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Module No. | Title of the Topic Duration
A Computer Fundamentals Day 1-2
1. Hardware (4 Hours)
2. Software
3. Drivers
4. File Formats (Desktop, Files, Folders)
5. Printer Sharing
B Microsoft Office Day 3-8
1. MS Word (4 Hours)
2. MS Excel
3. MS PowerPoint
4. NIC Email (https://email.gov.in/)
C Internet and its applications Day 9-13
. . (4 Hours)
1. Features of Browsers with add-ons and plug-in
2. Google Drive
3. Google Docs
4. Google forms
5. Google Hangouts
6. Net Banking
7. UPI
8. Blogs
9. Twitter
10. YouTube Channels
11. Instagram
12. Facebook
D e-Governance Portals Day 14-17
I. eHRMS Portal (4 Hours)
2. DigiLocker
3. e-Tendering with use of Digital Signature
4. GeM
5. E-office
E Basic concepts of Networking Day 18
1. Internet settings and use of internet using different (4 Hours)
methods
2. Use of internet by using various modes
F Awareness to Cyber Security concepts Day 19-20
1. What is Cyber Security Awareness Training and (4 Hours)

Why is it so Important?
Cyber security awareness
Current threats

Attack red flags
Defensive procedures

A

Threat reaction plans




A. COMPUTER FUNDAMENTALS

Hardware

A computer is an electronic machine that processes data. Information given to the computer
is called data. Computer works very fast. It saves your time and energy. It does not make
mistakes. It can remember a lot of things. The basic parts of a computer are shown in the
picture given here (Fig 1).
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Fig. 1
These parts of the Computer and some other devices are connected together with the help of

wires and cables.

Input Devices

Input devices are used to provide information to a computer, such as typing a letter or
giving instructions to a Computer. Some examples of input devices are as follows:

Mouse: A standard mouse has a left and a right button. You use the left button to select
items and provide instructions by clicking an active area on the screen. You use the right
button to display commonly used menu items on the screen.

Keyboard: A set of keys that resembles a keyboard on a typewriter. You use the keyboard
to type text such as letters or numbers into the computer.

Scanner: A device that is similar to a photocopy machine. You can use this device to
transfer an exact copy of a photograph or document into a computer. A scanner reads a page
and translates it into a digital format that a computer can read. For example, you can scan
photographs of your family using a scanner.
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Internal Computer Hardware

Introduction

Computer Hardware is the physical part of a computer, as distinguished from the computer
software that executes or runs on the hardware. The hardware of a computer is infrequently
changed, while software and data are modified frequently. The term soft refers to readily
created, modified, or erased. These are unlike the physical components within the computer
which are hard.

When you think of the term computer hardware you probably think of the guts inside your
personal computer at home or the one in your classroom. However, computer hardware
does not specifically refer to personal computers. Instead, it is all types of computer
systems. Computer hardware is in embedded systems in automobiles, microwave ovens,
CD players, DVD players, and many more devices. In 2003, only 0.2% of all
microprocessors sold were for personal computers. How many other things in your house
or your classroom use computer hardware?
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Motherboard

The motherboard is the body or mainframe of the computer, through which all other

components interface. It is the central circuit board making up a complex electronic system.
A motherboard provides the electrical connections by which the other components of the
system communicate. The mother board includes many components such as: central
processing unit (CPU), random access memory (RAM), firmware, and internal and external
buses.

Fig. 4



Central Processing Unit

The Central Processing Unit (CPU; sometimes just called processor) is a machine that can
execute computer programs. It is sometimes referred to as the brain of the computer.
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There are four steps that nearly all CPUs use in their operation: fetch, decode, execute, and
write back. The first step, fetch, involves retrieving an instruction from program memory.
In the decode step, the instruction is broken up into parts that have significance to other
portions of the CPU. During the execute step various portions of the CPU, such as the
arithmetic logic unit (ALU) and the floating point unit (FPU) are connected so they can
perform the desired operation. The final step, write back, simply writes back the results of
the execute step to some form of memory.

Random Access Memory

Random access memory (RAM) is fast-access memory that is cleared when the computer is
power-down. RAM attaches directly to the motherboard, and is used to store programs that
are currently running. RAM is a set of integrated circuits that allow the stored data to be
accessed in any order (why it is called random). There are many different types of RAM.
Distinctions between these different types include: writable vs. read-only, static vs.
dynamic, volatile vs. non-volatile, etc.




Firmware

Firmware is loaded from the Read only memory (ROM) run from the Basic Input-Output
System (BIOS). It is a computer program that is embedded in a hardware device, for
example a microcontroller. As it name suggests, firmware is somewhere between hardware
and software. Like software, it is a computer program which is executed by a
microprocessor or a microcontroller. But it is also tightly linked to a piece of hardware, and
has little meaning outside of it. Most devices attached to modern systems are special-
purpose computers in their own right, running their own software. Some of these devices
store that software (“firmware”) in a ROM within the device itself.

Power Supply

The power supply as its name might suggest is the device that supplies power to all the
components in the computer. Its case holds a transformer, voltage control, and (usually) a
cooling fan. The power supply converts about 100-120 volts of AC power to low-voltage
DC power for the internal components to use. The most common computer power supplies
are built to conform to the ATX form factor. This enables different power supplies to be
interchangeable with different components inside the computer. ATX power supplies also
are designed to turn on and off using a signal from the motherboard, and provide support
for modern functions such as standby mode.

Removable Media Devices

There are many different removable media devices. The most popular are probably CD and
DVD drives which almost every computer these days has at least one of. There are some
new disc drives such as Blu-ray which can hold a much larger amount of information than
normal CDs or DVDs. One type of removable media which is becoming less popular is
floppy disk.

cb

CDs are the most common type of removable media. They are inexpensive but also have
short life-span. There are a few different kinds of CDs. CD-ROM which stands for
Compact Disc read-only memory are popularly used to distribute computer software
although any type of data can be stored on them. CD-R is another variation which can only
be written to once but can be read many times. CD-RW (rewritable) can be written to more
than once as well as read more than once. Some other types of CDs which are not as
popular include Super Audio CD (SACD), Video Compact Discs (VCD), Super Video
Compact Discs (SVCD), Photo CD, PictureCD, CD-i, and Enhanced CD.







DVD

DVDs (digital versatile discs) are another popular optical disc storage media format. The
main uses for DVDs are video and data storage. Most DVDs are of the same dimensions as
compact discs. Just like CDs there are many different variations. DVD-ROM has data
which can only be read and not written. DVD-R and DVD+R can be written once and then
function as a DVD-ROM. DVD-RAM, DVD-RW, or DVD+RW hold data that can be
erased and re-written multiple times. DVD-Video and DVD-Audio discs respectively refer
to properly formatted and structured video and audio content. The devices that use DVDs
are very similar to the devices that use CDs. There is a DVD-ROM drive as well as a DVD
writer that work the same way as a CD-ROM drive and CD writer. There is also a DVD-
RAM drive that reads and writes to the DVD-RAM variation of DVD.

Fig. 8

Blu-ray

Blu-ray is a newer optical disc storage media format. Its main uses are high-definition
video and data storage. The disc has the same dimensions as a CD or DVD. The term “Blu-
ray” comes from the blue laser used to read and write to the disc. The Blu-ray discs can
store much more data then CDs or DVDs. A dual layer Blu-ray disc can store up to S0GB,
almost six times the capacity of a dual layer DVD (WOW!). Blu-ray discs have similar
devices used to read them and write to them as CDs have. A BD-ROM drive can only read
a Blu-ray disc and a BD writer can read and write a Blu-ray disc.

Internal Storage

Internal storage is hardware that keeps data inside the computer for later use and remains
persistent even when the computer has no power. There are a few different types of internal
storage. Hard disks are the most popular type of internal storage. Solid-state drives have
grown in popularity slowly. A disk array controller is popular when you need more storage
then a single hard disk can hold.



Hard Disk Drive

A hard disk drive (HDD) is a non-volatile storage device which stores digitally encoded
data on rapidly rotating platters with magnetic surfaces. Just about every new computer
comes with a hard disk these days unless it comes with a new solid-state drive. Typical
desktop hard disk drives store between 120 and 400GB, rotate at 7,200 rpm, and have a
media transfer rate of 1 Gbit/s or higher. Hard disk drives are accessed over one of a
number of bus types, including parallel ATA (also called IDE), Serial ATA (SATA), SCSI,
Serial Attached SCSI, and Fibre Channel.
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Solid-State Drive

A solid-state drive (SSD) is a data storage device that uses solid-state memory to store
persistent data. An SSD emulates a hard disk drive, thus easily replacing it in any
application. SSDs have begun to appear in laptops because they can be smaller than HDDs.
SSDs are currently more expensive per unit of capacity than HDDs which is why they have

not caught on so quickly.

Disk Array Controller

A disk array controller is a device which manages the physical disk drives and presents
them to the computer as logical units. It almost always implements hardware RAID. RAID
(Redundant Array of Independent Drives) is a technology that employs the simultaneous
use of two or more hard disk drives to achieve greater levels of performance, reliability,
and/or larger data volume sizes. A disk array controller also provides additional disk cache.
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System software can be separated into two different categories, utility programs and
operating systems. Operating systems are the foundation of your computer and almost
every electronic device. The OS boots up the computer and makes sure everything is
operational. The OS is also what runs your cell phone and most of your electronic devices.
The OS is, for the most part, the GUI (graphical user interface) that shows you all of your
applications, and without the OS you cannot use the computer. There are many different
types of OS’s which are discussed later. Utility programs perform a very specific task, to
either enhance or manage your computer. For example, your virus protection program, like
Norton, is an example of a utility program along with the install/uninstall program that
comes standard with Windows.

Systems Software

The operating system is a type of system software kernel that sits between computer
hardware and end user. Systems Software are applications that are designed specifically for
running the hardware on a personal computer and are used to maintain a platform for
Application Software to be used. This means that systems software is designed to
communicate with the internal parts of your computer such as the hard drive, RAM, ROM,
cache, microprocessors, etc. so that the user doesn't have to. It contains all of the drivers
necessary for this type of communication and, in the simplest sense; it is the interface
between the user and the hardware. The Operating System (OS) is not only one of the most
important systems software on a computer, but is also the most frequently used. It is the
software that runs in the background and brings the separate physical parts of the computer
together in order to provide the seamless stream of activity that a user experience. Some of
its responsibilities include the transfer of data between the memory and disks (on the hard
drive) as well as providing the information needed to display icons, text, cursors and other
visible necessities on the display screen. This display is called the graphical user interface
(GUI) and is entirely the result of the OS on the computer. This can be compared by
viewing the differences between the Ubuntu OS and the Mac Snow Leopard OS. The icons
between the two are positioned differently and they look different too. The Mac OS and
GUI tends to have a more three-dimensional aspect to it where Windows tends to appear
flatter. It should also be remembered that the operating system conducts itself



independently of both the user and any application software being used. This means that it
is not directly dependent on the user or other programs in order to operate. Some other
systems software would include BIOS and other device firmware. These help the user
interact with other utilities such as diagnostic tools, language translators, data
communication programs, as well as data management programs.
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Windows

Windows is a series of operating systems that is designed by Microsoft. The first two
versions of the Windows operating system, introduced in 1985 and 1987 respectively, were
primitive. Windows 1.0 had only basic functions such as MS Paint and a word processor
and Windows 2.0 had very rudimentary versions of Word and Excel. Windows did not
become popular until its third release in 1990. Windows 3.0 had enhanced graphics, the
ability to “multi-task™, and (for the first time) virtual memory. This version was so popular
that it stayed on the market for eleven years. The next big improvement came with
Windows 95, which expanded from 16-bit to 32-bit (short for binary digit). Windows 2000
was known for its increase in plug-in devices that were congruent with the operating
system. Windows XP, or Windows 2001, included a comprehensive help center to allow
users to utilize different types of media and was designed mostly for user ease and
convenience. The main feature of Windows Vista is the Instant Search at the bottom of the
start menu. Then Windows 7 came out and the improvements were mainly to make it faster
and easier to use. The most recent version of Windows is Windows 10. Windows 10 came
out late July 2015. The new Windows will allow you do to more than one thing at once. It
also allows for a new way to search and there is a way to open the Windows store from
your home page. Windows is the most commonly used operating system and is used on
about 90% of all personal computers.




Application Software

Application Software is the most common programs that run in the foreground of the
computer. They tend to perform useful tasks which are not associated with computer
maintenance, system boot-up, or hardware communication. Application software is directly
reliant on the Systems Software to communicate to the physical components of the
computer and cannot operate without it. If you were to visualize this, the Application
Software would operate on top of the Systems Software and would be the most visible to
the user while the Systems Software would remain in the background unnoticed. The
Systems Software would then communicate to the Hardware on its behalf and deliver any
information to it from the Application Software. In turn, any information needed from the
Hardware would pass through the Systems Software to the Application Software.
Application Software is the most familiar forms of software and come in a variety of types.
Most often they can be accessed through the graphical user interface of the operating
system being used by double-clicking on an icon. Some of the most popular examples
include word processors, spreadsheets, photo-editing programs, database programs, and
accounting programs to name a few. This list is by no means the extent to which
application software may be used and many more programs are being created constantly to
help individuals with daily activities.
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Antivirus, Antispyware, Firewalls, and Other Security Programs

Malware consists of viruses, Trojans, worms, spyware and other forms that disrupt
computer operation. As mentioned, malware can infect computers in many ways, whereas
the affected suffers while the infector gains. To protect against these threats, it is highly
recommended to take advantage of the utility programs offered by the operating system as
well as software programs. Popular antivirus programs for Windows include AVG, Norton
360, McAfee, Kaspersky and Microsoft Security Essentials. A firewall is used to monitor
network ports by controlling inbound and outbound traffic to the network. Its primary
purpose is to defend the computer from malware and hackers, but it can also interfere with
programs that must access the Internet. It will also not remove malware if it has infected
the computer; it only blocks the malware from entering. Spyware is software that tracks
personal information unknowingly from the user, which can lead to serious problems. It is
important to know the software, one is downloading and to understand its license
agreement and privacy statement (to see if unwanted software is included).
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Driver

A device driver is a software module that enables communication between a user process
and a peripheral device. It may perform some or all of the following functions:

Take the device online and offline

Set parameters in the device

Transmit data from the kernel to the device

Receive data from the device and pass it to the kernel
Handle and report I/O errors

Handle exclusion and other multiuser, multitasking arbitration

Hardware Devices

Some examples of hardware devices are CD ROMs, disk drives, tape drives, printers,
scanners, and terminals.

Hardware devices are categorized as block devices, character devices, mapped devices, or
networked devices. A block device is a mass storage device (such as a disk) that can accept
data, store it, and return data to the processor in fixed-length transfers. A block device
driver uses the integrated page cache for all data transfers. Device drivers that support the
block interface are complex and are not covered in this manual.

File Formats
Following are some of the different types of file formats: -

GIF-GIF is most common in the animated form.

PDF-Invented by Adobe with the goal of capturing and reviewing rich information from
any application, on any computer, with anyone, anywhere.

MP3- This format of file contains an audio file.
ZIP-This file format contains files which are achieved.
PPTX-These files have a PowerPoint presentation.
MPEG-1t is a video file format.

JPEG-JPEGs might be the most common file type your uncross on the web, and more than
likely the kind of image that is in your company's MSW versions fits letter head.

— e . — N S
NG 1PEC | < | B AMOWVIE B

' i N oo _— — —

._htrr‘.l—l;_ css| | 3s) <=>)



11
Different kinds of file conversion like word to pdf

There are different software available on Internet for conversion of one file format to

another. For e.g. Steps for conversion of file to pdf format using Online2pdf has been
given.

Steps:-

1. Go to https://online2pdf.com/convert-docx-to-pdf.

2. Click on ‘Select files’ and browse the file on your computer.
3

Click on ‘convert’.

(ot g o s e FIp: Y0u Can Seeect everal es & once {oy pressing e Lriney

Printer Sharing

How to Share a Printer

Sharing printers on a network used to be a nightmare, especially if the computers were all
running different operating systems. Technology has progressed, however, and sharing a
printer now is simpler than it has ever been. This is especially true if you are running
Windows 7, 8, or Mac OS X. To learn how to share your printer on the network, and how
to connect other computers to that share printer, see Step 1 below.

Dio lqr.;] « All C... » Devices a... *» 'I‘?W Search Devices and Printers

Add a device Add a printer See what's printing

CutePDF Writer

FreePDF i HP LaserJet 3055

| PCLS

Send To
OneNote 2010

HP LaserJet 3055 PCL5 Model: HP LaserJet 3055 PCLS
Category: Printer

wiki

Install the printer drivers. In order to share a printer, it must be installed on the

computer it is connected to. Most modern printers connect via USB and will install
automatically when they are connected.
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Open the Control Panel. You can access the Control Panel in Windows 7 by clicking the Start menu and selecting
Control Panel. In Windows 8, press B win + X and select Control Panel from the menu.

ork ... » 'f" ” Search Control Panel
E-A Network and Sharing Center I
et 2 i 5 to a network ;
View network co ers and ( Network and Sharing Center e
Check network status, change
- HomeGroup network settings and set preferences
b % Choose homegro or sharing files and printers.
’ ‘_Xh Internet Opti
ser add-ons

Change your hom
Delete browsing h

jion

wilei

Open the Network and Sharing Center. If your Control Panel is in Category view, click
"Network and Internet", and then select "Network and Sharing Center”. Click on
"Network and Internet". If your Control Panel is in Icon view, click the "Network and

Sharing Center" icon.

@Ov’f;ﬁ' « Netw... » Network an... *I‘f—“ Search Control Panel

Control Panel Home

View your basic network

Change advanced sharing
settings

QP WIKIHOW-PC
(This computer)

our active networks

etwork
ome network

Change your networking settings
wiki

Click the "Change advanced sharing settings' link. This is located in the left
navigation pane of the Network and Sharing Center.
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Expand the profile you need to change. You will see three different options when you
open the "Advanced share settings": Private, Guest or Public, and All Networks. If you

are on a Home network, expand the Private section.

@OV!Q% <« Netw... » Advanced s...

@ Turn on network
@ Turn off network

File and printer sharing

When file and printer shari n, files anc

be accessed by people on t

©@ Turn on file and printer sharing
© Turn off file and printer sharing

Public folder sharing

Enable "File and printer sharing". Toggle this on to allow other devices to connect to
your printer. This will also allow you to share files and folders with other computers on

the network.

@Ovli% « Netw.. » Advanced s... "‘r H
) Enable file sharing for d

Password protected sharing

When password protected sh
this computer can access sh
To give other people acces:

@ Turn on password protected sharing
) Turn off password protected sharing

HomeGroup connections

Typically, Windows manages the connections to othe
same user accounts and passwords on all of your corr

account instead. Help me decide
Help me decide

Toggle the password protection. You can decide whether or not you want to enable
password protection for your printer. If it is turned on, only users who have a user

account on your computer will be able to access the printer.

+  You can toggle password protection in the "All Networks" section.
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%/ FreePDF Properties E

General Sharing |Ports | Advanced | Color Management| Security | Device Settings

/  If you share this printer, only users on your network with a
=¥/ sername and password for this computer can print to it. The
printer will not be available when the computer sleeps. To
change these settings, use the Network and Sharing Center.

