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E Listened to how parents and elders spoke.
1. ®T M & I T & AMUT TEUT Listened to stories.

T Ul 9T 9T ey War o7? Learnt while playing with friends in childhood.

FIRT B 3= B B T — o7qAT IHa gifeyy | ltwas spoken in the area where we lived in my
§ e w5 4 2 " childhood.

CICR I RCIRED ho i

Heard elders use and tried to imitate them.
Watched TV and movies.

2. 39 <91 ¥ fev v i &7 <Ry I@ﬁlﬂ'ﬁﬁ@ﬁ ‘Communication’ﬂﬁ?ﬂﬁ%,aﬁ?ip:@'%?ﬁ'
BT IR Fhd DA © | IMUDl 349 Fo=l & Aikgey’ iR’ forlRad’ Siforil # dfea1 € | U SeTexT s
foru o fear mar @ |

a.

1’“ ! ®
Spoken form = Written form
-
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3. 7 319 IS e aTed 2?7 FIT 8 S MUYSBT IS de™ & vl 27 -1d HS problems &1 S & —
I problems BT F ST U] IS diet A AHdl © | 39 activity STl & H1J — 8F U BT 3T

A IRW HY V@ B 30 B T activities 9 ST F hi BT | IS TP BIS g I HHSIAT ES
JIEIH | Y |

Shyness

Fear Lack of confidence
m

Lack of vocabulary
Shy!

\
“

Fear of being made fun of | English is difficult

'A\
[ )

Fear of making mistakes | Lack of motivation

S8
- o=y ®
S e
i *® ®
:

¢ \ /

v -

o+ gRvmd WY | 8F 3WTell Tl & 97g $Hd UT IO 37U |
4. 918 Y & Ao OF ardl # mue B W T2 skil § W 2 | - & i g2 § |ar skills o
S e fUwe 9 e § it g

Ride a bicycle

Ride a two wheeler Drive a car

Travel alone from my town/
village to the city by bus

Use a smartphone Chat on WhatsApp

Created a Facebook account

See videos on YouTube from the

Create memes
smartphone

Book movie tickets online

Watch cricket matches online Download apps from google play

TP AN & b oy ol 7 &1 75 g A W BH 9 FH O awgell R fed A gry




5. 31d ARG T TAT skills DI ARIA FIT HRYT AT 1?9 Al § AT HROT g+ SIl 3D {77 STRh
gl

Motivation

Confidence

Purpose

Interest

Effort

Curiosity

Happiness

Prestige

You will notice that all of you have ticked almost all the reasons. %
What does this show? It shows that you are motivated and can learn many new things.

Did you notice that you had to read in English and type English letters when you wanted to download apps,
create Facebook account, download WhatsApp and chat using WhatsApp, store contacts in your mobile, etc.?

O

& IR B 914 & U 9gd [dg UfSd, Tdhear & SRAR H Ugd | Sal YBTE IR SHd SRATRAT Pl qamT,
H 9gd W W S g | IR Ao, ufed 9ga A YuraT & 61T 91 2 O | Si GaR H 9l
DI AR &, A AR AT BT FETS T AATGA 8 |° kTl o F AR Ao Bl |
I WA, IREIA U FHY W UfST & TR Y, o9 ufed Te Alw H | I UfSdT & dH H IR A b
U eTel | Ui fRIedrer, Sous | 3MYed iR WY H Midhel WMew, D! A AT & o |

anTel fam, o9 dfSd SRaR # o, a9 dRaa o gamn & dfed @ wrga — oy ot | dfed 1 ug 9ra
PR B |

dRTeT 7 SRARAT R HeR BT qaqm@], T AT GREGA H BT, qI AT (U A W & drerd € |
39 FHEH A B ARG Mol € {6 J1g 9 &1 R 98 BT 2 | 399 98 | Wi el © 6 v iR
Ifh @ Aas F BH DIs A1 &g T 9hd ¢ |

6. @y, 319 dled & S Al UR S 84 IS drel I bl & | 37U HAT iR Feamsd &1 7eg
A B AR $T & foIRIY | &1 U A 31 1 81 AP © | U8l 8, IRV & AR W ATS forg
o <7 g 2|

Shyness Try to talk to your friends often.

Share your feelings.

Identify your strengths and be confident.
Mingle with people.

Practise what you want to say.

Improve your vocabulary in the ES class.
Learn how to introduce yourself to people
you are going to meet for the first time.
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7. 9 IR € 39 Tl DI U Siiad # SARA ! Al G {B &g < 2 | AT BT 39 Tl DI AGS
W T TP TR, e R’ H AT Bl ARG il RI—aRT T BT | S @, 8 &R — 4
newspaper UG- ogj Hal — 3 UGl fheH <@ |

One week One month One year

Year
Goal

1
Week Goal
Your Daily Habits

8. 319 career 3R S{Id= H 3MMUDBT Hd—hd TS dI Bl JATIDBAT TS |

“a

RIT 3MTDT AT & — SI—oid 3T U & AU sq T
IH—IY 3MTUBT JTHAITATT TSIT?

KwL e # fau v #9 a1 WRar wee &1 S9N foRd |

@

o IS HGAT IAAT &1 GOl 81 Hball &, 1T Bl AU [Ty U Jel qrell arei=r AT o |
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TR 3R IMSCIAE # 7ok 37 dTell 3H IRl & A DI ofdl I FAl T80 — &9 I8 H |41
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https://bangkok.unesco.org/content/mother-tongue-based-multilingual-education-key-quality-education

https://study.com/academy/lesson/factors-affecting-second-language-acquisition.html




2. 97 foHT07 (Word Building)

@

Y U8 & 3fd H gA 1 Igeg I BN
o Y&l P A=t Aftrl &1 S
« SR naming, action 3iR describing Teai &1

O

ST Tl B F© 3MH AT Bl € — naming (A1), action (fha1),  describing (faRIyom) iR pronoun
(&), Naming words Tl @f<h, AT 9% T 14 N & | Action words ¥ BH ST © b T 83T 3IR
D | Describing words Iea] BN, WY, SMBR FANME BT gfF Hd & | Pronoun &I &4 naming words @1
SITE RIATA aR Fdhd & |

d 1 /ST g 2 d @1 ST ArEanarsdt g0 TSt {9 T RAT?

a. Naming words Dinesh Dinesh is a supervisor.
' Devi Devi is a company secretary.
name — Dinesh, Devi Cuttack Cuttack is in the eastern region.
Indore Indore is an industrial city.
place — Chennai, Mumbai nut Thread the nut and the bolt.
. screw Tighten the screw.
thing — nut, screw &
electricity Electricity is necessary for running a machine.
idea — electricity, heat heat Heat is a form of energy.
b. Action words solder Solder the rods properly.
soldered Mani has soldered the wires to the circuit board.
solder — soldered
clean Clean the shopfloor regularly.
clean —cleaned cleaned They have cleaned the junction box.
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The red wire has to be soldered.
The keys are kept inside the blue box.

Some of the round hooks are mounted on the wall.
Always keep the laptop on a flat surface.

The big laptops are not used anymore.
There are many small pins fixed on the board.

A factory has many buildings.
A few supervisors went to meet the Manager.

The instrument has a smooth finish.
The sand paper has a rough side.

c. Describing words red

blue

colour —red, blue round
flat

h —round, fl

shape —round, flat big

size — big, small small
many

guantity — many, few few
smooth

feel — smooth, rough rough

sound — loud, low loud
low

The engine makes a loud noise when it is switched on.
The suction motor has low noise levels.

d. Pronouns

Common pronouns are he, she, you, me, |, we, they, us, this, these.

He Kumar is pasting the stickers on the box. He is busy.

She Kajol is walking. She wanted to be in the site.

You You must fasten the safety belt while driving in highways.

me, | Give me the bundle. I will leave it in the stock room.

We We can use good quality stainless steel clamps.

They The steel rods have been packed. They have to be transported to the work site.
us We contacted the company. The managers informed us.

It Get the socket. It is needed to wind the wire around the terminal screw.

This This machine needs several components replaced.

these Keep these hooks in the small box.

<
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2. Picture ® TRy TR SRl BT g 1 31T o U R # 9 3T —381eliT SITel &l Ugam
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Hehd 87 A QY MY gl Bl @R/ BN, 3R
R 9 TRl BT WIR ¥, IIAPR IS | L1 J—
0 s 5
The bank is in the Main street. e
There is a in the First street. = =
The school is in the § E E E
The hospital is in the = E SCHOOL E é
The is directly opposite to the Police Station. | Central Avenue
Thereis a in the
The isin the
. The is next to the
The is opposite to the
The is on the right hand side.

j-

S @ - 0o oo

3. 5 fhamel &I ugda 3R 36T Jal 7 ford

push climb cut clean

pull extinguish (putting out fire)

i

"

4. 34 fhametl &7 ugar IR 96T Fal a9 fore

connect welding

install plumbing cutting

=g

—

5. S a¥Rll Bl ggar 3R ST Hel AW ford

round, many, blue, brown, many, rough, small, smooth, shiny

a.

box b. stool

c. nuts d. rocks

6. 39 3l @I G 3R g1 Ael A9 ford

near, clean, beautiful, far, colourful, noisy, open, interested, pretty, dirty
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7. R I W

a. hit the ball so hard that the bat flew away from his hand.
(i) She (i) They (iii) He (iv) It

b. I think enjoy playing outside with your friends.
(i) he (i) she (iii) you (iv) |

c. The dog pulled out Tanya’s shoe before ran away.
(i) you (i) I (iii) they (iv) it

d. enjoys going to the gym every morning.
(i) 1 (i) She (iii) They (iv) We

e. prefer walking home from the factory as all of us live in the same street.
(i) She (i) He (i) We (iv) It

f. is raining again.
(i) It (i) She (iii) He (iv) We

g. applied crease on all the door hinges in her office.
(i) It (ii) She (iii) He (iv) We

h. You can have ice cream after finish your dinner.

(i) we (i) she (iii) you (iv) 1

8. U3, 3R R<h w9 # F8l qd=H WX
she, he, it, they, his

Radha and John were marking a point on the wall. wanted to hit a nail to hang the calendar.
also wanted to hang the calendar immediately. has been lying on the table for a
very long time. John placed the nail on the mark. hit it with a small hammer. As the hammer was
small, Radha was worried that may miss the mark and hit finger. asked him
to be careful.

9. 31} Bl UgA 3N ST A forg

workshop install he automotive
equipment manufacture she organizational
tool touch it hazardous
hazard supply we sanitary
accident injure they skilled
injury fill us dangerous
compressor drain her harmful
material protect him healthy
employee repair I injurious
organization clean me

firm connect this

danger measure these




10 . a] Bl gga 3R I Af g1y

container cylindrical fill
pungent nitrogen dropped
energy tight soft
develop heating drew

dry
we
liquids
they

it

us

he
vapour

Naming words

C

Action words

Pronouns

/

Describing worcls/\

KWL =me § fou v 89 o7 Jar uee &7 S” ford |

@

-

o FET P AR q= ot # dfer ST § — naming, action,describing opronoun-

« Pronoun &I noun & WIH R =9 fhHIT ST IdhdT © |

o I[GT Bl D IUANT I U ST Adbdl © |

©

Extension (optional)

U FART 3R Tl H e arell |l aegall & SISl Ml &l U foled a1g |

https://www.youtube.com/watch?v=0-6q-siuMik&list=PLh7K1tEhkxFOUqPX5Yi-0zEsKJZFhzw-q
https://www.youtube.com/watch?v=UejW-WQpujs&t=44s
https://www.youtube.com/watch?v=0T9xMqvjdLk
https://www.youtube.com/watch?v=pt-cjNaErxI|
https://www.youtube.com/watch?v=nkjKPhleQ5E




3. MY ITeq (Naming Words)

=)

9 U6 & 3id ¥ gH 1 Sewd IR BN

« naming words ®! Y=+ eI

« objects 3R I® AT B YBAT

o S f& f9 UBR TH naming word & faf=T a1ef & Adhd & |

O

Naming Words% BAR 3T IT 941 2ol — T, STTel, faaRi — @ A9 €1 39 A4 &l 81 89 naming
words HEd & | Naming words T ST 3R S8 UgATHT SHBT appropriate noun & ST dgd ST} Bl

g |

H T S/ € ? H 1 S @/ g7 3ATST {7 ARAT?

a. Things around us
Home — wall, door, window, clock, bulb, stove, chair, bed
Classroom — chair, table, bench, desk, blackboard, fan, light, chalk piece, pen, notebook
Playground — bat, ball, ring, skipping rope, net, discuss, javelin, gloves, stick
b. People
Common — police, teacher, conductor, minister, trainer, trainee
Specific — Rahim, Lekha, Sidhu, Paulman, Praveen, Harsha, Kaif, Girija
c. Places
Countries — India, Srilanka, Nepal, Belgium, Thailand, Poland, Denmark, Norway
States —Telangana, Sikkim, Maharastra, Rajasthan, Kerala, Andhra Pradesh
Cities — Chennai, Mumbai, Kolkata, Srinagar, Jaipur, Lucknow, Bengaluru
Towns — Chandrapur, Silguri, Trichy, Mandhya, Davangere, Shillong
Localities — Karol Bagh, Cantonment, Velacherry, Matunga, Kailash Nagar
d. ideas

combustion, conduction, radiation, electrolysis, fomentation, symposium, conference




- roof |
1 bodywork

tape measure (2M) &

utility carve tool | ™

boot
7

screwdrivers 6°100(-)

test pen
screwdrivers 6°100(+)%
blow case

6°combination pliers

safety hammer

2. U1 ST BT Gefl IR | - SRIY | §7 SHTET IR {19! DR gy Aol f1? S st
= ferRay

Place Names of things

Home

Classroom

Library

Bus stand

Grocery store

Mobile shop

Cinema theatre




3. ATy Werd 2! fAU U 3Rl | e BF dTel Wl DI AMYDI IAD! Ael Aol H forg= & | IS8RoT
T 3R W ARBT B

Letters Names Places Things Animals Birds

H Hyder Ali Hyderabad Hammer Hyena Humming bird

4- g AN BT AH ddiY

Roots Branch Leaf Trunk Stem Petal




IS ATEINT

g

5. 3&RT DI TEI e H DR, THT ¥ea I | I8 [T A S aegall & ©, Sl «lg § P 3Tl
gl

(peeler, cutter, water purifier, induction stove, microwave, refrigerator, blender, mixie, steamer, electric kettle,
roti maker, slicer, juicer, grinder, coffee filter)

criekeocor rice cooker utctre

fecofe treilf eplere

ximie Iceris
crmiovewa rngidre
frgreietroar ndutonicit voes
ednbelr taewr uprifeir
uiejcr msteare

tiro kamer leectirc etlkte

6- I ISR 3MMIP IR HBIH AT & — TS 3R g9 A9 forn

a. laid in removing d. 1am used
nuts and bolts. for checking
voltage for

b. I help to insert or
remove screws.

troubleshooting
and diagnosing

c. I help in protecting electrical
the part being components.
removed without e. I replace the
damaging it. basic light bulb

used for working
underneath an

auto.
7. 9] 3R S el N Bl A
a. pole —a band on a finger / something circular in shape
b. pound —a genre of music / a stone
c. ring North or South ends of earth’s axis/a long metal or wood piece
d. right —a season / coiled metal
e. rock — unit of weight / to beat
f. rose — flat piece of wood / to get into a vehicle, plane or ship
g. spring — correct / direction opposite of left
h. board — to have gotten up / a flower
i. tender —to grow tired / a part of a wheel
j. tire —in good health / a source for water in the ground
k. well — gentle / offer of money




8. q{O &l B U A 30 31ef Bl € | 371 el b Jl 31ef gfey |

a. bark — a tree’s outer layer / the sound
the dog makes

b. bat-—
c. bright -
d. circular—

e. current —

f. express —
g. fair —

h. kind -

i. lie—

j. match —

9. fau gu form # Ry ft axqy €, S W forfag

KWL =rd & fou v 89 a7 Jar U9 & SR ford |

* naming words & fh, I, SIS IR AR &1 79 B1d 8

o 39 @I AGE ¥ BA ARp, a%g, OTE AR faRt @1 ggae U €
o FH-FW TP v P Afh / IRG3M S BT A 8 AT 2

©

https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/v

introduction-to-nouns-the-parts-of-speech-grammar-khan-academy

https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/e/

identifying-nouns




4. VYT Teq — Yehdel 3R ggde

(Naming Words — Singular and Plural)

®

9 UG & fd ¥ gA 7 e R HNd

o ST @I plural (@gI@) DA I9d 8

e plural 3R singular (Q_Cb_CEFT) P IfAR DI FASHT

o STYH plural 3R singular &l BT fIE BT AT B |

O

g 1 39 S & b naming word fhT =afth, a%g, ST sIfQ &1 M 8 © | Ife I U il
IHA ST naming word & singular HETT & | AR Afe 980 AT IV 8 I 98 ¥ plural & w9 A
T 2 | 3AfIBaR |, singular words -s, -es, -ie Sie WR plural 39 ST & | -4 fh=il 3resg BI singular
or plural &9 T& &I BIAT B |

Naming word Naming word

in singular in plural

d @1 SIS € P # I S @/ g7 TS H AT ARar?

a. Plurals formed by adding -s
substance - substances
component - components
ingredient - ingredients
object - objects
girl - girls

b. Plurals formed by adding -es
(for naming words ending in ‘s, x, sh, or ch, z’, add -es to form plurals.)

lens - lenses
box - boxes
brush - brushes
torch - torches

quiz - quizzes




IS ATEINT

E

c. Plurals formed by adding -ies after removing ‘y’ - HEAD
lady - ladies sy ‘ 2
body - bodies \ e' SHOULDER(S)
carry - carries NECK
bury - buries
ARM(S)
fairy - fairies HAND(S)
d. Naming words with the same singular and plural forms
equipment - equipment LEG(S)
furniture - furniture FINGER(S)
species - species
sheep - sheep NEZE)
. . FOOT (FEET)
aircraft - aircraft

<

TOE(S)

1. Tl DI U¢ 3R Yga — I8 plural g, AT singular?

Naming words — Singular

Naming words — Plural

Naming words — Singular

Naming words — Plural

nut nuts needle needles —
"'. Ql.- I--‘--_‘__-‘-""'--._‘-‘,___-‘ )

electrician electricians carpenter carpenters
e e
e F

mason masons tailor tailors

hammer l hammers 4\('\ plumber plumbers

welder welders nurse nurses

pipe fitter pipe fitters apprentice @ | apprentices




IS TNl

g

2. 291 ¥ & ¥ naming words &1 <RaT | <ReY @) fd TR plural ereal &) o= Bt 81 el
Bl DR Uy |

Noun —singular

Noun +s

Noun + es

No change

solvent

solvents

torch

torches

furniture

furniture

brush

brushes

pump

pumps

bush

bushes

apparatus

apparatuses

equipment

equipment

building

buildings

screwdriver

screwdrivers

lathe

lathes

bench

benches

plug

plugs

nut

nuts

glass

glasses

clutch

clutches

bolt

bolts

3- 39 <4 ¥ Ry gV vl @ Wel plural form &7 forRay |

Singular Singular+s Singular+ es Singular + ies No change

plug
bench

housefly

furniture

bush

story

nail

equipment

machine
baby

tool

candy




sheep

aircraft

buzz

bury

switch

4. oy wrgl @1 singular 31 plural form Ry | ISR TE@HR, HHE

piece piece materials

switch stock

screws textile

box goods

cliff yard

signs items

bushes gear

constituent hardware

elements kit

things machine

notes particular

details watch

document evidence

ideas facts

papers bus

5. I8 W grid # & wEl U € — 5% gfeu|

CIRCUIT CLAMPS COMPONENT
DEVICES EQUIPMENT FACTORY
FASTEN MAGNET OVERALLS
PRECAUTION ROLL SUSPENSION




Flwm
Q | N
E | D
P | X
G | K
F |
Yy | a
E | G
L | R
s | p
c | P
N | T

6. Ieal DI Fel Ao g (singular 31 plural) iR ¥ fora

tool tools
machine machines
hammer hammers
plier pliers
lathe lathes
glove gloves
helmet helmets
screw screws
mechanic mechanics
switch switches
box boxes
industry industries




E

IS ATEINT

7. singular ¥l @ S99 plural form & ST | SETERVT <@HR, A

Singular Plural

plug\ clutches

clutch \ classes

banana \\ roses

class \ apparatuses

machine \‘ plugs
team bananas
brush machines
rose brushes

apparatus teams

KWL 3T ¥ fou 10 89 a7 IRaT 9949 & S ford |

©

e naming Y&l & &I UHR BId & — plural IT singular.
e Plural @ =T singular Il | &s, &es, R &ie SISHY Bl W B |
o Tt oreg @1 plural d singular form Udh g BIar §

©

U BR [ FATE / ST H W GRGAT DI U I UST g4I | A Pl Al agU singular &, AT plural.
https://www.youtube.com/watch?v=ETzngG8N3AU&t=84s

https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/v/
introduction-to-singular-and-plural-nouns-the-parts-of-speech-grammar-khan-academy

https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/e/plural-and-
singular-nouns




5. fohaTelh Jlsq (Action Words)

®

9 UG & 3id § gH I S R BNl

« action (A vreai B UBAH

« activity T <@EHR, Hel action @ BT UgAT B

« GHSl B! action BT P Il Afh / ¥ BT naming word | HIRT fasam Siar 2 |

O

Action Words

g G Il TANY 3fawT J1erar iy fafy &1 avi wRa €, S 89 action word 9l € | Ig i fafey
IRIRG (ST, W) AT ARG (A1, 9 Q@) 81 Fdhdl g | 97 89 action iR naming word &1
el < 8 a9 & 91a &1 Q1 1ef HHsT o7 Wi 2|

H T S/ € ? H 1 S @/ g7 3ATST {7 ARAT?

A

8% ¥

walk sit down  stand up ﬁ_g_h‘r Action words
E g 6 _:_ hg‘lji to do to have to be
laugh . \tefd play listen - Thlnk run has be
%f > Q; P ¢ & gt_"; W’ listen have is
sing watch tv dance ur'n on [%J?'n off win sheak i ol
SN PN S s
pordl . " )-1'__ o R write are
wr'n‘e open close sleep ‘rhrow away cut _ ﬂy“ connect were
I’lﬁI 1 J w % ﬁ_ '%# dance being

give jump eat drink cook wash

ity 4

talk push pull climb wait

work been




EIJ TSI ARt

<

1. 1 BT <, &R yg=m @1 g7 fharsii &1 f&¥ action word | G&RT SITCT © | 30T UST § | Aal
action word I Ah € |

(flow, play, teach, burn, fly, jog, install, dance, build, service, drive, weld, sow, lift, stich, plant, calculate, fall,
skate, repair)

2. I8 Y& 39 Uzoll H U 2| 3% g Marel |

BORE CONNECT FILE MEASURE
CLEAN DRILL FIX FIT

CuT ERECT CORRECT POSITION
JOIN LEVEL SLIDE PLUMB
SEW TILT PIERCE WORK




H|lL|J|W|C|F|G|H|W]|I Al U I T
K|lU]|B L I O|L|K|F|H]F|M]|I L
O|A|E|X|U|N|N|E|R|W|]U|E] U | I
D| R | L L{G|L|N|JV|]O|S|A]|I T | D
P|1O ]S [ T I O| N| E E|W|S|C|U/|T
S|IA|K|H|N|P|C|G|E|C|L|UJ|JE|N]|L
E I BI|A|G|O|T|P L J T|R|A|E|C
W|X|E|M|R|N I ol J Q| O | E F| D|A
F L{W|R|U]|S E|T|A]|B|N I W | S| T
C I E|P|]A|]L|V]|C LY L| K| Z L | J
D|C|T|S | K]]I PIE|X|E|JO|Q]Q]I F
T|R|K|E|A|B|K|R|O|Y|Z]|P|G|D|P
L J ujlQ|S|V|R|E|D]|R L|N|A|E F
E|C|R|E I PIR|M]|E|T I E L| E|Q
P | C|IA|K|]O|B|T|K|]A|I F{ M| X | S

3. 9radl H action word T EdR, S W I o |

a. The instructor operates the machine.

b. Raghav gave me a gift.

c. The workshop is clean.

d. Jenny has good communication skills.

e. Michael appreciated the workers in the factory.
f. My dad delivered the parcel in time.

g. Mohammed drove to the beach yesterday morning.
h. The dog barked at the strangers.

i. They found a treasure in the garden.

j. It is good to eat an apple every day.

k. She is an efficient worker.

|. Everyone worked towards development.

4. oAt # faU 717 action &1 UgdT, 3R IUYH action word for |

.




E

IS ATEINT

&

af& naming word singular g, @ S9W e action word ¥ singular 81T | 3fR, If¢ naming word plural
g I action word 1 =1 &1 8RIT|
There is + singularnoun  Thereis a book onthedesk.  There isn't + singularnoun  There isn't a pen on the table.
There are + plural noun There are books onthedesk.  There aren't + pluralnoun  There aren't any pens here.
There is + uncountablenoun  There is some milk inthe fridge. ~ There isn't 4 uncountable noun There isn't any juice in the fridge.

==
A T

water

;b

roots need

I
47
1 —
ha 4 are=—3
- leaves green
~ ¢3

sunligh Zﬂlow
s e =
flowers
5. Reh W WX
a. The plumber (is/are) repairing the motor.
b. Electricians (help/helps) to fix electrical problems.
c. The carpenter (are/is) a very good craftsman.
d. The mason (assist/assists) the site engineer.
e. Assistant Surveyors (do/does) not work independently.
f. Zardosi work (looks/look) beautiful.
g. Skilled craftsmen (are/is) in great demand across the world.
h. Knowledge and skill (are/is) the two important areas to focus on.
i. Sachin Tendulkar (has/have) many world records in cricket.
j. India (are/is) the largest democracy in the world.

6. R<h W= R (action or state of being).

(helps, apply, erects, blows, repair, are, install, complained, cuts, are, is, work, is, grows, recruits)

a. Service mechanics washing machines.

b. Plumbers help to pipe lines and motors.

c. Tailors in demand in the exports sector.

d. Automobile service technicians in automobile companies in the manufacturing and

servicing departments.

e. Surface Mount Technology to mount components in electronic devices.

f. The carpenter wooden planks with a circular saw.




g. ITl trainees for internship in industries.

h. BHEL ITl trainees for apprentice training.

i. The pipe fitter scaffolds in the work site.

j. Hard hat a head protection equipment.

k. There plenty of job opportunities for ITl trainees.

|. Inthe current day scenario, knowledge of computers essential for any job.

m. The conductor the whistle.

n. The farmer rice and sugarcane.

0. Joseph and Margaret to the police about the theft in their house.

7. Rh I WX

a. The instructor the trainee to wear the appropriate PPE.

b. The electrician the motor.

c. The trainee the screw in the machine.

d. ITl trainees safety guidelines in the workshop.

e. There many short-term courses in the Handicrafts sector.

f.  NCVT certificate important to get good jobs.

g. Welders safety goggles to protect their eyes.

h. Scaffolds supportive to prevent accidents.

i. Tool box talks in worksites safe work environments.

j. Entrepreneurs to create more jobs.

8. R s W

Nadia, a customer (comes/come) to a mobile showroom. She (looks/look)

at various models. She (like/likes) Samsung 8. She (ask/asks) the sales person

the cost of the phone. The sales person (tell/tells) her that the phone costs Rs. 10000.

Nadia (asks/ask) for models below Rs. 8000. The sales person (show/shows) Nokia

series and other basic models. The models (is/are) not attractive. They (are/is) very

ordinary. Nadia (request/requests) the salesperson the best price for Samsung 8. She also
(asks/ask) for any offers available. The sales person (inform/informs) her that

there (are/is) no discount. The shop (give/gives) a discount of 10 per cent for cash

purchases. Nadia (ask/asks) for a fresh piece. The sales person (give/gives) her a fresh

piece.

KWL =€ ¥ & g H9 a1 diar o &l IR ford |

« action word @RI AT A A HT faa=or wd &

« If& naming word singular &, @ S¥H SireT action word T singular 1T
« If& naming word plural g, @r action word I plural BT |

©

J0 INI—UTE 819 dTel 39 action words &7 forfau

https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-verb/introduction-to-verbs/v/
introduction-to-verbs-the-parts-of-speech-grammar

https://www.youtube.com/watch?v=d41RalZEsfo




6. fohareish Ireg — I (Action Words — Tenses)

9 U6 & 3id § gH 1 S R BN
o O fdb &Y e BH 9T Whd © DI action b FHY wfed gam
o QW B 9T (present), 1 (past) 3R T (progressive) ¥HRI # action word BT wY Faerdl

2
« present @ action word @I past § uRafda &

O

Tense T9ITAT & & 919 # 579 & &1 =41 81 I8 §, 98 $d "icd gg — 9 ¥, g 4 a1 g4 !
FO TeE 3T TC RE TSR BT 10 BRA ©, AR FO IAD! il "l B Gl § A "fed B RET © Al
present & 3R 8 g&I © Al past © |

H T S/ € ? d 1 ST @rEan/ansd g7 3ATST {1 T ARAT?
2%
PRESENT TENSE
Action that is happening now and Happening now

action in progress — Present Tense | eat the apple. 1

I am eating the apple.

PAST TENSE

Action completedis past Tense * Happened in the past

¥
e 4

| ate the apple.




a. Simple Present Tense

Generally True

The sun sets in the west.

Future Timetables

The train leaves at 10
a.m.

Permanent situations

She works at a hospital.

| brush my teeth in the
morning.

Simple Present Tense Action Words
I like fruits. like

A plumber fixes the broken pipes. fixes

| agree with the boss. agree

Metals conduct electricity. conduct

b. Simple Past Tense

Simple Past

!- Regular or Irregular action words

X

-+

Past

o

-

Future
/

Presant

i. BY action words BT ‘ed SIS PN present Kl past # uRafda fdar S Adbar 2 |

Spelling Rules

Most aca%_n words

action words ending in—e

action words ending in—y

J

action words ending in a
vowel + consonant

+ed repair ->repaired
+d Increase ~increased
Dropy + ied Apply >applied

Double the last
letter + ed

Transmit = transmitted




@ TSI A&t

i. BO Tl H ed TEI o], dfed I T iii. BB Rl B past H G BT AT B
spelling 8 g€ Sl 2 | 3T B '
Present Tense | Past Tense
- - Present Tense | Past Tense
build built -
- do did
rise rose
- buy bought
give gave
- go went
drive drove
4. {B UH 4 IR T Sl 98 B A8l — I past AR present & THR Ud T ©
Present Tense Past Tense
fit fit
put put
shed shed
spread spread
bet bet
hit hit
shut shut
broadcast broadcast
set set
Action AR - :
b 4 R T
y HH
¥ |l
Present Tense | extinguish sweep climb cut clean
Past Tense extinguished swept climbed cut cleaned

<

1. T fT 7Y present tense @& &I Pl I IUYH past tense H AATST |

Present tense (happening now) | Past tense (completed sometime ago)
load hunted

come soldered

fit kept

solder cut

keep fitted

hunt loaded

cut came




2. ¥ Y Is Farsey |
Down

1. Present tense of inspected.

3. The electrician the wires to the plug.

5. The carpenter the nail with a hammer

6. Past tense of supply

8. Present tense of applied

|w|

Across

2.1

[ [7]

wv

7. The room is

to my friend this morning

4. Past tense of shut

against cold.

10. Past tense of make

9. My friend me a gift yesterday

Progressive tenses% Sl HeAl §B 9HI ddb 39 ©c &l 8l © 9Pl 99 action word @&
Progressive tense w4 ¥ far Sirdr g | f=il WY 3eq &1 U ®U <9 & oIy, ddel -ing o1 8lal 2 |

Action

Action Word repa_lr COOK solaer .
Action in repairing cooking soldering
progress

(-ing)

a. Present progressive tense

ST "edY aa9E | ge Y& § — S8 present progressive tense

# o fhar SIrar 2 | fer o IS ¥ Ugel am/is/ are 3R 1€ H
-ing SIS << ¥ — 98 present progressive &1 ®U o ofdl & |

| am studying for my exam.

I am fixing the broken chair.

The AC Mechanic is cleaning the Air Conditioner.

The clerk is typing a letter.

“He is walking.”

... means right now,

speak.

he is walking, as we

VN

Past

The software engineers are working on the new software.

The fire fighters are spraying water on the building.

Future

v




IS TNl

E

B. PAST PROGRESSIVE TENSE

J geA] Sl past § {B A dd Hcdl el off I= Past progressive &1 AGE 9 & I © | 5HD
T was/were +ing I BT 2 |

. —\ When my mother called, | was playing in the garden.
Past Continuous . N
| was mending the punctured tyre, when it rained.

I (was/were) + (action word + ing) I

The electrician was checking the fuse, when the power went off.

\‘ When the principal came, the teacher was writing on the board.
1 X When | went, they were packing their bags.
Present The builders were waiting for the blueprint of the building.

Past Future
N /
3. 9 QU a1 ufeu| ST ¥eE present progressive & SHd A @ Wiy, I ST e past

progressive & — S9® HUR AT DI |

Action Action words in Present

Progressive

Action words in Past Progressive

a. l am installing Windows 10 in my | d. | was installing new software in

laptop. my laptop yesterday.
INSTALL b. Jothi .|s installing an app in her ' o .
mobile. e. They were installing firefox in

c. They are installing antivirus in all
the computers.

the office systems.

A

4. TIfIT BT TS fUdT, 8R R dod 91 X & | 31U & WX SIHGT ga18V &I e Odr T &< <&
2 | SSTETT TR, TS |

L

.

Turn off the power. My father is turning off the power.

Allow the bulb to cool. He is allowing the bulb to cool.

Twist the old bulb in the anticlockwise direction. Heis the old bulb in the
anticlockwise direction.

Remove the bulb from the socket. He the bulb from the socket.

Push the new bulb gently into the socket. He

Turn the bulb in the clockwise direction. He

Switch on the power. He

Dispose the old bulb. He




5. 319 Sai Tl Bl past progressive # gefery |

My father ___ turning off the power.

He  allowing the bulb to cool.

He was the old bulb in the anticlockwise direction.
He the bulb from the socket.

He

He

He

He

KWL @ # fou v 39 a7 ARar 9949 &1 SR ford |

@

e Tense ERT 8H action word & ©fed B &1 THI WHI Adhd & present T past T tense &8I &, Sl
flheteTel Teve € iR uC 9@ & |

* Progressive tense S TN &I & HR & Sl IAHM AT DA H Ted B |

©

https://youtu.be/faUvT7zfsyk
https://youtu.be/-PhygbvnoCg
https://www.youtube.com/watch?v=-PhygbvnoCg




=

N

10.

11.

12.

13.

14.

15.

16.

7.59% Bl WG (Recall )

Sending emails to communicate information is a form of

a. spoken communication b. written communication c. oral communication d.voice communication
Which one of the following is not a challenge in learning a language?

a. lack of vocabulary b. lack of confidence c. lack of motivation  d. lack of companion
Which of the following statements is true?

a. Using mother-tongue to learn English can be helpful.

b. Mother-tongue interference is bad.

c. English cannot be learnt through one’s mother-tongue.

d. You should not use mother tongue while learning English.

Of the strategies listed below, which one can help you in setting a goal to learn English?

a. planning short-term for a week b. planning short-term for a month

c. planning short-term for a week, a month and a year d. you can do it without any planning

What is the first step in learning a language?

a. planning b. setting a goal c. sticking to the plan d. buying books
What can one do to overcome shyness?

a. Try to talk to friends often. b. Share feelings.

c. Identify strengths and be confident. d. Avoid meeting friends.

We read and type in English whenever we

a. book tickets for trains or movies b. go out to the beach c. workin lathe d. measure objects
Developing one’s vocabulary can be done through

a. reading newspapers b. watching related videos c. listening to talks d. all of the above

words state the name of a person, place, thing or an idea.

a. Naming words b. Action words c. Describing words d. Pronouns
Which words describe a state, an action and when it happened?

a. Naming words b. Action words c. Describing words d. Pronouns

Which words describe naming words according to colour, shape, size, quantity, feel, sound?

a. Naming words b. Action words c. Describing words d. Pronouns

are words used in the place of naming words.

a. Naming words b. Action words c. Describing words d. Pronouns

Choose the describing word in the sentence “The instrument has a smooth finish”.

a. the b. instrument c. smooth d. finish
‘Kumar is pasting stickers on the box. He is busy.” The pronoun here is

a. Kumar b. pasting c. box d. He
Find the odd word in the following options.

a. Plumber b. Welder c. Fixing d. Fitter
‘Round, many, blue, rough, brown’ are examples of

a. naming words b. action words c. describing words d. pronouns




17. ‘Sarais late today. _ must have missed the bus.” Which word will complete the sentence?
a. He b. Her c. She d. It

18. ‘Organizational, hazardous, sanitary, skilled” are examples of
a. naming words b. action words c. describing words d. pronouns

19.  words are used to refer persons, places, things or ideas.
a. Naming b. Describing c. Action d. Pronouns

20. Pick the naming word that refers to a place.

a. Truth b. Gujarat c. Feel d. They
21. Pick the naming word that refers to an idea.

a. Harry b. Tester c. Honesty d. Chennai
22. Pick the naming word that refers to a thing.

a. Screw-driver b. Swim c. Susan d. Switzerland

23. Which word is an odd one in the given list?

a. Delhi b. Mumbai c. Kolkata d. Experiment
24. Which word is an odd one in the given list?

a. Equality b. Mumbai c. Gratitude d. Friendship
25. Which word is an odd one in the given list?

a. Mahatma Gandhi b. Vallabhai Patel c. Kolkata d. Pandit Nehru
26. Which word refers to both ‘a tree’s outer layer and the sound a dog makes’?

a. park b. bark c. barn d. bite

27. | help to insert or remove screws. Who am |?
a. Hammer b. Screw-driver c. Ammeter d. Pipette
28. Screen, popcorn, projector, air conditioning are all words related to
a. cinema theatre b. school c. bus-stand d. police-station
29. To convert a singular noun into plural, which of the following rule cannot be used?
a. Singular noun +s b. Singular noun +es  c¢. Singular noun +ez d. Singular noun +ies
30. The plural noun for “furniture’ is
a. furnitures b. furnituries c. furniturez d. furniture
31. The plural form for ‘equipment’ is
a. equipment b. equipments C. equipmentes d. equipmenties
32. The singular form of ‘lenses’ is
a.lens b. len c. lense d. lenses
33. The plural form of ‘quiz’ is
a. quizzez b. quizes C. quizzes d. quiziz
34. The plural form of ‘lady’ is
a. ladys b. ladies c. lady d. ladiez
35. The plural form of ‘tool’ is
a. tool b. tooles c. tools d. toolls
36. The singular form of ‘devices’ is

a. devic b. device c. devices d. devicies




g; U HreNdr

37. The plural for ‘apparatus’ is

a. apparatus b. apparatuses c. apparatusses d. apparatusies
38. The plural form of ‘laboratory’ is

a. laboratorys b. lab c. laboratories d. laboratores
39. Identify the action word in this sentence — ‘They wrote the exam.

a. wrote b. exam c. they d. the

40. Which is the action word in the sentence — ‘The buildings are tall’

a. the b. buildings C.are d. tall
41. Complete the sentence with the appropriate action word. ‘The plumber is the tap.
a. fighting b. fitting c. flowing d. freeing
42. Complete the sentence with the appropriate action word. ‘The metal too hot to handle’
a.is b. are c. were d. be
43. Complete the sentence with the appropriate action word. ‘The screw by him/
a. was fixed b. are fixed c. were fixed d. was fixing
44. Complete the sentence with the appropriate action word. ‘The company him for his talent’
a. recruit b. recruited . was recruited d. are recruiting
45. Complete the sentence with the appropriate action word. ‘Surface Mount Technology _ used to mount
components in electronic devices.
a. is b. are c. were d. none of the above
46. Complete the sentence with the appropriate action word. ‘The instructor the trainees to
wear appropriate PPE/
a. pleased b. warned c. said d. warning
47. Complete the sentence with the appropriate action word. ‘Where ___ the tools?’
a. is b. are c. have d. has
48. Complete the sentence with the appropriate action word. ‘The trainees to attend the
seminar without fail.
a. are said b. were said c. were asked d. is asked
49. The announcement yesterday was unnecessary.
a.make b. is making c. made d. was making
50. The electrical wires and it is dangerous.
a. is hanging b. are hanging c. hanged d. hang
51. The watchman ___ all the laboratories every day.
a. lock b. is locking c. locked d. was locking
52. Plastics to be processed before its industrial use.
a. need b. is needing c. needed d. was needing
53. The new apprentices for the training last week.
a.join b. joined C. Was joining d. are joining
54. The new machine well when compared to the old.
a. is working b. will worked c. was working d. work
55. The trainees useful industry-specific skills.

a. learned b. was learning c. learning d. learns




56. The trainees

a. complete
57. Experts

a. recommends
58. The plumber

a. fit

their course successfully last month.
b. completed c. are completing d. was completing
new techniques in welding metals for construction these days.
b. recommending c. are recommending d. will recommended
the taps only now.

b. are fitting c. is fitting d. was fitting




8. 3[q] T Ui (Describing Words)

9 U8 & 3fd H gA 1 Igeg ¥ Y

* JMBR, [T 3R HY BT qU B dlel &I Bl ST

o JMHR, T IR HI & IR TR G BT quid Bl

o W8 g # fafi=1 describing (fa2iyon) vreet BT SUART BN |

o

Describing word 4 naming words @& dR H 3R STM&RI (FY, M, MR, 3Mfe) < 2 |

& a1 S/ g, ? H @1 ST Arsdl/arsd g7 31T H e Arar?
p .
Sound
Low, High .
s = Adjective
CROSS PEEN BALL-PEEN STRAIGHT PEEN  Yellow Helmet
HAMMER HAMMER HAMMER

1. o3l @1 e, 9 9viF 9 TSy | <R 5 describing words @1 3tmud forg st oigH faam

T 2 |
Danger
construction work
in progress
ﬁ
.t

@ i
unauthorised
access
a. wet floor b. electrical shock c. safety signs d. reflective jacket | e.sharp tools

No
smoking
on site

reflective jacket




TR |

a. He put the d. The plumber has fixed

lug in the socket pumps. (blue/white)
plug in the socket.

(small/big)

b. He is tightening e. Wires of
the screw with
a colours are seen in the
screwdriver. (big/ picture. (many/one)
small)

c. The f. The young man was

rings are on the pink walking on the

cloth. (round/square)

pavement. (smooth/
broken)

3. AU% T T P I H T B fofY describing words BT SUANT BT & | 9 Weal &1 Ugd™ @v, 2y
Y %o ¥ fofRa |

Cranee Y retcap Ybrtant Gt
straight black
\ hair
il

o

small
blue eyes
popular
glasses

elegant




E

IS ATEINT

4. 3T U HIEEIRE AlRe W ATOR ¢ IR AUl 9 <1 = | = # Ay Ty g Iuawor &)
STH®RY 0 HHATRAT Bl ST |

(personal protective equipment, gloves, hard hat, head protection, ear protection equipment, nose mask,
loud noises, reflective jacket, goggles, leather shoes, safety, injury, accidents,)

P The man in the picture is wearing a yellow

e He is wearing green
His hands are protected with green
His head is protected from injury with a
The man in the green shirt has arrived for work at the construction site.
He is wearing a yellow - 0
His shoes are in colour. k4
His ears are protected with the help of %

His hands are protected with

He is wearing for nose protection.
His eyes are protected by the he wears.
The protects his head from

Oa_ 86
| \/

D

L

5. gg &I 9o PR & oIy B describing words T | I8 Y& 3MUdH] Ha—DISl, -y, AT

YIER Bl U b § |

D /

--"-'-’-—.-.-'-..-




6. fer3i § fau U describing words &7 TR — S <dal H %ri@n' EALES Eﬁ forgd wHg S9
SR & SR AR | :

alive “ri

r dead '

alive X dead X bright dark ..A
cold hot

X X ‘/x &ﬁ_ﬁ”?

correct incorrect i dlrty slow fast
right  wrong
X X ) ;"‘ - l _
ot - dry [N f
X X damp straight
before  after curly
X X

i1

X X z" ill

W healthy sick

X X
V-!-Z“*"l
" " A
young old

7. S describing words &I 3ifed &Y S amus fog Sfa €1

| am extrermely

atall ‘ l.ta/kaﬁve
What are you like ?

< notatall  notvery a bit quite very extremely s

Vuinerable
B Shy Touchy
o e
= biablabin
s .-.: Py % _.i-‘
LY -'E-f _.:,’ﬁ'.‘_.
I:-...:-E.:'r’;:r;{:"'-l‘ Intelligent
Generous Easy-going . Quiet U=t~ Clever
Flexible Talkative
_'E;_'x' nﬁ
7] L @1, E " -
) > 5 =4 Kind '
Good-tempered Caring Stubborn

Bad-tempered Polite Rude Helpful Mean




8. 1 §B VA describing words AT Y &, it faff=1 u®R & vehicles &1 9o #=xd &1 & ML
@ 3 & 9 Suge describing word o |

~ SIZE ( SHAPE ) COLOUR )f
heavy, light, big, small, round, square, straight, pink, red, orange, black,
little, tiny, tall, short, fat, triangular, oval, sleek, yellowish, blue, dark,
thin, skeletal, giant, long, blobby, flat, elliptical, green, purple, white,
\_ underweight, wide.  J\ crooked, wavy A grey, brown A

1

1 1 1. 1
2 2 2o 2
3 3 3. 3
4 4 4. 4
5 5 5. 5
5 6 7

1 1 1. 1
2 2 2. 2
3 3 3. 3
4 4 4. 4
5 5 5. 5
9 10' 11 12
1 1 1. 1.
2 2 2. 2
3 3 3. 3
4 4 4. 4
5 5 5. 5

KWL are # fau v #9 a7 IRy U3 &l S ford |

©

Describing words &H naming words P IR H SIHGRI o © | SHT YANT 3R, T, 1, ToTa<It EI|IS P
fory fopam wirar 2|

URIAT fAaRoT & AT aRgRlt BT auiE HRAT SUARTT B |

©

I 3MA—UT 3MYBT R+ Y 3fioR fawd € SHa! FUS §91Y, describing words @1 H&€ 4 3199 FolT<
Pl I ggAH BT T QR |

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-
001&hspart=trp&p=khan+academy+adjectives+youtube#id=1&vid=2c0aeda5122336be056eeeb996a
c8bdc&action=click




9. AL hT Ui giRder 3R Ufshal

(Describing Objects, Surroundings and Processes)

@

9 UG & IAd H gH 7 Fewy qR AN

o T 3R MHRI BT i B & foIv A= gl o1 T dxar

o 39 KT Bl S S ATFT B & HEN BT Sired BT B B & — linking words
« linking words &1 #Gg ¥ Y% Ufhar &1 qofe o |

O

Describe @R+ &1 31} BIAT & [ B9 dddl Wl bl A&a W (B3l Alh, a& AT S8 BT YRT I B
Tel! 39 IV W AESRT BRI R & TV 3MUBT Ieai bI HeR ) =1y, 3R T IRl Aok 47 |

HfhAT @IT I 27 UishAT S steps DI 3RAAT Bl @, o7 PIST BH AFEARVT B UR DIy HMHE YR 8
ST 2 | Wl WAl Bl Aeg W 2 89 B ufhar &1 9F 9 |el g R A © |

d @1 S/ g P H 1 S @rEan/anEdn g7 TSt {7 RAT?

Words/phrases used for

Describing objects Describing surroundings

cylindrical, flat, long, short, big, small, sharp, | opposite, near, far, in front of, behind,
blunt, circular, spiral, square, rectangular, | straight, at the end of, at the crossroads, cold,
triangular, round, narrow, broad, green, | hot, unsafe, dark, nearby, close, busy, safe,
red, rough, smooth, tough, ripe, adjustable, | dangerous, at half a kilometre ...

horizontal, vertical, heavy, light, tall, colourful,
soft, thick, thin ...

Linking words are one or more words that are
usedto show some logical connection between Pattern of descriptive sentences
the steps in a process or description.

There is/are ...
Firstly, secondly, thirdly, next, later, then, after /

They are ...
that, after a while, finally, lastly, in the end, at It isy
last, in the beginning, now, ... It ha.;
‘And’ and ‘then’ are common linking It consists of ...
words. They are useful to give a series of It is made of ...

instructions. It is used for ...




a. Describing objects

Your Friend You

Is this a 31 inch large rain shower set? | Yes, it is.
It looks amazing! Describe its features.

It is made of 304 stainless steel. It has an LED rectangle recessed
ceiling-mount with 600x800 mm.

It also has four adjustable jet nozzles for power mist massage.
The LED overhead shower and temperature display help to select
the best water temperature.

It is operated with a remote.

Inspector You

Did you see any car pass this way? Yes. There were many cars.

Did any orange car leave your service Yes, there was one! It was a Solaris Orange

centre fifteen minutes ago? Mini Cooper! A four seater convertible! It
stopped here to check air pressure in its
tyres.

How many people were there in the car? | There was only one person. It was the
driver.

Can you give any other details like the car | Sorry. | didn’t note it down, but the car
number? was from Pondicherry. | saw PY on the
number plate.

b. Describing surroundings

My factory is situated opposite to a wharf. A wharf is a structure built on the shore of a stream or harbour. The
vessels lie at rest and load or unload things there. There is a hospital near the factory. There is a petrol station in
the area at half a kilometer distance. It is a busy place. There are many traffic signals on the way.

