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3Pl 1

HaR B (Communication Skills)

IRy

HIR DA T DI B & fore [Afad w7 A dler IR forgs @) anavgddr il 81 U U
wfﬁﬂ?ﬁiﬁﬁaﬁ'cﬁﬁaﬁaﬁaﬁWMm &, S @ SaeIHAl & AR I Al P

AUD (IS PICFe) FIY Il 8, IR afdy Td &R Aerdell BT ST T &, AHRIC: S
Tl AT BET o AT 2| S UHR F Udh Y9Il ofE@d B AU UIGHI J HAR B Fqal
YT ¥ AT AR I Th UG B iy ogsd H weal i fafdy Aferal ik Al | forem
@1 gl B4 ARV | B) U Afdd @l fbedl A1 Reyfd # Araemigde o iR forae der wwe
wY W Fie D el B ARy | AN YT AR & olU 328l UoH defl, of@H, a1 dell
AR 5av Brerel ARt B

TH B & Y H MY Rl ff 919 &7 I IR Wad &, W Te Aoyl @ {6 ayfud w
Y AR B} TG MY H U, fora, dier &R 316 | g @ A B AU | Uh W A0S
WIYTY AIe | 3T DI AT HR & ANl & A1 FRIYT (communicate}hRe § weg fiet Hepd!
& | 3Tl WREe | ol S WS 9l ANl @ Wi — W 99 A1 R MY g9 §
AT ¥ A o T8 & I A1, ISRV & oIy ST AT # A FaR @ # gfaer gnfl |
T T H, B A FaETg SfrdT SR RMUT dRA @ folU §AR BIEG @ | qTeT @l

FRUl M BT 984 Hedqul BI @ |

12



T4 1 : §9R &I URag (I ntroduction to Communication)

HHGTAT 3O AN Dl A WIR & aR ¥ 91d G Gl BN | U bl SHS! SATaeaahal Bl
2 3IR VT HRAT AR &, W IRAd H HAR H®T 27 MY T TS BT YA N |

FAR (Communicatiofi ¥ olfes ¥ HRYMHIR (comnanicare), W foram a1 & e 31
T IR T AEH-YSH & | 7 11 # Y <@ wad € 6 WER Qo sear 9 9 afd
AN @ dra JforaT foell G o ARG Gl UgAT @ 1Y el Bl Se-Ya BRI & |

HaR &1 W8 (Importance of communication)

W /Y F GAR B AR FIaRT rerar 9ra=iatl g 9rdi &7 AeH—-Ye R 6 AUd] I
e w1 Redl § were Rig el | ST @ fofg, o fosll 99 @ aR ° |fud R 9ad @
AT AR & ATIH ¥ 3T A1 Bl YA BR Fhd 2 |

TR DIl B AT
. G F (Inform) : UG!G BT AT 3T FAT A DI AAWIDHAT TS bl @ |
ISR & foru, o) i & Wierr o g9g diforar (timetable)d IR & STadid & |

- 991G SIe (Influence) @ ae foefl afdd @1 el TR AR W AE@qPl do 9
JIAT 3@l 8 @I AWl & Wbl g ANV @ foly, I T I @ forg
gHER | AloMd Jferal Well 1 {6l o SR | 8 del q1d Bl ¥ BRA b foly
feoddl a1 a1 e e |

SIER! & oy goT

Anking far
AU FE A R | am m_u 4 BRI T §

? [ _‘-_-_,.;;. E'mg P
%' ur:':*.q ;:nb;; home

STHHR Cilving SIGEINRGI
RN Receiving
h- Information

Imformation
| [ TSP S—
T 1.1

e YIS BT FRT PRAT : AU GG DI T B b ol S IR H WRY Wb J 91
TRAT| SRR & foIU, TGN ¥ 30T B & aR H U7 IS BT ATST BRAT 31T U1
TTGT3T BT U AT 3rerar = J |ms BT |
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¥R & @ (Elements of communication)

HAR AN FT Q1 — ORI 3EH UG ; 31fd <1 3R U oyl (o 1.2) | foosdt @1 grern
Frar fore, S T o B SereRvl & fbel B UGl Sfrdl G I U BRA b
ST £ |

2. UNF Th SR T 3. HEgH (M
WeT Wi ) SN
g [ FoR e BT/ 3T
A B —E (9T
3 for) BT /
Giving Infeermation ]%I_@:ﬂ) W
™ % forg
gﬁw ]l
|
4. SSI]
Tadl g
U B 8
5 YTl
R Weh @
fow S
U eI
SITF®R! U Bl
fo 12 ¥R & I

¥R & W@wd (Perspectives in communication)

Wy fagR, giea!v s R o1 & foy MiREd e 8id & | 3 F9 — o 8k 9aR &
THITId HRA € | ISRV & oy, IS MUY Ugel W & IT ORI & W § o e e
rar fUaT W €, wiclifr d A3 &1 TRE B §; MY VAT AE obd © qild d JUB! Sied &
Wafd 9 a2 €1 S UeR 9, o AN M aMue IR # JduUROT 9 9ad €, 399 98 99
JAIfad BT & S B 1 37U 9 $ed ¢ |

IR & WU B TIIAd eR1 9l dRé  (Factors affecting perspectives in
communication)

P — P, B I ORI $ PR W WY Y FAR ol R UM © ol g Geul @l
AEF-YGH HR1 3@l A | Il | Mol 1.1 H SH A BB $T Wiad &Y 4 oA o
IR
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qiferel 1.1 : GaR & W@wUl Bl FHIfdd BRI PRb

BRD PRG b JPR Q q9d & T o

AT TAd g, SRfd 9T & SWINT 3R fART & FH & "Hel § 979
I Y b AR H P B BT H P PR bl © T Dl e
AR BRAT ATEaT & | SeTeXY & foly, 9Ty S 99 9@ g9 @ o9
Ud RO 1 dad RS ST € 3R Tdh a8l off dddl AwaIRe
ST 8, U ¥R ¥ adid ST ared ¢ |

W I T P ARAD @1 a8 AT 7 o a8 S Al ot e frarerar
g o &1 ool arrel & <'d B | SRRV @ forg, SRR Y Y o
Pl T Y[ B A I T I HY IR & qhd o |

Visual Perception

qd 3Wa §AR UBcl 9dl ol US &4 THS Yl GIR Dl W w4 R
BR W b & | IR B o7Y, §9 GhMER o Usell aR 84 oer o |
YS! W|IaU Bl AT Jfrd {9 (U A Bl wiem H FH by
fooy o, gaferg # e # ye B MaT SR <7 9§ ST

Past Experience

Q@RI Prejudice | 44 MEIRA [0, O fob I8 ra fb el 4 H31 dlg U4da T8l deal”
Ig RN el f BT BT el H Au~d wY 4 GaR o)A I AP
Thdl B |

GG Feelings | ARI WU iR 914, O o Bfel & S a1erar a9 @l W R A
A GAR Bl YT B & | IETERV & (oY, “H el 3 el I
el §, Slo § cge el Al |

TR Environment | -1 ¥R 3l IUEd B A AR JRbel a7 Febell © | IAR b
fory, W SRIGH STEl W 3ifavgl gRT ool A¥Id godl off & & 98 |
RERSKISIEES

FfRITT PRB G BRBT H 3T YT HIIHIY, ATed R Ao & i AT
feby ST & | SaTERY & oIy, SR SR ATCAIEN H Bl GaR Bl Rl
I qhd & |

Personal factors

WP culture | Fad, RIS STl — T W@l # el o 3ied B € oW b
foT0 I8 SUHFSS & AT 3 |

U 99R Effective communication

JTd FAR T 9d § 9 B9 T198ING FaR BIeel & Jord RIgidl &1 furerd dedl | 5
781 1T W, Wier, Jenequl, S, FE, Ul 3R RI< (Clear, Concise, Concrete, Correct,
Coherent, Complete and Courtec@isfd # |fera # qarIT ST Al 2 |




e e Jemreigof 3 R

(Clear) (Concise) (Concrete) (Correct) (Coherent) (Complete) (Courteous)
AU W | GE el | FURiYel | |El dal, | oUD Ueal | AUD HT | FRTGTD
el ARd | BT SUART | Wedl R | Wl SR | @1 o 4w i iR
g 9D W 3R AT BT | ATHRT BT | BT MY | AT SUFCR Y@
qN B 98 | IW B | SWN N [ IR & | TGN
WEe w® | FE O Ay & |2 ey