¥. Share this printer

Share name:

¥ Render print jobs on client computer:

Share the printer. Now that file and printer sharing has been turned on, you will need to

share the printer itself. To do this, go back to the Control Panel and open the Devices and

Printers option. Right-click on the printer you want to share and click "Printer properties".
Click the Sharing tab, and then check the "Share this printer" box.

PRACTICE QUESTIONS

1.

A S A

Convert the doc file into PDF using any online software provided on the Internet.

Print any document of your choice by applying various settings of Printer.
Install any software from the Internet and write its steps.

Install scanner and scan a document.

Installation of Antivirus.

Installation of Printer Driver.

Share A Printer On Network.

Install Operating System.

Install System (MS office) Software.
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B. MICROSOFT OFFICE

1. MICROSOFT WORD

Familiarization with MSWord

Microsoft Word (or simply Word) is a word processor developed by Microsoft. It was
first released on October 25, 1983 under the name Multi-Tool Word for Xenix systems.
Subsequent versions were later written for several other platforms including IBM PCs
running DOS(1983), Apple Macintosh running the Classic Mac OS (1985), AT&T Unix
PC (1985), Atari ST (1988), OS/2 (1989), Microsoft Windows (1989), SCOU nix (1994),
and OSX (2001).

Microsoft Word (Fig 80) is a word-processing application that can be part of the
Microsoft Office suite or a stand-alone program installed on to your computer. The
program can be used to write letters and different types of documents that can include
graphics and pictures. Microsoft Word allows users to alter the appearance of text easily
by changing its color, font style and size. The document is easily saved as a file on a

computer or other media device and retrieved whenever needed for editing, sharing or

printing.
Application butten Contextual tab set
Quick access toolbar Tab Contextual tab 'r-Tp
fal N\ . | =B
() [ L I Document.docx - Microsoft Word Table Tools
ATy IS
— | Home Insert Page layout  References Mailings  Review View Design Layout (7
<5 4 Calibri (Body) vH1 ||l = /%\ A
3B I U e xS AaBbCcDc | AaBbCcDe AaBbCi — °/
Paste - TMNormal |7 NoSpaci.. Headingi - Change | Editing
B2+ A A A ] 1 Norma o Spaci., Headingl -
& ‘ A v
J A} A y | |Stylesh
Clipboat.. Font i Styles f
Font Color i)
In-Ribben gallery |
Change the text color. e 5
Dialeg box launcher
@ Press F1 for more help.
‘ =

Enhanced tooltip

Creating and Saving of Documents using MS Word
Follow these step-by-step instructions to create a document in Microsoft Word:
Step1: From the desktop or from your ‘Start’ menu, open Microsoft Word.

Step2: Microsoft Word will open up and present you with an option to select a document
template, or a blank document.

Step 3: If you don't want to use any of the templates on display, click on the blank
document.

Step 4: A new blank document will open up ready for you to start typing.
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Follow these step-by-step instructions to save a document:

Step 1: Start a new document in Word and type your text.

Step 2: Click File in the top left-hand corner of the screen. Some versions of Word may
have an ‘Office’ button in the top left-hand corner. Click on this to bring up the menu to

continue.
Step 3: From the menu, choose Save.

Step 4: A ‘Save’ dialogue box will come up. At the top and at the left-hand side in the list
of folder options, it will show the folder where you’ll be saving the document. If you wish
to change this folder, navigate through the folders on the left-hand side of the dialogue box

to choose the one where you want to save your document.

Step 5: Word will automatically give your document a name, based on the first few words
of your text. If you don’t like the given one, once you have chosen the destination folder,
type a name for your document in the ‘Filename’ box. Come up with a name that is

concise but will allow you to find the document easily again.

Step 6: Once you have typed in the name of your document, click Save.

[ O ——————————

Home Insert Page Layout Maliings

Information about Documentl

- What is Word Starter 201072
;.';9‘ Microsoft Word Starter 2010 is a word p
- letters, creating résurnés, preparing anc
Purchase

This product does not support adw
contents, keeping track of change:
For information about PMicrosoft C
programmable content, click "Pun

New

Prepare for Sharing

Print 1= 77‘ Before sharing this file. be aware that it
i
. —;; SAuthor's name
CTheck for
Save & Send Issues ~

Help

Versions

=31 Options 5 )J 53
Ed Bxit -

There are no previcus versions of t

Manage
Versions ~

Step 7: Your document will now have a name, which will be shown at the very top of
your document screen. If you make changes to your document and then save them after it
has been saved originally, the dialogue box will not come up again. It will just save your
changes without any visual notification being shown.

Step 8: The ‘Save As’ menu-the link to which is on the left-hand side of the ‘File’

dialogue box, beneath ‘Save’— is used to save an existing document under another name.
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Inserting and formatting Tables and other objects
To insert a blank table:

"I Click on insert tab and then click on table.

-} This will open a drop-down menu that contains a grid (fig 82). Hover over the grid
to select the number of columns and rows you want.

Select the required grid.

To enter text, place the insertion point in any cell, then begin typing.

Design Layout

: = L ore schedule s w% .“-

Other than Tables, Pictures, ClipArt, Shapes, Header, Footers and Charts can also be
inserted into Blank Document.

Inserting a new object

Microsoft Word allows you to embed objects created in other programs into one
document. These objects can offer data and other resources to support your document’s
objectives and create a visually pleasing layout for your recipients’ view. Open the Word
document and click the “Insert” tab on the command ribbon. Click the "Object" button in
the Text group to open the Object dialog box. In the Object dialog box, click the Create
New tab, and then select an option from the Object type list.



Working with Page Layout setting and Printing documents
Page layout:-

The Page Layout Tab holds all the options that allow you to arrange your document
pages just the way you want them. You can set margins, apply themes, control of page
orientation and size, add sections and line breaks, display line numbers, and set
paragraph indentation and lines.

In the Page Layout tab, a drop-down menu will appear. Click the predefined margin
size you want. The margins of the document can be changed using the Margins
command. In Page layout Tab, Page Orientation can be set as: Portrait or Landscape
to change the page orientation.

e ol > 5 = TechOnTheNet - Microsoft Word — _ e
J Home Insert Page Layout References Mailings Review View )
[ A‘q] Is Orientation ~ »—5~ ) Watermark - Indent Spacing T
[A] r__l IS size - £3- ¥ page Color - = o [ I=opt <
Themes {Margins| 5 = 1 I Arrange
[S II Cotumns ~ (% s _j Page Borders &= o > s 10 pt = -
Themes | T soonwas: $80000 punda Paragraph
Top: 1 Bottom: 1 I —
Lert: 1- Right 1 | ca
¥ Narrow
Top: 0.5 Bottom: 0.5
Te n the { Left: 0.5~ Right: 0.5"
Moderate
frechonThen I:'l: é e ;0'::'“' (‘) 45~ ful advice, how-to's and FAQs. We focus on
| technologies ) E o : el, Microsoft Word, SQL, Oracle/PLSQL, and the C
Ltanguage. Tl Wide for all programmers from beginner to expert. We
hope you finl I s <o 2 g:’.f:“:_"‘ - ir site, as we expand our information base.
=
Mirrored .
Top: 1 Bottom: 1 -
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[ Effects ~ ~
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Other Features of Page Layout

O] To change the of the Page, Select the Page Layout then
size tab,

click the Size command.

On the Page Layout Tab, in the Paragraph group, use the spacing controls to
adjust the line spacing before and after each line. You will see the changes in your
document.

[ ] In the Paragraph group, use the Left and Right indent controls to indent the
paragraph at the left, right or both margins.
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Printing the Documents

| Open an existing Word document or start a new document and type your text.
Once you’ve completed your document and are ready to print, click File in the top
left-hand corner of your document. Alternatively, some versions of Word may
have an Office button instead of a ‘File’ button — it’s a round Office icon in the
top left-hand corner of the screen. Click on this if you have one.

[ 1 Move down and click Print in the menu. This will bring up the ‘Print’ dialogue
box. Choose how many copies of your document you need.

[ ] Depending on your printer options, you can choose other printing features such as
whether you want to print all pages or only certain pages. You can also change the
orientation of the print from portrait to landscape and tell your computer and
printer whether you’re printing on a certain size of paper.

[ 1 You’ll also see, on the right, a preview of your printed document will look like.
When you’re happy with your settings, click Print. The document will now start
printing on your printer.

Working with Mail Merge

Mail Merge is a useful tool that allows you to produce multiple letters, labels,
envelopes, name tags, and more using information stored in a list, database, or
spreadsheet.

Step 1: Prepare data in Excel for mail merge.

- Column names in your spreadsheet match the field names you want to insert in your
mail merge.

-1 All data to be merge dispersant in the first sheet of your spread sheet.

‘é,! \\ ) )5 Document1 (Autosaved) - Microsoft Word iEg il
~/ Home Insert Page Layout References Mailings Review View Add-Ins Acrobat ©
=1 Envelopes N | ) Address Block || e ([ /| Gy
-1 o ; /s
2 Labels —"'_'J "#D - ] Greeting Line ‘_} y | Find Recipient i'"
Start Mail|  Select Highlight .~ S : Previe = e shé | Mergeto
[erge ~dRedpienits» Reupiers st || Merge Fiefds tau SRRMERIE R 1 Resute 1y SIAIEIERAAN  Merge < | Adohe POF
Create ‘ _] Letters i Write & Insert Fields Preview Results Finish Acrobat
= = I el o 1
; b E-Mail Messages L i) Mail Merge Y X|
| Envefopes.. = Select recipients
o Labels.. (® Use an existing st

j Directory

(w' Normal Word Document

() Select from Outlook contacts

O Type anew st

(- i li
I3 Step by Step Mail Merge Wizard... Use an existing ist

1k

1y



Step 2: Start the mail merge.

-} In Word, choose Blank Document>Mailings>Start Mail Merge, and then choose

the kind of merge you want to run.

-} Choose Select Recipients for adding new list or existing list of recipients. In the

Mail Merge Recipients dialog box, clear the check box next to the name of any
person who you don't want to receive your mailing.

Page Layout References Mailings
- .
Edit Highlight Ad

Recipients v/ Recipient List
E Type New List..,
Use Existing List...

Merge Fields B

85 Select from Outlook Contacts...

p-
Mail Merge Recipients

This is the list of recipients that will be used in your merge.
Use the checkboxes to add or remove recipients from the n

Data Source I [ I Last Name - I First Name
EventMailingListx.. [¥ Anderson Nancy
EventMailingListx.. | Basalik Evan
EventMailingListx... [V Carbonati Cyril

EventMailingList.x... Dempsey [ Molty |

EventMailingListx... [ Dixen Andrew

EventMailingListx.. | Dow Jane

Step 3:-To insert an address block for an envelope, a label, an email message, or

a letter.

a) On the Mailings tab, in the Write & Insert Fields group, choose Address Block.

ouT REFEREMCES
Highlight JAddress
erge Fieldsy Block | Line

Greeting Insert Merge

Write & Insert Fields

MAILINGS REVIEW YIE
ol D Rules »

T ¥ Match Fields

Update Labels
) f :
Field ~ ‘

b) in the Insert Address Block dialog box, choose a format for the recipient's name
as it will appear on the envelope. Finish the mail merge. In the Finish group,

choose Finish & Merge and choose Print Documents or Send Email Messages.

Specify address elements
@ Insert recipient’'s name in this format:

Joshua

Joshua Randall Jr.
Joshua Q. Randall Jr.
Mr. Josh Randall Jr.
Mr. Josh Q. Randall Jr.
Mr. Joshua Randall Jr.

Insert company name
[¥] Insert postal address:
Never include the country/region in the address
Always include the country/region in the address
@) Only include the country/region if different than:

United States

[¥] Format address according to the destination country/re

N
|_"
o]
Finish &
Merge v

£ EditIndividual Documents...

;;g Print Documents...

EY
s

Send E-mail Messages...

AV
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Practice of using shortcut keys

Shortcut Keys are combination that causes a specific command to be executed.
Typically, shortcut keys combine the Ctrl or Alt keys with some other keys. Some of the
examples of shortcut keys are:

Common Shortcut Keys:-

[ ] ctrl+C ->COPY ,Ctrl+X ->CUT , Ctrl+V-> PASTE
[ ] Ctrl+A -> SELECT ALL ,Ctrl+F -> FINDWORD

PRACTICE QUESTIONS

Q.1: Start the Mail Merge under Mailings, Select Recipients, Create New List, adding
about 5 records to the List, save your document, and then fill in the Template
document by adding Merge Fields to the document that reflect the data records

that you just created. Also add some text. Save the Template Document.

Q.2: In a given following figure, Change the Page Margins to Narrow, Sort the students
names alphabetically in ascending order, Add numbering to the "Students" and
"Teachers" lists separately, Change the layout of the "Students" list into two
columns

CUEL T Daapecene | asdboe |

Attendance list

Students

S a Cooper
Dan Miller
Stacey Cobas
Dana Garsen

Teachers
John Denres
Linda Gross

helisa Litte
Jeff Silancd
-

Q.3: Copy the logo of Chandigarh Administration from the website, resize and crop
picture, change its text wrapping attributes to “In Front of Text” so that you can

move the logo around the page at will and place it in front of any text on the page.
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Q.4: Get the newspaper and see the text-based advertisement and Design that
advertisement in Microsoft Word.

Design and create text or image-based advertisements that you saw in the
newspaper. Designing such an advertisement will be a very beneficial role for
Microsoft Word students or people learning Advanced Microsoft Word skills.
Advertisement designs contain high-quality images, text, and layout. It will make
you master in MS word. And I think doing exercise after completing the class

topic is the best way to learn MS-Word.

Q.5: Take a double-column book or newspaper and design or create a similar paragraph
style in the word document..

Birmingham

‘/ ~ Post-Herald

B. Everett Blaylock

ient der Schwel o, Jal

Q.6: Create a letterhead, Identity card of any company or institution that you got and
insert the Watermark with that company name in the document.

You can create an identity card, visiting card or birthday cards in MS word. As
you’re seeing below this is an example of cards and letterheads. But you can find
such things. And practice your MS-Word knowledge in creating an identity card,
letterhead. This will give you the idea of how to adjust the text in different shapes
and areas. Also, this is a good exercise in which you learn after printing, what size
you need to adjust on the page. And when you do that, you learn very precious
things in MS-Word.
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Q.7: Decorate word document with page border, content border, add pattern, and write
beautiful text in it.

This is the easiest page layout option, in which you can learn about page border in
MS-Word, text border, color, or shading in the page and pattern. These options are
very beautiful when you’re creating eBooks, making notes, and doing anything
that required the following type of style. See the image below and try to create

similar to this one.

Best IT Business Education

KLIENT SOLUTECH

www klientsolutech,.com

ARNRARAR G AR AR AR AN AR A RN BN

Q.8: Insert template or download the new template in Microsoft Word from the Internet
and edit those templates with your content.

There are 100+ templates almost for anything in the Microsoft Word Template
option. The top benefit of using the template is that if you don’t know how to
create or design certain thing then you can just download the template and replace
the existed text with your text. And it’s done. This is a most important option
which you should learn because it’s tough when you don’t know about how to
design or create anything, so try to practice on 10+ templates and see how it will
look like.
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Q.9: Design E-book cover pages / Magazine front/ books front/back page using cover
page option in Insert Menu.

This practice is an advance. But try to find the books, magazine cover pages. And
try to make similar in MS-Word. Imagine if you’re the designer, how you will
design the same content or front page. You will learn while practicing this about
the Cover Page option in MS-Word or you can design without using that option.

Q.12: Create Business Cards using Shapes, text, and colors.

People use Adobe Photoshop, Corel Draw, and websites to create business cards
nowadays automatically and manually. You can also use that. But it’s about
mastering in MS Word options and skills. When you create and design anything in
Microsoft word. Your basic computers skills become strong. That helps you in the
future when you start working on a Computer or MS-office or MS-Word. Also,
basic computer skills are very important before doing any degree course in IT. So,

Design the business cards similarly you’re seeing in the below sample picture.
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This is an advanced exercise, but if you do it and create cards then options you’ve

learned during your computer courses in MS-Word remain forever in your brain.

Q.13: Use smart art and create organization charts

Smart Art is one of the favorite options in Microsoft Word. Smart art used to draw
diagrams that are used to showcase the content visually that will be easy to
understand and manage. Such as you’re seeing below the smart art image
Hierarchy Diagram that is used to create an organizational chart or structure of the
Telecom company. This is the best method to understand and teach about certain
things to students, teachers, parents, and companies. You will see such
organizational charts in the companies office and government head offices.

Organizational Chart

Wiy ng Orecte

L L)
RNetwork Head Butinean Head

1 1
L} 1 L L) L) L)

Technical Mead b antroctry Head Salen & Debvecy 95A

M Hend 10U raad ey
1 L
Ll 1 ' L} 1
Tinemasion Degrorprant Constructon Cperation
R ead ead % Mwad Moad Mead fre
L Covle Tam /| I— Cirghe tuam Cirche Toar

When you practice MS-Word Option to create the following diagram or any other,
you got many problems. Those problems are not there while you were learning
MS-Word. These are the problem such as font size adjustment, lines adjustment,
etc. colors and shape adjustment, etc. So, when you solve these problems by
yourself or with the help of your computer course instructor it will be great for
your computer knowledge and MS-Office skills. Because when you solve the
problem and you learn very important working lessons of MS Word. This is why
you’re learning.
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MICROSOFT
EXCEL Spreadsheet

Microsoft Excel has the basic features of all spreadsheets using a grid of cells arranged

in numbered rows and letter-named columns to organize data manipulations like
arithmetic operations. It has a battery of supplied functions to answer statistical,
engineering and financial needs. In addition, it can display data as line graphs,
histograms and charts.

Toolbars
Name Box Formula Bar Worksheet Window

Ed Microsoft Excel - Book1
E] File Edit View

Al v fo

A BE e 0pe e E e e T e
1 1=
i \/
3 Column
4 Colt Headings
5
6
7
8 Row Headings Office -
g Assistant
10

LR N
) —

» »\Sheet1 { Sheetz [/ Sheet3 /

v N wr /
| ™,

Navigation Sheet Tabs
Buttons

el
[

Creating and saving document in MS-Excel

To save a workbook:

1. To create a new blank workbook: Select the File tab (fig 92). Keyboard shortcut: To
quickly create a new, blank workbook, you can also press CTRL+N

2. Select New, then click Blank workbook. A new blank workbook will appear.
Locate and seclect the Save command on the Quick Access Toolbar.

3. You'll then need to choose where to save the file and give it a file name. To save the
workbook to your computer, select Computer, then click Browse

4. The Save As dialog box will appear. Select the location where you want to save the
workbook.

5. Enter a file name for the workbook, then click Save.
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Formatting Cells in MS-Excel

About Cell Formats

Each cell in a worksheet can be formatted with many properties. However, we must
point out here that the format of a cell does not affect the actual value in the cell.

The Number Tab

The Number tab contains categories for the type of data that is in the cell. The default
category is General. Other categories are number, currency, accounting, date, time,
percentage, fraction, scientific, text, special, and custom.

