .                              .  

4 

                              . 

 )                  )               

                  
      )                                              )               
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                                 . 

 )           ) Straight-TIP  ) MT-RJ connector 

 )                           (Subscriber Channel (SC))              .    

    /                         . 

 ) Straight-TIP                                              

(Straight-Tip (ST))                      . 

 ) MT-RJ connector MT-RJ                                        

                    RJ45                               . 

    - ஈ 

                        : 

1 

                  ,                                    

                . 

            (Topology) 

                                                          

                             . 

                  (BUS Topology) 

                             

            .                      

                              

             .                   

                       (back bone) 

             .           30          

          . 

                   (STAR Topology) 

                           

                                 (hub) 

              (Switch)              . 

                     .             

                      . 

               (TREE Topology) 

                   ,       

                            .     

                           (root node) 

    .                       

                  .            

                      

                       .         , 

         ,                         ,                     . 

                                                         

          .                                      . 
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                                ,                            

      . 

                 (Computer Networks) 

                              ,                              

              .        :  

1.                (Personal area network) 

2.                   [LAN (Local Area Network)]  

3.                    [MAN (Metropolitan Area Network)] 

4.               [WAN (Wide Area Network)]. 

               (Personal area network) 

PAN            (      USB      Fireware)                (              

infrared, ZigBee,     ,        (ultra wide band) UWB)                        . 

        PAN      WPAN-              :                       

(head set)                   ,              ,            ,       

       ,                               

                   . 

                  [LAN (Local Area Network)] 

                                       , 

                                      

                       . ( .  .             ) 

 

                  - Metropolitan Area Network (MAN) 

LAN             MAN    .         

                         

              . 100  .        

                  .           

                       

                        

             .                

                             . 

              (Wide area network (WAN) 

                              . LAN 

                               

       ,                           

       LAN                    . 

                           

                                   

                      .       

                                

                    .                                 . 
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                      . 

           /              

                                                .     

•                 (Twisted-Pair Cable) 

•            (Coaxial Cable),      

•               (Fibre-Optic Cable) 

Twisted Pair      Coaxial cable             (     )                  

                                           . Fibre – optic    

                                     . 

                (Twisted Pair Cable) 

   Twisted-pair                (            )         .          

                                               .           

                                                 .             , 

                                        .       (    ),       

                 (cross talk)                     .         

                  . Twisted Pair-            : 

                           (Unshielded Twisted Pair (UTP)) 

                           (Shielded Twisted Pair (STP)) 

           (Coaxial Cable) 

                                                      

                  . 

                              .    PVC               . 

                                             ,              

                             

                                    .                     

                               

              (Fiber Optic Cable) 

                          .                        . Fibre Optical 

cable                          .                                

                                  ஏ              .            

                                  .                   

                                                          . 

                                ,                   

                                                        

          . 
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4 

                                                        . 

                               

                ,       , GPS      ,                        

                                                          

           . 

     (Bluetooth) 

                                                 .         

                                                .           

                            .                              , 

(handfree ear tools)                  ,    ,                      

                                                       

                     . 

                  

                                                       

                                                            

                           .                                     

               .       ,                                         

                 . 

  -   (Wi-Fi) 

                                                       . Wi-Fi 

                   (Router)         .                          

               (portable)                         . 

             (Radio Link) 

                                                  ( ) 

                                          (        

     -      (point-to-point)      ) 

                                    (transceiver) (         

                    )                                      

(antena)             .                                

                    . 

            : (Microwave link) 

                                                  .    

                                           ,              

                                                      

       . 

                  (Satellite link) 

                                                             

                                                      . 

5 

                     ? 

             (SMS) 

SMS           short message service    .            ‘               ’    

           . 160                                ,        

                             ,                       PDA-      

       . (5-            224        ) 

               (Voice Mail System -VMS)                     (Answering 

machine)  
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                                    ,                     

              ,                                  .          

                                                       

                 . 

       (E-mail) 

E-mail (Electronic mail)                                                 

                                   .                       ASCII 

                   .                                     

                                                      

       .                           . 

         (chat) 

                                                           

   .             chat                                             

                                  . 

                  (Video Conferencing) 

                                                         

                                 ,                       

                  .           ,                        

                                                       

      .                                            

                              . 
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    -   

                   : 

1 

WLAN -              . 

a) Wireless Local Area Network b) Wired local Area Network 

c) Wireless Local Area Netware d) Wireless Area Netbande 

2 
                       

a) 10  .   b) 5  .  c) 25  .   d) 20  .  