CIGRICIN SEICRE]
BUEY

RIS 3T
eG4 IS & oIy http:/www.psscive.ac.inEmployability_Skills.htmlg; GRY g_gﬁgprq H\W
el fewrex 4 Al &R @ glaur yeM B | 9 Aleyd § Swied faval @ fory
e o $—amh v e & 1S e il & forg favga orgew €
A & URAS Tfafafe
39 favg @ forv -1 ure § yRfYe difsal < @ qre, FfaRed ye9 &1 SR < W
AR T U | AR AT R HEdqOl 2?

wiferfafer 1

fos 1.3 : 7Tl AR @ 7 ¥ (70)

e/ 13 4 71 I AR &1 TS & | WAR ) b A0 ©; O IR — wfes, wiesd 3iR
$94 (non-verbal, verbal andvisual)FaR A |

AR YfshaT W YfHebT 7T

afshar

. Y& FE H A9 BEl & WY Y 9919 |

. dF A F d g o el ]| Refd I8 8 6 el eSSl 9
Bl HH AEH 99T D GRRd @ Al T
43R 3 3 TP g Afdd IR IS U b wY W IR AR

St I T2 S T L B R I el

wfeifafer 2

TP W N §| TP

feq fasbdr
b
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Session 4: Writing Skills: Parts of Speech

When we talk or write in English, we use sententtesexpress ourselves. Sentences are
important because if you do not clearly write senés then, the meaning of the same cannot be
understood clearly. A sentence is a group of wdhdd communicates a complete thought
(Example: Raju goes to school). A group of wordjolv does not make complete sense, is
known as a phrase (Example: Raju goes). A sentaimaeys begins with a capital letter, and it
always ends with a question mark, full stop or axwtion mark. Read out aloud the examples
given below.

- Did you work on your project?

« | completed it yesterday.

- That is good!

Using capitals
We know that all sentences begin with capital tettBo you know at what other points in a
sentence we should use capital letters?

It is easy to know what to capitalise if you reme&mkhe word ‘MINTS’. MINTS is a set of
simple rules that help you capitalise words cotyedtach letter in the word MINTS refers to
one capitalisation rule as shown in Table 1.7.

Table 1.7: Capitalisation Rules

Alphabet M I N T S

What it Months The letter Names Titles Starting

shows: letter of
sentences

Rule Capitalise the| Capitalise the| Capitalise the| Capitalise the| Capitalise

first letter in | letter ‘I’ when | first letter in | first letter in | the first
all the names| itis used to | the names of | the titles used| letter in

of months. begin a word.| people, places before every
and days. people’s sentence.
name.
Example I will go to | play tennis | This Tuesday, Dr Shah and | The cat ran
college in with him Vidya will be | Mr Patel out of the
June. every day. in Rajasthan. | work house.
together.

Punctuation

It is a set of marks, such as the full stop anddbmma, which help us separate parts of a
sentence and explain its meaning. Like uppercaserde punctuation is also a very important
part of sentences and has some rules. Some comumatuption marks and their use have been
given in Table 1.8.
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Table 1.8: Punctuation Marks

D

Punctuation Sign Use Examples
name
Full stop Shows the end of a sentence. Alsthis is a sentence. This i$
used to show short form of long| another sentence.
words. For example, ‘doctor’ can Sanjay is a doctor. His
be shortened to ‘Dr’ when we usepatients call him Dr
it as a title before a name. Sanjay.
Comma , Sometimes, we use a comma tg After the waiter gave me
indicate a pause in the sentence.menu, | ordered food.
We can also use a comma to | bought apples, oranges
separate items when we are and grapes.
listing out more than two items in
a row.
Question ? We use a question mark at the | What is your name?
mark end of a question. How old are you?
Exclamation ! We use an exclamation mark at| What a pleasant surprise
mark the end of a word or a sentence|t¥ou are late!
indicate a strong feeling, such as
surprise, shock or anger.
Apostrophe ) We use an apostrophe followed That is Divya’s pen.

by ansto show that something
belongs to someone.

We also use an apostrophe to
indicate the shortened form of
some words in informal speech

Are these Abdul's books7

Let’'s go. (Instead of Let
us go.)
He isn’t here. (Instead of

He is not here.)

Basic parts of speech
There are eight basic parts of speech in the Entfisguage. These are noun, pronoun, verb,

adjective, adverb, preposition, conjunction anérettion. The part of speech indicates how the

word functions in meaning as well as grammaticaiithin the sentence.
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Prcnouns

Splcy
Adjertives

- Eat Slowly .-
Fall Sign Loudly

Verbs Adverbs

Figure 1.6: Parts of Spesch

A noun is a word for a person, place, thing, oaiddouns are often used with an artidlee(a,

an), but not always. A pronoun is a word used in @la€ a noun. A verb expresses action or
being. An adjective modifies or describes a noupronoun. An adverb modifies or describes a
verb, an adjective, or another adverb. A prepasigsoa word placed before a noun or pronoun to
form a phrase modifying another word in the sergerc conjunction joins words, phrases, or
clauses. An interjection is a word used to expessstion. You should be able to use these parts
of the speech in making sentences.

The different types of words we use in sentencesalled parts of speech. Some examples are
nouns, pronouns, adjectives, verbs and adverbsh@sn in Figure 1.6. Let us read more about
them in Table 1.9.
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Table 1.9: Parts of Speech

Parts of Speechl What they do Example sentences Example words

Noun Nouns are words that refer| In the sentence, ‘Reema | Dog
to a person, place, thing or| wrote a letter.” Both Table
idea. These are ‘naming | Reema and letter are India
words.’ nouns. Sanjay

Pronoun A pronoun is a word In the second sentence, | |
used in place of a noun “Reema wrote a letter. | They

She is tired.” ‘She’ is usedHe
in place of the noun You
Reema, it is a pronoun.

Adjectives Adjectives are words In the sentence “Reema | Small
that describe other wrote a long letter.” Long| Blue
words is an adjective that Sharp

describes the noun ‘letter/.Loud

Verbs Verbs are words that In the sentence: “Reema| Run
show action wrote a letter.” Wrote is | Eat

the verb. Think
It tells what action Reema Sit
did.

Adverbs Adverbs are words that addn the sentence “Reema | Easily
meaning to verbs, quickly wrote a letter.” Always
adjectives, or other adverbsQuickly is an adverb. It | Inside
They answer the questiong tells us how Reema did | Before

— How?
How often? When? And
Where?

the action (writing).

Let us now see how these words are used. Read elews#ntence given below.
Wow! Reema went to the studio and met a famous acto

We already know that Reema, studio and actor anesid-amous is an adjective here because it
describes the noun actor and the words went anéaeterbs because they describe an action.

What about the remaining words in this sentence wwowthe, and? What are these words
called? We use such supporting words to join thenrparts of speech together and to add

information to the sentences we make. Let us nak & these supporting words.
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Supporting parts of speech types

<5 @ o i (=)
s
&
| Articies | | Canjunciions | I Prepanscticins ] | lrtsarjms fica= |

Figure 1.7: Supporting Parts of Speech

Along with the main ‘Parts of Speech’, there arensomore words we need for making a
sentence. These are shown in Figure 1.7. Let us teare about them using Table 1.10.

Table 1.10: Supporting Parts of Speech

Supporting Use Examples
Parts
of Speech
Articles The words ‘a’, ‘an’ and ‘the’ are The car stopped suddenly because
known as articles. Articles are a cat ran in front of it.
generally used before nouns. A book
An is used before words with a voweRAn apple
(a,e,i,o,u) sound An umbrella
A is used before nouns with a Thesun
consonant (all other alphabets)
sound
The is used to refer to specific or
particular words
Conjunctions | Conjunctions are words that join twpInstead of, Sheela went to the mark
nouns, phrases or sentences. | also went to the market.
Some common conjunctions are Sheelaand | went to the market.
‘and’, ‘or’ and ‘but’. Instead of, “Do you want oranges?
Do you want apples?”
“Do you want orangesr apples?”
Prepositions Prepositions connect one word withSome common prepositions are ‘on
another to show the relation betweegrat’, ‘under’ and ‘in’.
them. They usually answer the The cat ion the roof.
guestions ‘where’, ‘when’ and ‘how’| The shop it the end of the road.
Rahul is standingnder the tree.
I live in Delhi.
Interjections These words express strong Wow!
emotions, such as happiness, surprigah!
anger or pain. They have an Oh no!
exclamation mark at the end. Thanks!
Help!

