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ys 1
3t 2t ut. (DTP) 578 A'e-Ua'T

1.1.DTPaTJ ?

1.2. ¥4-2Y DTP Aeeamd

1.3. DTP w3 fie s7gHen €t <93

1.4. TI5-YRTHST W3 DTP feg w9

1.5. DTP €t Agdt Ia8emd M3 Aecemd
1.6. DTP R"gcamd M3 & <N ©f ffnedns

1.1. 5ttt (DTP) &t J?

DTP 3* 972 J-3Wdery yafsfiar|

SHaey vafsfiar fea TAm I fam feg wirt afu@es W3 uw Areeemat €t 293" a9a Sane 3
IR T IHS &% UM guifeet € Frgie f3afes aod fie a9 Aae ot | fae’ fa-faGwdes,
ga&en, fefaféar 93, §59q, 9, UHed, falaet, aB839, ferfaarg mrfe|

DTP € Hew &% U9 397 © fyfear € an fae’ fa fenfsore, fagrat »rfe g5t mmrst wiz
UM Idta &% f3afes 3 3 &0 A7 Ad< 35 | DTP Aeeemdt & @93 9o MHT U &-
n@en f3ng a9 mae gt fAn feg SA<ter w3 fam &t g™ € »ysh (§en) & SyY-T4 Idtfat
&% fafadT w3 Efd A7 AT J |

Ay UEfSfiar € ggnms midtar € fesssfen feg 1983 few avm A e e
nyeTg Bt feq Yo 3 Iet | fem 3 gwie 1985 f&9 ““Introduction to Mac Publisher’” &™ &7
ATecamd mrfenm | fer 3° gie g< 39 fon 439 i[9 993 39t 981 3 g< aet 397 € ATeeand
g9 feg e 95 | SAdeY yafsfiar Ateeema € vee &% wit fle sTghen € Ua-8-mge
fang a9 Aae of IDTPfRg € SgF e Um de 5 :

l.fE'@HZTﬁﬁ'ﬁ?r(Electronic Page):ﬁﬂéﬁl@?ﬁﬁﬂmﬁ_%mhﬂgﬁwlﬁaéﬁ—
U, fedaetaa Ua €t @ergaes T1

2. TIGHS UUT UH (virtual Paper Page) : feg »® f&9 Uw J¢ 9& fagt €3 fie disr ater
af

DTP A'$ Un € famrfes, -G M3 ety gret (Feel®) 3 a7y gue feg vew daet J 1A
&-m@e fanrg gasT fear {Am T fan feg misar-»mar 9 § fea 3 e f£9 mat 3dta &%
W3 AIt 79T I Barfenr 7ier 7| fen f&9 Sane W3 Su=tet mivs 3 a5 |

1.2.@Y-TY DTP ATgeamd :

SHdeTY yafsfier Rreeemy arfed femfesat w3 »ini gwat et fed ¢& <far I | fam &t <ad
fyféar € a®-5% Ws-Ets M3 Me-Addls fedaetsa uafsfiar feg 93 7T 75, »3T,
HfegHee, 398, a=7dd wrfe aufen et SHdeTy USfSfiar RTgeamd WaeghiT aa=r @<t 75 |
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fae’ fa w39 T W37 TS, M3T Ur-Hdd, W3 w39-fes-faarfes, aeoa e aega-#anyn
(Quark-Xpress I9% €T JIB FI™M, JI& Ie-UWnTfee WM FTIB-S5IMT M HTgeand SU-24
Iatfen &t faarfeféar w3 fiféar aos et =afanm 77 Aaer T | fegst 3 few=r WelgnTee dust
TF HElgHee UIfBHT € Ag®3 Ye's a1t aret J | fan 57 »it et 397 € fie staren fanmmg
g9 Ao It fAe fa fs@wdeq, a9, 9 Un »rfe

Qusas AecEma feg getmt & 93" arfed famrfesat gnmar a3t et I w3 g9 & <93
arfed spvaTat, mifomuat, fefemmaatnt, ¢ Turdtst W3 W BaT gwiraT a3t AEt T 1 WG g
¥ DTP Areeenat 97 A'edTal YU3 Ja1e :

_— v

1.2.1. 39 WU (Adobe Photoshop) :

ey fea grfean MuBlaHs Ageemd J 7 & Bargar € sarfamt 3 aHarts faenu W3
3INSITT few guwTe J9s Bt I3 A foar T| ey, uafsfiar utg e faarfesar, dearear
w3 fefsG areat w3 fifear € anT wet TgfamT AET I

1.2.2.33% 391 (Corel Draw) :

d9% FI fea arfea fsafeféar Ageeme T fen feu sz T mastwst w3 <ubyr
femrfeféar fesereaiie du 1 fen feu ot Ho'g=uds ¢& Hae §€ 76 fig’ 575 Sy-Sy 397 &
fegaen (ygre) oum a3 A7 Aaw I& | fon feg € 3gT € arfean =93 7T 5 : faeny W3
29T | 9% ST fepeT39 Sded arfean 578 FEfug T

1.2.3. UA-Hdqd (Page Maker) :

UH-Nad €t ¥93° UA-8n-me Yot feu 98 ygrenst 3dta & a1t #iet J1 fem &t
TI3 FIBET onfear M gt UnT § fedsr das et diSt wiet I1 fae fa fs@wdeq, falger
mI ITF-mQen »ife | Un-Hag <t €3 feu gt matie I¢ 9& fAgT 5% sgie & Mwat 5%
gerfenm 77 AaeT J | fon € Hee &% we A feg Tuthr w3 get ysstans sTanen fama a3
T AT I5 |

12.4.Hﬁ'ﬂ"’€?U‘8ﬁ’$‘H’él’(Microsoft Publisher) :

uafena fea Wustans J fan &9 »ift 2uden, feaasa w3 feafes Jisdt € =93 a9a
JE Igt & Hed M3 ITUPAT UESaEs (WEgS w3 YS9 Bet fenfaare) fanme a9 mae It
HElgHee Uafend feg 899, 859, Une-a793, feaesuy, fefafédr a9z, feafeCrs-a9s, =9-
U fa@mdeq, 8ea-J'3 nfe fgmfes a3 A7 Aae 75|

fen fe'g Susde, usslams e ufgst 3° ygrfis disT vss ger J fan feg mft mmust wie &
faarfest »3 Jar &t 9< a9d We ¥ag feg SubiT usstans fanmg a9 Aae It |

1.3. DTP %3 fije sTgier et =93:

DTP € He® &% J& a4 nignmg fie staier & fearfeféar m3 fyféar (zumet) atst ar

Hoet I :

1. DTP fe¥ Hugdt a9s =& fenf3ged fAe fa §Haw (brochures), UeBer M3 UAedw wife
fsarfes a9d 87U AT I5 |

2. DTP feu fant JUat A @a & J<&4dT, STfeddcdid M3 ABTST falder famma aighu AT
AEMt 75 |
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3. DTP fe9 quatt, =uad wetfont, Ag®T AT @At »ife € B, faasn a3, Bedd 3
wrfe &t fafefdar W3 suret er gy igr Aer J|

4. DTP € He® &% fa@adean, HamlasT M3 niygig €t faarfefdar m3 guret wr an St aisr
AT AT I

5. DTP feu fagmam w3 gaden (fagraam) &t fiféar e & iz A raeT J1

6. DTP €t Hee &% fie s/gien § f3fraes stanen feg sefen ArAaer I 1 fAe fa @9 ua
3+ fegst § 93 AMge 3t §°F Sfte 77 A fAe fa cade w3 &5

7. DTP €t He€ && WA »iusT gfeG-3rer (fart 29<7) W3 faqan SodT (Wid, 3954,
feserfefim, feassedt Hieh) & femrfes »3 fie a9 Fae ot |

8. DTP fe9 g&79T (blogs) M3 S¥-Afeet €f faarfeféar e oy <t 3T AT AgeT T

9. DTP few wafez-im, {asens™ M3 I3-mge < faarfes o3 A7 Aaw 75 |

10. DTP few Ae™-y'39, SUet-U3d, §5d, UAC-d93, d3idud wife fsarfes a3 AT Aae
I5|

11. DTP feu AA=c %t 9%, TUTd 993 I fBee, a83d M3 9d¢ < fsafes i3 A7
Aae I5 |

12. DTP € He© &% Ufdar et fenans I @8 g=9 < f3arfeféar sist A Aaet I 1 fas fa
fam Arae @ a=9 3 & o fanl Ageend © gan <t f3arfefsar|

13. DTP feu garat € 999 & {9, Azat € faa79 &ar g, W3 99 wgdt fagt & fsmrfefdar
ST AT At I

14. DTP few ufgst 3 femrfes a3 sTgien § fsfafes T feu sefen Ar AgET T 3* &
fegst feu Au aod 9T 3 fie J13™ AT AdE W3 Wa-JEls UR 13T 77 Ad |

1.4. TIF-YRfAIT M3 DTP feg w39 :
Jot fe'gr v Tgz-URfiar w3 DTP fev %3 san@er -

gg-Yhfrar SAFeY ugfsfiar (DTP)
1 .fen f<'9 AU9s EAS=H (3gHT) & 1. fen feu femm oAt § HY TUd ¥H
famms g9s, Mfse das w3 fie g9 & Aecend ©F Hee &%  SubdT
AgS3 Jet J1 gufeet € sgne fsafes a3 A
2. 293 UAfiar ATgeana fev femm 39 U?;lhgm , .
s X Vw @ wwrde €3 2.DVTP Ave—om'c',sﬂe‘tw' ' nrrﬁe'n z;;ar
b i 3w fo for e .y THW(W.)@HTWWFT
. J| fAar g9& DTP feg & faafefdar
gU &1 aI3T AT AgeT | N . o=
n e .- - feg 39-9v® J9& < mUB3 It J|
3. TIF-YAfHar Heeend W™ Bt >

3. DTP € feR3H™® J&aie ot @wrar
YH Aecemdt € HEE &8 U
Fgne fAe fa Unes, sumeh-u'3q,
gra, fs@ndeq, Une-aas, fefaféar-
93, 8§59, B9S, MF (HAg4l), <9-

Ud mfe fang g9a set st Aiet J1

T AU9s 9t fae fa fashit
feyeT, we € s &t gt s @ AF
My foggerat AT e € Uz wife
fous @ ot sEt Tgg AT I8 |
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4. TFF-UAMET  FATeeemd forerse
Te3dr feg Iy gae aH-a,
wfomuat, fefemmagnt, ge-surdyt
AT WIZ GHdT gHdT MUS JETET &
W & BT A1 ATt |

5. TIF-URTHGT ATgeamad ©MdT Sane
€3 I FIs et Ags3t fAe fa
fessafiar, AUs-9fdar, Brets—RufAar
wrfe HTEhd™ Fa=TEHT AT I |

6 .MS-Word, Word Perfect "1/& Word Star
nfe T9F-URAMHST Aeeemat it
Isancrared

4. DTP €t 293" y™H Hga3t § fors feg
Ty o gigt At I fem § apfed
fsafesat M3 &% fsafesar, SaF
95 BET A1t AT T

5. DTP fe= famer 19 U= &t fsarfeféar
€3 f&'gr wer 31 DTP feu gwat &
AT I |

6.mM39 UA HAd, dIB-FI™M,
Hfegnee-usfeag wfe DTP few
TI3 A TH J¥ ATeeMT IS |

1.5. DTP &€t #gdt T98<Md M3 H'ecnd :
DTP fe¥ 9 995 ST AgaT Ta8<Md M3 ATeeamd J& fay mMaAa I :

(€) ugHa® dfuged (PC) wWe 3 we Uasfemy-11l YAHg 575

(") 256 3512 MB oH
(T) I93 fama we 3° we 20GB
(H) Ad &g

(T) 17" IBI HETed (With Higher Resolution)

(@) 36 I95 7ga3 #eHE (Picture € anifeet uge et

(¥) fies
@) f&S+ A7 o (Mac) Wmudfear famew

1.6. DTP Agcamd M3 S 2H df e 8ns

DTP fe= grfean fsmfeféar et aet Ateeaw@ fAe fa das-39m1, 8¢ Ay, UA-Hag mfe
93 AT 5 | fAgT € feasHe®ns 979 wirt »Ed ursgH feg »irt ferag 7 uzfar |

fogst HTReand @dT <93 ATE S oA < feaAe @S & i fareH feg anit 3 Afe I5 W3
fegst & MATaT &% T AT AEET |
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Exercise
1. Y81 gt 3a :
11.DTPI TS, |
12, . UH gfuGeg &t Aadls €3 smg BT gs |
1.3. m3gecayfea............ MUBTAHS ATeeamd J |

1.4. yafeng feg 2ude, feaas w3 ... &t &t =9I JEr I
1.5. DTP few garat & 9799 A ASAT € faaTd &ar......... fsafes 13 A€ I5 |

2. RIl/1s3 & :

2.1. DTP %3 Word Processing f&9 &€t w39 a4t T
2.2. DTP € ggm™3 mydlar feg Jet|

2.4. DTP feg ane w3 InSlaT & »wiran den Wiemr Arer 3|
2.5. DTP arfean fsarfes Rgeanmad &at J1
3.82 yr5/837 :

31.DTPI AT T=J?

32.DTPfeg a3 Ae B & 3¢ € UAT g &R |

3.3. Y DTP A'ecand’ & &™ &H |

3.4.DTP € fef3gm g9 ex |

3.5. DTP &t HesiT I95-2d W3 ATec<nd Hgd3t §7d ©F |
4.5 yu5/837 :

4.1. DTP w3 fie sien &t =33 faus-fags uze feg it AEt 7
4 2. <33 YR M3 DTP feg 33 AUHe &7 |

39
1.1. 3AIETY yafSiHar 2.1.3B3
1.2. fedaefaa 2.2 Adt
1.3. 9rfean 2.3.Adt
1.4. fsafes 2.4. Adt
1.5. fag (Sign) 2.5.3%3
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ys 2
g m™e UA-Had
2.1.3’@?!?’?‘]"@???@?"]’ (Planning)
22.UA-8 mge
2.2.1.H3fAE

22.2.39 M3 BT
22.3.333 M3 g9

224.82

2.2.5. Aerfefdar
2.2.6.TIH

2.3. HAEI-UH ST&HUT
2.4. WYS/WYG

2.5. Y Y Higwt &t =93

gfiar:

UH-"ag fea s/gie -n@e Yo I fan fe9 edilarst deds, in-fsafes g9 =t
(add), famma (Create) M3 T4 (import) J9a UH feg faw <t af I Y AaE TT| UA-Ha9 fea
TIF-URfHTr ATgeana €t 397 <t oW a9 HaeT I fan feg »nt AUféar-S'a, redt-#fses W3
FgH<C § A< 996 © TU-TY B fen3H® gae o7 | 7 fan sTare &F eanféar dgses i< A
feq 3 27 Uat feg fsmrfefdar qoat 9= 3t feu ATeeend g HHed-UH Sude ©f Ags3 =t
Hafenr gge@er 31 fae fa fa8w &eq, fatget »rfe | ta-Hag feg Sy-Ty 397 € #ahier &t
HET &% wHt A%<l »3 U feq sTgHe A Ugsians f3ng a9 Aae I7 1 ud fan St s/gie &
UH Had feg fammg das 3 ufos™ Gret Grsraet daat Agdt gt I 3t 7 feaq ygsians Faw €dr
&% fang a3 A7 Aa |

2.1.31§¢fZ€TﬁT-|?§fﬁ€'1'(Planning) : UF-Hag € femsns feq feasT Ua (A= fa
EHEME (fliers) AT WHST™-U'IT (announcement) AT feaq 3* &7 AT =& sgne (fAe fa us-
YAST A §HT (Brochures) 99 &€t 13T 7 Aaer 9| few 3 fewrer Un fov fea #f fea 3 =1
THH & T Aae 95| fAe’ fa fed muema (news paper) feg mradtas ufed Uv 3 §g Jer I M3
Srer gat fomT fart 39 U7 S yaH der T

UA-Hag feu fea svaie famma g9 3 ufost GRet Adt @HaT (Planning) =782t 993 Agat
<t I fam fe'9 it fe'q Um e wrag, fearfes & fonrs few ou 3 Gt sehions, Bdnens
W3 I3 mrumsT (fAe’ fa sgs-Aels, &ffar un wife) fagurfos age of | few 3 few=r Uw feg
SIHe AT Irfedn T vad M3 IATEEHS & fagurfaz age ot |

Qergde =7 Add UA-Had It wirt feq fagme famma goat I 37 8w feg feangsT =93t
ygaht | fae fa 99 U e 'ame AeTfes, 341, Un ©F J59/8¢d € Mad M3 Ae'fes fed fagr der
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gater 31 UA 9 fad a®H J=dr w3 89T €7 UA HIfAs ot J=arm | Add a8l 298 I&, 3T a8t
T g M AeTes fed T9ar geT gater J| fen 3 fewer fagy feuw 53t &. A7 g8< <t fea
Aefe® € < gie U5 | fagm feg feana3T due st M3 we mi i Subir ygstans famma
35 BE A UA-Hag fe9 Hge Jot eIt ige3t e fermaws gasT gater 9
1. N BT HHed cude g8 fAn &9 WafAs w2 aeva, Sane-merfes, dar,
J39/8°eq nife fagufag a9 |
2. HHed Sude feu U &99 Hadd Ae ad | Ulfean w3 duat &t gronféar ugstans € g9
fom =et fegufag aq |
3. Ugmare Afes €t @93 a9 3T+ fazmy feg Sane feq fagr sag M|
4. HHed Sude f&g Jar €t 9< feq =9 ¢t 99 37 7 Y3 ugstans A7 sgne f&9 fed <gqr
3T ST M|

2.2. UA-3-mrge
I-8-n@e fea yfafonr I fan fe's Same w3 3neier § Aot 39d &7 UH feg dfipnr mier
I 3t 7 goH ugStaws fane  nd | fae fa »ift ufost us 99 o fa g usslams se@s 3
ufgst Gret Grsmaet goat gtet 91 fen fev Um-8-w@e fea mfow ghiar fsg€er §1 Arst
&3 T W3Ed UA-"dd Ag I&7 f&'3 mignma S-mrge Waghr sg=r@er J|
1.  2-up Sanddle-stich (2-"U RFH-AfT) : feu Uug & Hiet & fegad 3 Ha & M3 MO
fegama reus F9d (fust Bar ) TSRS f3nT q96 € AgS3 HaehT ga=der J|

fg39- 2.1 2-up Sanddle-stich (2-Y A'3H-AfeT)
2. 2-up Perfect Bound (2-y yede T93) : feg aet &bt g gaen & fedor Joa

fear ygstame & famma g9s feg wee ader T | feg fammerae aet UgT Sargar 20 UF AT
femeT Uat € uastans fan™g g9 et Fafsmr Aer I
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fg39- 2.2 2-up Perfect Bound (2-"Y yede g'F)

3. 2,3 or 4-up Consecutive (2, 3 A 4-MY TEHATET) :
feg agt unt & fea e 3 W2 & f3ng gos et TafamT Afer I

fe'39-2.3 4-my Tarafes feHiuims (4-up Consecutive imposition)
U=ait | AY 3 ufgsT File & 3 77 d New €3 afsa a9 |
fea 8"3;)?!? Aoy (Document Setup) ITfemTar TN YBar |

Diocument Setup
FPage size: ILetter j Cancel |

Dimensions: |E_5 u |‘I‘I inches

Hurnb |
Origntation: ™ Tal  Cwide HNumbers

Options: v Double-sided ] Azt layout
W Eacing pages " Restart page numbering

Mumber of pages: |1 Start page #: |1

M arginz

Irnzide: I'I inches Dutzide: IEI.?E inches
Top: IEI.F"E inches Bottaor: ID.?‘E inches

Target output rezolution: 300 | dpi

Compose to printer; | SN a Tt WY =R T N ~

fg'39-2 4 37gHe Fe-nu sTfewar TaH (Document Setup Dialogue Box.)
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1. fen feg UA = mfed fogurfax a4 | §egd= =4 letter Dimensions STaH feg U €F s9ret
w3 I37et feur fe'e sag mrait |

2. feg fen €t GIPHeHs Ae &9 : Tall AT Wide ,Tall Uede (F87) M3 Wide BSHIY (I37)

3. Options ¥ f&9 :
(i) 7iarg AT UF € »idt M3 fu'e , €< U flle 9987 979 J 37 Facing Pages § fidae a3 |

4. Number of Pagesﬁ?’&ﬁ"ﬂ@' Start Page # feg Um €7 $99 39 |
Margins feg 7" Y Double sided € S a3t 3=, 37 Hafas Inside W3 Outside e JI&
UT 35 | A€ Double-sided € 9< &7 a3t 3= 3T UA Wad f<9 Inside 3 Outside T & F
left "3 Right A& AT qd&T Uer J |

5. A€ 9T g% A J A< 3T OK §°3 afsa ad |

2.2.1. HIfA& : Hafas Sane & U feg ¥, A, Quo w3 88 3 gt § faor Ao 91 U=
Hag feg wafas Ua 3-mge 3 faggd dae 75 |

A
Top Margin

y

Left

Y
A 4

y

P 3 g e Fght

Margin Margin

vBottom Margin

fo'g9-2 .5 wafas (Margins)

