HERTSE T T IR¥g, qor

ATHRIT HIAUTF AR THTOTGT GHET e 1086
GCC-TBC 30 W.P.M.
(Government Certificate in Computer Typing Basic Course)

gdtarefiardt afietaeat gduTeRor Arfed, g 9 qErE Arstern

(’TUT 3IUT - $00 (grIf@ss (Objective) yo + Wicafalh (Practical) 3o +

I 3ART (Speed Passage) Q0
qdieT Fremat - o fAfae

fastmer ¢
o PFYT HIATWHATAY AR JHieaATFed woaT - JOT 9o
(Fremaeh 4 fafae)
wRa @ THOT IO U EIOATHTS!
AT 0T (90%)
g gEIfAss yeaT | v AR g0 Ry

THUT Y TEIASS (3HTeolada) SEUATAT T A, Tedsh SRS SATATS!

IV HEA. R IS W fag@redenr mudgas/Ry ar e

HTYTAEY araar AdTd.

fastmer 2
o PIFY YiFchHer THET : 0T 30 (Fremaeh o¢ AfR)
gl @ THT I IUITHTST AT Ior
(Afaerred) | Tor (50%9cAh)
SAS / Email o¢ o8 | IT AiTer WRATHIST ThiAd Grfdar
e | Letter 30 2y | gEEdl 3Ad. FgUeI AT diedar
e / Statement R0 o | YeAHEY TRagT facamedienr fhareT
tg IO fA@ R ar faerdt ar
fqammemeTed are gisd.
THOT ¢ AT | 30
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ST 3

. ?Eﬁm::?ﬂQO(mbﬁﬁ%)

T EC TR I goaraTr AT Ior
(fereme) | aor (50%5cdT)
I 3dRT / ol 0 T YGIHET UTH  GIOAEST $0%
Speed Passage Ul g0 U7 fAfAedrd o
facardt ar yRaATHEY 9 glso.
THOT b A | R0

T TATHTS! a{ATHTUT hIcaell SudTd ATelell 3118, 0TIl Hhistal aliel
357ear disfell Timer @8,  do Ml WReA qUT S HETHAC FUAR F&Id>T
faezmeaieor feorer 3me. g SR ar wearl fARaa Faedh a9 duelt v yed
automatic submit 8. Yldecha TATHYTS SHA, oleY MO TeHe § T adh
dS3MER ol Frel 3l X faeardl o Tehel areel €3 Ashel T FHIET ThT ST
3T T GEEd %el Ul Adhie. A s @ AT RA@RA IH67 gFea F9
AAd. iz 1@ A} SN Regreds de0w/fBeie e amed g geed Fedr @l
AT YAF THEAH/Bellc A g% ATl IFa vAF FHAE et qor Fly
FOITT A5

SHC, T, derdl @ Tl 3ART IO Fhiel X STedl ded e, ATAR
feaTeast HeTuTRrAT BRI aX 3T ST STHTAT A TSY 0T 3T 3.

wdfAgT dArfadl @rellayaAr -

o AT ¢: PIFYT FIATHATER AU FEIA5 (Objective) W -

go I[OT (Frermadil 9 ARAC).

THUT Y TEITS (Hisaterda) agw‘refr TR 3. Ucdeh sRIeX 3aXrdrer
R AUT I WX TEJSS WA fdemredien srdSaS/iRdr ar e
HINTHEY aradr ddid.

TEIfATS TRATHEY FET I SR T WACATT Thd SfAuard el TN
Tehl fARET FgeTTaR A el S
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A : IEIASS TRATT WICT 0T X Yo + I IEAASS YRATT THOT 0T
3WIFA FATER ISl 0T 3YUITRIT eI AT STl JUliehd TR
UG A, AN TaeTreaTer favs eprcgl o1 A rehdrd.

ey YEThRAT TAsh YATETl ¥ YA 3FIUIR 3gd. Al Iy
AT [Foish %l Yol 3ifealardla UReAThs SR 31¢. faearedid varer 9o
AT dled I df & Aisaar Next Button alee el 9= @sfadr Jge.
38 FHEUT AEUR YR doedl AU fdezmeary qegr Arsfadr Idier.  whor 9y
TR . 9 W WIS oAl HafAT deaeal fFoeh ad.  dafAe
deATa fFelsh HhodlA 3 deoddl IUR AT I oAl &g, W o) A
geaTdl fAfRad Foell 30 AT 3 dUel aT wesT automatic submit @&

H?ij,'t?-lT U%T -
1 You can create ......ccccueenennes. TYpe of file by using Word Processors.
A O Document
B C Worksheet
c © Database
D C Presentation

T YRATT 3ATATST A T AT 3Tg. 1A A TIaTay fFole %eT
Next Button gEm@ara 37g.