Alignment Formatting Options

The second tab is Alignment. There are three "Text Control" options on this tab that are
especially useful when formatting a spreadsheet with titles, subtitles, and column
headings. They are "Wrap text" and "Merge Cells." The option, "Shrink to fit" will take
the cell value and make the font small enough to be completely displayed.

Font Formatting

The third tab is Font and the usual options that one sees in most Microsoft Office
products are available: font name, font style (regular, italic, bold), color, size, underline
style (single, double, etc.), and the special effects of strike-through, superscript, and
subscript.

Creating Borders on Worksheet Cells or Group of Cells

The Border tab provides a variety of border styles, and any color may be selected for a
border. A border style and border color can be set for each side of an individual cell or a
group of cells.

Patterns or Fill

The back ground of a single cell orange of cell scan be filled with any imaginable color,
and a variety of pattern styles are available, such horizontal, vertical, or diagonal stripes,
dots, and crosshatches of different widths and percentages of gray.

Locking and Hiding Cell Contents

This feature allows the user to define certain cells as Locked and/or Hidden. If a cell is
formatted as Hidden, when that cell is selected in the worksheet, its contents will not
display in the Formula Bar.



Using Basic Functions of all major categories

Functions are predefined formulas and are already available in Excel. A formula is an

expression which calculates the value of a cell.

Let's look at some of the most commonly used functions in Excel.

S.No. | FUNCTION [ CATEGORY DESCRIPTION
1 SUM Math & Trig Adds all the values in a range of
cells

2 MIN Statistical Finds the minimum value in a
range of cells

3 MAX Statistical Finds the maximum value in a
range of cells

4 AVERAGE Statistical Calculates the average value in a
range of cells

5 COUNT Statistical Counts the number of cells in a
range of cells

6 LEN Text Returns the number of characters in

a string text
7 SUMIF Math & Trig Adds all the values in a range of
cells that meet a specified criteria
8 AVERAGEIF Statistical Calculates the average value in a
range of cells that meet the specified
criteria
9 DAYS Date & Time Returns the number of days between two
dates
10 NOW Date & Time Returns the current system date and time

Numeric functions

As the name suggests, these functions operate on numeric data. For e.g. IS NUMBER,
RAND, ROUND, MEDIAN, PI etc.
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String functions

These functions are used to manipulate text data. Some of the common string functions
are LEFT, RIGHT, MID, ISTEXT etc.

Date Time Functions

These functions are used to manipulate date values. The following table shows some of
the common date functions e.g. DATE, DAYS, MONTH etc.

VLOOKUP function

The VLOOKUP function is used to perform a vertical look up in the left most column

and return a value in the same row from a column that you specify.
Relative and Absolute References

There are two types of cell references: relative and absolute. Relative and absolute
references behave differently when copied and filled to other cells. Relative references
change when a formula is copied to another cell. Absolute references, on the other hand,

remain constant, no matter where they are copied.

Relative References

By default, all cell references are relative references. When copied across multiple
cells, they change based on the relative position of rows and columns. For example, if
you copy the formula =A1+B1 from row 1 to row 2, the formula will become =A2+B2.
Relative references are especially convenient whenever you need to repeat the same

calculation across multiple rows or columns.

Absolute References

There may be times when you do not want a cell reference to change when filling cells.
Unlike relative references, absolute references do not change when copied or filled.
You can use an absolute reference to keep a row and/or column constant. An absolute
reference is designated in a formula by the addition of a dollar sign (8$). It can precede

the column reference, the row reference, or both.

Sorting and filtering data Using Sorting in Excel:

~ Select a cell in the column you want to sort by.

[: S elect the Data tab on the Ribbon and then click A-Z command to sort A to Z, or the
Z-A command to sort Z to A.

| The worksheet will be sorted by the selected column



To filter data in Excel:

[ ] Begin with a worksheet that identifies each column using a header row.

[ 1 Select the Data tab, then locate the Sort & Filter group.

plV)

[ Click the Filter command. Drop-down arrows will appear in the header of each
column. Click the drop-down arrow for the column you want to filter. In this

example, we'll filter the Type column to view only certainty pes of equipment.

[ ] The Filter menu appears.

Uncheck the boxes next to the data you don't want to view, or uncheck the box next to
Select All to quick lyun check all. Check the boxes next to the data you do want to
view. In this example, we'll check Laptop and Projector to view only these types of
equipment. Click OK. All other data will be filtered, or temporarily hidden. Only

laptops and projectors will be visible.

R Review  View O Tell me
ns % Clear
i Y X

Reapply
EP Sort  Filter '
Sort & Filter

SortAtoZ

Y Advanced C

Lowest to highest.

‘ 0 Tell me more

Setting Page layout and Printing

e Layout Formulas Data Review View D
e L laa E==—
0 1 (e 52 gm
Z|A h B EEH f
%l Sort Filter Y Textto Remove
./ Advanced | Columns Duplicates
Sort & Filter Data
£ | | Fitter (Ctrl+Shift+1)

Enable filtering of the selected
cells,

Once filtering is turned on, click
the arrow in the column header to

detbook Pro | choose a filter for the column.
Jetbook Pro
o Press F1 for more help.
1artPad L200- < 0
artPad L200-3 14-Aug-10 16-Aug-10

Page Setup: Click on the Page Layout tab, then in the Page Setup group, clickthe

Dialog Box Launcher.
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Margins Orientation Size Print
Page Setup

Data Re
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=

Breaks Background  Print
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Orientation: Choose between landscape and portrait.

Scaling: Enlarges or reduces the worksheet or selection when you print so that it fits on
the specified number of pages.

1 Adjust to when you select Adjust to, you can enter a percentage in the %
normal size box.

[ 1 Fit to when you select Fit to, you can enter a number in the page(s) wide box and
the tall box.

Insertion and Designing of charts

Creating Charts

Step 1- Select the Insert tab on the top of Excel.

Insert Page Layout Formulas Data Review
ElE [ N ; A,
— <+ |™ {_} 2;; [(eiw + 1 }u\/{
Picture Clip Shapes SmartArt Screenshot Column Line
Art - - - -
Niustrations 2-D Column
-~ o
= C D = Ljﬂ -

3-D Column

Step 2:- From the Charts grouping; choose the type of chart you wish to create
Step3:-A blank chart will appear, from the Data grouping, choose Select Data

Step 4:-Click inside the box labeled Chart data range, then click and drag to select
those cells in Excel that contain your chart data.

PRACTICE QUESTIONS

There's no SUBTRACT function in Excel. However, there are several ways to subtract
numbers in Excel. Are you ready to improve your Excel skills?

. For example, the formula below subtracts numbers in a cell. Simply use the minus sign
(-). Don't forget, always start a formula with an equal sign (=).

Al Y f =100-5-2

A | B | ¢ | b | E | F | & | H | 1
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2. The formula below subtracts the value in cell A2 and the value in cell A3 from the value

in cell Al.
Ad v 2 =A1-A2-A3
A B C D E F G H 1

1| 100

2 | 5

3 2

4 ] 93_|

5

3. As you can imagine, this formula can get quite long. Simply use the SUM function to

shorten your formula. For example, the formula below subtracts the values in the range
A2:A9 from the value in cell Al.

A10 v fx =A1-SUM{A2:A9)
A B C D E _ F [ G [ H [ 1
1| 100
28 5
3 | 2
4 1
5 | 3
6 | 6
7] 4
8 | 5
9 1
1o| 73_|

[
iy

Take a look at the screenshot below. To subtract the numbers in column B from the

numbers in column A, execute the following steps.

4a. First, subtract the value in cell B1 from the value in cell Al.

c1 v fe | =A1-B1
A B ¢ D E : G - !
1 91 7 84_|
2 | 55 3
3 | 36 6
4| 30 2
5 | 82 :
6 37 1
7
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4b. Next, select cell C1, click on the lower right corner of cell C1 and drag it down to cell

Ce.
c1 - £ =A1-B1
A | B c D E
1 91 7 84
2 55 3 52
3 86 6 80
4 30 2 28
5 82 8 74
6 37 1 36
7 | =
8

Take a look at the screenshot below. To subtract a number from a range of cells, execute

the following steps.

Sa. First, subtract the value in cell A8 from the value in cell Al. Fix the reference to cell A8

by placing a $ symbol in front of the column 1

m
ot

) 2

=A1-SASS

m

! —

WSO AEWN M

etter and row number ($A$8).

5b.Next, select cell B1, click on the lower right corner of cell B1 and drag it down to cell

Bé6.

"
v

91
55
86
30
82
37

81

76
20
72
27,

10

VNGO UEWN M

4]

m

Explanation: when we drag the formula down, the absolute reference ($A$8) stays the

same, while the relative reference (A1) changes to A2, A3, A4, etc. Maybe this is one

step too far for you at this stage, but it sho
features Excel has to offer.

ws you one of the many other powerful
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6. Create a table, see a picture below. Enter the appropriate data that you want to show in
the chart. In this example, we are using the India-Pakistan T20 cricket match, in which
we are highlighting scored run per over.

Criort Math Scime Card sver wise

2 Table Heading
. India A Pakivtan

5 Over woetia fronn) Pakistam from)
L] - 5 “
7 nd L] b
" r 12 L]
. L o 4 L]
0 = [

u (o - 5
n ) L] 2
n - 12 .
14 - b1 4
15 mn L] L]
1 1ith a 2
14 1nn 2 o
» 1 o a
» 1ath = 2
n 15 L 0
n imh k]

n 17h L ] L]
n 18 L d
» 1"h 2 1
o 2oth .

7. Calculate the total runs of each team. By using Auto Sum (please see in the picture

below)
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M 2
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oe)

. Now select all three rows and columns, as you can see in the picture below.
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3
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9. After this go to insert and select column chart.

10. Now stretch the chart form edges as looking in the image below. Add heading of the
chart, OX axis, and OY axis Values; please see in the image below.

v

» O ? India & Pakistan

“ u,; [ 11:: j l See the Chart

It’s because we can use it as a column chart to visualize a comparison between 2-3
columns data such as in the final image above, you can see that on the OX axis you can
see overs. And on OY Axis, there are runs and in two different column bars in colors
highlighting team runs. You often see this kind of chart in a cricket match on TV.

While this is a basic exercise, but practicing it means a lot to beginners in Excel.

Exercise 1-

Uses of Microsoft Excel in Education: —

One can use table styles, shapes, charts, data tools, and formulas to teach students in the
classrooms. Students can learn and solve basic and logical-mathematical problems and
statistics in excel.One can educate by creating a table in an Excel sheet. They can
highlight more interesting cells in colors, emphasize important values and visualize data
using bars and charts.

Below is the basic example 1.0 of data visualization in Microsoft Excel 2010 (Note: data
used in this example is not correct it’s just for educational example.)

Basic example of Data Visualization in Excel 2010 for Students

Home Menu Conditional F ormrattng

Litracy Rate

Litracy Rate Example
120.00%
100.00%

60 .00% Chart aption m Insert Menu

40.00% = utracy Rate e -———

24006 S we TS e e O

0.00% —~
i - -

Ltracy Rate

China usa asc

Countries
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Hint: The above data visualization example is easy to understand which is created by the
use of two excel functions conditional formatting and chart. You can see in the first picture
that the literacy rate of countries is highlighted in red color by the use of conditional
formatting. Conditional formatting is used to decorate, design, visually appeal of data by
using data bars, color scales, and icons based on figures. Such as you can see 99% literacy

rate cell is filled more than others and 45% cell is filled with less color than others.

In charts, you can see China data bar is bigger than others. Charts are used to compare
values visually written inside the cell. You can access this option in the Insert menu.

Exercise 2-

How to use Excel for teachers to schedule periods?

IT SChOOl Vijay Sharma
Period Schedule From: 10/1 1;3:317‘ To:  10/1572017
Period Plan Period Plan

st Lecture about Computer Fundamental st

Z2nd Z2nd

3rd 3rd

dth dth

Sth Sth

Bth Bth

Tth Uses of Internetin our daily life Tth

Sth Sth
Period Plan Period Plan

st 1st

2nd 2nd

3rd | Block Diagram of Computer 3rd

dth dth

Sth Sth

Gth Bth

Tth Tth
» ¥ | Period Schedule ~ %¥J
dv |

You can insert the above period planner by using the template function in Excel, visit the
Template menu and select the Education category and you will find out some outstanding
pre-defined template with formulas for various educational purposes.

The above example can be used in Business similar, only need to change the values. The
options of Microsoft Excel are the same for all users but it depends on us, how we use a
particular option.
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Exercise -3

How Uses of Microsoft Excel in Business?

Microsoft Excel application can be used in various business operations. Such as goal setting,
budgeting process, and planning, team management, account management, income, and
expenses calculation, product and service valuation, and management of client’s data, etc. in

business.

The uses of Microsoft Excel in business make such daily official operations faster, accurate
and predictable. Because Excel provides great features such as filters, charts, conditional
formatting and pivot table, logical and financial formulas.

Let’s see below the basic account management example 2.0 in Microsoft Excel (Note: This is
just for example)

Caample Technologus Por Lid

OO0, Atwsse Avmtage”, I (F53=200000, " Average™, "Betre Lewsage 1] I

b age o
Agesage Prafia ¥

[
’
: 2

Hint: In the above example 2.0 you can see the basic income and expenses report month

wise with a quote of the month in the end. In quote formula: column I used this

~IF(F6>=400000,” Outstanding”, IF(F6>=300000,” Above Average”,
IF(F6>=200000,” Average”, “Below Average”)))

This is just but you can understand that only with IF formula you can create thousands of
types of logic in your business calculation. The above exercise is just created manually not
a big deal. But if you want to access the real power of Microsoft Excel in Business
operations then visit the template menu.

As you can see template picture that there are various high-quality templates that business
users can use in their business calculation. Such as VAT Invoice, Marketing Campaign
tracker, break-even analysis are very beneficial. The benefit of using the template in Excel
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that you don’t need to create everything from scratch, you only need to select or search and
then download. After then you can edit the downloaded template according to your choice.

This is that simple!

Microsolt Excel Templates

o e

Asailadie Templates Petty card regeest slip
B Seve s by ACanet

‘ * Q Home * Buneesn ot wiw [PND
J Owen
J G Ofign com Temgsiitey .- v V4 1 e - .
% ——

ra a— -

- - k- - -
o N O] O
- “9 . —

Frit |
Py e et vy VAT msewse  prvy P gatra munsgames Livwe Sarrry prget e R e
~ eChaling tan Natecal take weihabatt [ ——
o
= ———
) Opemss

8= :JT i Click 1o Download

VAT e - pres Lan vy et Tph e Bomarmns plan Dhacilon Peyistertial siotion Ued ot | gy
rbuter e ot SWDT et e e Sarhe
Select the templates

Exercise 4-

How to Uses of Microsoft Excel in Goal Setting and Planning?

Goal setting and planning is a task that all we do repeatedly each day. Goal setting and

planning are very important for everyone from students to business owners. But goal

setting and planning take white paper, time and lots of calculation but if you use Excel then

it becomes very easy and environmentally friendly.

Example 5

: Example Yechnalogies vt (1d

i

) ITSERVICEY Curront Client Contract Price Monthly Manthdy

A4 Weowte Desgning 8 Development Services

§ Logo Designing Services 0

§ ‘websia Miragement 10

!

.

L Indo producty Sabes In Month Oty Total Monthly Income 14000

10 Ebook - Freetancing or Gradustes b Cost
Rent 15000
Water/Electnony 1X0
Intmirwt Tolephone oo
Salary SO0
Dthar oo

Total Cost 136200

Net came

B Avants Raic Compofer Coure
2 Typey Coure

21 Freelancing Training

3 ‘Webiite Desigring 3
M

ba]

00N Fenaiival Mot fuam . Arhusssrranty Uhahiie . Naldv Tadn Lanw i Manasasant Frarifee Dovan ifast . A Witwe Ve



Hint: In this example, you can see that it’s very easy to design the complete financial plan

and goals by using formulas, raw and columns.

Example 6

Our mission in 1 holg peaple in career, Suninew & Hile by uing our products, servdoe, skibs and knowledge

Business Obfective: To make proft by satistying the needs and wants of clients.
Eeoneani Obijective: Profll Laring - Markel Share - Inhovation - Productvity . .
Soclal Objectives Quataty i grodutts and services, Semonable Price. Fair Trade Predtions, Wettare of the emplogwer. cresting employment cgoortunities, poliution comrol, communtty sarvice.

Ihook

Website Manajement, Desigaing & Developmaet

oy, Youbuhe Sochal Mo O
Sorvices, Fhook, Rlog, Youtube, Affitate marketing

1

:
l
;

{hook Sell Artiches Pubtisbed  Now Clenty Gross Net vef Welishie Traf Twither Followers  facebok LUk Geogle +

eal Rerustts Tt

Expected Canh i tand 300000 10000 ) 100 L)

1§ boaby publhed % 19 Mew Long Term Clients

spectation Yew M6

Hint: You can see in example 6 that it’s easy to track goals and planning each day on

excel.

Y
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MICROSOFT POWERPOINT Creating

Presentation Using PowerPoint

PowerPoint is a software package designed to create electronic presentations consisting of
a series of separate pages or slides. PowerPoint is a slides how presentation program
that's part of the Microsoft office suite of tools. PowerPoint makes it easy to create,

collaborate, and present your ideas in dynamic, visually compelling ways.

Design layout

Open power point presentation and create a new file. Then select the appropriate layout as
per your desire. Following are different layout mainly used (Fig104).

Office Theme

S -
- I::l : i
Title Slhide Title and Content Secticon Header
Two Content Comparison Title Onl
S - ou— -
EBlank Content with Picture with
Capticn Capticn

Inserting different objects into slide

Open power point presentation and create a new file. Then go to the ‘Insert Menu’ and
select the object which you want to insert.

Presentation] - Microsoft PowerPoint

Home  Ingert Design Animations SiideShow Review View Add-Ins

Table ' Picure Clip Photo Shapes SmartArt Chart Hypcihni Adion | Text Header WordAt Date Slide Symbol Objed Movie Sound
v At Album» - Box &Footer ~  &Time Number b

Tables Hustrations Links Text Media Clips

‘H o 0 AigntoSlide | | Alin Selected Objects [ )

'
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Different design of slide

To apply a slide design only to the currently selected slide in PowerPoint, follow these

steps: In the Design Tab, browse to the slide design that you want.

1. When you rest the mouse pointer over your selected design in the Slide Design task
pane, a gray options button with an arrow appears. Click this button.

2. Double Click on the theme which you want to apply tithe current slides.

File Home Insert Transitions  Animations

Aa Aa

Animation and Slide Transition

Step 1- Select the object or text on the slide that you want to animate.

Step 2- On the Animations tab of the ribbon, click Add Animation, and pick an

animation effect.

"* ?‘ Animation Pane P Stare: | On Click -
Trigger = (O Duration: Auto b=
Add X _ -
lAnimation =] ¥ ¢ t (= Delay: 00.00 <
Entrance
2 oS 3 L2 Rad
Appear 3 Fliy In Float In
—
~ > > =
Wipe [} Shape Wheel Random Bars
- - < 4
- > ¢ v,
Zoom Swivel Bounce

Setup a slideshow

Once you have all your slides completed and in the order you want, view your slide show.
Click the 'Slide Show' tab at the top of the page and select 'From Beginning'. You can go
through your entire slideshow, and change slides by clicking or pressing the right arrow.

