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Hardware Books ewperm Volumessi

1) Volume-1 Rs.1000/- Free3 DVDs
Complete Assembling, Trouble Shooting, O/S Installation, Device Drivers, Core 2 Duo
Assembling.

2) Volume -2 Rs.1000/- Free 3VCDs
Connecting of 4 Hard Disks, Web/Digital Camera, TV/Caputre Card, Multi Meter, Second
Harddisk Partition, Windows 7 Installation, Windows 7 Upgrade, 130 Gaeirallgm &g Ldlebaeir

3) Volume -3 Service Engineer Rs.1,000/- Free4 DVDs

Complete Servicing, Windows X PInstallation, VIRUS Removal, Data Recovery, Earth Testing,
Static Power Discharge. RAM Service (Memory), SATA to IDE Converter GHOST, System
Restore.

Networking - LAN Books @wrewr@® Volumesseir

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

5) Volume-2 (Admin. 2003 Server) Rs.1000/- Free3DVDs
2003 Server Installation Live, MMC, Users, Groups, Permissions, Rights, Account Policy,
Audit Policy, DHCP, DNS, upgradeto Domain Controller, Terminal Server, Thin Client

6) LAPTOP Servicing- Free 3 DVDs Rs.1,000/-
Dismantling, Servicing, Assembling, Laptopsy &evuwors UIflgg Service Qaulg &l
Assembl e Gswsomd

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

9) Office Automation - Free 3 DVDs. Rs.1000/-
MSWord, MSExcd, MSPower Point, Internet, Outlook Express, E-Mail, Yahoo Messenger, Chating, PDFetc.,

10) Photoshop - Free 3 DVDs Rs.1000/-
Tool Box, Selection Tools, Layers, Gradient Effect, Layer Styles, Filters, Colour Corrections,
Borders, Patterns, gimergemaiL gearshgeaiiurg snmn Qeuet.

11) Pagemaker - Free 3 DVDs Rs.1000/-
Complete Course, Books, Visiting Card, Wedding Card, Lables, Strickers, Advertisements,
Bill Books, Sioergemauih seararkbgailure sny Glewweom.

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, Sjmengeman sarsrbgaiiure snn Qe

13) Export Business - Free 3 DVDs Rs.1,000/-

gopud Qsmild Qsr_RiGug ysen sTsGsmer gonwsl @aug Ems@udumsrilLllmbg
umglsmiume Lsword GLmieug susnry Wiasea eeflenwrs elauflésiu’ Geaterg.. Complete Deatils
about Exports.
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Microsoft Office

Microsoft Office eTesrmiTev 6T6oT 60T ?

@& s@m Application Software. Microsoft swQueflured swrflésiulL 9 6Es
Softwaresefled @g@en eeim. Microsoft Office et &lm Software 96mas
Softwaresemst QamawiL @ QFTGUY. Ymaisafls aSlwwrsar Soamemm S
SOILNIL. RerGemmid.

1) Microsoft Word

2) Microsoft Excel

3) Microsoft Power Point

4) Microsoft Access

5) Outlook Express

TSNS Q@ Ialenssdlan Qauw Gosmpw Gomausmer Gl&ulagsnaTer
Softwareseatgrer @dle omidl o ararer. oy arme @snE Microsoft Office eterrm)
Quuwit. @summlsy MS Word, MS Excel, MS Power Point gy&lw ewpsitemm umml oL Bid
G @EIG Qaiflig Qamsrer GUrSComb. MS Officesh 9|GE& Versionser 2_eiTemeo.
Ieummled Flev:

MS Office 97

MS Office 2000

MS Office 2003

MS Office 2007

MS Office 2010
@emdled mrd @UGLTE MS Office 2003 upfl Gafltg Qsmarer GUITSGMTLD.
SligliuenLufled eTebeurGLo G Lrdlflwrsgarear Qaweu@Bd. ydu aureseflsd Fle
fply gusnser g.(Osors STaulu@Ll. gameag pearfle Carddl Qummmeb
Gurgjomerg). sTedeum Versionseflgih Gelsmev GEuiLeTD. 9|STeig @I6THI 6IEmT 266
MS Office 2010aib &evLioms Geuemev GlEFuiweumLD.
@is MS Officesh 9|6Es Softwaresear @HHESTMID Ijeunewm EILD SHevflgHeuflwims
Install Qeuw Geuemgw geudlud Slenwrg). gemersgin oGy @ MS Office CDsb
o aarerr. Install Qeueurwpg Camanmseraumnmm Caira) Geu GauamT(Hib.
seuTemm Lo (B Install Glguiwieomin.
IIsmeug MS Wordg i (Hib Install G&uinwemid.
MS Word, MS Excell, MS Power Point gy&lw eperenm Ll Bb Install G,

07 sLmaulGuGw b Install g Slel@Lw. Install Q&g Yigss UInG epermid
seflgaaflurs All Programed Microsoft Office 2003 Quosgieilsh Camerrmii. mmd Geusmen
QaunQuT sl BLsE gl Camatur gms Qusd LwaTubhss Caleur@HLD.