Yfdedhe o
fasmer 2
WA ¢ : FHA 9 T (Framadr ¢ AfAR)
Email question #EY Left Side & Question G, af e Samrar
Jar Type Il 3. T d¢l U file attachment f&oiell 3@« dr attach

&%l send IT FeaATaY Feler Q.
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¢ | Email id ¢ I[OT | TITIITE Teh ST b FATell Y I[OT ABOIR AT,

2 | Subject ¢ I[0T | TATIITE Teh ST b FATell Y I[OT TABUIR AT,

3 | Body ¢ 9[0T | TSI Teh e ST A T 0T FHAT helT S
ALG! IR SHTedTd BIUTﬁEEUTRHﬁ.

¥ | File Attachment | ¢ 30T | gehTel BT 3ET shedrd 0T TASUIR AT

3 | Send ? 0T | Send Button ek SO 3MaeTSH 3MMg.  H=gAT I[OT
fABUIR =TgY.

WA 2 : YA THAGH (Letter Typing) :- 0T ¢y (Fremaely 30 fAfae)

Typing = 7.5 marks Presentation = 7.5 marks

I0Tiehal WrefleT JATOT
o TARTATSE 6.9 0T :

Ycdeh THETST 'z 0T HHAT HUAIT IS, FgUTSTT qehidl HEAT ST 29 fohar
CATUET 3118 31T o 1.3 YT =g 0T [Acsce.

Toh AT Y FATRTHAEY T[h/2req TeTU/AHelell AsE ST 0T, 3T
I, Per Missing/Omitting/Adding Words, Incomplete Typing.

o WSICATHATS b.g 0T :

1. Heading : 1 mark
2. Reference no. & Date Y2 mark
3. Address of Recipient ; 1 mark
4. Subject & reference : 1 mark
5. Salutation : Y2 mark
6. Paragraph : 2 marks
7. Sign your name : 1 mark
8. Enclosure(attachments) Yamark

O "YU 97 YUAT: Y Fke] A T Al T AT fShof Enter gamad
3O SR Formatting & .

?. FUAI T AT T AT : HYATDS AT ST AT T &F 3. HIar
sl Bold @ Underline @ Center Allignment apply @1d. 3Tdl &Uaiid ald @
JaT A3 fohaT HIEISTAT RIS THT dobt select &I Center  Alignment
apply 4. Y selection FLY extra space select gIUIR 3¢ IT &l €74,
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8T extra space Enter key Ha5 f@elee gld 3/ddl. Space Bar Ha I g ofaid
G, $UANT AT, IaT 9 TedT AITAEY 3TdT Tk blank line &ae.
AHAT gﬂmﬁr -

AKBARALI HOUSE OF GLASS
Sharjah, Dubai

Ref. No. : AHG/04-05/35 Date : 15th May, 2011

Q. IEF FAE T ReATF : SES HAS Left Margin UL ST Sl
Siaeh i T8T FTedlic] THhegl ¥AW  Hisar fFArer i 31 Tab Key areed
festieh eIy arar. Sids A g Ufd/To IeqrHEY 3T U blank line &,

a'gmgamﬁ

Ref. No. : AHG/04-05/35 Date : 15th May, 2011

To

3.  SUTAT 99 YTSAIEdT™ ATl 99T : To Ad¥ AT eIe9 STl 3¢, 9aT g
fasr FieamAed 37T T blank line f&@d.  To ek gwaTqdf Extra Enter &3 #.
AT Gy ATl -

To

Jahangir Art Gallery,
Charchgate Station,
MUMBAI

Subject : Regarding Glass Paintings
Reference : Our Discussions
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. fvT T West : QYT T "ol <9 SATeAaT T 7 a1 Enter key press
FEY. fawa/Subject -Tab Key alefal press &&el Y& EAMEN. Al ASH fehar &
qSTAT BRI AT select &I Font Bold &ar. @ Ted/Reference -
Tab Key @lsial press &%« & EAMEN. HAc’ ASH fhal HiaISTan WEAW Hesy
select &% Font Bold @@l Aae=aqr Character #c¥ Space HIg #d. & @
AglcT/AgeaT/Dear SirMadam I=ATHEY 31TdT Ush blank line @d.

