
Windows XP - jkpo;  1 

 

© Comtech Advanced Study Centre                                                      www.comtechonnet.com 

fhk;nlf; ml;thd;];L ];lb nrd;lH  

 

fr;Nrhp NuhL> kzg;ghiw – 621 306 

www.manaparai.in  www.comtechonnet.com 

04332-260062 / 9443301258 

 

COMTECH – Computer Technology 

1993-y; fhk;nlf; ml;thd;];L ];lb nrd;lh; vd;w ngahpy; 

njhlq;fg;gl;lJ. kzg;ghiwapy; Kjd;Kjyhf fzpg;nghwpia 

mwpKfg;gLj;jpaJ ekJ epWtdkhFk;. kzg;ghiw kw;Wk; mjd; 

Rw;Wtl;lhuq;fspy; fzpg;nghwp tpopg;Gzh;r;rpia Vw;gLj;Jk; Nehf;fj;Jld; 

kzg;ghiw efhpy; Kjy; fzpg;nghwp epWtdkhf cjakhdJ. muR gjpT 

ngw;w ekJ epWtdkhdJ Nfhil fhy gapw;rpfisAk;> Vio 

khzth;fSf;fhd Fiwe;j fl;lzj;jpy; gapw;rpfisAk; mspj;J tUfpwJ. 

NkYk; fzpg;nghwp tpw;gid gphpT kw;Wk; rhpnra;J jUk; trjpiaAk; 

nfhz;Ls;sJ. 

rpwg;gk;rq;fs; 

 jpwikahd mDgtkpf;f Mrphpah;fis nfhz;L gapw;rpaspf;fg;gLfpwJ. 

 Mz;fs; kw;Wk; ngz;fSf;nfd jdpj;jdpahf Neuk; xJf;fg;gl;L 

jdpj;jdp Mrphpah;fisf; nfhz;L elj;jg;gLfpwJ. 

 12 kzpNeuKk; ,aq;Fk; tifapy; midtUk; fw;Fk; trjp 

 khzt khztpfSf;F kl;Lk; ,ytr Internet kw;Wk; Printing trjp 

 

ghlq;fs; 

 Hardware - Assembling, Networking and Troubleshooting. 

 Web designing – (Agency of web service providers). 

 Multimedia – Image Processing, Audio and Video Editing, Animation making 

and cartooning. 

 DTP – Desktop Publishing, flex design, seal and logo design, screen making.  
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Software Development 

 Data Base Administration (DBA) 

 Engineering Designs 

 Geographical information systems (GIS) 

 Bioinformatics systems (BIS) 

 Management information system (MIS) 

 Programming for other corporate and industrial sectors. 

  Languages – BASIC, FORTRAN, COBOL, PASCAL, C, C++, JAVA, C
#
, 

PERL. 

 Certified examinations training for CISCO, Microsoft. 

 OS – DOS, UNIX, WINDOWS, LINUX, MACINTOSH. 

 Certificate course on individual subjects. 

 Share market Analysis. 

 

fzpg;nghwp tpw;gid gphpT 

 jukhd cj;jputhjj;Jld; $ba fzpg;nghwp kw;Wk; fzpg;nghwp 

ghfq;fs; fpilf;Fk; 

 jpwikahd nghwpahsh;fisf; nfhz;L gOjhd fzpg;nghwpfis rhp 

nra;J jug;gLk; 

 Intel, LG, SeaGate, HP kw;Wk; Mercury Nghd;w jukhd 

epWtdq;fspd; tpw;gidahsh;fshd vq;fsplk; 

cj;jputhjj;Jld; $ba fzpg;nghwp kw;Wk; fzpg;nghwp 

ghfq;fis thq;Fk; trjp. 

 Fwpj;j Neuj;jpy; mtuth; ,lq;fSf;Nf nrd;W jpwikahd 

nghwpahsh;fisf; nfhz;L fzpg;nghwpfis rhp nra;J jUk; 

trjp. 

 cj;jputhj fhyk; Kbe;j fzpg;nghwpfSf;F kpff; Fiwe;j 

nrytpy; Service nra;J jug;gLk;. 
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Lesson - 1 

 

tpd;Nlh]; vf;];.gp 

 

 

Windows XP-I njhlq;Ftjw;F  

Start gl;lid mOj;jTk; 

mq;F ekJ fzpg;nghwpapy; cs;s Software-fs; gl;bayplg;gl;Ls;sd. 

mjpy; ehk; jw;nghOJ ,af;fNtz;ba Software kPJ kT]; gl;lid mOj;jTk;.  
 

 

 

fzpg;nghwpapy; cs;s midj;J Software-fisAk; gl;baypl All 

Programs kPJ kT]; gl;lid mOj;jTk;. 
 

mq;F ekf;F Njitahd Software-I Njh;T nra;J nfhs;syhk;. 
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Desktop 
 ehk; fzpg;nghwpapid gad;gLj;Jtjw;fhf xUq;fpizf;fg;gl;l 

#oiyNa Desktop vd;fpNwhk;. mq;F ek; fzpg;nghwpapd; fl;Lg;gLj;Jtjw;fhd 

Program-fs;> kw;Wk; ek; gad;ghl;bw;F Njitahd Software-fSk; njhFj;J 
itf;fg;gl;Ls;sd. 
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Desktop gFjpapy; ehk; gad;gLj;Jtjw;F Njitahd rpy Software-fspd; 

Shortcut-fs; cs;sd. 
 

 

 

ekJ fzpg;nghwpapy; cs;s midj;J Storage Device-fSf;Fk; 
nry;tjw;F gad;gLfpwJ. ,jd;%yk; ehk; fzpg;nghwpapy; Nrkpj;J 
itj;Js;s jfty;fis ngwKbAk;. NkYk; fzpg;nghwpapid 
fl;Lg;gLj;Jtjw;fhd topfSk; ,q;F cs;sd. 

ekJ fzpg;nghwpapy; cs;s midj;J Storage Device 

fSf;Fk; nry;tjw;F gad;gLfpwJ.. Hard Disk, Floppy Disk, 

CD, DVD, PenDrive 

Recycle Bin – fzpg;nghwpapy; ehk; mopj;j File fs; 
,q;F nrd;wilAk; 

,itfs; midj;Jk ; Shortcut vdg;gLk;. ehk; 
mbf;fb gad;gLj;Jk; rpy Software-fspd; 

Shortcut-fis ,q;Nf itj;Jf; nfhs;syhk;. 
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Recycle Bin – fzpg;nghwpapy; ehk; mopj;j midj;J File-fSk; 
,q;F Nrkpf;fg;gLk;. Ntz;Lk;nghOJ kPz;Lk; ,e;j Fg;igj; 

njhl;bapypUe;J (Recycle Bin) ngw;Wf;nfhs;syhk;. 
 

 
 

,itfs; midj;Jk; Shortcut vdg;gLk;. ehk; mbf;fb gad;gLj;Jk; 

rpy Software-fspd; Shortcut-fis ,q;Nf itj;Jf; nfhs;syhk; 

,jd; %yk; ehk; tpiuthf ekf;F Njitahd Software-fis 

nrd;wila KbAk;. Shortcut-fs; ngUk;ghYk; 

milahskplg;gl;Ls;sd. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

,q;fpUe;J ehk; fzpg;nghwpia gad;gLj;j Muk;gpf;fyhk;.  
,jd;%yk; ehk; fzpg;nghwpapy; epWtpAs;s Software-fisAk;> 
fzpg;nghwpia fl;LgLj;Jtjw;fhd Program-fisAk; 
nrd;wilayhk ;. 

Task Bar – ehk; jw;nghOJ gad;gLj;jpf; nfhz;bUf;Fk ; 

Application-fs; ,q;F thpirg;gLjjg;gLfpwJ. xNu 
Neuj;jpy; gy Application-fis gad;gLj;Jk;nghOJ 
ehk; Njitahdtw;iw Njh;T nra;tjd;%yk; me;j 
Fwpg;gpl;l Aplication-w;F clNd nry;yKbAk;. 

jw;nghOJ ,aq;fpnfhz;bUf;Fk; 
Program-fis ,e;j System Tray 
y; fhzyhk; 
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Computer-d; ,af;fj;ij epWj;j 

Computer-I epWj;j Start Button-I Click nra;J Turn Off Computer kPJ 

Click nra;aTk;.  
 

 
 

Stand By vd;gJ Computer-I  jw;fhypfkhf epWj;jpf; nfhs;tjw;fhf. 

Computer-y; VNjDk; Ntiyfs; nra;J nfhz;bUf;Fk; nghOJ ,ilapy; 

jw;fhypfkhf NtW VNjDk; Ntiyfs; nra;a Ntz;bapUe;jhy; Comoputer-y; 

,aq;fp nfhz;bUf;Fk; midj;J Program-fisAk; Close nra;J Computer-Ak; 

epWj;jp kPz;Lk; mtw;iw ,af;Ftjw;F gjpyhf Computer-I jw;fhypfkhf 

epWj;jp kpd;rhuj;ij Nrkpg;gJld;> ehk; nra;j Ntiyfs; midj;Jk; Close 

Mfhky; mg;gbNa kPz;Lk; njhlu Stand By gad;gLfpwJ. kPz;Lk; Computer-I 

,af;f Key Board-y; VNjDk; xU fPia mOj;j Computer kPz;Lk; ,aq;fj; 
njhlq;Fk;. 
 

Computer-I epue;jukhf epWj;j Start Button-I Click nra;J Turn Off 

Computer-I Njh;T nra;aTk;. gpd; tUk; Wi ndow-tpy; 

Turn Off vd;gij Njh;T nra;aTk;. 
 

Restart vd;gJ Computer jdJ ,af;fj;ij epWj;jp kPz;Lk; jhdhfNt 
,aq;f Muk;gpg;gjw;F gad;gLfpwJ. 
 

Computer-y; xt;nthU gadhsUf;Fk; jdpj;jdpahf Account-fs; 

cUthf;fg;gl;bUf;Fk;. mth;fSf;nfd;W ntt;NtW User Name kw;Wk; 

Password-fs; nfhLf;fg;gl;bUf;Fk;.  
 

Computer-y; ek;Kila Ntiyfs; Kbe;j gpwF NtW xUth; ,af;f 

tpUk;gpdhy; Start Button-I Click nra;J mjpy; Log Off vd;gij 
Njh;T nra;aNtz;Lk;.  
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Switch User vd;gJ ehk; Ntiy nra;J nfhz;bUf;Fk;nghONj NtW 

xU User-hpDila Account-y; nrd;W Ntiyfis Kbj;Jf; nfhz;L kPz;Lk; 

Switch User %yk; kPz;Lk; ek;Kila Account-w;F jpUk;gyhk;.  
 

Log Off vd;gJ ek;Kila Account-I KOikahf Close nra;J tpl;L 

NtW xUtUila Account-w;F nry;tjw;F gad;gLfpwJ. 
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Lesson - 2 

My Computer 

 

 My Computer-y; ekJ fzpg;nghwpapy; cs;s jfty; Nrkpg;G gFjpfs; 

(Storage Devices)> fzpg;nghwp fl;Lg;ghl;Lg; gFjp (Control Panel)> ,izg;G 

nfhLf;fg;gl;l fzpg;nghwpfs; (Network Places) Mfpatw;wiwf; fhzyhk; 
 

 My Computer-ia Double Click nra;aTk; my;yJ Start Button-I Click 

nra;J mq;F My Computer-I Njh;T nra;aTk; 
 

 
 
   
 

 

 

 

 

 

 

Folders and Files 

 ekJ fzpg;nghwpapy; cs;s Hard Disk I gy miwfshf gphpj;Jf; 

nfhs;syhk;. mjhtJ C: D:  E:  F: vd gy Drive-fshf gphpj;Jf; nfhs;syhk;> 

mtw;wpy; ek;Kila Filefis Njitahd Drive-fspy; gjpT nra;J 
nfhs;syhk;. 
 

fzpg;nghwpia gw;wpa 
midj;J 
jfty;fisAk; fhz 

fzpg;nghwpapy; 
cs;s Programfis 
ePf;f Nrh;f;f 

,e;j fzpg;nghwpAld; 
,izf;fg;gl;l kw;w 
fzpg;nghwpfis ghh;f;f 

fzpg;nghwpapd; 
fl;Lg;ghl;L gFjpf;F 
nry;y 

ehk; ,Jtiu 
cUthf;fpa 
Nfhg;Gfis ghh;f;f 

C: Drive y; 
Nrkpf;fg;gl;Ls;s 
jfty;fisf; fhz 
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File fis ntWkNd Drive-fspy; Nrkpf;Fk;nghOJ mtw;iw gphpj;jwptJ 

fbdk;. vdNt mtw;iw gy Folder-fis cUthf;fp mtw;wpy; File-fis 

Nrkpf;fyhk;. cjhuzkhf glq;fis Images vd;w Folder-hpYk;> ghly;fis 

Songs vd;w Folder-hpYkhf tifg;gLj;jp itf;fyhk;. 
 

 jw;nghOJ F: drive-I Double Click nra;aTk; mq;F ekf;F 

NjitahdnjhU Folder I cUthf;fTk;. cjhudkhf ehk; tiuaTs;s 

glq;fis Drawings vd;w Folder-d; fPo; itf;f Ntz;Lnkd;why; Kjypy; 

Drawings vd;w Folder I fPo;fz;lthW cUthf;fNtz;Lk; 
 

1. Drive-y; fhypahf cs;s gFjpapy; Mouse-y; Right Button-I Click 
nra;aTk;  

 
 

2. mjpy; tUk; nkDtpy; New-I njh;T nra;aTk; 

3. gpd; tUk; nkDtpy; Folder-I Njh;T nra;aTk;  

 
4. jw;nghOJ Gjpjhf cUthfpAs;s Folder-y; te;Js;s New Folder 

ngaiu Drawings vd khw;wTk;. 

  
kPz;Lk; ,Nj topKiwfis gpd;gw;wp kw;nwhU Folder-Ak; cUthf;fpf; 

nfhs;syhk;. 
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Folder-f;Fs; nry;y Folder-I Double Click nra;aTk; 

Folder-I tpl;L ntspNaw> Folder Window-tpd; Nkw;gFjpapy; cs;s Up 

vd;w  Button-I Click nra;aTk; my;yJ Alt fPiaAk; Left Arrow fPiaAk; 
xUNru mOj;jTk; 
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Folder-d; ngaiu khw;w 
Documents vd;w Folder kPJ Mouse-y; Right Button-I Click nra;aTk; 

tUk; nkDtpy; Rename-I Njh;T nra;aTk; 

 
  (my;yJ) 

Folder-I Click nra;J fPNghh;by; F2 vd;w fPia mOj;jTk;. gpwF Gjpa 
ngaiu ilg; nra;aTk; 
 
Folder I mopf;f 
 Folder-d; kPJ Click nra;aTk; 

Documents vd;w Folder kPJ Mouse-y; Right Button-I Click nra;aTk; 

tUk; nkDtpy; Delete-I Njh;T nra;aTk;  
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 my;yJ fPNghh;by; Delete vd;w fPia mOj;jTk; 

 mopg;gij cWjpg;gLj;Jtjw;fhf Yes vd;w Button-I Click nra;aTk; 
 

 
 

mopf;fg;gl;l Folder jw;nghOJ Computer-y; cs;s Recycle Bin-w;F 
nrd;WtpLk;. xUNtis cq;fSf;F mopf;fg;gl;lit kPz;Lk; Ntz;Lnkd;why; 

Recycle Bin-w;F nrd;W mij kPl;Lf; nfhz;L tuyhk;. 
 

