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6) LAPTOP Servicing- Free 3 DVDs Rs.1,000/-
Dismantling, Servicing, Assembling, LaptopI Rygkhf gphpj;J Service nra;J jpUk;g
Assemble nra;ayhk;

7) Video Editing- Free 3 DVDs Rs.1,000/-
Video Capturing, Fireware Card, Pinnacle Capture card, Video Editing, Titling, Transperancy,
Transitions, Hollywood Effects, Plugins, Exporting, CD, DVD Writing

8) Computer Basics -  Free 3 DVDs. Rs.1000/-
Wordpad, Notepad, Windows Media Player, CD Writing, Printing

11) Pagemaker - Free 3 DVDs Rs.1000/-
Complete Course, Books, Visiting Card, Wedding Card, Lables, Strickers, Advertisements,
Bill Books, midj;ijAk; jd;de;jdpahf fw;W nra;ayhk;.

10) Photoshop - Free 3 DVDs Rs.1000/-
Tool Box, Selection Tools, Layers, Gradient Effect, Layer Styles, Filters, Colour Corrections,
Borders, Patterns, midj;ijAk; jd;de;jdpahf fw;W nra;ayhk;.

12) Corel Draw - Free 3 DVDs Rs.1000/-
Pick Tool, Shape Tool, Roughen Brush Tool, Smart Drawing, Polygon Tool, Text Tool, Fill
Tool, Edit Menu, Layout Menu, midj;ijAk; jd;de;jdpahf fw;W nra;ayhk;.

9) Office Automation - Free 3 DVDs. Rs.1000/-
MS Word, MS Excel, MS Power Point, Internet, Outlook Express, E-Mail, Yahoo Messenger, Chating, PDF etc.,

4) Volume - 1. Free 3 VCDs. Rs.1000/-
Networking Fundamentals,Topology, HUB/Switch,Peer to Peer, IP Address, Subnet Mask,
Network Configuration, Network Printer, Wireless LAN, Wireless Internet.

Networking - LAN Books ,uz;L Volumefs;

1) Volume -1  Rs.1000/-  Free 3 DVDs
Complete Assembling, Trouble Shooting, O/S Installation, Device Drivers, Core 2 Duo
Assembling.

2) Volume -2  Rs.1000/-  Free  3 VCDs
Connecting of 4 Hard Disks, Web/Digital Camera, TV/Caputre Card, Multi Meter, Second
Harddisk Partition, Windows 7 Installation, Windows 7 Upgrade, 130 Nfs;tpSf;F gjpy;fs;

3) Volume -3 Service Engineer Rs.1,000/-  Free 4 DVDs
Complete Servicing, Windows XP Installation, VIRUS Removal, Data Recovery, Earth Testing,
Static Power Discharge. RAM Service (Memory), SATA to IDE Converter GHOST, System
Restore.

vq;fsJ Gj;jfq;fs;

13) Export Business - Free 3 DVDs Rs.1,000/-
Vw;Wkjp njhopy; njhlq;FtJ Kjy; ruf;Ffis Vw;Wkjp nra;J ,wf;FkjpahshplkpUe;J
ghJfhg;ghf gzk; ngWtJ tiu kpfTk; vspikahf tptupf;fg;gl;Ls;sJ. Complete Deatils
about Exports.

5) Volume -2 (Admin. 2003 Server) Rs.1000/-  Free 3 DVDs
2003 Server Installation Live, MMC, Users, Groups, Permissions, Rights, Account Policy,
Audit Policy, DHCP, DNS, upgrade to Domain Controller, Terminal Server, Thin Client

Hardware Books %d;W Volumefs;
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Microsoft Office

Microsoft Office vd;why; vd;d?

,J xU Application Software. Microsoft fk;ngdpahy; jahhpf;fg;gl;l mNef
Softwarefspy; ,JTk; xd;W. Microsoft Office vd;fpw Software mNef
Softwarefis nfhz;l xU njhFg;G. mitfspy; Kf;fpakhd rpytw;iw fPNo
Fwpg;gpl;Ls;Nshk;.

1) Microsoft Word
2) Microsoft Excel
3) Microsoft Power Point
4) Microsoft Access
5) Outlook Express

rhjhuzkhf xU mYtyfj;jpy; nra;a Ntz;ba Ntiyfis nra;tjw;fhd
Softwarefs;jhd; ,jpy; mlq;fp cs;sd. mjdhy; ,jw;F Microsoft Office vd;W
ngah;. ,tw;wpy; MS Word, MS Excel, MS Power Point Mfpa %d;iw gw;wp kl;Lk;
ehk; ,q;F njhpe;J nfhs;s NghfpNwhk;. MS Officey; mNef Versionfs; cs;sd.
mtw;wpy; rpy:

MS Office 97

MS Office 2000

MS Office 2003

MS Office 2007

MS Office 2010

,tw;wpy; ehk; ,g;nghOJ MS Office 2003 gw;wp njhpe;J nfhs;s NghfpNwhk;.
mbg;gilapy; vy;yhNk xNu khjphpahfj;jhd; nray;gLk;. Gjpa tuTfspy; rpy
rpwg;G mk;rq;fs; $Ljyhf fhzg;gLk;. VjhtJ xd;wpy; Njh;r;rp ngw;why;
NghJkhdJ. vy;yh VersionfspYk; Ntiy nra;ayhk;. mjhtJ ,d;W tiu cs;s
MS Office 2010Yk; Rygkhf Ntiy nra;ayhk;.

,e;j MS Officey; mNef Softwarefs; ,Ue;jhYk; mtw;iw ehk; jdpj;jdpahf
Install nra;a Ntz;ba mtrpak; fpilahJ. midj;Jk; xNu xU MS Office CDy;
cs;sd. Install nra;Ak;nghOJ Njitahdtw;iw Njh;T nra;a Ntz;Lk;.

xd;iw kl;Lk; Install nra;ayhk;.

mjhtJ MS WordI kl;Lk; Install nra;ayhk;.

MS Word, MS Excell, MS Power Point Mfpa %d;iw kl;Lk; Install nra;ayhk;.

xNu jlitapNyNa vy;yhk; Install MfptpLk;. Install nra;J Kbj;j gpwF %d;Wk;
jdpj;jdpahf All Programy; Microsoft Office 2003 nkDtpy; Njhd;Wk;. ehk; Ntiy
nra;Ak;nghOJ ekf;F vJ NjitNah mij ,af;fp gad;gLj;j Ntz;Lk;.

NkNy $wg;gl;l 3 SoftwarefSk; xNu nraiy nra;ahJ. xt;nthd;Wk; xU nraiy
nra;a gad;gLfpwJ.



Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.

6

GK

GK

GK

MS Word: fbjq;fs;> gy gf;fq;fis nfhz;l gj;jpuq;fs;> Text Books
Nghd;wtw;iw mbf;f gad;gLfpwJ.

MS Excel: mYtyfj;jpy ; mNeftpjkhd Statementfis jahhpf ;f
gad;gLfpd;wJ.

MS Power Point: Slide Show jahhpf;f gad;gLfpwJ.

MS OfficeI Install nra;Ak;NghJ ftdpf;f Ntz;bait.

ekf;F vd;d vd;d Njit vd;gij Kjypy; jPh;khdpj;J tplNtz;Lk;.

MS Office xU CDapy; ,Uf;Fk;.

Kjypy; mjDila Serial NumberI xU Papery; vOjp itj;Jf;nfhs;sTk;.

Install nra;Ak; nghOJ eLNt Serial NumberI G+h;j;jp nra;a xU tpz;Nlh Njhd;Wk;.
me;j tpz;Nlhtpy; jtW ,y;yhky; rhpahf G+h;j;jp nra;a Ntz;Lk;.

Kjypy; MS Office vg;gb Install nra;tJ vd;gij ghh;;g;Nghk;.

ehk; ,g;nghOJ Word, Excel, Power Point Mfpa %d;iw kl;Lk; Insatll nra;a
NghfpNwhk;.

MS Office Installation
Install nra;Ak; nghOJ fPo;fz;l tpz;Nlh Njhd;Wk;.

,q;F 7 check boxfs; cs;sd.

Kjy; thpirapy; cs;s %d;W kl;LNk ekf;F Njit. vdNt me;j 3 Check Box y;
kl;Lk; bf; mbj;J gpwF NextI Click nra;aTk;.
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,q;F Install vd;gij Click nra;aTk;.

Installation ele;J nfhz;L ,Ug;gij fhl;LfpwJ.
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Microsoft Word:

,ij MS Word vdTk; $wyhk;.

,jd; cgNahfq;fs;:

1) fbjq;fis jahhpf;fyhk;

2) mNef gf;fq;fis nfhz;l Documentfis jahhpf;fyhk;.

3) tPL> kid Nghd;wtw;wpw;fhd Agreement kw;Wk; Sale Deed
Mfpaitfis jahhpf;fyhk;.

4) Office Circularfs;

5) Court Judgement Documentfs;

6) Ntiyf;F Applicationfis NghLtjw;fhd Resumefs;

7) miog;gpjo;fspy; xl;Ltjw;fhd tpyhrq;fis (Address)fis
jahhpf;fyhk;.

8) fthpy; tpyhrj;ij jdpj;jdpahf mbf;fyhk;.

9) Njitahd vOj;Jf;fis kl;Lk; Bold nra;ayhk;.

10) Njitahd thpfis Bold nra;ayhk;.

,q;F FinishI Click nra;ayhTk;.

,g;nghOJ xt;nthd;iwAk; gw;wp jdpj;jdpahf ghh;g;Nghk;.
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11) gf;fq;fspd; msit Setting nra;ayhk;.

12) kpf Jy;ypakhf ghh;;f;f vOj;Jf;fis nghpjhf Njhd;wr; nra;ayhk;.
mNjNghy; rpwpajhfTk; Njhd;wr; nra;ayhk;.

13) Page Numberfis jhdhf Njhd;wr; nra;ayhk;.

14) vOj;Jf;fSf;F Njitahd fyh;fis nfhLf;fyhk;.

15) gf;fq;fspd; ehd;F GwKk; Njitahd mstpw;F Marginfis nrl;bq;
nra;ayhk;.

16) Njitahd thpfis Highlight nra;ayhk;. mjhtJ xU fyu; G+ryhk;.

17) thpfSf;F ,ilNa cs;s ,ilntspia Fiwf;fyhk; / $l;lyhk;.

18) vy;yhtpjkhd nkhopfspYk; mbf;fyhk;.

19) ,d;Dk; mNeftpjkhd nray;fis nra;ayhk;.

,t;thW mNef tpjkhd rpwg;G mk;rq;fis mLf;fpf; nfhz;Nl Nghfyhk;.

Mdhy; ehk; mYtyfj;jpy; mbf;fb nra;af;$ba mjhtJ Njitg;gLfpw
nray;fis kl;Lk; ghh;f;f NghfpNwhk;.

,dp MS Wordy; vt;thW Ntiy nra;tJ vd;gij ghh;g;Nghk;.

xt;nthU nraiyAk; nra;a jdpj;jdpahf nkDf;fs; cs;sd. ,e;j nkDf;fs;
Menu Bary; cs;s nkDf;fspy; mlq;fp cs;sd. mjhtJ Menu Bary; cs;s
nkDf;fs; gy nkDf;fspd; njhFg;G MFk;. xU nkDit fpspf; nra;jhy;
mtw;wpd; fPo; cs;s nkDf;fis fhzyhk;. cjhuzj;jpw;F File kw;Wk; Tools
nkDf;fspd; fPo; cs;sitfs; fPNo nfhLf;fg;gl;Ls;sd.

File nkDit Click nra;j gpwF ,t;thW mjd; fPo; cs;s nkDf;fs; Njhd;Wk;.
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VIDEO EDITING Book
1 Gj;jfk; 3 DVDfs;

,e;j Gj;jfj;Jld; 3 DVDfs; ,ytrkhf nfhLf;fg;gLfpwJ.

Professional Camera kw;Wk; Handy Camfspy; vLf;fg;gLk; tPbNahf;fis

kpfTk; Rygkhf Edit nra;J xU rpwe;j tPbNahit jahhpf;fyhk;.

tPbNahtpy; Njitahd ghly;fis Nrh;f;fyhk;.

,aw;if fhl;rpfis Nrh;f;fyhk;

Hollywood Effectfis Nrh;f;fyhk;.

mofhd Titlefis Nrh;f;fyhk;.

GJkhjphpahd Transitions vdg;gLk; Effectfis Nrh;f;fyhk;

NkYk; Capture Card, Firewire Card Mfpatw;wpd; tptuq;fis njhpe;J

nfhz;L rpwg;ghf nray;glyhk;. midj;J Hardware rk;ge;jkhd njhopy;

EZf;fq;fis ngwyhk;.

Video Editing  Book with 3 DVDs

Tools nkDit Click nra;j gpwF ,t;thW mjd; fPo; cs;s nkDf;fs; Njhd;Wk;.

xNu nraiy gy topfspy; nra;ayhk;.

1) nkDf;fs; %ykhf nra;ayhk;.

2) Tool Bary; cs;s Ifhd;fs; %ykhf nra;ayhk;.

3) Shortcut Key %ykhf nra;ayhk;.

,itfspy; VjhtJ xd;iw gad;gLj;jyhk;.
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MS WordI Open nra;jy;

,ij gy topfspy; Open nra;ayhk;.

1) Start Menuy; cs;s All Program  %ykhf

2) Desktopy; cs;s Icon (Shortcut)  %ykhf

3) Run %ykhf

1) Start Menutpy; cs;s All Program %ykhf

Start All Programs MS Word

2) Shortcut (Icon) %ykhf

Desktopy; MS Wordf;fhd Icon ,Ue;jhy; Double Clik nra;J Open
nra;ayhk;. Shortcut Icon ,y;yhtpl;lhy; Create nra;J itf;fyhk;.

3) Run nkDit fpspf; nra;aTk;.

fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F winword vd mbj;J OKI fpspf; nra;aTk;.

Desktopy; Shortcut Ifhid Create nra;jy;

Start All Programs MS Word Right Click Send to 
Desktop(create Shortcut)

Start Run

,g;nghOJ Desktopy; xU Icon Njhd;Wk;.
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Microsoft Word

All Programs %yk; Open nra;jy;

,q;F Double
Click
nra;aTk;.

Double Click
nra;jTld;
,t;thW
Njhd;wpagpwF
mLj;j gf;fj;jpy;
cs;s tpz;Nlh
Njhd;Wk;.
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Word Document Paged; KOj; Njhw;wk;

Close

Kjypy; Njhd;Wk; tpz;Nlh

,q;F tl;lkplg;gl;L;s;s X (Close)I fpspf; nra;aTk;. clNd fPo;f;fz;lthW
Njhd;Wk;.

Title Bar

Menu BarTool Bar
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File nkDtpy; cs;s
Page SetupI Click
nra;aTk;.

Njitahd
Settingfs;
1) Paper size
2) Margin on all sides
3) ePsthf;fpy;
     my;yJ
    mfythf;fpy;
4) Centimeter

my;yJ Inch
Nghd;witfs;

,J File nkDtpd; fPo; cs;sJ. Print nra;a NghFk; Pagew;F Njitahd
Settingsfis nra;a ,e;j nkD gad;gLfpwJ.

Page Setup nkD

,q;F

Top - Nky;gf;fk;

Bottom - fPo;g;gf;fk;

Left - ,lJ Gwk;

Right - tyJ Gwk;

Mfpa ehd;F gf;fKk;
Njitahd Marginfis
G+h;j;jp nra;aTk;.

,q;F xt;nthd;wpYk;
cs;s Arrowf;fis
(Pulldown) Click nra;J
Select nra;aTk;.

mLj;J OKI fpspf; nra;aTk;.
clNd Marginfs; Nkw;fz;lthW khwptpLk;.
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Toold; nkDtpy; cs;s OptionI fpspf; nra;aTk;. fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F Pulldown nkDit Click nra;J Centimeter vd;gij Select nra;J OKI
fpspf; nra;aTk;.

Marginfs; mq;Fyj;jpy; cs;sd. mij nrd;bkPl;lhpy; khw;wNthk;.

Options nkD

,J Tools nkDtpd; fPo; cs;sJ.
Marginfis nrd;bkPl;lh; my;yJ mq;Fyj;jpy; khw;w ,J cjTfpwJ.
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Marginfs; ,g;nghOJ ,q;F
Centermetery; ,Ug;gij
fhzyhk;.

mLj;J Portrait vd;gij
Select nra;jhy; gf;fk;
ePsthf;fpy; Njhd;Wk;.

ePsthf;fpy; vt;thW
Njhd;Wk; vd;gij
fhz;gpf;fpwJ.

,t;thW ePsthf;fpy; Njhd;Wk;.
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mLj;J Landscape vd;gij
Select nra;jhy; gf;fk;
mfythf;fpy; Njhd;Wk;.

mfythf;fpy; vt;thW
Njhd;Wk; vd;gij
fhz;gpf;fpwJ.

,t;thW mfythf;fpy; Njhd;Wk;.
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mLj;J Paper vd;fpw TabI fpspf; nra;aTk;.

Paper vt;thW
Njhd;Wk; vd;gij
fhl;LfpwJ.

A4 vd khw;wpa gpwF
,t;thW Njhd;Wk;.

,q;F Paper size fPo;
cs;spull down
nkDit click nra;J
A4 vd;gij select
nra;aTk;.

mLj;J OKit
Click nra;aTk;.
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Font Selection:

,q;F vOj;Jf;fs; Times New Romany; cs;sd. mtw;iw Arialy; khw;WNthk;.

Njitahd Fontfspy; vOj;Jf;fis Njhd;wr; nra;jy;

,q;F Njitahd thpfis nryf;l; nra;aTk;.

Kjypy; ,t;thW mbf;fTk;
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,q;Fs;s Pulldown nkDit fpspf; nra;J Arial vd;gij Select nra;aTk;.

clNd ,t;thW vy;yh vOj;Jf;fSk; Arialy; khwptpLk;.

Fwpg;G: jkpopy; mbf;f Ntz;Lkhdhy; jkpo; vOj;ij Select nra;a
            Ntz;Lk;.
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Point SizeI khw;Wjy;

vOj;Jf;fis Select nra;Jtpl;L Fontw;F mUfpYs;s PulldownI fpspf; nra;J
Njitahd Point Sizey; nryf;l; nra;aTk;.

,q;F Point size 12 vd;W nryf;l; nra;ag;gl;Ls;sJ. vdNt ,q;F vOj;Jf;fs;
nghpajhf cs;sd.

vOj;Jf;fspd; msit(size) Point vd FwpgpLth;. ,q;F Arial vd;gjw;F
mUfpy; 10 vd cs;sJ. mjhtJ ,e;j vOj;Jf;fs; 10 Pointy; cs;sd vd;W
nghUs;.

,e;j vOj;Jfspd; msit ekJ tpUg;gj;jpw;F Vw;g nghpajhfNth my;yJ
rpwpajhfNth khw;wyhk;. 10 Pointw;F fPNo Njh;T nra;jhy; vOj;Jf;fs;
rpwpajhf Njhd;Wk;. 10 Pointw;F NkNy Select nra;jhy; vOj;Jf;fs; nghpajhf
Njhd;Wk;.
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Fontfspd; Style kw;Wk; Point sizefis khw;w NtW xU topAk; cs;sJ.

Fontw;fhd khw;wq;fis ,e;j Format MenutpYk; nrd;W khw;wyhk;.

,q;F Font, Point Size, Regular, Italic, Bold, underline, Subscript, Superscript etc.
Nghd;w midj;ijAk; nray;gLj;jyhk;.

Njitahd vOj;Jf;fis Kjypy; Select nra;aTk;. mLj;J Format nkDtpy;
cs;s FontI fpspf; nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

Font nkD

Font khw;w

Font StyleI khw;w

Point sizeI khw;w

khw;wpa gpwF

ColorI
khw;w

khw;wp mikj;jg;
gpd; Njhw;wk;
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igYf;F CIIT  vd ngah; itg;Nghk;. vdNt ,q;F File Name vd;w ,lj;jpy; CIIT
vd;W nfhLj;J Save vd;gij fpspf; nra;aTk;.

Save nkD (Ctrl+S)

Njitahd tptuq;fis mbj;J Kbj;j gpwF> ,q;F File nkDtpy; cs;s Save
vd;gij fpspf; nra;aTk; my;yJ Ctrl + S Mfpa ,uz;L fPfisAk; Nrh;e;jhw;
Nghy; mOj;jTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,J File nkDtpy; cs;sJ. ,jw;F gjpyhf Ctrl+SIAk; gad;gLj;jyhk;. ehk;
Gjpajhf mbf;fpd;w igy;fis SAVE nra;a gad;gLfpwJ. mbf;Fk; nghOJk;
mt;tg;nghOJ SAVE nra;aTk; gad;gLfpwJ.

,g;nghOJ xU Gjpa igiy vt;thW SAVE nra;tJ vd;gij ghh;g;Nghk;.

,e;j Pull downI Click nra;J
Njitahd FolderI Select
nra;aTk;.
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Save nra;j gpwF NkNy cs;s Title Bary; CIIT-Microsoft Word vd;W
khwpapUg;gij  fhzyhk;.

mLj;J igiy Close nra;a Ntz;Lk;. File Menutpy; Close vd;gij Click
nra;jhy; File kl;Lk; Close MfptpLk;. my;yJ tyg;Gwk;  Top Cornery;
,uz;lhtjhf cs;s X vd;w ,lj;jpy; fpspf; nra;jhYk; File Close MfptpLk;.
Mdhy; MS Word mg;gbNa ,Uf;Fk;.

MS Word SoftwareI Close nra;a Ntz;Lnkd;why; File Menutpy; cs;s Exit
vd;gij fpspf; nra;a Ntz;Lk;. my;yJ tyg;Gwk;  Top Cornery; rptg;G epwj;jpy;
cs;s XI fpspf; nra;a Ntz;Lk;.

MS Word SoftwareI
Close nra;a

FileI kl;Lk;
Close nra;a
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GK clNd File Open
nra;ag;gl;L ,t;thW
Njhd;Wk;.

Njitg;gl;lhy;
khw;wq;fs; (Edit)
nra;ayhk;.

my;yJ tptuq;fis
ghh;f;fyhk;.

FileI Open nra;a File nkDtpy; cs;s OpenI fpspf; nra;aTk;.

fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F CIIT vd;gij Select
nra;J OpenI fpspf;
nra;aTk;. my;yJ CIITI
Double Click nra;aTk;.

Open nkD (Ctrl+O)

,J File nkDtpd; fPo;  cs;sJ.

Vw;fdNt Save nra;j igiy Open nra;a ,e;j nkD cjTfpwJ.

filrpahf mbf;fg;gl;l
igy;fis ,q;Nf
fhzyhk;. Rkhh; 5
igy;fs; tiu
Njhd;Wk;. ehk; Open
nra;a Ntz;ba igy;
,Ue;jhy; ,q;NfNa
fpspf; nra;J Open
nra;J nfhs;syhk;.
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,q;F File name vd;w ,lj;jpy; xU igy; ngaiu (CIIT-1) G+h;j;jp nra;J SaveI
fpspf; nra;aTk;.

Gjpa igypd; ngah; CIIT-1 vd nfhLf;fg;gl;Ls;sJ.

Save As... nkD

,e;j nkD File nkDtpd; fPo; cs;sJ.

File Save As
Vw;fdNt ehk; xU igiy Save nra;J itj;J ,Uf;fpNwhk;. ekf;F mNj igypy;
rpy khw;wq;fs; nra;J xU Gjpa igiy cUthf;f Ntz;Lk;. Mdhy; mNj
rkaj;jpy; gioa igYk; Ntz;Lk;. ,ij nray;gLj;jj;jhd; ,e;j Save As nkD.

Kjypy; Njitahd igiy Open nra;aTk;. mLj;J File nkDtpy; cs;s Save as
nkDit fpspf; nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.
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,g;nghOJ Original igy; Close nra;ag;gl;L Gjpajhf cs;s igy; Njhd;Wk;.

,q;F Titley; Bary; CIIT-1 vd Gjpa igypd; ngaiu fhzyhk;.

,q;F ,uz;L igy;fspd;
ngah;fSk; ,Ug;gij
fhzyhk;

,J Open nra;ag;gl;Ls;s Gjpa igy;.
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mNj Nghy; Tool Bary; cs;s rpy Tool Barfis mfw;w ,e;j tpz;Nlhtpw;F te;J
tickI mfw;wpdhy; mitfs; Tool Bary; ,Ue;J kiwe;J tpLk;.

Customize... nkD

nkD Barf;F fPNo cs;sJjhd; Tool Bar. ,q;F mNef Tool Barfs; cs;sd.
xt;nthU Tool BarYk; mNdf Iconfs; cs;sd. mtw;wpy; Njitahd Tool Barfis
kl;Lk; ,q;F itj;Jf; nfhs;syhk;.

,J Tools nkDtpd; fPo; cs;sJ.
Tools Customize

Tool nkDtpy; cs;s CustomizeI fpspf; nra;aTk;. clNd fPo;f;fz;l tpz;Nlh
Njhd;Wk;.

,e;j tpz;Nlhtpy;
Vfg;gl;l Tool Barfs;
cs;sd. mtw;wpy;
ekf;F
Njitahdtw;wpy;
kl;Lk; bf; mbj;J
CloseI fpspf; nra;a
Ntz;Lk;. clNd
Select nra;ag;gl;l
Tool Barfs; Tool Bary;
Njhd;Wk;.

Menu Bar

Tool Bar
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,Nj nraiy NtW tpjkhfTk; nra;ayhk;. View nkDtpy; cs;s Tools nkDit
fpspf; nra;jhy; Tool Barfs; thpirahf Njhd;Wk;. mtw;wpy; Njitahdij Click
nra;jhy; Tool Bary; Njhd;Wk;. bf;if mfw;wpdhy; kiwe;JtpLk;.

Tool Bar nkD

ViewTool bar
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Page Numbers nkD:

,J Menu Bary; cs;s Insert nkDtpd; fPo; cs;sJ. mNef gf;fq;fis mbf;Fk;
nghOJ xt;nthU gf;fj;jpYk; Page Number jhdhfNt Njhd;wr; nra;a ,e;j
nkD cjTfpwJ. NkYk; xt;nthU gf;fj;jpYk;  ve;j ,lj;jpy; Page Number
Njhd;w Ntz;Lk; vd;gijAk; jPh;khdpf;fyhk;

Insert
nkDtpy;
cs;s Page
Number
vd;gij
fpspf;
nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;Fs;s PulldownI
fpspf; nra;J ve;j
,lj;jpy; Njhd;w Ntz;Lk;
vd;gij Njh;T nra;aTk;.

1) Nky; gf;fk;
2) fPo;g;gf;fk;
3) eLtpy;
4) ,lJ Xuk;
5) tyJ Xuk;,q;F ve;j ,lj;jpy; Page Number cs;sJ  vd;gij fhzyhk;.

FormatI fpspf; nra;jhy; fPo;f;fz;ltpz;Nlh Njhd;Wk;.

Page NumberI ,t;thW gytpjkhf
Njhd;wr; nra;ayhk;.

Muk;g Page NumberI (mjhtJ Kjy;
gf;fj;jpw;fhd Page Number) Select
nra;aTk;.
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rhjhuzkhf fbjq;fs; kw;Wk; Gj;jfq;fs; mbf;Fk;nghOJ eLtpy; Mq;fhq;Nf
glq;fis nghUj;j Ntz;b tUk;. ghl rk;ge;jkhd Gj;jfq;fshf ,Ue;jhy;
mjw;fhd glq;fis Nghl Ntz;Lk;.

cjhuzj;jpw;F fk;g;A+l;lh;> Key Board, G+q;nfhj;J> flTs; glq;fs;
Nghd;wtw;iw nfhz;L tuyhk;.

,t;thW mNeftpjkhd glq;fis nfhz;l njhFg;ig Clip Art vd;gh;. NkYk;
fhkuhtpy; vLf;fg;gl;l Nghl;Nlhf;fs;> ,aw;if fhl;rpfs;> flTs; glq;fs;
Nghd;w vy;yhtpjkhd glq;fisAk; Gj;jfk; tbtikf;Fk; Pagey; nfhz;L
tuyhk;.

MS OfficeNyNa Vfg;gl;l glq;fs; cs;sd. mJ jtpu cq;fSf;F Njitahd
Nghl;Nlhf;fisAk; Nrh;f;fyhk;. ,jw;fhf Clip Art nkD gad;gLfpwJ.

kTir ,e;j Barhpd; eLg;gFjpapy;
itj;jhy; ,uz;L Gw Arrow
Njhd;Wk;. kTir mOj;jpathW
,lJGwk; efh;j;jp glq;fs; cs;s
gFjpia mfykhf khw;wyhk;. xNu
thpirapy; 5 glq;fs; tiu Njhd;wr;
nra;ayhk;. Select nra;a Rygkhf
,Uf;Fk;.

Scrol BarI fPo;Nehf;fp efh;j;jp
Njitahd glq;fis Select
nra;aTk;.

Clip Art tiuag;gl;l glq;fs;
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,t;thW xU thpirapy; 5 glq;fis Njhd;wr; nra;ayhk;.

Computer Hardware Books
nkhj;jk; 3 Gj;jfq;fs;> 9 VCDfs;> 3 DVDfs;> 1CD

Hardware rk;ge;jkhd midj;J tp\aq;fSk; tpsf;fg;gl;Ls;sd. ePq;fs; xU
Computer Centery; Nrh;e;J gbg;gJ Nghd;w xU czh;T ngWtPh;fs;. ePq;fs;
jd;de;jdpahf xU rp];lj;ij mrk;gps; nra;ayhk;. Service nra;ayhk;.
ve;jtpjkhd gpur;rpidfisAk; rkhspf;fyhk;. ePq;fs; kl;Lk; ,y;yhky; cq;fs;
FLk;gj;jpy; cs;s midtUk; kpfTk; Rygkhf fw;W nray;gLj;jyhk;.
nkhj;jj;jpy; xU Service Engineer nra;fpd;w Ntiyfs; midj;ijAk;
ePq;fNs nra;Jtplyhk;. ePq;fSk; xU Computer Service Engineer Mf
khwptplyhk;.

,e;j Gj;jfq;fs;>VCD,DVDf;fspy; Complete Hardware Course.mlq;fp cs;sJ.

Volume 1 Book with Free 3 DVDs
Volume 2 Book with Free 3 VCDs
Volume 3 Book with Free 4 DVDs + 1 CD

xt;nthU Gj;jfj;jpw;Fk; nfhhpah; rhh;[; jdp TamilNadu Rs.25/- Other States Rs.50/-
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Note: mNj Nghy; From File, From Scanner, Auto Shapes, Word Art, Chart
Nghd;witfisAk; fpspf; nra;J Njitahdij gad;gLj;jpf; nfhs;syhk;.

Clip Art nkD

,e;j nkD Insert nkDtpy; cs;s PIcture nkDtpy; cs;sJ.

