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Data — Processing| — Information

GIGO (Garbage In Garbage Out)

Computer
[ ' |
Hardware Software
- Input Hardware [ ' — ]
- Output Hardware System Soﬁware Application Software
- Processing & Memory Hardware - Operating System ( Customize / Packages )
- Secondary storage Hardware - Utility Programs - Word Processing
- Communications Devices - Language Translators - Spread Sheet
° - Database
- etc. - Graphic , etc.
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oll 00@@ - Punch Card Machine
Gl oR%)0 1st Gen: Vaccum tube 1000 cal/sec
9 oebo 2nd Gen: Transistors 10x1st Gen
G oebs  3rd Gen: Integreated Circuit(IC) 100x2nd Gen
ol oRQO 4th Gen: Microprocessor 50x3rd Gen

ol OROO 5th Gen: Artificial Intelligence(Al) Million Inst/sec
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()  Notebooks( 4-7.5 Pounds)
(5)  Pocket PCs or Hand Held PC (1 Pound or Less)
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oll 1st Generation  Machine language

i 2nd Generation  Assembly language

ol 3rd Generation  High-level language
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Personal Computer Hardware & System Maintenance

o CO ﬁ C C C C c oc oc¢C
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Components of a Computefog§¢jjo70dcd:el sao%o%saé%&:ep:)
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(»)  System Unit

(=) Monitor

(o) Keyboards¢ Mouse

( ) Printemoaéogé:gﬂozn% Gogcq@é@ogoaéu
System Unit

i System Unib>o'5@LcﬁW 39035 23&s ooc GG@DOOO%@EB Qs o%c&ccﬂoaé

(»)  PSU (Power Supply Unit) [ AT/ATX ]

() FDD (Floppy Disk Drive)

(o) HDD (Hard Disk Drive) [ IDE/EIDE/UDMA33/UDMAG6/SCSI ]
(w) CD Drive (Compact Disk Drive) [ IDE/SCSI ]
(c) Mother Board [ AT/ATX]

(o) Interface Card / Controller Card

() Sound Card [ISA(8/16 Bit)/PCI(32/64 Bit)]

(o) VGA Card [ISA(8/16 Bit)/PCI(32/64 Bit)/AGP]
(e) Fax Modem Card [ISA(8/16 Bit)/PCI(32/64 Bit)]
() Main Memory [FPM/EDO/SDRAM]

(¢g) Cache Memory
(g) CPU [Intel/AMD/Cyrix/TI/WinChip]
( q) ROM BIOS [AMI/AWARD/PHOENEX]
(o) Backup Battery
(

@) Others
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Mother Board / Main Board
o] Personal Computebdaxat saeegoed: 52805923800 Main Board 23ewo)
Mother Boardgédloogdn g& Mother Boardeyé CPU, Chip Sek¢ oofgniag s
oodewesep: Slocaladpdn Bar(gE safgo: Expension Cardp: ox6s0éqé Slotsep: dloé
o’]oapi)n Mother Boardooé?eg:gﬂcf)qoog(c: csfaoo%G@T[go']sfaql(ﬁ@p:(roL) ooéogé: ®§:m:
Qepd [gSa0pdi GE:den -

(m) Processoméjlmm:
Processor Socket/Slabdjzsooo:
Mother Board Speed
Cache Memorylo¢o
Main Memoryoeoan

€ o w©

e 0

BIOS 99@3{:99@0:

Form Factor (Full Size AT, Baby AT, LPX, ATX)

Interfaceqp:cloée (PCI, VL Bus, ISA, SCSI, USB, PS I, Serial,
Parallel, Interface ..... )

Plug and Play (PNR)6:ceoné§Ee
o)  Power Managemefjjco68&e

¢) Mother Board Chip Set

g) Documentation / Manual Book ..eo0p5c3[gdclaogdi

8

N/ NN NI NN/
)

o)
<

N TN AN/ N

Bus, Slot and I/O Card
g epdoopd Computer Systerwd Mother Boarchopd sacegax(gdoopdi Mother
Board 99035: Hardware Devicesagt:qé: sacodcodeps Bus veslcomn Wire [
OGO @J’J:@cf: s@@%sa@%@o(ﬁagogej S’BC\B(C)C\I_)(%Or]QDéll Mother Boards Bus Design
§E:0059/0553 O( J)op¢ ewd[gaoadlaopdi  Personal Computendaioyé comnaddl Bus
sadi2202202 Slo&dloogh-

(») Processor Bus
(=) Address Bus
(o) Memory Bus
() /O Bus

oV
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External Half (or) Full of CPU Speed

Cache /IW[\ W
<Bac Side Buy Cachd

[
& ol v
= &
& 60/66MHz ) =
& Front Side Bus Q
@ oy PC 100/133
S Memory
chipset | Wemory_ » [Raw |
AGP Chipset Memory RAM
PC 66
Memory 528MBP
Classic Mother Pentium Pro/
Board Design PII/PII Design
o (Dual Independend Bus)
¢ ()
H C ¢ c C C C cocCc ¢ Q C
i sfa@oo Devicegpssc CPUO@@§390J):§ soodpuesoncgmscys /O Bus (13@0?0’))
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(») Sound Card
Video Card
Network Interface Card (NIC)
SCSI (Small Computer System Interface) Host Adapter ...etc
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S]
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Classes of 1/0 Busegl/O Buses s2djtg200:¢)2)
G Personal Computebédéss@c;g?@é @é@o:@mgé:om:@é 99036036
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() ISA (8 bit/ 16 bit) (Industry Standard Architecture)

() MCA (16 bit/ 32 bit) (Micro Channel Architecture)
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(o) EISA (32 bit)(Extended Industry Standard Architecture)

) VL Bus (32 bit) (VESA Local Bus)
) PCI Bus (32 bit/ 64 bit) (Peripheral Component Interconnect)
)

C
o) PC-Card (Formerly PCMCIA)(Personal Computer Memory Card
International Associatior{Note Bookepscpé s2o3(gaopd)

oV

(
(
(

on  Personal Computesncolgearn ane$ Mother Board»docé CPU, Chipset,

Memory, I/O Devicesgpzsog gt 90(73:1305@@0’)580%@§5399 c30061303E: [§oSlaopdi

CPU
Pr External
ocessor Cache
Bus
(High Speed
. Bus
Built-In I/O Bus Controller I/O Bus Slotted
110 (Slow Speed) Chips (Slow Speed) 110
Memory
Bus
. (High Speed
¢ (%)
RAM
. 0oc _o0 o ¢
Microprocessors (§o5m§o§soadzooep:)
el Personal Computebsci:el Model sdsaadxsmlgodeoscan sa8mogadies CPU

[golaopdn CPUB20p56n 003cB§:900005 wsdodalgdG: Computerndaial B:cgood
o el D§ESloopdi CPUgd Computermdcxel saneoms:adcep og(ﬁgﬂ(rc)ﬁgsfao
s@@o:ogo%qo%ﬁ§§ Processing%ééq:@pm‘f: C\L)gcaoocczeo:%éo']oaéu sawgom%:cf:) ooyo%@oo
§éecan FPU (Floating Point Unityé CPU o3 Chip odame0pE:0¢ copdanéi)
L 1 e L L o} o o O

o

oopdeammeoni(gizas[gc Microprocessons cal B3§Ealaogdi g Microprocessor)

L

IBM, AMD, Cyrix, Nexgen, Intel, DEC ...@oapé@gcn%qo:@ ogo%@@cgo%%or]wén
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Intel Processor Specifications
Processor CPU Std. Internal Data-Bus Address- Max- Multimedia
Clock  Voltage  Register Width Bus Memory Instructions
Size Width
8088 1x 5v 16-bit 8-bit 20-bit iM
8086 1x 5v 16-bit 16-bit 20-bit 1M
286 1x 5v 16-hit 16-bit 24-bit 16M
386SX 1x 5v 32-bit 16-hit 24-bit 16M
386SL 1x 3.3v 32-bit 16-bit 24-bit 16M
386DX 1x 5v 32-bit 32-bit 32-bit 4G
486SX 1x 5v 32-bit 32-bit 32-bit 4G
486SX2 2X 5v 32-bit 32-bit 32-bit 4G
487SX 1x 5v 32-bit 32-bit 32-bit 4G
486DX 1x 5v 32-bit 32-bit 32-bit 4G
486SL** 1x 3.3v 32-bit 32-bit 32-bit 4G
486DX2 2X 5v 32-bit 32-bit 32-bit 4G
486DX4 2-3x 3.3v 32-bit 32-bit 32-bit 4G
Pentium OD 2-5x 5v 32-bit 32-bit 32-hit 4G
Pentium 60/66 1x 5v 32-bit 64-bit 32-bit 4G
Pentium 75+ 1.5-3x 3.3v***  32-bit 64-bit 32-bit 4G
PentiumMMX1.5-4.5x 1.8-2.8v  32-bit 64-bit 32-bit 4G MMX
Pentium Pro 2-3x 2.9v 32-bit 64-bit 36-hit 64G
Pentium Il 3.5-45x 1.8-2.8v  32-bit 64-bit 36-bit 64G MMX
Celeron 3.5-7x 1.8-2.8v  32-bit 64-bit 36-bit 64G MMX
Pentium!!  45-8x  1.8-2.2v  32-bit 64-bit 36-bit 64G SSE(MMX,3D)
MMX=Multi Media Extensions

SSE=Steaming SIMD(Single Instruction Multiple Data) Extensions
QLODs (o)
C

ool Intel oo cmodcodaod Intel Processoqf):@% @cﬁ@agcc:ep Sfaqés’qu&qozo%
LO 4 L L (] JL L L

ooa')"(o)or]sfao%cc:" co §8E0laobdi
: 0CF R4 2

ool Intel Processosp:en cxgéo%écaooégcﬁ%écm Memoryoesanad Theoryseg

ooa')"(o)or]sfao%cc:" con §8E0laoobdi
: 0CF BT 2

o i Processospaimgsssiaopd Mother Board :o[g$ss:sS ooxp38Eal Processor
A:[3$55:00 CPU Speeda3ovos) CPU Internal Speedbesl'<3(3: Mother Board
A:[3§55:00 Mother Board Spee@3ownod) CPU External Spee@ewncd) FSB
Speedy cal'B§Ecloogdi CPU Speedé Mother Board Speed§wsodd Sionzco
cgeqdeax Performanceoxégsdloghn CPU SpeedopsMother Board Speehad

5220 0535082005 car( J)dloacdE: cap §8EdaES-
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CPU Type/Speed CPU Clock Motherboard Speed
Pentium 60 1x 60MHz
Pentium 66 1x 66MHz
Pentium 75 1.5x 50MHz
Pentium 90 1.5x 60MHz
Pentium 100 1.5x 66MHz
Pentium 120 2x 60MHz
Pentium 133 2x 66MHz
Pentium 150 2.5x 60MHz

- (J) Pent?um 166/P6 2.5x 66MHz

Pentium 180/P6 3x 60MHz
Pentium 200/P6 3x 66MHz
Pentium 233/PlI 3.5x 66MHz
Pentium 11 300 4.5x 66MHz
Pentium 11 350 3.5x 100MHz
Pentium 11 450 4.5x 100MHz
Pentium !!l 500 5x 100MHz
Pentium !l 533 4x 133MHz
Pentium !l 667 5x 133MHz
Pentium !l 733 5.5x 133MHz
Pentium !!l 800 8x 100MHz

Memory (¢c5pas)

opi Personal Computenscxe O’OJ(TCDQJO%ﬁQJ’J:I Process;p:cx?cc)eaoocc:q:ogé CPU
gc@eﬂ&esooégo%@& o[gi8§eopdecomnéts c@a&caooégo%@& [Gieo6[B:5c0p5:e0m sl
mq(ﬁmmcﬁeﬂo:l ggr.@o:qo%@p:o% Memoryogé a%é:aoé:ooo:q% C\oegacc)of]ooén

oGl Mother Boardoyé obs0é§Eeas Memory Chip(3oorc) Memory Card
s@ej[:ofa@o:@p:(f% c‘éooc(g@o$§c§ooécaooogc§mq DIPs, SIMMs, SIPs, DIMMSJIEQj
g)@o:%cc:or]oaén

o Mother Board:cl'oé Memory g3 oxdoéepg Memory Bankoéosa(ged
0969089:1730%]8 99035096@@0’38@@ @o%or]oaén Mother Board, PrOCGSS@psz\?}(TC)
Bank®§5oao°3<j>o°>ql(ﬁq9:| m%wcf:q(ﬁ@p: éjo’]oaén MemoryooSaoéepogé Memory
Cardep:oops Speedsé Capactityep: oopdes dsebpda[gé FPM, EDO, SDRAM

DVPODID: OGS 3326012
PRORCORSE RSP CPF200TOR
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Monitor (ee%$ooo)

o Monitor op¢ CRT ( Cathode Ray Tubes}o>eax Monitor s¢ LCD ( Liquid
Crystal Display )o3o3:cax Monitor vq) s6d:§cloopdn Monitor sadjsseeniepien
c800H0l2a03E[gd0laopd-

Monochrome

CGA ( Color Graphic Adaptor )
EGA ( Enhanced Graphic Adaptor )
VGA ( Video Graphic Array )
SVGA ( Super Video Graphic Array ) -

XVGA ( Extrasuper Video Graphic Array P

o

]
@)

€

S~ N N N

NN /NN IN N

e 0

oo Monitor ogcc: Power On / Off Switcho§5e1 sacotzmacenc st qodsolgead sacdl
CEM WP YRR [gevd§eorn Button / Adjustmentyp:clg(Se
cgr0d0mn0p¢ Data Cable (9Pin,15Pin) Male Tygé Power Cords3cl§oopdi

Connector Connector

9 Pin oo o o 00000 15 Pin
Mono, CGA, EGA [ 6 6 o o Co000 | VGA, SVGA, XVGA
% ()

ool Monitor séo3ecdmadfgepd VGA Card/ Graphic Card oé88sadgicdeann
Resolution, Color Settinggp:o2c3os Video RAM c3263cbanan:

L

Resolution 16 Colors 256 Colors 64K Colors 16.7M Colors
640 x 48QvGA) 0.15MB 0.29MB 0.59MB 0.88MB

800 x 60QsvGA) 0.23MB 0.46MB 0.92MB 1.37MB
1024 x 768GA) 0.38MB 0.75MB 1.5MB 2.25MB
1280 x 102&xGA)| 0.63MB 1.25MB 2.5MB 3.75MB
1600 x 1200 0.92MB 1.83MB 3.66MB 5.94MB

VRAM Requirements for Various (VGA/SVGA/XGA/SXGA)Resolutions/Color Depths
ocm:(g)
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98:0)5:9J0’3u 1024 x 768 Resolutioﬁ: 16 Million ColorcoT@%éc:m Framemo%:go"?
Monitor col'opé col[g§cqs SVGA Card § Memoryoeoan 2.25MB

B605[gog) cwodecy pé VRAM 4MB o6508q$ cdsabcloogdi

Keyboard (scp05% a300p0d 231059000058 Ep3§ (0321905 copdogionpbogpds)
o@ll Keyboardooaé XT Keyboard, AT Keyboard ( 101 Keys, 104 Keys, Windows'95
Keyboard, Windows'98 Keyboardy) coz §SEolaopd

& »
)
PS2 Keyboard Connector 6 (9) 101 Keyboard AT Keyboard Connector
( 6-Pin -Female ) ( 5-Pin -Female )
Mouse

Joi Mouse(p) gj:§cloopdi Serial Mouse, Bus Mousg Inport Mouseggddlooghi
0epiad: Sadizeonien Serial Mousggdaopdi

Serial Mouse Connector
O O O O O
@00\\ PS2 Mouse Connector

o (6)  Mouse & Mouse Pad
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Printer
Joi Printers3oopben Datagps qooc;p :3 Output (Hard COp)@ae§@5 QoS D
oooooacan@m@@o’]oa@n Prlnter@p m 383 @c emmo’]a@mo §® O[ %\)
(»)  Impact Printer

C

(=) Non-impact Printet3[gdclooghi

25 lancs
:3ElaseS-

Impact Printer

JJr - Microcomputero: Impact Printessdjssaoniqpiope -
(») Daisywheel Printer
(s) Dot-matrix Printerns)cag §5Eclaopd

Q

Joi Impact Printesp:oocd Hammer (or) Small Pirpzlgc §05§6ea Printer
89@3[29’20)’)0%’30 @@@O&gll

Daisy Wheel Printer
Joi Impact Printers?@j)lzsgm:obogé clo€aopdi Solid Character Printes>copd:
cal"opdil cwdeamnEeand Type WritersCaofoaopdn Daisy Wheeksl™ o3o @')ogo%

C o Q 9 C C ° o C 00 ° C C
G§GCD’) C\)(T)O)S?CD:CD:GOT(%)C G@r]C!Z@(D’JC\B:@kP:(ﬂé]OD@II @QS’BO?%@[GCD’D ®’)6](7)(Z% GBCDJOJ
C C ° O cocC

O’)éGC\J)J’)(Y%OODS Daisy Wheebogs coéoo%c;gocq'):@cz ¢ 050303 §aH§S0DI

L L L

o]

Dot Matrix Printer

J91 Line Printeradoopdes Ribbon i3saad:(g) Pin opzlg§ad§bocedeoican
ooo(gboopdn Dot Matrix Printer oxcopdicslaopdi Dot Matrix Printer oop5 Pin
s@eqsaogcﬁcoT%ooé@: 9 Pin, 24 Pin qgej sfaemzsfang@osooozof]oaén

24 Pin 9 Pin
Printer Head Printer Head

Dot Matrix Printer
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Non-Impact Printer
J&i Microcomputeroo: Non-Impact Printessdjgsaonioé -
(»)  Laser Jet Printer(Photocopying machiiec o)
(2) Ink Jet Printe{Nozzlegp: 2203:[g)q) Ocwd)
(o) Thermal Printer(Special Paperi(g)) o) o, §8Edloogb

Installation of the Computer and Accessories (AT)
(cg$q|lmo§§socﬁogogé:qu 0’)8@8@83)
Jon AT System Unit ZL)(@)OQS Computelsé soo%@gogé:eﬂoz 0’)8@0&}9’) 6320050]
9’30’%83 @o%or]oaé -
(o) AT System Unitoyé Power Cord oo6e0&[gé: 1 System Unitpé§eom
AC Inlet Port(A) o3¢ Power Cord3 §o>a00503620&dl
(=) Monitor Power Cord o>608&[gé:
(o)  System Unit§ AC Outlet Port(B) s¢ Monitor § Power Inlet
Porta? Loop Back Power Cablgt §05a005 036200l (Bewno)
()  AC Sources Monitor § Power Cords3sa: 3c5§05 §jcda00d