Desktop-y; cs;s Recycle Bin-w;F nrd;W ve;j mopf;fg;gl;l 

File NjitNah mjd;kPJ Mouse-y; Right Button-I Click nra;aTk.; tUk; 

nkDtpy; Restore vd;gij Njh;T nra;aTk;. 

 
clNd me;j File Vw;fdNt ve;j ,lj;jpy; ,Ue;jNjh mNj ,lj;jpy; 

kPz;Lk; itf;fg;gl;LtpLk;. 
 

Recycle Bin-y; cs;s vy;yhNk ,dp epue;jukhf Njitapy;iy vd 

KbT nra;Jtpl;Bh;fs; vd;why; Recycle Bin-I Mouse y; Right Button-I Click 

nra;aTk; gpd; tUk; nkDtpy; Empty Recycle Bin vd;gij Njh;T nra;aTk;.  

 
mopg;gij cWjpg;gLj;Jtjw;f;fhf tUk; Window-tpy; Yes vd;w Button-

I Click nra;aTk;  
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Folder-d; cs; File-fis cUthf;f 

1. Start Button-I Click nra;aTk; 

2. mq;F My Computer-I Njh;T nra;aTk; 

3. My Computer-y; E: I Double Click nra;aTk; 

4. ,dp ,e;j Folder-f;Fs; ekf;F Njitahd File-fis cUthf;fp 
nfhs;syhk;. 

5. ,q;F Mouse-y; Right Button-I Click nra;aTk; 

 
6. mjpy; Text Document vd;gij Njh;T nra;aTk;  

 
7. File f;F Gjpa ngauhf Personal vd ilg; nra;J Enter fPia 

mOj;jTk; 

 
8. mg;gbNa kPz;Lk; xUKiw Enter fPia mOj;jTk; 
9. jw;nghOJ cq;fSf;F Njitahd jfty;fis ilg; nraa;aTk; 
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10. jw;nghOJ ehk; ilg; nra;J itj;Js;s jfty;fis Computer-y; 

Nrkpj;Jitf;f NkNy cs;s nkDtpy; File vd;gij Click nra;aTk;. 

mjpy; Save vd;gij Njh;T nra;aTk;.  
 

 
 

File-I tpl;L ntspNaw nkDtpy; File-I Njh;T nra;J mjpy; Exit-I 

Njh;T nra;aTk;. my;yJ File Window-tpy; Nky; gFjpapy; tyJ Xuj;jpy; 

cs;s Close Button-I Click nra;aTk;. 
  
Folder I efy; vLf;f 

 Folder-d; Nky; Click nra;aTk; 

 Mouse-y; Right Button-I Click nra;J tUk; nkDtpy; Copy 
vd;gij Njh;T nra;aTk; 
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(my;yJ) 
      Edit nkDtpy; nrd;W Copy-I Njh;T nra;aTk;  

 
(my;yJ)  

   fPNghh;by; Ctrl vd;w fPiaAk; C vd;w fPiaAk; xUNru mOj;jTk; 
 

 gpwF ,e;j Personal Documents vd;w Folder-I tpl;L ntspNa tuTk;. 

Official Documents vd;w Folder-f;F nry;yTk;. mq;F Mouse-y; 

Right Button-I Click nra;aTk; tUk; nkDtpy; Paste-I Njh;T 
nra;aTk; 

 
   (my;yJ) 
     

Edit nkDtpw;F nrd;W Paste-I Njh;T nra;aTk;  
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   (my;yJ) 

fPNghh;by; Ctrl vd;w fPiaAk; V vd;w fPiaAk; xUNru mOj;jTk; 
 

,g;nghOJ me;j Folder-d; efyhdJ ,q;Fk; te;J tpLk;. 
 

Nkw;$wpa topKiwfis nra;Ak;nghOJ ,uz;L Folder-fspYNk File-

fs; ,Uf;Fk;. Mdhy; ehk; xU Folder-y; cs;s File-fis kw;nwhU Folder-f;F 
,lkhw;wk; nra;tjw;F  
 

 Folder-d; Nky; Click nra;aTk; 

 Mouse-y; Right Button-I Click nra;J tUk; nkDtpy; Cut vd;gij 
Njh;T nra;aTk;  

 
 
(my;yJ) 
 

      Edit nkDtpy; nrd;W Cut-I Njh;T nra;aTk;  
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(my;yJ)  
   fPNghh;by; Ctrl vd;w fPiaAk; X vd;w fPiaAk; xUNru mOj;jTk; 

 
 gpwF ,e;j Personal Documents vd;w Folder-I tpl;L ntspNa tuTk;. 

Official Documents vd;w Folder f;F nry;yTk; 

mq;F Mouse-y; Right Button-I Click nra;aTk; tUk; nkDtpy; 

Paste-I Njh;T nra;aTk;. 
   (my;yJ) 
    Edit nkDtpw;F nrd;W Paste-I Njh;T nra;aTk;. 
   (my;yJ) 
    fPNghh;by; Ctrl vd;w fPiaAk; V vd;w fPiaAk; xUNru mOj;jTk;. 
 
,g;nghOJ Folder MdJ ,q;F ,lk;ngah;e;J tpLk;. 
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Lesson - 3 

My Documents 
 

 ehk; ekJ fzpg;nghwpapy; Nrkpf;Fk; jfty;fs; tof;fkhf My 

Documents-NyNa Nrkpf;fg;gLk;. My Document-y; gFjpfs; cs;sd. 

My Pictures - ehk; cUthf;Fk; glq;fs; ,ay;ghfNt ,q;F Nrkpf;fg;gLk; 

My Music - ehk; cUthf;Fk; ,ir Nfhg;Gfs; ,q;F Nrkpf;fg;gLk; 

My Videos  - ehk; cUthf;Fk; glf;fhl;rpfs; ,q;F Nrkpf;fg;gLk; 
 

 
 

 

Folder Window-tpy; File-y; cs;s glq;fis rpW rpW glq;fshf Window-

tpNyNa fhl;Lk;nghOJ ehk; xt;nthU File Mf ehk; jpwe;J ghh;f;f 

Ntz;bajpy;iy. mt;thW rpW rpW glq;fshf (Thumbnail) kw;Wk; 

jdpj;jdpahf glq;fshf (Film Strip) Kd;$l;bNa fhl;l Folder Window-tpy; 

Views vd;w Button-I  Click nra;J tUk; nkDtpy; Thumb Nails 

vd;gij Click nra;Ak;nghOJ rpW rpW glq;fshf Folder Window-tpy; 
njhpAk;. 

 
 

Gjpjhf xU Folder I 
cUthf;f 
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Filestrip vd;gij Njh;T nra;Ak; nra;Ak; nghOJ jdpj;jdp glq;fshf 
ghh;f;fyhk;. 
 

 
 
 
Tiles vd;gij Njh;T nra;Ak; nghOJ File-fs; mtw;wpd; kw;w jfty;fshd 
Name> ve;j Software-y; cUthf;fg;gl;lJ> Size Mfpatw;iw fhl;Lk; 
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Icons vd;gij Njh;T nra;Ak;nghOJ File-fis Icon-fshf Folder Window-
tpy; fhl;Lk;. 
 

 
 
List vd;gij Njh;T nra;Ak;nghOJ File-fs; ntWnkd ngaUld; 
gl;bayplg;gLk; 

 
 
Details vd;gij Njh;T nra;Ak; nghOJ File-fs; mtw;wpd; kw;w jfty;fshd 

Name> ve;j Software-y; cUthf;fg;gl;lJ> ve;j Njjp kw;Wk; ve;j Neuj;jpy; 
cUthf;fg;gl;lJ vd;gjid ml;ltizNghy; fhl;Lk;.  
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Lesson - 4 

Pen Drive, Memory Card, CD/DVD 
 

Hard Disk ekJ Computer-NyNa epue;jukhf nghUj;jg;gl;LtpLk;. vdNt 

ek;Kila File-fis vq;NfDk; ntspapy; vLj;Jr; nry;yNtz;Lnkd;why; 

mjw;nfd gy fUtpfs; cs;sd. Cjhuzkhf PenDrive, Memory Card, Zip 

Dirve, Floppy Drive, CD, kw;Wk; DVD 
 
Pen Drive 

 Pendrive gy nfhs;ssTfspy; fpilf;fpwJ cjhuzkhf 1GB, 2GB, 

4GB, kw;Wk; 16GB, MP3 Player, iPod Nghd;witfisAk; Pendrive Nghy 
gad;gLj;jpf; nfhs;syhk;. 

 

Pendrive-I Computer-y; USB Port-y; ,izj;jTld; jhdhf ,aq;f 

Muk;gpj;JtpLk;. Pendrive-y; cs;s File-fis ghhf;fth? my;yJ mjpy; cs;s 

Audio my;yJ Video File-fis ,af;fth? vd;W Nfl;Fk;. ehk; mjpy; Open 

folders to view files vd;gij Njh;T nra;J nfhs;syhk;.  

 
 
my;yJ My Computer-f;F nrd;W Pendrive-I Double Click nra;Njh my;yJ 

PenDrive-I Right Click nra;J tUk; nkDtpy; Open vd;gij Njh;T nra;J 
nfhs;syhk;. 
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tof;fk;Nghy; ekJ Computer-y; cs;s File-fis Copy nra;J Pendrive-y; 

Paste nra;J nfhs;syhk;. PenDrive-y; cs;stw;iw Copy nra;J ekJ 

Computer-y; Paste nra;J nfhs;syhk;. 
 
cjhuzkhf 
 

 My Computer-y; ekJ File cs;s Drive-f;F nry;yTk; 

 File-d; Nky; Click nra;aTk; 

 Mouse-y; Right Button-I Click nra;J tUk; nkDtpy; Copy 
vd;gij Njh;T nra;aTk;  

(my;yJ) 
      Edit nkDtpy; nrd;W Copy-I Njh;T nra;aTk;  

(my;yJ)  
   fPNghh;by; Ctrl vd;w fPiaAk; C vd;w fPiaAk; xUNru mOj;jTk; 

 
 gpwF My Computer-f;F nrd;W Pen Drive-I Mouse-y; Right Button-

I Click nra;J Open nra;aTk;.  

mq;F Mouse-y; Right Button-I Click nra;aTk; tUk; nkDtpy; 

Paste-I Njh;T nra;aTk; 
   (my;yJ) 
    Edit nkDtpw;F nrd;W Paste-I Njh;T nra;aTk; 
   (my;yJ) 
    fPNghh;by; Ctrl vd;w fPiaAk; V vd;w fPiaAk; xUNru mOj;jTk; 
 
vspa topapy; Pen Drive-f;F Copy nra;a 

 My Computer-y; ekJ File cs;s Drive-f;F nry;yTk; 

 File-d; Nky; Mouse-y; Right Button-I Click nra;J tUk; nkDtpy; 

Send To vd;gij Njh;T nra;aTk; gpd; tUk; nkDtpy; ekJ Pen 

Drive-I Njh;T nra;aTk;.  
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File kw;Wk; Folder-fis cUthf;f> ngah; khw;w> mopf;f Kd;$wpa 
topKiwfisNa gpd;gw;wyhk;. 
 

PenDrive, Memory Card, Zip Dirve, Floppy Drive Mfpa midj;jpw;FNk 
,Nj topKiwfis gpd;gw;wyhk;. 
 

Pen Drive my;yJ Memory Card-fspy; Virus jhf;fk; ,Ue;jhNyh my;yJ 

File Nrjg;gLj;jg;gl;L ,Ue;jhNyh mjid Format nra;JtpLtJ ey;yJ. 

 

PenDrive-y; Kf;fpakhd jfty;fs; ,Ue;jhy; Virus Scanner %yk; 

Virus-I ePf;fptpl;L File-fis Copy vLj;Jf;nfhz;l gpwF mtw;iw Format 

nra;J tplyhk;. Vndd;why; Format nra;j gpwF File-fis kPz;Lk; nfhz;L 
tu KbahJ. 
 

