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Instead of using CHKDSK, try using SCANDISKE. SCANDISKE can reliably detect
and fix a much wider range of disk problems. For more information,
type HELP SCANDISK from the command prompt.
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This tutorial is based on
using the Menus, not the
floating palettes. If you are
more comfortable with the
floating palettes, by all means
use them.

Creating a
Newsletter

Here are some tips on
creating a newsletter.

A side from basic Word
Skills there are a few
things you need to
known. they are: using
headers, using columns,
inserting graphics and
putting borders around
text and graphics.

The Header

You will find the header in the
view Menu. Click on View
and drag to Header and
Footer. It will instantly put you
in the header or you can scroll
to the Footer. You can use all
the standard word formatting
option and also insert graphics
and put a boarder around| v+~

the text.
L J

Columns

You can add Columns
easily to your newsletter.
You will find this option

in the Format Menu.

1. Click on Format and
drag to Columns.

2. Choose one of the
presets (One, Two,
Three, Left, Right).

3. Click on the Line
Between option if you
want a line between the
columns.

4. Experiment with other

options.

Borders and
Shading

You can apply a boarder to
selected text and/or the whole
Page. You can also apply some
Shading or color behind

text.

To apply a boarder to whole
document:
1. Click on Format drag
to boarder and shading.
2. Click on the page
Boarder Tab
3. Choose your setting.
style, Color, Width etc.
4. Click OK.
5. Experiment with other
options.

Applying a
Border

to Text

1. Hi-light the text you
want the border around.

2. Click on Format, drag
to Boarders and
Shading.

4.

5.

1

the N

3.

Click on the Bord'ef:rs‘I
Tab

Choose your Setting,
Style, Color, Width etc.
Click OK.

Experiment with other
options.

Applying a
Border
to a Picture

Insert the picture
Turn on the text wrap
Click on the picture
(you should see
handles)

Click on the Format
Menu . Drag to
Picture or Object
Click on the colors
and Lines tab .
Select a Color,
Dashed, Size and
Weight.

Experiment with other
options.
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Columns for Calculation Criterion

Medical Allowance (MA) 15% of Basic Salary

Conveyance Allowance (CA)| 22.5% of Basic Salary

House Rent (HR) 40% of Basic Salary
Gross Salary Sum of Basic Pay, MA, CA, HR
Income Tax 7.5% of Gross Salary

Net Salary Amount after deduction of Income Tax
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Basic Terms of Web Development 2)as! $3ked 1> Sduad 93 w9 m

Ao il bl 5 i a3 s S (5 303) sl 2 il SV O Sl
Dino—iebdl Jasn Sn . B shis 25 s Jlonial S G 5 Cicad 53y e e S35
-@Té”ﬁwgwﬁ L5 ¢ Back and Server units s pw il e e w‘_,,.e,..,l

ey oz p>iasl 6.1.1

Word Wide Web (Www) wugudlgdlyg (i)

300 5205500 p S a3 Sy S s S sb e (S s dls il
.@T}A&éﬁbﬁ@b\)&ﬁéﬂ)éujfu‘,bﬁa@‘i
web page grdacwg (i)

gD lail S 5580 pens 5 A 545 a(Document)iues sl JSI_sHTML s

website Cuilweag  (iii)

P b (IMAGES 3 —Sc (TEXT) o g (pior B 55 sarna 33 (0 i s asilnanss
S s 555 Joo b Sl 5Bl s 2 SURL - 8T 105 58 3 9 50 L3 on ko Sbsccn sl shaa

o3 75 350 o ol SV s e 5 5lan Y ol phae 5315, S 3l
Google.Uwﬁ.ﬂé)&blmljﬁ;,g’YbﬁW”_.asééﬁ)s#wJﬂ
.ol 2355l ey ole Safari Chrome, MozillaFirefox
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Web Browser )jgilpedg  (iv)

S R-VE W WE TR U JE WEE WRRN. U WOTPR P JTOT
Uniform Resource Locator (URL) yuSgl wgu)@ylddigd (V)
o8T Joli 52 4 sl (http: wwiwi. goOgle. COm) e T 55 58 5 92 20,3 5 I(URL) 52l