GGe snmin’ L 3 Softwaresemid 66T Clgwemev Glaunmg. spaiiblauraTmi e Clsweme
Qe weTuGEng.
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MS Word: susmiser, U ussmsmer GasmaiL ugglrmser, Text Books
CureTmeumemm Yjledds LWETLHSIMG.

MS Excel: omonssda oCrsallgurar Statementsmer swrfls s
LwiesTU(\SleTm ).

MS Power Point: Slide Show gwriflés LwerL@EIns.

MS Officesy Install QawiubCurg) Seuetflées Gosugweme.

L&) 6TeuTeur eTauTenT GHeme eTauTLIMS (Lpgedled Sitomeflsg el GausmT (L.

MS Office g CDullsd @& Lb.

Wselsd 9smiemLit Serial Numbersy s Papersh siipdl meusgis0smareraL.
Install Q&b Gurps GG Serial Numbersy LjiT&d) Qe sy elsuTGLr GameurmiLD.
955 alewTGLTaled SHeuml @lsveorosd sflwrs L Ts5H Geuw Gouemr L.

yaedled MS Office stiuig Install Qaulsug) steTuemg LTTLIGUTLD.

B @UGuTwg Word, Excel, Power Point gy&lu eypeirenm i Gib Insatll @&
Gur&lGmmib.

MS Office Installation
Install Q&uiud Qurs) Sipseumi alemrGLr CHmeTmiLb.

i Microsoft Office 2003 Setup

Microsoft Office Professional Edition 2003

Cuskom Setup

Select the Microsoft Office 2003 applications you would like to install:

[ Publisher
[access
[CJinfapath

[¥] Excel
PowerPDint

InfoPath requires Microsoft Internet Explorer version 6.0 ar later,

[[]choose advanced customization of applications.

Space Required on 3 159 ME
Space Available on Ci 124 ME

[ < Back ”_ Mext = ] [ Cancel ]

@mi@ 7 check boxser 2_atemeor.
Us6d auflemaulled 2 eTer epsoTml L HIGL HL&E Came. sTarGeo 9yhg 3 Check Box 6
LW 198 9iesgl m@ Nexts Click G&uuaL.

Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.
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i% Microsoft Office 2003 Setup

Microsoft Office Professional Edition 2003 D ”
L}

Summary

Setup is ready to begin installing and will perform the Follmwing tasks:

- Install the following Microsoft Office 2003 applications

= Word {Run From My Computer)
= Excel {Fun from My Computer)
=a PowerPoint {Run From My Computer)
= Cutlook {Fun from My Computer)
¢ Publisher (Mot Available)
» Access (Mot Available)
% InfoPath {Mot Available)

Space Required on C; 208 ME
Space Available on C: 23 GB

’ < Back H Install D [ Cancel

@i Install sreiueng Click Qeuiuayb.

i& Microsoft Office 2003 Setup

Microsoft Office Professional Edition 2003

Mo Installing Office

Installation Progress:

Current Action:

Copying new Files

Copying file: OISMAIN, A4

Cancel

Installation BLEg G&mem(® @\mLLmas ST O&ng.

Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.
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i% Microsoft Office 2003 Setup

Microsoft Dffice Professional Edition 2003

Setup Completed
Microsaft Office 2003 Setup has completed successhully,

Thete may be additional components or security updates available online, Check the box
belaw ko visitk the Office sike in wour browser after Setup is Finished.,

[Jcheck the wehb for updates and additional downloads

@i Finishg Click Gl&uweraL.
@uEuTWal seitauraTammwh unfl seflsgeturs LmiGuTLD.

Microsoft Word:
@ems MS Word 6TemeLd &»meorLD.
@sar 2 LGWTSEISET:
1) SlgFEIGE6ET SWTHSHSHEUMLD
2) 98rs ussEISEmeT GETewi. Documentsemer wimfldaeumin.

3) of®, wemer Gumeimeumplpsrer Agreement wmmid Sale Deed
S Fwmeausemer Swmiflégemid.

4) Office Circularsseit
5) Court Judgement Documentseit
6) Geusmeud: @ Applicationsemer GuT(heugnsmer Resumeser

7) gimylllsysafled gLl Gaugnsrar ellorgrismer (Address)semer
SwiriléseumL.

8) saufled elerasma seaflsgailiurs gjesaemb.
9) Gaemauusr TSGISSmeT (b Bold Glgunwem.

10) Caemeuwrer euflgsenar Bold G&uiweuin.