Insert Picture Clip Art

,q;F Insert Menutpy; cs;s Picturey; cs;s Clip ArtI fpspf; nra;jhy; glq;fs;
epuk;gpa xU My;gk; Njhd;Wk;. mtw;wpy; Njitahdij Select nra;J
gad;gLj;jyhk;.

Insert nkDtpy; cs;s Picture nkDit fpspf; nra;J mjpy; cs;s Clip ArtI
fpspf; nra;aTk;.

mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.
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,q;F GOI fpspf; nra;aTk;. clNd fPo; ghfj;jpy; glq;fs; mlq;fpa My;gk;
Njhd;Wk;. Scrol BarI efh;j;jp Njitahd glj;ij Double Click nra;jhy;
clNd me;jg; glk; Pagey; te;JtpLk;.

,q;F glk; nryf;l;
nra;ag;gl;L fpspf;
nra;jgpd; Pagey;
Insert MfpapUg;gij
fhzyhk;.

Scroll Bar
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,e;j nkD %ykhf xU jiyg;G my;yJ ngahpy; cs;s vOj;Jf;fis gytpjkhd
Stylefspy; Njhd;wr; nra;ayhk;. Kjypy; Njitahd jiyg;G my;yJ ngaiu
mbf;f Ntz;Lk;. gpwF mtw;iw Select nra;Jtpl;L ,;e;j nkDit fpspf; nra;a
Ntz;Lk;.

Kjypy; CIIT Infotech P Ltd vd mbj;J mij Select nra;aTk;.

mLj;J Insert Menutpy; cs;s PictureI Select nra;J WordArtI fpspf;
nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;

,q;F mNeftpjkhd Stylefis fhzyhk;. VjhtJ xd;iw Select nra;J OKI
fpspf; nra;aTk;.

,e;j Style fpspf;
nra;aTk;.

Word Art... nkD
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clNd vOj;Jf;fs; fPo;f;fz;l Styley; khwp  Njhd;Wk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F
Njitahd Font,
kw;Wk;
Point Size I
nryf;l; nra;J
OKI fpspf;
nra;aTk;.

Njitg;gl;lhy; Bold my;yJ
ItalicIAk; Select nra;ayhk;.

vq;fsJ Gj;jfq;fs; Gj;jf filfspy; tpw;fg;glkhl;lhJ. Neubahf
te;J thq;fyhk;.  mt;thW KbahjtHfs; MO my;yJ DD mDg;gp
jghy; %ykhfNth my;yJ nfhupaH %ykhfNth  ngw;Wf; nfhs;syhk;.
VPP fpilahJ.

XNu xU epkplk; Please !!!!
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,q;F kw;nwhU Style
nryf;l;
nra;ag;gl;Ls;sJ.

,q;F CIIT Infotech Pvt Ltd. gytpj Stylefspy; ,Ug;gij fhzyhk;.

,t;thW ekJ tpUg;gg;gl;l Stylefis nryf;l; nra;J Njhd;wr; nra;ayhk;.
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Paragraph... nkD

,e;j nkD Fortmat nkDtpd; fPo; cs;sJ.

Format Paragraph...
,e;j nkDtpd; %yk; gf;fj;jpy; mbf;fg;gl;Ls;s thpfis mofhf Njhd;wr;
nra;ayhk;.

xU gf;fj;jpy; mNef Paraf;fs; ,Uf;Fk;. xt;nthU ParatpYk; mNef thpfs;
fhzg;gLk;. Paratpy; cs;s thpfisAlignment %yk; mofhf Njhd;wr;
nra;ayhk;.

Alignmenty; ehd;F tiffs; cs;sd.

     1) Left - thpfis ,lJGwk; xOq;fhf xNu Liney; mikj;jy;

     2) Centered - eLtpy; ,Uf;FkhW mikj;jy;

     3) Right - tyJGwkhf ,Uf;FkhW mikj;jy;

     4) Justified - thpfspd; ,Ugf;fKk; xNu rPuhf xNu Liney; mikj;jy;.

NkYk; Left Margin, Right Margin Mfpatw;iwAk; G+h;j;jp nra;ayhk;.

xt;nthU ghuhtpYk; Kjy; thp kl;Lk; 5 my;yJ 6 vOj;Jf;fs; js;sp Muk;gpf;f
itf;fyhk;.

mLj;J thpf;F thp cs;s ,ilntspia (Line space) $l;lyhk;> Fiwf;fyhk;.

Nkw;gb nray;fis xNu xU ghuhtpy; kl;Lk; nray;gLj;jyhk;.

Njitahd ghuhf;fspy; kl;Lk; nray;gLj;jyhk;.

xU gf;fj;jpy; cs;s ghuhf;fspy; nray;gLj;jyhk;.

Njitahd rpy gf;fq;fspy; kl;Lk; nray;gLj;jyhk;.

vy;yh gf;fq;fspYk; nray;gLj;jyhk;.

nray;gLj;j Kjypy; Njitahd thpfis Select nra;J nfhs;s Ntz;Lk;.

thq;fp tpl;Bu;fsh?

LAPTOP SERVICING

rpwe;j Kiwapy; LAPTOP Service nra;a

fw;Wf; nfhz;L gad;ngwyhk;

j k p o ;

3 DVDfs; ,ytrk;
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Kjypy; Njitahd thpfis Select nra;aTk;. mLj;J Format menutpy; cs;s
ParagraphI nryf;l; nra;aTk;. clNd fPo;f;fz;l Paragraph tpz;Nlh Njhd;Wk;.

,q;F Paragraphy; Alignment vd;w ,lj;jpy; Justified, Left, Centered, Right vd;W
ehd;F tifahd Alignmentfs; cs;sd. ,tw;wpy; Ntz;baij nryf;l; nra;aTk;.
,q;F Justified Select nra;ag;gl;Ls;sJ.

Paragraph...

Format Paragraph
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,q;F Left Margin 0.5 cm MfTk;>
Right Margin 0 vdTk;>

Special vd;w ,lj;jpy; First Line
vd;gijAk; nryf;l; nra;aTk;.

,q;F Spacing vd;w ,lj;jpy;
Beforey; 0 vdTk;> Aftery; 6 vdTk;;>

Line Spacingy; Single vd;gijAk;
Select nra;aTk;.

,q;F ,UGwKk; thpfs; midj;Jk; xNu khjphpahf ,Ug;gij fhzyhk;.
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,q;F Alignment y;Justified
Select nra;ag;gl;Ls;sJ

,q;F Left Margin 0.5 cm
MfTk;> Right Margin 0
vdTk; Select
nra;ag;gl;Ls;sJ

Special vd;w ,lj;jpy; First
Line Select
nra;ag;gl;Ls;sJ

,q;F Spacing vd;w
,lj;jpy; Beforey; 0 vdTk;>
Aftery; 5 vdTk;;>

Line Spacingy; Single
vdTk; Select
nra;ag;gl;Ls;sJ

fPo;f;fz;l jpiuapy; NkNy nfhLf;fg;gl;l khw;wq;fSf;Fg; gpwF thpfspd;
Njhw;wj;ij fhzyhk;.

Njitahd khw;wq;fs; nra;agl;Ls;s tpz;;Nlhtpd; Njhw;wk;.

Left Indent 0.5cm
First line indent 1.9 cm

,lJ gf;f Margin 0.5 cm Kjy; thp 1.9 cm js;sp
Muk;gpf;fg;gl;Ls;sJ
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Justify Alignment

Left Alignment
,lg;gf;fk; kl;Lk;
Alignment
nra;ag;gl;Ls;sJ

Center Alignment

Right Alignment

,uz;L GwKk; xNu

khjpahf cs;sJ

thpfs; eLtpy;
,Uf;FkhW cs;sd

tyJ Gwk; Align
nra;ag;gl;Ls;sJ

Sample Text

Alignment tiffs;:

Right
cjhuzj;jpw;F xU mYtyfj;jpy; my;yJ njhopw;rhiyapy;

Rkhh; 100 njhopyhsh;fs; ,Ug;gjhf fUJNthk;. mth;fSf;F
khjhkhjk; rk;gs gl;Lthlh nra;a Salary Department vd jdpahf

xU gphpit itj;J ,Ug;ghh;fs;.

Left

cjhuzj;jpw;F xU mYtyfj;jpy; my;yJ njhopw;rhiyapy;
Rkhh; 100 njhopyhsh;fs; ,Ug;gjhf fUJNthk;. mth;fSf;F
khjhkhjk; rk;gs gl;Lthlh nra;a Salary Department vd jdpahf
xU gphpit itj;J ,Ug;ghh;fs;.

Justify
cjhuzj;jpw;F xU mYtyfj;jpy; my;yJ njhopw;rhiyapy; Rkhh;
100 njhopyhsh;fs; ,Ug;gjhf fUJNthk;. mth;fSf;F khjhkhjk;
rk;gs gl;Lthlh nra;a Salary Department vd jdpahf xU gphpit
itj;J ,Ug;ghh;fs;.

Center

V. Gopalakrishnan
45/AP969, 70th Street, 11th Sector

K.K. Nagar, Chennai-600 078
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Justify
nkhj;jj;jpy; vy;yh mYtyfq;fspYk; ,jd; gad;ghL cs;sJ. Excel
,y;yhtpl;lhy; mjdhy; nra;af;$ba Ntiyfis nra;a mjpf ehl;fs;

Njitg;gLk;. mNjhL kl;Lkpd;wp mjpf Ml;fSk; Njitg;gLk;. cjhuzj;jpw;F

xU mYtyfj;jpy; my;yJ njhopw;rhiyapy; Rkhh; 100 njhopyhsh;fs; ,Ug;gjhf

fUJNthk;. mth;fSf;F khjhkhjk; rk;gs gl;Lthlh nra;a Salary Department
vd jdpahf xU gphpit itj;J ,Ug;ghh;fs;. me;j Departmenty; Rkhh; 10 my;yJ

15 egh;fs; Ntiy nra;thh;fs;.

Center
Kjy; Njjp rk;gs gl;Ltlh Kbe;jJk; clNd mLj;j khj rk;gs

gl;Lthlhtpw;fhd StatementI jahhpf;f Muk;gpj;J tpLthh;fs;. Vd; vd;why;

vy;yhtw;iwAk; ifahy;jhd; vOj Ntz;Lk;. gytpjkhd Calculationfis

Nghl Ntz;Lk;. xUth; jahhpj;jij kw;wth; Verify nra;a Ntz;Lk;. gpwF

Typewritery; StatementI jahhpf;f Ntz;Lk;. Mdhy; ,Nj Ntiyia ,d;W

Excel %yk; xNu xU egh; xU kzp Neuj;jpy; jahhpj;JtpLthh;.

Left Alignment
,d;W xU mYtyfj;jpy; khjhkhjk; mNef Statementfis jhahpf;f

Ntz;btUk;. mitfspy; rpy fPNo Fwpg;gpl;Ls;sd. vy;yhtpjkhd

StatementfisAk; kpfTk; Rygkhf FWfpa Neuj;jpy; jtWfNs ,y;yhky;

jahhpj;Jtplyhk;. mNjhL kl;Lk; my;y. jahhpf;fg;gl;l Statementfs;

njhiye;J tpl;lhy; cldbahf NtW xU Print outI vLj;Jtplyhk;. VjhtJ

xU ,lj;jpy; jtW ,Ue;jhy; cldbahf mij jpUj;jptplyhk;. mt;thW me;j

,lj;jpy; jpUj;jk; nra;Ak;NghJ mJ rk;ge;jg;gl;l kw;w ,lq;fspy; jhdhfNt

khwptpLk;. cjhuzj;jpw;F xU Salary Statement jahhpg;gjhf fUJNthk;.

Right Alignment
mt;thW khw;Wk; nghOJ mjw;Fhpa DA, PF, Total Nghd;w ,lq;fspYk;

mjw;Fwpa vz;fs; jhdhfNt khwptpLk;. ,jdhy; jtW Vw;glhJ. xU

StatementI jahhpf;Fk;nghOJ  vy;yh ColumnfisAk; G+h;j;jp nra;a Ntz;ba

mtrpak; fpilahJ. cjhuzj;jpw;F Salary Statementy; Basic vd;w ColumnI

kl;Lk; G+h;j;jp nra;jhy; kw;w Columnfs; midj;Jk; jhdhfNt G+h;j;jp

nra;ag;gl;L tpLk;. xU StatementI jahhpf;Fk;nghOJ mNef Formulafs;

gad;gLj;jg;gLk;. Mathematical Calculationfs; gad;gLj;jg;gLk;.

Example for Alignments (Justify, Center, Left, Right)
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Nky; gl;ld; fPo;gl;ld; ,uz;Lk; xNu ,lj;jpy; cs;sJ.

Nky; gl;lDf;F Neuhf Kjy;thp Muk;gpf;fg;gl;L cs;sJ.

fPo; gl;lDf;F Neuhf kw;w thpfs; Muk;gpf;fg;gl;L cs;sJ.
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Right side Margin:

Indent Tab:

NkNy cs;s %d;W gl;ld;fspy; ,lJ Gwj;jpy; ,uz;L cs;sd. tyJ Gwj;jpy;
xd;W cs;sJ. ,lJ Gwj;jpy; cs;s Nky; gl;ld; ,Uf;Fk; ,lj;jpy;jhd; Kjy;
thp Muk;gpf;Fk;. ,lJGwj;jpy; cs;s fPo;gl;ld; ,Uf;Fk; ,lj;jpy; kw;w thpfs;
Muk;gpf;Fk;.

tyJ gf;fj;jpy; cs;s gl;ld; tiujhd; vy;yh thpfSk; Njhd;Wk;. thpfis
mbf;Fk;NghNj gad;gLj;jyhk;. mbj;j gpwFk; gad;gLj;jyhk;. thpfis mbj;j
gpwF Njitahd thpfis Select nra;J ,e;j gl;ld;fis efh;j;jpdhy; thpfSk;
efh;e;J Njhd;Wk;.

Left Indent
Button

Right Indent
Button

tyJ gf;f gl;ld;.  mJ tiujhd; thpfs; Njhd;Wk;.
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,q;F Pin to Start Menuit
fpspf; nra;aTk;.

clNd Start Menutpy;
MS WordI fhzyhk;.

Start nkDtpy; MS WordI Njhd;wr; nra;jy;

rhjhuzkhf xUKiw MS WordI ,af;fpdhy; jhdhfNt Start nkDtpy;
Njhd;wptpLk;. my;yJ Pin to Start nkDit fpspf; nra;J Njhd;wr; nra;ayhk;.

acsc

,q;F Start Menutpy; MS Word Njhd;wp ,Ug;gij
fhzyhk;

Start MenutpNyNa ehk; MS WordI Open nra;ayhk;.
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Spelling and Grammer... nkD - F7

,e;j nkD Tool nkDtpd; fPo; cs;sJ.

rhjhuzkhf ehk; MS Wordy; fbjq;fis mbf;Fk; nghOJ rpy thh;j;ijfspy;
Spelling Mistake tUtJ ,ay;G. mt;thW Spelling Mistake cs;s thh;j;ijfspy;
rpfg;G fyhpy; underline Njhd;Wk;.

vdNt rptg;G epw Underline cs;s thh;j;ijfspy; Spelling Mistake cs;sJ
vd;gij mwpayhk;.

,t;thW Spelling Mistake cs;s th;j;ijfis rhpahd spelling cld; Njhd;wr;
nra;a ,e;j nkD cjTfpwJ.

Kjypy; rptg;G epw Underline cs;s thh;j;ij kPJ CursorI itf;f Ntz;Lk;.

mLj;J F7 fPia mOj;j Ntz;Lk; my;yJ Tools nkDtpy; cs;s Spelling &
GrammerI fpspf; nra;a Ntz;Lk;. mLj;J Njhd;Wk; tpz;Nlhtpy; rhpahd
thh;j;ijia Select nra;a Ntz;Lk;. ,jd; nray;Kiwiag; ghh;g;Nghk;.

clNd mLj;j tpz;Nlh Njhd;Wk;.

,q;F fPNo cs;s tpz;Nlhtpy; Kjy; thpapy; cs;s Vires thh;j;ijapy; Spelling
Mistake cs;sJ. rhpahd Spelling Virus. vdNt Vires vd;w thh;j;ij rptg;G
epwj;jpy; Underline  nra;ag;gl;Ls;sJ. mJ NghyNt %d;whtJ thpapy; cs;s
Resident vd;w thh;j;ijapYk; Spelling Mistake cs;sJ. vdNt rptg;G epwj;jpy;
Underline nra;ag;gl;Ls;sJ.

,g;nghOJ ,uz;L thh;j;ijfsiAk; rhpahd Spelling cld; Njhd;w
nra;Nthk;.

Kjypy; Viresy; vjhtJ xU vOj;jpd; mUfpy; CursorI itf;fTk;.

Spelling and GrammerI fpspf; nra;aTk;. my;yJ F7I mOj;jTk;.

Tools Spelling & Grammer
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,q;F Virus kw;Wk; Resident Mfpa ,uz;L thh;j;ijfisAk; rhpahd Spelling
cld; Njhd;Wtij ghh;f;fyhk;.

mLj;J Resident vd;gjpd; eLtpy; CursurI itj;J> NkNy nra;jJ NghyNt
,q;Fk; rhpahd thh;j;ijia Njh;e;njLj;J ChangeI fpspf; nra;aTk;.

,q;F Virus vd;w rhpahd
thh;j;ijia nryf;l; nra;J
Change vd;gij fpspf;
nra;aTk;.

,q;F Suggestions vd;w ,lj;jpy; mNef thh;j;ijfs; ,Uf;fpd;wd. ,tw;wpy;
vJ nghUe;JNkh> (mjhtJ rhpahd Spelling cs;s thh;j;ij) mij f;spf; nra;J
gf;fj;jpy; ,Uf;Fk; Change vd;gijAk; f;spf; nra;a Ntz;Lk;.
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Word Count... nkD

,e;j nkD Tools nkDtpd; fPo; cs;sJ.

Tools  Word Count...

xU Fwpg;gpl;l ghuhtpy; mjhtJ Select nra;ag;gl;l gFjpapy; vt;tsT
thh;j;ijfs; cs;sd vd;gij mwpa ,e;j nkD cjTfpwJ.

NkYk; mNef gf;fq;fis nfhz;l xU Texty; fPo;f;fz;litfspd; vz;zpf;ifia
mwpayhk;.

Kjypy; Edit nkDtpd; fPo; cs;s Select AllI fpspf; nra;J vy;yh thpfisAk;
Select nra;aTk; my;yJ Ctrl + AI mOj;jTk;.

mLj;J Tooly; cs;s Word CountI fpspf; nra;aTk;.

Tools  Word Count...

1) gf;fq;fs; - Pages
2) thh;j;ijfs; - Words
3) vOj;Jf;fs; - Characters
4) ,ilntspfs; - Spaces

5) ghuhf;fs; - Paras

6) thpfs; - Line

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

1 Pages - xU gf;fk;
27 Words - 27 thh;j;ijfs;
134 Characters - 134 vOj;Jf;fs;
160 spaces - 160 ,ilntspfs;
1 Paragraphs - xU ghuh
3 Lines - 3 thpfs;
vd fhl;Ltij fhzyhk;.

,q;F vy;yh thpfisAk; Select nra;jjhy;
mjw;Fwpa tptuq;fis ,q;Nf fhz;gpf;fpwJ
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Draw a Table - xU TableI tiujy;

,g;nghOJ ehk; 5 Columnfs; kw;Wk; 3 Rowf;fs; cs;s xU TableI Create
nra;Nthk;.
Kjypy; CursorI Table Create nra;a Ntz;ba ,lj;jpy; itf;fTk;.

mLj;J Table nkDit Click nra;aTk;.

Table Inset Table..

Table nkD

Table tbtk; vd;gJ FUf;F neLf;fhf NfhLfs; Nghlg;gl;l gy fl;lq;fis
nfhz;ljhFk;

,e;j nkD Table fPo; cs;s Inserty; cs;sJ.

mYtyfj;jpy; Column kw;Wk; Rowtpw;fhd NfhLfis FUf;F neLf;fhf Nghl;L
xU Table tbtpy; rpy tptuq;fis jahhpf;f Ntz;btUk;.

xU Statement I jahhpf;f ,e;j nkD gad;gLfpwJ.

,q;F Column kw;Wk; Rowtpy;
Njitahd vz;fis Select nra;a
Ntz;Lk;.

Table Size vd;gjw;F fPo; cs;s Number
of Columnsy; 5 vdTk; Number of
Rowsy; 3 vdTk; nryf;l; nra;aTk;.

Note: ,q;F Autofit behaviour vd;gjd;
fPo ; Fixed Column width, Autofit to
contents, Autofit to windows vd 3 Radio
gl;ld;fs; cs;sd.

,tw;wpy; Njitahd xd;iw nryf;l;
nra;aTk;.

mLj;J OKI fpspf; nra;aTk;.

clNd cursor ,Ue;j ,lj;jpy; xU Box Njhd;Wk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk.;
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fPo;f;fz;l tpz;Nlhtpy; Gjpajhf xU Table Ie;J Column kw;Wk; %d;W Row  cld;
,Ug;gij fhzyhk;.

Table nkDtpy; cs;s Deletey; cs;s Column vd;gij Click nra;aTk;. clNd
xU Column kiwe;J tpLk;.

,NjNghy; Column, Rows, Cells MfpaitfisAk; f;spf; nra;J Delete nra;J
nfhs;syhk;.

,q;F 5 Columnfs; cs;sd. Njitg;glhj ColumnI mfw;wptplyhk;. xU Columny;
CursorI itf;fTk;.

Fwpg;G: xU rpwpa fl;lk; Cell vdg;gLk;.
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,q;F xU Columnik Delete nra;ag;gl;l gpwF 4 Columnk;fshf khwpapUg;gij
fhzyhk;. ,J Nghy; RowitAk; gphpj;Jf; nfhs;syhk;.

Kjypy; Njitahd CellI nryf;l; nra;Jtpl;L Split CellsI fpspf; nra;a Ntz;Lk;.

clNd mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.

Split Cells... nkD:

,J Table nkDtpd; fPo; cs;sJ.

Tabley; cs;s xt;nthU rpwpa fl;lKk; Cell vdg;gLk;. ,e;j nkD %yk; CellI
,uz;lhf gphpf;fyhk;. mjhtJ xU rpwpa fl;lj;ij ,uz;lhf gphpf;fyhk;.

 TableSplit Cells...
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,q;F nryf;l; nra;j Cell ,uz;lhf gphpf;fg;gl;L Njhd;Wtij fhzyhk;.

,q;F Number of columnsy; 2 vdTk; Number of Rowsy; 1 vdTk; Select nra;aTk;.

mLj;J OKI fpspf; nra;aTk;.

Xh; md;ghd Ntz;LNfhs;
,e ;j  Gj;jfk; gbg ; gth ;fSf ;F Gh pAk ; gbahfTk ; > gbj ;jij

nray;gLj;jf; $bajhfTk; ,Uf;f Ntz;Lk; vd;w vz;zj;Jld;
kpfTk; fbdkhd ciog;gpdhy; jahhpf;fg;gl;Ls;sJ.

vdNt ,ij gbg;gth;fs; jaTnra;J Xerox vLf;f mDkjpf;f
Ntz;lhk; vd cq;fis md;Gld; Ntz;b Nfl;Lf; nfhs;fpd;Nwd;.

,g;gbf;F jq;fs; Nguhjuit vd;Wk; tpUk;Gk;
Mrphpah ;
Semmangudi  Gopalakrishnan. V alias GK
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Microsoft Excel

,J xU mw;Gjkhd Application Software. ,e;j Software MS Officey; cs;s mNef
Softwarey; xd;W. MS OfficeI Install nra;Ak; nghOJ ,J jhdhfNt Install
MfptpLk;. ,ij jdpahf Install nra;aj; Njit ,y;iy.

mNefkhf ,d;W rpwpaJ Kjy; nghpaJ tiu vy;yh mYtyfq;fspYk; ,jd;
gad;ghL kpfTk; mjpf mstpy; cs;sJ. cjhuzj;jpw;F rpy mYtyfq;fs;
gpd;tUkhW:

1) Factories

2) Offices

3) Banks

4) Financial Companies

5) Schools

6) Colleges

7) Airports

8) Insurance Companies

9) Malls

10) Audit Office

11) Shops

12) Government Office kw;Wk;

mNef mYtyfq;fs;

nkhj;jj;jpy; vy;yh mYtyfq;fspYk; ,jd; gad;ghL cs;sJ. Excel
,y;yhtpl;lhy; mjdhy; nra;af;$ba Ntiyfis nra;a mjpf ehl;fs;
Njitg;gLk;. mNjhL kl;Lkpd;wp mjpf Ml;fSk; Njitg;gLk;.

cjhuzj;jpw;F xU mYtyfj;jpy; my;yJ njhopw;rhiyapy; Rkhh; 100
njhopyhsh;fs; ,Ug;gjhf fUJNthk;. mth;fSf;F khjhkhjk; rk;gs gl;Lthlh
nra;a Salary Department vd jdpahf xU gphpit itj;J ,Ug;ghh;fs;.

me;j Departmenty; Rkhh; 10 my;yJ 15 egh;fs; Ntiy nra;thh;fs;. Kjy; Njjp
rk;gs gl;Ltlh Kbe;jJk; clNd mLj;j khj rk;gs gl;Lthlhtpw;fhd
StatementI jahhpf;f Muk;gpj;J tpLthh;fs;. Vd; vd;why; vy;yhtw;iwAk;
ifahy;jhd; vOj Ntz;Lk;. gytpjkhd Calculationfis Nghl Ntz;Lk;.

xUth; jahhpj;jij kw;wth; Verify nra;a Ntz;Lk;. gpwF Typewritery; StatementI
jahhpf;f Ntz;Lk;. Mdhy; ,Nj Ntiyia ,d;W Excel %yk; xNu xU egh; xU
kzp Neuj;jpy; jahhpj;JtpLthh;.

xU cjhuzj;jpw;fhf ,e;j tptuq;fis $wpAs;Nshk;. ,d;W xU mYtyfj;jpy;
khjhkhjk; mNef Statementfis jhahpf;f Ntz;btUk;. mitfspy; rpy fPNo
Fwpg;gpl;Ls;sd.
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1) Salary Statement

2) Sales Tax Monthly Report

3) Excise Tax Monthly Report

4) Service Tax Monthly Report

5) Stock Statement

6) Bills Outstanding Statement

7) Bank Reconciliation Statement

,d;Dk; mNef Statementfs; cs;sd.

vy;yhtpjkhd StatementfisAk; kpfTk; Rygkhf FWfpa Neuj;jpy; jtWfNs
,y;yhky; jahhpj;Jtplyhk;. mNjhL kl;Lk; my;y. jahhpf;fg;gl;l Statementfs;
njhiye;J tpl;lhy; cldbahf NtW xU Print outI vLj;Jtplyhk;. VjhtJ xU
,lj;jpy; jtW ,Ue;jhy; cldbahf mij jpUj;jptplyhk;. mt;thW me;j
,lj;jpy; jpUj;jk; nra;Ak;NghJ mJ rk;ge;jg;gl;l kw;w ,lq;fspy; jhdhfNt
khwptpLk;.

cjhuzj;jpw;F xU Salary Statement jahhpg;gjhf fUJNthk;.

Basic 6000 vd;gjw;F gjpyhf 5000 vd mbf;fg;gl;L ,Ue;jhy; jpUk;g mij
6000 vd khw;wptplyhk;. mt;thW khw;Wk; nghOJ mjw;Fhpa DA, PF, Total Nghd;w
,lq;fspYk; mjw;Fwpa vz;fs; jhdhfNt khwptpLk;. ,jdhy; jtW Vw;glhJ.

xU StatementI jahhpf;Fk;nghOJ  vy;yh ColumnfisAk; G+h;j;jp nra;a Ntz;ba
mtrpak; fpilahJ. cjhuzj;jpw;F Salary Statementy; Basic vd;w ColumnI
kl;Lk; G+h;j;jp nra;jhy; kw;w Columnfs; midj;Jk; jhdhfNt G+h;j;jp nra;ag;gl;L
tpLk;.

xU StatementI jahhpf;Fk;nghOJ mNef Formulafs; gad;gLj;jg;gLk;.
Mathematical Calculationfs; gad;gLj;jg;gLk;. ,itfs; midj;J Excely;
jhdhfNt nray;gLk;.

mjpf mstpy; gad;gLj;jg;gLk; Calculationfs;

1) $l;ly; - Additions

2) fopj;jy; - Substration

3) tFj;jy; - Devision

4) rjtpfpjk; - Percentage %

5) $l;Lj; njhif - Total

    a) Columnwise Total - Column thhpahf $l;Lj;njhif

b) Row wise Total  - Row thhpahf $lLj;njhif.

,itfs; jtpu ,d;Dk; mNef Formulaf;fs; cs;sd.
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xU mYtyfj;jpy; jahhpf;fg;gl Ntz;ba midj;J StatementfisAk; kpfTk;
Rygkhf jahhpf;f KbAk;. vdNt xt;nthUtUk; ,ijg; gw;wp fz;bg;ghf njhpe;J
,Uf;f Ntz;baJ kpfTk; mtrpak;. ,ij nra;tJ kpf kpf Rygkhd xd;W.

,dp vt;thW Statementfis jahhpg;gJ vd;gJ gw;wp ghh;g;Nghk;.

Kjypy; MS ExcelI Open nra;aTk;.

Start Menutpy; MS Excel vd;gij fpspf; nra;aTk;.

my;yJ Desk Topy; cs;s Ifhid Double Click nra;aTk;.

Start All Programs  Microsoft Office Microsoft Excel
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ExcelI Double Click nra;jTld; Kjd; Kjypy; ,t;thW tpz;Nlh Njhd;Wk;.

,e;j tpz;Nlhtpy; cs;s rpy Kf;fpa tptuq;fs;:

,q;F mNef fl;lq;fis ghh;f;fyhk;. mNef Columnfs; kw;Wk; Rowfs; cs;sd.

A, B, C, D.... vd cs;sitfs; Columnfs; vdg;gLk;.

1> 2> 3> 4...... vd cs;sitfs; Rowfs; vdg;gLk;.

xt;nthU rpwpa fl;lKk; Cell vdg;gLk;. kTrhy; xU CellI fpspf; nra;jhy; me;j
Cell Select nra;ag;gLk;. me;j CellI Rw;wp cs;s fl;lk; jbkdhf khwptpLk;.

,t;thW xU Cell fl;lk; jbkdhf fhzg;gl;lhy; me;j Cell Select nra;ag;gl;Ls;sJ
vd;W nghUs;.

Cell Address my;yJ Cell Location:

A vd;w Columnw;F Nky;Gwj;jpy; xU fl;lj;jpy; A1 vd ,Ug;gij fhzyhk;.

A1 vd;gJ Cursor ve;j Celly; cs;sJ vd;gij Fwpg;gjhFk;. mjhtJ Select
nra;ag;gl;l Cell.