AHAT Gy ATl -

Subject : Regarding Glass Paintings
Reference : Our Discussions

Dear Sir,

9. ffaes : AglGy / Dear Sir  § ATl AT M. AR Uad
Enter 371891dr. Dear Sir § Paragraph #t3 blank line sTl.

agmgamﬁ

Dear Sir,
We take great pleasure in informing you that being the largest.......

€ AR, IHR/UIAIG/FBME/Thanking you : WRIITHTIT F&aTclel Tehal

Tab Key Press amdl @ W% TYeATaY Ushd Enter 371ET. &l Paragraph
#HEY blank line .

AFE fhar Heg<ar AERAW W FE gidl AU Thanking you/treaaTg
wiq ¥ 93a WEnhen Justified Allignment &€, IHdR THT Enter

3/1aT. Yegdre fhar Thanking you sicR blank line .
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AT Gy ATl -
Dear Sir,

We take great pleasure in informing you that being the largest
departmental store in Sharjah, we have recently been flooded by enquiries
regarding your glass paintings. In view of these demands, we see that your
glass paintings have good prospects of sale.

Therefore, we are writing to advise you to send us a trial delivery for sale
on consignment terms. If this proposal is acceptable to you, we are ready to
render monthly sale accounts and send you the due payments after discounting
the expenses, along with a commission at an agreeable rate. Our bankers are the
Sharjah Branch of Gulf Bank Ltd., with whom you may inquire our standing.

Thanking you.

b. 3T Reary, FUAS 7@ T gL : Yours faithfully fhar maerm favary

AN

CISEy gc\gqm‘\q'f alf Blank Line Space 3MTad. 39en faeary/Yours Faithfully,
9 geT/Designation w&id AFE fFar AESaT @RI selection G T
Ruler IT aMY #&T Left Indent =AT dlRlETay fFeld & drag &A@ fhar
Page Layout Tab =aT Ribbon afler Paragraph >> Left Indent a1 &#HTSET
a R F¥A Indent WRATHEY IHAT AYHATU TEY FIE. 3¢ TEATHET S 3.9
R Indent set el ¥ IR fagamedier a fGaom 3mg 9 fagared cvaAmT
3939 d Ruler alier Left Indent 3.9 93d drag a<x1d f&ar Page Layout Tab
=41 Ribbon il Paragraph >> Left Indent ITd 3.9 TSY FH1d. FgUTS Indent
URATYAIOT Y& ST, IT Selection o Center Alignment apply @Rl e
SIEdET Enter &3 A9,

AT Gy ATl -
1 1 1 iljil_:u 1 gyt
Thanking you.
Yours faithfully
Manager
Encl. : Nil
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¢. ®&d : "i9d / Enclosure Aol SR left alignment Sard. J9€r
QgeTdT FeRTic/character sidX¥ Space f&ar Enter 3 #3.

AHAT GderyATOr -
Encl. : Nil

9T 3 : dFdT cho@d (Statement Typing) :-
T 2o (FraTaEll 0 fAfAL)

Typing = 5 marks Presentation = 5 marks

M BTellel THTOT :
o TRARTATE o IOT

UcAd THATS */z 0T HHAT FOATT J$el. FgUToT Fohiehl HEAT ST o faha
CATILT 3TAF 3T R ¢ Yhr =g 0T AT

Ieh el 3 TACIaTHEY eh/2se TIGUI/AHAAT e ST oy, Tehram
3eh BT YOI, HYUT erdf¥er, Per Missing/Omitting/Adding Words, Wrong
Number Typing, Incomplete Typing.

o GSICATHTSN 4 T :
e Heading Increase Font, Bold, Merge & Centered : 1 Mark
e Cell alignments : (Actual Table)
» 1 Mark for Column Heading and Center Alignment
= 1 Mark for other cells alignment
» 1 Mark for Column width
= 1 Mark for Borders.