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

12) ile gisvedlwiors uriéss awsgssmer cuflsrs Caratng GEunemLD.
31656ured Fflwarsad Corarms GEuiwemi.

13) Page Numbersener greorms GameTmé Gl uiwieomi.
14) s1WYSGI58EHSE CHMELITET SaTSHMT ST (Hsa6TLD.

15) ussmsafler HraTE Unpn Cameamwrer garalng Marginsmer Q&L g
Glguweormid.

16) Gaemanurer auflsemer Highlight Q&unuemd. 9|Sreug) s &6 L& 6oL,
17) auflsEmé@ Qe Gw 2 arer @l Gaueaflemw Gemm&seid / gL L L.
18) ereveumsilgLomeer GomplEeilaid ojpdaseomLd.

19) @eTanid o Crasalgwmear QFwamsameT GeauieuLd.

@eiurm 96rs allgurear dniy gnarismer 9hEdls CareTGL GurseuL.

SLETTE B Ioenss5Hled Ipssle Qeliugsmign 9sraug Csmaliu@eln
Qawe&men L (I LMt GumelGmmib.

@efl MS Wordeb steiieumm Geusmen Qe steurLiemg LImLiGLITLD.

sp6ilQeur(m GlFwemeud Gauw safllsgaflurs Cuasser o arerar. @Qhg GLaydsas
Menu Barsd 2 afer Guedsefled gL midl 2 aterer. gigmeug Menu Bared 2 eier
Quegsear uw Quaissaflar QsTGUY I EW. @M Cuamima Slaflls @suigTe
Seumlest Sip 2 6er GogSsemer SmemTeTd. 2 FTrendding File wmmib Tools
Queyssefler S 2 srereneugsr &6y GaTEESSILL (HaT6Teur.

T Document3 - Microsoft Word E]E]ﬁ_(_]
il File | Edit  Wiew Insert Format  Tools  Table ‘Window  Help x
| L) Hew... e -|B 1 U [E|=[=i=F H-A- )
2 |
[ngpen... R o s T TR T o
Close : -
el save Chrl+5
Save As..,
aly Save as'Web Page...
e:l File Search. ..
Permission 3
‘Web Page Preview
| Page Setup...
|3 Print Preview
= Print... Chrl+P
Send To » b
+
Exit @
=@ - = < S
Page | Sec | i1 ab 1" lm1 ol i English

File Quayemsu Click Qau1g Km@ @siieurm iser Sip 2 6Ter Queydsar GHmaTmiLd.
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FHFI Document1 - Microsoft Word

! Fle Edit ew Insert  Format | Tools | Table  Window  Help x
B ._3 H _& = | =4 __L i “:? "'.ff’ speling and Grammar...  F7 Times New Roman - i

Y i e
El1.|.§.|.1.|.2.|.3.|4=,'5 Research... Alt+iClick G dage relt o1z

T : : Language v I :
Ward Countk, .,
™
Z Speech
- sShared Warkspace, ..
5 Letters and Mailings 3 Bt
t

& Customize. .. o
. | Options. .. | ¥
= @@= @< ¥ >
Page 1 Sec 1 11 Ak 3cm Lm 2 ol 1 RE | |E English {L

Tools Gugyemes Click Q&g Nm@ @sieurm gigeT S 2 arer Glogidasr CamaTmL.

807 Qaweme Lo auflseafled Geusmi.
1) Guayss6r eypeoms GlEuwiwiemL.
2) Tool Bareb 2_66m s&meuTsat eLpeuLoms Gl uisomio.
3) Shortcut Key ewpsuLoms GlauwiwiemL.

Qemeugsefled THToUG) eetTemm LILIGTLI(HESS60MLD.

VIDEO EDITING Book

1 usssw 3 DVDseT
@h% UssasgILaT 3 DVDa6T @Qeagurs Qar@esiu@sng).
Professional Camera wpmith Handy Camésifleb st(héaslu@pid el Cuirdasemer
aseajd seuwrs Edit Qaulg e kg afeGurems swrfléassmi.
afig Guirellsd Caemauwmer LTL 0&emen C&iTS&E6uMLD.

Qunemas sr flsmer Ga&samb

Hollywood Effectsemer G&itsseumi.

Ilpsrer Titlesmer G&T&He L.

ygordliflwmesr Transitions eteriiu@Gid Effectsmen G&idaeumid

Gueyih Capture Card, Firewire Card g &lweundler elsurmisamer Gsiflbg)
Qarsmi(h Fmiurs QaweuLsmb. gemargg Hardware gbukgomsr GQgmilsd
KIS &EISmer GlLmeVTLD.