Format nra;tjw;FKd; ed;F Nahrpj;j gpwNf KbT nra;aNtz;Lk; 

,y;iyNay;; Storage Device-y; midj;J Folder kw;Wk; File-fis epue;jukhf 
kPl;Lf; nfhz;Ltuhjgb mopj;JtpLk;. 
  

PenDrive, Memory Card, Zip Dirve, Floppy Drive Mfpatw;iw Format 

nra;a Drive-d; kPJ Mouse-y; Right Button-I Click nra;aTk; gpd; tUk; 

nkDtpy; Format vd;gjid nra;aTk;. 
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gpd; tUk; Window-tpy; Start vd;w Button-I Click nra;aTk;. 

 
 

gpd; tUk; vr;rhpf;if Window-tpy; Ok Button-I Click nra;aTk;  

 
 

Pen Drivew;F ngahpl 

tpiuthf Format 
nra;a 
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gpwF tUk; Format Kbe;Jtpl;lij mwptpf;Fk; Window-tpy; OK Button-I 
Click nra;aTk; 
 

 
 
gpwF kPz;Lk; Njhd;Wk; Format Window-y; Close Button-I Click nra;aTk; 
 
 

CD – Compact Disc, DVD – Digital Versatile Disc 

 CD, DVD-fisg; gw;wp Ke;ija ghlq;fspy; tphpthf ghh;j;Njhk;. CD 

kw;Wk; DVD-fis Computer-y; mnjw;nfd;W cs;s Drive-fs; %ykhf 

Computer-f;Fs; nrYj;jpaTld; mtw;wpy; cs;s jfty;fis ifahs;tjw;fhd 

nkD jpiuapy; Njhd;Wk;. ghl;L my;yJ glk; vd;why; Play Option-I Njh;T 

nra;ayhk;. NtW VNjDk; File-fs; vd;why; Browse Files and Folders vd;w 

Option-I Njh;T nra;ayhk;.  
 

CD my;yJ DVD-apy; cs;s File-fis tof;fk;Nghy; Copy nra;J ekJ 

Computer-y; Paste nra;J nfhs;syhk;. 

 

Mdhy; CD kw;Wk; DVD-y; File-fis Write nra;a  NtW 
topKiwfis filgpbf;fNtz;Lk;. 
 

vspa topapy; CD kw;Wk; DVD-apy; rhjhud File-fis Copy nra;a 

 My Computer-y; ekJ File cs;s Drive-w;F nry;yTk; 

 File-d; Nky; Mouse-y; Right Button-I Click nra;J tUk; nkDtpy; 

Send To vd;gij Njh;T nra;aTk; gpd; tUk; nkDtpy; ekJ CD 

Drive-tpid Njh;T nra;aTk;. 
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 clNd System Tray-y; CD-y; File-fs; Write Mtjw;F 

fhj;jpUg;gjw;fhd jftiy fhl;Ltjd; Nky; Click nra;aTk;. 

my;yJ My Computer-f;F nrd;W CD Drive Icon-I Mouse-y; Right 

Button-I Click nra;J tUk; nkDtpy; Open-I Njh;T nra;aTk; 

 ,g;nghOJ ehk; mDg;gpa File-fs; CD drive-y; Write Mtjw;fhf 
kq;fyhd epwj;Jld; fhj;jpUg;gij fhzyhk;. 

 ,g;nghOJ File nkDtpw;F nrd;W Write These Files to CD 

vd;gjid Njh;T nra;aTk;. my;yJ ,lJ Gw Cd Writing Task Pane- 

y; Write these files to Cd vd;gjid Njh;T nra;aTk;. 

 Write Mf Njitapy;iynad;why; Delete temporary files vd;gjid 
Njh;T nra;aTk;. 
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 gpwF tUk; topKiwfspy; CD-f;F xU ngaiu nfhLj;J gpwF 

Next vd;w Button-I Click  nra;aTk;. mLj;J tUk; topKiwapYk;  

Next Button-I Click nra;aTk;. ,Wjpahf File-fs; midj;Jk; Write 

MdTld; Disc MdJ jhdhfNt ntspNa te;JtpLk;. gpwF Finish 

vd;w Button-I Click nra;aTk;. CD-I kPz;Lk; ,af;fp Write Md 

File-fs; cs;sjh vd;gij rhpghh;j;Jf; nfhs;sTk;. 
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Mdhy; CD kw;Wk; DVD-f;F File-fis Write nra;a NtW gy Software-

fSk; cs;sd. 
 

Audio kw;Wk; Video CD my;yJ DVD-f;fis cUthf;f Nero Nghd;w gy 

Software-fs; cs;sd. mtw;wpy; Nero Software %ykhf vt;thW Audio kw;Wk; 

Video File-fis vt;thW Write nra;tJ vd;W ghh;f;yhk;.  
 

Start Button-I Click nra;J All Prorams-w;F nrd;W Nero vd;w nkDtpy; 

Nero Express vd;gjid Njh;T nra;aTk;. 

 
 

Nero Express window jpwf;fg;gLk; 
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Data CD 

 Kjypy; ekJ fzpg;nghwpapy; cs;s File-fis Write nra;a Nero 

Express-y; cs;s Data CD-I Njh;T nra;aTk;. 
 

fzpg;nghwpapy; Nrkpj;Js;s 
Nfhg;Gfis CD my;YJ DVD-y; 
gjpT nra;a 

fzpg;nghwpapy; Nrkpj;Js;s 
ghly;fis CD my;YJ DVD-y; gjpT 
nra;a 

fzpg;nghwpapy; Nrkpj;Js;s 
ghly;fis CD my;YJ DVD-y; gjpT 
nra;a 

xU CD my;yJ DVD-y; cs;stw;iw 
kw;nwhU CD my;yJ DVD-f;F efy; 
vLf;f 
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gpwF Njhd;Wk; Window-y; Add Button-I Click nra;aTk;. 
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,q;F ehk; Copy nra;tjw;fhd File-fis Njh;T nra;J Add button-I 

Click nra;aTk;. ,t;thW Njitahd File my;yJ Folder-fis Njh;T nra;j 

gpwF Close Button-I Click nra;aTk;. 
 

jw;nghOJ ehk; Njh;T nra;j File kw;Wk; Folder-fs; Nero Express 

Window-y; Njhd;Wk; NkYk; mit vt;tsT ,lj;ij CD-y; Mf;fpukpf;Fk; 

vd;gijAk; gr;ir epwj;jpy; fhl;Lk; CD-d; nfhs;sstpw;F Nky; nrd;why; 
mtw;iw kQ;rs; kw;Wk; rpfg;Gepwj;jpYk; fhl;Lk;> mt;thW fhl;Lk; nghOJ rpy 

File my;yJ Folder-fis Njh;T nra;J Remove Button-I Click nra;J 
nfhs;s Ntz;Lk;. 
 

 
 

gpwF Next Button-I Click nra;aTk; 
 

gpwF tUk; Window-y; Write Recorder-y; ek;Kila fzpg;nghwpapy; 

,izj;Js;s CD/DVD Drive-I fhl;Lfpwjh vd;gij cWjp nra;J 

nfhs;sTk; my;yJ mq;F ekJ Drive-tpid Njh;T nra;aTk;. Kjd;Kiwahf 

Write nra;tjhf ,Ue;jhy; Disc-w;F xU ngaiu nfhLf;fTk;. Allow files to 

be added later vd;gjid Enable nra;aTk; mt;thW nra;jhy;jhd; kPjp 

,Uf;Fk; ,lj;jpy; gpwF NtnuhW Kiw File-fis Write nra;a KbAk;. 

(,t;thW CD y; njhlh;e;J ,lk; ,Uf;Fk; tiu xt;nthU KiwAk; 

vOJtjw;F Multi Session CD Wrting vd;W ngah;.) ,y;iynad;why; me;j 

CD-y; kPjp vt;tsT ,lkpUe;jhYk; Write mfhjgb CD-d; nfhs;ssit 
Kbj;JtpLk;. 
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,Wjpahf Burn vd;w Button-I Click nra;aTk;. 
 

File kw;Wk; Folder-fs; ntw;wpfukhf Write MdTld; jpiuapy; Burn 

Process successfully completed vd;W Njhd;Wk; 

 
 

CD/DVD jhdhf ntspNa te;J tpLk;. kPd;Lk; mjid ,af;fpghh;j;J 

jfty;fs; CD-y; cs;sjh vd;gij cWjp nra;J nfhs;sTk;. 

 

xU CD my;J DVD-y; cs;stw;iw mg;gbNa efy; vLf;f Nero 

Express-y; Image, Project, Copy vd;gjid Njh;T nra;aTk;. 
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gpwF tUk; Window-tpy; ek;kplk; ,uz;L Drive-fs; ,Ue;jhy; jfty; 

cs;s CD-I Source Drive-Yk; fhypahf cs;s CD-I Destination Drive-Yk; 
Njh;T nra;aTk; 

 

 xNu Drive kl;Lk; ,Ue;jhy; efy; vLf;f Ntz;ba CD I Drive-y; 

itf;fTk;. Source Drive kw;Wk; Destination Drive ,uz;bYNk xNu Drive-Na 
Njh;T nra;aTk;. 
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gpwF Copy vd;w Button-I Click nra;aTk;. CD-y; cs;s jfty;fis 

fzpg;nghwpapd; Memory-f;F efy vLj;Jf;nfhz;L CD-I ntspNaw;wptpLk; 

gpwF fhypahf cs;s CD-I Drive-y; nrYj;jTk;. ,uz;L Drive-fs; ,Ue;jhy; 

jhdhfNt xU CD-ypUe;J kw;nwhU CD-f;F efnyLj;JtpLk;. CD efnyLj;j 

gpwF Burn process successfully completed vd;W jpiuapy; Njhd;Wk;. 
 

,Nj topKiwfis gpd;gw;wp Audio/MP3/Video CD kw;Wk; DVD fis 
jahh; nra;ayhk;. 
 

Nero Express y; Videos/Pictures vdgij Njh;T nra;J mjpy; Video 

CD-I Njh;T nra;aTk;. 

gpwF Njd;W Window y; tof;fk;Nghy; Njitahd Video File-fis 

Add Button-I Click nra;J Njh;T nra;aTk;. 

 
 

gpwF Next Button-I Click nra;aTk;. gpd; tUk; Window-y; Video CD-

f;fhd nkDtpy; ,lk;ngw Ntz;a Header kw;Wk; Footer-fis nfhLf;fTk;. 
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gpd;tUk; Window-y; CD-f;fhd ngaiu nfhLj;J Burn Button-I Click 

nra;aTk;. Video CD jahuhdTld; Burn process successfully completed vd;W 
jpiuapy; Njhd;Wk;. 
 

ReWritable CD my;yJ DVD Mf ,Ue;jhy; mtw;wpy; cs;s jfty;fis 
mopj;Jtpl;L kPz;Lk; Gjpjhf jfty;fis gjpT nra;J nfhs;syhk;. Vw;fdNt 

cs;s jfty;fis mopf;f Nero Express-y; ,lJ Gwk; cs;s  vd;w 

Button-I Click nra;aTk;. mjpy; cs;s Erase Disc-I Njh;T nra;aTk;.  

 
Erase ReWrtiable Disc vd;w window-tpy; Erase vd;w Button-I Click 

nra;aTk;. 
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Lesson – 5 

Desktop 
 

System Tray  

 System Tray vd;gJ Desktop-d; fPo; tyJ Xuj;jpy; Task Bar-y; cs;sJ. 
,jpy; jw;nghOJ fdpg;nghwpapy; gpd;Gyj;jpy; ,aq;fpf; nfhz;bUf;Fk; 

Application-fSila Icon-fs; tupirg;gLj;jg;gl;Ls;sJ. NkYk; ehs;> Neuk; 

Mfpatw;wpw;fhd Icon kw;Wk; Speaker Volum-fis khw;Wtjw;fhd Icon-fs; 
cs;sJ. 

 
  
 Xyp msit $l;Ltjw;Fk; Fiwg;gjw;Fk; Volume vd;w Icon-I Njh;T 
nra;aTk;. 

 
 

fzpg;nghwpapd; Njjp kw;Wk; Neuj;ij khw;Wtjw;F Date/Time Icon I 
Njh;T nra;aTk; 

 

ekJ fzpg;nghwpAld; kw;w fzpg;nghwpfs; ,izf;fg;gl;Ls;sij 

njhptpf;Fk; Network Icon MdJ jw;nghOJ Network ,izg;G cs;sjh my;yJ 
Jz;bf;fg;gl;Ls;sjh vd;gijAk;> jfty; gwpkhw;wk; ele;J nfhz;bUg;gijAk; 

fhl;LfpwJ.  

 

Windows Desktop Settings 

 Windows XP-d; Background settings-fis khw;w Desktop-d; ntw;wpl 

gFjpapy; Mouse-y; Right Button-I Click nra;aTk;> gpd; tUk; nkDtpy; 

Arrange Icons vd;gJ ekJ Desktop-y; cs;s Icon-fis tupirg;gLj;jp 
mLf;fp itf;fg; gad;gLfpwJ. 
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Properties vd;gJ ekJ Desktop Backgrouund kw;Wk; Display settings-

fis khw;w gad;gLfpwJ. 
 

Desktop-d; ntw;wpl gFjpapy; Mouse-y; Right Button-I Click nra;aTk;> 

gpd; tUk; nkDtpy; Properties-I Njh;T nra;aTk;. 
 