(nttp://) A shd Jlaminl Y5 15 Joolo S50 20,3 s (Protocol) JsSs55 2 @
TheLocation Of Server(www.google.com) w2 o5 @

Search Engine jyxiizm  (vi)

Sl B 58 o shas S 505 Jlonial s AT U5 S8V LSl s 50l YSE
81 2l g 5 5420BiNg £ Google, Yahoo.
Homepage zupgd  (vii)

b oSSy ye Al s S 5 2 d—wo(LandingPage) S o g o5
(Pl S o5 b o 5 Sl s ) 5]
(web hosting) Slugd ey  (viii)

P S e ol saS ESlucns S dsdcns oun Bl s g 3pl S K p s

(Web Server) ygpuicwy  (iv)

TS I S PUIPS PN FEWPTLIVE W PIC. WISV WER B PURE =V Sy Sey
Y PRI VRS
(Types of website) gud (> Cuilwowy 6.1.2

Single Access 2 wla phas S o3l iy yoms ls,,a%,aT&;Lﬂst.aJﬁJx :(Portal) 43)33
.gaTs;A;slgg.oPoint
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o5 Jol g p5,b 2 HTML

S ol sl il Y g abpns @

0,5 ol gomew o, ~HTML Tags
gjsglgw@@algéal,g@HTML document ¢

)l g> HTML m
HypertextMark up Language @;,S;,,J%ls)uwjgu@Tq@ﬁHTML
Hypertext Markup Language @ﬂdgté)h Cué.;u,‘uw 6.2.1

23 5 2l Lo s 2 )3 5 i 5w AT s Jlonial ¥ 1580 o o sHTML
PR IC =R IR | 51 Soen Lo (Pl I S5l o s abn N s Sl T ks
52U sl seStructured s’)!‘.é)l,oqsu“)ssf,(Headings,paragraphs,Links,BIok,Quotes and other Medias ) bk
355 oV 5 Jols S0 g 8K e B3I 8 St U Somio a2 Bl Nl 3 s
-5 Pattributese Tag&“ﬁ‘;m@ua&byb;ﬁlﬁﬁ(smple Code Structures) 2 sl
ol ¥ (A0 gxdio g @ Jul ol A 3l 6.2.2

Steps Involved in Creating Web Page in Html

A Sl ableas SNyl ploll ol 5ol smio ey 3l S g Jlarzul SHTML
-@Tgﬁxﬁ—wﬂ@uﬁ'ﬁv‘wéﬁﬁﬁuolﬂoﬁe&-&ﬁ'@&'
Text Editor ylu Cusu 10 (94 s

HTML £ 520 smio s )éab)fﬁg,b@taﬁbgb/ﬁﬂ.\ih Q:”;%g A 2 (PR
5 S g Jlonial S bl ans 3 gl g3 d o 6 ¥ Y S 5 2C0ding
.ﬂé’ﬁHTML@ﬂ”ﬁ'w :p-\ﬁw

<html>
<head>
<title>My Website</title>
</head>
<body>
Welcome to my first web page.
</body>
</html>
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(tmi/html) S J56 505 b sioma 3 sl s S A o). 50 S0 SIS SSave s 525 0 s JSU
98 by 5 ybpcnssbou S enss Jb ol glul 5 0l a1 3 piitussy|

View HTML page as browser :g.3 [,533;

53] Sl S e s 25 55l s 5 55 JSU S By 55 551 s U 2 i

3 saz 53 S HTML
|I:E| | B My website w P R |
O @ B fileyCfexnnmple haml ¥ = f

|
Welcome to miy first web page.