Video Editing Book with 3 DVDs
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MS Wordgg Open G&uige

@eg ue auflsaflss Open GlEusTLD.
1) Start Menueb 2_ater All Program  eLpeuLom&s
2) Desktopsv 2_ater Icon (Shortcut) epeuLms
3) Run eLpeuLors

1) Start Menueiled 2 efer All Program eLpeuLomss
Start = All Programs - MS Word

2) Shortcut (Icon) eweuLomrs

Desktopsd MS Wordssmer Icon @ngmed Double Clik @Qsuig Open
Qawevmid. Shortcut Icon @eveuredl Lmsd Create G&u1g) emeudaeomLd.

3) Run Quaysmeu &leflé GQeuiwey.
Start = Run

SipsaeiL allewtCLT CHmeurmid.

- Type the name of a program, folder, document, ar
s Internet resource, and Windows will open it For wou,

Qpen: | wirmord " |

E CF J [ Cancel ] [ Browse. .. ]

@@ winword sterr 9jie&g OKey Slaflé GlauwuaL.

Desktopsd Shortcut gsmemer Create G&uigen

Start - AllPrograms - MSWord - RightClick - Sendto -
Desktop(create Shortcut)

@Gumg Desktopsd 6@ Icon GameurmiL.

—— -

[y Documents.

-r
oI

My Computer

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

All Programs ewpeutd Open @&u1g60

Internet ’ _} My Documents
rozilla Firefox

@ Set Program Access and Defaults

o
[~ | E-mail

S.T Adobe PageMakel
[ Accessories 3
i @ zames »

[/ Morton chost 2003 C

@ Skartup [ 3

@ Adobe ImageReady 7.0

-

WS Windows Cakalog
ﬂ Windows Update

r—-'m
I!urg Microsoft Office
= 2007

= Microsoft Office Exj
rl'.. 2007 I

Paint
E adobe Phokoshop 7.0
PowerD¥D é Internet Explorer
wh Ms
@ Dutlook Express
WL media player

.. Remote Assistance
Mero ShowTime Fase @ Windows Media Playver

""i Windows Messenger
@ Windows Mavie Maker
@ Adobe 4
@ Mozilla Firefox »
I videoLan

M3M

Windowes Media Playe

Windows Messenger
| @ Microsaft Office Tools b

[5] Micrasoft Office Excel 2003
@ Microsoft Cffice PowerPoink 2003

@ Mero 7 Essentials b

[ @ Real 4

@ CvhberlLink PowerDWD 3

Tour Windows xP

OROLAOr BD=hi

All Programs B

@mi@ Double
Click
GEuweaL.

Double Click
CFuIg 6L 6oT

37 wicmenf- e

L1 Waord 2003 @eeumrm)

Paprrohl £ SRR Yirmant Comaratien. Al dches reencad.

Camermwiing
30ES LSSIHSH
2 gitem eleuoTGLIT
GamermiLd.
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Yaedled Camermid ellewrGL T

T Document - Microsoft Word |‘;”E”?z |

! Fle Edt Yiew Insert Format  Tools  Table  Window  Help x

& & Times Mew Roman = 12

mﬂw

: .4 Office Online

¢ Connect to Microsoft OFfice
i Cline

o ek the lakest news about using
‘'ord

Automatically update this lisk
From the web

«Q»l-{

More...
B(E|= M < | 2 B -
Page 1 gec 1 1/1 ak 1" Ln 1 ol 1 REE | 'TRE| [EXT- levR

@riIg el Ll iu’ @eter X (Close)sm Slaflé Gauuan. 2 L Gear &Sips e summ
GameoTmiLd.

Title Bar

I Document1 - Microsoft Word |Z||E||Z|
SEle_ Edt  Wiew Insert  Formak  Tools  Table
| e [ i Times Mew Roman = 12 _

Tool Bar Menu Bar

«0»|{

e[E]z @< | >
Page 1 Sec 1 i1 Ak 1" lm1 ol REC| ITRE BT IGWR

Word Document Pagestr (pws Cammmid
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Page Setup @

@s File Guayeiler &Y 2 atergl. Print Geuww Gur@w Pagem@ GCHmeuwimer
Settings&emer Qauw Qg Gy LweTuBSmg.

T pocument3 - Microsoft Word

il File | Edit Wew Insert Format  Tools  Table  Window  Help x
f 3] tew.. e -|B 7 U [E|E|iEi=E D-A
"'l:i_jgpen... ctr|+o,_,.2,”“”3.”_'“4”_Hf'
Close i i i i i i i 5 Ggﬁmmmn’m
e save Ctrl+5 Settlngasﬁfr
Save As.., .
|ag| Save asWeb Pags... 1) Paper Size .
| Fie search... File Qugyefld o arar 2) Margin on all sides
Permission 3 . 3) ﬁmmn&é]ﬁu
_ Page Setupg Click .
‘Web Page Preview . . Q_Immg‘l
GlFuIweaLb. oA
| Page Setup, .. &l&ﬁumn&é‘m
|3 Print Preyview )
A exire.. CtrbeP 4) Centimeter
Send To > : Q-Immg,l |I’1Ch
° GuTsTTMEmEUS: AT
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View - Tool bar
@G6s Qzwme Goum allgursan GQauwemd. View Cueaials 2 ater Tools Glogisme
dlaflé Qauigmed Tool Barssi auflengwrs Cararmin. geummlsy Camemwmareng Click
Q@awigTed Tool Barsh Camermiid. 1w &ema gismilerme wammbgiel(hL.