Practical Exercises
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The teacher will facilitate these activities by wireg you the e-learning module for this lesson
via http://www.psscive.ac.infEmployability Skillschl. The module will include videos and e-
content for the above topics as well as detailsttuictions for some activities below.

Initial thinking activity
After watching the initial video in the e-learnitegson for this topic write down what do you
think was wrong with Seema'’s letter?

Activity 1
Identifying parts of speech
Materials required
Notebook, pen
Procedure
Read aloud the paragraph given below.
“on sunday, i have an appointment to meet Dr. Ratéélhi. my house is near Mr. Patels shop i
went to his shop on friday tobuy vegetables | bopglatoes onions carrots and a cabbage Mr.
Patel is a friendly man have you met him”
« This paragraph contains examples of the partseddpyou learnt about in this lesson.
« Identify as many of these parts of speech as yowand mark them.
« Write the paragraph with proper punctuation andtahgation.

Activity 2
Constructing sentences
Materials required
Notebook, pen
Procedure
« Form pairs of students.
« List out five parts of speech that you learnt ia kasson.
« Select one of them and create two simple sentemioeh use these parts of speech.
- For example, if you have chosen adjectives, crisatesentences that have adjectives.

Activity 3
Identify name, place, animal, thing
Materials required
Notepad, pens
Procedure
« Number yourselves from 1 to 5.
- Each member of a group has to say a word thatrierea name, place, animal or thing; the
fifth member has to do an action.
- Each group gets 30 seconds to think what they@regdo say and do.

Check Your Progress
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A. Multiple choice questions

Read the questions carefully and circle the letter (a), (b), (c) or (d) that best answers the
guestion.

1. What is a sentence?

(a) A group of ideas that form a complete paragraph

(b) A group of words that communicate a complete thought

(c) A set of rules that we must follow to write correctly

(d) A set of words that contains all the basic punctuation marks

2. Which of these sentences use uppercase letters correctly?
(&) I am Hungry.

(b) Divya and sunil are reading.

(c) The bucket is Full of water.

(d) She lives in Delhi.

3. Which of these sentences are punctuated correctly?
(a) Where are you going.

(b) I have a pen a notebook and a pencil.

(c)  am so happy to see you!

(d) This is Abdul’s house.

4. Underline the noun, pronoun, adjective, verb and adverb in these sentences.
(a) Sanjay plays football everyday.

(b) Divya gave him new books.

(c) I opened the red box carefully.

B. Fill in the blanks
Fill correct nouns and verbs from the box to fill in the blanks given below.

girl, girls, boy, milk, dog, skipping, riding, running, studying, drinking, barking

- a. The is
(Al
»
- b. The is
26
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a c. The is
R d. The are
ft r 3
"R |
- e. Raju is
L
< ‘. f. The is

C. Short answer questions

1. Identify the conjunctions and prepositions (Remember, conjunctions join two sentences while
prepositions help answer the words ‘where’, ‘when’ and ‘how’.). Choose the conjunctions and
prepositions from the box given below and list in the correct box.

Under, And, In, At, Or, Up

Conjunction Preposition

What Have You Learnt?

After completing this session, you will be able to

+ use capitalisation and punctuation rules for writing sentences.

« identify the basic parts of speech, such as nouns, pronouns, adjectives, verbs and adverbs.

« explain the usage of the parts of speech.

- identify the supporting parts of speech, such as articles, conjunctions, prepositions and
interjections.
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Session 5: Writing Skills: Sentences

Parts of a sentence

As you have learnt in English classes, almost afjlish sentences have a subject and a verb.
Some also have an objectsAbjectis the person or thing that does an actioned describes

the actionObject is the person or thing that receives the action.eample, read a loud the
simple sentence “Divya reads a book”. Let us sedlifierent parts of the sentence in Figure 1.8.

Aoutject 3 the parson |
i rhing that parferrmn i
Ak AETIan.

The guestlon, “Who or
what parformed ths
actian™ will helpyau
e U i fest.

in ks senberos,
"Dhivya" ks the sushject

EIIE Divya

reads

|

o

Ths e describas The BTion

| Thamuastiam, “Whatis tha setian

| willkelp yaufind the verh,

In thiz sentence, "reads” (3 the verb.

Figure 1.8: Parts of a Sentence

| he cbjeckis che
percnartninginat
rece| ystthe actiom.
Thequestian, "W ar
what received the
action™ will helpyou
Fnd the object.

in this sentence, "a

ook ix the ofgect,

Read a loud the example sentences shown in Taldeahd understand which is the subject,

verb and object.

Table 1.11: Parts of a Sentence

Sentence Subject Verb Object

| ate an apple. I ate an apple.

He cooked dinner. He cooked dinner.

She kicked the football. She kicked the football.
Dia and Sanjay broke the bottle. Dia and Sanjay kéoro the bottle.

Types of objects

The object in a sentence can be either direct dirdot. Direct objects are the ones directly
‘acted on’ by the action word (verb). If the vesb'ieads’ and we ask “What does Divya read?”
The answer is ‘book’ which is the direct objectdi#ect object answers the question ‘what?’.

An indirect object answers questions, such as ‘to whom’ and ‘for whdtat example, in the
sentence Abdul gave a gift to his mother” The verb is ‘gave’. As you can see in Figure, 1.9
there are two objects here — ‘gift’ and ‘mother’.
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What did Abdul give? The gift. To whom did Abdul/githe gift? To his mother. Here, ‘gift’ is
the direct object and ‘his mother’ is the indirebject. Some sentences only have direct objects
while some have both direct and indirect objects.

Read a loud the examples given in Table 1.12 aactipe finding the direct and indirect objects.

Table 1.12: Direct and Indirect Objects

Sentence Verb Verb + | Verb + By Direct Indirect

What? whom/to object object
whom?

Sanjay bought bought Vegetables vegetables

vegetables.

Fatima and Sonia| played Tennis tennis

played Tennis.

He offered me an| offered Orange me orange me

orange.

The teacher gave| gave Homework us homework us

us

homework.

Types of sentences
Active and passive sentences

Read a loud the sentence shown in Figure 1.9. Whhe difference between the two sentences?
1. Sanjay broke the glass.
2. The glass was broken by Sanjay.

The action (verb) in both the sentences is breakihghe glass. But the ‘subject’ of both
sentences is different. In the first sentence,sthigect (Sanjay) does the action. In the second
sentence, the subject (the glass) receives thenacti

~(‘ |5ln|u',' broke | the glass.
[Thulass wis| broken | by Sanje.

Fignare T8 Tupes of Semienoar

Hﬂl'ﬂ'ﬂ m m
Sa iy | m:u-] the ghass,
Passive
m’m w:|-|| Erakrn | by Sanjy,

Fiqurw 1. 100 Activs axd Posces Serdencas
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Read the sentences in Figure 1.10 agaientences where the subject does an action arenknow
to be in theActive voice. Sentences in which the subject receivescéioraare known to be in
thePassivevoice.

Read aloud some more examples given in Table 1.13.

Table 1.13: Active and Passive Sentences

Active Voice Passive Voice

She wrote a letter. A letter was written by her.

He opened the door. The door was opened by him.
Mohan played the flute. The flute was played by &toh

Types of sentences (according to their purpose)

Read a loud the sentences in Figure 1.11. How ddhjok they differ from each other?