L L

[

oo@aocc:of]n
(o) Monitor o Signal Cableso: System Unitopé oxdsofconicorn VGA
Interface CardC) op¢ gjcdeocron6a0Eali
(o)  System Uni§ Keyboard Input PoiD)c¢ Keyboard Connectarao

C C
O’)O@OCO,]II

(c) System Uni§ Serial Pori(E) ¢ Mouse Connectosz: ox5z0&dl
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(o) System Unitpcs Parallel PorfF) o3¢ Printer Data Cablex:onosoccli

(s0) AC Sources¢ Printer Power Porz: 5305805 §joda005 03620EA

(o) System Uni§ Sound CardG) § SPK Porixé Speaker Connector
3203 0’36908(5]"

(@) UPS ( Uninterruptible Power Supply ) §o5soabs2ad:ggé:n AC
Sourcee UPS| UPSo System Unitz3 9$m 9> 320900 §oH0D
0620 F20X%(gqedI

() Surge Protector§odsoad s205:[g|gé: 1 Surge Protecta’ AC Source

§cf: UPSa[o3ozconzg s@o%:[g[qgé éoap_f)n

C C ° C C [0}
( g) OD030CO3IIDQD 32038 @§O’)§Q Q/QQ QOGO
I L 1 i 1 1

o]

Rear Panel of AT System Unit

e p
) DB 25 PARALLEL PORT (F)

AC OUTLET (B)
fﬂ & @ (TO MONITOR) k:.....’.......’.....j
%ﬂ VJ @ AC INLET (A)
DB 9 SERIAL PORT (E)

Sd ha =4 hai

L KEYBOARD INPUT (D)
| VGA INTERFACE (C)

|q  / i_ PARALLEL PORT (F)
PARALLEL SERIAL 1 PARALLEL & SERIAL

[\, . INTERFACE
| -o °°| SERIAL PORT (E

| | 9’3@0 Sound®§o O’)(D% ©
' O/Pm gc Porbocoopjeﬁ

Speakeboo;ocq§
SOUND CARD INTERFACE (G)
9’3@0 Sound®§®oo®ooo

o/P oooosl@? G§€p
MIC oooaocsﬁ
VGA INTERFACE (C)

 I—

-C
—
~—
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Installation of the Computer and Accessories (ATX)

c C (N Co e C__Cme,
((Q§OJ|[OD§CE@OO’)®OOQB@°@J’)° O)OGDC@C.,)

JG')II

ATX System Unit ¢ (00)ap¢ 036208060 co3050l3203¢: [§dSlaopd-

(o0)  ATX System Unitoyé Power Cord oosoéfgésn AC Sources System
Unit opc§ean PSU (Power Supply Unit§ AC Inlet Port(A) opé
Power Cordac?’ @‘jo%aoo%mcc)aocc:o']n

(=) Monitor Power Cord o>z08&[gé:

(o)  System Unit§ AC Outlet Port(B) s¢ Monitor § Power Inlet
Porto3 Loop Back Power Cablg §0520050062080l (300005)
() AC Sourceo Monitor § Power Pori3sm: 0365§cd 9j0>a005
0620E0
Rear Panel of ATX System Unit
e ) (. )
e ) 2o i
SN 00 00 N
fﬂ '§ @ AC OUTLET (B) § gO:I 303' §
N ( |] 5 AC INLET (A) ol
\N & [D" : :/ q a
0 | ¥ c
ol © ¢
/ oy 20 V)
B
I8 11 %://
O . @)
¢ (00) o o
©) °e
c ¢ < ’. %
%[g0: Soundosdcmdae o ° =
O/Po% 95: Portoggooée§ .: o
Speakebo8q$ :. )
VGA INTERFACE (C) .: 3
’—Qu SOUND CARD LA
° INTERFACE (D) 8 0: )
°
| =[g2: Soundosdcdead < .:
| | o/pP o?o%q$c§q3 > o
\. = MIC ooé;oéq% - J
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(o) Monitor ¢ Signal Cabless: System Unitpcodsoéeonicorn VGA/
SVGA/AGP Interface Car@C)§ Interfacecy¢ §ods0050060Ed

(w0) System Unit§ PS2 Keyboard Input PofF) ¢ PS2 Keyboard
Connectok: cd20Eli (Bewod)mlgnkeyboardyp:ad oot sea(g
ScloPS2 Keyboard Input Poffe)opé Adapterse) s2od:(gi§Eclaogbi

(c) System Uni§ PS2 Mouse Input PofE) o3¢ PS2 Mouse Connector
32:006908 i (0%90305) s@@o: Serial Mouseaoéaoggao{)z@[@é@%or]m
COM A ¢ Mouse Connectosa: ox6socali

(o) System Unitoy¢ ondsoSoonscoon LPT Parallel Por(G) o¢ Printer
Data Cables»: 06200l

(s0) AC Sources¢ Printer Power Porao: Power Cabl@é c30o§0o805e000
0’38908(){]”

(o) System Unit§ Sound CardD) ¢ SPK port op¢ speaker Connector
3203 O’)S@Oéor]ll

(@) UPS (Uninterruptible Power Supplgdsocdseagclos AC Source
o UPS| UPS¢ System Unita3 9%09%(030 205305 §oda00d mbant
5220:[g|qepdl

(o) Surge Protectoficdeoos so3[gclor AC Sourcee secgodopé Surge

L
O ° C C C C ° C
Protectoro?aej UPszaocoo)c mosocs@o?:[glq@@u
( g) oocc)aocczﬁm:c{é:m: 9$m$ﬁ§/@§] G20PYD 06ca0:0l

(o]

Starting the Computer (For DOSXDOS 9225t
Jen  Disk Operating System (DOS}od:(gp
Jloogd-

E’lf%$(ﬂ|l0)98’29300’)58’2(1)80%860@
$OJ|[O’)’)@J’):G?’JZ GS’B’)U%O.’]G?U%E\IS

o) AC Sources Switcha3 Ondli

System Unitg § Power On/Off Switch (or) Buttos® On dli

Monitor Power Switch3 On dli

G@g})%@oogg "C" Prompt (C:\>-) (or) Command Prompt (or) MS-
DOS Promptdlamncles Computersa: oo seaxg)SEG[gdaopdi

]
@)

AN 7NN/

€

N~ N —
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Starting the Computer (For Windows 9x)
(Windows 9x s2ad:[giop§0jor920: 0Esrcdardeol(gé:)
pon Windows 9X Operating Systmq"mqp 9201 630l
(») AC Sources Switcha3 Ondli
) System Unitg § Power On/Off Switck Ondli
o)  Monitor Power Switch3 On i
)

(=
(@)  cagmlopayc Window Desktop Screesdlanes Computerss: 0oxé

|—80

OG
on

20
On
Cy
9

(B
1

s@o%:@%é@@o%oaéu

Shut Down the Computer (For DOS)( DOS 20:[gjop§ ojjoros20: 305(5¢:)
pon  Disk Operating System (DOS’}Q%:E}[(Q%OJ"OYJQH’):S?’): c0HCl203¢: 85§E
Slaogd-
(00)  B8saXxged gSoomeonn Filesgpn Foldersypn Application Softwares
Qs m:ooo%aoc?@(c:: Closecxg&ﬂu
(s) eso0da: Screerf C:\>- (C Prompt or Command Prompt or MS-DOS
Prompt);ono@é@ogoaéu
(o) System Unitg§ Power On/Off Switch Off codoli
(w0)  Monitor Power Switch Off coddl
(¢) AC Sources Switcha3 Off coddli

Shut Down the Computer (For Windows)
(Windows 203:gjog § gjjormso: 85(g¢s)
QN WlndOWS 9x Operating Systesit AT oogmpaoqp 15202 6EO0I303E: 3H§E
Jloogd-
(00)  B8saXxged gSoomseonn Filesgpn Foldersypn Application Softwares
opzo 63[G:0de Closecdal
(s) Windows Desktop Screemoosc[3§ Task Baredl'o Start Buttons
Click C\Lxc)or]n (o%@o?o%) Short Cub@e§[§§ Ctrl + Esc Keyﬁ@@%& I

(Bownos) Window 9x Keyboardy:opc Window Keya385al
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—~
[}

N /N
(B o

Start Menlbono@éH CB(OO)

Shut Downcdegzq) Click cxdoli (Bowao)

Short Cut:zac§[§<§ Alt + F4 Keyo%o‘;)@%&ﬂu

Shut Down Windows Dialog BoxdTaooepdi o(o )

Shut Down Option Button3egzs) Click cod[8: OK o3 Click codcli

" It's now safe to turn off your computer ? " Messageol aopddeoncdl

(JQCSSJO%II ATX System@o%o’]oo Qﬁmoo%:@c;o'ro}) %Q%G@GQ}JDO% Turn
Off @10363803@&5@633&5”

System Unitg § Power On/Off Switch (or) Buttor® Off co&dl

Monitor Power Switch3 Off co&dl

AC Sources Switcha3 Off coali

Programs »
Favorites »
Shut Down Windows

Documents »

Ywhat do you want the computer to do?
Settings k

" Stand by

' = Shut dowry
" Restart

Help

™ Festart in M5-D05 mode

k. I Cancel | Help

]
W
=
@ Find
@
&

., JCN)
¢ (00)

Start-Up Procedure for PC(m%qloaoméd):S:05(\3]5003539095gcﬁes'asocczsoé)
L O-° JL ° °

(o]
Q ¢

Il ooco omooo%c{)so% 82@8(\)(‘00& C&é @s@oo%cﬂs@aoé@ozs@o%& Gaoocc: orC) : Read
vy FQll d 8 R
(] L 'L el 10 3 L S

c.Q 9 o SBSA)
G’BGI)(;O% GGTDO’)%]Og)o@g@@O OD@-

L
C
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G

Power Supply Unit (PSU)i Computerodcd:oont 5203:(g)q§ s20305

SseEB0r0pds¢ PSUopd AC Voltagecosds qoofg DC Voltage(s) djg
(+5, -5,+12, -12 [g§copdoooreozoopdi PSUgE: Output Voltagec)
QJeod £5% Errorsfaog& sfa[g&i@c?emcc: Maintaiwéeoae§@8:[§<f: Regu-
lated Outputd oSeocde(god coodeos Sloopdl PSUags Switched Mode
Power Supplysdjisae:009 [do0pdn £5% Errorsdaopdes 5V Output
sfaogo% 4.75V sfa:§é:afgs§ q@é@%@: 5.25V w@éa@zéﬁq@égéwc@ 12v
Outputsacpad 11.4V sagpkat: qepepdfgdl: 12.6V aplgcaxggepsgooogdi
Mother Board / Main Board (MB) 1 PSUoco>co:con Regulated
Output Voltagesi + 5% Errordo§e> Mother Boardeodeao:(G: 4.7V
§¢ 5.25V @1 m[géeqpodesay Mother Boardocooseddh 4.7V &
5.25V99088:§]9m0ﬂ8 Power Good Signal (PG} PSUJg$3c0z00pdi
PG aopdcBegdeqpe[lyod: 5V §aopdn PG Signalg§copdeqeyé PSU
madocdeondl Bgdg) PSUsE Mother Boardoopd oodesconds
Independerfoclaspdn PSUgebc3¢: Mother Boards3 ec38cdcoq§sS
Mother Boardyoo3¢: PSUo3 0b8cbcoqs 8opconzg:gdaopdi
Crystal (X'tal) 1 Crystal oopd c3&:ccdapda3§umn(gdoopdi 2ot

C ’] "] (o] (=] C C C C C C C C
G(T)J’JO’)[Q’):O O §(TL) Q)O):C)E:COJ(%)COO@G] O)@GSO’J(DOOO%CD@II OCC\)’)CD@

Samie[opé Crystal§oococopad(gnionssloo Analogadé: (14.31818
MHZz)coodeozo0pbi gE:cdé:ad Digital Clocksfaogcc:c;[go&ogq$ B30I
Clock Generator i Crystal ecocdcoscarn Analog o3¢:03 Clock
Generator IC3 co:3(3: ¢z IC o Digital ClOCko%s@agéc@o&eo:wéu
Digital Clock (or) Digital Pulse u Digital Clock c3oo>a3¢ep
Frequencyqp:ad sesooxés) Mother Boardogégle:m IC , Memory,
ProcessqQiROM-BIOS, Chip Seboaéooo%o%%é:)& s@o%:o%:o% eoz%wén
ROM-BIOS (Read Only Memory Basic Input Output System)
Mother Boardol'ea¢ ROM Chip(Read OnlyMemory)sl§cloogdi g

C C Q Ce C c _C C C C Q _C C
soncsooc Programm leplaNeeealevelisloplosion:lop oom@meozmmcﬂoa@u
s} o L Ly oL L ] L

N -

ROM BIOSQJP_S Gsfaooc)c;@T[gor] 99@05(9)@05@5 C\B(SGO’JDEO']OOé—



PC Hardware & System Maintenance 23 oomcg$

o Power On Self Te$tns ojom&:0cs|s0os) ootodeaofgardfat:
O§ k"l Oe J?J JL l L
() Boot Stl‘appingcrg$()Jumsfaaoéwé@@eoq%ﬁoﬁeo:@&)

C C C (o
(Q) Low Level Interface@ﬁardwarenqc,qco 99@§330J3§ 00O
o5 Interface[glcoéco:@&)
L L

Power On Self Test (POST[S:¢¢ ooé‘?é::s'ac\%s'aeaqpogoogeeo.@é )
oG POST aopbap§ gomadecmieécdodeanansl mégomosdodacdicaéordané

conscoon Standard Devices (Memory, Monitor, Keyboard, Hard Disk, Floppy Disk,
CPU, Chip Set, ..@)3:093 ®oo€®o%eao:qor]oaéu

o9l POST oaécrg%ommoogé Disk Drive s@cqsgogcﬁ Qécﬂéiooél Serial Ports,
Parallel Portsodpoad (Memory) 53a3 odeaoieozdloogdi Testawds) g§eoon Hardware

cOocC

s@e@s@c§@J9:o% CMOS Setu@gic:cﬁ)é o)o%c;ao:[?]: o%o%ég%o’]m POST 99@0(39 Boot
Strapa‘é ano%‘éo']oaéu V0O g)“oog:@%or]m Monitor GOT%JE%(S]OCJ@J’D:G@T@@&I Error

1 o
C C

Message;o:[§8:| 9903@[3_5@0 o%@c $HBc0s o']oagn

Start -Up Procedure For PC :
(PCorocd:8:9¢ajCoomceanngorossnéol) :
:0:9C Q) §nQ CS0¢ cmos | | 1 ¢
: T
: MOTHER BOARD internal
Regulated Battery
DC Output 3V
: ROM-BIOS ;
5 © (+ 5% Error) Digital v, —(i) POST
—5> TUF clock _ [ (Power On Self -
AC| P |—: Analog — s — — Test) :
- T +12 -— . = _ [ ..
Y~ —» | S P S = g_g u L: — (i) Boot Strap
230v/iaiov | U |52 o s - —
PG : o
— — — — —
] . Crystal —_ — —
Switched . (Oscillator) — —  —(iii) Low Level
Mode : - Read Interface
Power : Other Only
Supply : — Devices Memory
: N Basic
Input °
Qutput LI.)(Q?)

System
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(“) Boot Strap Boot Strap Program Code

\l/ Boot Strap ——
- FTogTa I/O.SYS—SJ@)
Memory MSDOS.SY @
Program
Seg A ROM-BIOS === CONFIG.SYS—
@
COMMAND.COM <=
&(09) AUTOEXEC.BAT ¢—
Seg 2 @ .
Seg 1

WIN.COM
Boot Strapping (og$qnmosaaoéoa§@5@oq$cgﬁeaooé@é:)
o061 Boot Strappingop> OSa3 Memoryeol Boéeos(gé: (Bewod) Computers?
s@ofg:@@é@@q% Ready@ogc®[§<c:ssfa§8:o% G@O’Jég(ﬁ@o:wéu

oon Boot Strapping (DOSc)eSc;aooéﬁsfaaocf:aocfzgo Gmo%o']seor%&@ogorbaé-

(») ROM-BIOS Programgpzoop> Memoryel Segment fept csepaaopdi
ROM-BIOS ¢ Program LoadessI" Loader Programop a$ojjo
05603 Boot cw6qs Drive A (System Disk)el Boot Record (BR)
a%@o?o% Drive C(Hard Disk)&1ocoo Track,ocoo Sectorogé §egcom
Master Boot Record (MBR) Boot Strap Program Code
og%qmoméﬂ@o%@m% (Memory)eol's oocc:%@o:@s gézoggoqéjpaé Instruc-
tion @J’):or% é}o%@%o%aoo%aoom 00O C\LDLC)GaoocC:Goso;)éu

(=) Boot Strap Program Codex> System Disk (or) Hard Disi&q System
File (5) Fileggdeax (o) 10.SYS( ) MSDOS.SYSo) CONFIG.SYS
() COMMAND.COM (5) AUTOEXEC.BAT 63 Memoryedl's3 soc

C C C
QOOOOOCGO: OD@II

oon Boot Strap Programocd Input/Output Operatiom? ROM-BIOS s¢ay(Se
C\Lngcaoocc:c;ozeow 10.SYS Fileocéooogéztgo Memoryco’]":fé oocC:oo:or]:Dén oooC)z?ésm:@g
10.SYS oaé Input/ Output Operationg:a? ROM-B'OS?(Z‘,S?O’B Gaooégo%@o:oaéu

lo)



PC Hardware & System Maintenance 25 oomcg$

ol GEie5o05 Memoryedl'aeqpaddBlgocorn 10.SYSapd DOS RequesBelygc:
csooégo%co:c:no MSDOS.SYS Filex Memory cdl'a3 oaeozaogdi

gol  10.SYSopbewcdcocds) CONFIG.SYS Files? ﬁp@g@: Memoryedl'ad oxéeos
Cl)éll CONFIG.SYS Fil&aég&qgé%@m Instructionqoschmégn%@: 08$0J”mo
o561 Configurations? oopdeaoncdeozoogdi DOS%Q%:@[og$q|[m®§5085 Hardware
Devicesnadomdsocslon Devicesaopad Instructions CONFIG.SYS3Eap¢E copdayts
co:q@p_f)n ooo%@é:s@o:@cf: CONF'G.SYSCDé Standardwgc%oapé Devicegps bzt

o~ S, 2 c C Q C C C o~ S C C
CO’J‘,@CQ(YL) O’()).?OJ”O)’D(D§®(D CDGS’B’)CGSD’)C%‘[O’)G(L@CO @@CD@II

Gol 983@§00% 10.SYS Filea)é COMMAND.COM (%(C:o(’z) aow%mcr%sjp@g@: Memory
cdl'a3 ooécozoaén CONFIG.SYS(‘%SO@E COMMAND.COM File &)é @éwé
Directoryogé (eﬁc;@pcc::o% Pathcocgse@&[gf: G@T@%é&)én COMMAND.COM (%(%:Dé
DOS &« Command Interprete@q%oa@é Commandeﬂozo%og$cﬂ|[m§ozméesfaoé
omanfgseoiaopdl COMMAND.COM File o§ayé "Missing Command Interpreter”

(9} ¢ ’T‘ C
(O8] ODO’DGOS(D’DO’D?SGO C\D’D@gll
L

G i aoo%coo%ej c@n%aﬁé:s@aocf:ogcc: COMMAND.COM File CDé AUTOEXEC.BAT
File o%spccgoaén AUTOEXEC.BAT File oaé og$qmm 8:(3(5@:@§003 Gaooég]ogem\?)
com Instruction@p:n‘f: 8®é@®éssj ooéog&oo’):oaééisé @8or]oaénc;€: Instruction@p:o%
COMMAND.COM Filem%éc@a&cmégo%co:@: "C:\>-" o%mé:c;mogm Win 9x
®§<5ogcc: WIN.COM 093 Automatic Execute\g&j C\)é:em&l <703$0J|[m:3%: ofa@occ:ax?