3 

                          ______________         . 

a)       (host) b)         (server)  

c)         (workstation) d)       

4 
     ______________                ? 

a) ICANM  b) ICANN c) ICMA  d) ICNNA 

5 

W3C               

a) World Wide Web Consortium b) Wide World Web Consortium 

c) World Web Wide Consortium d) World Wide Web Consortum 

6 
W3C 1994         ______________                      

a)    –          b)    –         c)    –        d)    –        

7 
                 (hotspot)                          ? 

a) LAN  b) PAN  c) WLAN  d) CAN 

8 
    ,                               ? 

a) Data Card  b) Pen Drive c) Dongles  d) Memory Card 

9 

                                     ? 

a)        (Surfing) b)       (Searching)  

c)        (Finding) d)            (glancing) 

10 

Safari -                               ? 

a)     (Google) b)      (Apple)  

c)              (Microsoft) d)                (Linux Corpn) 

11 
                           ? 

a) 3  b) 2 c) 4  d) 6 (Country Level) 

    -   

      (2       ): 

1 

                                           . 

                         , TCP/IP (Transmission Control Protocol / Internet 

Protocol)                                                   

      .                                          .            

                                                             . 

2 

                  ? 

                                            (       ,          

       )          .                                   . 
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3 

ICANN -              ? 

                                                     

                                          .      (ICANN - Internet 

Corporation For Assigned Names and Numers)                         

         . ஏ                                                  

      . 

4 

                 ? 

                                                 (www)     

                                  . ( .  .)                   

       Yahoo, Lycos, Altavista, Hotbot, Google      Askjeeves. 

5 

                  ? 

                                                    . 

                                                    

         .  .  .           (Google Chrome), Mozila Firefox, Internet Explorer, Safari 

6 

URL -                     ? 

                                   IP (Internet Protocol)      

       .                                             . 

                    (.)             .     IP                  

               .  .  .  165.113.245.2  

7 

                 ? 

                                 .           ,         , 

                    (About us),                   (Contactus),        

(Testimonials),         (Products),        (Services), FAQ’s                     

                                         (Home Page)       . 

                                    . 

8 

            CC      BCC          ? 

CC (Carbon Copy)                                                  

              .  

BCC (Blind Carbon Copy)      CC–            .                            

        .                                     ,                

                                      . 

9 

                         ? 

                                                            . 

                                       . 

10 

                           ? 

                ,                                   

                               ஏ                .          

                           . 

11 

  –                     ? 

                                      ,                      

             , (ICT)                           . 

                   

•                       ∙                     

•                             ∙                        . 

•                   
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12 

     (Phishing)          ? 

                                                      .     

                                                        

                         . 

    -   

       (3       ): 

1 

TCP/IP          ? 

TCP/IP                               . TCP/IP               / 

                                    .              

                            .                               . 

                                        . (Internet protocol) IP      

                                    .                     

                                                   . 

2 

      (hotspot)                           

                                                         

(Hotspots)          . Hotspots                (ROUTER)                   

                      ஏ        .                         

           .                                         

                                  (Radio waves)           .     

                               ,                             

                              . 

3 

           (Data card)             (Dongles)         . 

        (DONGLE)               (DATA CARD)                . 

Dongle Data Card 

                         

    (removable)             . 

 .  .               

• WIFI        

• BLUETOOTH 

• MEMORY       

                      

                          

   . DATACARD         

• Expansion Card 

• Memory Card or Flash Card 

• Identification Card 
 

4 

                                          . 

                                 (or)           . 

                                                         

       (    )                     . 

          :                                   

           . ( .  )             ஈ                       

                                     ADSL (Asymmetric Digital 

Subscriber Line)                              (    (or)           

     ) (cable or fibre). 

          :                                      . ( .  ) 

            3G/4G                        (Public)             

                   . 
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5 

                                 ( .         ). 

                       ,                           .      

                                      . Internet Explorer, Chrome, Firefox 

     Safari,                            . 

                                                (www)     

                                  . ( .  .)                         

Yahoo, Lycos, Altavista, Hotbot, Google      Askjeeves. 

6 

       ,                  . 

                 

                     

                       . 

                      

                       

            . 

                     

       . 

                           

               . 

                 

      . 

                        

         . 
 

7 

                   ,                                . 

                             

                      

                       .  

                               

         . 

                   

                    .  

                              

                           

               . 

                  , 

                       

                    

            .  