A shortcut to this is pressingF5.

k53 -

Insert Design Transitions Animations Shide Show

o — - | <% - .
[’ ] A . 'l_-‘ l 2 1 —_;] Y
X = St o S [ (W07 SR <
From Present Customn Shide Set Up Hide Rehearse Record Shde
Current Shide  Onhine - Show ~ Shde Show Shde Timings Show ~
Start Slide Show Set Up
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PRACTICE QUESTIONS

Q1: Create a power point presentation of 3 slides on “Uses of Internet” that contain
header with images, apply animation on the images.

Q2: Make Power Point presentation on "Disadvantages of Internet" and then apply
transition effects (such that while going from one slide to another there is a

transition).

Q3: Prepare the presentation about advantage and disadvantage of Television of at least 3
slides and when the slideshow starts from beginning, second slide will display after
30 seconds without clicking mouse and using keyboard.

Q4: Create a Power point presentation of 3 slides on your “department.

Q5: Make a Power point Presentation of 3 Slides on the topic "Indian Army", apply the
animation on the texts and use WordArt for Heading "Indian Army".

Slides Exercise!

1. Create a new PowerPoint presentation, or open our practice presentation.
2. Insert a new slide with the Title and Content layout.
3. Try adding some text to the title placeholder.

4. Change the layout of a slide. If you are using the example, change the layout of slide 3
to Section Header.

5. Copy and paste a slide, then move it to a new location.

6. Apply a theme to your presentation. If you're using the example, apply the Integral
theme.

7. Insert a blank slide, then insert a text box on the slide.
8. Change the slide size from Widescreen to Standard.

Text Exercise!

1. Open an existing PowerPoint presentation. If you want, you can use our practice
presentation.

Select some text, and try the Copy, Cut, and Paste commands.

Try applying different formatting to the text.

el S

Experiment with horizontal and vertical alignment.

5. Try using the Find and Replace commands. If you are using the example, change the
word Likes to Enjoys.
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Themes Exercise!

1.

3.

Open an existing PowerPoint presentation. If you want, you can use our practice

presentation.

Try applying several different themes. If you are using the example, try the Organic
theme.

Try selecting a theme variant.

Transitions Exercise!

1.

Open an existing PowerPoint presentation. If you want, you can use our practice

presentation.

Select a slide, and apply a transition.
Change the transition duration.

Add a sound effect to the transition.

Apply a dynamic slide transition. If you are using the example, apply a dynamic
transition to slide 5.

Managing Slides Exercise!

1.

Open an existing PowerPoint presentation. If you want, you can use our practice

presentation.
Try switching between various slide views.
View an outline of your presentation.

Try adding speaker notes to your presentation using the Notes pane and the Notes

Page view.

. Divide your presentation into at least two sections, then try collapsing and expanding

them. If you are using the example, create one section for Dogs and another for Cats
and Other Pets.

Presenting your Slideshow Exercise!

. Open an existing PowerPoint presentation. If you want, you can use our practice

presentation.
Practice playing a slide show and navigating through the slides.

Change your mouse pointer to a pen or highlighter, and try marking a slide. If you are
using the example, add markings to the chart on slide 8.

Try using Presenter view.

. Open the Set Up Show dialog box, and try modifying the options.



Animating Text and Objects Exercise!
1. Open an existing PowerPoint presentation.

2. Add an entrance effect to an object. If you are using the example, use one of the
objects on slide 3.

Use the Animation Painter to copy the effect to another object.

> 0w

Use the Animation Pane to reorder the effects.

hd

Experiment with different start options and timings.

a

Add two additional effects to one of the objects.

7. Several animation effects have been applied to the objects on slide 3. Use the
Animation Pane to explore and experiment with the effects.

PowerPoint Practice Exercise!
1. Create a new PowerPoint presentation on a topic of your choice.

2. Insert a new slide with the Title and Content layout. Try adding some text to the title
placeholder.

Insert a blank slide, then insert a text box on the slide.

> w

Insert new slide this time add a picture and also text.

Insert new slide this time add a video and also text.

Try applying different formatting to the text of all your slides.
Choose a theme for you slides and apply to all.

Add a transition to your slides and also add sound effects.

o X =2 W

Finally start and play your PowerPoint Presentation
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4. NIC Email (https://email.gov.in/)

1. Managing Your Email

a. View

1.

You can view your email messages as single messages or as conversations and you

can view messages with the Reading Pane off, displayed at the bottom, or displayed

on the right.

ii.

To change how messages are grouped in your mailbox, on the toolbar click View and

select whether to view by conversation or by message and where you want the

Reading Pane to display.

(@ v ininbox

Mail Contacts Calendar Tasks Briefcase Preferences

L New Message b4 Rep

¥ Mail Folders ~ | | Sorted by Date T

o® 8y
= By

100+ conversations
3, Inbox (2342) v

B Sent

B2 Drafts M

3 Junk

W Trash

B3 Activity Stream

“[5] At The Bottom
ofT] On The Right

Do

ED test (1498)

ED Testing2

ED zimtest1

D zimtest2

B nnns >
“

or on the Right.

March 2017 4

(@ v ininbox

Mail Contacts Calendar Tasks Briefcase Preferences

New Mes: v || Reply | ReplytoAll | Forward | | Archive | Delete | Spam v &
5392 y y Delete | Spam | | B~

&) Subject

test

Actions ¥

¥ Mail Folders = »‘Ht‘l;o @l From

v & Inbox (2620) v Test UserS
. test

B Sent

B3 Drafts 8)

63 Junk

W Trash

B3 Activity Stream (12)

2KB

© This is an auto-generated message. Please do not use this email addru;.

v

In order to write to the Prime Minister kindly visit - Interact With PM
( http://www.pmindia.gov.in/en/interact-with-honble-pm/ )

From: (“Mail Notification® <MAILER-DAEMON@esahyd02.nic.n>
B test1542)

To: | zimtest4@nicin
3 Testing2 P —

ED zimtest1
| I}

“« March 2017 [ 4

T :

T 2 3 4

8 9 10 1

5 16 17 18
23 4 3

30 31

5 6 7
2 13 u
9 2

% 271 8

[
B8

View Email Messages by Conversation

In the Conversation view your messages are grouped to make it easier to follow

Reading Pane

Expand Conversations
Sort by
Group By

Conversation

Ive)

Message fvm]

Select the reading pane to either bottom

[9)

100+ conversations = Read More | ® View v

| size | Received T

204 PM

1 message

March 22, 2017 12:58 PM

the

thread of an email exchange. A conversation thread begins when you send or
receive an email and then send or receive subsequent replies and forwards based on
the original email. The subject displays only once in your Inbox and the number of
email messages in the conversation is shown. Conversations containing unread

messages are shown in bold.
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Conversations can be in your Inbox another in your sent folder, and others in
another folder. If you move a conversation from one folder to another, all messages
within that conversation are also moved to that folder. Messages in the Sent folder
and in the Trash folder are not moved.

To create a new conversation thread, you must create a new message, not reply to
or forward an existing message.

II. View Email Messages by Message

Email messages in your mailbox can be organized by selecting the date a message
is received and by Conversation.

i.  On the Mail tab toolbar, click the View drop-down menu.

ii. Select either By Conversation or By Message.

E—— N
L@ ~ ininbox Q

3 New Message v || Reply | ReplytoAll | Forward || Archive | Delete | Spam | | @b~ | & v || Actions v
¥ Mail Folders | o|Pt|# 0@ For &) Subject
v & Inbox (2621) ~ ®  TestUserS test
Test UserS tes!
M st Use: e
2 Sent
G Dafts @ Mail Notification This is an auto-generated message. Please do not use this email address
B3 Junk Mail Notification Response from pmoffice@gov.in
W Trach © This is an auto-generated message. Please do not use this email address.
B3 Activity Stream (12) . s i s o
) From: [ “Mail Notification” <MAILER-DAEMON@esahyd02.nic.in> March 22, 2017 12:58 PM
B3 test1542)
To: | zimtestd@nic.in
BD Testing2
8 In order to write to the Prime Minister kindly visit - Interact With PM
B snns * !l ( http://www.pmindia.gov.in/en/interact-with-honble-pm/ )

b. Attachments

Add Attachments using drag and drop

You can easily add an attachment to an email message by dragging the file from a
folder into your email.

i.  Select one or more files from your desktop and hold down the cursor on
the file(s) to be attached.

ii. Drag the files to the message header area and release the cursor. The file
names are displayed in the header.

a. Removing an Attachment

i. Toremove an attachment, click the x (cross) in the attachment bubble.
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User can download/remove all attachments

You can download or remove all attachments individually as the per user’s choice by
clicking on the file or you can also download all the attachments as a zip file by

Clicking on “Download all attachment” and remove all attachment by clicking on
“remove all attachments”.

click here to remove the attachment

&
Remove ' canstock10825250)pg (68 KB) Download ;ﬁ

Click here to download a single attachment

. Set priority Mail

When you compose a new message you can set the priority of the new email. Click on
options in the window and set the priority of the message to high, normal or low. If you
want your message to be seen quickly and the reply should be given immediately you can
set the priority to “HIGH”. The sent message will have a high priority sign before the
subject.

. Undo Send

In the mail folders go to the last folder named as Undo send (Inside Zimlets). Click on
“undo send”. You can enable and set the number of seconds after which your mail will be
sent. Compose an email and it will show a timer i.e. the number of seconds after which the
mail will be sent. You can click on OK to proceed further or Cancel the sending process.

Please enable undo send before proceeding.

Settings

Enable UndoSend LV

Number of seconds 5 click here to enable undo send

/ oK Cance
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¢. Dumpster

User can restore all the deleted mails from the trash folder within the defined number of

days (i.e. within the timestamp of 90 days).

@ v intrash
Contacts Calendar Tasks Brefcase Preferences Search X

3 New Message - 1 A - v B View v
¥ Mail Folders o || Sorted by Date T 1 conversation

&, Inbox (2341) Test User 932 AM

2 Sent msgfe2 ™

To view a conversation. click on it

B3 Drafts ()

ER Junk

W Trash =

New Folder nf]

BB Activity Stream (1) D, - . '

D test (1497) @ Empty Trash

B Testing? ' Recover Deleted Ttem: | |~ Right click on the trash folder to recover the

deleted items. It will prompt to which folder you
want to recover the email.

d. Add Personas (A role granted to the user)

Creating different personas allows you to use multiple email addresses from your mailbox.

For example, you could use your primary account persona test<xyz@nic.in>for your
business email correspondence, and create a new persona for your personal email
correspondencetest] <xyz@gov.in>

Mall  Contacts  Calendar Tasks  Briefrase ERECENIEH
Save ‘ Cancel Undo Changes
¥ Preferences Al Account Name | Status I Email Address Type .
a General Primary Account 0K zimtastd@nicin Primary
% Test oK zimtestd@nicin Persona
(&4 Accounts
! tastl oK zimtestd@nicin Persona
& Mail
N Filters | Add Extemal Account || Add Persona || Delete
[ Signatures
& Outof Office 2
© Persona Settings
@ Trusted Addresses
§ Conack ;ummm%dwmwmmmwmhmmﬂmmeﬁmmundlinipaﬁmhvmhatwottmakapemna
that role.
@ ot PemmNnellestl
& Shanng
A Notficaions v Settings for Sent Messages
“« March 2017 ro» : From: Choose what appears in the From" field of email messages
S M T W T ¢
= Lt L zmtestd zimtestd@nicin ¥
2 12N
% o Ot E Reply-to: v amtestd@govinlocal
2 B 45 61T B8 i Bk t
w o]z 3 a4 5 - '
%088 %A 1 BUPSUE WO ol spwates S
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ii.

iii.

1v.

Go to the Preferences>>Accounts page.
Your default account and personal information is shown as the primary account.

Click on Add Persona. The account name New Personal displays in the Account
Name column. Now, in the Persona Settings>Persona Name text box(you can change
the name of the persona accordingly)

In the Persona Name text box enter a descriptive word to identify the persona in the

“From” list when you are composing an email. For eg: ABC (This is the from name of
the persona). This name does not appear in the email message.

In the Settings for Sent Messages section, specify the “From” information for this

persona.

In the “From” text box type the name that appears in the “From” field of your outgoing
email messages. This is the name that is shown before your email address.

In the drop-down menu next to the text box, select the email address from which to
send messages.

**]f this field is not editable, you do not have additional external accounts identified.

To direct replies to email messages from this persona to a name and address different
from that which you configured in From, check Reply-to>Set the '""Reply-to" field of

email messages to, and enter the name to use in the textbox.



Vi.

vil.

Viii.

IX.

JV

(Optional) To associate a signature with the persona, click Signature: Manage your
signatures...

Mail  Contacts  Calendar  Tasks  Brefrase [EEEEENEH Search X

Save | Cancel Undo Changes

¥ Preferences &
& Accounts Name: [— ‘_ Clle here to type the name fOI Format As Plain Text ¥

clgnamm

& Mail enter name
W' Filters

L Signatures

& Outof Office

@ Trusted Addresses

@ Contacts

B Colendar

& Sharing
e | Delete Attach Contact as vCard: Browse.. || Clear

% 2 1 3 4
s 6 7 8 9 1 1 New Messages  Replies & Forwards

A Notficabons Y

“ 4 March 2017 L

"

2 13 1415516 17 8 Primary Account: | No signature ¥ No signature ¥
s[@]2 2 23 8 5

% 7 B ¥ 3B 3% e

To automatically Use this persona when replying to messages sent to a specific email
address or when forwarding messages from that address, select when replying or
forwarding messages sent to, and type the email address in the text box. If you are
entering more than one email address, separate the addresses with either a comma or a
semi-colon.

To automatically Use this persona when replying to messages in a specific folder or
when forwarding messages from this folder, select when composing, replying to or
forwarding messages in folder(s). Click the folder icon to select one or more folders or
to create a new folder. **If you are selecting more than one folder, separate the folder
names with either a comma or a semi-colon.

Click Save.
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2. Search

User can search in respective folder by clicking on search tab on the top right corner of the

page. Search can be performed using various attributes with a colon (:) symbol.

a

b Ul <l msgfel X

x X || fromitest X

cctest % |( subjectdd %

This shows the use of attributes =
using keyword to search R @ View v

£d New Message R

Basic Filters

has attachment L-8 Mar 18
iz flagged a8 .

is unread

To view a conversation, click on it.
for eg: Test is "in:Inbox" the message is "from:test”
Advanced Filters "cc:test”, "subject.d8" and date is
Received from - "date:MM/DD/YYYY"

) You can use these attributes to search in all the folders or they can be combined with
other attributes to search in a specific folder.

b) In the search box type in: inbox from: test subject: Hello to: support cc:test, this

Few

ii.

iii.

iv.

will search in respective folder “Inbox” with from, subject, to and cc specified and if
you search using from: test in the search box, without specifying any folder, this will
search in all the folders for the user “test” from which the mail is received.)

examples are listed below:-

from: Specifies a sender name or email address that is in the From header. This can
be a text, as in "Aruna", an email address such asxyz@gov.inor a domain such
as"@gov.in".

g
=3 ¥ from:no-reply

to:lt specifies one of the people to whom the email was addressed in the To:header.

l 4 v to:suppor] Ql

cc:lt specifies a recipient in the cc: header of the message.

subject:It specifies text that must appear in the subject header of the message. An
example might be subject: new vacation policy.

in:It specifies a folder in which search is to be performed. For example, in: sentwould



L

show all items in your 'Sent' folder. Similarly in: Inbox, in: Draft, in: Trash etc.

will search in the respective folders.

E@ v in:inbox Test Us_gr3|

vi. date: Use this keyword search messages for a specific date, using the format that is
default for your browser's locale (format is MM/DD/YYYY). For example, date:
2/1/2007 would find messages dated February 1, 2007. The greater than (>) or less
than (<) symbols can be used instead of after or before.

@ v date03/20/2017 Q
(%4 Q —
Mail  Contacts  Calendar  Tasks  Briefcase  Preferences [ERTESTHCNX | 3]
Found 100+ resutsfo: [ fromdest ¥) Search | Save
() New Message il inacty | Haoweoal | Forwer e | Detete | ‘Spam = = e ® View
B Vs Sorted by Date T 100+ conversations
has attachment
S To view a conversation, click on it.
is unread
i Tees Click on the drop down to search using

advance filers. ]
[ Rechd fom <Y Enter email address or select domain name
Sentto. v | Address » from the drop down. P~

Date sent ... Domain »
i -
Attachments ... -

X msafi | gmail.com ]
Size . b gov.in
Status .. v

Tag . v

Folder .. ».
_— ., _
it 5 \ Search can also be performed by tags, in \
Click to add before the selected bubble, e nknin folders, attachments, size etc.
or at the end. Note: AND is implied
between adjacent terms. i
AND ) OR)(NoT (1)) e

Please click here to view advance search keywords:-

https://email.gov.in/public/docs/Advance-Search.pdf

3. Configuring POP3/IMAP Client

Please find the steps to configure the IMAP or POP3 account -

1. Go to settings>>Mail>>Accounts>>Add Account
ii.  Enter valid Email ID
iii. Incoming mail serve :imap.mail.gov.in
iv.  Outgoing mail server/ SMTP :smtp.mail.gov.in
v. IMAP Port:993

vi. SMTP Port:465



l. Screenshots for mobile client IMAP(Iphone-10S)

i.  Click on settings>>Mail>>Accounts>>AddAccounts>>Others

< Accounts Add Account

™ iCloud
@A Exchange
Google
YAHOQO!
Aol.