This is a warehouse where goods are stored. There are five workers who are busy with their jobs. There are
pallets, machines, loads and a forklift. The surrounding is unsafe. There are eight hazards listed in the picture.
First, there is rubbish on the ground. Second, there are unsecured chemicals in cylindrical containers. Then,
the machine guard is open. The next hazard is the water leak from the drain. A worker carrying load is walking
towards it. Then, the pallets with loads are blocking the exit. The loads are not stacked properly. The forklift is
stacked in such a way that the driver cannot see anything.

£X
7 Pallets blocking
WAREHOUSE fire exit [N
e Person walking f":\
front of forklift | |
"L
,J"J Unsecured ~
oEE (-, '8
B ’
4 el I ¢ - .

Rubbish

Maching
guarding lifted!




c. Describing Processes

Process of making Mango Milkshake

First, take a blending jar or a juice jar.

Then, put the ripe mango slices into the jar.

Next, add some ice cubes and sugar.

After that, pour boiled chilled milk into it.

Finally, close the lid and blend it well for 2-3 minutes.
Now, pour it into serving glasses.

1. fou 77 qoiF @7 ufey QiR IU SUT® MHfT A S | fIT 7Y ISERT B @R, FHSA

Help Box

spade, shovel, plumb bob, fan, wrench, wheel barrow, rake, wrench,
speed square

Sl.No.

Description

an agricultural implement with teeth for
gathering cut grass or hay

an implement with a long handle with a grip
at the top and a flat iron blade narrower
than a shovel for digging

a box for conveying a load, supported at one
end by wheels and lifted and pushed at the
other by two horizontal shafts

a device consisting of a series of vanes or
blades attached to it and revolving with a
central hub to produce a current of air

a tool has a bar of metal with fixed or
adjustable jaws for gripping and turning or
twisting the head of a bolt, a nut or a pipe

an implement consisting of a broad iron
blade or scoop attached to a long handle
for taking up, removing or throwing loose
matter like earth, snow or coal

a triangular shaped metal square with 1/4”
spaced notches to facilitate scribing lines
and plain gradations for reading

a weight, usually with a pointed tip at the
bottom, suspended from a string and used
as a vertical reference line or plumb-line
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2. describing words 3R describing @@l @ pattern &1 FHSTAHR — Reh I WX |

Objects Description
a. Itis a Tile Saw. It of a wire, a tough blade or chain with a
hard toothed edge. It is for cutting materials like wood and
ceramic.
b. There are blade shapes in the picture. The first one is a
Typical blade shaped shaped blade. It is used for making a square trench. The
next one is a shaped blade which is for making
a round trench. The one has a tapering form. While the
first two are used for digging, the last one is for various
purposes. The blades are of iron.

Square Round-point Taper

3. 8 Bic ¥ %] ¥ 98 describing word &7 oy |

Object Shape Size Colour Material Use

Doughnut round Small brown Maida Snack

TV

Mud pot

Bed

Water bottle

Tool box

Speed square

Water heater

Hammer

Washing
machine

Microwave
oven

Induction
stove

Needle

Bobbin




4. T a5 &1 faxga 9o (describing ar@) foRay | STEROT UgdHs, AH

Object Description

Doughnut Example: It is round in shape and small in size. It is brown in colour. It is made
of flour. It is used as a snack.

TV

Mud pot

Bed It is rectangular in shape and big in size. It is white in colour. It is made of
cotton. It is used for sleeping.

Water bottle

Tool box

Speed square

water heater

Hammer

Washing machine

Microwave oven

Induction stove

Needle
Bobbin
5. oAl # fQu U vl 1 A W, R = 9y |
| am working in a hotel as . It is at the centre of the city. It is situated on the main road near
the . The hotel is in a tall building. It of floors. There are important places
around the hotel. There is an near the hotel, where planes often take off and land.
many pine trees behind the hotel. Thereis a at the end of the crossroads. is
a railway station located at 1 km distance. There a big at a walkable distance from the traffic
signal. My friend is working as a store keeper in the warehouse which is my hotel.
e

AT

w_qr - E

_ [ wooD |
R o[ roter ] *
[TRAIN sTATION]
-
TRAFFICLIGHTSE. A . /

""--"l"

1
PETROL
STATION HOSPITAL

A oH
-]
POLICE STATION

BRIDGE |

FACTO RY
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6. Ay ¢ R &1 <@aR, city dg &1 [GaR0T B |

N
|
_an . —
W-opE e
s
The city centre is surrounded by many . There is a
opposite the . There is a
behind the .Thereisa near the signal. The Police station is

. The house is just opposite the

7. linking words &T STIRT &x silk worms Sfias & &1 faavor fofRay |

A tiny black
caterpillar hatches
out of its egg.

A

The female moth lays
many tiny eggs.

The adult moths ,;l'"'

The caterpillar eats
mulberry leaves

mate with ¢ = and grows bi
each other. vl i ol
. and bigger. It goes
f "!':.;. EGG x ‘rhr‘ougl'?4 moh‘%.

moproA O AT B CyaE WARA—
into a moth. The
moth comes out /(I MGT e '
of the cocoon.

'E:.Hl_l-—-"

- \ PUPA J
The caterpillar

a— : .' \ spins a cocoon or
; -""' silk threads around
. itself.

People unwind the silk Inside the cocoon, the
thread from the cocoons caterpillar changes
to weave into silk cloth. into a pupa.




8. ford @1 <Ry @R linking words @ SUANT & UH Idoil & Siia-ddlel &l fdaxor fafRay |

O

The catepillar ;‘F—\ | -

changesinto a [ Yy - Female mot.

pupa inside the g i ] lays many tiny
eggs.

cocoon. N

Caterpillars feed on mulberry leaves for about 3 to 4 weeks. Each of
them then spins a cocoon around itself.

First, the lays many . After some time, comes out of it. , they feed on
leaves for about 3 to 4 weeks. , each of them then spins a around itself. During
that time, the changesintoa inside the cocoon. , an adult moth appears.

9. Apple fied 3% 9 @1 fafy faRau | smuer fodr T
Milk shake & SETERUT B Scold HINTY |

Ingredients

Apple (peeled and cut into small pieces)
Milk (boiled and chilled)

Sugar

Ice cubes

First,

KWL =Te & fou 7 #9 a7 Jer U9 & SR fold |

©

o & ft oG @7 fIIROT IHD IMHR MR [T A BT 2 |

o M= JR & fdaRvr foeT & folw 84 Il &I T Bl I gl HRAT Il ©, g [h BRI BRA
B U B WE HY W FESHT BN B |

o linking words @ wieg & &9 foedl Y ufshar srerar fAder @ & A d IRaT o) 96hd B |

©

Visit https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=process+of
+installing+solar+panels+videos&guccounter=1#id=4&vid=8a3002f62e6715bd254f858659552fa2&action=click
https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=process+of+inst
alling+solar+panels+videos#id=1&vid=48cca5151093ce361c5059a9583f14cc&action=click




10. qI-TH (Pronouns)
®

S U3 & 3fd H gA T STeg W N
 Pronouns (Wd<M) & SUANT 3R MaeIHAT dI THST
« Pronouns &1 31T el

e Pronouns &I SUYth SUANI Ugar |

O

Pronouns @1 #gg ¥ 8 naming words &I IR—4R GIex & 9d 2 |

H T S/ € ? H 1 ST @rEan/anEd 7 TSt {1 T RAT?

\aces the
?'-E\g . " *ITD Un

Pronoun Noun




Raghu and Rahim are school friends. Raghu met Rahim in the bus stop yesterday.

Raghu and Rahim are school friends. He met Rahim in the bus stop yesterday.

We use pronouns to make clear whom or what we are talking about.

a. Singular, Plural

Description

Singular

Plural

The person speaking

The person spoken to

&

you

The person or things being spoken
about

{ &
ghe it

b. Different pronouns

When the action is
done to the person

Singular Plural
me us
you you
him/her/it them

c. Examples

__ THESE ARE TOOLS.

_ THOSE ARE TOOLS.

The falling brick hit me.

The falling bricks hit us.

The falling bricks hit him/her.
The falling bricks hit them.




This is my hammer.

This hammer is mine.

This is her hammer.

This hammer is hers.

Is this your hammer?

Is this hammer yours?

Is this their hammer?

Is this hammer theirs?

D

1. o @1 |E pronoun ¥ ST |

he

we

Tenali wants a samosa.

| know Nancy.

Tenali wants it.

| know

| know .

sount |

Vimal sold the bike.

The cream is on her face.

Kishore has a spare tyre.

Vimal sold .

is on her face.

Kishore has ___.

i&:

Treat others well.

This is a family.

All work together happily.

Treat others the way ___ want to
be treated.

are all one family.

work together happily.

The trainees had a teacher. The
teacher was Mr. Karim.

had a teacher. was Mr.
Karim.




3. This / that / these / those T ITINT &R, R<h WIH IR

isa l.-
isa l.‘ /
il / /

| me ____know Ramesh.
Ramesh knows___.
we us ____know Ramesh.
Ramesh knows .
you you
know Ramesh.
Ramesh knows .
he him ____knows Ramesh.
Ramesh knows .
she her ____knows Ramesh.
Ramesh knows .
they them know Ramesh.
" . ' Ramesh knows .
) h@l‘




E

IS ATEINT

5. 9§98l SR g |
a. Is that table the Supervisor’s? ( Yes, it is he. / Yes, it is his. / Yes, it is him.)
b. Those toolkits belong to the company. (They are them. / They are their. / They are theirs.)
c. Is that Prem and Kumar’s package? (No, it isn’t theirs. / No, it isn’t their. / No, it isn’t them.)
d. The equipment belong to us. (They are us. / They are our. / They are ours.)

e. Is that Krishna’s helmet. (Yes, it is he. / Yes, it is his. / Yes, it is him.)

6. ol pronoun I B @ )

a. This is my spanner, not your spanner.

This spanner is mine, not yours.

b. | didn’t have my manual so Sanjay lent me his book.
| didn’t have my manual, so Sanjay lentme

c. Your car is a lot faster than my car.

Your car is a lot faster than

d. You have borrowed my toolkit. Please return it.
Please return ____ toolkit at once.

e. This wrench belongs to me. You can use it.

This wrench is __ but you can use it.

f. This bike belongs to me. That bike belongs to you.
This bikeis

g. This shop is owned by Rahul and Raja.

This shop is .

h. This is my pen. Where is your pen?

This is my pen. Whereis __ ?

i. The shoes are on the table. The shoes belong to Mohan.

The shoes belong to Mohan. It is

7. &I pronoun I RP WX

Lakshmi and Abitha are siblings. One day returned from school. were very hungry. _ wanted
to eat something. __ saw a cat in the kitchen. was drinking the milk mother had kept for .
Lakshmi ran out screaming. _ was scared. ____ was always afraid of cats. Abitha was a brave girl.
was not afraid of anything. _ shooed the cat away. ___ ran out. Lakshmi saw the cat running out. __ came
back into the kitchen. ___ praised Abitha for ___ courage. Lakshmi thanked .

KWL =7 # fou v 89 a7 dRar 9949 &1 S ford |

©

e Pronouns ®f naming words P XA W TANT fHar ST AT 8

e Pronouns & I naming words DI dNg singular or plural form BT &
. WWnamingwords BT Qe I 99 B ﬁvm’ HAT ST &

©

Look at the objects around you at home or in the ITI. Make a list of the objects. Describe them. Remember to use
pronouns when you refer to the object the second time.

https://youtu.be/nkjKPhleQ5E




11. foR™ g &1 IR=™ (Introduction to Punctuation)

9 U6 & 3id § g4 1 Sewd R BN

e el Punctuation (fRT 2rg) &1 UEATAT (capital 38R, YUITIRTH, JJEIRM 1S )
e Punctuation @& A& Bl ST

o IRl 9] 3MITIHAT I, T8l W&l Punctuation BT TANT HRAT AT |

O

Punctuation, @8 g 8Id € ST foll are & 3id H, a1 S9a 1 i1 W & A2y H§ oy Od § |
Capital letter (37erR), full stop (YuifaR™), question mark (Farel =€) g comm (31&ifdRM™) punctuation @
H[E AT IETER & |

Capital letter fHT 1 19 @1 BT H T | Full stop or question mark dTdd & 3fd # Tl = |
Comma AT & &I 9N AT U & Gl d1 &I awgall & 714 & d1d ol & |

H T S/ € ? H 1 S @/ g7 3ATST {7 ARAT?

PUNCTUATEI®ON

What are
you guys talking
about?

S

| think we
should take a
break, for just
a second.

| think we should
stop all together.
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Punctuation mark

Use

Example

Capital letter

used to begin a sentence
used for names of persons,
places, things, idea

Rain destroyed the crops.
Rahim, Bengaluru,
Computer, Welding

used at the end of a complete
sentence

He completed all his work.

Comma

Full Stop or Period | @)

used to separate parts of a
date or a sentence

It can also be used to separate
items in a list.

June 26, 2019.

We bought nuts, bolts,
screws and nails.

=)

Question Mark

used to end a sentence that
asks a question

What is the date today?

Capital letter

begins a sentence, names
of persons, places, things,
idea

The race was won by Rahul in Mumbai. He
received a car for winning.

Full Stop

ends sentences

Do not use water on electrical equipment.
Workplace safety is very important.

Question Mark

ends questions

How should the ladder be positioned?
When is it safe to climb on the ladder?

Comma

separates parts of a
sentence or items in a list

Use switches, sockets and plugs only when they
are in good condition.
Keep the workshop floor, staircases and other

surfaces clean.

<

1. 1 punctuation &l &1 ug=me, Reh e 4Rk

| begin a sentence.
| am called the

1 think we

| complete the sentence.

should | am called the
stop
altogether.
e o )
What | ask questions.

are you
suvys

talking

about?

=@

| am called the

1 think
we
should
take a
break.
for a
second.

=

| am used to make a list.
| am called the




2. 19 ardt @ sfd # full stop TEl 8, 981 I ISV |

Plotting work is started after the field work is over.

The survey is plotted on the drawing sheet with a suitable scale

It should be plotted always in the North direction, so that the top of the drawing sheet represents North
The base line is drawn first

Intermediate stations are marked on the base line.

The triangles are checked by check lines.

For plotting offsets, mark the changes of the points along the chain.

S® ™0 20 T oo

The plotting of offsets should be continued according to the field book.

The heading should be written at the top of the drawing sheet

j. The map should not have any dimensions

3. arFl T 9f¢y g HEl punctuation &1 TI= HIST |

Do you know what happened in the meeting yesterday ( . ? ) All the workers were called for a meeting (., )
The chief engineer Ramesh convened the meeting (, . ) He spoke about the safety measures that have to be
followed in the factory ( ? . ) The employees gave their suggestions to improve safety in the company (, .)
The chief engineer stated the problems (, . ) analysed them (, . ) heard employee’s suggestions and gave
recommendations ( ? . ) He also distributed goggles, masks (, . ) gloves and shoes to the workers (. , )Will
you come for the next meeting ( ? , ) It is on August 29, 2019.

4. 9191 BT 9T 9 W& punctuation & TI= HIfoH |

a. The welder used goggles to protect his eyes ][z
b. The mason wears a helmet for head protection in the construction site . 'E
c. There are various hazards that can cause injury and accidents -)[2]
d. How does one protect the feet from injury in the worksite -)[2]
e. Is there any site engineer here : _' 2]
f. A skilled electrician should always strive to cultivate safe working habits ik

[?

g. Are safety guidelines followed to avoid accidents =] =

h. Why should you stand on a wooden stool = .. 12
i. What kind of footwear should Kumar wear to the mechanical workshop Bkl
I

j. It was a terrible accident =] (=]

5. feT 3R full stop &I X@ifhd BV g comma TR AT 18T |

It is very important to be aware of conditions that may cause a fire emergency. It may endanger the safety of
occupants in the workplace. The major causes of fire in the workplace include overloaded electrical outlets
and extension cords, misuse of space heaters, mishandling of flammables, improper storage of combustibles
and improper disposal of smoking materials. Implementing fire prevention measures is important to ensure
one’s personal safety and the safety of others. The most important thing to remember is that fire occurs
when three things come together at the same time — fuel, oxygen and an ignition source. One of the methods
to prevent fires is to keep these elements safely stored in different locations. This will ensure that they do not
come into contact.

6. ATl BT UfST G 9D T H W punctuation &1 TART DI |

a. Did the manager replace the damaged tools yesterday
b. The inspector checked the electrical connections

c. The engine was stopped by Mahesh

d. Does Rahim always wear safety shoes

e. All must keep the floor clean and clear
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f. Can the craftsmen clear the work area

g. Who repaired the machine

h. Have they started the machine after mounting the workpiece securely
i. The workmen follow safety procedures

j. Where has the plumber gone

7. 9T DI UfgT g WAl punctuation &1 TIANT H gU, S& QERT foIfay |

a. | can write simple sentences

b. Can | go to the classroom

c. It is safe to wear goggles during welding

d. Are you coming to the workshop

e. What is the name of your company

f. Please repair the engine

g. How much money do you want

h. Does it happen today

i. It was a useful programme

j. All the trainees completed their training in Ahmedabad

8. STel 3MMaeI&dl &1 a8l full stop 312/@ comma &I WANT HIfST |
a. | bought apples mangoes and grapes from the shop.
b. The box is full of nuts bolts screws and nails
c. She has pens papers manuals and a few tools.
d. The job got over on June 16 2019
e. Welders plumbers fitters and engineers were called for a meeting.
f. The company will work on 6th 7th 11th and 12th of this month
g. The exam is on December 7 2019
h. There are ten days left for the conference
i. Keep away from acids gas cylinders and fire.
j. They are offering training in embroidery skills

9. gl Bl UfeV g WEl punctuation BT YA PR §U, S8 IGRT Ry |

a. unsafe working practices result in loss of life material and money.

Unsafe working practices result in loss of life material and money.

b. when is it safe to remove or replace fuse




c. what is the use of a micrometer

d. what will happen when kerosene comes into contact with fire

e. the company has opened its branch offices in mumbai kolkata bangalore and Shimla

f. remove fuse grips while working on dead circuits

g. turn an adjustable wrench towards the movable jaw.

h. don’t you have shoes to wear in the workshop

i. the training was conducted on February 24 2019 in delhi

j. the chest has cutting pliers screwdrivers drilling machine hammer and nails in it

KWL =7 # fou v 89 a7 dARar 999 &1 S ford |

©

e punctuation f&=fT ¥ aT9g B T RN &
* Capital letter &T JINT a1 H I & oY AT ST ©

« full stop oquestion mark — aTdd @ 3d H YIRT B & 3R comma — aTdI & A~ 9RT DI fawriora
PR B |

©

Punctuation @' §B 3R AulaR activities & oIy 71 websites TR Tg:
http://www.mcpshs.net/ourpages/auto/2014/5/28/30055908/Dear%20John%20Grammar%20Activity.doc
https://www.youtube.com/watch?v=B9bJaolHRp4

https://www.youtube.com/watch?v=WkOk2FLjM1c

https://dictionary.cambridge.org/grammar/british-grammar/writing/punctuation




12. IR & YhRN — IRTY

(Kinds of Sentences - Introduction)

S UG & A H gH 7 e qR N

o IR UHR P AR BT UEATMY

« Declarative (&T90T), interrogative (Fd1dt), imperative (fF<eT / =rdras) a exclamatory (31T3erRi)
IR BT AR B

o fIf= oR araal @1 SuYH dRd H TR T |

O

Kinds of Sentences

Sentence (aT9) ¥&T &1 VAT Hhar &Il & oMY Ugax AT G 89 91 BT I-T meaning |HST UTd
2| Sentence ERT 89 &, A9, 3MveRd T Walel &<h B Hdhd & | SATIY, IE AISH ¢ [ &7 HEl
YHR ® TR BT YA PN |

H T SIS g, ? H T ST ArEdnErsdl g0 3ATST {1 T ARaT?

Four Kinds of Sentences

Declarative Sentence — Makes a statement.
It ends with a period.

Imperative Sentence — Gives a command.
It ends with a period or exclamation point.

¢ Interrogative Sentence — Asks a question.

It ends with a question mark.

Exclamatory Sentence — Shows sudden or
strong feeling.

It ends with an exclamation mark.




a. Declarative (Affirmative) — A declarative sentence makes a statement.
It is necessary to be qualified to do electrical work.
b. Interrogative — An interrogative sentence asks a question.

There are 2 types of questions — Yes/No questions and Wh- questions

Yes/ No questions — The action word is brought to the beginning of the sentence.

It is necessary to be qualified to do electrical work.
Is it necessary to be qualified to do electrical work?
Wh- questions — The sentence begins with a question word.
Who can do electrical work?

c. Exclamatory — An exclamatory sentence shows strong feeling.
Oh! how well qualified he is to do the work!

d. Imperative — An imperative sentence gives a command.

Qualify yourselves to do electrical work.

Assertive sentences state | Interrogative sentences
facts and beliefs. ask questions.

Imperative sentences
give commands or
instructions.

Exclamatory sentences
show strong feelings.

Welders use goggles and | Why should welders use
gloves to protect their goggles and gloves?
eyes and hands.

How safe the welders
work using goggles and
gloves for eyes and
hands protection!

Use goggles and gloves
to protect your eyes and
hands.

Who

is a person

What

is a thing or an
action

When

is a time

Where How

is a number or the

Why

is a place

is a reason
something happened

way something is done




EIJ TSI A&t

1. o3 &1 9B a1 |9 A |

Interrogative Declarative ﬁ Imperative @ Exclamatory W

-
Use goggles and gloves It is necessary to be What a great height the | Is it necessary to be
while doing welding qualified to do electrical | electrician is working at! | qualified to do electrical
work. work. work?

2. o3 @I 981 9T 9 AAEY, 9 WE a1 Bl @rell wH # falRkau

—— synchronous Motor - Green & Yellow _ Earth
- - Brown e
___ Single Phase “
Induction Motor =
4 Blue —
——Three Phase & ',—E b + Neutral
Induction Motor -\.s-'i.r_) "
a. Choose the correct soldering b. Know the different types of AC | c. Have you seen a metal tester?

iron. motors.

si8888088ia

d. Electrical wires used for e. How useful it is to have so f. What is the purpose of a face
all electrical connections are many types of screwdrivers! shield?
available in three colours.

3. TRl Bl Ul 3R |El =ofl H Sifery |
a. Extension cords with lamp guards should be used to protect against breakage.
b. Use extension cords with lamp guards to protect against breakage.
c. Can extension cords with lamp guards be used to protect against breakage?
d. What kind of extension cords help to protect against breakage?

e. How useful extension cords are!

Declarative Imperative Exclamatory ﬁ Interrogative




4. il 1 ufey, 9 <R & aar 9= |@E oo H @ w7 oAl 9, a1 S o9d oof H
SIS
a. Place the hot soldering irons in their stand. — Declarative
b. What kind of screwdrivers should be used when working on electrical circuits? — Exclamatory
c. Is it alright to leave a switched ‘ON’ or heated soldering iron on a bench? — Interrogative

d. It is important to discharge static voltage in HV lines/ equipment and capacitors before working on them.
— Imperative

e. Keep the tools in good condition. — Declarative
5. ATl BT AU ggET

a. You must avoid contact with energized electrical circuits.

b. Will you treat all electrical devices as if they are live or energized?

c. The power source is disconnected before servicing or repairing electrical equipment.

d. The electrician uses only tools and equipment with non-conducting handles when working on electrical
devices.

e. Never use metallic pencils when you work with electrical equipment.

f. Why should you minimize the use of electrical equipment in cold rooms?

g. Pratap’s hands are dry whenever he handles equipment that is plugged in.

h. Wear non-conductive gloves, protective clothes and shoes with insulated soles.

i. How efficient an electrician he is in fixing faults!

j. What will you do if water or a chemical is spilled on the equipment?

6. Sl DI HB HWT H SATHR, FEl AdI T8

a. fuses / in the circuit / Use only / correct capacity (Imperative)

b. manage machines / we / how to / don’t know / our (Declarative)

c. kind of a / what / machines is this? (Interrogative)

d. to know / Is it important / how to / switch off / a circuit (Interrogative)

e. all plugs/correctly wired/make sure/are (Imperative)




@ TSI ARt

7. B BRI THI AR H DI BT 1 Al IHBT AR (e BT AT | SUYh ¥ IHow, where,
what, which, when @& J3RT ¥ ®I & dIfoR/Hard giey |

a. Open the brake fluid reservoir in your bike.

is the brake fluid reservoir in the bike?
b. Check whether you have a safe level of hydraulic fluid.
to check the safe level of hydraulic fluid?
c. Check the chain wear, correct tension and rear wheel alignment.
are the things to be checked on the chain of this bike?
d. Show me what checks you would make on the steering movement before using the bike.
do you want me to show you steering movement on this bike?
e. Show me how you would check that the brake lights are working.

lights do you want me to check?

KWL =7 & fou v 89 a7 iRar 9949 &1 S ford |

o Py / TV (declarative) I Fa 3H BN &, U] 37U I I&@H & o1y 84 Il UPR & areil
BT YA BT BT € |

« Interrogative a1 @ AEE ¥ &H WAl YB AH ¢ |
o Imperative IR & Aeg I 9 4T © FHd B |

©

https://www.youtube.com/watch?v=Ild8r6NGXRts&t=34s
https://www.youtube.com/watch?v=kZkfZwTCed8&t=2s
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13. TR} BT oG H AT HRAT

(Practice in Framing Sentences )

S UG & 3 H g4 T Iew g N

o TGl DT Tl SGAT | STl BT INIRT BV |

O

Sentence (aT9%) ¥I&ET BT Tdh AT e aral 2, oraw g9 fadt ft a1d &1 42 aRe 999t urd € | araat
& U | 3P UPR 8 & — B, U, Foer s | Il & I ITIRT & fofy Sreal &1 |eEl 2Rl

# BT AT 2 |
# T A/ € P H T ST arEan/ansd g7 ST HA AT Aar?
Type of Definition Punctuation Example
Sentence Mark
Declarative Telling Period I went to the
Sentence (.) game with my
friend.
Interrogative Asking Question Mark Where are you
Sentence (?) going on vacation?
Imperative Commanding Period Close the door.
Sentence ()
Exclamatory Exclaiming Exclamation Point = What a beautiful |
Sentence day it is!
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1. T@E] Bl FeI AT H MR | ISTER0T SIPR, T

a. speak / English /|
| speak English

b. the parcel / received / we

c. welding gun / welder / uses

d. love /1 /homemade food

e. the work / finished / |

2. @[ BT FE G H I | I DI A & T SqA H ford | ISR IR, TS

a. assupervisor / worked / in BHEL / Peter

b. happy New Year / we / you / wish

c. gave / the Principal / the medal

d. immediately / want / money / they

e. yesterday /Sam/|/ at the theatre / met

Naming word Action Word (Verb)

additional information

Peter worked

in BHEL

as supervisor.

3. Tl DI WEl HGAT H Y SR a1y §1G |

him /call

it/ try

quiet / be

out / watch

straight / standup

move / don’t

don’t trip / be careful

the phone / answer / somebody

after / drive / don’t / drinking

small pieces / into / cut / the onions




4. 71 o111 TRANT @R, S1fd 4 3Afde qra 941y

walked to
touched
opened
pointed to
picked up
wrote on
put down
sat on
stood on
closed
moved

the door
the window
the book
the table
the cassette
the board
the pen

the floor
the chair

5. 1 oIl @1 WANT o), e A 1fe ara g | eu %@ fd &% sentence # emu Sfurd
punctuation &1 SUINT B | AfT MITHAT &1 df 3T — a/ an/ the / some / a few & SYANT B
qhd B |

we
he

she
it

they

am
is
are
was
were
like
ate
eat
walk
walked
work
worked

tall
lazy
smart
lunch
friendly
idlies
roties
cakes
fast
slow
hard
beautiful
naughty

at work
in the canteen
in the factory
boy
girl
people
manager




6. fel'a?ﬁactivity H ford gt # naming words/action words @I YEifdhd B |

KWL =7 # fou v 89 a7 dRar 999 &1 S ford |

ISl BT B! HGAT H SBR AT} B T BIH & | TRl BT Fal Adetad 41 W 8T 8, o9 I8 e
Tl UBR A Fdbferd fdbd ST | 09T 91 31 | @ & ol W8l naming action words &1 TN 37f<aR]
2

©

https://www.khanacademy.org/humanities/grammar/syntax-sentences-and-clauses/introduction-to-
sentences/e/declarative--interrogative--and-imperative-sentences




14. S Bl WA (Recall)

1. Her hairis long and

a. curly b. happy c.slim d. late
2. Hedrives a bright red sports car. It's very

a. wild b. shallow c. fast d. tall
3. Today, the weather’s going to be

a. hopeful b. warm c. blue d. urgent
4. This house is and old.

a.young b. electric c. large d. fat
5. I’'m feeling really today.

a. late b. long c. happy d. round
6. The food at this supermarket is always .

a. gentle b. hopeful c. empty d. fresh
7. Which word is an adjective?

a. after b. pretty c. taste d. bank
8. Which word is an adjective?

a. dirty b. ran c. away d. boy
9. Which word is an adjective?

a. eat b. hot c. mend d. soup
10. Which word is an adjective?

a. beautiful b. park c. wave d. sea
11. Which of the following expressions can be used to make requests?

12.

13.

14.

15.

16.

17.

18.

a. | hope b. Please repeat c. | believe d. Maybe

Which of the following expressions can be used to make an enquiry?

a. I'm sorry b. Canyoutellme..? c.lIsitso? d. Thank you

Which one of the following is a short response?

a. Oh, I see b. I have never thought about it this way  c. Please repeat  d. Sorry
Which of the following phrases can be used to share information?

a. Thanks b. It is about ... c. Sorry d. | see

The phrase ‘Could you give me some idea of ..." is used for

a. Thanking someone b. Introducing someone c. Asking for information d. Giving information
What will be the response to the statement ‘How was class today?’

a. It was fine. We learned many new things b. Oh, | see c. Thankyou d.Isitso?
What will you say if someone asks ‘How do you go to the library from here?’

a. Not coming b. Please take the next right and go straight.

c. I think | borrowed the book last week d. Yes, the library is open.

What will be the apt response for ‘I've got some news for you’?

a. What is it? b. 1 don’t know c. I'm thankful for this d. Where is it?
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19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

Your friend wants you to accompany him for a job fair but you can’t go. How will you decline politely?
a.lam not coming. b. | don’t want to come. c. I’'m sorry | can’t come. d. I will come.
Your instructor has asked you to inform the class to assemble in the workshop at 9 a.m. How will you share
this information with your class?

a. We all must go at 9 a.m. b. We need to assemble in the workshop

c. We need to assemble in the workshop at 9 a.m. d. We must go at 10 a.m.

Which of the following is used to begin a sentence?
a. Lower case letters b. Full stop c. Capital letters d. Comma

What punctuation marks can end a sentence?
a. Full stop and comma b. Comma and question mark c. Comma d. Full stop and question mark

The punctuation mark used to make a list is
a. period b. comma c. question mark d. none of the above

Which punctuation mark is always curious and wants to know something?
a. Comma b. Question mark c. Full stop d. Capital Letter

Pick the correctly punctuated sentence.
a. The wrench is a useful instrument b. the wrench is a useful instrument
c. The wrench is a useful instrument. d. the wrench is a useful, instrument.

Pick the correctly punctuated sentence.
a. Where is the generator? b. where is the generator?
c. Where is the generator. d. where is the Generator.

Pick the correctly punctuated sentence.
a. We need some more screws, nuts and bolts b. We need some more screws nuts and bolts
c. We need some more screws, nuts and bolts. d. We need some more screws, nuts and bolts?

Pick the correctly punctuated sentence.
a. The Ganges is a holy river b. the Ganges is a holy river
c. The Ganges is a holy river, d. The Ganges is a holy river.

Pick the correctly punctuated sentence.
a. Who is the new instructor b. who is the new instructor
c. Who is the new instructor? d. who is the new instructor?

Pick the correctly punctuated sentence.

a. The United States of America is near Canada b. The United States of America is near Canada.
c. The United States of america is near Canada d. The united states of america is near Canada
A pencil is a

a. thin, long, wooden object used to write b. thick, flat, wooden thing used to write

c. thin, long, glass thing object to write d. thick, short, metallic thing used to write

A college is a

a. ground with small buildings for playing
b. campus containing many buildings and big playgrounds where trainees learn
c. campus with many hospitals treating patients

d. ground with open spaces for birds and animals




33. ASIM card is
a. A big, heavy, round object inserted in mobile phones
b. A small, thin, rectangular object inserted in mobile phones
c. A small, round, thick object used in television
d. A small, thin, rectangular object inserted in transistors

34. Aneedleis a

a. thin, small object with a sharp point b. thick, big object with a blunt point
c. thin, small object with a blunt point d. thin, big object with a sharp point
35. A container truck is a
a. small, industrial vehicle used to carry goods b. large, industrial vehicle used to carry goods
c. large, passenger vehicle used to carry people d. small, industrial vehicle used to carry water

36. Ahelmetisa
a. hard, round protective gear b. soft, long gear for motorists
c. hard, rectangular protection wear d. soft, triangular protective gear for motorists

37. Agodown is a
a. small, narrow space for walking b. large, open space for playing
c. large, empty space for storing goods d. small, busy place for selling goods

38. An emailisa
a. chatting feature on phones without internet
b. virtual message exchanged between people using the internet
¢. mail posted in a post office
d. speed post sent through the post office

39. A computer keyboard is a
a. flat, square-shaped board with black and white keys b. circular board with numeric keys
c. flat, rectangular board with alphanumeric and special keys d. spherical object with colourful keys

40. Rearrange the words to form a sentence.

a. its best b. is simply c. science d. common sense at
i. abdc ii. dbac iii. bcda iv. cbda

41. Rearrange the words to form a sentence.
a. he came b. some sugar c. from her house d. to borrow
i. bcda ii. bcad jii. adbc iv. abcd

42. Rearrange the words to form a sentence.
a. | wanted b. to tell her c. to listen d. to me.
i.abcd ii. abdc jii. adbc iv. bcad

43. Rearrange the words to form a sentence.
a. The CEO b. made c. right decision d. the
i. abcd ii. abdc iii. achd iv. bcda

44. Rearrange the words to form a sentence.
a. She wondered b. how c. was so rich d. he
i. abcd ii. abdc iii. acbd iv. bcda
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45. Rearrange the words to form a sentence.

a. She danced with joy  b. that she had topped c. when she found out d. the board examination
i. abcd ii. abdc iii. acbd iv. bcda
46. Rearrange the words to form a sentence.
a. She was b. looking for jobs c. browsing d. a website
i. abcd ii. abdc iii. acdb iv. bcda
47. Rearrange the words to form a sentence.
a. | was certain b. the management meeting
c. be allowed to attend d. that subordinates would not
i.abcd ii. abdc iii. adcb iv. bcda
48. Rearrange the words to form a sentence.
a. The managing director b. in listening to her c. was not interested  d. explanation
i. abcd ii. abdc iii. achd iv. bcda
49. Rearrange the words to form a sentence.
a. We were b. on an excursion c. to Goa d. going
i. adbc ii. abdc iii. acbd iv. bcda

50. Identify the correct sentence type. AC mechanics are in great demand now.
a. Imperative b. Declarative c. Interrogative d. Exclamatory

51. Identify the correct sentence type. Wear your safety gear while welding.
a. Imperative b. Declarative c. Interrogative d. Exclamatory

52. Identify the correct sentence type. You are hired.
a. Imperative b. Declarative c. Interrogative d. Exclamatory

53. Identify the correct sentence type. Did you apply for the apprenticeship program?
a. Imperative b. Declarative c. Interrogative d. Exclamatory

e. ldentify the correct sentence type. Can | accompany you to the job fair?
a. Imperative b. Declarative c. Interrogative d. Exclamatory

54. ldentify the correct sentence type. Leave the room immediately.
a. Imperative b. Declarative c. Interrogative d. Exclamatory

55. Identify the correct sentence type. Is it safe to conduct the experiment here?
a. Imperative b. Declarative c. Interrogative d. Exclamatory

56. Identify the correct sentence type. Chennai is an upcoming technology hub.
a. Imperative b. Declarative c. Interrogative d. Exclamatory

57. Identify the correct sentence type. Use the appropriate machine tools for the job.
a. Imperative b. Declarative c. Interrogative d. Exclamatory

58. Identify the correct sentence type. The results are out.

a. Imperative b. Declarative c. Interrogative d. Exclamatory




15. 31— R R (Greetings and Self-Introduction)

®

S U3 & 3id H B T eI R P

o I UR] B YTAM BN DI STINT B & AN &1 A=A (greet) B & |
o formal (BITTaTR®) informal (FITATR®) greetings &7 AR ST

o W U= T ARG |

a. Greetings (31¥+&)

Greet (3IFA¥E) FRAT, IT—AT YH R BT Y (a8 qHT 2iar & | &9 ord 1 fooefl & ey € ar
I greet BRI & | Greeting ® 3MTAIR® T YIRS — Gl & THR 8T & |

b. Self-Introduction (TR=rR)

g o A U A e €, 7 9 o aRe O BT ® | W of9R, W8 @ R Iy
SIM&SRI <1 & UR=d @1 well & |

H 1 SIEAUSITT g ? H 1 ST ATl 852 TS HA T RAT?

@ GREETINGS IN ENGLISH

T Y g
i GREETINGS INENGLISH 2225
@ ARG greeting PI SAN T4 Good moming - Good aftemoon - Good evening
BT ©, 99 M9 fhdl qU =, ‘ AM middly.l’nuon oM midnight
ﬁ‘_{f’fa‘%ﬁ QW@W@W !mmi;i;wuﬂmwiﬂmwuw:h;ﬂuwuuﬂ mm;ﬂ:u

Z;ﬁ N e fe e ! morning afternoon evening —
. ) GOOD GOOD GOOD" S2%.
e e MORNING AFTERNOON ~EVENING trowiss

o Il BT A BRI

e 3T At 9 faewm e s |

_ . sunrise day day . sunset night

Tell—vifa aRfad =181 € | gmmullﬂib T E%?-# is only used when you leave,
) mon greetings for any say goodbye, orgo to sl |

o Y WE-dHfHAT A e K, £

=4
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Expressions

When to use

For whom to use

Good morning/Good afternoon/
Good evening

in a formal situation

Good Morning/afternoon/
evening Mr. or Ms.

in a formal situation, if you know
the person already

Good morning/afternoon/
evening everyone

with a group of people at a
formal meeting

Hello. How do you do?

while meeting someone for the
first time, business meeting.

Nice to meet you. / Pleased to
meet you.

in a formal situation when you
meet someone for the first time

How are you?

to start a conversation in a formal
meeting

e colleagues

e business clients

e formal relationships

* new neighbours

e superiors at office

e members of official team
e meeting for the first time

. IFIYEIR® greeting BT SUANT Td BIAT & o9 8F 31 W, 89—SH AN o 1e@ar PRa—<=1 9 e €

39 e # Mu=nRear T8l 8, 3R VF greeting SR a1 yerR I e 1 Iaar g1

- el o] ol onin ol | N T ol liepenge by N 4 7,1
Informal Greetings UKECETINUD dand KESFU
- Hello
-Hi Hello, John! )
- How are you doing? How are you? i, Kelly!
('p“‘ |’ ﬁ thanks!
-How have you been? 3 (L i
-How are ihings going? How are you?
Great thank you!
Informal Responses
- Hello/Hi . 1
. ow are you?
- Hi I’'m very weII
-Fine, thanks and you? Kelly Jnhn
- Great, thanks

How are you? 5.
Not too bad,
How are you?
Not very well,
thanks!
c. Self-Introduction (TR=R)

o g9 fodl 9 fierd € d9 S omH aR § 9 IR @ OHar) 3d © —
BURT AT, BURT fSTT—add, 89R course &1 M, BAR 3N &1 A, AR SRl afe!

- I have to go now, bye
- I'll see you later/around, bye
- Have a nice day, bye

My name is George.

I am from Goa.

| am a residential electrician.

| inspect electrical components for safety.

| like installing wiring and lighting at home.

| find my job exciting and interesting.
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1. Greeting &1 2! &l # ST 3R IS &1 SHBT TANT 9 IUYh IR FAT BT |

Expressions Formal / informal Used to greet ...

Response

Hi, how are you?

Good morning.

Hello!

How have you been?

How are things?

How do you do?

2. Greeting &I gl Sioft H S1fery |

Expressions Formal

Informal

& o5 D
L B

Hi, how’s life?

How are you?

7

Good evening, Jerry.

Hey, come and join us.

| am Satish from Ranchi.

Hello, this is Janaki from Nagpur.

Hey, it’s long time since we met.

My name is Ranjith.

3. activity &1 Tdh 713 & A1 HRY | @I &1 gRFy AR, 9 3 {3 &1 aRey g | @rell o #

e i &1 aRe Y forRau |

lam (name)

| come from (village/town/city)

My father is a (father’s job)

My mother is (mother’s job)

| have (brothers and sisters)

| like (actor, food, game, music)

| want to become (businessman, fitter, welder)
My aim is
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4., ITENUT UgdhN, URTRI BT 31T I | 3R fhe ST TR I Reheery wRax, 319+ uR=g forfRgu |

Hi. My name is
Deepak | come from
a big family. | am
the only child in
the family. | have 3
aunts, 6 cousins. My
mother is not tall. She has short
hair and green BEE[ls.

My mother is a typist. She is
very kind. I like her.

Let me

my  mother
my elder sister.

a bank.

My name is Kirana.
introduce
my family first.
live with my dad,

live in Chhattisgarh. My dad is self-
employed. My mother is a housewife.
My sister is 20 years old and works in

Hi. My name is
Deepak. | come

I from a big family. 2
I am the only child _
in the family. Im

have 3 aunts, 6
cousins. She is very kind and | like

her. | miss my mother when we
are not together.

and
We

| am Thara.l am 17 years old. | live with my family.
Our family has four persons. | have
a younger brother. My mother is a
teacher in a primary school. My father
is a government employee. My brother
is a trainee reading in class 7. We live
in Baroda. | am also a trainee. | am
training in welding in ITI. | just passed
from my school.

1'%'.

Let meintroduce about my family first. [ livein asmall
but nice village with my family. In

my family, there five members, my @

two brothers, my parents and me. k¢ 3 ]

My father is a farmer. My mother . .

is a housewife. My elder brother ‘
works for a company. My younger

brother is a motor mechanic. | am

Shekar training in secretarial practice in Pusa ITl in
Delhi.

My name is

(father, mother, brother, sister, work, study, like, tall, short, happy, small)

I live with my family in

There are members in my

| have

My in

My brother

5. 30 3 &I IoAT uR=y IRV — 39 R MUd URTI H 3MYPT 91 Sfedl & aR § W) 91 Bl

=

lam

(chocolates, ice-cream, movies, colour, bike, car, city, food, games)

I like to eat
| like watching/playing

during summer.

My favourite colour is

| like driving

| like to visit
| like to eat

for lunch/dinner.
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6. T activity TH 43 & AT HRAT & | MY H H TH o1 IRfA<" g7 IR TH TEIH' — 379 31T Rfd=<
IR EH & FU H UH N B AT UR=d ST |
a. Choose a partner.
Read the details of the person in the first column.
Imagine that you are the person.
Introduce yourself to your partner.
Ask your partner to make notes in the space provided.
b. Your partner will read the details of the person in the second column.
Your partner will imagine to be the person in the second column and introduce himself.

Ask your partner to make notes in the space provided.

Column1 Column 2

Arvind is a welder.
He is 24 years old and is unmarried. He is 30 years old.

He completed his diploma from Cuttack. He is married and has 2 children.
He is working in a furniture manufacturing company. | He learnt carpentry from his uncle.

Rahim is a carpenter.

He has a younger sister. He designs furniture for a dealer in Pune.

He is also getting training in pipe welding. He runs his own firm and supplies to the dealer.

He is planning to go abroad after the training. He is planning to start his own furniture showroom in
the future.

KWL e ¥ fau v 839 a1 Sar 999 &7 S ford |

©

e Greetings — 3MT=R® ¥ BT 8, 3R TaRE Y |
o URIY P HGE Y B9 AR & IR H T B |
o 3MTaRE T sFeTRe aRRfEr # SUG® greeting &7 TANT HRAT fFaR © |

©

3T AN Bl greet &1 H, RS greetings BT TANT BIAT 8 — SHdI U Gl 9918d | 3@ Ay 6 I+
A B A greetings JATTATRSE 3ffaT JHATATRS €, AR Well ] |




16. U1 I G R STard QAT

(Asking and Responding to Questions)

@

S UG & 3Ad H B9 [ Seed R N

o U G SR B AR B AHSIT

o UIT T IR Pl P B D AT D ST
o U I ITR P IR Bl

Question (I¥) T ITART SIFHRI U & oIy, 'k BT R I_A & folg 9 A ARH & forg fovan Smar 2
Response (STR) S FaTd / U39 & STa1d # &A1 AT B BT 8 | Response STMGNI <l &, Question
SHHRT ARTAT 7 |

' s g AT ‘no’ HT IUARTAT response H BT 2

gl ‘ye

H F SIS g P H T ST ATEan/ETsdl §e 3T HT a1 Aiar?
a. Questions and responses b. Common words and phrases used as responses
Question Response
(answer) Responses
Am I? Common words/expressions
b ' am Positive Negative
Have do
Can have (?h Sure. I’'m not sure. I’'m doubtful.
will can I'm sure. Never. I'm sorry. Not oK.
) OK. None, rarely.
5 will
Are your Yes. No use. None.
Do we? You are Of course. It’s not true.
Have |they? We do Certainly. It’s not possible.
Can They |have Definitely. It’s impossible.
Will can It’s possible. Nobody. No, not yet.
Is he? will
Does she? He is Set Phrases
Has it? She does in the train, on the phone, on the first floor, at the
Can It has office, in the workshop, to the factory, on Friday, in
ca_n 2019, at 8:00 a.m., from 1 to 1:30 p.m., for two years,
Will will for one hour, in the morning, last week, last year...
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c. A negative response is formed by adding ‘not’ with the “to do/to be” form of the verb.

Positive (yes)

Negative (no)

is
are
was
were
do
does
did
have
can
will

is not = isn’t

are not =aren’t
was not = wasn’t
were not = weren’t
donot =don’t
does not = doesn’t
did not =didn’t
have not = haven’t
can not =can’t
will not =won’t

d. Types of questions and responses

a. Questions checking/confirming the present
situation (what is happening or going to
happen and what has just happened )

Responses (answers)

Positive (yes)

Negative (no)

Am | safe now?

Are you a mechanic?

Are we going to work tonight?
Are they engineers?

Yes, you are.
Yes, | am.
Yes, we are.
Yes, they are.

No, you’re not.
No, I'm not.
No, we’re not.
No, they’re not.

Do we work on Sundays?
Do they work every day?

Yes, we work.
Yes, they work.

Is he a supervisor? Yes, he is. No, he’s not.
Is she a clerk? Yes, she is. No, she’s not.
Is it working well? Yes, it is. No, it’s not.
Do you know him? Yes, | know. No, | don’t.

No, we don’t.
No, they don’t.

Does he work in the weekend?
Does she know the job?
Does it take more time to do?

Yes, he works.
Yes, she knows.
Yes, it takes.

No, he doesn’t.
No, she doesn’t.
No, it doesn’t.

Have you reported the accident to the engineer?
Have we complained about the damage to him?
Have they lost their tools?

Yes, | have.
Yes, we have.
Yes they have.

No, | haven't.
No, we haven’t.
No, they haven't.

of the past (what happened yesterday/ last
week/last year or before)

Has he come today? Yes, he has. No, he hasn’t.
Has she finished her job? Yes, she has. No, she hasn't.
Has the engine stopped working? Yes, it has. No, it hasn't.
b. Questions checking/confirming situations Responses

Positive (yes)

Negative (no)

Were you at the office yesterday?
Were we doing the welding work last Sunday?
Were they angry about the delay?

Yes, | was.
Yes, we were.
Yes, they were.

No, | wasn’t.
No, we weren’t.
No, they weren’t.

Was the supervisor late yesterday? Yes, he was. No, he wasn’t.
Was she working in the institute last year? Yes, she was. No, she wasn’t.
Was the motor in a good condition last week? | Yes, it was. No, it wasn’t.
Did you use the wrench yesterday? Yes, | did. No, | didn’t.
Did we bring those tools last week? Yes, we did. No, we didn’t.
Did they gauge the object with micrometer? Yes, they did. No, they didn’t.
Did he meet the site engineer last evening? Yes, he did. No, he didn’t.
Did she connect the wires yesterday? Yes, she did. No, she didn’t.
Did it work properly yesterday? Yes, it did. No, it didn’t.