A Haq 9 Hrafas fEet feg fe3 Afe 95 | Aag »it s98-ATfefss (double-sided) wmums €t
9< i3t 9= 37 UF € §uT (Top) M3 & (Bottom) Tt Hafds feu JE se&= &4t 9241, Ug ¥y
(left) M3 AH (Right) HafA& €t & A7 Inside M3 Outside HafA& & fagufals daaT u=ar|

Inside Margin fes-Afes-wafas) : feg Hafas AHEET (even-numbered) UAT & A UH &
Hafas der I w3 femd 99 (odd-numbered) UAT & ¥¥ UTH &7 HafAs der J |

Outside Margin (g2-ATels HafA®) : feT HIfAa Inside HafAs €T @Ber Jer J1g= fea T
fa feg A 99 (even numbered) UAT & YT UH € M3 fem 399 (odd numbered) UAT & AF UH
o HafAs Jer I

UA-Ha9 feg Ad9 miAt sus-Afefss »urs & 9 &dt a3t 3 feanfes W3 mr@enrfes
HTIfA& & 8 UH € left M3 Right HafAs fsaufas daaT u=ar|
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22.2. 39 M3 &I : UA-HId A'§ mran e (e W3 arfean) & Adt Ao 3 due &et
s7&-fifear arfesw &t Ags3 Woghr gee@er J| fea U feu Hafas-arfesw onmr et o5 |
feg 3tfez (....dotted) AT IS TIASIH (colored rectangle) T Ig+ &wg e g5 | feg Um-
HIfAsH § gar@ et g 7 fa T Document Setup Dialogue Box fe'g fsgurfaz stz g a& |

fen 3 fewrer vt go9 aretsw <t fenaH™s a9 Aae It 3t 7 WAl 3ASIeT, Sane mrfe § Aot
9T 3 Y AT |

1. 3BJ & 93 35 B view HIE f&T Snap to rulers IHF & fABae a3 | A< fem aniz €
war AaT (V) =7 fors &fapyr 3= 3T wirt Ud few areisH e feA3H™® o9 Aa< It |

2. WOH & ynféeq e &g (Horizontal) €3 & & AC, €F Ifsa a3 w3 HEw & sdar
e I¥ »MUT FgHe feu Bt arels & w6 | fen 39T 5% IAT ¥z (vertical)
JrEsH <t MU UH feg B9 Hawe T

It fAstt I9€ T MuS Sgre feg aretsw (Horizontal 3 Vertical) &9 AE T | Irets«

&% IY AT |
JEISH § I3 BEl view HIE @9 AT F Snap to Guides § fidde a3 |

L3 Untitied=1
E2 1S FCTY: VR R R RV Y I R WY, R
Ruler = I E
»
3
Horzontal 3
Guide £ g
Vertical Gude

b i bt

Margins\

/

4/

i i i}

fg'39- 2.6 g&T arfes (Ruler Guide)
»Ht Myt eets Q9 fAs 97de of UF ©u® d9 Aae I7| fen et Layout Hig fRe Am &
Insert Pages & 9<&T U=dT | fea STfesTar 7aH y&ar|
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Inzert Pages |
|hzert IE page(z] Iafter vI lhe current page.

b azter page;

I Diocument b aster L|

[ Se:left and ight pages separately

Canzel | Inzert I

fa'39- 2.7 U TUS FI&T (Insert pages)

feg feu fagufas a9 fa fas UA U 996 95 M3 fa 8 ey J98 I& | ford 3 ge Insert
I afsaaq|

2.2.3.5“33‘”1@'523‘(Headerm§'F00ter):

39 €9 Tame Jur 7 fAgsT Un © Quas fow feu fie ot 7T I fen fe9 A &99, us
399, U's € & AT JEt 9 F9aT HHS 13t AT Aget 1

ged v Sane deT I favsT Ua € Jod fow &9 fiie ats afer 9| few o9 Um &, firdt,
2T, U's 899, U'S €7 5™ wirfe dEt Agdt FeaT HiiHs a3t AT Aaet 1

22.4. %< : UA-"ad feg it Eane ety g9 a7 fan ufost 3 gt Jet eels 3 fevlge
I THE JJ AT T | CIHE § THS JI& Bt AS Text tool (T) & =93 Faat u=ait | feg e&
Z&-gaH feg Hge e J|

ane Tanfear : feg sraire fsarfeféar e 9g3 Aget fowr J1 U Hag fev Same § 67 sdta
7% gane aigT AreT g fAe fai »n word € ITgie feg a3 Afer 31 M 39 3 mit Sane e
Font, size, alignment e €8 Aae It | UA-Ha9 feg feg rg-o »ift Type Wi adt g9 Aae ot |
Font & ge%< 3 ufgst feu wdlat ge fomr 72 fa mHt Text Tool € T93° &9 99 7| fam Same
3 9O q95T I BWg fAdae a9 M3 Type HiE few 77 & #gdt se&= d13 AT Aae I&5 |

WM™ 39 3 USH Arial AT Times New Roman 8¢ € @93° v I& fa@fa fem a7% mivst &
UFET WIS § AT I | WAt MUE EdHe & Bold, Italic AT Underline »rfe €t a9 Aae I7 |

WAt WTUSE SaHe 3 J9 MUREST € 293 I a9 Aae J7, fA= f& Bullets "3 Numbering,
Dropcaps M, ﬁ'ﬁ'Plug—insﬁm@'Utilities)—ﬂ?i?f_%'ﬂ')?@?ﬂ?ﬁ'l

2.2.5. Aefefdar : nerfefdar 3 g7= § fa MU s7gie § MUt Agea W3fad gahe aaaT|
Aefes 3 faasr wg 99a Ugmare, ®rels wife < Ty 39 3 Afear aaat u=ait | feg o g3 #iur
w3 §fgar T Aer 71 f€F nerfes fe9 IfSqr, gfee wz d9fdar, 359 w3 geg e s I I |
few fi'g wiift aEt WY 8 9 A I | $-me wiElite 575 arfea feu §aT wid fedame sare
AT AAY I5 | ig feaq 9% = uH fours duer gater 7 fa wirt fagsT & S¢ gie et ma
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Fgie feg 93 JdiT | 3TgHe feust Freardt W3 Grer Aerfes Uty e Igter § 3 # feg
MATST &7 Ufg™ 77 A W3 AHY W w3 §F & wre aftpwm 7T A |

2.2.6. TN : UA-Ndd feg g9 SaHe AT Irfean et fed d5eaa (container) Tt IgT M Faer
J1 €W gEt I € wadt few T HAE I5 | UF Ha9 {9 2o € Hew &% gS¢ ae fan &t
rEH g § AT SIH AT Aae I | feT d9& &et A 3 UfgsT mrar ae & 9 |

1. Element Ht& 3 A™§ "3 Frame € 9 J9 |

2. Change to frame TR € 9 d4 |

H Frame Tool € HEE &7% €dH § 9T (39™4) = Aae I7 |

CENR: ool

1. g% g9A f&9' TdH &€ Mad €f S d4 |

2. 3gHe € Bn foF 3 afeq a9 AT 3t e ZarGer Ide T W3 »ust 83 H3fed san

& 3T I, ST AT ECT AT |
3. ITST TN faa 71

| Lzl =

feg9- 28T ewm
T o9 Tane g7
fear =79 g9H fa I I g, fen ST Sare Ty® Si3T AT AdeT J | SaHAC 4B Jd6 &t

1. Text tool (T) & ITBF &4 |
2. IS TIH € W9 afsd o9 | feg gt Sane 2ety a9 € 9 A J | SaHE MTUS Wy
3o few fee T A=ar w3 TIH © w9 fe'T ge% A= |
T File Hi§ €t Place MTUR& € 93" d9d < SaHe AT grfean & §9H feg s a9 Aae It |
&t J13™ AT AFET |

2.3. HHZIUH T&HYUT (Master Page Concept) :

#aq miAt fed fagr 8-»mGe aet UwT few Tg3eT ¥d€ I 37 A" Document Master € 93
FIat gatet I 1 WAt fed 3 U Master =t 9T Ao I | @egde @1 : fed Master fAn feg &
IBH I M3 €A Master fan f&9 35 v d=|

feg HHeg Uw At sTgne feu g¥ yesh dia A faarfes wehien, rfvs 3¢ 05 fae fa
939, g29 M3 U 399 7 g A UAT et fed fAd I 95 | HAed Uw feu srs-fyfear arfesw <t

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

19

HTHE® et 95 fAe fad &0 arelsH, 3&d arelsd W3 HafAs JrfesH | 30 Uasians feg Jet
H™HZT UH J AdE I3 |

At HHed UAT fE9, 99 i Ut €t 397 It mirar den & 97, 98 A {38t a9 Aae a7 |

9T UgBIans feg feq s7aie HHed Un JeT § A feq 3TgHe HHed UF AUds JeT J Add
ygstans f&g wrt ier Ufam mmums € 9< st 9= |

JId HTHeT UH € &8 ¥¥ U fea nirfeas Hge de7 I 7 fa usslans f&3 € 8- fe
feg swa w8 I fon €9 »iyg L M3 R (48 w3 AH) &I J€ I5, Add At ugstans feg
@mﬁﬁﬂﬁﬁﬁﬁwaﬁﬁélsingle—sidedmhﬁm@%mRWW

gl

fg'39 2.9 (a) sEm-FEifss HAET UR (b) fHaw-AEfSs HAET UH
Uﬁﬁﬁﬁf‘%%m?'z‘u_o(ﬂ??;im(Columns)ﬁﬁﬂﬁ?&?@ﬂ?ﬁfgﬂﬂ?wm
I fa Autoflow e & Y3 sTgne feg fas It Ar=ar | »rt 99 UA feg IoHw &t farest &
weT A7 FUT Ad I A7 89 Autoflow &t fawt feq uw fe's =93 Aae 7t |
2.3.1. Columns I™&HA :
Layout Ht§ f&'9 Column Guides € S &7 |

Column Guides E |
Mumber af camns |3 Cancel |
Lpace between columnz: ||:| 167 itiches

fe'39 2.10. I®H IS (Column Guides)

fen otz <t =93 &% wiAt TeHt @t faregt M3 fegst < 93 fsgurfag a9 mae of | few
5% IBH IS fadufas a3 g€ HafasT € fegad fee T ATedr | Agd Wit Ide It fa AT
S A arfean MuE mry A3 fagurfas a3 I8 Hafas w3 areHd feu At 39 7% e T
772 3T A& Adjust layout € waT AaT €7 A7 99 €7 faus ar@er gdter I & fa Column guides
FrfesTar gran few Hge e J|
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2.3.2. Auto flow (M7E-38) :

Layout H& f&9" Autoflow € S a4 |

HId AT TgH e el BT I MI it 7w IF fF Argr Same MuE My At 39S 5% yd
FgHe M3 A IHHT feg fe'e T A< 3T feg I Autoflow a9 & Hew 58 MAat &7% Ji3T AT
AIeT J |

#dd Document Master f<9 Autoflow WTUrs & fAdde 7t 9 € faurs &fapdr 3= 3* 3/gHe
feg Aar Zane fadufag a3 T&HT mF UAT fe9 fee T A= W3 B3 MSHT Jd &< Ud <t
MUS - THS T 7Sl |

few fonrs €< w91 ar® feu I fa Ad9 wAt mre-e& €t »runs & fige fea U €3 Zarge ot
3t frge fev fea Um 3 It Brar I=ait w3 feg 99 52" UF <t eus &t q4ait W3 A feg Mruns
I9F UH 3 §79-97d BT JI&T U=t |

2.4. WYS/WYG (What You See/What You Get)

WYS/WYG ree € 359 afuleq feu feu &ne &t i3 afer I fa 7 U Af srgie mt
gfued &t Aadls €3 9y 99 o, fané fa fe@aefaea Af Tggnms Uw <t fagr #ier § G wst
n@eye # fa fea fiifes sTane I raer 9, €t 397 7| fev fifes saie fea fs@w Beq, 29 U7,
falige 7t fea Aefes <t T AdET J | MA-d% 93 A€ DTR Aeeamar gmmaT f3m™g ot STgHen
fie g9& 3" e WYS/WYG € fasas &3 §¢ 95| 97< feu I fa fae’ e srgie fanmg ags mi
&fuGeq radts €3 awg mer 7, fie Je 3 gmie 8T saie T9s anit € gy Iadtes 97 3at
arderdi

2.5. Y-y Higwt €t =a3":

I-irera feg Wi 7 fog aet 7get 1% 3¢ 06 7 fa SY-= 337 @ & 996 BE =T A
T& | 39T WG feu agt anist &t fene It § 7 fa fam uw a0 st Tgdtt Aietnt 95 | §egae
S+ Same IHTF File HIE €7 fTAT I w3 3/gHe § A< d9& &et <93t et J1 few 3q7 File Hig 3
femrer )-ﬁ§ 79 few Edit, Type, Layout, Element, Utility, View M3 Window )-ﬂ?;§ )TIT;E’ Je I5 |

eE% Hig (File Menu):

f%g (New) New command is used to create a new publication. This command gives rise to a
dialog box where you define the various options before opening a new page of the
publication.

Sus (Open) Open allow you to open an existing PageMaker file.

A< (Save) Save command saves the current publication. To save all the open files, press the
shift key while choosing the Save option.

fa=g< (Revert) Revert command rolls back all the changes made since the last save. It is the same
as closing the publishing, without saving and opening it again.
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uS3H (Place) Place command is used to place text and graphics into the publication.

i The Acquire command is used to scan an image into your publication.
(Acquire)
(Export) Export command lets you export your publications into the format you select.

File File Menu

Mew.. N
Open... 0
Eecent Publizations b
Cloze i
Save "3
Save As... Sh™5
Ereswert

Place:.. “D
Acquire k
Expart... k

Links Manager... Sh™D

Document Setup... Sh™P

Frinter Styulez r
Erint... “F
Preferences. .. r
Send mail...
E it "
nifse Hig (Edit Menu) :
UAC HSSTUS
(Paste Paste Multiple lets you paste multiple copies of text or graphics.
Multiple)
UAT AURS Paste Special is used to specify the format to use when you paste an object into

(Paste Special) your publication.

fesrae L . .

Insert Object is used to specify the format to be used to insert an OLE embedded
QIR object within a PageMaker publication
Object) ’

nfse STt Edit Story is used to toggle between the word processing mode and the layout
(Edit Story) mode.
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Edit Edit Menu
Undo Move

z
Cuit e
Caopy E
Paste Y
Clear Del

Select Al s
Deselect &1l Shoa

FPazte Multiple...
Fazte Special...
Ingert Object...

Edit Stary “E
Edit W iEial

@z Hig (Layout Menu):

o When you select Sort Pages command, a dialog box appears with all the pages of

(Sort Pages) the publication. You can rearrange the pages in the publication graphically.

HH arfes
Column Guides lets you divide the pages of the publication into different columns of
(Column equal size.
Guides)
e B Auto flow is used to flow the text onto the pages of the publications on its own from

a loaded text icon. It flows the text into pages from columns to columns and also
(Auto Flow)  adds pages on its own depending on the availability of text.

Layout Layout Menu
GotoPage.. AlG
Ihzert Pages. .
Hemove Fages...
Sort Pages...

EFioBack  Fallp
iz Fansand .~ Falln

LColumn Guides...
[Eomy i asten Fudes

A gtoflo

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

23

zrehy Hig (Type Menu):

fseels reets
This option will present you a dialog box with the list of styles used in the

(Define publication. You can add, modify and delete styles from this dialog box.
Styles)

Twpe Type Menu
Font
Size
Leading

T vy v w

Type Style

Ewpert Reming...
Ex=pert Tracking
Huarizontal Scale

b .

Character.. °T
Paragraph... M
IndentsTabs... 1
Huyphenation...

Alignment g
Style 3

Define Styles... 3

m&Re Hig (Element Menu):

g9+ (Frame) Frame has options for frame alignment, position and margins.

WMFTES IS

(Align Align Objects lets you align multiple objects relative to each other.
Objects)
’ Link Options is used to define whether the linked text or graphic is to be updated

(Link Options) along with the publication in use and also its frequency.
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-| Element Menu

o [ [ =

el iRl

e et

@fsSt Htg (Utilities Menu):
uSsar-fesn

(Plug-ins) been included with PageMaker as additions.

A
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Ltilities Utilities Menu

Plug-inz Add cont'd line. ..
e r Ea!ance Colurnns. ..

. N Build Booklet...
FErd i et [ .

N Bulletz and numbering. ..

[EfEHTE.. H
- - Change Caze...
2n=ing... Create Color Library. ..
Boak... Drop cap...
Index Entry... ™ EPS Font Scanner...
Show Index... Global Link Options. ..
Create Indes... Grd Manager...
Create TOC... feyline...

terge Records. .

Publication Corverter...
QuickTime Media...

Running Headers & Footers...
Save For Service Provider. ..
Show/Hide ToolB ar

Whord Counter

Define Colors...

few Hi§ (View Menu):

fsrudnt AT
R sira Ny

Display Master Items toggle the display of items from the master pages to be

(Display reflected in the current page of the publication.

Master Items)

s 35 Display Non-Printing items toggle the display of non-printing items.
fufear mrsten

(Display Non-

Printing

Items)
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Wiew View Menu

v Dizplay Maszter [tems
v Display Mon-Frinting ltems AlM
Zoom 1 "4
Zoom Ot .
Actual Size ™
v Fit in Window 0
Ertire Pasteboard Sh™0
Zoom To 3
Hide Bulers “R
Shap o Bulers AR
Zem Lock
Hide Guides -
v Shap to Guides Sh™;
Lock Guides Al
[Elean Bulen Guides
Send Guides to Back
Hide Scraoll Bars

f€s Hig (Window Menu):

i g&H (Show

Hide/Show tools toggles the display of PageMaker toolbar.
Tools)

v d29% OB Show/Hide Control Panel toggles the display of control panel on the screen.

(Show Control
Palette)

ol %9 (Show ) )
Colors) Show/Hide Colors Toggles the display of the Color Palette on the screen.

Fnf ASTEISH
Show/Hide Styles toggles the display of the Styles Palette on the screen.
(Show Styles)

Tl 3IH
Show/Hide Layers toggles the display of the Layers Palette on the screen.
(Show Layers)

Bl HAST U+

Show/Hide Master Pages toggles the display of the Master Pages Palette on the
(Show Master |screen.
Pages)

ol JehuafsSs

(Show Show/Hide Hyperlinks toggles the display of the Hyperlink Palette on the screen.

Hyperlinks)
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Wwindow ~ Window Menu

Arrange lcons
Tile
Cazcade

Hide Tools
Hide Contral Palette

Hide Calors “J
Show Styles “B
Show Layers “8
Show M aster Pages Sh™3

9

Show Huperinkz

Flug-in Palettes r

v Lntitled-1

mfgmm

Exercise

1. Y81 g=et g :

1.3. UH Had feg Sane T8y 995 Bet........ 2w ot T93 St ArEt 91
1.4. Aerfefdar 3 3= J fa s7aie & mruet Aga3s Hafad........ 35T

1.5.IH SqHe AT gfean et fea......... S g A FaeT J|
2. R/ 18T & :

2.1. € UAT 3 fed fAgr 8-mGe =93 BE HHeT UH &f =93 Jaat gratet I |
2.2. WYS/WYG € H3%¥ J What you see/What you get.

