ferus & Qen:
1.1 AEUST
1.2 Aeeama M3 ferebyt famit
1.3 Sy-Syfamtemfengsa
1.4 M&-BEls mifen gasa

1.1 #< Ys'€ (Introduction)

nrfer g&w <9 I% MUBTARS Areeand AHE J€ 96 | feg Areeen@ dfu@ed Gwan (users)
5%@933311'&3{—3(’?%%'@%%@@3’?@ Wﬁ@W(productivity) E‘U"’@E
®et f3na 13 I I | v 39 3 feT gBH/Aeeand eng=ed IS8, Mude dd9s, YIus
95, 3T W39 9 32 § Agse, Unscns 9T »ife avt &gt =93 AT I feg
ZBH GHaH € ANt M3 Hua3 98% Ua | €34t g8 € AUTfe3T &% ¥79-979 J13 7'
TF IH 993 MATET 37 F13 AT AFE I | T9F YHAT A'Eeend, UHacHS 28d, AU SHIe
ATECSMd, SN HaAHE &, rfedn g&a mie feust goa/Aeeenan et Gergdat
IS

Ae 3 fEeade, Tua wr feq nifor farr g famrr 3, Mra-BTets wrfer #uR W3 2& 99
439 <9 293 A< BdT T T8, fA= fd - IO a7 (Google Docs), AT HIeH (Google
Sheets), IATH ABTES (Google Slides), IAF SIEIL (Google Drive), HEIGHAGE I& SIEIL
(Microsoft One Drive), #TH®& (Gmail), J91% dHH (Google Forms) »ife | few uts f&9 wirt
dY W™ I3 7S T8 MEBEIS M3 WMS-BEIE & HEUT ATedTdT ITTHS JaTar |

1.2 "eeemad M3 ferat famit (Software and It’s Types)

ATEeaMd Urd M3 dfuged Tasend fegad feu® (mediator) € gHaT »er J9e Ia |
ATgendd YdId™T € AHY J¢ U6 A Urd § 99 YH 9H dd6 € AHdE §'9E I& Af
afugeg & Mrude J95 BeT T3 AT 5| feg Afeean It I€ I& # AfuBed famer € A9
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Udifeas Quaaat (peripheral devices) & feg fagen few g5 fa ot ggaT T W3 faw av &
fae” JaaT J| TIFemMd M3 Aeeand fan & oW & Ya™ d95 &8 He d aH Jae I |
Aiecend 3 faat, gra afued §ua det o &dt d9 AET | Afee=nd »idr € famit ffe =3
AT AT 76 MUBIAHS ATeeend M3 fireH Aieean@ |

-

HTeceMd

fg39: 1.1 Ageama Tt famHT

1.2.1 fAHSH Argeema (System Software)

fAver Aree=nia fArer Yo € AHT I€ J&| feu Aeeanm dfuedt § »mude 95,
mmw@weﬂwfﬁfﬁmmm?}w@zmmaﬂ?wmlm
Aeeamd W™ 39 '3 BM-3=H (Low-Level) afufeg Yarfiar smret, fae fa: »miest
I ofe @9 fsu AT I&) fegst SW-8e% Ugrriar gwer fd9 Hesd Uug 3
IS8T &% YT (interact) FI& € AHIET gt J1 fANeH ATgeama mH 39 3 Jfugeq
I&-mrydfear fAmers (Windows, Linux etc.), STHT TS edd (JUTEtST, feealed, MAEST),
il

1.2.2 "MuBldHEs ATeeemd (Application Software)

NUBIGHS ATECaMd & WS-Und MuSlanad = Jfie I | feg Areeaned »H 39 3
GHod BT UTH o1 I35 BT [SHEls J13 I J€ I6 | WUBIGHS ATecend Trdd <6 91
St Fga3T MEHT T3 AT I& | Y- Wddd ST SU-SudPHT Hga3t gerdt 35| fem
BT TIF GaId MTUST Agd3T MEHd fY-2Y faAHT € Agcend =93 AdeT J| §egae
en: feq @ared ot ?;? nifge d95 BT »H 39 3 WUSBARS AEScMd-SeH Y
(Photoshop) & 293" adeT J, fEa WA 2< (accountant) SUT-4Tf3uT & fqaaz Haes 96
BE W™ 39 I WMUBTOHES ATEeamd-38T (Tally) €T feHaW™ gder J, 4-24 famit €
TRII-THIEH (3T J96 BT Grdd WM™ 39 3 MUSBIIHG Aeeend-<95 UAAgH (word
processors) e € 93" dd< I& |

feg AreeanT v 39 3 FY-JY famdt e et Bew afufes Yarfier swer, fAe fa
Java, Visual Studio NETW’@?WW%@UWWWE@W
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U9 3 IfT & o T I& | MUBIAHS ATEe=Md MTUdfear famer € AUde (support) 3 fast
&4t 98 AaT |

e 3g° € mfen-g& (Office Tools) WUBTAHS AEe=Mad ©f HeT €9 W8T I8 | grad
WMUE €E3dT aHT 578 HYU3 993 A9 feil oH-a™ dda Bt Jfuedt f<a aet famit €
WNUBIIHE HAecendd (Men g&w) & =93 dde I8, fAe fa - =Isynns-ens=w,
AUISHIEH, Unaenad, arfean f3nd gaaT, 8He sAeT nirfe |

1.3 Y-y faadt &€ nifer 2&d (Different Types of Office Tools)

8T MUBIaHE ATeeamad 1 Urd & OAe fsuiz 3t an-am, fas fa ens=w fama
qaaT, Bust & niuge M3 Haes ddaT, 3T W39 &9 3Ter § AT, UnscHs g7gaT
nrfe gt f&9 AoTfesT aoe g5, §uat & nirfer g&w faur e J1 »irfer g&w €t 293 d9s
5% grdd € AN w3 fios3s € 993 It § M3 993 A9 §79-99 A3 AT @B aH
WMATST 3% F3 AT A I& | #ifAd aHT e 93 A'e T8 dF¥ MTfeH g&H/Aecamd fen
UdTd J&6-

IIF UANd A8camd
UH&CHS ATgeemd
Earat: il

. H&MIST 284, mirfe

AT fugght a3t &9 feust 9 993 A9 goa/Aecanad ¥79 ufgst ot 593 femag
E'Huggsrmfwwnﬁfwwﬁ{qw;mmwwe It 999 Fatar:

N

1.3.1 =33 f[ﬁ)‘-l‘d’ 28d (Word Processor Tools):
SaAE FIHC ITQT, AT M3 Mifse d9a BT T93 A'S TH H'Eeand & =95 YAAT faar
AT I AUde At 29 vt Jfo Aaw gf fa <93 Unng f8a »ifagr Argeana T | Sane
FIHeH € YIUS BT T9f3nT AT J| Gud 95 YA € 93 &% SN TEIHT & gIT
AgeT J, §9aT & musde W3 Tone a9 AaeT J1 feq =93 Unnag fam <t »irfem Be (office
suite) YII@™T €7 féq wgdt famT ger 1 M 39 3 =93 YAHT Bas-dfued Gua SHaey
UBIIHS T1 93T AreT J, A fa: 9 A =93 (MS Word), Udg mr-d% a&8F s
<97 UAAGH AT fa: gam® Far (Google Docs) = 93 A€ I A 7% SY-JY 2 HEar
& IHET U MUS FTgHeH T YIUS J9&T TS g ATeT I

1. WMH-2A. 9% (MS-Word): f3¢® JaH-uSeean =93 YAnT

2. TISUT (WordPad): &37 &9 =afanr e =roT foew =93 {Ang
nifen g&w 3




3. @33 ydede (Word Perfect): f3e® JaH-uSeean =93 YAHT
4. Q& San (Google Docs): Ejé”rl'd’ (Freeware) I&TES AT <95 f{fm'c'
5. Gua nifew avéled (Open Office Writer): §Us Fan @95 UAnd

1.3.2 AU SHIZ AT@eaman (Spreadsheet Softwares)

AU SHIe §U ATecand U6 A UHdd & <g8d 37T (Tabular Data) §Ug »AST &7 UAfHEr
mgfem(analyse)méwﬁmrmamfwmww@ﬁmwam
T feq afuGeaeing & J| fea nizHe <9 37er & onmr Ast i I mrer 91 fea
H_EW’?BO('MHTE' I&CdHO(Hb o'®M dee! U| LrIHdH W&meammm
SIHST M3 IHfEMT (functions and formulas) € I3 §g3 MHET & 9 AIE IS |
AU SHIeH & =93 »™ 39 '3 gd¢ (budget), fE3T (financial) AdeHeR W3 f&adt (sales)
foarast mife & Hads ada et At At J1

1. WH A HaA® (MS Excel): fde% aam-useeran Ay wle Uad
2. 9% HIEH (Google Sheets): §@Md (Freeware) ITEF AT AY Il UdH
3. Gus mirfen a&a (OpenOffice Cale): SUs Faw AU FHIe UaH

1.3.3 UA&a2HG Aeeenad (Presentation Softwares)

UfI5eHS 28 Undd § ASTEIS i € gy 9 Aredrdt yeafiz d9s war serger J1 fem
TEadt § 8¢-g¢ gar fEg fswr Ater I, fagst & AsTetsT fagr Aier | reetst €t fea
WFWEW@@H(ldea)WW(concept) g9 ATSdTdt UF Jd<l U @ﬂ?';um
fagr Aer J1 {ascns &t neEtst &9 Sane, 939, 2uw, w36, 16 Af agt d9
HEMHIFTHT ATeaTdT T A<t 31

Ay

"R . ureaynfée (MS-PowerPoint): fe® am-UBeeran UAseHs &
&eH B W (Lotus Freelance): JUaTeiedt (Proprietary) ATe<md UHGSHS &
A% ASTEEH (Google Slides): E=Md (Freeware) IBET G UrASHS T8
€us nirfen YA (Open Office Impress): §US Far UHGHS &

Ll S

1.3.4 S2HH HoAN e fANeHH (Database Management Systems)

FTeTER HaAne fAamer (DBMS) €T Argeend J€ 06 A I8N §7 d F'eT € YHUS dd6
f<T norfesT dae I5| e FTer € AAIfe3 AaIfT (Organised collection of data) geT J1
feg ArET=t € 37eT € yHUs & feq afufeaeias feut I

4 mifeH g&a



I STTHH HaAH ¢ fAneHT vt @eraaet fer yag 75:
1. MySQL: GPL (A&d® usSfea &fern) AF qudretedt Gus-Aan fo¥nes seran
Home e
Postgre SQL: He3 "3 Gua-Fan fa8Has sean Haane fAmen
€9a® (Oracle): fa¥Ha® FTeTan HaAH e fAHeH BEt Yuareledt Argeend
WH AEAMIAA (MS Access): HEIgHEE €7 fae® S8 ¢&
€uw nifer ¥H (Open Office Base): SUS o 37¢8H ¢&

A I

1.3.5 H&histHT 2&a (Multimedia Tools)

HBSHIEMT 799 (communication) € @t f&q @ar 7 fAn 9 Su-2y 39 & AHaET
(contents) AR fa- ame, W16, {939, Wahims 7 36 § €aor a9a fEa Unsens
f&g Afamr Fier 31| HEh st Same, 6, 939, Mahims At 6 § feds gaa fea
yrscHs f&g Afgnm Aer J1 veh izt goa gag & SU-24 faadt € miaet &€ =93
FIT I HBIMHIEIHT mustamasd AT deer famd ads &9 Hee ade &1 Te3qt a9
HBSHIFT 2&a € T93° Fongd & frustet e, fenfauaa+t W3 saieda &t
faaen Uascns fama d9s et 1St At J1 W39 €3H (Adobe Flash), Hzhir usnige
(Media Players) "3 d& U&maw (Real Players) HESHISTHT 2% €t Geradet 95 |

g< 3d »Ar €234t T3 {9 4 Y 3gT € N d95 BT JE HIS=YIS M3 HIdT
wrfen 2&d HEUt ATedrdt ITfAs d9 g4 97| fegt 3 fewrer 39 <t et wifen goa 96 A
99 95 Bt (fAae fa-gs (email), IGU gc (group chat), 6 ITaedfiar (video
conferencing) Mtfe), IHEF AedA Fet (fAe fa - g e (google drive), & FIEIL
(one drive) MTfe), SU-IY famHt &t Ja=dran et (fA= fa- PDF to WORD, WORD to
PDF, JPG to PDF wfe), et®a & aUN dd6 &ef (fAe fa - Winzip, Winrar, 7ZIP mrfe)
e IHT BET TI3 AT AAE IS5 |