E) ST ArERaT

c. Questions (asking for help/clarifying doubts) Responses
Positive (yes) Negative (no)
Will you give the pipe connection tomorrow? Yes, | will. No, | won’t.
Can she hold the ladder? Yes, she can. No, she can’t.
Will you help her measure the object? Yes, | will. No, | won’t.
Should we operate the machine? Yes, we should. No, we shouldn’t.
Will he cut all the wires? Yes,he will. No, he won't.
d. Questions that come with a choice Responses (words)
Are you a fitter or a plumber? Fitter
Would you like coffee or tea? Tea
Are they coming on the 5th or the 6th June? 5th
Is the meeting today or tomorrow? Today
Do you want a hammer or a screw? Screw only
Is the training over or not? Not over/not yet
e. Questions that are open/direct Responses (phrases)
What is he doing? talking on the phone
Who is he? Anil, the mechanic
Where were you? in the lab
Why are you late? train was late
When is the lunch break? 12.30 to 1.00 p.m.
How should the engine be stopped? press the red button
When did he reach the head office? this morning
How long will you work? for six hours
How much money will it cost? ten thousand rupees
1. 9799 Ufey 3iR YgAT=U &I I Question ‘Q’ &, Response ‘R’. SETERV THHR, AAH |
a. Arevyou atrainee? Q
b. Am | late?
c. I'mfine.
d. Is he a draughtsman?
e. Will you?
f. No, I'm not.
g. lIsitraining?
h. Are they ok?
i. We are ok.
j. Good morning!
k. Certainly.
2. 39 UST § Pdel response & | positive (FHRIHADB) & (M T8I BT 8 R, negative (AHRIHD)
response ®T TTaid & fore A 3ifdhd & |




Responses

/X

Yes, he is.

No, we are not.

Not possible.

She hasn’t come.

| won’t.

You can.

| don’t know.

Yes, | am.

No, he is not a fitter.

Never.

Good!

None.

Of course.

Sure.

She hasn’t.

3. %1 Questions @1 SUYhd response =Ty

2
e

Questions

Yes

No

Is the class interesting?

Did you read the concept?

Do you like the training?

Are the activities useful?

Are you learning to ask questions?

Can you respond confidently?

Are you familiar with all the responses?

Will you complete all the activities?

I |IN|O|V]|BR|WIN|F

Are the activities easy?

[E
o

Have you finished reading all the questions?

4. Yes AT No PI IUYH TRANT &R, IR QIR

Are you safe?

Yes, | am.

Are you an engineer?

Can you check the fuse?

Do you know how to use a Vernier Caliper?

Can you measure the height of an object?

Does your friend know swimming?

Did you read the newspaper?

Can you ride bikes?

Did you pay the examination fee?

Will you attend the training in your institute?

Have you finished reading all the questions?
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5. Response BT U ey, IR Rp e § SUY<h question word %ﬂ%ﬂ{ Question words g — what, when, who,
where, why, how, 33T Jghy, e |

Responses Questions
a. I'm fine. How are you?
b. John _______isthe plumber?
c. Tomorrow ______isthetraining?
d. Hyderabad _______isthetraining?
e. Five ________many spanners do you need?
f. Tools _____ doyouwant?
g. To tighten the nuts ___ doyouwant the cutting plier now?
6. question BT el response ¥ AT | STTEROT A FH |
A. Q R
a. How do you go to your ITI? Bus broke down. @
b. What colour is the car? It’s on the first floor. D
c. How was the programme? In 2021. D
d. Why are you late? By walk. D
e. When will you pass the ITI exam? Excellent! D
f. Where is the lab? Blue. D
B. Q R
a. Who is he? It wasn’t over. D
b. Was the job over or not? No, never. D
c. Have you ever taken leave? Not sure. D
d. How many wrote the test? He is a fitter. D
e. Are you sure about the examination dates? Mumbai. D
f. Where were you born? None. D

7. {3 @ MR W, question &T Hal response ?ffl

IT KEEPS MAKING THAT FUAMY ~SOOMD.
YOU KNOW. ., LIKE WHEN YOU PUT A PAIR OF
TEMNIS SUOSES INTHE CLOTUES DRYER T
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Who is talking in the picture? (the lady/the mechanic).
Is the lady complaining about the car? (yes/no).
What is the mechanic doing in the picture? (talking/listening).
Is the mechanic responding to the lady? (yes/no).
Is there a conversation between them? (yes/no).
8. ol & MR W, question T NH response fored |
a.
Questions Responses

Is he a plumber?

What tool is he holding?

Does he fix pipes with this tool?
What does he do?

Can you do his work?

Questions Responses
Can you see the electrician?
What tool is he holding?

Is he busy?

Does he check electric supply?
Is the bulb on or off?

Questions Responses
Who is he?

What tool is he holding?
Can you see his face?

How many cylinders are there?

Have you done any welding work?

Questions Responses
Do you know a good
mechanic? What is the man doing?

P

9. R WIH W, 7 31U+ AT & 1Y 39 ST BT AT B |

Is he happy or upset?

What is wrong with the car?

Can you repair cars?

Do you know a good mechanic?

: Hi! How are you?

A: fix the pipe?
I'm . How about you?
| 't—' - B: Yes, | can.
. Is it raining®
& A: is your ITI?

B: My ITl is near the park.
A: When does your class start?

: Do you want to read the manual? B:

: Do you have the lunch break?

A

B

A

B: .

A: Then, take the umbrella.
A

B

A

B

: Yes, it is from to




E

KWL e § feu v 839 1 dar 999 &7 S fordd |

@

* Questions & WANT & — SMHRI GBI, T BT AR AR g A& AT |
e Response & question & IR BIAT B |

° Responseﬁﬁfmﬁ,waﬂﬁﬁﬁwmglResponseﬁmm—ﬁﬁ@aﬁﬁ?ﬁaﬁ
@B BR DT 2 |

©

®rs Al 56 FATdl i AR v AUF 7 ¥ Y | U7 question AR 30 fAF response @ell WIH H

W |

What is your name?

Mary.

What ig s msmas 1
ow old are you?

I Marv.
I'm eighteen.

I'm eighteen,
In London.

How ald are veu?
here do you live?

r——
-{jHow do you gol

to work?

Questions Responses

https://www.youtube.com/watch?v=t4yWEt0OSpg
https://eslvideo.com/quiz.php?id=28363




17. RI & A1 SFDHR] TS HIAT

(Sharing Information with Others)

=)

9 U6 & 3id | 8H 1 I ) B

o SM®RI o1 H IUIRT 3fHdTel B A H (ATFITM) BT ST
o SIM®HRI AN 3R T & Uhar &7 R Bl

o SMBRI & & Y SUYh HI—HRHAT Bl 21 B

O

Sharing information (ST&®RI dfe): faff= A<l # &9 TR Tdh g8X ¥ SIM&N dicd © | 39 &1 &
B B A A (IR TAR I8d B AT Adhd & | AR — Albs], a3, dee gl — & wY

# 8 ol 2
H T SIS g ? H T ST ATEa/ETsdl §e 3T HT T Hiar?

a.
Making request | Sharing information | Making enquiry Giving opinion | Short responses / comments
Please repeat. It is about ... Canyou..? | hope ... It’s simple.

Please listen. Itison ... Will you ...? | believe ... It’s clear.
Once more Itis at ... Would you ...? | think ... It’s useful.
please. It is about ... Is it? I’'m sure that ... | It’s great!
Tell me. When is it? It is because It’s wonderful!
Please share. What is it? of ... It’s nice.
Please explain. Who is it? (reason) It’s interesting.
Check whether... How to do it? That’s why ... It’s right/wrong.
Tell me about ... What if ...? (reason) Oh, | see.
Why not? Fine.
Really? Good.
Where is it from? Well, ...
Possibly.
Probably.
Maybe.
| got it.
| know.
Sure.
| understand.
Thanks for sharing.
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. Can you tell me ...?

. Could you tll me ...?

. I'd like to know ...?

. Do you know ...

. Do you have any idea ...?

A U1 b W N P

. Could anyone tell me ...?
(use this 7phrziase when askingﬁ '
a group of people)

7. Would you happen to
know ...?

8. 1 don’t suppose you
(would) know ...?

9. | was wondering ...?

10. I’'m calling to find out ...

(use this phrase on the
telephone)

b. Conversations/dialogues sharing information

11. Do you happen to know ...?
12. Could you find out ...?

13. Could you give me some
idea of...?

14. I'm interested in ...

15. I’'m looking for ...?

16. Have you got an idea of ...?
17. Don’t suppose you

(would) know ...?

18. | wonder if you could tell
me ...?

19. | wonder if someone could
tell me ...?

Sam Ram
Hi! Hi!
What are you looking at? Advertisement? No, an infographic.
What is it? It is a visual presentation of information.
Oh! | see. It is usually in the form of a graph, image or

chart like this. Have a look at it.

It’s nice! It looks colourful!

Also, see that it has less words.

Yes, less words and more images. It's
interesting!

It’s informative too. | can see five tips for a
healthy life.

Well, it shows how to manage time. | believe it
is an important tip.

Yes, but I’'m not good at that. That’s why, | feel
stressed sometimes.

Oh! You must learn to manage time.

Yes, | will.

Thanks for sharing.

You're welcome.

Get

moving :

= 49
-/

Manage
your time

.

Step
away

Y

Talk through
your problems

a9

Build
healthy
habits




Suren

Thanu

Hi! I received an email from our site engineer.

Is it?

Yes. Did you receive any mail?

No, | didn’t! What is it about?

It is about the safety of workers in the factory.

Well, please forward it to me.

Sure. I'll do.

Thanks.

1. 31 TGl & 91 ®F 910 Bl ufey, 3R Udh BT & A1 $HdT SUKR ‘role play’ HRT

Hi Ajay! Hi Rani!
Hope you are preparing for the semester exam. | Yes, | am.
Can you please lend me your trade theory book | Why not?

for a day?

Thanks!

What about your book?

| think | lost it.

Oh!

Ill photocopy your book and return it soon.

| don’t think it is necessary.

What do you mean, Ajay?

| mean, you can download it from our official
website.

Really?

Yes, Rani.

Just tell me how to do it.

Well, go to the directorate general of training
website, that is, dgt.gov.in.

Ok. You will find “useful links” on the home page.
Click on it.

Fine. A list of links will appear. Click on “Bharat Skills.”

Ok, then ... Click on CTS icon and choose your course for

course materials.

Oh, | see! It sounds easy!

Yes. You can download the eBook in your
smartphone itself.

Wow! It will be very useful for me to prepare for
the exam.

Yes, and it’ll save some paper and money too!

Oh, yes! | don’t have to photocopy it!

You got it!

But, | don’t have a smartphone or any device to
read it online or download it!

Don’t worry. I'll lend my book then. | shall read
it in my smartphone.

Thanks, Ajay!

It’s alright. Prepare well for the examination.

Sure, | will. All the best, Ajay!

All the best, Rani!

Bye.

Bye. See you tomorrow.
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Eswar

Kevin

Are you staying in the hostel?

| hope the food in the hostel is good?

Yes, but | like to cook my food.

Really? You know cooking! Yes, and I’'m good at it.

Oh great! What else do know? | know and too.

Good! Now, tell me what you and what you
are at?

| know swimming and I’'m good at painting and

Excellent! That’s why you have joined this trade!

Yes | like very much. | can create things!

Wonderful Eswar. After finishing our course we
should apply for apprenticeship training.

Definitely. Any idea about how to apply.

Yes. Go to home page of DGT official website.

That’s www.dget.nic.in. Am | right? Yes. !
Ok then, ... Click on
Thanks Kevin for sharing the information. My pleasure.

All the best!

All the best, Eswar!

3. 37U ITI 9 ST o, Reh e # W)

Is your ITl situated in Karnataka?

No, It isin

How long is it from the central railway station?

Itis kms.

Oh! It is too far from the railway station.

Yes, but transport is available.

| heard there are more than trainees in
your ITI.

Yes, we have different trades.

| hope there are many trades available in your
ITI.

, trades such as Fitter, electrician,

Fine. Which trade are you in?

When did you join this ITI?

Oh, then you will be completing this course in
two years.

| hope your ITI has a campus placement drive.
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Your Friend

You

Hil

Hi, look at the

Yes, | saw it. It is about the
work going on there.

Is it? | think it has warning signals.

Yes, there are three signs.

No,
have a look at it now.

signs. You

Oh yes! | was wrong! It’s four. What
are they?

The yellow one is a danger sign. The
two ones warn us about
&

And the blue one?

. It tells that they
report to reception.

It is for

eOR>

Please repeat.

You want me to . Ok. The
one is for visitors. It tells
them to report to

So, does it mean we should not go to
the site directly?

Yes, you're

5. BUF B IR WX MMIBT A1 fAU 7T SRIATT BT YRT BT 2 |

About 90 per cent of employment opportunities

require vocational skills. Only 20 per cent of our

graduates get employed. The rest are unable to
get suitable employment due to the lack of

employable skills.

= Mayana Mallapurkar, Program Head,
TiES Schoad of Vocations Educalion

Danger
construction work
in progress

No
unauthorised
access

No
smoking
on site

All visitors
must report
to reception

You

Your Friend

Hi

I Look at this message.

| have seen it already.

me what it is about?

| don’t get this message. Can you tell

It is about the

of

skills in our graduates.

‘Lack’ means?

means ‘no’ or ‘absence’.

You mean our
skills.

don’t have Yes. The message mea

ns that.

for employability?

Ok, | got it. Then, what can be done

More skill based training can be given.
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TOWARD
WRENCH
sooy

FORCED
AW AY EROAM

WRENCH,
STRAINING IT II'.

ALWAYS TURN AN ASUISTABLE
WRENCH TOWARD THE MOVAELE AW

Your Friend

You

Hi! How was the class today?

Fine. | learned the application of tools today.

What tools?

Well, tools like Vernier Caliper, micrometer,
wrench, hammer, and so on.

Are Vernier Calipers and micrometer tools? | think
they are instruments!

Are they? What's the difference?

Instruments in our workshop are used to measure
something.

Yes, like and

You are right. Did you measure anything today?

Fine. Can you guess the difference between
and tools now?

Yes, tools are simpler than instruments.

Good.

They are used to move or repair something.

Now, tell me about the tools that you used at the
workshop.

Hammer, axe, and

Well, any new tool today?

Yes, | learned to use a wrench.

Is wrench a spanner?

.ltisa

| have never used a wrench. Tell me how to turn it.

Oh, sure. Always

Ok. Never turn

Why? If you turn the jaw from the wrench, it
will strain the wrench.

Oh, ok. Hope you got the point.

Yes. Now, | understand. Thanks for sharing.

| thank you too for




IS TR

g

7. o STFaRY &7 U IR A, B& C D & &l il § R<h M9 9| 59 I1dl &I 709 SRl & 1T

role ©f X
GOVERNMENT INDUSTRIAL TRAINNING
INSTITUTE (ITI)
Himachal Pradesh
CRAFTS WORKSHOP
on
Surface Ornamental (Embroidery)
Techniques
for
SEWING TECHNOLOGY TRADE
STUDENTS
on
05.09.2019
at 9.00 a.m in Main auditotrium
Register on or before 03.09.2019. For
details contact ganesh@gmail.com
You Friend 1 Friend 2
Hi all! I've got some news for you. | What ? What ?
It’s about the workshop We had it year too. (last/ | Did we?
for our trade trainees. this)

Yes, we had, but this time itis on a
(same/different) topic.

Please tell me the topic of the
workshop.

Is it on Weaving?

No, It's So. We will be given training on Well.
embroidery
Yes. Date and time please. And the venue?
It’s on at Ok. Fine. Any other details?
You should on or before Canyou ____ this message through | Please do. It would be useful.
, and for further WhatsApp?
contact
, I'll do. Thanks ! Thanks !

You’re welcome.

8. & T2 TGN & IMIR W, ATYH! STIATT TR HAT 2

JOB MELA
For ITI passed trainees
All trades
on
21.08.2019
at 10.00 a.m
in

Government ITlI Guindy, Chennai
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You Friend 1 Friend 2
Hi friends! There is a ? Really?
Yes, it is on ? Oh, in our campus!
Yes, At what time? Fine.
It’s at Ok. Are you all attending?
Yes, No, Why ?
Tell us why? I’'m going to Bangalore to attend an | Oh, Ok.
interview.
All the best! Thanks friends! All the best for you All the best!
too!

KWL 3¢ § feu v 839 1 dar 999 &7 S ford |
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qic
! WEB Hoisting:
HINDUSTAN COPPER LIMITED
Indian Copper Complex, Ghatsila
Ref:- HCL/ICC/HR/R&E/TA/2018 Date : 14/08/2018
Applications invited for Trade Apprenticeship (Training)
Item Description
1 Name of the post Trade Apprentice
2 | No. of post . |52 (fifty two)
1. Fitter (ex ITI) -20
2. Electrician” - 18
3. Welder (G&E)” - 03
4. Machinist” - 01
5. Turner” - 02
6. Crane Operator” - 08
Total - 52
3 Place of posting : | Moubhandar Works
4 | Type of Employment (i.e. : | Training (only for one Year)
Engagement)
5 Method of Recruitment : | Written Test
6 | Training : | One year (As per Govt. Guidelines)
Stipend Money (at present)
Rs. 6008/- (Those who have completed two
Years course of ITI.)
7 Eligibility
Qualifications . | High School or equivalent + ITI with 60% Marks in
respective Trade (for SC/ST/OBC/PWD-50% Marks).
The ITI passout should be not before the year 2015

2. Visit Bharat Skills at https://bharatskills.gov.in and share the information available related to your field
with your friends.

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-

001&hspart=trp&p=sharing+information+ESL+videos#id=5&vid=461c56981884ab4c25844452e10

4a4df&action=click




11.

12.

13.

14.

15.

16.

17.

18.

19.

. Saran: “I'd like to

a. point...do

. Helen: “It’s

a. nice...pleasure

a. tomorrow...ok

. Rani: “Hey Mala. What'’s

a.on...trying

. Hey there, Jai, What'’s

a. going on

a. Teacher

a. apologising

a. Father

a. Teacher

a. formal welcome

you to Mary. Mary this is Helen.” Helen: “How do you

b. introduce...do

to meet you.” Mary: “It’s my

b. good...pleasure

. Jamal: “I'm going home now. See you

b. later...ok

18. < Pl U (Recall)

”

c. show...go
”
c. great...pleasure
" Paul: “ 1”

c. soon...sounds good!

?” Mala: “Not much. I’'m

b. home...sitting
?

b. in the way

. Hey, come and join us. To whom will you say this?

b. Friend

b. welcoming

b. Friend

b. Colleague

10. It was a pleasure seeing you. This statement is a
b. informal welcome

C. going...not

C.on

c. Parent

. Hello, this is Janaki from Nagpur. This sentence can be used for

c. thanking

. Can | please finish the job tomorrow, Sir? To whom will you say this?

c. Parent

. Hello Ms. Anita. How are you today? To whom will you say this?

c. Postman

c. formal departing

d. give...be

d. All of the answers are correct

d. All of the answers are correct

watching TV.”
d. up...just

d. Hi, how’s life?

d. Superior

d. introducing

d. Supervisor

d. Classmate

d. informal departing

What will be the best response to the question ‘Are you coming to the picnic tomorrow?

a. Yes

b. | wrote it well.

When are you going to London, then?

a. Yes

b. On Tuesday

Will you be doing some shopping?

a. Last week

b. Congratulations

Has Malliga called us for the party?

a. She will go.
Was Ajay crying?
a. No, he wasn’t.

Can we leave early?
a. We'll go tomorrow.

b. Yes, she has.

b. Yes, they were.

b. Yes, you can.

Should | be doing this differently?

a. Please don’t sit.

b. Yes, you should.

The date is wrong on the letter.

a. | wrote it.

b. Oh, yes it is.

c. It was good.

c. No

c. | certainly will.

c. | will certainly.

c. | leftit.

c. He’s okay now.

c. He’s not here.

c. | told the teacher.

So we have to be here by eight o’clock, not nine o’clock.

a. Who's that?

b. Okay, fine.

c. Yes, yesterday.

d. Great

d. Maybe

d. Yes, I'd submitted.

d. On Monday

d. Congratulations

d. I met him.

d. Thank you

d. I did not inform him.

d. | met him.
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20. I've had a headache all day.
a. Poor you! | hate headaches. b. That’s fantastic. c. Congratulations d. Thank you

21. The statement ‘Can you please take me to the lathe?’ can be used for

a. making request b. sharing information c. none d. giving opinion
22. The statement ‘Do you know about the seminar?’ can be used for

a. none b. sharing information c. making enquiry d. giving opinion
23. The statement ‘I think this job is very easy’ can be used for

a. making request b. none c. making enquiry d. giving opinion
24. The statement ‘Is this the way to the library?’ can be used for

a. none b. sharing information c. making enquiry d. giving opinion
25. The statement ‘I feel we need to help him’ can be used for

a. making request b. none c. making enquiry d. giving opinion
26. The statement ‘Are you going to the workshop?’ can be used for

a. making request b. none c. making enquiry d. giving opinion
27. The statement ‘Please help me finish this’ can be used for

a. making request b. none ¢. making enquiry d. giving opinion
28. The statement ‘May | know your mobile number please?’ can be used for

a. making request b. none c. making enquiry d. giving opinion
29. The statement ‘This is the schedule for tomorrow’s conference’ can be used for

a. making request b. sharing information c. none d. giving opinion

30. The statement ‘I feel you shouldn’t have spoken so harshly’ can be used for
a. making request b. none c. making enquiry d. giving opinion
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(Formal and Informal Communication)

)
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e ST @I communication T &1 372 2IdT ©

¢ communication & T UHR B &
e communication @ feTU SUY<h ATI—H{TAT BT AT BN |

O
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Sender Reciever
e naker Ra¢iaviar

Communication:
Coammunication:

B 1www.Business-Online-Learning.com
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a. 3MTATR® communication WTHIFA TSH H AR 8H 9 el BT 81 AN A © | ARG / Albiad
| forRaa — 577 91 YR & 89 N9=aRe communication R Fhd & |

b. MIUETR® communication IHIFSA SId & 18X 8H SHITETRe communication HY Fdhd %I

Verbal — Written/Oral

Talking to your friends,
family or work colleagues on
the phone about personal
matters.

Hi Jenny! | am going out for shopping this
weekend.

Talking around the dinner
table with family/friends.

Don’t spill the food, Priya!l

Sending a friendly email to
friends or colleagues.

seemal23@yahoo.com
Subject

Dear Seema,

Hope this mail finds you in the best of your health.

| had a wonderful time at your home in Kerala last week.

| wanted to thank you for showing me around. Thanks to your
mother for cooking yummy food for me. This was the best
vacation i have over had:-)

Please do plan to visit us in Hyderabad next vacation. Would be
glad to return the favour.

Keep in touch.

Regards to uncle and aunty.

Love
Raji

EXEA 0o ® -

Chatting casually with
people.

This coffee is too good.

Waving to friends as you
walk by them.

Bye! See you tomorrow.

Patting someone on the back
to show that you support
them.

That was a good presentation, Mr. Vikram.

Sending wishes/
congratulating on
achievements.

My best wishes for your future endeavours!




Non-verbal

Facial Expression, g 3 B
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Answer

a. Addressing your boss in an email.
i. Dear Manickam

ii. Hey, Manickam

iii. Dear Sir

b. Introducing oneself

i. This is with regard to ...

ii. This is with reference to ...
ii. I want to tell you that ...

c. Closing the letter/email
i. Lots of love

ii. Warm regards

iii. Many thanks

d. Thanking someone.

i. Thanks a million for that.

ii. Many thanks for that.

iii. Thank you very much for that.

e. Saying sorry for your mistake.
i. I'msorry about that.

ii. 1 wish to apologize for that.

iii 1 sincerely apologize for that.

2. /91 @I iuaRe 9 SMI=IRe & TTAR el 207 H STl

Verbal Communication Formal

Informal

What's up?

Thank you, sir!

With reference to your email, ...

| wish to bring to your kind notice ...

Listen, | wanted to tell you something.

You are requested to complete the
given assignment by Monday.

No problem.

| look forward to ...

Guess what?

Let me congratulate you on ...
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Hand

e
Closeness
(e.g. ‘Invading

someone’s
space’)

movement |

Qg.waving)

Look at the following non-verbal methods of informal communication.

e
Ways of talking

(e.g. pauses, |
stress on L e

words) Sound

(.g. Laughing) &

P—
Posture
(e.g.
slouching)
Non-verbal

communication
/Body language

Body contact |

(e.g Shaking |
Hands)

Appearance
(e.g. untidiness) 4

g
Facial _ Head

expression

~
wg. frown) Eye _
B Mmovements

movements

((.g. nodding) |

Gesture is non-verbal communication in which visible body actions communicate a particular
message. Gestures include movement of the hands, face or other parts of the body.

Yes, we are gul'fty

an s,,r
m
] w H cakh"

Facial Expressions

The human face is extremely expressive, able
to express countless emotions without saying Poor Posture
a word. And unlike some forms of non-verbal Forward !
communication, facial expressions are universal. head
The facial expressions for happiness, sadness,

anger, surprise, fear and disgust are the same
across cultures.

Good Posture Poor Posture

Forward

Rounded
shoulders

Balanced
upright
posture

abdominal
musdes
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Phrases for Writing a Formal Letter
Dear Sir/Madam, Dear Mr/Mrs (surname)
__% Beginnings
With reference to our telephone conversation yesterday (about)
Thank you for your email regarding
| am writing on behalf of
| am writing to draw your attention to
__% making a request
| would appreciate if you could
| would be most grateful if you would
Would you be so kind and
| was wondering if you could
% Apologising
We apologise for any inconvenience caused
Please accept our sincere apologies
% complaining
| am writing to express my dissatisfaction with
I find it most unsatisfactory that
I’d like to complain about
__% Endings
| look forward to hearing from you
If you require any further information, please don’t hesitate to contact me
Please feel free to contact me if you have further questions
__& Signing off
Yours sincerely (Dear + name)
Yours faithfully (Dear Sir/Madam)

6. SUYTH aATRIeI Bl FAhY — BHEL H apprenticeship & 7Y apply &Y

From

To

Dear Sir/Madam,

KWL 3¢ § feu v &9 1 dar 999 &7 S ford |
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(Speak and Share Information about Workplace)

®
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Job Description Who? Where?
a. Install, maintain, and repair electrical wiring, equipment,
and fixtures. May install or service street lights, intercom | Fitter Electrical unit/
systems, or electrical control systems. workshop
b. Format typescript and graphic elements using computer
software to produce publication-ready material.
Operate desktop publishing software and equipment to | Electrician Machine workshop

design layout.

c. Cut or drill holes in walls or floors to accommodate the
passage of pipes. Measure, cut, thread and assemble | Customer
new pipe, placing the assembled pipe in hangers or other | Representative | Buildings/plumbing
supports. unit

d. Workers align parts, use jack, turnbuckles, wedges, drift
pins, pry bars, hammer, move parts into position, manually | Desktop
or using crane. Publisher Front Office

e. Interact with customers in order to provide information
about products and services, to take orders or cancel
accounts, or to obtain details of complaints. Understand | Plumber DTP Centre
people with different cultural backgrounds.

2. IRRH [GaR0T BT A ¥ 71 SR AT R X

You You friend

Which job do you think is difficult? Please wait. Let me read the job descriptions given.
OK | think the job of a plumber is difficult.

Why Plumber! A plumber has to

He has helpers to work with him. Right, but if anything goes wrong, it is not easy to find

the fault and the job has to start all over again.

Yes. A plumber needs good skills and some patience too! | Certainly! Now tell me which job you think is

| will say the job of . | Is a Customer Representative job that difficult?

Tell me how.

A Customer Representative has to

He has to listen carefully and understand Yes, one has to be customer friendly. A customer
may speak different , and may come from
places
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You You friend
Which job do you think is difficult? I think the job of a plumber is difficult.
Why ! A has to
Yes. A needs good skills Certainly! Now tell me which job you think is

| will say the job of

A has to

4. 39 SIART &I 0 77 & A1, 1T

You

Your friend

What do you do?

I am a desktop publisher at ABC software solutions.

Where is your office located?

It is at Kumaran Nagar, Chennai. It is on the third floor in a
building.

How do you commute to your workplace?

| go by train.

Tell me about the nature of your job.

| enter data and process information using computers.

Fine. How do you process information?

| compile, codify, categorize, and verify information or data.

What else do you do?

| also proof-read documents and correct the errors.

How do you interact with your customers?

We connect with our customers through email or phone. My
office is customer-friendly. We also meet them in person.

Oh | see. Do you do graphic designing and
editing?

Of course. We edit graphics using pixel or bitmap editing.

Can you give me your office contact
information?

Yes. Here it is.

Thanks!

It’s my pleasure.
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You Your friend

What do you do? lama at

Where is your office located? Itis at

How do you commute to your workplace?

Tell me about the nature of your job. I

Fine. How do you ? I

What else do you do? I

How do you interact with your customers? | contact my customers through

Oh | see. Can you Of course.
?

Can you give me your office contact information?

Thanks!

6. o # QU U 3P & IR H THPRI ey, g R IH Reh WM H WA, SRAN BI GRT & |

o Printer placed on floor
instead of on table|

- e Boxes blocking
fire exitjymuamm

e
"3 Sitting at desk

iy ' - (repetitive movements)
o AT
i B ,_';-

o B Work station
Person carrying ; E ergonomics
— too much at once L ' (layout of dest

Overloading
L e trolley toj LS 3
) move file

Rocking

on chair
Boxes and files
stacked too high

My Workplace

2 |Files on floor

-~ 4 - 0T, Carpeting How many hazards do you find?
OFFICE (1] o




Supervisor

Worker

the details with me.

| have received complaints about our workplace
safety. Please check them immediately and share

Madam, | have already checked our office.

0Ok, tell me about it.

There are many hazards like

What about the workers in the office?

Some have poor work habits which may affect
their health. An awareness programme on
occupational hazards can be conducted.

Any other ?

There is no fire alarm in the office.

Oh! will be installed soon.

Thanks ....

7. R I W, T 9T BT I BN |

confirm the address, we will deliver it ourselves
before 6.

Customer Customer Representative

Hello! Hello! This is AB Car customer service.

lam I'm , how can | help you sir?

| want to know whether my __ is ready for use. Give me your car details please.

It’s a PB 7767. Just a minute sir. Let me check.

Ok. It’s for delivery.

Fine. Can | collect it by 7 p.m today? sir. Our office by 6 p.m. If you

That’s fine. Please deliver it to my address. Sure
What is your work timings? We provide service from a.m. to p.m.
only sir.

Ok. Thanks.

Goodbye sir.
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Hi Hi , How are you?

Fine, ? Fine. What do you do?

| work in a clothing company. Oh fine! Tell me about your workplace.
Well. It’s a small scale company with 50 people Ok. What are you there?

working in it. There is a godown attached to it.

| work as . Fine.

| do Is it an ISO certified company?

Yes, How many hours do you work?

| work for Fine.

9. ol @ g U Sfifthd # Sucter gawnelt o AR ue i F @7 < |

Day care centre Cafeteria Health centre
= % 1 I

W | I=
s, T o W R | Waw

Gym

You Your Friend
Where do you work? | work in
Tell me about your office. Itis

Fine. What are the facilities available?

That’s good. We also have

That’s fine. | wish to work in such a place. If you are interested, you can apply for the post of AC
Mechanic as there is a vacancy.

Yes, | would like to. You can send your to the HR.

Can you it please?

KWL =1c & feu 70 89 a1 WEr u9q &1 IR ford |

©
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*

Listen to the video and explore different ideas about workplace experience.
https://www.khanacademy.org/college-careers-more/career-content/manage-people-and-processes/business-
office-manager/v/jay-business-office-manager-how-i-got-my-job-and-where-im-going
https://www.youtube.com/watch?v=0ayCm263kIM
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(Discussions on Current Happenings)
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a. Tl § YANT B dTell M delad / Hd

Initiating Discussion Asking for Opinion/Explanation/Clarification Ending Discussion
Let’s talk about ... Canyou tell me ...? Let’s conclude ...
Let’s discuss ... What do you think about/of ...? Let’s finish ...
Shall we discuss ...? What’s your opinion about ...? In conclusion ...
Did you read/hear about ...? Do you think/feel ...? To sum up ...

Let’s begin ... How do you feel about ...? To conclude ...
Let’s start ... May | ask you ...?

Tell me about ...

Please explain/clarify ...




Personal Point of View

e |n my experience ...

e Asfaras|’'mconcerned ...
e |n my opintion ...

General Point of View

e Itisthought that ...

e Some people say that ...
e Itisconsidered ...

e Personally, | think ...

e J|dsaythat...

e Itis generally accepted that ...

e Id like to point out that ...

e | believe that ...

Agreeing with an opinion °

e Of course.

e You’'re absolutely right. o

e Yes, | agree.
e | think so too.

e That’s a good point.

e Exactly.
e That’s true.
e Neitherdol.

Disagreeing with an opinion
e Yes, but..
I’'m sorry to disagree with you, but ...

e That's not entirely true.
e Onthe contrary ...
* I'm not so sure about that.

e | couldn’t agree more.

b. Tl § W& B8W & oIy §B SUARM hint:

In a discussion ...

e speak clearly and sensibly
¢ allow others to speak
e listen to others carefully

¢ have positive attitude

e maintain eye contact while speaking

e make sure to bring the discussion on track

* be polite.
Ganesh Peppin Aiysha
Let’s talk about the career | think there are many. Isit?

opportunities for ITI trainees.

| hope so.

There are very good opportunities
for ITI trades.

| disagree with you.

There was a mention of 3000
vacancies for ITl trainees in public
sector companies.

There are opportunities in foreign
countries too.

Really?

It is generally considered that ITI
courses are not competitive, but it
is not so.

There is a shortage of skilled
craftsmen all over the world.

Do you mean there’s a need for
people who fix things and provide
services?

Definitely!

For example, trades like fitters
have more opportunities in
international oil and gas factories.

| agree, but many do not know
how to apply for these jobs.




The placement cell will help us to
get the right jobs.

Yes, they have tie-ups with
many national and international
companies.

Oh | see!

We had a good discussion.

To sum up, ITI trainees have better
opportunities if they have right
skill sets.

It’s very informative, thank you
friends.

D

1. SUYH IR g | ISTER0T SR, FHS

a. When you start a discussion on a topic, what do you say?

i. Let’s discuss

b. To express an opinion, you say

i. My opinion is

ii. Let’s finish

ii. Let’s start

c. How do you ask for clarification?

i. That’s true

ii. Can you please clarify ...?

d. When you agree with an idea/opinion, you say

i. Yes, | agree.

ii. I'm not sure.

e. When you disagree with an idea/opinion, you say

i. Do you know ...?

ii. I'm sorry, but ...

f. How do you express a personal view?

i. In my experience ...

ii. | disagree ...

g. How do you give a general opinion?

i. Tell me about ...

ii. Generally, it is considered ...

h. What do you say when you strongly disagree?

i. That can’t be right.

ii. I’'m not sure.

i. What do you say when you politely disagree?

i. You’re wrong.

ii. 'm afraid, | have to disagree.

j. How do you keep the discussion moving?

i. Next, let’s talk about ...

ii. To summarize ...

2. Rl B STIH response (IR AT Ufifehan) | G | STERV T@dHR, TS
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What do you see in the first picture? - She maintains a good eye contact. It is an
essential skill required in discussions.

Don’t you think it’s a negative attitude? Definitely! We should avoid such behaviour in
discussions.
What do you see in the second picture? You may lose the track of discussion. You will

not be able to speak sensibly.

How do you say that she’s listening? | think in the first picture, friends walk off
Ly | because they are unhappy or have disagreed on
something.
Correct, but if you don’t listen ...? The second one is positive. The lady listens

carefully to the speaker.

Exactly! What about the next picture? Yes, it will. They should sort out their
differences to have a healthy discussion.

Won’t impolite behaviour affect discussions? The third one looks like an argument. Their
body language seems to be aggressive.

3. MUDRA &M & dR H &I T SM&RNI &l U¢, 3R SN 1T &N | 9 SN & 39 A5 & d1er
IR BN |

MUDRA LOAN

e Mudraloanis provided by the Micro Units Development & Refinance Agency Ltd., under the Pradhan
Mantri MUDRA Yojana scheme.

e This loan is particularly for non-farming and non-corporate micro and small enterprises.

e The enterprises can avail loans up to Rs.10 Lakh under this scheme.

e The scheme was launched by the Prime Minister in 2015.

A B o

Do you know about MUDRA loan? | Yes, | have heard of it. No, | . Tell
me what it is.

It is a loan provided by It comes under the Who can apply for it?

scheme.

Non-farming and Oh, | see. Fine. How much amount one can

enterprises can apply. get?

Up toRs . Oh, that’s great. This will be helpful for micro and
small

Do you know when it was | think it was in . A good initiative.

launched?
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Issues

Hydraulics

Pneumatics

Power

Hydraulic tools are powerful, because
they use pressurized liquid (oil).

Pneumatic tools cannot deliver the same
power, because they use pressurized air.

Maintenance

Very little maintenance is required, as
the internal parts are always bathed in
oil.

More maintenance is required as it
includes draining moisture from air tanks
and constantly keeping tools oiled.

pneumatic tools.

Noise They are quiet. They are accompanied by loud
compressors.
Temperature It will operate in sub-zero temperatures. | Due to moisture in the air, they can
It will not freeze up. freeze up.
Cost They are about twice the cost of Pneumatic tools are cheaper and easier

to build.

John

Rakesh

| am planning to buy a Pneumatic

water pump for my house. What is your
?

In my opinion, Hydraulic pumps are better
than

How do you say that?

Hydraulics is more powerful because

Yes, but doesn’t it need a tank to store the
liquid/oil?

Of course, but comparatively it has more
advantages.

Oh | see!

It requires very little

That’s a good point to be considered.

In terms of noise,

That’s good.

Another advantage is that it will operate in _

But | think Hydraulic pumps are very costly.

Yes, they are. But it’s only the initial cost.
The running cost is very less compared to
Pneumatic pumps.

Really! Now | agree.
. Thanks for the

So, have you changed your mind?

Yes,

It’s a better option.
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A

I’'m interested in applying for
have any idea?

.Doyou

| have already

Where do you find the application form?

Goto

website. Click the link

Ok. Can you tell me

1. contact details.
2.

Sure. You nee d to fill:

3.

4.

5.

Then click Submit to complete the process.

Thanks a lot for

i i 4 i
! Ministry of Skill Development And Entreprencurshi
= ] p P p L J et (@00 (@
“'T“""" T e T }lﬂ 5:.“ i ‘ﬂ1wfmﬁ-!’ et L
Coutast Betalls
Rddriin '
L . [ rar L]
P’
Contart . * D
Cricalifiezat o Details
Ao sdemna Gualibeatisn® " [Ty — iy »
Technical (nabiication {Please fill if applicable)
L P T S ol (ol Undupryi b
N ol Tride Toigne’ Cisroe S Duie®
Lagne i Laly®
M | O
fu—— Pp— i B L W e
Trade Preference
desms Trade
? L] J oot 1ot Prelerence .
f Selertin 1o Predeeenie L
. - J Selectaa Ind Prefrrrace w0
Uiphssd brut Prssprt e Prtograph T e B e
S— 60435 ~-
Drala sty
Aiereln derlam ol e |nbermustion nbmmit e by mve b rorrect ad Erue b fhe beot of mn knowbedpr § (hallibe |Libde bar sy disciplinary pawitive s tom bn cae s of the ety sre dowad b b innsrrect
bt e

Note: www.apprenticeship.gov.in is the official website to apply for the apprenticeship training.
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Overseas Internship

India is one of the youngest nations in the world with nearly 65% of its population in the working age group of
15-64 years and more than 54% of its total population below 25 years of age. India needs to equip its workforce
with employable skills and knowledge so that they can contribute to the economic growth of the country. The
Ministry of Skill Development and Entrepreneurship has engaged actively with several countries with the purpose
of technology transfer in skill training, training of trainers, setting up of model and centres of excellence. In this
respect, Technical Intern Training Program (TITP) offers training to the workers for a specific period of 3-5 years in
Japan’s industrial society. It also promotes international collaboration through the transfer of skills, technology
and knowledge among the participating countries. This will contribute towards human resource development.

Do you know about ?
| think

It is considered that

In my opinion,
TITP offers

It promotes

It contributes

7. Ud B U AMER WISl & 8 | S U YT SUBRYT §HRIT & ST Bl TexX g+ @I plubing
problems T TAT SRTT AHAT & | & 8% SIMBNI DI UG, T 30 fAF BT NSD | BT SAMARH I & aR
EECRIY

NSDA invites innovative ideas/concepts.
Innovators may send proposals.

Appointed committee reviews the proposals.
Shortlisted proposals are invited for presentations.
Selected ideas are implemented.

Innovation Cell

The National Skill Development Agency (NSDA), invites innovative ideas, concepts and practices on skill
development. A committee has been set up to review all such innovations and to facilitate their application
on a wider scale. All the innovators who wish to bring their ideas and practices may send their proposals and
presentation to the National Skill Development Agency via email to innovations@nsda.net.in. Shortlisted
proposals will be invited to make presentation before the Committee which will meet every month on the third
Wednesday of the month at 11 a.m. in the NSDA office. Selected innovative practices will be facilitated and
propagated for wider application. For more details, visit http://www.nsda.gov.in/

8. SF&NI ®I e 3R g+ =l & 1y =af &Y {6 CAD & SURINT — 3D career [Adhed RIT € |
Computer Assisted Design (CAD)

CAD is a process of creating a technical diagram with the use of computer software. It is an important technology
in the field of drafting and design. It has the benefits of lower product development costs and a shortened design
cycle. The ability to create diagrams and illustrations with computer software is a useful skill that can lead to a
variety of jobs.




Electrical drafters
They create diagrams that lay out wiring setups. These
diagrams are used by professionals who repair and
install electrical equipment and wiring.

Mechanical drafters
They prepare detailed assembly drafts for use with mechanical
devices and machines. These drawings include methods of
fastening, dimensions and other specifications.

Aeronautical drafters
They create plans and drawings that detail engineering
specifications for use in the manufacturing of airplanes and
missiles.

Architectural drafters
They draw features of buildings, both structural and architectural,
used in construction jobs. Diagrams may include materials needed
to complete the job for both commercial and residential buildings.

Civil drafters
They create topography and relief maps for use in civil
engineering projects. These projects include bridges, water and
sewage systems, highways and flood control setups.

KWL 3¢ ¥ fau v 89 1 Gar 999 &7 S ford |

o TAT A BH Bl o SifUs ¥ S AT JRAGRRAT H Febra Fad 2 |
o Tl & SRM TH S | G ALY, b | AiEl a2y g T IR <A1 Al |
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Visit https://www.youtube.com/watch?v=nAGvLAogmUk. 1T fadhrRT § NSQF &7 d8@ W iR A= |
S W T4l B |




22. foThI= I (Telephone Skills)

@

9 UI6 & 3id H 89 1 I R A

o T WX 10 HRA H SUANT 3dTel AT A (ATRITEN) BT ST
o TAIBIF Bfcd & A | DI FHT

o THIBI BfcT BT BT AR BT

O

Basics of Telephone Call

MY WA & & B DI & SRME b TR &1 faff= aRRefad S 81 Aadr 8

Caller — 98 aftp S ®fa On hold — BTeR @I ‘waiting’ | 3Md 1T aafh & 910 BT
PHAT & TR g7 STl & B8 X T, a1 3 Bl WX

Receiver — Wil &Jfxp aT BIF Hang up—UrﬁW G AT Hang up—tﬁ;[ G AT

H F QU g P H T ST ATEdETsl Ge ATST {1 T ARAT?

a. Parts of the phone

&3~
) \] £

) s‘in. -
the (tele) phone The receiver The dial " The key




The phone rings.

c. Making a call

| lift the receiver. | answer.

]

| pick up the phone. |dial the phone. Italk.

| hang up the phone.

| hang up the phone.

d. DIl receive BT BT 3 8 — caller BT AT BIAT AR §GT B I8T Bl ST

Answering the telephone

Pick the phone in three rings.

Greet the caller “hello, Good Morning”.
Speak clearly.

Answer by mentioning who you are.
Listen actively.

Keep a pen and paper handy.

&

Taking a call
How can | help you?
May | know where you are calling from?
May | know your name please?
Note down the information.
Thank the caller for calling.
L g

Say goodbye.

e. TAIBIF Bid & I J&I 9RT

Phases Step What you should do Example

0 1 Greet the person. Good morning Sir/Madam.
§ 2 Introduce yourself. I am Rahim from ITI, Guindy.
‘& | am trainee in the electrician
@ trade.

3 Say why you are calling. | | am calling to find out if |
k) may come for internship.
e}
e 4 Discuss what should be | If there is a chance, please
= done. let me know. My contact

number is 9999922222,

5 Thank the person. Thank you Sir/Madam. Have
e a nice day.
w

6 Say goodbye. Goodbye, Sir/Madam.

Speak politely. Use short sentences. Address the person using “Sir/Madam” in formal situations.
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When you have to pass
on a message to someone
immediately, what do you do?

Tell (speak) the message to

him/her.

What will you do if the person is
far away?

Tell the message over the

(caller, receiver, telephone)

The person who makes the call is
called

(caller, receiver, telephone)

The person who receives the call
is called

(caller, receiver, telephone)

Trainees can contact the ITI over
the

(caller, receiver, telephone)

2. o vt 1 wE! o 9 faeRor 9 e |

on hold, dial, disconnect, engaged

Press the numbers End a phone call. Caller waits for

on the phone to call information while on the
someone. phone.

=

’
=5 e

The phone number that
was called is busy.

Vil LIk i3 By, FLLARE
Ty Adidsy LATER

3. ClIBIF WX g8 d1d—<Id bl Ue, I IW Iugeh Al H STef | &A1 & — Greeting (31f¥9<), identifying

self (GR@ISAT) purpose of ST call (Hicl BT I | SCERV TEDHR, FHS

Hello! My name is Ramesh. | would like to speak to Anju, please.

a.
b. Good afternoon! This is Shanthi. May | speak to Arti?

c. Hi! I'm Ajith. Is Anu at home?

d. Hello! My name is Rajesh and I’'m calling from HSBC. | would like to speak to Mr. Chetan from the marketing

division.

e. Good morning! | am calling from Harsha Trading Company. Could you connect me to your accountant?

f. Good evening! Rakesh Sharma here. | would like to speak to Ms. Rekha.




E) 3T |rERaT

Sl. No. Greeting Identifying Self Purpose of Call

1. Hello! My name is Ramesh. I would like to speak to Anju, please.

4. JMYPT TS BT UIST olld B N&T & | R Dl BT BT, R ST ddlgy Bl T dIAT 2 |

Step What you should do
Greet the person.

Introduce yourself.

Say why you are calling.

Discuss what should be done.

Thank the person.

N |IWIN|(F

Say goodbye.

5. 3MUdT ITI 93 § faoel 81 81 fauiell faumT & ®I9 ISy, gd19u @ sa—urg &1 fafesi #
faoTell 8, 3R S gussYy f& a7 3MMURT Ace H B Adhd @ |

A
L

Step What you should do
Greet the person.

Introduce yourself.

Say why you are calling.

Discuss what should be done.

Thank the person.

AUV WIN |-

Say goodbye.
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Step

What you should do

Greet the person.

Introduce yourself.

Say why you are calling.

Discuss what should be done.

| |W|IN |-

Thank the person.

6

Say goodbye.

7. MY U&H Hag! § B B 8 | 3D Hhacs] § NFAfded Sidhe Il & | Sidhel Bl 3eX TR 8 | BRI
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Step What you should do

1 Greet the person.

2 Introduce yourself.

3 Say why you are calling.

4 Discuss what should be done.
5 Thank the person.

6 Say goodbye.

8. 3T IJeTTD = MY I BT & | 3MMUD YT ST Fa¥ T8l B, ol 3T 2 Ug== =al Uy |
S0 Bicl UR 91 HR1 Bl SUYTh aXiebl &1 IT° U 10 faebedl #, el fabed o R o R | Sarevor

IR, FHS

Answer the call in the first ring.

"4

Answer the call after ten rings.

Greet by saying “Hi, how are you?”

Tell the caller your name.

Speak while the caller is saying something without listening.

Speak very fast and make noises.

Be ready to note down what the caller has to say.

Ask politely what the caller has to say.

OO N[OV | W| N[ K-

May | know your name please?




E
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10 Who is this?

11 What do you want?

12 May | know what the matter is?

13 Call me later. | am watching a movie.

14 It is a holiday. Give me the details on Monday.
15 How did you get my number?

9. 14 31T B WX I HT R Sd &, Td 3MMUbl FIT BT AMeu? Hel fAdey W) RIg o |

Dos for Caller Always Sometimes Never

Give your name.

Greet.

Give your telephone number.

Say why you are calling.

Give your address.

Give the name of your company.

Explain your relationship to the person you are calling.

10. 3BT 7 3MUB! STH 4 fFA TSR F BF AR HAT A112Y? Fel fadheq I

Answer with ‘Hello’.

Answer with your number.

Answer with your name.

Answer with the name of your company.

Answer with the name of your department.