2.3. Auto flow € 233 Irfedn A IR &7% 13T et J|

2.4.3<¢, It W3 UAe nfge s € gar a5 |

2.5. Hafrs Sane & Ud feu ¥y, /A, 8ua, 88 3 gat & fagr Arer 9
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YAE 3. YE5-6'37 -

3.1.UA @t Jer |
3.2.HIfAs at d€ I& |

3.3. I8 M3 g2 9 ©H |
3.4. AeTEt{&ar ot g€t I
3.5. WYS/WYG T at g= J|

1.1. GAsT gt
1.2. Tall, Wide
1.3. A

1.4.T9H<
1.5. 935289

2.1. Adt
2.2. Adt
2.3.3B3

2 4. AJt
2.5. 74t
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s 3
qI&-FI

fen urs &9 it Jo fay fefimit g9 AreaTat yruz Fatar -
3.1. 998 397 € feanedus »3 we 3 We #gadt|
3.2.TEIST € ATg-AI™®

3.3. 397edT 2B € 93

3.4. M1 IeH &7 AH JI&T

3.4.1. e deH & HE JIaT

3.42.MrEd den & anit A SuBlde q96T M3 AfBY 535
3.4.3. MENdeR & ‘X' A Y’ UditHs 3 UAC J95T
3.4.4. wrgd deH & J-HY J9aT

3.4.5. 3gear e yife§ Suer

3.5. 29 5% IH JII&T

3.5.1. nafenfed Same

3.5.2.439re Sane

3.6. 391 €t <93

3.6.1. ABd HST&ar fAmer

3.6.2. IHSH IBI

3.6.3.9%d UBH

3.7. gitiar feeae

3.8. Safiar

3.9. Mrgd de Ugnl afes fedae
3.10.@?@W(Envelops)

3.11. & f&ar mrea &e (Blending objects)

3.12. "WaHIAS (Extursion)

3.13. 92T M3 aw fegde (Contour and Lens effect)
3.1. 398 39 < feane@ns 3 we 3 we Agast

. UgHa® dfuged (PC)

.512MBH

. 40GB 793 fama

. 17" IB9 HaTed (with higher resolution)

. 6 a9z

A U A~ W N
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fesHeBHS : I9% ST fesHe™ J9s e Guaas feItt areht Hes i Agast yatt

ISt Irdtett 98 3T 7 da% S € fese®rs Aat 39l 7% Ydt I A |

1. d9% FI™ HTeeamd € BEHAF (licensed) CD/DVD dfu@es & CD/DVD safes feg
U

2. g% Afdet gmie o3t Aadls €°3 f€F License Agreement €7 3Te®Tar g/an y&ar | feng
Accept J4 |

3. fen 3 gie ISt Aadls 3 feq I Ffestar gan feg Yzde & Aidhws-dt 7 Hidhns
WﬁnﬁNextW@%maﬁ'l

4. 99 FI™H ATeeemd & frn sarfee feu feanes aosT gge T, Gnet 9 a9 3 d9%
FI™ feasres J9 |

3y fitet feg Aeecana feane™s I A=ar M3 wint fen & fernan® a9 Aae If |

3.2. TEIBT € ATg-HI™S : dus-am feg &iar fapir o gretst ¥ gu fey A a9
afe A7 AareT 9, 3t A Ifey fes fegst § wifse 7 femays ais aAm rd |

J95 BeEt |

1. File — Save aH'3 €3 afga a9 | fea ITfesTar gan y&ar |

2. Location € 9 &3 M3 SIS €T ™ STEU T |

3. A< (Save) 95 €3 afsa aq |

TTE® ST It location I AE T A=t |

3.3. 3TETT B € W3 : J98 39 [T TI3 7'e T8 & 3 BIaT 578 JT T &7
M Jot fe'3 uw feg anrfenT fapur J:

s S 1] @I
1. Pick Tool feg nrerae & fAdde, 3991 3 gHeTafiar (Select, Drag &
Transforming) e I3 AT T |
2. HU 28 feg mravae at iy § sese Bet =afanr AeT I
3. Zoom Tool feg sofear &3 um f&9 mmanae § e yarfaa sus
et g AT J |

4. Smart Drawing Tool | feg faw €t 39T €t »ifg gt s=@< et =afamT Aer J|

5. Free Hand Tool feg srelst 3 Iut & WEH gwrar s Qe et =afamr
AerJl

6. Rectangle Tool feg 99 (Square) ¥ A fam & 3Ig+ € wrfezaa
(Rectangle) 3°¥ g8 ®et @dfamm Aer I | fen B EH
AT fe'g™ »ignmg fiee (Shift) 92 <t 293 AaE T

7. Ellipse Tool feg d@Targ A wizTaTg »ifgIit sere fe9 Hew Jaer

J1 3wt fee migHT faee 925 St <dg Aae T
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10.
11.

12.

13.

14.

Polygon Tool
Basic Shapes Tool
SHAE 2% (Text

Tool)

Interactive Distortion
Tool

Eye Dropper Tool

Fill Tool

Interactive Fill Tool

31

A AT frreT fag ot @@t mirfgdtv AT 379 g wet
Safamr AeT I

fen f&'g nrfag3but »uS mmu (By default) It bt Jetmt
75 | fae fa- fadae, 379, 39 »rfe

Fafgmr Aer I

feg aet St wifgdt § H3s (twisted) THT wifg St se@s
et Fgfamr ATeT I

fan feaq gn<ta AT Wanae feg J91 g=& Bt =afamT
T-l'iETEAIIﬁﬂ@mﬁﬁ?mg&'(Paintbuckettool)?fﬁ'fﬁ'
et SUT g8 (Eye dropper tool) 34t fud (Pick) a3 a&d
(color) & I a3t feg ga& et TafamT AeT J|

feg szre@e (Flyout) & &&er I fan fe'a fam <t famir &
ufgst 3 fegurfag fsarfes AT Jar de I5 |

fA&ae 99 o 39T 995 <9 Hee JaeT J |

Downloaded from

9% 3.1. STear 2B

PO %(>EHMOORR DN

+—— Pick Tool

4+———— Shape Tool
+—— Zcom Tool
+——— Fraehand Tool
+——— Smart Drawing Tool
+——— Ractangle Tool
+——— Ellipse Tool
+——— Spiral Tool
+—— Basic Shape Tool
+———Text Tool

+—— Interactive Blend Tool
+——— Eyedropper Tool
*+——— Qutline Tool
+——— Fill Tool

+——— |nteractive Fill Tool

939 3.1 : ¢& gan
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3.4. W9 GSH &8 AH AIST : 598 Fa, arfean fomes ads Het =afam mrer

31 3fuGeq feg arfean § € gmar feg fsmm A AgET I -

1. faedy (Bitmap)

Z.QHZH(Vector)

F9% II AT ITedN &% HHU JHeT I | Sded ferd »irad den fAe fa JuT, aa9= (Curve)
M3 WUR (rfg3tt) wrfe 3 i & et J1 Sded fenw § Jef3a-ufge™r (Mathematical
Definition) €73T fanrrfam 77 AgeT I 1398 9™ € €T forr fag »ift mirusr s7aie g=€e o,
ewé sofear &5 faur #ier 31 fen feg gxuan wivg &t et | feg €0 fomr T fAg wit
mran den (fe'39 W3 Sane) e Aawe of W3 §Ust &% dW dd Aaw I Sd<d fend & g3t
MATET &% W, d-Arfen W §-Hy 3T AT AgeT I

3.4.1. WER GCH § HE qI6T :

R a<¢ § He 996 3 97 I fa mrantae & fed Aqr 3 9 o fant g+t 7 3 dueT |

WrER de & H J9 BT G < A7 HGw &t AufesT &% fidae a9 w3 fant 39 /e €3
3y fe€ | feg i »t 3 ot &F vee 5% <t a9 Aaw It

3.42. MrEnde § aut AF guslae d9aT w3 afsy §93

gt €7 H3®Y J fa mren ae & afsy §93 3 dueT | afsy 593 fant & mrav de & a9 AN et
Fed g9 J¥eT J | 7€ 3T fd IEt 5=t FOaT ASd dd& el &4t wr Arel |

wran e & aut gaaT

1. mran de & fidae a9

2. Edit Wi§ fee A7 & copy 3 A d9 A &9 a1-895 3 Curl+V Jie 2G|

I AT It d96 3% B ae 3T IfemT mraaoe Ifsy §95 €3 98 Afer J1 Ud d¢ mI
gt feg feo 739 T fa anit i3 g ae fAst =79 9de J €94dT URe 3T AT Ader J w3 feg
et ufgsT @&t Aqr 3 &t Hge afder J1 e di3T Mrande MUt ufgst @8t A 3T I F
A AT I AT UAe T AT I

3.4.3. MEnae § ‘X’ A ‘Y’ UdlHs 3 UAe d9a7

1. e ae § fAdde q3 M3 &8 If Cul I g8 |

2. Ctrl I €97 & T4 M3 MrErde & X AT Y UrlHes 3 & o A6 W3 HEW € °AH 9¢5 3

IfET T | e g UAE I AT=aT |

WERAE § T UA I 8 d AT : MEH de ©f 9¢ Jdd O forfeg tm e g e Qe a &
TG M3 WEH €7 ¥er 925 23 feb | fer &% »raviae 393 g2 9F U 3 98T Ar<ar |

it fam @ wraaae € A9 €9 X, Y Co-ordinate ©F & 9% Aaw I | feg oW mirad ae &
yJuget 519 feg J=ar|

3.4.4. vrerde @AY q95T :

& gan f&9 &3 a¥ eaw &f vee 575 At fan <t 397 &7 mren ae g7 Aae Jf | fen fe's
)TIT;E’ Bd fa=’ fa Free hand tool, Rectangle, Ellipse, Polygon "3 Basic shapes tool € HeE &%
A BTEIST, 990 S, IBFT AT WSAG AT 99 mrigItt fae fa f3de M3 39 mife ge Aae
JT |
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Tool Box feg fea Interactive Distortion Tool geT J # fa fart <t W"ﬁ‘z(?ﬂ' § HIZS< (Twisted)
T g3t s @ wet T3 AeT I

sofear e yife€ Suer : fat <t sgrfear o8 3 gwie e fie 8 3 ufost Grer
ytfe§ wga Suer grdter J| fen o et File W& fe9 A & Print Preview »TURE € 9 d9 |

few 3 femm=r wt mruet 39fEar € Full screen preview & €Y Aae I7, 7 fa view Wi few
Hge Jer J|

1. View Menu f€9 A7 & Full screen preview 3 IS I

2. vyt 23 feg Tum nrz et fan & o § =98

3.5. TTAC &TF oH AIET : a2 wit T9 wraataer 575 d q9€ IF OF 39t wit Fae
& <t g€t 3¢ € feeden € AT U7 | AT 7% IH 96 BT A'S ¢¥ud feg Sane g & 957
y=ar|

£\ &~ Text tool

fo'sg32.8aeem
S 2% T Hew &% wHt STgHe feg S9He T a9 Aae J7 | 99% S feg € 3gT &
Sane =afamr Aer J|
1.hﬂaﬁﬂﬁa"z‘v_orﬂ?(Artistic Text)
2. fl?'?l'l:'%"z‘u_o(ﬂ?(Paragraph Text)
3.5.1. mirafenfeqr Eame : Mraferfed Same St Belat AF »iya™ € AT ger I fAm €3
W 993 A9 feeden &arm Aae If fae” a7 35 A7 wmBe et et mirfe |

Govt. Sen. Sec. Schoof

fa'3q 3.3 mrafenfed Sane

niraferfeq Sane § sTgne feu AfH® d9s &et -
. ¢% 99N fe9 STHe ¢ 3 AfBd a9 7 F8 9e5 e8|
. Farfeqr feg feu fant Aqr 3 afsa a9 |
. T »yg 7T BTES TRV AT |
. < g8 9790 € fU'q g% 3 afsa &3 AT Curl + Space Button €97 |
. TN AT ST € T9 UH & 99N I3H g AT |

fegst I35 €3 W & HeT &% 391 g9d SaNT T MEd €S AT J | g% g9N feg
SoNe ¢ & TI9T AfBd J9d < Sane § gefenT At wifse a3t AT AdeT 1

3.5.2. Ugrare Eane : aare Sane 58S et $ane ¢5 I BT a9 w3 sarfear U feg
3991 I MTUST Aga3 € fony &% S X 6| Udrare Sane & ane feue et
g AreT I 1 ST el 35 3 gie fu'g e €°3 afea a9 A Cul + Tewr J feq &<t f&F

wn A W DN =
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y&ait | few feg wirt few Same & g3, sifes, nuféar, & refes, Uemare Aféar »ife fsaufes
dd HaE JIF |
nafenfed w3 Uarare feg #39 feg I fa wirt Uemare € 3% & fi'9 & A7 Fd91 9 d< &
WM 5T TUT HAE, AEfd J3&T € Hee &8 MdfeAfed SaHE € M SUTomT™ AT AgeT J |
Zame €t yryget g9 It mirt SaHe € T eTEI g9d |t FUT AT WeT A I |
e & 99 eranfear a9a BT mAt Text HiG fes' edit feamy €t =33 <t a9 Hae It |

3.6. 391" ©F TII' : 595 59 feg WAt aHeH IBIT AT BT Ufee ©f =93 I WSt
Farfear feg Jar 99 AaE T |

3.6.1. IBT M3 fAveN : I&7 3w, Jart & Yg'i3 g9 e fea 3dtar ger 31 few fev et
ECHCRIELIN R

1. CMYK &%d H'S&

2. RGB 983 H3®

3. HSB a%d H'S®

4. Gray Scale d&%d H'3®

1. CMYK %39 3% : fer feg J&T {8y 979 He® dar =93 AT 5 ¢
1. Cyan
2. Magenta
3. Yellow
4. Black
CMYK 3%d W% feg aet <t ga1 fegst 99 Jar & fimae 3 geer T 1feg 3910 to 100% &
fegam fise AT I |

2. RGB a&d H3®: fen fev f3s ves Jar =93 #ie 7a:
1. Red
2. Green
3. Blue
RGB a®d H3&feg Jarm @ 39 0 to 255 fegarg 34t Afet I w3 A9 Jar fev f3s Jarr 3 s o
3T I |

3. HSB a%d H'3®: fer HssehiT f3a Hesht giat et 75 -
1. Hue
2. Saturation
3. Brightness
Hue : &g 391 § 50 mieng feg Un gger I # fa faact feg umit 7iet 1
Saturation : feg 391" & g™ g9 EHet I 1 €€9dS ¥1° 0 AYIHS € HIBY T Gray JaT|
Brightness : feg a1 @ grg7 w3 fe'ar e enet 91 feng =t 0 to 100% (ughe) f&'g sanfenT
H<rd|
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4. Gray Scale IBT H'S®: Hdd A3t 793 e Jafts In<te & &t T 37 feg Wss =afamr
AT g

3.6.2. IHCH Iar :

aFeH a%d UBe §Uat a1t € Ayg der § # fa wrt AT i3 §¢ 951 i3 o famer fe
yfgs™ 3 It g3 AT Ja1 e J€ I8, UT &9 = AT 993 AT 99T g7 Aae I I 3fey few
Qe+ ot =9T 995 wE Qut § e a9 & 3 FEE O

Y mruet feq IHeH a%d UBe fammg g Aae gt fan f&e wrt »ruet feer yarfag Jart <t
9 99 3Y AIE I

JHeH a%d UBe ga'geT:

1. Window HI& f&9 Color palettes uHa fe9" Palette editor & < |

2. New Palette €3 afsa a9 |

3. TEI® ETEH TE TS |

4. Save €3 afga ad |

3.6.3. %3 UBeH : I%J UBen Jar €t 3t It | mirt Jot ot dia ot awa iSen arivs
gd AgE I :

Click Window — Color Palettes — Default CMYK Palettes

CMYK — Cyan, Magenta, Yellow, Black

few 3gt miAt RGB UBe <t HH® J9 Aae I7 |

RGB — Red Green, Blue

frm <t a®g U< § »it g=rar €0 mrst sorfear i€ € A R 7 IoF &ag mraat |
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fg'39 3.4 CMYK &9 Ud<

it fai &t mrende € 9< J9d, IS UBe f&9 7 & WEH € Hew &%, 4 g5 s &
nrad de feg 391 99 Aae I | Mt Mran ae feg Jart & fiaw god €t 39 Aae gt | feg o mirft Fill
Tool € AUTfE3™ 7% &9 A< 7|

3.7.T-é|'ﬁ'-'l'clT(Z00ming) : oAt TSt SaTfedr § g9l 3% Sue &el giiar € 293 J9e
It | giiaT G9% F9md T fed ¥H €& T | 7dd Wt mruSt geTet et Sofedr § 83 3 SueT gge

gt 3t gr-fes € Hew 578 29 Aae IF | yaT fe§ Sue et wirl gH-mrge T fersvs aae It |

& +—— Zoom Tool
fes3.5aH s

ghier & sy et ger

\\\\\\

(ii) Zoom-Out (FH-M"ET) — Wraw d¢ § MUST YT 3° €9 Fu< et |

TH-¢H, g8 §'9 {9 vige ger I fan €t 293" gad »Ht mran o< § X d9d ¥4 Age I7 |

3.8. SfdIaT (Dragging): few o w3wy I fait <t wraae & sorfear 3 fe foq mq
3 et A9 3 & § AT | ST J9 B fan & miraw g §us WEH T uET ges afsa Jod
3 M3 MrEn de § 31 87 3 ford HEH ev ¥ e 5 e |

3.9. Wrar d< UgAl afe< fedde (Object Perspective Effect) : »ift nredae
feg yaniafes fedae Ty a9 Aae I7 | ygnl dfee fedae 3 9= T fa nradae <t fea mfes
AT e Afest § S A dur gasT I feg S yag er e I

(i) One-point prespective : feT fegae »ranae € fea Arfes & du AT g7 god UeT di3T
Aer g

(ii) Two-point prespective : feT fegae nranae &t € Arfest § &9 A7 g¢r g9d UeT Ji3T
AerJ)

fern fedae wWranaen €3 A Iigy 1T wMranden €3 =t sarfemt & Ager J1 Wt
yanlaefe fegae Uarare Sane, faeny 7 3n<tar §°3 &ar Aae ot |

feg fedde BarQ< set mrgd ae fAdae 99 :

1. Click Effects — Add Perspective

WER de € M € 979 990 3¢ g€ Aedl | fegst § W € Hew 5% 3d9T J9d AT
MYS WTEH de & UIAU dfe< fesde 9 Aae I |
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_-'i Or !:.‘,iI!.l;' {‘J‘_h.'\": ’ ])l:l'spech‘\ e Ettect
% o .

Object After Perspective

Effect

p—

|

| | |

| | | B

9’39 3.6 mra o< ygAl afe< feedae

3.10. Envelops (fea=®un) :

I9% I AT Man der fAe fa niraferfed Same, Ugmare Sane du=t nife § mig3t &<
feg Hee gger 3| feg o it fea<®Y & o o9 Aae I | fesesy feg 993 A9 837 (Nodes)
¥ 75 | fAgT €t Hewe & fes<su § Ay fogt aret T | wirt fam mmanae & €7 <t 7y = fesssy
A Age I AT Ufgst 3 g JT fesesy < %9 Aae I | feaesy sare st

1. mMande & fAdde a9 |

2. Interactive tools flyout ?i:T & "3 Interactive envelop tool €3 afEa a9 |

3. Property bar feg J&t @3t mmuns feg fegd § g |

(a) Envelop straight line mode
(b) Envelop single arc mode
(c) Envelop double arc mode
(d) Envelop unconstrained mode
4. Object & FfBT F3 |
5. Nodes & 39T g9d fea=sy &t iy 57§ |

3.11. §8f39r Mg 'ae (Blending Objects) :
d9% FI feg 8 f8ar & Hew &8 nranae € iU w3 Aety § Tue A wee 3¢ 77 fed jy

3 gl Ay feu gese 9T feuferr ar Aaer 71 g8fsqr fea At ur few 7 fan &3 98 an
fe'g »rarge & gese J¢ feur Aaet 31

3.12. MiAACIHS (Extursions) : &@s saon feg wradae § 3-D fewle w8t
Extursion €f @93 J13t A<t I
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3.13. g&gnifdar M3 8 fedae (Contour and Lens Effect)

Taena fedde vrar ae € 97939 € Wed M3 §799 SarfenT AT AgeT J | WAt Contour FTfest
€7 391 T 9E€8 Hae JT

Faena fedae Bet —

1. ez 39 a9 w3 Gng < |

2. Effect — Contours HI& €3 afsa a4 |

3. 336 525 Outside €°F afesa aa mF €RET Offset value 0.2 I3 MI tab T @I |

4. Step value ‘2’ 99 M3 Enter €7 §¢& TG |

ez €°F Contour fedare &ar AT=ar |

37 fedae a9 sam feg fea Wiw <far oW goer I fAe’ fa faw <ta 7F mramae § /e &
Hfo gnimgr Sfenr 72 3T AT 993 397 € fedden due § e s 1d9g Samifeg 12 397 &
BA IS |

fA=’ fa : No lens effect, brighten, color add, color limit, custom color map, fish eye, heat map,

insert, magnify, tinted grayscale, transpancy 3 wireframe.

BEH 5% oH JAI&T:
1. mrafenfed EaHe €t ATTe3T &% Jet <t &a™ f&d |
2. et & gizTag wfgst se7€ w3 €wé ety i3 Sane €ug Iy fe€ | dimrag mrigst

gt g€t gt gatet 9
3. &7 Uduet f&F, 7 fa mardtes & Aa uH J<t 3, €7<t drop down list fo9° magnify feasyu
Ercl

4. feg »t magnification € degree <t faauTfa3s a9 AaE T |
5. g IS wETag g3t fear &7 =9 o0 A3t |
fend eelu i3 Sane € MB-er™® WHS | feg fear Magnifier lens € 3gT o JJar |

nfgmma

Exercise

1. Y81 <t 3g :

1.1.39feam &........... grar fe'g Sfsmm 77 AgeT I
12, . 3 g I mranae & f€F Aq)f 3 g9 & fant gt Aqt 3 queT|
1.3. g € 3grerderd. ... mI ...