! Eile Edit | Wew | Insert  Format  Tools  Table  Window  Help

R N | formal B9 - & Ef_ﬂ F Mormal + Arial, » Arial

El : g . Wieb Layouk i —

i

e 7 L

Prinkt Layauk

Toolbars » Standard
#4; Thumbnails Faormatking
H

11t Header and Footer AukoText

C h 200, .. Conkral Toolbo:
[atabase

| U

Cli

L2 i

e

Drawing
E-mail
Forms
Frames

Mail Merge
Ctlining
Picture
Feviewing
Tables and Borders
Task Pane
Yisual Basic
Web

Web Tools
Word Count:
Word#art

| Cuskarize. ..

4

< a@sw ¢
Page 1 Sec 1 11 At 08" Ln3 ol 16 EXT| Ove | 1G5

':.i" start ;:.‘ Adobe PageMaker 7.... @ CIIT-1 - Micrasafk Woaord | I,E‘.' unkitled - Paint
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Page Numbers Guogy:

@1 Menu Bared 2 aTer Insert QugeleT &S 2 arargl. JCEs LESEISHMET J|lgd@SLD
Qurgl eeitamm usssSlan Page Number srammaGor Cararms Qe @Qks
Quey 2 saflngl. G AT usssHan abs @Lsdlsd Page Number
Gameirm GCeousuoT(Hid eTeUTLIEMSUILD SiTLomeutlseuTLD

! Fle Edit Wiew | Insert | Format  Tools  Table  ‘Window Help Tvpe a question for help '+ 2
D il e IENCY= 212 2
El : § R [ Page Mumbers... |4 T Ol ‘ET_I Insert
B B Date and Time. .. 3 : : ' = ng]ﬁ)ﬁ]ﬁi)
o, ——— AukaText r 9_6me Page
i Field...
Number
i Symbal... o
= | Comment STEOTLIGD S
T Reference 3 é]ﬂﬂ&i
=t & e b Component. .. QB"U._IUJG).]L.D.
o Pickure 4
2% Diagram...
C”T Irﬂ Text Box s
v
#A5/A| | Fie.. pet, :

2 | Geur SlpsaemiL alewrGLr Camarmid.

= miGaTer Pulldown

:Ej!:nsitinn: - Preview — @ngﬂﬁu Gameorm GeusutT(HIL
Tap of page {Header) < | GFEU:I'LIGU),Q') (B,Q')I'I'G).l Qg.uJuJQ_ILD

.ﬁ.llgnment

............... 1) GLosb LISSLD

2) &ijiiLsin
3) BHeled

| K ] [ Cancel ] 4) @Lg] @mj]

5) 660G 6L

= |
]
-
-

Show number on Firsk page

@IS 63 @ILSdlsd Page Number 2_6T6mg) 6T6UTLIGNS; SIT6UoT6UITLD.

Formatey dlaflé Qauigms aﬁ’bnfsassumuﬁ]sm(‘&l_rr GameuTmiLd.
Page Number Format X

Murmber Farmat;

[ 1nclude chapter number Page Numberg @GLIS)_IH'Q] IJGDG)S]Q')LDITBS

GameTmd GauiwemLD.

i, i, i, ...

11, 1+ Syl Page Numberss (Sigmeug (pge
Page numbering

O Cankinue From previous section uawsg]’é]]mamm Page Number) Select

; GlFuIweaLb.
(%) Skart atk: 1_ ! 3 6

Ok ][ Cancel ]
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Clip Art susmywiUL L LILBISET

SMSMTETLITS SHlpSEIS6T LHNID USSSESN IgsHEGneurws pEald g mismmGs
uLmigsmeT GumrmSs GauutTy aIHLD. LITL SOLGSLOTET LSSSBISETS @) ([HHST6)
IFnaner LULmgemer GurL Geueoor(HLb.

2 FMremsSnG sl LT, Key Board, LBIOsTSg), SLa6T LLEIS6T
Gurermeumenm GlEmemT(h 6UFEVTLD.

@ty o CrEailgwmer uLKismer Gamei. GQaT@lenu Clip Art ereTuir. Gogid
amogrels) eSSl L CuTLCLrs&6r, @Quinmma ST Fl&6lT, SLay6T LILBseT
GumesTm sTEVETEINSHLOMEIT LIL BISEMETUWILD LSS aligalemns @l Pages Gameur(h
GUIT6VITLD.