@OSGODOr]iDéII

Low Level Interface

(og [og [og [og [od [og (og [og (o [og
(gaeoooeqo:saa'jc:a'jc:sn@§soc\3§aomagwsaoacam@c:)
Goll BIOS CDé Hardware Devicquzs?qlcc::q&o% 99@$99c9$ aoacbogogcaoocc:gcﬁﬁ(?g
0SS 90n mp308:c0:cladpdi pows- Memorye Hard Diskadcopb:comé: Hard Disk

Q C C ¢ [y o] C CR< Q Q C
© Memoryo%cu@,emc,, Data@posfa@§9903§Go°%@om08w[§caqooo? ol?geo,o']oaan
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Maintenance a Hard Disk (For Windows)
(Hard Disk oodad:e20:03§:03620 [gjewd[gés)
ggn Windowo c;mo%cw%@o’]:nocé& Scan DiSl@lC\gg%éo{]wé—
(») Start— Programs- Accessories- System Tools» Scan Disks?
s@@éocéo% Click C\e&ﬂn (:fg@ueocy)
(») Desktopedl'§ My Computer Icors3 Double Clickaodali
(o) My Computer WindowedTaoegbi
()  Scan Diskypocdeorn Drive A: (or) Drive Ciegzq) Right Click
C\BSO’]II
Short Cut Menwdlamepdi o(o9)
Short Cut Menw Propertiess cgeq) Click cxdali
Properties Dialog Boxcl aoepdi o(o6)
Properties Dialog Box Tools s3eg:cl
Check Now, Buttomr% Click 0360%

-0

AN AN AN
(CPNEEENe]

Q)
S N N N

Kmd [C:] Properties
= = 9

G | Took | Sharing | Mert
3}5 F||:||:||:|_I,I ['&' ] [D ] Enera | arng I orian I

— Emor-checking status

Qpen fou lazt checked this drive for emors 16
Explare day(z] ago.
Find...
Backup
System .I nfarmatian _ — Backup status
Scan with Morton Antivins =y Windows was unable to determine when pou last
. backed up files an thiz drive.
Sharing... = ¢
Backup Mow. ..
Format...
Create Shortout — Defragrmentation statuz

%ﬁ- Y'ou last defragmented thiz drive 237 day(z] ago.

Defragment Mo, |

k. | Cancel | SEpl |

¢ (o6)
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(o) Scan Disk Windowdlaoegdi o(o0)

(o) 98:035 Drive A: (or) Drive C:o3 o6 Gg:qcﬁ%éwéu
J))  Files & Folders? odesoicdayé Standard Option Buttath cgedl
Surfaces odecao:cdayé Through Option Buttom%cgzo']u
Automatically Fix Error, Check Bos8 Selectoddl
Start Buttom% Click C\Lxc)o']n

i

<~

Select the drive(z) you want to check for errors:
=4 3 Floppy [4:)

NN NN
O -O
S~ S S

(&)

° — Tupe of test
O (0
t ( (2) " Standard
[checks files and folders for emars]
" Thorough
[perfarms Standard test and scans disk surface for emrors) Wpticns... |

¥ Automatically fis erars

(w) Scan DiSl@:a}:ogo:o’]m Scan Disk Results Windom’Tmo@p_Sn c:)(os))
( c) Close Buttom% Click c\LaéoWu

Gal DOS MOdef Scan DIS@F\B&Q% 7 pl05) .E;L'd"niﬁf Re R

E317 28 KB tald dik zpace

'] ocC C cocC f] C
OIl3200C QVOGDOC{CO OO@— °
L L L 0 bytea in bad asahon: (3(06))

n 1] . C H
(o)  "C "Prompt (C:\> - 3¢ Drive £ 66 872 bytes in 1 258 foklers
A: 093 Scan Dis@ggé@"?(ﬂm - 21,550 354 bytes in 399 hiddn files |
. 4959 584 KB 11 20212 uzer fies
\> .
C'\o SCANDI_SK 'CA 'C [zrlve 1062302 35 hytes avaieble on dik
C:(“Q Scan DISkC\?O@g&EO{]O’) 4,095 bytea inaach alcalian wi
C.\> SCANDISK C%O’g@" 1,579,302 tatal aloaationurits on disk
: ) i

o ocC 355 967 araishle dAlocabon unts
ENTER KEY o) sooli
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N N
e

. C H C C o C C °
Disk eoTogc Scan Dlsk\eoeg;@ocz Screerb?@ce]@@u 9(0@)
88 Scan DiSer(C)eoao Drive o%@o%eao:@:o%:c@o&o%@éT@cm Screen
Rlgeqeedn &( o)
(;cc:: Screenogé Hard DiSk@J(ﬁ§')[§5093 059303@8: ( Surface Scaﬁl
@lcuf)@émzo?c@:@én

L
C Q C

@[C\.L)&{DBC\J)J(C: Yes Buttorkrcécgzo']u @[glcoococuc No Buttono%c;g:o']n

Yes Buttorb%cgzcﬂm 2665310 o) :;ao%Lcc:: Surface Scafgjcodes0a?

Monitor Screempc(géeepdgdaopdi

Surface Screefgjoods) [eaoolon Scan Diskwd(géslgc  38[giendean

Drive 03¢ Surfaceyossngé seqodeesd: §/0§a3jgeor Monitor Screen
Rgcaeedn ¢(JJ)

&: Screeny View Log o%@g:@& cf:@o%c;ao:&)m@ocf:aoé%xc: Problermg) /0§

Resultep:ad codfgeo:slopdn o (o)

OK eg:cloo Microsoft Scan Disk Scredgs §)cdlaonopdi O(op)

&0 Exit Begeolon Microsoft Scan Disk Prograff<c:(3: "C " Prompt
(o [

o%@%méeqo(ﬁ%@@@o)oqwéu

Microsoft ScanDisk

LKL &

ScanDisk is now checking the following areas of drive C:

Media descriptor
File allocation tables
Directory Structure

o (o
File system 2 ( @)
Free spaces
Surface scan
< Pause > < More Info > < Exit >

2% Comp |
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recover the data from such areas.

< Yes >

ScanDisk has finished testing the file structures of drive C.

A surface scan on drive C will take about 55 minitues.
You can stop the scan at any time by choosing Exit.

Do you want to perform a surface scan now?

< No >

If you want, ScanDisk can also perform a surface scan on this d
During a surface scan, ScanDisk checks the physical surface of the
and identifies any areas that may be failing. In most case, ScanDis

rive.
disk
K can

¢ (Jo)

Surface Scan

*|Drive C:

1,579,302 Clusters
5,598 Examined
0 Found Bad

= 2,393 Clusters
Unused Clusters

[ Some Used Clustq

[-] Used Clusters
Some Bad Cluste

¢ (o)
S

=~

S

< More Info >

< Exit >

? % Complete |
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Microsoft ScanDisk

ScanDisk did not find any problems on drive C.

¢ (W)
< View Log > < Exit >
Microsoft ScanDisk
Log file generated at 02:02 pm on Friday, July, 28, 2000.
ScanDisk checked drive A for problems, with the following results:
File allocation tables
Directory Structure
ScanDisk did not find any problem.
File allocation table
¢ (Je)

ScanDisk did not find any problem.
File system

ScanDisk did not find any problem.
Surface scan

ScanDisk did not find any problem.

<OK> < Save Log >

o

g6 Defragmentatiov@[c\g8q$ c;mo%o’]secr%& C\Lxc)c;aoo&%&ﬂoaé-
(») Start => Programs => Accessories => System Tools => Disk
Defragmentora3=05c30> Click coddli (3e0rch)
(=) Desktopesl'§ My Computer Icor Double Clickoo&aln
(o) My Computer WindovedTaxegdi
() 88 Defragmentationoégean Drive A: (or) Drive Ciegsq)
Right CliCkQLxC)o']u
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(p)  Short Cut MenwdTaedi ¢ (09) SBlozpddl
()  Short Cut Menw Properties? cgzq) Click cpdoli
Properties Dialog Boxol conopbi O(o6)3 o0l
J ! Q 3%
(6)  Properties Dialog Box Toolsa3eg:cli
a1 L O
(o)  Defragment Now, Buttor’ Click coSdl
Select Drive WindovedTaxegbi O ( Jg)
o Select Drive Windowsx¢é Drive A: (or) Drive C:o® cobfGs
[¢] L
G%]Z@JOS%(% CDéII
(J) OK Buttono% Click C\Lxc)o']n
SelectDive KHE]|

“Which drive do you want to defragment?

Copyright € 1381-1338 Microsoft Corporation °
Copyright = 1988-1992 Symantec Corporation LB (JC})
Intel Application Launch Accelerator

[ ok | Exit | Settings... |

ggog:qlogmzcoao Drive o3 Defragmentingc96c§9@8: Window

GOTC\)’D@@CII (:_) (Jg)
Defragmenting Windowb¢ aanqdadéadayc Pauseqoadéscdoy Stop

L L

wcw:%o%@éa%cgé Show Details% Click codoli cL> (J@)

L
C C ° C C C oc Qo [
QOO i Slesle @cqw@wo?c, Clustero? G@T@cooo leplSEHE
C C C 9 C ¢ ¢ < (9}
GQOIGCODC MR RC NFEHPC M H O$OC:QIIM)
° ¢) ¢) o ° L
Q ; C c. 9 <
cop.§¢lon Disk op¢ Bad Sectofiescloppé:ad eslgoogdi

CLODDEID Ao Nepln ¢ He| CHep 16 p{avnle](05) [
G&opdeom Clustergp %0 lon Hard Disk
ogégpaé %@Jo%sfamoc)@pzs?ogo% o%g%@@ﬁd]” c;&Hard Disk
C C Q C ocC C c O [ crc
§ 329)01FCOMQYMR) BaCkqulaL)ooa@:ao :sﬁcpsfaog@@@
Q (o Q C

2000 Hard Disksaos sfaoaogq\m)o\%sﬁ C\)sfaoor]oaéu
L d L

(o]
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Defragmen-tingvoes [g&s(Gsadzogn: Slon [Geatsefoptsad calfgoopd Disk
Defrag-menter Windowdl conopdi ¢ (o)

(s0) Defragmentingvo[gé:Geazlgos) Yes , Buttom3 Click codaln

2% Defragmenting Drive C

G
we ¥,
N [ || .
: ¢ (1)
=) 10% Complete L
Stop I Pauze Show D etails I
%% Defragmenting Drive C
______________ [ | [
000000000t ICICICICICICICL JCICICOCICICI I EEI

OO0000000B0000@B0EREEE0 [m] R e i e s s

DO CICIEL

10 [m]

[

o (J6)
o
[ ][] (] ;I
Defragmenting file spstem... Stop | Fause |
INNEEN — —
10% Complete Legend | i Hide Details |
Dizk Defragmenter |
Defragmentation of drive Cis complete.
Do you want ba quit Disk Defragmentery R
¢ ()
E HD |
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(m) User Erro(sfao%:[gpieﬂo:(j) ®o%o% ®§<5m02| gcf:/8o% @@1035@& wa}:@p

cOn

(») Manufacture Faulfocbqo DeS|gn§° Quality Belo3p¢ [go[g¢:)

(o) Environmental Conditiofi Dustw§e§ op: Temperature 5203

§

C
(0p)

=0

80

Moisture 8c3¢:zo EMI = Electro Magnetic Interferencgioodad

C
(03]

#80 -

BEepegomacdoap: RFI = Radio Frequency InterferenegSc
L 4 4 AL L
c . .
G?’DO’DQJ)O’D&)(%’D@)
(w)  Electrical Power Problemyo:oo-
o Noise(ecdcozandean Signalep:)

Spike (8:920: §o>0q[gEe)

[

Surge(8:sa: @500(7%:139@5)

Brown Out(C\J)J&ch@ooC)m: Gq?§é:qm @8)
Black Out(Qny)@oS@ooC)m: C\:):o@ogcooo [::]cc:)
Unstable Frequendi3dss: co$(3c:)

Unstable POWG(I‘C\J)JS@@%G@O: @@é@é@& )

o) O
N S N N N N

/\/‘\/‘\?/‘\/‘\/\

O

Protecting Electrical Power Problem
c _C f] C oC o crc
(C\J)JOOOQ O’)S’?')SQECQTDEODD§OQJ'):0?CD9(T°)Q)@C:)
gon  Noise, Spike, Surg@é@&o%cfmogcﬁq$ Noise Filtergps Spike Killereﬂ0:§<f:
Surge Protectaso:od 88gp03(gepoocdel oldlsaolepicat 0s08e) 92ad[g§ESloog
Brown Out[gd[gé:s¢ Black Out(gofgése omopade$sacgod UPS ( Uninterruptible
Power Supply)3oeoas) saax(gqedn aysesl UPSep:aod Electrical Power Problem
o coc¢ C "] C C C o C [ C ocC
@J’JSO? mo%)oo%ccooo ®§®QJ’)SO OCC\)’)@@@CD@II C%G@’)CE C\J)JO@@Q’)O’)S’B’):Q?CGP@QJD?’D
C:)J’)SG@’)(E Og%(ﬂ"m@§0%0’)0%@l_(\§§ @L)J('T%(%SG(DG@}:S’BOBO% UPS@’)S&@ %O%:@[Q)(Eor]wéll
C o

o C Q C C C "] (S
QO’DQOO’)LBCTB GG’B’DO’DOQC G(&’D@(I)’DSO ODEII (B(JO)
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Surge Protector, UPS, Computer Systers§osso0506a08203:[g|[3¢:

[0

Compater System
Aystem
nit
Surge Protector Ilomdtor
[ ] UE3
@ L 600VA
Power EE——
(AT Source) (3(J@> Eevhoard

oodgied1  UPSaopd Built In AVR (Automatic Voltage RegulatosplocsloExternal
AVR ooz UPS@%%oéog(C: acjor%aoogﬁ sfaof?:[gpacf:or]oaéu 03055583;3 (73$0J|looo

0560: ogc% UPSooSaocC:Q(E)o']m crgc%qmoo’)ooogoé(SyStem Unit+14"Monitor

sfaogog (J)J(S:cﬂ (500VA~600VA) oeoan§ UPS&%C\?J(% Q}Gmo%ﬁei%éor]oaéu

(o (o CcC O C (o] C C O C o

Ge! MO0 $OYRERCAFOC I Powerommo? ogm@JmC\L)o']m Gsfaomor]ooao:a

H C C cocC C
Ratingeps(gc ogmqm&Lco']:D@-

5v Power 20.0 Amps

Less Motherboard (5.0 amps)
4 slots filled at (2.0 amps)each (8.0 amps)
3 1/2 and 5 1/4 inch floppy drives (1.5 amps)
3 1/2 inch hard disk drive (0.5 amps)
CD-ROM drive (1.0 amp)

=Remaining power 4.0 amps
12v Power 8.0 Amps
Less 4 slots filled at (0.175 amps)each (0.7 amp)

3 1/2 inch hard disk drive (1.0 amp)
3 1/2 and 5 1/4 inch floppy drives (1.0 amp)
Cooling fan (0.1 amp)
CD-ROM drive (1.0 amp)
=Ramaining power 4.2 amps

14" Monitor= (180VA~290VA) Dotmatrix Printer=(120VA~150VA)
15" Monitor= (300VA~340VA) Laser Jet Printer = (360VA~400VA)
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Notice of the Computer Userg‘ag%.cmlooos’aa'?:@laaqusaogcga)ogco:a']cﬁqu)
c ° o Q ¢C C C C ocC C C
oI RSQYOITAR(GACY: WA(GIII$IYERITYMIQYRED 6I0Gl303E: [gdolapd-

82 @l_C\)(SO']II

C C c C <, o o C C
(O’)) 08§()J"0D§gsom®oogaoqpamo Gﬁ@g&)iﬁ] o

@@ %@ ozl (110

( 9) og%qlumooogdésm: @(gcf:g Cablec,p:@(jo%@oo%ooo o
V [ 230V330g8056) saad[gcln

( o) UPS@(f:éjo%@ocﬁooo:o']m AC SWitCthLJ ON @:e@o% UPSUOE ON ¢l

(w) og%qmom ON/OFF@{(\L)S@&@J’):O% Procedurego§8:®§6mq C\LDSGaoocC:cﬂu

(c) Application Software, Utilities Softwargo: Installationcobepoye
oo>el Operating Systemca30>308 /0§ Versionadodcde § /0§ o303

®ogeaos[§sc§oao Installation[gwéqoéu

( ®) og;%qmowogé ooéogé:ooo:coao sfaeq:@:oaé Data@pu FileS@p or% $
Back Up [lef)ooowr]n