0 Statement Typing Guidelines

1. WRATHEY ST Cell Al ALY TCHAT FE el 3T Answersheet HfTeT T
Cell FLY FTHT T @, 3ar. B3. 3medt dqol erafder qut et &,
AT Formatting @14,
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2. Main Heading / HET AYST ST Tl

3. AR T9 THEID AUAS (Column Heading) Wl d9raar Columns
ALY ST Hdd.

4. Serial No. 3f0T ¥ fAaROT eBT 4. TRAUMEhd FIST 3ih AT
facareais FI& 3% B9 FAd g English Numerics 3/7edr@ English
Numerics TI8T FR1dd. 37 TI8T HdlT 3ordrharel Numeric keyboard o
a9t Regular Keyboard #EX a¥ JHOTRAT AT g9 HIEl.

4 Statistics FgUTS Aged dAel T €8T ad 3FdE™ Thousand
Separater GEAUITATS! FACUAIA FgUrsld Comma IT_dIUT_HIEl. AT
SETETST TeTd Formatting Tools =T T %% o1, I FUAT Alg €A

5. 37T Formatting & 4.
a. Serial No./31e.%.=a1 Column = Width 19T fadehr e €.

b. Particulars / fda3orear Column ot Width e fadeh! &%eT €.

c. dgecaT AT THEEIEY Width SImed Statistics 3194, disalr ahieT
THARE! Width 37807 3119edeh 3. IS dielgl (& Excel Sheet
TIT Column Name (viz. D, E, F & 3@ d) select & &J0d T
THTd db Il width TR fadhr sead eardy.

d. Main Heading Bold & Underline &X/d. e HYUT dercard Hegamel
IS 3RM YR selection F&T Heading o Merge & Center command
apply .

e. g9 IFID AU select FAd I T Bold a=1d, d&@T Center
Alignment apply &,

f. 37T Serial No. select &IAd T <= Center Alignment H& €AY,

g. R Main Heading SIS Hala5 Tl select @&t crell All Borders &l

h. Main Heading 9rgs HY0T ¥eHe el e A= vertical allignment
Middle &ardr.
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fasmer 3 : 3t 3dRT (Speed Passage Typing) :-
0T 0 (Fremmatdt v AfAC)

T GHIETS! /2 TOT FHAT FOATT VS, (FITHITHAET Feh/Ase TN/
3ATATd FHIAT QeG TRT 0T, HOT TIfeT, Tedsh denead Jon/fear f3fae &
g1 gia¥ (Per Missing/Omitting/Adding Words, Incomplete Typing, Use of per
Backspace and/or delete key) ¥gUTSI Tehiell TEAT SR 0 Y& 3O 3rde
R faerdf 3ol gige.

iz fAT ALA PRI IH1 goed FF Aqd. iz T 7LF 57 RAggrd=

dFEaa/fEeie A aUwT g gIET FedT A HA TAF dheaw/Belic Fradr 9%
Histell AT TedF TS e 0T FHl FI0ATT A,

It 3ART (Speed Passage) ¥& BIUATYEl 30 AFHGTAT FIFCIFZ A
ey feae. msﬁwm—mmﬁﬂaﬂ?hma?qmwm 3e
g T FTeAWial Speed Passage @1 b fAfacar Toew @& ga. am b
fafaered Regrea@ snvar vz 9@ qof FreImn I,

TS 3for B Biee :

3¢ JiFSIT 023 A fAvTATER FIE Infor B @dr giAshis gomel

JaR hlec TYRET AT FIAT 38 ATAR FAAS/REY Eohollel  ShdholehTel

3feT®Y 74T ISM - Unicode - Remington Marathi #H3ITel AT Biccal aOX FHTaT.
TS g BEr A7 glegr qIeTr ST 87 Font amoRudTd 5.

d8T AT BlecALY Yfdeg, 3@Mfdeg, &H 312 i 39y AR,
IrETd Switch Key @1 @y &{dl oeral.  facamedien qdai=ar i §
HSIUNT BIF FY FURT 31T el TEIe dRlebedl Silcilel.

qdieid ISM a@ad Font Settings feamredien Fgaaadswga 39asy
Fod A IR g, Rggrea@ w@a: ISM sEdlad Foradt TSt age
.

o FFY AN YiFewd qlam -
< Tl 3ART T 9F TR HeHTd FAHTUROT Falr
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—

9 YA Font @ Font Size aT glegl &6l By Default feerear 3radie.
dqT & aAleel HwRed 3A9e . A faemdft cad sed F:%
QURUTR ATEId.