&zlﬁfah‘u&ﬂu

bottle? ﬁ' A No, didnot Pickup
the
'-

Figure 1.11: Examples of types of Sentences

=)
=3

i

Each of these sentences has a different purpose, Abtice how each sentence in Figure 1.12

ends.
Whea broke the
bottle? G No, | did not ! Prkup i _4?. —
' P Al the N
m T . %
-~ - E_ __#

T )
Reaction

Question Statement
Frgure 1.12: Different types of Senfences

Read the examples in Figure 1.12 to practice tfierdnt types of sentences.
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Table 1.14: Types of Sentences

Types of Sentences

Statement or Question or Emotion/Reaction or | Order or
Declarative Interrogative Exclamatory Imperative
Sentence Sentence Sentence Sentence

This is the most This type of An exclamatory These sentences
common type of sentence asks sentence expresses a show an order,
sentence. It provides | a question. It strong emotion, such | command, request,

information or states
a fact. It always ends
with a “full-stop’ (*.").

always ends with
a question mark

(?).

as joy, sadness, fear
wonder. It always
ends

with an exclamation
mark (‘').

por advice. It can
end with a full stop
or an exclamation
mark (*.” or ‘T).

Read aloud the examples given below

I go to school. Did you go to | came first in class! Go to college today,

| like eating school? Go eat your

vegetables. Do you like eating vegetables.
vegetables?

It is very cold. How is the Oh, it’s so cold! Wear your sweater.

This room is weather? Clean this room.

unclean. Could you help

clean this room?

| completed my
project.
| exercise everyday

Did you complete
your project?

Do you exercise
everyday?

| completed my
project!

Complete your
project.
Go and exercise

today.

Notes

Paragraphs

You have learnt about sentences. A group of seaetefmrms a paragraph. While writing a
paragraph, make sure the sentences have a commanWhen you want to write about a
different idea, make a new paragraph. For exanifpfeu are writing about your school, the first
paragraph can be of sentences about the nameiplocsize and other such details. In the next

paragraph you can use sentences to describe whdikgabout your school.

| go to Government Higher Secondary School, Baldichghere are about 100 students and
seven teachers in my school. My school is on thenm@ad, very close to the City Railway

Station and local hospital. | love going to schaal learning new lessons. My school has a
playground where | play cricket with my friendstla¢ end of the day. There is a library too and |

borrow one book every week. | love my school.
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Practical Exercises

The teacher will facilitate these activities by wirtg you the e-learning module for this lesson
via http://www.psscive.ac.iBmployability Skills.html. The module will includeideos and e-
content for the above topics as well as detailsttuictions for some activities below.

Initial thinking activity
After watching the initial video in the e-learnifegsson for this topic write down if you think that
Sanjay and Dia were able to make correct sentences?

Activity 1
Making sentences
Materials required
Notebook, pen

Procedure

- Form pairs of students.

« First, write down three sentences that containctiobjects. Then, write down three other
sentences that contain both direct and indirecaibj

« Use different colours to mark the different pafteach sentence (Subject, Verb, Object).

« One volunteer shows their list to the class, whwoem if needed.

Activity 2
Active and passive voice
Materials required
Notebook, pen
Procedure
« With the same pairs as above, write a paragra@mgropic.
« The paragraph should have at least two senten@giue voice and two sentences in
passive voice.
« One volunteer reads out their paragraph to thesclas
« The class gives feedback, if correct.

Activity 3

Types of sentences

Materials required

Notebook, pen

Procedure

- With the same pairs as above, make a list of mimreight sentences. These should have at
least two sentences of each type—declarative rogative, exclamatory and imperative.

- For each type of sentence, different volunteerd ced their sentences to the class. The class
gives feedback on the correctness of the sentences.
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Check You Process

A. Multiple choice questions

Read the questions carefully and circle the lettea), (b), (c) or (d) that best answers the
guestion.

1. Identify the subject in the sentence, “The dkitdplayed football.”

(a) The children

(b) Children played

(c) Played

(d) Football

2. ldentify the object in the sentence, “The claldplayed football.”
(a) The children

(b) Children played

(c) Played

(d) Football

3. Which of these sentences has both indirect aedtdbjects?
(a) I am watching TV.

(b) She bought a blue pen.

(c) The girls played cricket.

(d) He wrote his sister a letter.

4. Which of these sentences is in passive voice?
(a) They are watching a movie.

(b) The clock was repaired by Raju.

(c) He is sleeping in the room.

(d) My pet dog bit the postman.

B. Short answer questions

1. Write one sentence of each type—statement, queskmtamatory and order.

2. Which is your favourite festival? Write two paragha about your favourite festival. Each
paragraph should have a minimum of four senterdake sure you follow all the rules
about sentences and paragraphs you have learnt.

3. Practice speaking correct sentences with your wlatss. Try and find the parts of
sentences which you use commonly.

What Have You Learnt?

After completing this session, you will be able to

« identify the different parts of a sentence.

« differentiate between active and passive voice.

« identify and compose different types of sentences

Session 6: Pronunciation Basics
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If we do not say (or pronounce) words correctlyzens cannot understand what we are saying as
in the example shown in Figure 1.13. In this lesgon will learn about the common ‘sounds’
used while speaking English. You will learn andgtice how to say common words correctly.
Pronunciation is the way you say a word, just a&dlisyg is how you write a word.

To communicate well when you speak, you need tonkhow to pronounce words correctly.
Correct pronunciation will help you express yoursel clear and confident manner. It will also
help others to understand your words easily.

Speaking correctly

Say the following words aloud. Ask your teacher &mehds if you pronounced them correctly.

| Your | World | Chair | Wear \

Also try saying these words aloud
| Sun | Son EE | Sale | Tail | Tale |

What did you notice? Sometimes words, which havailai spellings are pronounced
differently. Sometimes words, which have differepellings may be pronounced in the same
way. The best way to learn correct pronunciatiowoids is to listen carefully.

Phonetics

How do we pronounce words? We sindsto speak. Every word is made up of one or more
sounds. We put these sounds together to pronouam#swPhonetics is the study of the sounds
that we make when we speak.

For example, the wordog is made of three sounds put together: d-o-g. Sgeakvord aloud as
shown in Hindi to help you pronounce it correc 5+ =zt

The wordcat is made of three other sounds: c-a-t. Speak thel wlmud as shown in Hindi to

help you pronounce it correctl + ©+ & =% The English alpét has 26 letters, from A
to Z. But each of these letters can be pronounceiiffierent ways in different words. We use 26
letters to write in English. But, we use more tR&nsounds when we speak English. This is why
a word’s spelling does not always match its promatren.



Let us take the letter ‘a’ for example. Read therdsobelow aloud. The alphabet ‘a’ is
pronounced differently in different words as shawiable 1.15.

Table 1.15: Ihfferent soumds of letter “a’

Wards Proomociation Fronnsistion in
01 il Isiiar a Famdl
. R
ea: apple and back v T Ty
car, fast and park H o= %
1 T | [ o, i 7] | i f.-l-r
call, ball omd =aw i ey, wr, L

Pay attention to the sound of each word while istg, you will be able to pronounce it clearly.
Types of sounds

We have now seen how the letters of the alphalgenhat enough to exactly match the many
different sounds we make when we speak. Let us dak@ser look at the sounds we use. All

English words are made of three basic types ofd®as shown in Table 1.16.

Table 1.16: Different Sounds in English

Vowels

Diphthongs (combination
sound of two vowels)

Consonants

The English alphabet has five
vowels (a, e, i, 0 and u) but 1
vowel sounds. This means
most vowels can be
pronounced in different ways
We make a vowel sound whe
we read a vowel in a word.

> We make a diphthong sound
2when we combine two vowel
Diphthongs start as one vows
sound and go to another.

n

A consonant sound is any
5sound that is neither a vowel
2lnor a diphthong sound.

For example, we pronounce
the letter ‘i’ in the word ‘bit’
by using a vowel sound. In
Hindi it isfee

For example, the sound ‘ou’ i
the word “house” is a
diphthong or a combination.
In Hindi, it isz=w

nFor example, we use
consonant sounds to say the
letters ‘p’ and ‘t’ in the word
Pot. In Hindi isife

Say the word ‘bit’ aloud and
listen to how you are saying

Say the word ‘house’ aloud
and listen to how you are

Say the word ‘pot’ aloud and
listen to how you are saying

the vowel sound.

saying the diphthong.

the consonant sounds.