                    

                        

                        

     . 

                  

            .  

                           

               . 
 

8 

                   ? 

•              (Free delivery) -                                

                     .                                  

                    . 

•                 (Global delivery) -                           

                        . 

•              (Instant delivery) -                         

                               . 

•                 (File attachment):                          

                           .       ,      ,          

                             . 

•               (Long-term storage):                      
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                                            ,           

        . 

 •                    (Environmentally friendly):                       

                                                          

              . 

    - ஈ 

              (5         ): 

1 

ஏ     5                    ? 

               (Wireless) 

         (    )                                      

         .                                    ,          

                                        ,        .         

                                           .         

                                   . 

       (Mobile) 

                                                             

                         .                             

                                . 

        (Hotspots) 

                                                        

(Hotspots)          . Hotspots                (ROUTER)                   

                      ஏ        .                         

           .                                         

                                  (Radio waves)           . 

                                  ,                        

                                   . 

         (Broadband) 

                                                (cable) 

                                                    

        .                                           

                                                          

                                                     .  

      (Cable) 

                                                        

      .                                                   

                      .                                  

              . 
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2 

ஏ     5                                       ? 

1.               (Internet  Telephone) 

                                                        

                .  .  . Skype                             

                 VOIP (VOICE-OVER-INTERNET PROTOCOL)     

                           . 

2.           (Job Search) 

                                             . 

                                                     

                                              ,      

                                            (RESUME) 

                 naukri.com, monster.com, summerjob.com, recruitment.com 

                                         . 

3.                         (Online Shopping) 

                         (Online Shopping)                     

                               .                       

                                                  

                         . ( .  .) amazon.com, flipkart.com, snapdeal.com  

4.                              (Stock market updates) 

                                                 , 

           . ndtvprofit.com, moneypore.com                           

                                    . 

5.        (Travel): 

                                                     .     

                                         ,                 

(hotels),         (train),       (bus),       (flights)             

                                      goibibo.com, makemytrip.com, 

olacabs.com                                  . 

6.        (Research) 

                                                    

           . 

7.             (Video conferencing) 

                         ,                             

                                          .               

                           ஏ                              

                    .            ,                   . 

8.         (e–commerce) 

                                                  

                     ,                                

                                     .  

9.                      (Online payments) 

                                        ,             

                            . ( .  .) PAY TM              

              (From Wallet)               . 

10.              (Social Networking) 
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            .               ,              ,             , 

                                      ஏ          .     

                                                    

                        .                             

                              ஏ                   . ( .  .)     

                 (face book)              

11.            (Voice mail) 

                                                      .      

                                                      

                                                      .       

                           . 

3 

                                    ஏ     5                

   . 

 

4 

                           ,                     . 

                    ,              

1.                                .                        

    ,              ,                                       

                .                                     

                                          . 

2. WHAT GOES ON LINE, STAYS ONLINE: 

                                            ,              

                                             . 

3.                                            : 

                           (settings)                          

                                                         

          ,                                         

     ,          ,                                         

                   . 

4.                  : 

                                                   

                  .                                     

                                             .            

                                                    ,       

                       ,        . 

5.                               : 

                             (     )                     

                .                                         

                  .                                      

                                                      

         (app)                         . 

6.                                                       . 

                                                   

                     . 

7.                        : 

                                       .                 
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                                              . 

8.                                                   : 

                                                        

          . 

9.      Click                                 .       ,      

      ,                                 ,            

                                        Click          .     

                                     .                  

                      HTML                            . 
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1 

                                        . 

                                         .                  

      ,                           . 

2 

                                 ? 

                    –                ,                    , 

                                                          . 

3 

               -            . 

                                                        

                                               ,      ,        

                                  .           ,        

                             ,                     ‚   ‛ 

              .                          ,                   

               . 

4 

TSCII          ? 

                                                        

                                      ,                      

                             TSCII (Tamil Script Code for Information Interchange) 

       . 

5 

                               . 

                                               , 2001      

           17      ,                      ,                       . 

                                                         

                     ,              ,                        

                      ,                                        

                       .          : http://www.tamilvu.org/index.php 
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1.                                                      

                                               . 

                               . 

2.                       ஏ                     . 