1.4. 397feqr § Sdlat 7% Sue et ... & g3 St At I
1.5. 85w fegge fea......... TN qeT I |
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2. RIl/IsT exF

2.1. 9% 3™ A< I[N 5% A¥T U J |

2.2.2ded fena & Mathematical definition €7aT fanfanT 77 AaeT J |
2.3. Ugrare Same et wrfeat AT »iygt & AT ger J |

2.4, IBI HST&ar farer dart & ygrfes daeT J1

25.CMYK 3 = J— Cyan, Magenta, Yellow and black

3.10. fes=®uUn (Envelops)

3.11. g3 T3 Mraa oTen (Blending Objects)

3.12. "WaHeIAS (Extursion)

3.13. 92T M3 Baw fedde (Contour and Lens effect)

39
11.€ 2.1. Agt
12.4% 2.2, Adt
1.3. Mrafenfeq Eame 2.3.3%3
1.4. gfvar 2.4.Adt
1.5. /% 2.5. Aqt
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us 4
WH WA . yreg-ynmrfae
4.1. UI-Ynfee 57% Ae-Uge
42. UA&HE
42.1 5t §FscHs gegeT
422 UF5CHE AT 935"
4 2.3 U=g-ynfee 3 g99 MigaT
42 .4 ufgs™ 3 gt {HacHs § 4o
4.3, SIne T =TI
4.3.1 TN Wifse daaT
4.3 .2 9Ae SgHfear
4.3.3 g8 M3 399
4.3 .4 TINC MBTEIS AIST
4.3.5 BEls w3 Ugrare AUfiar
4.4. ABEs T §AAIQT TEBST
4.5. fe§ (View)
4.6. ABTEF
4.6.1 3=t AT fesnde daaT
4.7 39Ed HIT
4.7.1 77 WuN fesHae JaaT
4.8. 333 M3 gea
4.9. (aseHs & fie ag9aT
4.10 ASTEIS B

4.1 9¢-Ua'€ (Introduction)

Ur=g yntee fed Mustans Areeend J | fer €t 293 ygremst yngst A Unardt ({aaens)
fanmg g9s et diSt AEt I1 Wwifegaee Ued ynfee IuTd TU-TH ASTEIST TR (HseHs
fanmg 95 ‘g Hew gger J1 YAzt feu 3n<er, doits Sane, femrt, »rew W3 WahHs
TRAT IHGHT FIPAT AT AIE AT I |

4 2 qmacHs(Presentation) : fxi feir & fur M@ set @7 75 mifag Ineter,
ST, Matis M3 Ire e & TU-2Y AgElsT feu fed'sT aaa yAgSt famma aist At I

4215 Qﬂ?ﬁ'ﬂ'& s ral (Creating a New Presentation)

y=g yniifee 9 &<t {TacHs HY 96 € 9U3 AT €T I5 |

1. File >> New 8 Ug afgs e a9 |

2. AJdtS @ua' New Presentation U fedret @24 |
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3. few &9 Blank Presentation U9 afsd a9 | Aadts Gus st {wacHs BTt Aadls ¥'%
Ar=ait |
Cu

HE39T &% &9 New ges §u afsa 99 | Aadts §ud a<t {aacHs STt Addls 'S
Ar=ait |

Hr

1. Ctrl + N €ff 29§ | Aacts €°ug 5=t {aaens S8t Addls ¥'s Ar<ait |

<t UrseHs Aadts feT fea ust nerety fouret e<qit | fen oo fea eeles uBw J&s9
W3 fed Ag-cete® UBH J539 feurel ©<ar | fen Aeels & Teles AgEls afde s | fen fee
Click to add title T UBH JB39 QUa T a7 M3 YHcHS € eetes & | Click to add subtitle
TF UBH J539 QUT afsa g9 mI {raseHs ©F Ag-Teles fay |

4.2.2 UTI6eHS & A< d9&7 (Saving Presentation)

1. W& &9 f<'9 File >> Save as §Ug afsq a9 |

2. Aad1s ud Save as TSI 79N feyret @49 |

3. fem f&'9 File Location, File Type "3 File Name 39 |

4. 7= OK Qug afea a9 |

UH&eHS gt aret Location §ud A T A4t |

4.2.3 Ured ynrfée 3° §199 Mr@ST (Exiting)

7S IHT MTUST 3N YT 99 BT I M3 A< dd B¢ J 3T IAT 9799 wT AAE I | fen € AV I&°
fog »wigAd I5-

File — Exit W& €°3 afga ad'|

Hr
oifee® 979 € AH 95 '8 JJH 9 T afs T aq |
Hr

Alt + F4 fegaT &97§ |

4 2.4 Ufgst 3 gt Uusns i

A< dISt 98t Uascns & 3t fam mi’ &t 8% Aae 71 {H6cHs d¥< et eEls €7 & u'e
Jergler I

1. File >> Open U3 afea a4 |

2. A4l §ua Open IfesTar g7 feyret 8=ar|

3. few f<°9 File Name 9 |

4. 7= OK Qug afga a9 |

Ctrl + O feg'sT 9§ |
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4.3 T9WE ©F <9I : it mruSt AEfes feu at-893 € Hew &% SaHe ¢l J9d TS 99
Hae It |
4.3.1 TqAC Mfse q95T (Editing text)
Sane nfse d9s 3 g2 JI- die-gc dasT| wifge feg Sane § aeer (f38te agaT), s=f
HHE J9aT, anit, de, URe JaaT »ife Afis Jer 1
o g¢ AF It AI&T:
1. Text § fA@dae a9 |
2. Edit Hg f&9" cut 7 copy aHs &= |
3. HEH Unfifees § st a7 @3 @ a7 |
4. U a3 @I afs T aa |
o f3BI2 (delete) FT&T:
1. Text § fA@ae a9 |
2. keyboard €t f3@te ot § w9 |
wet f3ste ot =9t At I
4.3 2 A FINTETT (Text Formatting)
THIEH § UFSHIT M3 Hed ey oraT gerfenT A7 raer J | fem o & gane daaT fagr Arer

J| grofear few @ e Aefes (famd) W3 @2 Wad 9€8&T, bold, Italic 3 underline II&T,
border, shading M3 colour B7dT Fd& MTfE ATHS € T5 |

32, ¢ T HCEI® I ¢ € Aetd Ufawt 3 Ot fagufas a3 Sare € AeEt® W3 wiaTg
&% mafug Jer |

e 32 (Font) : ¥ (Arial), 2TE€M, ﬁ?@ﬁﬂ'& (Times New Roman) "3 felae (Impact) wrfe
IF SH T &1 I& | &< Aefes fam u words €3 #a &< et TafamT aAter J|

o 32 T AeTEl® (Font style) : ¥%3 (Bold), €ef&d (Italic) M3 W3a& els (Underline) I¥ 8¢
AeTe® & | @2 Mg (ATElH) SaHe € Md'd &7% AYU3 J |

o ¢ T A (Font size) : 10, 12, 14,28, 32 mfe Y Y S mdAT I5 |

FIHE TIHE TI5 € € 3T TS |

1. ggHe Ht§ a7t (Using format menu) : HI§ 919 € grane WS €3 afs T ads % fea g
yger 7| fem Hig ST amst gt 95 | feg amst S-S o a9s et SgI T AFeT 75 |

2. TGHfETT g% T'9 It (Using format toolbar) : feT 32 9e88 € »As I&lar J1 7§
Aaa1s €3 eranfedr % 979 swg MrEEt I |

A4 | Mormal -+ |Times Mew Roman - |12 ~| B I U | iz FEE = - w . A
fg's94.1: Toféar g a9
4.3.3 g8¢ M3 399 : fene & ygremat g8 ¥t g8 »3 $99 BT AE 96 | HA9d BHC

g&e AT $997 3’ §g I9< 3T At BIEt I
e gaHe HI& It (Using format menu)
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a

AU :
1. List (g9 fi@ae a9 |
2. Format > bullets & Numbering Ht& €3 afea a3 | fea srfesTar gan y&ar|

Bullets and Numbering rs__<|
Bulleted | Mumbered | Outline Mumbered || List Styles

- u] "

MNone . o -

- u] u

L e 3 ¥

+ o v

+ X > v

I (a4 ] [ Cancel

fg'39 4.2: Bullets & Numbering STesmar g7a7

3. g% BIrQT %El gBen ¢¥ €3 af8q a9 | Mrust uiie € gBe St 9= J9 |
4. %99 Barg<T wEt Sufdar ey €9 afdsa ag | must uie € dag St ST ad |
5.0K €T afsaaq|

¢ TGHféaT g% ¥@ gdt (Using Formating Toolbar) : S9H{ETT 28 ¥ €3 d9a MI g8 ©
925 B I¢ 96 | feust B3 afesa daa g&e A $99 39 7€ I5 |

Pormal ~ Pasliolinotype -~ 12 - | B F U EEFE IECEEE O--4A -

fe'39 4.3: Troifar & a9 3 &ufdar A g&eH 925

AU :

1. fone fMdae a9 |
2. &9f3a1 7 g%eH 925 8 afs T a3 |
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4.3.4 AT MBS F95T (Aligning Text)

WMBes q9& 3 < J- AT fS9 adaT | Sane Ei)' Jot fosg o (left), A (right), fe9a™d (centre)
W3 ANSIETEL (justify) It MBS 3T ATET J |

1. left BTl : SaHe & 4Y ITHIE €°F miwTEls daaT

2. right W&TEl& : EaHe & A gHIT €°3 miwets gaaT

3. centre M®TEI& %%mzéhawnmaw

4. AASTETET (justify) : SaHE § €& (T MI AH) THIT §F el aoaT Iat i fa'za

(39%) MBTES dI5 € SY-TY I3 feur faar 31

Type of Alignment | How the Text Will Appear with Respect to the
Page Margins

Left India is a nation with great cultural heritage, huge
reserves of natural beauty. human resources and

relationships.

Right India 1s a nation with great cultural heritage, huge
reserves of natural beauty, human resources and
relationships.

Center India is a nation with great cultural heritage, huge
reserves of natural beauty. human resources and
relationships.

Justify India i1s a nation with great cultural heritage, huge
reserves  of natural  beauty, human resources and

relationships.

9’39 4.4: TTHe E niwEls € TU-TY 9T

435 mm@mm (Line and Paragraph Spacing)

Felst feast feg (mum) & sets mufiter fagr ater 91 few 397 fam U9 3 ufost w2 e
T FUR & U9rare AUfiar fagr Afer 31 wrt @99 feu sts Aufier W3 Uevdre Aufiar 525
AaE It |

e ggHe Ht& a7at (Using Format Menu)

3. ufad (fesde wis AUfian Se St S a9 |
4. BrEts AUTHar M3 U9 < (ufast W3 s =t Aufier i 99 |
5.0K€ I aIfsFT IT|
4 .4 ABTET €t ﬁw@a ge&6T (Changing Background of the Slides)
femrels cude fe'g ufgst 3 It yarfaz S99 9F a%a J© 5| feg <t & gwg 99 37 €9
MUt URE MEH'd §991078F a%d 588 AaeT J |
1. W& ¥ f&'9 Format >> Background U3 af8d a9 |
2. Agdts €ud Background STfemtar gram feuret €<ar| few f@9 Background fill f&we
Sueafga aq |
3. few f&'9 831 a1 g | 7 fone &9 F3Ter Jar ¥ige a9t I 37 More Colors §ug afsa
aq | BFteT g1 9 T OK §ua afsa ad |
4. T Apply to All Ug afE T I |
[7acHs fSg AsTElst € §999'9F a%d 968 A=dr|
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4.5 fe@ (View) :

=g ynrfee feg neelst § Sy-2y Ilfant ardt Sfunr 7 maer J1 fegt & fe@ = few
fagr Aer J1 99 fe@ & mrust udt ferms 3t 91 fy-<y =@ g et fef g < vee et
Aiet feg fe Iot foy nigng 8-

4.5.1 AETEls fe§ (Slide View)

fen fen f<'s reels v Sane, f9'39, 979¢ W3 J9 T4t Addls €73 (FY-2Y a9 »rgeht
75 | few fe9 Same & gefenr a7 FaeT J, 5<1 ASTEF g<Tet A7 Adet § M3 FIETT gSTE A
AgEt J |

4.5.2 Qe 315 fe§ (Out Line View)
feg Same § e Bels € gy feu few@er 91 fev fea 3 < Aeeist feus Sane & sese
feg vew gaer 7| fer fe's vt Y-y AzTelst & Aot @y feg &9 Ao I

4.5.3 ABTEIS ATdeq fe (Slide Sorter View)

feg UrAscns et AeTelst & §9a% gy feu madls €3 few@er 91 fen fow feg Adbrt
AETEst fed nadts €°3 aue et gs | fer fe's nemetst & Aot s31 feg Sarfenr 77 AaeT I
A®TEIS Aded feg AeTels feust miat e aie-gfe & y=radit a4t feer|

4.5.4 &en Ufa fe§ (Notes Pages View)
fen fe@ fe's gt I&t neels Quad fAvg €°3 swg et I 3 Io& uH AT AETEls &%
U3 AreaTdt ey rae T | fen Arearet & &en fagr Arer 31

4.6 ABTEIF (Slide) : roets Asens © Wy g1 71 feq {Aaens feu st wawt
ASTEET I Aot I8 | ABTEIS feg dane, SASIET, 9de MI 398 wfe I J¢ I& | AT
WMUST ASTES feg MatEs fedde, M316 (vrema) W3 316 (fewwt) afsy <t g9 Fae T

4.6.1 &< ABTEIF feande a3aT (Inserting New Slide)
AT miruSt {rsens feg s<t AeTels g9 Aaw 7 | fen 3 B8t AeU J&t fou mane 76
o TIHIETT g& 9 3 fa€ ety ges €3 afsa aqd |

Arial v 44 ~ B = [HDesign I New Slide
fe'39 4.5: Toifear e a9 e f6§ gea

At
e Insert — New Slide 1§ €3 afea a9 |

At
e Ctrl + M& TTC|
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4.7 SJTfEar Z%ad (Drawing Toolbar) : Auto Shapes 335, IfEdT J95, =95
nrge MI ABY M1 »ife THS dd6 BE FTTedr ¢& 979 ©f T93° i3t wiet I | feg 79 Aadts €
J58 UH &7g MEEt I

Drawing Toolbar € 293" 9 AT I&7 U H 9 Aa< T :
1. TY-TH YI'9 € M HUH TS JI5T

2. TElE, mifed, W3, T99T MI 9 a9 gITeET

3. TIF MIC TG qI&T

4. IfFY MIe TYS JI&T

5. IASIT TS TI&T

6. e a59, BES IBI M3 < IBI

7. BTEIS ATTEIS, 3H ASTEIS MI Md ATTEIS

4.7.1 "¢ HY 9357 (Insert Auto Shapes)

7T HUR JF SSPHT-gSTet Ha®T e 98 | At MTUS S'gH e feg =T Auto Shapes 39
AIE 7 |

HeU :
1. 391EdT & ¥'9 € we AU 9e5 @3 afs T dq |
2. fea vl ydar | few fed' A=t M3 BSiEt vre nu ST ad |

Lines

p - N et
onrnectors
N 5 %

“u,
5
Basic Shapes
Block &rrows

Elowchart

Stars and Banners

- - - - - - -

Callouts

IGE N T

More AukoShapes. ..

ngmﬁhapes*]\ “" 1O BE 4 7t

f9'39 4.6 : e AU WS
3. H'G@H Unfifeed Myt € fors feg ge% a=ar|
4. H'QW € ¥ e gt €F afsa 99 frg Ay (Fa®) se78<t 91
5. 3991 JI AN AT He da |
6. IHYITT A= ITHQA € 9e5 § 3 fe€|
e a4 feg &Hd &7 v fgar < 3T I&T iy IrgT My -
View > Toolbar > Drawing Ht& €3 afesa a3 |
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4.8 IST M €<d (Header and Footer) : Header 37/gHe € §uad U™ 3 Footer
FgHe € I68 UH &1d W8¥ I& | I3 M gea feu fafnr fapnr Same g9 U €73 av9
wWQer 7| for feg Un 899, U €7 &, 39y W3 AT wirfe Irfie 13T A7 AaeT J |

HeU :

1. View > Header and Footer Hi§ €3 afsq ad| Jat feue 939 nan9d ¢& 99 a09

gt |

2. FTE MUE UF & Quas w3 Jo8 g €3 fea-fea gov a9 miear | 339 €73 UA &99

995 BT g% 99 © fesnde Un 899 e €3 afs T aq |

3. feande U7 $99 e 3 afgs T ag |

fe'394.7: IJT M3 gea B U9

8¢ : 799 UH 899 g9 ©°3 BarGer gde J 37 UF € 68 UH &7 W8T TH ged SaH
feg afg’a 99 | g= feange Un 99 gea €3 afsa a9 | for 3gT IAt Un $99 € 37%-5™% U's &7
ST, YT T &T, 3T M AHT (date and time) S TTHS I HAC T |

4.9 {sI6<eHs & fie d9aT (Printing a Presentation)
1. File>>Gugafsa a9 |
2. AAd1E §UT Print Dialog Box feymet €24 | few f&9 Name Option f&F Printer 9 |
3. Page Range f9' g< :
All - 7 At AgTElse & fie aaat as|
Current Page - 7 HgeT A&EsH fie a9a7 I
Pages - 7 Y™H 894 3 4'H 399 3 & ABEISH U< I96 I& |
4. Print @t Range f@%° g€ All, Even A Odd.
5. Number of Copies f&'T B3tet farest fad m3 OK Qus afsd a3 | Slides fie 9 Hg T
H&dr |
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4.10 ABTEIS @ (Slide Show)
1. A€ At MUST ASTEls fang a9 8¢ T 3T GRg Sue Bt 3ot fay Aeu »miue6 :
Slide Show — View Show Ht& €°3 afsa a3 |

Hr
gt 8§93 & F5 ot eag |
2. AT ABTEIE §°F A BT WOH € ¥ ¥e5 I8 T J3, Page Down &t AT Spacebar dhH
Sp-usdl

3. fugst AsTEls €°3 A= B Page Up AT Back Space &t ©97¢ |

wfgm™

Exercise

1. Y81 gt g :

1.1. USg ymfee et =93........ fang J9s Bt ST AT I
12. ofest fegagt i ... fogr AT 91

1.3, fe'g ufgst 3 It ygH3 §FarSs asa g€ U5 |
14 A8TET........ feQ merets fegst miaet &t aie-gic & y=aait adf feer|
15. 389 3gHC T ... UH 579 MET 5|

2. RIl/Is3 & :

2.1. ASTEF A 9d& BEt F5 oo € 293 A3t AT Adet 7|

22. ufgst 3 AT {FaeHs § 39 &™H 578 AT 996 BT Save As IHTF €t 93" a3t Aiet I
2.3. U=d-unfee feg 9<% SR 578 aH 13T AT AdeT J |

2.4. 35T UA&CHS 88 &8t Cul + N Jte 97T Aretdt 35 |

2.5. MEMHE Ur=d-unrfee ot feq 993 02 Ga3T J |

3. y§5/6'37 :

3.1. y=g-ynfee §°3 fea &< fay.

32.fe@ I atgedifevfdst ygge e g57?