A vd;gJ A Column

1 vd;gJ 1tJ thp

mjhtJ A Columny; 1tJ thpapy; cs;s Cell nryf;l; nra;ag;gl;Ls;sJ vd;W
nghUs;.

cjhuzj;jpw;F 6tJ thpapy; D Columny; cs;s Celly; Select nra;ag;gl;L ,Ue;jhy;
mNj ,lj;jpy; D6 vd Njhd;Wk;.

Mouse Pointer:

Excelypy; kT]; ghapz;lh; vg;nghOJk; cs;sJ Nghy ,Uf;fhJ. ,q;F kT];
ghapz;lh; lhf;lh; Symbol Nghy Plus Symbolyhf Njhd;Wk;.

Cell Address

Excely; Njhd;Wk; Mouse Pointer
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Microsoft Excel File

Rowfs;

Columnfs;

Cellfs;

BoldMf ,Ug;gij fhzyhk;. mjhtJ Sheet1 Open
nra;ag;gl;Ls;sJ. Sheet BoldMf ,Ue;jhy; me;j  Sheet Open
nra;ag;gl;Ls;sJ vd;W nghUs;.

Cell Location Formula g+h;j;jp nra;Ak; ,lk;

 Sheet 1, Sheet 2, Sheet 3:
MS Wordy; mNef gf;fq;fspy; xU TextI mbf;fyhk;.

mNjNghy ,e;j ExcelYk; mNef gf;fq;fspy; mbf;fyhk;.

,q;F gf;fq;fs; Sheet vd miof;fg;gLk;.

1) xNu igypy; mNef Sheetfis Nrh;f;fyhk;.

2) Njit ,y;iy vd;why; Sheetfis Delete nra;ayhk;.

3) xt;nthU SheetYk; xU StatementI jahhpf;fyhk;.

4) vy;yh SheetfspYk; xNu khjphpahd StatementI jahhpf;f Ntz;Lk;
vd;gJ ,y;iy. ntt;NtW Statementfis ntt;NtW Sheetfspy;
jahhpf;fyhk;.

cjhuzj;jpw;F

Sheet 1 - Salary Statement
Sheet 2 - Sales Tax Statement
Sheet 3 - Excise Tax Statement

Statement thhpahf igy;fis Create nra;ayhk;.

1) Salary File
2) Sales Tax File
3) Excise Tax File

cjhuzj;jpw;F 12 khj Salary StatementI 12 Sheetfspy; jahhpf;fyhk;.
Vd;> 24> 36 khjq;fSf;Fk; xNu igiy gad;gLj;jyhk;.
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Mark Sheet:
xU tFg;gpy; cs;s khzth;fspd; Mark Sheet StatementI vt;thW jahhpg;gJ
vd;gij ghh;g;Nghk;.

gs;sp khzth;fs; Mark Sheet
,q;F Total Columnj;jpd; Total jhdhfNt G+h;j;jp nra;ag;gLk;.

Microsoft Exceld; xU StatementI jahhpf;Fk;nghOJ Statementd; Njhw;wj;jpy;
rpy khw;wq;fs; nra;a Ntz;btUk;. mitfs; gpd;tUkhW:

1) Columnd; mfyj;ij $l;lyhk;> Fiwf;fyhk;.

2) Celld; msit khw;wyhk;.

3) eLtpy; xU Gjpa ColumnI Create nra;ayhk;.

4) eLtpy; xU Gjpa RowI Create nra;ayhk;.

5) Njit ,y;yh ColumnI Delete nra;ayhk;.

6) Njit ,y;yh Rowfis Delete nra;ayhk;.

7) xd;Wf;F Nkw;gl;l Cellfis ,izj;J Merge nra;ayhk;.

8) Njitahd Formulafis Njitahd Cellfspy; nray;gLj;jyhk;.

9) mNj Nghy; Column kw;Wk; Rowtpw;fhd NfhLfs; ,y;yhkYk; gphpz;l;
nra;ayhk;. Column kw;Wk; Rowfis NfhLfSld; Print nra;ayhk;.

10) MS Wordy; mbg;gJ Nghy fbjq;fisAk; mbf;fyhk;. TextfisAk;
mbf;fyhk;.

khjj;jpy; xU mYtyfj;jpy; jahhpf;f Ntz;ba midj;J StatemnetfisAk;
RygkhfTk; tpiuthfTk; jahhpf;fyhk;.

,dp MS Excely; vt;thW Ntiy nra;tJ vd;gJ gw;wp ghh;g;Nghk;.
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,Nj nraiy fPo;f;fz;lthW nra;ayhk;.

Kjy; Rowy; (thpapy;) xt;nthU ColumnYk; Njitahd Headingfis G+h;j;jp
nra;aTk;.

G vd;fpw columny; Total vd G+h;j;jp nra;aTk;.

2 Kjy; 6 tiu cs;s Rowf;fspy; ngah; kw;Wk; Markfis G+h;j;jp nra;aTk;.

Total Columny; vijAk; G+h;j;jp nra;a Ntz;lhk;.

,g;nghOJ Total Columny; vt;thW Total MarkI tutiog;gJ vd;gij ghh;g;Nghk;.

,uz;lhtJ Rowy; cs;s B, C, D, E, F Mfpa Columnfspd; TotalI G Columny;
tutiof;f Ntz;Lk;.

mjhtJ 80 + 75 + 90 + 82 + 63 Mfpatw;wpd; Total 390.

,ij ,uz;L tpjkhf nra;ayhk;.

1) Total Njhd;w Ntz;ba Celly; FormulaI G+H;j;jp nra;jy;

2) Cellfis Select nra;J I mOj;Jjy;

1) Celly; FormulaI G+h;j;jp nra;jy;

,uz;lhtJ thpapy; cs;s Total Columny; mjhtJ 2tJ Rowtpd;
G Columny; cs;s CellI fpspf; nra;aTk;. mjhtJ G2 Cell

me;j G2 Celly; fPo;f;fz;lthW Formulait G+h;j;jp nra;aTk;.

= sum(B2+C2+D2+E2+F2)

gpwF Enter KeyI mOj;jTk;.

clNd $l;Lj;njhif G2 Columny; G+h;j;jp nra;ag;gl;L tpLk;.
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2) Cellfis Select nra;J I mOj;Jjy;:

B2 Cell Kjy; G2 Cell tiu vy;yh CellfisAk; (,uz;lhtJ Row kl;Lk;) Select
nra;aTk;.

gpwF Tool Boxy; cs;s I fpspf; nra;aTk;.

clNd G2 Columny; Total te;J tpLk;.

mLj;J G Columnd; kw;w rowtpw;fhd Totalfis vt;thW tutiog;gJ vd;gij
ghh;g;Nghk;.

G3, G4, G5, G6 Mfpa Cellfspy; TotalI tutiof;f ,t;thW jpUk;g nra;a Njit
,y;iy.

G1 Cell y; cs;s Formulait kw;w Cellfspy; Copy nra;jhy; NghJkhdJ. jhdhfNt
Total te;J tpLk;.

Kjypy; G2 Cell Select nra;aTk;.

mLj;J Right Click nra;J CopyI fpspf; nra;aTk;.

mLj;J G3 Kjy; G6 tiu Cellfis Sellect nra;aTk;> gpwF Right Click nra;J
PasteI fpspf; nra;aTk;.

,g;nghOJ vy;yh RowtpYk; Total jhdhfNt te;JtpLk;.

G Columny; cs;s vy;yh CellfspYk; TotalI vt;thW tunra;tJ vd;gij
ghh;j;Njhk;.

,t;thW G Columny; Total tUtij ,uz;l tpjkhf nay;gLj;jyhk;.

1) G+h;j;jp nra;a Ntz;b vy;yh ColumnfisAk; G+h;j;jp nra;J tpl;L
filrpapy; G Columny; Nkw;$wpathW TotalI tuitf;fyhk;.

2) ghlk; thpahf khh;f;Ffis G+h;j;jp nra;Ak;nghONj clNd TotalYk; G+h;j;jp
nra;a itf;fyhk;.

Kjypy; B2 Celly; 60 vd G+h;j;jp nra;jTld; Total Columnkpy; 60 vd Njhd;Wk;.

mLj;J C2tpy; 75 vd G+h;j;jp nra;j clNd 60+75 = 135 vd Totaly; Njhd;Wk;.

,t;thW xt;nthU CellMf G+h;j;jp nra;Ak;nghOJ mjw;Fhpa Total jhdhf
Njhd;wpf; nfhz;Nl tUk;.

,g;nghOJ ,ij vt;thW nray;gLj;JtJ vd;gij ghh;g;Nghk;.

Muk;gj;jpNyNa G2 CellI mjhtJ Total columnd; Kjy; thpapy; Njitahd
Formulit G+h;j;jp nra;aTk;.

mLj;J me;j CellI Copy nra;J Njitahd Cellfis Select nra;J Paste
nra;aTk;. Ntiy Kbe;Jtpl;lJ.

,dp khh;f;Ffis G+h;j;jp nra;j cld; Total Columnk; G+h;j;jp MfptpLk;.

igiy Save nra;jy;:

StatementI mbj;J Kbj;j gpwF File nkDtpd; cs;Ns SaveI fpspf; nra;aTk;
my;yJ Ctrl+S fPiaAk; mOj;jyhk;.
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File Name vd;w ,lj;jpy; xU ngaiu G+h;j;jp nra;J SaveI fpspf; nra;aTk;.
,q;F Book1 vd;w ngahpy; FileI Save nra;J cs;Nshk;.

 jiyg;Gfis (Heading) eLtpy; Njhd;wr; nra;jy;

xt;nthU ColumnYk; xU jiyg;G nfhLf;fpNwhk;. mjhtJ xU Celly;
jiyg;ig G+h;j;jp nra;fpNwhk;.

rhjhuzkhf xU Celly; cs;s jiyg;G Kjypy; ,lJ Xukhf Njhd;Wk;. ,ij
Left Alignment vd;gh;

clNd fPo;fz;l tpz;Nlh Njhd;Wk;

Left Alignment
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Horizontal
Center

jiyg;ig tyJ gf;f Nfhl;bw;Fk;> ,lJ gf;f Nfhl;bw;Fk; eLtpy; Njhd;w
nra;ayhk;. ,ij Horizontal Center vd;gh;.

,q;F C4 Celly; cs;s CIIT vd;gJ eLtpy; Njhd;wpdhYk; fPo;g;ghfj;jpy; cs;sJ.
,ij NkYk; Nky; Nfhl;bw;Fk;> fPo; Nfhl;bw;Fk; eLtpy; Njhd;wr; nra;ayhk;. ,ij
Vertical Center vd;gh;.

,q;F D4 Celly; cs;s CIIT cauthf;fpYk; kw;Wk; mfy thf;fpYk; eLtpy;
cs;sJ.

,q;F Vertical Center, Horizontal Center ,uz;Lk; Apply nra;ag;gl;Ls;sJ.

mLj;J ,ij vt;thW nra;ayhk; vd;gij ghh;g;Nghk;.
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jiyg;Gfis columnw;F eLtpy; Njhd;wr; nra;jy;

Marksheety; cs;s vy;yh jiyg;GfisAk; gf;fthl;bYk;> NkYk; fPOk; eLtpy;
Njhd;w nra;Nthk;.

,t;thW nra;a Horizontal Center kw;Wk; Vertical Center Mfpa ,uz;ilAk;
vy;yh jiyg;G cs;s Cellfspy; Apply nra;aNtz;Lk;.

,q;F Heading cs;s Rowy; vy;yh CellfisAk; nryf;l; nra;aTk;.

mjhtJ B1 Kjy; G1 tiu vy;yh CellfisAk; Select nra;aTk;.

mLj;J Right Click nra;J Format CellsI fpspf; nra;aTk;.

clNd mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.

VIDEO EDITING - volume1 (jk po ;)

Professional Camera, Handycamfspy; vLf;fg;gLk; tPbNahf;fis Edit
nra;J jpUkz epfo;r;rpfspd; tPbNah NghyNt ey;y tPbNahf;fis kpfTk;
Rygkhf ePq;fNs jahhpf;fyhk;.

 Video Capturing,
 Fireware Card
 Pinnacle Capture card
 Video Editing
 Titling 3 DVDfs;

,ytrk;

 Transperancy,
 Transitions
 Hollywood Effects
 Exporting
 CD, DVD Writing
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,ij nryf;l; nra;J TextI
rha;thfNth my;yJ
nrq;Fj;jhfNth ve;j
Nfhzj;jpYk; khw;wpf;
Njhd;wr; nra;ayhk;.

,q;F Horizantal vd;w ,lj;jpy; Center vd;gijAk; Vertical vd;w ,lj;jpYk;
CenterIAk; nryf;l; nra;J OKI fpspf; nra;aTk;.

clNd vy;yh jiyg;GfSk; eLtpy; Njhd;Wk;.

Format Cellsy; tpz;Nlhtpy; NkYk; rpy rpwg;G mk;rq;fs; cs;sd.

,g;nghOJ Name, Tamil, English, Maths, Physics, Chemistry, Total Mfpa jiyg;Gfs;
mjw;Fhpa Columnfspd; eLtpy; Njhd;Wtij fhzyhk;.

,Nj nraiy xNu xU CellYk; nray;gLj;jyhk;.
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NkNy cs;sJ Nghy jiyg;Gfis Njhd;wr; nra;a Kjypy; CellI Select nra;a
Ntz;Lk;.

mLj;J Format Cell tpz;Nlhtpy; tl;lkpl;l gFjpapy; fbfhu Ks; Nghd;W cs;sij
Njitahd jpirapy; (bfphpapy; my;yJ Nfhzj;jpy;) efh;j;jyhk; my;yJ Degrees
vd;w ,lj;jpy; bfphpia nryf;l; nra;Jk; nra;ayhk;.

Text NkypUe;J fPo;
Nehf;fp  rha;thf

(-45 bfphp)

Text fPo; ,Ue;J
Nkyhf

Text Nky; ,Ue;J
fPohf

Text fPo;; ,Ue;J Nky;
Nehf;fp rha;thf

(45 bfphp)

jiyg;Gfis rha;thf (gy Nfhzq;fspy;) Njhd;wr; nra;jy;

,e;j Nfhl;il efh;j;jp rha;thf Njhd;wr;
nra;ayhk;.
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Insert nkD

ehk; xU StatementI jahhpj;j gpwF Vw;fdNt cs;s ColumnfSf;F ,ilNa
Gjpajhf xU ColumnI Nrh;f;f Ntz;btUk;. mNjNghy Rowf;fSf;F ,ilNa
Gjpajhf xU RowI GFj;j Ntz;btUk;.

,tw;iw nra;a ,e;j Insert nkD cjTfpwJ. NkYk; ,e;j Insert nkD %yk; xU
SheetIAk; Nrh;f;fyhk;.

Insert nkDit nryf;l; nra;jhy; mjd; fPo; mNef nkDf;fs; ,Ug;gij fhzyhk;.
mtw;wpy; Rows, Column, Worksheet Mfpaitfis kl;Lk; ghh;g;Nghk;.

Row vd;w nkD xU RowI ,ilapy; Nrh;f;f cjTfpwJ.

Column vd;w nkD xU ColumnI ,ilapy; Nrh;f;f cjTfpwJ.

Worksheet vd;w nkD xU WorksheetI ,ilapy; Nrh;f;f cjTfpwJ.

,g;nghOJ xU ColumnI vt;thW Nrh;g;gJ vd;gij ghh;g;Nghk;.

Kjypy; xU Columny; VjhtJ xU CellI nryf;l; nra;aTk;. mLj;J Insert
nkDtpy; cs;s Columns vd;gij fpspf; nra;aTk;.

clNd xU Gjpa Column Njhd;Wk;.

Gjpajhf Nrh;f;fg;gl;l Column ehk; Select nra;j Cellw;F Kd;ghf Njhd;Wk;.
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Gjpa column Vw;fdNt nryf;l; nra;ag;gl;l Cell ,Ue;j Columnw;F Ke;ijajhf
Njhd;Wk;.

,Nj nraiy fPo;f;fz;lthWk; Insert nra;ayhk;. CellI Right Click nra;Jk;
Insert nra;ayhk;.

,q;F Gjpajhf Njhd;wpAs;s columnI fhzyhk;.

xU CellI nryf;l; nra;J Right Click nra;aTk;. mLj;J Njhd;Wk; nkDf;fspy;
InsertI fpspf; nra;aTk;.

clNd xU Gjpa Column Njhd;Wk;.

Inserting Column - ,ilNa xU ColumnI Nrh;j;jy; - (2nd Method)
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Rows nkD

Kjypy; xU CellI nryf;l; nra;aTk;.

mLj;J Right Click na;J InsertI fpspf; nra;aTk;.

clNd Cellw;F Nky; xU Gjpa Row Njhd;wptpLk;.

Kjypy; xU CellI Select nra;aTk;.

mLj;J Insert nkDtpy; cs;s ,e;j RowsI fpspf; nra;aTk;.

clNd Gjpa Row Njhd;Wk;.

Gjpa Row Vw;fdNt nryf;l; nra;ag;gl;l Celld; Nky; ghfj;jpy; Njhd;Wk;.

,Nj nraiy fPo;fz;lthWk; nra;ayhk;.

,J Insert nkDtpd; fPo; cs;sJ.

`Insert  Rows

,e;j nkD Vw;fdNt cs;s Rowf;fSf;F eLtpy; xU Gjpa RowI Insert nra;a
cjTfpwJ.

xU Gjpa RowI Insert nra;jy;:
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Work Sheet nkD

Insert Sheet

,J Insert nkDtpd; fPo; cs;sJ.

xU SheetI Nrh;f;f ,e;j nkD cjTfpwJ. jpwf;fg;gl;Ls;s Sheet Bold Mf
Njhd;Wk;.

Excel tpz;Nlhtpd; fPo;ghfj;jpy; Sheet1/Sheet2/Sheet3/... vd ,Ug;gij fhzyhk;.
,q;F Sheet vd;gJ gf;fj;ij Fwpg;gpLfpwJ.

filrpapy; cs;s Sheet3 vd;gJ nkhj;jk; 3 gf;fq;fs; cs;sd vd;gij Fwpf;fpwJ.
,g;NghJ ehk; xU Gjpjhf Sheet4I Nrh;f;fyhk; my;yJ Vw;fdNt cs;s xU
SheetI Delete nra;ayhk;.

,g;nghOJ Gjpajhf xU SheetI vt;thW Nrh;g;gJ vd ghh;g;Nghk;.

Gjpajhf Insert nra;ag;gl;l Sheet

,q;F Sheet1/Sheet2/Sheet3 vd %d;W Sheetfs; cs;sd. Kjypy; SheetI
nryf;l; nra;atk;. mLj;J Insert nkDtpy; cs;s Worksheet vd;gij fpspf;
nra;aTk;. clNd xU Gjpa Sheet cUthfp Open Mfp ,Uf;Fk;.

,g;NghJ Sheetw;F mLj;J xU Gjpa Sheet Njhd;wpapUg;gij fhzyhk;. NkYk;

Gjpajhf jpwf;fg;gl;l Sheet open nra;ag;gl;L ,Uf;Fk;.

Fwpg;G: Kjypy; ehk; xU Gjpa SheetI vq;F Nrh;f;f Ntz;Lk; vd;gij jPh;khdpf;f
Ntz;Lk;. Sheet1w;Fk; Sheet2w;Fk; eLNt Ntz;Lk; vd fUjpdhy; Sheet 2I
nryf;l; nra;a Ntz;Lk;. Vd; vdpy;> Vw;fdNt Select nra;ag;gl;l Sheetw;F
Kd;ghf Gjpa Sheet Njhd;Wk;. NkYk; BoldMf Njhd;Wk;.

,Nj nraiy NtWtpjkhfTk; nra;ayhk;. mjd; tptuk; mLj;j gf;fj;jpy; cs;sJ.
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Gjpjhf xU gf;fj;ij (SheetI) Insert nra;jy;:

Sheet 3 kPJ fh;riu itj;J Right Click nra;aTk;. fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F Work SheetI Select nra;J
OK nfhLf;fTk;.

,q;F Sheet 4 vd xU gf;fk; Insert Mfp ,Ug;gij fhzyhk;.

Gjpajhf Nrh;f;fg;gl;l Sheet MdJ Open nra;ag;gl;L Njhd;Wk;.
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xU ColumnI Delete nra;jy;:

,q;F Entire Columy; cs; NubNah
gl;lid nryf;l; nra;J

OKI fpspf; nra;aTk;.

clNd Column Delete nra;ag;gl;LtpLk;.

Delete nra;jy;

rpy Neuq;fspy; Njitg;glhj Column, Row, Sheetfis Delete nra;a Ntz;btUk;.
,t;thW Njit ,y;yhjij Rygkhf Delete nra;ayhk;.

,g;nghOJ Njitg;glhj xU ColumnI vt;thW Delete vd;gij ghh;g;Nghk;.

,Nj nraiy fPo;f;fz;lthWk; Delete nra;ayhk;.

Delete nra;a Ntz;ba Columnj;jpy; cs;s VjhtJ CellI Select nra;J itj;J
Right Click nra;jhy; fPo;f;fz;lthW Njhd;Wk;. mjpy; Delete vd;gij fpspf;
nra;jhy; Cell ,Ue;j Column G+uhTk; Delete MfptpLk;.

,Nj Nghy ,uz;L my;yJ mjw;F Nkw;gl;l ColumnfisAk; xNu jlitapy;
Delete nra;ayhk;.
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Njit ,y;yhj Rowit Delete nra;Jtplyhk;. CursorI Delete nra;a Ntz;ba
VjhtJ Rowtpy; cs;s Celly; itf;fTk;. mLj;J Edit nkDtpy; cs;s DeleteI
fpspf; nra;aTk;. clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;

,Nj nraiy fPo;f;fz;lthWk; nra;ayhk;.

Delete nra;a Ntz;ba Rowtpy; cs;s Celly; CursorI itj;J Right Click nra;jhy;
fPo;f;fz;lthW Njhd;Wk;. mjpy; Delete vd;gij fpspf; nra;jhy; Delete MfptpLk;.

Entire RowI nryf;l; nra;J

OKI fpspf; nra;aTk;.

Rowit Delete nra;jy;

,Nj Nghy ,uz;L my;yJ mjw;F Nkw;gl;l Rowf;fisAk; Delete nra;ayhk;.
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Row my;yJ Columny; cs;s jfty;fis kl;Lk; Delete nra;jy;

Delete nra;a Ntz;baitfis nryf;l; nra;aTk;.

mLj;J Edit Menutpd; fPo; cs;s Clear nkDtpy; fhzg;gLk; Contents vd;gij
fpspf; nra;aTk;.

clNd Select nra;ag;gl;l jfty;fs; mopf;fg;gl;L tpLk;.

 Contents nkD:  Shortcut Key: Del

,J Edit nkDtpd; fPo; cs;s Clear nkDtpy; cs;sJ.

Edit Clear Contents

,J Row my;yJ Column my;yJ xU Celly; cs;s jfty;fis kl;Lk; Delete
nra;a cjTfpwJ.

xU Rowtpy; cs;s jfty;fs;; midj;ijAk; mopf;fyhk;.

xU Columny; cs;s jfty;fs; midj;ijAk; mopf;fyhk;.

xNu xU Celly; cs;s jfty;fs; midj;ijAk; mopf;fyhk;.

,Nj nraiy fPo;f;fz;lthWk; nra;ayhk;.

Delete nra;a Ntz;baitfis Select nra;J Del fPia mOj;jpdhYk; jfty;fs;
mopf;fg;gl;LtpLk;.
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Columnj;jpd; WidthI mjpfg;gLj;Jjy;

,q;F Column j;jpd; mfyk; mjpfkhf Njhd;Wtij fhzyhk;.

mfyj;ij mjpfg;gLj;j Ntz;ba Columny; cs;s VjhtJ xU CellI nryf;l;
nra;aTk;.

mLj;J Formaty; nkDtpy; Columny; cs;s WidthI fpspf; nra;aTk;.

,q;F Column WidthI 20 vd nfhLj;J OKI fpspf; nra;aTk;

Format Column Width...

clNd xU Fl;b tpz;Nlh Njhd;Wk;.
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,t;thW Columnj;jpd; widthI mjpfg;gLj;j NtW xU topAk; cs;sJ.

,jw;F Width vd;fpw nkDit gad;gLj;j Ntz;Lk;.

,J Format nkDtpd; fPo; cs;s Column nkDtpy; cs;sJ.

Format Column Width...
,J Columnj;jpd; mfyj;ij $l;lNth> Fiwf;fNth cjTfpwJ.

mfyj;ij $l;l Ntz;ba Columnj;jpy; cs;s xU CellI Select nra;a Ntz;Lk;.

,q;F G Columnd; mfyj;ij $l;lg; NghfpNwhk;. vdNt G ColumnI nryf;l;
nra;ag;gl;Ls;sJ.

mLj;J Format nkDtpy; cs;s Columny; Njhd;Wk; WidthI fpspf; nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F Column width vd;w ,lj;jpy; 12 vd G+h;j;jp nra;J
OKI fpspf; nra;aTk;.

,q;F Total jiyg;Gs;s G Columnd; mfyk; mjpfkhf ,Ug;gij fhzyhk;.



Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.

79

GK

GK

GK

Rowtpy; HeightI mjpfg;gLj;Jjy;

,q;F Rowit nryf;l; nra;aTk;.

mLj;J Format nkDtpy; cs;s Rowy; Njhd;Wk; Height vd;gij fpspf; nra;aTk;.

,jw;F Height... vd;w nkDit gad;gLj;j Ntz;Lk;.

,J Format nkDtpd; fPo;  cs;s Column nkDtpy; cs;sJ.

Format Column Height
,J xU Rowd; cauj;ij $l;lNth Fiwf;fNth cjTfpwJ.

Mouse Pointer:
Column kw;Wk; Rowf;fspd; msTfis kT]; %yk; khw;wp mikf;fyhk;.

A, B, C, D vd cs;s Kjy; thpapy; fhzg;gLk; FWf;F Nfhl;bd; kPJ kT];
ghapz;liu itf;fTk;. clNd kT]; ghapz;lh; ,uz;L gf;f Arrowthf khWk;.
kTir mOj;jpathW tyJ gf;fNkh ,lJ gf;fNkh efh;j;jpdhy; me;jf; NfhL
efUk;. ,jdhy; Njitahd mfyj;jpw;F Columnik mikf;fyhk;.

mNj Ngy ,lJ gf;fj;jpy; 1, 2, 3, 4 vd cs;s Kjy; Columny; fhzg;gLk; Nfhl;bd;
kPJ kT]; ghapz;liu itj;J NkYk; fPOk; efh;j;jp Rowf;fspd; cauj;ij $l;lyhk;
Fiwf;fyhk;.

fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F Row  height vd;w ,lj;jpy; 20 vd G+h;j;jp
nra;J OKI fpspf; nra;aTk;.

,q;F Rowd; Hight khwpapUg;gij fhzyhk;.
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1 tJ Rowy; cs;s A1 Kjy; J1 tiu vy;yh CellfisAk; Merge nra;a Ntz;Lk;.

1tJ Rowd; mfyj;jij $l;l Ntz;Lk;.

1tJ Rowtpy; ABC Pvt. Ltd. vd mbf;fTk;.

mLj;J Merge nra;ag;gl;l Celly; Vertical Center, Horizontal Center ,uz;ilAk;
Apply nra;aTk;.

,uz;lhtJ RowtpYk; Purchase vd mbj;J mNj khjphp nra;aTk;. 3tJ Rowy;
cs;s vy;yh Cellfspd; cauj;ij $l;lTk;.

Ntiy Kbe;J tpl;lJ.

Merge Cells

xU Statementy; jiyg;Gfis vy;yh ColumnfSf;Fk; eLtpy; Njhd;wr; nra;a
,J gad;gLfpwJ. Njitahd Cellfis Select nra;J Merge Cells vd;gij Check
Boxy; fpspf; nra;jhy; xNu Cell MfptpLk;.

Center nra;a

Merge nra;a
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Border

rhjhuzkhf Excelly; Ntiy nra;Ak;nghOJ ekJ trjpf;fhf
Columnfs; A, B, C, D..... vdTk;
Rowffs; 1> 2> 3> 4.... vdTk;

gphpf;fg;gl;L Njhd;Wfpd;wd. ehk; Ntiy nra;tjw;F trjpahf Column kw;Wk;
RowfSf;F NfhLfs; Njhd;Wfpd;wd. ,t;thW Njhd;Wk; FWf;F> neLf;F
NfhLfis Borderfs; vd;gh;. ,e;jf; NfhLfis gytpjkhf Nghlyhk;.
,jw;fhf Border vd xU tpz;Nlh Format Cells vd;w tpz;Nlhtpy; cs;sJ.

12tJ Rowtpy; cs;s Cellfs; Merge nra;ag;gl;L mfyKk; $l;lg;gl;Ls;sJ.

khw;wq;fs; nra;jgpwF Statement ,t;thW Njhd;Wk;.
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ehk; Ntiy nra;Ak;nghOJ NfhLfs; ,Ug;gJ Nghy; fhzg;gl;lhYk;> StatementI
Print nra;Ak;NghJ me;jf; NfhLfs; ,y;yhky; Statementy; cs;s jfty;fs; kl;Lk;
Print MFk;. ekf;F NfhLfSld; Print Njit vd;why; ,e;j tpz;Nlhtpy;
Njitahd NfhLfs; nfhLj;J nray;gLj;jyhk;.

,Nj nraiy nkD Bard; fPo; cs;s Tool Bary; fhzg;gLk; Border Lines Ifhd;
%yk; nray;gLj;jyhk;.

,q;F Outline kw;Wk;
Inside ,uz;ilAk;
fpspf; nra;aTk;.
FWf;Fk; neLf;Fkhf
vy;yh NfhLfSk;
Njhd;Wk;.

NfhLfs; vt;thW ,Uf;f Ntz;Lk;
vd;gij jPh ;khdpf;f ,q;F
Njitahd LineI nryf;l; nra;aTk;.

OK nfhLf;fTk;.

,ij Select
nra;jhy; NfhLfs;
Print MfhJ

Nky;Gwk;

eLg;gFjp

fPo;g;gFjp

tyg;Gwk;
neLf;FNfhL

rha;thd gFjp

eLg;gFjp
neLf;FNfhL

tyg;Gwk;
neLf;FNfhL

Kjypy; NfhLfs; NghlNtz;ba AreaI nryf;l; nra;aTk;.

mLj;J fPo;f;fz;l tpz;Nlhit Open nra;a Ntz;Lk;.

Statement gf;fj;jpd; eLtpy; Right Click nra;J Format Cells vd;gij fpspf;
nra;aTk;. mLj;J Border TabI fpspf; nra;aTk;.