B= Outlook.com

(Step-1)

eeseco Vodafone IN 5 3:21PM @9 32%M >

< Add Account Other

MAIL

Add Mail Account

SERVERS

Add macOS Server Account

(Step-2)

Cancel New Account Next

Name  Nitin
Email xyz@nic.n
Password ~ eeeeeeeeee

Description Nic

(Step-3)



Incoming Servers

Outgoing Server

Cancel New Account Next

IMAP POP

Name Nitin
Email xyz @nic.in

Description Nic

(Step-4)

Cancel New Account Next

INCOMING MAIL SERVER
Host Name  imap.mail.gov.in
Username XYZ @nic.in

Password eeeessseee

(Step-5)

OUTGOING MAIL SERVER

Host Name -smitp.mail.gov.in
Username XY Z @nic.in

Password ssccccccce

4



Screenshots for mobile client POP(Iphone-10S)

Screenshots for mobile client IMAP(Android)

eeeco Vodafone IN = 3:27 PM

Cancel New Account
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@ O 30%m

Save

Name Usernam¢
Email username@nic.in

Description username@nic.in

eee00 Vodafone IN = 3:27 PM

Cancel New Account

INCOMING MAIL SERV

m

R

Host Name pop.mail.gov.in
Username username

Password eeccccoee

@ 0 30%u0 >

Save

a

@

Gestures

Location

Security

Language & input

G

L+

Google

Backup & reset

;S

Q = Accounts

;r Flip kart

G Google

Jio4GWoice

° Messenger
. PHONE
- SIM Card

@ Truecaller
w WhatsApp

+ Add account

<] Vddms3s

Add an account
M Exchange
n Facebook

4 Flipkart

G coogle

wgl JiodGVoice
N
e e
° Messenger

| N I Personal (IMAP)

M Personal (POP3)
QD  Truccaller




Incoming Server

USERKAME
usemame@gic.i’n

PASSWORD

Add your email address

SERVER
imap.mail.gov.in

Enter your emsil

MANUAL SETUP
ANU/ ETU PORT

993

SECURITY TYPE
SSL/TLS (Accept all certificat.. -~

IMAP path prefix

<] @ a CANCEL DONE

Outgoing Server

SMTP SERVER

smtp.mail.gov.in

PORT
465

SECURITY TYPE
SSL/TLS (Accept all certificat. ~

Require signin

USERNAME

usernamel@ nic.in

CANCEL DONE

IV. Screenshots for mobile clientPOP3(Android)

=2 v 4 4 m 538 Incoming server settings

Add an account

Username

M Exchange n nic.i
n Facebook

"".‘ Flipkart

s Google pop.mail.gov.in

@ JioaGVoice Delete ematl fro
Never

° Messenger

M Personal (IMAP)

Personal (POP3)

@ Truecaller < NEXT >

(Step-1)




V. Screenshots for IMAP Configuration in MicrosoftOutlook

Add Account
POP and IMAP Account Settings
Enter the mail server settings for your account.
User Information Test Account Settings
Your Name: We recommend that you test your account to ensure that

d the entries are correct,
Email Address: username@nic.in
Server Information

Test Account Settings
Account Type: IMAP

« Automatically test account settings when Next

Incoming mail server: = cHeked

imap.mail.gov.in
Outgoing mail server (SMTP): | smtp.mail.gov.in
Logon Information

User Name: username@nic.in

Mail to keep offline: All
Password: R

[ IRemember password

(|

Reguire logon using Secure Password Authentication
SPA]
¢ ) More Settings ...

< Back | Next > Cancel Help
(Step-1)

Internet Email Settings n

Outgoing Server | Advanced

utgoing server (SMTP) req
Use same settings as my incoming ma

tication!

server
) Log on using

User Mame

Pa ord

Remember password
Require Secure Password Authentication (SPA)

oK Cancel

(Step-2)

Internet Email Settings “

General | Outgoing Server | Advanced

Server Port Numbers

Incoming server {IMAP): 993 Use Defaults

Use the following type of encrypted connection: | S5L | v
Outgoing server (SMTP): | 463|

Use the following type of encrypted connection: | SSL v

Server Timeouts -

Short Long 1 minute
Folders

Root folder path:

Sent ltems
[:IQD not save copies of sent items
Deleted ltems

I:I Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

I:Igurge items when switching folders while online

(Step-3)
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VI. Screenshots for POP3 Configuration in Microsoft Outlook

Add Account n

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information
Your Name:

Email Address: username@nic.in

Server Information

Account Type: POP3
Incoming mail server: pop.mail.gov.in
Outgoing mail server (SMTP): smtp.mail.gov.in
Logon Information
User Name: username@nic.in
Password: badedededededededededododod

Remember password

Reguire logon using Secure Password Authentication
(SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...
<] Automatically test account settings when Next

is clicked
D new to:

(®) New Outlook Data File
() Existing Outlook Data File

More Settings ...

< Back Next > Cancel Help

(Step-1)
Internet Email Settings

General  Outgoing Server | Advanced

[WliMy outgoing server (SMTP| requires authentication:

(®) Use same settings as my incoming mail server

Remember password

Reguire Secure Password Authentication (SPA]

O Log on to incoming mail server befare sending mail

(Step-2)
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Internet E-mail Settings “

General | QOutgoing Server | Connection | Advanced

Server Port Numbers

Incoming server (POP3): | 995 Use Defaults
This server requires an encrypted connection (SSL)
Qutgoing server (SMTP): | 465

Use the following type of encrypted connection: | SSL v
Server Timeouts -
Short Long 1 minute
Delivery

[ 1Remove from server when deleted from 'Deleted Items’

[I] Cancel
(Step-3)

Note: - Please fill all the required fields as directed and if you require any help contact
support on 1800-111-555 (Toll Free) for help.

4. Reset vour password

a. How to reset password

Please ensure that you mobile number is updated. If you have forgotten your password,
click on forgot password on the login page of email.gov.in. You will be redirected to
PASS-APP or follow the URL https://passapp.emailgov.in/. Using this application you
can reset your password.

,% °
@I n Log in lafe Email  Policies  What's New  QuickSMS

Usemame:

Password

B stay signed in Signin

o

Forgot Password 7 Click here

Click here to reset your password

This site can be best viewed in Firefox 3.5 and above. IE @ and above. To check your browser version Click Here

Email Services

A part of Digital india

Government of india

| Ministry of Electronics and Information Technology

National Informatics Center
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You will be redirected to PASS-APP to reset your password.

@ pass-ApP

TR

Enter your Nicemail Address and Captcha value to begin

is site is best viewed in Firefox 3.5 and above |IE 9 and above chrome 18 and above.

Mail Address
Enter the contents of the image below

Submit |

E7N2 L a

*Mail Address is the email address assigned to you by NIC.

Government Of India
Ministry of Electronics & Informaton Technology
National Informatics Centre

i.  Enter the email address for which you wish to reset your password.

ii. Also, enter the Captcha value as displayed in the box.

ii.  Click on submit button to proceed further.

Enter the OTP received on your registered

. PASS-APP phone numbey
g N

T W

N\ | Enter your Random Number and Captcha value to begin

Your Email Address g ER Random Number
Your Mobile No. : *******016

Please enter the code that was sent to your mobile number Enter the contents of the image below

If you want to resend code to your mobile number then click here

Resend Code | click here to | Submit
resend OTP FBAOIAK o F

You can request for gRandom Number(Code) only twice in 24 hours

Click here to submit

Ensure that the mobile number registered is
Valid

If you do not receive the code. then please call up the 24 hours support
cell on 1800-111-555

Government Of India
Ministry of Electronics & Information Technology
National Informatics Centre
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Enter the random number which is sent to your mobile number. You can also resend
OTP if not received at once (** Random number will be generated twice in 24 hours)

Now, enter the Captcha value and confirm your submission.

Now you will be redirected to a page which will prompt you to enter your new
password twice. Enter the Captcha value to confirm.

=

g PASS-APP Enter your new password here
W s

‘ Enter your New Password and Captcha value:

8

Enter Password according to -Email Change Password Policy

Password Policy:

Must contain Upperc ase se, number, Special Characters and the
password should be atle waracters Long and must not contain
dic tionary word not enter your old password

Submit |

Click here to submit

Please ensure to follow the password policy

Government Of India
Ministry of Electronics & Information Technology

National Informatics Centre

You must follow the password policy as prompted to reset your password.

5. Offline Mode

This feature allows you to access the data without network connectivity.

The web client will be automatically restored to online mode when network
connectivity 18 1n transition.

-
The work performed in offline mode is stored in cache and synched with the server
when restored to online mode.

v & Inbox (2488) e

(3 ODrafts )

= . O —
o

ED Activity Stream (7)
ED test (1517

Note: -For any issues please contact support at 1800-111-555(toll free) or email at:
support@gov.in
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C. Internet and its Applications

Features of Browsers with add-ons and plug-in

Browser plug-in

A browser extension is a small software module for customizing a web browser. Browsers
typically allow a variety of extensions, including user interface modifications, ad blocking,

and cookie management.

Browser extensions extend your web browser with additional features, modify web pages,
and integrate your browser with the other services you use. This guide will introduce you
to the world of browser extensions and help you get started.

Browser plug-ins are a separate type of module. The main difference is that extensions are
usually just source code, but plug-ins are always executables (i.e. object code). As of 2020,
plug-ins have been deprecated by most browsers, while extensions are widely
used.[citation needed] The most popular browser, Google Chrome, has thousands of
extensions available but only one plug-in: the Adobe Flash Player that is disabled by
default.

Why Would You Want to Use Browser Extensions or plug-in?
You might want to use a browser extension for a few different reasons:

To integrate with other services, you use. For example, Ever note offers an extension that
allows you to easily clip websites and save them to your Ever note account.

To add additional features to your browser. For example, the Join Tabs extension for
Chrome gives you a button you can click to combine all your Chrome tabs from multiple

windows into a single window.

To modify websites as they appear on your computer — adding, removing, or modifying
content. For example, the Invisible Hand extension adds information to shopping websites,
informing you if there’s a cheaper price available on a competing retailer’s website.

Extensions can do many other things. They’re like any other piece of software, although
browsers place some limits on what they can do. If you want to integrate your browser with
a service or get an additional feature, there’s a good chance you can do it with a browser

extension that already exists.
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For example Full Page Screen Capture Chrome Extensions

One-click screen capture...

%/160c78835{52f5b4 | o

] Screen capture in progress...
4N NN NN N

s om s
Dead WED 01/10
1y Bowling
*ff your lane BUY TICKETS

B ® 1 TONGHTI Whe's Bad? The L x

W Full Page Screes Captute | chma-sxtansioe |Topansaceech

Capture a screenshot of your current page in entirety and reliably—without requesting any
extra permissions!

The simplest way to take a full-page screenshot of your current browser window. Click on
the extension icon (or press Alt+Shift+P), watch the extension capture each part of the
page, and be transported to a new tab of your screenshot where you can download it as an
image or PDF or even just drag it to your desktop.

*No bloat, no ads, no unnecessary permissions, just a simple way to turn a full web page
into an image. *
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The advanced screen capture technology handles complex pages—including inner
scrollable elements as well as embedded iframes—unlike any other extension. If you
encounter an issue, please report it via the customer support flag icon on the capture page,

so we can improve the extension for you and everyone else who uses it.

In order to screenshot the entire page, it must scroll to each visible part, so please be patient
as it quickly assembles all the pieces. For the rare scenario where your page is too large for
Chrome to store in one image, it will let you know and split it up into images in separate
tabs.

Export your result to PNG, JPEG, or various PDF paper sizes—all configurable from the

extension’s options.

PRACTICE QUESTIONS

Working with a Browser

1. Identity the Browsers available in a computer.
2.  How to switch among different tabs of a Browser?

3. Observe the elements: Back arrow, Forward arrow and Refresh Button and try to
find their usage. Also move the Mouse pointer over the elements for a while and
try to read the tooltip.

4. Type the address: https://www.google.co.in and press Enter.
Using the search field/box try to find different information on your own.
Learn different searching techniques.

How to open a Browser as In Private Window?

Access an URL without typing its address in the address bar.

How to reload an opening/opened web page?

Work in a full screen window using Browser.

©° o N W

Set site permissions by blocking third party cookies.

10. Create your own profile with your own settings in a Browser.

Google Drive

Google Drive is a file storage and synchronization service developed by Google.
Launched on April 24, 2012. Google Drive allows users to store files on their servers,
synchronize files across devices, and share files. In addition to a website, Google Drive
offers apps with offline capabilities for Windows and macOS computers, and
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Android and iOSsmart phones and tablets. Google Drive encompasses Google Docs,
Sheets and Slides, an office suite that permits collaborative editing of documents,
spreadsheets, presentations, drawings, forms, and more. Files created and edited through
the office suite are saved in Google Drive.

PRACTICE QUESTIONS

Working with Google Drive

Using Google drive, create 3 folders one within another.
In the innermost folder, drop some files of the local computer.
Rename some files of a folder

Move a file from innermost folder to top level folder

A

Share some files of different folders among different people

Google Docs

Google Docs is a free Web-based application in which documents and spreadsheets can
be created, edited and stored online. Files can be accessed from any computer with an
Internet connection and a full-featured Web browser. Google Docs is a part of a
comprehensive package of online applications offered by and associated with Google.

Users of Google Docs can import, create, edit and update documents and spreadsheets in
various fonts and file formats, combining text with formulas, lists, tables and images.
Google Docs is compatible with most presentation software and word processor
applications. Work can be published as a Web page or as a print-ready manuscript. Users
can control who sees their work. Google Docs is ideal for publishing within an enterprise,
maintaining blogs or composing work for viewing by the general public.

What are Google Docs?

% Documents n Drawings
Y Presentations E Forms

==§ Spreadsheets
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PRACTICE QUESTIONS

1. Create a Blank document using Google Docs and type some text information in
the document. Change the file name.

2. Import and convert existing MS-Word files into Google Docs
3. Stop sharing Google Doc among few people

4. Use Brochure Template for Google Docs and create a product brochure

4. Google Forms

About

Google form is a free Google application that allows you to quickly create and distribute a
form to gather information. Form responses are saved in a Google spreadsheet in Google

drive.
P— Name W
Opening Google Forms BEE =~
Folder i
Step 1. Open Google Chrome. ¢ B e uond e
Step 2. Go tohttp://drive.google.com B coogiedocs
Step 3. Enter your full UWW email Google Sheets
address, then click next. Google Slides
More >
Step 4. Enter your UWW password, then |E S l
B ocoogle Drawings
click Sign in. B Google My Maps
You will now be signed into Google Drive. Lucidpress
Step 5. Select New > More > Google Forms *+  Connect more apps
From the available menu.

Editing Google Forms

Creating a New Form

Step 1. Select the type of form to create. You

can create a blank form, a blank quiz, or select

from a number of form templates.




Name a Form

Step 1. Click the “Untitled Form” name in
the top left corner of the screen, then enter the
form’s name. Hit the “Enter” key to submit

your changes.

Form Title
Enter a form title and description by clicking

on the fields.

Edit Questions
Step 1. Select “Untitled question” to enter
Your first question text.

Step 2. Use the dropdown to the right of the
question to select the question type.

Step 3. Select each option to enter option
text.

Step 4. Hit the “Enter” key to create a new
option.

Note: Click the X to the right of each option
to delete that option.

Note: Click the Add Other link to add an
“Other” option to your list.

Untitled Form

0/

Department Picnic

Complete s form 10 help us select 3 pienic time.

dste. and food cpnons |

-

Untitled Question

option 1

[+

E

MWEST

ONS £SPONSES

Department Picnic

Department picaic form

/™ \

What department are you in?

Ogtion 1

(® Multiple choice

[+]

+

What department are you in?

el

uc

® Muttiple choice

Option 3




Add Questions

Step 1. Use the question toolbar to the right
to add a new question, insert a new title and
description, inset a picture, insert a video,

or add a new section.

Step 2. Follow the steps above to edit the

new question.

Copy/Duplicate Question

Copying a question allows you to quickly add
a new question with the same format as your

current question.

Delete Questions

The delete button allows you to delete the
selected question and options from the list.

Required Questions

Select the “Required” button to make a

question required.

More Button

The

the order of questions and go to a new section

(More) button allows you to shuffle

based on a question answer.

0%

ﬁ

Dapartment Picnic

W CRERTIYHNE MW o

HeED

. @
What department are you in? (®) Multiple choice
T

uc

Option 3

N | Required
. @) ’
What department are you in? (® Muiltiple choice
iciT
uc
Option 3
o
0 & Required
. @
What department are you in? (® Multiple choice
ot
uc
Option 3
or A
E | Required
©
What department are you in? @ Muitple choice _
Tr
]
o
- /
B 1 w
Descrips
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Form Colors/Themes

You can change the form color or theme by ?7777?
clicking the IFl (Color Palate) button in the top
right corner of the page.

Click the (®) button to select a picture theme or

upload your own background theme picture.

Preview Form

Click the “Preview” button to open a new
browser tab with a final view of your form. Close
out of that tab to return to the “Edit Form” view

to make changes.

Advanced Form Settings

Settings

Click the IFY (Settings) button to customize your s

f Requires sign in:
Restrict to University of Wisconsin-Whitewater users

[C] collect email address

(7] umitto1 response

General Tab: Allows you to restrict users from

. . Respondents can:
your form, collect email addresses of users filling T
out your form, limit 1 response, etc. O3 see s summary ofresponses @

CANCEL SAVE

Presentation Tab: Allows you to display a

progress bar, shuffle question order, and submit
another form response. You can also modify your
confirmation message once a user submits a
form. 277?
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Quiz: Allows you to set this form as a quiz,
set grade options, etc. 7?77?7777

Send Form

Click the Send button to view different ways to

distribute your form.

I:l Automatically collect respondent’s University of Wisconsin-Whitewater username

Send via n a

Email
To

training@uww.edu,

Subject

Send Via Email: You can send your form via

Department Picnic Form

email to recipients or send the form email to ff e

Hello, Please complete the form for the company picnic.

yourself, then use Outlook to forward the form
link to others.

I:I Include form in email

A I rator: CANCEL SEND

Copy Form Link: Click the “link”icon to
display the Form’s URL link. Select the
Shorten URL option to display a short link
option.

Send form

[j Automatically collect respondent’s University of Wisconsin-Whitewater username

Send via l] u

Link

ttp://goo.gl/forms/0QxfiGOg16PndfQ93|
Shorten URL

Click the Copy link in the bottom right to copy
the link.

CANCEL COPY




Social Media: Click any one of the social
media icons to share the form link using a
social media platform. 2277777

Viewing Responses

Click the Responses tab to view user responses

to your form.

Summary: Shows a pie chart percentage of
responses for each question.

Individual: Displays each form response
individually. Click the < or > button to move

between each response.

/1

Department Picnic

Department picnic form

What department are you in?

1 o7
2 uc

3. Option3

2 responses

‘! I !Hn INDIVIDUAL ‘

What department are you in?

e cT
@ LuC

Option 3




/4

Spreadsheet View: Click the E= (Create
Spreadsheet) icon to create and view form

Select response destination X

responses in Google Sheets. Select to create
a new SpreadSheet or add to an eXiSting @ Create a new spreadsheet Department Picnic (Respons | earn More

spreadsheet.
O Select existing spreadsheet

Once a spreadsheet is created, click the &
again to open the spreadsheet. R —

Note: If you wish to be notified of any new form
submissions, select Tools > Notification Rules
from the Google Sheet menu. Select your
notification preference, then click Save to save
your changes.

Note: Do not modify the sheet data until after you
have collected all responses. Modifying the form
could result in incorrect data placement.

Close Form
. . I RESPONSES n
You can close the form for submission by —_—
. . . 2 responses
selecting the Responses tab, then clicking the
SUMMARY

Accepting Responses toggle. You can modify

the message respondents will see if they try to
access your form while it is closed. Click the

toggle again to reopen your form.

View Form and Form Responses Wy g q |
is Google Drive & orve

To edit your form or view your form response |HEM
spreadsheet, go to Google Drive then select your | us

form. Use the search box at the top of the page to |* ™"
find your form if the form was saved in a folder. i

oot
B oepurens " L]
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Delete Form

To delete your form completely, locate your .
form in Google drive, right click on the form |- .
name, then select Delete. You may also delete [+~ 1w . -

the form responses by following the same .

steps.

Note: Use the search box at the top of the page

to locate your form if you cannot find it on

your main Google drive page.