3.3. ABTEIE &t get I ? fed =t AsTElT § fesnde d95 € AU ©F|
3.4. WTe-HUN ot gE€ 95 w3 feg fae =gt Aehit g5 7
3.5.39MEIT 2B 979 A |

3.6. §5¢ M3 39fIa1 BIrQe € AU €

39

1.1. {a&eHs 2.1.Adt
1.2. e AUfiar 22.Adt
1.3. fsafes Suse 2.3.3B3
1.4.A9eq 2.4. Aat
1.5.6ua® 2.5./dT
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ye S
M3 Y

5.1. UV BE F&fedHs M3 7S
52. feane®ns
5.3. TEIS TGHT
5.3.1 PSD (Photoshop Document)
5.3.2 BMP (Bitmap)
5.3.3 ESP (Encapsulated Pastscript)
5.3.4 TIFF Format (Tagged Image File Format)
5.3.5 GIF (Graphical Interchange Format)
5.3.6 JPEG (Joint Photographic Expert Group)
5.3.7 PDF (Portable Document Format)
5.3, faeny w3 Sdeq fenfam
5.4.1 feeiy fenm
5.42 I3 forna
5.5. fenm anfsGus
5.5.1 fuans
5.6. fena mrfew
5.7. SBINHT
5.7.1 RGBHF
5.72 CMYKHZ
5.7.3 fes3ans BT HT
5.7.4 Duotone HZ
5.7.5 Grayscale H
5.7.6 HSBH®
5.7.7 BIHF
5.8 fens maféar
5.9 Unedq fsafes
5.10 deny feu fije qaaT
5.10.1 UA-HeMY
5.10.2 Ay feg Suahit-Tuadtut fe anisT|

5.1 Ay BT T'&fediHs (Configration) M3 #ga3T :

W3¥ SSHY HTeeand feare s dds ®et fan st dafufes & Iafedins w3 we 3 we
Hgd3T J6 B8 MEAT I5 |

1. UgHaS Jfuged (PC)
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. 512MB RAM

. 40GB 93 fana

. 17" %9 HaTed (With Higher Resolution)
. VGA TdF

A L b~ WD

5.2 feaHe®ns
39 TSV feare™ J9a B We I we Quidas MaAd Agast Ydbnt Jett Idtehn a5
3t feanedns feg dgt gaee a7 M= |

feaAe®Hs € AV :

1. 8HY HTgeend €t §fenss CD/DVD It 7gdt I 1 8eny € =9ds € WigHd Gret ieny
TEIB I5 AT |

2. fen feg feurghyt arebt gmret fe5° English €t S< a9d, Next 9¢& €3 afsa aq | fea
Lisence Agreement?i:? Accept I |

3. »aB SesTar gan feg gad €7 &F, qUsT € &7 M3 HidhE af 39 I Next 55 €3
FfFT I |

4. Argeanmad & dfugeag €t fan sorfee 3 E¥39 feu feane™ aga™ gge I Gret 9< J9
WMI Next 925 €3 Ifga 39 |

5. was 3rfewtar gan feg eElst & fanfgums (description) fagurfag ad W3 Install €3
FfFT I |

¥ fiet feg m3Y Wy Ageema A feT Professional Image Editing Standard, Quickly

browse of Image, Retouch of photos, Customize workspace, point with brushes, Textures, Vector &
Text, Remap color & Transparency e 199 feaHe™® T AT=ar |

5.3 TTEI® TIHC
fea eet® € 3¢ & UH W3 A< 995 € 3919 § 8IS eane faur AfeT J1 g MUt ety
AJt €El® @ahe feg A= d9at gdtet I 7 fa fen or® 3 faggg ager I fq eel® 3 wnt fa= o

BT 71 Berade Bt
1. 7ad WAt I 7 fa evets few fammer 37er we Aar feu Aw 3=, 3t Ard G yarfaa ot
TEIS IT eTIHe IS &T IteT J |

2. 799 mAt et § fam 99 Mustans et Manlde dasT Idw I, 3T AS eEs § O
e feu Ae gaaT gater J fan fev €9, 87 Wustans 3 98 A |
WM 39 3 T93 A'S T TEIK ST IHC I6 fBY Mg IS

5.3.1 PSD (Photo Shop Document) :

Photoshop Document, Photoshop €T fae®e gel® goNe I A fa Photoshop EPHT ATahAT EEEEH
& yar gger J| feg Photoshop document € 99 £t 3 £t guaT €t A gder J w7 fa mnt
Photoshop document 3 (apply) BIG< IT | Photoshop, I3 fawt TEl® grane 578", PSD file format
fe'g frmmer AEt aH g9eT I

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

51

5.3.2 BMP (Bit map) :

Bitmap fear AEFIx &5 grane I WI I9 397 & windows MI DOS WuUBIawaT feg W a9
Ao J | fex feg syt t é‘clT, # fa RGB, Indexred color, Grayscale W3 Bit map color s feg E_l@'
IS, 5% IH 3T AT AT J |

5.3.3 ESP (Encapsulated Post Script) :

feg et eone feg Lab, CMYK, RGB, Grayscale w3 Duotone color mode &8 IH 13T AT
AaeT J | fer feg arfean w3 Saeg €< fenfan qubvt A7 Aaeit 75 |

5.3.4 Tiff Format (Tagged Image File Format) :
€3 et geaht Aidht U | feu fea edantas faeny fenw eoie I 7 fa Sarger A9 arfean
WHHST I AN FIET I |

5.3.5 GIF (Graphical Interchange IaHe) :

feg W™ 39 3 Indexed color fere A HTML (Hyper Text Markup Language) @T€1%t Ei)' A<
gaet I 7 fa 29 U7 & g8 € 3 »8¥ T& | GIF gare LZW JUdRs & <93 o Seis ar
Arete werget J1

5.3.6 JPEG (Joint Photographic Expert Group) :

feg ™1 39 3 HIML gie feg 82are w3 3n<tar Bet <afanr Aer J| feg gaie RGB,
CMYK, Grayscale Hg &% aH ddeT J | feq e€t® & JPEG gaHe feg AT d95 &% ¥ 3eT sHe
T arer J fagfa feg ¥ fuanst & o< feet T 3t A g5l T Al We A |

5.3.7 PDF (Portable Document Format) :

PDF e€l®t, &2, U &m-mge, M3 Tded w3 faeny srfean w fa Une-mafoue fenfrar
3% 3 Mufag J€ I8, § FaT 3did 38 few@s w3 A9 o Jy¥s &er =93t A<t J1 PDF
TEIBT electronic document search MJ Navigation feature, fA=" fa electronic links = feRaW™®
JgEt I8 |

5.4 fa'eny m3 <deq fenfam

ferfams (RSt & € g feg S A AaeT 7

1. feeny ferfam

2. 2ded ferfaa

5.4.1 feiny fenm : fiehy fenfam & ames fenfam <t foar mier 31 fieiy arfean feg
fuamst ?;i fea'sT g9 IS geet I faeny a'[d%sn'-r ﬁﬁ'ﬁK@ﬂX fsuze (resolution dependent)

gt § fa€fa gusr v fa In<ts g9 Aeardt feet 3 €9 fea arfes (grid) fes feam (fix) It T1
faeny ferm, 8¢ dvsfafes ferm € &t g<t I fan feg 5g3 A9 darf €t 83 J<t 31

5.4.2 e fenw : 9T fere »ran den (S &F 92t gt § fAe fa ®rets, a9 W3 Aun
(mamg), 7 fa In<te s=@e Bt fea-gn € QuT IY AT I5 | Sdd fenw & arfefsa ufggmr
(Mathematical Definition) €4TaT forfemT AT Aaer J1 ST H["l%ﬁ()’-f IHfsCus-fesfstisae
(Resolution independent) J<t %lgﬂ’féaza HU%HFT?Q‘ st 5%, fast In<ta < F&faet (clarity)
g€, U<, dt-ATelH, d-Ry »ife 99 Aae J'|
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5.5 fenw Swfegns :

nfelrs & fear In<ie fev, file It duret feu Y=t gfse fuanst (Pixels) & fareat ==
ferrs g9 Aae g7 | feg fuans feg feg vl Ater T fea 3n<ie & oot Iwfetns =, fea
feg/afae et feu fuamst & <1 faest 3 I W3 & THfelns g, foa ffu/gfse gdtmr
feg fuanst €t we faedt 3 91 fonm THfsCrs M3 fuars-sehisrs fea-gx 3 fsasg Jae
75| fear In<te few vige gosr 6w 3n<te & IHfefns 3 fagge ot 91 7w fa fuams-
FEtiens feg et 9 fa fea A<l feu o3 o Iwfslrs © mug 3 fuanst & faest fast
I | 7€ IHY IS T IRBEHS gese T 3T fuans & e aHs ges Atel I 1 §E9ds B,
fea 3n<ta famet IRfEGHE 200ppi, 5 f&g Guret M3 5 ffw I3t I & fuans sEiHaRs 1000
fuans | 8emet few w3 1000 fuans I3Tet fe'T 9241t | 799 IHT IATBEHE & TUT & 300ppi FIE
T 3t fuams 3reiers <t =u a 1500 fuams €9met feg w3 1500 fuams duet fe T A=t |

5.5.1 fU'am® : g9 fex farte® IA<TT AT IHed IA<TT 7 IHT sewy feg @ue 7, €T gamat,
Bt ge-g¢ fUans Tgar 3 s 3 gt et J| fea IRt § 799 @H d9d &= 3 eftprr A< 3°
feg fUaHs-<9ar Aadls 3 fame Ae s79 W8S BY T AT U6 | fu'ans fea fafres 3nsts e
Mg g€ I | I9d SEtadt 399, 7 fa fonw eets se@er 9, 909 @ud fuams € Ja1 § sengTEr
JI

5.6 fenw Arete

fea getw e fena A, fan fee fu'ans seians M3 gt aret eels e Arela (Fer
fa get® gwimar fama 3 BEt A=) ¥ 3 STIHC € AEH M3 IARNT € IHIBGHS I3 ArSdTat
det 31 feq Tty € fuans seiens & SRSl Jnfe0ns & 9e8 o gefenT AT Faer J A
3In<tT € FgHe Afen & fena-Arela srfewrar gan feg gefenr A7 Faer 1 fear 3A<e &t
I3 mI duret few @ 3 S fuanst € farest 300000 fuams sfenans J1 dad IAT fea
fors sTeaRs 3 Ut fuges gmfeet g€ T 3t 307§ fera Infslrs § Tuger u=ar|

5.7 ABJ HT : a&3 15 T g7= T a8 W3, fan f=g fonm € 99 fu'ams e a&q, 7 fa
H'S® & §fAa dar @7 firds Jer 71 8egds &et, Ad9 et fonw A fuggd RGB H3 few T, 3T
3RSt feu s 391 95 €UsT & &%, 997 W3 318 Ja1 € fumee =1 femfen ar Aaer I # fa
TYIT-T Ut 39T feg He™e e ¢ I8 | eny fe'T U9 3A<19 feust a&a-Han 3 faggq gaet
J 1 9%9 W3 7 & 1 o fear A<t Bet feran® Jer I, ford €F oeles 99 3 ard M@er I8¢
Ty fe9 TY-TY a8d HF J¢ & A fa I &0 miaaa 95 :

5.7.1 RGBHF :

»™ 39 3 3A<IIT RGB HF feg fashvt w3 Aas digtvt AretyT I | fer 1He feg Ir<iar Bet
s St gar € =93 J<T I 89 &8, 99 I 31F J91 3% HE F gev 75 | feast € fuans feg
fezefret é’f&'@' (Intensity value) 0 (Black) 3 255 (white) Jgat J1 A< feg f3&° gar § gd™gd
fimtfemT AeT I 37 5311 feg ge93t 19 (Natural gray) 39T g7 I | W3 & feReT ¥’ 255 < 3°
AS (Pure white) M3 # feT H'® 0 I« 3T BT (Black) da1 5=<T J |
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5.7.2 CMYK Mode :

CMYK H3 & Cyan, Magenta, Yellow and Blackﬂ?%ﬁﬁWW%lﬁamﬂ@*w
397 g« Aret I I fie I et fanmg §<t 9, 3 fend CMYK 13 feu ge% &< gdter 7 fagfa
CMYK Wz feT fieg 3 =utv 3nsiat fuset 98 | 7€ fed 3A=l § RGB H8 3 CMYK HF
feg gefemT ater I 3T 7 a8t JaT 7 CMYK dve 3° 9799 < €Wé ey gniar G 33 € Jar
5% fusT foum e 31 7 it fea 3RSt § fast CMYK W3 feu g8, fie agsr st 3t
CMYK de 3 g9 @& Jar gait 3¢7 file adt & w3 fem 39t wetnr aurfeet < an<te
meeye &9 fie J=t 31

5.7.3 fes3aAT aB3 HF (Indexed Color Mode) : feT W& HBMIEHT W3 29 IA=TIT Bt
femavs sitgr AteT J1 fen few 256 77 €0 3 wie a1 fenan® J© 06 | A€ eny fed Tets &
fesdans awg W3 feu gewct T 3t €9 fea axg das g=@<t T Add In<le ©F J€t Jar €w
29w feg &7 3= 3T &ewy, @ Ja1 &% fHse-g@er Jar g< &€t I AF &9 Hge Jar &t AorfesT

&% &= JaT g=rfemT Arer I | 3HT Indexed color mode T8% 8% How § W3 38% € JaIF 3 dH a9
Hae T

5.7.4 Duotone Mode : Duotone HF feg 3A<Iat € dart feg famfen afeht o | fea 3A=la
& Duotone mode feg sese 3° ufgst A& €1 & Grayscale mode fev ge% =T grdter J|

5.7.5 Grayscale Mode :

Ha9 33T 7993 fea Jaits 3n=le & &t I, 3€ €& Grayscale mode few g% =T grdter
J | fern 5% eretw T Arete We ATeT I w3 9 A%et e J|

5.7.6 HSB mode :

fen a®g iz € f3& gmar g—é’ IS : Hue, Saturation M3 Brightness.

Hue : feg 391 § €9 & 50 wiewgr f&9 Un gaer I 7 o {391t (degrees) feg wdt A7t T

Saturation : feT Jar" & HU3T g7 X<t 71 §€9ds et Ald AYIHS € H3BY I I (gray)
garl

Brightness : 331" €7 JI3T M3 &g I At degree TnaT wanrfenT Aier J, @vuds et
Brightness €7 #ld H'® J&% Ja1 & SaAgeT J |

5.7.7 89 3 (Lab Mode) :

feg a®d W%, aBd HAET CIF @udr garfemt fapyt J1 CIF (Commission International
Eclairage) 8 d&d HF d&ne e a&d fanud yers o<t 71 fer a&g iasfes RGB w3 CMYK
HSSE dHe J€ I&5 |

5.8 fod AAf&EdT : F2amy few wit #dwe ot SHtaT & Ads J97 §fuGes feg orfus
dd AFE It M3 I3 AdE I7 | SeH Y feu feust Aas a3t 3A=ler €3 §eny € gow femans
39 AE It M3 feust § edit I3 AGE I1 |

3A<IT § RS 995 BT ASY :

1. 3A<T § AA& 35 3 ufowt feg Sv = grdter § fq Adag dfued 57 mew et w3

ONJ=|

2. A< § AAG9 € feg ad | IA=T T MIrsT UTHT (front side) Ad&d € HIN @& Jer grdter

3| feg &t fors feu a8 fa 3n<te fadt St 7= |
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3. W39 WY YI™ H& |

4. gEl® W& feg Import > Twoin Acquire Wums & §< a9 | fer &7 &eny gt Aafaar
ATEe=Md Y&dT |

5. fora e 39%Ws Ae a9 | 7 fa dpi few fagurfag st AfeT 31

6. Wifeq »muns €3 afsd a9 M3 Adad 9T Ad& JI3T A T AT Ffued &
Aadls €73 feuret e<att|

7. 7 fyfew feg 3n<1e At few aat I 3T scan €3 IfET T |

8. €enry feg feg AT untitled STgHE =1 Y&l | ferer Areta M3 eane AT dqd |

9. TEI® € BAHs f5auaz ad M3 5™ eIV JId A= J9 |

5.9 Ureq faarfes :

w39 gAY femrfesdt & Ut nnfeet © Uned fsafes d9s € AgS3 W™ Jgeger
J | Uneg fae fa femrt € Uneq, HAgdt et Uned Af fart miTdg Bet Uned mrfe | Unedr €t =33
AAee 996 Bet fae fa gfout & avifont fes aags Uned &t wgy @2nmy ardt famma w3 fie
3 AT AAE 95 |

5.10 82wy feu file qaaT:

fie iz 3ud s7ane & fie J9s & mrfapdr feet J1 fea sTane 7 fona § fie a5 »et
fiféar ATeeama feanes de Agdt ger J|

5.10.1 Ug-Aemy : Un Fe-mu adis, f{féar mmumst & e ada fA=” Paper size, paper source
W3 Printing orientation, ¥t wrapyT f&<t 3| fea =9 feast mrunst & Ae d9s 3 gmiw, feg sfey
feu fie g9& &et feraHs 13t A7 Aaehdt 95 |

UH Ae-my 3TesTar 9797 feg 36 & mursT Jet Ia -

1. Paper : UUd ATEIH M3 UUT AIN § AT J9& BT |

2. Orientation : U2d< (potrait) AT BIHIYU (Landscape)hméfﬂﬁﬁ?mgﬁl

3. Margins : U7 € fie < =& &b § fic 995 oot fAe fa /w, ¥, Qug, 519 € Hafas |

5.10.2 @y feg Sudh-Sudhut fJe szt

1. Print with preview : S¢HTU €T Printing, output 3 Color Management TUH&T Ei)'
feurget 31

2. Print : 393 {9, fieg sarfess m3 mruaféar famer g9 goaT & few@et 91

3. Print out copy : 33T eEt% €t fear anit § faat at sfewtar gan feue fife goet T1
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nfgmm

(Exercise)

1. Y81 g<t g :

1.1.e8% € 37¢ § UM w3 AT 996 € 391 & ... fagr Aer 1
12.EPSE YT ENH......... I

EN

1.3.PDFETYI"&™......... o

14.RGBETYT &™......... I
1.5.JPEGETYdm &™......... I
2. AI/TIBF € :

2.1. fuems fea f3faes In<ta e a9 32 I& |
2.2.RGB H7 & feaefidt €89 0 3 100 3T et I
2.3. Duotone H3 feg In<tar § € Jar feg fonfenmr ater 3|
2.4.3eHY feg Uned faarfes adt ata AT Faw |
2.5. fer7 & Fds 95 BeT Ad&d ©F 7gd3 &4t get |
3. y§5/68'357 :
3.1 faehu ni3 Iacg ferm feg nisg Tr|
3.2 fusA® 3 ot 3= I?
3.3 fenm IAfs8rs &t Jer J1
3.4. ferm AAféar 3 ot 3= J|
3.5 eeA feg v 2y fife iz g9 TR |
4. 3 Y5637 -

4.1 BT HS T of 1€ J73Y Y I%I HS 99 €H |
4.2. TE® e9He of Jev I7 famHt €t fenrfimr 391

€39

1.1.TEIS ggHe 2.1. 7t
1.2. Encapsulated Post script 22.3&3
1.3. Portable Document Format 2.3. Adt
1.4. Red, green "3 Blue 2.4.3&3
1.5. Joint photographic expert group 2.5.9&3
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Us 6

Y A N A o ﬁ

6.1

6.2
6.3

6.4
6.5

6.6

6.7
6.8
6.9
6.10

6.11
6.12

6.13

6.14
6.15
6.16

6.17

6.18
6.19

6.19.1
6.19.2

6.19.3
6.19.4

ST2THH HaAHC fHACH (DBMS)

JTeTHH HECTEST (Terminology used in Database)
MS — Access HJ XJoT (Starting MS-Access)

&<T 3TN TEI® 98T (Creating New Database File)
29% 38T ¥ 39

6.5.1 fsamets fe€ (Design View)

6.5.2 <z fe€ (Wizard View)

6.5.3 nefdar 37er (Entering Data)

29% ©f @937 37¢T €% &7 (Entering Data)

caw fegd foagsa § Tue:

STTEA d3¢ JIST

o<t ITTHA f3ng 96 HET GasTEl

SCTHA ¥ ACIIYY {9 gE8< q967 »i3 SI%sH § <88 {9 nidH 97

@TdHH (Forms)

TTIH =T8T (Creating forms)

6.12.1 mras fe§ gt (Create Form by using Wizard)
6.12.2 fsamels fe§ arat (Create Form in Design View)

FEdIE (Queries)

eIt 9=8FT (Creating a Query)

FEdt & IHEET (Run a Query)

2o § HEeT s € Ju fega fodHs gl

fatde (Report)

6.17.1 feags It fauge g=8=" (Create Report by using Wizard)

6.17.2 faafes f%’@ gt fauge g=83T (Create Report in Design View)
6.17.3 fouse 3 fyc agar

fea3aH (Index)

3TCTYH ACISIIN (Database Structures):

%3 (Field)

fadaas (Record)

JTeT 2TEY (Data Type)

fI®He® 3eH Hoane THACH (RDBMS — Relational Data Base Management System)
6.19.4.1 2g% TIfHTS fIBHSTHYU (Relationships between Tables)
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6.1 STEH HAAH<E fAAeH

I9F HAET § 31 3uE i[9 3¢ &% ar JasT Uer J1 feost fems smer &t feeme a9s
et HaSTEt 2% € ¥93 diSt 7t J1 3T HaAH e fAmer (Database Management System)
wifrar 9 fe'q 28 I faosT sver e 693 yiu a9er 71 dfufed sTean feenfes foaas v feas
Jur J A fa afufeg fe'9 AeT Ju J1 s7e8n 3 U= &3t H9sT Y'U3 49 AaeT 1

feg g a5 fifug ges= 3 Feun famg der 71 feg &g maslaT (tabular) gu fe9
Jer J1 37eren &9 gusT=t €t @fe3 feemgr J&t J1 mfe=nfaz gosT e aet »9g &dt faaser
STCTHN 993 A'd 3¢ ©F fEd 6 ger I1 HgYaN (dictionary) 3TeTEN € few Sty §vrads I fAw

f&'9 A9 FEE TTEHBT (Alphabetic) € IH fET J¥ 75 fAgt & 9 gg3 Aur §er 91

6.2 STSTHH HEE'E81 (Terminology used in Database)

Seran f@9 993 A9 3TBIET (Technical) FEE 293 #F da| fegst fe9 a9 Ho3=eyas

AET J5:- 21983, 21%3 3H A wiedifage, dws ey At 5T eEly, foa9s »i3 TEs | il

fegst waet § fex 29 ©F HeT 5% AHST ©f JHA JIIE | I 3T 29w fimms & wd -

EGERE=
Meata8e — " Addmission No | Roll No. | Name | Date of Birth | Marks
) 10020 1 Eahul 21911953 83
foergs — 10021 2 Seema | 14/6/1992 29
10022 3 Sanvi 18/9/1953 a0
10023 4 Eanvir | 2/2/1993 26
AT

939 6.1: 2a%-AgaT

Brrads &t Bug foue 2uw o9 g9 fefonrgght s Aoz 37
gfgnr famr J1 fAagt § 99 fu9- o9 foxgst @n mfenr Aer Jifen 2 =
&t F@%‘E IFfem famir ?IIF@%? 2% f&g misfHAs &. (Admission No.), I35 &. (Roll
No.), 3™ (Name.), 3 »i'g IJg (Date of Birth) 3 H'IXH (Marks) SIBS dH Io|
feast Stoswa feg Su-20 3g7 T 3T fanr famr I A fg wsfias 8., I
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. »=3 HIaA Ss ff9 gHIX (Numeric) 372 gfgnr fanr I feg Stos oty

a8t J1Et®s ey et 39T & I Axet I AR fa du9, 2are, 3T/,
GA/S, HIH, IIAT nifel

6.3 MS — Access HJ XIoT:
WH WA MaA A f€F faBHas 3729 Hamne fAiner (RDBMS) 1 feg 37¢ & AT daeT J 3 83 U

3 T feu@er 1 wiaiw feg 3¢ § 2u% € gu f9 reg aisT AfeT 91

o WaAA & HY d9& ©F FlaT (Steps to Starting MS-Access):-
Start - All Programme ->Microsoft Office > MS-Access 2003 3 XfSX I |

6.4 &< STCTHH ITEI® ¥SQST (Creating New Database File)

1. File > New - Blank Database 3 I8 a9 1 (fg39 - 6.2)

Type a question for help =

i New File v X

New
IE_J Elank database...
@ EBlank data access page...
I%] Project using existing daka.. .
@ Project using new data...
l&ﬂ From existing File. ..