 
 
 
 
 
 

ngah;> msT> tif> 
khw;wk; nra;ag;gl;lit 
Mfpatw;wpd 
mbg;gilapy; 
thpirg;gLj;j 

jhdhfNt Icon-fis 
mLf;fpf; nfhs;s 

Desktop-y; Icon-fis 
kiwf;f/fhl;l 

Desktop-y; 
gad;gLj;jg;glhj Icon 
fis ePf;f 

Windows XP-y; 
Vw;fdNt nkhj;jkhf 
jahh; nra;J 
itf;fg;gl;Ls;s 
Background Settings 

(Themes)-fis 
Njh;e;njLf;f 

Desktop-d; Background-
y; glq;fis 
(Wallpaper) 
khw;wf;nfhs;s  

Computer-I mjpf 
Neuk; njhlh;e;J 
gad;gLj;jhjpUf;Fk; 
nghOJ Screen-y; 
khw;wq;fs; ,y;yhky; 
epiyahf ,Ug;gjhy; 
ntg;gkhfp Screen 
tPdhtij jLf;f 
gad;gLk; Screen Saver-
I Njh;e;njLf;f 

Windows kw;Wk; Button 

mikg;Gfs;> Color> 
Font Mfpatw;iw 
khw;w 

Screen njsptpw;fhd 
msit khw;w 
(Resolution) 
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Desktop-y; Wallpaper-I khw;w 
 Desktop-d; ntw;wplg; gFjpapy; Mouse-y; Right Button-I Click 

nra;aTk;. gpd; tUk; nkDtpy; Properties vd;gij Njh;T nra;aTk;. jpiuapy; 

Njhd;Wk; Display Properties Window-tpy; Desktop vd;w Tab-I Njh;e;njLf;fTk;. 
 

 
 

Browse vd;w Button-I Click nra;aTk;. jpiuapy; fhl;lg;gLk; glj;ij 

Njh;e;njLg;gjw;fhd File Njh;tpw;fhd Window-tpy; Njitahd glj;ij Njh;T 
nra;J nfhs;sTk;. 

Vw;fdNt 
Njh;e;njLf;fg;gl;l 
glq;fspd; gl;bay; 

Gjpa glq;fis 
Njh;T nra;a 

Desktop-d; Color 
I khw;w 

Desktop-y; My 

Computer, My 

Documents, My 

Network Place, 

Internet Explorer 
Nghd;wtw;wpd; 
Icon-fis fhl;l 
my;yJ kiwf;f 
kw;Wk; Icon-fspd; 
glq;fis khw;w  
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gpwF Open Button-I Click nra;aTk;. 
 

 
 
gpwF Apply vd;w Button-I Click nra;aTk; jpiuapy; Njh;T nra;ag;gl;l glk; 

gpd;Gykhf njhpAk;. Position vd;w gFjpahdJ glj;jpid vt;thW jpiuapy; 

mikf;fNtz;Lk; vd;gij KbT nra;ag; gad;gLfpwJ.  ,jpy; 

Center vd;gJ glj;jpid Screen eLtpy; Wall Paper Mf itf;fpwJ.  
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Tile vd;gJ glj;jpid Screen KotJk; mLf;fpitf;fpwJ.  
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Stretch vd;gJ glj;jpid tphpj;J Screen KotJk; tUk; tifapy; itf;fpwJ. 
 

 
 

NtW glk; khw;Wtnjd;why; kPz;Lk; Browse Button-I Click nra;J 

NtW glj;jpid Njh;e;njLj;Jf; nfhs;syhk;. my;yJ Ok Button-I Click 

nra;J Kbj;J tplTk;. njhlh;e;J NtW Tabw;F nry;y Ntz;bapUe;jhy; Apply 

Button-I Click nra;J tpl;L NtW Tab-w;F nry;yyhk;. 
 

 

Screen Saver 

 Computer-I mjpf Neuk; njhlh;e;J gad;gLj;jhjpUf;Fk; nghOJ 

Screen-y; khw;wq;fs; ,y;yhky; epiyahf ,Ug;gjhy; ntg;gkhfp Screen 

tPdhtij jLf;fNt ,e;j Screen Saver gad;gLfpwJ. ,d;iwa fhy 

fl;lq;fspy; tUk; Monitor-fSf;F Screen Saver Njitapy;iy vd;whYk; 

kf;fspilNa kdijf;ftUk; tifapy; gy Screen Saver-fs; 

cUthf;fg;gl;Ls;sjhy; ,d;wsTk; Screen Saver-fs; gad;gLj;jg;gl;L 
tUfpd;wd. 

 

Computer-y; Mouse my;yJ Key board Mfpatw;wpy; VNjDk; ,af;fj;ij 

Vw;gLj;jpdhy; Screen Saver epWj;jg;gl;L kPz;Lk; Computer gioa epiyapNyNa 
,aq;f Muk;gpj;J tpLk; 

 

Desktop-d; ntw;wplg; gFjpapy; Mouse-y; Right Button-I Click 

nra;aTk;. gpd; tUk; nkDtpy; Properties vd;gij Njh;T nra;aTk;. jpiuapy; 

Njhd;Wk; Display Properties Window-tpy; Screen Saver vd;w Tab-I Njh;T 
nra;aTk;.  
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Screen Saver vd;W fhzg;gLk; Combo Box-I Click  nra;aTk;> mq;F 

cs;s Screen Saver gl;baypypUe;J VNjDk; xd;wpid Njh;T nra;J 
nfhs;sTk;. 

 
 

jw;nghOJ Njh;T 
nra;ag;gl;Ls;s Screen 

Saver-y; khw;wq;fis 
nra;a 

jw;nghOJ Njh;T 
nra;ag;gl;Ls;s Screen 

Saver-y; ,af;fpg; ghh;f; 

vt;tsT Neuk; 
Computer ,aq;fhky; 
,Ue;jhy; Screen Saver 
,aq;fNtz;L vd;gij 
Fwpg;gpl 

Scree Saver-I 
epWj;jpaTld; 
WindowXP-d; 
EioTj;jpiu (Logon 

Screen) tuNtz;Lkh 
my;yJ Ntz;lhkh 
vd;gij Fwpg;gpl 
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Preview vd;w Button jw;nghOJ Njh;T nra;Js;s Screen Saver-I 

,af;fpg;ghh;f;f cjTfpwJ> mg;nghOJ Mouse kw;Wk; Key board-I ,af;fhky; 
,Uf;f Ntz;Lk;. 
 

Wait vd;w gFjpapy; Computer vt;tsT Neuk; ,af;fg;glhky; ,Ue;jhy; 

Screen Saver jhdhf ,aq;fNtz;Lk; vd;gij Njh;T nra;ayhk;. 
 

Settings vd;w Button-I Click nra;tjd; %yk; jw;nghOJ 

Njh;e;njLf;fg;gl;Ls;s Screen Saver Njitahd khw;wq;fis nra;J 

nfhs;syhk;. cjhuzkhf 3D Text vd;w Screen Saver-y; ek;Kila ngah; 

tuNtz;Lk; vd;why; Settings Button-I Click nra;aTk;. 

 
 
 

Appearance 
 

Windows kw;Wk; Button mikg;Gfs;> Color> Font Mfpatw;iw 
khw;w Desktop-d; ntw;wplg; gFjpapy; Mouse-y; Right Button-I Click 

nra;aTk;. gpd; tUk; nkDtpy; Properties vd;gij Njh;T nra;aTk;. jpiuapy; 

Njhd;Wk; Display Properties Window-tpy; Appearance vd;w Tab-I Njh;T 
nra;aTk;. 
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Screen Resolution  

Screen-d; njsptw;fhd (Resolution) khw;wq;fis nra;a Desktop-d; 

ntw;wplg; gFjpapy; Mouse-y; Right Button-I Click nra;aTk;. gpd; tUk; 

nkDtpy; Properties vd;gij Njh;T nra;aTk;. jpiuapy; Njhd;Wk; Display 

Properties Window-tpy; Settings vd;w Tab-I Njh;T nra;aTk;. 
 

Windows kw;Wk; 
Button-fspd; 
mikg;ig khw;w 

Desktop kw;Wk; 
mjpy; Njhd;Wk; 
Windows-f;fspd; 
epw;q;fis khw;w 

Desktop-d; 
vOj;Jf;fspd; 
msit khw;w 

nkDtpy; Animation 

kw;Wk; Shadow 

Effect-fis 
nfhz;Ltu 
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Screen Resolution vd;w gFjpapy; Screen njsptpw;fhd mstpid 

nfhLf;fyhk;. Color quality vd;w gFjpapy; Monitor-d; epwq;fSf;fhd 

msTfis nfhLf;fyhk;. gpwF Ok Button my;yJ Apply Button-I Click 

nra;aTk;. jw;nghOJ jpiuahdJ ehk; Njh;T nra;j njsptpy; (Resolution) 
njhpAk;. 
 
 
 

Screen Resolution-
f;fhd mstpid 
khw;w 

epwq;fSf;fhd 
mstpid khw;w 
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Lesson - 6 

Control Panel (Windows fl;Lg;ghl;L miw) 
 
 ek; fzpg;nghwpAld; ,izf;fg;gl;Ls;s Hardware-fis epWtTk; 

mitfis Nkyhz;ik nra;aTk; Control Panel cjTfpwJ. 
 

Start Button-I Click nra;J mq;F Control Panel-I Njh;T nra;aTk;. 

 
 

Control Panel-y; fl;Lg;ghl;Lg; gFjpfs; tifg;gLj;jg;gl;Ls;sd. ,q;F 

Gjpjhf Hardware-fis ,izf;fTk; mtw;iw fl;Lg;Lj;jTk; nra;ayhk;. 

fzpg;nghwpapy; Gjpjhf Software-fis Nrh;f;fTk; ePf;fTk; nra;ayhk;. 
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 Computer-y; Background, Themes kw;Wk;> Taskbar-y; khw;wq;fs; 
nra;tjw;fhd gFjp. 
 

 
 

kPz;Lk; Kjy; gf;fj;jpw;F tu Control Panel Window-tpd; Standard Tool 

bar-y; Back Button-I Click nra;aTk;. 
 

Folder-fSf;fhd 

Settings- fis khw;w 

Display Settings-fis 
khw;w 

Taskbar kw;Wk; Start Menu-
tpy;  khw;wq;fs; nra;a 
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 Network kw;Wk; Internet Connections-fSf;fhd ,af;f fl;lg;ghLfis 
eph;zapf;f gad;gLfpwJ. 
 

 
 Computer Gjpa Program-fis Nrh;f;f ePf;f gad;gLfpwJ 
 

 
  

ve;j Program-I Computer-ypUe;J ePf;f Ntz;LNkh me;j Program kPJ 

Click nra;J mUfpy; tUk; Remove vd;w Button-I Click nra;aTk;. 
 

,lJ gFjpapy; cs;s Add New Programs vd;w Button 

Gjpa Program-I Computer-y; Nrh;f;f gad;gLfpwJ. 
 
 
Window-y; cs;spize;j gFjpfs; rpytw;iw Nrh;f;f ,izf;f Add/Remove 

Windows Components vd;w Button-I Click nra;aTk;. 
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 Xyprhh;e;j fUtpfs; kw;Wk; #oy;fis eph;zapf;f 
 

 
 fzpg;nghwp ,af;f Nkk;ghL kw;Wk; fl;Lg;ghLfSf;fhd gFjp 
 

 
 Printer-fis Gjpjhf ,izf;fTk; kw;w Hardware-fis ,izf;fTk; 
fl;Lg;gLj;jTk; gad;gLfpwJ. 
 

 
 Gjpjhf gad;ghl;lhsh;fis (Users) cUthf;f kw;Wk; ePf;Ftjw;fhd 
gFjp. 
 

 
 Computer-f;fhd jw;Nghija Njjp kw;Wk; Neuk; Mfpatw;iw khw;wp 

mikf;fTk;> Computer ,af;fg; gad;ghl;bw;fhd nkhop Mfpatw;iw Njh;T 
nra;aTk;. ehLfs; rhh;e;j vz;> gzk;> Njjp kw;Wk; Neuk; Mfpatw;iw 
gad;gLj;Jk; Kiwfis Njh;T nra;tjw;fhd gFjp. 
 

 
fz; ghh;it FiwghL cs;sth;fs;> nrtpGyd; FiwghL 

cs;sth;fSf;fhf fzpg;nghwp nray;ghL kw;Wk; Njhw;w mikg;Gfis khw;wp 
mikj;Jf; nfhs;s gad;gLfpwJ. 
 

 
 itu]; kw;Wk; ghJfhg;gw;w Program-fspypUe;J Computer-I ghJfhf;f 
,e;j gFjp gad;gLfpwJ. 
 

User Accounts 

 Computer-y; mtuth;fSf;nfd;W jdpj;jdpahf Settings-fis mikj;Jf; 

nfhs;sTk; mth;fs; cUthf;Fk; File-fis mtuth;fs; kl;Lk; mDFkhW 

nra;aTk; User Acounts gad;gLfpwJ. 
 

 Computer-I ,af;fpaTld; ehk; mDkjpj;Js;s User-fis jpiuapy; 

fhl;Lk; ehk; ekf;F Njitahd Account-I Njh;T nra;J Password-I nfhLj;j 
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gpwNf Windows XP ,aq;f Muk;gpf;Fk;. ,jd; %yk; ehk; cUthf;fpa File-

fis kw;wth;fs; mDfhjthW ghJfhf;fTk;> Computer Settings-fis (Desktop 

Backgrounds, Screen Saver, Software Installation) mtuth;fSf;F gpbj;jthW 
itj;Jf; nfhs;sTk; KbAk;. 
 

Start-I Click nra;J Control Panel-I Njh;T nra;aTk;. mq;F User 
Accounts vd;gjid Click nra;aTk;.  

  
 

 
 

 
 

jpiuapy; Njhd;Wk; User Accounts Window-y; User Accounts vd;gij 

Click nra;aTk;.  
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Gjpjhf xU Account-I cUthf;f Create a new account vd;gij 

Click nra;aTk;. 