PRACTICE QUESTIONS
1. Add a header to a Google form

2. Create a form in such a way that it can also be edited by others.

3. Make a setting in a form such that let people change their answers after submitting
them.

4.  Use Contact Information Template for Google forms and create information.

. Google Hangouts

Google Hangouts is a communication platform developed by Google which includes
messaging, video chat, SMS and VOIP features. It replaces three messaging products that
Google had implemented concurrently within its services, including Google Talk,
Google+ Messenger (formerly: Huddle), and Hangouts, a video chat system present within
Google+. Google has also stated that Hangouts is designed to be "the future" of its
telephony product, Google Voice, and integrated some of the capabilities of Google Voice
into Hangouts.

INTER COLLEGE x | = cmeit B © Googie Hangouts x B - o Il

€ C @ a google.com - @ o £ @ =

= Google Hangouts

Talk to your friends and family

Hangouts lets you video call, phone, or message the people you love.

Gyt (=)

VIDEO CALL PHONE CALL MESSAGE
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PRACTICE QUESTIONS
1. Connect to your friend using Google Hangout/Google Meet

Use only voice facility and talk about Covid
Send a document to friend

Send direct messages to other end

A

Save chat for future reference

6. Net Banking

Net banking, also known as internet banking is an electronic payment system that enables
customers of a bank or other financial institution to conduct a range of financial
transactions through the financial institution's website. The online banking system will
typically connect to or be part of the core banking system operated by a bank and is in
contrast to branch banking which was the traditional way customers accessed banking

services.

PRACTICE QUESTIONS

1. Add third party payment profile with help of Net Banking feature
2. Apply for Gift card using Net Banking
3. Create State Bank Virtual Card for Rs. 49,000/-

7. UPI

Requirements for registration on UPI

*  Smartphone with internet facility
*  Bank Account details (only for registration)

e AVAILABLE APPS (28 BANK APPS)

SBI app, PNB UPI, UPI Collect (ICICI), Axis Pay, Canara Bank UPI, UCO UPI, Union
Bank UPI,

OBC UPI and 20 other banks



UPI Registration Process

Registering on UPI

2222

/1d



Sending Money on UPI

ENTER
CHOOSE PAYEE'S
“SEND VIRTUAL fM”&E,ﬁT
MONEY" PAYMENT I
ADDRESS
WRITE
W CONFIRM THE REMARKS
HIT “SEND skl e
TRANSACTION

Sending Money

76] Q % or il @535 | & B Q % ov gl W 5350 c Q % ov all W 5356w

Unified Payments Interface &« Send Money Using VPA Send Money Using VPA

Transact ! Pay using VPA

“ Send Money > =

@
@ (Collect Money >

2
= Respond to Collect Request > = NA
| ) !
- Scan QR code > & ireq re@pocker: o

Check Balance
E A
Cancel Next Cancel Next
< O O < O O < O O

Collecting Money (raise a demand) on UPI

CHOOSE iR
PAYER'S
“COLLECT VIRTUAL A%ﬁ].
MONEY" PAYMENT
ADDRESS
WRITE
ENTER WHEN
oM R REM?M?'(S DO YOU WANT
TO COLLECT
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PRACTICE QUESTIONS

Create an account in Google to use Google drive and then create folder in it. Now make
new excel spreadsheet and save the sheet in Google drive.

To converse with another Google account using Google hangout.

. Make an account on any e-commerce website; initiate shopping as per your requirement
and make payment using net banking, debit or credit card.

Connect two computer system using team viewer and access one system from another.

Create an account on Digi Locker (digilocker.gov.in) and access it with Aadhaar card and
upload document on it.

Create an account in YouTube, blogging site or any social networking website and use its
basic features like uploading videos, posting blogs etc.

. Download antivirus from its legitimate website and install it on computer system and

access its various functions like scanning drive or files etc.

1/
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8. BLOGS

A blog is an online journal or informational website displaying information in the reverse
chronological order, with the latest posts appearing first. It is a platform where a writer or

even a group of writers share their views on an individual subject.

In the beginning, a blog was more of personal diary that people shared online, and it goes
back to 1994.

Purpose of a Blog

There are many reasons to start a blog for personal use and only a handful of strong ones for
business blogging. Blogging for business, projects, or anything else that might bring you
money has a very straightforward purpose — to rank your website higher in Google SERPs

As a business, you rely on consumers to keep buying your products and services. As a new
business, you rely on blogging to help you get to these consumers and grab their attention.
Without blogging, your website would remain invisible, whereas running a blog makes
you searchable and competitive.

So, the main purpose of a blog is to connect you to the relevant audience. Another one is
to boost your traffic and send quality leads to your website.
Blog structure

The appearance of blogs changed over time, and nowadays blogs include different items.
But, most blogs include some standard features and structure. Here are common features
that a typical blog will include:

« Header with the menu or navigation bar
«  Main content area with highlighted or latest blog posts
- Sidebar with social profiles, favorite content, or call-to-action

- Footer with relevant links like a disclaimer, privacy policy, contact page, etc.

Blogs and websites

A majority of people still wonder whether there is any difference between a blog and a
website. What is a blog and what is a website? It’s even more challenging to differentiate
between the two today. Many companies are integrating blogs into their sites to perform
the same function.



What differentiates blogs from websites?

19
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Blogs need frequent updates. Good examples include a food blog sharing meal recipes or a

company writing about their industry news.

Blogs promote perfect reader engagement. Readers get a chance to comment and voice their
different concerns to the viewer. Static websites, on the other hand, consists of the content
presented on static pages. Static website owners rarely update their pages. Blog owners

update their site with new blog posts on a regular basis.

Key elements that identify a blog post from a static page include a publishing date, author
reference, categories, and tags within a byline. While not all blog posts have all those byline
elements, static website pages do not have any of these items. From a visitor perspective,

the content on a static site will not change from one visit to the next. The content on a
blog, yet, has the potential to offer something new each day, week, or month. Depending
on the

blog owner’s publishing schedule.

2. TWITTER

It's a platform wherein users share their thoughts, news, information and jokes in 140
characters of text or less. Twitter makes global communication cheap and measurable.
Profiles are (usually) public — anyone in the world can see what you write, unless you
elect to make your profile private. Users "follow" each other in order to keep tabs on and
converse with specific people.

On Twitter, following someone is not necessarily an admission of friendship, but
nonetheless affords interaction and conversation — at least in short bursts.

There are certain terms that you must understand if you are interested to use Twitter
Tweet

It all begins with a Tweet. Join or start any conversation in the world with a simple
Tweet. It is a 140 long characters message.

Retweet

See something you like? Retweet it to spread the word instantly. Re-sharing or giving

credit to someone else's tweet.
Follow

Never miss an update from the people that matter to you. Building your timeline all starts
with a follow.
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gv m a reporter/a

'r Sheffie Elencweig
Biz Dev Product ( Jnator at o
ana @McG Al ! ve sking. tel aviv
and biand asian teas Shefhe I1s my real

name

B Alex Fitzpatrick
Homepage Ean TOE
pleasure of the Internet
alex Mzpatric k@umeir

. Road To City Hall

. il S, s N
trom Time Warne able's NY1 b
Linndau Endac 2t 7 8

Wondering what something is all about. Search and see the conversation unfold line.

3. You Tube
What is YouTube?

YouTube is a video sharing website on which users can upload and share videos.

How did it start?

Three former PayPal employees created YouTube in February 2005. In November 2006,
YouTube, LLC was bought by Google Inc. for $1.65 billion, and is now operated as a
subsidiary of Google.

What’s on YouTube?

You can use YouTube in many ways, but since it’s a video -sharing network, two obvious
options are to watch other people's videos and to upload your own videos so other folks can
watch them. The site's motto is "Broadcast Yourself," but you don't have to, of course. You
can simply watch other people broadcasting themselves. Unlike any other social networks,
YouTube doesn't require you to create an account before you can search for content or view
videos. Searching and watching are two activities you can engage in anonymously on the site.
But if you want to broadcast yourself or anything else, you'll have to register for a Google
account and get a username and password, because you can't upload videos without a user ID.
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YouTube Home Page
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and more

82

On home page, there is a search option that can be used to find videos of your interest. Type
in key terms- that is, names, places, events in the search field (the box to the left of “search”

at the top of the page.

Once you have searched for a topic, you can refine your search by clicking on “search

options” or you can click on links to open the video

YOU [ietterman | search  Browse

vh»ﬁtmrmw lotterman ipad  david letterman ipad  borat  joaquin pho

Recent Videos for letterman

Dawd Letterman - Apple
iPad Top Ten List

David Letterman - Ap
iPad Top Ten Praview

40 '|v\ £ ;‘j" “ v'.l..‘. 'l-}
23 525 wevws 7739 views
cas cas

David Letterman - Dave Discusses Conan, Leno & NBC
Dave analyzes the (alest davelopments in the NBC late-night debacle

2 montha 80 853,908 views CBS

The vast collectionof videos are organized in your homepage (after you’ve signed in, if you

choose to create an account) in a few wats. The nice things are that you can remove any of

the categories if you don’t like particular.
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Features Videos: Mostly videos provided by YouTube commercial partners, although
occasionally contains user —submitted videos that are high popular

Subscriptions: If you like the video(s) posted by one user/organization/company, you can
subscribe to that channel and see all of their videos on your main YouTube page.

Recommended for You: Videos suggested by YouTube based on videos you’ve see or

ones you’ve marked as a “favorite”.
Recent Activity: Videos you have watched recently

Most Popular/Most viewed: “MostPopular” seems to be calculated by some kind of

YouTube-designed algorithm
Creating YouTube Channel

If you have a Google account, you can watch, share and comment on YouTube content.
However, Google accounts don’t automatically create YouTube channels. Getting a new
channel set up is a simple and quick process, though.

Go to YouTube and Sign In

Go to YouTube and click “Sign In” in top right corner of the page

Youl 1 ' t SIGN IN
A Home Trending
Y Trending G\ i o
One N
o W
5 Histo * U 4
A Istory A M = g
8 YOUTUB
! - Ellen and Britney Spears’ What If All The jce Melted On 10 Slicers Gadgets put tothe  THE ZOELLA APARTMENT
Mall Mischief Eanth? ft, Bill Nye TEST
MaoreZoella
o Music TheEBenShaw AsapSCIENCE CrazyRussianHacker 553K views *

Then log in using the Google Account you’d like your channel to be associated with:
Head over to your YouTube s%t._njng sle

In thetop-right comperafthe,seregn, glick on yqur profiledeqnand-then click “Settings™

lll’lk Sigm in to continu e to Yyoulube

Under your settings, you’ll see the option to “Create a Channel”, click on that link:

Overview

Account information

Name
[ ash@bufferapp.com Create a channel ’
Advanced k
Account type Standard

Learn about YouTube Red

Password Change password

Yaou will be redirected to your Google Account page

Additional features

View additional features
Create a new channel



Next, you’ll have the option to create a personal channel or create a channel using a
business or other name

Use YouTube as...

[ Ash

By clicking "Create channel”, you agree to YouTube's Terms of Service. Learn
more

Changes you make here may show up across Google services with content you
create and share, and to people you interact with. Learn more

————Jp» Use a business or other name

84

Now its time to name your channel and select a category. The channel options available

include:

Product or Brand

Company or organization
Arts, Entertainment or Sports

Other
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Instagram

What is Instagram?

Instagram is an American photo and video sharing social networking service owned by
Facebook. It was created by Kevin Systrom and Mike Krieger, and launched in October
2010 on iOS. A version for Android devices was released in April 2012.

People can upload photos or videos to our service and share them with their followers or
with a select group of friends. They can also view, comment and like posts shared by their
friends on Instagram. Anyone 13 and older can create an account by registering an email

address and selecting a username.

Over the past few years, Instagram has seen exponential growth — from one million users

in December 2010, to over one billion user in 2019.
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Steps to use Instagram
. Set up your account and profile

If you don’t have Instagram app on your phone, you can download it from the App Store,
Google Play Store, or Microsoft Store. After download, you need to create your account and
profile. When you create your account on the mobile app, the app will guide you through a

few basic steps for getting set up.
. Profile Photo

Your Instagram profile photo will be displayed as a circle. You can select profile photo

from gallery or you can click at the moment while setting up your profile.

3. Profile Information

The app will not prompt you to fill out your profile information but it will be great to do
so. To fill out your profile information, go to your profile in the app and tap on “Edit-
Profile”.

+=2 alfredbuffer ~ D) Cancel Edit Profile Done
. o (o] o
v"o Edit Profile <x il
"
Alfred Lua
Change Profile Photo
2 Name Buffer
Username buffer /
Website https://buffer.com
1 Bio Intuitive social rhedia/
Share photos management with
H powerful scheduling &
and videos analytics T3 -/
When you share photos and video A team of #dlgltalnomr‘jds
they'll appear on your profile. around the world shaping
the future of work
B e =
D QQ (L) <& Ct‘) Try Instagram Business Tools

4. Post Photos or videos

When you want to post a photo or video, just hot the “+” icon at the bottom. Instagram
will show you the most recent photos in your photo library. You can also choose to take a

new photo or video by tapping on “Photo” or “Video” respectively.
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5. Edit your Media

I:k Next < K Next < New post Share

(«

Tag People
Add Location

Asia/Singapore  Qifa Primary School

Facebook

Twitter

Normal ! | A Adjust Brightness Contrast Stru Tumblr
~J
w %s .d?h ﬁ
Filter Edit Filter Edit
Filter Edit Post details

Once you have selected your media for your post, you can add a filter or edit its
orientation, brightness, contrast, and more. When your media is ready to go, just tap

“Next” to fill out your post details.

Write a caption: Your caption appears just below your media when your post is published.
You can mention another Instagram account (i.e. (@username) and add hashtags. Accounts that
you mention will receive a notification about it, and your post will appear when someone

searches for the hashtags you used.
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- Tag People: If you are posting a photo or a collection of photos, you can tag multiple

Instagram accounts in each photo. The accounts you tag will also receive a notification
about it.

« Add Location: If your media is a photo or video of a location, you could add a location
tag to your post. Your post will appear when someone searches for posts in that specific

location.

« Social shares: If you have connected other social media profiles to your Instagram
account, you can easily share your posts on those profiles by toggling the switch.

6. Find people to follow

If you have not followed any accounts, Instagram will prompt you to “Find people to
follow” on your feed and provide three ways to discover people to follow. You can either
connect your Facebook account, connect your contacts, or follow profiles suggested by
Instagram. A better approach, I feel, is to use the Instagram search and explore feature.

In the search and explore tab, Instagram will show you Instagram stories and posts that
you might like. Here’s how I would go about finding people to follow:

« Type in a keyword that is relevant to your business in the search bar
« Check out the suggested Instagram profiles or hashtags
- Follow the profiles that are relevant to your business

+ Check out profiles that are recommended to you when you follow a profile

wilSingtel = 4:36 PM CT70934%m o!l Singtel = 4:36 PM CT7034%m wil Singtel = 4:36 PM Co3a%m

food Cancel 4 @ Y
09 -~ - :

)4 7 #foodporn
O = #foodporn

Top live Singapore  startupst 6prin @ afc #foodlover #foodpics #foodie  #food

@ foodnetwork @

#food

foodys
u

62 food52 ©
@ food

@foodgodo
o Q QO =

¥ Foodys

Search and explore Search Hashtag

5. Facebook
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What is Facebook?

Facebook (FB) is a very popular social networking site that was launched in 2004.
Registered users create a profile, which allows them to upload photos/videos, send
messages, and connect with other people and businesses. It is international, and available
in approximately 50 languages. Facebook also allows for creating events (and sending
invitations) as well as a host of other things, such as playing games.

Businesses, bands, and organizations often create a Facebook page to market or promote
themselves. This class will focus on the basics for the individual, not the business.

Signing Up
To create an account, you must have a working email address.

Please keep in mind that when you are signing up, you do not have to provide all the
information that you are asked for — you can limit it to what you feel comfortable
submitting. Remember, depending on your privacy settings or the specific piece of
information, it may be seen by a great number of people.

Note: though you must provide your birthday when signing up, you can change the
setting so that it is not viewable (or that only the month and day are viewable.) When
registering, your birthdate is asked to verify that you are at least 13 years old and to,
according to Facebook, “make sure you get the right Facebook experience for your age.”

Your Profile

By signing up, you created an account -- you didn’t set up your profile. Your profile,
which is what people can see about you, is still probably blank.

By default, there are some sections that everyone can see, unless you change your
settings. Contact information is available only to your confirmed friends by default.
We’ll get more in to privacy settings later
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D. e-Governance Portals

1. E-HRMS (Emplovee Human Resource Management System)

>

>

To develop a complete HR solution.

To collate the data for creation of posts, determining staff strength and expected
number of retirements in a year and rational deployment of staff in various field offices

To develop HR related databases for analyzing the skill set of each employee by
collecting the information like skills, compensation, personal details, demographic
information, and other detailed relevant information.

To link with attendance management (Biometric Based attendance System) for
collecting and analyzing information about employees working hours and then to use
in evaluating cost account for the departments.

For providing Salary and Compensation Management to the departments to compute
the pay roll details of the employees by using inputs of employees working hours and
attendance.

To developer Benefits Management System for calculating additional allowances and
benefits provided to employees using details about insurance policies, pension plans.

'| Manav Sampada " SIEER

€ - C [1101465083

MossNet Ad «

e

(23 View Property| (B view eservice | B stato WiseData | = view
~ Order Detail ~ Return Book

IV D Qo Qo | Erasn S

HP-HFW  16/10/2014 111 / 2014-Relieving of Pivush m’ Wishes
10 HP-HFW 01/10/2014 15/2014-eef e D —
11 HP-HFW  01/10/2014 26 /2014-tt Qmmu Q&mytstb % Dashboard ) g
12 HP-HFW  23/08/2014 48 / 2014-Transfer throuch hrms testing For A State
13 HP-HFW  21/08/2014 47/ 2014-Test/Hrms t )| - A
14 HP-HFW  20/08/2014 12 / 2014-Yoining of Ajay

s Bl s s

» manav sampda

First Previous 1 2 3 4

UTTAR PRADESH—Hrms Forms—29/07/2014 » Manav Sampada Scope

) » Help Desk Testing
» HIMACHAL PRADESH--sdffgjk—29/09/2014
» Software Related

» HIMACHAL PRADESH—Report—14/10/2014 » Manav Sampada-Himachal

» HIMACHAL PRADESH—Hrms Forms--28/06/2014 » Manav Sampada -

» Manav Sampada -Forms

» HIMACHAL PRADESH-—Hrms Forms-Jharkhand—28/06/2014

HARYANA—Hrms Forms—24/07/2014
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ﬁ DigiLocker

https://digilocker.gov.in/

Introduction

Digilocker, one of the key initiatives under the Digital India initiative, is aimed at
eliminating the usage of physical documents and enable sharing of e- documents across
government agencies via a mechanism to verify “authenticity” of the documents online.
Residents can also upload their own electronic documents and digitally sign them using
the e-sign facility. These digitally signed documents can be shared with Government

organizations or other entities.