fREFed arrg qol FogrhRar &g arwrar, qoifaRre/Fullstop  SHTOTT
GsqLeT QAsalell TNEeTd 3EME.  doqdl T &3 &3,
3T, : Rd Th ST &

Letter contents @ Speed HEY Ycdeh WRIAheAT F&ATcilell Tehal Tab Key
CACICI

Word Wrap Facility 3/8eamd W1 #9edra’ fullstop sk Tehgl T9F &
Aisdr Enter Key gemdY. Line to Line Type &% =13,

FIAT AT T IR e &./Ref No. TET STedray Uhgl TH o &dT
frae 3 <o T arawa eI g HE.

Letter ST &R 3T Wheliel SISIALY AdeedT Character sic¥ Space |3 .
o FUAR AT ST SHTeITAT

o THAT TEY SHTeATAR

o TCH F. XY ST

o fEieh eBT oAt

o WY TEY sTeAaR

o HGH TET AR

o WIIATH HYcATaT

e Yours faithfully/3maer fagary Designation/geer TEY STeATaR

e Encl.: Nil e39 seamaT

e TEd : Nil T8T STeTTR

AT 3Taedeh 3TTeiedr Page Setup, Line Spacing, Font Face 3T
aTer By Default feeiedr 3r00R 3ed.  fAearedlsl ATd dgd &% 3.
qieYAEY HavTeh Thidalle Left Side & Question Paper @ Right side @
Answer Sheet 3HUIR 37Tg.

10.989 A, 99, VAT T Ts ALY Tl Aol wehh Felt fagareaiege

el f3fde g3 eepd.  faearedien @ Wd e aXd on] &7 FgU
HIFGIALT 3T eIl UNDO seardl giaem Quick Access Toolbar
ALY 3Ycley v ol 378,
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11.Tcaregter TRIald HIUCATET Afcahe Hisrar aaR FHIaT JUIR AT,

12.30TFC 0%e, ALY FUMAT TeId IEdrar U &8 301/fhar Sedar &
Tecd AT TR, IIUeT e TO9E fhar IEd el 3eard o
JRALY ATl Sl I ATEIEd IO FHT F0ATd Achel. & Faeld AT
TR 3. éTer TAGTHTST &1 Faeld 3 UIR Tl

aq -
3 fAqumrdiaEd - 3 [AcIRAWT el dhaws 30 A9fA. 9l A
(FoT  draeh) UG SHUAMEIS AW ARAGUR ol fefor  fasmer
s : dislls 2001/93975/(190/2001)&TR-1, f&. 10/10/2001 FER HIT feerell 31Tg.
a3 TR HF R (Fedeld) ded, Asq el o Sohiaid
IO R AFTOARNT AT 8T U3e] Coholl@ed TRl [AHRT 2 Irdr (I
3drn) 7 @AfFenast 10 AfAe oo 3 @Bfae daARed 38 coa AT
AATAUIT o Refor fasmer & ;. Ses2001/93975/(190/2001)/@mfRr-1,
f&. 31 &= 2001 FAR AT Eerelr 3778,

& Tdeld HIUTh Coheldsd (STAET CIa) TRISTATST #FR1Y / fger / 3arehr 30 2reg
i fAfde ar fasarardT oy e

I fAqurdidEd ;- 39 Al dhoEd  HiNed Utd  SHIoITaTS
3TLTH IO HAAAHET FUTSH BTl fehal Sie TAHET 60 Toeh fehar camga
3% FATTEN FWIcd 3ol 3 FAT T Segr Ued Rfhcasen (Seer
RAfcge Toie) dd YHAMOd s 3TeIE 30 ATA. ad=h wem ar
ChHIGATTIT IaTdlel Il SARITST 37997 3Hcar™ 7 fAfenast 10 @AfAe
Fgulora 3 318 AfAc dadd oI AR, e Refor fqamr, ot Ao
. : Sol$1094/(75/94)/A1R1-8, f&. 30 3ifercisRk 1995 FTHN AT feetell 378

& Hdold HIUTHh Thollel (SHATET CIaiT) JABTAST AUS / @Y / Sare 30 e
i fAfe ar fasarardT orep @

FaraIia/-
3mgd
HERTSE AT GOBT IRVC,
qoT-411001
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