HTMLTags 6.2.3

Qlﬁs‘;)«.{‘“j&;ﬁn‘,él.}&ﬁgb'rm&;bl.MTE‘S.}A&;‘Q‘;&J&@@HTMLWQHTML
S Jol—i(attributes) o st _pol S 42 (<>) Bl ] JS 5 2 S5 s S5 Al 8T s L
.@Tj»ﬁﬁalgowé&,ﬁHTMLéA.li’wSca)qu%g@;@sﬁS)

Simple Tag: <tag-name>content</tag-name>

Tagwith Attribute: <tag-name attribute-name= “attribute value”>content</tag-name

PESES NEU. OIS TU LGP RPN SE S SE P LA PRSRPAE W PHP T P L JROIEAC RN
5 bl Bl g hi b )5 5 2 KB aliis S fterad S il ol Sl 555 265 A s 5SS
(Pl GH 5353 5 2SS 5B a5 i A 305 K3 I e 38 bl ol S
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S ldag Lo
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PHTML 350 s e 5 55 o 2 smmdabrn 2255 Sl Jlasial 2 HTML 5811 ¢ 1 poCTYPE
S s illaog s MEML>
235 Lo SIS <HTML > ¢ Bl 0 Lu KIS <HTML s soSI3HTML |y

<html>

G
Pl 3558 58 gozmn g 185 o) 5 S el N @l plas 5315 as 5l head
<head>

A £ g<title >,<meta>,< style>,<script > i

(Pl 998 pzs < /body> ¢ <body > 235050 2wy <body>

Mede SO 6.3.1
Colag L4
RN T [EN RN RPN PRI 2 SN R R FEPoes SIOUPIE Sk Y
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c>lag
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O o s e g2l BT shi BB oS 2 SIS e s 52

<p>
@TJMswlzﬁqﬁ@ﬁhfl@w%@T:M@ﬂ i
< P> 5525 b0l Y i (S 30 Skl g b S S Y ol <brs
55 el 2 55 SIS a8 31
B3G5 poma 2 e 02l S S bl 5l oo Sus o) bl g 5ol <hr>

.‘_“;hT).\;.”ﬁJWIgY

Sid 6.3.3

o

> lag

%

.

oS’ S <h> (11,02,13,hd, h5, h6) AT sl alls S 3 (w2 HTML ol
‘@Té”ﬁ&r\r”g‘molfgiﬁ<h6>ﬁ¢Té»,,&Mg~%

<h1> - <h6>

Syl Gl 6.3.4

WL IPY) L4
oAl 1 Jlasczad s Underline 5 o0l ¢ italicize s 35bold el S & I >,  <i>,
<u>
g&abﬁgﬁ|J)ﬁ|wa¢T;&§JW|ﬁb)l&?&-«b-;&ﬁa,ﬁ«-f'ﬁ'
33558 ULy o w3 55 Nt ol e 2T 5 U3 ol o Y g el <pre>
2l
ol s b (SSS b A sk Sl 35,803 55l IS o eols »
&BQQU&JMJJﬁlﬁlé@lﬁggu@%&)(g@ﬁgﬂgf_ugab <font>
Bl 90 8 Jloxiu
A3 b AT s Jlonial 38, S Bl o pmns S oo 2l
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Pl s 0lies 2 baseling soue 2T 5 K03 S cnsS ey ol e ol

B My Website X
< O R @ filey/Crexamplehtml * r L 8 -

Evolution of Computer

The computers which we see today are modemn shape of computers which has been evolved in centuries. The evolution of computers is generally divided in
three era.

Mechanical Era (Dark Age)

Men has been trying to invent machines that can solve mathematical problems. In mechanical era, human became successful to make simple machine that
can help performing simple arithmetic operation, in other words computing. These machines were manually operated since the electricity was not invented.
Some of the important machine of this era are:

Abacus, Napier's bones (1612 AD), Slide Rule (1622 AD), etc.