 

 
 

Type a name for the new account vd;gjpy; ehk; Gjpjhf cUthf;Fk; 

Account-w;fhd ngaiu nfhLj;J Next Button-I Click nra;aTk;. 
 

Account-y; khw;wq;fs; 
nra;a 

Gjpjhf xU Account-
I cUthf;f 
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gpd; tUk; Window-y; Account Type-I Njh;T nra;aTk;. Adminisrator 

vd;gjd; %ykhfj;jhd ehk; Computer-d; midj;Jg; gFjpfis mDfTk;> 
fl;Lg;gLj;jTk; KbAk;. 
 

 
 

Create Account vd;w Button-I Click nra;aTk;. 
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kPz;Lk; Njhd;Wk; User Accounts window-y; ehk; cUthf;fpa Account-

I Click nra;J ekf;F Njitahd; khw;wq;fis nra;J nfhs;syhk;. 
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Change my password-I Click nra;J ek; Account-w;fhd Password-I 

khw;wpf; nfhs;syhk;. Password Gjpjhf nfhLf;f Create Password-I Click 

nra;J Gjpa Password-I nfhLf;fyhk;. 
 
 

Gjpjhf Password cUthf;f Create new password-I Click nra;aTk;.  

Account ngah; khw;w 

Account-w;fhd Password-I 
khw;w 

Account-w;fhd Password-I 
ePf;f 

Account-w;fhd glj;jpid  
khw;w 

Account Typ- I khw;w Accoun- I ePf;f 
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gpd; tUk; Window-y; Kjy; ,uz;L Text Box-Yk; Gjpjhf 

nfhLf;fTs;s Password-I nfhLf;fTk;. ,Wjpahf Password-I kwe;Jtpl;lhy; 

epidT+l;Lk; tifapy; Password Hint-I nfhLj;J Create Password-I Click 
nra;aTk;. 
 
 

Password-I khw;wk; nra;a  User Accounts window-y; Change the 

password vd;gij Click nra;aTk;. 
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gpd; tUk; Window-y; jw;nghOJ cs;s  Password-I nfhLf;fTk;. 

mLj;Js;s ,uz;bYk; Gjpa Password-I nfhLf;fTk;. ,Wjpahf Password-I 

kwe;Jtpl;lhy; epidT+l;Lk; tifapy; Password Hint-I nfhLj;J Change 

Password-I Click nra;aTk;. 
 

,g;nghOJ Start-I Click nra;J Logoff nra;jhy; ehk;; cUthf;fpa 

Account-fs; gl;baypl;L fhl;lg;gLk;.  
 
 
 

Account-w;fhd gioa 
Password-I nfhLf;fTk; 

Account-w;fhd gjpa Password-
I nfhLf;fTk;. 

Account-w;fhd Password-I 
kwe;Jtpl;lhy; 
epidT+l;Ltjw;fhd Paswword 
Hint-I nfhLf;fTk; 
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ekf;F Njitahd Account-I Njh;T nra;J Pasword-I nfhLj;J 

ek;Kila Account-w;F nrd;W ek;Kila Ntiyfis njhluyhk;. 
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Lesson - 7 

System Properties 

 

Properties of My Computer 

 ekJ fzpg;nghwpapidg; gw;wpa tpguq;fis ngwTk; khw;wq;fs; 

nra;tjw;Fk; Desktop-y; My Computer-y; Mouse-d; tyJ Button-I mOj;jTk; 

gpd; tUk; nkDtpy; Properties vd;gij Njh;T nra;aTk;. 
 

 
System Proprties window jpiuapy; Njhd;Wk;. 
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Generasl tab-y; Operating System gw;wpa tpguq;fs;> ahUila ngahpy; 

gjpT nra;ag;gl;L Operating System thq;fg;gl;Ls;sJ kw;Wk; mjd; Serial 

Number> fzpg;nghwpapd; Proessor Model mjd; Ntfk; kw;Wk; Kjd;ik 

epidtf msT (Main memory - RAM) Mfpait Njhd;Wk;. 
 

Computer Name vd;w Tab-I Njh;T nra;J fzpg;nghwpf;F 
itf;fg;gl;Ls;s ngaiu njhpe;J nfhs;syhk;. 
 

 
 

Hardware vd;w Tab MdJ Computer-y; cs;s ghfq;fs; kw;Wk; 

mtw;wpd ,ay;G epiyfis fhzTk; khw;wTk; nra;ayhk;. Hardware Tab-w;F 

nrd;W mq;F Device Manager-I Njh;T nra;aTk;. 
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Device manager-y; ek; fzpg;nghwpapy; cs;s ghfq;fisAk; mtw;wpd; 
jw;nghOija ,aq;F epiyfisAk; fhdyhk;. 
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Automatic Updates vd;w Tab-I Njh;T nra;J fzpg;nghwpapy; Operating 

System jhdhf Internet thapyhf jdJ Nkk;gl;l gjpg;gpid gjptpwf;fp 
epWtpf;nfhs;SkhW nra;ayhk;. 
 

Gjpjhf ghfq;fs; 
,izf;fg;gl;Ls;sdth vd NjLtjw;F 

Njh;T nra;j fUtpapd; ,af;fj;ij 
epWj;j 

Njh;T nra;j fUtpapd; ,izg;G 
Jz;bf;fg;gLk; 
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Automatics Update epWj;jpNa itj;jpUg;gJ ed;W 
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Lesson – 8 

Utilities 
Accessories 

 Accessories-y; ekf;F Njitahd gpw fUtpfSk; cs;sd. cjhuzkhf 

Calculator, Notepad, Wordpad, Command Prompt, System Tools, Paint 

 

 
 

Accessories -> Calculator 

Start Button-I Click nra;J All Programms-w;F nry;yTk;. mq;F 

Accessories-I Njh;T nra;J tUk; nkDtpy; Calculator-I Click nra;aTk;. 
 

 
 
Accessories -> Paint 

vspikahf glq;fis tiua Paint-I Njh;T nra;aTk;. 
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Audio/Video File-fis ,af;f 
 Start Button-I Click nra;aTk;> All Programmes-w;F Njh;T nra;aTk;> 
Windows MediaPlayer-I Njh;T nra;aTk;. 
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My Computer nrd;W mq;Fs;s ghliy Mouse %ykhf ,Oj;J te;J 

Player-y; tplyhk;. my;yJ ghliy Mouse-y; Double Click nra;ayhk;. my;yJ 

Media Player-y; File Menu-it Click nra;J Open-I njh;T nra;tjd; 
%ykhfTk; ghly;fis ,af;fyhk;. 
 

File Menu-tpy; Save Now Playing List-I Njh;T nra;tjd; %ykhf 

jw;ghOJ ghbf; nfhz;bUf;Fk; ghly;fspd; gl;baiy Save nra;J nfhz;L 
Njitahd nghOJ kPz;Lk; ,Nj gl;baiy ,af;fpf; nfhs;syhk;. 
 

View nkDtpy; Enhancements vd;gjpy; Graphic Equalizer-I Njh;T 
nra;tjd; %ykhf ,iria ek; Njitf;Nfw;g Nkk;gLj;jpf; nfhs;syhk; 

(Sound Effects). 

 
 

Key Board-y; Alt fPiaAk; Enter fPiaAk; xUNru mOj;Jtjd; %yk; 

glj;jpid KO jpiuapy; fhzyhk; (Full Screen). kPz;Lk; Alt fPiaAk; Enter 

ghl cs;s 
ghly;fspd; gl;bay; 
(Play List) 

Player I rpwpajhf 
RUf;fpf; nfhs;s 

ghly; kw;Wk; glq;fis 
,af;f 

,jw;FKe;ija ghlYf;F nry;y 

ghliy epWj;j mLj;j 
ghlYf;F 
nry;y 

Xyp 
msit 
khw;w 

Player I KOj;jpiuf;F 
nfhz;Ltu 
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fPiaAk; xU Nru mOj;Jtjd; %ykhf my;yJ Esc fPia mOj;Jtjd; 

%ykhf glj;jpid rpwpa Window-tpw;Fs; nfhz;L tuyhk;. 
 

 
Progress bar MdJ jw;nghOJ ghly; vJtiu ghbAs;sJ vd;gij 

mwpe;J nfhs;s gad;gLfpwJ. mjpy; tUk; Seek vd;w Button-I ,Oj;J 
efh;j;jp ekf;F Njitahd gFjpapypUe;J ghliy my;yJ glj;ij ,aq;FkhW 
nra;ayhk;.  

 

ghly;fs; ngUk;ghYk; .Mp3, WMV, WAV, Nghd;w Extension-fisf; 

nfhz;l File-fshf fhzg;gLk;. 
 

ghly; my;yhj kw;w xypfs; .WAV, .MID, Nghd;w Extension-fisf; 

nfhz;l File-fshf fhzg;gLk;. 
 

Video-f;fs; ngUk;ghYk; .DAT, .MPG, .AVI, .VOB Nghd;w Extension-

fisf; nfhz;l File-fshf fhzg;gLk; 
 
 

File-fis Njl 
Computer-y; ,ay;ghfNt gy Mapuf;fzf;fhd File-fs; fhzg;gLk;. 

vdNt ek;Kila File-fis Njl Ctrl vd;w fPiaAk; F vd;w fPiaAk; 

xUNru mOj;jTk;. my;yJ Start Button-I Click nra;J mq;F Search-I 

Njh;T nra;aTk;.  
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Pictures, music, or video vd;gij Click nratjd; %yk; Computer-y; 
cs;s glq;fisAk;> ghly;fisAk;> glf; fhl;rpfisAk; Njlyhk;. 

 
 

gpwF tUk; Window-tpy; Pictures Photos vd;gij Njh;Tnra;J gpwF 

Search vd;w Button-I Click nra;aTk;. 

 

glq;fs;> ghly;fs;> xspg;glq;fis 
NjLtjw;F (Audio, Video, Images) 

MS Office %ykhf cUthf;fg;gl;l 
File-fis Njl 

ekf;F Njitahd midj;J File-
fisAk; Njl 

ekJ fzpg;nghwpAld; cld; 
,izf;fg;gl;l kw;w fzpg;nghwpfis 
fis Njl 

Internet-y; ekf;F Njitahd File-fis 
Njl 
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kPz;Lk; Kjy; gf;fj;jpw;F tUtjw;F Back vd;w Button-I ,uz;L 

Kiw Click nra;aTk;.  
 

All file and folders vd;gij Click nra;aTk;.  
 

gpwF tUk; Window-tpy; ehk; NjlNtz;ba File-Ak;> ve;j Drive-y; Njl 
Ntz;Lk; vd;gijAk; njhptpf;fyhk;. 
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.PDF vd;w Extension-I nfhz;Ls;s File-fis kl;Lk; Njl Ntz;Lk; 

vd;why; All or part of the file name: vd;w gFjpapy; *.pdf vd;W nfhLf;f 
Ntz;Lk;. 

 
 

Exam vd;w ngahpid Muk;gkhfTk; pdf vd;gjid Extension 

ngauhfTk; nfhz;Ls;s File-y; May 2009 vd;w thh;j;ij cs;sjh vd;gijAk; 

NjlNtz;Lnkd;why; All or part of the file name: vd;w gFjpapy; Exam*.pdf 

vd;Wk; A word or phrase in the file: vd;gjpy; May 2009 vd;Wk; Look in: 
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vd;gjpy; ve;j Drive-y; Njl Ntz;Lk; vd;gijAk; Fwpg;gpl Ntz;Lk;. gpwF 

Search vd;w Button-I Click nra;aTk;. 
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Lesson  -  9 

fzpdp guhkhpg;G (Computer Maintenance) 
 

nghJthf ehk; fzpdpia gad;gLj;jpa gpd;dH mij rhpahf 

guhkhpg;gJ fpilahJ rhd;whf njhlHe;J ,aq;ff;$ba fzpdpia khjk; 

xUKiwahtJ fz;bg;ghf Maintenance nra;jhf Ntz;Lk;. 

 Temporary File-fis mopj;jy; 

 Defragment nra;jy; 

 Virus Scan nra;jy; 

 fzpg;nghwpapy; gbe;Js;s J}Rfis mfw;wp Rj;jk; nra;jy; 

Temporary file 

 Temporary file vd;gJ ehk; Software-fis Install nra;Ak; nghONjh 

my;yJ gad;gLj;Jk;nghONjh Neubahf Hardisk-y; cs;s C,D,E… Nghd;w 

Drive-fis gad;gLj;Jtjpy;iy khwhf Hard Disk drive-y; Temp vd;w Folder-

y; itj;J gad;gLj;jp gpd;dH ,Wjpahfj;jhd; ehk; NjHe;njLf;Fk; ,lq;fspy; 

Nrkpf;fNth my;yJ Install MfNth nra;fpd;wJ. ,t;thW ,e;j Software-fs; 

gad;gLj;jpa Temporary File-fs; fzpdpahy; mopf;fg;glhky; mg;gbNa tpl;Lr; 

nry;yg;gLfpd;wd. ,jdhy; epidtfj;jpy; $Ljy; Rik Vw;gLfpwJ. ,tw;iw 

jtpHf;f Temp Folder, Recycle Bin kw;Wk; Internet–w;fhd Temporary File-fis 

mbf;fb ePf;fp Rj;jk; nra;jply; Ntz;Lk;. 