Border Line
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Border tpz;Nlhtpd; %yk; NfhLfisNghl;l gpwF ,t;thW Njhd;Wk;

Networking - Vol.1
* Networking Fundamentals
* Star Topology
* Bus Topology
* Hy-brid Topology
* Peer to Peer
* IP Address, Subnet Mask
* Network Configuration
* Printer configuration
* Broad Band Configuration
* HUB, Switch, RJ45, UTP cable, Crimping
* Wireless LAN/ Wireless Internet
* Connectivity in Windows XP
* Simple File Sharing in Windows XP

Networking - Vol.2
* Windows 2003 Server
   Installation
* MMC
* Local Users & Groups
* Permissions
* DHCP
* DNS
* Doamin Controller
* Terminal Server
* Thin Client
* System Security Management
* User Rights

Networking - LAN
Volume - 1, Volume - 2

cq;fis  XU rpwe;j System Administrator Mf khw;Wk;.
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Renaming Sheet

xU igiy Open nra;J mNef Sheetfis Nrh;f;fyhk; vd;gij mwptPh;fs;.

xt;nthU SheetYk; jdpj;jdpahf Statementfis jahhpj;J itj;Jf;
nfhs;syhk;. cjhuzj;jpw;F

Sheet 1y; Purchase Statement
Sheet 2y; Sales Statement
Sheet 3y; Salary Statement

,t;thW xNu igypy; mNef Statementfis jahhpj;jg; gpwF ve;j Sheety; ve;j
Statement cs;sJ vd;gJ ekf;F njhpahJ. Vd; vdpy; gf;fj;jpd; mbg;ghfj;jpy;
Sheet 1, Sheet 2, Sheet 3 vd fhzg;gLk;. vdNt mt;thW Njhd;Wk; Sheet ngaiu
ekf;F GhpAk; gbahd ngahpy; Rename nra;J itf;fyhk;.

mjhtJ Sheet 1 vd;gij Purchase vd ngah; khw;wp itf;fyhk;.

cjhuzj;jpw;F 5 gf;fq;fs; ,Ug;gjhf fUJNthk;.

Sheet 1/ Sheet 2/ Sheet 3/ Sheet 4/ Sheet 5
mitfis Purchase/ Sales/ Salary/ Excise/ Stocks vd ngah; khw;wk; nra;ayhk;.

,jd; %yk; ekf;F Njitahd StatementI Open nra;a trjpahf ,Uf;Fk;.
Open nra;ag;gl;l gf;fk; BoldMf fhzg;gLk;.

,q;F Sheet 1y; Purchase tptuq;fs; cs;sd. vdNt Sheet 1I Purchase vd
khw;WNthk;.

Bold Mf cs;s Sheet1 kPJ ksTir itj;J Right Click nra;aTk;.

clNd Sheet nryf;l; nra;ag;gl;L tpLk;. ksTrhy; fpspf; nra;J Purchase vd
mbj;J vz;liu mOj;jTk;. clNd Sheet 1 vd;gJ PURCHASE vd khwptpLk;.
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Purchase vd;W Rename nra;j gpwF ,t;thW Njhd;Wk;. ,q;F Purchase gf;fk;
jpwe;J ,Ug;gjhy; Purchase vd;gJ BoldMf cs;sJ.

Sales Statement

,q;F Sales tptuq;fs; cs;s Sheet2 Sales vd khw;wg;gl;Ls;sJ. mNjNghy;
kw;w SheetfSk; Rename nra;ag;gl;Ls;sij fhzyhk;.
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Sheetd; Back groundI khw;wp mikj;jy;

Format Sheet BackgroundI fpspf; nra;aTk;.

mLj;J Nghl;Nlhf;fs; cs;s FolderI Open nra;aTk;.

xt;nthU SheetYk; ekJ tpUg;gg;gb BackgroundI mikf;fyhk;. ehk; vLj;j
mofpa Nghl;Nlhf;fisAk; BackgroundMf nfhz;L tuyhk;.

,q;F Sample Picture vd;w Folder Open nra;ag;gl;Ls;sJ. ,e;j Foldery; cs;s
xU glj;ij Background Mf nfhz;L tug; NghfpNwhk;. ,q;F VjhtJ xU glj;ij
nryf;l; nra;J InsertI fpspf; nra;a Ntz;Lk;.

vdNt Njitahd xU glj;ij Select nra;J InsertI fpspf; nra;aTk;.

clNd me;jg; glk; Background Mf Njhd;Wk;.
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,q;F Select nra;ag;gl;l glk; BackgroundMf ,Ug;gij fhzyhk;.

,t;thW xt;nthU SheetbYk; ekJ tpUg;gg;gb Backgroundfis nfhz;L tuyhk;.
ehk; Nfkpuhtpy; vLf;fg;gl;l mofpa Nghl;Nlhf;fisAk; fk;g;A+l;lhpy; VjhtJ xU
Foldery; Save nra;J itj;J mtw;iw ,t;thW BackgroundMf gad;gLj;jyhk;.

cq;fis cq;fsJ tPl;by; ,Ue;jgbNa fz;bg;ghf xU Njh;r;rp ngw;w
Computer Engineer Mf vq;fsJ Gj;jfq;fs;+VCD/DVD %yk; khw;w KbAk;

 ,J tiu fk;g;A+l;liu njhlhjth;fs; ,dp fk;g;A+l;lhpy; Ntiy nra;ayhk;.

 8tJ gbj;jtH Kjy; ,y;yj;jurpfs; kw;Wk; Xa;T ngw;wtHfs; tiu
midtUk; kpfTk; Rygkhf fw;fyhk;.

 taJ tuk;G> mbg;gil fy;tp jFjpfs; NjitNa ,y;iy.
 MHtKk; jd;dk;gpf;ifAk; kl;LNk NghJkhdJ.
 midj;J tpjkhd fk;g;A+l;lHfisAk; rHtP];; nra;ayhk;.

 vy;yh tpjkhd fk;g;A+l;lHfisAk; m]k;gps; nra;ayhk;.

 XU mYtyfj;jpy; fk;g;A+l;lhpy; nra;af;$ba midj;J NtiyfisAk;
     nra;ayhk;.
 Mq;fpyj;jpy; mjpf NjHr;rp ,y;iyNa vd fUjNt Ntz;lhk;. tq;fpfs;>

mYtyfq;fs;> Browsing Center Mfpatw;wpy; cs;sJ Nghy mNdf
fk;g;a+l;lh;fis ,izj;J xU LANnel;xh;f;if kpfTk; Rygkhf mikf;fyhk;.

 cq;fs; FLk;gj;jpYs;s midtUNk  fw;fyhk;.
 ,J fijNa my;y ep[Nkh ep[k;.

Computer Basics, Hardware, Networking, Laptop Servicing, Video Editing, Pagemaker

nrk;kq;Fb NfhghyfpU\;zdpd;

Learn In a Week  xNu thuj;jpy; fw;fyhk;
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Kjypy; ngah;fs; cs;s ColumnI Select nra;J nfhs;sTk;.

mLj;J Formaty; cs;s SortI fpspf; nra;aTk;.

clNd mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.

,g;nghOJ ,q;F ehk; Statementy; cs;s ngah;fis Assending Ordery; Njhd;wr;
nra;Nthk;.

,e;j nraiy nra;a ,e;j Sort nkD cjTfpwJ.

,J Format nkDtpd; fPo; cs;sJ.

Sort nra;jy; - Sort nkD

Sort vd;why; vd;d?

Sorting vd;why; thpirahf mLf;Fjy; vd;W nghUs;. ,ij ,uz;L tifahf
nra;ayhk;.

1) Ascending Order
2) Decending Order

Ascending Order: vz;fshf ,Ue;jhy; 1> 2> 3> 4 vd thpirahf mLf;Fjy;.
vOj;Jf;fshf (Albhabet) ,Ue;jhy; A, B, C, D vd mLf;Fjy;.

Decending Order- jiyfPohf mLf;Fjy;:

vz;fshf ,Ue;jhy; nghpa vz;zpy; ,Ue;J rpwpa vz; tiu mLf;Fjy;.

10> 9> 8> 7> 6 vd mLf;Fjy;.

vOj;Jf;fshf ,Ue;jhy; Z, Y, X vd mLf;Fjy;.
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,q;F Name vd;gijAk; Ascending vd;gij Select nra;J OKI fpspf; nra;aTk;.
clNd Name vd;w ngahpy; cs;s Columny; fhzg;gLk; ngah;fs;
Ascending Ordery; khwptpLk;.

,q;F ngah;fs; Ascending Ordery; khwpapUg;gij fhzyhk;.
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Statements

Microsoft Excel xU mYtyfj;jpy; mNeftpjkhd Statementfis jahhpf;f
gad;gLfpwJ vd;gij ehk; mwpNthk;.

,g;nghOJ fPo;f;fz;l %d;W tpjkhd Statementfis vt;thW jahhpg;gJ vd;gij
ghh;g;Nghk;.

1) Salary Statement
2) Sales Statement
3) Income Tax Calculation Statement

1) Salary Statement:
5 Copah;fs; cs;s xU njhopw;rhiyapy; jahhpf;fg;gLk; xU Salary Statement
nfhLf;fg;gl;Ls;sJ. G+h;j;jp nra;ag;gl Ntz;ba tptuq;fs;

1) Sl. No.
2) Name
3) Basic Salary
4) Loan

NkNy $wg;gl;litfis kl;Lk; G+h;j;jp nra;jhy; NghJkhdJ.

fPNo nfhLf;fg;gl;l tptuq;fs; Loan jtpu kw;wit jhdhfNt G+h ;j;jp
nra;ag;gl;LtpLk;.

5) DA = 30% on Basic Salary

6) HRA = 20% on Basic Salary

7) PF = 10% on Basic Salary

8) Gross Salry  = Basic + DA + HRA + PF

9) ESI = 5% on Basic & DA

10) Loan - ,ij G+h;j;jp nra;a Ntz;Lk;.

11) Net  Amount = Gross Salary - Deductions
Cellfspy; G+h;j;jp nra;ag;gl;Ls;s Formulaf;fs; tptuk;

jiyg;G Cell Address             Formula

DA D10 = C1-x 30%

HRA E10 = C10 x 20%

PF F10 = (C10+D10) x 10%

Total G10 = C10 + D10 + E10 + F10

ESI H10 = (C10 + D10) x 5%

Net J10 = G10 - (H10 + I10)
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16 tJ Rowy; cs;s midj;J ColumnfspYk; TotalYf;fhd Formula
gad;gLj;jg;gl;Ls;sJ.

D10 Celly; cs;s Formulait D11 to D14 tiu Copy nra;aTk;. ,Nj ProcedureI
kw;w midj;J ColumnfspYk; gad;gLj;jTk;.

xU Celly; cs;s Formulait mwpa me;j CellI Select nra;a Ntz;Lk;. clNd
mjw;Fhpa Formula, Formula Bary; Njhd;Wk;.

,q;F J14 Cell nryf;l; nra;ag;gl;Ls;sJ. mjw;Fhpa Formula NkNy Formula Bary;
Njhd;Wtij fhzyhk;.
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Excely; Income Tax Statementd; Njhw;wk;.

,q;F tl;lkplg;gl;Ls;s Cellfspy; Formulafs; gad;gLj;jg;gl;Ls;sd.
Formulatpd; tptuKk; mUfpNyNa nfhLf;fg;gl;Ls;sJ.

=C8+C9+C10+C11

       =C47+C48+C49

=F43+F49

=E37-E39

 =E41*30%

 =E27-E35

=D12+D18+D20+D25

=C22+C24

=C16+C17

 =F39+F41
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Papery; Printout vLj;j gpwF ,t;thW Njhd;Wk;
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Power Point

MS Officey; cs;s mNef Softwarespy; ,JTk; xd;W. ,ij jdpahf Install nra;aj;
Njit ,y;iy. MS OfficeI Install nra;Ak;nghOJ jhdhfNt Install MfptpLk;.

,J xU mw;Gjkhd kpfTk; gaDs;s Software. rpdpkh jpNal;lhpy; ehk;
tpsk;guq;fSf;fhf mNef Slidefis ghh;f;fpNwhk;. mNj khjphpahd Slidefis
jahhpj;J fk;g;A+l;lhpy; ehk; ghh;j;J kpfoyhk;. ,ij jahhpg;gJ kpf kpf Rygk;.
,ij nray;gLj;JtJk; kpfTk; Rygk;.

ehk; nrhy;y tpUk;Gk; fUj;Jf;fis ,e;j Slide %yk; tpthpf;fyhk;. xNu igypy;
mNef Slidefis jahhpf;fyhk;. thpirahf xt;nthd;iwAk; ghh;f;fyhk;. ,e;j
Slidefspy; fPo;f;fz;l nray;fis nra;ayhk;.

1) ntWk; Textfis kl;Lk; fhz;gpf;fyhk;.

2) TextfNshL mjw;Fhpa glq;fisAk; Nrh;j;J fhz;gpf;fyhk;.

3) Nghl;Nlhf;fis fhz;gpf;fyhk;.

4) Njitg;gLk; ,lq;fspy; ciuahly;fis Nrh;f;fyhk;.

5) rg;jNk ,y;yhky; ntWk; Slidefis ghh;j;jhy; rypg;G tUk;. mij jtph;f;f
,dpikahd rg;jq;fis Slidefspy; Nrh;f;fyhk;.

6) Slidefspy; Njhd;Wk; thh;j;ijfs; gy mirTfSld; Njhd;wr;
nra;ayhk;. ,ij Animation vd;gh;.

  mjhtJ vOj;Jf;fs; Mbf;nfhz;Nl tUk;. rpwpJ Neuk; epd;W
fhz;gpj;Jtpl;L jpUk;g lhd;]; Mbf;nfhz;Nl NghFk;. fpuhkq;fspy;
jpUtpohf;fspy; eilngWk; ngha;f;fhy; Fjpiu> fufhl;lk; Nghy.

7) xU Slide  Njhd;Wk; nghOJk; kiwAk; nghOJk; rpy khw;wq;fis nra;Ak;.

   cjhuzj;jpw;F Njhd;Wk; nghOJ gy J}s;fs; xd;W Nrh;e;J fhz;gpf;Fk;.
rpwpJ Neuk; fopj;J jpUk;g gy J}s;fshf kiwAk;.

  Nky; ,Ue;J fPohf gha; tphptJ Nghy te;J jpUk;g mNjNghy ghia
RUl;LtJ Nghy kiwAk;. ,J khjphp mNef tpjq;fs; cs;sd. ,tw;iw
Transition Effects vd;gh;.

,d;Dk; mNeftpjkhd GJikfis GFj;jyhk;. mNef epkplq;fs;
fhz;gpf;ff; $ba mstpy; mjpfkhd vz;zpf;ifapy; Slidefis jahhpf;fyhk;.

mJ rhp rhh;> xNu mbahf mLf;fpf; nfhz;Nl NghfhjPh;fs;> ,jd; cgNahfk;
vd;d? mij Kjypy; nrhy;Yq;fs;.

Nfhgg;glhjPh;fs;. clNd nrhy;YfpNwd;.

,jd; Kf;fpa gad;ghL.

1) ghlq;fis khzth;fSf;F elj;jyhk;.



Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.

98

GK

GK

GK

2) ehk; fhkpuhtpy; vLj;j Nghl;Nlhf;fis SlideMf jahhpf;fyhk;.

3) tpw;gidf;fhf cs;s xU nghUisg; gw;wp tpthpf;fyhk;.

4) Seminarfs; elj;Jk; NghJ mJ rk;ge;jkhd tpsf;fq;fis GhpAk;gbahf
tpthpf;fyhk;.

5) Doctors, Auditors Nghd;wth;fs; jq;fsJ tpsf;fq;fis Ghpa itf;fyhk;.

6) Productfis Market nra;Ak;nghOJ mJ rk;ge;jkhd tptuq;fis
nfhLf;fyhk;.

7) nghpa MNC fk;ngdpfspd; Mz;LNjhWk; eilngWk; Share holder
Meetingy; fk;ngdp rk;ge;jkhd Gs;sp tptuq;fis GhpAk;gbahf
tpthpf;fyhk;.

,t;thW mtuth; Njitf;Fj; jFe;jgb mNef Slidefs; mlq;fpa xU igiy
jahhpg;gjw;F Power Point Presentation vd;W ngah;. ,g;nghOJ xU Power Point
PresentationI vt;thW jahhpg;gJ vd;gij ghh;g;Nghk;.

All Programs Microsoft Office Microsoft Office Power Point 2003

Kjypy; Power PointI Open nra;aTk;.
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Kjd; Kjypy; ,e;j tpz;Nlh Njhd;Wk;.

,q;F Format nkDtpYs;s Slide nkDtpy; fpspf; nra;aTk;.

clNd mLj;j gf;fj;jpy; Njhd;Wk;. tpz;Nlhtpd; tyJ gf;fj;jpy; Slide Layout
Njhd;Wk;.
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,q;F Kjy; Layout Select nra;ag;gl;Ls;sJ. mjw;Fhpa Slide jpiuapy; cs;sJ.

xU Slide vt;thW ,Uf;f Ntz;Lk; vd;gij njhptpg;gJjhd; ,e;j Slide Layout

cjhuzj;jpw;F rpy Slidefspd; Layoutfs; fPNo nfhLf;fg;gl;Ls;sd.

,q;F xU fl;lk; nfhLf;fg;gl;Ls;sJ. ,ij Place Holder vd;gh;. ,e;j fl;lj;jpy;
jiyg;Gr; nra;jpia kl;Lk; mbf;fyhk;.

Place Holder
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,q;F %d;W Place Hoderfs; cs;sd. jiyg;G jtpu ,uz;L Place Holderfs;
jfty;fSf;fhf nfhLf;fg;gl;Ls;sd.

,q;F ,uz;L Place Holderfs; cs;sd.
NkNy cs;sJ jiyg;Gf;fhdJ. fPNo
cs;s nghpa fl;lj;jpy; jfty;fis
njhptpf;fyhk;.

NkNy
fhl;lg;gl;Ls;sitfs; Text
Layout vd miof;fg;gLk;.

mtw;wpy; ntWk;
vOj;Jf;fis kl;Lk;
fhz;gpf;fyhk;.

,e;j LayoutI Content
Layout vd miof;fyhk;.

,e;j Slidey; TextfNshL
glq;fisAk; Nrh;j;J
Njhd;wr; nra;ayhk;.
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xU LayoutI fpspf; nra;jJk; jpiuapy; ,t;thW Njhd;Wk;. ,jpy; ,uz;L
fl;lq;fs; cs;sd.

,e;j fl;lq;fis Place Holder vd;gh;.

fl;lj;jpd; eLtpy; my;yJ fl;lj;jpw;Fs; VjhtJ xU ,lj;jpy; fpspf; nra;jhy;
ehd;F GwKk; cs;s fl;lj;jpd; Border mfykhf Njhd;Wk;. eLtpy; Cursor Blink
MFk;.

,e;j fl;lj;jpy; vOj;Jf;fis mbf;fyhk;. fl;lj;ij Rw;wpYk; 8 Gs;spfs;
xU rpW tl;l tbtpy; fhzg;gLk;.

me;j Gs;spfs; kPJ kT]; ghapz;liu itj;jhy; xU NfhL ,Ujiy mk;Gld;
Njhd;Wk;
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ehd;F GwKk; fl;lk; Njhd;wpa gpwF Del Key mOj;jpdhy; me;jf; fl;lk;
mopf;fg;gl;L tpLk;. mjhtJ Place Holder mopf;fg;gl;LtpLk;.

xU LayoutI nryf;l; nra;j cld; jpiuapy; me;j Layout Njhd;Wk;. mNjhL
kl;Lkpd;wp ,lJgf;f Xuj;jpy; xU rpwpa fl;lk; Njhd;Wk;.

,Nj Nghy; xt;nthU LayoutI Nrh;f;Fk;NghJ mLj;J mLj;J  fl;lq;fs; Njhd;Wk;.

,lJ gf;fj;jpy; cs;s mjw;Fwpa fl;lk; Select nra;ag;gl;L ,Uf;Fk;.

me;j fl;lq;fspy; Layouty; cs;s tptuq;fSk; fhzg;gLk;. ,jdhy; ve;j Layouty;
Open nra;ag;gl;Ls;sJ vd;gij mwpayhk;.

xU SlideI Delete nra;a tpUk;gpdhy; ,lJ Gwk; cs;s mjw;Fhpa rpwpa
fl;lj;ij nryf;l; nra;J Del Key mOj;jpdhy; me;j Slide mopf;fg;gl;LtpLk;.

gf;fthl;L Gs;spfspy;

Nky;gf;fk;> fPo;g;gf;fk; cs;s Gs;spfspy;

ehd;F Corner Gs;spfspy;  rha;thd Fwp

,t;thW mk;GFwp Njhd;wpaJk; kTir mOj;jpathW efh;j;jp fl;lj;ij RUf;fyhk;>
tphpf;fyhk;.

Nfhl;bd; kPJ Mouse PointI itj;jhy; xU ehd;FGw mk;G Fwp Njhd;Wk;.

mjd; gpwF kTir mOj;jp efh;j;jpdhy; fl;lNk efUk;.







 
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Slide Layout tpz;Nlh

rpy Neuq;fspy; ,e;j tpz;Nlh Njhd;whky; ,Uf;fyhk;. ,ij Njhd;wr; nra;a
Format nkDtpYs;s Slide LayoutI fpspf; nra;a Ntz;Lk;.

clNd ,e;j Slide Layout tpz;Nlh Njhd;wptpLk;.

Foramat Slide Layout

,J tyJ gf;fj;jpy; cs;sJ. ,jd; fPo; 27 tifahd Slide Templatefs; ehd;F
jiyg;Gfspd; fPo; cs;sd. ,ij Template vd;gh;. ,tw;wpy; Njitahditfis
nryf;l; nra;J Slidefis cUthf;fyhk;.

,e;j Templatey; Njitahd tptuq;fis G+h;j;jp nra;jhy; NghJkhdJ. ehk;
Rygkhf Slidefs; jahhpf;f ,e;j Templatefs; nfhLf;fg;gl;Ls;sd. mbg;gilapy;
ehd;F tpjkhf Layoutfs; cs;sd.

xt;nthU Layoutfspd; fPo; mNef Templatefs; cs;sd. mitfspd; tptuq;fs;
gpd;tUkhW:

:              Layout ngah;                 mjpy; cs;s Templete vz;zpf;iffs;

     1) Text Layout                     4 Templates
       2) Content Layout         7 Templates
       3) Text and Content Layout                     7 Templates
       4) Other Layouts                     9 Templates

xt;nthU Layouty; cs;s Templatefspd; tptuk; gpd;tUkhW:

1) Text Layouts:

,jpy; fPo;f;fz;l 4 Templatefs; cs;sd.

1) Title Slide

2) Title only

3) Title and Text

4) Title and 2 Column Text

,jpy; ntWk; textfis kl;Lk; G+h;j;jp nra;ayhk;. mjhtJ vOj;Jf;fis kl;Lk;
fhzgpf;fyhk;.

2) Content Layout:

,jpy; fPo;f;fz;l 7 Templatefs; cs;sd.

1) Blank

2) Content
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3) Title & Content

4) Title & 2 Content

5) Title, Content & 2 Content

6) Title, 2 Content & Content

7) Title & 4 Content

,jpy; jiyg;G> glq;fs;> Sound MfpaitfisAk; Nrh;f;fyhk;.

3) Text and Content Layout

,jpYk; fPo;f;fz;l 7 Templatefs; cs;sd.

1) Title, Text and Content

2) Title, Content and Text

3) Title, Text and 2 Content

4) Title , 2 Content and Text

5) Title and Text over Content

6) Title and Content over Text

7) Title and 2 Content over Text

,jpy; mjpfkhd mstpy; vOj;Jf;fs;> glq;fs;> Soundfs; Nrh;f;fyhk;.

4) Other Layouts

,jpy; fPo;f;fz;l 9 Templatefs; cs;sd.

1) Title, Text and Clipart

2) Title, Clipart and Text

3) Title, Text and Chart

4) Title, Chart and Text

5) Title, Text and Media Clip

6) Title, Media Clip and Text

7) Title and Table

8) Title and Diagram or Organisation Chart

9) Title and Chart

,jpy; jiyg;Gfs;> Diagramfs;> Graphs, Chart Nghd;wtw;iw Nrh;f;fyhk;.

NkNy Fwpg;gpl;Ls;s midj;J LayoutfSk; ekf;F vspjhf Njitahd
Slidefis jahhpg;gjw;F nfhLf;fg;gl;Ls;sd.

ehk; mitfisj;jhd; gad;gLj;j Ntz;Lk; vd;fpw fl;lhak; fpilahJ.
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,q;F nkhj;jk; 27 tifahd Templatefs; cs;sd.

VjhtJ xU Text SlideI nryf;l; nra;J ekJ tpUg;gg;gb Njitahd
khw;wq;fis nra;J jahhpf;fyhk;.

cjhuzj;jpw;F xU Slidey; fPo;f;fz;litfis fhz;gpf;f Ntz;Lk; vd
fUJfpwhh;fs;.

1) jiyg;G 2) nra;jpfs; 3) glq;fs; 4) Soundfs;

,jw;F Text and Content Layouty; xd;iw Select nra;a Njit ,y;iy. Kjypy;
cs;s Text and Content Layouty; VjhtJ xd;iw Select nra;J mjpNyNa
vy;yhtpjkhd mk;rq;fisAk; Nrh;f;fyhk;.

tpz;Nlhtpd; tyJ gf;fj;jpy; Apply Slide Layout vd; jiyg;gpd; fPo; ,e;j 27
Templatefs; thpirahf cs;sd. Scroll BarI efh;j;jp Njitahd TemplateI
fpspf; nra;jhy; clNd mjw;Fhpa xU Slide Layout jpiuapy; Njhd;Wk;.

Text Layouts

Content Layouts

Text adn Content
Layouts

Other Layouts

,J Slide Layout tpz;Nlh.
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New Slide nkD - Ctrl + M

xU SlideI jahhpj;J Kbj;j gpwF mLj;j SlideI jahhpf;f ,e;j nkD cjTfpwJ.
,ij fpspf; nra;j gpwF mLj;J xU GJ Slide Njhd;Wk;. me;j Slidey; Ntiy
nra;ayhk;. my;yJ Slide Layouty; Njitahdij nryf;l; nra;Jk; Gjpa SlideI
cUthf;fyhk;.

Ctrl + MI Press nra;Jk; Gjpa SlideI cUthf;fyhk;.

,J Insert nkDtpd; fPo; cs;sJ.

Insert New Slide

clNd Njhd;Wk; mLj;j  Gjpa Slide Layout
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,Nj nraiy NtWtpjkhfTk; nra;ayhk;.

Slide Layouty; Njitahd SlideI nryf;l; nra;aTk;. nryf;l; nra;ag;gl;l
Templated; tyJ gf;fj;jpy; Njhd;Wk; mk;Gf;Fwpia fpspf; nra;jhy; Njhd;Wk;
tpz;Nlhtpy; Insert New Slide vd;gij fpspf; nra;aTk;.

clNd xU Gjpa Slide Njhd;Wk;.

Xh; md;ghd Ntz;LNfhs;

,e ;j  Gj;jfk; gbg ; gth ;fSf ;F Gh pAk ; gbahfTk ; > gbj ;jij
nray;gLj;jf; $bajhfTk; ,Uf;f Ntz;Lk; vd;w vz;zj;Jld;
kpfTk; fbdkhd ciog;gpdhy; jahhpf;fg;gl;Ls;sJ.

vdNt ,ij gbg;gth;fs; jaTnra;J Xerox vLf;f mDkjpf;f
Ntz;lhk; vd cq;fis md;Gld; Ntz;b Nfl;Lf; nfhs;fpd;Nwd;.

,g;gbf;F jq;fs; Nguhjuit vd;Wk; tpUk;Gk;
Mrphpah ;
Semmangudi  Gopalakrishnan. V alias GK
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Slide Show nkD - F5

,J View nkDtpd; fPo; cs;sJ.

View Slide Show

ehk; jahhpj;j Slide jpiuapy; vt;thW Njhd;Wk; vd;gij mwpa ,e;j nkD
cjTfpwJ. ,e;j nkDit fpspf; nra;jTld; KO jpiuapy; slide njhpAk;.
,Nj nraiy F5 fPia Press nra;Jk; ghh;f;fyhk;.

Slide Show Kbe;j gpwF jpUk;g Power Pointw;F tUtjw;F Escape fPia mOj;jp
Ntiyia njhluyhk;.

xU Slide ghh;j;j gpwF mLj;j SlideI ghh;f;f Down Arrow fPia Press nra;aTk;.
Ke;ija SlideI ghh;f;f Up Arrow fPia Press nra;aTk;.

filrp SlideI ghh;j;j gpwF fPo;f;fz;l nra;jp Njhd;Wk;.

“End of Slide Show, Click to Exit”

MouseI fpspf; nra;jJk; kPz;Lk; Power Point te;JtpLk;. Escape fPiaAk; gpu];
nra;ayhk;.

Preparation of Slide:

,q;F ,uz;L Place Holderfs; cs;sd. Nky; Place Holdery; jiyg;Gk;>
fPNo cs;s Place Holdery; jfty;fSk; nfhLf;fg;gl;Ls;sd.
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,q;F %d;W Place Holderfs; cs;sd.

NkNy cs;s Place Holdery; jiyg;G nfhLf;fg;gl;Ls;sJ.

fPNo cs;s ,uz;L Place Holdery; jdpj;jdpahf jfty;fs; nfhLf;fg;gl;Ls;sd.

Content Layout:
,e;j LayoutI gad;gL;jp xU Slidey; Text nra;jpfSld; glq;fisAk; Nrh;j;J
jahhpf;fyhk;. ,e;j LayoutI fpspf; nra;j cld; xU rpwpa fl;lk; Njhd;Wk;
me;j fl;lj;jpy; 6 glq;fis fhzyhk;

,q;F 6 tpjkhd glq;fs; cs;sd.

1) Insert Table
2) Insert Chart
3) Insert Clipart

4) Insert Picture
5) Insert Diagram and Organisation Chart
6) Insert Media Clip

xU glj;jpd; kPJ kT]; ghapz;liu itj;jhy; mjw;Fwpa ngaiu fhz;gpf;Fk;.
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Inset Table (Picture)

,ij gad;gLj;jp Row, Column Kiwapy; gy fl;lq;fis GFj;jp Table Formaty;
jfy;fis fhz;gpf;fyhk;. ekJ tpUg;gg;gb Njitahd Columnfs; kw;Wk;
Rowfis cUthf;fyhk;. gpwF Njhd;Wk; xt;nthU fl;lj;jpYk; jdpj;jdpahf
tptuq;fis G+h;j;jp nra;ayhk;.

,q;F Kjypy; cs;s Insert Table vd;gij fpspf; nra;jTld; fPo;f;fz;l rpwpa
tpz;Nlh Njhd;Wk;. mjpy; Number of Column vd;w ,lj;jpy; 5 vdTk; Number of
Row vd;w ,lj;jpy; 2 vdTk; nryf;l; nra;J OKI fpspf; nra;aTk;.

fPo;f;fz;l tpz;Nlhtpy; 4 columnfs; 5 Rowfs; Njhd;wpapUg;gij ghh;f;fyhk;.