3.          (Distribution of Marks) 

 

I.               (Internal Assessment): 5          

                   5          

 

II.               (External Assessment): 15          

( )                   (Procedure)  10          

( )       (Output)      5          
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1 CT1 
               –              

         
84 

2 CT2                –                86 

3 CT3                –                87 

4 CT4 
               –                   

         
89 

5 CT5 
              –Fill           

                    
91 

6 CT6               –                     92 

7 CT7               –                   95 

8 CT8 
                –                   

         
97 

9 CT9                -                   99 

10 CT10                 –              100 
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CT-1                                  

Heaven from all creatures hides the book of fate 

All but the page prescribe the present state 

A hero perishes or a sparrow fall 

                                            . 

( )                           . 

( )                                    ,                     

              . 

( ) Find & Replace                            ‚Heaven‛            ‚God‛ 

                 . 

(ஈ)                          . 

( )                                                           , 

   ,                            . 

( )                                                          . 

( )                                                              

     . 

         

1.                  

Heaven from all creatures hides the book of fate 

All but the page prescribe the present state 

A hero perishes or a sparrow fall 

2.                                  ,                    . 

(i)                                : 

                           . 

Edit → Cut [    ] cut                    . 

                                 . 

Edit → Paste [    ] Paste                    . 

(ii)                                  : 

                           . 

                           . 

Edit → Copy [    ] Copy                    . 

                                 . 

Edit → Paste [    ] Paste                    . 

(iii)                                  : 

                              . 

               Ctrl + X                         . 

                                     . 

                       Ctrl + V                         . 

(iv)                                       : 

                                . 

                 Ctrl + C                     . 

                                     . 
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                       Ctrl + V         

                . 

3  ‚Heaven‛            ‚God‛             

       

Find & Replace                    . 

Search For             ‚Heaven‛     

             . 

Replace with             ‚God‛            

      . 

Replace [    ] Replace All                 

      . 

4.                             

                                         . 

                  Font Name list box –                         

      . ‚Impact‛                           . 

Font Color                    ,                 ‚    ‛            

      . 

5.             ,    ,                            

                                   .                         

                  . 

 
6.                                                     

                         

Bullets icon [    ] Number list                    . 

7.                                                              

           

Tools → Autocorrect / Autoformat options     

                   . 

AutoCorrect                    . 

‚Replace‛                            

                           . 

‚With‛                            

                           . 

‚New‛                  . button 

‚OK‛                      . 

      

God from all creatures hides the book of fate 

• All but the page prescribe the present state 

A hero perishes or a sparrow fall 
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CT-2                                  

 

The very first modern Olympic Games opened in the first week of April 1896. Since 

the Greek government has been unable to fund construction of a stadium, a wealthy 

Greek architect, Georgios Averoff. 

                      ,               ½       

                    .                                 

              . 

         

1.                                                      

2.               ½               

           . 

Format → Page                   . 

Page Style                    . 

‚Page‛                       .  

                    1 50‛ 

             . 

                   1 25‛         

     . 

Orientation                         , 

Portrait [    ] Landscape          . 

‚OK‛                    . 

3.                            : 

Format → Page                 . 

Page Style                    . 

‚Header‛                  . 

‚Header On‛                           . 

‚Footer‛                  . 

‚Footer On‛                           . 

‚OK‛                  . 

4.                                    

                                         . 

‚Olympic Games‛                 . 

                                           . 

              Insert → Fields → Page Number                      . 

      

Olympic Games 

The very first modern Olympic Games opened in the first week of April 1896. 

Since the Greek government has been unable to fund construction of a stadium, 

a wealthy Greek architect, Georgios Averoff. 

1 
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CT-3 

                                                       

                                   .               

                                   .                

                         ,                       

               . 

         

1.                                                       

Table → Insert → Table                  . 

‚Insert Table‛                    . 

Name              Marks          . 

 
columns                4          . 

Rows                 6          . 

‚OK‛                    . 

                                                              . 

NAME TAM ENG MATHS 

SARALA. S 56 48 86 

RAJARAJAN. K  94 76 95 

VIMALA. R 88 64 58 

PUNITHA G  55 69 79 

PRAVEENA. P  98 97 99 

2.                                         ,                  

                      

                        Table→Select→Table                     . 

                                    

 
(i)                 (Border Style)       : 

Borders                           Line style           . 

(ii)                 (Line style)       : 

Line Style                           Line Style           . 

(ii)                      (4 background color)       : 
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Background Color                                 .         

                  . 

3.                                               

(i)                        

Table → Insert → Row                      . 

 
‚Insert Rows‛                    . 

Number            2         . 

‚OK‛                   . 

(ii)                                 . 