14  W&-BTEts mifen 2% (Online Office Tools)

F7d9dT (Businesses) BT ffeade f€q TUT HI3TYIS & ¥ Ffa™ J| WA-dS §g3 A
3 ME-BTES WTfeN MU M3 g8H =93 A HY J II¥ 96 | MTE-BTeEls »iferd goa 69
wfer g&d J€ U6 7 29 MUBIaAsT € gu &9 HIeh™ ga=e #e I&| feu goa 29
gE7a € 93 II¢ 9T M&-BTEIS MARH (access) A3 AT A I5 | fegst goa € 93
&% wAt gapT f&9 fan <t gt Qug 3fa  fam <t mi fea 2 @7 mirushat eretst Gug
aH I3 AIE IT| MfAdT UJOEa3T (accessibility) - MUTd3 AfIGAT (Collaboration) W3
TIHE M =IF (Virtual Teamwork) § TIHEE J1 ¥ ME-BEls #fed BT TL3d-
afu@eat €9 oA (install) N3 AT AT 5, A T I¥ goa JfuBed < fomes A3
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fagt fAge Software as a Service (SaaS) TR M&-BEIs IT TI3 AT AAw I& | fegast wra-
BTG ATgeamd € SfAT S99& (basic versions) "™ 39 3 eI f<g Qusay ga=me AE 75,
Ac fo TUT WISHT TIA6 MANT HERFTUES I (subscription fee) € &% QUBET o=
e 3|

1.4.1 »H 93 A€ B M&-FEls mifed g&H (Common Online Office Tools):

JI9T% MUN €391 dH-TH BT ST 993 J997dr #gdst § Yar Jaemdt 75| fem 3
fezrer fegst JEE #uR € WY efeer feg & 7 fa feg Adtdt wum Arg féq of Aaw 3
YUz g€t 95, fan a9s Ag fegst MUl € mMiaT3 (incompatibile) € & Jet f93 &dt
J€T | Arg A8 32T €1 Bafid™ 3 Arust F gHS3T 979 = Jidet Haet J1 6% SaH, J9Ts
HIeH M3 J91% ABTEISH €83d1 aH-T™H BT M™H TSP ATE BT JE1S MUN I6 fragh
o 293 Wa-BEls WTfen g&a =4 13t Atel J|

feust Jam® MUF (IETS San / Hiew / ASEIsN) [ s It TEis JO% IBes
Sug Ms-FEts M3 / A w9 © Ffued §ua =t Aég dSt AT raeEtT 95 | fegst wrs-
BTEIS TG § f8eds ¢ Foans M3 T ¥ FHT ©f 93 dd< J¢ fan = dfuged 3 Mai |
(access) A3 AT AFET J| OIS SAW / Hiew / ABEIST f&9 gt eeist & 39 g% Jigut
M3 HEdT & TTES € & & MTfapHT (file owner’s permission) &% SIfIHT AT AT J |
feg gam® #Wun (39, Hier M3 ABTEISH) W3Tes (Android) M3 i0S »rudféar fAAeHt
Sug HeEl® My € 39 3 M3 JAIS € JoH »rudfear famer §ua SAgey #ustans € 39
I T QumIT 95 |

feg Mun O F WS (free) YE'S FATSPHT IEtt I8 | fegst Wur & S9-9°F IS
Tgarun (fAm & G Suite §t fagr 7fer 3) € 97 @7 Fve ST fapnr 31 fegt wum <
d13 9I® €S MTUE WY AT (save) IJ BT 95| feT JE® HUA AT IBET Hedw €
19 Tt Y5 Joet 5, AR € »iag feg I T gaew &bt eetst feq mirs-srets Aedn
€UT MTUT MY AT (save) T AEMHT I5 | fegst et & wuaT fam @ M WA A (access)
13T 7 AgET 9, I AS Afued € 993 39T St 8% fa€ &7 9 AR | e g Iam-
3faz €39 (paperless office) ITTET THMT IO Tht fegt yfi #ur Gus fEa s79
HTate:

1.4.1.1 I8 3aH (Google Docs)

J91% 39N fed He3 M&-Bels T95-Ynna J| feg s/ane se8e w3 nifse J9s st fea
SE-MUEI FIHE HoAHe WUBIAHS J1 feg dn@-eei mas-gets =98 Yhfiar <9
AT HEE J9eT J| IO I 9 gt Ireht eEisT & ATd HY STEIs @Tanen .docx,
pdf, .odt, rtf, .txt, W3 .html f&9 WIHUTE (export) F3T AT AT J |
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gIe1% SaH § U a9aT (Opening Google Docs):

9% San ATd faeretnt M3 uSeeront et Qumay J1
feret =93 a9s Bt g fage fea feeade gaams
w3 Y TEwg (Haels feg A¥u3 &qr Wun) €t Agd3
U<t 91 g1 San gt Y- famdt St ereist, fae | e
fa .doc, .docx .txt, .rtf, M .odt Mfe & AUTeE (support) s |
JI91% FITEIS I FYST WF T&<de JIST HYT T AET J| E— [ ew|

Cocgle
ABC Uiner

& shcuswgymalicam =

JOT% oA & tHe € AU I3 58 migne 75 :
1. JEt & 29 gEw0 4§, Gevde ST IS doH

2. F9YEHT T I 99 fE9 . 639 1.2 g Qe e
https://docs.google.com URL 2T dd | Sign-In U

3. JO% 3IW € T3 5 3 Ufos' feg dgdt I fa A3 IO »IQeT (an@gmail

W)Wﬁlmwmw@?mywmaymﬁm
AEU 3 AT AAE J7, UIZ Add Mg &4t gfenr dfenr, 3+ Ag O Mage
w@zewe’rmmwwmw@?w@vu—ﬁm

WW@?&GWWW(Slgmn)mgmmm?
IHUT 9 g8wa fIT feuret €<ar, fae fa fo39 1.3 &9 fewfenr famr 31

Open file picker
(Bus ees fuaa)

Driidls i b v =t e Th i Py e s BT L]

fg39 1.3 ga® SR € IHUA (Homepage of Google Docs)




J91% S9N &9 YBt SIHE 9578 (Creating a Blank Document using Google Docs):
a1 marge f&9 Aets-fes (Sign-in) d9s 3 gmw g mHF I fem &g mmuer ufosr
FgHe f3na g9aT| IO San T IHUT A IoT &3 € TY-TY Aans ganrger J:
1. Start a new document (f€q &= STgH< BY a9): fog Aams Sude It <9 3TgHe
W@FW%H—%HW?WW(BMM)WWK%TEW@?UI
2. Recent documents (FHe 3gH<) : feT AaH® IO San <9 o Tt f[¥g =93 o
(recently used) STgH< eTEtHT € gt fewr@er I| few Aaws € Uad-He U™ View,
Sort %73 Open file picker "TUHaT @ Hge Je&hit 75 |

B9 IgHC TIPS BET JOB SaH € dHuA 9 Start a new \
document AGHS MUts gg-Jait “+” mretas 3 afSF a9 | few 3gT e |
Jan 29 feq 989 ITgHe 4g A=ar|