Some more examples are given in Table 1.17. Saeth®rds aloud (also given in Hindi to

assist pronunciation), listen carefully when otrsag these words and repeat what you hear.
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Table 1.17: Exaniples of Different Sounds

Vows] Sounds
lomg e’ - mound i T gaiad ehary *u (. sound tong, o't pound
Dieep =0 Sap &7 Eool: &7 Boat 42
Keep ¥F cip fre Fat 5 Gaoup
Fa=ml = Tl 'iE!’ ?-'nPrTF' T T

CoamBiaatan vamal Iﬂ:IFh'.M I'I.a_'l saunds

Ea 1ouAL ol R teue- ki Tl l:l ‘ca’ mound IIT-' cu sosed LT FY _.-:,
Mear Fvr Lats 72 Bopt T= B puith S~

Creer fom Cake ¥ Loan =+ Cow T

Hear FrR Chape T7H Moet Ay Sloud werEE
Comcrsant scunds

‘BT sousd 1¥ sound k¥ sound L= sgwnd

Pen T2 Train 3= Eool TF L ok ¥

Repore fraf Sxary oI Cold #v= Placs T

Stop =K Put Music =ioF school o=

Practical Exercises

The teacher will facilitate these activities by wireg you the e-learning module for this lesson
via http://www.

psscive.ac.in/Employability Skills.html. The modwdl include videos and e-content for the
above topics as well as detailed instructions éones activities below.

Activity 1
Pronouncing words
Materials required
Notebook, pen
Procedure
- Form groups of four students in each group.
« Make a list of five things in the classroom.
- ldentify the vowels, diphthongs and consonantéénlisted words.
- Each student speaks each word aloud in the grodiph&nothers say if it is the right
pronunciation.

Notes



Activity 2
Pronouncing words
Materials required
Notebook, pen
Procedure
- Form pairs of students. Your teacher will give yolist of words.
« Practice saying these words aloud with your paytwbp says if it is correct or not.
- A volunteer reads out two words for the whole clabks will give feedback on the
correctness of the pronunciation.

Check Your Progress

A. Multiple choice questions

Read the questions carefully and circle the lettea), (b), (c) or (d) that best answers the
guestion.

1. What is phonetics?

(a) It is the study of how we write words in Englis

(b) It is the study of how people understand sezgen

(c) It is the study of how many words the Englishduage has.
(d) It is the study of the sounds we make when peak.

2. What are the different types of sounds usedhiglish pronunciation?
(a) Vowel sounds

(b) Diphthong sounds

(c) Consonant sounds

(d) All of the above

What Have You Learnt?
After completing this session, you will be able to

» Describe what pronunciation is.
« Pronounce (speak correctly) simple words used ur gonversations.
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diferdr 118 : MuaRe rfAare

Greeting 3rfareq Reply ik

Good morning everybody! | sa¥q! Good morning, Ma’ am! | 9H& HY

Good morning, Sir! T—Pﬂﬁl | Good morning, AT 9T Bl T
everyone!

Hello Sir. How are you? H’Hﬁ ¥ | Y Very well. Thank you! ERNRCE) g=yqre |

3 o are you? A B 7

How are you Tina? a_rﬂ %T—ﬁ ‘5>[ I’ m doing well. How 'ﬁ[ 3]-_53)[ §| N 39
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Figure 1.16: Introducing Yourself
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93 9 : U B 1 (Asking Questionsl)
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Figure 1.21: Questions and
Information
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Figure 1.23: Close-ended
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KEIL Glossary

Ted a1 Auxiliary verbs:  JAfRTT TTMGRY, O I9I IR F9ICI @ Tdd dedd &
0 v 4@ 51 & W IW & A drell fhAr| B @A IR G @l A
T s g g

'\ﬂ'\q‘ﬁCoherent: NUERCKIN G Cl fovg ¥ wefd|
WCommunicationiWWWWW@%’Q?[HT?[@WWH%
CICASIBCINIIEINCAGI

e Concise : IR I&I BT STINT HAT 3R Dol dgl dedl, forad! aegddl &,
afoRad 781 |

3N Concrete¥eId K] MR TT BT SUTANT HRAT|

&Y Courteous: THT, ﬁTWH,3FTﬁ§W fa |

frfSE™® Exclamation: 3THd 9T A1 feWol oead, Wra+ A1 <€ Fdd Rl
?ﬂ:@ quild Instead: Uh fdpcy @& Wy f[ Th I famed |

IS I8 Modal Verbs: I 3= TERIG fhat & O ‘&N Adhd 8, 8 Fhdl 3N aIy |
TR B Modify: [l e # a7 A1 ARl 9qemd &R |

IRTeTaST: dlcil S dTell 99T @ 379 91 (&l & 3feldl) e, X, WK, NS |

&I Posture: ?9i§ Eﬁfi do9 AT M P W INR P Rfd|

WG UK Precise wordscld, T SUYd Ve |

e - fows # g, 9ol a1 A H dfd guE T

fafre o : Ry, w8 M)

A : b Ul SE el M g A1 9918 ol © |

e : e T W et @ Rafy ar A @1 aofF a2

CILI

I3 1 GaR @1 4RI

*  https://bit. 1y/2yrCswn

e https://bit. ly/2GPRn8A

Session 4: Writing Skills 1 - Parts Of Speech

e http://www. thepunctuationguide. com/top—ten. html

e https://bit.ly/2ImnVUS

Session 5: Writing Skills2 - Sentences

e https://bit. ly/2EepS38

Session 6: Pronunciation Basics
*  https://bit. 1ly/1HkctUu

T3 7 : JareT AR IR

- https://www. thoughtco. com/greeting—people—inenglish-1212039

- https://reallifeglobal. com/23-different-ways—greetsomeone—english/
H 8 : AU N H I

- https://bit. ly/2H3U ML

A 9 0 YR YOl 1

- http://www. englishlearnsite. com/grammar/wh—questions/

- https://bit. 1y/2TklgeA
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BT HRAT IHd & | SRRV & foy, ORm (o 3.20 & <ifar T 2, AR v Hifad Suawor

317dT BEAI €, 99 8H U UIITH 3R v 8, I8 Alex W YeRId 81T 2) I8 99 AiiedR
@ AEIH ¥ AT ST 8 S DIl @7 AR’ W YERid dRal 8 | GiiediR & 9 g fd)
B BT Tal & |

faF 320 : &SIV v @geqqv

feoddl 1 Prgey H HaW #EcaqUl WIUCHR BT & W RiweH (ofiva) | I8 AidcdR, S
ISR TWIC IRA 8 A AT © 3R Ig I P HRAT YH IR <l ©| Ig AR W
SWHClU P USRI XAl B | oluc SR S¥hciy H Hay Af¥d IWNT 6y M arel 69
SATRIST Red €, Y (O form 321 # <9 T ), Agshraive fdsiat aik ¥ aive |

HEA9DE=pD 3N &
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ArTgel SRl | Al SfefeT Red Bid €, W $9@ BaeHl & |ale H 9l avd @ | B
AaIsd JIRIST R &, Tel JMaied iR TLTal Ui (O o 3.22 # <=ITm 797 %) |

Tl BRI YA, SR JI9ord, 19, 3fithe ged anife A1 AifedaR YRIm= & ol U (e

-

BRI B B |

’h._
!-

a7 322 ¢ HGET VSIS e

IR Bl WIS PRl

a8 WGHR S B A8 U WG Ygel o1 MM B 2 qT BN WG A0S [Ua Sff A9 A FE
fh 3T RA I BH q@ II ? ARG, W AHIG: MU FB o SR B IR AT o
ARH X1 ¥ UTSl TR BT | T UBR ¥ W4 U S o1 [ 3ifF o o &, wiver «
ST UTe $/ & oY AR B W Ugel, I8 HY SMURYd YR/ BaRIA ol © |

Y WIE HRA B [o7y, WY W WIS e 341Y | 399 fdel i Red 're &«
3R Ay W fders swhey JaRid 8rm|

A 323 vF dgev &I Hed
9
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HRI WIE M W Fwfed 89 arel o orl