MS OfficeGauGw sJaliLl’L LLBiGaT 2 6TeTer. |G 6T 2 MiSEHEHE Cameuuer
Gum_GLraamemuid Carssamd. @&nars Clip Art G LweaTuGEIng.

! File Edit ew Insert Format  Tools  Table  Window  Help x
PN EHE RS A] B8 S A -0 - H
ol
El E e nd) peit nl pge nd) pie s sge ndl) mge sl ege nd) sge sddl se nd) ool
; | : Clip Art v

Search For:
CHT Infotech Pyt Ltd., [ ]
#45/4P96Y, 70th Street, :
: 11th SEI_:tDr, : i SEa_r_u:_h_in:
: h ” | Selected collections bl

Results should be;

?.ﬁ.ll media file bypes v |

/ [V + 0+ 6 + o

weyms @ks Barflar pHULEGSuTs
MEUSSHTE0 @ITevor(H Lm Arrow
GCamaTmiD. wejms I|(WSSIen)

© @LgmD BaTSHS LLEIST 2 aTer

m UGdlmw g|sewns wrmmeortd. Gy

. euflemaulled 5 LLmIseT susny ComeTméE

_  Gsunueomb. Select Gl&uiw SeLLTS A_i

. @mSGLD.

T Scrol Barey &p0ursdl mairsd

- Gaemeuwmerr LLEIGemer Select g

- @&unueyLb. a

v
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T Document - Microsoft Word

! Fle Edt View Insert Format  Tools  Table  Window  Help Tvpe a question For help

| ﬁiNDrmal » TimeshewRoman = 12 - | B T U i% |3= = iF | ] - %7 - A -
[

El E "4 Clip Art

Search Far:

=

Search in:
[ &l collections
Results should be:

| Al media File types

OO D0 0.

a

@eieurm e euflmaullsh 5 LLKisemsT CaTaTmg Gl iwieumLb.

Computer Hardware Books

Gurgsw 3 yssosmser, 9 VCDaei, 3 DVDa&er, 1CD
Hardware shuksLomer gjenearsg) allegwnisenid elleréasiuL (HlaTersr. BRiseT (b
Computer Centersd Gairhg) Ligliugl Curetm e 2 ewrie] Cumeiiss. BEiseT
sararhgaflwurs g FaLgms gewller GEuwerd. Service G&ulweomd.
st gelgLomer Ly&Fleneur samerwih omeflgseid. FrRIGaT L (B G)606TLo60 2 BIg6iT
GOuGdled 2 ater gmearaimd Wsad SouwrTs snmn CFwaLBSSoTLD.
Qurggsdle @ Service Engineer Qauidlarm Golmesar 9)6merdmguLd
pEsGer Qeuigailambd. BFrsEbL @ Computer Service Engineer 98
omnledlLeormih.

Q3 usssEmssT,VCD,DVD&safse Complete Hardware Course.SiLmid 2_aerg.

Volume 1 Book with Free 3 DVDs
Volume 2 Book with Free 3 VCDs

Volume 3 Book with Free 4 DVDs + 1 CD

Qe UgsssdinE sl emis) gefl TamilNadu Rs.25/- Other States Rs.50/-
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Clip Art Giogy)

@5 Cue Insert Ggyelsy 2 ater Plcture Glogielsd 2 6ieTg).

@rEE Insert Menueiled 2 6er Picturesd 2 eer Clip Artey flefls Geuigmed LLBiseT
plrnllu em eoud GCaraim. gaundled Csmawrarms Select Geuig
LweoTLI(H& &H6VTLD.

Insert = Picture = Clip Art

D4 CIIT - Microsoft Word

Insert | Format iﬂbls Table  Window Help x
Ereak. .. E|u’},|g EElD vg

Page Numbets... P14 16 418

Date and Time. ..

Symbal. ..
Reference 3
| Picture 3 || Clip &t
: Hyperlink. .. Chrl+k Erom File. ..

o

4

From Scanner or Camera...

Mew Drawing

* AutoShapes
Wordart. ..
Qrganization Chart

Chart

11 AL Z6.Zcm Lo cal 3 REC| |TRE|E .

Insert Queeailsd 2 arer Picture Queaeme flefls Qsuig) gidlsd 2 arer Clip Arte
dloflé Gauiwab.