HEIgHEe 293 S/gH< & g1 an f€9 §Us a9aT (Opening a Microsoft Word Document
using Google Docs):

AT JO% SN T =93 FTgHe SEIBT § < GUs J9 AaE I7| fer aH Bt AT IO% SIA
fS9 HElgAee =97 sTaHe TEIB § Muds w3 fflde (import) JE&T URAT| TIF SIHE
felge 95 M ATg Mruehit eE1sT § »iUSs J9s BT Af 3T 918 SaH &1 AT IO FEie
o =93 qgat U<t J1 fegst €2 Idfant ST gets & MASt 7% MUST dds ST mrt
eel® & afufes 3 fAor <% w@mhvmwaw(draganddrop)aﬁmwlwﬁ
JOT% 3IEE AET JEt Y- faadt St muBFs dStet erEtst § Aeg d9d duet J,
wgwévﬁmm?www?mﬁﬂgmw%ﬁwmw
fami St gretst ot few@er T

m—mmqumm-@m%mcem documentsﬁm@@w—ﬂﬁ
d& §Ug ¥ige Open file picker (IB3F MEIT®) MUHS 3 JfBa a9 (A= fa fo3zg 1.3 <9
W&whmralfweagmmafﬂm?mm?‘omnaﬁle FfesTar a7
feu=ar (fae fsr 939 1.4 f<9 feufou faprr J) IfE!FrsTfE'&"HTa"BrFrE’“Upload”‘c'a'g

o on

e

fe39: 1.4 @93 IgHE MUBS a9& Bet Open a file STewaT TN




BT I3 | I AF dfuGed fArer 9 A= 13t It =93 sare eE% fAdde d9s &t
‘Select a file from your device’ §¢& 3 BT &3 AT Upload 29 € ‘Drag a file here’ 439
&9 =93 3/gHe eE® & 3991 M3 FIV (drag and drop) T |

9T TEIE MUBF J 7S I T J91% SAH GH TEI® § MTUS WY ¥ feer I M3 A
et G eEl® & Mfae (edit), BT (share) M3 Jat €8 AfGHAT (collaborate) I35 et f3nmg
3q féer 3|
Adg WAt I It ST T3t ITEtT STEIBT (recently used files) € FET &9 fanw sTaHe &
Gus JaaT YT I, 3T JOF SaF € IHUT GUT Recent documents FaHs f&g feuret €
3t eet® Gug afea ag | feq =9 Ae eEi® gow Jan &9 yg Aet 7 3wt few 9
3= Y-y Haw <9 W a9 Fae af, fAe fa fa3g 1.5 f&9 feytfenT fapur 31

1. Editing Mode (w3iféar #3) : fon iz f&g wirt s7gie § T 39 3 #ifse a9 Aaw

gt, 72 GH <9 7393 Man'd IE%= dd AaE J7 |

N = A

2. Suggesting Mode (Frfedr H3) : fem HZ & <93 dae IT sgHe o A Tea<
13 7 95 €U IgH< € BuT B §¥ € 39 3 N J9T IS |

3. Viewing Mode (fe@f&ar 1) : fen "z &9 it s/are & fige Uz Fae ot AT BAg
fye g9 Aae g, 37 G ST det =t ges< &d1 a9 Aa< |

B e s T e W - 1,
= @ 0§ oo prgeromsdecm w1 T P U8 Sl Sl i a4 0N * |
a _hq,'._il'-':_._;-.L-_I.:!n,:.m_lr,-n_-lE & Mo B (e m ﬁ-
W e e TEE R seli R O T —
worn @, WM e mies e Tembe s - 3 s A JUAFwBE- FEET N|==-E-ZET A & iy " :
L} i i ] -
5 & iy
. Froage “ha m
=
] R 2
PV ER THAEERE BSD SROE | PSS PR o, o— o
- - I Ve
! PIMTHICLCTE CUPEE THEL TS AN SR CTRETY e
D, il |

fg39: 1.5 TEIBT &% oaH JA9& & SH-SY H3H

7e wHt e€1% € Editing AT Suggesting ¥ f&9 a1 gae gt 3T mAt ITgHe &g eanféar
w3 wFtfear = I st GF 39T a9 Aae IF faw 3gt & »iAt HrEtigATee mifen =93 99 feg
A I It (HEIgHEe MTfer <93 g7 Mt miruehit fugatut anrat f&a ufost ot ug g
N |

g% SaA 3 SgHe TSt 319583 a9aT (Downloading document files from Google
Docs):

ggre f&9 AST a9 yar < 3 e At §AG DOCX, PDE, ODT, TXT, HTML, EPUB
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nrfe ggien f<9 378583 a9 Aae It, fAne Ay J& f&y e I& -
File W& §°ug afda aq|
few f&€9 Download MmuRs §UT Ifda IT |

3. Download AE-HI§ fed #ga3 nignd eane §ua Ifeq a9, g= fAn e f<e
AT TTES 3TEEBT JaaT ITde I B erane SuT afET aq |

H vmiree Sy e B 4 [-]
[ I .+ S PUNLL Y SR W PRSETTT SCRMIETY TETT S TSI e oo O & iy |
LT m e o
o [ 4= twmnmn v = d BT UAF mEL. FETEE Om s E-FrE2OE W & e =
L ¥ w
o ¥
¥ |
= e [
F &
s B AR

BT AN LA
VO [T e e

-
' - ¥ i Tl P T il i i i i
il Elerms o Pl @R FEED A P ST P, W, g
Fididh’e Forae i B . SO TR b R i ';-lu..:. P A ]
bk A e R T
S ML s T DTl
i _ il el 9 KR I DAY P ST .-\.._.:.n-....:lu a
........ wd s b s Linbime rodr ~bowdar b

fe39 1.6 mmymmm

SgH< Sia G Bdns GUd 378=8F T A= fAn Bdns Gud <9 8wa <8 eEI%T §
AE 3T Jer J1
g e f@9 Jat &% Afgtiar a3 (Collaborating on Documents with Others):

J91% FaA € A 3 €3 feRH3T I - T 96 WaT & (shareable link) IS8T & AHTET|
fen fermaT & Hee &% wAt fan St femadt § mrusT sTgHe Sue, B f&e #fsféar aae
I8 ¥ o< A Gnd fAur wifse o & wrfar € Aae gt| Afg@atht (collaborators)
fegarg eel® & »idl AT & A vt A9 fed AN eEts § wifse a9 Aae gt At wfsfear
At HY™ U3 99 Aaw J7| feg Ag a¥ fen 39t Y3 e 9 fae fa mit arg feds fea
A feq It afu@ed 3 o a9 39 Jeie, Wﬁwk—a’mw»mﬁaﬁx@a
@wwmqund @ Hew &% On eels §ugd oy o9 fagr Jer J1