NAME TAM ENG MATHS 

MUTHUSAMY D 65 84 68 

VANAROJA S 49 67 59 

 

      

NAME TAM ENG MATHS 

SARALA. S 56 48 86 

RAJARAJAN. K  94 76 95 

VIMALA. R 88 64 58 

PUNITHA G  55 69 79 

PRAVEENA. P  98 97 99 

MUTHUSAMY D 65 84 68 

VANAROJA S 49 67 59 
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CT-4 

1.                                                

                                           ,        

                                                    . 

         

1.                                               

Table → Insert → Table          . 

‚Insert Table‛                    . 

    Name                                           

 
columns                4              . 

Rows                6              . 

‚OK‛                        . 

                                                

NAME TAM ENG MATHS 

SARALA. S 56 48 86 

RAJARAJAN. K 94 76 95 

VIMALA. R 88 64 58 

PUNITHA. G 55 69 79 

PRAVEENA. P 98 97 99 

                       : 

•                          . 

• Table → Insert → Column                                  insert 

column                 . 

• Table → Insert → Column                   , Insert column         

           .    , Number            1               "Ok"          

          . 

•                         . 

•                   . 

CT-4                                
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•            Total                      

• = <B2> + <C2> + <D2>               

•                                                        

             . 

      

 

NAME TAM ENG MATHS TOTAL 

SARALA. S 56 48 86 190 

RAJARAJAN. K 94 76 95 265 

VIMALA. R 88 64 58 210 

PUNITHA. G 55 69 79 203 

PRAVEENA. P 98 97 99 294 
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CT-5 

1.                                           

                                      . 

2.                                     . 

         

(i)                        : 

a. Windows                 (From Windows Desktop): 

Start → Programs → OpenOffice → OpenOffice Calc                      . 

b.                     (From Star Desktop): 

File → New → Spreadsheet                      . 

                                . 

A1             ‚Name‛          . 

B1             ‚Tam‛          . 

C1             ‚Eng‛          . 

D1             ‚Maths‛          . 

(ii)                                                     

      . 

 
(iii)                      : 

File → Save [    ] Ctrl + S [    ] Save        – ஏ                  

     . 

(iv)                    : 

A7             ‚Sub  Average:‛         . 

B7                              , 

=Average (B2 : B6)                    . 

B7     D7                       . 

Edit → Fill → Right                     . 
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                         ,                 

                        . 

 

( ) Employee Name, Employee Number, Basic Pay, DA, CCA, HRA         

      . 

( )                                 (Gross Pay)         

( )                                       . 

(ஈ)       ,                                . 

( )                                   . 

( ) ஏ                             . 

( )                                           

                  . 

         

(1)                        : 

( ) Windows                 

Select Start → Programs → OpenOffice → OpenOffice Calc                      . 

( )                     

File → New → Spreadsheet                      . 

                                . 

A1             ‚Emp  Name‛          . 

B1             ‚Emp  No‛          . 

C1             ‚Basic Pay‛          . 

D1             ‚DA‛          . 

E1             ‚CCA‛          . 

IF1             ‚HRA‛          . 

G1             ‚Gross Pay‛          . 

        1            . 

        1                    . 

Ctrl + E [    ]                   ,            Ctrl+E                 

(    ) Center Align                  . 

Ctrl + B (    ) Bold                  . 

                                           

: 

( )                       

File → Save [    ] Ctrl +S      Save        ஏ                       . 

(2)                                  G1                  , 

=SUM (C1 : F1)                    . 

G2     G6                          . 
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Edit → Fill → Down                     . 

(3)                                          

( )                     : 

                        

Format → Row → Height                       

 
Row height                                     . 

( )                        : 

                           

Format →Column →Width                      

 
Column width                                      . 

OK                   . 

(4)                          

A2     G6                             

Sort Ascending                    . 

                                   : 

 
(5)                                  

( )                              : 

                               A7      A8                . 

PUNITHA. E ED0014 5500 2250 800 1500 

PREAVEENA. P GD0054 6500 3250 800 1800 

                                                 . G6      G8 

                            

Edit → Fill → Down                        

( )                        : 

        5            . 

Edit → Delete Cells                        . 
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(6)                                  (Pie)                : 

• A1     A7                            . 

• Ctrl                   C1     C7                              . 

•                   Charts        [    ] Insert →Chart             

         . 

• ‛Chart Wizard‛                           

 
 

• • Chart type-  ‘Pie‛                . 

• • 3D look                         . 

• • ‚Next Button‛                    ,                         

              ‚Next Button‛           . 