Templates
Search online for:

oa Templates on Office Online
IZ:J On oy computer. ..

2. f&X File New Database STTE&HdT TTXH HUSHJIT | STSTHH TEIF ©F & 2TEIU 9d | JdtEe
(Create) Te& €73 afga a3 (939 - 6.3)
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File Hew Database @
Save in: |B Iy Dacuments Vi ] ] | 'Q X L j * Tools -
By |1 Downloads
5 @My Music
My Fecent EMy Pictures
Documents
Deskbop
My Documnents
My Computer
.i File name: it 1] - | [ Create ]
My Mebwork : =
Flaces Save as bype: |Microsoft Office Access Database v | Cancel
939 - 6.3
~ =~ = = ~ pv ~ - _v o ~ o =
3. S'E'EHHE'UH’%‘HF?@HWWFE‘H—%‘HE'E”EWE?WI

6.5 <8% g8 ¢ 39 -

2% Jo' feu Iatfont adt g2 AT I5--
6.5.1 fsardls fe@ (Design View)

6.5.2 dAuas fe@ (Wizard View)

6.5.3 W2fdar s7er (Entering Data)

6.5.1. gdtee 2us fes fsamels fe@ (Create Table in Design View)
feardls feg 2uw so€< v fea Auds 3diar 91 few aat ufowt 2us famma sz Aier
3 feg 8w feT 37er gfour AfeT g
6.5.1.129% 9@ & AU I {88 MgAT I8 -
1. Create table in Design View €3 39% afsa a9 | (fg39 - 6.4)
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# db1 : Database (Access 2000 file format) M=E3

Chjects 5 M Create table in Design view

] Takles Create table by using wizard

ﬁ QuErEs Create table by entering data

== Forms
i3 Reparts
*ﬁ Pages
2 Macros
¢a2  Modules

Groups

3] Favorites

fg39 - 6.4

2. %3 &, 37eT el (SaHe, 99, 3¢ mirfe) M3 fe=as (description) 3% YgTHz a4
(fg39 - 6.5)

B Table1 : Table

Field Marme Daka Type
Admission_Mo Mumber
Foll_Mo Mumber
Mame Text
Dake aof Birth Date/ Time

P | Marks Nurnber
939 - 6.5

3. yrferdt dtnr fsgumas aq |
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&2 - yrfordt ot o fEsue (Unique) 37 § Tt se@er gdter T | yferdt ot faquas aas
wet ufost afus o Mdae 39 3 feg AESIT & ¥9 ¥ Yfendt oty ges €3 afga a4

4. cgB § AR &9 | (939 - 6.6)

Table Mame:
ot |

Cancel

fg39 - 6.6

6.6 295 o €93 3¢ @n® ddaT (Entering Data) :-

1. faarets fef feT 2u% v famdis g€ Guas <€ v 3 sewie fef afsa ad i o=
398 AonE Jot 3 fg39 nigAg sTeHie fe€ ysmear 1(f939 - 6.7)

Microsoft Access

! Fle Edt Wew Insert Format Records  Tools  Window  Help

H RN KW= WA R N AR NE TR AN A AT WS =

= db1 : Database [Access 2000 file format)

E Table1 : Table

Admission_ho Diate of Birth
10020 1| Rahul 241993
10021 2 Seema B4 441902
10022 3 Sanvi 9718419593
10023 4 Ranvir 97241993
0 a

fg39 - 6.7
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2. fer @t Sy Ty diBsA feg serEans aq |

3. 295 § g99T fed A= A4 |

6.7 <2Jus feud faaasw § 2uen:

9% feg 3727 396 BuIs niAt feret sfey feg a= 2t 93" &9 Axe It
Za% fegw 3¢ ouT ot fer 3 59% Jox &I |Ifeq org B =% <8 &
s €@ fagr A Jifew S feg sfour ser Sftmr 7 Axer I w3 wifse
&3 At Fefe 7T Axer J1

&Ior fagr Afer J1 7e & far a5 R At sef foargs e AT AR T 8A &
SeT vidF IJoT fagr ARdr|

6.7.1 Backward »= forward ST ©F €93

scHie 8 feg, faargsw feg »igr - fug A7z e forward »i3 Backward g6 €7
fermHs I3 A7 AaeT Jifee At 37T feg 39-90% X9 Axe IF »i3 &<
fgargsa micg &t a9 Age J7| seHle fef 9 iz 3 »mdt foags 3 A &t

Last I 3 B XI i3 TUA AF 3 Ufgs faxrgs 3 »ir8= ST First o 3
St I (539 - 6.8)

E Table1 : Table M=
Admission_Na Date of Birth
10020 1/ Rahul 2191993

10021 2 Seema B/1441992
10022 3 Sarwi 5181993

4| Ranvir 94241893

a Manreet gM17A1993

First | | Backward | | Forward | | Last

fg39 - 6.8
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6.7.2 foaras fadlc ags:

far & foags § fsHic ago et 8n foags & fAdae &3 »i= HGA =
A e vEg | fex HIg udar, fer feg fadle faaas nmums § afsa a3
foags fadile I A=ar| (939 - 6.9)

Microsoft Access

i Fle Edit ‘iew Insett  Format  Records  Tools  Window  Help

RN R A= NN AR =N NN N = A R ==

Admission_No Rall_Nao Diate of Birth
10020 1 Rahul 2/91993
10021 2 Seerna 51441992
3 Sanvi /1841993
4 Ranvir 9

fg39 - 6.9

6.8 SCTHH g€ JAI5T:

STEA ¥€ JIo BT US IT AY K § I€ JIo UIS TEIES I9 feT
I%d g BEd 83 afsx 91 3egA de 3 Avedr|

6.9 &<t STHA 3T T Bt GAsTHO!:

e A gITE At I 3 Jo fedntt 9wt 3 feugg J9er IrdteT It

3T A T T H3< of J7

s 2% grdie g6 w3 fegst &9 fom yarg & 37e7 Aex a3 AT I

29% ¥ I%H of I& I I&7?

Y-y 2u%t I far yarg Agy AUz a9sT I2

3R g8 AN feo fimrs Jusr gdler I fa foer @ -3y 29 9 fast 3wy
32T TITTENT (Un-necessary Repetition) &7 A< | 1%(@‘%(108?[6('335’1??5 Retrieve IJ<
AN Afe®3T T AoHET 9&T U AaeT J|

o=
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6.10 STEA T ATIXTY [F9 TE&T J9a" »3 SIBSA § 2us 9 niIH a9

foBHss seun se8e e A9 3 ufos’ 2% g% AT Is| feg feust cusw fegaq
T AEUZ 13T AT J1 At dwsa § f€a dt Suw feg sdt ufemr Afer| feg SasT famr
7rer J fq f38 2us g2 A 95| feg SnsT four mer § fa faust-fagst S favs-fags <us
feg uet st T | fem 3t wfont Suww fev ffa Aist diws o 9= aisT At T | feg Aist
¥z 4t A9 cumw wafims A¥U U ot JI feq Ay niedifebe gt Susa & dws

fermgr=t § e aaa™ »3 AU AETU3 J9&T STOHSTEIHTS (Normalization) #H=T8ET J

STeren & vy feengr Wt J=aft 3t wiAt €7 & wis-srenseEE (Un-normalized) sTer
afde If| feg foaas € fe9 © <3gn e e Tawfer § fa 2¥% wasansrem(Un-
normalized) 31 29% & feenfaz qa9a™ 4t sonsenms Joger J1 fen 578 37eun & =93 J9aT
WHTS J 7ET J1 STONSTEINHS 98 & YT »3 dife3 s=gEt I | fen 5% amst w3
yrrat €t §vite aret we At 91 dot 83 2uw fee mis-aonsTeta smer faurfen famrr -

Name Address Type of Property
#32, Devi Nagar , Haryana Fesidencial
Rache Sharm # 1029, Krishna Market, Harvana Commercial

#1937, MNew Harinder Magar, Ludhiana |Residencial
# 112, Gurd Nanak Market, Ludhiana  |Commercial
Sohan #401, Sugar Mil, Panipat Fesidencial

Cilip Kumar

939 - 6.10 (398 ME-SIHSBTEH 372T)
6.11 @TdHH (Forms)

g5 fT98 3¢ & MUSt B3 MEHT SUS M3 TUBS BT TOH I3 A'Y I& | THd § IS
38 A3 BY e9H FTIEed AU J€ I5| @9H 298 &t fEd Graphical Umardt I faw feg »irt
&<t I 39, Ufg®T D F¢ § I8! J9 W3 SIBIC J9 AAY J7| O W3 ¥ fed frAgr sTer
TI3T TS| Ao IH eoH fe9 et faards guse J 3T feg 2uw fe9 Wus-wy ge% AT JI
g9y §°F g3 Tt erfee e A3 J¥ I A At 3¢ & <153 &9 ¥ foAy 7% €us J9e I |
gt {9 v J9aT Tt Afeuwsd Jer 7 | ST fe€ € Hared gont gt ITeT EnE T9aT
mMaHefed W3 U9 yIfes e J1
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6.12 @TaH SETQST (Creating forms)

Form 3R ¥ feq wignde J AR & HeT &% 3 WA 5% <85 ¢ I 3§
Manipulate s[{3™ 77 ASET J| Form 28% &% AU 93 J¢ I5| o € Hewe &% g% &9 3T
enter I3 AT AGET J, Delete &3 A7 AGE' J A 377 § edit 13T AT ALET J |

ead § Jo o 2 Fdfamt gt fawre &3 AF Ager 3:-
6.12.1 mras fe§ gt (Create Form by using Wizard)
6.12.2 fsarets fe€ arat (Create Form in Design View)
6.12.1 Staras fe@ i (Create Form by using Wizard)

Wizard f&9 ufast 3 It y=fa3 ACUR (Pre-defined steps) ©f f&x &3t Jet J1 I3 AU
3 I3 options JEMit T, gt § TI3 F Form F=fenT A7 AdET J |
1. 3R e U8, far €9 Form &8 I fer &9 Object »iums &9 Form >> Cteate
Form by using Wizard 8u9 39% afsx ag 1 (fg39: 6.11)
& db1 : Database {Access 2000 file format) =13

L%Qpen %Q&sign CEl Mew | 2 | 2o e |Es|EE

Chijecks @ Create Form in Design visw

Tables = reate Form by using wizard

Queries

Forms

Reparts
Pages
Macraos

Modules

Groups

[38] Favorites

fg39: 6.11

2. Form Wizard feumst @291 Table/Quary WUHSGT f&9° Table 9& | Available Field &9
Field A®dC &9, > 3 A% aJ | &% Selected Field ffg g& A=ar | (fg39: 6.12)
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wehich figlds do wou want on wour Form?
EE —

% e You can choose From more than one table or query,

Tahles/Queries
[Table: Table v|
Available Figlds: Selected Fields:
Admission_MNo
Rl o
Mame
Date of Birth

Mext = l [ Finish

fg39: 6.12

3. AU 2 3 §F 3F TIT8 AT 3 BIT AU SIBS Selected Field 8 AH® &t I AT
TIE Next BuT afeg I3
4. Wizard T wadI® Ud &9 wiedr| f&r f&9 Form ® Layout — Columnar, Justified, Tabular

H Data Sheet WIUHG J&dinit| feg & »re 75

o ITBHET (Columnar) : feg fea My 3 feq faaas & few@er T SBsa Mz EF &
BI% IHHA fe9 &Hd WMee 5|

o FRCETEF (lustified) : feo & feq foarasw few@er T ug twsw W3 Gust &
S & get Aadts €53 wreet 31

o 2¥BT (Tabular) : feg fea mi 3 fea 3 faprmer foarasw few@er 91 feg foaasa
3 Um €3 Sizsw & aara w3 faadsw § v © gu e few@e 91

o FeTHIC (Data Sheet): feT sTemie fe§ & 39t feq 3 T fograsw fewfer 71

fegat fag° It £ niuAs 98 1dE Next Bug afsa a9 1 (fF39: 6.13)
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wehat lavout would you like For your Form?

(7 Tabular
() Datashest
() Justified
() PivotTable
() PivatChart

’ Cancel H < Back. “ Mext = ]’ Finish

fg39: 6.13

5. Wizard €7 WdI&T UF &Hd »iRdr| feH @9 Form ¥ Styles 38 aet f&'q niuds g8 178
Next 8ud fex &9 1 (fg39: 6.14)

what style would wou like?

Elends
EBlueprint
Expedition
Industrial
International
Ricepaper
SandStone

Skone
Surmi Painking

’ Cancel ] ’ < Back ” Mext = ] ’ Finish

fgs9: 6.14

6. Wizard & ndi® Ud &ad miear| fer @9 Form =¥ &H 33 M3 Finish §ug afex
&9 1(fg=9: 6.15)
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What title do wou want For your Form?

|Tablel |

That's all the information the wizard needs to create wour
farm,

Do vou want ko open the Farm or modify the Form's design?

() Open the Form ta view or enter information,

() Modify the Form's design.

;Display Help on working with the Form?

’ Cancel ” < Back ]

fg39: 6.15

fem Y9 Form f3ma J 7<ar w3 fI39: 6.16 MigHT &d9 wiedr | fag 9 wirt Jof &3
AeIoH & fersH® I3 niEs - fues foaes A A8 3 ufas Af »mdt feaas & At &%
¥ Ade I

B Table1 M=13

» Adrmizzion_MNo |_—MI
Fol_No

MHame |F|ahu|

Drate of Birth 2/8/41993
Maks

Record: [E] 1 [I][E of 4
f§33: 6.16

6.12.2 fearets fe@ gt (Using Design view):— fsmrels fe€ fe 38 evaw iy famrg Jaar
Uer J1 faardts fe€ 308 TU-TY 3eds (28) Ho e ga=8er J famrets fe§ gt evan fanme

JIG € ACU I {8y nigHg a5
1. g9 ¥ €3 afsa ad1

2. fsadts »uns €73 Ifsa a9 fae fa fa39 6.17 &g feurdfen famr I |
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= db1 : Database {Access 2000 file format)

S Open Design g Mew | 2 | 2o %=
L o Design 3] I o

Objects @ Create Form in Desi e
Tables Create form by using wizard

Queties

AWt aE|@o

Farms

Reporks
Pages
Macros

Modules

Groups

38| Favorites

|
fg39: 6.17

3. feq gan &3 f937 6.18 MSAT SHT Wit | 94 &7 '&T &Hd M<dIr 3 ¥y UH fea

S g9H &dd W= | fen g gan feg Ty u s Ie 75 |

B Form1 : Form

fg39: 6.18

4. c® 9aH S 9% 898 caAC N Wi 28 & Hew &% 939 6.19 o9 feue »igng

gTIH fang IT| IHL TTIH T MTTT IUS AAT J | TY-T Y BI%H MI 1BId °f g gTst

St 99 Fae I fen 397 e © faarets & Foer =t fge ger 1
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B [
label | Aa ah| | textbox
option group m .—_' togghe button
option button @ |7 check box
combo box | EF EE | Estbox
command | image
unbound object frame @ bound object frame
page break r% L] | tab control

subform/subreport . | Ene

rectangke | [ % more controks. ..
f¥33: 6.19
6.13 g@Edid (Queries):-

gt 3TN F FUST YUI Jaet I1 Query B faAH BT yHs gET I, H ICEA © 99 Y
Ju%t &9 ACT 3¢T 5% HYU JUET J| Ms Access feg € A ©nit Queries J&it Ia: Select
3 Action. Select QueryW%’"cl’S’TFl"’E%""&rTQuery T W%W@Lﬁwwgﬁfﬂ@
EJ?SWI‘S’?@‘F[WBH@F@’UHI Action Queryﬁﬁ????jManipulateWEﬁSﬂﬁ#ﬁ
J1 for &% fIa9s Add I3T AT ASET J, Delete i3 AT AXET J AT Update 13T AT AT J |

6.14 ISt I=8TT (Creating a Query)

1. YA ¥%, fAA f€9 Query 583t I1 fer <9 Object »iums @9 Query §ud af&x a9 |
IE New BUT I a9 | AFSTS BUT New Query 3TESar Sar feyret @ar | (939 6.20)

Microsoft Access

P Fle  Edt  Vew Insert Todls Window Help

R e WS T e A TG N AR A N R R M - RN

&= db1 : Database (Access 2000 file format)

[iFopen 6 pesign ml X [ ?

Objects Create query in Design view

Create quety by using wizard

Queries

Sl Forms B S y Wizard

uery Wizard
Reports Find Duplicates Query Wizard
Find Unmatched Query Wizard

Pages This wizatd creates a select query

- from the fields you pick.
Macros

Modules

Eroups

Favorites

fg39: 6.20
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2. fer f29 Simple Quary Wizard A®SE &9 M3 OK BUT &S o9 |

3. Table/Query List f&5° 29% A®dc &I | Available Fields f&5° > @ Hew &% B3¢ o
IE 1TT Next QU9 Ifsa a91 (f939: 6.21)

ﬂ. Microsoft Access

i Fle Edt View Insert Tools Window Help

&% db1 : Database [Access 2000 file format)

5 pen b Desian [[SHeM] < | o T [

Simple Query Wizard

Objects Create query in Desig|
b 7
3 Tables Create query by usin E_J wihich fields do you want in your query?
‘ @ Queries %E ‘iou can choose From more than one table or query.
Forms
Tables/Queries
Reports Tebles/Q
[Table: Table1 ~
%3 Pages
2 Macros Available Fields: Selected Fislds:
d{ Modules Roll_Na Admission_MNo
e Harks
[38] Favorites

J

[ Cancel < Back [ ext > J[ Einish

fg39: 6.21

4.  Wizard T mai® U feurst @2am, fam f<9 Query © Format 979 Ufen A<ar|

FIET Option T M3 Next 8UT afsx 91

5. Wizard € waie Ud feuret @24, A f€9 Query © &™H enter &9 1 Finish §Ud af&x

I (fF39: 6.22)

K2 Microsoft Access

P Ble Edt Wew [nsert Tooks Window Help

F

Simple Query Wizard

[iFopen 8 Design m| X |2 %

Objects Create query in Desigl
Tables B create query by usin

Queries

=

=

Forms
Reports
he
@
@t

That's all the information the wizard needs to create your

Pages query,
Macros Do you want ko open the query or modfy the query's design?
Mo
g (%) Open the query ko view information,
Groups ) Madify the query design,
(3 Favorites

[ isplay Help on working with the query?

cancdl | [ <Bak | oo [ _Eosh |

fgs9: 6.22
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6.15 FEGT § 9%™8=T (Run a Query)

Query ¥ &3t 2uT &t feR § Run I35 UET I | Query 3 Run II5 BT Query

Menu f&9 Run Button §Ud f% 91 Query © &3t Datasheet View &9 feurst g=dr1 (fg39:
6.23)

Microsoft Access

P Fle  Edit  Wiew Insert  Format  Records  Tools b

RN BN R= NS A =R RN =N

= db1 : Database (Access 2000 file format)

E= Table1 Query : Select Query
Admission_No
MER Rahul
10021 Seema
10022 Sanvi
10023 Rarvir
10024 Manreet
0

Record: E 4 I 1 E]@ of 5

fg39: 6.23

6.16 2T § HIeT i3 ¥ 2uwt feuae fodms g=gem:
T 2%t fegag fosHs 9278z T AV J&T fod nigAd I%:

1. Tools )-ﬂ?j feo Relationships »mum®s &t Eraecl
2. Show Table STE®ar gaH €9 29% € 9 9o Add 3 IBK I |

Show Table
Tables | Queries | Bath |
|—|
Tablez
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fg39: 6.24(%)

3. T oE% & yfendt S5 § HBH ©F HET &% 3491 J9d »UA €9 A3 |

Edit Relationships

Table/Query: Related TablefQuery:

Jain Type..
Create MNew.,
[JEnforce Referential Integrity

Zascade |pdate Related Figlds

Admission_Mo | Admission_Mo

[

< |

Zascade Delete Related Records

Relationship Tyvpe: One-To-0ne

fg39: 6.24(5)