,q;F xt;nthU fl;lj;jpYk;
jfty;fis ilg; nra;J
nfhs;syhk;.

,e;j Boxy; Njitahd khw;wq;fis
nra;a Toolfs; cs;sd

Insert Table
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,q;F cjhuzj;jpw;F Salary List Nghlg;gl;l TableI fhzyhk;.

,Nj nraiy Inserty; cs;sTable nkD %ykhfTk;  nra;ayhk;.

Insert Table...

Multi Media Keyboard
Key Boardfspy; ,uz;L tiffs; cs;sd.

1) rhjhuz fP Nghh;L

2) Multi Media Keyboard
Multi Media fP Nghh;by; rhjhuz fP Nghh;il tpl rpy  fPfs; $Ljyhf
fhzg;gLk;. fPapd; nray;ghl;bw;fhd tptuk; fPapd; Nky; glkhfNth my;yJ
vOj;jhfNth nfhLf;fg;gl;bUf;Fk;.

mitfs; tptuk; gpd;tUkhW:

1) Volume Increase
2) Volume Decrease
3) Mute
4) Internet Explorer Home Page
5) Play / Pause
6) Stop
7) Reverse
8) Forward
9) Outlook Express
10) Calculator



Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.

113

GK

GK

GK

,q;F Data Sheety; nfhLf;fg;gl;Ls;s msTfspd; gb Graph tiuag;gl;Ls;sJ.

,e;j Graphd; Njhw;wj;ij khw;wpAk;  mikf;fyhk;.

Insert Chart (Picture)

,jd; %yk; rpy Gs;sp tptuq;fis Graph %ykhf njhptpf;fyhk;. mjhtJ tiu
glq;fs; %ykhf njhptpf;fyhk;. Njitahd Gs;sp tptuq;fis fPNo cs;s
fl;lj;jpy; G+h;j;jp nra;jhy; NghJkhdJ Graph jhdhf mjw;F jFe;jhw;Nghy
Njhd;Wk;.

cjhuzj;jpw;F Sales, Purchase, Profit Mfpa %d;W tptuq;fis nfhLj;J
3 Branch OfficefSf;F G+h;j;jp nra;ayhk;.

,q;F xU Chart Nghlg;gl;Ls;sij fhzyhk;.

ifj;njhopy; xd;iw fw;Wf;nfhs;. ftiy cdf;fpy;iy xj;Jf;nfhs;.

fk;g;a+l;lh; gw;wpa KO mwpT ngw gbAq;fs;

vq;fspd; ntspaPLfshd XNu thuj;jpy; fw;fyhk; vd;w

Hardware & Network Gj;jfq;fs;(jkpopy;)

VCD+DVDfs; ,ytrk;
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Insert Clip Arts:
Clip Art vd;why; tiuag;gl;l glq;fs;. Microsoft Officey; Vuhskhd glq;fs; cs;sd.
mtw;wpy; cs;s glq;fis Slidey; nfhz;Lte;J fhz;gpf;fyhk;. Kjypy; glk;
rpwpajhf Njhd;Wk;. me;jg; glj;ij fpspf; nra;jhy; mjd; ehd;F GwKk; Gs;spfs;
Njhd;Wk;. me;j Gs;spfs; kPJ Mouse PointerI itj;J gf;fthl;by; ,Oj;J
Njitahd mstpw;F nghpajhf nra;J nfhs;syhk;.

Insert Clip Art (Picture)

,q;F
Njitahd
glj;ij
Select
nra;jhy;
jpiuapy;
Njhd;Wk;.
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Insert Picture:
fk;g;A+l;lhpy; cs;s VjhtJ xU glj;ij> Nfkuhtpy; vLf;fg;gl;l Nghl;Nlhf;fs;
cs;gl Slidey; nfhz;L te;J fhz;gpf;fyhk;.

Insert Picture vd;gij fpspf; nra;jTld; fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F ,e;jg; glj;ij fpspf; nra;Js;Nshk;.

tl;lkpl;Ls;s PictureI nryf;l; nra;J InsertI fpspf; nra;aTk;.
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Insert Diagram and Organisation Chart:

,e;j  glj;ij fpspf; nra;j cld; fPo;f;fz;l tpz;Nlh Njhd;Wk;. ,jpy; MW
glq;fs; cs;sd. xU glj;ij Select nra;jhy; mjd; ngaUk; mjd; gad;ghLk;
fPo;ghfj;jpy; ,uz;L thpfspy; Njhd;Wk;.

,q;F 6
tifahd
glq;fs;
cs;sd.
Njitahdij
nryf;l; nra;J
nray;gLj;jyhk;.
mtw;wpy; xd;W
organisation
Chart
kw;witfs;
Diagram Chart.

Organisation Chart:
,J jiyKiw cwT tbtq;fs; tphpf;f gad;gLfpd;wJ. cjhuzj;jpw;F
Manager. mth; fPo; 3 Assistantfs; my;yJ Head Office mjd; fPo; 3 my;yJ 4
Branch Officefs;. ,J Nghd;w tptuq;fis fhz;gpf;fyhk;. ,q;F Kjy; glj;ij
Click nra;jTld; mLj;j tpz;Nlh Njhd;Wk;.

Select nra;ag;gl;l Picture Insert MfpapUg;gij fhzyhk;.
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Nky; fl;lj;jpy; Right Click nra;J Njhd;Wk; nkDtpy; Subordinate fpspf; nra;aTk;.
clNd fPo; ghfj;jpy; Gjpajhf xU fl;lk; Njhd;Wk;.

,q;F Subordinate vd;gij fpspf; nra;j gpwF fPo; ghfj;jpy; ehd;F fl;lq;fs;
,Ug;gij fhzyhk;.

mjhtJ SubordinateI fpspf; nra;jhy; fPo;ghfj;jpd; cs;s fl;lq;fs; mjpfhpf;Fk;.
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fl;lj;ij Right Click nra;J AssistantI fpspf; nra;jhy; fPo;f;fz;lthW
gf;fthl;by; Njhd;Wk;.

,Nj nraiy fPo;f;fz;lthWk; nra;ayhk;.

Boxy; fpsf; nra;J Njitahd jfty;fis G+h;j;jp nra;ayhk;.

,q;Fs;s 4 Boxfis gad;gLj;jp xU Chart nra;J nfhs;syhk;.

Njitg;glhj xU fl;lj;ij Delete nra;a Kjypy; Select nra;aTk;. ehd;F GwKk;
8 Gs;spfs; Njhd;Wk;. mLj;J Del fPia Press nra;jhy; kiwe;JtpLk;.

,e;j Pull down nkDit fpspf; nra;jhy; Subordinate, Assistant vd ,uz;L
fhzg;gLk;. ,tw;wpy; fpspf; nra;jhy; fl;lq;fs; mjpfhpj;J nfhz;Nl NghFk;.

xU fl;lj;ij nryf;l;
nra;j cld; ,e;j Tool
Box Njhd;Wk;.
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G+h;j;jp nra;ag;gl;l gpwF Chart ,t;thW Njhd;Wk;.

COMPUTER HARDWARE

kpfTk; vspa ciueilapy; gbg;gtu;fs; ed;F Ghpe;J nfhz;L

nray;gLtjw;F VJthf vOjg;gl;Ls;sJ. fz;bg;ghf kpf kpf

cgNahfkhf ,Uf;Fk;.

Volume -1 jk po ;

3 DVD ,ytrk;

* Complete Assembling
* Servicing
* Trouble Shooting
* O/S Installation
* Device Drivers
* CMOS SETUP(LIVE)
* FDISK Utility (LIVE)
* Windows XP Installation (LIVE)
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Cycle Diagram:

Cycle Diagram

Cycle DiagramI nryf;l; nra;J OKI fpspf; nra;aTk;.
fPo;f;fz;lthW Njhd;Wk;.
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Arrowf;fis mjpfg;gLj;j xU Arrowit fpspf; nra;aTk;. clNd xU Tool Box
Njhd;Wk;. mjpy; cs;s Insert Shap vd;gij fpspf; nra;jhy; xU Arrow $Lk;.

,t;thW fpspf; nra;J Njitahd Arrowf;fis $l;lyhk;.

Change to vd;gjpy; kTir itj;jhy; fPo;f;fz;lthW Njhd;Wk;.

,e;j tpz;Nlhtpy; fPo;f;fz;lthW jfty;fis G+h;j;jp nra;J nfhs;syhk;.

,q;F Cycle Diagram jpiuapy; cs;sjhy; mJ Disable Mf cs;sJ. kw;w
ehd;Fk; Enable Mf cs;sJ. ,jpy; vij Ntz;LkhdYk; Njh;T nra;aTk;.
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,e;j 5y; ve;j tpz;Nlh Njhd;wpdhYk; insert ShapeI fpspf; nra;jhy;
mjpfhpf;Fk;.

cjhuzj;jpw;F Radial DiagramI ,t;thW Njhd;wr; nra;ayhk;.

,t;thW 9 tl;lq;fSld;  Njhd;wr; nra;ayhk;.
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,q;F Title, Content, Text vd 3 Place Holderfs; cs;sd. ,ij gad;gLj;jp
fPo;f;fz;lthW xU Slide nra;ayhk;.

Contenty; glk; Insert nra;ag;gl;Ls;sJ. kw;w ,uz;L Place HolderYk; Textfs;
cs;sd.
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Title and 4 Contants

,q;F fPNo cs;s ehd;F Place Holderfspy;  ehd;F tpjkhd glq;fis
fhz;gpf;fyhk;. NkNy cs;s Place Holdery; TitleI fhz;gpf;fyhk;.

,t;thW mNef Slidefis xNu igypy; jahhpf;fyhk;. ,ij Power Point
Presentation vd;gh;.

Hide Slide nkD:

,e;j nkD Slide Showy; cs;sJ.

Slide Show Hide Slide

xU igypy; 10 Slidefs; cs;sd. mtw;wpy; xU SlideI fhz;gpf;f Ntz;lhk; vd
fUjpdhy; mij Delete nra;ahky; kiwj;J itj;Jtplyhk;. jpUk;g Ntz;Lk;NghJ
gad;gLj;jyhk;. ,e;j nraiy ,e;j nkD nra;fpwJ.

Hide nra;a Ntz;ba SlideI Select nra;aTk;. mjhtJ ,lJGwk; mjw;Fhpa rpwpa
fl;lj;ij Select nra;aTk;. mLj;J Slide Show nkDtpy; cs;s Hide Slide vd;gij
fpspf; nra;atk;.

,dp me;j Slide - Slide Showtpy; njhpahJ. jpUk;g me;j SlideI nfhz;Ltu
Kd;G nra;jJ NghyNt Hide Slide nkDit fpspf; nra;aTk;.
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Internet

Internet ,d;iwa cyfpy; kpfTk; ,d;wpaikahj xd;W. Internet cjtpAld; ekf;F
Njitahd midj;J jfty;fisAk; ngwyhk;.

Guhz fhuzq;fspy; fhkNjD gR kw;Wk; fw;gf tpUf;\k; vd;ghh;fs;. mitfs;
xU kdpjDf;F Njitahd gzk; kw;Wk; nghUl;fs; midj;ijAk; Nfl;l
clNdNa nfhLf;Fk;. mJ vt;thW rhj;jpak; vd ekf;F xU Nfs;tp Njhd;wyhk;.
Mdhy; ,d;iwa njhopy;El;g tsh;r;rpia ghh;f;Fk;nghOJ mJ rhj;jpakhf ,Ue;J
,Uf;fyhk; vd Njhd;WfpwJ.

,d;W tPl;by; ,Ue;jgbNa xU kdpjDf;F Njitahd midj;J jfty;fisAk;
ngwyhk;. vy;yh nkhopfspYk; ngwyhk;. mJTk; clNdNa ngwyhk;. nkhj;jj;jpy;
xU kdpjDf;F Vw;gLk; vy;yhtpjkhd re;Njfq;fSf;Fk; xNu jPh;T Internet vd;why;
mJ kpifahfhJ.

Internetd; gad;ghl;bw;F rpy cjhuzq;fs;

1) E-mailfis mDg;gyhk;> ngwyhk;.

2) Chating nra;ayhk;.

3) cyfpd; ntt;NtW ehLfspy; kpFe;j njhiytpy; cs;s ez;gh;fs;> kw;Wk;
cwtpdh;fSld; Web Camera %yk; xUtUf;nfhUth; ghh;j;Jf;
nfhz;Nl Ngrp kfpoyhk;.

4) Telephony; NgRtJ NghyNt ntt;NtW ehLfspy; cs;sth;fs; kpfTk;
Fiwe;j nrytpy; xUtUf;nfhUth; Ngrp kfpoyhk;.

5) tq;fp fzf;Ffis Operate nra;ayhk;.

6) Bank Account tuT nryT fzf;Ffis tPl;by; ,Ue;jgbNa nra;ayhk;.

7) khjhkhjk; nrYj;j Ntz;ba Paymentfis tPl;by; ,Ue;jgbNa
nra;ayhk;.

a) Credit Card Payments
a) Telephone Bills
c) Electricity Bills
d) Loan Instalments

8) Voter IDI Verify nra;ayhk;.

9) khzth;fs; jq;fs; ghl rk;ge;jkhd re;Njfq;fSf;F jPh;T fhzyhk;.
vy;yhtpjkhd Gj;jfq;fSk; mlq;fpa xU Public Library vd $wpdhy;
mJ kpif MfhJ.

10) clDf;Fld; Electricity Cardy; Meter ReadingI Verify nra;ayhk;.

11) Railway Tickets, Air Tickets, Cinema Tickets midj;ijAk; tPl;by;
,Ue;jgbNa Reserve nra;ayhk;.

12) Njitahd nghUl;fis Online %yk; thq;fyhk;.

13) tpl;Lg; Nghd TV Serialfs; midj;ijAk; tpsk;gNu ,y;yhky; ghh;j;J
tplyhk;.
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vdNt InternetI vt;thW gad;gLj;JtJ vd;gJ gw;wp xt;nthUtUk; fz;bg;ghf
njhpe;J ,Ug;gJ kpf kpf mtrpak;.

 Browser Software

InternetI cgNahfpf;f fz;bg;ghf xU Software Njit. ,ij Browser Software
vd;gh;. eilKiwapy; mNef Softwarefs; cs;sd. mitfspy; kpf mjpf mstpy;
eilKiwapy; gad;ghl;by; cs;sitfs; ,uz;L.

1) Internet Explorer

2) Mozilla Fire Fox

1) Internet Explorer: ,J xU Microsoftd; jahhpg;G. ,J Operating SystemNyNa
cs;sJ. ,ij jdpahf Install nra;a Ntz;ba Njit ,y;iy.

2) Mozilla Fire Fox: ,J xU Third Party Browser Software. Kw;wpYk; ,ytrkhdJ.
Internet %yk; ,ytrkhf Download nra;J gad;gLj;jyhk;.

,d;W ngUk;ghyhdth;fs; ,e;j Mozilla Fire FoxI jhd; mjpfk;
gad;gLj;Jfpwhh;fs;.

mLj;J Mozilla fire foxI vt;thW Download nra;J Intallation nra;tJ vd;gJ
gw;wp ghh;g;Nghk;.

Kjypy; Internet ExplorerI Double Click nra;J Open nra;aTk;.

fPo;f;fz;l tpz;Nlh Njhd;Wk;.

Address vd;w ,lj;jpy; www.google.co.in vd mbj;J vz;liu mOj;jTk;.

clNd mLj;j gf;fj;jpy; cs;s Google page Njhd;Wk;.



Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.

127

GK

GK

GK

,J Googled; Website. ,J mjpf mstpy; gad;glf;$ba xU Search Engine.

,q;F cs;s
tl;lj;jpy;
cs;sJ Nghy
G+h;j;jp nra;J
Google Search
gl;lid fpspf;
nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

clNd mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.

,q;F tl;lkpl;Ls;sij Double Click nra;aTk;.
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,q;F tl;lkpl;Ls;sij Double Click nra;aTk;.

mLj;J fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F Kf;fpakhd 3 gl;ld;fs; cs;sd. Run vd;gij Click nra;jhy; OnlineNyNa
Install MfptpLk;.

Save vd;gij fpspf; nra;jhy; NkNy cs;s igy; ekJ fk;g;A+l;lhpy; Save
MfptpLk;. ,Jjhd; ey;yJ. Vd; vdpy;  jpUk;gTk; Install nra;a Ntz;ba mtrpak;
Vw;gl;lhy; ,e;j igiy Down load nra;aj; Njit ,y;iy.

Cancel vd;gij fpspf; nra;jhy; Nkw;nfhz;L njhluhky; cancel MfptpLk;.
vdNt ,q;F SaveI fpspf; nra;aTk;.

clNd mLj;Jg; gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.
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ehk; Desktopy; Save nra;Nthk;. NkNy Desktop vd cs;sJ.

fPNo igypd; ngah; cs;sJ. SaveI fpspf; nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

igy; fk;g;A+l;lhpy; Save Mfp nfhz;L ,Ug;gij fhz;gpf;fpwJ.
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Download Kbe;jgpwF Download Complete vd;w nra;jp Njhd;Wk;.

tl;lkpl;l ,lj;jpy; cs;s Check Box y; xU bf; mbj;jhy; Download Kbj;jgpwF
,e;j tpz;Nlh jhdhf kiwe;JtpLk;.

,q;F bf; mbf;fg;gltpy;iy. vdNt ,e;j tpz;Nlh kiwahky; ,Uf;fpwJ.

Run vd;gij fpspf; nra;aTk;.

clNd Install Mf njhlq;fp mLj;j tpz;Nlh Njhd;Wk;.

,ij Double Click nra;J Ntz;Lk; NghJ kPz;Lk; Install nra;ayhk;.

Desktopy; Save nra;j gpwF mjd; IconI fhzyhk;.

Desktopy; cs;s Icon



Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.

131

GK

GK

GK

,q;F NextI fpspf; nra;aTk;.

NkNy cs;s Standard vd;gij Select nra;J NextI fpspf; nra;aTk;.
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,q;F Install
vd;gij fpspf;
nra;aTk;.

,q;F cs;s Check Boxy; bf; mbj;jhy; Internet Explorer kw;Wk; Mozilla Fire Fox
Mfpa ,uz;by; ,jw;F Kd;Dhpik toq;fg;gLk;. ,ij Default Browser vd;gh;.
mjhtJ xU WebsiteI Open nra;jhy; jhdhfNt Mozilla File Foxy; Open MFk;.

Installation Kbe;Jtpl;lJ. FinishI fpspf; nra;aTk;.

Desktopy; ,jw;Fhpa Ifhd; Njhd;Wk;. ,dp ,ij gad;gLj;jp Browse  nra;ayhk;.

Desktopy; cs;s Ifhid Double Click nra;jhy; clNd Open MfptpLk;.
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 Website

cyfpy; cs;s midj;J epWtdq;fSk; jq;fsJ epWtdq;fs; gw;wpa KO
tptuq;fisAk; xU Websitey; Create nra;J mjw;F xU Kfthp
nfhLj;JtpLthh;fs;.

cjhuzj;jpw;F vq;fsJ Website tpyhrk; www.ciitinfotech.com.

cjhuzj;jpw;F xU Collegey; Admission thq;f Ntz;Lk; vd;why; Kjypy; me;j
Colleged; Prospectus xd;iw thq;f Ntz;Lk;. me;j Prospectusy; me;j College
gw;wpa KO tptuq;fSk; mlq;fp ,Uf;Fk;.

1) Course Details

2) Fees Structure

3) Lab Facilities

4) Hostel Details

5) NkYk; rpy jfty;fs;:

,itfis xU Ngg;ghpy; mr;rbj;J xU Gj;jfkhf ntspapl Ntz;Lk;. mjw;F
gjpyhf mth;fSf;nfd;W xU WebsiteI Create nra;J ,e;j jfty;fs;
midj;ijAk; me;j WebsiteNyNa nfhLj;J tpLthh;fs;.

Internet %yk; mth;fsJ WebsiteI ghh;j;J KO tptuq;fisAk; njhpe;J
nfhs;syhk;. cyfpy; cs;s midj;J mYtyfq;fSf;Fk; websitefs; cs;sd.

rpy cjhuzq;fs;:

a) jdpahh; mYtyfq;fs;

b) muR mYtyfq;fs;

InternetI gad;gLj;JNthh; mbf;fb rpy thh;j;ijfis gad;gLj;Jth;. mtw;wpy;
rpytw;iw fPNo Fwpg;gpl;Ls;Nshk;.

1) Browsing Software

2) Website

3) Search Engine

4) Download

5) Online

6) URL

7) Favourite

8) Book Mark

,itfisg; gw;wp ,g;nghOJ njhpe;J nfhs;Nthk;.

Internety; gad;gLj;jg;gLk; rpy thh;j;ijfs;
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c) tq;fpfs;

d) Manufacturing Companies

e) nghpa filfs;

f) rpwpa filfs; kw;Wk; gy.

g) rpy website Kfthpfs;

1) www.ciitinfotech.com

2)www.microsoft.com

3) www.tneb.org

4) www.sony.com

Search Engine

ekf;F xU jfty; Ntz;Lk;. mjhtJ cjhuzj;jpw;F xU nghUisg; gw;wpNah
my;yJ xU tq;fpia gw;wpNah jfty; Ntz;Lk;. ekf;F mth;fsJ Website Kfthp
njhpahJ. vt;thW tptuq;fis ngWtJ. ,J kpf Rygkhd xd;W.

Website Kfthp ,Ue;jhy; mij itj;J KO jfty;fisAk; mwpayhk;. Mdhy;
mth;fsJ Website Kfthp ek;kplk; ,y;iy. ,t;thW Website Kfthp njhpahky;
,Ue;jhy; ekf;F Njitahd nghUspd; tptuq;fis ,e;j Search Engine %yk;
fz;L gpbj;Jtplyhk;.

xU nghUisg; gw;wpa jfty;fis ngw me;j nghUspd; ngaiu Search vd;w
,lj;jpy; G+h;j;jp nra;a Ntz;Lk;. gpwF Search vd;gij fpspf; nra;jhy;
NghJkhdJ. cldbahf fpilj;JtpLk;. vdNtjhd; ,jw;F Search Engine vd;W
ngah;. cjhuzj;jpw;F rpy Search Enginefspd; ngah;fs;.

www.google.com

www.yahoo.com

www.hotmail.com

www.reddiff.com

,th;fs; midtUk; E-mailfis ,ytrkhf nfhLf;fpwhh;fs;.

 Download

ehk; xU Libraryf;F nry;fpNwhk;. mq;F Vuhskhd Rackfspy; Gj;jfq;fs; mLf;fp
itf;fg;gl;Lssd. Gj;jfq;fs; midj;Jk; ,yf;fpak;> tuyhW> Chemistry,
Engineering vd Subject thhpahf gphpj;J itf;fg;gl;Ls;sd. cq;fSf;F xU
Gj;jfk; tPl;bw;F nfhz;L te;J gbf;f Njitg;gl;lhy; ePq;fs; me;j iyg;uhpapy;
nkk;guhf ,Uf;f Ntz;Lk;. fy;Y}hpfspYk; ,Nj tpjpjhd;. Mdhy; fy;Y}hpapy;
jdpahf nkk;guhf Ntz;Lk; vd;w tpjp ,Uf;fhJ.
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cq;fSf;F Njitg;gLk; Gj;jfq;fis tPl;bw;F nfhz;L te;J gbf;fyhk;. Rkhh;
1 thuk;my;yJ 10 ehl;fs; fopj;J jpUk;g nfhLj;Jtpl Ntz;Lk;. ,Nj
nraiyj;jhd; ,e;j Download nra;fpwJ. cq;fSf;F Njitg;gLk; igiy cq;fs;
fk;g;A+l;lUf;Fs; Download nra;J Save nra;J itf;fyhk;. xt;nthU Gj;jfKk;
xU igyhf ,Uf;Fk;. mNefkhf PDF igyhfj;jjhd; ,Uf;Fk;. ,q;F jpUk;g
nfhLf;f Ntz;baJ ,y;iy. gbj;J Kbj;j gpwF Delete nra;Jtplyhk;.
Njitg;gl;lhy; Print nra;J Gj;jftbapy; gad;gLj;jyhk;.

 Online

rpy igy;fis Download nra;J gbf;fyhk;. rpy igy;fis Download nra;ahky;
Internety; ,Ue;jgbNa Open nra;J gbf;fyhk;. ,ijj;jhd; Online vd;gh;.

TV Serial, rpdpkh ghly;fs;> gf;jpg;ghly;fs;> ghh;f;fhky; tpLgl;L Nghd TV
Serialfs;> Vd; tPbNah fhl;rpfs; Nghd;wtw;iw $l Download nra;ahky;
OnlinedpNyNa Nfl;fyhk;> ghh;f;fyhk;> gbf;fyhk;.

mjhtJ xU Libraryf;Fs; nrd;W Gj;jfq;fis gbg;gJ Nghd;wjhFk;. ,jw;F
vg;nghOJk; Internet Connection ,Uf;f Ntz;Lk;. Ntfk; mjpfkhfTk;
,Uf;fNtz;Lk;. Unlimited connection thq;FtJ ey;yJ.

 URL-Uniform Resource Locater

,e;j URL mbf;fb gad;gLj;jf;$ba xU thh;j;ij. URL vd;gJ xU Websited;
Kfthpia Fwpg;gpLfpwJ. cjhuzj;jpw;F CIIT Infotechd; URL vd;d vd;W xUth;
Nfl;lhy; mjw;fhd gjpy; Website Kfthp.

mjhtJ www.ciitinfotech.com vd;gJ jhd;.

,t;thW cs;s Kfthpfs; URL vd miof;fg;gLk;.

 Favourite

,e;j nkD mbf;fb gad;gLj;jg;gLk;. Favourite vd;why; kpfTk; gpbj;jkhd
vd;W nghUs;.

xU jftiy ngw mNef Websitefis ghh;g;Nghk;. xt;nthU SiteIAk;  Qhgfj;jpy;
itj;jpUg;gJ fbdk;. vdNt Ngg;ghpy; vOjp itf;f Ntz;Lk;. mjw;F gjpyhf
,e;j nkDit gad;gLj;jyhk;. ,jpy; Njitahd Folderfis Create nra;J Save
nra;J itf;fyhk;. Ntz;Lk; NghJ Click nra;jhy; clNd me;j Website Njhd;Wk;.
,jw;F Internet fndf;\dpy; ,Uf;f Ntz;Lk;. ,e;j nkD Internet Explorey;
cs;sJ.

 Bookmarks

,e;j nkD Firefoxy; cs;sJ. Internet Explorey; cs;s Favourite nkD Nghy
Firefoxy; nra;a ,ij gad;gLj;j Ntz;Lk;.
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PICASA

,d;W fhkpuhf;fs; ,y;yhj tPLfNs ,y;iy vd $wyhk;. vy;yh tPLfspYk; TV,
Fridge, Washing machine, AC Nghd;witfs; mj;jpahtrpag; nghUl;fshf
cs;sd. ,itfs; jtpu fz;bg;ghf fk;g;A+l;lUk; xU mj;jpahtrpa nghUshf
cs;sJ. fk;g;A+l;lh; ,Uf;Fkhdhy; xU Digital fhkpuhTk; ,Uf;Fk;.

,e;j fhkpuhtpy; gpbf;fg;gLfpd;w Photofis clDf;Fld; fk;g;A+l;lhpy; ghh;j;J
urpf;fpNwhk;. me;j Nghl;Nlhf;fis tPl;by; cs;sth;fs; kl;Lk; ghh;j;J urpg;gJ
Nghy njhiy J}uj;jpy; mjhtJ ntspehLfspy; cs;s cwtpdh;fs; kw;Wk;
ez;gh;fSk; ghh;j;J kfpoyhNk? ,ij kpfTk; Rygkhf nra;Jtplyhk;.

cq;fs; tPl;by; eilngWk; Rgfhhpa epfo;r;rpfs;> jpUkzq;fs;> fhjzp jpUtpoh
kw;Wk; cq;fs; Rw;Wyh gazk; Mfpa midj;jpYk; vLf;fg;gl;l Nghl;Nlhf;fis
cldbahf fk;g;A+l;lhpy; ghh;j;J urpg;gJ NghyNt cynfq;fpYk; cs;sth;fSk;
ghh;j;J kfpoyhk;.

ekJ fk;g;A+l;lhpy; cs;s Nghl;Nlhf;fis Slide Show Nghy ghh;f;f gad;gLj;jyhk;.
,jw;F ,e;j Picasa gad;gLfpwJ.

,J Google fk;ngdpapd; ,ytr Service. ,e;j nraiy vt;thW nra;tJ vd;gij
ghh;g;Nghk;.

Kjd; Kjypy; Goolgley; xU Gmail AccountI Create nra;aTk;.

mLj;J Picasa SoftwareI Download nra;J Install nra;aTk;. ,JTk; ,ytrk;jhd;.

 Install nra;J Kbj;j gpwF  Desktopy; xU Ifhd; Njhd;Wk;. mij Double Click
nra;J Open nra;aTk;.

cq;fsJ fk;g;A+l;lhpy; cs;s midj;J Nghl;Nlhf;fSk; ,q;Nf fhzg;gLk;.
mtw;iw Slide Show Nghy ghh;f;fyhk;.

mLj;J cq;fsJ Nghl;Nlhf;fis ,e;j Picasa Software %ykhf upload nra;aTk;.

Upload Kbe;j gpwF xU Website Address nfhLf;fg;gLk;. me;j Kfthpia
cq;fSf;F Ntz;ba cwtpdh;fs; kw;Wk; ez;gh;fSf;F ,nkapy; %yk; mDg;gTk;.

midtUk; Internet %yk; cq;fsJ midj;J Nghl;Nlhf;fisAk; ghh;j;J
kfpo;thh;fs;.

xNu xU Nghl;Nlhit kl;Lk; Upload nra;ayhk;. mNef Nghl;Nlhf;fisAk; Upload
nra;ayhk; mjhtJ 100f;Fk; Nkw;gl;l Nghl;Nlhf;fisAk; Upload nra;ayhk;.
Upload nra;a Ntz;ba Nghl;Nlhf;fis kl;Lk; Select nra;J Upload vd;gij
fpsp;f nra;a Ntz;Lk;.

,dp ,ij vt;thW nray;gLj;JtJ vd;gij ghh;g;Nghk;.
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Kjypy; Picasa SoftwareI Download nra;a Ntz;Lk;.

Internet Explorer my;yJ Mozill Fire Fox %ykhf WebsiteI Open nra;aTk;.

fPo;f;fz;l tpz;Nlh Njhd;Wk;.

Desktopy; cs;s ,uz;L Ifhd;fspy; VjhtJ
xd;iw Double Click nra;aTk;.

ehk; Fire FoxI gd;gLj;JNthk;.

vdNt Fire FoxI Double Click nra;aTk;.

Mozilla Fire Foxy; GoogleI Open nra;aTk;.

clNd fPo;f;fz;l Google tpz;Nlh Njhd;Wk;.

,q;F Picasa vd G+h;j;jp nra;J EnterI mOj;jTk;.

clNd mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.