(s0) m;%qmomsfao" @90@q@®q$%mcﬁ Hard Disksz>: Scan Disk or Norton

L JLd

Disk Doctors¢ Defragmenting or Speed Diskod[gé:a3a3 c3s60lon
s@om@e GGD’DC%]O’)Or]II
( e) og$q||lomsfz3: Virus wgqa&gm&cozeo;q%%ogcﬁ G§’DO%€°?§GOT Anti Virus
Programszos og%qmm@ooé S:géwé%éﬁ@@m&j Auto Run%&ﬁﬁ:
C C C C CcC _C oCc _¢C e _¢C o C "]
Sleseplaislepte omg@oomcao:&pqﬂTSR) bloteletsealeltoatecattd]
® coomesocancan Diskettesip:i iIskSopisao: Virus olooloocso:
) CJ.L & DkttpCDka Vi Noolod
@:@ s@ofg:@lq@éu @8o§<§ajo%ao<‘fc>sfaofgs[§lcg8mé: Virus :Do%@[or]n

o

¥
6

° C C C ¢ C N
OJ”O’D’DG’BO\Eo@lG§®e GgoG@’Dco@Cel Og:?OJ"O’)’DO’)CGDOoGQD’D ®’D=80’B’Do
C C

50 L@@G@@&l System Unitcg § Hard DiSk&mézc@oé 80%@0:

QJ') O% @@l(\ggqo Il

MO O’D’D@o CD(%“'@@QSGOTO’](‘)D QQO%QO)(% 20 OO C°Q)O)C°OO)C@ o C||

o% J” Jl_o o i L o ) J ° o Gl 8
C C

5)
(g) Utilities Softwareopo% 20%[g/epepc caogpEeodgecoanBe aaXgdl
3)

E
.‘=8 08

Q c _C [ogye] C

o JU 4 L
N _C

SystenB&:3¢epsc Computer Penpherap :3 [gg€ elgredosianboep:

L

an

O? Oc))J@oG)le?’DeC\)e@CoQ@ﬂUJ O’)(DGBO’)(D&TD @l@é G@’D(&C\) @ @l_ CQII

( o) CRT Monitorseooézé’l 9980%3985:@3039@9: @8@08@5: QIO Sodolodgmesc
(o] d L
C C
o ¢

c

|
C C crc C C Q0 ¢C ocC
OO’DQ)O’)Gj @[@C@C:@J’DSO&@ G’BOOO’DS”B%QTD (ID@LGDC;@&LCOD@ C

C ° C C
G’BG§@(§ (C\B:O) @C\EOG@O’DCGlII
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Fault finding for PC (c3c53&05:03

SOII O’)§O\|”OJO@% C\)OGGU)(%@G’BSDEQJ’)ZO% GG’Q’)(‘/%OK]
[¢] L AL ° L

cocC °, [og o
2 (fC Q'J.O’D?q"ld)’) 8222 @
QO
(¢]

U)é 90 OJ(%°G G@’)é°(70) ®C°®’)°GU)°GQT§’8(>{]QD 5-
o] \llo 5 ° ? o 8° e L @

(») Hardware (PSU, CPU , Memory,

Keyboard, HardDisk, FloppyDisk, Application
Monitor 3 00§ 6 /eaxdi o/s

(s) POSTw6/0cdbn (So9écgé Key- Firmware(ROMBIOS
board&:6(036 cots[g:) Hardware

c C

(o) Operating Systemios a6 /oadi

C

()  Applicationgp: comés @$g9 wdeant §

c C
CDo: oql
e}

~2n0
o

(o)  mfgbapreanmiboommond,® canddladt: [8qdbepaysdlogs-

Oé UBEGSC\)O;)CY)D a'“.ugézgéwésogogmféé QJ')

o Powerd:ococs Power Sourcé3) Power Cabl¢))
Power Switch(<3) PSU

i Monitor &:ocoés Power Sourcé3) Power Cabl¢))
Power Switch{=3) Monitor

o POSToewd PSUe8 522005 m$(x3) Memoryscoxné:
( ) ROMBlOS@C\)o

i Monitor cpéeedl Monitor Cable(oa) Memoryoconé: (3)

VGA ocomés ( Lo) Monitor ocom&s (05:)
Mother Board/ CPWcomé:

i Memory Error Memorycoxné: () Memory sadjssoon:
@OIE %
Gi Hard Disk Error CMOS Setugé HD typeen: (3)Hard

Disk ocomé: (3) HD Controllerecoxné:
(s3) Backup Batterys:spd:
on Non System Disk or  System Filezo0> () Boot Diskood
Disk Error (B) Virus gjo>a:
o1 Missing Command COMMAND.COM Filges (23) Virus
interpreter jod0e
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WINDOWS 98
8'39$:(0)
WINDOWS 98 Operating System(WINDOWS 98 oc5c0p50050046)
on Windows 98xp5 Microsoftongade ddegéoorandamsear 32 bit Operating
System Softwareoo%e@o%o%aéu waé Windowsa3E8E:adayé Windows 98005
Facility 3¢:a3¢qp 38eomés @§C\n[§ gao%:@spooé §§Gm5,g$mo']ooén ox[goEo0p)

23E:00 Internet FaC|I|ty, Personal Web Sig¢ New Hardware Device (USB,
Firewire, DVD) g3 Windows 9839098" 30 opdaic0iae000 0§ogogP:(gs

[¢]

G’BC\O)%GC\)'DU%Q%OGQQB"B 06@8"@&) CG) O@Or]OCC\nOr]QD C||
T J ﬂ T’ |.§L" ° g 8

Starting Windows 98 (WINDOWS 98 s2o:000&[5¢:)
g p$gomel Powerdiococdadeédardlor Start-Up Proceduré Hardwaresys

(¢] C cC C C C ocC ° C c o C C C C C
O? ®Q§Q)O®®G€I):C\BOG;D’JC%G’BLL)CSI %G@@%OgC:G’BO?O’DO%OQ@QJOS QUDCGOO’)C%YT)G(D@C"

o o

sfa<°[>€: o%c*fog ROMBlOS@(E@tgGQO:C\B(SGOO’)CC:Or]ODéII gé:e@o% 08$<{||lmc‘i®§o%m8§0§:o?
B$:96 cendigEeomondaopdoddensdlgdoopd Operating System Filegpo:od

®oocs®038035 G®[§€2[§(§ %wémo%:@[%éemmc§sgmzo% Gepogglo']oaén Windows

98 Desktop Screeth o(o-0)dleacd: cop [gEqdlegdi

oy by Documents

My Compuiter . Shortcut

- P |
o e

lcons— Metwork
Mei gh barhood

|nternet
Explorer

o - mmme? (o)

Recycle Bin

Start

Button —@qstart ||

Task Bar
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. ° [og
Using Mouse(Mouse s203:[gg¢:)
o]l Mouseoaé sao?:@loﬁﬁénoﬁqmmo%&é sa&eepzsac[%@ﬁsoo%ogaf)eow GUI
C ©° C C

(Graphic User Interfacedoyo oooosechooncomn seontioosd(Standard Input Device)
o 4 [¢] L

ooqcx;L) @Q%or]oaéu Mouseogé @c?o%(J)?s?§é:a(§:oq§of]oaén o’)of)ooo%@aeo%o% Primary
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Closing all Windows (Windows gpzsa:03:805a38:(5¢:)

Jou WlndOWS@p m socoocoo@ 2CON 29| @ 8ovol Windowso Qp: 093 OO omcu

ILO
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(Hangj)eﬁ[:§<f: @leoge%éo%aéu Desl| Ctrl + Alt+ DeIetef§6<5]m Close
Program DialogbOX;oTC\D@én 98:085 Gogoe(ielc;oao Programepso
Not respondindgé wdodessgeomn Programs? cgegcds) End Task
@lngoéu @§oo%a<}3088 Shut Dowr@lng@én

() CD wo%a@[o%eﬂossecg?@é veoméeon CD ROM @J’):or% ooé@o%cgé
méz@méu CD Drive @Gmézqémézcméu cso%@e]c;oao Format
@o%cg]émé:@mé: Hang@ogeoaosfac;@sfac§@m: @[Gogo%éoa@f: oao%[gl
oacf:oaéu (ooéoooscoao CD ROMOOB QJC)%Qng [g%qeo%or]n)

(@) @éo%%e[geﬂéz%gg&gii:ﬁ Hangoao°cansfac;[§sfac§eﬁ[°@[coo Slon System
Unit § Reset Buttor? §6¢) Restar{goodqopdi (KeyboardsiNum
lock &3 %@5@5%80’]0’) Num |0Ck@,Q3°gg/ooo@QBOQ}Jc Hang[§®e§
@@3& o%%éo’]a)éu)



Windows 98 51 ;MR

Windows 98 Help
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To find a Help topic

1. In Help, click one of the
following tabs:

* To browse through
topics by category,
click the Contents
tab.

# Tosee alist of index
entries, click the
Index tab, and then
either type a ward ar
scroll through the list,

* To search for words ar
phrases that may be
contained in a Help
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[¢]
C

[s¢ Right ClickaxSlen Shortcut Menwdlaosedi gée Propertiess
GgSQJOSOr]II

(=) Display Properties Dialogboa Wallpaper Listo Nones3egzajo5(G:
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Screen Saver
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Using the Setting of Start Menu(Start Menu & Setting s20: 9203:(g5¢:)
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(2)

(°)

G&o Start Menu Program tad® cgegeSoli  Application Program
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Create Shortcut
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Select Program Folder

Select folder to place shortcut in:
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@0:(\?)0’]00 Preview:o Po‘f) Click C\L)(C)Or]ll |§8C\2]8 OK 093 Click QLxC)oml

Ed Control Panel

| Ele Edt Wiew Go Favortes £
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Changing the Date and Time
(90385 = q3elgoiicdfgé:)
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Disk Drives (a%ec?ogogé:qoz)
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paragraph-level farmatting, s v

C ° C chc
To place a page number on a pagée¢o3§250lc506(gé:)
Qol PageMakerogé o)'J@JcTC)%o%o']og@p: ooéogf::cx%o']m es@oo%cﬂ@é:mé:@p:@é
w66300E8EClad05-
L L g

(m) oooeJm&oagjc ooe']m&o§o']o:>o)5[§c Il Texttool[gé OOQ C@o%or]o% 008

~Co

cme§qoogc Click cod[Geegocd Ctrl+Alt+P o3 850l
(9) sacx%saecgpcﬁ ooqjcﬁ§o$o']ogoo8@5: 1 Text tOOl@g Master Pagen

mqo%@o%o’]o%mfm%@owc§q>ogé Click Q36[§:G§oo% Ctrl+Alt+P o(’z) %60 I
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To modify the character
pon Control Palettescol olon Window Menue Show Control Palette‘? Click

C ,] ° (o) c ,] oc c__coc f] c
QOO0 O(’\)—?) Q)’)@J’):O’) G3DMNOIZ0OCS @C@OC&CO CD@—
L L L L L

Character
View Small caps Large caps
Normal ltalic FTnt Size Tracking Kerning
=|'T] \'Win]|--Reseaxcher/ |« |EEIT 15 | 4oy Mo Track [=|EE0
5 NIBLTTURTAIETCTE [5] Bk 20 [=|ME X [100% , [ |EE (0 in
N | | |
Subscri Leading . .
\I;aeﬁgraph Bold /Reve& gup rscript Horizontal Scale Baseline Shift

(o)

Underline strikethru .
$(e-2)
To change the font using Control Paletter  Text tool[g¢ c[go&:
C\%GQ)O@’)QJ’):(TOL) cg:or]u Control Palettes Font BOXGCD:% cﬂ’):@:ﬂ&m:

Click C\L)(C)or]oo coOloomeoon List o s@q%éjlsp Fonto%egsé Click 0360%
&(%-0)

Win—Regsarcher?
‘Wi ShanZ

Ao Sithway 6(?-6’))
AT anarwg L

ﬁ @ o = |EEIT 16 | was Mo Track  [* | G050 ] ]

Blr[egIeIc[CIET] B 192 |~ |00 & ooz |~ @25 0n

To change the font using Type Menu (Font) Text tool[g¢ ¢goczcd
X vebetates) cgzor]n Type Menue Font o3 Point C\L)g)or]ll Fonts list
cSlaomopdi g&: list ogcC: ca:q% Click o6l @c;ogo']m list soedla0:q)
More o3 POintC\L)(C)Or]II Sub |iStc;oTQD@éu 0GR GM More o3 066
POintC\L)(C)@:sﬂoo']u -Win---Researchet? cam%cglégcc:: Fontod Click
w&aln

To change the font using Type Menu (Character) Text tooI@{:
G[Q’)(%:C\%GQYD@’DQ{P:(‘)% Gg:or]u Type Menuo Charactera} Click 0360%

o(p-00) Character Specifications Dialog Bexl'cooopdi o(p-00)
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Tvpe Element  Utilities  Wiew ‘Window Help

Mre »
Size r Afin---AmaraPura Afin---tonotype
Leading r Afin---ALngS an Afin--td onotppet ew
Tupe Style 3 *fin--Bago Afin--tanotppeOutline
Afin---B ek ThaMo Afin---HgaPali
: Afin---Dagon Afin---Outline
Expert Trackin r : . :
O(?'@) Hu:ul?iznnt-al 5::.3;::'3 3 .an...[;. A -an---Paa,nn
t = Ain---Haka Ain---Pagan
Character... T in--Innlay “fin---Phadn
Paragraph... "M Afie--lnrwa “din---FPinya
Indents/Tabs... 7 - nrwal F0E A in---FPyindoLwin
Huyphenatian... Afin---lnrwalB0i ---Researcher
i A mraal 905 Mfin---Rezearcher2
Alignment " Win-dnnwat10% Win-Shan2

¥ Adobe PageMaker 6.5 - [C:ADTPBE5Azeco

File Edit Layout | Type Element Utilities

. Eont g

ZB(?'OO) ‘3(9'00) Size v

Leading 3

Character Specifications Type Style L4

Fant: | “wfit---F esearcher ﬂ i

Sizer 16 * | pointz  Position: m Cancel EZT;E;;TEEZEE :
Leading: m points  Case: m — Character.. T
Horiz scale: [Momal =] 2 Track:  |Motack  v] % Paragraph.. "M

|ndents/Tabs... 7

Colar: |Bla|:k ﬂ Lire gnd: | Break i Hyphenation...

Iint: 100 =& Elignment »

Type ztyle: [ Mormal [ ltalic [ Reverse Style L
[ Beld [ Striketh

Define Styles... 3

98: BOch FOhtc;a:sﬁ e:m% Down ArrOWo% Click C\Lxcxﬂn cOlaomeom
Font listo -Win---Researcher Forbegiq$ Click codcli Fontegg(Gson
SiZEea:q$ G:m%l Down ArrOWOQL) Click C\Laﬁor]neonc;m Size |iStoc;

o%@qzq$ Click a6l Size listoné @eoloo c;&saoocﬁoocc: Double Click
L O L [e] d o o
C

C\)o@: éﬁo%ooéo']u @SC\J)J(% OK Buttono‘f) Click C\B&ﬂn

L
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(02)

H C coc ¢
Using Character Mapn Keyboard Layoutyc veed[g§cean [g§oo
oocdept §¢ oodeEoaePad JodepopE Character Mapan: sead(g
Gl@éll

C ¢ M C ¢

poenl oamc;@o*n mm qooepmc oooaoc © §¢ o o Keyboard Layout

q C\)mngm@g §odeqilon Character Ma@gej spsepdn Character Map
copdomoe§elgé Accessoriespcaopdi gé:adecqs Start Buttons?
Click Qgcc)or]u célamean Menuo Prograns? POintC\E(SOr]II colameom
SubMenw Accessories? Pointcoddli codg)eol aonearn SubMenu
o Charmaps} Click C\Lxc)or]n (-0 ) Character MapOTC\DQéII (p-
0p) Bego0> Character Map Fonteggq$ Fonteoxg Down Arrowo?
Click co&dli edlameorn Font listo -Win---Rasearches? Click
C\Bgﬁc;a:or]n Character Map Layoutgé oo%aoémc{é: “o” o3 Right
Arrrow, Left Arrow, Up Arrow, Down Arrow Keygpzseox(qs) spol
Arrow Key 0385¢) eaaoog& (Bewod) Mouses’ Click cxba3Ezonadzanpd
Box @cc: @l@@@én c}(g-og) oo%aocf: mC\:): “o” (7% Gogcor]m Gsfao(f)c@éi
onmadecncopc Keystoke (Alt + 0246)0‘? oodas(G: Page Maker
Eﬁ@C(ﬂn m@omqms& CursoraJ@ “o” op) o Alt @cooej02460%%(ﬁom

O

OO(B’D ®’DC\B.:G]®@II GQ%)’) CTEC\)go S?OO(‘)%O'-]O’BOBCOGJTDO'-]O) G@T@Or]

éwo%&cogee]@: Keystoke (Alt + 0229)0%‘3’080303@:@0%%0%0893&03
“cogn” orcdiqopdi ¢ (p-09) Character Mappé Alt Key ccoydlon
(o%@o?o%) Alt Key @cqm@qo’]m cog%lc;oao alev s Select\38q$ Select
Buttona? Click C\L)OOr]II Copy Buttona)é c?%c;z?spcj) mé:m’)@én O(p-
o@) (g o?) @:C\JDJ(% Page Makeb%@$%>cf:o']n m@ocﬁéjo%q$ CurSOI’QJo']n
Edit Menue Pastes Click 036610’) “oagg)” md?:q?q@éu 7 Beualeedtioies
Character I\/Iap{):@: @oo%%o%ogozo’]u
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(= (= Accessibility
[_:::] Adaobe r [_:::] Carnrnunications
Wwindows Update [_,._:.] AutoCaD 2000 r [_,._:.] Entertainrment
(= CorelDRéw 3 » [ Games
Erogramms ' [_:::] b acromedia Aftershock 2.0 r [_:::] Internet Tools
s » [_:::] Macromedia Director 8.5 r [_:::] Spstern Tools
[_:::] Microsoft Office Tools b [ Addiess Book
Documents L4 [_:::] kicrasoft Yisual Bazic 5.0 kB8 Calculator
: [_:::] Microsoft Yisual C++ 5.0 k E Imaging
Seftings ' [_:::] Mew Yizio Drawing r -@ MNotepad
Fird * [_\::] Martan Antiinusg k _:f WordPad
[_:::] Orline Services ¥ L2 Spnchionize
Help = PowerPlaer » g Media Browser
S [_:::] LluickTime for Windows r @ Music Box
_ C::] Startlp L4 @ Charmap
B o L
Log Of... 3 Outlook Express
Shut Do, l:::] Creative [nfra Suite L
_ l:::] k.ai's Power Tools 5 L
[?] &dobe Pagetdak —