USER ID CREATION

Step 1: Click on ‘Sign In’

¢ @Go to https://digilocker.gov.in/

* Click on Sign In at the top of the page

*@ b"‘ DigiLocker 0%@!&1{ English ~

Step 2: Enter User Details

User can login via any of these 3 available options:

1. Aadhaar Number and the OTP

2. User name and Password provided during account creation
3. Facebook ID validation
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Entering Aadhaar OTP if Aadhaar number option is selected. Click on Verify OTP

]

... A -E
PRIR <!

awm Englich »

Digilocker welcomes you back!

Sign In to your account

Username

Password

Forgot password | Forgcr Username
or
Sign In with Aadhaar
Aadhasr 342644087521
[ Enter OTPR ]

Sign In with facebook

ENG 1424

-

pACERORIS INTL  10-0%-20

Entering User ID and Password if User Name option selected. Click on Sign In button after
that
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Entering Facebook ID and Password if Social Media (Facebook) option 3.1.3 Uploading
Certificates & Documents

f o[B8
(§ https,/www.fecebock.com/loginpho?skip_api_login-18api_ke

-

Log into use your Facebaok account with Digital .

Email or Phone:
Password;
| Keep me logged in

0rgat your passvorg?

m Cancel




Step 1: Document Upload Screen

After signing into Digital Locker, click on Uploaded Documents and then click on

Upload to upload your documents in the Digital Locker Account

Multiple documents can be uploaded at a time

1 fj_i & DigiLocker
Shared Docoments ; avnd # 3
Activity i‘ TF QEOEESESRY s € < +
el aj 2achaar Card ¢ ¢ & 4

Step 2: Document Upload Screen

Click on the Upload button as shown in the image

Choose the location and select the file(s). After selecting file(s), click on Open

button Multiple documents can be uploaded at a time

« 0 C { https//digite/lacker.gov.in D =
S
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The sample screen will look as below

bey)

-}

-}

-}

94



Documents uploaded will be visible in ‘Uploaded Documents’ section
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Step 3: Select Document Type
* Click on ‘Select Doc Type’ for any document listed in Uploaded Documents list
* Choose the Document type from the given drop down.

* If your document does not match with any of the predefined document types then
select “Others” from the drop down.

* After above mentioned steps, click on Save button

4
N
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canversiar Cerrfirare
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e
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Irceme Certticate
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cyul Kot Curlifivale

Viewing Certificates

» After login into Digital Locker account, click on Uploaded Documents to view all

user uploaded certificates and documents

* Users can edit (file names, Doc type), download, and share files from here.
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Sign Document/Certificate

* Click on eSign link provided for each document in Uploaded Document section.
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e User will receive an OTP on mobile which needs to be filled in the text box.

* After entering OTP, click on eSign button.

* Selected document will be eSigned (and converted into pdf if not already a pdf
document)

*  Only one document can be eSigned at a time

cSign "Dashboard.png"

Flrasa anter ar. TP that has, harn sat o your reglstarad
mobi & email ad-zss.

Enter OTP |17

Not rzceived OTF n S mins?  Resend OTP




Share Document
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Click on share link provided for each document in Uploaded Document section.
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1ashhozrd

Issued Documrzrt

Uploaded Dot

Shared Ducunizi

Actiity

Ksuers

ks

s #*

Eils

ls

&

-

swhere yoitran Ininad yon - van dociments Ko eami© rates. Yol fan 3sn 2hgn them

Arvind ¢

ARDROREEDEUY

Aadhaar Card

HR mzruzl

Id Preet s

hation ¢ ared

lation € ard (/)

)

4

7

4

’

D a@ =

@%wng_ & Vkas Kunar Cloubey v

382012 W

» : < + 7
; & + 7

p + 7

P + ¥

o KR TR 5 IS + 0

s Quuz o 1M -2 + 0

User will get a pop up for entering email ID with whom this document will be shared.
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Selected document will be shared with email address provided.

Only one document can be shared at a time
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Viewing Issued Documents

+ After login into DigiLocker account, click on Issued Documents to view all issued
certificates

* Users will be able to view URI of the documents shared with him/her by registered
issuers

* Clicking on URI will fetch the actual document directly from issuer database/file
system.

) 5 DigiLocker (j)a, |

Viewing Activity

+ After login into DigiLocker account, click on Activity to view all the activities
performed by the logged in user in the system.

* Activity list is only for viewing. It cannot be edited or deleted.

5 DigiLocker @ ‘a

1 days ago

27 days ago

Last month
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Viewing Issuers

After login into DigiLocker account, click on Issuers to view all registered issuers
who are part of the DigiLocker system.
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3. E-Tendering

An internet based process wherein the complete tendering process; from advertising to
receiving and submitting tender-related information are done online. This enables firms to

be more efficient as paper-based transactions are reduced or eliminated, facilitating for a
more speedy exchange of information.

Login Page

™ Inbox (449) - x WM Inbox (3,132) -+ x VM Inbox (449) - an x VM1 Inbox (449)-an x Y [) GeM|BidLists X Y [ eProcurement (=
€ C | @ Secure | https//etenders.chd.nic.in/nicgep/a

j Tenders Chandigarh UT

& Chandigarh Administration e-Procurement System

12-)u-2018

wandigarh UT Adminis

Welcome to eProcurement System

The eProcurement System of Chandigarh enables the Tenderers to download the Tender Schedule free of cost and User Login
then submit the bids online through this portal _—

MIS Reports

Tenders by Location

A Latest Tenders wonio* [
. password® [ |
Tenders by Organisation Tender Title Reference No Closing Date Bid Opening Date o
4. A/R to R/B Type-V, VI and Online Bidder Enrollment
Judge Houst Mtc. Booth  CP3/2018/9670 9-Jul-20 100 AM 9-Jul-2018 12:00 PM
Tenders by Classification ) , r Booth CP3/2018/9670-81  19-Jul-2018 11:0 19-3ul-2018 1

Generate / Forgot Password?
Find My Nodal Officer
Tenders in Archive

WENLT 19010 AGIAD DM

et " ourIme
Latest Tenders updates every 15 mins.

18- Wik3018 N33 OM
More...
Tenders Status
Search with [D/Title/Reference no
Cancelled/Retendered a Co Itl“du"u =
Corrinendum Title Reference No Clasina Date Rid Onenina Date i Tender Search -

=] ph. D Dissertation ..doc | showan | x

Bl @ ¢/l ™) Baoapo e

Bid Opening Process Flow: Authenticating using Encrypting Keys for Bid opening.
Bid Opening on Specific Date and mentioned time as per Portal Date/Time settings.



Tender Management

Create New Tender
Publish Tender
Create New Tender Call

Clarifications

Archive Tenders
Published Tenders
Enquiry Report
Tender Status

Tenders to be opened today, 16-12-2008

Downloaded Tenders

@ Process 1Help

[ process 11 Help

Bids Submitted Tenders
PreBid Meeting S.No } Reference Number Title

- 1 demo/2008 civil
Bid Opening

0000“***0*‘0

[ Status [ \ﬁew/OpenI

‘Process I @ |

| Bid Opening Date
16-12-2008 04:10 PM

+ | Tenders

Bid Evaluation Tenders that are not opened on the specific date listed below.

| | MIS Reports

Tender Management

# | Technical Evaluation Pending Tenders
# | Financial Evaluation jS.Na ] D}eference Number | Titjg »Bid Opening Date Status  View |
# | AOC 1. Test/flow Test/flow/8 08-12-2008 06:55 PM Process 1 @
Corrigendum 2, Test/flow Test/flow/s 08-12-2008 06:30 PM Process 1 @
| | Create Corrigendum 3. Test/flow Test/flow 05-12-2008 07:40 PM Process 11 @
+ | Corrigendum List
#+  Corrigendum Published List
Reports Management
@ Note

Process I - Bids that are not yet opened and evaluated.

Process II - Bids that are opened upto 'Technical' packet and evaluated, ready to open for 'Financial' packet.

T A @

: chuser1@nic.in
: Tuesday, December 16, 2008
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Create New Tender

Publish Tender

© Bid Opening * Bid Openers

Create New Tender Call

Clarifications

Archive Tenders

Enquiry Report

Tender Status

Downloaded Tenders

Bids Submitted

i3
+
+
¥
+
+ | Published Tenders
*
+
+
B
*

PreBid Meeting

Bid Opening

* | Tenders

Bid Evaluation

Technical Evaluation

-

Financial Evaluation

-

$ AOC

Corrigendum

#  Create Corrigendum

-

Corrigendum List

b

Reports Management

Corrigendum Published List

+ | MIS Reports

{

Tender Reference Number : demo/2008
Tender ID : 2008_NICSI_111_1
Tender Title : civil
Bid Opening Date & Time : 16-Dec-2008 04:10 PM

‘ @ All the bid opener should decrypt the key.

Bid Openers
‘ Refresh

Testorguser chennai Test User chennai

@ @

Total number of bids submitted : 3

| «Back

| Roow -

i
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4. Government e-Marketing (GeM)

Based on their commendations of the Group of Secretaries made to Hon‘ble Prime
Minister, the Government decided that it will create a one stop Government- Marketplace
(GeM) to facilitate online procurement of common use Goods & Services required by
various Government Departments / Organizations / PSUs. GeM aims to enhance
transparency, efficiency and speed in public procurement. It provides the tools of e-
bidding, reverse e- auction and demand aggregation to facilitate the government users,
achieve the best value for their money. There are different reasons for purchasing a
product on GeM as shown in figure.

¥ = GeM
P e Manmiace
g < - V!J .
Various Direct Purchase/L1 Integrated
Products/Services Purchase/BID/RA Payvment System
on offer with multiple
‘ sellers ‘
Buyer/Supplier/Service Market Ounline Contact Centre
Provider Registration Search/ Comparison Ordering/Contract and Online Training

Generation Modules

Analytical Dashboard

User rating — buyer and seller
e bomens

Reason to buy product on GeM

Requirements to register on Gem Portal

User role to register on website is categorized as buyer and seller. A buyer which is a
government organization needs to have Aadhaar number, official email id
(gov.in/nic.in), official landline number and bank account details of an organization to
register an organization on GeM portal. Below shown figure mention how to register in
GeM as buyer.

=3 Government email id - preferably designation based

© Aadhaar number

< Active Mobile number to which your Aadhaar is linked — for OTP
purpose

Please read and agree to the Terms & Conditions of Government -
Marketplace (GeM) before Sign Up.
REVIEW TERMS E CONDITIONS

~ - I have read and agree to the Tarms & Conditions of
Government e-Marketplace (GehM).

Aadhaar Number ¢ virtual Please enter Aadhaar number/ i
o T e

rMobile Nnumber linked with Please enter your 10 digit rmobile 1
Aadnaar ~

VERIFY AADHAAR

Buyer Registration
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Similarly, the seller also registers on the GeM portal and below displayed figure shows
the step to follow.

Welcome to Registration process for Government e Marketplace v REVIEW TERMS & CONDITIONS

Before you initiate your registration, please read the pre-requisites by clicking

d person (Director of the org
jons of Government e-Mark

Organisation Details ) -
v/ REVIEW TERMS & CONDITIONS Business / Organisation Type * Firm
Business / Organisation Name * ABC

(1) Organisation Details -

0

Business / Organisation Type * () Select v (2) Personal Verifcation -

. . . ‘ 2\ N
Business / Organisation Name * () Authenticate yourself using * () adhaar () PersonalPAN

Seller Registration Page

GeM Login Page

After registering with the GeM portal, user can access the GeM features with their
login credentials as shown in below mentioned figure.

Login in to Government e Marketplace | GeM

GeM Userid *

Type the characters in the box below. *
3K33DI

Password shall be entered on next screen post successful GeM

login ID and Captcha validation

Login Page
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Dashboard for Bids

After user login as buyer below mentioned dashboard will appear which shows the
published, draft and reverse auction (RA) bids. The dashboard also facilitates the buyer
to search various product and services as per category as shown in figure.

€ 310

Dashboard of user as buyer



Advanced Search

1UD

This feature allow user to search the product under various classifications and filter the
product as per desired requirement. Below mentioned figure shows the list of products
of different vendors which fulfill the searched criteria of user.

; Commmteloien: X | SanscsiCll X 1; Voot Compere X (Nenl X
€-Ci
P _ Notebook Computers-Laptop
et Of Buyieg Corest

IBALL 11,8 INCH EXCELANCE 0HD

Years Of EpenienceWih Gont v

MSME

Mate nnda

FINANCIAL

Purchase a Product

0 - 0 X | GommmeteNoten X | Saltc|Gel X 5 Nowbook Computene X {Nenl x
€ Ci iy mipgemgoen
RA S22 (G8) A Brand: Leaowo Brant: Del
Min. Qty, Per Consignee: | Min. Qty. Per Consignee:3
31,800.00 1% OF 104,000.00
5000
Type Of rard Disk Drive A

Operating System A

Lenovo Thinkpad £470
[20H100526) Laptop ..

Probook 450 G5

Seller: Reselers

Searching products on GeM

6 - 0 X

Brand:hp

Min. Qty. Per Consignee: 1

14013750

Portable laptop (2RCO6PA 1)

There are four ways to purchase a product from GeM portal and these are buy (without
comparison), buy (with comparison), bidding purchase and reverse auction purchase.
In direct buy (without comparison) just select the single product from the list and click
buy button or add to cart if purchase more item. This type of purchase can be initiated
when the total purchase amount of all products should be less than 25K as per latest
government terms and condition. The same is shown in figure shown below.

Price For : 2 pieces

System estimated price: ¥ 33535.57

Availability: &

Min. Qty. Per ¢

Productid:

Sold by: Hilson Technology Resellers @
*xxny E)

1 Other Seller(s)

Product Maintenance Service

Buy (Without comparison)

70,184.00 it prceends
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Buy (With comparison) method can be used when the amount of the all the product to

amount is greater than 25K, in that can user must have at least 3 comparison of same
product from different vendors and award the buy call to the vendor who quoted the
lowest price of the desired filtered product. This step is shown in figure mentioned

below.

! | @ Secure | https

mkp.gem.gov.in/note

LAPTOP WITH Lobg ...

Product Maintenance Service £

Seller: Resellers ©
*xkk ot QD

Brand: ASUS

Min. Qty. Per Consignee: 1

¥ 76,020.56

& compare

Product Maintenance Service %
Seller: Resellers ©

Brand: Dell

Min. Qty. Per Consignee: 1

¥ 210,000.00

[ Compare

P g than T 50,000.00

6100U 4GB 500GB ...
Product Maintenance Service >&
Seller: Resellers ©

*xkxt CED

Brand: Lenovo
Min. Qty. Per Consignee: 1

¥ 76,000.00
1 Compare

oduct than T 50,000.00

Prod

v

Start Comparison
Acer TMP ASUS X54
X add item to compare
2410 COMMERICAL
Clear hil

e ream

Compare Notebook
Computers-laptop

Seller Name

Operating Systen

Operating System

& secure | https

IBALL 11.6 INCH EXCELANCE OHD

IBALL 11.6 INCH
EXCELANCE OHD

Product Maintenance Service

T 24.200.00

Windows 10 Home

mkp.gem.gov.in/products/compare?t od

Acer TMP- 2410

Acer TMP 2410

Product Maintenan:

T 143.161.34

Windows 10 Professional Windows

Service Product Maint

15.6" Laptop - LP21

Deil

4

T 99,980.00

10 Home

Buy (With Comparison)

Dell Inspiron 5575 AMD RYZEN -

Fas: Track Infotech Services

\@.é‘_—’
Dell Inspiron 5575 AMD
RYZEN 15.6” Laptop ...

VIEW ALL CART

ASUS X541 COMMERICAL LAPTOP
WITH Lobg battaery life siim

INNOVATIVE DESIGNS AND
ELECTRONIC APPLICATIONS

Asus

&

ASUS X541 COMMERICAL

LAPTOP WITH Lobg ...
Product Main

T 76.020.56

Windows 10 Professional

SHOPPING CART s
IBALL 11.6 INCH EXCELA. 12,100.00
em Added On 13.09.2018

@ o

,,,,, ¥ 24,200.00
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After selecting the product by buy option of with comparison and without comparison
the below mentioned steps comes in which user click proceed to check out to move to
next step of payment.

C | @ Secure

t this date, il pending transactions will be marked as

GeM Team

ALL SHOPPING CARTS

< 24,200.00

Proceed to next step of payment after selection of product

Applying the purchase through bidding and reverse auction is similar as direct buy in
GeM portal.

Bidding: Bidding is an offer (often competitive) to set a price by an individual or
business for a product or service or a demand that something be done. Bidding is used
to determine the cost or value of something.

Reverse Auction: A reverse auction is a type of auction in which the roles of buyer and
seller are reversed. In a reverse auction, the sellers compete to obtain business from the
buyer and prices will typically decrease as the sellers under bid each other.

Complete Working Process through GeM

Below mentioned figure show the integration of GeM portal with the public
procurement ecosystem.
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2929992

Raising a Ticket

If any user faces any problem related to the GeM portal, then they can raise a ticket
which have unique Id which can be tracked to check the status of the ticket whether the
problem is resolved or not. Raise a Ticket option is available at the footer of GeM
postal as shown in figure.

WEB INFO ABOUT GeM NEWS & EVENTS RESOURCES TRAINING NEED HELP ?

Shows Option of Raise a Ticket and LMS
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Form a raise a Ticket

WelCome to GeM Support Desk

Check Ticket Status Raise a Ticket

Form to check the Status of the Ticket

GeM Learning Management System

1y

GeM LMS is an invaluable, user-centric knowledge repository featuring learning paths

to meet user specific needs and learn the ecosystem better. It serves as a platform for

users and trainers facilitating intermediate processes like registration training, live

training using webinar, certification, feedback, FAQs and other user specific journeys.

Key Features of LMS:

Asset Repository

Exhaustive Videos, eBooks,
Manual and FAQs repository to
help you learn effectively

Micro Learning

Bite-sized Micro Learning
assets to give you just the
right amount of information

&

Key Features

User Journeys

Structured user journeys, for a
seamless learning experience

Learning Ecosystem

You can contribute and
continue to enrich the
repository

Features of LMS

Social Media Feeds

Learn about what's latest at
GeM, upcoming trainings,
events and feature updates

Certification

Get assessed and add
credibility by demonstrating
your understanding of GeM



Steps to use the LMS portal of GeM: Following steps is to followed to use the GeM
LMS portal.

Get Started

Register Yourself
A5 3 Buyer | Selle

Send a request to join as Training Insttute

Loginto the GeM Website
Existing Users can Login o experience use specific Leaming system

Dashboard
Quick & easy access fo mportant data

User Jourey
Grow your understanding using predefined learing paths

Library

View and access a whole lot of materal designed to assist you in your joumey

Leam and Get Assessed
Assess your Understanding

(et Certfied
Get your Self Downloadable Certficates Online

© 0000 O O

Steps to use LMS portal

5. E-office

Introduction

A Digital Workplace Establish a Single Product
Solution in Government for reuse in the
offices Government

eOffice

Initiated in 2009. Based on Central
Developed and Secretariat Manual of e-
Implemented by National Office Procedure
Informatics Centre (NIC) (CSMeOP)




Why eOffice?