- <sub>
2l saed 9h0 e bl
ouﬁjjﬁ@ﬂg)b&dbﬁfl‘ﬁﬁ@')Mﬁ)&ask—wﬁ“ﬁﬁﬂg"
- ) 7 7 <sup>
E=mc . JUo. pl g 98 gd0 55l 2 oo o] 54550
Jte
<html>
<head>
<title>My Website</title>
</head>
<body>
<h1>Evolution of Computer</hl>
<p>The computers which we see today are modern shape of com
puters which has been evolved in centuries. The evolution of comput
ers is generally divided in three eras.</p>
<h2>Mechanical Era (Dark Age)</h2>
<p>
Men has been trying to invent machines that can solve
athematical problems. In mechanical era, human became successful to
make simple machine that can help performing simple arithmetic ope
ration, in other words computing. These machines were manually oper
ated since the electricity was not invented.
<br>
<b>Some of the important machine of this era are: </b>
<br>
<i>Abacus, Napier's bones (1612 AD), Slide Rule (1622 A
D), etc.</i>
</p>
</body>
</html>
: G Syl
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Cud 3y 6.4.1

<Ul> (S ol AT g 98 Ao sat a5 5 g i Bl (59550 Ed el SR Emd 33,1
e s—ad 25550 s Al s ALl SS<it> S a3l p i B s Bl K3

~

: & Gy : Jb
B MyWebsis 1 [ - B % 11 <h5>Commonly used components of
(o & w/Cyexampletml X e Microsoft Office</h5>
<ul>
Commonly used components of Microsoft Office <1i>Word< / 1is
* Word <li>Excel</1i>
* Excel <li>PowerPoint</1i>
+ PowerPoint 1i>A /1i
Sy <li>Access</1i>
</ul>

Cuad yyl  6.4.2

2 gz BT g Jlomial 5 0l ol 8 T (ki 1S3 Ed 2 it e By 5353
<015 Solobols 24 S5 5,6 sl 2ol YU o3 S Lo 2 65 o o S 2 (05)

S{WRYONCE TOR TP TS PN S PO gk g SR— R~ BY P JTOUPROPI JVE gl R
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oﬁlwgu?ﬁj-w?JJJ’.JJﬁéjwlﬁ%ﬁﬁwéﬁﬁwQOVW@@o'éw?)?)T
NES 5 P s o g2 s aba i S p38l 5] s 5 et 8, U ol s 2l s S

.ugT,A;ﬁJLgmul
: Gy Ogl : Jla
B3 Mywebsite X |+ = B X 1| ¢h5>Steps to create HTML file </
[ £ filey//Crenample his e o || h5>
<ol>
g <li>Text Editor</1i>
1. Text Editor <li>New File</1li>
2. New File <1i>HTML codes</1i>
3. HTML codes . .
4. Sk Ml <li>Save as .html</1li>
</ul>

Cad (it posd 6.4.3

ol Sls s sl bl o JJ . Al shiliy o s il ol i e (2 oy
%gg|ﬁcm|:@T;Mﬁwﬁoﬁm%ﬁﬁ|é&ﬁﬁwﬁng)wob&;< dt>%;

(o) o

o_:..pb...u.;‘_;bb.u.u_”b,blbgb< dd>égg&gglﬁgTﬁjl&3gu&ﬁ< dt>éc)lb.al
S35 b oty sy b 38l 8 S S0 sh0 5 5350 ol L S sl S g
B S bol

<dl>

<dt>Operating System</dt>

<dd>An Operating System is software which performs all the basic
tasks like boots the computer, file management, memory management,
process management, and controlling peripheral devices such as hard
disk, printer, etc.</dd>
</d1l>
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[} *EI = My Website

O @

Operating System

-

file:///C:fexample. html

Xl w =g

| = L =

An Operating System is software which performs all the basic tasks like boots the
computer, file management, memory management, process management, and
controlling peripheral devices such as hard disk, printer, etc.

i il 6.4.4

LSJbUPQfTWL’ﬁA'b‘bg;’OIng’MJﬁJﬁQ;@ @M&lﬁk{ﬁ@'HTML
B oo e S oad S8V ol sl g b 563 53 5551 oy - b iy (S ol r S cli> e

: Ca Oyl : Jia
Dl = = B X ||th5>Guided Media</hs>
&, o fileyf/Clexampleh i <ul>
<1li>Twisted Pair Cable
Guided Medis <ul>
+ Twisted Pair Cable <li>Unshielded Twisted Pair</1i>
¢ Unshielded Twisted Pair <li>Shielded Twisted Pair</li>
= Shielded Twisted Pair 1
+ Coaxial Cable </ul>
+ Fiber Optical Cable </1li>