-

~Co
~
v
o
(G
~—

@ Character Map HmE

Font |  “win—Fesearcher =] Characters to copy: Close

olaP|ala|([Mo|+|o|-[-[rlelelulels]alBlelele [T (O [E | i Select
(o [Ueof [af LT LTt |OLeeldL L[ |gl]g]. |o=]@] |/]= =
ClelalaF (& {11 =0l [ (= [lx]e = | [=|m=lo)m]e]o ol (g7 |- =Ry
L ) bk ||3 e --'ﬁﬁﬂ'{ T ] qnl?
o o]l L el Pl R R R
wlelxwl LL| - q F el ot n+°’.!-§ gj|

Shows available characters in the selected fant. K.eystrake: Chri+alt+L

o(p-09)



PageMaker 6.5 89 mNR§

& Character Map [ _ [ ]

Eort | “Win—Researcher | Characters to u:u:up_l,l:| Cloze |
q_aq"'!ﬁ%qa[:ln-rm-.|D:JQQSEQQET:E-E| Select |
Ple (Ol (o L [ L [t |0O0eeldld] k| |gld]|s]. |= =)= |/]= |
I.—': :I'.\E\D ?L' '-I. [ EI. L ".\E:DEI ) 5] 'J @D |00 (0o|o | |= E ' |_-
- " N
L]
ol [@Glak [ bk EE ,;*“!":'EZ“"']"““?
ol 8 l!‘":\\:nm:c- Pl o122 |- g N 1 Rl O
i}x' % e ﬁ :-EJ = &'u-é-

R [
Shows available characters in the zelected font. F.epstroke: Al + 0246

3%-29)
& Character Map [ _ [ ]

Eort | “Win—Researcher | Characters to u:u:up_l,l:| Cloze |
q_ag"!ﬁ'ir'qqa[]ln-rm-.ln:\: ?QSETQET:E'EI §E|Eﬂt |
o | Oeof s L[ L[ [t |OLepelfd] b [ |8l [5]. === /=
Clet=laF [+ [T =0 [ |2 |p2fez|e [e|e | (=m0l o2 g7 [ |
" . - = |+ |=
u.ng?c Bk |a e E- h o [o '{ Ejﬁ-] qnl?
L *’I] s |~ P d R R R
&}x!”w~-‘_ i J'E_.‘.j_-,_-.. n*b- A § él

Shows available characters in the selected font. Feystoke:  Al+ 0223

o(p-09)

& Character Map M= E3

Font: |  “win—Ressarcher =] Characters to copw: Class
NE Select |

ale|aPPelala|[l|)|o]+|w|-|-[r|lole]alels|a |5z |=]e|T|:|L-
e | el o L [ b [ OLeelld ) b | |8l (5] = [==] ]/ [ .
s lofe F I 1T o [0 b o felfe [ole s fmllenlele o Je s L T 4*9(9-0@)

TE e e PR T e T N

O |H[G e | ek [T o ke oI GOl E]
sl vl L L L L PP o B S e el Copy
* | x|w NE EE -|-F - by - |- NE -
LT L 3 3 o 2] Button
Shows available characters in the zelected font. Kepstoke: Al + 0245 é%@?mé
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: & Character Map [_ | |

Fort: I “#fin--Researcher ;I Characters to copy: I Cloze |
gle g |a|a |l o]+]|-|-[rfolaldlals|a (B 2o | |T|=([]-|L Select |
e (Ol (o L[ L[ [OUeeuldl b |- B s] = =@ [/]*
Clel=laF [+ 1] =0l L |2 |p|ole (= | |=moafmle|o o |z 5|7 [[]-
. L . =+ = s
uiwqﬁn-wa'ln'n'ﬁ"ﬁq:!{'é“']'aI?
L 0 P o 2 il P 2 G S Y sl X 2
«plxv | L A .ﬂ--"g.m-m-.!.o&.ulﬁ-gjl
_|5hu:uws available characters in the selected font, / |Keystroke: Chil+él+P
Copy Button/” 5o-
Py BU 9(0-09)
QOC3E$OPO

(<)

o50:8[g0d[gé: (To make character bold)n Text tools¢ ego&:cdeon
alETetes! Gg:(ﬂn Control Paletté)(o-0) ¢ B o3 Click a360’]u (Shortcut-
Ctrl+Shift+B)

oncdieoné:[god[gé: (To make character italic) i Text tool [g¢
clgnéscdeamengpia? cgiclhi Control Paletté(o-0) o | o3 Click entetl
(Shortcut- Ctrl+Shift+l)

oocdesmdeqdiaongé: (Underline) i Text toolge clgpcdeomenapad
Gg:cﬂn Control Palettes(p-9)e U o3 Click C\E((;Or]ll (Shortcut-
Ctrl+Shift+U)

oo03:8+¢ibroonsfgé: (Bold Underline) i Text tool [g¢ cfgoézcdean
oogp:ad egeshi Control palettes(p-0) ¢ B s¢ @ 33 Click cwodl
(Shortcut- Ctrl+Shift+B o3 §63: Ctrl+Shift+U)

o038 +000di6008:(gIo6gé: (Bold Italic) n Text toolgé elgoé:cdean
alETetes! G%]:Or]ll Control palette)(o-0) o B §<f: I o Click C\Lxc)or]n
(Shortcut- Ctrl+Shift+B o3 §6(3: Ctrl+Shift+l)
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()

Superscript [geoS[gé: (To make Superscript)n Text tool [g¢
c@o&cf:)ewo mqpso% Gg:o']n Control Palettég(g-?) o ASOQLJ Click C\B&ﬂn
(Shortcut- Ctrl+Shift+\)

ooes - 8" February 200Q 22x 3°

Subscript[geod[gé: (To make Subscript) Text toolgé elgoc:cdean
oogp:ad egechi Control Paletté(o-0)o V o3 Click coodl
(Shortcut- Ctrl+\)

poe> - H,SO,

ooe@o&:sacgosaeo:o%é@& (To adjust the leading )i Text tOOl@cf:
G@DSSC\%GQDD alSletes! @g]:or]n Control Paletté(o-0)=1 Leading bOX)g(C:

Qo _C C

sfaq%%ep 03%8"(7% eJmoog@%\J)Jf: Entero%g&ﬂn

C \ (o] C

oow - Leading o j ¢ Leading jo oda GE]’) e o(p-09) (¢S
c6d[gooniclooghi

Tracking efg>&:c3[gé: (To change the tracking) Text toollgé clgoccd

GO 0003 @g:or]n Control Palettes(p-0)e1 Tracking box§

cﬂozcsr](c:zsfao: Click C\Lxc)or]n colameom Tracking LiStogé No Track,

Very Loose, Loose, Normal, Tight, Very Tigh s2c3§gpadesecl

Pointer tool selected: Sets )
the publication's default type and Leading 12
paragraph specifications.

If no publication is open, ce(g—oo)
the changes apply to text you type Leading 2(

in all new publications you open.
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— O - 2 — ? = =
SHIFT+KEY—__ ___— CTRL+ALT+SHIFT+KEY ALT+0130= @ ALT+0134= s ALT+0138= 5 ALT+0192= ¢ ALT+0227= 4
e Z e ALT+0131= % ALT+0135= % ALT+0139= % ALT+014= v ALT+0247= +
(_9 -
KEY(ALONE)/ ¢ ST CTRL+ALT+KEY ALT+0132= % ALT+0136= % ALT+0170= - ALT+0224= \4
ALT+013= 2 ALT+0137= 1  ALT+0101= 7  ALT+0226= X
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Back
Space

Enter

o

R

Shift

Ctrl
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Bar

Space

Alt

Ctrl
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o
1
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___— CTRL+ALT+SHIFT+KEY SVOROOSOI ma?a;m SO0 000! emeu GQG‘LON O:GL
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SEboScE000EePE
IS
E@eE@EaR0 0 e
o OO
/Ctrl [Alt )( Space Bar )u Ctrl

:/\/k

\----------_I

\ L n B B N _ N N B B B B &N B B &8 B &8 B B N _§B _§B & §B & _§B & B & _§ N & §B § _§B &8 &8 & _§B & &8 _§ &8 B _§ &N &8 &8 & §B & _§B §B B B §N | -_—
SHIFT+KEY ALT+0147 :O’EJS ALT+0151 = ALT+0155= + ALT+0159 = » ALT+0163 = =
7 e ALT+0148= , ALT+0152 = ! ALT+0156 = = ALT+0160 = ‘& ALT+0164 = o
© ) ALT+0149= . ALT+0153 = % ALT+0157 = ALT+0161 = & ALT+0165= ¥
KEY (ALONE) —
ALT+0150 = ® ALT+0154 = x ALT+0158 = < ALT+0162 = ... ALT+0166= |

CE_CLASSI C Keyboal’d L ayOUt ALT s¢ numerickeypad o $clodacocdepzad ogej §6q8[gdclaopdi
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o4:(5)
Paragraph Formatting
(0’)(?%8’3@’)8830%)
To display the Paragraph Control Palette
(0238 me59c0t[g[géqs Control Palette col'eo[gé:)
o Control Palettecl ocsclo> Window Menue Show Control Paletied Click
owdali(Shorteut- Ctrl+)3:a9¢ Control Palette Paragraph Views Click coddli ¢

(5-0)

Apply  Character  Paragraph Cursor FirstLine  Space Grid
PPY " view Style Option Position Indent Before Size
. = i] [Mo style] | ¥ [0 *=l0.in E E_in i [1]
o( -o)_ =4 5 & B & & -=lin =- [0yin % [0,in
ParagraphLeft Right [ Justify Left Right Space Align to
View Align Align Force Indent Indent After Grid Option

Center  Justify

(oo)  Horizontal Alignment 1 ¢fgp&scdeax Character? egicl s3oondd
c;[gocc::cf:)c;ajo Paragraphbogé Insertion Point( | $Bcoxzdln mm:q’a:o&é
an@%m:@cf: Left Align (oou%és@c§39woz)@§ GOTG§®é@<%CDéII c;cc::o%cﬁ)

GS’a’DC)%Or]O’BO%S" C\%GQCC)Q)C\% OGO"ggOr]:X) S -
L7~ T 89 °T 8

(o)  Left Align - D5

()  RightAlign - onp3[gés

(p) Center - 99030583@5:

()  Justify - OpR3ges

(9)  Force Justify - SaKUrebates) VW5 B[gé

(») Indents PageMakebgé Left Indent, Right Indent, First Line Indent
qgﬁ IndentSd’L):@cjl:%oaéu
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To change the indents of a paragrapHe>3$saoposecoialelgociqs)
elell (m) Paragraplaﬁ moao:obogé Cursoro‘fz) o0l
(o) Control Palettey Left Indentsaopod First Line Indentacgos Right

C O C Q0 co O O C C C QO OoC
Indentsfaogmoaogc ezlevisi=tevaleplCtSokep) %moog@,cgc Entero? §oo']||

: [No style] ] A [0in *=10.3in £ |0in =0
El E E E B -E05in ]=05in N 0in
. [ I N\
‘8(9'J) Left Indent Right Indent First line Indent

To change the tabs of a paragrap(e>3§s2cp¢é: tabs sacpomcoia3elgoé:qs)
oci Page Makegwao%cfogcozooozeoao Dafault TabJ§<f: 320300 80%@0%030%90%
co:%&;m Custom Tabo§<7°3 sfaaoegpacf:) mo%:@l%cczo%oén Custom Tabupseo Left
Tab, Right Tab, Center Taft Decimal Tabup:gdo300051 Custom Takocheoded
cax ParagraphocyS Insertion Point3coscli Type Menus Indents/Tabs? Click
owoali(Shorteut- Ctrl+l) Indents/Tabs dialog bexl cooepdi o(g-p) s2c3§eax Tab
(9] Q C H C °
qPeon coxcpeomegepapc Click C\L)OOr]II 9(9-9)

Decimal Tab iti
Left Tab I Tab Leader Position

Right Tab Indicator

Center Ta 1 [T ey aq Pt L

[ Leader Mone
[E] Fostion | [0 inches .
L L i b E ?(9_9)
H..I...l.l.l.l.l ..|.-.I...|.|!|.|.|...|...|.|.|.|.| ..|.-.|.|ﬂ.|.|.|.l...|.. Lol ..|...:!1.|.|.|.I.|.|.-.|.. I.|.'.|.I.j...l.l.l.l.l...l.-.l.. I.|.l.|5.1...|...l.|.l.|.
pogges crenn ofr ok fpee spacaa. 19

D000 o b u:gE G noooo. 9 9
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224(9)
Drawing (5s3[gé:)

¢ C ° o C [og o N _C
To draw a rectangle or a Square(ewog9§oo?o VOO 00 ceagsﬁ)

P:’]II

(o)

(9)

ca§e§00603[gé: 1 Tools boxe Rectangle toob Click cpddln
POintercﬁcéoacnp;%ooé S Qéo%@[goézog):@éu Screen;oTogé sfac{ijéﬁeoao
5gw9od dragapdsli o(«-o)

N

09$:0x3[gé: 1 Tools boxe Rectangle toob3 cg:cli Pointer

L O

° o C ¢ C C C Q0
cﬁqoacnng?oa@ + ocs:n@@oc OD’D sepl Screen@oTogc czlevis[cleve)

sgwmond Shift Key 03§6q) dragapddli o(s- )
C o o c c. ﬁ O C o o
ccgeagigpi(geod[gés 1 0000 /omg§icdeicantepiy canteaggs
¢ 9 0O "] C "] C CcC onc C cocC "] C
9502200l ¢320050]s B5:06:03g¢ WOEEPESElapd-

C

(o)  Tools boxe[godfgé: 1 Tools boxe Rectangle tookol'oyé

o
C

Double- Cllckcoo(ﬂm Rounded Corners bcno’Tcoo@[o_ou GSzo
sfaC\Beﬂq) Cornero? Click ng@oo']m OK o? Click ngor]n @Q}J(C:
096'35 (m)l 096'35(9)01990938: [glc\L)éSoWu {3(3-9)
()  Element menue[godgé: n Tools boxe Pointer toob? Click
C\B(SOI]II GWD(EGOODSE,]I.C\B(SC\OL)GOJD (DOE(")/O)OBGl%SO%G% S”B§’D§O’)OS@L@LGOTO%
Click c\Laéo']u Element menw Rounded Cornekﬁf Click C\L)So']n
95:9 mo%%@m Cornero‘f’g Click C\L)(C)@:o']m OK 093 Click C\L)(C)o']n
o(9-9)
Rounded Corners

=
e
_ Cored |

- Cancel

]|
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To draw a Ellipse (s3c06 $a39§)

O
o6 (o)  o3pdag[gé: n Tools boxe Ellipse tools3 Click co6dl Screensol'cgé

(9]

00 s@gcf):nm:o% dragogcc)o']n (}(3—9)
(9) 00338&:0=3[gé: 1 Tools boxe Ellipse toola3 Click cxdoli Screen

\NOC

eoaosfag]ogsfam:o% Shift Key 3§6¢) drageodali o(s-9)

To draw a Polygon(§c3g$ ‘?‘%‘ﬁ)

oon (o0)  Tools boxe Polygon tookcl'epé Double-Clickapddl Polygon setting

dialog bOXc;ono@én 98:0035 Number of SideS;)é C\%G’D(SGOD’D 64
C C H C QO oc ¢ O C C (o]
S0 §C Star msebgc B2C0EIDD EPIC{HIOPCO oor]n [§:Q}Jc OK R
- C o
Click o6l O(<)-6)
(9) Screen;oTogé dragc\36§ %Q%éic;oaosfagogsfam:s@ogagd]u o(9-9)

Polygon Settings B

] Humbscisides [ Preview S "‘x’
o(9-6) Ml |F =l k

{ Y

Slar ingel: i = .
s - -y (9-2)

To draw a Star (o305 62398)
L O
oo (o0)  Tools boxe Polygon tookcl'ep¢ Double-Clickeo&oli Polygon setting
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Microsoft Excel 2000
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Starting Microsoft Excel 2000(Microsoft Excel 2000s20:005¢ 293:(g[g¢:)
N1 og;%quooooo@de:o% 8:(35@:0’]09 Windows 9x Operating Systemioan(Geego0
Task Bareol'§ Starto3 Click cpdoli Bego05 Programsansegeclon Sub-Menu
»da0068e0l cnepdi & Sub-Menus Microsoft Excelo3 Click codoles Microsoft
Excel Window g&aon[Goocsaad:[g8Ecloogbi (o) oaé[ogpacli o(o)o3ecpan(géslys
Microsoft Exceloyéesa0d0lenc3EssadEs( j)3E:Clo€ e520p503 603 §qdlepd -

(»)  Microsoft Excel Windows¢

(=) Application Microsoft Excel Window

ol Microsoft Excel Windowey¢ Title Bar, Menu Bar, Standard Toolbar,
Formatting Toolbar, Formula Ba€ Status Bat3cloces[G: Application Microsoft
Excel Windovvogé Column Heading, Row Heading, Vertical Scroll Bar, Horizontal
Scroll Bar, Tab Scrolling Buttogé Sheetl, Sheet2, Sheet3gp:adea3 §qeoepdi
wamsl Microsoft Excel Windows Title Bar o3¢ Microsoft Excel Bookl
wedlesepdi Booklaopd Workbook[gé(: Tab Scrolling Buttormmecbopé Sheetl

o> Active Sheefgdesopdad 6op §qepd [gooopdi 88sacd§epaagodsacocdgpal Column

QJ’)zl ROW@J’J:S”BOQEZ; @ég(\f)sﬁ %G@S’BG?GOZG?GOOD@CII

Menu Bar

Gl Microsoft Excel 2000 Menu Bay¢ File, Edit, View, Insert, ermat,Tools,
Data, Window, Help o3 03co3(g¢§ E[§s Menu Barg Headinggp:o3 Click
wO[gEzlgScopdconts Heading@J’J:éﬂc;mo%og(C: qbrom[goonicamencdiepiad Alter
Key [5¢ 9§6[g&:{g¢ copeome: Pulldown Menu (or) Dropdown Menyb:cotded] oo
GO@éII PO File s2o: Click C\B(SGj@éG@I Alt+F §6ej@5c;® File es@oo%ogé Pulldown
Menu ;9066 edlamopdi o J)oa€logeddl
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dit  Yiew Insert Fol

m

Eile
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O e, .. kel
& Open... Chrl+o
Close
E Save Chrl+5 (E(J)
Save As...
Save Warkspace. ..
Page Setup...
PrinE Area 3
& Prink Preview
&h Print...  Chl+P
Send To »
Properties
1 exp-0&apo
2 exp-0&
Exit
oL Pulldown Menu 36 °:m5@m @&;ﬁ]ewo New...oa@C 85990380’)@@@0003
o (el L