Down Loading PICASA
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,q;F tl;lkplg;gl;Ls;sij Double Click nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

clNd mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.

,q;F tl;lkplg;gl;Ls;sij Double fpspf; nra;aTk;.
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,q;F Save FileI fpspf; nra;aTk;.

Downloading ele;J nfhz;L ,Uf;fpwJ vd;gij fhl;Lk; tpz;Nlh.

Download Kbe;J gpwF ,e;j tpz;Nlh kiwe;JtpLk;.

,e;j igy; Downloads vd;w Foldery; Save nra;ag;gLk;.

,e;j Downloads Nghy;lh; C Drivey; Documents & Setting vd;fpw Folderf;Fs;
cs;sJ.
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Download Kbe;j gpwF xU rpwpa
tpz;Nlh Task Bary; tyJ gf;fj;jpd;
fPo;ghfj;jpy; Njhd;Wk;. Download
Kbe;Jtpl;lJ vd;gij njhptpf;fpwJ.

,J Open nra;ag;gl;l Downloads Nghy;lh;. ,q;F Picasa38-setup vd;W ,Ug;gij
fhzyhk;. ,e;j igiy Double Click nra;jhy; jhdhfNt Install MfptpLk;.

mLj;J Download FolderI Open nra;aTk;.

C Drive Documents and settings downloads
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Njitahd glq;fis Select
nra;aTk;. mLj;J Upload
Arrowit fpspf; nra;aTk;.

Click this Arrow
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,q;F upload gl;lid Click nra;aTk;.

clNd Uploading Ntiy Jtq;fptpLk;.

xt;nthU glkhf Upload Mtij fhzyhk;.
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,ij fpspf; nra;jhy; Upload nra;ag;gl;l Nghl;Nlhf;fis ghh;f;fyhk;.

,q;F Link to this album vd;gij fpspf; nra;jhy; xU Website Address
Njhd;Wk;. ,Jjhd; ,e;j Nghl;Nlh My;gj;jpw;fhd URL. ,ij cq;fs;
cwtpdh;fs;> ez;gh;fSf;F E-mail %yk; mDg;gTk;.
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VLC Media Player

fk;g;A+l;lhpy; VCD kw;Wk; DVDfspy; cs;s tPbNah glq;fis ghh;g;gjw;F mNef
Softwarefs; cs;sd.

mjpy; xd;W Windows Media Player. ,J Operating System Install MFk; nghONj
Install MfptpLk;. ,J jtpu Power DVD kw;Wk; Nero Mfpaitfis jdpahf Install
nra;Jk; gad;gLj;jyhk;. ,itfspy; VCD kw;Wk; DVD Mfpa ,uz;ilAk;
gad;gLj;jyhk;. mNjNghy VLC Player vd;gjpYk; VCD kw;Wk; DVDf;fis
gad;gLj;jyhk;.

,ij ,ytrkhf Download nra;J fk;g;A+l;lhpy; Install nra;J gad;gLj;jyhk;.
,g;nghOJ xU VLC PlayerI Download nra;aNthk;.

Kjypy; GoogleI Open nra;aTk;. ,q;F Nkw;fz;lthW g+h;j;jp nra;J Google
Search vd;gij Click nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F
tl;lkplg;gl;Ls;sij
Double Click
nra;jhy; Download
MfptpLk;.
mjd;gpwF mij
Install nra;J
gad;gLj;jTk;.
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Internet Speed Test

ekJ Internety; Broad Band ,izg;G 128 Kbps, 512 Kbps, 2Mbps msTfspy;
toq;fg;gLfpd;wd. Mdhy; mth;fs; nrhy;Yfpw Speedy; Internet Ntiy
nra;tjpy;iy. ehk; InternetI gad;gLj;Jk;NghJ mJ vd;d Speedy; jw;rkak;
Ntiy nra;fpwJ vd;gij fz;lwpayhk;.

,q;F tl;lkplg;gl;Ls;sij Double Click nra;aTk;. clNd fPo;f;fz;l tpz;Nlh
Njhd;Wk;.

Googley; Internet
Speed vd G+h;j;jp
nra;j cld;
thpirahf mNef
vz;zpf;iffs;
Njhd;Wk;. mjpy;
xd;iw Select
nra;J vz;liu
mOj;jTk;.

,q;F Start vd;gij fpspf; nra;jhy; clNd Nrhjpj;J mLj;j gf;fj;jpy; cs;s
tpz;Nlh Njhd;Wk;.
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,q;F Upload Speed kw;Wk; Download Speed Nghd;w tptuq;fis fhzyhk;.

Networking LAN Books
nkhj;jk; 2 Gj;jfq;fs;  5 VCDfs; + 1DVD

ePq;fs; jd;de;jdpahf xU LAN mikg;ig Vw;gLj;jyhk;. Vw;fdNt cs;s

xU LAN nel; xh;f;fpy; Vw;gLk; gpur;rpidfis kpfTk; Rygkhf rhp

nra;Jtplyhk;.

Peer to Peer Kiwapy; nel;xh;f;if mikf;fyhk;. Domain Model
nel;xh;f;ifAk; mikf;fyhk;. Windows 2003 ServerI Thin Client Concept
%yk; vy;yh Client fk;g;A+l;lh;fspYk; ,af;fyhk;. Lower Configuration
cs;s Client fk;g;A+l;lh;fspy; Windows 2003y; Ntiy nra;ayhk;. Servery;

cs;s xNu xU SoftwareI mNef Userfs; Thin Client fk;g;A+l;lh;fspypUe;J

gad;gLj;jyhk;. xU Wireless LANI kpfTk; Rygkhf mikf;fyhk;.

cq;fs; FLk;gj;jpy; cs;sth;fSk; kpfTk; Rygkhf fw;W nray;gLj;jyhk;.

Network Volume 1 (LAN) Book with Free 3 VCDs
Network Volume 2 Book with Free 2 VCDs + 1DVD
(Admn. 2003 Server)
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UNICODE

xU Text igiy Create nra;a VjhtJ xU Application SoftwareI
gad;gLj;JfpNwhk;. cjhuzj;jpw;F MS Word, Pagemaker, Photoshop,
Dreamweaver Nghd;w Softwarefis gad;gLj;jp Njitahd Textfis
mbf;fpNwhk;.

,t;thW Textfis mbf;Fk;nghOJ Fontfs; Njitg;gLk;. rhjhuzkhf English
Fontfs; vy;yh fk;g;A+l;lh;fspYk; jhdhfNt ,Uf;Fk;. kw;w nkhop Fontfs;
,Uf;fhJ. vdNt Njitg;gLk; Fontfis fk;g;A+l;lhpy; Font Foldery; Copy nra;J
gad;gLj;j Ntz;Lk;.

ehk; jahhpj;j igiy NtW xUtUf;F mDg;gpdhy; mtuJ fk;g;A+l;lhpy; ehk;
gad;gLj;jpa Font ,Uf;f Ntz;Lk;. rhjhuzkhf English Font vd;why; ftiy
,y;iy. kw;w nkhopfspy; mjhtJ jkpo;> njYq;F> ,e;jp Nghd;wtw;wpy; ,Ue;jhy;
ehk; gad;gLj;jpa FontIAk; ekJ igYld; mDg;gp itf;f Ntz;Lk;. me;j Font
igiy mtuJ fk;g;A+l;lhpy; cs;s Font Foldery; Copy nra;J gad;gLj;j Ntz;Lk;.

,Nj Nghy; Dream Weavery; xU WebsiteI jahhpf;fpNwhk;. me;j Websitey; jkpopy;
mNef gf;fq;fs; cs;sd.

me;j websiteI cyfpy; cs;s mNef egh;fs; ghh;itapLthh;fs;. mt;thW
mth;fs; ghh;f;Fk;nghOJ mth;fsJ fk;g;A+l;lhpy; jkpopy; vOj;Jf;fs; njhpahJ.
mt;thW mth;fs; jkpo; nra;jpia ghh;f;f Ntz;Lk; vd;why; mth;fsJ
fk;g;A+l;lhpYk; me;j Websitey; gad;gLj;jg;gl;l Font ,Uf;f Ntz;Lk;.

vdNt ehk; me;j Websitey; ehk; gad;gLj;jpa Font FileIAk; Nrh;f;f Ntz;Lk;.
ekJ WebsiteI Open nra;j cld; Kjypy; jkpo; FontI Download nra;J mth;fsJ
fk;g;A+l;lhpy; Font Foldery; Copy nra;a Ntz;Lk;. mjd; gpwFjhd; Websitey; cs;s
jkpo; gf;fq;fis gbf;f KbAk;.

cjhuzj;jpw;F jpdj;je;jp gj;jphpf;ifia ePq;fs; Internety; gbf;fyhk;. mt;thW
gbf;f Kjypy; mth;fsJ FontI Download nra;J fk;g;A+l;lhpy; Copy nra;a
Ntz;Lk;. mjd; gpwFjhd; gbf;f KbAk;.

,t;thW jpdrhp gj;jphpiffs;> thu ,jo;fs; vy;yhtw;wpw;Fk; mtw;wpw;Fhpa
Fontfis Download nra;jhy;jhd; gbf;f KbAk;. ,e;jg; gpur;rpidapy; ,Ue;J
tpLgl ,e;j Unicode cjTfpwJ.

Yahoo kw;Wk; Gmail Mfpatw;wpy; jkpo; nra;jpfis gbf;fyhk;. Mdhy; mjw;F
jkpo; Fontfis Download nra;aj; Njit ,y;iy.

 Unicode

Unicode vd;gJ Microsoftd; jahhpg;G. ,J Windows XP kw;Wk; Windows 7y; cs;sJ.
Windows XP Install nra;j gpwF jhdhf ,J Nrh;f;fg;glhJ. ,ij jdpahf ehk;
Install nra;a Ntz;Lk;. ,ij Install nra;a fz;bg;ghf Windows XP CD Njit.

,e;j UnicodeI gad;gLj;jp jkpo;> njYq;F> ,e;jp cs;gl cyfpy; cs;s vy;yh
nkhopfspYk; Textfis mbf;fyhk;. mt;thW jahhpf;fg;gl;l igiy cyfpy;
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ahUf;F Ntz;LkhdhYk; mDg;gp itf;fyhk;.

igYld; Njitahd Font igiyAk; Nrh;j;J mDg;g Njitapy;iy. mth;fNs
igiy Open nra;J ghh;f;fyhk;.

cjhuzj;jpw;F vq;fsJ WebsiteI (www.ciitinfotech.com) ghUq;fs;. jkpo;
gf;fq;fs; cs;sd.

NkYk; jkpopNyNa E-mailfis mDg;gyhk;.

jkpo; Keyboard Layouty; mbf;fyhk;. jkpo; mbf;f njhpahjth;fs; Mq;fpyj;jpNyNa
Rygkhf jkpio mbf;fyhk;.

cjhuzj;jpw;F mk;kh vd mbf;f Ntz;Lkhdhy; Amma vd mbf;fyhk;.

,dp ,jd; nray;Kiwia ghh;g;Nghk;.

Kjypy; jkpo; Font (vOj;J) Unicodey; cs;sjh vd Nrhjpg;Nghk;.

,ij Control Panely; cs;s Regional and Language Options tpz;Nlhtpy; ghh;f;f
Ntz;Lk;.

Start Control Panel

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,J Control Panel tpz;Nlh.

,q;F Regional and Language OptionsI Double Click nra;aTk;.

clNd mLj;jg; gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.
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,q;F cs;s Pull down
nkDit fpspf; nra;aTk;.
clNd fPo;f;fz;l tpz;Nlh
Njhd;Wk;.

,q;F cyfpy; cs;s
mNef nkhopfis
fhzyhk;.

T vd mbj;jhy; Ty;
Muk;gpf;fg;gl;l Kjy;
thp Njhd;Wk;.

Tamil ,Uf;fpwjh vd
ghUq;fs;, ,y;iy.
vdNt mij ehk;
,g;nghOJ Nrh;f;f
Ntz;Lk;.

vdNt mLj;J
Languages TabI fpspf;
nra;aTk;.
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,g;nghOJ ehk; ,uz;L Ntiyfs; nra;a Ntz;Lk;.

1) TamilI Nrh;f;f Ntz;Lk;.

2) Tamil fP Nghh;il Nrh;f;f Ntz;Lk;.

Kjypy; jkpio
Nrh;g;Nghk;.

,q;F Kjy; Check
boxy; bf; mbf;fTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F OKI fpspf; nra;aTk;.

mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.
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Windows XP CDI Insert nra;a nrhy;YfpwJ. CDI nghUj;jp Copy files from
vd;w ,lj;jpy; rhpahd PathI G+h;j;jp nra;J OKI fpspf; nra;aTk;.

mLj;J fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F G vd;gJ CD ROM Drive

,g;nghOJ mtw;iw Nrhjpj;J ghh;g;Nghk;.

Vw;fdNt ghh;j;j tpz;Nlhf;fspy; ,g;nghOJ Tamil ,Ug;gij fhzyhk;.

Regional and Language Options tpz;Nlh kw;Wk; Add Input Languages tpz;Nlh
Mfpatw;wpy; ghh;f;f Ntz;Lk;.

,q;F YesI fpspf; nra;aTk;.

Ntiy Kbe;Jtpl;lJ.

clNd fk;g;A+l;lh; Reboot Mfp Desktopw;F te;JtpLk;.

,q;F G:\i386 vd G+h;j;jp nra;ag;gl;Ls;sjpy; G vd;gJ CD-ROM Drive Letter.
i386 vd;gJ Windows XP CDy; cs;s xU Folderd; ngah;.
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,q;F gioagb
Regional Option
tpz;Nlhtpy; cs;s
Pulldown nkDit
fpspf; nra;J
ghh;j;jhy; Tamil vd
,Ug;gij fhzyhk;.

Start Control Panel f

mLj;J LanguageI
fpspf; nra;aTk;.

,q;F DetailsI fpspf; nra;aTk;.

clNd fPo;fz;l tpz;Nlh
Njhd;Wk;.
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,q;F AddI fpspf; nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,jpy; cs;s
Pull Down nkDit fpspf;
nra;jhy; Tamil Language
,Ug;gij fhzyhk;.
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mLj;J Tamil fP Nghh;il Nrh;f;f Ntz;Lk;.

,q;F Tamil Keyboard ,Ug;gij fhzyhk;. OKI fpspf; nra;aTk;. Ntiy Kbe;J
tpl;lJ.

mbj;Jf; nfhz;L ,Uf;Fk; nghOJ jkpopy; ,Ue;J Englishw;F khWtjw;Fk;
my;yJ Englishy; ,Ue;J jkpopw;F khWtjw;Fk;> Alt + Shift KeyI Press nra;a
Ntz;Lk;.

Alt + Shift key I Press nra;J ekf;F Njitahd ,lj;jpy; Njitahd LanguageI
khw;wp nfhs;syhk;. jkpo; to English my;yJ English to jkpo;.

,q;F ,uz;L ,lq;fspYk;
Tamil vd Select nra;J
OKI fpspf; nra;aTk;.

,q;F Tamil vd;gij Select nra;a Ntz;Lk;.
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Unicodey; cs;s jkpo; Fontw;F gad;gLj;jf;$ba Keyboard Layout . ,e;j

Keyboardy; cs;s gb jkpo; vOj;Jf;fis ePq;fs; mbf;fyhk;.

cjhuzj;jpw;F “Nfh” vd mbf;f Kjypy; “f” (1) vOj;ij mbj;J gpd;G “N    h”

(A) I mbf;fTk;.

rpy fPfspd; Nky; Gs;spfshy; Nghlg;gl;l xU tl;lk; fhzg;gLk;. me;j
tl;lj;Jld; xU Fwp (Symbol) cs;sJ. mjpy; cs;s Fwpia  gad;gLj;j
Kjypy; vOj;ij mbj;J mjd; gpwF Njitahd FwpAs;s tl;lj;ij mbf;f
Ntz;Lk;.
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Tamil Typewriter Keyboard

Mq;fpyj;jpy; mbf;f xNu xU fP Nghh;L Layoutjhd; cs;sJ. Mdhy; jkpopy;
mbg;ggjw;F %d;W tifahd fPNghh;L Layoutfs; cs;sd.

1. International Keyboard,
2. Modular Key board
3. Typewriter Keyboard.

,itfs; jtpu Unicodey; cs;s jkpo; vOj;Jf;fis mbf;f jdpahf xU
fP Nghh;L Layout cs;sJ. me;j fP Nghh;L Layout Vw;fdNt Ke;ja gf;fj;jpy;
nfhLf;fg;gl;Ls;sJ.

UnicodeI Typewriter fPNghh;L LayoutYk; mbf;fyhk;. mjw;F Baamini fPNghh;L
LayoutI gad;gLj;j Ntz;Lk;.

,ij InternetypUe;J Download nra;J Install nra;a Ntz;Lk;. mjd; nray;Kiw
tpsf;fk; fPNo nfhLf;fg;gl;Ls;sJ.

fPNo cs;s WebsiteI Open nra;aTk;.

www.tamil.networkengineering.ca

,q;F gjptpwf;fk; vd;gjpy; fpspf; nra;aTk;.
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,q;F (Download) gjptpwf;fk; vd;gjpy; fpspf; nra;aTk;.

fPNo cs;s Radio gl;lid
nryf;l; nra;J Ok
gl;lid fpspf; nra;aTk;.
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Download nra;j gpwF fPo;f;fz;l tamilkey vd;w ngahpy; xU Folder Save
nra;ag;gLk;. ,e;j Nghy;lh; Zip nra;ag;gl;Ls;sJ.

,e;j FolderI Open nra;jhy; fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,e;j tpz;Nlhtpy; cs;s Setup vd;w igiy fpspf; nra;jhy; Install MfptpLk;.

,ij Double Click nra;jhy; Extract Mfp tamil key vd;w ngahpy; xU Gjpa Nghy;lh;
cUthFk;.

,q;F Double Click nra;aTk;. clNd Install MfptpLk;.

,dp ,e;j fP Nghh;il gad;gLj;jyhk;.
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Start Control Panel Regional & Language Options Language
Tab Details

fPo;f;fz;l tpz;Nlh Njhd;Wk;. ,q;F Bamini Keyboard ,Ug;gij fhzyhk;.
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,e;j Fontw;fhd Keyboard Layout

fk;g;A+l;lhpy; jkpo;

rhjhuzkhf Mq;fpyj;ij mjpfkhf gad;gLj;JfpNwhk;. mNj Nghy; jkpioAk;

gad;gLj;jyhk;. vy;yh SoftwarefspYk; jkpio gad;gLj;jyhk;.

fPNo ghkpdp vd;w xU jkpo; FontI InternetypUe;J Download nra;J Font Foldery;

fhg;gp nra;a Ntz;Lk;. ,jw;F NtW ve;j Softwarek; Njit ,y;iy.

,e;j FormatI fPo;f;fz;l Websitey; ,Ue;J Download nra;aTk;.
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Dialup Moderm Configuration

 My ComputerRight click Properties Hardware Device Manager

rhjhuzkhf Internet ,izg;G Broad Band %yk;jhd; ngwg;gLfpwJ. Dialup
,izg;G eilKiwapy; mjpfkhf gad;ghl;by; ,y;iy.

rpy Neuq;fspy; #o;epiy nghWj;J DialupI gad;gLj;j Ntz;btUk;.

tPl;by; Broad Band ,izg;G ,y;yhky; ,Uf;fyhk;. Mdhy; xU Landline
nlypNghd; ,Uf;Fk;. cwtpdh;fs;> ez;gh;fs; Laptop cld; tUthh;fs;. Laptopy;
Nkhlk; trjp ,Uf;Fk;. mth;fs; jpBnud nkapy; ghh;f;f Nehpl;lhy; Dialup %yk;
Internet ,izg;ig ngwyhk;. vdNt Dialup ConfigurationI gw;wp ,g;nghOJ
ghh;g;Nghk;.

mLj;J Control Panely; cs;s Phone and ModemI Double Click nra;aTk;.

Kjypy; Device Manager tpz;Nlhtpy; Nkhlk; Install nra;ag;gl;Ls;sjh vd;gij
Nrhjpf;fTk;.

,q;F Modems  fPo;
Nkhlj;jpd; ngah;
,Ug;gij fhzyhk;.

,t;thW ,Ue;jhy; Nkhlk;
rhpahf install
nra;ag;gl;Ls;sJ vd;W
nghUs;.

Start Control Panel
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,Ug;gplk; nrd;id vd;gjhy; ,q;F cs;sthW G+h;j;jp nra;J OKI fpspf;
nra;aTk;. ,q;F 044 vd;gJ nrd;idapd; Area Code.

,q;F EditI fpspf; nra;aTk;.

mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.
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Tone Dialing vd;why; Ntfkhf lay; nra;tJ. Speed Dialing.

Pulse Dialing vd;why; nkJthf lay; nra;tJ. Slow Dialing.

vd ,uz;L NubNah gl;ld;fs; cs;sd. cq;fs; nlypNghd; ve;j tifiar;
Nrh;e;jNjh mij Njh;T nra;aTk;.
gpwF OK gl;lid fpspf; nra;aTk;.

Tone Dial Pulse DialfPNo

,q;F OK gl;lid fpspf; nra;jTld; jpUk;gTk; Kd;;gf;fj;jpy; cs;s
Dialing Rules tpz;Nlhtpw;F nrd;W tpLk;.
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,q;F Modems TabI fpspf;
nra;aTk;.

Note: COM1I nryf;l ;
nra;jgpwFjhd; Properties
gl;ld; Enable MFk;.

,q;F COM1I Select
nra;J PropertiesI
fpspf; nra;aTk;.

clNd mLj;j
gf;fj;jpy; cs;s
tpz;Nlh Njhd;Wk;.
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mLj;J Diagnostics TabI
fpspf; nra;aTk;.

,q;F NobI Highy;
efh;j;jTk;.

115200I Select
nra;J OKI fpspf;
nra;aTk;.

,q;F Modem TabI
fpspf; nra;aTk;.
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Nkhlk; rhpahf ,aq;ftpy;iy vd;gij njhptpj;jy;:

rpy Neuq;fspy; Nky; cs;s Windowtpw;F gjpyhf fPo;f;fz;l Error nra;jp
Njhd;Wk;.

mjhtJ Nkhlk; ,aq;Fk; epiyapy; ,y;iy vd;gij njhptpf;fpwJ.  Nkhlk;
rhpahdgb ,izf;fg;gl;L Rtpl;r; Md; nra;ag;gl;Ls;sjh vd;gij cWjp
nra;AkhW $WfpwJ.

Nkhlk; Md; nra;ahky; ,Uf;Fkhdhy; ,e;j Error nra;jp jpiuapy; Njhd;Wk;.
,q;F OK gl;lid fpspf; nra;jhy; ,jw;F Ke;ja gf;fj;jpy; cs;s Diagnostics
Window jpiuapy; Njhd;Wk;.  Nkhlk; Nfgps;  ,izg;ig Nrhjpf;fTk;. Nkhlk;
Rtpl;rir Md; nra;aTk;. gpur;rid gwe;JtpLk;.

Query Moderm gl;lid fpspf; nra;jgpwF ,e;j Columnfs; G+uhTk; gy
vOj;Jf;fshy; G+h;j;jp nra;ag;gl;L ,Uf;Fk;. ,t;thW ,e;j Window Njhd;wpdhy;
Nkhlk; Njitahd ,izg;GfSld; rhpahd Kiwapy; ,izf;fg;gl;Ls;sJ
vd;gij Fwpf;fpwJ. vdNt Nkhlk; rhpahdgb ,aq;Fk; vd;W nghUs;.

,e;j Windowtpy; cs;s Command kw;Wk; Response Mfpa Columnfs; Kjypy;
fhypahf Njhd;Wk;.

,q;F Query Modem
gl;lid fpspf;
nra;aTk;.
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,q;F tl;lkpl;Ls;sij Double click nra;aTk;.

,q;F NextI fpspf; nra;aTk;.

Dialup Modem Connections
mLj;J Dialup Modem fndf;\id Create nra;a Ntz;Lk;. Network Connection
tpz;Nlhit Open nra;aTk;. Desktopy; cs;s My Network PlacesI Right Click
nra;J PropertiesI fpspf; nra;aTk;. clNd fPo; fz;l tpz;Nlh Njhd;Wk;.

    My Network Places  Right Click Properties

clNd fPo; fz;l tpz;Nlh Njhd;Wk;.
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,q;F 2tJ Radio ButtonI nryff;l; nra;J NextI fpspf; nra;aTk;.

,q;F KjyhtJ Radio ButtonI nryf;l; nra;J nextI fpspf; nra;aTk;.
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,q;F ngaiu G+h;j;jp nra;J NextI fpspf; nra;aTk;.

,q;F Telephone NumberI G+h;j;jp nra;J NextI fpspf; nra;aTk;.

,;e;j nlypNghd; ek;gh; Internet ,izg;ig ngw cs;s nlypNghd; ek;gh;.

cq;fsJ nlypNghd; ek;gh; fpilahJ.
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FinishI fpspf; nra;aTk;. ,q;F fPNo cs;s Check Boxy; bf; nra;aTk;.

DesktopYk; mjw;Fwpa xU Icon Njhd;Wk;.

,q;F CIITINFOTECH vd;w ngahpy; Gjpajhf xU Ifhd; Njhd;wp cs;sJ.

Internet ,izg;ig ngw ,e;j Ifhid Double Click nra;a Ntz;Lk;.
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DesktopYk; ,t;thW xU Gjpa Ifhd; Njhd;wp cs;sJ.

Internet fndf;\d; ngw ,e;j Ifhid Double Click nra;a
Ntz;Lk;.

Password

PasswordI
Telephone
,yhfhtpy; ,Ue;J
Nfl;L thq;fTk;

Internet ,izg;gpw;fhd
nlypNghd; vz; (,J
nrd;idf;F kl;Lk;).

NkNy cs;sJ Nghy tptuq;fis g+h;j;jp nra;j gpwF DialI fpspf; nra;aTk;.

Desktopy; cs;s Ifhid Double Click nra;aTk;. my;yJ Network Connection
tpz;Nlhtpy; cs;s Ifhid Double Click nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F cq;fsJ nlypNghd;
ek;gh; Area Code cld;
G+h;j;jp nra;a Ntz;Lk;.
Mdhy; G+[;[pak; jtpu.
044 vd;gJ nrd;idapd;
Area Code.
23663591 vd;gJ
nlypNghd; ek;gh;.

vdNt 4423663591 vd
nfhLf;fg;gl;Ls;sJ.

 Connecting To INTERNET - Internet ,izg;ig Vw;gLj;Jjy;
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GKclNd DialMfp ,izg;G fpilj;JtpLk;.

Nkhlk; Configuration rhpahf nra;ag;gl;Ls;sjh vd;gij Nrhjpf;f ,q;F cq;fs;
Cell nek;giu G+h;j;jp nra;J DialI fpspf; nra;aTk;.

Cell Number

Nkhlk; rhpahf Ntiy nra;fpwjh vd;gij Nrhjpj;jy;:
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Internet ,izg;gjw;fhd nlypNghd; ek;giu G+h;j;jp nra;J Dial nra;jhy; ,t;thW
fPo;f;fz;l tpz;Nlh Njhd;Wk;.

Internet ,izg;G fpilj;jTld; Task Bary; tyJ fPo;ghfj;jpy; ,e;j tpz;Nlh
Njhd;Wk;.

,izg;ig Jz;bf;f
Taskbary; cs;s
Ifhid Double Click
nra;jhy; ,e;j tpz;Nlh
Njhd;Wk;.

,q;F DisconnectI
fpspf; nra;aTk;.

,g;nghOJ Internet cld; ,izg;G te;Jtpl;lJ. ,dp Internety; Ntiyia
njhluyhk;
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Portable Document Format - PDFigy;

rhjhuzkhf Textfis gad;gLj;jp Document igy;fis mbf;fpNwhk;. xU
Text igiy Create nra;a mNef tpjkhd Application Softwarefs; cs;sd. xU
Text igiy Open nra;J ghh;f;f Ntz;Lk; vd fUjpdhy; me;j igiy Create
nra;a gad;gLj;jg;gl;l Softwarejhd; Ntz;Lk;.

rhjhuzkhf ve;j xU igiyAk; Create nra;a xU Application SoftwareNtz;Lk;.

mNj Nghy xU igiy Open nra;aTk; ve;j SoftwareMy; me;j igy; Create
nra;ag;gl;lNjh mNj Softwarejhd; Ntz;Lk;. xU igiy VjhtJ xU Application
Softwarey; Open nra;J ghh;f;f ,ayhJ.

cjhuzj;jpw;F xU igiy Page Makery; Create nra;J cs;sjhf fUJNthk;.
me;j igiy cq;fsJ ez;gUf;F E-mail %yk; mDg;gp itf;fpwPh;fs;. me;j igiy
mth; Open nra;J ghh;f;f Ntz;Lk; vd;why; mtuJ fk;g;A+l;lhpYk; Page Maker
Software Install nra;jpUf;f Ntz;Lk;.

xU mYtyfj;jpy; gytpjkhd Sofwarefis gad;gLj;jp mNef igy;fis Create
nra;jpUg;ghh;fs;. mitfis NtW mYtfq;fSf;F mDg;Gk; nghOJ mjw;Fhpa
Softwarefs; mth;fshy; vjph;gh;f;f KbahJ.

mNjhL kl;Lkpd;wp NkYk; xU gpur;rpid cs;sJ. ePq;fs; cq;fs; igypy;
gad;gLj;jg;gl;l Fontd; igYk; kw;wth;fs; fk;g;A+l;lhpYk; ,Uf;f Ntz;Lk;.

Mq;fpyk; vd;why; Njit ,y;iy. Vd; vdpy; vy;yhtpjkhd English FontfSk;
vy;yhtpjkhd fk;g;A+l;lh;fspYk; ,Uf;Fk;.

English jtpu NtW nkhopfspy; fbjq;fs; ,Ue;jhy; mjhtJ jkpo;> njYq;F>
,e;jp Nghd;wtw;wpy; ,Ue;jhy; me;j FontfisAk; igYld; Nrh;j;J mDg;g
Ntz;Lk;. ,J eilKiwapy; rhj;jpak; fpilahJ. ,e;jg; gpur;rpidapy; ,Ue;J
tpLglj;jhd; ,e;j PDF igy;fs;.

ehk; xU igiy ve;j Softwarey; jahhpj;jhYk; mjpy; ,Ue;J xU PDF igiy
jahhpj;Jtplyhk;. gpwF me;j igiy Njitahdth;fSf;F mDg;gp itf;fyhk;.
mth;fs; me;j igiy Adobe Reader vd;fpw Software %yk; Open nra;J
ghh;f;fyhk;. ,jdhy; Font igiy mDg;g Njitapy;iy. NkYk; me;j igYf;Fhpa
Softwarek; Njitapy;iy.

xU igypy; ,Ue;J xU PDF igiy cUthf;f mjw;nfd;W jdpahf rpy
Softwarefs; cs;sd. mij gad;gLj;jpjhd; xU PDF igiy cUthf;fKbAk;.
me;jg; igiy Internety; ,Ue;J Download nra;J nfhs;syhk;.