= TER ¥ S Rag oiF fhar SaT @ 1dr uR 98 SO O §, HReR W 8 Ud
IRy TR W o & R I ({engeiv) (@Rie $7e /seye yumell) dEl S € |

IR Ugel Heh—c¥ ARl & | Ife Heh o I8 SNl & [ RieeH 31 &, al ara iRfeT
RiecH Jdrs o | 39@T 31 § [ HRIe] @l QRIS Rived, ITER0 & foy g9, o
TG | YT o @ fory IR B |

faF 324 : Al 7 wgT—-37
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ST IR ©, AP Afdd Bl 3T Tl /30
TTSel B & | I8 GAREd A & 1%5 & 3 BT B | é@sﬂqqﬂrmcﬂﬁmaﬁ@ﬁ

ST AT (Y AR SMES! IR UGS &1 eIl § HRYS § Al ol g (ofon o 324
TR AT 7), BFISR WAl § 6 MY Ud A¥gd @fdd g SR e wrger d Syad
URAeeEl R BRI G- Bl AFAN Y SR ¢ | 9d TP dR A9 3T R /T R o &,
ISP A ®Y W AT ST AT WIg AST BRAT BN b Dl T IS BRI 7 <9
T |

R 925 792 4 HgT-57

PRI TS HREAT

SR I 3R “RIFeH” R focd dRa AR $0G 91 TS W fdoqd o MU ¢ H FRYCR
Pl TS PR T ¢ | ol & fod 325 # <o TAT 2| 99 MY U™ 92 W foea
R T, AT RIecH 1 TlideHl & 98 R <7 3R HRIe] 48 &1 QT |

PIES BT STANT

(\

K| W sYC fEargd & oM $RYeY H CRe, TN 3R FHIS o & [o1g SYANT (e el
% fo5 ferr 3.26 # Tt AT B |
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B DIy

TH 1 ¥ Th 12 del ol $IGT bl BRI ) D8] Il ¢ | Y g5 [ARME Bl & fofy SuIIT
BRI | SFAT—AST URITHI BATAR b BRI =141 & Fhdl & | U 1 ‘Bl BT R o
ARHTE T H T YU @ olU TERIAl ol | §B Dlaled H B Bl B HH & Al ¢ |

faT 326 : aﬁa?#a%vﬁv

Bl DI

BY Dia ol [ B ( CTLR), RS, WHIR, 3ffee (Alt), $F @i ( Caps Lock), 3R <q
(Tab) AR Hgld @I €, W B9 AR 'l W ST B W 8, ST MR R 999 Frd
BT 2 |

TeX Bl

AT O BRI TN TR T ¢ 9D JS & AR W, T9 ‘' W TR (Enter) 3@l Res
(Return) T oldcl o¥TT &1 AT & | 3T RET ‘@ FT IUIN B Bl I3 ol & IRH H oM
& fog avd g1 B UM H THS ST FAVS Wl AR FYEX W Plg < Giread
TR B foIU MY 39PT ST IR 2 |

$EH JFGUI IR DI DI, ol % Bler (), FHDieE (), F9%a9 71 (?), RiTe eI An
("), 3R B9 I AR (7 ) anfy
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AfeE B

DI, S fd Q?) DI (ArrW Keys) g (Home), S (End), U 3 (Page Up), 3R U SrSA
(Page Down) “IfRIEM @It g | forddl SR @1 HW A1 A=, 91T IR T o I & g g7an
ST f&ar STar g1 89 (Home) 3R TS (End) @IV & CiRe @I g @ fd H Hax @l
qU /TN of O & fow STANT a1 Sar €1 U9 39 (Page Up) 3R UST T8 (Page Down)
@Iy i ST @ ey STANT 1 Wl € |

B DI

o RTC; (Insert) (INS), fSelie (Delete) (DeI) 3R SHE™ (Back Space) BHIS DIl 2|
sﬂézﬁra‘e{maﬁﬁrﬁﬁ%‘ I TR B a3 AR deae foras # W axdl 7| fefle
(Delete) IR SHE™ (Ba k Space) @ TR By T IR, W 3R 3 fawal @1 wAe:
FIR P TS 3R 918 AR 9 gH & oU ST dI Sl & |

faerar @l

TE B TIM R RIS 4 ol 2 |
A1 BT ST Gl

U A&E, ol 6 B 327 H W W2, Uh B WA fearsd & O a0 e dRge”
T TR Al BT SER—SER of o, Rictde oy 3R Wil & oIy ST a- Tad & | 373,
39 T HB T BRE D THBRI od &, Ve A19d BT ST @R (wifed fhar o |edn © |
T3 TeIb I AST TR & folU STel—3TelT RE ¥ FdgR BN | A1 Ta¥H &1 Y4Td
TG @ folU Y87 R 89 BIgd TaIWRR &I STINT I ¢ |

- Right-chick
d__E_.---" 2]

_. \_ g

Click - &Jﬁ

faz 327 . 750
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A AR / R

7B FA I DI T G W W WP A AleR A AR IR A 1 Al 2
g g d TR ¥ Bigd W oI 8, a I8 S99 Bl Bl AR
28 ¥ fewrr mar B

|=1 Digital Signature
E English Marks Class XII

- 5 —
Hindi Marks ¢ OpenDocurment Spreadshest
I Marks Class 3 Englich Marks Class XiLods
W Mestings Pankaj

. 7-04-2016 12-46:17
- Restrict 27-0d- 2016 1245

= Restrict Acces?

27 328 Wa v

]
8|
o 7

10958

Uige R fodd &

SI9 MY AT Bl MU S W o O ®, O VP Ulge] SMUDl WhF W FEE ®U W
Tl 2| WS MBI BT W UF AECH & T G & AN <1 &1 W9 37U
fefl faoy wIse W fdded @xa € O I- T 320 H femwmm mm g

E Dhgital Signature

(=] English Marks Class X1
[ Hindi Marks Class X!
I=) Marks Class i

¥ Mertings

T Restrict Access try

a7 329 . @ige v [Faw @

IR BT (FT)

Bl RIFART = @ foll, MU 37 s HA @ awaadar g, iR iR
P TAY YGd Y 3MgCH @ @ I WM W o Y| 3AgeA I Y I
@ 9IS, AU HOW dcd BISd &1 W $T US $U HE W &) W9 U
Blsd URIRRR § Uh Blsd & ST & 8, df MY 39 JaAM ©F 9 33T Fdhd 8
AR T Tdh Y WM W Bl§ Tdd & el AT 77 330 § @ MW AR A8H B

Bled ¢ |

(5 Mg & Signetise

{=] Eriah Marks Clees X
[ Wit laskn Clows 201
I=] Marics Class 304

Lol o B

= Parstricd durwri b

7 330 - @?Wgﬁ’waﬁ‘? BIgT (S7Y)
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9 fddd
TOdT I 2 b 9% ASY 9 B Woal ¥ T IR fddd | 99 & BISdA MSHA
W SIA-ddd IRA ©, A Ig Bl @ Wil o |

TR SreITe
I g9 Uio Ef% f(}’l-q http://www. psscive. ac. in/ Employability_Skills.html EB \—,.rﬁq g_(ﬂ-f(a-rp:[

Aiggel ATl faw@rd” A MAfMREAT $A d Gfadr JeM &1 | 39 Aieddl H SWIad 9yl &
forg qifeT qorm S—HFH T A A T B IRl @ oy fogd aee © |

A 3 IR Tfafafy
3R Plare 3R ASYT Bl SUIN dXD <] Y ol dRd 8°

Tfafafer 1

B BT SYAM
TS AT

U9/ URYd, Alcged, BRey
fehan

1. UGS B DI A & AER W FHAE a1 |

2. T BMA PYXR Y® BRIl 8 AR W §9 I o] T B DlAle W Bl (keys)
@ UEAM Fudl g1 UH I BE q9 A9 b Wl B Rl ©, oW Bla, foere,
ST fdeld, o< |

3. BAl gR1 9l AR &1 yeeE &x @ 918, 4 FYR Bl 98 (IC IF) W A |
I BE W@J © AR W 99 W Ul <d g fe @ 9 fGw war oor &R oA
el # R fea o F@d 2