C c _C

epmc sfaoaoglo']oagn Excelmc caJc:ooocg@:@Eé: Title BarogcC:GoTc;§em Microsoft

° °

c O

Excel Bookloogh Excela c;;ﬂc:oe@s] (Untitled File)ooo[gof: Data@p:@ég(ﬁ%ng%g :
o%é:@oé:@éa%o']m File Namegmocc::égé@jéoaéu Excel 05990809)0’3 New... 093
06686010 Microsoft Excel Book2r[gded! aoncoopdi codoe) saandonpdeannadola
Microsoft Excel Book3, Microsoft Excel Book4, Microsoft Excel Bookmaspdge
533%:33:[gded cncoopdi
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Gmcogg[éo)@o > e][gooao.,?cgpooa@oqoooac File Namecosogoocdad File Name

L

QLM §§E(Current Fil@(%?)o%eoqcc:oaésgé]%dé:@wén Saves 88(%
E0E0Ss
o
C
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C C QC C co ¢ o C o C
sfaco)')c:@g eeplesitiovarieleloleb]l SaveAs... Q2 QLMYCEHCOD GC T8 99@0:(30

C C C Cc 0oc¢C (o c O C f] ocC C C C o f] ocC C C C
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qecjcuoeén COpy§<f::Dcmofaq3qao€@o%@: 9961%(%899@5 eop}] %:Déceé@o% Cl)éll Page
Set_,lp...oa@C mg(ﬁcﬁs’agogsgm:l ®98<70399@§99000:| mgncaobooy 88% %(C)@Jg: CDé Margin
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oaoocfo)@c.@o)@o Print PreileWgJ Prlnter@ @% O9C @[oo @ C@C:@o%o']oaén o%c;gxrc)
Recent Filegp:adeoy §eod[god: comadaoioyé EXit saieoy §eepdn Exit oo Excel
L (oL ] Oe°l d

L O -

o]

c_C f] c.o ... c_Cc c
(J;CQO’)QJCO o (;COUEGQ.,QJOJQ§ @Q)OO@II

o]

ol Menu Bars Pulldown I\/Ienuéj File Menu%éoqoécm%q(ﬁwmogqoswg

oc ¢ C C C C C C [¢] H C co
3EgCoodnmepocdme(oypiepilgd(d: Doy Edit Pulldown Menueszoomopcy
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View, Insert, Format, Tools, Data, Window, Heffxooocopd: 6&:cdsSoodooadaopd
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L

Editing Data Entries (88 copyog:ooplengodsaconsepiean[gEsodanpdilgodfge:)
on  Microsoft Excel 2000xp¢ Columnsgp:a3 A, B, C..., IV [g¢esd(ggs Col-
umnscolés (2= 256 ge%or]ooéu ROWS@J’J:o%l, 2,3, ..., 6553@5@&@@“ Rowscolés
(216 = 65536 9 §cloophi Cell 095;299%38:0% data@p:ooéoac Bees005 g&: datagp:a?
@8@08q$ cell 99095" (o%eooo%) Formula Barc;oToocc: Geraomo']sfacg @5@05%8&3}@—
(o) @ccocooo Cell s@mc 3 Double- C|ICk §6¢l (Bowxnod) Formula Bar
a3 Click awddl (o%@@oo) Keyboardeo’T‘a F23 860l Begoad Cell
:39038:%1 GQQJ(TSS’BC\)U%GOTO% Insertion Pointvoeooo.,o']n
(9) Cell sfaog&gj QC\%GB(SGQD’)Q)’JQ)’J:QJ’):O% @J(rgspogé Insertion Pointa
»dDHIeep:dd Backspace proood§eogpiad Deletedd(sS ¢ad§e
Cloophi Begoad §odrcdeameep:ad Keyboardo §05c0p5§Edlooghi
(o) @éaoéooéagéz@:cﬂm sfaoaé[glé:&ﬁ Formula Bar@oTe(i Enterzo%
C\)é:@(ﬂ)éﬁl Keyboardsdle Enter o%mpé:c;mo& @Semg%gcﬂwéu
sonpdefgcdolon Formula Bakdl§ Cance[X cdcopkeonts Keyboard
c;orréi ESCO’%C\)éSGOO’)(%S ij),éelor]géu
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Speeding Up Data Entry (saqjogsamoge'jo:soo:cxgugoacqég$3000 Cagé 5:)
C C

el Microsoft Excel 200@08 gégéw@ Sheeb?c;qsaooo%c% 255@08030)@0)%0
DY dmRMmePsé esléodep:iad Microsoft Excel 20001 worksheetop: (78
s@@@@@oogogcosﬁaegaocﬂm cmmoqmo?coagwc?qc[é§go csoocgm%co']oap_o—
()  Copyoxcdean Cell gp:a3 Selectaddli o(p)dlsecdc: Cell bordersh
gomn%cmo%@ooogg] Fill Handle o3 Click co&cln
( 9) o u)cooap;) Cella Fill Handlem@oooooej @3@0’)(0%@0300) c;gao(f)@o%o%
Dragogoo']n B3] 6(p)olsacE: Bubblew esleaxn 88ox:cdaopd Con-

tentsolo&coxm Box c;oTc;yaéu

sJoou Worksheebposgqc @Jcc:, 0o ggcj)mo%?:fé %@%maﬁc}ozw%&ﬂwén

Fill handle  Bubble

Microsoft Excel - commizzions
@j File: Edit Wiew  Insert  Format  Tools - Data’ Windoyw  Help -iﬁ’i"}ﬂ
EE SR BAC - = ARG WMo - 27
il 10 B FUISS=F3 ks . ¥
O3 - = 55%
T e (o)
1 Sale Commissions - First Quarter 2000 i -
2 ID#  salespersor Units Hate Bonus Total
3 20914 My Khin 1751 5 50%1
il 20943 Ave Ko 2381 b
& 25711 Hla Win 3353
5 29680 Tun Lwin IR
g 25719 Mya Aung 2746
i 5.50% =
o :
LR H\Sheetliﬁheetz A Sheet3 / i 3ol
Reathy ML | G i e
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Entering A Series with Autofill (s2cdseeapdd [gpdopés[ge:)
oon  January, February, Marehsd cogp:sS Number day: yearsS sfgo: Item

c O ¢ C c O C C ’] OJC° (] H cocC "] C
@J’JSS’BO: 9’2@8(\)(7)00ECDCSCDC\JDJC G32D00OD0I3Z200C: CLCOMNOD AUtOﬁ” @[C\)O&CO CD@—
L 2 O L L o iLO L L

()  Serieswdécean 6000903 Cell mdasacyésad §odcopdali
L L L L L L L o Lo L (-]

(2) 3 Cell o3 Selectawds) Cell & Fill handles? Dragcoddl

C

poeai Mondayo Sunday=dd s205303gjeodc3clon Cell codacé Monday
4 L L L L O
P 32000503220 GP2303¢: [grddlm aaudmgn(gland§Edlongli
LSI] 6] ° J ° r° |. L o o l L L @

(o]

oodgi051 Day Monthi Years¢ safgo: ltemodad Seriesscndados 6é: Content
Do [g§eopdazancdclon Ctrl 03864) Fill handles3 drag [geodol

Ld
Number@p:sgog(ﬁ% Ctrl §6q§0c30> dragaod§Ealooghi

L

Entering The Same Data Over and Over with Autocomplete

20l ooéc:n’) Data@p:a% gaoacf)oomooééooéoa&géq$ Datadl omoadionaxd

IL L [e] IL o O L L L L
P00l 01§86 0000700 S 03D co&:&ESlonS -
N % 1981 Q238 22PN AT A 2
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oot §5lecsi) o

o i Microsoft Exceloogb Entriesep:ad List ogcc: 203 3609P 2362205000200
& List B3g§03059) ea:g)JoSQ?)o']m cemmdmmmoaye Cell 3 Right click§6¢) pick
from list .. 3egeqo5(G:[o3p0q8 ESlaoph pick from list ...ad¢ 8892c3§ep Contenta)

,.Q Cor¢ Q C cc',@ocqoc c
G%C\B(‘DQL@CE %C\BG?GC\J)J’J(T)Q)@QODCQ ‘,@o)o C\)@Q@II
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Selecting CeIIS(CeII Qo o2: Gg:aJOS 5:)

o C C o croc (& C C C C C

O’\)II Ce”S @J’)Seﬂ GB@JCDGBC\)O’)QJ’DZO’E O’)@@QO)EZ@(E (YBZO\IE Cal Gg°G@OCS[§C§§CE
cCc. o C (9] C C C C C C (9] ° ocC C
(9JO’)[§CSUB°S’BOO)(D CE”S@J’JSO’E GG?’D(DO']Q)(EGO’)’)Q’)§8§C\DQSO)®QLQLUE S’BQE:[;][&L»C(){]CD@—

(m) E}QLJ&\%C;CDO Cells&% Selectaecc)q@én

(2)  odedopfgocorn Adjacent Cellsowod Rangemdsad Selectodes
Upper-left Celle Lower-right Cell3 Drag Drowncoddli (s3ewocd)
mdodmpxemodean Nonadjacent Celbp:od Selectwdes Ctrl o
§8§ sfao%éﬁsp Cell @J’J:o% Selectogcc)o']n

( o) ROWO%QO?O% Columnoo&gdézo% Gazo%or]m ROWO%@O?O% Columno%éi
Header? Click codoli m&%ep Row 23omod> Columna3ad cq:aoaor]m

L L Ld Lo L e L Ol L

Ctrl o%%@@: cf?sgcc)cm Row o%@o?o% Columno% Selectogcc)o']n

oG Worksheeto Select{gaodGicorn sagodmecocdop:ad axcdcles Copy button
093.%50'] (:fg@ugoc)) caoe[gocc::o%o']m Cut buttom%%éoﬁu o%c;@o%:nc{:)éjqa Cell ogéooo:ej

Paste buttorcv% %&ﬂn sfamof)sj Selectoggoooscmsgq(ﬁsgmnggﬂoso% @J(ﬁ(\?}o’]m De-
lete buttom"g %ccmpr]gén

Adjusting Column Width and Row Height
(Column sao9c5s¢ Row (g 303 cd39260a3(ggE[FE:)
ogi Column Widthsé Row Heighta3a3[géaocdolm o(g)cl=ecdé: Columnsé

Rowo3e1 Heading Bordes3o3 Dragcodgéslgc cgcf)oeogo 10008 ECloopdi e5qpeadSlon
Cell sfaog&é # # # #33D [gesSlopdi :addmaoydadpdepd Column Width(3o0o05)

C Q

Row Heightlgdcoqs [goodadearn Row ewod Columne Heading Bordeed's3
Double Click§6qclegbi
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Column width Bubble Grideline

| Microsoft Excel - commissions Ei=1E3
@j File: Edit Wiew Insert  Format  Tools) Data’ Window  Help -iﬁ’i"}ﬂ
@Eé%&éaﬂ%wézﬁsmiimlw 18
' arial $0 BB X EEEEEE;QE;_T » .
- 03 - |W|dth 8.43 (64 plerS)| ' ' (3(9)
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Merging Cells( Cell gp:ad eclé:od[gé: )
o Tittle §<°: Headlng@p.,o? oogC & epogcc: ellooo%@mé@cc: [goaeﬁ @@5@56](7)

¢ Q C C

Cell ¢pz03 Merge Cellgoodeo:qs C\Bsfaoor]ooén Merge Cellgicod9$ co205019003¢:

L
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G
()
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O
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£

C

Merge[geodcBean Cell &f Ranges? Selectaddl

Format, Celk’ Selectowédlon o(s)olsacdcs Format Cells dialog box
GOTC\D’JQ@II

Alignment tab3 Click co&ali

Merge Cello3 Click coScli Horizontals¢ Vertical c3opé Centero?
ca:sj OK 093 Click C\e&ﬂn

R Short Cufgrode§en Formatting ToolbaedTe Merge and Cen-

ter buttoncvcé Click Qgg%ccwr]oaén
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o0l Row :fg@ogo% Columnafgo% ooé:g O?B@O?OC) ooo%zgooo%(céeogsj Insert[glcng)cxogo']m
C "" OC C C "] C
6920050l2203¢: ca0cgMeolod-
(oo) Insert@lagéc{:)cm Row & secood (O%@O?OS) Column @%U)OSU)(‘/%O(OD(%
glcoao Cell o°? Selectc\géo']u
(2) Insert menw? ¢&q Row, Column(a3owod) Cells o3 cglzo'lu
L O-e° Lo L L
(o) Cellody (Bewrcd) mep:ad Selectwds) Cells Right(Bewdd) Shift
L Lo L L L Lo L
Cells Down[g¢ Cell c1pnmed (B0wod) comadmaddd Insert

6&ESIandN
20% 2



Microsoft Excel 2000 133 nHR§

Removing Rows, Columns and Cells
( ROW Q%QO.EOS Column Qj’):%dgé:% S’ZQJ(')‘SS’DC\DOSQP:S’?'): qjogof)@& )
ool Row o%@(poca Column O%@(IBO% Cell o%o%qcﬁcf’go’]m cmcﬁo’]a@o%é:qgécaooé

SE0loopd
% 22"

(m) @J(TC)QTDG:DO Row o%@o?o% Column o%@o?o% Cell 093093 Selectc\L)So”lu
Cell @J’J:Gorrogcc:mé:cm& Row Numbersapzc;orrogémé:@mgm Col-
C C Cc N C C
umn Letter&pzco'rogcm@:@mc: Dragag@c:m:@g Row ¢p: Coloum
Qs Cell @J'):(TOL) m@:t)ooo%@oo §§§ Selectqgg%cc:o']oaén

Q0C

(») Keyboardedl'§ Deletecs385Al

Formatting Values in Excel ( Excel 9203&:§ o3§:0mgiapielon§3:0d et )
o] d L L
opi Miscrosoft Excel 200688 Numeric values‘ée‘i Numeric formabaocago%qoc)
O O C "] oC (o ocC "] C
O?oO? c320000 S’BO’BCZG@’)E}&LCO CDE—
Excel’'s Number Formats

Number Format Examples Description

General 7.6 §orcopdoopdseddt: Value sdewed(googdi
31567.239
Number 3400.50 Dafault Number format sonosocsep(gd
C
CD@II

(-120.39) Negative Numbek® s§cepé o0
ogcoom Beorcd minus sign(-)gé G@%
Currency  $3,400.500 Default Currency formab soxo jesep
($3,400.50) Thousands numbeﬁsooo Commacos:
o’]oa@n Negative NumberSo »§oept

0.5 3,
o8 & On

On £ o3
l'f/o’o 8 [_8 QO
On [_8’7 =0 (@]

o
C
-5
3

3
«ON
(2]
G
N

)

mc @mc 30> (Bewrcd) minus sign(-
§Ea0pdi
Accounting $3,400.00 Default Accounting formab soxe jesep
$978.21  [gSaopdi
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Date 11/7 Default Date formab months¢ dayods3 Slash
() [g¢ g@o:ooozooén =[g>: Numeric Format
opadcopd: Selectard§Ealaogdi

Time 10:00 Default Time formai> hour ¢ minutesa3ad
colon (:)[g¢ 3[grscomtaopdn Seconda.msé p.m
BB c65gsEdloogi

Percentage 99.50% Default Percentage formab soxo j csep

@o%:nén
Fraction 1/2 Default Fraction formed slash(/)gesS[googd
Scientific ~ 3.40E+03  Default Scientific formet sm@Je§qo@5wlo_Sll
Text 135RV90 Text format> Cell sgoggso%ooéog&em Text
§cf: NumbersO%p% Text s@@o%cw%@o']oaéu
Special 02110 Zip code®hone numbegé Social security
numbers»a3 Special characters co5golaspdi
Custom 00.0% Custom formétﬁ@$o%:epog€ 5220:[g|Sloopdi # 0o

number placeholdef 3c5es(gcloogd 0 oo zero
placeholder33adem(giclaspdi

Deciding on a suitable numeric format

[og [og C o0 O ° [od [og [og [og
(ooc;eoooeooo 0m§:0603 s'aa?:[glq§ ::ooo?oo@c:)

JOII

03039030?)@&30 format<7°3 Ga:@ch)sﬁ emn%o']sgo%é:caoaéa(ﬁq&@é—

()  odecddeon Cell Bouod Cell rangesd selectawddl

(») Format, cells? selectoodolon O(6)claecdé: Format cells dialog box
coTcuoo’]@én C\césfacc)o']m number tabr°3 click C\Lxc)o']n

(o) Category listoaé soxgcdoopd format s} selecteosdl Sample box
op¢ Categorys) dafault formaisd co5gesloogd

()  2c3§eo0n Additional formatting options? Seleckodali OK o3 click
w60l (Bewrod) Enterad Pressooddli



Microsoft Excel 2000 135 nHR§

Format Cells

rumber

Accaunting

Date

Time:

Percentage

Fraction

acientific i

Text 4123410
Special {r1234.10)

Removing Formatting

(063jc0n2[géi929: LS Gj0d[gE:)
f J ° ° ° J °
Joi Cellods Bewdd Cell sagp:o number formatndac? ecdepzaddlo (3euaod)
General formatd [g§cop5acbecdc3clon sadgpadean Cell 33 selectcodoli Edit
menue clear, formatodegecli g&: Cell o3 selectawd) Format menw Cell o3

sClogpddlon o(0)dleacdcs General formata3 c[goCsogn:apdad eaz qdloogdi

Format Cellz Ei Bl
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Aligning Entries in Cells
(Cell 9']'3:99035:%] s'aaljoggamcrgep:cfé DD el PO 83@6)
JJi Microsoft Excel 200@)85 worksheetss) sagadsecocdep: ooéog&ooés@;ﬂ
Textep:ad Left i Number gp:a3 Right @3 sac3sacaapad pdeo:claopdn Texts¢ Num-
beI‘?@@j[:@Q}:of]cms?@'] c;mcﬁo’]gao%cc:: @lqggf:o']oaé—
() BBean Cell 303 selectaxddl
(») Format, cellod selectayddl downod Ctrl +1(Control One)’ Press
woali O(e)cleecdé: Format cell dialog boxdl'condlegd
(o)  Alignment tabo3 click codali Alignment optionedTconclopdi
(w0)  Alignmentoyé Horizontal Vertical OrientatiomWrap text Shrink to
fit s¢ Merge cellsda3c352600c320050058 EGlaopdi
(c) OK 3 click il BBevros Entera? pressaddl