,g;nghOJ Microsoft Wordy; jahhpf;fg;gl;l xU igypy; ,Ue;J xU PDF igiy
vt;thW jahhpg;gJ vd;gij ghh;g;Nghk;.

Kjypy; VjhtJ xU PDF Software igiy Internety; ,Ue;J Download nra;J
fk;g;A+l;lhpy; Install nra;a Ntz;Lk;.

,q;F PDF995 vd;w xU PDF Software igy; download nra;ag;gl;L Install
nra;ag;gl;Ls;sJ.

Fwpg;G: xU igypy; ,Ue;J NtW xU PDF igiy Create nra;fpNwhk;. vdNt
Originaly; igy; mg;gbNa ve;jtpj khw;wKk; ,y;yhky; ,Uf;Fk;. Gjpajhf
xU PDF igy; Create nra;ag;gLk;. me;j igiy rhjhuzkhf Edit nra;a
KbahJ. mjhtJ xU Xerox Copy Nghy ghh;f;fyhk;.
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,J Printer & Faxes tpz;Nlh.

ehk; PDF995 vd;fpw SoftwareI Install nra;J ,Uf;fpNwhk;. vdNt ,q;F
PDF 995 vd;w ngahpy ; xU Printer Ifhd; ,Ug;gij fhzyhk;.
,q;F Close gl;lid fpspf; nra;J ,e;j tpz;Nlhit Close nra;aTk;.

PDF Software Install nra;ag;gl;l gpwF Printers and Faxes tpz;Nlhtpy;
PDF Software ngahpy; xU Printer Ifhd; Njhd;Wk;.

Start  Printers and Faxes

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

PDF igy; Create nra;a: xU gf;fj;ij Print nra;a Print tpz;Nlhtpy;
,izf;fg;gl;l Printer ngaiu Njh;T nra;fpNwhk;.

mJ Nghy xU PDF igiy Create nra;a mNj Printer tpz;Nlhtpy; PDFI Njh;T
nra;J OK nfhLj;jTld; Print nra;tjw;F gjpyhf xU igypd; ngaiu Nfl;Fk;.
G+h;j;jp nra;ag;gl;l igy; ngahpy; xU PDF igy; cUthfptpLk;.
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 xU PDF igiy Create nra;jy;

,g;nghOJ xU xU PDF igiy vt;thW cUthf;FtJ vd;gij ghh;g;Nghk;.
MS Wordy; jahhpf;fg;gl;l xU igypy; ,Ue;J xU PDF igiy cUthf;FNthk;.

vdNt Microsoft Wordy; xU igiy Open nra;aTk;.

,q;F File nkDtpd; fPo; cs;s PrintI fpspf; nra;aTk;.

clNd mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.

,e;j igy; MS Wordy; Create nra;ag;gl;Ls;sJ. ,e;j igypd; ngah; NRK. ,e;j
igypy; English kw;Wk; jkpo; Fontfs; gad;gLj;jg;gLs;sd.
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,q;F mNef Printerfs; cs;sd. mtw;wpy; PDF995 vd;gij Select nra;J
OKI fpspf; nra;aTk;.

,q;F Gjpajhf Create nra;ag;gLk; PDF igYf;F xU ngaiu G+h;j;jp nra;aTk;.
,q;F igypd; ngah; WORD2PDF vd nfhLf;fg;gl;Ls;sJ.

Word2PDF vd;w ngahpy; xU PDF igiy Create nra;J tpl;Nlhk;. ,e;j igiy
Desktopy; fhzyhk;. Orginal File mjhtJ NRK igy; mg;gbNa cs;sJ.

mLj;J PDF igiy Open nra;J ghh;g;Nghk;.
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Fwpg;G: xU PDF igiy Open nra;J ghh;f;f Adobe Reader vd;w Software install
nra;ag;gl;L ,Uf;f Ntz;Lk;.

Adobe Reader Installl nra;ag;glhky; ,Ue;jhy; PDF File Open MfhJ.

Desktopy; cs;s PDF igiy mjhtJ Word2PDF vd;w Ifhid Double Click
nra;jhy; Open MfptpLk;.

Open nra;ag;gl;l gpwF ,t;thW Njhd;Wk;.

Adobe Reader

ve;j xU igyhf ,Ue;jhYk; me;j igypy; ,Ue;J xU PDF igiy Create
nra;ayhk; vd;gij njhpe;J nfhz;Nlhk;.

Mdhy; xU PDF igiy Open nra;J mjpy; cs;s tptuq;fis ghh;f;f
Adobe Reader vd xU Software Njit.

Adobe Reader SoftwareI Kjypy; fk;g;A+l;lhpy; Install nra;a Ntz;Lk;. mjd; gpwF
PDF igiy Double Click nra;jhy; Open MfptpLk;. gpwF me;j igypy; cs;s
tptuq;fis ghh;f;fyhk;.

Adobe Readery; mNef Versionfs; cs;sd. Gjpajhf kjh;Nghh;L thq;fpdhy;
mj;Jld; xU CD nfhLg;ghh;fs;.

me;j CDy; ,e;j Adobe Reader Software ,ytrkhf nfhLf;fg;gl;L ,Uf;Fk;.
mt;thW ,y;yhj gl;rj;jpy; Internety; ,Ue;J ,ytrkhf Download nra;J
gad;gLj;jyhk;.

,g;nghOJ Internety; ,Ue;J Adobe Reader SoftwareI Download nra;Nthk;.
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Adobe Reader SoftwareI Download nra;jy;

Fire FoxI double Click nra;J Google SiteI Open nra;aTk;.

clNd fPo;f;z;l tpz;Nlh Njhd;Wk;.

,e;j tl;lkplg;gl;L cs;sij Double Click nra;aTk;.

,q;F Adobe Reader vd G+h;j;jp nra;J vz;liu mOj;jTk;.
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fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F Download Now vd;gij fpspf; nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F Allow it fpspf; nra;aTk;.

clNd mLj;j gf;fj;jpy; cs;s tpz;Nlh Njhd;Wk;.
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,q;F Install Now vd;gij fpspf; nra;aTk;.

,q;F Restart Firefox gl;lid fpspf; nra;aTk;.
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,q;F Download ele;J nfhz;L ,Ug;gij fhz;fpNwhk;.

Download Kbe;jgpwF jhdhfNt Install Mfp nfhz;L ,Ug;gij ,q;Nf fhzyhk;.
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Installation ntw;wpfukhf Kbe;Jtpl;lJ.

mLj;J Adobe ReaderI Open nra;a Ntz;Lk;.

Desktopy; ,t;thW xU Ifhd; Njhd;Wk;.

Open nra;a Ifhid Double Click nra;aTk;.

clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F AcceptI fpspf; nra;aTk;. clNd Adobe Reader Open MfptpLk;.
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Adobe Reader Open MfpapUg;gij fhzyhk;.

,dp vy;yh PDF igy;fisAk; Open nra;J ghh;f;fyhk;.

,q;F File nkDtpy; cs;s OpenI fpspf; nra;J Njitahd PDF igiy Open
nra;J ghh;f;fTk;.

xU PDF igiy Open nra;a xt;nthU jlitAk; ,t;thW Adobe ReaderI Open
nra;aj; Njit ,y;iy. PDF igiy Double Click nra;jhNy NghJkhdJ.
jhdhfNt Adobe Readerhpy; Open MfptpLk;.

Adobe Reader Install nra;ag;gl;l gpwF PDF igy;fspd; Ifhd;fspy; ‘A’ vd;gJ
rptg;Gepw xU Kf;Nfhz tbtk; Nghy Njhd;Wk;. mt;thW ,Ue;jhy; Adobe
Reader fk;g;A+l;lhpy; Install nra;ag;gl;Ls;sJ vd;W nghUs;. mt;thW
,y;yhtpl;lhy; Adobe Reader Install nra;a Ntz;Lk;.

PDF Ifhd;fs;
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 Hibernate

Hibernated; gad;ghL:

ehk; fk;g;A+l;lhpy; Ntiy nra;J nfhz;L ,Uf;Fk;nghOJ mNef Programfis
Open nra;J ,Ug;Nghk;. jpBnud fk;g;A+l;liu Close nra;a Ntz;Lkhdhy; Open
nra;ag;gl;l vy;yh SoftwarefisAk; xt;nthd;whf Close nra;Jtpl;L filrpahf
ShutdownI fpspf; nra;a Ntz;Lk;.

,jw;F ntF Neuk; gpbf;Fk;. mjw;F gjpyhf Power SwitchI Press nra;jhy;
cldbahf Computer Close MfptpLk;. NkYk; jpUk;g fk;g;A+l;liu On nra;a Power
SwitchI On nra;jhy; NghJk;.

fk;g;A+l;liu Close nra;j NghJ ve;j epiyapy; ,Ue;jNjh mNj epiyapy; Open
nra;j gpwFk; Njhd;Wk;. mjhtJ Open nra;ag;gl;l SoftwarefSld; Njhd;Wk;.

,e;j Hybernate trjpia ngw jdpahf Configuration nra;a Ntz;Lk;. mjd;
nray;Kiwia ,g;nghOJ ghh;g;Nghk;.

Start Control Panel

Control PanelI Open nra;J Power Option Ifhid Double Click nra;aTk;.
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,q;F Hibernate
vd;gij nryf;l;
nra;J OKI fpspf;
nra;aTk;.

,q;F Hibernate TabI fpspf; nra;J
Hibernated; fPo; cs;s Check Boxy; bf;
mbf;fTk;. gpwF ApplyI Click nra;aTk;.
mLj;J Advance TabI fpspf; nra;aTk;.

Ntiy Kbe;Jtpl;lJ. ,dp fk;g;A+l;liu Off nra;a Power gl;lid Press nra;jhy;
NghJk;.
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Internet Connection

Internet Connection nlypNghd; ,yhfhtpdhy; toq;fg;gLfpwJ. ,e;jpahtpy;
fPo;f;fz;l epWtdq;fs; Internet ,izg;ig toq;Ffpd;wd. ,itfis ISP vd;gh;.
Internet Service Provider vd;gjpd; RUf;fk; ISP.

1) BSNL
2) Airtel
3) Reliance
4) Tata Indicom

Internet ,izg;G ,uz;L tpjkhf toq;fg;gLfpd;wd.

1) Dialup Connection
2) Broad Band Connection

1) Dialup Connection:
,J mjpf gad;ghl ;by; ,y;iy. ,e;j trjp Telephone ,izg;Gld;
toq;fg;gLfpwJ. Telephoney; Ngrpdhy; Neuj;jpw;F jFe;jhw;Nghy; Charge
nra;ag;gLfpwJ. mJNghy Internet ,izg;gpw;Fk;> gad;ghl;bw;Fk; jFe;jgb
Charge nra;ag;gLk;.

,e;j tifapy; ,uz;L tpjkhd Chargefs; cs;sd.

1) Telephone fl;lzk;.

2) Internet gad;ghl;Lf; fl;lzk;.

ehk; Ngrpdhy; 3 epkplq;fSf;F xU &gha; vd fl;lzk; t#ypf;fpwhh;fs;. mNj
fl;lzk;jhd; Internet ,izg;Gf;fhd nlypNghd; fl;lzk;.

mjhtJ Rkhh; 9 epkplq;fs; InternetI gad;gLj;jpdhy; 3 &gha; nlypNghd;
fl;lzkhf t#ypg;ghh;fs;. me;j nlypNghd; fl;lzk; jtpu Internetd; gad;ghl;bw;F
xU epkplj;jpw;F ,t;tsT vd fl;lzk; t#ypg;ghh;fs;. mjhtJ gad;gLj;jg;gl;l
9 epkplq;fSf;F nlypNghd; fl;lzk; jtpu internetw;F jdpahf xU fl;lzk;
t#ypg;ghh;fs;.

vdNt ,e;j Dialup Kiwapy; ,uz;L tpjkhd fl;lq;fis fl;lNtz;Lk;. NkYk;
mjpf msT Speed 56 Kbps msTjhd; ,Uf;Fk;. NkYk; ,jw;fhf jdpahf xU
Dialup Modem thq;f Ntz;Lk;.

,d;W Dialup trjp vy;yh Telephone ,izg;GfspYk; cs;sJ. ,jw;nfd;W
jdpahf Apply nra;a Ntz;ba mtrpak; fpilahJ. Broad Band ,izg;G
,y;yhjth;fs; ,ij gad;gLj;jyhk;.

,d;W vy;yh LaptopfspYk; Modem trjp cs;sJ.

2) Broad Band Connection:
Telephone ,izg;Gld; ,e;j Broad Band ,izg;Gk; toq;fg;gLfpwJ. ,jd;
Speed kpfTk; mjpf mstpy; ,Uf;Fk;. 128 Kbps Kjy; 2 Mbps tiu
toq;Ffpwhh;fs;. 128Kbps> 256Kbps> 512Kbps, 1Mbps, 2 Mbps vd mNef
Speedfspy; toq;Ffpwhh;fs;. Speed mjpfk; Mf Mf khj thlifAk; mjpfk;.

mjd; khj thlif Rkhh; 1000 tiu ,Uf;Fk;. ,jw;Fk; xU Cable Modem
gad;gLj;j Ntz;Lk;. ,e;j Cable ModemI ,izg;ig toq;Fgth;fNs nfhLj;J
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Free E-Mails - ,ytr ,-nkapy;fs;

,nkapy; ,uz;L tpjq;fspy; fpilf;fpwJ. xd;W ,ytrkhf fpilf;fpwJ.
cjhuzj;jpw;F rpy ,ytr ,nkapy;fs;.

vgk.vgk@gmail.com
vgk_gk@yahoo.co.in
vgk_gk@rediff.com

,e;j ,nkapy;fis cgNahfpg;gjw;F vg;nghOJk; Internet  connection Njitg;gLk;.
,e;j tif ,nkapy;fis gad;gLj;Jk; NghJ ehk; Internety; ,Uf;fNtz;Lk;.
Internet fndf;\d; ,y;yhky; ,Ue;jhy; ,e;j ,-nkapiy gad;gLj;j KbahJ.

,e;j nkapy;fis toq;fpath;fs; cq;fSf;fhf cq;fsJ nkapy;fis Nrfhpj;J
itg;gjw;fhf mth;fsJ Servery; cs;s Hard Disky; 1GB Kjy; 5 GB tiu
fk;ngdpf;F jFe;jthW ,ytrkhf ,lKk; nfhLf;fpwhh;fs;. vdNt ePq;fs;
cq;fsJ nkapy;fis cyfpy; vq;fpUe;J Ntz;LkhdhYk; ghh;it ,lyhk;.

,g;nghOJ ,nkapypd; cgNahfk; kpfTk; mjpf mstpy; cs;sJ.

vdNt nghpa mYtyfq;fspy; Internet fndf;\d; ngw;Ws;s fk;ngdpahy;
toq;fg ;gLk; ,nkapy; tpyhrj;ijjhd; gad;gLj;Jthh;fs;. nghpa
mYtyfq;fspy; jpde;NjhWk; E}w;Wf;fzf;fhd ,nkapy;fs; tUk;. mNjNghy;
mDg;gTk; nra;thh;fs;. vdNt mth;fSf;F Internet fndf;\id gad;gLj;Jk;
Neuk; kpfTk; mjpfkhf Njitg;gLk;.

tpLthh;fs;. ,jpy; Unlimited trjpAk; cs;sJ.  Unlimited vd;why; Download nra;a
Limit fpilahJ. xU khjj;jpy; vt;tsT GB Ntz;LkhdYk; Download nra;ayhk;.
kpfTk; mjpf mstpy; ,e;j ,izg;Gfs; gad;ghl;by; cs;sJ.

E-Mail - Electronic Mail
Internet %yk; fbjg; Nghf;Ftuj;ij nra;tjw;F ngah; E-Mail. ,J Electronic Mail
vd;gjd; RUf;fk;.

,e;j E-MailI ,uz;L tpjkhf ngwyhk;.

1) ISP %ykhf

2) ,ytrkhf (Free E-Mails)
ISP %ykhf:

Internet ,izg;ig toq;Fgth;fs; ek;kplk;  khjhkhjk; thlif t#ypf;fpwhh;fs;.
mth;fs; 1 Kjy; 5 tiu E-Mailfis toq;Fthh;fs;. mij ehk; gad;gLj;jpf;
nfhs;syhk;.

cjhuzj;jpw;F BSNL ,izg;G itj;J ,Ue;jhy; vgk_gk@dataone.in vd
,nkapy; Address toq;Fthh;fs;. ,t;thW ngwg;gl;l ,nkapy; IDf;fs; me;j
epWtdj;jpd; ,izg;G ,Uf;Fk; tiujhd; gad;gLj;j KbAk;.

mth;fsJ Service jpUg;jpfukhf ,y;yhky; ,Ue;jhy; ehk; clNd NtW xU ISP
,izg;gpw;F khwptpLNthk;. ,t;thW khwpdhy; gioa ,nkapy; IDAk; Cancel
MfptpLk;.
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Dialup fndf;\id cgNahfpj;jhy; ,uz;Ltpjkhd nryTfs;.

1) nlypNghd; nryT

2) Internet  nryT

mNjNghy; Broad BandI gad;gLj;jpdhYk; Internet gad;ghl;bw;F Vw;whw;Nghy;
nryT. Mdhy; ,jw;F jdpahf nlypNghd; fl;lzk; fpilahJ.

,t;thW cs;s nryit Fiwf;f xUtop cs;sJ. mJjhd; Outlook Express.

,J Operating SystemNyNa cs;sJ. Operating SystemI Install nra;Ak; nghOJ
jhdhfNt Install MfptpLk;.

,e;j Outlook ExpressI ISPMy; toq;fg;gLk; ,nkapy;fSf;Fj;jhd; gad;gLj;j
KbAk;.

E-Mailfis ekJ fk;g;A+l;lhpy; cs;s Hard Disky; download nra;aTk;> Hard Disky;
Vw;fdNt mbj;J itf;fg;gl;Ls;s E-Mailfis mDg;gTk;jhd; Outlook Express
cgNahfg;gLj;jg;gLfpwJ.

Inbox, Outbox vd;w ,uz;L nkDf;fs; cs;sd. mDg;g Ntz;ba Mailfis mbj;j
gpwF Send vd;gij Click nra;jhy; Outboxy; StoreMfptpLk;. Internet Connection
fpilj;j gpwF jhd; e-mailfis mbf;f Ntz;Lk; vd;gjpy;iy. mg;gb nra;jhy;
nlypNghd; gpy;Yk; Internet gpy;Yk; mjpfkhFk;. me;j nryit kpr;rg;gLj;jj;jhd;
Outlook ExpressI cgNahfpf;fpNwhk;. vdNt ehk; mDg;g Ntz;ba vy;yh
e-mailfisAk; Outboxy; Store nra;J itj;Jf; nfhs;syhk;.

Internet Connection fpilj;j gpwF Send/ReceiveI Click nra;jhy; cldbahf
Outboxy; cs;s vy;yh nkapy;fSk; mDg;gg;gl;L tpLk;.

NkYk; ekf;F tuNtz;ba midj;J MailfSk; Inboxy; te;J Nrh;e;JtpLk;.

,Jjhd; Outlook Expressd; cgNahfk;. mjhtJ Internet kw;Wk; Nghd; gpy; mjpf
nryT ,y;yhky; e-mailfis mDg;g> ngw ,J cgNahfkhFk;. mjhtJ ekJ
Hard Disky; vy;yh nkapy;fSk; DownloadMfp ,Ug;gjhy; Ntz;Lk; NghJ
ghh;f;fyhk;. Mdhy; Outlook Express Currupt Mfptpl;lhy; ,itfs; eilngwhJ.

Outlook ExpressI gad;gLj;j Ntz;Lkhdhy; jdpahf xU Kiw Configure
nra;a Ntz;Lk;. ,g;nghOJ vt;thW Configure nra;tJ vd;gij ghh;g;Nghk;.

Outlook Express
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Outlook Express Configuration:

Outlook Express Configuration nra;tjw;F Kd;G fPo;f;fz;l tptuq;fis jahuhf
itj;J ,Uf;f Ntz;Lk;.

1) User ID

2) E-Mail ID

3) SMTP Server Name

4) POP3 Server Name

,itfs; midj;Jk; ISPMy; toq;fg;gLk;. SMTP Server Name vd;gJ Outgoing
server Name. ekJ nkapy;fis mDg;g gad;gLj;jg;gLfpwJ.

mNj Nghy; POP3 Server Name vd;gJ ekf;F mDg;gg;gl;l nkapy;fis
ngWtjw;F gad;gLj;jg;gLfpwJ>

WindowsXPy; cs;s Outlook Expressy; E-MailI Configure nra;jy ;

Desktopy; cs;s Outlook ExpressI Double Click nra;aTk;.

,e;j Window jpiuapy; Njhd;Wk;.
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,q;F Toolsy; nkDtpd; fPo; cs;s AccountsI Click nra;aTk;.

,q;F Add ButtonI Click nra;aTk;.



Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.

194

GK

GK

GK

,q;F Add gl;ldpy; cs;s MailI Click nra;aTk;.

,q;F cq;fs; ngaiu G+Hj;jp  nra;J NextI Click nra;aTk;.
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,q;F cq;fs; E-Mail IDI G+Hj;jp nra;J NextI Click nra;aTk;.

,q;F POP3 kw;Wk; SMTP Mfpatw;iw G+Hj;jp  nra;J NextI Click nra;aTk;.

,q;F G+Hj;jp  nra;ag;gl;Ls;s tptuq;fs;
BSNL DataoneMy; toq;fg;gl;litfs;
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,q;F Account NameI ngaiu G+Hj;jp  nra;J NextI Click nra;aTk;.
tpUg;ggl;lhy; PasswordIAk; G+Hj;jp  nra;ayhk;.

,q;F G+Hj;jp  nra;ag;gl;Ls;s tptuq;fs;
BSNL DataoneMy; toq;fg;gl;litfs;

tho;j;Jf;fs;
ntw;wpfukhf Kbe;J tpl;lJ.

,q;F Finish ButtonI Click nra;aTk;.
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,q;F ekJ nmma.dataone.in NrHf;fg;gl;L tpl;lJ.  ,J jhd;  ek;Kila
E-Mailfs; tUtjw;fhd Mail Server (POP3) vd;gJ Fwpg;gplj;jf;fJ.

mLj;J ,q;F Mail Tab ButtonI Click nra;aTk;.

,q;Fk;  ekJ nmma.dataone.in NrHf;fg;gl;L tpl;lJ.  ,J jhd;  ek;Kila
E-Mailfs; tUtjw;fhd Mail Server (POP3) vd;gJ Fwpg;gplj;jf;fJ.

mLj;J ,q;F cs;s Close  ButtonI Click nra;aTk;.
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,dp NjitAs;s ,-nkapy;fis nghWikahf epjhdkhf mbf;fyhk;. mbj;j
gpwF Send vd;gij fpspf; nra;j cld; mitfs; Outboxy; Store nra;ag;gl;L
tpLk;. Internet ,izg;G fpilf;Fk; tiu mbf;fg;gl;l vy;yh ,-nkapy;fSk; ,e;j
Outboxy; Store Mfp ,Uf;Fk;.

Internet ,izg;G fpilj;j clNd Outboxy; cs;s vy;yh nkapy;fSk; mDg;gg;gl;L
Outbox fhypahfptpLk;.

mNjh Nghy; Inboxy; ekf;F mDg;gg;gl;l nkapy;fs; Store MfptpLk;. Internet
,izg;G ,y;yhky; nghWikahf vy;yh nkapy;fisAk; gbf;fyhk;. mNj Nghy
mbf;f Ntz;ba ,-nkapy;fisAk; nghWikahf mbf;fyhk;.

Fwpg;G: ,e;j trjp Internet ,izg;ig toq;fpath;fshy; (ISP)
toq;fg;gl;l ,-nkapy;fSf;Fj;jhd; nghUe;Jk;.

Muk;gj;jpy; Njhd;wpa Outlook Express Window  te;J tpl;lJ.

Outlook Express Configuration ntw;wpfukhf Kbe;J tpl;lJ.
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E-Mail mDg;Gtjw;Fk; E-MailI ngWtjw;Fk; cs;s xU Software jhd;
Outlook Express. ,J xU Microsoftd; jahupg;G. Microsoftd; midj;J MgNubq;
rp];lj;jpYk; fhzg;gLk;.

,e;j Outlook Express MgNubq; rp];lj;ij Install nra;Ak; nghOJ jhdhfNt
Install MfptpLk;. ,ij jdpahf Install nra;a Ntz;ba mtrpak; ,y;iy. ,ij
nray; gLj;Jk; tpjKk; vy;yh MgNubq; rp];lj;jpYk; xNu khjpahfj;jhd; ,Uf;Fk;.

mjhtJ Windows 98Yk; Windows XPYk; nray;ghL xNu khjpjhd;. mjpf
NtWghL ,Uf;fhJ.

,q;F ehk; Windows XPy; cs;s nray; Kiwia tpsf;fp cs;Nshk;. ,Nj nray;
Kiw Windows 98f;Fk; nghUe;Jk;.

Windows 98y; Outlook Expressd; Ifhd; Desktopy; jhdhfNt Njhd;wp tpLk;.
Mdhy; Windows XpI nghUj;jtiu ,jw;fhd Icon Desktopy; jhdhfNt
Njhd;whJ. ehk;jhd; nfhz;L te;J itf;fNtz;Lk;. mij Double click nra;jhy;
Outlook Express window jpwf;fg;gl;L tpLk;.

Outlook Express window %yk; ,-nkapy; rk;gj;jg;gl;l midj;J NtiyfisAk;
kpfTk; vspjhf ifahsyhk;.  mDg;g Ntz;ba vy;yh nkapy;fisAk; mbj;J
jahuhf itj;Jf; nfhs;syhk;.

,jpy; cs;s nkDf;fs; gw;wp xt;nthd;whf ghu;g;Nghk;.

Inbox[5]

E-Mails in Outlook Express

ekf;F tUfpd;w nkapy;fs; midj;Jk; Internet connection fpilj;jTld; Send/
ReceiveI click nra;jhy; ,e;j Inboxy; Nrkpj;J itf;fg;gLk;. mUfpy; cs;s
Brakety; 5 vd;W cs;s vz; ngl;bapy; cs;s jpwe;J ghu;f;fg;glhj nkapy;fspd;
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vz;zpf;ifia Fwpg;gpLfpwJ.  Inboxy; cs;s nkapy;fs; midj;Jk; jpwe;J
ghHf;fg;gl;l gpwF Inbox mUfpy; Brakets [ ] fs; ,Uf;fhJ. Inbox mUfpy; Brakets
[ ] fs; ,y;yhky; ,Ue;jhy; jpwe;J ghHf;fhj nkapy;fs; vJTk; ,y;iy vd;W
nghUs;. InboxI  Double click nra;J vy;yh nkapy;fisAk; ghu;itaplyhk;.

Outbox[4]
,e;j outboxy; ehk; mDg;g Ntz;ba  nkapy;fs; midj;Jk; Nrkpj;J itf;fg;gLk;.
mUfpy; cs;s Braket y; 4 vd;W cs;s vz; ngl;bapy; cs;s mDg;gg;gl Ntz;ba
nkapy;fspd; vz;zpf;ifia Fwpg;gpLfpwJ. ,d;lu;nel;; fndf;\d; fpilj;j gpwF
jhd; nkapiy mbf;f Ntz;Lk; vd;gJ ,y;iy. Kd;djhfNt Njitahd
nkapy;fis mbj;J itf;fyhk;. mitfs; ,e;j outboxy; Nrkpj;J itf;fg;gLk;.

Internet connection fpilj;jTld; Send/ReceiveI click nra;jhy; ,e;j outboxy;
cs;s nkapy;fs; midj;Jk; mDg;gl;L ngl;b fhypahfptpLk;. nkapy;fs;
midj;Jk; mDg;gl;l gpwF outbox mUfpy; Brakets [ ] fs; ,Uf;fhJ.

outbox mUfpy; Brakets [ ] fs; ,y;yhky; ,Ue;jhy; mDg;gg;gl Ntz;ba nkapy;fs;
vJTk; outboxy; ,y;iy vd;W nghUs;.

Send Items:
ekJ nkapy;fs; Internet Connection fpilj;j clNdNa Out Boxy; ,Ue;J
mDg;gg;gl;L tpLk;. Mdhy; ehk; vd;d nra;jp> ahUf;F mDg;GfpNwhk; vd;w jfty;
ekf;F Njitg;glyhk;. vdNt mDg;gg;gl;l E-Mailfspd; efy;fs; ,e;j nkDtpy;
Nrkpj;J itf;fg;gLk;. Njitg;gLk; NghJ ghh;f;fyhk;.

Deleted Items:
Send Items nkDtpy; Njitg;glhjtw;iw mopj;J (Delete) tplyhk;. mt;thW
mopf;fg;gl;l nkapy;fs; ,q;F Nrkpf;fg;gLk;.

Drafts:
xU , nkapiy mbj;J Kbj;j gpwNfh my;yJ ghjp mbj;j gpwNfh> ,g;nghOJ
mDg;g Ntz;lhk; vd fUjpdhy; ,q;F Save nra;J itf;fyhk;. jpBnud Power
failure MdhYk; ghjpapy; mbf;fg;gl;l , nkapy; ,q;F jhdhfNt Save
nra;ag;gl;bUf;Fk;. ,q;Fs;s nkapy;fis jpUk;g Ntz;Lk; nghOJ mDg;gyhk;.

Compose Message:
,e;j nkDit Click nra;jhy; E-Mail mDg;Gtjw;fhd gbtk; Njhd;Wk;. ,e;j
gbtj;ij G+h;j;jp nra;J. E-MailI mDg;gyhk;. ,e;j gbtj;jpd; fPo;ghfj;jpy;
mDg;gNtz;ba nra;jpfis ilg; nra;a Ntz;Lk;.

Send and Receive:
Internet Connection fpilj;jg;gpwF ,ij Double Click nra;jhy; Out Boxy; ,Ue;J
vy;yh nkapy;fSk; mDg;gl;LtpLk;. ekf;F tuNtz;ba nkapy;fs; InBoxf;F te;J
Nrh;e;JtpLk;.

File Attachment:
Njitg;gl;lhy; Filefis E-Mail %yk; mDg;gyhk;.

compose  insert   File Attachment    my;yJ

compose   insert file iconI click nra;aTk;.
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Outlook Express     Tools  Address Book  my;yJ
          NkNy cs;sAddress BookI Double Click nra;ayhk;.

Outlook Express Configurations:
Outlook Express %yk; ,-nkapy; mDg;Gtjw;Fk; ngWtjw;Fk; Outlook Expressy;
configure nra;aNtz;Lk;.
Kjd; Kjypy; fPo; fz;l Njitahd tpguq;fis jahh; nra;J itj;Jf;nfhs;s
Ntz;Lk;.