KWL 3¢ § feu v &9 1 dar 999 &7 S ford |

@

o B B & O 9N B0 & — Foara, fAfea (@ &1 qm), iR i@

o IF HRd T BH AT BT AfRY BT HA — IffAHEH HRAT §, WA BT URTT AT B, Bl BT e
AT &, 9 H B SR ATHardd Pt WS BT B |

e “to hang up”, “to hold”, “line busy”, “line engaged”, “dialling” and “disconnect” BF B B faavor & forg
I HY T UK T |

©

Ul gRRIfET &1 Gl a0 T8 SMU@! BIF R 10 &3 &1 AMaIdhdl I dadl o |
https://www.youtube.com/watch?v=6tfFRDOenV0
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(Telephone Skills — Role Plays)

®

9 U8 & ofd H 89 [ IeeT W HN:

o fOHAT I BN WR 91T B BT AT

o A= Feul § B9 W 919 BT BT I
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®IF TR Courtesy (fa=sar / Rrean)

19 g9 fddl s @ 9fa faswar, emeR iR I#H @Rh dRd € df S9 &1 ‘courtesy’ HET ST ® | 31
T ST BT 3FUST H b oreg IR ITRITei &) Aee I 89 B IR fa95dT T 3R Ydbe R Ihd & |

H T SIS g, ? H 1 ST Al 82 TS HA T ARar?

a. Unacceptable and acceptable expressions

Unacceptable " Acceptable
expressions e expressions
“You will have to wait. ‘Thank you, I'll check, or I'll see.”
‘Yeah! ‘Yes Madam/Sir/
‘1 do not know.’ ‘One moment please, I'll find
out/
‘No, we can’t/ ‘Yes, you may.’




E) 3T |rERaT

b. Expressions to use

When requesting for something | Could you please give me your

on the phone, use polite number?
expressions like “may” or
“could”. May | take your number?

When someone is not available, |l am sorry. Mr Richard is
inform the caller politely. not available. Shall | take a
Request for a message. message?

Note down the message.

Would you like to leave a
message? Mr Richard is not in
office now.

Ask for clarifications, when you | Could you repeat that, please?
are not sure about what they
are saying. Could you speak a little more
slowly, please?

If you cannot hear very well, you | Could you please speak a bit
need to ask them to be louder louder?
very politely.

Would you mind increasing the
volume of your voice, please?

Be polite when you ask them to | Could you wait for a moment
wait. please?

Hold the line for a moment

please.
When giving negative | am afraid, Mr Ramesh has left
information, be polite. office.

| am sorry. Mr Ramesh is on
leave.

1. f| gRRIT H P9 AT ITR SUYh 8?7 < § AT AT H T, SR 98T uRReRT a1 Sugwh SR
A A |

Sl. No. | Situations Expressions Answers
a. You are not able to hear properly. | Just a moment please. Let me get ready to
take notes.

b. The person the caller wants is not | | am afraid that the person you want is in a
available. meeting now.

C. You want to take a pen and paper | Could you please tell me your name and
to note down the message. where you are calling from?

d. You want to note down the details | Would you like to leave a message?
of the caller.

e. You have not understood what the | Iam, sorry. He/She is not available now.
caller is saying.

f. You want to know if the caller Would you mind speaking louder?
wants to leave a message.

g. The person the caller wantsisina | Could you repeat what you just said, please?
meeting.




IS TR

g

2. 3T B R 91T B & 2 | 7= aRRfEl a1 u¢, iR 9@ ST SR gHaw, ford

a. The person is on another call.

b. The person is on leave.

C. The person is busy at the
moment.

d. The person is not in his seat.
e. The person is in a meeting and
will be free at 4.

f. The person is available.

I’'m afraid he/ she is busy at the moment.

I’'m afraid he/ she is away/ not in at the moment/ in a meeting.
I’'m sorry he/ she is not available.

I'll put you through. Hold the line, please.

3. Rep wg Wi | 3y «d ?Tj 1 9r1sg] BT YRINT BR Ghd B (transfer, hold, louder, section, who, hold,

may, calling).

Don’t Say Say

Hangon ... May | put you on ------------------ ?

Holdon.. |- | put your call on -------------- ?

Who is calling? May | know is ?

| can’t hear you. Could you speak ------------- ? | am unable to hear you.

| can’t help you. | need to -------------- your call to the ------------ so that they can
answer your question, May | do so?

4, T9 3R R & IR & U | oMU 3R amus {7 791 g R &1 fover gy, ik I8 SemT

QETS |

Rinki is a COPA trainee.

She wants to apply for internship

in ABC manufacturing company.

She calls Manish, the recruiting officer.

Manish is the recruiting officer in ABC
manufacturing company. He is receiving

a call from Rinki. Rinki wants to do internship
training in ABC manufacturing company.

Hello, am | talking to Mr Manish?

Hello, yes this is Manish speaking.

| am Rinki, COPA trainee from ITI, Suratkal.

Nice to know. May | know what | can do for you?

| wish to apply for internship in your company.

| am sorry. We are currently not enrolling candidates for
internships.

Could you tell when | may approach you
again?

Sure. Please make a note of it.

Just a moment please. Let me take a pen and
paper to note down.

Our normal internships offer are from January to March
every year.

Thank you for the information. May | know
the process for application?

Sure. You need to apply through your ITI. The application
should reach the company by December.

Thank you, Mr Manish. | shall apply through
my ITl in December. Good bye.

You are welcome. Good bye.
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Shorab is a welder trainee.

He wants to apply for
apprenticeship training.

He calls Mathew his instructor
for advice.

Mathew is a retired ITl instructor. He has been
helping trainees for apprenticeship training.
Shorab, an ITl trainee calls him seeking advice.

Hello, am | talking to Mr Mathew?

Hello, yes this is Mathew speaking.

| am Shorab, trainee in welder trade from
ITI, Trichy.

Nice to know. May | know how | can help you?

| wish to apply for apprenticeship training.
Could you guide me, please?

That’s good. Where did you complete your trade training?

| completed my training from ITI, Trichy.

Okay. Have you approached BHEL which is near your ITI?

No, sir. Could you please tell me what |
need to do?

Sure. Please make a note of the following steps.

Just a moment please. Let me take a pen
and paper to note down.

Register in the government of India apprenticeship portal.
Choose BHEL Trichy under Establishment menu.

It is enough if | register and choose BHEL,
Trichy?

No. That is the first step. You need to apply online in the BHEL
online portal after registering in the government portal.

Okay, sir. Is that all?

No. You must take a printout of the online application. It must
be submitted during verification.

Thank you, sir. Could you tell me if there
any other way to apply?

Yes. BHEL notifies the employment exchange to publicize the
information.

Could you tell me if it is open to all
candidates across the country?

Preference is for candidates who can speak Tamil.

Thank you, sir for the valuable information
and guidance. Goodbye.

Best wishes and Goodbye.

6. U IR Y & ar H Ue | MY 3R 3Mus A3 T iR g &1 fdear gy, ok 98 S &

R

Anne is a secretarial practice trainee. She
wants to know job opportunities. She calls
Sindhu, a career counsellor for advice.

Sindhu is a career counsellor. She has been helping candidates
identify job opportunities. Anne, a secretarial practice ITI
trainee calls her seeking advice.

Hello, am | talking to Ms Sindhu?

Hello, yes this is Sindhu speaking.

| am Anne, secretarial practice trainee from
Government ITl for Women, Firozpur.

Nice to know. May | know how | can help you?

| wish to know the job opportunities for
me. Could you guide me, please?

Do you know what the job role expects from you?

| am expected to maintain files and handle
human resources efficiently.

You are right. You also need to have the ability to plan and
coordinate functions in the office.

Okay, | got it. Could you please tell me the
kind of jobs that | may apply for?

Sure. Please make a note of it.

Just a moment please. Let me take a pen
and paper to note down.

You may look for jobs as personal assistant, personal secretary
in multinational companies, private offices, banks and other
institutions.

Where do | find the job advertisements
other than in newspapers?

You may find it in naukri.com, freshworld.com, timesjobs.com
and other related sites.
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Okay, madam. Is that all? No. Please do google search typing “secretarial practice” to get
the latest job offers.

I shall do it. May | call you again while Yes, you may please.
applying for jobs, please.

Thank you, madam for the valuable All the best and Goodbye.
information and guidance. Goodbye.

7. ICF, IS &I A, IIGdI—SIl | T HRAT A18d] & | JAYD! giladl & RARM H BRI Al
2 B 91 fholgTd SUTT T8l & | Ub AT & 1T 50 ST BT IR HIfory |

Ms. Seema Receptionist

Answer the phone with a company name.

Check the company name.

Repeat the company name.

Introduce yourself and ask for someone.

Respond and check B’s name.

Clarify who you are.

Ask B to wait.

8. {AdIY, ddc ¥ 91 IRAT AR ¢ | dhe & RIWE | guT o & § & 7 9l dae & forg a8
‘message’ (<) BIeAT ARA? 310 15 & A1 9 SIATT BT IR DI |

Receptionist Sandeep

Answer Venkat’s phone.

Ask to speak to Venkat.

Apologise and say why Venkat isn’t
available. Offer to take a message.

Case 1: Accept the offer.
Case 2: Say ‘No’ and that you will call later.

Case 1: Ask for time to prepare.
Check B’s Name

KWL 3¢ § feu v 839 a1 dar 999 &7 S ford |

©

o B W d1d Hd qHY, IHRIHAS G I8 TG BT STINT PN |
o U UREA T SUYh a7 areie B SR HEw@qol ¢ |
o P—FI BIF SO W, B4 Bl SR & U Ao o, I fOReHT Bial 2 |

©

B TR SRAT Bi-arel a8 araaien & U gl 99183 |

https://www.youtube.com/watch?v=0WDyWLhuOFY
https://www.youtube.com/watch?v=Tw2r9DkL5co
https://www.youtube.com/watch?v=zNpmtVZFXS0




24.@ G %R’ (Let’s Read)

=)

S U3 & 3id H B T IeT R B

o U H U SMaTel el 9 sl W uRfud 81 SR
o HeH B FHIIR, ] BT 37 FHS BT R Bl
o SITPT YeHR AHS BT IRITRT HYAl

O

Reading (Y&) §RT 89 foTRad el &I WHST UK © | Reading & fofY §H 3TUFIT €419 YbRT &_AT BIAT © |
D] HeE H BARI & I A1 981 © 3R IH JANT HRA HI ffazary 1 |

Reading TR #8Rd BINTA &R+ & foIg 8H ARIAT BN — YA Ul DI Yo BRI, UISH Bl AU
qd—s9 & SiredT, Hed &1 FHsHI, yee gudr, R | g o Qe |

H T SIS § 7 H T ST ATEan/aTsdl §e 3ATST {7 RAT?

How to escape from a sinking car?

2. Den't open door. It's possible to

escape this way, but difficult to do & S el ——

1. Stay calm. On average, you'll have | even in just a foot of water. Car will 3. Remember four words:
30-120 seconds of float time before alzo sink almost immediately after, | “Seatbelts. Children, Windows. Out.”
the car sinks. That's plenty of time making it impossible for First, unbuckle your seatbelt.

to escape if you act quickly. passengers to escape. If buckle is stuck, cut it off.

4. Make sure children and 5. Escape through window. Try
passengers can get out of their rolling it down first, If that doesn’t | 6. Swim out through the window and
seatbelts. Guide and instruct them work, use an auto rescue tool to to safety. This can all be done in well
to exit through their own window safely shatter the window. It's under 30 seconds if you stay calm
if possible, or else pull them to the nearly impossible to break using and have mentally rehearsed the

front of the ear. your arms or legs. scenario before it happens.
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1. 3MYPBT &l B Aol Soft & Sra=r &1 SR & — (N), action (A) or describing (D) words. g1l 3GgIRUT
TEHR, A |

injury wound cut hurt injury (N)sheet blister

hammer axe micrometer spanner hammer ( ) wrench file

electrician fitter draughtsman plumber electrician ( ) surveyor

bobbin bobbin ( ) needle carpenter thread bobbin embroidery

car truck lorry van car () cycle bus

finish close start end stop finish ( ) complete

please sorry thanks welcome paper alright please ( )

S

plug socket plug ( ) switch wire current shirt
nurse nurse () doctor bank patient medicine hospital

tablet laptop desktop computer engine ipad tablet ( )

~ =

bakery machinery savory plenary bakery ( ) berry cookery
|. plotting drawing surveying dividing period plotting ( ) segmenting
alarm fire harm sound ground alarm ( ) risk

m.
n. tool cool stool wool tool( ) pool

o. warehouse warehouse ( ) penthouse boathouse welfare factory
p.

caution warning caution ( ) motion precaution nation ration

2. 9 < Bl 3Hfhd BN, T YU & AT AE[ A 37T &

a. injury Sheet wound cut hurt blister

b. hammer axe micrometer spanner wrench box

c. electrician fitter draughtsman  plumber French surveyor
d. sewing needle carpenter thread bobbin embroidery
e. car truck lorry van cycle bus

f.  finish close start end stop complete
g. please sorry thanks welcome paper alright

h. plug socket switch wire current shirt

i. nurse doctor bank patient medicine hospital
j. tablet laptop desktop computer engine ipad

k. warning caution notice forklift alarm signal

l. plotting land survey line draw ball

m. varnish paint brush bake spray enamel
n. chisel hammer saw clamp cookery nail

0. mask gloves shoes book eye glasses helmet




3. 9 IR Ahd Bl GHSIHR, <] & Tl Adald BT Jaroll sy |

[ ]
A | Forkliﬁctgllglg%geraﬁn&
EVACUATE THIS C®T RlETNIaREn
AREA IMME“IA.TEL? @ High visibility clothing must be worn
IF FIRE ALARM DEC] Protective footwear must be worn
SOUNDS PR redestriond must keep to wallwavs
L A
a. Evacuate: fill, stay, live, empty, water.
b. Immediately: lately, fast, slowly, delay, try.
c. Warning: request, suggestion, order, letter, board.
d. Alarm: tool, warning bell, sleeping bell, lunch bell, sign.
e. Caution: help, sign, warning, operation, vehicle.
f. Pedestrian: politician, plumber, child, walker, worker
g. Protective: safe, selective, unsafe, proper, plastic
h. Visible: dull, attractive, blind, dark, unseen.

Warehouse: a construction site, a house for workers, a building for storing goods, a factory.

j.  Walkway: left, right, path, factory, warehouse.

4. Rb I W
. There are three kinds of wires. _____ (true/false). Green & Yellow Earth
. Are there five different colours? ____ (yes/no).
. Greenis alive wire. ____ (yes/no). Live

1
2
3
4. What is the colour of the neutral wire?
5. Isthere ared wire? ____ (yes/no).

6

» H‘\‘-\ Neutral

. Earth wire is in & colour. *\

X
W

5. JICR UGaR, JUPth SR o
a. What does the first sign in the poster mean?
i. Switch off the power. ii. call the police. iii. press the fire alarm. iv. pour water.

b. The second sign means

i. run towards the exit. ii. close the exit. iii. check the building. m
iv. run away from the exit.
e

c. When there is fire in the building, you should the building.

. ) . ) r‘ Leave building by the
I. stay Iin ii. leave 1l. return to Iv. go to :‘! nearest available exit
d. If you hear the fire bell, you should immediately report to the . E

i. assembly point  ii. stores room iii. canteen iv. shed.

e. When you see the fourth sign, your entry to the building is Do not return to the building
until authorised to do so

i. easy ii. strictly not restricted iii. strictly not allowed iv. allowed
f. The last sign means, . ®

i. No risk ii. take risk iii. safe to enter iv. not safe to enter.
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6. Tl AHCT & URTR UGIR, SUYh SR

a. maintenance of tools is important. (proper/improper).

b. Keep your tools clean and (blunt/sharp).

POWER TOOL % =3
SAFETY TIPS “%

Never carry a

powel r
tool by its cord. &
Use tools that are l
properly grounded.
‘Waear the recommended
rnam
ing

Fgmonal protective equi,
r the tools you are wor

c. Is PPE necessary when you use power tools? (yes/no). P R , PSS
. tools in wet conditions. lﬂ_
d. Can you carry a power tool by its cord? (yes/no). Conduct propar maintenanca of
- tools. Keep them sharp, well-
. e oy . oiled and stored in a secure, dry
e. If you use power tools in wet conditions, it is (safe/unsafe). place free of arime and dirt. !

e. You should inspect all tools before use.

(True/False).

Ins t all tools before use,
including power cords and all —
accessories.

B. Hand Tool Safety
a. Hand tools are —_— operated (manually/ Hand tools are tools that are powered manually.
electrically). Hand tools include an}r#mf Srom axes to wrenches.
5 The greatest hazards posed by hand tools result from
b.Is hammerahandtool? ___ (yes/no). alnche and fmpmpzr R I et
c. What does ‘hazard’ mean? (safety/danger). Five Basic Safety Rules
d. If a tool is misused, it is (safe/unsafe). 1, Use the right tool for the job.
2. Keep all tools i condition with regular maintenance,
e. When a tool is maintained properly, it is in 3 ﬂmﬁ'ﬁﬂmﬁaﬁmﬁin«mmmm
condition. (good/bad). 4. Operate tools according to the manufacturers' instructions.
5. Provide or use properly the right personal protective equipment.
f. (Do/Do not) use damaged tools.
C. Use proper tools
a. Can you use a carpenter’s hammer on metals? (yes/no). FOR THE JOB
b. Can you drive nails with a Machinist’s hammer? (yes/no).
c. Is it possible to use a file with handle? (yes/no).
d. Can you use a wrench too large for nuts? (yes/no). Ner e R
too large fornut
e. Should you use improper tools for the job? ___ (yes/no). 4

Never use file
__ without a handle

f. Should you handle the tools with care? ___ (yes/no).

Foo

& MY ! »y
‘;\L -,‘-:.- ) 5
Never use a

carpenter’s
“T' ‘hammer on metal

Take care
OF THEM

o o T o

o O

0]

AT B & gRh AT HUAl DI AATSY | IITERVT q@HR, A
A B

There is fire in the factory. She is knowledgeable.

He played football regularly. The trainees listened.

The pipe was repaired. He won the match.

She reads books and visits places. Entry is restricted.

The instructor started to talk. Water problem is solved.
A B

The surveyor measured the land. The Mechanic arrived.

The small object has to be measured. The welder is called.

. The car broke down.
. The steel gate is broken.

. He used the file on metals.

The surface became smooth.

Plotting of land was done.

00008 0000

She brought the micrometer.




8. I vrea] Bl N@ifdhd BN Gl STl B HEl DhH Pl &Ah P ¢ |

a. First, wipe the object clean of any debris or dust.

b. Then, place the object on a large piece of cardboard or newspaper to

protect the surface on which you are spray painting.
c. Next, apply the first coat of spray paint.
d. Make sure you spray at least 8 inches away from the object and rotate the object as 'you spray.

e. Apply two or three coats of paint for a bright look.

9. YT UGHR, Fel A W UlhAT BT quiF BN |

/ ow to Fix Tangled Bobbin Thre r:;/\ e

°* &
@
—

1. Rethread the
gewing machine

§. Check that the
bobbin ic in the
cace correctly

2. Change the 5. Clean the

needle

3. Check that the bobbin
thread ic free of knotc

Make notes here.

KWL a1é § fau 70 #9 a1 WEr 999 &7 IR ford |
o UG TH foIRad vea] &7 Adold HHT U &

e UeH & BH difdbd &THAT d UHTUAT Bl MATIhdT &
o QBN F¥ FHSHI, fIRR & Yd—E &I FANT $HRAT — reading Pl TEMR TR D BB WD B |

©

Visit https://learningenglish.britishcouncil.org 3 daAI8C TR SITdR ‘skills’ foid R fdddds, 7 S9d 918
‘reading’ TUGT BT AT PN | 37 I WR IR T JJAR — FEl oldel Bl T DN |




25. %S Bl TRY (Recall)

1. lworkinanIT Company.lam a

a. teacher b. software engineer c. doctor d. lawyer
2. |take care of people’s need to look pretty or handsome. | am a
a. beautician b. plumber c. welder d. typist
3. ljoin metal parts together. lam a
a. plumber b. welder c. mechanic d. software engineer
4. | repair vehicles and change spare parts of machines. | am a
a. nurse b. mechanic c. welder d. plumber
5. 1 helpin designing and building houses. | am

a. a fitter b. an architectural assistant c. aturner d. a machinist

6. | work with wood designing doors and windows. | am a
a. fireman b. carpenter c. draughtsman d. beautician

.

| specialise in the design and manufacture of shoes. | am a
a. footwear maker b. foot doctor c. paediatrician d. shoe mender

8. lam arubber technician. | work in an industry that manufactures
a. medicines b. tyres c. pencils d. soft-drinks

0

| am a plastic processing operator. | work with
a. steel b. polymeric materials c. laptops d. robots

10. | use water hoses, ladders and other extinguishers for my job. | am a
a. plumber b. fireman c. welder d. machinist
11. The instructor advised the trainees that they should wear their shoes compulsorily inside the workshop. This
sentence means
a. trainees cannot enter the workshop if they do not wear shoes
b. trainees will be asked to wait outside the workshop
c. trainees can wear socks and enter the workshop
d. trainees may wear shoes if they want

12. Embroidery courses are a great opportunity for enhancing one’s employability skills. This sentence means
a. you may find it difficult to get a job if you learn embroidery
b. learning embroidery increases the chances of getting a job
c. embroidery is a very difficult course
d. embroidery courses are not useful

13. Maintaining tools in good condition is the duty of every worker. This sentence means
a. workers need to keep their tools with them wherever they go
b. tools must be well taken care of
c. workers should buy expensive tools
d. tools help workmen in their work

14. Fire alarms alert that the inmates should evacuate the building immediately. This sentence means
a. people can move to a different room b. you need to run out of the building
c. you must try and put off the fire first d. wait till the fire disappears




15. Apprenticeship exposes learners to real-life situations they can encounter in industries later. This sentence
means

a. apprenticeships teach theoretical aspects clearly
b. you can learn more practical aspects when you are an apprentice
c. apprenticeships are expensive and time-consuming
d. apprenticeship lessons are not useful in jobs
16. Hotel management is a
a. hospitality course b. mechanical trade C. engineering trade d. training to be a driver
17. Find the odd one out in the list:
keyboard, CPU, mouse, monitor, charger.
18. Find the odd one out in the list:
helmet, glove, varnish, goggles, shoes.
19. Find the odd one out in the list:
running, walking, swimming, stitching
20. Find the odd one out in the list:
sim card, charger, display, hammer
21. The phrase ‘Let’s discuss’ is used for
a. diverting from the main topic  b. apologising c. starting a discussion topic d. disagreeing
22. The phrase ‘In my opinion’ is used for
a. diverting from the main topic  b. apologising c. expressing personal view d. disagreeing
23. The phrase ‘That’s true’ is used for
a. diverting from the main topic  b. agreeing c. starting a discussion topic d. disagreeing
24. The phrase ‘Can you please clarify ...?" is used for
a. elaborating b. apologising c. starting a discussion topic d. disagreeing
25. The phrase ‘I'm not sure, but ...?" is used for
a. elaborating b. apologising c. mild disagreeing d. total disagreeing
26. The phrase ‘While | agree with you ...?" is used for
a. elaborating b. apologising c. starting a discussion topic  d. disagreeing
27. The phrase ‘Generally, it is considered ...?" is used for
a. elaborating b. making a common statement c. starting a discussion topic  d.disagreeing
28. The phrase ‘Can we now summarise?’ is used for
a. summarising  b. apologising c. starting a discussion topic d. disagreeing
29. The phrase ‘May | explain what | mean, ..." is used for
a. elaborating b. apologising C. agreeing d. disagreeing
30. Vimla was leaning throughout the group discussion. Which aspect of discussion was she missing out on?
a. impressive beginning b. posture c. smile d. loud and dominating voice
31. Rajan was looking at his shoes during the group discussion. What mistake did he do?
a. gestures b. no proper eyecontact c. poor dressing d.dominating the discussion
32. Which question the person answering the phone may ask you when you call a company.
a. Whatdo youwant? b.Who's calling please? c¢. Why are you calling? d. Who are you?




33. You say ‘hang on’,

a. to put an end to a conversation b. to say you are waiting.

c. to mean you are bored d. to keep a telephone connection open
34. Please ... and I'll put you through.

a. stop b. stay C. remain d. hold
35. What is the expression used to connect two people on the telephone?

a. I'm talking you through b. I’'m putting you through

c¢. I’'m sending you through d. I'm telling you through
36. Hang on for ...

a. a second b. an hour c. sometimes d. always
37. Just a second. l... if he is in!

a. would see b. should see c. will see d. must see
38. Please hold and I'll ... you through

a. give b. let c. put d. have
39. Who ... | say is calling?

a. shall b. did c. should d. can
40. You ‘ve ... the Finance Department.

a. reached b. got c. had d. achieved
41. ... | speak to Mr Lokesh?

a. Should b. Can c. Must d. Need
42. When you answer the phone you need to say your name and ...?

a. The name of the company b. “Hello!” c. “How are you today?” d. Address
43. Why are telephone greetings so important?

a. Itis common. b. It shows that you are happy.

c. It shows that you are polite.  d. It helps in knowing who’s speaking.
44, What is important about your voice?

a. the volume b. the speed c.the tone d. all of the above
45. When putting a caller on hold, what do you need to say or ask?

a. ask if it is ok to put the caller on hold b. “Would you like to be put on hold?”

c. “I apologise for the inconvenience” d. “I will put you on hold”

46. When talking to a caller after putting him/her on hold, what should you say?
a. “Nice that you have no other work.” b. “Thank you for holding”
c. “l told you it was not going to be long” d. None of the above

47. Who should end the phone call first?
a. the person who answered b. the person who called c. it doesn’t matter

48. What item (s) listed below are appropriate while answering the phone?

d. none of the above

a. chewing gum b. listening to the low music in the background

c. smoking d. you shouldn’t have any distractions of any kind




49.Besides having a paper and pencil ready, why would you ask the caller for their phone number?
a. to inform the person the caller wanted to pass on the message
b. to show the caller you are polite and considerate
c. in case the caller is rude. this way you can call him back
d. use it to draw while bored

50. When you leave a message in someone’s voicemail, what is most important?
a. say the date and time b. say your telephone number
C. just because it is available d. say who you are and the purpose of the call and ask to call back

51. You are having a conversation with your colleague and the phone rings. What do you do?
a. Get the caller’s phone number and tell him/her that you will call him / her back.
b. Tell your colleague to wait.
c. Answer the phone and put the caller on hold.
d. Just ignore the call




26. I¥oT ATl forRg=n (Writing Simple Sentences)

=)

S U3 & 3id H B T e R

« QU BU M@ & AR, AR BI AT BT AR BT
o TG Bl Tal HH H TIBR, dTdl DI AT Bl

o IR TR AT BT IRITA BRI

O

S 3 foreT — va Ae@yul et 21 RSg # iR da” ofex &4 Sifd 9 # #eg axd © | afq 3y
IS foreT S &, 1 o0 & oy 1 daa <91, dfed faaer 9 1 980 9 Al & 3fa¥R gol oI
g |

H T SAA/ST g 7 H T ST aTEan/aTsdl §e 3ITST HT T Aiar?

1. 791 9|l & s | e gAfeA 8, Ia- ared 9918 |
I, we, he, she, you, they, eats, gave, goes, come, walk, is, are, an apple, the book, coming,

| gave the book. Are you coming? She eats an apple.




E) 3T |rERaT

2. O 3R Yeg BT TP, ITRT d19d | 3T 39 d<al BT YAl UGg & 19 § Ihd ¢ |
o 9
. s o
(& 3
-
-

Talking Painting Lifting
Ravi is talking.
o
Rl
. o
‘ﬁ.‘i{v\ ¥ .
Hearing < Crawling Sleeping Singing

3. Yd activity H 997 gY ATHRIT Bl 319 ©ST tense (TbIe1) H foIRAY | (is / am/ are T S8 was / were ol
HIND))

4. 3 H QU gU vl @l Hes 9 arag §Isd |

|
r SREWDRIVER

%au e HANDSAW
Ih__'f‘ ﬂ?
=4 BACKSAW

SR "~ WRENCH

Use the words/ phrases given in the box and frame sentences for the picture given.
(next to, above, below, on top, in the middle of, in between)

Begin the sentences with There is , There are, That is, These are, The

There is a handsaw above the backsaw.

The screws are below the nails.

5. 7 gt @7 A O o ¥ U U iR BT fAaRT S | S8R S, s

(blue, green, brown, yellow, red, round, square, rough, sharp, rectangle, small, big, wet, dry, colourful)
The pair of scissors is sharp.

There is a yellow brush. It has a brown handle.

156
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6. o3 &1 < 3R IFD IAER TR FB Falel g0 | I&TeRY UG, AHgl

Is there a white towel next to the paint tin?

Make more questions.

7. 91 SI<_T &1 YT &R, {Y a1 9910 | 39 I B RT MUDI — & AT 7, AT F<er o1 2 |
TP IGeRYT (Fderd) My fear T 2
keep, come, close, write, say, walk

Keep those books on the table.

8. Y] Bl WSl hH H DR, I DI T HIfT

beautiful is flower the. The flower is beautiful.
run the dogs fast very.

came late she class to.

driver the lorry caught was.

playing were children the with ball.

aircraft the taking is off.

police searching the were for the thief.

the woman speaking the to was Principal.

many flying butterflies are garden the in.

old man reading was newspaper the.

Sm o a0 T

(U —

KWL =1é ¥ fau v 89 a1 Wer u9q &1 IR ford |

o foIRad communication & gRT &9 39T URTI 91l HU~Al ®I <d &

o AP H FHAT P oY BH Hoo—d a1 foRg= ST =2y

o for@gs &) avar &l Aafid ox & forv 86 9= a1d forgs &7 ST AT 912y

©

U STH—URT BT IIG3H Pl <R, 3R 37U A DI AR Tl H IbT [daRor foRgar SIS |

https://www.youtube.com/watch?v={TEATmzxdro




27. T BRIl (Speaking)

@

S U3 & 3id H B9 7+ Ie=T R P
o IFUSH Tl H B ATl JATHET 3R AT BT IR Bl
o AU IR SH B BT AR Xl
o JUAI THE /AT UHE Bl SIHBR, S AH HR Bl 3R BN

O

3o faaR fexar g Heordr 9 fodl & ff e < U — U6 AEayel B © | SISl I & e
ST, 3MUDT Sid= § Aol g9TUIT | STei=T &1 df U J1egH & — ol & e &1, 9 & IR aasm
BT, 3R 3T 9t T F b B |

H AT SAAAVSI g, 7 H T ST ATEdlETsdl §e 3ITST T T ARaT?

Record Yourself.

@ Grow Your Vocabulary.
Read 10 mins/ day.

| Listen back.
Write your thoughts down. { T.JH K .:' A
Then say it out loud.
(Watch a YouTube
Ways To Improve ¥ presantation.
Speaking Skills. | Repeat what they say,
Write three questions. thout anyone to talk to
Tell a friend to ask you
h . i
them Watch the news.
Say what you think: Agree/
ldh:uﬂ'ﬂ? Why?
Read a book/ magazine
article out loud. Follow a (free)
pronunciation course.
Listen and repeal.

AT BT FeT BRI BT 3R 3T AN BT IReT <A1, TR &I |13 -1 iR IRl @& IR #
g8l BT & |

ardt IH B B oIy € §H UgS U uRFY <A1 BT © | Y W@ a1 o = I €, &R gl @
IR H ) Wrgd € | S Py Ut uRey Tar §, d9 1 3MUd! SR AT BT § |
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Hello, I'm .
I'm from ...

[y

years old.
There are ...

. (name)
(country)

of us in my ﬁ;milu_

e | live with my ...
e My birthday is on ...

= | work for (company) ..

= My hobby is ...

= | also like ...

I'm. ...

LN DR I B R D B

when I'm free.

Il am interested in ___
| (don’t) like .

Mu favorite day of the week is ...
My favorite month is ...

. children.
(pets)

(character and personality)
My best quality is ...

My best friend's name is ...
I (don't) have ..

I stody English becavse __.
I've been learning English for/ since ...

.o o/ an ...

(jobs)

becavse ...

becavse ...

I'm marvried/ single/ enagaged/ divorced.
I (don’t) have ..
I've got a ._.

friends.

| can express myself and commonicate in English

Let Me Introduce Myself

-

Hello, 'm Nicolas.

fm from Spamn.

fm 30 years old.

There are 4 of vs m my famiy,
| live with my wife and chidren.
My birthday is on Janoary lst.

i.

| work as an accountant,

My hobbies are reading books, playing
badmmton and listening to music.

| also lke walking when m free.

| am interested n football. .
| don't lke traveling,

My favorite drink is coffee,

I lke watching docomentary fims.

Mu favorite band is Backstreet Boys.
| sometimes gn toMalaga, | ke it becavse

$hin tn n oamis T
Uiis iS5 0 uuuuuwn PLUiCE,

fm married.
| have 2 children.

fve got a puppy.

fm calm, hardworking and responsble.
| have many international friends,

| study English because t's very
mportant and necessary,

fve been learning English smce | was 7.

| can express myself and communicate
n English,




E

IS TR

There are several ways by which you can introduce yourself and others.

Here are expressions to introduce yourself:

Here are expressions to introduce others:

e Mynameis...

e I'm....

e Nice to meet you, I'm ...

e Pleased to meetyou, I'm ...

e Let me introduce myself, I'm ...

e |'d like to introduce myself, I'm ...

e Jack, please meet Nicolas.

e Jack, have you met Nicolas?

¢ |'d like you to meet Jack.

e |'d like to introduce you to Nicolas.

e Jack, this is Nicolas. Nicolas this is Jack.

e Nice to meet you.

¢ Pleased to meet you.
e Happy to meet you.
e How do you do?

e Hai...Hello

e Useful responses when introducing yourself or other people:

Everyone of us have opinions to share with others.

How to Express

What | mean is

If you ask me
To be honest

Honestly, | think
My point of view is that
Well, if you ask me

The main points are J !

I'd say that
I'd suggest that

Expressing a Personal Opinion;
* In my opinion,...
* |feel that...

Expressing Disagreement
= |'msorry but I'm of a different opinion.
| don't agree with you about ...

Sorry, | can't accept your opinion that ...

Your Opinion

It seems to me

As far as | know

| feel that

I would say that

As far as I’'m concerned
If | am not mistaken
I believe

| feel

In my opinion

In my view

It seems likely

The way | see it is

I agree with
Personally, | think

Expressing Personal Doubt
* I'mnot sure if ...

* |'m not convinced that...
* | doubt that ...

Expression Support
» That's very important point.
You are right.

| strongly agree with you.




<)

1. R I # Iugw SR ford

Excuse me what’s your name?

How do you spell your name?

Where are you from?

What'’s your contact number?

What'’s your address?

Would you like to come to canteen?

2. |El IR Pl HAT
How do you get to work? | | got struck in the traffic.
How long is the drive? Normally, | drive.
Do | need to wear a tie? About 40 minutes.
Why are you late? It’s been repaired.
Where’s your car? You're supposed to, but not everyone does.

3. i & T ra—dId BT e | ufey | S araqdien & X@ifehd HIv, ST fel fIaR @ arh @-A
BT BT PR Ve & | 3R 39 I Ao § qifed opinion, agree or disagree.

Fill in the chart with the expressions you have underlined.

Sangeeth In my opinion, a good school is one that balances between studies and fun.

Sarvesh | completely agree with you, Sangeeth. Too much focus on studies makes school like
a jail, and excessive focus on fun makes it a children’s park. So, balance is better.

Sam I’'m sorry to say this, but | totally disagree with you. What is the point of fun in a
school? To my mind, the good school is the one where one don’t have to study such
useless subjects as foreign languages.

Sarvesh | don’t agree with you, Sam. | think foreign languages are very important
nowadays.

Sangeeth You are right Sarvesh. There is no good school that doesn’t teach foreign languages
today.

4. 9C W

Expressing Opinion Agreeing Disagreeing
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5. 71 Harell &1 SR <IN
a. Two things you always do as quickly as possible.
b. Three things you always try to do well.
C. Two things you take very seriously.
d. Two things you always do badly.
Two things that you do easily, which other
e. .
people find hard.
f. Two situations where you always try to be early.

6. f=1 aRRerforal oR o= o & a1y ==t

What is something you hate doing?
a.
What are you worried about at the
b. moment?
What do you hope to do next year?
c.
When was the last time you helped
d. someone to do something?
What is something your parents don't let
e you do?
When was the last time you promised to do
f. . 5 o
something and then forgot? What was it?
What are you used to doing now that you
g weren’t used to doing before?
What jobs do your parent’s make you do at
h. home?

7. 3TUD] FART BT U HSUIS! BB &A1 | FoTd § -T2 AT / M8 © | 39 A7 & |11 a7d diford, iR
SIS T8 &I IdHT el W 81 & BRI RIT 8 FHdT & |




8. oAl &I T 3R TP Yb—gAR I oIl DX | A AN FAT B PR 87 59 BMH DI B D o7 I©

P IPHR & 39 3R DI B MaeIHdT BRT?

9. /T &1 T — U AR & |7 Ig BART 90 B? WeHdl 9 IASHT h HR-dTel dTad for |

KWL a1é ¥ fau 77U #9 @1 Wer u9q &7 SR ford |

©

SART ¥ 91 R & ol IuYeh WRIdell 3R T BT TN HRAT AP © | 84 AU fdaRa w=ig /A7

| Agree

| Disagree

UG &<h B B folU, HiRgd communication BT 3ITT HRAT BT |

©

o=t IS B B oI 89 g bR & ardRal BT TANT BRAT ATRu?

e Giving Your Opinion

|
¢ Introducing
Information @
e Giving Examples & <
AN :

e Concluding &
Summarizing

e Showing Cause &
Effect

e Specific Situations

Raising Points
Clarifying & Restating
Asking for
Clarification

Politely Interrupting
Generalizing

Keeping track of the
discussion

Agreeing &
Disagreeing




28. T AT (Listening)

S UG & 3fd H B [ Sewd R HX

o I DI AR 3R HAEd DI FHSNI

o ol BRI BT G BRA B AU GAA B AT BT TN BT
o ‘G b DI Bl AN HAgul H AT PR

O

G B Fer g1 el N Haw B FHSH H AeE Rl B G F BH b 9 Seed R AR U 7?
B9 SM®RI JCi &, U¥Hl & IR Ul 8, g BIF, HHARI 3R ARTRS & ®Y H I8k Y2+ &R UK & |
G DT AT B R W B AR A9 ST 3 &g fAwfid 8t € | gafay s | g o1
SISCIEY

H T SAEASTA § 7 H I ST ATSETEd] 87 3MTST {7 HRAT?

©

a. Listen to a High School Principal making an announcement to the trainees.

“Children, | have a very special announcement to make. This year, not just one, but four of our trainees will be
receiving Government awards for their academic achievements. Krishna Kumar, Harpreet Singh, Sabrina Begum
and Sheela Rani Esther have all been chosen for their hard work and scoring of high marks. It is very unusual for
one school to have so many trainees receive this award in a single year.”

Now, let’s see which of the following are correct statements.
i. The school will be adding new classes.
ii. Four new teachers will be working at the school.
iii. Four trainees have received an award.
iv. The school is getting its own newspaper.

Here only one sentence gives information mentioned in the announcement — “Four trainees have received an
award”. All other sentences are wrong.

Find which of the following is true?
i. Students have been working hard.
ii. Two girls and two boys have passed in the test.
iii. Four trainees receive the award in a single year.

iv. The school is giving a new award.




b. Listening to a conversation and noting down the important points
Jitu: Hi, Leena.
Leena: Hi, Jitu! Did you go to the art room today?
Jitu: No, why?

Leena: Well, Mr.Banerjee, our arts teacher has put up a notice about a big project. They are planning to paint
the compound wall with beautiful images. This is to prevent sticking up of posters.

Jitu: That’s nice! So, it will be many paintings on the entire compound wall.
Leena: Exactly!
Jitu: But where?

Leena: It’s that long wall on the side of the public library. And trainees from our school are going to do the
whole thing. We can create a design, and paint it. | want to be part of this team.

Jitu: 1 too want to. Come let’s go meet Mr. Banerjee.
We can note the important points:

e Girl'sname — Leena

e Boy’s name —Jitu

e Teacher’s name — Banerjee

e Project on painting compound wall

e To prevent poster sticking

e On the side of the public library

e This school trainee creates his/her own design

e Both want to join.
Let’s see which of the following statements is true.

i. A new art project in the city.

ii. An assignment for their art class.

iii. An art display inside the public library

iv. A painting that the girl saw on the compound.

<)

1. =1 =I9o @l e § G iR g gAT Bl ol

Remember that a team of painters is coming in tomorrow to paint the walls. There are plastic sheets in my
room on the desk. | want you to put them over your desks. Make sure you cover your desks completely so paint
does not fall on them. When the painting is completed, the plastic will be removed by the time we return on
Monday.

Note down points here:

What does the teacher want the trainees to do?
a. Take everything out of their desks.
b. Cover the painting materials with plastic sheets.
c. Bring paints with them to school on Monday.

d. Cover their desks so that the paint does not fall on them.
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2. 9 9141 BT g AR A QU 7¢ g & SR IR
Leena and Jitu: Good morning, Sir.
Banerjee: Good morning, Leena, Good morning Jitendar.
Jitu: Sir, we saw the notice on the project. We want to join.
Banerjee: Sure, write your names and other details in that red book on my table.
Leena: Yes, Sir.
Banerjee: What would you like to paint?

Jitu: Animals. | will go to the zoo tomorrow and make a rough sketch of what | see. | will show it to you after
| complete it.

Leena: | want to paint sunrise. | will watch it from the beach and get a rough painting ready. | will meet you
with it.

Note down points here.

Say which of the following is true.
1. What did Mr. Banerjee ask them to do?
a. Mr. Banerjee asked them to sign up for the project in the website.
b. Mr. Banerjee told them that they cannot join.
c. Mr. Banerjee asked them to fill in their details in a note book.
d. Mr. Banerjee suggested they go to the beach the next day.
2. Where does Jitu want to go in the weekend?
a. tothe zoo
b. toan art store
c. to main street
d. to the public library
3. What does Leena want to paint?
a. ananimal
b. natural scenery
C. sunrise

d. zoo

3. 39 AW &I iy, iR IR AR

In every work, accidents happen. Sometimes they cause injury and even death. These accidents can be
avoided. Some rules must be followed. Here are some dos and don’ts to be followed. Let’s listen to dos first.

e Workers must not adjust equipment while it is in motion.

e They must not touch the clamps, chipped tools when the equipment is switched on.
e The equipment should be under good maintenance.

o Tell the co-workers beforehand if there is any maintenance work has to be done.

¢ Avoid touching tools, devices and equipment with bare hands.




Say true or false. If false say/ write the correct statement.
a. Workers can adjust the equipment when it is in motion.
b. They cannot touch the clamps when the equipment is switched on.
c. It is not necessary to keep the equipment in good maintenance.
d. Start doing maintenance work suddenly without telling anyone.
e. Don’t touch the equipment with bare hands.
f. Workers must check the devices before starting the work.
g. Always use gloves to protect palm/fingers or hands.
h. Pull up your sleeves up to the elbow.
i. Avoid watches, bangles, bracelets in your wrists.
j. Wear clothes that are comfortable while working.
k. Use and replace the tools from the place it has been taken.
|. Be careful while walking in the workshop where loads are suspended.
m. Keep all safety materials handy.
4. 39 JMUTTHTT ol Bl G AR FCUGAR IuGeh IR T+

“Ladies and gentlemen, may | have your attention for a brief announcement. As soon as you hear the alarm
please leave your place immediately through the emergency exit.

The emergency exits and assembly areas are located on the right hand side of the building.
Leave the building quickly and don’t block the way.
Please follow the directions of the event staff members.
Do not use the lift to go downstairs.
Wait outside the building until an “All-Clear” is given by event staff members or the Fire Department.”
Thankyou.”
Which of the following statements are true? Correct the false statements.
a. The announcement is only for men.
b. The announcer asks for their attention for ten minutes.
c. They have to leave the building immediately.
d. They can block the way.
e. They should not use the lift to go downstairs.
f. They can wait inside the building.
g. They have to wait until they hear ‘All-Clear’.
h. The ‘All-Clear’ will be given by the building staff.
i. The announcer thanked them.

KWL 91 3 3T 77 H9 a1 ARar 99 &1 IR ol |

o AT BT 3Mf — YA, AHSHI, AR STAd AT — AT & BN 8 |
o HIYUT IT FAAT P GAd FFI, 8 T’ I AIC B Fad @ |
o % @ g & a8, BH QW &1 9L UIeT R B ©

©
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29. HIITA BT IUTGH SUAT (Productive Use of Skills)

=)

9 UT6 & 3id H 84 1 I )}
o NG9 GAPR, BRI A BT 3RATH
o fRad, vl T AiRad o & AER R S H BT AR

o Sfa Iy # SRR foTRId communication T IJTH

O

SIS H 91 G UM, G 3 AR DI 91 FH UMT U d8a Hedqul dieia o | Feell 3R e
BT UG W TART R BT 9T § | SRI—9RT FARY S A 3R g+ &I &1 # GuR eIl 8, TART
IS e IR foRgAT 1 98aR B oFIaT © | IS 39 S dla 3R foeT o §rdd 8 o &, ar
H ST BT 3Ta A19T el & |

H F SIS g P H T ST ATEdnETsdl §e 3ITST HT T Aiar?

1. 37U% JeATUDH =1 ST BT USH | AU §© do—ug slip & &7 § a1 7 |
Identify the name of the branch.

T o

Who is the cheque to be given in favour of?
What is the value of the cheque in rupees?
How much is the exchange amount?

Mention the name of the bank.

- o o o

When has the application been made?




STt
PAY-IN-SLIP

HRAS B aah
STATE BANK OF INDIA
Lalpur IT@T / Branch

g / HaTur
CASH /TRASFER

e 30/09/201€
. e /et o, smae S : ’“ﬂ“

Application for Draft/ Banker's Cheque e la
T U / HehT ek WHT Wt / PLEASEISSUE: DRAFT / BANKER'S CHEQUE
e / NOTE : e awdt / S @ frercor gwidt 3it fad / Please Fumish Details of CASH/ CHEQUES deopsited overleal

219 / 459 5% /DRAFT/

Paret 1 M (T 3 ) / IN FAVOUR OF (IN BLOCK LETTER) _LGNOU BANKERS' CHEQUE FOR
%./Rs. WP,
F9u (¥ §) / RUPEES (INwoRps) _Four Thousand twenty five only [V w 400| 0
sl YE / PAYABLE AT BRANCH 1T ==/ CODE NUMBER s/ 9 5| ma|
Ranchi I | I EXCHANGE |
= — e .
T / PAN NUMBER | | [ToTAL cl'IP'L Sw

|  eER® %1 AW W& Y@ / NAME & Address of the Apglicant

2. 3US eATId 17 IS DI UG | 3MIHT echeque/dd & T # e 7 |

The cheque /DD No. is

The cheque/DD is draw

The branch name is

The name of the depositor is

non

The name of the bank in which it is drawn is

The date in the challan

@®m "o 20 T oo

The challan number is

is

Challan Date
Challan Number

Payment Details
Cheque / DD No - 239658
Cheque / DD Date - 30-Apr-2013
Depositor Name - Mr. Ramesh Sharma
Bank & Branch Code - HDFC Bank, JP Nagar
BSR Code - 510137

; 30-AEr-2l]13

(Note : All the Above Details Will Be Used in Challan, Forms & Retumns)
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3. fF # & M I B MR R, T b IR Qo

a. What is the raw material used to make paper?

b. What is the process of cooking of the chipped wood called?

c. Wood is debarked, cut into chips, screened and made into before it is put into the paper
machine.

d. The paper machine helps to convert into

‘_ﬁgw-Material

(wood)
. Debarking |
Chipping
| Screening
[ Cooking
| (Pulping)
Pulp
Washing

I'_______l.__ .
|_Paper Machine |

Finishing
Converting

LT

‘ Paper Product

4. 73 § T I B AR W, YR A D UhAT B 90 H | YD IR & GO ord QY Y
g
(collect, carry, convert, take, sort, send, put)
a. First, wood from the
b. It is then

c. It goes to the paper mill after

d. It is converted into

e. Itis taken to

f. Paper is sorted for

g.
h.




1. Plantation

3. Transport

2. Harvest

6. Printers

i o
People

QP

8 Paper Sorﬁng\

7.

Sl

4. Pulp mill

oL

5. Paper mill

]

9. Recycling

10. Landfill

4l

uﬂﬂ”




5. < faQ g SM1 ol B TR ¥ AR | 59 Al & ER WR, AR B Uil 9 Bl Afhar & faga

quiT B |

Tea Production Process

ng only 2 leaves Remove as much moisture as
possible from the Tea

’“" Plucking ! Witherir N
1

2
74
- .
.3 \

5
Put leaf info roller
Leafis exposed to hot Dl"jflng Ha!mg —> machines whigh_,tiivist,
air from air blowers € turn & break it.

¥ exposing it to air in
ually turns

Leaves & Buds

Steamed Withered
Pan fried/Steamed Bruised Bruised/Rolled

; Rolled/Shaped  Oxidized (brief) Oxidized (full)

Dried
DI’IiEd Pan fired/Dried Fired/Dried
b * F L
Oolong Tea

White Tea Green Tea
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6. 39 o H HHAIRAT & BIBI 96 b SR W SI-dTel IR BT guiF {haT AT & | 379 3 & A1y,
9 UAER ® IR H T4l BN |

Check clock.