Format Cells |
Mumber  Alignment | Font I Border | Patterns I F'ru:uteu:ti-:unl
Text alignment —2rientation
Horizontal: Indent: * .
- 0 = : * ]
- ' *Q)
YWertical; = Text —# L
X .
ICenter j 3 .
. *
.
Texk conkrol ||:| 5‘ Degrees
I Wiap text
™ Shrink to fit
[ Merge cells

(0] 4 I Cancel
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Formatting Worksheets in Excel, Adding Emphasis to Cells

(Cell eJo:s'aogcC:: éj s'as'jcﬁs'acocﬁqp:cr% Qéej’l:o'e@l@g:@&)

Jon Microsoft Excel 200@;¢ Cell o203 Bold, Italic, Underlinesé sofgo: Font
Effect@p:@[ct\e@gﬁor]wéu Font: Font size§<f: Font Colorogéo%coé: @5@0 .%L’ o']:DEn

o%sfa[gcc: Cell @J’):@Qn BOI‘deI‘S§<§ Shading@p:mé: ooéog&%éor]oaéu

[of C C)

Adding Borders to CeIIS(CeII Q3822 6ODDCEYPII0D(C:
Jon Cell @ﬁoo%coéogcc: Gridline gp: 2ode0d(gé:s Boundriess: ooéogézc;o:@&
5 oao%@ §§ O9200laopdi 00§ sax(gE Gridline oo’ Print(gieodfgézelgchn Printcodeé
cocC (& (% C c O C ocC
c§s QJooeo 30023Q 200 qooooooéLco']:D@n Border @Jo:oogogc:@c:crg cs@omo’]a@o?c:
c@oocam%co']oag-
()  Border[geodcBoog) Cell e§umnociaopdad Selectondali
(s) Format,Cells} Selectardclon o(e)oleecdé: Format cells dialog box
el ameghi
) Border tabs3 click codclen Border optionzol condloghi
(w0)  Bordersacyos color s¢ stylesod choosenssdl

OK &3 click cwdal (3ewrod) Enterad pressgroddl

Format Cells 7]
Kumber ; Aligrment ; Font | | E Drder ....... ; Patberns ; Prokection ;
Presets .LInE ............................................ 1 -

' ' | Style: '
A | R | NDnE -----
Morie Qutline [EEEEE R s
Border e —————
s 0 FEE S ‘B(@)
Text
Colats
1 .ﬁ.HtDmatlc 1
The selecked border style can be applied by clicking the presets, presigi
diaararn or the buttons abiove.

i 1 Cancel 1
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Adding Shading to CellgCell gp:s20: Shading(geod[gé:)

Jon Cell op:orog Shadinqglcx?c%dz)o']m Gmcﬁo{]%o‘é& [glc\?&%cczo']oaé-

o o 8

€

N/ NN N
~— S N —

ShadendcBean Cell B3a3 selectawdali

Format, cells:} selectoodoli

Patterns tab> click o6l o(o0)dl=ec3é: Shading optiordl conolegdi
ooéog&aogcoao color o3 ca:qlcf)or]m Sampleaoaé ea:ooozemsfacqxc:
cSlamndlegdi géscsn0d Patternzoxg List boxel Dropdown arrows?
click &l copdogéscdear pattern shadingdo> selectgodoli
Bz OK &3 click awddl (Bewndd) Enterad presggaodoli

M Aukomatic
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Using Autoformat ([o3j00€ 2005¢03009:00p50603 92a3:(g[5¢:)

J&i Microsoft Excel 200@3¢ saaoésaaX(gq§secyo> Table Format Desigh6)e
C
C

f]o r] c c. 00 ° Q f] C r] oc c _Co f]
O ﬂo OO@II 90:0’30? GBQ?:@[C\BO 0D 6320000 S’BOBC: GSO’)C%IO’)&L O CD@—

()  Table formafgeodcdaops cell rangesdad selectaoddl

( 9) Format, Autoformat7°3 selectcxg&ﬂm (:)(oo)q.)ccz G@%@ooo:oaés?océ&
Autoformat dialog Boxcl cooegdi

(0) §62005po0dd epgs Scroll-downcwdali sac3§epad click cwdali

()  B=bclo Option a3 click cwdali 52c3§sp Formatad choosensdoli

(c) OK 3 click addl (Bewndd) Enterad presscodali

A

=
g
g |
g
3
g
=
X

Jan Feb Mar Total Jan Feph Mar Tota¥
Eaat 7 7 5 19| |Eaat 7 7 5 19 |
West 5 4 7 ATl west| &8 4 7 17 oLhm 1
Sosth & 7 08  24)lSowh| & 74 24 s
Total 21 18 2 60l |Total | 21 18 = =] o A A
Simple Classicl
an Fab i Tota w
Eagt + 7 5 14 e o Bt e ML o
West £ 4 7 47 R e S ‘B(OO)
South =& 7 9 24 South & 7 9 24
Total 21 15 21 60 Total 21 18 21 G0
iZlassic 2 Classic 3
‘. Feb Mar Total Jan I?eh Mar  Total

Bast 3 7% 73F S5%F 19 JEast § 7F 7F 5§ 19
et ] 4 717 hest G 4 T 17
South g 7 8 2 south 5] T 3 24

Total 3 21§ 18 F M F B0 ATotal § 21 % 18% 21 § ED

Accounting 1 Accounting 2 ___v__j
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Copying Formats with Format Painter
(Format Painter Icon [4¢ aooep:ad oxfgé:)
Jon  Microsoft Excel 2000%38 29| FOMEET Format@p os) sfacoogooo? copy

§<f: paste@lco&%éq% cs’ao(ﬁccs»%[go'] §é 20068 (J)@99§m m@@@m ofaa? [g

()  Edit menue copys¢ paste special command§ gaag JggSen
(») Standard toolbamqu Format Painter buttom s2ad:[g[gS:

Working with Formulas in Excel, Understanding Formulas
° (og ° [og C [o
(deooppdiapreaaigly) oo>aa33¢:)
Jon Microsoft Excel 2000)98 <7°>$ om$ oo%:rob @J’) cr% cocf)oom oocTCJQJo% @[QBC
§ceﬁs®mm Formula@p m 3303 @qor]oa@u wqoeocepooemooqo m csfaoooor]sfao%

22001{j§Eloogh-

Operator Performs Formula Result
+ Addition = Al + A2 Cell Ax¢ Cell A2
Ry ofRepics
G(ﬂ(%’a(;]ll
- Subtraction =Al-A2 Cell Aloomso3:0
Cell A2 c% §93%33
§LO’)0’]II
* Multiplication =A2*3 Cell A2x§5%:03 3
@(3 G@’)U%OK]II
/ Division =A1/50 Cell Aloo§33:03
50 @5 o020l
Combination = (A1+A2+A3)/3 Cell Al o A3 S
oo%:f:)oc’gn(:) Gor]cc::ﬁ 3
@(3 (D’):O{]II
A Exponentiation =A1"3 Cell Abr§%ea 3

C 0C. 0O c
COO(T)§:O? CO@O Il
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Order of Operations (a:a?pa%éepOperatorS qo:cﬁe@ﬂgzcsooéglagﬁsagsooé)
Jer  Microsoft Excel 20003¢ Formulacméssacyés§ Operatione:o 632005

2] C oC o C C "] (&
G?@S’BO)BG?UECZB:O’)ZGO&GOO’)C%](DO C)Dg—

Entering Formula (eo0$p5: §05c0p3[g€:)
ool Microsoft Excel 2000088 Formulac;el:ogé:q$ Gmo%or]gao%& C\?E)G&)’Dé
%éof]ooé-

(m) Formulaooéogéchz)c;oao Cell o% Selectﬂ?f)of]n

o

Formula Bar  Selected Cell

=C24C34+C4+HCEHCE

F'_:. shining

oo dJanvary  Febjuary March  April

k Production 1564200 14887.00 16,741.00 19457
hipping 156400 1468.00 157400 1945
anding 112500 105600 134700 17393 .
ackaging 256400 240700 307100 3,188 o(oJ)
romotions 452600 44800 542000 5526

onthly Expenses = §25 420.00) $23 867 .00] $25 453.00 §31 615

utaIExpenses $159485DD S S S

of Total Expenses 16% 15% 18% 2
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(2)
(°)

“= ”(7%% @ G§906 :3905°[§c8@:173 Formulao%ooéoa&o']n G(OJ)O%QO%&
oogag 5:)3@ Formulam Formula Barooc Gono']@@n
Formulacd o oogc,@ocgc Keyboard eoTsﬂ Enter 3 Presscdol

(oSL’@u?o%) Formula Barco'T§ Enter Buttom% click c\36<ﬂu

00

Editing Formula (6em§é'<73@$mé@f:ao5@8°)

elell Formula@p oo [gcaoceﬁmsfaoor]m csfnmor]sfaaocqp sfaonc Gaoo g o’]a)@

(o)
(9)

()

(02)

L

@C@OCC\L)GOJ’D Formulao']ocoa@ Cell O’L) SeleCtQL)oor]u

Formula Barcy&:ad click codol (Beordd) Keyboardeol'§ Function
key [g6con F2 a3 pressasdli

Insertion Point3 cg.q$ Keyboardedl'§ Left (3ewnod) Right Arrow
o3 ad[geli Insertion Pointal Left 63 godSoler Backspaces3
C\)&Szemém Righto? qo%cf:)o']m Deleteo%mé com
[g€=o€[Gesloo Formula Baredl'e Enter Buttony

° ocC C
H G’B&Eﬁ@[&LCOr]ODQII

C
o
093 click 0360%

Copying Formulas(éem§é-qo:<7‘3 m:oo@cc:')
o FormulaO’m@m COpy@lmoc:Dosfa@'] oxacdean Cell &) Locationsé olgé

Serels @C\)oeo eﬁ C\)sfaoor]oapju Cell oo@@ooooaom@ :comc Cell rangemds crcéc;:xn

C

o}

mgecm’)cc Formulamm oaeﬁmsfaoor]m GG”B’DCDOr]O"BCDCo moamm[g C\)O&C(ﬂ&)é

(o)

(2)

on

Cell oo@@sfao:c q Formulam o OJC\)Or]C\RIC GG?’DCDOr]G?O’DC ca00C oo%%
or]oa@-
(o) Copy[g C\%G:D’D Formulao']oéoaé Cell &3 click C\Lxc)or]n
() Ctrl &3 % oG Formulaoxcdeon Cell &1 Border o3 Drag
@[C\Bf)or]ll
(9) ooo:acécmc§qao(;écq>c5%8 8%6000:@33’3 Mouse Buttom%%)o%o I
20pBm[gdopy Adjacent Range Celbp:§ Formula o3ox:aradclo
L o d L IL IL L

N0 RE: ca0nEQSE G-

L° 8 t @
(o) ol?:oicféc;oao Formulao']oéoaé Cell o% click 0360']||
() Fill Handleeol's3 Mouse Pointets3 cg Al

(p) Formulacleox Cell &3 [godeayds) Fill Handleo3 Drag(gaodol



Microsoft Excel 2000 143 nHR§

Using Function in Excel,Understanding FunctionfFunction gp:a3saad:(ggé:)
oo Microsoft Excel 200@)85 520¢0lqslgdcan Function@p:mo% o2 oé%cc:of]oa |
Function@p“ooéa)&epoocc: cmcﬁc@%@o’]a@é}é (9)08: o']occ:qor]@é

(m) FunCtlonoaeoooo Formulaooége cu=" @8 s@@[glq@éu

(») Function Nameﬂocq@@u

( o) Cell AddreSSﬂocc:q@én

T

['_n
Q]
|—80
R
~C
Ccn
~C
3
N
3o
3

oowo - Cells AL, B¢ Cladapéeom o§kepadedlesg

L L

C
Cs
spcScloo Formula barcyé “o = (A1+B1+C1)/3 " v mpésor opts 80%4,3]'3:@5 copdpEs
1 L e} L O o ° o
C Cc O

[e]
q@é@o%o']oaén s@mogej “=A1+B1+C1/3” o0 oogagc:@o']m %53%@$U%:%G[§9$O%
688058 00cBdl

Excel Most Common Functions
(I\/Iicrosoft Excel cgésadg:saqp:eﬁzzea)o Function eJo:)

oci Microsoft Excel 200@)85 maXepican FUNCtionssg) o esoodclodgdolaopd-
Function Example Description
AVERAGE = AVERAGE(B4:B9) Q|62g)0§ 53203 epali
COUNT = COUNT(B4:B9) s@cqs@oo)o%o?) gpo']n
IF = IF(A3>=100,A3*2,A2*2) A3 25 100 cocd [Feey€

(o) gt A3 55 A2
o%o% 2 @5@@90%6]u

MAX =MAX(B4:B10) sg@ 2023509 epali

MIN =MIN(B4:B10) sgcoggé o%$ <7cL3 spoli

PMT =PMT(rate.nper,pv) c;@&.c;gaoésﬁcg ?ﬁpo I

PMT =PMT(rate,nper,fv) @ooécgqq$ooéogcc::q@é
G(o)(YcééTJOr]II

SUM =SUM(A1:A10) co’]&m&fé gpor]u
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Using Autosum(saa%saecqocﬁeo']& &:03 9233:(g[[3<:)
o9 Microsoft Excel ZOOOogc R0 sQs 093 sacx%s@ccoom col&scos §CGOJO

(9] cOoC

Autosum Functiom’lgpa@é c;mmo’]srao?c., C\L)o%co']:ng
()  Autosum [goodcBeaxn Cell o3 selectardaln
(») Standard Toolbasol'e Autosum buttorns? click coScln
) Excele sacdmeaypadonodecdeoican cell rangensmseedilos sa3i(g)
Seaxn cell ranged3 drag awddl (Bewsd) Formuladd click code)
Edit @lC\LxC)o']u
(v0) Formula Baredl'§ Enter Buttond o

lick cw6¢) (Bevn o) Key-
board§ Entero? presscodclon edléon 0

L
’] Q¢C C
e} C\)(:)Qell

Using Autocalculate(em‘g’meqocﬁmcﬁqa%@é:o% 2039 g¢:)

o6 Microsoft Excel 200@3¢ c3§:0m§scden AverageCount Count NumsMax
Min §<§ Sumo?gcﬁs@e@o%sgc{:)w@mﬁmogmqlmc?&memo%&ofao%& @6@@008%8&03@—
(o») Excel worksheet Status Baredl'§ Autocalculate areayé Mouse
@ Right buttona? click codoli Noner Average Count Count Nums
Maxi Min §c§ Sum o%s@gﬁ Q%Q%epo% click C\Lxc)o']n
(2) B§Beaxn Cell rangesd selectaddl

( o) Status Baborrq Autocalculate area:é c@e@ms@c@nﬁﬂ e@%@csr.o']@éll
Using the Formula Palettg{saoo¢ol§eonn deogpdiod s203:gg¢:)
ool Formula Palette‘f) sfaofgz[glc}cjn Gmcﬁor]%o%gz[gj@or]oaé-

(m) FunCtionooéogcc::C\?)Goao Cell or% selectcodoli

L

( 9) Formula BaboT‘§’1 Edit Formula buttom% click c\LxSo’]n Formula Palette

" |-80

GOTC\)’D@éII

(o) ooéogém%@oao Functiona3 Function listo selectc\36<5]n

(0)) Formulasfaogo% C\OL)G’B(SGOD’D cell address;% ooéogé:or]u

(c) Cellranges? selectood@: Expand buttors click codclo> Formula
Paletteo‘é B$mécepcr%éﬁo’]@én

( ®) OK orf) click QLJ&QH Ga:q]cf)ooo:@ow Cell obo;xc: Function§<§ Cell address
@J’)SGOTG%@S 9’2@@0’% GO%@G?OW@@CII
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B C DIE[F[G|{H| I [J]K|L[T
3 Examination of the Sth Standard

L3

Roll Mo. [ MName

=
T

40
52

23 o(o9)

At of Fail

Total
Position

haths
Result

b | [0 || e | D | T | i
mmmmmm—xmmgc'ence

]

B |[T-0011 |Myat Min | 95] B5] B2
£ (T-0001 Mg My ab[ 55| 54
g
9

T-0002 | Kyaw Win | 52[ B5| 78
T-0003 |Avye Thein | 58] 95| BS
10 |T-0004 |Myint Scoe | 53] 25] 44
11 |T0005  |Soe Aung | 95[ 35 40
12 |T-0006 | Tun Thein | 75 45] 15
13 |T-0012 |Min Kyaw | 15[ 45| 75 23
14 |T-0002  |Thein Win | B[ 45| 24 42
15 |T-0013  |Kyaw Tint | 25[ 86| 87 39| 31
16 | T-0010 |Win Maw [ 35[ 25] 15] & 4 —
17 |T-0007  |Kyin See | 12] 32) 30] 32| 3
18 |T-00058 |Soe Myint| 2] 3] 1]31]12

[ 4[» [¥i}\Sheet1 {Ghestz f cheets /|4 | >||J
[ L

32
44
12
ala]

»

Caculating data in Excel(ExceIogS Data ¢p: ogo%qa%@éz)

ool Microsoft Excel 200(@(3 Goqoézoicoqo&oao:qo:éi o)oc;@:g)c;@af)zoaéem:
C (] (o 9° o N C °° °° C C "]Co C o

Colketes ®§ooaej o)oe@.,gc;sooc/ﬁol Y0P AN IEHIRRMI POCOICIgeodGpI
(o] C Cc O C ° oC C C C C ocC =] C C C C

Sl esreteteptpat em@o']ce(og):nogcs oogagc:ogm;ﬂmeo:%c@m raloleatelepleakellosiEley