<li>Coaxial Cable</1i>
<li>Fiber Optical Cable</1li>
</ul>

oW Jariad g (200 e gl ) 5 e S S 30 [ERIRELL R
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Image and Background jliieu ¢ y g m

S350l o caid e (IS (2 IS . By Sl S5 5555 (S bl s o

(PSSO St s F) 7 335

Images (j9ygpal 6.5.1

5 5 el 52 .O,Q&qﬁ.‘%;@wfd___as,ﬁw,,,bl; Html gt Jlorieal K5 <Img>
35250 S5 05 gl 2 S yees (B Bl ka2 a5 ol o al Sl T sl

.@T%;.AJ‘,A

mbl.@]aﬂﬁé@dlmw @¢U®|é0|JW@W@T&3gB&;<|mg>

AT a5l Sl 65500l BT 605 98 Jotiion 5 g

Oghuaya> s97 SOgul 6.5.2

Attribute | Value Description
src URL |Defines the source or reference of the image file.
Syntax: <img src=“image.jpg”’>
alt text |Defines alternate text for the image.
Syntax:<img src=“image.jpg” alt="“Introduction”>
width pixels |Defines the display width of the image.
Syntax: <img src=“image.jpg” width=7300">
height pixels |Defines the display height of the image.
Syntax: <img src=“image.jpg” height="120">
border pixels |Defines the width of the border to be displayed
around the image. (This attribute is supported till
version 4.1 of HTML).
Syntax: <img src=“image.jpg” border=“2">
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<img src="bridge.jpg" alt="Bridge" width="600"> Jt«

® & B My website x|+ e - u] *

O @ & filey/fChexample.htmi ™4 = L =

Mg 6.5.3

Saebg colorsmde AT s 503 o titeng duius s sl ol sl Sl 31 a5 5550 mnss
[ é " o é. . & w N
- 5 et 8 5 S o i LSS ol s 2 SIS s Sl o S X515

JB@J#:?O'@DMJWlﬂbﬁ&s@hﬁjmwm)@w@mﬁlg=bg color
S, 2 s b dle S s S ool JU o Ao bs o | S0 255 o >
rgh. B st o Jlori—ul 5ol s S0 15 5l s n sl ¥ 5 i35 o K55 S

(0,255,0):#00f00:green

<bdbgcolor="“screen”> :Jt
skede ¥ o Jlasiad 5 5b 2 51 S S sl S s D e % » t background

.)Jéﬁurls’g@ﬁué‘,ﬁl,{bﬁl,gu...’u.é.o“)_,,‘l.uﬁy.gﬂ
<body background="image.jpg”> :JLe

AT IS @ s 56 4.1 025 AHTML 500l 2 B
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bocels mod b @
5bed 5l prmens Sl pmcuscn sl o
5o ol e )b S o]

Jlorsial o g 2l il 2 S5 o] @

Hyperlinks wSd 40l m

M@s‘;’u—aél_w@@Tdﬁ&:Mﬁb’J@“&dl{@uﬂéujl—au@fﬁu
Jg.ga,ﬁal,ﬁgﬁf,;eisgs;ly@ﬁw@,;u.@,@JW@Q&MM

2@y 6.6.1

,.z-@g%;g,:luyfhref.gaTj.\;wbeAtBol_u&;<a>%émjglhref%;g&djgh
édﬂ—éggbbﬁﬁﬂwlsﬂﬁkﬂ#bwflfﬂgé’o@&@@géu L ol 5 98 s i
o] i Jlasiad 5 5b sy s 2 ol S UMY hTE & s Sl N EIS 50 5 2 prmnts 2 o
<ahref="http://www.google.com”>Goto Google</a>: Jte
RS ESOPRIE JEUWIE TP (W
A s o Bl s SO o Sota Vi JU S ol o
ol s (#) S saiog splod ;85la sl Jlosiaal & s 2l e KShtmI 2 il il
5 G b href a’[tribute9‘3:é-‘«';,-ei-\-‘éu"—'l&)y2
<pid="“navigate”>Senduser here on click</p>:J e

<a href=“#navigate”>Go tothelinked paragraph</a>

Attribute Value Description
href URL Specifies .the URL or section id of the
page the link goes to.
name Section N Specifies the name of an anchor. This
ection Name | .t 1ihyite works till version 4.1 of HTML.
_blank:
_parent : _self: | Specifies where to open the linked
target
_top: document.
framename
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Table Attribute Qguu vl Jedy 6.7.4

Attribute Value Description

. left . Specifies the alignment of a table
align center . .