• • 4-          , ‚Basic Pay Variation of Employees‛                     . 

• • Finish                    . 
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CT-7                                                

 

( ) 3/5/00, 3/12/00, 3/19/00 “““““  5/28/00 

( ) 16, 32, 64, “““   2048 

( ) 33, 30, ““““ 3 

         

                                  : 

                        

(a) Windows                

Start → Programs → OpenOffice → OpenOffice Calc                      . 

(b)                     

File → New → Spreadsheet                      . 

                                . 

(a)                     : 

A1     A20                            . 

Edit → Fill → Series                     . 

Fill Series                    . 

 

Series Type       Date              . 

Time Unit       Day                

Start value       3/5/2000               

Stop value       5/28/2000               

increment       7               

OK                    . 

(b)                               

B1     B20                          . 

Edit → Fill → Series                      . 

Fill Series                     
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Series type        Growth                . 

Start Value       16          . 

Stop value        2048           

Increment       2          . 

OK                    . 

(c)                           

C1     C20                           

Edit → Fill → Series                       . 

Fill Series                    . 

 

Series type       Linear                . 

Start Value       33          . 

Stop value       3          . 

Increment       -3          . 

OK                    . 
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CT-8 
                                                  . 

                                                . 

         

                     

(a) Windows               : 

Start → Programs → OpenOffice → OpenOffice Impress          . 

(b)                    : 

File → New → Presentation          . 

 

‚Presentation wizard‛                  . 

‚Empty Presentation‛                         ‚Next‛                    . 

‚Slide design‛       ‚keyboard‛              ‚Create‛                    . 

Presentation                    ‚Tasks‛         ‚Layouts‛            

      . 

Click to add title:                         . 

Click to add text:                                  . 

                        

                          ,                ‚New slide‛ 

    ‚Insert→Slide‛                       . 

        ‚Tasks‛         ‚Layouts‛                  . 

                                                  . 

‚Slide Transition‛                                     ‚Slide 

Transition‛               ‚Apply to all slides‛                        . 

             : 

Format → Page → Background →               . 

‚OK‛                  . 

CT-8                     
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               :  

           F5         (    ) Slide Show → Slide Show                . 
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                                    .          

                   (Bullets)                      . 

         

                     

(a) Windows              : 

Start → Programs → OpenOffice → OpenOffice Impress          . 

(b)                    : 

File → New → Presentation          . 

‚Presentation wizard‛                  . 

‚From Templates‛                          ‚Next‛              

      . 

slide design                 ‚Create‛                    . 

Slides         7              

           : 

                        . 

             Delete slide                   . 

Outline View              Openoffice                 . 

                                          . 

• OpenOffice Writer 

• OpenOffice Calc 

• OpenOffice Base 

• OpenOffice Draw 

• OpenOffice Impress 

                 

           F5              Slide Show → Slide Show                . 
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                 .                     ,              

           . 

         

                     

(a) Windows              : 

Select Start → Programs → OpenOffice → OpenOffice Impress 

(b)                    : 

Select File → New → Presentation 

‚Presentation wizard‛                   

‚Empty Presentation‛                         ‚Next‛ button              

      . 

Slide design       ‚keyboard‛              ‚Create‛                    . 

Presentation             

        ‚Tasks‛         ‚Layouts‛                  . Pane 

Click to add title: ‚Monday‛              . 

                      

                          .                ‚New slide‛ [    ] 

‚Insert → Slide‛                       . 

        ‚Tasks‛         ‚Layouts‛                  .                  

                                    

                      : 

Insert → Picture → From File → [    ] click the insert picture icon from the 

Insert tools bar.                   . 

                 : 

Select Insert → Movie and Sound [    ] click the insert Movie and sound               

     . 

                                      . 

                                                  . 

        ‚Tasks‛         ‚Slide Transition‛                 . 

                   Slide Transition               ‚Apply to all slides‛     

                   . 
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               :  

           F5          [    ] Slide Show → Slide Show                . 

      

 

 

 

 

                       

Qno.                     

CT1                -                          CT1 or CT7 

CT2                 -                     CT2 or CT9 

CT3                 -                     CT3 or CT10 

CT4                -                              CT4 or CT6 

CT5                - Fill                      CT5 or CT8 

CT6                                        CT6 or CT4 

CT7                                       CT7 or CT1 

CT8                                              CT8 or CT5 

CT9                  -                      CT9 or CT2 

CT10                 -                            CT10 or CT3 
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