 
Hard disk-y; Clean nra;jpl Start Button-I Click nra;J mq;F All 

Programmes-I NjHT nra;aTk;. mq;Fs;s Accessories-y; fhzg;gLk; System 

Tools-y; cs;s Disk Clean Up-I NjHT nra;aTk;. 
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my;yJ My Computer-y; ve;j Disk-I Defragment nra;a Ntz;LNkh me;j 

Drive-I Mouse-y; tyJ Button-I mOj;jTk; mq;F Properties-I NjHT 

nra;aTk;.  
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jpiuapy; Njhd;Wk; Properties Window-y; General Tab-y; Disk Cleanup-I 

NjHT nra;aTk;. 

 
gpwF Njhd;Wk; Window-y; Drive-I NjHT nra;aTk;. 
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jpiuapy; Njhd;Wk; Disk Clean up Window-tpy; ve;nje;j 

Njitapy;yhj File-fis mopj;jpl Ntz;Lk; vd;gij NjHT nra;J OK 

Button-I Click nra;aTk;. 

 

NjHit cWjpg; gLj;Jtjw;fhf Njhd;Wk; Window-tpw;F Yes vd;w 

Button-I NjHT nra;aTk;. 
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Defragmentation 
 
 ehk; njhlHe;J fzpg;nghwpia gad;gLj;Jk;nghOJ ehk; cUthf;Fk; 

File-fSk;> Software-fis gad;gLj;Jk;nghOJ mtw;why; cUthf;fg;gLk; File-

fSk; kw;Wk; Software-fis Install nra;jpLk;nghOJ cUthFk; File-fSk; 

Hard Disk-y; mr;rkaj;jpy; v ;F ,lkpUf;fpd;wNjh mq;nfy;yhk; 

itf;fg;gl;LtpLfpwJ. ,t;thwhf fzpg ;ghwpia mjpf mstpy; ePz;l 

ehl;fshf njhlHe;J gad;gLj;jp tUk;nghOJ xU Software-f;fhd File-fs; 

Hard disk-y; ntt;NtW ,lq;fspy; itf;fg;gl;bUg;gjhy; xt;nthU KiwAk; 

ehk; Software-fis ,af;Fk; nghOJk; mit jdf;Fhpa File-fis Njbf; 

fz;Lgpbj;J g;gpbj;J ,aq;f Muk;gpg;gjw;F mjpf Neuk; MfpwJ. 

fhyg;Nghf;fpy; fzpg;nghwpapd; NtfKk; ntFthf Fiwa Muk;gpf;fpd;wJ. 

 

 ,r;rpf;fiy jtpHj;jpl me;je;j Software-fSf;fhd File-fis 

xUq;fpizj;J xNu ,lj;jpy; itj;jpl cjTk; Defragment vd;w trjpia 

Fiwe;j gl;rk; %d;w khjq;fSf;nfhU KiwahtJ gad;gLj;jp fzpg;nghwpia 

guhkhpj;jply; Ntz;Lk;. 

 

 Start menu-it Click nra;J All Programs-f;F nry;yTk; mq;F cs;s 

Accessories-y; System Tools-y; fhzg;gLk; Disk Defragment-I NjHT nra;jply; 

Ntz;Lk; my;yJ My Computer-y; ve;j Disk-I Defragment nra;a Ntz;LNkh 

me;j Drive-I Mouse-y; tyJ Button-I mOj;jTk; mq;F Properties-I NjHT 

nra;aTk;.  
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jpiuapy; Njhd;Wk; Properties Window-y; Tools Tab-w;F nry;yTk; 

mq;F Defragment-I NjHT nra;aTk;. 

 

 

 

Disk Defragment Window-y; Defrag nra;a Ntz;ba Drive-I NjHT 

nra;J Analyze Button-I Click nra;jpl Ntz;Lk; 
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Defrag KbAk; tiu fzpg;nghwpapy; Ntnwe;j NtiyfisAk; nra;tij 

jtpHf;f Ntz;Lk;. fzpg;nghwp ,af;fj;jpidAk; epWj;jhky; ghHj;Jf; 

nfhs;sNtz;Lk;. 
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Defragment Kbe;j gpwF Njhd;Wk; Window-y; View Report-I Click 

nra;J Defrag Mdjw;fhd KbTfis njhpe;J nfhs;syhk;. 
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Virus 
 
 fzpg;nghwpf;F jPq;fpiof;ff;$ba Programme-fshd Virus Programme-

fs; ekJ fzpg;nghwpf;F gy;NtW ,og;Gfis Vw;gLj;jptplf;$Lk;. ,t;thW 

ekJ fzpg;nghwpf;F jPq;fpio ; f; $ba Njitapy;yhj Programme-fisNa 

Virus Programme-fs; vd;fpNwhk;. (Vital Information and Resources Under Seize) 

 
guTk; topfs; 

1. Internet 

xU rpy ,iza jsq;fis ehk; ghHitapLk;nkhOJ ekf;F 

njhpahkNyNa ek;Kila fzpg;nghwpia Virus-fs; jhf;ff;$Lk;. 

2. Other Computers 

Vw;fdNt Virus cs;s NtW fzpg;nghwpfspy; gad;gLj;jpa 

Pendrive, Memory Card, CD/DVD kw;Wk; Hard disk Mfpatw;iw 

ek;Kila fzpg;nghwpapy; gad;gLj;Jk;nghOJ ekJ 

fzpg;nghwpf;Fk; Virus gutf; $Lk;. 

Virus-My; Vw;gLk; ghjpg;Gfs; 
1. fzpg;nghwpapy; Nrkpj;J itf;fg;gl;Ls;s jfty;fs; 

Nrjg;gLj;jg;gLfpd;wd. 

2. Install nra;ag;gl;Ls;s Kf;fpakhd tpiy kjpg;Gkpf;f Software-fs; 

,aq;fKbahjthW Klf;fg;gLfpd;  

3. fzpg;nghwpapd; Ntfk; Fiwjy; 

4. Internet-d; Ntfk; Fiwjy; 

5. ntspapypUe;J nfhz;L tug;gLk; epidtf ; ;fshd Pendrive, 

Memory Card, CD/DVD kw;Wk; Hard disk-fis mZfKbahjthW 

jLf;fpwJ. 

6. kw;w fzpg;nghwpfSf;Fk; guTjy; 

7. rpy Neuq;fspy; fzpg;nghwpia Kw;wpYk; ,af;fKbahjthW 

Klf;fptpLfpwJ. 
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jtpHj;jpLk; topfs; 
1. fzpg;nghwpapy; Nkk;gLj;jg;gl;l Virus vjpHg;G njhFg;Gfshd 

Antivirus Programme-fis epWtpLjy; Ntz;Lk;. 
 

2. mt;tg;nghOJ fzpg;nghwpapy; Virus ,Uf;fpd;wdth vd;gjid 

Antivirus programme %ykhf Nrhjpj;Jf; nfhs;sNtz;Lk;. 
 

3. NtW fzpg;nghwpfspy; ,Ue;J nfhz;L tug;gLk; epidtf 

rhjdq;fshd Pendrive, Memory Card, CD/DVD kw;wk; Hard disk-

fis Virus ,Uf;fpd;wdth vd;gij Nrhjid nra;J Virus ePf;fpa 
gpwNf gad;gLj;j Ntz;Lk;. 
 

4. Antivirus Programme fSld; ,aq;Fk; Internet Security 
njhFg;gpidAk; NrHj;J epWtpf; nfhs;tjd; %yk; ,izajsq;fs; 

%yk; Virus guTtij jtpHj;jplyhk;. 
 

5. Antivirus programme-fis mt;tg;nghOJ khjnkhUKiwahtJ 
Nkk;gLj;jpf; nfhs;sNtz;Lk;. 

 
cjhuzkhf AVG vd;w Virus Scanner Software-I vt;thW 

gad;gLj;JtJ vd;gjid ,q;F ghHf;fyhk;. 

 Start menu-tpy; All Programmes-I NjHT nra;J mq;F AVG I NjHT 

nra;ayhk; my;yJ Desktop-y; AVG Shortcut-I NjHT nra;J AVG I 

,af;fyhk; my;yJ Systerm Tray-y; AVG Icon-I Click nra;tjd; %ykhfTk; 

AVG-I ,af;fpf; nfhs;syhk;. 
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AVG–I ,af;fpaTld; Njhd;Wk; Window-y; ,lJGwKs;s Computer Scanner-

I NjHT nra;aTk;. 

 

 mg;nghOJ tyJ Gw Window-y; Njhd;Wk; fzpg;nghwp KOtJk; Virus 

Nrhjid nra;aNtz;Lnkd;why; Scan Whole Computer vd;gjid NjHT 

nra;aTk;. Fwpg;gpl;l Disk my;yJ File-fis Scan nra;jpl Scan specific files 

or folders vd;gjid NjHT nra;jpl Ntz;Lk;. 
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 Virus Scanner MdJ fzpg;nghwpapy; KOikahf Nrhjidia 

Kbf;Fk; tiu fhj;jpUf;f Ntz;Lk;. 

Virus ,Uf;fpd;wjh my;yJ ,y;iyah vd;gjid Nrhjidfs; KbTfs; 

%yk; mwpe;J nfhs;syhk;. 

 

 
 

itu]; ,Ug;gpd; mtw;iw gl;baypl;Lf; fhl;Lk;. ePf;fhky; ,Ug;gw;iw 
ePf;fpl mq;F Remove all unhealed infection vd;w Button-I click nra;jplTk;.  
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Pendrive> Memory Card> CD/DVD my;yJ Hard disk-fis NtW 

fzpg;ghwpfspypUe;J nfhz;L tUk;nkhOJ mtw;iw fzpg;nghwpapy; 

,izj;jTlNd ,af;fplNth my;yJ VNjDk; jfty;fis vLf;fNth 

itf;fNth $lhJ. tw;iw Kjypy; KOikahf Virus cs;sjh vd Nrhjpf;f 

Ntz;Lk;. 

  
Pendrive, Memory Card> CD/DVD kw;Wk; Hard disk Nghd;witfis 

fzpg;nghwpapy; ,izj;jTld; My Computer-y; ve;j ngahpy; fhl;LfpwJ 

vd;gjid Kjypy; ghHj;J mjd; gpwF mjd; kPJ Mouse-d; tyJ Burtton-I 

mOj;jTk;. clNd tUk; menu-tpy; Scan with AVG vd;gjid NjHT 

nra;aTk;. AVG-ahdJ Virus ,Ug;gjw;fhd Nrhjidia muk;gpj;J Kbf;Fk; 

tiu fhj;jpUf;f Ntz;Lk;.  

 

Virus midj;ijAk; ePf;fpa gpwNf epidtf rhjdq;fis gad;gLj;j 

Ntz;Lk; xUNtis Virus-I AVG My; ePf;f Kbahtpl;lhy; mr;rhjdj;ij 

fzpg;nghwpapypUe;J vLj;JtplNtz;Lk;. Kf;fpakhd jfty;fs; mjpy; ,y;iy 

vd;why; mtw;wiw Format nra;J tpl;L gad;gLj;jpf; nfhs;syhk;. Kf;fpakhd 

jfty;fs; ,Ug;gpd; NtW Antivirus Programme fspd; %ykhf Virus-I ePf;f 

Kaw;rpf;f Ntz;Lk;. Virus KOikahf ePf;fpa gpwNf mtw;iw gad;gLj;j 

Ntz;Lk; ,y;iynad;why; mjpYs;s Virus MdJ ekJ fzpg;gnhwpf;Fk; 

gutptplf; $Lk;. 

 

Anti Virus Programme-fis mt;tg;nghOJ ,izajsj;jpd; thapyhf 

Nkk;gLj;jpf; nfhs;s Ntz;Lk; Nkk;gLj;jg;gl;lhy;jhd; Gjpjhf tUk; Virus-

fis mtw;why; milahsk; fz;L ePf;f KbAk;. khjnkhUKiwahtJ 

me;je;j Antivirus Programme-fspd; ,iza jsj;jpw;F nrd;W Nkk;gLj;jpf; 

nfhs;s Ntz;Lk; my;yJ ,iza trjp cs;stHfsplkpUe;J Antivirus 

Update-w;fhd File-fis ngw;W Nkk;gLj;jpf; nfhs;sTk;. 

 

AVG-y; Tools nkDtpw;F nrd;W mq;Fs;s Update-I NjHT nra;jhy; 

jhdhf ,izajsj;jpw;Fr; nrd;W Nkk;gLj;jpf; nfhs;Sk;. mNj Tools 

nkDtpy; Update from Directory vd;gij NjHT nra;jhy; ehk; 

kw;wtHfsplkpUe;J nfhz;Lte;Js;s Virus Update file-fs; %ykhf AVG-I 

Update nra;J nfhs;syhk;. 
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Lesson - 10 

Internet 

 
 Internet-y; cs;s jfty;fis ghh;f;f gad;gLk; Software-fis Browser 

vd;W $WfpNwhk;. jw;nghOJ Internet Explorer, Mozilla Fire Box, Opera Nghd;w 

Browser-fs; Internet ghh;g;gjw;F gad;gLj;jg;gLfpwJ. 
 

ekJ Computer-f;F Internet ,izg;G nfhLf;fg;gl;L ,Ue;jhy; kl;LNk Internet 
ehk; ghh;f;fKbAk;. 
 

Start Button-I Click nra;aTk;. mq;F All Programs-I Njh;T nra;aTk;. mq;F 

Internet Explorer-I Njh;T nra;aTk;.  
  

 
 
 

ehk; ghh;f;f Ntz;ba Website Address-I Address Bar-y; Type nra;J 

Enter fPia mOj;jTk; my;yJ Go vd;w Button-I Click nra;aTk;. 