4. Edit Relationship 3TTE&ar Io(H Y&dT, feH create 3 AMBK 9|
5. 2g% € fegarg fosnsimy g A<dr|

L Relationships

Dake of Birth
Marks

fg39: 6.25

fer 39t T foemsY § T5-2-T5 (One-to-One) fe@mGHY fagr AfeT I
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6.17 faugz (Report):-

feg 2w At geda € 3¢ & feu@s w3 fie aos et =93t At J1 3AT falae f[<e8 3¢
& AUES (edit) 391 g9 AR | Report 38R € fEd mifdar wigrdae I fAr € HeT &%
3T § FI WA 57 TR T B3 vigh9 NI 3 fie &3t 7 A I

MS Access f&5 Report a578= ¥ € Za1 Hge Is:

6.17.1 feqrgs I7dt faude g=8=T (Create Report by using Wizard)
6.17.2 femfes <€ gt fauge g=8= (Create Report in Design View)

6.17.1 femras It folige F=8=" (Create Report by using Wizard)

1. SCHA U, fAr &9 Report TGS J1 form &9 Object Wiums &9 Report >> Create
Report by using Wizard €Ud 3% afsx 91 (fg39 6.26)

#= db1 : Database {Access 2000 file format)
;Erawew lggas\gn il Mew \ x | ‘o '.-!'E

Objects 2| create report in Design view

Tables iCreate report by using wizard
Queries

Farms

Reports

Pages

Macros

oW phE G a

Modules

Groups

[l Favorites

fg39: 6.26

2. Wizard T 0d% UF &HI MR Table/Quary »UHGT f&9° Table & | Available Field
f&9" Field A®SC 9, > 3 IfBA A9 | S1B3 Selected Field fS9 g& A=ar| (fg39: 6.27)

{ Ele Edt Yiew Insert Tooks Window Help

IR A B W A N I R A - RN R AR =R

#= db1 : Database (Access 2000 file forr
Report Wizard

L Freview &2 Desion @New | X | 2o T

- ‘ihich Fields do you want on your report?
Objects 2] creats report in Desig ?
B Tables ] create repott by usine % 7 E You can choose from mare than one table or query,

Tables/Queriss

[Table: Tablet v

Forms
‘ i Reports
%3 Pages

Available Fields: Selected Fields:
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3. ACY 2 § §F 3T o8 AF 37 B3T AW WS Selected Field R9 AHS & T A |
TT Next Qug IfBa =91
4. Wizard € »idi®r U9 &ad »iiedr| &R @9 Report @ Format ufent A=ar| & &3 J 3t

Records @ Hierarchy A€ &9 1T& Next 89 &fea &9 1 (fg39: 6.28)

K] Microsoft Access

i fle Edt Wew Insert Took Window Help

{= db1 : Database (Access 2000 file forr ™
Report Wizard

O Freview Desion ‘@new | X | 2 T

Do you want to add any grouping

Objects 2] Create report in Desig| levels? ladmission_Ho, Rell_pl, Name, Date of
Tables Create repiort by usin Eirth, Marks

Queries

Firms

Pages

Macros

=]
=
‘ Reports
b
2
1

Modules

Groups

G Favorltes

Cowng g - | [_cad_J s J_tee>_J o]

fg39: 6.28

5. Wizard € W& Ud &ad »iiedr| &R f@9 Sorting AEUl Ufen 724 Field A®SE a9

far €U9 Sorting IIaT 3J, Sorting €' Order (Assending/Dessending) @%IQ’E Next Sug

Ifsg F91 (Fg39: 6.29)

‘2-51‘5_ Edit Wiew Insert Tooks  Window Help

= db1 : Database (Access 2000 file forr
Report Wizard

3 previen W Design g Hew | X | 2o 3
Lt & L4 R s e What sort order do you want For your records?

Ohbijects Create report in Desi
2 9 You can sort recards by up to Four Fields, In either
[ Tables Create report by wsin ascending or descending order.

Queries 1 [Admision_Ha v [ascending_|

Forms

2 fame v [Castendng_|

3 [Date of Birth w| | Ascending

=
Reparts
b |
@
@

Pages
Macros
4 [iEE v Ascending
Modules
Graups
(&l Favorites

J

[ cancel | [ <poack |[ mext= [ Fnisn

(fg39: 6.29)

6. Wizard T A& Ud &H9 »iedr| feq fe9 Layout AUt Ufanr Aar| 3T wiuds
ASAE 9 1IE Next §UT afsar &9 1(fg39: 6.30)
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window  Help

de db1 : Database (Access 2000 file forr
Report Wizard

Objects Create report in Desic

Layout Orientation
Tables Create report by usin
) Columnar (3) Portrait
WEties - iy
® oo et [} by OLandscaps
Farms, KROK KERKN KEREX O Justified

KRR RKKKN KERKN
KRR RKRKN KERKN
KRR RKRKN  KERKR

KRR RKRKN KERKR

=
=
[@ Repors
b
z
@

Pages KRR RKRKN KERKN
[
Macros Rl AR R
R HRARH KRR
Maodules HAREN NANEN REHAR
R RN RN
Groups Adjust the field width so all fields fit on
] apage.
(3 Favorites

[ cancel [ <gock [ mest» [ &

(fg39: 6.30)

7. Wizard € Wdi& U &9 wikdr| fer @9 Style AT yfen A=qr| 31T niurs
A®ac &9 1T Next §ug afsx 91 (f939: 6.31)

licrosoft Access

Insert.

Iools iindow Help

de db1 : Database (Access 2000 file forr ™
Report Wizard

wihat style would you like?

Objects Create report in Desic
[ Tables Create repork by usin
5l Queries b
[ | s
R HR
‘ Reports

& pe Title
2 Macros
4

Modules Label va Detail
Groups Cortral from Detail
38 Favotites

T [ e [ ]

(fgz39: 6.31)

8. Wizard € wai®' Ud &ad »iedr| feA f&9 Report Title 391JE Finish §U9 Ifsx &9
(fgz9: 6.32)
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osoft Access

i Fle Edt Wiew Insert Took Window Help

BN A WEEWE,

#=/db1 ; Database {Access 2000 file forr
Report Wizard

& preview B Design @New | X | Lo tF
wihat title do you wank For your report?
Objects Create report in Desi
! E] & 9 4 [Table
3 Tables Create report by usi
& queries
Forms
That's all the information the wizard needs to create your
Reports report.
“3 Pages Do you want ko preview the report or modify the report's
design?
@ Macros 4 (%) Preview the report.
At Modules ©) Modiy the report's design.
Groups
(3 Favoritss
[Tibispiay Help on warking with the reports
[ comcel ][ ek | wes- [ _Emsh |

(fg39: 6.32)

9. IT Io fS3 wigAT foude fanrg w9 wiedtl fam § wAdt &% fije & a9 Age
Tt (fa3q: 6.33)

Tablel
Admission Na Neome Dete of Birth Marks  Roll Ne
10020 Rahul 2/311993 3 1
10021 Seema 61411992 ;) 2
10022 Sand 9181993 £ 3
10023 Randr 8124993 " 4
10024 Manreet aM7H93 @« g
-
(KR e D i | a.:
=

(fg33: 6.33)
6.17.2 fawfes f%'g It fouse FSTEZT (Create Report in Design View)

1. 3CYA TS 88, fAR &9 Report 9583t 1 fer &9 Object »iuAs &9 Report >>

Cteate Report in Design View Sug 39% afex 9
2. New Report 3TE&ar SaH ¥ mear| fen f&8 Design View nRUHS T& w3 33U 3785

fore fog° &3ter 29w g3 1 0k Bu9 afsx o9 | (f939: 6.34)

i fle Edt Yew Inset Iools Window Help

W A WL,

= db1 : Database {Access 2000 file format)

3 Preview &2 Design \ x| 2% ;.,

Cbjects Create report in Design view

New Report

Tables Create report by using wizard

rd
AutoReport: Columnar
AutoReport: Tabular

F Chart Wi
L Create anew report without || ot o
using a wizard.

Queries

Pages

Macros

=
=
Reports
b |
2
w

Modules Choose the table or query where
the abject's data comes from:
Groups.

[ Favorites
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(fg39: 6.34)

3. foude &3 =g wiedt fer &9 Detailed Area, Table Fields ™3 Tool Box &dd
dr | (933 6.35)

K Microsoft Access
! Fle Edt Wiew Insert Format Jook  Window Help
i Report = - - LB B LS s il

Roll_Mo
Marme

Date of Birth
Marks

4. Tool Box & HET &% ¥4 Y Lable M3 Field a1 (Drag) &9 | (539 6.36)
Microsoft Access

I File Edit Wiew Insert  Format  Tools  Window  Help

: Detail = -] -|| B

RN e Y= NE W N A BN RN

BRE L LT owe R B

Fi

i
i

(fg39: 6.36)

5. TE File >> Save §UJ f%x FJ | Save 3TEwdr IaH feurst @<ar| fer f&9 Report & &™H

39 M3 Save Sug i a‘S’IReport ?5 THE Bt View Menu <9 Report View @fu_d’
afsa a9 |

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

79

6.17.3 fouge 3§ fye 9™
fouge 3 fiye J9s Bt Iot feu Aoy =93:

1. T g e 7 & fife nmums & 92 a9 1 fe'a sfesar aan ydar| (939: 6.37)

Printer

Mame: (Canon LEPZ2500

Status:  Ready
Type: Canon LEPZ300
Where:  SB001

Comment: [IPrirk to File

Print Range Copies

@al Mumber of Copies: E

(Pages From: l:l l:l Iﬂl Iﬂl
(fg39: 6.37)

2. feg fyeg & o, Ufim w3 99 e sty 39|
3. OK 3 If& a9 |
4. fouge fije J w=aft

6.18 fE&3aH (Index):

)

fessan sen €5 AusT § Agel ®ge 9 A8t vee J9e JIsIHTs, Sean feg
¥3-33F gu © QU T dfues & mvdt ffg meg et T1AT & It gedt ot faw & 39t
T 3¢ & Har diSt At 9, 3 ST ST A9 |37 AteT 1 fER 39T 37T § 83T vk JeT 9
w3 AHt & favrer warer J | fessafiar fea 3sdtar I fam It wit farft & 2o &t foasst §
MBI-NHBAT It I Ade 9 99 Ase | fea 2gs @ fawm fea dos af ffx 3° 2u

Stwsd 3 fEa3dn Sarfen™ A7 Aaer J |

e f&x 2% 2 fart f&a S1%3 3 feasan sarfent afer J 3t ffq o<t Aedadd gae
J fam €9 Sios St dhist wis unfifeecan (7 fa fogrgs <t Afest erer 9) 3 AT a9
JIfegst dH3t § 7993 H3TER Aue a3 7 AFeT J »i3 fan f&q iz & ®gT &2t fen 3T

ACIadgd 3 I8ladl ATY € fEASH® oIt Aier J1

feg cow 3 feq I U feasan & ware F AAe I6!| fem yfafonr § vedhus
fessafiar faar Afer J1fessan & © f£d sans feg 9 fx feg Ifues & st i =1
HIT WIE TG |
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6.19 STHH ACIIXTIH (Database Structures):

STCTEH e 391 5% THE & g J1feAer AF 3° At 3 HOSTYTIS I9T J S |
6.19.1 €153 (Field):

295 € ff9 Hge u-Su a®H (Colums) & €183 faur Aer J1 feq 2uw &9 aet dws
Jet 95| fAae” fa »izfHAs &. (Admission No.), & &. (Roll No.), 3™ (Name.), 3€ niig
99 (Date of Birth) 3 HIXH (Marks) e

6.19.2 faaas (Record) :

feq g7 &% FEfaz 37eT Mreter € AYY & faaras fagr Afer J1 §e0ds =+ HesT faaas
fe'9 =TI AT TBDAT 37T wireter fAS 3% &9, 3 W3 Wi wirfe faaras »ye@er 31
6.19.3 37T 28U (Data Type):

J9d 15T feg SU-Tud 32T oy J7 I&| fea diss feg fage foa famy e 37er ot
e 31 fae 7 fefonraelt & 3% 8. fiage viat 9 & sfonr Af Ager I »i3 o § aAe
fe'g gfonr 7er J|

IS T Tt WMB IT-MB dT BSH I I&| I9 B &7 JTeT SydT-2uaT ger J1 fom

3 37T e fagr AiET J1 I¥ HO 3TYTS SeT SIS Jo fBH MEHT I8 -
e 2TElY (Data Type) o
SIAT (Text) WA, MYd AF §=F & H® &% ZaAc g JI fea =0 3

TU 255 »yg B9 J Aaer J1 89 &9 fAgt & afesa

s BE &It T AET, § Sane fE9 v aisT

Ter JI

399 (Number) few f€9 0 3 9 I W =9I AW T&I fom & =T
fe3a IIea'= a9 B St ATt J1

32/ (Date/Time) feg 32 W3 oy BE =93t At T1 3¢ (Ih) 100 F

9999 Iq It Irgtel IIfeg 8 gele BurJar J |

GH/& (Yes/No) feg Btas 7 g8s a3t B T3t FiEt T
(fg33: 6.3%)
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v, aart, »re 99, €. W%, 9. virgriae, Tfeudfdd, B oy a8 e I3 Jd 37T STEIUr
IS

6.19.4 fa¥Ha® S29H H3AHE fAAEH (RDBMS - Relational Data Base Management System)
foBHa® STeran Hamie fANeH (RDBMS) 37¢ & Aed ddeT J 3 83 U 3 UF few@er J1
RDBMS f&9 3¢ & 29% ¥ gy <9 Aeg a3 #ier J1 fy-<Y fami € 3¢ & »mun fe9 Mg

gerfen Ater J1 o g9 § 3eun s v fed maStTst @rgreas HoehdT gaerger JI

(VLTI SN

RDBMS W& f&g Yaet € f€d s J 7 UHd & 37¢T Hed Jda, 9e8< M3 379 fe9 AUy FosT

Te< & yzrsait féer 3133 mufsst, RDBMS Softwares © &™H &R yarg J7s:

o  Microsoft Access
e saL
e Oracle
® Foxpro
6.19.4.1 298" IS fIBHSTU (Relationships between Tables) :

£ scgr <9 I 298 J Aae I8 M3 I 29% 99 @9 @ famH € Aeadr J
ASEl J1 7 Y- 2u%t &g Sudt Fegdt € »iud 3 fI7 Aeadt € 83 99 3T vifid AN
Juwt g fovns o8z < &3 Jet J1 feg 3t df Ase I 7 feost &9 It & It Sws AT
(Common) J< |

Microsoft Access <9 2g%" TafHns 35 yag © Relation I&€ A AAE I&:

e Oneto-One: fex 2% T g9 fIa9s, TAY <88 © I9 fIa9s &% HY JIer 2|
ferer H3®Y ©6 <% fawas fEa fadt yfendt ot Jue I&1 ™ 39 3 One-to-One
fary = 3127 fex It 2% &9 A fon Afer T

¢ One-to-Many:f€q <u% T I9 foa9s, g9 29% ¢ 9, fEa A 593 AV foaast &
Y &9 ASET J|

e Many-to-Many:feH forH T fogas fRT €6 2us f&g 903 A9 fox9s #9 &9 Haw
TG |

mmmmmmmmmmmmmmmmmmmmmmmmmm
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Exercise
1. Y4B gt I
1.1.395 ... Jdifernt Irdt g=TE AT IS |
12.FeER g @ A ufas™ ... gerfonT aier 7 3 feg €n fo9 s7er onyw s
#er gl
1.3.feasar sean o9 ... g A%er vgT feg Ast vew J9T Io |
1.4.Relationships MTUHS .............. )—ﬁ§° feo Qn?ﬂ'ﬁ'l
1.5.Query f&x famy ... ?ﬁ?‘fﬁl
2. HIl/TIBT €A :

.....

2.2.DBMS T YJ' &H SCIH HorH< fAAEH J1

2.3. FEfU3 87¢T TEUA € AHT § TEIS faar AT J|
2.4.3CHA TES ITET BT AF 3 UfTHT 37T TUF {137 AT J |
2.5. fouge fegw 3727 gefenr adt A7 AawT|

3. 22839 =3 yms:

3.1 MIAA § HY 96 T 391 TR

3.2 295 % faoz3-faoz sdtfanrt g7t sefent 7 Aaer 97

3.3 &=t 3R 39 a96 AN fagdntt It § fomrs 9 Juer avdter 97
3.4 T9H o 3¢ T&57 feg &g 3Ttfomtt It g2 A Aae I57

3.5 T9HT T Hnm8er g9 AEaret fel |

3.6 ISt o get I?

3.7 €158, f9a9s »iz sTe-gely ¥9 AEdt el
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4.73 €39 T& yms:

4.1. fsardts fe@ ot 2us g=8z ¥9 fereg 5% Th |
4 2. fegrgs It fouge g8 ¢ AU © T9&6s a9 |
4.3. eIt 58T g9 ferEg &% ©H |

4.4 fogmatay o J¢ 987 feg fds farH € JT 57

4.5 fouge 3 fye 335 T AcY TR |

39
11135 2.1.Aat
12 39% 22. Aat
1.3 g9& 2.3.3B3
1.4 Tools 2.4.3183
1.5 yas 2.5. Adt
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ys 7
fIBHE® 379 HoAH @ fAreH
7.1 fesue H A

7.2 Idt Aedagd
7.3 falge Aeaagqd

7.4 39% Aeda9d fe 9 seu<

7.5 fagwatmy St famit

7.6 MS ACCESS feT 2u5 fasmsfau seg=r
7.7 fagusfau § TueT A gEsaT:-

7.8 Jedfsfms fedtaratet

7.9 SQL &t J?

7.10 MS ACCESS f&9 Sql Statement € 93
7.11 SQL €t Hew 5% 2g% =g

7.12 39% f&9 37T €Y% Jd&T:-

7.13 USING THE SQL AGGREGATE FUNCTIONS
7.14 CREATING QUERIES

7.15 fa@us falae

fe'q faBHa® seran €T seran J 7 fa faBnss vas €3 mufazs ger 91 ene
Aaet fe g feq faBnas seran vaaHe fAneH Af RDBMS Areéeend UaeHt € §7 AT
J 7 foBHa® e 8N § §=7E<T (create) AT™®E (maintain) , I8 J9& (modifying) HEt
Tafamr AteT JI

7.1 feay'e HAA (input masks) :-7¢ f€q 3 TU grd 393 F¢EA f&9 FeT #eg Jae
95 3" gn9d § feg ener Uer J fa fant fea fagufezs dtws feg fam yaa e ser #ieg

JdaT I

“fgd feasy'e WAa €ReT J fa 3ver fae Wead aasT J 3 feu fa=* fedarm ”
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1. fesue WA fea faaufdzs w3 fe9 3¢ nicdt ®El addedn (characters) I
fr®H (symbols) & =93 d feq egHe g=8eT J1 AC IAl BF w3 feg 3o #ic ag&
IJe T 3t 394 €T eaie musT8T uTar ¥ fesye g feT fegT famir 91

8E€Uds T AT MHAT €65 399 & (977) 428-0628 TIHe fET #ieg daaT I T

3T WHT input masks property & I&T EIHTE MEHG A e dararl | (999) 000-0000;;.....
2. 37er fan grave fe9 »ied adaT J feg 37 fesye HAE €/eT ot J, fer @ &% dt
WA input masks It ST fae fewr@=r I (display) fom € St YaT (format) FITHE Ae
&9 AGE I

8emg9s =1 < (Date) enter FI& €7 (format) TIHE

YYYY.MM.DD ® Aae I 3 3¢ fey@< = (format) gae

DD-MMM-YYYY A< ad Ad< 7|

7.2 QUERY STRUCTURE (g#dt Aedawd)- RDBMS feg »m 39 3 99 3¢ &bt
Queries II AT ATEHT I5 | feg T5-

1. DDL (DATA DEFINATION LANGUAGE)

2. DML (DATA MANIPULATION LANGUAGE)
3. DCL (DATA CONTROL LANGUAGE)
4. TCL (DATA DEFINATION LANGUAGE)

DDL:- DDL HZeHZH ST¢T8H € ASdd9gd AT HatHT (schema) UfagTHI (define) dd& &Et
93t AT T

fa= fa (create,alter, drop) wrfe|

DML:- DML AEeHT AAMT Mraxde (schema object) € #ed 37T § HoH 36 BT =931

AT I

fae fa (select, insert,update) iyl

DCL:- DCL AeeHeH 37er 3 fauads dus et 233t Afet fAa= fa (grant, revoke)
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TCL:- TCL A¢eHeH ©MTdT J13 J€ Se&'=' § HaH J96 &8l 93T Aret I5 |

fa<’ fa (COMMIT, SAVEPOINT) »fe|

7.3 REPORT STRUCTURE:-falde Aedawd falde 38R WUBIAHS € fed Ha 3TYds
gar I W™ 39 3 fatae fonse fewfe met =t Atet 71 false § uus 3 fie ai3r
AeT I Ug 3Ht §F & Addts 3 Direct & €Y AaE J1 falde § fsmarfes gae AN aet aTst
= fors gy Uer 71 fAae fa-

fatae €t =93’ 3 gwg &1 831
falige & Bnprge &t 831
Yuyg € M99 (size)
fen & faat @@ g=6<=T (generate) T
fatae €t gamet
o dar
o fAIGTEt ded® (Security control) rfe]