FgHe § HT J96 BET GRS Gus J9d X ST 379 ™ 37 B1B Jar € “Share” 95 3
BT a9 1 g A 939 1.7 9 feure nigng € Aaws (37a1) feurst S=9 7 e8i® § g
95 <9 A3t Hew qaadr| fegst Aamst &9 wAt feg 3 a9 Aae It g Fmg &1t A
TR e T {8 fae w3 faw & sasT O
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1. Share with people and groups (Sa W3 AHIT &% AFT g9a7): fed Aans &9 wmrt
TS T {8 greT Irde I

@ shere with pacile and growps

rd paacis wd oo

L, T L 8

s byt By

&) cetinx

Cave o thes ke # i s Lek can viea
s

fg349: 1.7 Share with people and groups MRS

2. Get link (a0 yuz a9s7): fen Aans &9 »rt MrueT 3gHe T Jds & feq
wifagT f8a famg a9 Aae gt fAn a7t it 39 gaed & »uST 3TgHe ey A X
Sug It o F9s BT HeT (invite) € AAE IT| WHT Bfdar f&a YUz d96 T8 d9
grdd e 3TgHe GUT Yf39T (restrictions) T B Aae It M3 Gust et 3/aHe
mewm(permlsﬂons) S AT 99 Aae I Had MHT MuSE
FgH < & Ifdar 8% s Ige If, 3Tt 939 1.8 f<9 feu™® mMgA™g Restricted
TURS € 993 9 AAE JI7, 341 3T S e 9 J9 rad €8 dH dd& € H3< et
Ffdar f8a f3ng g5 BT A" Anyone with the link WURS fABae d9aT U=ar|

&3 shee with pocple and graups
Heom ot ad dnd pt

ﬂ Bzt ik &

TR e CONTI L | DAV T LR e R AT W A T

Crpymes = ith e bk n iy
-1} e [oitei

Feirmred

= AR TR TR

fg39: 1.8 Get Link MUasH
wifen 2od 11




Anyone with the link »Uis fAdde 96 3 gE SEI% & BT dds BEt fere Ae
W@m—@%ﬂéﬁ@?mhﬁﬁ?f@@ﬂﬁm(awess levels)
fe9 feg = &t 9< 99 Aaw IT:

1. Viewer (890 ): Hdd WA SEIS Bd JI& BT feH MaAH BIH (access level) &F
9< gae If, 3t Wdfaar f8a yuz ags =@ aet &t fenadt feegse ot A3
FgHe & TY 3T AgET J, Ud fen § fan < 3fta o7& nifse sdt 99 raeT| feg eets
fdar @ f8e®e (default) WIHA BH JeT J| 7dd WA Grdd & MUST TEIH
FC5HT d96 T AgH3 g7 Iue UTQTfEFWWH?B’%‘CﬂWWW
UleUf&BrUTUEo(do =8 fena3t A STien §'ug 9 femaItmt gmmar St
W&Wﬂl"’(commems)wW(suggeshons)ﬁ@'&ﬂﬂ?ﬂﬂﬂ?ﬂ?‘?l

2. Commenter (feUSiaa): Add W TS AfIaT T fem »iaA A 8<% & 9< Jde
g, 3t fer f8a § yus d9s =% fenadt Regse 3 A8 s7ane 3 et & ane
(comment) IF AFE WaT Je J1 feT eEl® i@ 13 7S =8 Uddd § Guat of fear
MEAT AHeH B Tt mirfarT féer § 7 fa dW Undet st fea =uhrm mrums 31

3. Editor (M31e9). Ha9 wHT eEt® wvfdar &t fen wiaiH 8<% ot 9< g9 of, It
fen f&a & YUz d9s =% fenast ffeas e '3 A8 Saie § #ifse J9 Aae Gar
der 31| feg MR =5 TS mfdar =8 gadd § AET sane Ugs / faue e
ygr mifgare feer 7, uag €U »w & few & Arst sorele 3 f38te oot g9 Faw | feg
MIAH 8= fAde ee® & aeen &g misifear set Jer I

ﬂ Erare wihih peopic and groups

A ol T Kol ol 0 il

ﬂ- Zet ink ol

RO NI et T L) oYY LA D e LR R [~ LR

5 dorpens e e ek -
A g o D e ot fo b g

o weREE e A ok i SRR e b

Bealfal gl B ocirid

f939: 1.9 TEl® idfdar Set nidi 7 B=ad
sgie @9 T% ¢t &9 o3 € g€®™= SYeT (Viewing All the Recent Changes to a
Document)
AE WAt MTUST STgHE 99 THdd &% Bd dde Jf, 3T Qust Guad 28 ASt eEls LY
d13 I AT ges'=T € faa9s JueT HRa® JeT J| fer H3T &8t it 3o 379w <9 Hge
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T9rs foredt MTURs € ¥93° 99 AT J7| JEO1S SdH A3 STgH N ST Figt are =8t
ATdtHT STt T faaras duer I w3 §Ust § Y-y TEH-UidhzT fEe @3 o yifus
gaer J1 fE8 3T fa mit mruet eets § <dus fonedt fane f&9 Hge fan <t fued saas
f<e win ¢ feq afsa 7% g% Aae I

At 35 f€3 ASun & =93 a9d I® df f<e
ISPt IrEPT AT IFETEPHT & BT (list of
all recent changes) <Y Aa< JT :

File H1$ 3 af8a a3 |

Version History MTUR& 3 AfSS T3 |
AE-HTE f<9° See Version History 3 If&d
el

a Epook. an docx ] =
e el WieE  ael Teewal Teake A&aaan Hp 5
= THE 'TE "k Sanm inly
b
Griline N
[rTye—
THAPTE W povntond EHAPTER 2 - My passton
Vil w48 NI YT
FriLy Vi kvl = W T R
Peroati HE eI Py AT B 3|

e 3 0 & S g b s e e RS e T i B el | % O8N *
= Today, 1 Wirmiar: bl ory
i | - n L b o
(FCh
TSN AT LBGHT
Whinnd Dy b £y 6 8 onpk syaEE. T eoR{HE g & pesll oy @ -~
% Ll ! - f bW 1S |
prosowie i i Wisre) 5 e gl #l Spley. bloten ik Pep— .
b g e, ml b . ' pomasn of Bty Thilig i X %
pnakael e i i, T . il i € vl
bk Thes aguals wn b sdimiosd by e e sl —

tzlnsmim s el Wom byl dek o a e i vanbe
el slitol o Fzaoicd i 3 G dieesial o
reficcied Eplst which sk Che ofgect vadkle A body shed
vy s gkt s sl [T il . iy dssad]
fracvea of Light o8 shemrled, By il plnry oo whos
2 sacmd e, of sl
wrawele e o o e s o ‘o loned el

rrfriorn md Hemacimew

TTFES (W BEFLICTHYY

ks Bellebiem o i o sl of sl meeees e nno o 8 Gds adie

[

Diffws Baflicem’ Saboo il oc megh o gy (mck o o, b, cofomg,
bl of ey wwd Hoorweg) e b e S meZeoied ags mod dcson 1

wcarnisd o b zall ok Fsa relorshs

B USIENATION MXIDELS

Tarm mudeds s oo i ckulemy i pheasy gl 5 oo posl, ad dey

77 Dot JR1E THEH
| I R |
el e b e eyl

f939: 1.10 37gHe gets € =9ns fanedt (Version History of document file)