Website Address type 
nra;Ak; gFjp 

jw;nghOJ cs;s ,iza 
gf;fj;jpy; jfty;fis Njl 

ekf;F gpbj;j 
Website-fis 
Nrfhpj;J itj;Jf; 
nfhs;s kPz;Lk; 
mtw;iw ghh;f;f 

,jw;F Ke;ija 
gf;fj;jpw;F nry;y 

mLj;j gf;fj;jpw;F 
nry;y 

Load MFk; Web 

Page-I epWj;j 

nraypoe;j ,iza 
gf;fj;ij kPz;Lk; 
muk;gpf;f 

,jw;F Ke;ija 
gf;fj;jpw;F nry;y 
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Internet-y; jfty;fisj; Njl 
ekf;F Njitahd jfty;fs mlq;fpa Website-d; rhpahd Address 

njhpahj nghOJ jfty;fis Njb jUtjw;nfs;Nw rpy Website-fs; cs;sd 

(Search Engine). cjhuzkhf 

www.google.com 

www.yahoo.com 

www.rediff.com 

www.altavista.com 
 

 
 

Internet-y; ehk; Njl Ntz;ba jfty;fis ilg; nra;J Enter fPia 

mOj;jpaTld; cyf KOtJKs;s midj;J Website-fspypkpUe;J 
jfty;fis Njb gl;baypLk;. 
 



Windows XP - jkpo;  90 

 

© Comtech Advanced Study Centre                                                      www.comtechonnet.com 

 
 

mq;F ehk; Njba jftYf;F nghUj;jkhd ,izg;ig Click nra;J 

ngw;Wf; nfhs;syhk;. Gjpa Window my;yJ Gjpa Tab-y; ehk; Njh;T nra;Ak; 

Website Njhd;w Ntz;Lk; vd;why; Mouse-y; Right Button-I Click nra;J Open 

in New Tab my;yJ Open in New Window-I Click nra;aTk;. 
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Internet-y; glq;fis Njl 
Google y; glq;fis Njl Google Window-d; Nky; ,lJ Xuj;jpy; 

,uz;lhtjhf cs;s Images-I Njh;T nra;aTk;. 
 

 ,g;nghOJ Google Search bar-y; jfty;fis type nra;J Enter fPia 

jl;lTk;. ehk; nfhLj;j jfty;fSf;Fhpa glj;jpid midj;J Website-
fspypUe;Jk; gl;bapypl;L fhl;Lk;. 
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jw;nghOJ Browser window-y; njhpAk; glq;fspy ekf;F gbj;jtw;wpd; 

Mousey; Right Button-I Click nra;J Save Image As vd;w Option-I Njh;T 
nra;J ekJ fzpg;nghwpapy; Nrkpj;Jf; nfhs;syhk;. 
 

Internet gf;fq;fis Nrkpf;f 
 

 Internet-y; njhpAk; jfty;fis mg;gbNa Internet gf;fq;fshfNt 

Nrkpf;f Browser-d; File nkDtpw;F nrd;W Save As..I Njh;T nra;aTk; 

(Mozilla FireFoxy; Save Page As..I Njh;T nra;aTk;). 
 

 Nrkpf;fg;gl;l gf;fq;fs; HTML File-fshf ekJ fzpg;nghwpapy; ,lk; 

ngw;wpUf;Fk; mtw;iw Internet ,y;yhjnghOJ$l ehk; jpwe;J ghh;j;Jf; 
nfhs;syhk;.  
 

 Njitapy;yhj Tab-fis %Ltjw;F Tab-d; tyJ %iyapy; cs;s 

Close Tab vd;w Button-I Njh;T nra;aTk;. my;yJ Ctrl + F4 fPfis xU 
Nru mOj;jTk;. 
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 Internet-y; ,izajsq;fis ghh;f;Fk; nghOJ VNjDk; jlq;fy; 

Vw;gl;L ghjpapy; epd;why; mjid kPz;Lk; nfhz;L tu Keyboard-y; F5 vd;w 

fPia mOj;jTk; my;yJ Internet Explorer vd;why; View-y; Refresh-I Njh;T 

nra;aTk; my;yJ Mozilla FireFox vd;why; View-y; Reload vd;gjid Njh;T 
nra;aTk;. 
  

 Internet-y; ehk; fhZk; gf;fq;fis Print vLf;f Ctrl kw;Wk; P-fPfis 

xd;whf mOj;jTk; my;yJ File nkDtpy; Print-I Njh;T nra;aTk;. 
 

Internet-y; nra;jpfs; ghh;f;f 

 jpdrhp gj;jphpf;iffspy; nra;jpfis ghh;g;gJ Nghy; Internet-Yk; 
nra;jpfis ghh;fyhk;. mjw;nfd;Nw gy ,izaj; jsq;fs; cs;sd. 
 

jkpopy; nra;jpfis ghh;f;f Googley; cs;s nkhopg; gl;baypy; Tamil-I 

Njh;T nra;aTk;. gpwF Google window-d; Nky; gFjpapy; cs;s News 
vd;gjid Njh;T nra;aTk;.  
 

 
 

jw;nghOJ jkpopy; nra;jpfs; Njhd;Wtij fhzyhk;. 
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Internet-y; cyf tiuglq;fis ghh;f;f 
 
cyf ehLfSf;F Neubahf nrd;W ghh;f Kbahj Fiwapid ,iza 

jsq;fs; gy epth;j;jp nra;fpd;wd. mtw;Ws; Google Map, Wikimap Mfpa 
,iza jsq;fs; cyfstpyhd tiuglq;fisAk; Neub fhl;rp 
mDgtq;fisAk; ekf;F jUfpd;wd. 
 

www.map.google.com 

www.wikimapia.org 

 

Google window-d; Nky; gFjpapy; cs;s Maps vd;gjid Njh;T 
nra;aTk;. 
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1. Arrows – Fwpg;gpl;l jpirapy; gazpf;f 
2. Street View – Map-y; cs;s njUf;fis ghh;itapl  
3. Zoom – Map-I nghpjhf;f my;yJ rpwpjhf;f. 

4. Zoom slider -. Map-I nghpjhf;f my;yJ rpwpjhf;f 
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 - Map-y; ehk; trpf;Fk; gFjpapid fhl;Ltjw;F ,e;j Show My 

Location-I Njh;T nra;jTld; tUk; Message Bar-y; Share Location-I Njh;T 

nra;jhy; ek;Kila Ch; Map-y; te;JtpLk;. 
 

 
 
 
 
 
 

 
 

Street Guide 

 Search gFjpapy; ehk; ghh;f;f Ntz;ba Chpd; ngaiu type nra;aTk;. 
 

 Map-y; cs;s Street guide-I ,Oj;J te;J ehk; ghh;f;f Ntz;ba 
gFjpapy; itj;jhy; me;jgFjpapy; c;s;s njUf;fis ehk; ghh;itaplyhk;. 
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cjhuzkhf Eiffel Tower-I type nra;J enter fPia mOj;jpaTld; 

Njhd;Wk; Map-y; User guide MdJ ehk; NjlNtz;ba gFjpapid fhl;Lk; 

me;j Window-y; Street View vd;gjid Njh;T nra;aTk;. 

 
my;yJ Map-y; cs;s Street guide-I ,Oj;J te;J ehk; ghh;f;f 

Ntz;ba gFjpapy; itj;jhy; me;jgFjpapy; cs;s njUf;fis ehk; 

ghh;itaplyhk;.  

me;j gFjpf;Fhpa Street View nfhLf;fg;gl;bUe;jhy; kl;LNk Street guide-I 

miof;fKbAk;  

Map-d; Nky; gFjpapy; Map-I Njh;T nra;jhy; Njh;T nra;jgFjpapd; 

tiuglj;ij ghh;f;fyhk;. my;yJ Sattellite vd;gij Njh;T nra;jhy; me;j 

gFjpapd; Sattellite Image-I ghh;f;fyhk;. Traffic vd;gjid Njh;T nra;jhy; 
Nghf;Ftuj;J topfis ghh;itaplyhk;. 
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Google Books 
 Google-y; Gj;jfq;fis ghh;itaplyhk; rpy Gj;jfq;fis gjptpwf;fKk; 
nra;J nfhs;syhk;. 
 

 Google window-d; Nky; gFjpapy; cs;s Books vd;w ,izg;ig Njh;T 
nra;aTk;. 
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Google window-y; fhl;lg;gLk; Gj;jfq;fis Njh;T nra;J ghh;itaplyhk;. 
 
 

gy ehspjo;fs; jq;fSf;nfd;W jdpNa ,izajsq;fis 
nfhz;Ls;sd. 
cjhuzkhf 

jpdkyh;    - www.dinamalar.com 

jpdkdp    - www.dinamani.com 

jpdj; je;jp    - www.dailythanthi.com 

jpdfud;    - www.dinakaran.com 

khiykyh;    - www.malaimalar.com 

ef;fPud;    - www.nakkeeran.in 

Mde;j tpfld;   - www.vikatan.com 

fy;fp     - www.kalkiweekly.com 
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The Hindu    - www.thehinduonnet.com 

 www.thehindu.com 

India Express    - www.indianexpress.com 

 

Tamilbooks    - www.noolagam.net 

      www.noolaham.com 

Dictionary    - www.dictionary.com 

www.webopedia.com 

www.wikipedia.org 

www.howstuffworks.com 

 
 

Universities in Tamil nadu  - www.tnuniv.ac.in/universities.html 

University of Madras   - www.unom.ac.in 

Bharathiyar University   - www.b-u.ac.in 

Bharathidasan University   - www.bdu.ac.in 

Madurai Kamaraj University   - www.mkuniversity.org 

Periyar University    - www.periyaruniversity.ac.in 

Anna University - Chennai   - www.annauniv.edu 

Annamalai University   - www.annamalaiuniversity.ac.in 

Alagappa University    - www.alagappauniversity.ac.in 

Mother Terasa Women's University  - www.motherteresawomenuniv.ac.in 

Tamil University    - www.tamiluniversity.ac.in 

Thiruvalluvar University   - www.tvuni.org 

Tamil Nadu Open University   - www.tnou.ac.in 

Tamil Nadu Agricultural University  - www.tnau.ac.in 

Tamil Nadu Dr. MGR Medical  

University  - www.tnmmu.ac.in 

Tamil Nadu Physical  

Education and Sports  

University   - www.tnpesu.ac.in 

Anna University – Coimbatore - www.annauniv.ac.in 

Anna University - Tiruchy  - www.tau.edu.in 

 

Colleges in Tamil nadu  - www.collegesintamilnadu.com 

 

  

Government of Tamil nadu  - www.tn.gov.in 

      www.tn.nic.in 

 

Textbook online   - www.textbooksonline.tn.nic.in 

Tenders    - www.tenders.tn.gov.in 

TNPSC    - www.tnpsc.gov.in 

Employment    - www.employment.tn.gov.in 
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Tamil nadu statisticalhandbook - www.tn.gov.in/deptst 

Pension details   - www.agae.tn.nic.in 

TRB     - www.trb.nic.in 

 

Government GO   - www.tn.gov.in/gorders/default.html 

Tamilnadu map   - www.tnmaps.tn.nic.in 

School Education   - www.pallikalvi.in 

UGC     - www.ugc.ac.in 

Manaparai    - www.manaparai.in 

Comtech Computers   - www.comtechonnet.com 

 (Resource Person) 

 

Wikipedia vd;w ,iza jsk; (www.wikipedia.org) vtUk; njhFf;f 
$ba ,ytrkhf gad;gLj;jf; $ba tzpfNehf;fkw;w tpf;fpkPbah 
epWtdj;jhy; toq;fg;gLfpwJ. NkYk; gy nkhopfspYk; Nritfis toq;fp 
tUfpwJ. 
 

http://www.wikipedia.org   - Encyclopedia 

http://ta.wiktionary.org/wiki/   - Tamil Dictionary 

http://ta.wikinews.org/wiki/   - Wiki Tamil News 

http://en.wikiversity.org/wiki/Wikiversity - Wiki University  

http://species.wikimedia.org   - Wiki Species (caphpdq;fs;) 

http://en.wikiquote.org   - Wiki Quotes 

http://en.wikibooks.org   - Wiki Books 

http://ta.wikisource.org/wiki/   - Wiki source (,iiza E}yfk;) 

 

www.wikimapia.org vd;w ,iza jsk; cyfj;jpd; gFjpfis Satellite 

image-fshf toq;FfpwJ. mjpy; ek;Kila gFjpfis Nrh;j;Jf; nfhs;s 
tha;g;Gfis toq;fpAs;sJ. jkpopYk; Nritapid toq;fpAs;sJ. 
 

E-mail 

 cyfpd; ve;j gFjpf;Fk; xU epkplj;jpw;Fs; ek;Kila jfty;fis E-

mail %ykhf mDg;gyhk;. Internety; e-Mail trjpfis ,ytrkhf jUk; rpy 

Websitefs; cs;sd. cjhuzkhf 

www.yahoo.com 

www.gmail.com 

www.rediff.com 

www.hotmail.com 

www.mail.com 

www.ymail.com 

www.in.com 

www.timesofindia.com 
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Internet-y; E-mail Nritia toq;Fgth;fis Mail Server vd;fpNwhk;. 

me;epWtdj;jplk; ekf;nfd;W xU E-mail Kfthpia ngw;Wf; nfhs;fpNwhk;. 

ek;Kila mailfis Nrfhpg;gjw;F ekf;nfd;W jdpNa ,lk; xJf;fg;gLfpwJ. 

ekf;F tUk; mailfs; ek;Kila mail box-y; Nrfhpj;J itf;fg;gLfpwJ. 

ekf;nfd;W xJf;fg;gLk; E-mail Kfthpapy; ehk; Njh;e;njLj;j ngah; kw;Wk; 
Kfthpfis Nrkpf;fyhk;. 
 

 NjitahdnghOJ mail server-d; website-w;F nrd;W ekf;nfd;W 

nfhLf;fg;gl;Ls;s User name kw;Wk; Password-I nfhLj;J Login nra;J 

ek;Kila mail-fis ghh;itapl;Lf; nfhs;syhk;. 
 