Name
E-Mail Address
POP3
SMTP

,J gw;wpa KO tptuq;fs; NtW xU mj;jpahaj;jpy; tptupf;fg;gl;Ls;sJ. mijg;
ghu;f;fTk;

,q;F Njitahd ,-nkapy; Addressfis Store nra;J itj;Jf;nfhs;syhk;.

Address Book:

,-nkapy; AddressfSld;
Address Bookd; Njhw;wk;.
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nkapy; mDg;Gtw;F fPo;fz;l gbtj;ij G+h;j;jp nra;a Ntz;Lk;. tptuq;fs; fPNo
nfhLf;fg;gl;lLs;sd.

mDg;g Ntz;ba nra;jpia mbf;Fk; ,lk;

E-MailI mDg;Gjy;

Outlook Express    File  New Mail Message my;yJ NkNy
cs;s Write MessageI Double Click nra;ayhk;.

,J , nkapy; mDg;Gtw;fhd gbtk;. ,q;F , nkapy; Kftupia G+H;j;jp nra;a

To, Cc vd ,uz;L fl;lq;fs; jhd; cs;sd. Bccvd;w %d;whtJ fl;lk;
fhzg;gltpy;iy. me;j BccI nfhz;L tu fPo;fz;lthW nra;aNtz;Lk;.

,q;F Viewy; cs;s All Headers vd;w nkDit Double Click nra;aTk;.

ViewDouble Click All Headers

,dp  , nkapy; mDg;Gtw;fhd gbtj;jpy; To, Cc, Bcc Mfpa %d;Wk; fhzg;gLk;.
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To, Cc, Bcc Mfpa %d;Wk;

cs;s , nkapy; gbtk;.

Bcc vd;why; Blind Carbon Copy vd;W  nghUs;.
,q;F mNj nra;jpia kw;wtu;fSf;F mDg;g Ntz;bapUe;jhy; mtu;fsJ
,-nkapy; Kftupia G+u;j;jpnra;a Ntz;Lk;. 26 Kftupfs; tiu G+u;j;jpnra;ayhk;.
mNdf Kftupfs; ,Uf;Fkhdhy;  KftupfSf;F ,ilNa fkh(,) Nghl Ntz;Lk;.
filrp  Kftupf;;F gpwF  fkh(,) Nghlf; $lhJ.

,q;F G+u;j;jpnra;jhy;  ,e;j nra;jp mDg;gg;gl;ltu;fspd; midj;J  KftupfSk;
ngWgtUf;F fhz;gpf;fg;glkhl;lhJ. ,jdhy; ,e;j nra;jp ek;ik jtpw kw;w
ahUf;nfy;yhk; mDg;gl;L ,Uf;fpwJ vd;gij ngWgtu; njhpe;J nfhs;s KbahJ.

To vgk_gk@yahoo.co.in

,q;F  cs;s To vd;w ,lj;jpy; nra;jpia ahUf;F mDg;GfpNwhNkh mtuJ
,-nkapy; Kftupia G+u;j;jpnra;a Ntz;Lk;;

Cc vd;why; Carbon Copy vd;W  nghUs;
,q;F mNj nra;jpia kw;wtu;fSf;F mDg;g Ntz;bapUe;jhy; mtu;fsJ
,-nkapy; Kftupia G+u;j;jpnra;a Ntz;Lk;. 26 Kftupfs; tiu G+u;j;jpnra;ayhk;.
mNdf Kftupfs; ,Uf;Fkhdhy;  KftupfSf;F ,ilNa fkh(,) Nghl Ntz;Lk;.
filrp  Kftupf;;F gpwF  fkh(,) Nghlf; $lhJ.

,q;F G+u;j;jpnra;jhy;  ,e;j nra;jp mDg;ggl;ltu;fspd; midj;J  KftupfSk;
ngWgtUf;F fhz;gpf;fg;gLk;.  ,jdhy; ,e;j nra;jp ek;ik jtpw kw;w
ahUf;nfy;yhk; mDg;gl;L ,Uf;fpwJ vd;gij ngWgtu; mwpayhk;.

Cc vgk_gk@hotmail.com, vgk_gk@rediff.com

Bcc      vgk.vgk@gmail.com,priya@hotmail.com
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Message Box:

fPNo cs;s fhypahd ,lk;jhd; Message Box.  ,q;F mDg;g Ntz;ba
nra;jpfis mbf;f Ntz;Lk;.
,g;nghOJ , nkapy; gbtj;ij rupahf G+Hj;jp nra;jhfp tpl;lJ.
,dp , nkapiy mDg;g Ntz;Lk;. , nkapiy mDg;g ,q;F Fileypy; cs;s
Send MessageI Click nra;a Ntz;Lk;. G+u;j;jp nra;ag;gl;l nkapy; mDg;gl;LtpLk;.

Subject:   Course Details

,q;F nra;jpf;fhd jiyg;G  nfhLf;fyhk;.

Message Box

vgk.vgk@gmail.com

 NkNy cs;s Send nkDit click nra;a Ntz;Lk;.

File Click Send Message my;yJ

Send nkDit click nra;jJk; me;j nkapy; Outboxy; Nrkpj;J itf;fg;gLk;.
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,q;F Outboxy; me;j nkapy; ,Ug;gij fhzyhk;.

OutboxI Double Click nra;aTk;. fPo;fz;lWindow  Njhd;Wk;.

,q;F Outboxy; me;j nkapy;
,Ug;gij fhzyhk;.

 NkNy cs;s Send and Receive All nkDit click nra;a Ntz;Lk;.
Tools Send and ReceiveSend and Receive All my;yJ

Outbox y; cs;s nkapy;fs; midj;Jk; mDg;gg;gl;L tpLk;.
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Yahoo Messanger

,J xU ,ytr Software. ,ij gad;gLj;j Kjypy; Yahootpy; xU E-Mail ,Uf;f
Ntz;Lk;. ,ij ,ytrkhf Download nra;J Install nra;J tplyhk;.

,jd; gad;ghLfs;:

1) Instant Message mDg;g

2) Nehpilahf Chat nra;a (Live Chat)

3) Web Cam %ykhf xUtUf;nfhUth; ghh;j;Jf; nfhz;Nl Chat nra;ayhk;.

4) nlypNghdpy; NgRtJ NghyNt Ngrp kfpoyhk;. ,ij Voice Chat vd;gh;.

5) ekJ tPl;by; eilngWk; Rgfhhpaq;fs; ele;J nfhz;L ,Uf;Fk;nghONj
ntspehl;by; cs;s my;yJ ntF njhiytpy; cs;s cwtpdh;fs; kw;Wk;
ez;gh;fs; Web Cam %yk; ghh;j;J kfpoyhk;.

,Nj trjp G-Mail, Hot Mail, Rediff Nghd;w vy;yhtw;wpYk; cs;sd.

ehk; ,g;nghOJ Yahoo MessengerI kl;Lk; ghh;g;Nghk;. ,Nj nray; Kiw kw;Wk;
gad;ghL kw;w vy;yhtw;wpw;Fk; nghUe;Jk;. vy;yhNk ,ytrk;jhd;. ,J
eilKiwapy; kpfTk; gad; cs;sjhf ,Uf;Fk;.

Internet ,izg;gpy; ,Ue;J nfhz;Ljhd;. ,ij gad;gLj;j KbAk; vd;gij
kdjpy; nfhs;f.

Kjypy; Yahoo MessengerI Download nra;J Install nra;a Ntz;Lk;. clNd
mjw;Fhpa Ifhd; Desktopy; Njhd;Wk;. Ntz;Lk;nghOJ Double Click nra;J
gad;gLj;jyhk;.

thq;fp tpl;Bu;fsh?

LAPTOP SERVICING

rpwe;j Kiwapy; LAPTOP Service nra;a

fw;Wf; nfhz;L gad;ngwyhk;

j k p o ;

3 DVDfs; ,ytrk;
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Desktopy; cs;s Yahoo MessengerI Double
Click nra;aTk;. clNd ,e;j tpz;Nlh
Njhd;Wk;.

,q;F User Name kw;Wk; PasswordI G+h;j;jp
nra;J Sign InI fpspf; nra;aTk;.

clNd mLj;j tpz;Nlh Njhd;Wk;
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mLj;J ekJ ez;gh;fs; kw;Wk; cwtpdh;fsJ Yahoo
IDI Nrh;f;f Ntz;Lk;.

Fwpg ;G: Yahoo Messenger %yk; Yahoo ID
,Ug;gth;fs; %yk;jhd; njhlh;G nfhs;s KbAk;.
mt;thW njhlh;G nfhs;s mth;fsJ Yahoo IDI ehk;
,q;F Nrh;f;f Ntz;Lk;.

vdNt ,q;F Contacty; cs;s Add ContactI fpspf;
nra;a Ntz;Lk;.

Contact  Add Contact

,q;F ePq;fs; njhlh;G
nfhs;s Ntz;bathpd;
Yahoo ID my;yJ

E-Mail IDI G+h;j;jp nra;J
NextI fpspf; nra;aTk;.

,q;F vgk_gk vd;gJ
xUtUila Yahoo ID
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,q;F NextI fpspf; nra;aTk;.

vgk_gk vd;fpw ID ekJ Yahoo Messenger y; Nrh;f;fg;gl;L tpl;lJ vd;gij
njhptpf;fpwJ. ,q;F FinishI fpspf; nra;aTk;. clNd Muk;gj;jpy; Njhd;wpa
tpz;Nlh Njhd;Wk;.

,t;thW xt;nthU Yahoo IDIAk;  ekJ Yahoo Messengery; Nrh;f;f Ntz;Lk;.

,q;F Friends vd;w
ngahpy; xU Group
DefaultMf
nfhLf;fg;gl;Ls;sJ.

ek; tpUg;gg;gb NkYk;
Groupfis
Nrh;f;fyhk;.
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vgk_gk ID cs;s fk;g;A+l;lhpy; mjhtJ vjph; Kidapy; cs;s fk;g;A+l;lhpy;
fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F NkNy cs;s Radio gl;lid nryf;l; nra;J NextI fpspf; nra;aTk;.

,q;F FinishI fpspf; nra;aTk;.

Fwpg;G: vjph; Kidapy; cs;s fk;g;A+l;lhpy; mjhtJ vgk_gk ,Uf;Fk; fk;g;A+l;lhpy;
Nkw;fz;lthW nra;jhy;jhd; vgk_gk vd;w ID mLj;j Kidapy; cs;s
Bond_007_003 cs;s fk;g;A+l;lhpy; cs;s Yahoo Messengery; Nrh;f;fg;gLk;.
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,q;F Gjpjhf
Nrh;f;fg;gl;l vgk_gk
,Ug;gij fhzyhk;.

Chating nra;jy;

Chating vd;why; xUtUf;nfhUth;
jfty;fis clDf;Fld; ilg; nra;J
ghpkhw;wk; nra;J nfhs;Sjy;.

,g;nghOJ vgk_gk vd;gtNuhL Chating
nra;Nthk;.

,q;F Njitahd ez;gh;
User IDI Right Click
nra;jhy; mUfpy; xU Popup
tpz;Nlh Njhd;Wk;.

mjpy; Instant Message
vd;gij fpspf; nra;aTk;.

mLj;j tpz;Nlh Njhd;Wk;.

,J ekJ User ID
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vq;fsplk; fpilf;Fk; Gj;jfq;fs;

Hardware - 3 Volumefs;

1. Volume -1
2. Volume -2
3. Volume -3

Networking - Lan - 2 Volumefs;

4. Volume -1
5.  Volume -2

Computer Basics Office Automation

LapTop Servicing Computer Basics

Video Editing Page Maker

Export Business

,q;F xU vOj;ij mbj;j gpwFjhd; Send gl;ld; enable MFk;. Njitahd
jfty;fis Message Boxy; mbj;J SendI fpspf; nra;aTk;.

,dp njhlh;e;J ePq;fs; Chating nra;ayhk;.

Message Box
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Voice and Video Calls

,q;F Helpd; fPo; cs;s Setup
Video and Voice vd;gij fpspf;
nra;aTk;.

Mic, Speaker, Web Cam
Mfpaitfs; ,aq;ff;$ba
epiyapy; rhpahf
,izf;fg;gl;Ls;sjh
vd;gij Nrhjpg;gjw;fhd
nrayhFk;.

Mic rhpahf ,aq;Fk; epiyapy; cs;sjh vd;gij Nrhjpf;fpwJ. ,q;F NextI fpspf;
nra;aTk;.
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Speaker rhpahf ,aq;Fk; epiyapy; cs;sjh vd;gij
Nrhjpf;fpwJ. ,q;F NextI fpspf; nra;aTk;.

Webcam rhpahf
,aq;Fk; epiyapy;
cs;sjh vd;gij
Nrhjpf;fpwJ. ,q;F
FinishI fpspf; nra;aTk;.
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Video Call Ifhid fpspf; nra;aTk;.

clNd vjph; Kidapy; cs;s fk;g;A+l;lhpy; fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;Nf Accept vd;gij fpspf; nra;a Ntz;Lk;. fpspf; nra;j gpwFjhd; ehk;
xUtUf;nfhUth; njhlh;G nfhs;s KbAk;.

vjph; Kidapy; AcceptI fpspf; nra;j gpwF ekJ fk;g;A+l;lhpy; mLj;j gf;fj;jpy;
cs;s tpz;Nlh Njhd;Wk;.
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tyJ gf;fj;jpy; ,Ug;gJ ekJ Web Camy; Njhd;Wk; ekJ cUtk;.

,lJ gf;fj;jpy; ,Ug;gJ vjph; Kidapy; cs;s Web Camy; Njhd;Wk; cUtk;.

vjph; Kidapy; Web Cam ,izf;fg;glhjjhy; Nkw;gb Cut symbol Njhd;WfpwJ.

,dp xUtUf;nfhUth; ghh;j;Jf; nfhz;Nl Ngrp kfpoyhk;.

ekJ Web
cam %yk;
Njhd;Wk;
cUtk;

vjph;
Kidapy;
cs;s Web
cam %yk;
Njhd;Wk;
cUtj;jpw;fhd
,lk;
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Command Prompt

fk;g;A+l;lh;fspy; gytpjkhd nray;fis nra;fpNwhk;. xt;nthU nraiyAk; nra;a
xU fl;lisia (Mizia) ,lNtz;Lk;.

rhjhuzkhf eilKiwapy; rpy fl;lisfis $wpj;jhd; nray;gLfpNwhk;.

cjhuzk;:  th> epy;> cl;fhh;> ,q;F cl;fhuhNj

,J NghyNt fk;g;A+l;lh;fspy; nra;ag;gLk; nray;fs; midj;Jk; gytifahd
fl;lisfs; (Command) %yk;jhd; nray;gLfpd;wd. mbg;gilapy; ,itfs;
,uz;L tiffshf cs;sd.

1) GUI Mode

2) Command Mode

GUI Mode - Graphic User Interface

GUId; nray;ghL glj;ij ghh;j;J nray;gLj;Jjy;. ehk; C Drivey; cs;stw;iw
ghh;f;f Ntz;Lkhdhy; C DriveI Click nra;jhy; NghJk;. mjpy; cs;s igy;fs;>
Folderfis fhzyhk;. Copy nra;a Right nra;J CopyI Click nra;jhy; NghJk;.
,t;thW xt;nthU nraiyAk; nra;a mjw;Fwpa xU Icon my;yJ thh;j;ijia
(Copy) Click nra;J nray;gLj;jyhk;.

Command Mode

,q;F glq;fNs fpilahJ. vy;yh CommandfisAk; mbj;Jjhd; nray;gLj;j
Ntz;Lk;. xU igiy Copy nra;a Copy vd mbf;f Ntz;Lk;. xU Teacher
tFg;gpy; cs;s fUk; gyifapy; vOjp fhz;gpj;J khzth;fSf;F tpsf;fq;fis
nfhLf;fpwhh;. LKG, UKG khzth;fs; xU Slate vdg;gLk; fUk;gyif my;yJ
Note bookfspy; vOjp fw;Wf;nfhs;fpwhh;fs;.

cjhuzj;jpw;F Mg;gps;> ML> khL gs;spf;$lk; vd vOjp goFfpwhh;fs;.

mijNa gy tz;zq;fspy; cs;s glq;fis ghh;j;J gbf;fpwhh;fs;.

mjhtJ Mg;gps;> ML> khL Mfpaitfs; glq;fshf ,Uf;Fk;.

,Jjhd; GUI Modew;Fk; Command Modew;Fk; cs;s mbg;gil tpj;jpahrk;.

Muk;g fhyj;jpy; DOS Command vd miof;fgl;ld. (DOS - Disk Operating
System) DOS 6.22 Version tiu ,Ue;jJ. mjid mLj;J vy;yhk; GUI Mfp
khwptpl;lJ. Windows 3.1, Windows 95, Windows 98 Nghd;W Njhd;wp ,d;W
Windows 2008 Ser Windows 7 tiu te;Jtpl;ld.

,d;W vy;yhNk GUI kak;jhd;. ,Ue;jhYk; Command Modey; nray;gLk; rpytw;iw
ehk; njhpe;J itj;J ,Ug;gJ kpfTk; ey;yJ. ,e;j Commandfis Fwpg;ghf
Service Engineerfs; fl;lhak; njhpe;J itj;J ,Uf;f Ntz;Lk;.

vdNt mitfis gw;wp fPNo Fwpg;gpl;Ls;Nshk;. ,q;F nfhLf;fg;gl;Ls;stw;iw
njhpe;J itj;Jf; nfhz;lhy; NghJkhdJ. ,q;F cs;s xt;nthU CommandIAk;
mbj;j gpd;dh; vz;lh; fPia mOj;j Ntz;Lk;. < > vd;w Fwpfis mbf;f
Ntz;lhk;.
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<File Name> vd;gjpy; xU igypd; ngaiu kl;Lk; mbj;jhy; NghJk;.

cjhuzk;: C:\> Copy <File Name> <New File Name> vd;gij

C:\> Copy Old File Name  New File Name ,t;thW mbf;f Ntz;Lk;.

A:\> vd;gJ Floppy DriveI Fwpg;gpLfpwJ.

C:\> vd;gJ C DriveI Fwpg;gpLfpwJ.

mbg;gilapy; ,t;tif Commandfis ,uz;L tifahf gphpf;fyhk;.

1) Internal Command

2) External Command

Internal Command: ,tw;iw fz;fshy; ghh ;f ;f ,ayhJ. Mdhy;
nray;gLj;jyhk;.

External Command: ,itfs; igy;fshf Nrkpf;fg;gl;L ,Uf;Fk;. mNefkhf
.com kw;Wk; .Exe vd;w File Extensionfs; cld; fhzg;gLk;. ,e;j igy;fs;
,Ue;jhy;jhd; mtw;iw nray;gLj;j KbAk;.

rpy External Commandfs;

1) chedsk.com

2) scandisk.com

3) format.com

4) edit.com

5) attrib.com

6) command.com

7) sys.com

8) fdsk.com

9) smartdrv.exe

10) mscdx.exe

11) autoexe.bat

cjhuzj;jpw;F rpy Internal Commandfs;:

1) DIR

2) DATE

3) TIME

4) VER

5) MD

6) CD
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C:\ >dir - to show all Files and Directories

C:\ >dir /p - to show pagewise

C:\ >dir *.* - to show all files

C:\ >dir *.exe - to show only .exe (dot exe) files

C:\ >dir *.com - to show only .com (dot com) files

C:\ >dir *.txt - to show only .txt (dot txt) files

C:\ >dir sa*.* - to show all files starting with sa

C:\ >md <directory name> - to make a Directory
(MD means make Directory)

C:\ >md sales> - to make a Directory in the name of Sales

C:\ >cd <directory name> - to go to Directory

C:\ >cd sales - to go to Sales Directory

C:\ Sales - now you are in Sales Directory

C:\ sales> md fan - to make a directory in the name
of fan within Sales Directory

C:\ sales> cd fan - to go to fan directory

C:\ sales\fan>dir - to show all Files and Directories
in fan Directory (fan folder)

C:\ sales\fan> dir*.* - to show all files in fan Directory

C:\ sales\fan>cd .. - to go to previous Directory (ie.sales)

C:\ sales> - now you are in sales Directory

C:\ cd sales>cd.. - to go to previous Directory (ie.Root)

C:\ > - This is Root Directory

C:\ sales\fan>cd \ - to go to directly to root Directory

C:\ > - This is Root Directory

C:\ >del. - to delete all files in this Directory

C:\ >copy <from file name>
        <to file name> - to copy a file in another name

C:\ >copy sales.txt sales1.txt - to copy sales.txt file as sales1.txt file

C:\ >rename <from file name> <to file name> - to rename a file

C:\ >ren <from file name> <to file name> - rename can be used as ren

DOS COMMANDS
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C:\ >ren sales.txt sales1.txt - Sales.txt files is renamed to Sales1.txt

C:\ >del <file name> - to delete a file

C:\ >del sales.txt - to delete sales.txt file

C:\ >cls - to clear Screen

C:\ >dir \ah - to show all hidden files and Folders

C:\ >attrib <file name> - to show file Attributes

C:\ >ver - to show version of Operating system

C:\ >date - to show system date and day

C:\ >time - to show system date and day

C:\ >move <from path> - to move a file from one location to
       <to path> another location

C:\ >path - to show the Path

C:\ >mem - to show memory

C:\ >d: - to go to D drive

D:\ >e: - to go to E drive

E:\ >c: - to go to C drive

C:\ >format d: - to Format D drive

C:\ >format d: /q - to Format D drive quickly

A:\ >format c: /s - to Format C drive

C:\ >sys a: - to transfer system files (sys.com)
from C drive  A drive (floppy)

A:\ >sys c: - to transfer system files (sys.com)
from A drive  C

C:\ >scandsk - to scan the C drive

C:\ >chkdsk - to check scan the C drive

C:\ >edit <file name> - to edit a text file

C:\ >dir <file name> /s - to search a file

C:\ >dir <file name> /s /p - to search a file page wise
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Shortcut Keys

Shortcut Keyy; Vuhskhf cs;sd. mtw;wpy; mbf;fb gad;gLj;jf;$ba
Kf;fpakhd Shortcut Keyfs; mbf;fb nfhLf;fg;gl;Ls;sd.

Windows Key + E - To Open My Computer

Windows Key + R - To Open Run

Windows Key + D - To Open Desktop

Windows Key + L - To Logoff

Windows Key + F - To Open Search

Alt + F4 - To Close Window, To Close the current Program

Ctrl + C - To Copy

Ctrl + X - To Cut

Ctrl + V - To Paste

Ctrl + S - To Save a document

Ctrl + N - To Create a new document of the same type as the
current or most recent document.

Ctrl + O - To Open a document.

Ctrl + W - To Close a document. (Opened File)

Alt + Tab - To Change from one Software to another Software

Ctrl + Tab - To Change File to File (Same Software)

Alt + Ctrl + Del - To Open Task Manager

F1 - To Display the Help task pane.

F2 - To Rename the Selected File or Folder

F5 - To Refresh

F6 - To Switch between the Help task pane and Word.

F11 - Full Screen, Again F11 To come back Normal

Tab - To Select the next item in the Help task pane.

Back Space - To Move back to the previous Help topic.

Alt + Right Arrow - To Move forward to the next Help topic.

Ctrl + P - To Print

Alt + Enter - To Know the Selected File Properties
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Run Window

All Programsy; cs;s nkDf;fs; %ykhf Softwarefis rhjhuzkhf Open
nra;ayhk;. mjw;F gjpyhf Run Window %ykhfTk; Open nra;ayhk;. Kjypy;
Run Windowit Open nra;aTk;.

,q;F Open vd;w ,lj;jpy; SoftwarefSf;fhd CommandI G+h;j;jp nra;J OKI
fpspf; nra;J Open nra;ayhk;. mjd; tptuq;fs; gpd;tUkhW:

MSpaint - To Open Paint

Notepad - To Open Note Pad

Wordpad - To Open Wordpad

Winword - To Open MS Word

Excel - To Open Excel

Powerpnt - To Open Powerpoint

osk - On Screen Keyboard

Calc - To Open Calculator

iexplore - To Open Internet Explorer

moviemk - To Open Movie Maker

wmplayer - To Open Windows Media Player

firefox - To Open Fire Fox (if Installed)

cmd - To Open Command Prompt
On Screen Keyboard:

jpiuapy; xU Keyboard Njhd;Wk;. kTrhy; Njitahd fPfis Press nra;J fP
Nghh;L Nghy gad;gLj;jyhk;. ,e;j fPNghh;L jkpopy; mbg;gjw;F kpfTk;
gaDs;sjhfTk;> RygkhfTk; ,Uf;Fk;. fP Nghh;by; cs;s fPfspd; vOj;Jf;fis
Rygkhf njhpe;J nfhs;syhk;.

Fwpg;G: Run Windowy; gad;gLj;Jk; CommandfSf;F Case Sensitive nghUe;jhJ.
mjhtJ nghpa> rpwpa (Upper, Lower Case) vOj;Jf;fspy; vij Ntz;LkhdhYk;
gad;gLj;jyhk;.

    Start Run
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Key Board Fingering

fP Nghh;by; tupirahf mNef fPfs; cs;sd. ekJ iffspy; cs;s 8 tpuy;fis
nfhz;L (fl;il tpuy; jtpu) ,e;jf; fPfis gad;gLj;j Ntz;Lk;. ekJ
tpUg;gg;gb tpuy;fis gad;gLj;jf;$lhJ.

xt;nthU tpuYf;Fk; jdpj;jdp fPfs; cs;sd. xU fPia mOj;j mjw;Fhpa
tpuiy gad;gLj;j Ntz;Lk;. Muk;gj;jpy; nfhQ;rk; fbdkhf ,Ug;gJ Nghy
Njhd;Wk;. xd;W my;yJ ,uz;L ehl;fs; gapw;rp nra;jhy; Rygkhf Ntiy
nra;ayhk;. njhlh;e;J xU thuj;jpw;F jpdKk; xU kzp Neuk; gapw;rp nra;jhy;
NghJkhdJ. gpwF vOj;Jf;fis NtfkhfTk; gpio ,y;yhkYk; mbf;fyhk;.
xU tpuyhy; %d;W fPfis mbf;f Ntz;Lk;. gapw;rp nray;Kiwia tpsf;fp
cs;Nshk;.

xU thpirapy; Ms;fhl;b tpuYf;Fk; kl;Lk; ,uz;L fPfs;> kw;w tpuy;fSf;F
jyh xU fP.

fPo; eL Nky; fPo; eL Nky;
thpir thpir thpir thpir thpir thpir

Rz;Ltpuy; Z A Q / ; P

Nkhjpu tpuy; X S W . L O

eL tpuy; C D E , K I

Ms;fhl;b tpuy; VB UY RT NM HJ YU

,lJ if tpuy;fs; tyJ if tpuy;fs;
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asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj
asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj
asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj
asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj
asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj

qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuy
qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuy
qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuy
qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuy
qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuy

zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn
zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn
zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn
zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn
zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn zxcvb /.,mn

Fingering Practice

mLj;J ,uz;L vOj;J cs;s thh;j ;ijfs; kw;Wk; %d;W vOj;Js;s
thh;j;ijfis mbj;J gapw;rp nra;aTk;. xt;nthU thh;j;ijiaAk; Rkhh; xU
gf;fk; mbf;f Ntz;Lk;.

cjhuzj;jpw;fhf rpy thh;j;ijfs;:

1) it,  on, do, ok, he

2) fat, mat, rat, had, leo, dot, see, sky

3) that, this what, when,  kite, copy

4) where, raman, gopal, india

Nkw;fz;lthW mbj;J gapw;rp nra;j gpwFjhd;> gpioapy;yhky; Ntfkhf mbf;f
KbAk;.
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Xa;T ngw;wtHfs;> ,y;yj;jurpfs; midtUk; kpfTk; Rygkhf fw;fyhk;. taJ tuk;G> fy;tp
jFjpfs; NjitNa ,y;iy. Mq;fpyj;jpy; mjpf NjHr;rp ,y;iyNa vd fUjNt Ntz;lhk;.

MHtKk; jd;dk;gpf;ifAk; kl;LNk NghJkhdJ. FLk;gj;jpYs;s midtUNk  fw;fyhk;.

nrk;kq;Fb NfhghyfpU\;zdpd;

Learn In a Week  xNu thuj;jpy; fw;fyhk;

CIIT Infotech vd;w ngaUf;F DD my;yJ MO mDg;gTk;. VPP fpilahJ.

cq;fis cq;fsJ tPl;by; ,Ue;jgbNa fz;bg;ghf xU Njh;r;rp ngw;w
Computer Engineer Mf vq;fsJ Gj;jfq;fs;+DVD %yk; khw;w KbAk;

,J fijNamy;y
ep[Nkh ep[k;

,J tiu
fk;g;A+l;liu

njhlhjth;fs;
,dp fk;g;A+l;lhpy;
Rygkhf Ntiy

nra;ayhk;.

Computer ,y;yhj mYtyfq;fNs ,y;iy. vdNt xU mYtyfj;jpy; Computery; nra;a
Ntz;ba Ntiyfis Office Automation Gj;jfj;jpd; %yk; Rygkhf fw;W mYtyfj;jpy; gak;
,y;yhky; Ntiyfis nra;ayhk;.

vq;fsplk; fpilf;Fk; Gj;jfq;fs;:

Computer Basics
Office Automation
Laptop Servicing
Video Editing
Page Maker
Photoshop
CorelDraw
Export Business

Computer Hardware - 3 Volumefs;

1)  Volume - 1

2) Volume - 2

3) Volume - 3

Networking - LAN - 2 Volumefs;
1)  Volume - 1

2) Volume - 2

midj;J tpjkhd fk;g;A+l;lHfisAk;  m]k;gps; nra;ayhk;> rHtP];; nra;ayhk;. LaptopIAk;
Rygkhf  gpupj;J jpUk;g m]k;gps; nra;ayhk;> rHtP];; nra;ayhk

DTP operator Ntiyf;F kpf mjpf mstpy; Njit cs;sJ. vdNt DTPf;F  Njitahd
Photoshop, CorelDraw, Pagemaker Mfpatw;iw kpfTk; Rygkhf fw;W vspjpy; Ntiy
tha;g;ig ngwyhk;> my;yJ DTP njhopiy Rakhf nra;ayhk;.

tq;fpfs;> mYtyfq;fs;> Browsing Center Mfpatw;wpy; cs;sJ Nghy mNdf fk;g;a+l;lh;fis
,izj;J xU LAN nel;xh;f;if kpfTk; Rygkhf mikf;fyhk;.

Professional Camera, Handycamfspy; vLf;fg;gl;l Videof;fis Edit nra;J jpUkz
epfo;r;rpfspd; tPbNahf;fis NghyNt Rygkhf jahupf;fyhk;. Rakhf Video, Photo njhopy;
Jtq;fp ey;y tUtha; <l;lyhk;

Free 3 DVDs with
each Book

Vw;Wkjp tpahghuj;ij ntw;wpfukhf
nra;J FNgudhf Mfyhk;
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