358 LUsSHGHed 2 erer elewrCLm CameTmiLd.

Note: 9165 Gumed From File, From Scanner, Auto Shapes, Word Art, Chart
Gurermemeusemerud Hlafls Qg Cameuwmereng LweTLbGHS QETeiTeTeumLd.
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T§ CIT - Microsoft Word

CDEx

! File Edit Wiew Insert Format Tools  Table  Window  Help :
N EEHR S G VE B9 e i -3
! —

[c] 2 E 2 4 6 3 10 1z ‘14 [ EREREREE v x
. i @\ 8| A '
-+ Search for: /\
- | (=N

P Search in:

= I.ﬁ.ll colleckions b |

o4 Results should be:

. !.ﬁ.ll media File types A |

=

[ * [ = i = 5 = 55

i ™ Scroll Bar

P
E] b ;
+ |8] Organize clips...
oy N
' - E}‘ Clip art on Cffice Cnline
. . ¥
e : i) Tips for finding clips

= afa= v ¢ L

Page 1 Sec 1 11 Ak 26.2cm Caol 3

@riE GOx dlafls Qauwea)n. 2 1 Gear &) UTsSl6 LLBIS6T LB g LD
Garermid. Scrol Barsm ma&rgdl Cameuwmer LLgema Double Click G&uigme
2 | Geor gyiEsl UL Pagesd oubgiel(bL.

T CIIT - Microsoft Word

I Fle Edit Yiew Insert Format  Tools  Table  wWindow  Help .
ARNE=A = NEWE I MW QPR NI ) e - BIERY
il
El" -§-|-1-|-2-|-3-I'4'1'5"'4\ : Clip Ark nA
- Chennai-p00 078, ©|@| A
E — e
n; | L& ] @miE uLh Qeast
: | Searchin: Qeuwin’ @ Slafls
k! !.C'.II collections V| QB’-UJQ'JL(I]W Page61'J
i T Results should be; Insert S rlILen
:_ ""“:.."1 3 !.ﬁ.ll media file bypes bt | % @ 2
- 2 SIT6U0T6VITLD.
; -~
E: » 3
% +
5 =]
- ¥ v
=n[E:=8< ! A hd
Page 1 Sec 1 111 AL 105m Ln 7 Col l
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@55 Gl eeuoTs e (H Semeli jsag Guwiflsd 2 eter ipSgisHsmen LsvailgLomsr
Styleaeflsd Comarme Qauweord. Waedled Cameuwmer Smeli ojeeg GLweny
Jle &3 Cousmr(Hld. Ym@ jeumemm Select Qauigei (b @i Cuayme Hlafls Qe
GeuemT(hlLd.

a6dled CIIT Infotech P Ltd ster 9jip 881 Siems Select Gauwea.

» R 7|
T4 CIIT-1 - Microsoft Word M=1E3
! File Edit Wiew | Insert | Format Tools  Table  Window  Help x
RN RS Ereak... - | & E # Aridl &l 10 ,g
Page Mumbers. .. T T T
Date and Time. .. j
Symbal. . E:
| Picture 3 |_§| Clip Ak,
‘_% Hyperlink, ..  Chr4k @ From File. ..
b
s gk Autoshapes it
r +
| wordart,. D -
Wl Chart T
=T 2 ?
Page 1 Ser 1 11 At 16" lmna ol REC| 'TF Tolove || B3

2hS8! Insert Menusiled 2 afer Pictures Select G&uig WordArtey dlefls
Gl&uwea]Lb.

2 | Geur ipsaeumiL alewrGLr CamaTmid

WordArt Gallery Al

Select a Wordark style:

” w ]
?JFILG@ET{-.EI |ﬂorwt «nrdﬂrr |w'n“rl Wﬂrdﬁ,rtl g W |
WordArt [ WordArt| vror42. 11| Wondbet] : ™%

|1 - T, WY
_r'fJ'_.-*fﬂl..f;u'Jf

|
i i
| |
2 [ % | %K
|w wordan | -WordArt| WordAst| ¢ —
| | (A‘ |
| ] B
| Hardhre lt‘éa;dé«!i @m@ Il

[ o4 ] [ Cancel ]

' @& Style Hafls

GlFuIweaLb.

Wordast

LR Rl |

@kE 9 Crsalswmear Stylesmer ST, ETag) eTamm Select QFug OKey
dloflé GQauiaib.
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2 | Ger &ipsaseui ellewTGLT CamerTmiLd.

Edit WordArt Text X

Fonk: Size:

I i Impact VH 36 v_i ‘a'

Teuxk:

@EIE
Gxemeuwimesr Font,
GIIT Infotech Put. L. Feg
Csasl GlFug)
OKgy &lafls

GFuIwea]Lb.

GaemeauiLLmsd Bold 9j6vaug
Italicuid Select Q&b

(o] 4 ] [ Cancel

2 | Ger sTSaissar SlpsaemiL Stylesd wmfl GsmeTmiLb.