Tfafafer 2

DES BT ST BRAT
maﬁanaww
DY

fshar

. JUY I DI TG D MER W GE I |

. 99 IR H UK U WD AR R TRE USSR &1 T IR Jgg § Th Che
Ufeey @iel | 3T ffeie 99 aR W Hicie <5y oxad R v od gRomm ¥ Hiels
BT I IR [der H Alcts B Wi THd & |
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. UAP BE RE TSy W =ffad seR egy oxar 2] e g @ dlde W
W, o fb fom 331 H O fm o' ok fU MU SRRT iR Wl @ TRy | UH
BE & PRI D 95, F BT SUl GHY Th N XAl 2| 96 BEl Bl Th
AT AT @Ry |

I - T R
S/
R 331 T

/9 @ Ufdd # @R rowasdf; lkjhj; asdfgf; 1kjhj;
Y ufeg § aer: gwerty poiuy trewq yuiop
I

® N rowzxevb nm, . /bvexz. , mn

. 34, YIS BF DEe B ST &Re Ud T <Ay XAl & | ISR & foll, add,
all, ask, sad, gas, dad, lad, had, hall, fall, row, tow, top, out, pot, rot,

wire, tire, type, write, cab, nab, man, can, van, ban. X¥g 3 9fl BE @I
IR BRA BT Al e ARy

g Il
®. 93 fabeu ye

(1) W™T fddd aRAT
(@) T amgdH B ST AR T el

2. W9 Y 9 AR P Bl @M AR UHSd © qdT ASH Dl SER—JER YA &, dl
foa veg @1 SUAN fHar o 87

(®) ®IgeIge B

(@) ST B

(M) Rielde &

(@) @ &

3. YR WIE &R & foy O & & H9 H JaRed o |
(@) @ifF & ¢ Sxpev fowrg < 2
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(@) o wp e 3o @
() TR S Ao (M) I BNl ®
(@) SimfeT RReA g% & &
(8) ddpH WA fowE < ©

g, Y SR dll T
1. o9 q B9 5 YBR B ‘B B BT Bl g By |
2. T AN & Bl Bl qu Py |

3T T Agr?

Ww%wzﬁ%m 3T I8 P H WA BRI

TYX Bl TWIe AR AC TS B |
. TP DS AR e Gt BRI W AR DY (keys) @ UM HRAT
. UG ASE B ST AT |

WA & Y BT |

N/~
~— —— ~—— ~——
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T 6 : Yod BISd JTeH! BT YGUA SRAT (Performing BasicFile Operations)

R & YR DI DY DI JTALIHT

fooedt M Tt (1T erter) ¥ U Ruegd & Udh AT Bfd BT T, o & o 332 o
T AT €, 8T W J 37T ITHINGT H [T T—37elT BTl / Beflalf &l BIgel Y& 2 |
S IR ¥, BRI H Y geldeiid Higal § ®R & 9Kl &, g 3TeN—3ielT Hleeyl 4
T I WAl 2 | Selagitie Wigel &l Y6 980 IR @, difdh g2 S | By, Ryg, W
reran feefie fovar S \ear 2|

BISel 3R Bleey

FIER W WR B T8 W GEAT BiRdl A G G § | ST YBR B wRaAl H
AT—3TEHT YHR & I el 8| TS Bl I U6 B3l AW fodm Sl 8 3R wiget 3
TRICYM BT B, i BIScll @ YR B AT 2| (Brgel B M R B 49 TaIeyH Bl
IRTE Jferar Sfe’ BT IWINT HR (el {haT S ol &) ISRV & [y, T SlagHe
(ISR, WT’T T W) FeUS (Notepad) (ARIRY CHRE Wigel 49 &1 Uh YHR B HRYCY
TAIDIM) BT SYANT IR §918 Ol @ df 360dT TaRICY, txt 8T | 399 39 UHR 41 § ol

.doc, xps 3MfS | 3HGT BIScT B! TGICIT AHRIGAT .mp3 81T 8| T Blesy a8 I 2l 2
el W $g BTl I T T TR fha1 S el € |

PISd §9H1 (g, # TRe YfeeR &1 START aN)

9 U BTAT g, $E H 3l &, Al 18T I AFSN ol fd A4, U, B FoR QTR B
& forg fR1eTeh FEX W TP B3l I & | M3, 3 8° Jgre, H CHRE USTR &1 STANT IR
U BIgel &1 & |
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. TR TR GleM & fory, 9d SfAaT 91 # (editor) TIRY B | 3D 915 cRe UfeeR
Ay W fdered &3 oier fod 3.33 H <21 7 & | 399 U @lell SragHe ol g | faet
T 17 Aicte Wid 9hd © 3R CRe § Tgy o) Iad ¢ |

DR OoOme:;

foF 333 . e UlSeY @ier faF 334 - T Ufeey

. g AU TET fAan), ufdd TR, 92 fcell TH @ 7856453451 W TRE Wil Add ¢ |

. B B UT (Save) XA B foU Wa W fidd W ST 9@ b BT H W@,
SXHEd Hleek H g0l @, 8T & WU H AW Ty N AR fuF 335 H fowrw
IR Wd W fdas o |

-
i
E

B

B

L

9
]

faT 335 : WWW
TRIRTS 3T

YU g4d Ulo _C% ﬁ"l-q http://www. psscive. ac. in/ Employability_Skills. html EB \—,.rﬁ-q g_a-f(a-m:[

diegd Mmudl fe@mex 3 AR &)+ @ gider yaH ol | 39 Hdiegd # SWiad vl &
forg ST TR S—HFH T A A T B IRl @ oy fogd aee © |
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A B IR ity
39 fav9 & fo1g S—ifoT ure # YRS JifedT <@ @ 916, 3MUS! I8 S Aecaqol @l
g [ YR H WEel DY WR DI A 27

Tfafafer 1

U6 Wi gAY

NATH AT

U/ U, Aiegs, HReR

fhar ST &1 2 39 W ufafear |
. o9 ¥ ggg W Aicle ¥ w cae Ui W@l |
. fARU TR W O TH B B foru

ST W Bl AT BN |

TAe BE A9 fu T gidhe B I BNl g

CTRL+z undo CTRL+c copy

CTRL+y redo CTRL+v paste ﬁ — P
CTRL+a select all CTRL+p print :
CTRL+x cut CTRL+s save ™ -

UECll T8 S ORI W UF U yBdl © (O, CTRL+Z @1 &xal &7 a1 &l & forg
che 7T 8) |

1. B @ W I o fou Fefaied § 4 fod dficee ‘@ &1 ISR fdar
77 WE SR W fea @ |

(@) ctrl +C

(@) ctrl +P

(W ctrl +V

(=) Cctrl + X

2. 91 # A @9 W1 Aicts BIsd @ folU Udh 99 Bl TaAeyH 2?7 I8l SR W
fem o |
(@) . jpg
(@) . doc

140



(M) . text
) . txt

@szﬁmmm?ﬁ' (key)wwwg?ww W %25 aﬁ|
@) Ctrl+X
) Ctrl+C
) Ctrl+z
H) Ctrl+T

M T Har?