Is

Is it
. Go to break ti
break time? reak time
break area. T

Return to Is the
Look busy. work area. boss around?

| think it is not correct to

We need to be

It is ok to relax

The company’s productivity will

What if | relax for a few minutes when

Personal values

As an employee, | need to

7. UG A3 B T AR ABY & §e¥ H ol AT & | 39 3l & MR W, U+ A3 &I 523,
# w89 @ foly Sug™ gemarders SRR |

9%

i 8

Deadly Interview Mistakes

40% inappropriate Attire

29% Late for imerview

26% Lack of Preparation

£23% Poor Verbal Skills/Grammar




8. 3U ABC HHhadRNT HU ¥ JURATSoR & | U1 IRT, XYZ RSTEKER & AT AR H B
IR | ATUDT I8 3TUT BUAl & HSde DI SIMGRI T T &, AR AU IR H 1 {B qa1 § (M,

¥4, i) |

KWL a1c § fau 70 89 1 W@r ueq &1 IR ford |

o Bl AT U U BRI &1 g1 R & oy el & &= | g 9 UG |
o A= Tt § 910 A & oIy, SUYH TRTaEH BT AR N |
o ST & Sfige # 3G & 9gd & SUANT 8ld § — 9%, sanfe 399 9 us 2

©

https://www.youtube.com/watch?v=fYQlgzrkOK4
https://www.youtube.com/watch?v=VuzrXLSNyyg




. Rahul enjoys

. Shouting at the top of his

a. voice

with his pet dog.

b. mouth

30. Y CARCEEC] (Recall)

a. playing b. writing c. reading d.
. The company goods to Vietnam.

a. buys b. exports c. falls d.

She said that she was in the proposal.

a. forgot b. interested c. writing d.

| was quite with his performance.

a. differed b. given Cc. wrote d.

Please donot ____ onthe grass.

a. step b. feel c. cut d.

Father cooks pasta every evening.

a. delicious b. painful ¢. wondering d.

My brother to be an astronaut.

a. sees b. looks c. wants d

Maintaining tools in good condition is

a. unnecessary b. essential c. equal d.

, the man demanded admission.

10. Where have you been all these ?

a. while

b. during

c. breath d.

c. days d.

washing

goes

gave

impressed

see

hastily

. speaks

formal

nose

always

Listen to / Read the following passage on cars and answer the questions below.

Karl Benz invented the modern car in 1888 in Germany. Emile Roger worked for Benz in France. He made cars in
France. By 1900, many people were building cars in France and in the U.S. The first company to build only cars
was Panhard et Levassor in France. Panhard started in 1889. The Peugeot car company started in 1891 in France.
In the US, Frank and Charles Duryea started the Duryea Motor Wagon Company in 1893. It was the first US car
company. By 1902, Ransom E. Olds started the Olds Motor Vehicle Company. A year later, Henry Ford started
the Ford Motor company. It produced the Cadillac. All these early modern cars burned gasoline or diesel fuel.
Ford opened factories in France and Britain in 1911. Then, they opened a factory in Denmark in 1923. Later, they
opened a factory in Germany in 1925. Ford was one of the first manufacturers to use an assembly line. With an
assembly line, factory workers could produce cars faster and safer than other production systems. Most modern
cars still burn gasoline or diesel fuel. These cars cause air pollution. They get the air dirty. Now many people are
looking for cleaner cars. And, many car companies are looking for cleaner fuels.

1. Which company first built only cars?

b. Ford

2. When did the Peugeot car company start?
a. 1888 b. 1889

3. What was the first U.S. car company?

b. Olds

4. The Ford Motor Company opened a...

a. Benz

a. Ford

a. factory in Denmark in 1911

c. factory in Britain in 1929

c. Duryea

c. 1890

c. Duryea

d. Panhard

d. 1891

d. Cadillac

b. factory in Germany in 1925
d. factory in France in 1931




&5 IS FTeTRdT

5. Whose idea was the assembly line?

a. Charles Duryea’s b. Emile Roger’s c. Henry Ford’s d. Karl Benz’s
6. In which year did Ransom E. Olds start the Olds Motor Vehicle Company?

a. 1903 b. 1901 c. 1902 d. 1904

7. Produced means...

a. bought b. named c. made d. sold
8. Fuelis ...
a. a car production system  b. what makes cars go c. the price of a car d. None of the above

9. Pollution in the air is ....
a. dirty air b clean air c. a kind of fuel d. a system of production
10. Most modern cars still use diesel and petrol.

True False
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H g Sean/SrEdr g ?

H 1 ST @rsdn/aTEd g7

IS {7 ArEr?

Person sending a
message

Encoding: The message
that the sender wanted

Decoding: What is actually
understood by the receiver

Person receiving the
message

to send!

Noise

This cannot always be
controlled. It is also interfering

with the message!

message — making it unclear

Barriers

They are blocking the

The message:
What is actually

communicated
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J U TTAdR, 39 807 B B R B o7y ATl 2 | AUl T¥Ieet! @ oy, 9 e fuarsh &1 o 1S
¥ Ay R & forg g € | 99 Al ol & 9, gy, a1g ueil SR A @1 3R SURT 9k S8
UE 9 FAATHR TRA B DI dlefd & |

SFI go0 AR 6RO A DI o & | I dfhd B Al 8! 9 IR B HY Pl WIBR B UgAT Y ol
2| udl =er f& g=a 7 A @ 99y @y § 99 e fear |

U TRAI & AT FEl B, AR o {6 VAT |l garr? WEl WD W A 99 B ol g AT IAD
TSl &1 @1 w=AT A1y oar?

3. Look at the picture and respond.

‘I AM DOING
A;:E' How o
ARE YOU

em%rwm%@ﬁr@mﬁ@ﬂ@w@@
e T o SRR 0 €I € 9 ST O T SRR

“I AM
DOING FINE”".




4. fer=forRaa o=t &1 dgax < feu v gl &1 S <

e IR & U@ fch § ok BT & Bl & | 98 el axie d9R off | SHifery, 98 v & R &rd
T8l < °T &1 AT | gfed & WIOR 7 Q@ {d eT 9ga TAAfadl $R @l ol |

I el | e

TR 1 el G U@ 18] HHARI Bl W U 9<E ¥ 9 $8 Tl d- 8l 8 | A Ul et
ugel BT TET @ 2| F1 § RN Bl AG] BR Ghdl g °

a7 oy,

U 20 el s awrE § gAY AR ®E Tefadl @ 8 | VAT B TS & Iy 98 g g ar al
JERAT BRI AT A BleT 81T |

39 ST & IR H faaR &Y |
ST U /T 3R 27

T R Yl TR BT RT IR TST?

R T BT el WR T YATd TS1?

39 fFA communication efl TR UfAfhAT HRAT ATRIA?

KWL aTe # fou v 89 a7 ARar 939 &1 S ford |




3T BT A BT o7 ?

A AR AT B
a. HRIFTHIT @ B ?

[on

. TTET BRIFTHRIE BHART AT BT 3T ADhT © ?

c. Ul 19 I Aol € S fbedl Aaw I, SR SHS I B, AT T Uga I bl § ?

d. FRIERIFSe a1 Tad HRIMSHEA F 999 & oIy Hael Sdren/arell @fth T &R Fhdl/Adhdl 82

e. YouTube TR I8 fAfSAT TP TS & Y9G HRYDH A ?

©

View the video on youtube to learn what can you do to become an effective communicator today!
https://www.you tube.com/watch?v=03FdGaWgp7A

(You tube>how to talk to anyone (part 1)/ communication skills (Hindi) — animated book summary)




2. RGBT & HAT

@

S U8 & 3fd H gA 1 I8 R B |

o HYFDIA B YBR YAl
o HRIDHI DI A I dlel Teal DI U HR Ihl SUINT BT

o

HRGADA B TBR: FIT AT (AP AU d1dl A G Pl &h (GRY[Tbe) B &7 AU Fordwd H o fob
3MId HEUTST FIT X X8 8! BB ANT T HRITT TR IRM X W &, $B &9 8 &, Y U8 W &, 3R
YIS HB N U =T 43 & SR B T8l B %2 | 84 S d1al BT TS AT A S8 Ghby ST+ Hebel
2| 9% T B fhar? s 9 F7 R W § SHBT ATADT R | Y 3R SETERVT: IR AR AT
g9 U1 IO B ©, O 89 U8 S de d 9 @R T GAST ofd 8 — I8 YO Bl awIdhdl el
B! I8 |a Hibfde 1 AERE HY[SIT & IaTev0 8 | TAR A & Siiad § &4 Ie&l § Saral
IS T, AT BT WR, 8N & 94 oI Aldbfdd AT ATSNE RIFHIT BT SUANT A & | 84

U AT HRGbT B DI G GG B oY Il UPR B HRIFTHI BT FHSAT 3R IThT STIRT

HRAT BT |
H 1 S/ g 2 d 1 ST arEan/anEd g7 TS HA T ARaT?
@ WHEN PEQPLE SPEAK TO US,
we absarh & mere 7% we dariva 55 percent of the meaning
of what 1hiy &ro caping trom: thar body goeturos and poctura and
Ihicusle e mards fhey se, phwsicad diees and 38 percerd From tha lone

and imflections ot e words $hey presant

@ 2H%

CWors | sty mguge SR o & iecions

Teal IR fRIFT ARAT SR B | TR, A% HEN YT HRIFeR SFMT ATed €, A5 HEM S1uHT arel o aw
3R 3ATarsT BT W1 R =1 AT 81! 3R 39T INR HaRTAT AT AT 3D QW 8, Al Dlg
Y faTar SR sTfITard ¥ WX wR] IR e T |




1- 39 9rot, A9 AR |

Y 1
AT T B 3 FscH

WY 2
U R | RIGERT &l e ¥

U 3
U SRAT W Bg BT T 3 A8

& T I §IRY | 3 aTell |3l @I gl g9 | | DI USAM | TR Y W&l BT SUINT
37T RN SO KT DT A fwargy | | A8l B Aebdl! 3y R o SR
FY IATERVT: AT, §3d, Tell, | I8 & A1 BT STANT HRSD 370
ITE, fRTE, FeRIET | QAT @1 AGE B D ¢ |

Y 4 U 5 U 6

Uh TR & Gl @ &l | Fb P — FHawdrd W™ & M | =9l X — a1 Ig GHDA © (B

Pl T BT P folv 4.5

TNd T I? "eNIee fbd dvg &

HH—HIT SART INR 87 ST 8l

Hrded | 19 § W gl 27 grEd ar HRIFdT FRAT 87 a7
IR 0T & 095G BF FTTwH
H 34 8 IR G fog Fal &7
g1 3 D9 FRfa o) dad 87

2. SN AR

T 1 T 2 U 3

U FART B IS U G | 3MUd AAUHG el UH-Tdh R T4 AU [ gU

& A T 1R | S fofRay | e = qRal SN U< | SN Sl WR

P A qarsy | 3R el | dlet o fhed #

SIEEMISIICECICII

U 4 U 5 U 6

I dfeaT AT b | Id g8 SN Bl FART ST I Al BN - BT ST b ]

forg anferit! FE | 9= AT 91 b AT 9l | gl a7 9w & Y wramei

MY Th TR & S
B 5 W H TR AT T
Hd © |

IR BT TR

SIANT & oy U aR

e arferat & <mg!

ISR &b foru, # 59 ATl Foltd |
3Tl AT BT G WR H qlef |

PT B Fadl? SHADT SN
TR T AR GI;AT? AT §H Bl
Y AUl SghaT AT W
S&T H h A8l B UKI? FAR
HYMADIET & THT TR GAD

FIT IR JedT 87




3. FAl HRIFHIA BT AT FRd B

TR ST BT e ISR &7 & favg R U 2 e &7 9I9or IR B 3R 3T Tl & ATE S
IR B | SHD 18 AU T&L BT AT X |

"hE] gf [ &
T 3o T & foly SoREm iR Ay 919 o |

H U AICH Bl AGE | YT HIYUT BT AR HH H BH 4 IR
fopa |

H9 AIYOT PI RSAT Tl |
Y AU & YBAT BT SATET T TP 31ATH (T |
MRt dfth 7 do+1 arer/aTell &afh 1 A% 3faTsT g arn/uTs |




H9 309 WR & IdR FeId Bl Heg I 99T & 31l 3R AR JTg-rait
B AN TP UZART |

T T B W R ghenT B g B G g |

KWL 3TE # fou 10 8§97 IRar 9949 & S ford |

©

JTST BT W BT o7 ?
RE[R)
AOER

A AR AT B
FRIFHIE DI F TBR & B 52

B9 3 IRR AR AT BT SN 307 HRIFHIA FEIRA & g HH B Favdd &7

B9 PGB BT AR A AR U IR TAT HER (ARTGRID) DI FfAfhar o & foly iR 3rawR
DA T B Fhd 27

©

HYFDIA FAd — IS SCICIC b Ko ARl AAHR T ‘RIS Fofd a1 Ahd © | 39 JoId 4
YT BB AT B bl & — TR YT (STAH 3T Wl dha T ATGHICISe W H I Ed—4d
& AT FHER UG BT AT IR Fhd ©), AR TR Fa BT, 39 TR 0 I FST BRAT AR I

BT gieHIoT T |




3- g Bl R
1. = Ry U 39 | Rafdell 7 w9a foy aRgeee wewgel 2?
a Pielol ¥ USTS B Y ¢ TR ¥ 91 B Y
b S T gV d 3R Ry 17 ¥
2. U] WET W Ugl SHD! AGE PR & fIU (U Feell Vel Bl g=IaIg b bl & aN H 9 I8l © |
9 ¥ o a1 fdeed 59 Rafd & forg srgaa R
a eI, g3l AT AR ¢ el JRRI AeE & foly g=gars
b e, fhr e g d IR ey Ty o+
3. 3YPT SR U Tl PRAT & AR MU SUA $9 IR H I PRl 918 & | 39 4 A DI A1 fddbey
9 Reafdr & forg argae sRm?
a H T BB 91 AT aAEal/arsdl g c HS AG HRI
b gH Uh X S &l d T EH {WB T Fhd o7
4. 'UFERS W IR, R H fER M AGA/FHA §7', D
a B! FH BT FEl DBl © ¢ gIAIE G BT AJRHA INIBT 3
b IIFART A BT U=TRS BT B d ATl AR T SUARS dRIDT ©
5. TR < B8], “T8 & TIY B H SHUR TAN &I 9w ford” | I8 U
a Uh W ®Y I FARG e c RUT ®
b U AUl SRY 2 d U TR Bl A% B
6. HRIMHIA H TATHEAT I
a I Red a7 & ¢ FHASH W FERIY BN
b YT gRom favae & d ST Ahe BIdl &
7. Udb JHTl HRIFTHCY FHL ‘<dash > B SUANT HRIT/HII
a AR Wl c o4 gy
b 3ffRee o d Sifeet e
8. TMl HRYAST & forg gHem
a?fl?f?% c@ﬁ@ﬁﬁ?%‘ﬂ"ﬂﬂﬁﬁ
b dlerd I d gl iR RarE! ¥ diel
9. W9 &l @I B Bfcd R &1 avF F=1 81, AT I8 A qul 2 & a8
a 99 $B W< ®©Y F gAY C IR & [ B UBGaN P qaY
b H® A Y d Sifed el &1 JANT o
10. 519 HRIFTHEI HOR YGI BT STANT T T egdi/fead & €, a1 I8
a 9T HHT ST 8 ¢ RN 3R 98 SRl §
b FHET GorsaT 3 d g drel/atell @ 7S] HRaTl ©




11,599 B9 Udh §R I HRADHE B &, Al FfalRad 3 | $F I fadbed 3ol 991 7 31f¥fd dee o

g?
a Tsq ¢ S o
b &H {59 el &1 SUANT &R & d 3 ¥ g W T2
12. U IS @afth & dfS) ofvas o grfi?
a w7 3R I ¢ HIIS B3 AR IMHMHD
b TRA 3R Gl §Y d Roaws iR gu@ers
13.579 MY A @1 9= S 91 S99 910 BRA ©, 3MU ‘<dash > BT SUANT G S1d Ha & 4
HHE & |
a TE B WG IR N c WY @I eafert
b YT T ATHRT d a&fRh I Irarst
14. 9 30 “H 39 AT FAT H AAS AR §l” Hed &, U] AETel ** FrAlg <
a g 3R I c A 3R PR
b IART R AT d IRIg 3R AT
15. WTYOT Sl §U B9 98k © o o1y
aWW@@,?@ c doil ¥ Tol
b b IR T © d A WS 8IPpR Il & Ha R AT Fel
16. TV OR FAMR UGH dTall ®I ‘<dash > &I FAOT § §91T GT 3MIAF ¥ |
EENICIN c 3A
b 3 BI<de ((F HUD) d SR &y Ty 9
17. 30 HrgAHed Reved GUIRA &1 U6 a¥iaT 2 & o
a 3del AR TN ¢ GRAl & T FRT BB IAHT HISdd o

b @R &1 ARer axd w®
18. TT9 31U AINUT S §U gagand © dl 3MUP! ‘<dash > FHST SITYIT

a 9T AR R arcAfdear &1 &1 2 c 3 fawardl iR 3MeprIeh
a ARIY d STFHR

19. U THE & WM dleid gU FfIRad | 4 &Il Sle Anfgy?
a AW Y HUD Y G c HIYU[ Bl ATE BRAT
b oIl AEGH HIAT d THs B G B

20. 9997 S § Ugel ARRIAl & foly SuEm @R Ay IR AT Agayol ¢ |
a B c RS

b el d vy @ fdk ot 2




7Cs
OF EFFECTIVE
COMMUNICATION

CLARITY
Be clear with your message, keep it
simple

CONCISE
Least possible words is saves time for
sender and receiver

CORRECT

Accurate facts and figures, proper use of
grammar, spelling and language

COMPLETE

Must convey all the facts required by the
receiver

CONSIDERATION
Consider the audience and their
requirements

CONCRETE
Be definite and specific, not vague

COURTESY

and be respectful

YT AU communication skills ¥ ESCIN AN & oI T ®eH I8 © ° AU MY R A reference o
RER




@

9 UT6 & 3id H 89 1 I )} B
o MRS 3R SHITAIRG HRIAHIE B GgaT=T
o IS SR ARG HYFDHIH & 41 BT AR AT

o I BT JUTIITAT ®Y H IRTT HRAT |

O

PRYDHT IR Y HRGDbA H HERA BN BR D ol Ul had AU G & UREA BT AR
FRAT B! R ST S & VAT A ST U gR H 98 B SHd 2 | MYBT H T 9 ST HaTd
ORI el B! 31d G MMIDT AUl SITHNT ORI & AT IR R Bl T BRAT © | 30T UR=
BT JYRT B BT U 3R BRI & — 3T 0+ 91t FAhT / BoR, A8—hHaN 3R SRdl bl Uil
qAThra H g1 9 Fahd B!

H 1 SAEdUSITdT g ? H 1 ST ArEdyETEdl 57 3ATST HA T AiRar?

Don’t hide

@ Eye contact

look at the audience

Reading from the book (X)
Looking up/down (X)

Volume Don’t whisper / shout

Speak loudly and clearly

Speaking too softly (X)
Using mixed up words (X)

Don’t shake
Moving legs (X)

Body language

Stand Smartly!
Playing with pen (X)
Keep your arms and legs
in control

Smile!




1. 30T URET
T 1: T ARG 3R U AR situation & fory 70T U@ a41Q | 39+ aRe # 4—5 fdg 89
LR
gRed & 91T AMTeRe (Seveg 9 HTiverd) MITERE (AU qal A fAer)
rfaare HEhX / good morning / Good Hi / Hey / Hello!
afternoon / good evening
W IR ¥ AT / qualification / w9 & Wdfeiqg | Name / interests / hobbies
BT

U2 : 3@ TAR URTT & Adhfdd I ARG Uge] DI TIR B

S e & 9T | TR (§e3eg, IR HRived) FIeRE (AU qRal A fHer)

RIBCICE| HERLEIGH B AR “hit HEl

PERICH Ul 3¢ /9T /HAdR / Al /AT / | RS JIGTHRI & HUS
SATARE S

Y B WG JMATI=AT & AT ARG, TR & ol | e |

grSretvast Aol gU 3R sfuania g iR Aol g

2. f=faRad Sereae™ Aferai T T8I category H I |

BERS Ry gfear  |smBT | ™I

JAeRes | Tall, BT M oI 8 | H IRIORA, IR U9 4 & | AT AT
Aféfhdre 1Tl 3TeNTS, oE-e W X1 fbar ¥ | 39 geiagifaa
B UGS DI | I S APAIDI D IR H AT BT D © |
qel Y RN @ A1 I H1 9 98d ATl STl o |
AgeTRe | 81, § AIGHT WA & | H feHEE I 8 | g31 ared 3R gAd
HT AP 5!

yerRe | gura, H RRl @M g1 39 U selfdgdegs Afcfhde
PR TTa-HC ITI oTs 9 IRT &) b 2 | H 94| se5i™ &M
FRA BT AP @ V&1 8| I8 Y3l AdATH TP A IS
e 3R AU HRIFHH Rved BT IUIRT AT ITedh Hael
M & AU PR BT TR T

MaRe | 7o, | v+ €1 H el 9 &1 R a1 U WRaR HHar
g, ok W A v oY F 1 H T, [T W gl
A 2 |




@ HRIDIA BIec
KWL are & fau 7 49 1 Aiar wed &7 SR ford |

©

JTST BT A BT o7 ?

SEIRD
HOER

dgd /Y ARG CRISIEC]
B4 U URTY <d 8T T qieT A1fey?

U 3UETRe UR=d < 8¢ Y b SRl 3R U & IR H a1 B Fohd o7

3O SRS U= ad gU 3170 b Sl &R T[oif & R H a1 HR Al &7

©

39 ST FARTICH BT AU Tl / Diclsl H Tgell IR el ST I8 — Ugell JelldbId & 918 I=i 3Mud
IR | T AET? MU 370 FATHHSH R [hd AR & J91d STell? &7 MY g8l Bid 991 =red A7 afg
&1, TI 31U I8 $¥ fbar? Ife &1, I 3FTell aR ¢ ANl A Al Y MY &RIT AT BR Fhal o7




S UG & 3fd H B9 [ SR qR Nl

o 3T AT & TR I YEGATY h DR gl
-W%ﬁwﬁﬁfﬁmmspeechﬂ%ﬁﬁwmﬁﬁm
» GIRER 3R W speech PT ATH HAT AR I UR T YT

O

ol HRIFDE H W 89 AU dlel @ feafdErge B R BRI & oy 9gd Hedd aR B © |
B U AT AR H W B 99g [ 2| iR, Usel §B sessions Is, 89 Ud gAY & AT JATA!
BB B BT JR TR I o | Ad {O VAT G 3R TR AT HT G99 8 Sl 89 IPpee
HRIFdCY a9 H AqE P! T U HEH A fh D gH S1fUd WK 3R JIaeell a¥ie i aidd
bl T |

H T SIASTE g P H AT ST ATEAETEA G 3ITST T T ARAT?

N\ QE[ N\ %ﬂjﬁ' ﬁ
A — 159 S SRR B
& R N Ied & e aRor

) ST 3T Sih I
eI .
G a1 TS AL

URAT |




JMYDT ATATST DI
pitch < 31qd +TeToT
I ORI TR 3R

T AHhT B |
——

SR, T 3R
IRA TR B B
@ forg, SR 3 ued
BT AR HIAT

YRT PR Thd § | j

U Wi drer
P 3marst dI fAsRad
A B oy drda
TP IR A8 AT WR

IEA AT ST Ga
DI AT AT THS
3T M BT YPIS
PHAT AMIS &I
AT B |

eS8 Hehal 2 |




<

A : Wiki How

1. FHfIRId steps & ITa X R 307 Fdra BT R gl

a1
AT FATH © 6 ICscd B AT

<F g8 |

U2
ST & IR I 6 WaRi Bl

gfra!

U3

AT AT GERI & SR UR AT T Bl
T&H ANl @R/ SfdTgel 4 IR
BHRAT B |

U4

XUs5

TU6

Uh §AY & M1 I8 TR U,
BT TV anchor & IR H 4T
Y| 3T 3T ATS TR 3ol
B IE (ARSI IR MHyd
Ugld) ¥ Ug Fahd !

el B — fhas! Fafseas]
RIE RS 13 B o T S BT 4

Tl BN — BH YT Hbld Bl HH
HND 3T YIIATRI Dl HY Ifh Ih

17 fhas <Yofedan] aa9
T NG ol IR IH by

GURT ST FehdTl 27

P Thd 27 I8 9ed gAR forw

ATISTIh B HAdhdl &7

2. Directions ST 31X THSIT

XUl

O FAT B fbddl U FRkh b 1T EH 918Y

ST Y 3 AT /3Rt T Bl

U2

SEECEIEIRS

JMYD QIR B YD TR TP B IR AHLADY SH D]

IS Ul BT YRT S1A1d &, R I8 7 g1 [P I B
J W YBH § |

*U3

3O TR Pl IR H qUH R & IKT BT IR
o B | TR I I8 7 ga¢ b ITHT A&7 Ael

2 a1 T8 | 99 15 e

XY 4

IAT BN — T TP QI AUb TR b BT Fal el
T TTe? S e e &l wsedr wR ufafhar
T8 | AT 31f¥d W WU A B dldl ddhd AP 3MID

STefT?

B W i T a1 7 S GId SITST IolgH |




KWL @1¢ & feu v 89 a7 et 93 & S ford |

©

JMTST BT A BT 2AT?

KLY
AOTER

CESEASIECEI G ASIEC]]

3MMY 31U HRGDHLA DI 3P TC DA I ADHA o7

YTIATE h DR U AT & TR § SAR—AST Rl STRod] 27

3MMY 30 HRIMHIA ¥ G AT Bl g1 @ ol a1 PR Fahvdl 27

39 37U HRIFTHI AT TR d8dR URIhaT U & foly T R Al 57

©

§V acting 8 S

U TRl & W1 3T BRI & Ul fod TR Uh Rape /ACHT IR B | U8l fad WX 3Mudl 31d+
At FE—FHFTAl BT AR FHIAT AT 3R TH—GHN DI AU UR=I T BEIT | Th—gER Dl HBTY
T BN 3R Rave 9910 |




6. 31T HRYTDHI &THAT DI HATDhT DY

@

9 U6 & 3id | 84 1 I R B!

o 3U strengths 3R I &A1 BT Ygar1 579 H GUR DI MaTIBAT &

o U HHYMDHI SHAT BT IR HRA B oIy FoIRT & 18R 37aWR] Bl ggar+]
o TART B qER HRYTHIA BT IATH HRAT |

O

ARIAT U AToia Uishar 8! 3 3l T HRIFDHT H HERA B T8l Dl © | U bddl HBRA Bl
IR AU AT S B & | I§ AlSYS ATUD] AU HRYDHLT DI &HAAT BT ATheAT B H &G BT |
9 WIH Bl R B @ 916, AMYBI gdl =l ST b maas] drehd iR HHGIRAT FT & |

H T SAEAST § 2 H AT ST ATEAETEd G 3ATST 1 RIT ARAT?

LISTENING

HAId: The balance careers.com




E

HRIDIA BIec

<)

1. FF=AfaRad dl &7 Ug 3R 1 W 5 dd AU 3T BT T B

T g 39 2.7

Ll

PE—RY

] 2

T T8

IS el

1. % gl =Rl arar /arell 8 3R §¥Ri & 98! fdaRl & JMER R AUAT giRehIoT
&l Bl TAR g |

2.9 91 9 usel drEdr/ el § iR Wl eI @1 AR #Rar/ ded
g |

3. 9 gHT A Tl @fRh(En & forg ee el BT IR | T/ A § |

4. T | AR @ a1d AT gae Ry A daar / wadl g |

5.4 @Fl 9 919 - gU S99 3% ¥ eye contact) IY Iw@ar /Il g |

6. gR&a AN ¥ HYADT BT BT FIRIAT/ TR T8l |

7.4 srcAfgsar & e, {9 gagery, diear/ e § |

8. 4 wte, Wt T¥ie W Ul AT IR HRal/ B &

9. § AMA dTcl Afth B 910 WR A A & dfad H Adhdl /Adhdl g |

10. 579 9% )T @fp 9 H) BT B, 99 a@ H U wfafkar wE qmar/
T |

11. 931 Q4T T oI b W I Rl 9 e Agwayef 7|

12. ¥ dact T drefdr /et g Sfd AR U qiEid 3 ARE BRe Ad B
BT 81 # 9 AdA9 91 & BT /IR § |

13. & 3o diSelTdST Bl U WW & R W gged BT Fod WA $Rar/
PRl &

14. 4§ SRI @1 diSiclvdsl g dahdr / Fadl g |

15. 9ol & ORI @ HE a7 qS BT Helt 81, H ool A wify | wwar/
Dl g |

16. 519 |Hg & {B AN A 90 8Y B &, H S© ANEH o & oy cdrisd
AT/ BT B |

17. 989 &< gY, H froetmar / el 8l g A1 MM $AN a1/ Bl T8l
g

18. 519 g # T4t qrayel B 9t &, § 9 B wid iR g8 W pfad
Gl /& g |

19. § R & NfE a7 JSHT § WA o AT /bl & |

20. 9 9T & 99 g3l Bl ARG HRAT ST,/ Sl &

W Bt d fbeae fed fHT: (number of ticks in each column)

gl fHeldR: (five column scores added)

BINUIGH

76 -100 : 3MISHT FRIAGIA d8d BT B &1 F9IaT &

51—75: s Ul HYFaed Rebed 31 o<l 1 ©

26 — 50 : AUHT ATID] FRIADH Rebed GuRT & oIy 98 BM HRAT B1TT




2. Follow the steps and reflect.

U1 Y2

IO FAT B bl T IRe b A1 9| 3MMUB SR Bl b b d YT WEHIH A IMUdI

IS | MUl JATaTRe UR=™ <d gY dIfSdl YDle oY |
Mt URed & & HH 2 e &1 8FT @Ry |

U 3 U4

ST WS DI T | T B — AT HYFDHA D dR H AP T

3BT TI? MU Hidbldh AT ATTSTRS BB Dl
GIRA & U 0 /B PR Ahd 7 T AYDT AT
3T ST ol I 3AH Waded qar & foly
FIT 3T AR FY B Fhd 2?

KWL 3¢ § fau v 839 1 S 39 &7 SR ford |

©

JMTST BT A BT 2T?

REIRY
AOTER

ERSINIEC] ERISIEC]

Al SR AT Y
TP HRIADHCEI B WU H AP BB dATHd T 87

g HHdher & W H ATDH HRIADHIA &Adl § GuR &85 B | 87

S A ARl W AU e HRYTHIA Bl Bl Al few Arr?

M9 39 SRecYeH Ugd Y HRYMGIA BT AT D R Adhd &2

©

Y HRIDHIA BT J&HT B b o7 3R tests
3T 3199 communicate HR- B &Hdl & oI 9 test of HAdhd B

https://www.activia.co.uk/communication-skills-test

https://www.mindtools.com/pages/article/newCS_99.htm




7.9S Pl RY

1. g &Iyl IRTT HRA F §AR —<dash>— TR 3! B a7 # 7 8Kl 2 |
a. T =t b. AT SR} / FeTeldh! c. feretept d. SR ey v I
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Communication
skills and tips

Listening skills

There is no way to be a
good communicator
without listening!

But what is important is to
listen carefully, with
attention.

Use body language

The signs and signals of
your body always send
messages to your partner.

Be confident

If you are introvert and
unsure, there are many
tips and techniques that

are helpful to learn.

When you are confident, it
is easy for other people to
trust you and to rely on
you.

MY JER FRMDHEC DY B ADHA 37 A oW dlel fafdy =_ol &1 & 991g, SR Y U =F o

TERT AP |

T Y

allsssassannss

Do not use long sentences
that are difficult to
understand!

Stick to the main points.

Be posiﬁve and
patient

The positive attitude has a
huge power for successful
relationships in business.

Remember that it is
aiways a pieasure to speak
with positive people.

Be respectful

People love to see that
someone respect their
efforts, opinions and
abilities.

Remember to speak
politely to everyone,

Feedback

Giving feedback show that
you are not just a passive
listener.
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H a1 SIEaSTEd P H T S @TEdrETEdl g0 3ITST {7 ¥RAT?

Call hack = Toreturn a phone call
£.q. She said she'd call back.

Callup = call someone on the phone
ELg. My dad called me up to tell me the bad news.

Get through = To contact by telephone
£.q. 1 finally got throwgh to Ton on his mobile.

Hold on = wait for a short time

E.g. Could you hold on @ moment, please?
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https://youtu.be/M0O8Jz7b9wHS8
https://youtu.be/kaH4xfodN3w
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# FI1 SIS § P H T S @TEArETEdl 60 3TTST {1 T ¥RAT?

S, -

@ Date of writing the letter

To,

The Edit ) ) )
m.rze Cnl::]:;' L Receiver's Designation

: and address
_XYZ City-400001 e

[ Respected Sir/Madam, __.l} Salutation

[ Subject: a short description of cause of writing the letter ~ L_____ Purpose of writing letter in
one sentence

—_—

Body of the letter: h Main content of the letter.
(i} Introduction It includes attention acquire from receiver.
(i) Main content _ Your introduction and purpose of writing
(iii) Conclusion + End of letter " the letter in details. Also, the conclusion in
o —_ second para.

“Thanking You,
__Yours sincerely/faithfully/truly, R Complimentary closing
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https://youtu.be/Ix0sy7-ivxM
https://youtu.be/MYaXN8j7rL8
https://youtu.be/1RfZcU3DFz0
https://youtu.be/IviKtfayAUs
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0to 18 inches
(0 to 45 cm)

1.51t0 5 feet

) (45 to 152 cm)
5to7 feet
(1.5t0 2.1m)
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https://youtu.be/SKhsavlvuao
https://youtu.be/PsVYsBPWbgc
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HI-5 FROM A COACH
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40D
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w O

PAT ON THE BACK




2. AHT BT IS AP BT el (=BT T8l dr| S dls
AR I A1 T8 3T Al | HeHl & AJAR R & decd
S0 | d1fey ATHT BT SR & | Il dcd @ IR H 370
faar aifer @1 gardl & iR Jg SI=+r aredl ® fh 39 aR
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Shout NO GO AWAY from that TELL someone

loudly persen/place trusted

4. T Al g | TS SR 98¢d & R ¥ & g MR BT gal 7 ITIRT B | Y A8 AR SIHHRT

S ahd ¢ |
GOOD touch BAD touch

makes me feel: makes me feel:
Good Alone
Happ Ashamed
I.ovody Bad
Protected Hurt
Ic
Sa

Scared

e’
ﬁ\eO“e';ud‘ Say No

§°7 Lpov
\ﬂe*’% Then Go
Tell an adult | trust.

T




E

HRIDIA BIec

5. <9 AU Ty o & &) R ISR BT US| S ARKAT DI GAT GG ST AMUDT B Fdbd © d SI AT
TE g b |

Private body parts are the parts you cover with your swimming

suit when you go swimming. No one should ever touch your

private parts except your parents or Doctor as they help to keep

you clean & healthy. .l

If someone gives me a bad touch, | say "no, stop that, back
off" or "i don't like that" or "don't touch me that way".

If someone gives you a bad touch then you
should tell :
e Parents

® Grandparents
® Teacher or
er irusted
adults.

KWL e ¥ feu 0 89 1 S g3 &1 IR ford |
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TS R d8cd & drd & 3R Ugdl d9gd Aecdyul o | I8 SIMGRI MIBT ST AlhAl & ANOT I
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©

https://youtu.be/3T7Sox_h9Zs
https://youtu.be/2Bw70foSSQl

https://youtu.be/S_ozRNyUZNI
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OVERCOMING BARRIERS OF EFFECTIVE COMMUNICATION

e J

/58) (@
The differences in opinion and varied perceptions .F‘ A=A N ﬂ
between people give rise to a need for effective | \ o ]
communication. [ EREEE E
ood o T e

( e
The fear and mistrust stop us from communicating @
effectively with our co-workers.
&
LANGUAGE BARRIERS

Language that describes what we would want to
express and communicate to others, serve as a
barrier to them.

-
.
;
f
A

A cultural barrier arises when two individuals in an

organization belong to different religions, states or
countries.

PHYSICAL BARRIERS

Hierarchy in the organization forbids team members from u
effective interaction with each another.

OVERCOMING COMMUNICATION BARRIERS

Language and Physical barriers can be overcome by
training employees on the language and also training
managers, supervisors, and heads on dealing effectively
with their subordinates.
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ALBERT EINSTEIN STEVE JOBS WALT DISNEY
He wasn't able to At 30-years-old he was Fired from a
speak until he was left devastated and newspaper for
almost 4-years-old depressed after being “lacking
and his teachers said unceremoniously imagination” and
he would “never removed from the “having no

original ideas.”

amount to much.” company he started.

[t feels easier to give up half way,
But the trick lies in standing tall.

Work hard and be patient, as they say

There's success after every fall.
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The Power of Networking

Many jobs are found through social and business networks.

SeCOnNact i Create a profile
former colleagues = rofespsional
and ask for P

: social media
Volunteer and endorsements. Sraups.
in your

community. e
Connect with Join civic

Seek Advice s Enhance Your and
& Mentorship groups. Social professional

Extend your

network with

referrals and
company
searches.

©®

Discuss
opportunities for
apprenticeships

or paid

internships.

Presence network
groups.
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Shift lets you type an uppercase letter or
character when used in combination with
another letter/number key.

Caps Lock allows all letters to be typed in
uppercase without having to press shift.

Windows logo key

ALPHANUMERIC KEYS
Alphanumeric Keys are for

letters, numbers, punctuations, tlmﬁ@ﬂﬂt!iﬂ =

symbols, the spacebar, tab, SENMEPTPPEEPF ]

backspace, caps lock, shift and Daddiadiaaana
2 Ix fc Iv Ie I Im 1< B 17

enter keys. R

Spacebar allows a

space to be indicated
when pressed.

Enter allows the cursor
to be moved to the
beginning of the next line.

Backspace key deletes
the character before the
cursor, or the selected
text chosen.
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Parts of the mouse

Left mouse button /
click to move the f

pointer to any
position

on the screen

c. Digital Camera

From the view point of a computer, a digital camera
sends data (photos / video) in to the computer. So, it is

considered an input device.

d. Scanner

e. Mic / Microphone

Microphone is an input device where sound is stored in
a digital form or voice instructions. The microphone is
used for various applications such as adding sound to a

Wheel between the
right and left mouse
buttons used to
move/scroll up
and down the pages

Right mouse button-
click to bring up
other menus

multimedia presentation or for mixing music.

f. Barcode Reader

g. Webcam

View >
Sort by
Refresh

Right click
button

Paste

Paste shortcut

H Intel® Graphics Settings

New ),

[0 Display settings
il Personalize

A scanner is an input device that scans documents such
as photographs and pages of text. When a document is
scanned, it is converted into digital format.

A BCR (barcode reader) or scanner, also known as
a POS (point of sale) scanner is a hardware input
device capable of reading a barcode using laser.
It can also print the details of the product or log
information about that product into a database.

A webcam is an input device because it captures a
video image of the scene in front of it.

It is either built in to the computer (laptop) or it is
connected through a USB cable.
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JT3eYe fEarsd — ar JUBRYT Sl BRI DI Al 89 db UgdNd & | o Bl — AlfeR, Hiex, Wi,
BN CCAIER I

a. Monitor

B HIYEX H UP Sl ol B BRl & — R R g ford 8y anfdaa, fhed, o sanfe e € |
TEY HAifTeR 2. HAifex, fIfear B1€ )T 999 & SIMaRI of 9%, 89 d% Ugadl ¢ |

Liquid Crystal Display Light-emitting Diode (LED)
Cathode Ray Tube (LCD)

(CRT) Less space
Large Lighter
Heavy Low power consumption
Produce heat Expensive Provide higher contrast

Not expensive Limited viewing angle and better viewing angles

Less space
Lighter
Very expensive

b. Printer

Printer is an external hardware device responsible
for taking computer data and generating a hard
copy of that data.

Printers are one of the most used output devices
on computers They are commonly used to print
text, images and photographs.

c. Speakers

A hardware device connected to a computer’s
sound card that outputs sounds generated by
the computer.

Speakers can be used to alert the user as well as
for music and spoken text.

d. Headphones

Headphones give sound output
from the computer.

They are similar to speakers, except
that they are worn on the ears.
So, only one person can hear the

output at a time.




e. Projector

An output device that can take the display
of a computer screen and project a large
version of it onto a flat surface.

Projectors are often used in meetings and
presentations so that everyone in the
room can view the presentation.

KWL e ¥ feu 0 89 1 S g3 &7 IR ford |

s T @1 HRex &1 fART Fer orar § 2

LT P

SaddiaNEy
LUPEEEE
{Han

i

L]
—

MY T H SRS BT FIA IUARMT 9N HIaT & ?

YS! T H, BH HRYER Pl Aaa A Al Hel A 4 B A A Ag Fad © ?

©

HRER B [ A W HM R 8T, 9 HRYER & A Ucd & IR H THHRI I8y |

HRC P AT WS fEwn

DI AT 8 ? FIH FXI ?
https://www.youtube.com/watch?v=6Gkd2QOWKAI
https://www.youtube.com/watch?v=wHGfCn9yZGM
https://www.youtube.com/watch?v=HrbQ6XvtLFo
https://www.youtube.com/watch?v=YhaHqg3pz_IQ
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@

9 IS & 3id § gH M I R N
. B Wiell 3R 8 BT

. HYSR Pl TN UGN I SIS

« BYR D BRI S|

O

TR Rpedd / ISHTR DIl TRaHe RIGR) . TEferdl (@) | ISR UT R &l &HdT
T AT B TFARIAfIET Rebed AT ASTIR PIYA B & | T PIYA Bl Heg A Uh B 0 BRI

H AT W R FhdTl © |

RGO IERIACIE RIS H T ST @rEdy Arsdl g 3ATST H T e ?

@ Why don’t
elephants use

i (b

computers?

Because they're afraid
of the mouse!

4

Don’t be an elephant, when you can be a friendly mouse!
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1. HRYSR Bl Wiel AR §& B DI UHAT BT Ugell 3R MR TU MU 331 a1 § | Reh M W,
IR IMTHAT BT AT 31T+ JEATPh DI ASE o

Start the

computer
Shut down
the computer

TfeTY 3Td HIEX BT AR SUGUN A FreT WaEd & |

2. Starting or booting a computer

HRCR WIS B B HReX g’ &A1 {1 Fed € | <Ray, 9 gar ®

KEYBOARD
MOUSE

0 Type here to search
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3. YR A GAX JUBRY SISl

Uh IR HRSR ITIC B Y, Al MY SHY 980 | IUSRVT Sile Fdhd © | fhalgrel &4 U BT
Sired g, RO 9 o1g o o @R, FREX W ST Adhd & — 3R Th IS VAT 7 e Ao o

FHYER W T FT Fhd T |
a. dlaTgel B

There are 3 important steps to connect your phone to your computer.

Turn both
your
computer

Connect the USB wire to
your phone and the
computer

[ A
Computer

f
Connects et

Connects
Mobile Computer # Otk access
M Desktop o
‘ Downloads  #

7 Documents #

P LT
&= Pictures ¢
€ USB preferences Q .
Tha, 73 My 4 English
LlJ usp s Local Disk (D7)
' o m 'CI * nimi
L certralied by subjects
0 Connected deves 3
P Android system & OneDrive
USB debugging connected @  Thisdevce -
Tap to turn off USB debugging 5 This pC
Android system L 158 o - 3D Objects
¢ Charging device via USB @ Fleumste \ [ Desktop
Tap for more options. X B Documents
B USE betherng N d
Q‘-\\':'S\ ; [ & Downloads
% A, "
u 1§ motorols one pe
L J1 Music
N data transfer = Pictures
B Videns ¥
1items 1 item selected

View

=5 v« 4 B ThisPC

A
v Folders (7)

30 Objects

, Documents

J’ Music
E Videos

v Devices and drives (4)

L motorola one pwu‘

Local Disk (0:)

llnlfz

[
W™ 23168 free of 232 6B

vy Search ThisPC

Deskiop

Downloads

¥

Pictures

i

Local Disk (C:)
w
Mg 15568 free of 232 GB

DVD RW Drive (£)

Lil




B | [] = | motorola one power

“ Home Share View

' « 4 B » ThisPC » motorola one power

I Desktop - Ty 24,
4 Downloads

Internal shared storage

7 GE free of 50.4 GB

v O

Search motorola one power

Samsung 5D card
T

My 12,0 GB free of 29.2 GB

&l [ = | Internal shared storage

“ Home Share View

“— “* N um t motorola one power » Internal shared storage w U
A
# Quick access data
I Desktop -
& Downloads o Download
|5 Documents #
&= Pictures +* )
English rike
= Local Disk (D)
nimi InstaSave
subjects
@& OneDrive MementCam
B This PC

= O

Search Internal shared storage

DCIM

ERS

InstaGet

LesyncDownload

Movies

b4

©
P

b. USB /U9 §TSd

There are 3 important steps to connect a USB drive phone to your computer.

USB symbol

USB flash drive  USB port

> 3 3D Objects & Name
> m Desktop

» % Documents

> £.05(C)

broswer search

> o New Volume (E)

¥ w New Volume (F)

» < USB Drive (|

¥ e USB Drive (G3)

| T LITERACY mar 30

> ub Network itliteracy

77 items

3 Drive Toals | USB Drive (G
Home Share View Manage

0Ze .. lel& X =f
Pinto Quick Copy Paste o e Delete  Rename

access e o~ o~ -

Clipboard Organize

« ¥ 4 o * This PC » USB Drive (G)
-

2016 2017
> & Downloads 2017-18 new
» b Music 05032019
» = Pictures Age of Empires IIl - Complete Collection ...
> @ Videos Attachment - Strive
autorun.inf

- O *
@
- \/' n- + Select all
1 L Select none
New Properties ; _
folder - @ History (1 Invert selection
Hew Open Select
v ©  Search USE Drive (G)) o
Date modified Type Shre ~
File folder
File folder
File folder
File folder
File folder
File foider
24-10-2008 01:02 File folder
11-04-2019 16:30  File folder
2-2019 01:19 File folder
2019.09:18 File folder
13-02-2019 1542 File folder
04-02-2019 10:08 File folder
30-03-2019 09:40 File folder
30-03-2019 15:19  File folder i
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c. v

There are 3 important steps to connect a speaker to your computer.

7z
&N
=} @ Nl | 1. Side speaker out
1. Microphone (on some computers, the (1 i (2 i %ﬂ
microphone can also be configured as the 2. Rear speaker out
Centre/Subwoofer out through the Sound

Manager software) E’j 3. Centre and subwoofer out
2. Line-out (to front powered speakers) o 4 Microphone
3. Line-in (on some computers, the )
microphone can also be configured as 5. Line-out (to front powered speakers)
the rear speaker out through the Sound y
Manager software) 6. Line-in

4. HYSR BT §8 HIAT (IC SSA)

A computer can be shut down in 2 simple steps.

KEYBOARD

Play and Explare

Store (Beta)

Shut Down




KwLae § fou v 89 a7 Jar U9 BT SR ol |

©

IS B T T ?

HREX ¥ TH 3R DI A UGV S Fhd © ?

PSR 3MMUe Siig AR BRI H U FAT HH QT ?

©

T 3 3O R AR A I GoT B dYSR & R B © | AlS SIFeNI & ol 39 [ Bl
S of Ihd |

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=comouters+bas
ics+tutotial+youtube#id=3&vid=af478e149aabd775ed40219e0a40dd63&action=click
https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=comouters+bas
ics+tutotial+youtube#id=4&vid=11e7f17761a61ad9672251c8al1162191&action=view




3. SRS RICH DI el SIHBNI
®

9 U6 & 3 § g9 1 SR qR H |
. STRFET RIeA & IR # S
o STRFET Riveq @7 gR¥TET & 1avTd 8 |

O

JATIRIET RFeH BT THDHRI: U PSR H 9gd A AU, T & A9 IR qhUTSS H doil 6 & | I T
O §AR Jd Bl AR FEol 3R ARl 991 H &M M 8 | S &1 99 g9 3 g9 (991ge) dierd
2, 09 980 ¥ U™ dhUTSe H Foid © SR GAREd wxd & @l fafedl, dss, A9 g3 99 |El |
PBTH BN |

ITRIET RReH (N.UN), HRYEY & SRNGER & FAM © | F4l U™, AT & RN § S a7d 8, AR
N I FGARET A1 © b I8 U TN & B H Dlg T 7 UgAIY | ALTH AN BRI DI GRIe
Gl ®, 9 STl & IMATNTHA iR HIgell dI AT & &I HTH BT ¢ |

3R, Wl 3M.TH BT SERTER B & ? MUA. B B (< a1 8 fh I a7 H7 8 1 87 — 1.0 &AR
YT SR & AT B | Ashge faSel iR Uud e, ol Ud & &I IEERV ¢ |

Operating system — ®REX & TR & U’ &I AT &I FEFT A1 8 | 98 HYSI B memory,
file TOTTN, network connection 3iR input @ output I3 BT YdUH BRAT B | Operating System & Central
Processing Unit (CPU) &I ¥l RIS &=ar €, S & ¥ $er & fad T |

Il HREX H BIS IYH el 8Ial 1| 9 HRYT 4, 98 Th IR H T & S dR Ui o |

H qr Seay S & H 1 AT ArEdy ArEd! g et {9 @ T ?