1.4.1.2 IO HIEH (Google Sheets)

9% Hien fea Hez wra-srels AYSHe 29 muslans J1 fen f&g gerfest (traditional)
AUSHE Yae, fAe fa Welgnee Mans, &t Sa1gar Ardtt Garger s I& | feg
JESTET JI& BET HASHTET SAHST M3 TOHSHT € STH-5T% H'EEd 32T f[endne gad
&t igs3 =t yErs g9eT I1 wAt AYSHe {9 979¢ (charts) €4% &9 AW I, fuse 2%
fatger (pivot table reports) =T AaE It M3 fe®eq (filters) mrfe & 9 Aae It | Ay SHIE
s § OAT WBa ©F feA™™3 (spreadsheet owner’s permission) 7% J9 JEIF U™ W3

nfen 2%a
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HEat graT Sy A7 AT I | WAt STES § ATdhHT HY gTEts famHT xlsx, .csv, .html, .ods,
pdf, M3 txt Mrfe f&9 Mamlde (export) IT A IT

g9 HIeH HBeT (Opening Google Sheets):

39T HieH ATd fsemet w3 uBeerant et Qumey J| feret =93 95 &et A fige fea
fedde I&THE M3 T ¥ TEwa (HEEts €9 AUz &g »un) & 7ga3 J| 9% Hien Jet
Y- famHT S 7B xIsx, .csv, .html, .ods, .pdf, M3 .txt. W?jﬂ“ﬁ?(support) qaer
Ay J AT J

J9T% Hien & Gus 995 €@ AU 35 fay 95 -
. aﬁééﬁw@mﬁﬁ,@@mw g% I (Google Chrome)

1

2. 29 gEwd € WIIN ¥79 fEF url https://sheets.google.com ST FJ |

3. JE® waAge f[Ee Arets-fes (Sign-in) F3 |

4 T8 warge f&9 Ae®3yd=a AEls-fes (Sign-in) d9& 3 € JETS HieH €T
J weqdu fre for g9 1.11 &g feurfou famr 31

Open file picker
(Bus TS fuarg)

Emri Lakrl

f939: 1.11 gaT® HieH € IHUH (Homepage of Google Sheets)

JOT% HieH &9 89 AUSHIE f3m9 a9&T (Creating a Blank Spreadsheet using Google
Sheets)

9% waATge T Arets-fes a9a 3 e g it »irust ufost AisHe f3ng a9 rae
IT1 TS SIH € IHUH & 3T IS HieH € 9HU= §ud =t ig € Aaws feuret g<dr
1. Start a new spreadsheet (f€& &=t AUSHe B a<9a"): feg Aans AU SHE =<

14 mifer 2Bd



Bt SuBe diBdT (template gallery) fS9 4 @Y SUBen € 5%-5'% Blank RUSHIE
"MURS & < SaArgET 31

2. Recent spreadsheets (% It @ TIT II® WYSHIen): feg FoWs Jo® Hiew
uBlans 9 o% It €9 =93 I° AUSHle TEis’ & At § Tonget J1 fen
Aoms € §Udd HE U™ View TUHST, Sort MTURST M3 Open file picker WTURaT
Hde Jehit 35 |

g8 d AUSHIC g0 BET OIS HIeH & IHU Start a new \
spreadsheet faHs &g feuet € 39 gg-ait “+” wWeias I |-
IfBF a9, IS Hien &9 fea ¥t Ay 3He ¥& A=t |

m%%%%ﬁ@?@ﬁ@@mﬁnﬁmh@hﬂf%m@ﬁm@w
<9 g™ Fan 7% IH 13T J| IO Hiew &9 eranfear M3 wizifear <t sta €n 397 a3t
wﬁah&rawmmmfeﬁmw

1.4.1.3 IO1& ASTESH (Google Slides)

mm%mméﬁm&mammmmmmgm
Presentations) € & &% A<t Al AT | feT go™ #y S9-g8w9d € =93 da¢ IT U
fey @t {mschan gede & Ags3 feer ¥ fonr foT gofedt (traditional) UH&eHS
W,WWWW,WWWWH@?WM|
JId1H ASTESH 28 AaHt HY f[FI?TE’FI?'? STE® famt .ppt, -pptx, .pptm, .pps, .ppsX, .ppsm,
.pot, .potx, M .potm?;iﬂflﬁ?(support)aﬂ?ﬂi?fﬂ

gIOT% A%TESH & GUs g9aT (Opening Google Slides):

JI9T% ASTEISH MU A9 f3=TET M3 UBeeont Bt Qumey J| fen my &t =93 J9s BT
Fl"‘c'a‘fﬂa'«a’f‘asrlecabc FEAAS M3 LI-TEHa (HEets feg AUz g1 Wun) €t Agas Ut
J1 JOIB ASTEISH e SU-IY SISt Ihft famdt, fA= i ppt, .pptx, .pptm, .pps, .ppsx,

.ppsm, .pot, .potx, M3 .potm e § AUIE daeT J, fen et HeignTee mrfen uregunee
@ht erElst & fAT JO% STElT 3 SUST M3 J&<de dIsT HuT g€ ATeT I

J9T% ASTEEH & GUS I35 € AU IS 58 wigha 75 ¢
aﬁééﬁm@mﬁ@,@mwz JIa1® ddH (Google Chrome)

1.