. according to surrounding text.
right
width pixels : % | Specifies the width of a table.
Enables or disables the border around the

border lorO table

Specifies the space between the edge of
cell and the content inside.

cellspacing| pixels Specifies the space between cells.

All the above attributes are supported till version 4.1 of HTML.

cellpadding| pixels

Cell Attribute Qg pidl Jus 6.7.5

Attribute Value Description
left
align center
right
top
middle
bottom
baseline

Specifies the alignment of the content
inside the cell.

valign Vertically aligns the content in a cell.

Specifies the number of columns a cell
should merge into.

Sets the number of rows a cell should
merge into.

All the above attributes are supported till version 4.1 of HTML.

colspan number

rowspan number
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<h5>Minimum Requirements for Windows</h5>

<table width="100%" border="1" cellspacing="5" cellpadding="5">

<tr>
<th>Component</th>
<th>Requirement</th>
</tr>
<tr>
<td>Processor:</td>
<td>1GHz (Minimum 1 Gegahertz)</td>
</tr>
<tr>
<td>Memory:</td>
<td>1GB for 32-bit or 2GB for 64-bit</td>
</tr>
<tr>
<td>Storage:</td>
<td>32GB Free Space</td>
</tr>
<tr>
<td>Graphics Card:</td>
<td>DirectX 9 or later with WDDM 1.0 driver</td>
</tr>
<tr>
<td>Display:</td>
<td>800x600 resolution</td>

</tr>
</table>
: oy
“ﬁ | B wy website % |+ T
| - O & B fileyiCyexampbehtrml o 7= ey

Minimum Requirements for Windons

| Component I Requirement |

| Processor: | | IGHz (Minimug: | Gegahenz) ]
||khmn$: '”IGBEHJLM1M:GBﬁrs¥ﬁ: ]
'|5mmgt |33GEFﬁfSput |
||| Graphics Card: || Dicecix 9 or later with WDDM 1.0 driver ]
|

| |Displa_1.'.' || S00x600 resolution



https://www.perfect24u.com/

bocelos 2 mbie

OGP s pr e pi S @

© sl 2 o 35Y 555 ROWS and Columns (S o ol 2 55512 @
&5 Jlexiul s> Columng Rows

£ e ol 55 g0 255l gz ) Lo sTe e Jlariaa] g2 pud g ol ilise @
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rrame 15 ()

AT I 3 31 0 s o 5o DI HTML o S ot s ] 1 52 i S 5
330 5, gm0 2y ikt i Jlomil S o 3 g 2 35 S S8 5 g > 28 S s
L;“To-t‘é Lo Ay 52 Pt 2 2 s Sl STC .@B.\;wxs,awol_.«tag <frame>«.<,3%§o|

(Pl shis 5,03 a0l S

Attribute Value Description
Defines the URL of the page which

>re URL should be displayed in the frame.
marginheight | pixels gzirinnees top and bottom spaces of a
marginwidth | pixels Defines left and right spaces of a frame.

Defines if the user can change the

noresize noresize .
frame size or not.
ccrollin yes : no :|Defines if the scroll bar should be
& auto displayed within the frame or not.

HTML frames and framesets are supported till version 4.1 of HTML.
Frame Set Cuwmiyd 6.8.1

@WJM&QJ%AT}JLBJJAROWS and CoumNs pee o 9 e 5 55 5,503 S oo 3

Attribute Value Description
. Lo Defines the number and the size of frame
cols pixels : %
columns.
. Lo Defines the number and the size of frame
rows pixels : % rows
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