@ Monitor

1. IMRFET Rved &1 R

Binary 01011011012

Communication between a
Human and a Computer without
Operating System

Communication between
a Human and a Computer with
Operating System

JATIRIET RIEH — SRR & AIFCRR P AIH ASdYUT 3T 8 | I8 HRYC Bl Y1 JUTell 3R FHRY BT
HATAT PRAT 7, 3IR 3MUDT HYER T U1 42 UgAT H AR IRl & | 3R bl HRex # i
Reed 7 8, A1 $IYER Tdh H 3R 7 |




Operating systems usually
come pre-loaded on any
computer you buy. Most
people use the operating
system that comes with
their computer, but it is

possible to upgrade or
even change operating

E O mmb systems. The three most

common operating

Linux is much more stable than Windows, it can run
for 10 years without the need of a single Reboot. systems for personal
Linux is open source and completely Free. Linux .
is much more secure than Windows OS, Windows computers are Linux, Mac
malwares do not affect Linux and viruses are very less 0S X, and Microsoft

for linux in comparison with Windows.

Mac OS is a line of operating systems created by Apple. It comes preloaded on all new Macintosh
computers, or Macs. All of the recent versions are known as OS X. Mac OS X users account for
less than 10% of global operating systems—much lower than the percentage of Windows users
(more than 80%). One reason for this is that Apple computers tend to be more expensive.
However, many people do prefer the look and feel of Mac OS X over Windows.

mﬁ - =

OIS EROAREATEOE =

208 0% slspinsale "NE Ny «OTNEEDR .4 - nmmabhd m7

KWL a1 § fQu 10 #9 a7 IRar 93+ &l S ford |

©

ATRFET Rieq w8 2

IS Red & &1 9dR a1 8 2

MU SRESYC & HYSR R BIF AT AT Rweq 87

©

HREX b IR H AR A & oIy, 9 JgA"e W :
https://www.youtube.com/watch?v=5AjReRMoG3Y
https://www.webopedia.com/TERM/O/operating_syste




4. fder IMRfST Rved &1 SI=T

=)

9 U6 & 3fd ¥ gH 7 Sewd R !
. fdSIor 7 3R fdSINT 8 & 3fAR &I oI
. fIS9 10 & R BER &
. fISINT 10 @1 SHHIA BN |

O

PHRCI b &3 H TH 980 WAl ¥, WA & S 99 Fhd & | SHD [y YD 37U 5 FadT ATl
g — e @1 3281, RA W G DIRRT B &1 37, 791 S & fTarr iR $81 3ed o W)
fsrered weg /v urAr |

S o9 @ 918 BH A Aoh—o R (G B R areln) ol g+ iR fder 10 & IR 9 980 §B A |

H T Ay ST H AT AT A/ aeeh € 3TST HY T AT ?
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1. 39 UfFefad & gRT MY Jeh—dif+ 7 &) o9 & Ugell e X9 B © !

a. |HS @ ISl 7 3R 8 &7 R © i fUsel 30 aul # ST ST Riveq &1 98d A& 8o &
| 3R A9 ofcxe ST 10 &1 |¥eH & forg, I8 mawds g & &q fd=r @ fUwel 1 a9 (version) @1
&I ¥ Al | 980 9 YR M 41 el 7 A1 8 BT THATA B o |

ARG PH BY: ATUDH] Ae] @ foIg, B9 fdel 7 3R 8 & {B ik I8! forg AT & | 58 Ug &k U &
I IR BT WISl 3T W B

Jg 3fcR
ST 7, a1 AR fdel MRS Red g | 399 941 =7 U @ield & oIy e”& IR’ (taskbar) T
TRART Il © |

& spetify
@ SugarSync Manager
@ SyncToy 21064)
] Windows DVD Maker
&l Windo «i ax and Scan ’
@ Windew Burn pictures and video to DVD.
¥ Windows Live Mail

rr - B Windows Live Movie Maker
;L L ¥ Windows Live Photo Gallery
L" C|ICkII'1g on the o Windows Media Center Connector
windows icon, will open upll RGeS = The search is a new
B8] Windows Media Player . )
the Start Menu that. opensfl R : feature in Windows
up all the other Windows|l BT
programmes. & 7-Dp , )
X . kA i
This grey bar is thell it (video player, music
taskbar. A user can pinjl | player) in the marked
their most frequently used area, and you will get

programmes, here.

7. Type a search term

Back

a list of results.

faer 8 — fdsT 7 W 98T 3felT <RI B | 3HD! a1 G4
AR R TI-—whA Ueid iR Hex & forg @ T 2 |
fdST 8 WIe WR, 3MUDHT FIH Ul ‘start screen’ fT !
U BH Agl W PEd B |

fdsr 8 & Swper 91§, 3R start ThIT UR AMSHIH & I
H 3MUd! ‘stile’ <@ BT AT |

crgel (SToH) &R faeid &-" W, 3y fasdl 1 app &1 @it
AHd & | B B A, Ife Mg ge fdddd B SR apps’
g | fdsT ®R ¥ 3y A1 app 4T download &R HH © |

iy g ¥ e IS 8 H startmenu &1 © | R A1 8 H MU HIER & start AT shutdown &
PN?




b. Explore Windows 10 Operating System

F: ffr 10, fISr @1 Fa9 o IITRfET Rived & | sH&T TN

&qele, Juer, HidaTgel 3R FRER W fRar o Whar ¥ | fir 10 |G
R B9 P AEEA app W SKHT IR AHA ©, oiF DI whatsapp | el
on the computer too, thanks to windows 10 OS. g aE

AT % Y ISl 10 & B = BIeR Il o ¢ | 2 UQ, ,
geT 10 BT s 2015 H @4 fBar a1 | 96T FHET dlars 3iR
= B SUBRUT B forv fhar a1 ® | far 10 — A, <dole 3R
SIS R U& AT IGHd @1 T Bl 2 |

Windows 10 OS has the same look and feel on a mobile device as well as a
laptop or desktop.

fdSr 10 # T W search’ BIRR © — & gIRT 31T 3 IYeY 3R
Wﬁ?ﬁﬂ@ﬁwﬁaﬁg?ﬁtopicsewchﬁﬂﬂﬁ%l

Microsoft Edge debuted with Windows 10 and replaced Internet Explorer as the default web browser.

faer 10 & 81 1T — AHNTE TSl (Se3e gISoR) & H1 did fdhar a7 | 3iR 3@ g TRWIRY &l
SHTE U1 9 o o § | B9 W fd<r 10 I & fiIU 3mue!l &9 & &9 — 1GB RAM, 8GB flash storage, 32
bits colour per pixel IR 720p screen resolution CARCGIGRDG eIy 3

The start menu that is common in Windows 7 and 8, is present in 10. Additionally, it has a bunch of tiles that
show news from the internet, different apps, weather, etc., as tiles which can be touched to open.

fder 10 1#startmenu?clawglCvﬁ'\’i?istartmenuﬁFﬁT,rP:[?ﬁﬂT‘\’»T—?ﬂTi’I%ﬁ’app'Eﬁtile?ﬁ]CF-ITvI?r%yl
afely ga ¥ A fdSr 10 & tile & BIOR I S — §9 IR P TN a1 1 8 7 El B /g R,
IR <

KwLaTe # fou v 39 a1 dRar g3 b7 SR ford |

What are the major differences between Windows fdeT 7 3iR 8 H &I IR FIT & ?

JMIHT B T activity T SITGT HOTGR il ?

IS 3T G ¥ ARIA DI 3T 91 o, AT MUDT SHA FAT HIIET AT 2

©

Explore these apps on your own to learn English and Typing.

http://www.wordhippo.com (free app on Google playstore that can help you build your vocabulary)
http://www.rapidtyping.com (free app that helps learn typing in a fast and fun manner)
http://www.microsoft.com/en-in/p/learnenglish-grammar/9wzdncrfhwpx

(free app to help you learn new words in English)
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9 UG & Fd H gH T Iewy qR T

« USB, CD, DVD S&T{¢ &T SUIRT Bl

o IS 3R Biesx ®I 4RI, BT MR fSefle BT |

O

Al & RSl BTk SRHA B PRSI IR &H SIAgHT, BIgd iR UaeR, fafsar sanfe save d- A
g | S 39 WISl &1 AIgS 9gd 91 8l &, a9 89 $© U9 $18d, CD, DVD ST W save B & |
PYSR W save [HAT data &, felle T B AH © 3R move T |

d T A ST § RIS BSIE BRI ERIACIEN IS 3ITST Y T ¥RAT ?

@ A well-organized computer can help you be a smart user!

1. CD / DVD/ Pen S1$d &1 BISAl Bl 3T BRI

a. CD 3T bvD

S QI IUSRVI DI FRIATA PR P dNIbl same &1 © | CD AR DVD 80 IS AISS DI BISAl Bl DHUR
(compress / BIET) &R, save HR ol © | ST darferel & faf$dr i ¢D Wsave & AdHd & | DVD WR Had
faf$ar TR 8T 8, TReg CD WR WM, HICl SIS save 8 Tl o |




%ﬁmﬂmﬁprocessww%:

Eject button

DVD RW Drive (D7) Audic CD

Choose what to o with sudo CDs.

Play audio C0
Windows Media Player

b. USB ST5d

MU Ugl B WGl 8 BT 98 SI8d Bl ¥ SWHTA Bd & | U aRd & A1 fFefdy — 39 process &I
forg of —
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Once you connect the USB, you can open the files inside.

B s
dinesh
f

Desfumeents
Peciures.

P settings

Thts PC

‘My Computer’
This PC’

JEES E=R =)
ﬂ"-:_-,-"""'r-—' = |y 'i-] -
R L P Bomem (S [ —— — e T ——r— L — L == N ik
L [T i W i
L [ — Lo i oy o e
i lrrrmh —_— d L —
B Bomini s h-r' = . =~ T ———
Ll O o
g L L -
T g
b b a Do i e Leraoesn-g oo g
-
e b= N
oo . P - Removable Disc (H
B ‘_ﬂ i — I
.
[ ST =

w1
el P o= §

N ‘Removable Disk’. Open

aii that folder and select the files
A

you want to open.

i [awf 6| fa o oms memo: fma g gagmsss

(3

T HRYCR H 37U 980 3! BIsc save PR Ahd © | 1 WISAl Pl RT3 BIeRl H save [HaT ST
STRIR SAT—3TelTT Bkl H TR fhar ST Hepall ® | AfeTy, S € b ¥ PSR W 84 307 HMH Bl
BRE AR ghided dNd I PR Fhd ¢ |

a. Storage Devices

Computers store information in 3 ways. Storing data is one of the core functions of the modern computer.
A device that stores data has space or memory in which it stores data. Just like boxes of different sizes,
storage devices in a computer have different storage capacity.




Tertiary Storage
Secondary Devices

Storage
Devices

Hard Disk
[EE

i- TS Rl fearsd
U B I WK & w0 ¥ fl wd € | I8 sy W $9e’ & CPU ¥ ST BT 2, 3R 39H BRI
ﬁﬁqwg@lﬁ%ﬂsaveﬁv_ﬁm%\‘l
freryaTs RAM ROM
Stands for Random Access Memory Read-only memory
SERURRIE] SWHA 39 WANI ®I SRS |39 HARI BT SWHA BRI start AR
PRYCY U SN U BT | shutdown BT ARHAT & SRTH HRAT © |
A H BT &
gRHTST PHRCY ERT 39 HARI &1 BT | FgeR §RT 59 HART B AT A gaal
A T8 1, B AT s BT | (reprogram) T8I ST AT |
ST bt B

ii- facia (secondary)?%ﬁ\_ﬂ ISGIER]

gTS fe¥h: 3 dR WX, I8 $WeR & A §91 HAN] BT WeR Bl © | $9H 160 gb F o &) 2th SeT
TR B DI &HAT | 8 hard disk @1 T DI IR BT DI AR KA B Dl (A ([TS) emar &A=
BI! © | Hard disk @1 TS @I 9T 89 ‘rotation speed’ & &_d & | I8 WIS 4500 &7200 IS W fAde
B F&HAT © | $9 HART BT access (1) d) & <IH DI TUET milisecond # Bl § |

HARD DISK
Characteristics Internal Hard disk External Hard Disk
Portability No Yes
Price Less expensive More expensive
Speed Fast Slow
Size Big Small
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iii- qﬁﬁ'& (tertiary) YCIRST fSaT8 known (STTHT SITAT ®) as disconnected storage

I8 fEarsd SR BT T & Bl S Bl pen drive | TR &H §H 37U IMILIHAT—IHR STl save
3R IR BRA B foIU BT STANT B Ahd 3 |

Optical disc is any storage media that holds content
in digital format and is read using a laser assembly.
It is considered optical media. The most common
types of optical media are

- Blu-ray (BD)

- Compact Disc (CD)

- Digital Versatile Disc (DVD)

Optical Disc

A small, portable flash memory card that plugs
into a computer’s USB port and functions as a
portable hard drive.

Flash drives are available in sizes such as 256MB,
512MB, 1GB, 5GB, and 16GB and are an easy way
to transfer and store information.

USB Flash Drive

An electronic flash memory storage disk commonly
used in consumer electronic devices such as digital
cameras, MP3 players, mobile phones and other

small portable devices.
Memory cards are usually read by connecting the
device containing the card to your computer or by
using a USB card reader.

£ Shomoa

B Mcrmsot Acoes Dutabae
& Bamap mige
B Micraich Werd Document

B Mermsoh Bomnoit Presentibon
Q] Micrasoht Publaher Document

2. U T BIsd R Th I hleesk I8y

1. T& WTell R WR Isc—Idetd DI | UHT B R T gI—S1S+ 4g Gl | §9 a1d &I &I o
B Y AT HISET BT AT Bleex W e [defd T B — VAT B U ITeld 9 Gl ST |

2. AT MU SfARJHT Wleex (AT VAT &1 Bl o/=0) | 7, AT 3 BIsdl UaelRR & olUe (qrT) S PR
H home 29 TR ] fdeTd B Idhd 2 | R B, new Blesy WR i HY |

3. IS ATSE &I S8 3 ¢hUs BT TANT HR I & dl 3T gc—fdedd BT S8 &l Sferdl Bl ST &R
& 9 WY DI Wil D T |

4 'Y Helde PN | Y8 option I HY B 3 H § — 3R 9 fdodd P 81, U AR 1Y G S|

5. 319 B g9 Adhd o
¢ New folder

e Open a New MS-Word document




e Bitmap image

e Open a New MS-Excel Worksheet

e QOpen a New MS-PowerPoint Presentation
e QOpen a New Text Document

e Open a New Compressed (Zipped) Folder

Microsoft Word or MS-WORD (often called Word) is a Graphical word
processing programmeme that users can type with. It is made by the
computer company Microsoft. Its purpose is to allow users to type
and save documents. Similar to other word processors, it has helpful
tools to make documents. doc or docx is a file extension for an
MS-WORD file.

Microsoft Excel or MS-EXCEL is a spreadsheet programmeme
included in the Microsoft Office suite of applications. Spreadsheets
present tables of values arranged in rows and columns that can
be manipulated mathematically using both basic and complex
arithmetic operations and functions. xls or xlsx is a file extension
for a MS-EXCEL file.

Microsoft PowerPoint or MS-POWERPOINT is
a powerful presentation software developed
by Microsoft. The programmeme uses slides to
convey information rich in multimedia. ppt or pptx
is a file extension for a MS-POWERPOINT file.

Notepad is a simple text editor for Microsoft
Windows and a basic text-editing programmeme
which enables computer users to create
documents. txt is a file extension for a text file.

Zipped (compressed) files take up less storage
space and can be transferred to other computers
more quickly than uncompressed files. Combine
several files into a single zipped folder to share a
group of files more easily.

KwLae § fou 0 89 a7 JRar ued &1 SR ford |

©

P BT ST a1 9% W Sclsave BT & T BRIT &7

Ud B H BIgel DI HEl S8 W save YA Pl AT HRIGT & 7

MY AT BISA AR Hieex T HRAT & | 37 30 I, P AR TR B A o HIRIY @1 H¥
HBIgel BT BIUT 3R fIeile P § |

©

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=creating+files+
and+folders+tutorials+videos#id=3&vid=19a977d9a689fbf58cd1bfOde2b5cb37&action=click
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9 U6 & 3 § g9 1 SR qR H |

6. THUATS Dl eI SIHDBNI
. MSWordEﬁWWEﬁHﬁﬁ

« MSword BT SXIHTA HRT BT IJRART BN
« Word ®I TN BISe BT 99T 31X save HIAT ARG |

O

MS Word T TR 31T & AT H HRCR 980 A B B bl & — ikl Bl SIS MS Word 9
@ U H U, PIs W1 SIARPHC type BR Fdhd o, edit DR Fhd o, AR ATT—ATT F—RUl & SaGHS
I A © | 59 U™ H 1Y U ORI U oI @l spelling T check WX Adhd ®, T gU TR 3R
Al BT BU—URE TR Fhd & | BB & gall ¥ MTword W o ®Ig W SfRpie, gid & SIRY e
I fl IR X Fdhd ¢ |

H T Ay S g H FI1 ST ATy el g 3ATST H T e ?

@ Software programmes like ‘MS-Word’ to looking like this!
can help people transform their office
from looking like this ...




IT &R @J

<

1. 3T BRI H MS Word Erel- & QI AeIH &
1. start 99 R fdid BT, 3R word type b ST | Microsoft word UX et B |
2. start 99 R fddd & all programmes UX deTd DY Microsoft word TR fdceTd ®¥

= o & Fil
Best match

@ Word
Trustad Microsoft Store app

Recent
@z IT final

&85 New Microsoft Word Document

Apps
= WordPad
search suggestions

A2 word - See web results

2 word)| | | £ fype here to search

i. Microsoft word W= & dT&, JAMUDBI new SIFIHT B T Al & o T IR, FASA
i. ™1 document types YIRS (resume, calendar, spreadsheet, cover letter $< 3)

Mduls | £ docs - Wod 1 8 X rr
[
i i o
Info
Module 3 52 &
™ Protect Document Properties *
» arve skt tpan o changes progie can ke b e e, ™ &1 )
Pt
1y . '}
Doxument Puges i i !
Winh n -
ey et N =4
e - "
- il o reae
- Related Dates -.j
Wl Todeg 1M
aird B i - . - — - - -
4 i isted
Documant
Shivani Sharma . 1
b
il Modhed "
De
Retated Documents
- ¥ 1k 1

iii. Blank document T ?ﬁ IR faaTd Y

iv. new @ﬁ?{ﬁl’d H type T start X | the insertion point or cursor will appear in the top-left corner of the page.
if you want, you can being typing- from this location.




Blank
+.Document

V. Wﬁsavemﬁlgﬁ'ﬁmﬁ%ﬁﬂ%

Start typing here

« type BT B dTG Cntrl + S UF X | Hldrs UR IFl e Uh A1 gdi BT

« o feu U fora @ T — select this PC & desktop
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o Thigd BT U U BT ATH <. You must enter a name for the file if you are saving a file for the first time.

« 3719 save MDA TR A fdTd &R Tohd & H on the Quick Access Toolbar.

iv. BTgcl P AT Bl save BN |

UHT -1 ¥ MM U AS[ET BISA Bl 7Y 1 A save B Fdd @, IR IEH Il 2 A 9a¢1 Adhd o |
e F12 U9 WX / file > save a copy

« I JAMUST WISl I81 save BT STl YR HIsdl save DI T oY | MY a8 1 I§ MBI dacl
HPd B |

« 3O BISA DI TIT M @ DR, save BX | IMTDT YR BIScl 37 d& & TAT 8, 31X 3T new BISA TR
PH PR T T |

Save Ag
[ ar [ rates

vii. MS-word @1 JIIT 6R & Ac—he
cntrl +N: TR ®BIgel 9410 cntrl+S: HISd save &N
F12: BIgel &I Y 9 H save cntrl +O: word H Tl ‘ﬁ\_rjﬂ'[ WISl Bl open B

KWL3TE # QU U ‘89 7 IRaT U39 &l SR ford |

©

Ms word H e fecoRg BIeR &I 9 8 ?

39 319 career H word UTUTH BT SKIATS Hal R Ahd & 7

©

31TST MU word & IR H 98d §{B WA | AfeTY, 371 $Hd IR H ofigl 3R T & — [T W A8y 3R
MS -Word HeT introduction and practice videos' PGS BT | g1 X b dad fafsar = gt =
2 — TR JIRT AT AT BT |

https://www.youtube.com/watch?v=umOSIKcyRrg

https://www.youtube.com/watch?v=fUkh3yWm3d4

https://www.youtube.com/watch?v=S-nHYzK-BVg

https://www.youtube.com/watch?v=2bQSJPQhafg
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« Word BISel &I format HRAT ST SIRIA]
« Word TR type ®R T AT HxAl
« Word @I I H HMH 3N dTel Plals Ache Bl IRATH R |

O

WordWﬂﬁsﬁ?a@?ﬁﬁ?wmwﬁformaﬁingwglﬁ@ﬂﬁ,(’:ﬂqﬂﬁﬁmletter
Eﬁformatﬁ%@ﬂﬁ%\:mmﬂﬁmww@ﬁ,ﬁ@brochureiﬁﬁﬁ?ﬁwwg|
ST UBR 31T AUl $TOT AR G| E—BICT, dles—aTge, FSIarg AT [N (colourful) AT 4T Hawdl
g | g8 ! A5 89 formatting & f¥id AT |

EECOIRNIERIACIE RIS H 1 ST @rEdy ArEdl g, TS H T AR ?

@ 2 Open File - Working with Word users
File Edit Wiew Tools Favorites Help

f ¥ & o X9 @E 2o @ &
o WorkingwihWordusers v | (&) T

e Wi v
e . .. | — [ 2o |
@ icrozaft ‘wiord Dﬁt modified; L.-i'-.n_l,lT[nE_ . Open as copy

[ Fird Mo J [.ﬁ.dvanged... J [ e Search] [ Cloze J
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1. word ® type hNH

a. word BTSel Erad TR ol feafeard Y o+ fews <l 8, 89 O 41 type H¥1 aT 981 9 type BT
3R BT

b. Cursor &I T8} of ORI, STl 3T text fora=T &
c. type dXAT Y™ PN

d. spaceéff D %It’spacebar qd Qw

Microsoft word

e.Wﬁﬂ:WWWWEﬁmenterW@

f. Ieq BT SIS dQolAT: U AT &I AGE I 3MTT cursor DI STal W of S PR, FANT click BT —
T8 W <TSfUT start 81 STRI |

g. Arrow keys: 319 fCACHAT oige &1 Mt a1 O1W of WM & forv, 39 fewfedr X&@m &1 YRt Y ax
IHhd & [ STedl—led! eeal @ 3T a1 Y8 STF & foTU control+left 3T control+right Eal press P |

Microsoft word
2016

2. Text Formatting P:

a. textaﬁformataﬂﬁﬁqﬁgﬁﬁselectmm|WW@W,WWW?}%W'CHCK
3R drag’ BRAT 2 | TAT R R @ b FUR U U T BT BSlise did fexg= T |

b. fagw, I ST gqe & 7Y IUYTH option choose P
c. ST9 MY text IT image Bl select IR &, T9 IH ¥ed & HUR Ydb BICI AT AR Q@+ AT | Ifa

U 9 81, A U R TR word Pl select R, HH FHI Td cursor bl IAT IR W I |




pn . — (e =
g [

. TI—dF T8l DI Th A1 select DY
. IS UlgeR Bl oIS DI YB3 H I,
. left foTd BN, 3R Udh a8+ fog= o

Layout References

ﬂ'.‘1 ‘“’ Calibri (Body) |11 =/ A" A" Ma- | M IZ-iZ
F‘ﬂj'e.':. B I U-mx,x | R-%-4A-F=E=
TG Clipboard e Font fa |
B1uEog g = f : £ | Calvbri (Bod M e a A }E‘L,.
icrosoft Word 2016 is a great B I UW-4A-: - sty
word processing program. oL

HiERE - —t m

THh ¥ SIfSd TSl Bl select BT & oIy, ASH B HUR IT A1 of Y

. T TSl BT select BT B AU cntrl+A TSV |

. text TSelle & & Ty

. fenfenrch e @ left # ford text @1 f&eilc &R & foIU backspace GdTV
. feafearh a7 @ right & foRg text 1 fSefic BT & AT delete TaTd

ST T text 3MU®d! fSeile HRAT 8, S select BX 3R delete BT g TV

.textaﬁselectaﬁ,Sﬁ?:ﬂﬂtexttypeaﬁ—WWWWTteXtW%?ﬁ?ﬁWGﬁ?W

G‘%Wtext%ﬂx_ﬂﬁ‘

O

Microsoftword 9gd toolbar 8 8! QI 3 toolbar & — standard 31 formatting !

Standard THAR UR 3MYDI FEH SATGT BT AT aTell commands (131 f¥eld & — S @1 —save, open,
copy d paste |

: Copy
Paste

. % Format Painter

Clipboard
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5. Text @I BUT AR move HY

a. Word ¥ 3 IHT STRFIC AT 3 SIRJHS H I text copy & paste Y ABA & | VAT A A MU
Eﬁ—elT?Ttexttype W@Wq@"ﬂl

— : Clipboard [
Clipboard i
Paste All Clear All

Click an Item to Paste:

— (¥ icrosoft Word 2016

&h -
is a great word processing progra )<—; Backsmace
= L__._j Paste
Delete text to the left of the insertion point |
2 - , @) F
Copy: Ctrl + ¢ Cut: Ctrl + x i £
B m'y Wordallows you to
E® Copy db Cut i k
copy text that’s already
Put a copy of the Remove the in your document an
selection on the selection and put it
Clipboard so you on the Clipboard 8" _ 'You see a nice list
ran nacto it SO VOou can paste it i ™ ; Of the |aSt 24
Paste:Ctrl + v ~ thingsyou'vec...
'_I . .
5 @l (preview not available)
. Keep source
Formatting: This option preserves
the look of the original text. m_l] 1. The Standard
oo - toolbar includes
. # Merge Formatting: This Py command but...
option changes the formatting so
that it matches the text that m—r] Word allows you to
surrounds it. “— copy text that’s already
- in your document an...
. A Keep Text Only: This option
removes all the original formatting Copying and moving
@
from the text. text
il
. |;| Picture: This option inserts
as an image I'.ﬂrj (preview not available)

6. Formatting

Formatting toolbar J 31T text B IMBR BT &I dTel command ST BI— Bold, Italic, Underline, Numbering,
3R Bullets 3T BT STANT TR T © |

Calibi Body) =12 ~ A A Aa- fp :=-i=-'-- &3= 5|

1]
11
x4

BIU-#x,x QA-F-A-E==

Font ! Paragraph '




20
22
24
26
28
36
48
72

Font Size(Ctrl+Shift+F):

Y

A

Increase Font Size (Ctrl + >)

-

Increase Font Size (Ctrl + <)

Change the Size of Your Text:

The Size of this Text is 8

The Size of this Text is 9
The Size of this Text is 10

The Size of this Text is 11

The Size of this Text is 12

Subscript:
Type very small letters just peiow the line of text.

Strike through is a font effect that causes text to appear
as though it is crossed out.

e Select the text that you want to format.

e Onthe Home tab, in the Font group, click

1

Calibri (Body)

Theme Fonts -
Calibri Light {Headings)
Calibri {(Body)

All Fonts

O lgency FB

O ALGERIAN

0 Arial

Font (Ctrl+Shift+F):

Pick a new Font for your text:

This Sentence is in Calibri font.
This Sentence is in Arial font.

This Sentence is in Tahoma font.

Mhin Qantnman in i Dacrannn Lo

. le. thi e Strikt! hed.

z

Superscript:
Type very small letters just

above the line of text.

Change Case:
Change the selected

text to uppercase lowercase or
other common Capitalizations

Aa~

Sentence case.
lowercase
UPPERCASE
LCapitalize Each Word

tOGGLE cASE

This example is in Sentence Case.

this example is in lowercase.
THIS EXAMPLE IS IN UPPERCASE.

In This Example Each Word Is

Bold font is any text that is darkened to
help emphasize a remark or comment.

e Select the text that you want to

format.
e On the Home tab, in the Font
| B
group, click or Press Shortcut

Ctrl+b .

Italic is a style of font that slants the
letters evenly to the right.

Select the text that you want to
format.
On the Home tab, in the Font

or Press

AAAAAA -1z 1.
Shortcut Ctrl +i
Charteit Crl 4 i




u

ctrl+uUnderline text or spaces

Use a double underline

Underline words and the spaces between them
Underline words, but not the spaces between them

Change the underline style and color

Microsoft Word 2016

MicrosoftWord2016

MicrosoftWord2016

Microsoft Word 2016

Text Effects and Typography:
Add some flair to your Text by
applying text effect, such as a
shadow or glow.

A -

Outline
Shadow
Reflection

gl B

Glow

Number Styles

iy

Ligatures

* v v v v v v

B =h

¢ Stylistic Sets

This example is outlined.
This example is Shadowed.

This example is glowed.

Clear all formatting:
Remove all formatting from

the selection leaving only
the normal, unformatted
text.

Po

This example will become a
normal unformatted text in the

sentence

next

This example will become a

normal unformatted text in the
next sentence.

7. Text alignment

Alignment determines the appearance and orientation of the edges of the paragraph: left-aligned text, right-
aligned text, centered text, or justified text, (which is aligned evenly along the left and right margins). For example,
in a paragraph that is left-aligned (the most common alignment), the left edge of the paragraph is flushed with

the left margin.

TATSTHC T 31ef & — 3TTUDT text TR / IR} TRE &M AT SAGHC & Aed ¥ | IfHaR fhamdl # arif iR

Text Highlight Colour:

Make your text pop by highlighting
itin a bright colour.
aly

Mo Color

In this example - is

Highlightedin Green colour.

Font Colour:

Change the colour of your text.

A -
B AZutomatic

Theme Colors
H EEERENENER

Standard Colors

EE PEEEERE
e More Colors..,

[l Gradient r

In this example
are different font
for each

aligned text fegar 8, I8 text left margin % P BT B [




E

IT 1R

Aligning the text left or right

Select the text that you want to align.

. On the Home tab, in the Paragraph group, click Align Left or Align Right.

Center the text horizontally between the side margins.

Select the text that you want to center.

. Onthe Home tab, in the Paragraph group, click Center.

. Center the text vertically between the top and bottom margins.

Select the text that you want to center.

. On the Layout or Page Layout tab, click the Dialog Box Launcher in the Page Setup group, and then click the

Layout tab.

iii. In the Vertical alignment box, click Center.

In the Apply to box, click Selected text, and then click OK.
F ]
Paragraph M

i [ndents and Spacing | Line and Page Breaks i

| General
Alignment:
Qutiine lever: |- Collapsed by defautt
" |Centered Fri i
Right
Justified
| Left: o - Specialk By
| Right o B (none] [=] Y

| ] Mirror indents

I Spacing

Befaore: o0pt = Line spacing: At:
Alter opt = Multiple E 1.08 =

g | Don't add spage between paragraphs of the same style

I | Preview

Previous Paragraph Previous Paragraph Previous Paragraph Previous Paragraph Previous Paragraph
Previous Paragraph Previous Paragraph Previous Paragraph Previous Paragraph Previous Paragraph
Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test
Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test Sample Test
Sample Test Sample Test Sample Test Sample Test Sample Test

Following Paragraph Following Paragraph Following Paragraph Following Paragraph Following Paragraph

Following Paragraph Following Paragraph Following Paragraph Following Paragraph Following Paragraph

[setasperaut | [ ok | [ cancer |
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8. gI¢ <9
Text & ITSET §H U4 SIRFIC H 9gd W ol ST Adhd § | 39¢ ¢d Pl AGS I 3MMY <9, wordart,

hyperlink, symbol, charts, signature line, date 3R time, shapes, header, footer, text boxes, links,boxes, equations

e Sfagic § Srd dad ¥ |

Design Layout References Mailings

B = E L,;',__ﬂ%l@ﬁ}'[j" 0 +

Cover Blank Page  Table Pictures Online Shapes SmartArt Chart Screenshot

Page~ Page Break - Pictures ~ v
Pages Tables lustrations
D D @ 4 A K Signature Line ~ 7‘[ Q
: Ec'g} Date & Time )
Header Footer Page Text Quick WordArt Drop : Equation Symbol
- - Numb,er - Box - parts - - (_- ap D Dhject o - -
Header & Footer Text Symbols

a. Select Insert > Page Number, and then choose the location and style you want.

b. IfT 3T =TT & B U8 page TR page FaX 7 3 o PR Different First Page select &Y

c. Ife Mg ared € fob YN page WX no- 1 STI??, ar fdetd w — Page Number > Format Page Numbers,
3R Startat ®I 0 X <.

d. I8 {49 ?f ST TUX, Close Header and Footer Pl select BV

@ Page Number Format 7 e
Page
Mumber -
B TopofPage "
[E] Bettom of Page ¥
a Page Marging 3
[#] Current Position k
FEy Format Page Mumbers...
[ Remove Page Numbers
O/ Continue from previous section|
[ Different First Page
oK Cancel
Options
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9. Keyboard shortcuts

Identifying the Keyboard Shortcuts:

Ctrl+R Right Align selected text
Ctrl+L Left Align selected text

Ctrl+A Select All

Ctrl+C Copy text/image

Ctrl+V Paste text/image/text

Ctrl+X Cut text/image

Ctrl+B Bold text

Ctrl+U Underline Text

Ctrl+l Italic text

Del Remove selected image/Remove one character from right side
F2 Rename the file

F5 Slideshow of presentation
Ctrl+E Align Center Selected Phrase
Ctrl+) Justify Selected Phrase

Ctrl+F Find particular text

Ctrl+H Replace particular text

Ctrl+Z Undo changes in presentation
Ctrl+Y Redo operation

Shift+F3 Change cases (Uppercase/Lowercase)
F7 Spelling Checker

Ctrl+S Save Document

Ctrl+O Open existing document
Ctrl+N New Document

Ctrl+P Print Document

Alt+F4 Exit

End End of line

Home Starting of line

KWL =1c ¥ faT 70 89 a7 Wam 999 &1 S ford |

©

word H formatting TG &R 3MaeIH ©°

3MYhI Fa 3fdp fbT Pldle iche BT TANT HIAT BHIT 7

MS word TR formatting SIRg-T & foTT MMUBT T T & 2 3 0 & WARIT ? I&f 01 i ford

©

39 UlSe & RN B Y 9@ dd uv:

Th QeI DI AT ford |

9 1@t Bl foras & forg = HIarS wificde try o
https://www.youtube.com/watch?v=4J55Myo8oRk
https://www.youtube.com/watch?v=4Ha8 CrVCJ8
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@

9 UG & 3id H §H 7 I qR B
. WA SIFRHC TAFT A

« Resume ST IRd
. SfRpHe @ fic o 4 |

O

MS-word TR SIRHT ML SIRHT I & of¥ word W 31H software © | Gel Bl TR, Silg B
Teiaed, REgH — I8 {8 SeERY 8, 39 S[RHSH & g &H 3 diR Wword # 94T A &

# g1 Sy S g § g1 ST ArEay @Edl 8 3T H @ e ?

Rogd @& gRT &9 fodl ft Suehl &l 1w &M QIR UeTs & &Ry < € | g9RT Regw suf=al & forg gamy
URFY IR PRAT & 3R ST & AR W FART ‘Ul SHITE’ G771 © | U RSPH H 3MUD! YT &
3R 3IIHT BT UWTaRTell w4 | URdd H3T © |

FUCRT & U9 980 ¥ RSgH o1d ©, iR S U & RSgH 1 IR 9 U & A T8l 81§ | U
3reaT Ry a1 BT &, f5 W e Srerd € Uik sl aIe b af aam 8 Sil 3fuehl S Al o
foq A qrar 2 | gafory I TN § @I JMUeT RRYA U& a7 & U1 | SaTaT o T 7 &l |

MU screen QY ﬂ?fﬁ fafy | = aTq?ﬁsample resume BT S X 3IT resume FHET BT | I8 el
I U, TUdh dN sample resume Bl g I ) of |




o

1. Creating a document (resume) on a computer

—

Click on the tab File (as shown).
Select New document (as shown).

Select Modern Chronological Resume (as shown).

Select the tab ‘Create’ (as shown).

Fill up all the details as per the format shown in the document.

If your computer does not show the above options, Select Blank Document.

SO0 o0 T
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Clapbited . Fam 2 Parigipn

Info
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You will see a screen like this. You will then have to type the Resume as per the SAMPLE RESUME given. Before
filling a resume, 3MI®I screen DY U fa | R sample resume P TG B ITAT resume
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RESUME
James Joseph
+91 8882XXXXX
my.name@email.com

IT Languages i C,C++, JAVA
Operating Systems : Windows, MS —DOS
Others . MS-Excel, Power point, Photoshop

ACADEMIC QUALIFICATIONS|

SI.No. | Examination School/College Board/University Year Of Passing | Marks ( %)
Secondary Govt Primary CBSE 2012 53.2
School, Mohali
Senior Secondary [ NVC High School, | Council Of Secondary |2014 72
Mohali Education , (Mohali)
ITI (COPA.) NVTI, Delhi NVTI Pursuing =

CERTIFICATES

¢ Desktop publishing Training from Hackveda VMDD Technologies ,Rohini in 2015
¢ JAVA Training from STU CORNER, Laxmi Nagar, 2106.

| LANGUAGES KNOWN |

¢ Hindi - Reading, writing, speaking
¢ English - Reading, writing, speaking

STRENGTHS

¢ Hard-working & Punctual
e Ability to grasp the new skills quickly.
e Learn from the mistakes

¢ Playing Badminton
e Listening to Music

| EXTRA — CURRICULAR ACTIVITIES

¢ Represented School Team in Inter School Football Tournament in 2013.
¢ Participated in Annual Sports Day at school in 2012

| PERSONAL DETAILS
Date of Birth ;1 AUG 1996
Address : B- 85 New Panchwati, Ghaziabad, Uttar Pradesh.

Languages known : Hindi, English,
Nationality . Indian
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2. MS-Word TR 9 document T print AT

3F MY word TR R 94T i foram &, a1 59 fie o= ff |l Print
|WWW%?WH§HW%IW$MN—OM$@W =
AT & &Y AMUBT Fexe & g & Y| e
Print o< & forg &9 o+ EFQE? Eal printer A connect AT BT | a1 R :;tiﬂ 13258 o0 p-ycopéid edmon .

Heacty

Copies |1 =

MY 9 SRHC Pl pendrive TR save dR, IH VAT HRER W transfer B . i
9 ettings

Ahd & S DI printer | SitSl) Hi [y Freanees .
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https://www.youtube.com/watch?v=_p72KBdjaHs




1. Home screen is called

a. operating system b. desktop ¢. motherboard d. computer
2. The is an element of an operating system located at the bottom of the screen.
a. search bar b. task bar c. time and date d. notification bar

3. Task Bar allows you to see the programs that are

a. closed b. currently open c. corrupted d. desktop
4. Starting a computer is also called

a. booting b. scanning c. operating d. running
5. Arrange the following in a sequence for connecting the phone to the computer.

a. Locate the phone folder on the computer and transfer the files.

b. Turn both your phone and computer on.

c. Connect USB wire to your phone and the computer.

6. The serves as an interface between the computer and the user, helping the user give
commands to the computer.
a. system operation b. operating system c. software d. hardware

7. is the heart of the computer system.
a. desktop b. Central Processing Unit c. window d. keyboard

8. Operating systems have a special language called

a. system code b. binary code c. reboot code d. linuxcode

9. is more stable than windows. It can run for 10 years without a single need to reboot.
a. Mac OS X b. Safari c. Linux d. Google chrome

10. is an operating system created by Apple.
a. Safari b. Mac OS c. Mac OS X d. Mozilla Firefox

11. Mac OS comes preloaded on all new
a. Macintosh computers b. Windows computers c. Android d. Windows 8
12. Modern operating systems do not allow multitasking.
True False
13. Modern operating systems allow many processes to get active at the same time.
True False
14. The operating system controls the behind the scene activities of the computer.
True False
15. The operating system interferes with the functioning of the program.
True False

16. When you login to windows 8, the first screen you see is new ‘Start screen’ also known as

a. apps b. icons c. metro d. desktop

17. If you cannot find a particular file, right click the mouse in the space at the of the screen.
a. bottom b. upper c. center d. right

18. Microsoft edge deputed windows 10 replacing as the default web browser.

a. chrome b. safari c. internet explorer d. mozillafirefox
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19. Paint can enable ‘painting’ by and using different types of artistic brushes or pens that
can give for example a watercolour or oil effect.
a. dragging the mouse  b. pressing ctrl button c. shift + ctrl button d. clicking the left click
20. Use the spray paint function in MS-Paint to add leading to incredible depth in pictures,

using just a few colours.

a. spray texture b. color texture c. pixel texture d. paint texture
21. Windows 8 has start menu.

True False
22. Windows 10 operating system is the latest one.

True False
23. Microsoft released windows 10 as a followup to windows 8.

True False

24. MS-Paint is found in the Windows Start menu outside the Accessories Folder.

True False
25. The simplest way to find the things we need is to and them well.
a. organize, store b. collect, store C. save, organise d. organise, File
26. A DVD stores only where as a CD can store music, videos and pictures.
a. videos b. audios c. images d. files

27. To place the disc in the tray, make sure the shiny side faces

a.Up b. Down
28 Once you connect the to the computer, you can open the files inside USB.
a. card b. folder c. USB d. internet
29. Once you have entered a CD or DVD, if you don’t see any buttons appear, search for windows media player
of to open your file.
a. computer b. google chrome c. paint d. VLC media player

30. Match the following.

SI. No. Column A Column B Answer
CD Personal Computer
DVD Central processing unit
usB Digital Versatile Disk
CPU Universal Serial Bus
PC Compact Disk

31. Inthe CPU of the computer, press start button on the disk drive.

True False

32. If itis a laptop, press the button on the side of the laptop and the tray opens up. Place the CD or DVD outside
the tray.
True False

33. Close the tray gently by pressing the enter key.
True False
34.Primary storage devices are
a.DVD b.CD c. RAM, ROM d. UsD




.9.

IT 1R

35. Secondary storage Devices are
a. RAM, ROM b. USB c. hard disk d. optical disk
36. RAM allows the computer to read data quickly to run

a. applications b. computer  c. processing d. memory
37. What is the Full form of RAM

a. Random Access Memory b. Recording Access Memory

c. Remove Access Memory d. Redeemed Access Memory
38. What is the abbreviation of ROM

a. Random optical memory b. Received organised memory

c. Read- Only Memory d. Revise Only Memory

39. ROM is also a form of data storage that can be easily altered or reprogrammed.
True False
40. Hard disk speed is the speed at which content can be read and written on a hard disk.
True False
41. Arrange the following in a sequence to Create a New Folder or File in Windows.
a. If you’re on a computer with a trackpad instead of a mouse, click the trackpad with two fingers to perform
a right-click.
b. Right-click on a blank space. Doing so opens a drop-down menu. Make sure you don’t right-click on a file
or folder instead, as this will open the wrong drop-down menu.
c. Select New. This option is near the bottom of the drop-down menu and opens another pop-out menu.

d. If you are in an existing folder (for example, Documents), you can also click the Home tab on the top-left
side of the File Explorer window and click New Folder in the toolbar that appears.

42. Match the following.

SI. No. [ Column A Column B Answer
a MS-word presentation software developed

b MS-PowerPoint spreadsheet program

C MS-Excel graphical word processing program

d Notepad takes up less storage space and can be

transferred to other computers more
quickly than uncompressed files

e Zipped(compressed | basic text-editing program
files)

43. Arrange the following in a sequence to create a document on MS-word and save it:

a. When a new blank document opens, the insertion point or cursor will appear in the top-left corner of the
page. If you want, you can begin typing from this location.

b. Once you open MS-word, you will need to create a New Document. Select New document.
c.Select Blank Document by clicking on the area.

d. Select This PC and desktop for selecting location of the file.

e. Press CTRL+S on the keypad after finishing your typing.

f. Give your new copy a name and click Save.

g. Save a copy as a new file (Save As).




44. Match the following.

SI. No. | Column A Column B Answer
a Ctrl+N Save a document

b Ctrl+O Open the Save As dialog box

C Ctrl+S Create a new document

d F12 Open an existing document

45. You must not enter a name for the file if you are saving a file for the first time.
True False

46. Press CTRL+S on the keypad after finishing your typing. You have to press both the buttons together.
True False

47. By default, Office will save the copy in the same location as the original.

True False
48. The in your document Indicates where you can enter text on the page.
a. blinking vertical line b. arrow on the window C. spacebar d. Press enter
49. To add text ,place the where you want to add the text.
a. cursor b. space c. text d. line
50. determines the position of the text within a section of a document relative to the top and
bottom margins, and is often used to create a cover page.
a. alignment b. vertical alignment c. horizontal alignment d. margins
51. The includes command buttons such as Save, Open, Copy, and Paste whereas, the formatting
toolbar includes Bold, Italic, Underline, Numbering, and Bullets.
a. formatting toolbar, standard toolbar b. standard toolbar, formatting toolbar
c. taskbar, control bar d. insert tab, formatting toolbar

52. Match the following.

SI.No | ColumnA Column B Answer

a Aresumeisa skills and experiences
accurately, precisely and in an
attractive manner.

b Resume is important as it is summary of your education
and work history.

C Resume should reflect as it is the first impression you
give to a potential employer.

53. When a new blank document opens, the insertion point or cursor will appear in the.................... corner of the
page.
a. top-left b. top - right c. bottom - left d. bottom right
54. To find MS-Word in your computer
a. click on the computer b. click the start button
c. click on the task view d. click on the file explorer
55. To save an MS-word file, press on the keyboard after finishing your typing.
a. CTRL+S b. CTRL+N c. CTRL+P d. CTRL+V




56.

57.

58.

59.

60.

61.

62.

63.

64.

65.

66.

67.

68.

69.

70.

To save a file on the desktop, you need to click on the file and select save as then click on

a. downloads b. documents c. desktop d. 3d objects
Arrange the following in a sequence of printing a resume on MS-word.

a. Press Ctrl + P

b. Select the number of pages you want to print and press the Print Tab.

c. Open the document you want to print.

Arrange the following in a sequence to have print preview

a. Choose the number of copies, and any other options you want, and click the Print button.
b. To preview each page, click the forward and backward arrows at the bottom of the page.
c. If the text is too small to read, use the zoom slider at the bottom of the page to enlarge it.
d. Click File>Print

There is one standard resume format only. No other format can be used.

True False

Everything you put in your résumé should be truthful, because the employer can ask you questions on all the
things mentioned in your resume.

True False

Taking printout of a resume to the interview is very important. Without a printed copy of your resume, the
interviewer may not even take your interview.

True False
There is a limit to what you can do using the computer and internet.
True False
A computer system consists of hardware and software components.
True False

Hardware is the operating system and programmes installed in the computer.

True False
The performs all calculations and takes all decisions.
a.CPU b. monitor c. UPS d. keyboard
helps us select things on the screen to open, close, move, delete, etc.
a.CPU b. mouse c. monitor d. software
lets you type an uppercase letter or characters when used in combination with another.
a. shift b. Alt c. backspace  d. windows
allows a space to be indicated when pressed.
a. backspace b. delete c. space bar d. shift
provides higher contrast and better viewing angles than LCD monitor.
a.CRT b. LED C. projector d. laptops
are often used in meetings and presentations so that everyone in the room can view the
presentation.

a. LED b. LCD c. projector




@

9 U6 & 3id § gH T Sevd R BNl
o TR & SUANT Bl ST

. TRIA B VR BT FHS

. TRIA H ST enter B |

O

Excel T arsvie

Bredlic U Sfagde BIar fOraH, 89 row 3R column ¥ dataenter R © | I8 U grid  ®Y H BT B,

3R $TH B9 calculation BRI & |

Spreadsheet & Features

Spreadsheet AR oY 3ffdel W IS TH HM 980 Al 941 Fahd! © | e 8 I8 AdedR HAG SN,
Tl ®F AT § 981 @ ol gl?cbel maths problems BT solve B Al %\*| Spreadsheets D £33 TR,

fforiRaa 2

« GBI QAT

« data BT 3fheld

« MIS (management information system) report S-T-T
« Graphs (for pictorial representation of data) =TT

¢ financial calculations &~

 budget dTAT
H a1 SIay S § § T S AT el g 3ITST {7 ¥RAT ?
This is the icon for spreadsheets or Excel. @E S - Book - ce
HOME INSERT PAGE LAYOUT FORMLILAS DATA REVIEW WIEW
Tl Cabkn =l =4 A = ®e T Ten Genens
e (R T = Emegencone « o5+ 547

1 |Expenses Incurred in a gunlh

Day of the week

Details




E

IT 1R

<

1. Locating Microsoft Excel

i. Click Start. ii. From the sub-menu point to Microsoft Excel.

iii. MS EXCEL &T open ®Xd &

B H - [Py L W
- P i TR . o
- N -

= - A L - e P 2 b T T A3 tr W

- - E:
B

= = = " . = - —r PO - Sy Wins

i o [ — T =
'

i
a v

Microsoft Excel worksheet has the following components:

Worksheet — a grid of horizontal rows and vertical columns. Worksheet is also called an array of cells.
Workbook— contains one or more worksheets.

Column — a vertical arrangement of cells. The columns are named by letters of the English alphabet.
Row — a horizontal arrangement of cells. The rows are named by numbers.