E-Mail Kfthpia cUthf;Fk; Kiw  

 cjhuzkhf Google epWtdk; toq;Fk; ,ytr nkapy; Nritahd 

Gmail-y; Gjpjhf E-mail Address vt;thW cUthf;Ftnjd;W fhzyhk;. 
 

www.gmail.com vd;w ,izaj; jsj;jpw;F nry;yTk;. Google window-

Yk; Gmail-w;Fk; ,izg;G nfhLf;fg;gl;Ls;sJ. 
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Gjpjhf Email Account cUthf;f Create an account>> vd;w 
,izg;ig Njh;T nra;aTk;. 
 

 E-mail Account cUthf;Ftjw;F Njitahd jfty;fis 

nfhLg;gjw;Fhpa Window  Njhd;Wk;. 
 

 
 

Kjypy; ek;Kila ngahpd; Kjw;gFjpiaAk;> ,uz;lhtJ gFjpiaAk 
nfhLf;fTk;. 

 

E-mail address-f;fhd ehk; tpUk;Gk; User name-Ak; nfhLf;fNtz;Lk;. 
 

 
 

ehk; nfhLj;Js;s ngahpy; NtW ahWk; E-mail Address 

cUthf;ftpy;iy vd;gjid cWjp nra;J nfhs;s check availability vd;w 

Button-I Click nra;aTk;.  
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ek;Kila ngahpy; cUthf;fKbAk; vd;why;  

vd;w thf;fpak; Njhd;Wk; ,y;iynad;why; ek;Kila ngahpy; E-mail Address 
cUthf;f tha;g;gpy;iy vd;gijAk; rpy khw;Wg; ngah;fisAk; njhptpf;Fk;. 
 

 
gpwF ek;Kila accountd; ghJfhg;G trjpf;fhf ,ufrpa thh;j;ij 

vdg;gLk; Password-I Choose password-y; nfhLf;fTk;. Password-I cWjpg; 

gLj;Jtjw;fhf Password-I kPz;Lk; mLj;Js;s Re-Enter Password gFjpay; 
nfhLf;fTk;. 
 

  
 

User name-Ak; Password-Ak; kwe;J tplf;$lhJ. xU Ntis password-

I kwe;J tpl;lhy; mij epidT+l;Ltjw;jhd Nfs;tp xd;iwAk; mjw;fhd 

gjpiyAk; nfhLj;J tpl;lhy; vd;whtJ xUehs; ek;Kila Password-I kwe;j 
nghOJ ,e;j Nfs;tpia Nfl;L mjw;fhd gjpiy nfhLg;gjd; %yk; 

kwe;Jtpl;l ek;Kila Password-I kPz;Lk; epidT+l;bf; nfhs;syhk;.  
 

 
 

Vw;fdNt VNjDk; E-mail Address ,Ue;jhy; Secondary Mail vd;w 
gFjpapy; tpUg;gkpUe;jhy; nfhLf;fyhk;.  

 
 

Location gFjpapy; ek;Kila ehl;il Njh;T nra;aTk;. 

 
 

gpwF Word Verification gFjpapy; glkhf Fwpg;gplg;gl;Ls;s 

vOj;Jf;fis fPo;g;gFjpapy; cs;s Text Box-y; type nra;aTk;. 
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,Wjpahf  vd;w Button-I mOj;jTk; 
 

ntw;wpfukhf ek;Kila Email account cUthf;fg;gl;Ltpl;lhy; mLj;J 

tUk; Window-y; Show me my account vd;w Button-I Click nra;aTk;. 
 

 
 

clNd ek;Kila Mail MdJ jpwf;fg;gl;LtpLk;. 
 

 
 

mq;F ekf;F te;Js;s Mail-fis fhzyhk;. 
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Mail-fis ghh;j;j gpwF jtwhky; Sign out nra;Jtpl Ntz;Lk; 

,y;iynad;why; NtW ahNuDk; ek;Kila mail Account-I jtwhf 
gad;gLj;jptplf;$Lk;.  

 Window-d; NkNy tyJ gFjpapy; cs;s Sign out-I Click nra;aTk;. 
 

 
Email Address-I cUthf;fpa gpwF ek;Kila Mail Address-I gpwUf;F 

njhptpf;Fk;nghOJ username@mailservername vd;w mikg;gpNyNa $wNtz;Lk;. 

Cjhuzkf rcmohan75@gmail.com vd;W $wNtz;Lk;. 
 

ek;Kila mail-fis vg;nghOjhtJ ghh;f;fNtz;Lnkd;why; Gmail 
jsj;jpw;F nry;yNtz;Lk;. 
 

mq;F Njhd;Wk; Gmail Window-y; Username-Ak; Password-Ak; nfhLj;J 

Sign in vd;w Button-I Click nra;aTk;. 
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Stay signed in vd;gij Enable nra;jhy; cq;fs; user name kw;Wk; 

password-I mNj fzpg;nghwpapy; gjpT nra;J itj;JtpLk;. vdNt 

mLj;jKiw ehk; kPz;Lk; User name, password nfhLf;fhky; NeNu ek;Kila 

mail-I mDfyhk;. ek;Kila nrhe;j fzpg;nghwpahf ,Ue;jhy; kl;LNk 

mjid Enable nra;aNtz;Lk; ,y;iynad;why; NtW ahNuDk; ek;Kila 

mail Account-w;F vspjhf nry;y NehpLk;. 
 

gpwF Njhd;Wk; mail window-y; ehk; ghh;f;fNtz;ba mail-I njh;T 

nra;jhy; mail-y; te;Js;s jfty;fs; fhl;lg;gLk;. 
 

Mail-I ghh;j;j gpwF Back to Inbox vd;w ,izg;ig Njh;T nra;Njh 

my;yJ Inbox vd;w ,izg;ig Njh;Tnra;Njh kPz;Lk; mail list-w;F 
nry;yyhk;. 
 

Google Mail window-d; ,lJ Gwj;jpy; cs;s ,izg;Gfs; mail 

mDg;Gtjw;Fk; mDg;gg;gl;l mailfis ghh;g;gjw;Fk; gad;gLfpwJ. 
 

 
 

Mail mDg;Gtjw;fhd jfty;fis jahh; nra;Ak; nghOJ mope;J 

tplhky; ghJfhf;f Ctrl kw;W S vd;w Key-fis xd;whf mOj;Jtjd; 

%yNkh my;yJ mail box-d; Nky; / fPo; gFjpapy; cs;s Save Now vd;w 

Button-I Click nra;tjd; %yNkh Draft;-y; Nrkpj;Jf; nfhs;syhk;. 
 

Gjpjhf mail mDg;g Compose Mail-I Njh;T nra;aTk;. 
 

Gjpjhf mail mDg;gGtjw;F 

Inbox-y; cs;s mail-fis gl;baypl 

,Jtiu mDg;gg;gl;Ls; mail-fis gl;baypl 

gpwF mDg;Gtjw;fhf Nrkpj;Jitj;Js;s  mail-
fis gl;baypl 
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To vd;w  gFjpapy; mDg;g Ntz;ba mail address-I nfhLf;f Ntz;Lk;. 

 

Add Cc (Add Corbon Copy) vd;w mikg;ghdJ ehk; mDg;Gk; mail-I kw;Wk; 
rpyUf;F mDg;;Gtjw;F gad;gLfpwJ. 
 

Add Bcc (Add Blind Carbon Copy) vd;w ,izg;ghdJ Add Cc-I NghyNt 

,e;j mail-I kw;Wk; rpyUf;F mDg;GtJld; ahh; ahUf;nfy;yhk; ,Nj mail 
mDg;gpAs;Nshk; vd;gij mth;fSf;Fs; njhpag;gLj;jhJ. 
 
 

 
Subject vd;w gFjpahdJ mDg;gg;gLk; mail-w;F Title-Mf gad;gLfpwJ. ,e;j 

Tile mth;fsJ Inbox-y; Kjypy; Njhd;Wk;. ,e;j Subject-I ghh;g;gjd; %yk 

Mail Kf;fpaj;Jtj;ij mail-I jpwg;gjw;F Kd;dNu njhpe;J nfhs;syhk;. 
 

Attach Files vd;w ,izg;ig Njh;T nra;J ehk; Vw;fdNt Nrkpj;J 

itj;Js;s Nfhg;Gfis mail-y; ,izj;J mDg;gyhk;. 
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mjidj; njhlh;e;Js;s Draft window-y; ehk; mDg;g Ntz;ba 

jfty;fis Type nra;J nfhs;syhk;. 
 

Mail mDg;Gtjw;F KOikahf jahuhdTld; Send vd;w Button-I 

Click nra;aTk;. 
 

Mail nrd;W Nrh;e;jTld; Your Mail Has been sent. vd;w thf;fpak; 

Mail window-y; Njhd;Wk;. 

 
 

Njitapy;yhj mail-fis mopg;gjw;F> mopf;fNtz;ba mail-w;F Kd; 

cs;s Check box-y; milahskpl;l gpwF Delete vd;w Button-I mOj;jTk;. 

 
 

jhdhf tUk; tpsk;guq;fis fhz Spam vd;w ,izg;ig Njh;T 
nra;aTk;. 
 

Google mail window-d; Nky; gFjpapy; cs;s Documents vd;w 

,izg;ghdJ ek;Kila File-fis CD-apNyh my;yJ Pen Drive-tpNyh 

vLj;j nry;y ,ayhj nghOJ Google-d; Documents-y; File-fis Nrkpj;J 

itj;Jf; nfhz;L vq;F nrd;w nghOJk; ek;Kila document-fis 
gjptpwf;fk; nra;J nfhs;syhk;. 

 
 

Gmail-y; ehk; filgpbj;j mNj topKiwfis xU rpy khw;wq;fSld; 

gad;gLj;jp kw;w mail server-fspYk; mail account-fis cUthf;fNth mail-

fis ifahsNth nra;ayhk;. 
 

Chat 
 Chat vd;w trjpahdJ Internet-y; cyfpy; ve;j gFjpapy; 
cs;stUlDk; ehk; Neubahf ghh;j;J ciuahl gad;gLfpwJ. 
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,Wjpahf ehk; gad;gLj;jpa email Kfthpfs; gl;bayplg;gl;Ls;sjpy; 

VNjDk; xd;iw Njh;T nra;Njh my;yJ Invite a friend vd;w ,izg;gpy; NtW 
ed;gh;fSf;F miog;G tpLj;J vOj;J %ykhd ciuahliy njhluyhk;. 
 

Video Chat-w;F Gmail Window-d; ,lJ fPo; gFjapy; cs;s Try video 

chat vd;w ,izg;ig Njh;T nra;aTk;.  
 

gpwF tUk; Window-y; Voice and Video chat ,y;iy nad;why; Install 

Voice and Video Chat vd;w Button-I Click nra;aTk;. 
 

Internet-y; ehk; ve;nje;j website-fis ,Jtiu ghh;j;NjhNkh mit 

Recent History-y; Nrkpf;fg;gl;L Address bar-y; ehk; VNjDk; xU vOj;ij 

mOj;jpaTld; mitfis gl;baypl;LtpLk;. mtw;iw mopg;gjw;F Mozilla 

FireFox browser-y; Tools menu-tpw;F nrd;W Clear Recent History-I Njh;T 
nra;aTk;.  

 
gpwF tUk; Clear Recent History vd;w Window-y; Clear Now vd;w 

Button-I Click nra;aTk;. 
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Internet Explorer-I gad;gLj;jpdhy;> Tools nkDtpw;F nrd;W Delete 

Browsing History-I Njh;T nra;aTk;. 
 

 
 

gpwF Njhd;Wk; Delete Browsing Histroy vd;w Window-y; Delete All… 

vd;w Button-I Click nra;aTk;. 
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ekf;F gpbj;j my;yJ mbf;fb gad;gLj;Jk; ,izaj; jsq;fis 

vspjhf mDFtjw;F Mozilla FireFox-y; Book marks vd;w trjpAk;> Internet 

Explorer-y; Favorites vd;w trjpAk; nfhLf;fg;gl;Ls;sJ. 
 

Mozilla FireFox Browser-y; jw;nghOJs;s ,izaj; jsj;ij Bookmark 

nra;a Menu bar-y; cs;s Bookmarks-I Njh;T nra;aTk; gpwF Book mark 

this page vd;gjid Njh;T nra;aTk;.  
 

gpwF tUk; Window-y; Done vd;w Button-I Click nra;aTk;.  

 
 

,t;thW Nrkpf;fg;gl;l gf;fq;fSf;F kPz;Lk; nry;y Menu bar-y; cs;s 

Book marks-I Njh;T nra;jhy; mq;F ehk; milahskpl;l ,iza gf;fq;fs; 
gl;bayplg;gl;bUf;Fk; mtw;wpy; Njitahd gf;fj;ij Njh;T nra;J me;j 
gf;fj;jpw;F nry;yyhk;. 
 

jw;nghOJs;s ,iza jsj;ij Internet Explore-d; Favorite-y; Nrh;f;f 

Favorites vd;w nkDtpy; Add to Favorite-I Njh;T nra;aTk;.  

gpwF tUk; Window-y; Add vd;w Button-I Click nra;aTk;.  
 

 
 

,t;thW Nrkpf;fg;gl;l gf;fq;fSf;F kPz;Lk; nry;y Menu bar-y; cs;s 

Favorite-I Njh;T nra;jhy; mq;F ehk; Favorite-y; Nrh;j;j ,izag; gf;fq;fs; 
gl;bayplg;gl;bUf;Fk; mtw;wpy; Njitahd gf;fj;ijj; Njh;T nra;J me;j 
gf;fj;jpw;F nry;yyhk;. 