M ET D G BN & 918, MY g B H G sl

. PR BRA IR Bleedl & T DI UGHRIT BT

. TH RS VSR H T -8 B Wlell, AR 25U a1 3R BIgd Bl 0d BT |

~TAT W —
o

—~
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W4 7 : FaR 3R AeaidT — FexAe bl el gd (Communication and Networking

Basics d)hternet)

govie faIW R & el & Ud fa9ral -cdd & | §eeic & SUANT &I MY deedige dd W
9 Ul H R ol W a3 U R G © | 30 HRYS Se¥C W WS IR MU U |
B IR THA § |

AT 3AMUBT HFYCX Fexic W Sl &, MU $T Fhdl & (d IUD] FRYR Al & | Fevie
¥ @1 TN a%, AT 980 W AMGN U ax Fahd 8, Wl N 39 W Sude §| TE
SHHRI Th 81 dlgsNl /R 889 § R @ o[l 8, NN des a3 99 (www) 3rdT 99
(web) @& ST | I8 fAf=T d913cd &1 9T &, oY 3% <¥ 9dd g, Ife MY gexe 9
IS | FB TRIE, qdI 7@, JHS U, TU DI ARG, TGS I RARK =, 31T B g
PR B oIy T 9IGAT Bletol el & o1y T MY 9 JauIgcH Bl SUANT ax | & |

3T Bl SUANT

aiferar 36 # Ry MU &
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qIfeTT 3.6 : STXC Bl THFRI SN

I @IoT - 30 el & W AR 158 TAGN : AT §eeic W Sl ol

Gaogle U I A1 SR I Gl qad l;ﬁt?}ﬁ foh Gl gerdglivih MM Bl TS
T W 99 R @ s, fw| T ek @ W g e fefred
e I8 Rolee @), fodl Hav, YA el S dfelc, $—dfe
fhrc #a Jrar gAE@ fdeRo @ T WA U WIRSE Fle Y D]
P TR | [TA o) TEd B |

., | SR gfeT Mg @ feac,
g, Tl e | gied, 99 /51 /%H e @ fead
TR THA ¢ | 3 18T % BN THd ¢ |

&
g/mlé
f:
&

" | 399 3R AfET : 3w Sfwar ek AT T : 3D TS
Fh, | wom @ R @ ot @ ao| BB | @ svow & @ 6 ¢ A g @
TR Fhd & I WY AW Ahd ' foly ®I o rell 21 oY S9 favg W
g1 3 o g @ gevic @ B B Ghd & Fdr e IR H
qeFH A Wl 8, §B Hobed ¥ &l I 3R 3MF T AT 2 |
fvg & fdl &1 W17 ¥ e W
g SR & fog Si-Hd el

|
:
5
o
:

i Sfth T / TASUHC! / STRESITH 7
qHd 8| SSERYT @ oIy, & oo o s@se o1 AR Ia
3R feaex | PR Hd & YA b T W TN
T § T YR B Fahd g |

i

3

=
i3
gﬁ/
455

:

gowic 0 Brge Bel

el & fe 337 A fe@mn T ® Sevle W OGS @ (oY, UG JMARISAT ©
(®) ve fSarsd, SR [ HRR, oue™ I AewEd |

(@) & FRE fSaed, s, v deH |

U® Fexdc Wal Yl (AMEuddl) SeMfd el HUHl Wl WIF oflsdl AT Udh  drRer™

qcdd BT SUINT PRd Sex-c dHfdeidel YoM Xl © |
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’P‘hu-nt line splittar
y
Modem

Computer

Phone

7 337 : gevie @ wied

PR B TBR

(@) I¥S FARM : 99 AR FYKR AR $ IWNA G gevic ¥ el il @, dl 39
IS P HEl ol & (O f6 fuF 338 # O femmm o ®) & fRAe ded
EeTic ¥ @idc B @ foly SWN &I AW dlell b)) B ST AleH ¥ dride
HE B U RGO BIF AR BT STANT IR AT A Pride el © |

(@) IARCN B : AT AT B B AR AGd B SWN IS FeIT
FIde PR Thd & ol b T 3380 # fowmr wn g due @ fEf off dea
STINT fRd AleH 9 Hdc X1 & folU dRRe $exdc dls &l JAa%Idhdl Bl g |

S o
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wireless
connection

(t

Laptop e

a7 3387 : RV FHFTT

Jefagy

defaey so1 @ 71 & oW Ue RTd W # te dede W URG R o1 dadr g
defisy @ WM @ foU, 89 U& UISY @1 SO’V od & U6 USU W g8 dlel Ul
Pl WA gD A W PR el 1 S e, UGt Tead fhdT Ser W AT A
qHA €, 39D defdey W R axar ) fefvea feaga & #me ¥ defogy om dR
R faca ufa des (ddivw) a1 dged ufd d@s iR U@ Ay @ Amd | defisy
gfd Wps A o (H) ¥ Jad @ W 2

fdcq Ufd ¥de & Wed H Wcdd (Sevic ARd) W STl SRR T @I O BT ST
gl

1 3aGE (bl a5y Ui ddhs) = 1000 d15cH U Hbs

1 wHdIdITd (W7 918cd Ufd dds) = 1000 fdell d8cH Ufd Ade

1 SlEgE (T arsed ufd debs) = 1,000 W 913CH Uid Hdhs

ge¥Ie FNR

faf= Jeegel W TGN @A & oy, 3Pl $eic FIPuR & JATEeISA 8| $e¥e
S9OR 3MUS BT AT e W Th Telldde I U6 AUCRR URTH & Sl el
faf= dgargel W WM # Heq Rl &1 FSUR & HO SaexVl [ HIE, ATl
BRRGBIRN AR gexie TRWIRR 2 |
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(@) TEER @ [y @ (FF) e - 3o W AMeN @M @ fog A g g
TN BT BN |

Ud FexIc FTSoR Wi, ol fo ford 340 # o wm B

. W@ dfed ¥ 98 fiwy ford, O g e aed 8 3R U’ @ e

- 7
l" e iy X i
e v wu )
" More protection,
icipendeicn dar b by - Lezhos's Resms ,..::,,...,....;L_..‘.. The most pfh,r'.aqi:
e, i B “nly from Firefox.
e . e L]
Wednesday, August 5 4| i
It Doy 1l 15 Mgt 076 Zatans a " :
= L ey
a7 340 - WWW [T 341 : J4T H BRR®IA

. JAWYS THGN dd @ie Rem yefd fhu o |
. YgC H, BRRGIAY Al S8R & Tl AR THeNl B FE B b oy 9 3,
41 7 fREw MU vy ¥ BRRG Aged W fddd B |

TRIAT® SrI
JYUh g4d Ulo _Cf} T%N http://www. psscive. ac. in/ Employability_Skills.html Ef% Tﬂﬁq g 3@1-'—;[

degd Mmudl fe@mex 3 fifafRr &R+ @1 gfder yeM o | 39 degd H SWied vl &
forg i o - v A & e g TRk @ R g s €

A & URfe Tfafafy
9 vy & forv -3t ure § yRfe qifed <@ & a1g, - ford & amual @& o
g & ugdl ofdd & U Suae AeRAl B R H wi| WFeRl el o

Tfafafer 1
goxde BT SN
NS AT
W/ Ufd, Aedd

gfcham
. SUAE BRI D & b AUR W TR I |
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. 3R @ A ST W @l B W e S SUAN axdl § 3R Ud gewc
FARM B ST axd G0 I8 A1 xRl | dqdI g B 39 W ufafhar <
ey fb R I8 WEl 7 AR R G| b GYE WAWGD] el b o0 TH YR

HRT 2| BF A <)

3T Il
®. 9g fadey weA

1. 3eTIC ¥ e @ o, PR Bl oo

(®) e AN
(@) gexie anfdear

(1) gexe HaT WSTdl

(®)

(@) PR TeaD BT HIT

(M) foell PRI H HYSR B Acad
(@) SR & J FIT oI

g, @Y W el Y
1, 3SUIC & SN W Teh e Aie fod |

3T FAT HET?

3 FF D G BN P 915, MY g B H GEH gl
. 3CC W GNP SHGN |

. 3ce @ fafie ST @ UM el
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WA 8 : WaR 3R wedidT — gexre ST (Communication and Networking —

| nternet Browsing)

Joe dIg€ 9

Ios IBE 99 (SUSRYST) A Bad 99 AMGN @ Udh fure §Ig ¥ oo f6 R
342 H UleHd wU W @ w2 ¥ fod ey T IRWIRT BrRAl B U6
foenet 7eg@ 8, W gFRT R & PR W A by MY E, o AR UeR @ fawl &
THGR & W Th SR YA UG IR GHA ©) 39 UGR, Ig U G @ ®U H
dd PRAT & s Tegd 9 YR GEGN BT ST AT AT BR God g |

® ¢
[aF 342 . 308 qgE A9 (Seyexgesy) B FABIHE FlarEa

. Th ol
- U EISSN
J9 ISR R 99 TSl & 4 GI ARG A B U T gomTel!

U $YR W AGE TP SIRHC § Gl sexic I el &l ddbel 99 U
U H U6 R & Td O UF SRl Usd / AlbIE Bl 2] g foel
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