Cell Address —identifies location of the cell. It is a combination of column name and row number of the cell, such
as Al or B3, etc.

Cell —intersection of the rows and columns. It may contain text, number, date or a formula. It is the fundamental
element of a worksheet. This is where numbers or text are entered.

Formula Bar — located below the Ribbon. It displays the contents of the active cell. It can also be used to enter
and edit data.

Ribbon — contains multiple tabs, each with several groups of commands. These tabs are used to perform most
common tasks in Excel.
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2. Functions commonly used in Microsoft Excel are:
1. creating a new document

2. formulae

3. font, bold, alignment

4. sheet tabs

5. cut, copy, paste

6. deleting column content

7. saving a new document

8. printing a document.

3. Creating a new Excel document

Click on the start button in your computer. From the menu, click on Microsoft Excel and a new worksheet will
open. This is a blank worksheet. Use the mouse and keyboard to navigate and work on the worksheet. However,
using the keyboard is much faster and a better solution.
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Make note of marks scored by the students in their exams. A sample is given here:

As you can see in the sheet, in column A we have the students’ names. Columns B, C, D, E, F are marked for the
subjects. Similarly, Row 2 has Names of the students. Subject names are written in Row 2. The marks will appear
on the right side under each particular subject.

4. Choosing Font, Font Size, Alignment and modifying using Bold, Italics or Underline
Like Microsoft Word, the font type, font size of the document can be changed in MS-Excel too.

The alignment of the words in a cell to Left, Right or Centre aligned can also be changed. Similarly, a word can be
made bold or underlined. These functions are found in the ribbon of the worksheet on the top.
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For example, we can change the Name of the students to bold, all the marks can be centrally alighed and the
heading can be underlined.

[ TR . ot L o s e B b

1 MMarks Seored h‘.‘ the students

2 |Marme of the Students English Hindi Maths Science Social Studies [Total |
3 Aitika 32 45 60 56 60 753
Ajay

Bhupesh

Meenal

Pasjs

Fenmu

Swati

Gautam

Wom o= R e

H

awna

- P oewecils BEae

e .

Only Ritika’s marks are centrally aligned and the marks of all other students are still on the right side of the

cells. — R
=N T I
AL e a = — P g Eome * M
- s i [resmpp Rt ] i -
A B C D E F G H i
1 L} marke scored by the students.
2 Elﬁrﬂ.ul’ﬂﬁi’hﬂ‘nh |En‘|i|h Hindi Maths Science Social Studies Total
3 Ritka ::::;— 32 45 (1) 56 B0 253
4 Rjay &5
5 Bhupesh 87
& Mesnal 34
7 Pooja 56
B Renu 76
3 Swatl E.n{jj
10 Gautam 13

5. Now that you have understood what is Microsoft Excel is and its uses, you have to enter the following data
to make an order list for Shreya’s Cake Shop.

Renu’s birthday on 12/3/2019. Party at Shreya’s cake shop terrace at 7:00 PM. Number of people is 35. Food
items to be served - Cake, Pastry, Samosa. Total advance paid-Rs. 5000. Total amount for the party - Rs. 15000.

Amir’s birthday on 13/3/2019. Deliver cake to the home address provided. Advance paid-Rs. 200. Total
cost - Rs. 500.

John’s party on 16/3/2019. Party at Shreya’s cake shop at 3:00 PM. Food items to be served - Cake, Pastry,
Samosa. Advance paid - nil. Total amount for the party - Rs. 6,000. Number of people expected at the party is
10.

a. Create a new Excel sheet on the computer.

b. Enter the above data in the format given:
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Name of |Dateof/ |Venue No. of people Food items [ Advance | Total Remaining
customer | order Expected ordered paid amount balance
(in case of a party)

c. Save the Excel sheet.

d. Share the Excel sheet with your trainer by email (optional).

KWL e § U 0 89 7 S g3 &1 IR ford |

©

TS A R SToel 57

excel & P A features 3MID oIy Fad Ayl &2

©

https://www.youtube.com/watch?v=rwbhoOCgEAE
https://www.youtube.com/watch?v=J4zq3R8b5dQ
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a. Workbook save &NHAT
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b. Workbook save &R+ & axId

Save: ST &9 Ugell dR qcrggdn save @< & This command will be used most of the time. While saving a file,
choose a file name and location the first time. After that, just click the Save command to save it with the same
name and location.

save as% SId &1 Gdhqgd &1 A 9adl &Y, AT YHR 98 HY, SW QMR M HAT 18d 2 |

c. fiie &=

FH—HT MIBT B T Fadd IR ST IR HRAT 81dT & — U H B 31U excel BIgcl e H=AT oY
T ATRY |
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1. Steps to save the workbook

S@ ™m0 20 T

Quick Access bar ff, Save icon X click X |
Click Save As |

hlgcl save A ® %IK’ Select Desktop |

in the File name field box ¥ File name type BN |

Type Homework |

Click Save |

Workbook “Homework” & 19 ¥ save & T ¥ |

qhgd IR BH PR FHY, Save icon TR AT wU A fdeTd Ha B |
file close &Y & forg, Quick Access ¥ par ¥ ¥ File option click PN |
Close select & |

3T close icon TR click @) @ {1 workbook close ®X FHd & |

O Save s =
;ﬂh . e e « T W ThsPC - U :
2 J] e traty x -4} & ) e s Crpariion = =
j |3- D I.n_gsq, ) gg e e o Tk sooess Folders (5) 5
Lesa O Mecscach Excel it
e het E S G PR -
&1 pre Apr _ Moy L . TR = Docurests
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4 |mw ::::“. 0 1 A ool
z e Soeviow Pl carven | ook 1
i P lar g St yyee Lol Mo §nsbied VWork 0o
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A . T
1". o Orted
:;; |)uq11 . - = Hice Fokders Toos * Gt
2. Excel fiic &
a. File W fdeT® & — shortcut 8 — CRTL+P
b. Click Print- Print pane QT
c. Click Copies drop down arrow — ?ﬁ P MIDT fehere copies print B T |
d. <Raa print 8 TR worksheets o fa=ah |
e. T IHgH AT bad a1 e [T W AT HH PR 2 8 AT dddl dl AT ST AU select [T & —
|E T aR, e B |
f. portrait IT landscape ({TET AT MTST) choose N |
g. Page margin TSORE X FHd ¢ |
h. scale &1 99 BINTI — TUdl T worksheet Ud page # fhe @RI 8, AT PIg 3= option T

g li.
workbook print %= @ feTU, click the Print icon
A T 1 T i ([
T ey o i e
T T T T T [ et bl
DD PR AGE Fa i Rzl 6 HP Laser Jet 4000 Senes POLG (from COMPAQ) ...
SO I Oy LR At oB - U RS R R wg,“. 1: = = =
=i - - Typs:  HP Lasardet 4000 Senes POLG
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£ ¥ T " & " 1 = ] prinit b Fike
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excel # 9gd ¥ faf= function 810 & |
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3. excel H numbers add B

FeR add B & forv = T® € | sum S9H F e IR TRIBT 8, sum BT 7eE I 3T TP column
& 9l e Ud IR # IS IHd & | sum BT BIHAT STerad Y (Tgell 3R MR cell ford) ek

enter press cadl

A B

1 Sales

L u__
2 |[Monday 125
3 |Tuesday 233
4 |Wednesday 244
5 |Thursday 502
6 |[Friday 123

= -
7
8 |Total for week |=sum(B2:B6)

4. excel H average calculate B2

average @I Hag W 3T s BUIR 3Mbsl BT NAT TP second H BT Fhd & | STBT TANT HH
AT & |

ﬂgwiﬁﬁ,%ﬁé@aﬂ,stepswwaﬁl

& B C D ES * f =AVERAGE(B5:DS5)

AVERAGE Function

=

B | c | o |NEEE f | ©

1
2 . 1
3 2|
4 Testl Test2 Test3 3
4 Testl Test2 Test3 |Average
Sl 125 0 200| 5 125 150 200| 158.33
6 20 0 g 90 90 90.00
7| 85 85 #HN/A 7 85 B5 HN/A | #N/A
8 0 85 75 8 0 85 75| 53.33

KWL TTe | QU 77U 89 a7 Jam uee &l Sx ford |

©

3MUBT excel ® functions I STHHNT B2

3T excel & b functions &I SITHAT @R ?

3T excel JRIT & foTU 3R fHT resources &1 YIANT B Thd &7

©

Ty excel Eg £33 3R AOER functions &I explore PRI & — Cutand paste; copy and paste; add rows;
delete rows; add a sheet; delete a sheet; bold; italics; underline; highlight cells; colour subtract numbers; multiple
numbers; divide number.
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We are connected with people across the globe through the internet.
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. Bandwidth

. geXIe B B folu T Ay ?

s?ﬁ?: I connect BT b f?vl'(’ 3MMIh TUdh computing device, s??ﬁ_c’ connection 3¥ internet service
provider @1 MATIHAT & |

o U®H oY S AT RS AT smartphone AT TdelT

e modem T sim card.

o IR Y TEI M I R, 3MMIHT FHATISP — I & S7ex-c TR IMUHT UdT / address

. Wireless Internet Connection

eIAC | connect HRA & foIT 3MU® HH vice H wifi card 31T BIFT AMRT | wifi 3MYDT access point
J Sredr & , S a7 R wireless network ¥ 3TU® device ®T Sl odT € |

3MM9 Udh second ¥ fhd+r data download X Tdd B
JT AST b & — I 3MMUD connection B bandwidth
I fgiRd 8T 8 | bandwidth & FHEM @ forg,
TUd Y189 T SQIEXVT ofd & | Ud U1y AIel 811 ar
STET YT U IR H ST, 3R Udel 9isd | 3 &H
I ST — ST ORE SAT&T bandwidth — ot Tfd
I SITET data MTIT 3R YA 3R HH bandwidth
— ol 7Y 3R ®H data | bandwidth @I HTIS &
o & 9T ol § — Mbps (Megabites per second) |
Kbps (Kilobites per second) bps (bites per second) &T |

The Internet

L ISP

Your Computer

. Connections & J&R

3T g=eC | connect B & [Ty 980 I TId 3fUAT Fahdl © | B Abeildh 3Tl dSfdsel Pl support
YAl & | Data transfer &7 SX, ISP & SUBRY WX, g Uh THYI fbd- IR Sex-ic BT YN HR 38 8,
I W A R BT 2 |

i. Dialup connection

56kpbs WIS BT data SITTT
ii. DSL

JAMYHT cable ATAT T TUDBT STIAC DI JfAT & FHal © | ATYDI 4mbpsdh T IUS BT | The

data transfer rate of DSL Internet connection is 384 Kbps to 8 Mbps.




iii. Cable connection

Cable tv provider ¥ TUHI BE—WTS gexc I Giaem §
IHdT & | IE connection 4dmbps d& data transfer @I &%
T support HIAT & |

iv. Wireless connection

TE W SIS 3R SWH SHR BT connection ¥ | Internet  Modem  Wireless -/

router
data BT WIS 93 S Y 3R emu® 11—45mbps rd DT data !
SUAET BT |

e. ST FATSOR

3?435 Heg I 3T ETC’Q%I—C' Pl TG UTd B | /Y 3ATH browsers g — Google Chrome, Mozilla Firefox, Safari,
Opera and Internet Explorer.

Google Chrome Internet Explorer

Opera

FireFox

S_afa ri

<

1. electric wind boy @ BB UQ

JBIBT BT Ydb ST U+ 71d H fauTell iR Uil ST AredT o — iR 9 I8 TaRT Jal o, f& af 3aa
fore ATelf I% 9 B BT SAUR WY |

003 ¥ ISP 7 ¥ [IcAqger 1 qiiRer &7 g3 o, 3R UM &1 1 F ERI AT /R ¢ | IFHT URIAR
Al @™ FT AdIS B T AT | 9 99 B 919 39 dSd Dl Whel bl gels Al B I, W IFT UgAT
SR T | a1 T wu | s | S o | U AT S9H ofud e Oy fawy — fagE @ ua
frare Sorlt iR windmill & s &1 <@r | gar & 1 w1 fastell 99 Il © SR U™l uu o S aabar
27 I windmill & IR H AR SN el &1 ol | IFF windmill S @1 S 1 | @7 37U HeT b
WA H B HRAT o, IR o9 | FHT fHerdr 1o+ windmill 99 § 7 ST |

AR = SABT A 97 3R Aral &1 a U & | Udh 37 A 3710+ windmill TR 3¢ &R T Ml &I
od TITAT 3R S B windmill Tell 3R AT el i AT eeriafed 81 v | S foF 9 89 o
electric wind boy & M | SIMT S oW1 | @ 984 Sfeal 8 UG 81 13, 3R aRifg e W e
ATHIT ‘TAST F g | HY geie 1 A1 <@ o1 | I8 a1 1 yd © | H9 windmill & IR H AR SIHERI
T A B R ol 7, IR fhdel 9 SNl Suee & J8f !

IS 39 TS® P IUHT da¥1ge 3R §99 U fohard 1 fol€l 8 — “Boy who Harnessed the Wind” - 9
TSH B BEFT R TH fhed W 99 &I & |

A 2 gTC DI A1Hd — AWIHT & Y Asdh HI SO g1 9 Sire e, ok I9d! #e=id &l 4w gd
|9 T ugdn faar |




E

O

a. Se3Ic b BT

AN & MY JreaTdl| B 3R MG T S7UT Uah =1 BIAT | 37uaT R |99 H8 =l & 3iR
3MIT HIg T STOT T B Ahal & — MTD! fedl I Wt Jre Farem 7, fadt ff gawow # et vefie
PRI FHAT ©, 3MUB! Hrs W 9T REr Fdhar & 3R Mud o U &1 saving HRAT AT AT §4T FehelT
gl gexe ¥ 8 T € | S99 IS A a4 @, TSl 81 geie I S 3R g1 & AR 9F B A
SEIEIIN RGN

g W B9 UG Adhd ©

gex-Ic EHI U BIAT — =% © AR Ardl 39, F1 d8 T8I 8IaT 980 IR SHaGRI I@dl © — 4
fawal @, 1 SFeRT e $9 W e e

YD SR A SIS FHAT © | AMUDI AT ¥ SI$ Fhdl & | AR B FAKN BT AFAT B & foIg
3MYT IR &@T Fahdl &, T 91 FhdT 8 AR ASIHT & 95 I B AUD (oY AR a1 Ahal & —
S BT db S, SIRT 61, fedhe @Riedr, QR Aol 9991 e

KWL a1¢ ¥ faT 70 89 7 e a9 &1 Sa” ford |

©

IS B9 T T ?

g B T BT g ?

MY T TR W 7= BT TINT B Thd & °

©

MY gexic R HB THY fdar 8! I8 §o WUal €, 35 sevic R iy |

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+use+in
ternet+videos%27#id=1&vid=fad69bc8926798c7fcc58c719a089cf6&action=click
https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+use+in
ternet+videos+beginners#id=13&vid=d42434c¢667eec92d89c47683c7c41d84&action=click




9 U8 & 3fd H 89 [ IeeT R HN:

e I ‘search engines’ P

o ITIIC W TR & AT

o TTHC W THGN g & dd FHSR

O

Searching information on the internet:S??ﬁ‘c’Gqu?ﬁ life ﬁa@ﬁaww%‘ IWH’S’EFFIT%?I‘I?[
2 fh gexic R 9l SFdRI 3R GAaT Ta Ugar 9l U+ 39 § Udh bell & — AR Ao 89 1 Hell
BT I BT |

H T SIS g ? H AT AT ATEAETE 6 3ITST {1 RIT RAT?

©

a.search 3919 ®IT & ?
search $9 Ud WiTedR UM & f9@! 788 | &A $Tvic R IHIRI g8 Jad & |

Wmtopicwaﬁ'\fﬂﬂﬁﬁwpeW%Sﬁ?searchWmtopic@@,@wm
Ud Bl page WX display &R T |

aaaaa

Google Search  I'm Feeling Lucky

Goaglu ealn affradin: =l Tom @ewrs T EUfih 3] = canwope U

YAHOO! [i | o |

B Med Creser  mews  Peaess  Leesiye Weves  Celelrly  Bhappmg Mess
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b. Address bar

search 399 @ 999 WX faxg+ dTell UST — STH 8 da¥TSc P address foldTl ST & | 8 davISC
address unique BT 2 |

)

1. 59 39 aélﬂlg'd address STHd &

We know that every website on the internet has a unique address. If you know the exact address of the website
that you are looking for, the following steps can be used to access that website:

a. dI3GX open P 3N address bar H d94 gC Dl address 7 forg él

b. Click on the web page and once it opens, you can read through it to find the information that you need.

ﬁcaeﬁng ﬁBedmll Cab/Bus  E-Wheelchair = Flight Tickets = Accommodations¥  Mobi

Train/Coach Booking (FTR) = National Voter's Services Portal = Mahila E-Haat = IRCTC eWallet Mravel |

IRCTC Rail Connect App Mounter Ticket Cancellation

NEVI
of E-tickets & I-tickets from 23-Nov-16 to 30-Jun-17. Passengers can avail Wheelc]

Booking and cancellation for the Delhi Site train will not be available from ek
00:20 hrs to 01:10 hrs of 26/04/2017 due to maintenance activity. Password
Inconvenience caused is deeply regretted. Capicha

In order to help passengers and incentivise online payments, IRCTC
Service charge has been waived off on booking of E-tickets and I-tickets

from 23 Nov 2016 to 30 Jun Z017.

The timings of train no. 12378 have been preponed to 17.15 hrs from

Captcha letters are case sensitive and
be entered in Upper Case only

HEKHY €

Request OTP

Forgot Password

originating station NOQ w.e.f 9.3.2017 for 6 months. Please check from
Indian Railwave hafara hnardinn Sign up

NGeT Agent Login Agent Login
Mumbai Suburban Season Ticket

2. How to search when the website address is not known?

Suppose now you want to search the internet and don’t know the exact website. What do you do? Well, there
is a trick to finding exactly what you need from among millions of webpages and websites on the Internet. This
trick is knowing the keywords. Keywords are words that help us find what we are looking for on the Internet.

i. Open the browser.
ii. In the search box, type the keywords.

For example, if you are looking to purchase Kashmiri shawl in a large market in Delhi, you will use “Kashmiri
Shawl” as key words along with “Delhi” to get better search results.

iii. Click and choose any link from the options given to get more information on what you are searching for.




Go gle kashmiri shawls 4 Q
Aii images Videos News iiaps iviore Seiiings Toois
About 2,68,000 results (0.66 seconds)
ShOp for kashmiri shawls on Google Sponsored Saudi A.rabia‘"q
Ormnar]
sulf of Aden
\ ; - “/rs;r-naliu
Fabindia Wool Kashmiri Kashmir L'’Amour Kashmii T
Pashmina ... Handioom .. Coliection ... Pashmina ... Handioom ...
¥15,990 TT9 %2599 T 11,999 X799 Th e Al't
Fabindia Flipkart ShopClues.com Flipkart Amazon India
27% price drop 33% price drop RUgS y C
Stoles ¢
Kashmiri Shawls For Women - Upto 50% Off On Clothing - amazon.in T
www.amazon. in/clothing/iwomen v it
Shop for Ethnic, Formal, Casual, Western Wear & More. Easy Retumns. Pay COD* Carpet store in B
Huge Selection - Great Value for Money - Free Shipping” - 100% Purchase Protection - Low Prices

3. Answer the following questions.

Name the sites you can visit to read the news.

What are the steps to get to the site?

If you don’t know the site, how will you get to a new site?

Complete the What | learned column in the KWL chart.

©

What did you learn today?

How can you search information online when you don’t know the website?

What are some of the things that you would like to know using the internet? List them down below. Write the
keywords that you will use to find that information online.

©

You have learned how to search information online. Now go online and find out the names of any ten presidents
of any 10 countries of your choice.

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+use+in
ternet+videos+beginners#id=8&vid=d1baed90c7c6fd89f8bd3cb8458beafO&action=view
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S U3 & 3id H B9 7 eI R !
o O b STeve BT AU PR BT T 3BT duldhl T &

o IToil WaRI Bl USATAT S
o HIE & B¥ N gexie gawr o1 W R w5 9 S fHar S 2

O

T T password, BB anti—3T0a FIFCAR AR ATS! FHASGRT — BH g7exic WX &I drel i€ H STATH
A g4 FH § | MY T A H SR B HA AU IS WA BT GIH I AHT §

H T SIS § 7 H AT ST ATEAETE 6 3ITST {1 RIT RAT?

©

a. HICY DI protect B B TNID
SAMUD[ dgd El’ﬁ SIGARYT DT 2ldl % |
i. user AMTSSIEHHIA BT TINT B
S D A BHad al B ANT ATYD HREX BT TANT B UG RS MU+, T B &7 AR e 2|
ii. User name d password
MU PRI g AT ST websites TR AT username AR password &I H&& A AU GRET 98T Ahd o |
iii. 3TIHT passwords fdril I MR T BN
AT UTTS ?j?@lﬁ g & foru DY guidelines feem fdwt &
o 19 HI MY YA password type X B B, d9 & § Bl ﬁ—sﬁ 3R 3! type dXd gl e
Ty
e JfYAT password fsAl @1 77 9dmg
e 31U password el ¥l foig &R = @1
° Hﬁ(WpasswordﬁﬂﬁSﬁ?$W§,ﬁW@W€
iv. 37T PRI W i e
T4 HRCR Aldh & Ol &, a9 91 el password & IH open T&l AT ST Wahal & | Windows A= #
39 cntrl + alt + del type TR — He! fdded B G B, HRYCX lock PR Fad & |

316
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v. e ATdedR

eIy anti—3TqaeT HFCAR 3MUD HREX Bl eI B viruses A &l R H AGQ BT & |

vi. 3TTelTs T o —ad

S 1 3MY card §RT §TIIC W PIg payment & ol Hacl GRIATD JEASC RT & B | Ade (WRITR))
qTefl JINAT8E 3MUB card HI STHBNRT 3MYDB s B JgATSS I <l 8, 3R MBI 9 AMTH BT IR OTP
AT B 39 SIFHRI BT confirm HRAT B |

b. JATTATET of-iae GRI&d

The actions that you can take to secure online transactions are:

i. Strong Passwords are a combination of upper and lower case letters, numbers and special characters and it
must be created for all accounts.
ii. Antispyware: Spyware are small programmes that get installed on your computer and transmit your personal
data to hackers. Antispyware delete such programmes installed on your computer and can prevent them from
getting installed.
iii. Clear browsing history: Personal information can be stored in browser history, cache memory and cookies.
Delete this content regularly to prevent hackers from getting your information.
iv. Avoid sharing personal information: Give personal information especially bank account or credit card details
in online forms only on secure sites.
v. Use secure site only: A website is secure if it has https as its prefix and a locked padlock symbol.
vi. Configure security components: Windows Control Panel provides many utilities such as Firewall, Malware
protection, automatic security related updation and Internet settings which provide protection against security
threats.
vii. Disable active content: You can use browser settings to disable active content which are small programmes
that get installed in your computer while browsing and cause a security threat.
c. emails g IM gRfard
éﬁ?f[ 3N instant messages@ aIXT 3TUBT virus-aTeil Wigel ASIT ST Fhell & éﬁﬂ Ea ?j‘\’f?ﬂ GT B %IQ
o 31oIF Afh W A S8 Wiold 99 ITaeT= a¥d
o IV ATl | el $HA BT 5ad 7 <
frdy i SH & STaTd § 9+ ] SHaRI — YR FaR, §6 & WHeNI 3d1fe 9
S 91T B T T S B
o e Bl AR T BIdl 2 dl U9 gexdc Ifad uldisey d dUd h
d. AT H18H A 99
HH—FH AT HSRU & M WR AN ATTDT STH DI DI BT — I8 MMUd! b TR STEHRI
M o &R, MY BT JaA Ugal Fad & | Seic W Ao JAfhal § Aol a1d R o 9
i. Fbdi DI ST
JAeTE RIGRI 98d STeal AT 81 SN © | ATUD] Tg AT B DI ATGIHAT & 1 AT 3R AID
IRIR & AT FHIfAd 3fFergs Rl & 9us F 999 @ foly 39 R & a8R &7 Udl ol Adbd
2 |
ii. SUBRI A WATqE
3ifFeTs et SR IR SUER T 3170 T IRATal & ST 3T+ Sledi Bl MBI Hd 2 |
iii. 3707 URAR HI frferd o
3iFeTsT RieRal gRT @férd 89 ¥ 999 @ oy o/ URIR & FeWl Bl IUYh d¢ ®H JdeR W
Rférd & | WA T BT ST ardfad AM, 9y, foiT A1 §US SMeN T8l o @ty dife s
SI®HRT BT TEUANT fHar ST e 2 |
iv. 3T AISCl Bl <Aldh B
MM T FI¥OR & hec TSAgoR BIeR Hf 39 Argcd &I R o # |e &= 9ad & o
gNHC SS9 BRd A A0S IRIR & T o Ihd o |




<

1. Y T9C W AU folg AIdH €2 W8T & | S Ud ‘da-oilid’ A &, sports AFTHT @ dTel!
ST A 8 | S Ul AT 9gd el ol €, SR Siig B URe 9l S¥a interest 3R qualification
P JAR T | a1 U RYH R FaR letter Youthful & HR BT ST 2 |

TH BRI 918 I Pl ¥, B ol HicT M1 © | 98 95 G 81T © | v, Bl I o’ & foig

Y Y B IR F geX-c W search HRAT & | SU social media IR U article fAerdar 8, 9 forar 2

% 39 BN & CEO T SRIWI & P, S HU Bl da B HFeT of oA & | A 3R W IHdN

Q\EFIT g — W social media & T article P AT I o R H fpedr oY Gﬁéﬁnewspaper website UX
gAY AT Pls SHBHRI T8l Fefdl | 39 °a_T ST 8, 3R e’y H 8l ol |

AT AT I § YW ° S fhar ?

MY IHY B SIS B, AT FT DR 2

What are the ways in which you can find out if a news item is true or fake?

&

Shifts in business
models

traditional media

Low levels of \

critical thinking and Mallicious actors
news literacy

co nli-‘?dS : nc::fe in ¢ ' \‘.\‘ "
\

The roots of “fake news”, UNESCO’s World Trends Report

Why should we check if the news is real or fake?

Fake news refers to false news that has no basis, but is presented as being factually accurate. Fake news is written




HOW TO SP° ‘T FAKE N

CONSIDER THE SOURCE READ BEYOND

Headlines can be outrageous in an effort
to get clicks. What is the whole story?

Click away from the story to investigate
the site, its mission and its contact info.

oy

CHECK THE AUTHOR SUPPORTING SOURCES?
Do a quick search on the author. Are they Click on those links. Determine if the info
credible? Are they real? given actually supports the story.

IS IT A JOKE?

CHECK THE DATE
Reporting old news stories does not If it is too outlandish, it might be satire.
mean they are relevant to current events. Reserch the site and author to be sure.
e ad
CHECK YOUR BIASES ASK THE EXPERTS
Consider if your own beliefs could Ask a librarian, or consult a
affect your judgement. fact-checking site.

F V'V V'V . SRy V'V V'V \

kwLare § U v 89 w1 AT 93 BT SR ford |

©

fake news THd 1T w1 B8 BT B ?

fake news I TR & foTT &5 T HeH o dATRA?

FIT news @1 ‘publication (IHIL) date’ TR HIH 3 AHT © 2

I 3o RIT HRar?

Bl A SR &1 e & oy, 3R U &1 TR © 7

T4 3T SAAATZT SR, AT 30+ GReAT & foly BIF ¥ A8dq0l Hed IoIgi ?

©

Social media TR &&= arell f¥ll 1 @aR &I Y, IR IFD! gt & oIy — 39 session H AT Y
a‘@%ﬁm | 2RIT fH T news real & AT fHY fake!
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9 U6 & 3id | 84 1 I R B!

e ccdbcc BT WART

O

o SHA BT I 3R IHBT YIART
o IHA H B W BISA attach HRAT

E&mail ERT B9 g TR SIHBRI BT IS — UaH R Ahd & | SHA Ub U Pl v &, forad Mg
vl & A B, Stepe, fafea siffear ganfe ff w1 wad § |

RGO IRNIERIEIE I

H T ST ArEdETEdl 57 3ATST H T AiRar?

1. S$Hol account & 910 © ?

Gmail (Google §RT HdTfeTd)

$9e account & foTg &g /1 FaTU g wahd @

Outlook (Microsoft RT HaTferd)

Learning to use an
email has helped me keep
in touch with my loved ones
who are far away?

N~ N
[ A
Windows Live

P aHeOHAIL Hotmail.




Gmail account g9 & f?fl(’ :
a. gmail-com WX wﬁ

b. create account TR click &Y

signup window el o

Create your Google Account

Name

One account is all you need

One free account gets you into everything Google.

First Last

Choose your username

@gmail.com

G M 2 o

Take it all with you

Switch between devices and pickup wherever you left off.

Create a password

e+ > €

Confirm your password

Birthday
Month

Gender

lam...

Mobile phone

T 491

Location

Day

Your current email address

Year

JYAT A0 R I DRI W

Create your Google Account

Name

Sri

kumar

One account is all you need

One free account gets you into everything Google.
G M 2 DL @

Take it all with you

Switch between devices and pickup wherever you left off.

Choose your username

srikumar @gmail.com

That username is taken, Try another
Available  ksn9755

Create a password

3k ok 3k 3k sk ok ok ok ok ok k ok

Confirm your password

sk ok ok sk ok ok sk ok ok ok ok

Birthday

Month Day Year
Gender

lam...
Mobile phone

e +91

Your current email address
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c. BIF FaR sTfe 1 W

d. google P terms and conditions qﬁ? JMIHT account I WX, Ig page 3 qepT fa=a

AVaNaure.  KSIT00

Privacy and Terms

By choosing “I agree” below agree to Google’s Terms of

Create a password

You also agree to our Privacy Policy, which describes how we
process your information, including these key points.

............ Data we process when you use Google
When you use Google services to do things like write a message in
Birthday Gmail or comment on a You Tube video, we store the information
. . you create.
Month = B 2002 When you search for a restaurant on Google Maps or watch a
video or You Tube, for example, we process information about
Gender that activity including information like the video you watched,
device IDs. IP addresses, cookie data, and location
Male We also process the kinds of information described above when
you use apps or sites that use Google services like ads. Analytics,
. and the You Tube video player.
Mobile phone piaY
T 49 Depending on your account settings, some of this data may be

associated with your Google Account and we treat this data as
personal information. You (myaccount.google.com)

Your current email address Why we process it

We process this data for the purposes described in our policy,

including to
Location « Help our services deliver more useful, customized content such
Indla (¥RE] as more relevant search results:

¢ Improve the quality of our services and develop new ones:

m ¢ Deliver personalized ads, both on Google services and on sites.

3JMMYHT WA 99 ST AR Google WA IS faw@rs <, i & fezaman T R

Welcome

Your new email address is srikumar19812 @gmail.com

Thanks for creating a Google Account. Use it to subscribe to channels on Youtube,video chat for free, save
favorite places on Maps, and lots more

Continue to Gmail

GMRDL » B €

2. Email T Format

From: ST dTel (3MTIT) email address

To: ST 89 email 99T X2 €, SHDT address. 89 Uh I 3IfFH AN DI TH & AT H email B Thd B |
CC. DT full form 2 carbon copy. 39 fthal & Email addresses 578 &9 email &I copy vl
T TUdh ?,Rﬁ BT email address S3F Jhd & |

BCC: 9T full form & Blind carbon copy- 3= @Il & $Hel Ud T8 sHel @I el 1= ufaam woft 718 € |
SHCT U B a1l I8 Fal o fob SRIRGT & S S8 &1 379 $HeT 9d OR Al 137 ¢ |

Subject: message DI topic

Messagebody:ﬁﬁb‘lﬂﬁ%Wﬁﬁﬁaﬁmﬁﬁﬂﬂ?ﬁwmgl

ST9 b 37 SHT 3MMUD SHaTdRT | AT, AT SHB bold font F MY THST Idhd & Bl I8 4T *unread* email
2 | email f99T gove fd 213U WO dTet BT M IR S8 BT topic (Subject / fawa) <& R |
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C O @ Secwre | bitps//mail.gsogle.com/mail/u
Google

Gmail = = C Mere ~

Inbox (1) sameer@yahco.com
Starred
Sent Mail
Drafts (11 Helio
8 GHA - + Your Promotion
-y
Deals, offers and ol sk
competitions also.
To add or remove U
See you soon
No recent chals Regards
Start a new one Diya

3. S8 ¥ file attach =T

Attachment ®Ig photo IT document B FHAT &, T4 8T 3199 email # Hel™ B ST aT8d & |

Attachment add &Y & f?vl(’ 3MUBT Attach g UR click BT BT |
e Attach 929 3HIR paper clip ST faEdr g |

Attach click @ hi, new Windowgﬁ"‘ﬁ

o SHH 3MUd HIEX H W files 3R folders fawT

o WEl BIgdl WK 3R I W click B SIS

o 3@ T file 3MUD email TR attachment & ®T H fe@f |
e Paper clip fag & 9 § 3MUBT 9 file BT ATH I

Google

Gmail - v &
oo T
wabox (1) samaenfyahoo.com
Starred
Sent Mall
Frafrs (11 Hello
8 GHA - + Your Promation
“ 1 {1

Deais cffers and of WeIL | am continuing with my dance and singing practice; | have won soms

compelitions also
To add or ren t
0 B0d oF remave Seeyaumn
No recent chats gargs

Start a new one

0GB (%) of 15 GB used

Ie
e

How are you. When are you coming to Delhi? It is nice weather here. | am doing
well, | am continuing with my dance and singing practicel | have won some

i iy eo (&) B .
- @ 0 GB {0%) of 15 GB used m 4 hoe m = B

How are you. When are you coming 1o Defhi? It is nice weather here. | am doing

G@aw a0 uwe @A

# 00

= - Q-

i
mi
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4. 9T @ AT (managing)

faf =1 Picer & S MU SHA I Y& IR FaRerd o) § TP AEIAT B Ahd @ |
Inbox I8 email ST 3MUH! el €

Sent folder, emails S AT BT 9ol RN g

I8 I ST 1 U fore 1 g R QU € W o9 d Aol T &

I8 SHS Il o AT ATy da9Tse I I ©

g SHeT T 3MUT delete HR AU €, 98 39 folder H UTT ST € | email &7 f¥efie & & forg,
email @I select HX 3R Delete €7 @I click Y

Gmail~

COMPOSE

I Inbox (1) -
Starred
Sent Mail
Drafts (1)
Less a
Important
Chats
All Mail
Spam
Trash

» Categories
Manage labels
Create new lable

zGHA v

KwL=aTE § faT 77 B9 7 Wer 99 &1 S” ford |

S address @1 JMMATIEHAT R 87

yahoo IT gmail ® ®IF ¥ feature 3MTURI T [T I ?
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®

9 UG & 3fd H B9 [ Seed R N

o Wﬁ?safetyiﬁﬂﬁiﬁﬁrﬁﬁ

o SO WR YRR e B Wb

o STHIC Bl G BU ¥ WANT SR BT AR B |

O

SeTe fAoie: gexe ¥ R life 980 I @9 T € | 89 SHAl ¥ communicate B Adhd T,
3ITTE TIT PR HH T, restaurant H <Iet book PRT AHBA 8 | TR, Se¥ic IR GReMT GHAREd &
fl 980 T & | YT SH password AT A W AR T IR | SHA DI AGS I AMUSD Bl Y SffTerrgH
account ?b‘r?ﬂﬁtﬂ?l fpam ST FdT 8 — social media & of &R Hﬁ—sﬂs?lwallet dd |

H T SIS g ? H T ST ATEAETEd 6 3ITST T T RAT?

<)

1. 9 ATl & Sae R
F7 39 fH¥T ARh BT S & Il 3AAeST payment & QIRTF WIS &I RIGR g3 & 7 Al &I, Al IF@

PHEMl ford

FRI&T ST payment & foTT 370 &7 HaH IST Fadhdl & 7
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O

ST & 980 9 WIS § | I8 NS AUH N 91 FhdT § | IR, 39 EI feature ST 8AR fory
life HeT S 8, IADT HB AN TeAd BIIGT Wl I3T Fahdl & | 3MMUDT TS B & S Y s
TSRt =l B B | 3MUYBT Bad TSl AT AL aRa+l & |

a. TCXIC R GRIEM &+ & o § tips T TANT B

U HYCR AR AESH W anti—virus TR install B | T8 3MUDT GRS virus IR AITHI H &l
AT |

b. Safeguard your Usernames and Passwords

3T password 3R username fHAT &1 7 9d U — T Eﬁpassword GRS IG RS gC Pl a8 — email,
Facebook, banking, shopping, IT online courses- 3TU®MI username JMI®H! Uga ¥, 3R password 31U
secret code © | gId! Haq A DI 3N BT 3T account BT TATT &R Fhd & |

UHT password o Sl 3MUBT |l ATE Vg 3R fBAT 3R & oIy I guess AT 3MEM 9 8 (S
o amudT STAfeH) | e STH password 3MeRT R Iffdmel QFl BT AN HRAT & | $H BH strong
password B8 & | Ud strong password H 8 AT 8 ¥ 31fd® characters B & (=11 <41, ST 98a%)
— 3PS, g, capital T BIT R | STBRYT, Moon&star901@we; Qwerty6378*wr#; #@375dofguard.

Strong password g9 B foru:

o Hf1 I A5 IHeRT S f& A, birthday, email address & TR 7 B | I8 SITHGRI T4 DI
Tdr Bl 8, 3R s WX IR password ®Is ) 8% &R Ihdl & |

¢ long password dT WRINT B | 3MYPT password $H ¥ ®H 6 characters &1 BIAT & , 31X extra security
@& T ey 39 3R +ft 997 991 W § |
o ¥ accounts & foTT same password T TINT 5 B | Ud account Pl password S TR Eﬁ‘s‘ i
JMIH THT 3T accounts BT password ST HohdTl =
e 3TUAT password fH<il &I 9 & |
o passwords«‘ﬁ?ﬁ g
c. email account BT FRIETT T
D oIy $B tips &
. Wﬁﬁﬁﬁemailﬁ?ﬁ,@deleteﬂv_\’é
o AT TS I BIg AT email FeI WY, AT IAH 14U links BT click T B
e SPAM &T Wi@§ 7 &
e SPAM email @I block & &
o 39T password BT BT W1 9 9N | B AT FE HH B dTell HUAT JATA HHI ATAHT password
e FARAT |
d. I3 P false information & §aTY
O o gFRT 3§ we AN B9 WEl MBI od © 3R B ART Tad — 99 81 gexe R WAa arel
Tt TSR T TR B | el IR I ISR Afgd Jadrse ¥ ST 8 — 99 fF BBC News,

WebMD, government portals, SIS, BB websites ATTHT oI AToi AT lottery ST Tall & ol
W%—Q@W@?@ | $T% virus 8 I&dl & | ST )8, 98d ¥l websites TR (T

g TTeAd YA Il &, W AR W health- A=, g9 SR SISl | =T qrd Teid 8 Fahel © |
IS D! 51 9 AT B Uh gH T Al 91 $e’e W UAl del A de¥rge dl gie R, 3R
=iy T @afts A fl 4B Sl gexie | Well—wifa aRfad &1 |




e. 3iols AN & T Frae= @

$TIIC R B9 $H TM ¥ 980 Y WIS G & | 980 dR geve W o ol Bl §, 3R gevie &
SM gHM & T W $H & O & |

ST I # 3Is RE 8l & | IRy, VAT Bd 999 §B A1aeT ax:

“Trusted brands” & & T &Y, S &I amazon, flipkart, snapdeal, ST

websites N %Réﬁsecurity advice @1 &9 & tl% R IHBT AT Y

o T MY credit AT debit card details 1 dTel I, Al <@ of &I MY YRI&T https JqETEE W ¢ |

IS 3MIBT Bls BIF AT Gl B BT dT MUDT ATTeAsd T F Hg BT — 3T I8 79T card
FeR TIE 9T <, dF AT Bl A BY | Bl f d9TSe AT 9 MUD card DI STHBRI AT BI
TR e8] oIl 2 |

e BT T JgATSC B address bar H MU ‘lock' BT I8 @ A1 S A &1 a1 dedrse GRIT 2
3R S W 3T T ol STHANT IR B Thd 2 |

Wells Fargo - Personal & ... X< —-

/o wellsfargo.com

KwLaTE ¥ faT U 89 7 Wam 99 &1 S9N ford |

gexe R GRIAT Y6 & 91 NI 8 ?

¥ strong password BT YR &I HRAT ARy ?

password ®I HGIGd / strong S99 & T dRID © ?

©

https://youtu.be/25G4tLVH1IE
https://youtu.be/5JdM95WQKys




9 U6 & 3id H 8H 1 I R Hrh:

o T B HESA BT P T BIIS B ©

o ST &1 HIETSA BT IATT D ARG Fhd &
o HIETSA B BT VAT BRI

O

3 el AIATSe apps : AR &H H A Py 4l TR (U1 F9I B9 R &ard gY g Sg, a1 ag—g9i
PET 2 R IRT FHI BIF WR ¥ I&d 817 R &9 T 31U B9 BT entertainment & SIRAT & A B,
3R TUAT BTHI A chatting T games, selfies 3 & faard € |

I8 Al © DI AGSA H BB ARG B Fhdl §, U] IfQ T dle Al 3T $AA 9gd Al 77 skill
A AT Gd € | I§ AD! MY TDihl DI SAHRI @ Hbdl © AR AP Wl pass PRI Fehell & |
IR % 09 9T BT T8 ST FR, Ael fhed P apps BT TINT AT 2 |

WWWQWW%WW’WW%E’WW,ﬁmﬁﬁlearningapps?ﬁm
3aey AN | MUl BIF IR AIGdl o HR, I BT MY TR Td 81T |

H 1 SAEAUSITT g ? H 1 ST ArEdyETEdl g7 3ATST HA T AiRar?

Learn Spanish, French and
20+ languages

Speak, listen, read, and write

Which of these is “the duck"?




a. AIETSd BT AN BB ARGAT M-learning HEATAT &
b. ®BIF TR H I & 1 98 ARG Adhd 8 | english @™ @& foTg ST 300apps SUTer € |
c. 3T apps ¥ 3R 1 980 BB WRI AHJ ©, oI Bl yoga, cooking, poems, dieting, stitching 3R

carpentry

<)

1. 3ol & fOdT 9 8Tt 81 & B9 for 8 | I8 U Toeb!| HIE BIF & — O 36 s/exic {1 8 | Jofid
& 9197 JSH Yo 3R ol # ofIe FHGR 2 | S8 BIF el &1 |l I -8l 2 | S= ol &
P B IR % calling 3R texting 8 AHdl 8 | Ioiid 3104 fUATS &I B9 & I gare1 argdr & |
W’cﬁ’ﬁ?{ﬁ

U smartphone & TS TATT:

o calculatortR'\_rﬁt_s'—‘EIETC’ﬂﬁ%{Zb_\’?TEh_cT%\F
° picturesﬁ?ﬁbﬁ%

o« W UG Uhd ©

2. SN, MY & BT TRE, ITIH BIF & | A 9T I promise [HIT & BT a1 AT dddd Uh € &1 BIA
AT Ranijith 8T ATEAT BI T AT I8 Tl Hael youtube AT BAYSH AT whatsappe f9dT & | @ U
T2 # A 30 fAFIC learning &1 <A1 dT8dT & |3oNd fhd {6 & subject STERFC TR UG AHdT 87

3Ue! #EE B oIy {B ISBRY UK &, a1 AT gex-ic W Wiy 3R Ry

3MUD! Yo B P [T 8T B Hobd QU 7T &1 Reb v WX SR I & g ¢ fawat &1 geia

<
o Apps BT A4 websites &1 ATH
English Hello English
Typing Typing Master
Communication Skills www.bharatskills.gov

Writing Resume

Time Management

About Trade www.bharatskills.gov
www.youtube.com/NSDCIndiaOfficial

Online Payment BHIM UPI

&)

ey HidIsel B & IR H FO AT a1 qHY od & | BF & YHR A BIF BT A ST Ahd ©
internetiﬁg'RT, appEﬁE'RT!Winternetiﬂmﬂﬁﬁ'ﬁﬁ'ﬁﬁ%,Q@Wappszﬁaﬁﬁﬁﬁﬁ%

Mobile application IT app $H YD DI software BT § S j=|§I's|'ls?ff/tabletsFéile%I TR AT ST bl & |
M IR TR apps BIC BIT 8, 31K 6T TN WIAT Aol & v 81 fhar 51 Idar € | Mobile Apps free

A B FPhd 7, IR dus A | Y s% Playstore;k app store ¥ download X HAHT § |

Y 2 3MYd B B 3d SYINT:

° Wsearch—%typeﬁﬁ%ﬁﬂl%wwq?ﬁﬁﬁ




9gd Wl apps & Sl &4 WHT order &R, videos @, 3IFelsH TV <@, billspay &, M,D; #edg, ¢/
9 / FHEH / A1 ticketbook HR-T W HERIAT Hcll & |

e Type of Apps for Daily Life!

google maps —traffic 3R KT BT STHHR)

recorder — STYI JATfSAT conversation Rbis B & %IK’(Iectures, conversations, etc.)
clock —alarm @ reminderset ST

friends 37} family I connect BT B %I'({

music ?j?ief b %IQ

calendar T UINT DN, HHY e DAl

T topics 3R skil | HRIGAT

R AEISe BT FIH TO8 A & — AT | 980 9 ART BIF BT YT A @ folt a8 781 8 | R
918} & <9 H education institutions 3R universities 3197 BT aﬁapps 3R websites & \_rlﬁ@f Rircaicy forw
UIATRT ®Rd & | U8 learning BT FAT 3R FRAT AT © |

ATl ¥ G & B Bl

MY JGS BT GfhaT &l FFROR SR 3 Fahd & | fefl ff 959, d8f R ) g Jad & - =18 3T #
e I fod ddibs R a1 g9 H o o o !

Type of Apps fad Daily Life foa @ e ¥ o, 8k SR | 11@ G‘ﬁapps D R4 BRIG &

SR Sieal fAferd 2

SHHER gud iR e et 2

audio, video, pictures — Tl Y AegH & A9 Ihd ©
el Fa, faddl o ST R dig | ©

TR BT A9R IR FFREN H R — U space H ARG AH ©




o MY R IR A8 I IR lesson DI QT Fhd & — b IR H FHST 7 3, A QAERT T8 —
el gRdbd & g8l pause BN

SHact Tl # T8N, MY AUl 91d BT o b IRT <G Ahd B
ARgd—¥Ed a8 dl game ¥ Wl W Adhd & |

ST9 @2 lesson revise X o

e 3T 3MU-T UHG P 9T H WG Fhd & — I app IR d option B

kwLare ® fev 1 ‘89 w7 gy g3 &1 SN ford

ISl DI FPRIHD YA B & R aid © 2

JMIHT RAT ST & — MY FEH SATST T AEged IR R HRGAT enjoy BRI ?

AEISS learning & BTAT BT 4T o9 el ?

©

http://www.youtube.com/watch?v=ZLNO2c7nqjw
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9 UG & 3 H B [ Ieeg R PN
o Wappsfﬂw\_ﬂﬁ

e QR code € BRAT IR SHHTA HIAT TG
e BHIM UPI &T YT &R, AFATS funds transfer HRAT

O

el AETSd apps: AEIE BIF 3@ 98 &1 8F R ¥ 99 1 8 | 3FR &Y IR 4§ < ar Sl &
Alge P SRATA M HREY Bl A8 &l 8/dl © | ASd ¥ 3MY $HA 9ol Gdhd &, FeaR calculate HR
Al 2, fafSA 991 Fahd &, edit photos R Fdh 8, net TR TSN Wil Al & | YD BIF Bl BRI
GAAT HRYER S IR B BT ©

H T VST g ? H 1 ST ArEdETEdl 57 3ATST HA T AiRar?

@ How we use our smartphones
ACTIVITY By AVERAGE TIME PER DAY

Internet ﬁ} Z4mins 4 secs

mg " 1T mins 2Qzecs

'm lE.lnln*‘. 33!2!-:!’.

14mins 20secs

12mins Bsacs
H 5

Graghic on BMANpHone ukage
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1. 59 AU g RrF &7 &aF A o | U Al 3R EeR W =dl aY IR ol @1 9 phones H RIT &

IR T |
SMART PHONE OLD MOBILE PHONE
Has Camera No Camera
Touch screen Has buttons and pad

RICIELS P I W ST H A Udh g — ISR payment | Ig payment, BHIM UPI, Paytm, Google
Pay, SFEHﬁ{ ﬁ?fﬁapps A B FHAT © | ST B SffdaR ghIIqR g UhR Kl payment accept B B |
MY ST BN b 98 1 Ml UR S apps & A @ A U bIoll A Sedl 91 I8l © | 379 9
@@Eﬁﬁﬁrﬂﬁsﬁlﬁiﬂ paymentEfT\’FI'cbﬁ%\"WWW%%W1WWpayment?ﬁW
AHhd & | SFapp BT ATH UPI app.