2. 9 §E7d € WIIH ¥9 f&F url https://slides.google.com €Y &

3. gE1® maTge f<9 Aets-fes (Sign-in) &9

4. IJO% nmIQe &9 AeB3yI=a Aels-fes (Sign-in) F& 3 T JOT6 ABEISHS
T MU feyret @<, fae fa f939 1.12 &9 feyrfem fapur 31

nfen 2%a 15



Open file picker
By ets fus)

Bk Yinm wihia S sy
s b S

Brofiar b g
1] Hbg 4 e i

14 1M iy B [
B T Complete old poi n

Lz fided prespmivire

f939: 1.12 91 ASTEISH € IHUA

JIaTs ASTEEH feg @B ﬁ}l?ﬁ'ﬂ?? ¥5'8<T (Creating Blank presentation using Google
Slides):

O mage ff9 Aels-fes q95 3 gmie g mAt MUt ufost Uasens f3mma J9 rae
IT1 TS SIH € IHUH & 3T 9% ABTEISH € IHUT BUg & A € Aans feuret earn:

1. Start a new presentation (f€q &<t U#&eHs Bg q3&7) : o0 Aows UAacHs g8
Bt SuBe di%t (template gallery) fS9 S4-34 SUBeH € 5%-5'% Blank UaaeHs
WMURS & <F SeAgET J|

2. Earlier (ufa®®). feg Aans J0% A&EsH Muslans f<e s It f&g Tadhdt aretmt
Uraens eEist & gt & wonrg@er J1 fon Aons € §Uad® Ae U View »mumat,
Sort "WTUHST %3 Open file picker WTUHST Hge Jeit 95 |

B [A5eHs 98T Bet gors ASTEsH € IWiE §UT Start \
a new presentation HaHs f<9 fewst € 39 sg-Jat “+”

MEds '3 BT q9, TS ABEISH €9 fEx &t Udsns F
y& A=t

J91® ABTEISH €t 39 fermgT=t @R 39 oH agemt Is fas fa wirt few us € fuss
gTaIt f<9 OIS I 7% N F3T J | JO% ASEISH fE9 eanfear m3 mstfear = ala €7
3 ISt AEt I fAw & Mt HretgATee mirfew uregynfee f<9 agve ot
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feg A9 MUA-J9T® SaA, JETS HieH M3 JO% ASTESH § JOI8 3T &% It galfgs
(integrate) 3T faru 1 Ja® Frfew feq IHE3- mwfnnwzr;rmae’rfamrr
gt eElBt § ME-BTEls Aed d95 € Ag®I YE'S JdeT J| fegt erEtwt § It fy 2y

I |

o . —_ o 2 ~ 2 o 2 —. A Av
fg=retnt, fA= fa - Haetst, da®en, SV Ffulead, BUTUR »ife 3 MAAH (access)
a
3T HT HIET J |
i L (<] - A
G e * ey eor 3wy
& orive O B ik & & @ = g
!_ = My Crene m i m
i E [Ter. m e Tatm - al e [T
[F) Ui s
F[E cowmies = M ¥
Fy ot Rk =
F A - PSR
- : B o e
(] e N = .
Wil M (oegie R —
B = B fesgmiae
il WePel
T FEaRELm Rl B desah Dewa |
" EveTm O gl Uiy s | sk 31 e
== & ) T il
[r— M el e L " —
[ O roagh #pmom |
B e M cdgh b | isismdrrame
L] 4 e e e | T - v

fE59 1.13: JO® Fifee M3 I TS (Integrated) »ew »un

e 39 fegd I’ Was-FEs wifen gBd € MUT Tfee M3 aaH's F I5 | MTE-BEls
nrfer g&w & 293 © fegt erfefent 3 sansT 979 FYy Areadt J& et aret 91

1.4.2 M&-BTEls mifed gBH € &' M3 T&MT (Advantages and Disadvantages of Online
Office Tools):

ME-BEIS MTfer g8H € T93 € WU B9 »3 JaA's I6 | fegst € IF Ho3=yde &9
W3 T J&T fE3 Ie I

1.4.2.1 M&-JTEts mifen g&H €1 €93 € B3 (Advantages of Using Online Office Tools):

1. fegst €t <93 d95 BeT We yagr q9aT Uer J| famersg vifent fE9, Gust gren
& ME-BTEts 2B € T93° I96 BT JE HTH HI9T 41 J9aT Uer fagt a& ufost of
<9 g8wa miz afues w3 fead e gdans ufgst 3 Tt Gudey Jer J|

. feust eBH / AeenEd & 37868 A ffHeTS (install) 95 € Aga3 &4t Ut

3. WM&-BEs Wifen cBd we-uie Jasend ﬂgddi (minimal hardware requirements)
&T& (thin clients) f&s a@feen (N Computing) 3 9% AT I& |

nifen g8 17




ME-BTEE MTieH g8 St TEIBT § g € Ags3 YE's Jde I |

Areeand BTTERH § ydtes A WUdE J9& ©F Jet Agd3 &d1 U, fagfa ms-sets
wrfed B (office suite) Software as a Service € U &9 Guzay g€ 5|

ME-BEls Mfed g¥d Udes® J¢ I& | Gadd &Jigdl fan &t fa=ein 3 ffeade
FEAAS BT HEE &8 MTUS F'IHCH § MAAH Jd Aae 96, 979 G0 fan &t Guafear
frver €t =93 Jae I

Hd9 g € qfuged yag St I 7=, 3T & GF € g en fore Aa=d GuT mefum3
€T 578 AT Ifde I5 |

1.4.2.2 M&-BTEts mifen g&d €F €937 €@t 5t (Disadvantages of Using Online Office
Tools):

1.

LW ad o

feust 2w § WAR A J96 BT HYU3 MUF € foHe A=d AT =9 578 Joaci<e
©f 7igaz J&t J, 7a9 fore Aa=g At &e=ad Qumey &7 92, 3T BUst Mun € deen
<t TafamT &dt AT AdET |

frameT3g Mra-Frets mirfen & ©F =93 et §9 Je39 (T393) ffeade adans
(high speed broadband Internet connection) € #ga3 Jet J1 €T grew fAgt % we

Il:)-l:

ge39 T f¥eadc Ioans I¥ U5 Qust § mra-wrels Mun € 93 d9s <9 HHa®
et J1

ME-BEls Men Her ff9 Me-BEls nirfer 28+ © Haed M3 fenma=t we
(lack the more advanced features) €T I& |

A9 &Y AN 3d ME-BEls A=t AT dUSE BET Irgat 9T (subscription
charge)ddaT UeT I, 3T §% ddt Irgat &F aHI (ongoing subscription cost) MEHBTEIS
Areeend & Ydtee &8 HiJait g At J1

T3 I AEamd € 906 QUT Grg T JE ded’ ad1 JETl Add ME-BES

Aecand § gefenT At J 3T gnd § 98 JIK T9ds ©f 293 J96 BTl HAEd deT
Uer 9, 979 gefenr IfenT S9us gnd Bt We ga=t 9= |
GHad § WTUS SIHCH S Bl m3 JUSTHIT (security and privacy) el Aafen