CREATING RELATIONAL DATABASE

7.4 TABLE STRUCTURE MODIFICATION:- ~ ¢9% Hedd9d fe9 g€&'< RDBMS few A<
fea =79 Zaw g fogT Afwr T 37 Wil €7 © Aedawa w3 femma=t (properties) f&9

gE%'E dd AaT J7|
J&t f&fumi properties 7 fera3=t gE8tt 7 AGEHT 95—

e add,change or delete field name : &< BT THE JI&T| BT €7 5T FEHIT
' S1B3 & delete TT&T

e change field width, data types : &z €t I3t gEBT A 7eT T TEBST

e change default values or rules : fSe®e 287 ge8T

e add comments or captions : THE THS AIST|

&2~ SQL Query € HE¥ &% 9% €T Hedd9d §5 1 AY ©dT &'% gefdmT A7

Ao J1

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

87

7.5 fagusfay €hut farmit:—Relationship Types

AT MU ufgeTd € HEdt &% a8t 397 © fa¥nau A g9e 71 fa<e fa- gosr, gost
HT3T™ € 57% AT J1 IT731 fed 3T J Ud IT7st HT3T & JE! 99 J Aae 76 # fd 3o
gaT-9< d=arl fen 397 ufgeg fe's goa Hag @ &% U3 SUd™ Q¥d™ ASU J 3 ufgeg &
Hear & Ft feq g1 € 5% TygT SygT AYY gerfemT dfemT 31

Feran fagnstay <t cust € fegae fen 3g7 © AU &% gser J1 feg f3s yag &
fagwsfmy g€ a5

One To One : fea 3 fea

€5 cunt feu AiUu s=fe 3o feq ot tus ATdt g€ J1 99d Primary key T€AI AU

9% ¥ fAge fea (77 0) fadas a7% Afuz J&t J1

HUSBAND WIFE

ONE TO MANY ;- fea3'<q

feg cuw feg 3 U 2gs’ (2 7 TU) &8 AYUI g€ J| I Primary key THI AEUS

Zuwt @ feq, fiq 77 fe'a 3 € faaas &% Aguz J<t J1

MOTHER CHILD

MANY TO MANY:- U3 U

feg 3 Tu cuw f£'d gn &% It 3¢° € &% AYU 99T 75 3 fea 3 Tu &tws & Ay

gav 75 (fA= fa 393 ufgerg € Hee fed g7 € 55 AUz J€ I5)

VIDEOS CUSTOMERS
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7.6 MS ACCESS f<'9 2us fodusfay se@er

fea cuw foensfmu,a1dt®s (Keyfield) € STer € fHe™= J9d 9N dder J- W™ 39 3 fem
w3 T &F 96 Zust feg fed fagr gur 31 feg AfSar (Matching field) & f& Table
& PRIMARY KEY J€t J 3 €Ad <88 € FOREIGN KEY.

feg ONE TO ONE (feq 3 fe'a) A ONE TO MANY (f£'¥ 3 21) fa@uafau s=8< st Jat
fsy AeU €t =93 a9

=

serEn fe9 ¥8 I8 A9 298t § 9% a9 fe€ | wHt ¥ J€ 298 (OPEN TABLES)

—

feg WU g A 9T &1 AT
2. F11dm g 9§ 3t 5eun &3 ys A=ait|

3. 2% HaW (TOOL MENU) 3 RELATIONSHIP aHs & =93 & (MS ACCESS
2003), ACCESS 2007, ACCESS 2010 &t ACCESS 2013 f&9 (DATABASE
TOOLS TAB) <2T8H 28+ <¥ feg SHOW/HIDE Jgy 3 fesnsfmy €3 afea

Iq|
4. feBwafau Hew (MENU) 3 SHOW TABLE €3 afsd aq|
5. fAn 29% & IAt AT g8 9de J 87 Gud sum Ifsa a9
6. feaq fea I Tugs Af gwidl &t 9= &3 3 ADD 3 CLICK &J1

7. ufo® 298 3 IH& €BF (Common Field) & 3391 (DRAG) Tdd €HI <88 €t
(Common Field) 3H& @183 FOREIGN KEY € &% W& | feq 3 U &% 3dar
Jd& &I CTRL KEY € €93 a4

8. feg EDIT RELATIONSHIP f&& y&ait|

9. IHE 53 fan €t 9 AT fadusfry et i3t T § SdieTet (verify) J31 (Fad

d1%3 € &7 IIB3 J 3T fBAe fe 9 5=t 1% € 9 a9)

10. ‘CREATE’ 9¢& © af8q a41
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2= Relationships "
1 2 3

= / 1 - /

¥ 1D - ¥ 1D a
Company E| _L Title [ H
First Mame Assigned To
Last Mame COpened By
E-mail Address Opened Date
Jab Title Status
Business Phone Category
Hrome Phnne I Prinritv i1

Edit Relationships

Table/Query: Related Table /Query:
|Cusb:umers w |Orders w |
1D Customer ID ~
Join Type..
w

: . Create Mew..
[#]Enforce Referential Inteqrity reate Tew

[] cascade Update Related Fields
[ ]cascade Delete Related Records

Relationship Type: One-To-Many

—

AT

1. ONE TO ONE (feaq 3 fe ) fa@nafau se7@< Bt €8 aHs 1%3H (PRIMARY KEY
3 FOREIGN KEY) € INDEXED PROPERTY 'YES' 3 AT J3d| Add €& &% € Uaid
(UNIQUE) INDEX dJ 3t ACCESS fe& 3 feq fadnasfy gerear|

2.ONE TO MANY (feq 3 =u) fe@nafau se€e et fa@nsfau € ONE (fea) Arets (mH
39 3 PRIMARY KEY) € @ald@ INDEX der gdter J1 fan € »@g I fa@ INDEXED
PROPERTY 'YES' 3 fe d=dftl MANY (FT) Arls 3 (@a1d) UNIQUE INDEX &4t Jeri
few fe9 INDEX Je7 J1 uq feu susBlde =89 & 8erJ| A¢ e 85 e ¥ala INDEX
d 3 gHT €7 &dt 3F ACCESS ONE TO MANY (feq 3 1) fednsfmy seger J1

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

90

7.7 VIEW OR EDIT RELATIONSHIP:- fo@usfay § euyer Af geser-

il fasrstay f€3 3 2uw fasusfau €t 9< ada fen feg ses™= a9 Aae af:-

Edit Relationships
Table/Query: Related Table /Query:

| Customers » |Oru:|ers b |

Join Type..
w
: ) Create MNew..
[#]Enforce Referential Integrity:

[] cascade Update Related Fields
[] cascade Delete Related Records

1D Customer ID ~

Relationship Type: One-To-Many

1. g9nq & fadrsfiu sets €3 fons 57 34|

2. @5 3 IfEF aad fen § fadae a9

3. fasmsfay sets Het (THICK) fewstt 3t fen 3 39w afsa a9 A fsafes 29 3
g8 g U 3 EDIT RELATIONSHIP & S &3 féa EDIT RELATIONSHIP BOX
yBar|

4. 3T svs e ad 3 OK 3 afsa ad1

7.8 REFERENTIAL INTEGRITY- (3edfafms fedtarte)

e € € femmsT 7 |, fan fe9 fo8ns 2um € fea &Y €t Jda a3 (fa@rsfay)

fe8Hs € gnd 298 € I8N € 3 (faBusfiy) € gareg J=41t | feat faBnwas seran feg

29w ©f €7 ez 7 fa FOREIGN KEY g=Tet aret 7, 8w fe9 A 3F NULL VALUE J<ait
7" feg PRIMARY KEY € (VALUE) %W JaitT|
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artist_id artist_name
Bono
2 Cher
3 Huno Bettencourt
‘Il"}{/l.inl\ Braken
1 | tist_id album_id albumn_narne
3 1 Schazophoaw
4 . 2 Eat the nch
3 3 Crave (smgle}

7.9 SQL &t 37

SQL f&'" Ae393 (Standard) I T 7 fa 38N I8, MdAN JI& M3 HBIUSBC
(Manipulate) 95 € &H w8t I1 SQL € Yar &' J - Structured Query Language

(Aed 9 omidt @‘d;l’*?-l?r) | SQL f&€a ANSI (American National Standard Institute)

AT J1

SQL &t gaet & ?

o SQL ¥ &% 37¢THH BT IdiH Execute I3t ATEHT 35|
. SQL € &% 37¢THH 3 F'¢T SfgmT AT AdeT J|

. SQL € &% 39N fe 9 fadrasw ue A AaT I& |

. SQL ¥ &% 379N 3 faaras muse a3 AT Aa< I |

. SQL ¥ 3% 37¢8N 3 foaas faste a3 A7 Aaw 751

. SQL € He¥E &% &< ITeTHH gSTeNT AT AAEd |

. SQL €t Hee &% 3¢gH fe 9 o< 298 93¢ AT A< J5 |
o SQL &t Hee &% 37erar f& 9 Stored Procedures 7€ AT Aa© & |
. SQL € &% 37¢m8H f€ 9 View §=7¢ AT Ha© I&|

® SQL & He¥ && Tables, Procedures 3 Video @%’ Permissions (f&gem)

A< o9 A Add J& |
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7.10 MS ACCESS f&9 Sql Statement € 293" :-
Access 2007 AT Access 2010 3 AfEa ad R T g0 J&7 fo8 AeU mu=g -

1.  MS ACCESS &< 3 g€ A" 37 Open Tab 3 I &F (HAT 3T &
ufgsT gerfenT femr 37erar J 37) A7 fed =7 3¢ =H (Create Database) IS8
IEAE ST T E® AT AT

2. 3TCTHH € 9< 996 A 978 3 T ¥Y Us 3 QUERIES 3 &fsd &9,
feg NEW BUTTON 3 afsa 9|

3 Design view 3 Ifs'd dd 3 OK 5¢& 3 AfB o Jd(HeU 1 3 3 B Jat feyre are

o33 WEHT I J9)I

*- Microsoft Access

=501 Course : Database (Acces ... 7]

Dlick S8 Pkt
Cilnecis :M
8 Tabes
M 2
Click ':H': Design
Repors &
U bages | F View
B Hacea :
4 Modules
o Click

4. gAY fe'a show table dialog box €4dT | close ¥ 3 afea a9 (faat fart ca% € 5<

d13 9%)
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s Microsoft Access
Ble Ede Wew Ieart Query Tooks findon Help

~ Oueryl ; Select Query.

Click

5. A4 & Udd UTH 'view button' € S a4l
&T:- A IAT 92& € §UT J9Ad & F AE J 3T ges wr &7 feyret feer g1

6 view ¥¢& € 293 a9 SQL view € 9 a3 SQL view 9=& &t view button € 3%

e 3 IMBI IR 5 3 6 § Jot feure g3 nigna a9)

7. myST SQL a1 SQL view feg ety Fa(fe39)
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& Microsoft Access
Bl Edt Yiew [nsert Query Tools Window Help
e B i - . g F mae b

< Queryl © Select Query

8. IHF § & JI& BET TS 925 I AfB S AT |
&¢:- 35 (RUN) 925 e ignases () fars der 3|
7.11 SQL €1 )¥'ewE &% 298 ggeT|

3TeTuH fe'9 298 9=76< Bt create Table AeeH e €1 293 a3t ATt T

syntax :-

Create Table table_name

{

coloumn name1 data_type (size),
coloumn name2 data_type (size),

coloumn name3 data_type (size),

Create Table Person

{

personiD int,
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Last Name varchar(255),
First Name varchar(255),
Address varchar (255),
city  varchar (255),
I
e Person ID Coloumn &t 37er efey int I w3 few fe'g frAge Integer Value ur
HaE J71
e Last Name, First Name, Address 3 City a®Ha &t 37T erfey Varchar J13
few feg Character ur Aae g fagt € €0 3 €U St 255 § A<t I

Person 298 J&T MEATT BJIar |

Person ID Last Name First Name Address City

7.12 398 &9 3¢ ¥y® ddaT-

INSERT INTO A&mHZ €1 Hee 57% 298 feg 37T €4® 13T A7 Ak J|
fer @ @ 399 95—
1st-

INSERT INTO table name
VALUES (valuet, value2 , valueg............ )i

&<:- fon fog gy o &t &t fafumr aier J1
2nd-

INSERT INTO Table_name (columni, column 2, columng........... )
VALUES (valuet, value2 , valueg............ )i
A -
INSERT INTO CUSTOMERS (Customer Name, Contact Name , Address,City,

PostalCode, Country) Value( 'Cardial', "Tom.B. Enrichen,'Skagen21', 'Stavager',
'4006','Norway');
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Customer <88 Jot #igHTg feumar|
Customer | Customer | Contact Address | City Postal Country
ID Name Name Code
21 Cardial Torr_lB Skagen21 | Stavanger 4006 Nor way
Enrichen

7.13 USING THE SQL AGGREGATE FUNCTIONS

SQL SELECT STATMENT

SELECT STATMENT €1 €93 3¢uH 3 37¢T fAsde ada &l 13T Adt J1

Syntax

Select column_name, column _name,

From table name;

mI

Select * From Table_name;

firgres

SELECT Customer Name, City From Customers;

feg Statment , customer 298 f<'8° Customer Name #3 City §183 € 37¢ & feureaft|
SELECT * FROM CUSTOMERS;

feg éere , Customers 29% € Adtit St&3H feyreat|

SQL WHERE CLAUSE

WHERE CLAUSE ©t =33 frae gféer faaas feu@e few it i<t T = fea fiost
Jet d3tHE & YIT da€ IS |

Syntax

1. SELECT column_ Name, column_ Name

From table_name

where column _name operator value ;
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s .-

1.SELECT * From customers
Where country ='Norway";
2. SELECT * From customers

where customer ID =1;
&¢:-cqAC =BY BE fias den (') €t =93 Ji3t Aet J A% fa ohfed 183 &et den €t
&3 &dt Jeti

SQL ORDER BY si=ds

Order by dt=es €t =93 fanse & Ade(sort) I35 BT J13T ATEt J|

Syntax

Select Column_name , column_name
From Table _name

ORDER BY Column_Name, Column name ASC/ DESC;

fi®:-Tue g feg Barg< &t (In Ascending order)

Select * From Customers

Order by country ;
wee i feg sar8e &t (In descending order)

SELECT * From Customers
Order By Country Desc;

SQL UPDATE reeie-

UPDATE AeeHeet 293 295 feg ue 38 37¢ @ 3u<1st (Updation) Bt a3t et J1

Syntax:-
UPDATE table_name
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SET columni=valuel, column2=value2 where some_column= some_value;
-

UPDATE CUSTOMERS

SET contact name="Alfred',City="Hambury' Where Customer Name="Alfred Futter";

SQL ALIASES

SQL Aliases € Ta3' eHuddt (Temporary) AN €T 298 AT T&H IfSa1 § daH Jas et
13t 7t T

Syntax :-

ITHBH BT

SELECT Column_Name As alias _name

From table name;

9% BEl

SELECT Column-name(s)

From table_name As alias _name;

s --

1. SELECT CustomerName As Customer,
ContactName As [Contact Person]
From Customer;

2. SELECT Customer ID, Contact Name

From Customers As C;
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SQL Aggregate Functions
SQL f&'9 o€t 39t & Aggregate (Hardtare) functions € <93 13t A€t I1

=>  AVG() - Aveage Value fadeds da& et
=> COUNT() - A fare® Count et

=>  FIRST () - ufa®t Value €< et

=>  LAST() - MiTSBT Value ©< St

= MAX () - A9 3 €31 Value €< Bt
=>  MIN() - A9 3 &¢I Value €< &t

= SUM() - 73 o< et

SOL GROUP BY STATEMENT

Wardidie §9HaR € 5% famer3d GROUP BY STATEMENT &t =93 a3t Aet 91
GROUP BY STATEMENT %aid1die §aH& € 5% f&d Conjunction (F&HaHS) € 3§ <93t A<t

J 3t 7 fq feq 7 feqg I U T&HE @rar fa 3 fapd farse gy a3 A7 Ad |

SYNTAX :-

SELECT column_name, aggregate_function(column_name)
FROM table_name

WHERE column_name operator value

GROUP BY column_name;

SOL HAVING CLAUSE
MIIGIaIe GAHGH € &% AT WHERE CLAUSE €t @93 &d1 99 Aa< fer add §9aT 5%

HAVING CLAUSE & =93 a3t At J1

SYNTAX :-

SELECT column_name, aggregate_function (column_name)
FROM table_name

WHERE column_name operator value

GROUP BY column_name

HAVING aggregate_function (column_name) operator value;
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7.14 CREATING QUERIES
Sub Queries In SQL : -

fea mg-gmidt AT Inner query (fesg gmidt) AF dAfes gmdt (Nested Query), SQL
gdl € Med g€ § 3 WHERE CLAUSE €t ¥93° Jad faudt A€t J1  Ag-gidt ©f =93
€W 32T & faeds (RETURN) 35 &€t J13t Afet d # He Fidt fee fea astas < 397
Fafamr AT 31

Ag-g#dT & WAt SELECT, INSERT, UPDATE "3 DELETE AeHeH € feg =u-

Ty Qudeg fAe fa Like =, <, >, > =, <=, IN, BETWEEN »Tfg €t @93 Jdd 9T Ad< 7|

s -

1. SELECT * FROM CUSTOMERS
WHERE ID IN (SELECT ID FROM CUSTOMERS WHERE SALARY > 4500);
2. INSERT INTO CUSTOMERS_ BKP
SELECT * FROM CUSTOMERS WHERE ID IN (SELECT ID FROM
CUSTOMERS)
3. UPDATE CUSTOMERS
SET SALARY = SALARY * 0.25
WHERE AGE IN (SELECT AGE FROM CUSTOMERS_BKP WHERE AGE> =27);
4. DELETE FROM CUSTOMERS
WHERE AGE IN (SELECT AGE FROM CUSTOMER_BKP WHERE AGE >27);

SQL VIEW

View f€q Tagm® (virtual) 298 J1 fe€ € fe v &t 3g7 & dvm w3 TBHA I€ T51
fe@ &t dtwsa €9 StwsH Jet I5 | 37¢ER © fea AT U IS (Real) 298H feg
BIT Jett &1 MAT view € fE9 SQL &aH&H, WHERE M3 JOIN AEeHE AHS a9
Ao gt

SQL-CREATE VIEW SYNTAX- fe€ s=g@=r

CREATE VIEW view_name As
SELECT column_name (S)
FROM table_name

WHERE condition
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SQL - UPDATING A VIEW

it fe€ & Jo' feure 391 5% muse =t J9 AgE T7 -
CREATE OR REPLACE VIEW view_name As
SELECT column_name (S)

FROM table_name
WHERE condition

SQL - DROPPING A VIEW
wiH : ufgsT g=e 3T fe€ & Delete & a9 AT 7 :-

SYNTAX :-
DROP VIEW view_name

SQL Arithmetic Function OR Mathematic of Expressions
»IEHTed SAHGH & =93 gHfdd sTeT €3 13t ATEt 7 fA= fa@ Decimal, Integer,

float, real, smallint M3 tingint.

SQL fe'9 =93 A= T8 T »iduNfed EIHGH J6 fa 3 Jre 75 -
- abs ()
- ceil()

- floor ()

- exp ()

- len ()

- mod ()

- power ()

- sqrt ()
Field Captions :-
ITBAA & TUHE (caption) B BeT Jo' feure 3dta 5% oz fe st A7 Aaet J1
SELECT 'Alex' As Employee, 14.82 As Salary;

foase - Employee Salary
Alex 14.82

(1 row affected)

SELECT 'Alex' As [Employee Name] , 14.82 As Hourly Salary;

faase - Employee Hourly Salary
Alex 14.82
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7.15 fa@us faide-Relational Report

295 ©t falge ga8=TI

MICROSOFT ACCESS 2003 & gt :-

1. fooms &3 68

2. HeW¥9 3 IGS I3 3 [I'PRINT RELATIONSHIP 3 B I

3. MICROSOFT ACCESS fea fauge feurgar # fa fasgs 303t fovnasmy f&3 &t
3qT Ban |

MICROSOFT ACCESS 2007 #f §€ € IS :-

fogs € €3 ‘Fean ex ¥’ I afea Jq|

fous © foBmsimy Fams 3° ‘RELATIONSHIP 9¢& 3 Jf& o dd|

feonsfay f&3° ydat, (@ay fee ufost se ae Ae faBnsfy feuret e<an)

Z®H AIHG 3 ‘RELATIONSHIP REPORT’ 3 af8d & |

301 fosnafay fauge feuret e<qit fam & feg 3@ ‘PRINT’ aH's & Hew &

g 3 fie a9 Aawe J1

AOwWON -

wifen
e -gvs3 yns -
1. fesue vAa 3 fea &< fay
2. foswsfay St faastut famit 957
3. dedafmms fEaIdtdt (Referential Integrity) 3 It & AMS< J7
4 SQL &t J7?

5 SQL &t ¥93 979 T@H?

6.  SQL »ddidre eams €f et €R?

7 AT-gdt 3 &t I7= I?

ﬁ—@%ﬁ*%"ﬁ't{ﬂﬁ:—

1. SELECT adt € Hee &% 298 ga78<T, 295 feg 3Ter ufeT 3 muse 995 <t
ySfamt EH7?
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