Resultoaé 6 o0& eopa[gé 16 o3 Active Cell @6@9@08 @lcocc)ej Excel 200000¢&

e} d ° L L o

sfaoacf:o']%ﬁcwo Function@p:@c%caoocc:g(ﬁof]@én pOO2-

Syntax; IF(Logical_Test, Value_if_true, Value_of False)
(0065 pde9222(gC) IF(<Condition>, <True>, <False>)
Syntax; COUNTIF(Range, Criteria)

g@u sfaooo%orlcqsoé@og?nogsao{):@[ej me@:cgemf:@&ﬂm Pas&yg Gq:ag&@m mc@:g)
oyjseolon Fail o eqpantiopd Formulacméaa 16038 eomodolsacdc: eegGeolor Enter
au L (e} o L L o L
Key 386)-
= IF(Countif(D6:H6,"<40")>=1, “Fail”, “Pass”)
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goll oqéasoaémms@cqs@q}xﬁ (Amount of Fail)cftaogogo%or]m J603 Active [gdesant
Pointercon:d) esanodol FormulacdesgGeolor Enter Keya38§6qalopd-
=IF(Countif(D6:H6,"<40")>=5,"", if(Countif(D6:H6,"<40")=1,"1F",
If(Countif (D6:H6,"<40")=2,"2F", if(Countif(D6:H6,"<40")=3,"3F",
If(Countif(D6:H6, “<40")=4,"4F", if(Countif(D6:H6,“<40")=5,"5F"))))))

goll @Qeor]cc::%)o% Total OOé K6 Cell e.§epog§ @lagﬁq@é @o%oaéu Cell Pointer
g K6 c§epoox°:@J6j =Sum (D6:H63«:q) Entera3§5qclopdi

G i Roll No T-OOOlG(qogzm:ooécmcﬁs?oom%m Result, Amount of Fail, To-

o O C c cmc C C C co O C Q
tal [0p]0p) O)CD@J(DGl?@(D@ﬁ U{l?%@’):@q’)C:@):@J’DZU)@GQJ)(7)@(7) O’)O’)@ST)@C\D(;]II |6 Q
oL 7O L 0o L 1
C

K6 >3 Select Cel@[coo@: Fill Handle s>o: POintC\)(C)ej G(T)J’)(%:OJ):S’BGQS’BO)(T%%Q)%
L L o] 4
Drag and Dropogcc)ogo:@&@c% ccqoé:oao:oo@@:g@% meezg cs@oé/ﬁzl mJJéj:ooé
C Cc C Q C C C C C C

Spalevalerlellcrlontosl @@cor]cs%)oo@pz(? RO m@:m:@®c§98n s@moaej Gmpc:m:@p:éﬂ

sgaJo%mmcﬁ@Joz 90:c§o']m E}@mé 5@05%503003 Formula @lC\B(SCO’):GCD’) Cell
C C Q C Q Cc N C (o C

QPEORCORE COOIGAPPOCAY G@'Jc:cuog):@ @@o’]oa@u

Sort

™ ascending

* Descending

Then by
I.ﬁ.mt: of Fail j % pscending
" Descending o
Then by (3(0(})
ITl:nl:aI j " ascending
% Descending
My lisk has

& Header row ™ Mo header row

Qpkions., ., | K I Cancel I

Gol Data@p: 9%/@9$ 8@«5@: chﬁ%mcﬁqv:m:c{éz 9$m$[§u3 oﬁao@:cj)m Posi-
tion s ®§:®ozo']@éu c;cc::eom:ooxc: Borderooé@é;f?cﬂm BSo L80 =d Selected
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Cell 6l Formatting Tool Bar Border¢ All Border soo: cgegedcl Border
E}loggooo:cm om:méc§qoqoogé Cell PointersJej Menu Bar§ Data, Sorbcéeg:or]u
DBsl Sort Dialog Boxedl amepdi 9(og) Bogpdcl

GGl c;oopc 92y sonC POSItlon:Dm@mepg oooee Hop) Resultcmc/

]

ooc0: oecfaocor]m Pass & :Clon Fail moam@mooo :D@c oooao ©O0Q[s @5@@030 P

§c FCDE ASCII Codeseq F OOE 69@®ej s@coo@@@ | P:D@ 79 @@ @cc: @:@oc)ooén
oge@ogoooeeocgo Resultsa: @,oaecoaaem (Descendln@oo.,j ?mwéomoco:@g)em
Amount of Failogcc: mmo}cmé@&ﬂm Null ooo:[§: oocgmmcqaﬂcc: lF@oC):noay)mJ
C\J)Jg: 2F :Do%%)o%ooo:a)@cf: cof)@é@:cf:)o% (Ascendingom:q% [§o%o']oaén mo%oaé:m:eo:g)
@@ecﬂ&qc})o%o% @:@éccfm%n% (Descendinyooo:qo']@én

Gyl o%s?:ﬂ @wozobogcc: Roll No. :398:39@@99093& @0303@039:7\3 c;cqo&mzmo%@:g@%
oacﬁa%cc:qm@go%mq&gﬂoz GG’B’)(%/J&D:I O’)JCDé moaosgeqsgog(ﬁ sfa%/gaepzl @@eo']cc::
q@og :n%/gacﬂysfm%o% ROWG§6TJ@J’J° G[goccz"mw']@én o%c;@o% oooc;§°96° qg]wéc§ep
L6 sz Cell P0|nter9JQ§n 1 522:§05§6[G: Fill Handle s20: Pointcwés) coppéaans

G?GG]S’BO’O)CD GJs]CDGCDO(DQQQJST§ @@(ﬂ&)gll

9@" POSitionoecme§speﬂoz %%Ecafxoé: Positionc]n sfa@éco @ c$oRO il :fé@ sj

9
CSIOOVMNE 990030903333@@@0"0% ez alesld) 6(0 )990035“ YN @éor]oa Sl
$ D493 28l (RS P\ 07))F20C: QOO 2

Charts (0gd[gjc25[gé:)

GOl ©0§E:eaX: 328 DTN EREN) a&co&agaﬁ@go:ﬁéﬁe@q% §¢ 38Beepadadpd
oocC:@@J(ﬁeﬂoso% qéﬁcmé Charto% wo%:@[@q(ﬂoaén Excel 200(1)88 Chartsfa@j’[::nm:
colés (ooo) cmﬁo']occ:ﬁ FORQYPLEAN Charts?cc)quIozgo (o)Cqumn(J) Bar (Q)Line
(5) Pie(s)) Area(6) 3D-Column,Bar,Pi@apda3[g[o3000di
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B C D|E F/G|H| | |J K| L g
3 Examination of the 9th Standard
4
E
i a ._,LI: o
Roll Mo.| Mame |E|&|e«|2 = | B S
AR - o E|E =
5 Elo|=E|alas| e |2 |d
6 |T-0011 [Myat Min |[95] 85| 62| 45| 40|Pass 27| 1
7 (T-0001 [Mg Mg 56 55| 54| 53] 52|Pass 27o] 2
B |T-0002  [KyawWin| 52| 65 78 91] 23[Fal |1F [309] 3 é(og)
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cer  Standard Types¢ Custom Typegddjse sacdqep Chart Typesao: cgegod§Ed]
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A, B C D
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11 |Computer 10000 2 20000

12 |Printer 300000 1| 300000

13 |Scanner 120000 2| 240000

14 |Keyboard S0000 | 260000

15 |Mouse 5000 3 15000

16 |Toner 1000 3 3000

17

QOII

o%c;yg(rc) Menu Bach; Data m:cg:or]u Filter -~ Advanced Filte m:eg:cﬂu

Bwsl Advanced Filter Dialog Boxol'amecdi List Rangecyé $A$3:$3D$16
omeepatiqin Criteria Range List Boxp¢ Sheetl!$A $19:3D$28csgolg$i cdesood
Action cslé:odesancdo Copy to another Locatios: Checkaodgsn dsesl Copy
to List Box eocc::cuo@: List Box obq.zé Cursoroopésﬁu $A$222$D$22093@q::>88:[§:

Q QQ ¢ c_c C C
Ok OBGgSOr]O’) @@@@O?O’)@JCOD@ Data(:)J’D:GlC\)’D@EII

13 |Scanner 120000 21 240000
14 | Keyboard 50000 S 260000
15 |Mouse S000 3 15000
16 | Toner 1000 3 3000
17

W | o
19 |ftam Price/unit| Amount |Total ]
20 [*ter ==100000

21
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Advanced Filter EHE
Ackion
|7r Filker the list, in-place |LI
' {Zopy to another focation’
: ; Zancel °
Lo | o50)
List range: |$P.$3:$D$1E- :"J
Criteria range: |$P.$19:$D$2EI :"J
Zopy bos |$A$22:$D$22 :"J
[ Unigue records only
A, B C D
11 | Computer 10000 2 20000
12 | Printer 200000 1 200000
13 | Scanner 120000 2| 240000
14 |Keyboard S0000 | 250000
15 [Mouse S000 3 15000
16 | Toner 1000 3 3000
I — %)
18 1
19 | ftam Price/unitl Amount |Total
20 [Mter ==100000
21
22 |ftam Price/unitl Amount |Total
23 |Printer 300000 1 300000
24
T
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™~

EXERCISE (1) (scooré2§:-0)

Name MYANMAR | ENGLISH MATHS TOTAL
Ma Ma 55 65 76
Mg Mg 56 76 66
Aung Aung 70 60 60
Aye Aye 45 55 50
Mya Mya 55 50 50
Mg Kyaw 60 70 70
Mg Myint 70 80 75
Ma Yu 56 67 78
Ma Su 66 77 55
Mg Wa 70 45 50

Fill the above data into worksheet.

Find the total marks.

Insert one column at column A and fill tRell No. .
Example; T-001, T-002, T-003, ...

Insert two rows at Row 1 and 2.

At Row 1 and 2, type the headirgé'sult of the Students”
“Standard 9th Section (A)

Align the heading to the center of worksheet, make bold type.

Save your worksheet. (RNO-999.XLS) (Example; RNO-012.XLS)
Close your worksheet.
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1.
2.
3.

EXERCISE (2) (scoo&a$:- )

Actual Budget for the Five Sales Areas

Area Budget Actual Actual as A% Budget
Bagan 1,200 1,185
Meiktila 3,000 2,770
Kalaw 600 760
Bago 2400 1,860
Pyay 2800 2,880
Total
Maximum
Average

Fill the data into the worksheet and find the required questions.

Actual as A% of budget = Actual value devided by Budget.

EXERCISE (3) (ecooyéa8:-)

JAN-MAR | APR-JUN JUL-SEP |OCT-DEC
SALES 14000 15000 16000 24000
COSTS
SALARIES 2000 2300 2000 2300
INTERESTS 600 600 1200 1200
RENT 1200 1200 1200 1200
ADVERTISEMENTS 4900 6600 7000 1600
TOTAL COSTS
PROFITS

Fill the above data into worksheet.

Find the total costs and profits, by using function and formula.

Insert two rows at Row 1 and 2.
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4, Type the heading at row 1 and 2 “Income Projection 1986” and “Jetson’s Camer:

Store”.

5. At heading, change the font to Arial font, size is 12 point and Bold italic style.

Align the heading to the center of worksheet

Change the number format (#,##0) style.

Draw the require border line.

EXERCISE (4) (scoo&a8:-)

S @
Roll No. Name % 2 2 % = Result
> |2 (8|3 2|5
= L = n < [
N-0001 | Aung Win 45 | 54 | 95 | 45| 82
N-0002 | Tun Thaung 65 | 62 | 8 | 65| 80
N-0003 | Myint Ohn 25 |1 60 | 84 | 55| 84
N-0004 | Naing Tun 85 | 32 | 75| 66 | 81
N-0005 | Kyaw Kyee 35| 23| 52| 63| 65
N-0006 | Hnin Hnin Khine | 45 [ 40 | 62 | 75| 45
N-0007 | Wint War Tun 65 | 50 | 35| 85| 53
N-0008 | Wai Wai Hnin 78 | 55| 86 | 95| 87
1. Fill the above data into worksheet. Calculate the total.
2. At last column, fill the Result field. (Passed or Fail)
3. Save your worksheet with new filename. (RESULTR-000.XLS)
4, Sort your database record by first key as result marks and second key as total.
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EXERCISE (5) (ccooyo6t-9)

NAME RANK SALARY DEPARTMENT UNIVERSITY
DAW HLA HLA AL 1650 MATHS YANGON

U MYA MG AL 1625 PHYS MANDALAY
U MYA AL 1650 CHEM MANDALAY
DAW SU SU AP 1750 MATHS YANGON
DAW HLA L 1500 CHEM YANGON
DAW YEE YEE L 1550 MATHS YANGON
U YE AUNG L 1525 PHYS MANDALAY
U KYAW AYE TUTOR 1250 PHYS YANGON
DAW AYE TUTOR 1225 CHEM YANGON
DAW NYO TUTOR 1275 MATHS MANDALAY
DAW MYA DEMO 1175 MATHS YANGON
DAW SEIN DEMO 1150 CHEM YANGON
U AUNG A.P 1700 CHEM YANGON
U SOE MYINT DEMO 1200 MATHS MANDALAY
DAW WIN WIN DEMO 1150 PHYS YANGON

Fill the data into worksheet.

Extract the record which met the following condition.
(@) University Yangon.

(b) Rank A.L

(© Rank Tutor and Department Chemistry.

(d) Rank A.P or L

(e) University Yangon and Department Physics
)] Rank Lecturer or Salary greater than 1300.
(9) First Name start with “U”

Save your worksheet. (STUFRO01.XLS)



	Volume-I
	Introduction to Computer Science
	Computer
	History of Computer Science
	Types of Computer
	Parts of Computer
	Program
	Artificial Intelligence(AI)
	Future of AI

	Personal Computer Hardware & System Maintenance
	Components of a Computer
	System Unit
	Computer System One Set
	Mother Board / Main Board
	Bus, Slot and I/O Card
	Classes of I/O Buses
	Microprocessors
	Memory
	Monitor
	Keyboard
	Mouse
	Printer
	Impact Printer
	Daisy Wheel Printer
	Dot Matrix Printer
	Non-Impact Printer
	Installation of the Computer and Accessories (AT)
	Rear Panel of AT System Unit
	Installation of the Computer and Accessories (ATX)
	Rear Panel of ATX System Unit
	Starting the Computer(For DOS)
	Starting the Computer (For Windows 9x)
	Shut Down the Computer (For DOS)
	Shut Down the Computer (For Windows)
	Start-Up Procedure for PC
	Power On Self Test (POST)
	Boot Strapping
	Low Level Interface
	Maintenance a Hard Disk (For Windows)
	Protecting Electrical Power Problem
	Notice of the Computer Users
	Fault finding for PC

	WINDOWS 98
	WINDOWS 98 Operating System
	Starting Windows 98
	Using Mouse
	Mouse Pointer Shapes
	Using Mouse on the desktop
	Opening the Icons with mouse
	Drag the Objects with Mouse
	Using Start Button
	Proper Shutdown Windows 98
	Understanding the Windows 98 Desktop
	Using the Taskbar
	Using the Toolbars
	Creating a New Tool Bar
	Closing the Tool Bar
	What is a Windows?
	Opening a Application Windows
	Switching Between Windows
	Minimizing All Windows
	Sizing a Window's Borders
	Using Scrollbars
	Moving a Windows
	Arranging Windows on the Desktop
	Closing all Windows
	Windows 98 Help
	Opening the Help Windows
	Arrange the Icons on the Desktop
	Changing the Icon
	Changing a Background of the Desktop
	Putting Pattern of a background
	Screen Saver
	Changing Windows Colors
	Screen Resolution
	Using the Setting of Start Menu
	Short Cut
	Changing the Sound
	Changing the Date and Time
	Mouse Setting
	Disk Drives
	Folders and Files
	Using My Computer
	Using Windows Explorer
	Standard Buttons Toolbar
	Selecting Drives, Folders, Files
	Copy or Move the Files/Folders
	Creating the Shortcut
	Creating a new Folder
	Deleting a File or Folder
	Recycle Bin
	Renaming Folder & File
	Searching Files or Folders
	How to Tell How Much Room Is On a Disk
	Formatting a Floppy Disk and Create a Windows98 Startup Disk
	Using Copy Disk

	Adobe PageMaker 6.5
	Starting PageMaker 6.5
	Create a New File
	Document Setup
	To save a new document
	To open a document
	To make a dublicate document
	To close a document
	To quit PageMaker
	PageMaker Screen
	Tools box
	To show / hide the Tools box
	Using the rulers
	The Colors palette
	The Control Palette
	The Master Pages Palette
	To sorting the pages
	To hide/show all Palette at once
	To create the Text
	Text blocks
	To create a text block
	To change the width of a text block
	To create link text blocks
	To select a text block
	To select more than one text blocks
	To deselect selected text blocks
	To move one or more text blocks
	To delete one or more text blocks
	To rotate a text block
	To select the character/word/paragraph
	To place a page number on a page
	To modify the character
	Paragraph Formatting
	To display the Paragraph Control Palette
	To change the indents of a paragraph
	Drawing
	To draw a rectangle or a square
	To draw a Ellipse
	To draw a Polygon
	To draw a Star
	To create a line
	To resize an existing line
	To create a custom stroke
	Printing
	To print a document
	Using the Menu
	Menu Bar
	File Menu
	Edit Menu
	Layout Menu
	Type Menu
	Element Menu
	Utilities Menu
	View Menu
	Windows Menu
	Help Menu
	Pratical Exercises
	Exercise-1
	Exercise-2
	Exercise-3
	Exercise-4
	Exercise-5
	Sample-1
	Sample-2
	Sample-3
	Sample-4

	Microsoft Excel 2000
	Starting Microsoft Excel 2000
	Menu Bar
	Editing Data Entries
	Speeding Up Data Entry
	Entering A Series with Autofill
	Entering The Same Data Over and Over with Autocomplete
	Selecting Cells
	Adjusting Column Width and Row Height
	Merging Cells
	Inserting Rows, Column and Cells
	Removing Rows, Columns and Cells
	Formatting Values in Excel
	Excel’s Number Formats
	Deciding on a suitable numeric format
	Removing Formatting
	Aligning Entries in Cells
	Formatting Worksheets in Excel, Adding Emphasis to Cells
	Adding Borders to Cells
	Adding Shading to Cells
	Using Autoformat
	Copying Formats with Format Painter
	Working with Formulas in Excel, Understanding Formulas
	Order of Operations
	Entering Formula
	Editing Formula
	Copying Formulas
	Using Function in Excel,Understanding Functions
	Excel Most Common Functions
	Using Autosum
	Using Autocalculate
	Using the Formula Palette
	Caculating data in Excel
	Charts
	Printing Worksheets
	Save Excel File
	Closing Current File
	Opening File
	Quiting from Excel 2000
	Data Filter
	Advanced Filter
	EXERCISE (1)
	EXERCISE (2)
	EXERCISE (3)
	EXERCISE (4)
	EXERCISE (5)


	Jump to Volume-II