=TE139 (service provider) '3 It faggq afaer Uer J|

EN

18
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1.4.3 MEBTEIS M3 M&-BTElE nifer 28w €F 3BT (Offline Vs Online Office Tools):
JoT f&3T U8 MesTEts M3 ME-FEls mrfen ¢od fegdd 3%aT & ganfer :

1.feqt evw & =93 B faw fEeade | 1. feqgt e&w & =93 Bt ffedd ¢ FdaHs
JEAHS € Agd3 &dt Uet | & 7gaz Ut J1

2. MBS nirfen g&w 9 gt ereist
afuGeg fAamed & &a® Aedn (local

2. M&-BEe wfen g&w &9 getdf
TEIBT IBEFT AedH I Hed oIt

storage) f@9 AeT It ATEHT TS| "t I |

3.3E1s fige €n Faw dfu@es I IF | 3, eEist & ot &9 fan <t Aqr 3 afa
SIS0t AT AT 95 fAr Qua @uat & | F =Ifemm A Aaer I falfa st
Hed 13T fapuT g J1 MTE-BTEE Hedd MistdT 3 wWeg

SSPT HEPHT TS |

4. TEST MATST F BT &I1 a3t AT
Aaedt| ST fag (Third party) g&a <t
93 &% I TEIBT § I 5 Hd A3T

4. TEBT & MATST 57 HMd 3T AT AAET
g fa@fa fegst nust f&g et §
A3 I35 BEr fesfg®se (inbuilt)

AT AT J| HURST Hge Jet 95 |
5. feat wun &9 sEET IRt SRS 3 | 5 fagt Hun S FETET et eEST 3
Jd HA< | 378 oH dd AJE I5 |

6‘@?’333: MS Word, Excel, PowerPoint
e

6. 8¥9d=: Google Docs, Google Sheets,
Google Slides M|

2U% 1.1 MEHTEIS M3 ME-BEls nifeH o €9 I8aT

1. FAEeadd YIII™HT € AHT J€ I& o THd § dF UTH oH Jd6 © AHdE 9679« I6 AT
dfuged & Mmude J9% Bet T3 A IS |
2. fAveH Aree=wg fAder YaMt € AHY J€ & # dfufedt § mrude J96, deds

mm@@weﬂwrﬁﬁﬁmmm%vgw@zmm%aﬁmﬁa?ﬂ

3. MUBIIHG ATEeenEd & WS-Urd MUBIaHsH 1 Jfde 6| feu Areeamad »H
39 3 GHdd BT UTH 91 d9& BT f3arets i3 e ¢ I&5 |
4. BT WMUBIIHE Aeeandd o Gad & OFe fauiiz ge3dt an-aw, fAas fa ens=x

famg agaT, Gust § MuSe M3 Haes ddaT, IS H3dT fE9 3er § AITEeT,
UAs<HS T8 niife ot f[Ee AuTfesT aae I8, Bust & wirfen g&w fagr Ater 91

nfen 2%a
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10.

11.

12.

13.
14.

15.

SgAe ITgHe IIPE, Aed M3 WifSe q96 BT T93 AT T Aecnd § <93
LrFrHErfaUTWUl

AU SHIE QT Aeeend I& ¥ Twdd & <¥Bd 3'eT (Tabular Data) 3 MA™ST &%
fﬁ%w@m(analyse)mﬁmﬁéﬂﬁl

Uri&<HS T8 Urdd & ABTEIS i € U {29 Areadt yedfis 995 War s=7ger J1

HBSHIEHT 799 (communication) €7 It fea a1 I faw 9 Su-2y 39+ <1 miaEt
(contents) fA= fa - 2awe, W36, 939, ﬁnﬂim,#eﬂsﬂ@zi;fe%maa&fe%r
fegudt Umacns &g Afgn Ater J1

ME-BTEE mrfen e&a G miTfen 2&w J€ U6 7 29 WusIanat € gu f&g Hoghrr
FISE Hie I |

dY Ma-BEls »ifed & ge3dr-afuled f<e ffe (install) A3 A AT I,
wﬁwmaﬁr@za*hqfemaﬂ?fa?rfﬂaas&tware as a Service (SaaS)
TH ME-FEls IF T93 AT AT IS5 |

J91% 3aH 8 He3 M&-JEls <93-UAng J1 feg sane ge8e w3 ifse d9s
el f8g Lg-U93 ITgHE HamH ¢ MUBIIHS J1

Ae eEI% JOIB San ff9 Gus I Atet I 3wt GF S8 f3g Sy Hew fee an
&d AdE J7 - Editing, Suggesting ™3 Viewing

39T HieH fed He3 Ma-3Tels A SHI% < ¥ WUSIIAS J1

J9T% A%TEs f8d Hes UrAs<ens 2 WUBIaHS J 7 S 9-F'8wd & <93 dde JT
U fe T BT JTscHaN geTge & Ags3 feer J1

J91% 3dA, JEF HieH M3 JO% ASTESH § JO% sdEle 3% = galfg3s

(integrate) 3T fapur T i

yrEs:1 gg-feasut yas:

L

35 fafit feg” fagar nifen e&w €t @egas 37
€. MS Word . Google Slides
€.  MS PowerPoint A. Buiagz A9

1. 35 fafimt fed" faaaT =93-Uine €t @eaae 37
€. Google Docs M. Google Sheets
€.  Google Drive H. MS Excel

111. 35 faftt fed" faaaT gams € mrs-srets mifen ¢& €t Geee &t 37

€. Google Slides M. Google Docs
€.  OpenOffice Writer H. Google Sheets

20
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V. faod Aeeena dfu@ed & Guae a9%, ded® a9s M3 UHffET AHdaer § Suge

&e fsardls dis are 957
€. WuBians Argeemd . fAver Argeana
g JO% € Ms-JEis wifengsd A, Quigs A9
V. e YQdIe™HT €7 AHT J€ J& A Gdd & JEt [SHH aH 996 Gar 9678 € 35 |
S. Aecena ™. JIFeMI
€. IH IHSCIH H. Ugrariiar st

VL. “Anyone with the link” »URS R a9& 3 e »Al JO% SaA fE9 gewet aret

A'e a9 Aae Ti?
€. Viewer (€d9d) . Commenter (fEUStaTa)
€. Editor (3teq) A QuiazAa
YHS:2 U gt Id |

I MHUBIOHS ATSC@MTHE oo, &t fagr Arer J1

. fAFH AEea@Ma@ ™ 393 oo, =% JfuGed Uaarar smr=t fig
foy Ae 751

M. JY-IYIFESATEH BT ..o ATgeamdt €t BT feg m@e g5 |
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