. An average document is photocopied 19 times

. Paper files get doubled every 3.5 years

. Paper usage in an average office grows 22 percent a year and doubles every 3.3
years

. Every 12 filing cabinets require an additional employee to maintain them

. The average search time for any document is 18 minutes and some are never
found

. At any given time, 3-5 percent of an organization's files are lost or misplaced

. Large organizations lose/misplace a document every 12 seconds

. 92 percent of information is in manila folders

. Almost half of an office’s time is spent handling paper/data entry

. 80 percent of today’s information is paper based

. The average time to retrieve and file a paper document is 10 minutes

. E-mail causes an average 40 percent increase in paper consumption

. 12,500 sheets of paper can be made from one tree

. A letter has to pass through 41 steps and entered in dozens of the registers before

it is answered

eOffice — Benefits

. Enhance transparency

. Increase accountability

. Assure data security and data integrity

. Transform the government work culture and ethics

. Promote innovation by releasing staff energy and time from unproductive

procedures



eOffice Product Suite

File Management System

Knowledge Management System “

Leave Management System “
i “
Collaboration &

Messaging Service

Personnel Information

Management System

Smart Performance Appraisa “
Report Recording Onl

Window

Management Information

System

File Management System (eFile)

eFile is a workflow-based system that replaces the existing manual handling of files with
a more efficient electronic system.

This system involves all stages, including the electronic diarization of inward
correspondence, creation of files, movement of correspondences and files, electronic
signing of noting & drafts using Digital Signature Certificates (DSC), eSign, and finally,
the archival of records.




eFile Process

First receiver scans Browse
inward receipt/letter = & —=) Meta
& stores in local client

System creates
sequential Diary No. =
for eReceipt

Send eReceipt to
concerned
user/Put in eFile

Data =

Create a new eFile

Put in existing eFile

|

Enter Meta Data

|

System creates an eFile No.

eFile moves through
& Approved Draft/J  the Channel of
letter dispatched @~ Submissionin the
by post/email system

] & Send eFile

Digitally Sign
(DSC/eSign)

Open eFile & Start Noting, Create Draft/
Edit Draft/Approve Draft/Issue Draft,
Referencing to Notings, Drafts &

to next user Correspondence within eFile

eFile — File Inbox
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eFile — Electronic File Cover Page
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eFile — File Send Page
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Knowledge Management System (KMS)

Enables users to create and manage electronic documents that can be viewed, searched
and shared.

Contains a dynamic workflow to keep document in various stages

KMS - Dashboard

Dashboard

= =
£ Recent Document's i=| Document's since last login

[#} Central Docs Tite Created By Creaned On Tite Craaned On

Inbox

[E] MyDocs

Contact Group




KMS — Document Creation

() Home

[ wbox
[} Central Docs
[ woes

Contact Group

MIS-Reports

Desgred it manetamed by Natonl Itormarcs Cerere (NK) Goverrmerd of nda

Knowledge Management System
we

O Marageent e

Management Information System (MIS-Reports) is a system that provides real-time

monitoring of an organization's productivity & efficiency through various transactional

data made available for the organization
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MIS-Reports — File Register

FILE REGISTERISUMMARY]
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MIS-Reports — Diary Register

DIARY REGISTER(SUMMARY)
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MIS-Reports — Departmental File Pendency

Offlce eFile MIS Reports

¢ Advanie Parameters

C¥: EN: B3
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eOffice Implementation Phases

Phase 0 Phase 1 Phase 2 Phase 3
* Governance * Product
Structure * ¢Office Data Capture & Vetting Implementation
s fniFratnctiie * Orientation * DSC Enrollment & Verification 7 Digit.ization
Workshop of Files /
Assessment and * Training o
Gap Analysis ® Change
Management ® Onsite Roll Out Team * Knowledge
o urem Sources
Eroe g e/ ® Transition * eOffice Environment Setup
Up-gradation of Mt ; * Handholding
Bl ; Sl
Infrastructure * Domain Name Registration Support
* Knowledge
* Roll Out Repository ® Setting up of Training Instance ® Report Issues
. . / Bugs
prIsmet ® Creation of ® Trial Run 5
Bulk emails ® Transfer of
* ¢Office Ready for Go Live technical know
* DSC Issuance how
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eOffice Implementation Checklist

m t Prepare /Conﬁgure / p» Deliver / )

Phase 0 Phase 1 Phase 2 Phase 3
v’ Orientation
Workshop for the
department
¥ Formal
v Filled notification v Data Collected & Vetted
Assessment mgfd e 7 v Transfer of
Vernance .
Form received Structure SO i ety technical know
from ¥ Procurement and v’ Training Plan Prepared how
department Establishment of SR :
PO ECBIE v/ Training & Handholding v Call Centre
v Strategy
. .Gap document for v Trial Run Sup;?ort
Analysis Report IR Established
Prepared ¥ DSC ready for v’ Go Live
Issuance
¥ Knowledge
|‘ repository
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E. BASIC CONCEPTS OF NETWORKING

What is a Computer Network

A computer network is a group of two or more interconnected computer systems. You
can establish a network connection using either cable or wireless media. Every network

involves hardware and software that connects computers and devices.
Uses of a Computer Network

Helps you to connect with multiple computers together to send and receive information
when accessing the network.

Helps you to share printers, scanners, and email.
Helps you to share information at very fast speed
Electronic communication is more efficient and less expensive than without the network.

Computer Network Components
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P

o)
‘ Firewall

-

Printer

=

PC

)
o
o
o

Here are essential computer network components:

Switch

A switch is a networking device which connects other devices in a network and uses
packet switching to send and receive data over the network.
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Like a hub, a switch also has many ports, to which computers are plugged in. However,
when a data frame arrives at any port of a network switch, it examines the destination
address and sends the frame to the corresponding device(s).

Routers

A router is a networking device that forwards data packets between computer networks.
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Routers perform the traffic directing functions on the Internet. Data sent through the
internet, such as a web page or email, is in the form of data packets. A packet is typically
forwarded from one router to another router through the networks that constitute an
internetwork (e.g. the Internet) until it reaches its destination node. It automatically
selects the best route for data to travel and send it on its way.
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Servers:

Servers are computers that hold shared programs, files, and the network operating system.

Servers allow access to network resources to all the users of the network.
Clients:

Clients are computer devices which access and uses the network as well as shares
network resources. They are also users of the network, as they can send and receive
requests from the server.

Transmission Media:

Transmission media is a pathway that carries the information from sender to receiver.
We use different types of cables or waves to transmit data. Transmission media is broadly

classified into two types.
1. Bounded media (wired)

2. Unbounded media (wireless).

Communication Madia
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Access points

In computer networking, a wireless access point, or more generally just access point, is a
networking hardware device that allows other Wi-Fi devices to connect to a wired
network. The AP usually connects to a router as a standalone device, but it can also be an

integral component of the router itself
Network Interface Card:

A network interface controller is a computer hardware component that connects a
computer to a computer network. Early network interface controllers were commonly

implemented on expansion cards that plugged into a computer bus
Protocol:

A protocol is the set of defined rules that allows two entities to communicate across the
network. Some standard protocols used for this purpose are TCP,IP, UDP, FTP, etc.
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Hub:

A hub is a networking device which is used to connect multiple devices in a network.

They are generally used to connect computers in a LAN.

A hub has many ports in it. A computer which intends to be connected to the network is
plugged in to one of these ports. When a data frame arrives at a port, it is broadcast to
every other port, without considering whether it is destined for a particular destination or

not
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LAN Cable:

Local Area Network(LAN) cable is also called as Ethernet or data cable. It is used for

connecting a device to the internet.
OSI:

OSI stands for Open Systems Interconnection. It is a reference model which allows you to

specify standards for communications.

Unique Identifiers of Network

Below given are some unique network identifiers:
Hostname:

Every device of the network is associated with a unique device name, which is called

hostname.

IP Address:
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IP address is a unique logical address assigned to a machine on the network. An IP
address exhibits the following properties:

IP address is the unique address assigned to each host present on Internet.
IP address is 32 bits (4 bytes) long.
IP address consists of two components: network component and host component.

Each of the 4 bytes is represented by a number from 0 to 255, separated with dots. For
example 137.170.4.124

DNS Server:

DNS stands for Domain Name System. It is a server which translates URL or web
addresses into their corresponding IP addresses.

MAC Address:

MAC (Media Access Control Address) is known as a physical address is a unique
identifier of each host and is associated with the NIC (Network Interface Card). Length of
MAC address is 12 digit Hexadecimal numbers (Which is 6 bytes or 48 bits).

Port:

Port is a logical channel which allows network users to send or receive data to an
application. Every host can have multiple applications running. Each of these applications
are identified using the port number on which they are running.
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F. Awareness to Cyber Security concepts

1. Backup Your Files

Backup refers to the process of making copies of data or data files to use in the event the
original data or data files are lost or destroyed.

Why is Backup Needed?

The main purpose is to recover the lost data from an unpredictable event like deletion by
mistake or file corruption which in many cases is caused by a virus. An example is
Ransomware, which encrypts all your data when your computer gets infected and the
second is to roll back the data at a specific time you want.

How is this Process Managed at Big Companies?

It is suggested that in bigger companies which have a large volume of data, it is necessary
to have a backup administrator, which is one of the most trusted persons in the company
because he has access to all the data of that organization and generally deals with the
backup routine check and the health of the backup.

Backup Devices

CD and DVD, Blue-Rays — They are used for home/personal usage where people can
store their documents, mainly personal or office related documents because they have
small capacities varying from 750MB to S0GB.

—
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Removable Devices — They are again for home usage (data, documents, music, photos,
movies) which can be a Removable USB or external hard disks. Their capacities lately
have increased a lot, they vary from 2 GB to 2 TB.
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Network attached storage (NAS) — They are generally devices that are used in small
businesses for backup purposes because they offer a centralized manner of backup. All
the users can connect through the network to access this device and save data.

They are lesser in cost when compared to other solutions and they also offer a good fault
tolerance as they are configured in RAID (redundant array of independent disks). They
can be rack or non-rack mounted. They offer a good level of authentication of users and

web console managing.

Types of Backups Based on Location
The types of backup can vary on the size of the business, budget and the data importance.
They are divided in two types —
Local Backups
Online Backups

Generally local backups store the data in a CD, NA Storages, etc. as there can be a simple
copying of files or by using any third party software. One of them in the server is the
Windows backup which is included in the Windows Server Edition License.
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Online Backup or Cloud Storage

One of the biggest trend is online storage where the companies and users can store their
data somewhere in the cloud, and it is cheaper as well rather than doing it all by yourself.
There is also no need for any backup infrastructure and maintenance.

For a personal user it is offered for free by the biggest vendors like Microsoft. It offers
One Drive and you can store up to 5SGB in their cloud and it has an interface for different
Operating Systems.

The second is the Google Drive, which is a product by Google, wherein the files
synchronizes automatically.
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For small or big companies, mentioned before, online or cloud backup solution are a good
solution for them because of the cost and the liability.

The biggest vendors offering such service are Microsoft with AZURE solution which is
offering a very high performance and scalability for this solution.

The other is Amazon with it product S3 details about this product can be found on

— http://aws.amazon.com/s3/

Most effective backup strategy

The standard best practice for backing up data is known as the 3-2-1 rule. The 3-2-1
backup strategy simply states that you should have 3 copies of your data (one production
data and 2 backup copies) .Keep the backup copies on different media. Keep one backup
copy offsite. This prevents losing copies of the database in case of an event such as a
natural disaster. One of the most common examples of an offsite backup is through the
use of the cloud. Another alternative is to keep a physical copy in another secure location.

2. Email Scams
Phishing

Phishing is a scam where criminals typically send emails to thousands of people. These
emails pretend to come from banks, credit card companies, online shops and auction sites
as well as other trusted organizations. They usually try to trick you into going to the site,
for example to update your password to avoid your account being suspended. The
embedded link in the email itself goes to a website that looks exactly like the real thing but
is actually a fake designed to trick victims into entering personal information.

Email scams

Email is an excellent communication tool. However, email is frequently used to deliver
unwanted material which could be annoying and malicious, causing considerable harm to
your computer and yourself. This is Spam (or Junk) email. The vast majority of email sent

every day is unsolicited junk mail. Examples include:
* Advertising, for example online pharmacies, gambling.
* Get rich quick and work from home schemes.
* Hoax virus warnings.
* Hoax charity appeals.

* Chain emails which encourage you to forward them to multiple contacts (often to
bring ‘good luck’).
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How spammers obtain your email address

* Using automated software to generate addresses.

» Enticing people to enter their details on fraudulent websites.
» Hacking into legitimate websites to gather users’ details.

* Buying email lists from other spammers.

* Inviting people to click through to fraudulent websites posing as spam email
cancellation services.

* From names/addresses in the cc line, or in the body of emails which have been
forwarded and the previous participants have not been deleted.

* The very act of replying to a spam email confirms to spammers that your email
address exists.

How to spot spam

Spam emails may feature some of the following warning signs:

* You don’t know the sender.

* Contains misspellings designed to fool spam filters.

* Makes an offer that seems too good to be true.

* The subject line and contents do not match.

» Contains an urgent offer end date (for example “Buy now and get 50% off™).

» Contains a request to forward an email to multiple people, and may offer money for
doing so.

* Contains a virus warning.

* Contains attachments, which could include .exe files.
The risks

» It can contain viruses and spyware.

* It can be a vehicle for online fraud, such as phishing.

* Unwanted email can contain offensive images.

* Manual filtering and deleting is very time-consuming.
It takes up space in your inbox.

Use email safely

* Do not open emails which you suspect as being scams.

* Do not forward emails which you suspect as being scams.
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* Do not open attachments from unknown sources.

* Ifin doubt, contact the person or organization the email claims to have been sent by ...
better safe than sorry.

* Do not readily click on links in emails from unknown sources. Instead, roll your
mouse pointer over the link to reveal its true destination, displayed in the bottom left
corner of your screen. Beware if this is different from what is displayed in the text of
the link from the email.

* Do not respond to emails from unknown sources.
* Do not make purchases or charity donations in response to spam email.
* Don’t click on ‘remove’ or reply to unwanted email.

*  When sending emails to multiple recipients, list their addresses in the 'BCC' (blind
copy) box instead of in the '"To' box. In this way, no recipient will see the names of the
others, and if their addresses fall into the wrong hands there will be less chance of you
or anybody else receiving phishing or spam emails.

« Similarly, delete all addresses of previous parties in the email string, before
forwarding or replying.

» If you are suspicious of an email, you can check if it is on a list of known spam and
scam emails that some internet security vendors such as McAfee and Symantec feature
on their websites.

* Most Microsoft and other email clients come with spam filtering as standard. Ensure

yours is switched on.

* Most spam and junk filters can be set to allow email to be received from trusted
sources, and blocked from untrusted sources.

* Most internet security packages include spam blocking. Ensure that yours is up to date
and has this feature switched on.

3. Fight Against Malware

Malware, short for malicious software, is software designed to disrupt computer operation,
gather sensitive information, or gain unauthorized access to computer systems. While it is
sometimes software, it can also appear in the form of script or code. Malware is a general
term used to describe any kind of software or code specifically designed to exploit a
computer, or the data it contains, without consent. The expression is a general term used
by computer professionals to mean a variety of forms of hostile, intrusive, or annoying

software.
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Avoid Malware

Following the tips below can help reduce your risk of downloading unwanted malware

and spyware: ¢ Keep your security software updated. At a minimum, your computer

should have anti-virus and anti-spyware software, and a firewall. Set your security

software, internet browser, and operating system (like Windows or Mac OS) to update

automatically.

Don't click on any links or open any attachments in emails unless you know who sent
it and what it is. Clicking on links and opening attachments — even in emails that seem

to be from friends or family — can install malware on your computer.

Download and install software only from websites you know and trust. Downloading
free games, file-sharing programs, and customized toolbars may sound appealing, but

free software can come with malware.

Minimize "drive-by" downloads. Make sure your browser security setting is high
enough to detect unauthorized downloads. For Internet Explorer, for example, use the
"medium" setting at a minimum.

Use a pop-up blocker and don't click on any links within pop-ups. If you do, you may
install malware on your computer. Close pop-up windows by clicking on the "X" in
the title bar.

Resist buying software in response to unexpected pop-up messages or emails,
especially ads that claim to have scanned your computer and detected malware. That's

a tactic scammers use to spread malware.

Talk about safe computing. Tell your kids that some online actions can put the
computer at risk: clicking on pop-ups, downloading "free" games or programs,

opening chain emails, or posting personal information.

Back up your data regularly. Whether it's text files or photos that are important to you,
back up any data that you'd want to keep in case your computer crashes.

Detect Malware

Monitor your computer for unusual behavior.

Slows down, crashes, or displays repeated error messages

Won't shut down or restart

Serves up a barrage of pop-ups

Displays web pages you didn't intend to visit, or sends emails you didn't write

New and unexpected toolbars
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* New and unexpected icons in your shortcuts or on your desktop

* A sudden or repeated change in your computer's internet home page
* A laptop battery that drains more quickly than it should

* Get Rid of Malware

Follow the tips below if you suspect there is malware is on your computer.
* Disconnect your computer from the Internet.
« Update your security software, and then perform a manual scan of your entire system.

« If the manual scan doesn’t locate and remove the infection, you may need to reinstall
your operating system, usually with a system restore disk that is often supplied with a
new computer. Note that reinstalling or restoring the operating system typically erases
all of your files and any additional software that you have installed on your computer.

» After reinstalling the operating system and any other software, install all of the
appropriate patches to fix known vulnerabilities.

4. Password Protection

Passwords provide the first line of defense to your business computers and electronic
devices. It’s important that you use strong passwords that are hard to guess. Understand
what makes a strong password, and how to create one.

Use strong passwords to protect your business

If passwords are too simple, hackers can easily guess or gather them, giving
cybercriminals free access to your system. Once they’re in, you have a major problem.

The stronger and more complex your passwords, the safer your network will be from a
cyber-attack.

Passwords should:

*  Beatleast 10 characters long

*  Not contain a complete word which easily links to you including your name,
company name, family member or pet

*  Include a mix of upper-and lower-case letters, numbers and symbols
*  Be different from each other and from previous passwords

*  Change regularly

*  Be kept private
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*  Beunique and hard to guess
Useful Tips:

*  Use the letters of a song, musical or movie title and change some of the characters
to make a strong password.

*  Use a password manager — this will create and securely store unique passwords for
you

*  Don’t write passwords down on paper or store a list in a word document — they can
be stolen and used to access your accounts

*  Select no when a computer offers to automatically remember your password when
logging onto a website

*  Always give employees different logins (user name and passwords) for your
business systems.

Multi-factor authentication (MFA) is an authentication method in which a computer
user is granted access only after successfully presenting two or more pieces of evidence
(or factors) to an authentication mechanism: knowledge (something the user and only the
user knows), possession (something the user and only the user has), and inherence

(something the user and only the user is).

Two-factor authentication (also known as 2FA) is a type, or subset, of multi-factor
authentication. It is a method of confirming users' claimed identities by using a
combination of two different factors:

1) Something they know

2) something they have, or

3) something they are.
Example are to supplement a user-controlled password with a one-time password (OTP)

or code generated or received by an authenticator (e.g. a security token or smartphone)

that only the user possesses.