Welcome to

BHinp

Bharat Interface fdd Money “BHIM” Udh payment app g, RT9®l 7€ ¥ 89 Unified Payments Interface
“UPI” TR 3T, ¥Rl 3R ¥er o F—<ddR Fdd € | UPIID @1 AGS ¥ 3T fadl @& 1 d& # direct U1
transfer X AHA & | $A® folU JMUBT Had IHI upiid 31MdT  BHIM app WX SUT&] Ih[ bar code §¢
BHRAT B | 3T UPIID BT #eg o ORT ART o At € |

National Payments Corporation of India “NPCI” gIRT Iferd, BHIM 30th December 2016 @1 launch g3l AT |
SHPT 32T AR fofu SIS payment T GRSl ST oIT |




3. Ugell 9 BHIM &7 Y3
i. 30 Usigs B R W R Wl | I8 VT SR
1 B9 WA R P 3se © |
i. @I §faT H QR BIe TeX 28T X 3R Tl
e IR Y N | I8 Wl R # BHIM VU uefia
BT & |
iii. Tap Install freT®d B

iv. BHIM app 314 3MTYd HIF WX install & TIT & |
install B STM TR, 3MUG! ‘install & STTE ‘open’
fRT | 39 W click &Y

v. app ¥ U YHE P AT I+ — A english T
T T

MAKING INDLA CASHLESS

bl bi pay

bt mpp money transter

i union bank upi app

UNINSTALL

Ads] Related to this app

4.1 J a

AB1K reviews 6.4MB Rated for 3+ O Down|

MAKING INI

DIA
o gl Mebi Recharge, Pay
Recharge, UPI, Bills & Shop
B 40 MB 14 MB

Tell others what you think

BHIM: India's Payments Companion f 2
{ ‘ ) |——]
READ MORE N, 4 @SB Pay

7:50 (SR 7:51 B (oL -1
< a 3
= =8 Choose Language
BHIM - MAKING INDIA AKING INDIA
CASHLESS “ CASHLESS English
National Payments Corporation of In.. e d National Payments Corparation of In.
Finance a5 Top free Finance F =l

HL51D
aBenth
L
areET
=t
Loan
18k ARIMIRa
MORE
el

PhonePe — UPI Truecaller: Caller  BHIM S81 Pay:
Rate this app Payments, Rec.. 1D, SMS, spam UPI, Recharges..
20 M8 30 M8 16 MB

vi. ‘next’ TR click &3, 3R fY LET'S GET STARTED WX fdcis ¥

Secure. Simple.
Superfast.

All payments are done using secured
uPi).

Account Instantly 24x7,

Now send & receive money instantly
using your mohile.

NEXT BACK

network of Unified Payments Interface

Welcome to All money goes directly into your Bank

Scan QR Code Lo pay & receive maney.,

MNEXT

Allow us to access.

SMS

To securely verify your mobile number.

PHONE STATE

To verify your phone with UPI

LOCATION (Optional)

To send notifications, alerts, updates,
services & offers ba: nyour location to
improve your experience on BHIM.

LET'S GET STARTED
—




IT rerar @J

vii. BHIM app JMIY ‘access to send and view SMS messages’, ‘make and manage phone calls’ 3R device’s

location &7 fdeT & - 3T <A requests UX ‘allow’ click coadll

viii. 3T SMS & STRY 31T e verify B & foTU BT SITTIT — Next U click X 37X verification process
T B BT SAIR PN |

vii

[2] Allow BHIM to R, Allow BHIM to make o
send and view SMS and manage phane @ Allow BHIM 10 access
messages? calls? this device' i - -
v Verify Mobile Number &
- ~ P s ©
Mobile Verified
42s

ix. Yh 4 digit dT Passcode enter PN - Ig IMID password g
x. Passcode set B @ dTg, U bank ﬂﬁ[

xi. Bank g & qT<, app MU BIF R &I AT I — YD T4I details g o1 | AN & AT
transactions @ foTy AT WTIAd® bank choose &Y |

Register Passcode Select Account

Baroda UP Gramin Bank
ﬁ 200000004219

Bassein Cathalic Co-operative
Bank

B Bihar Gramin Back
PR CanaraBank ¥
& Catholic Syrian Bank

@ Central Bank Of Inia

o Chaitanya Godavari Gramzena

xii. o <, 3R S¥ UBR app TR W A B gre e BN

xiii. app # 0 faden fad T — send, request Sﬁ'\’scan/pay. e verify = ﬂ?ﬁ phone numbership 3T H
U BT ofF—<d IR FHhd T |

< Bank Account H .Y i % 0

Ay 100000004218 O o THANSFER MONEY
P =
CHANGE UPPIN
send Request Scan
RLSLT UP1 PIN

. " % o MY INFORMATION
Click on 'Request Balance' option!
AL T, Transactions
S 13777.00
REGUEST BALANCE 1 ool
IFBATE BALANCE

i Bank Account
[Z) My Beneficiaries
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xiv. T @I T 999 & oY, I9HT B FaR type B AR transfer amount (B:) enter B | App BT 31+
contacts access ®YT Bl permission < | YT MPIN STef, 3R Bl @ 31T I8 transaction complete ql

xv. SUI TRE W, IfT MUd I fHAr &1 B9 Fax 81 Al 3T S0 U request 41 & FHd & |
7:58 [CRLF I+
Canara Bank
< Send Money & Send Money < Request Money
Mobile / UPI ID Mobile / UPI 1D Maobile/UPI 1D
CONTACTS CONTACTS CONTACTS
—_— ENTER UPI PIN @ SHOW
s | HHOHTBTET0348 . | HHO#TSTST0348
#787870348 - #T8T870348
. | 1917598124863 +917598124863
7598124863 - 7508124863
Allow us to access CONTACTS . | +919003709118 . | 912003709118
9003709118 9003709118
Mo need to type full mobile numbers
in. Just pick f tacts.
dagain. Just pick from your contacts. : +819585474335 1 2 3 : +919585474335
9585474335 4 5 6 9585474335
, | +919923333287 +919923333287
9923333287 7 8 9 . 9923333287
: e g 0 essnsos
9965809403 . 9965809403

B s e e il el T e 0
xvi. TRRT fdded & — scan 3R pay—s?ﬂﬁ[ MY BTt 3R ?ITB_C{ M B OR code P scan HX U transfer Y
FHd & | g app TR B FeR BT MUAT QR code fAetar 8, fT4 MU home screen R TG AHd & |

< My Profile

¥ A
9865793070@upi [e] Allow BHIM to take
SRIKANTH B R pictures and record
video?
<, SHARE & DOWNLOAD
DENY ALLOW
LIS UPIIC
9865793070@upi | PRIMARY |
‘ ADD UPI ID ‘
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4. QR code scan P
3T website TR QR code &T SUINT:

i. Playstore @Wlei 3R QR code reader type @< I8 VT SRR AT EH Bhi R MHA 8 | @Il dfad |
QR BIs WY TIEY BN 3R Wiol ded W 2T DY |

ii. QR code reading apps @I FUST U
JMY AT UHE Dl app g+ Jad g | App download YA I U SED review AT UG o | I
step ¥ app WX ?fl'l"];?l?f g

iii. Install Tt @,

iv. App 3TU¥T Android @ information o &I SRR AR | Accept?ﬁ

V. QR Code Reader 379 install & 4T 2 | app G2l open G

vi. QR Code Reader et

— e

I € OR code reader] X I € QR code reader ¢
Q.  qreode reader |-E|.‘ FREE QR Code Reader & Generator. Fast, a..
_l.‘%_ ot
(= GQr code viewer
Q, ader and scanner NOADS
6.7 MB - 4.0%
Q erapp = QR Code Scanner - Barcode Scanner.
o pect Technologies Pyt Lid
L=} ; covale OR Reader
Q, fer and scanner whatsapp W SOME-30%
Q vder for pan card E-FE QR Code Reader
= EE TWhcbile
E 2ZTMB-45%
SEen QR Code Reader
354 B W i)  Scan
[OE=3.
(_ Q 3 23IMB-40%
0OR code reader
E QR Code Reader Green Apple Studio
%i Scan 1EME - 4.7 &
[ e
R Code Reader and Scanner : What..
i MZ Appe Studio
- 59MB-18%

L0 * m X g

QR Code Reader 502K reviews 2IMB  Ratedfor3s@®  Dow
needs access to s A B 0% 8
B —
— & Q i
Q@ Location v L
a 'Hgﬂe -
B Photos/Media/Files v s \El o7 QR Code Reader
s Sean
0]
¥5  Ccamera ~ Tools
v i":};;ﬁ;{;gsﬂiﬂ" " Easily scan QR codes and barcodes. ‘ UNINSTALL l

READ MORE
Google Play G Pay ACCEPT

Ratings and reviews 6]

An 5

I
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vii. app @ THIF HERT SN e fl, 3T &1 39 SRt @ i
TRE Bl grecode @1 ARW point BRAT & | 579 QRcode S e
TP WR 37T SIY T click & &, app BT ST B 2 B B >
W Eﬁ 1%"(1 dlsl gHY é’ | otes ay Books Play Games Play Movi... Play Music
viii. STd scanner code UG o¥TT, T9 ATIPT Th URL fexars B | B @ @ &

Play Storefl QR Code R.. % Quest App Settings ShareChat

<

. NN B &S
IX- OK C“Ck ﬁl sﬁq WebSIte q?'{ SHAREit Sheets SIM Toolkit Slides Smart Lens

LR £TCH EXAM NOTIFICATION |
Walk-in DTP Operators - April 22,2019
to May 21.2019 in All Working Days
http://nimi.gowv.in/index.htm Click here to download Notification |
Applications are invited for the post
of DGM(Finance) on Deputation
Basis Click here to download
details NSQF Latest syllabus books
available. Click for Price List1Online
course materials available in www.
nimilearningonline.in | Visit TENDERS
for latest available Tenders

About NIMI

National Instructional Media
Institute (NIMI)was set up in the
name of Centralinstructional
Media Institute (CIMI) in Chennai in
December 1986 by the

4 [ ||

QR code fHHT ¥ g&HM H =T products TR I barcode & A hi HTH HRAT & | IE Ud image & T
fo=dT T smartphone camera @ §RT UGT ST G&hdT & | QR code H 1 ®let / AWE @il H SIHGRI FARI
BT © | STd 3YdT B 3 SIFGRT &I Uedl & dl a1 39 3ATd! 98T H translate B <dl & |

kwLare A feu v A9 g1 g u9q &1 SN ford |

©

UPI RIT 22

UPl app &1 88 &I o1 &7

PRI MBI 7T 2 fb UPI account a9 & forT — d& @rdr g1 omdedsd © ?

©

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=bhim+applicati
on+tutorial#id=1&vid=cce2c533ef0b726f2a443678c44188c7&action=click
https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=bhim+applicati
on+tutorial#id=3&vid=96c6c6e98dc19da07elc6dd2c7570c12&action=click
https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=bhim-+applicati
on+tutorial#id=2&vid=51a25c8de3739a91bf3ec9e7a0a3fb85&action=click




19. TeTs 3R HRIX faara & forv ufrg de9vrse
@

9 U6 & 3fd H B9 1 Seed R N

o DI AR career fdbT & ﬁfl‘(’ START websites DT ST
e apprenticeship training P IGRECIREIES apply bl RIRCRI

o TITd search websites &T TIRT B

O

Apprenticeship
Apprentices Act, 1961 ®T Se¥d o1 — < H o <2 on & the—job training TTUTHT &I AT HRAT

industry @1 I fAHNT & TIA A SIreAT | $9 a9 & GaTes &1 ST Ministry of Skill Development
and Entrepreneurship &7 & |

H T SIS g7 H AT ST ATEAETEd 6 3ITST T T ARAT?

© | Sl 5

BHARATSKILLS

HEXAMSKASAATHI

LOG ON -
ﬁg‘@%@]\y Material
Course \Videos
Question Bank:

a. Apprenticeship P B
i. Hfdcdhel oTgva: $9 WHIH & IcId 3MU 980 ¥ Siled 3R g8 o fd health care, construction,

information technology, transportation, energy 3fR advanced manufacturing H B BRA—BIA 3T

skills BT fadrT BR Adhd & |
i. ST 3R DIV 0 NI ¥ MID! trade—TEd THST IR DI a1 o fabRad s |
iii. PRI TP 9N apprenticeship @ &l VMg, ar gg 3TqHq JTIDT Udh Hqhel career 3 faprT ¥ A

BT |

@ https:bharatskills.gov.in
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b. Apprentices @I I

Category of Minimum Age | Maximum Age | Minimum Educational | Aadhar Aadhar linked
Apprentice (Years) (Years) Qualification Number Bank Account
ITI Pass Out 14 Not applicable | As per Trade Mandatory | Mandatory
Dual-Mode 14 Not applicable | As per Trade Mandatory | Mandatory
Trainee of ITI

PMKVY/MES |14 Not applicable | As per Trade Mandatory | Mandatory
Pass Out

Fresher 14 21 As per Trade Mandatory | Mandatory

c. Apprenticeship Training CIRCIC]

Apprenticeship training H q SR training 3R Hfdedmer ST &1 FHII BT B | T T3l ThiHl &
I apprenticeship training @1 A =1 8IK & |

Routes of apprenticeship training Duration of Basic | Duration of Practical Training/
Training On-the-jobTraining
Maximum Minimum Maximum
ITI Pass out Not required 1 year 2 years
Trainees who have completed PMKVY/
MESSDI courses or courses approved by State 1vyear 2 years

Governments/ Central Government

Graduates/ diploma holders or persons
pursuing graduation/ diploma in any
engineering stream or medical or paramedical 1 year 2 years
(Apprentices who are not covered under NATS
administered by MHRD).

Graduates/ diploma holders / 10+2 vocational
certificate holders or persons pursuing

graduation/ diploma in Arts or Commerce or 1 year

Science streams such as B.A., B.Sc., B.Com.,

L.L.B., etc.

Dual-learning mode from ITI 5 -9 Months

Fresher apprentices 3 months 1 year 2 years

<

1. 3ATTeIg Ayl &l

IS Y AR TARM I 8, A 98 Al websites 3IDT ABRI—ARITT STFGRI & ADB & | HB 34
JETER0T TR &

a. www.naukri.com

b. www.monster.com

c. www.timesjob.com

d. www.sheroes.com

e. LinkedIn jobs: https://www.linkedin.com/jobs
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Welcome to Appl— ing Portal
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Asidhasr Card No. (LI Ne)
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Contact Details
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d. Dropdown H ¥ 37U+l el qualification I
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1. Arow is a vertical arrangement of cells.
True False

2. Which of the following functions can be performed with the help of spreadsheets?

a. doing calculations b. searching for information c. create documents  d. create videos
3. Where can you click to edit data?

a. on the worksheet b. on the formula bar c. inside the cell d. cell address
4. What are spreadsheets?

a. a sheet that we can spread b. an electronic programme that is used to compute data

c. a type of butter d. a sheet used for printing documents

5. If you press , the Excel sheet gets ready for printing.

a. Tab b. Ctrl+P c.P d. Alt+Enter+P

6. With which of the following all formulae in Excel start?
a./ b. * c.S d.=

7. What is the name of the addition formula on Excel?

a. add b. sum c. plus d. together
8. There are only two functions in Excel-addition and average?

a. True b. False
9. What is the Internet?

a. pizza stand b. fisherman’s net c. world wide web

d. computers that are all linked together in a network
10. What is a website?
a. start a computer b. where spiders live
c. house where the inventor of Internet lives d. destination on the Internet to find information

11. What does website address mean?
a.airwell  b.aname to access a website on internet  c. a holiday destination d. address of library

12. Which of the following is a true statement about the Internet and the library?
a. They both provide knowledge. b. They both have strict rules about returning books.
c. They both close after hours. d. They both are very expensive.

13. Using keywords on the internet
For each of the information requests below, write the list of keywords you would use. One example is given for
your reference
Example: You need to find out what people in China eat.
Key words : Food in China
1. You need to find out what languages people in Indonesia speak
Key words:
2. You need to find out the full name of former President A P J Abdul Kalam.
Key words:
3. You need to find out how to make a PayTM account.
Key words:
4. You need to find out which mobile phone is good.
Key words:




14. Choose the correct answer by ticking the correct option.

i. Browser: a. It's a computer programme. b. It’s a brown colour page online.
c. It’s an online site. d. all of the above
ii. KeyWords: a. words with keys and links b. a computer programme

c. describe what you are searching for online  d. key chain

iii. Search engine: a. a software system used to search the internet. b. an engine picture on the net.
c. automatically searches the internet. d. diesel engine

iv. Benefits of:  a. helps people who also don’t know how to spell  b. useless one
search engine c. helps people to design an engine d.helps people in giving suggestions

v. Where do you type the address when you are looking for a website?
a. address bar b. anywhere on the computer c. on Gmail d. in LinkedIn

15. How much money did Nida get on her birthday?

Nida has lived in many different countries. On her birthday, she received gifts from her numerous friends and
family members. An American friend gave her 10 Dollars. Her sister living in Australia gave her 30 Australian
Dollars. An uncle from Britain gave her 15 British Pounds. Her parents gave her 500 Indian Rupees.

i. Look up a currency converter website to convert the various currencies to Indian Rupees.
ii. How much money in Indian Rupees did Nida totally get on her birthday?
iii. Name the websites you visited to calculate the amount of money received.
16. There is no fake news on the internet.
True False

17. There is no way to protect ourselves from online predators.
True False

18. An email cannot be sent to more than one person at a time.
True False
19. Which of the following statements are correct? Select all the correct options.
a. Email is an electronic message transmitted over internet or computer network from one user to another.
b. You can attach pictures, documents, spreadsheets, audio files, video files, etc., in an email.
c. The recipient of email can open the email at his or her convenience.
d. Email addresses are long and difficult to remember.

20.Which of the following are points to be borne in mind while sending emails?
a. Check spellings, use full sentence structure and use proper grammar.
b. Have a nice greeting: Hi, Hello, etc.
c. Have a proper sign off: Thank you, Sincerely
d. All of the above.
21.Which of the following are email services?

a. Google.com b. Hotstar.com c. Cartoon Network d. Hotcrossmail.com

22. While shopping on the internet, you should:
a. visit sites that look good and have good products.
b. visit sites that have a good reputation as ‘trusted brands” or established brands.
c. visit as many sites as you can and download details.

23. A stranger on an internet social site asks you if you want to meet up. What will you do?

a. say yes and meet up with them. b. say no and log off the site. c. say yes but go with your friends.
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24. What should you do if a random person in a chatroom asks for your picture?
a. Find a good photograph and send it to them.
b. Ask them to send their picture to you first.
c. Do not send your picture and tell an adult.

25. Unwanted programmes can be harmful to the data stored in your computer or mobile device.
True Fasle

26. Special applications called anti-virus software are used to detect hackers.
True False

27. You do not always need usernames and passwords to visit on most websites.
True Fasle

28. A strong password has:
a. more than 8 characters (the longer, the better) b. contains numbers and symbols
c. contains upper and lower case alphabets d. all of the above

29. Using your date of birth and Name is a strong password.
True False
30. People cannot send you emails to try and access your private information such as bank account or credit
card details.
True False

31. In Windows, you can lock your computer by pressing
a. CTRL+ALT+DEL b. CTRL+ALT+D c. ALT+D+Shift d. CTRL+ALT+Fn

32. When a computer is locked, it immediately hides the content of the screen.
True False

33. To unlock a locked computer, you need to
a.create an account  b. enter any username c. enter you email username and password
d. enter the correct username and password

34. To implement user identification of a computer, you need to
a. set up password b. set up account c. choose an authorised name d. reboot computer

35. You can protect your computer from viruses and spyware by
a. locking your computer b. setting up a username and password
c. installing antivirus and antispyware software. d. avoiding the use of external hard disk

36. What is a Protective Software?
a. a software to protect your password
b. a software to detect people hacking your computer
c. a software that keeps you away from receiving fraud emails
d. a software programme that detects and remove viruses and spyware present in your computer.

37. What are Spyware?
a. a Small programmes that get installed on the computer and transmit personal data to hackers.
b. a Small programmes that get installed to help you
c. a Small programmes that delete unwanted documents
d. a Small programmes that protect computers from virus

38. You cannot block inappropriate sites in your computer and devices.

True False
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39. The Apprentices Act, 1961 was enacted for imparting
a. Entrepreneurship b. Skill development  c. On-the-job training d. Career development

40. Which is the administrative ministry responsible for implementation of the Apprenticeship Act?
a. Ministry of Commerce and Industry.
b. Ministry of Communications and Information Technology.
c. Ministry of Heavy and Public Enterprises
d. Ministry of Skill Development and Entrepreneurship

41. Minimum age eligibility and requirements for apprentices is
a. 18 b. 17 c.14 d.21

42. Aadhar linked Bank Account is not mandatory to register for apprentices
True False

43. For ITI passouts the minimum duration of practical training/on-the-job training is 9 months and maximum is
3 years.
True False

44. The largest government agency that helps the small entrepreneur is
a. Ministry of Skill Development and Entrepreneurship
b. Ministry of Micro, Small and Medium Enterprise
¢. Ministry of Communications and Information Technology
d. Ministry of Finance

45. (*) Fields marked are not mandatory fields to be filled by apprentices in the portal.
True False

46. How many trade preferences can be made?

a.upto 5 b.only 1 c. upto 3 d. upto 2
47. Which of the following is the final step in registering in apprenticeship portal?
a. upload the passport photograph and scanned copy of valid birth certificate
b. click the home button
c. tick the checkbox () — Declaration which mentions that the information is correct.
d. click Submit

48. An email will be sent in your inbox for
a. activating the account of your apprenticeship. b. for submitting the registration
c. verifying your identity d. accepting to terms and conditions




21. Project

1. Download any English Learning App and learn the language on your own.

As you try this amazing new method to learn , write down your experience in the table below.

Date What did | enjoy? What is difficult? What can | do to reduce the
difficulty?

2. Meet a person who uses UPI Apps (BHIM UPI, PayTM, Google Pay) and ask him / her how they use these
apps. Ask them the following questions and note down their responses.

a. What are the benefits of this app?
b. How often do you use it?
c. Do you feel safe using the app?

d. How can we make sure we don’t get cheated using this app?

3. Now, get access to a smartphone (can be your father’s, mother’s, family elder or elder sibling) and install
a UPI App (BHIM UPI, PayTM, Google Pay) and help them understand how to use this app.

https://www.thehindu.com/sci-tech/technology/gadgets/A-step-by-step-guide-on-how-to-use-BHIM-app/
article16977338.ece

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how-+to+install
+BHIM#id=5&vid=a133f87d48b8a22ded0191bf3abea9b4&action=click




Answer Key for English Literacy

A. Answer Key for English Literacy

Answers for activities in the lessons are given here. Some activities do not have a right or wrong answer and are
more to do with the trainees’ ability to use language fluently and confidently. Hence, answers for such activities
are not given in this section. It is left to the discretion of the instructor to facilitate fluency and assess the trainee
based on the confident responses given.

1.1Can & I Will
2. Spoken- b,c,f,g,i,k,l,0, Written- d,e,h,j,m,n

2. Word Building

1. b. nut c. needle d.tester e.plumber f.electrician g. mason h. carpenter i. tailor j. beautician
k. fitter I. nurse

N

. b. library c. Central avenue d. Second street e. Drugstore f. Store / bank / police station &
main street g. Restaurant / movie theater & central avenue h. Bank/police station & Main street
i. School & train station  j. Hospital / Church

extinguish, climb, clean, pull, cut, push

cutting, welding, plumbing, connecting, install

a. blue/ small  b. round/brown/smooth c. many/shiny d. many/rough

Open, dirty, pretty, interested (no wrong answer as far as they describe the image)
a.he b.you c.it d.she e.we f.it g.she h.you

They, They, it, He, it, his, She

Naming word, Action word, pronoun, Describing word

W e N oUW

10. Naming word — container, nitrogen, energy, liquids, vapour
Action word —fill, dropped, develop, heating, drew
Pronoun —it, we, us, he, they

Describing word — cylindrical, dry, pungent, tight, soft

3. Naming Words

2. Answers given are only indicative. It can include a lot more.

Place Names of things

Home fan tubelight refrigerator table cupboard

Classroom benches blackboard duster Chalk piece door

Library Books shelves Chair newspaper notebook

Bus stand Timekeeper bus shops luggage restrooms
room

Grocery Frozen food pulses Dry fruits cereals biscuits

Mobile shop Mobile phones SIM cards Chargers Headphones Memory Cards

Cinema theatre | Screen Speakers Air Conditioning | Popcorn Projector

3. Answers given are only indicative. It can include a lot more.

Letters Names Places Things Animals Birds

H Hyder Ali Hyderabad Hammer Hyena Humming bird
M Modi Mumbai Mango Monkey Macaw

S Steve Srinagar Screwdriver Snake Stork

P Peter Punjab Puncher Panther Parrot
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R Rahul Rajasthan Ring Rabbit Raven

K Karan Kolkata Kite Kangaroo Kingfisher

L Lokesh Ludhiana Lock Lion Lovebird

B Bruce Bengaluru Bolt Bull Brown Pelican

w Wade Wayanad Wrench Walrus Woodpecker

C Clint Chennai Cracker Cat Cuckoo

E Emily Ernakulam Ember eel eagle

5.

criekeocor rice cooker utctre cutter
fecofetreilf coffee filter eplere peeler
ximie mixie Iceris slicer
crmiovewa microwave rngidre grinder

frgreietroar

refrigerator

ndutonicitvoes

induction stove

ednbelr blender taewruprifeir water purifier
uiejcr juicer msteare steamer
tirokamer roti maker leectircetlkte electric kettle

6. a. cutting plier b. screw driver c.spanner d.tester e.torch

7. b. unit of weight / to beat c. a band on a finger / something circular in shape d. correct / direction
opposite of left e. a genre of music / astone f.to have gotten up / a flower g. a season / coiled
metal h.flat piece of wood / to get into a vehicle, plane or ship i. gentle / offer of money
j. to grow tired / a part of a wheel k. in good health / a source for water in the ground

8. b. bat—a small mammal/a wooden equipment used to play cricket
c. bright— smart/presence of light
d. circular—in the shape of a circle/ a notice
e. current— in the present moment/ electricity
f. express—to say or show one’s feeling/fast
g. fair— lighter in complexion/honest
h. kind— type of / being considerate and helpful
i. lie— not true/ stay flat on ground
j. match— suit something / a game
k. mean— being unkind / average

9. umbrella, children, raincoats, bags, water, cat, postbox, car, book, cap, tree, leaves, drain, boots,
windows, door, road, pavement, puddles
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4. Naming Words - Singular and Plural

xc@cm-umzm—oz)
—<wmLMOo—<mo)o

6. singular, plural

7. clutches, bananas, classes, machines, teams, brushes, roses, apparatuses
5. Action Words

1. weld, repair, plant, dance, service, stitch, teach, sow, flow, drive, fly, build, jog, fall, burn, lift, calculate,
play, install, skate
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2.
3. a. operates b. gave «c.is d. has e. appreciated f. delivered g. drove h. barked

i. found j.is k.is |. worked

4. fix, connect, stitch, remove, repair, paint, hit, cut, smoothen, sharpen, walk, build, install, fasten, mix
(Answers given are only indicative. It can include a lot more.)

5. a.is b.help c.is d.assists e.do f. looks g.are h.are i.has j.is

6. a.repair b.install c.are d.work e.is f cuts g.apply h.recruits i.erects j.is k.are
[.is m.blows n.grows o.complained

7.a.asked b.repaired c.fixed d.follow e.are fis g.wear h.are i ensure j. try

8. comes, looks, likes, asks, tells, asks, shows, are, are, requests, asks, informs, is, gives, asks, gives.
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6. Action Words — Tenses
. loaded, came, fitted, soldered, kept, hunted, cut

. liinspect 2.spoke 3.connected 4.shut 5.hit 6.supplied 7.insulated 8.apply 9.gave 10. Made
a. | am installing Windows 10 in my Laptop. b. Jothi is installing an app in her mobile.

c. They are installing antivirus in all the computers. d. Inew software in my laptop yesterday.
e. They firefox in the office systems.

. Heis twisting the old bulb in the anticlockwise direction.
He is removing the bulb from the socket.

He is pushing the new bulb gently into the socket.

He is turning the bulb in the clockwise direction.

He is switching the power on.

He is disposing the old bulb.

. He was twisting the old bulb in the anticlockwise direction.
He was removing the bulb from the socket.

He was pushing the new bulb gently into the socket.

He was turning the bulb in the clockwise direction.

He was switching the power on.

He was disposing the old bulb.

8. Describing Words
. a.reflective jacket b.wetfloor c.sharptools d.safetysigns e.electrical shock

. a. He put the small plug in the socket. b. He is tightening the screw with a small screwdriver.
c. The round rings are on the pink cloth. d. The plumber has fixed the blue pumps.

e. Wires of many colours are seen in the picture. f. The young man was walking on the broken pavement.
. The man in the picture is wearing a yellow reflective jacket.

He is wearing green shoes.

His hands are protected with green gloves.

His head is protected from injury with a hard hat.

He is wearing a yellow reflective jacket.

His safety shoes are red in colour.

His ears are protected with the help of ear protection equipment.
His hands are protected with gloves.

He is wearing nose mask for nose protection.

He eyes are protected by the goggles he wears.

The hard hat protects his head from injury.

. bright x dark cold x hot  correct x incorrect  right x wrong  clean x dirty slow x fast wet x dry
before x after hard x soft  healthy x sick  loud x quiet curly x straight new xold youngxold
open xshut  smooth x prickly sweet x sour.
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2. a.is made, used

9. Describing Objects, Surroundings and Processes

b. three, square, round, used, third, for, used, made.

3. Fill in the columns with the details of the given objects.(Answers given are only indicative. It can include a lot

more.)

Object Shape Size Colour Material Use

Doughnut round small brown maida snack

TV rectangle | various black screen silicon watch programs

Mud pot round both big or small | brown clay store water, cook

Bed rectangle big brown wood or metal sleeping

Water bottle cylindrical | small various plastic metal carry water

Tool box cuboid small different plastic, metal store tools
colours fibre

Speed square triangle small no colour plastic draw lines

water heater cylindrical | big different ceramic heat water
colours

Hammer cylindrical | small metallic iron and wood hit nails

Washing machine | cuboid big metallic plastic, metal wash clothes

Microwave oven | cuboid big white/black metal, glass cook

Induction stove square medium black metal, glass cook

Needle cylindrical | small metallic metal sew

bobbin cylindrical [ small metallic metal wind thread

4. Trainees can frame suitable sentences using the above words and other linking words.

5. an electrician/service mechanic, airport/warehouse, consists, many, airport, There are, bank, There,

is, warehouse, near

6. Trainees can complete the sentences with suitable items using the picture.

7. Trainees can frame suitable sentences using the given picture clues and other linking words.

8. female moth, eggs, larva, Next the caterpillars come out, mulberry, the caterpillars, cocoon, the caterpillar,

pupa, finally.

9. First, take a blending jar or a juice jar. Then, put the apple slices into the jar. Next, add some ice cubes and
sugar. After that, pour boiled chilled milk into it. Finally, close the lid and blend it well for 2-3 minutes. Now,
pour it into serving glasses.

2. |l know her.
| know him.
Vimal sold it.
It is on her face.

Kishore has it.

10. Pronouns

Treat others the way you want to be treated.

They are all one family.

They / We work together happily.

They had a teacher. He was Mr. Karim.
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w

. a.Thisisaspanner. b.These are spanners. c. Thisis a screwdriver.  d. These are screwdrivers.

| know Ramesh. Ramesh knows me.
We know Ramesh. Ramesh knows us.
You know Ramesh. Ramesh knows you.
He knows Ramesh. Ramesh knows him.
She knows Ramesh. Ramesh knows her.

They know Ramesh. Ramesh knows them.

5. a.Yes, itis his. b.They are theirs. c. No, itisn’t theirs. d.Theyare ours. e. Yes, itis his.

© N A

b. his. c.mine. d.my e.mine f mine g.theirs h.yours . his

. they, They, They, They, It, them, She, She, She, She, It, She, She her, her

11. Introduction to Punctuation

. capital letter, period/fullstop, question mark, comma
. b,cdij

Do you know what happened in the meeting yesterday? All the workers were called for a meeting. The chief
engineer Ramesh convened the meeting. He spoke about the safety measures that have to be taken in the
factory. The employees gave their suggestions to improve safety in the company. The chief engineer stated
the problems, analysed them, heard employee’s suggestions and gave recommendations. He also distributed
goggles, masks, gloves and shoes to the workers. Will you come for the next meeting? It is on August 29,
2019.

a-. b-. c-. d-? e? f-. g-? h-? i-? j-

a-? b-. c-. d-? e-. f? g-? h-? i. j?

a-. b-?c. d-? e? f. g? h? i j-.

a. | bought apples, mangoes, and grapes from the shop.

b. The box is full of nuts, bolts, screws and nails.

She has pens, papers, manuals and a few tools.

. The job got over on June 16, 2019.

Welders, plumbers, fitters and engineers were called for a meeting.
The company will work on 6th, 7th, 11th and 12th of this month.

The exam is on December 7, 2019.

> @ =+~ o o o

. There are ten days left for the conference.

Keep away from acids, gas, cylinders and fire.

They are offering training on embroidery skills.

o

. When is it safe to remove or replace fuse?

What is the use of a micrometer?

. What will happen when kerosene comes into contact with fire?

The company has opened its branch offices in Mumbai, Kolkata, Bangalore and Shimla.
Remove fuse grips while working on dead circuits.

Turn an adjustable wrench toward the movable jaw.

S @ ™ o oo o

. Don’t you have shoes to wear in the workshop?

The training was conducted on February 24, 2019 in Delhi.

j. The chest has cutting pliers, screwdrivers, drilling machine, hammer and nails in it.
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12. Kinds of Sentences-Introduction
3. b.Imperative c. Interrogative  d. Interrogative e. Exclamatory

4. a.wrong, Imperative b. wrong, Interrogative c. correct d.wrong, Declarative e. wrong, Imperative

5. a.Imperative b. Interrogative c.Declarative d. Declarative e.lmperative f.Interrogative g.Declarative
h. Imperative i. Exclamatory j. Interrogative
6. a. Use only correct capacity fuses in the circuit.

o QL

. We don’t know how to manage our machines.
. What kind of a machine is this?

. Is it important to know how to switch off a circuit?

T O O

. Make sure all plugs are correctly wired.
7. a. Where b.How c.What d.Why e.Which

13. Practice in Framing Sentences

| speak English.

o QL

We received the parcel.
Welder uses welding gun.
| love homemade food.

| finished the work.

T 2 0

2. a. Peter worked in BHEL as supervisor.
b. We wish you happy new year.
c. The Principal gave the medal.
d. They want money immediately.

e. | met Sam at the theatre yesterday.

Naming word Action Word (Verb) additional information
Peter in BHEL as supervisor
We you a happy new year
They money immediately
I at the theatre yesterday
Sam
3. Call him.
Try it.
Be quiet.
Watch out.

Standup straight.
Don’t move.
Be careful, don’t trip.
Somebody answer the phone.
Don’t drive after drinking.
Cut the onions into small pieces.
4. Trainees can frame as many sentences as possible.

5. Trainees can frame as many sentences as possible.
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15.Greetings and Self-Introduction

1.
Expressions Formal / informal Used to greet ... Response
Hi, how are you? Informal Friends Hi, am good.
Good morning. Formal Boss, elders, teachers Good morning
Hello! Informal Friends Hi/hello
How have you been? Informal Friends good
How are things? Formal Colleagues good
How do you do? Formal / Informal Friends / Colleagues good
2.
o | A
[rreeaes S ]
Hi, how’s life? v
How are you? v

Good evening, Jerry.

Hey, come and join us.

| am Satish from Ranchi.

Hello, this is Janaki from Nagpur.

NSRS

Hey, it’s long time since we met.

My name is Ranjith.

v

1. b.Q
2.

c.R d.Q

e.Q

16. Asking and Responding to Questions

fR gQ h.Q

iR j.R

k.R

Responses

v /X

Yes, he is.

No, we are not.

Not possible.

She hasn’t come.

| won’t.

You can.

| don’t know.

Yes, | am.

No, he is not a fitter.

Never.

Good!

None.

Of course.

Sure.

She hasn’t.

S ENENES EN B B EN B ENEI BN B B AN
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Are you safe?

Yes, | am.

Are you an engineer?

Yes, | am./No, | am not.

Can you check the fuse?

No, | can’t./Yes, | can.

Do you know how to use a
Vernier Caliper?

No, | don’t./Yes, | know.

Can you measure the height of
an object?

Yes, | can./No, | can’t.

Does your friend know
swimming?

No, he doesn’t. Yes, he knows.

Did you read the newspaper?

No, he didn’t. Yes, he read.

Can you ride bikes?

Yes, | can./No, | can’t.

Did you pay the examination
fee?

Yes, | paid./No, | didn’t.

Will you attend the training in
your institute?

Yes, | will./No, | won’t.

Have you finished?

Yes, | have./No, | haven't.

5. b. Who is the plumber?

. When is the training?

. Where is the training?

. How many spanners do you need?
What do you want?

. Why do you want the cutting plier now?

6. A.a. By Walk. b. Blue. c. Excellent! d.Busb
. a. Heis afitter. b. It wasn’t. c. No, never. d.
9. A: Hil How are you?

: I’'m fine. How about you?

. Is it raining?

: Yes, it is.

: Then, take the umbrella.

: Do you want to read the manual?
: Yes, | want to.

: Can you fix the pipe?

:Yes, | can.

: Where is your ITI?

: My ITl is near the park.

: When does your class start?

: It starts at 09:00 a.m.

: Do you have the lunch break?

: Yes, it is from 01:00 p.m. to 02:00 p.m.

© r»r ® > © Pr ® > © P> > © P> ® > © > @ S 0 9 O

roken down. e. In2021. f. It’s on the first floor.

None. e. Notsure. f. Mumbai.
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17. Sharing Information with Others

All answers are open and fluency and use of appropriate words may be noted by the instructors.
19. Formal and Informal Communication

1.a.iii  b.iii c.ii d. iii e. ii,iii

2. Formal — Thank you, sir!; With reference to your mail ...; | wish to bring to your kind notice ...; You are
requested to complete the given assignment by Monday.; | look forward to ...; Let me congratulate
youon ...

Informal — What'’s up?; Listen, | wanted to tell you something.; No Problem.; Guess what?

20. Speak and Share Information about the Workplace

1. b. Desktop publisher-DTP center  c. Plumber-Buildings/Plumbing unit  d. Fitter- Machine Workshop
e. Customer representative-front office

2. Cut or drill holes in walls or floors to accommodate the passage of pipes. And also measure, cut, thread and
assemble new pipe, placing the assembled pipe in hangers or other supports.

difficult
A customer representative
Definitely

A customer representative has to interact with customers in order to provide information about
products and services, to take orders or cancel accounts, or to obtain details of complaints.

Is it that difficult?
people with different cultural backgrounds.
different
various
2,3,4,5,6,7,8,9 — Trainees can frame appropriate sentences and speak or write as directed in the activity.

2.
A B

What do you see in the first picture? I think in the first picture, friends walk off because they are
unhappy or have disagreed on something.

Don’t you think it’s a negative attitude? Definitely! We should avoid such behaviours in discussions.

What do you see in the second picture? The second one is positive. The lady listens carefully to the
speaker.

How do you say that she’s listening? She maintains a good eye contact. It is an essential skill
required in discussions.

Correct, but if you don’t listen...? You may lose the track of discussion. You will not be able to
speak sensibly.

Exactly! What about the next picture? The third one looks like an argument. Their body language
seems to be aggressive.

Won’t impolite behaviour affect discussions? | Yes, it will. They should sort out their differences to have a
healthy discussion.

21. Discussions on Current Happenings
3. The details about MUDRA loan are given for reference.

4. Trainees can frame appropriate sentences and speak and write as directed in the activity. Details given in the
tabular column on hydraulics and pneumatics may be used.

5. Trainees can frame appropriate sentences and role play as directed in the activity.
6. Using the information given in the activity, trainees can engage in discussion.

7. Using the information given in the activity, trainees can engage in discussion.

8. Using the information given in the activity, trainees can engage in discussion.
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22. Telephone Skills

1. telephone, caller, receiver, telephone
2. dial, disconnect, on hold, engaged
3.
Sl. No. Greeting Identifying Self Purpose of Call
a. Hello! My name is Ramesh. | would like to speak to
Anju, please.
b. Good afternoon! This is Shanthi. May | speak to Arti?
C. Hi! I’'m Ajith. Is Anu at home?
d. Hello! My name is Rajesh and | would like to speak
I’'m calling from HSBC. to Mr. Chetan from the
marketing division.
e. Good morning! I am calling from Harsha | Could you connect me to
Trading Company. your accountant?
f. Good evening! Rakesh Sharma here. | would like to speak to
Ms. Rekha.
4. Good Morning, Sir.
I’'m X calling from Room 34.
I’'m calling to report about the leaking tap in my room.
Can you please come and fix it immediately because water is being wasted?
Thank you, Sir.
See you soon.
5. Good afternoon, Sir.
I’'m X calling from the ITI Workshop.
There’s no power in our building here for the past 30 minutes.
Can you please check the problem because all the other buildings here have power?
Thank you, Sir.
See you soon.
6. Hello, Sir.
I’'m X calling from AB Construction at Guindy site.
I’'m calling to request you to erect scaffolds for working at heights here.
Can you please come and install the scaffolds by tomorrow?
Thank you, Sir.
See you soon.
7. Hello, Sir.
I’'m X calling from AB Garment unit. Is this Quick Cargos?
- ready?
Can you please transport them to the client by this evening?
Thank you, Sir.
See you soon.
8. The statements 4,7,8,9,12 are correct.
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9. Correct statements are

Dos for Caller Always Sometimes Never
Give your name v

Give a greeting v

Give your telephone v

number

Say why you are calling | ¢

Give your address v

Give the name of your v
company

Explain your relationship v
to the person you are
calling

10. Answer with ‘Hello’.
Answer with your number.
Answer with your name.
Answer with the name of your company.

Answer with the name of your department.
23 Telephone Skills — Role Plays

1. a. Would you mind speaking louder?
b. I am, sorry. He/She is not available now.
c. Just a moment please. Let me get ready to take notes.
d. Could you please tell me your name and where you are calling from?
e. Could you repeat what you just said, please?
f. Would you like to leave a message?
g. | am afraid that the person you want is in a meeting now.
2. a. The person is on another call. - I'm afraid he/ she is busy at the moment.
b. The person is on leave.- I'm sorry he/ she is not available.
c. The person is busy at the moment. - I'm afraid he/ she is busy at the moment.
d. The person is not in his seat. -I'm afraid he/ she is away/ not in at the moment/ in a meeting.

e. The person is in a meeting and will be free at 4 -I'm afraid he/ she is away/ not in at the moment/ in a
meeting.

f. The person is available.- I'll put you through. Hold the line, please.

3. hold, May, hold, who, calling, louder, transfer, section

7. Hello, this is Seema. - I'm calling from ICF. Good morning ma’m. - Is this PT industries? Check the company
name.- Repeat the company name. Yes, you are right - May | speak to Ms. Durgadevi Introduce yourself and
ask for someone.-Respond and check B’s name. Of course, It’s Ms. Durgadevi you want to speak to, right?-Yes,
please tell her I'm Seema from ICF - Clarify who you are.Ask B to wait. Please wait while | connect her.

8. Good Morning, HR Industries. - Good morning, I'm Sandeep from JK Manufacturers. - How can | help you sir?
| want to speak to Mr. Venkat please. - I'm sorry. He is unavailable at the moment as he is in a meeting till 12.
May | note a message? Case 1: Thank you. Can you please note it down? Case 2: That’s okay. | will call later.
Case 1: Sure, let me take it down Case 2: Thank you.
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24, Let’s Read
a.N b.N c¢cN d N eN fA g—- hN iiN jN kN LA mN nN oNOpN
. b.Box c.French d.carpenter e.cycle f start g.paper h.shirt i bank j.engine k. forklift
I. ball m.bake n.cookery o.book

. a. empty b. fast c. order d. warning bell e. warning f. walker g. safe h. attractive
i. building for storing goods j. path

4. a.true b. false c.no d. blue e.no f. green and yellow

5. a. iii b.i c. i d.i e. iii fi

6. A.a. proper b. sharp c.yes d. no e. unsafe f. true

(o]

B. a. manually b. yes c.danger d.unsafe e. good f. donot
C.a.no b. no c.yes d. no e.no f. yes
. a. There is fire in the factory. Entry is restricted.

b. He played football regularly. He won the match.
c. The pipe was repaired. Water problem is solved.
d. She reads books and visits places. She is knowledgeable.

e. The instructor started to talk. The trainees listened.

a. The surveyor measured the land. Plotting of land was done.
b. The small object has to be measured. She brought the micrometer.
c. The car broke down. The Mechanic arrived.
d. The steel gate is broken. The welder is called.
e. He used the file on metals. The surface became smooth.
. First, then, next
26. Writing Simple Sentences
. She gave the book. He gave an apple. She eats an apple. They are coming.
(Answers given are only indicative. It can include a lot more.)

. Gita is painting a plant. Guru is eating biscuit. Sheela is lifting the chair. Deepak is listening to a song. Mac is
crawling on the floor. Rita is sleeping on the bed.Mukesh is singing a song.

(Answers given are only indicative. It can include a lot more.)

. Gita was painting a plant. Guru was eating biscuit. Sheela was lifting the chair. Deepak was listening to a song.
Mac was crawling on the floor. Rita was sleeping on the bed.Mukesh was singing a song.

(Answers given are only indicative. It can include a lot more.)

There are screws next to the nut. There is a screwdriver above the bradawl. There is a wrench next to the
screws. The bradawl is between the nails and the handsaw.

(Answers given are only indicative. It can include a lot more.)

. The pair of scissors has a blue handle. The bucket contains yellow paint. The colour of the tin is grey. The
pencil is colourful. There is a white towel.

(Answers given are only indicative. It can include a lot more.)
. What is the colour of the pair of scissors’ handle? What is the colour of the paint in the tin?
(Answers given are only indicative. It can include a lot more.)

Come to help me tomorrow. Write this sentence in 30 seconds. Walk fast to catch the train. Close the door
now. Can you say the name of this place please.

(Answers given are only indicative. It can include a lot more.)
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. a. Rearrange
b. The dogs run very fast.
c. She came late to class.
d. The lorry driver was caught.
e. The children were playing with ball.
f. The aircraft is taking off.
g. The police were searching for the thief.
h. The woman was speaking to the Principal.
i. Many butterflies are flying in the garden.
j. The old man was reading the newspaper.
27. Speaking
. My name is Shankar.
My name is spelt as S-H-A-N-K-A-R.
I am from Delhi.
My contact number is 99999 99999.
My house is situated near the government school.
Yes, | shall come.
(Answers given are only indicative. It can include a lot more.)
. How do you get to work? — Normally | drive.
How long is the drive? — About 40 minutes.
Do | need to wear a tie? — You’re supposed to, but not everyone does.
Why are you late? — | got struck in the traffic.
Where is your car? — It’s been repaired.
. Expressing Opinion: In my opinion, To my mind, | think, | am sorry to say
Agreeing: | completely agree, You are right
Disagreeing: | totally disagree, | don’t agree
. a. | finish my homework. | brush my teeth.
b. | try to do well in studies, in maintaining good relationships, in helping others.
c. | take others’ pieces of advice seriously. | seriously take medicines when | am sick.
d. I do not fear to face the crowd. It is so difficult to stay awake in the class.
e. | volunteer to lead the team. | take chance to meet new people.
f. I go early to stations to catch the bus. | go early to exam halls.

(Answers given are only indicative. It can include a lot more.)
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5. a. | hate walking long distances.
b. I am worried about my mother who is sick.
c. |l hope to be a better trainee next year.
d. The last time | helped my friend was during the Annual exam.
e. My parents don’t allow me to waste money.
f. Last year | promised to visit my cousin at her home and then | forgot.
g. Reading books is the best thing | do now which | wasn’t doing before.
h. My parents ask me to help them in shopping.
(Answers given are only indicative. It can include a lot more.)

6. Discuss the following

| seriously believe that the reason for Rahul’s absence is because he is sick. | remember him feeling so weak
yesterday during football game. | hope he has been taken to the hospital for treatment. | pray that he will be
back soon to the college.

(Answers given are only indicative. It can include a lot more.)

28. Listening
1. d
2. 1-c 2-a 3-c
3. a.F b. F c.F d.F e.T T g T h.T i.T j. T k.T LT m. T
4. a.F b. F c.T d. F e.T f.F g. T h. T i.T

29. Productive Use of Skills

1.a. Lalpur b.IGNOU c.Rs. 4025 d. Rs. 25 e. State Bank of India f. 30.09.2016

2.a. 239658 b. 30. Apr2013 c. Mr. Ramesh Sharma d. HDFC Bank e.JP Nagar f.30 Apr2013 g.126985
3.a.wood b. pulping c.pulp d.pulp, paper

4. Meaningful sentences may be written/given based on the infographic given in the activity.

5. Meaningful sentences conveying the process of the production of tea may be written using the two infographics
in the activity.

6. Using the infographic and expressions trainees may engage in expressing their views.
7. Using the clues given, trainees may engage in giving tips on interviews.

8. Introduce your company to Mr. Ramesh using expressions you have learnt so far.

Scan the QR code for CORPUS

CORPUS

Specific Vocabulary (words) that an ITI trainee has to
develop for communicating effectively and better employability prospects.
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