T4 CIIT-1 - Microsoft Word =03
! File Edit ew Insert Format Tools  Table  ‘Window  Help
RN Hﬁlﬂ_M?I QB9 8 i e 7 10 |z M
Eg ' 1 ioie Ay amm wRD WD aiT b NDE A M anh NEE anh
e
= £
o]
_ ¥
= @ »
Page 1 Sec 1 11 At 1.8" Ln & ol 2 REL | {TRE] |EXT G [EE 4

06 ey HLOIL1D Please !!!!

TRISOTG) USSHBIST USG5 HLserflsd elnsiuLom’Lrg). Crigwirs
UGG CUTEISAMTLD. Sjeleumnl (PlpluTSaiTesT MO Ijsdeng DD el
SLIT6V eLpeuLom&Geur 96veug) Qamilwit epsuom&EGour Gummis GamaTemeumi.
VPP dleoLwimg.
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: File Edt Wiew Insert Format  Tools  Table  Window Help X

NGEHRAGR T a0 e B -

[L]& -g-l-i-l-2-!-3-!-4-!-S-I-S-I-?-I-S-I-S-I-iﬂ-l-lif

o Ghennai00 078,

i N @G LhGmT Style
- — : “| Qs

.: CIIT oteCh ; Qeunutiul (heer g
éaﬂ::—-&]{ i

1 CIIT-1 - Microsoft Word I_L_Ilﬁ][zl
! File Edit Vew Insert Format  Tools  Table  Window  Help

H = | _l|?| __35|-",I-|% E J Times Mew Roman - 12 - _

g R RN ST
. i

G||T |IIiIllBG|I P\ﬂ 1T}
~ 'LLH ““ULCLH P\[ Llu

- CIIT Infotech Pyt. Ltd

e
DIIT Infotoch Pyt. L :
¥
S @(E|EE4 | >
Page 1 Sec 1 11 AL z.g" Ln 10 ol 2 EC| TRE| | i (5F 4

@mi@ CIT Infotech Pvt Ltd. uevellg Stylesaflsd @\mliLeng smeureumLd.

@eieurm g el@guuiulL Stylesemer Qaadl Qauig Cararmd Gauwsumi.
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Paragraph... Glogy

@55 Quey Fortmat Gueeler &ip 2 6TeaTg.

Format — Paragraph...
Qs Guaiaiear epeold LsSGH0 JgssiUL HeTer auflsmer gpars Cararms
GFuiweuLD.
R LUss5dl0 90rs Parassem @\ms@ELW. pealbsur@ Paraalan 96rs auflsar
smemTlLbID. Paraellsd 2 aer suflsemer Alignment eyeuld gupsrs Camearme
GEWwevmLD.

Alignmented ET6T(S) 6UMSS6T 2_6TET6DT.
1) Left - suflgemer @LgILmLD UEISTS 6CT Lines 9jemns g6
2) Centered - B(halled @ HSESLTN IMLOGS60
3) Right - sueugILmLOTS @)(HS SN I(EDLDSS6
4) Justified - suflaeflesr @ muSasD Gy &ms Cr Linesd jmLgge.
Gueyid Left Margin, Right Margin gy &lweimsnmuid L& Qeuneomi.
selQeur(, uTTTeleid s aufl LB 5 Iedag 6 TSsISseT Seratl g Tbllss
66L& SH6VILD.
Ih58 auflé@ aufl 2 ater @emLGeustlenw (Line space) sl L e, Gmm&aeuTLD.
GmLy GEwesemst Cr e uTTTalsd WG Cl&FweLIHGS60TLD.
Gamaumerr uTTTSS&aflsd L QEwsubh&SeumeD.
R, LSSl 2 6Ter LTTTSS6fle QFLMLEESS6LD.
Camauumer Fle uSSEISaTlH WL ELW GQewu®BSSHeMLD.
6T606UT LIS SmIsaflad GlEweuHgg 6.
Qawsubss oo Cameuwrsr suflamer Select Gauig) Gamater GeousmT(HILD.

summiss] 6L Lel] S6mT?

LAPTOP SERVICING
S L] g
s pemmulled LAPTOP Service Q&uiw

SMMIs GlsmevoT(h Lweor GlLmeVITLD

3 DVD&6T (@)606u&LD
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Paragraph...
Format — Paragraph

§ CIT-1 - Microsoft Word

! File Edit Wiew Insert | Format | Tools  Table  Window  Help  Tvpe aguestionforhelp = X

._]_jﬂ'd_&|j__}e|ﬁ Eark; .. j vlzrﬁ

= —
El"gll-"l"'l"lzﬂ Paragraph... |4|5|A
i := Bullets and Mumbering. ..

Birdirs and SHadig, . Lramar  syerolbliint Glews
UL o o srol e Gleuln g
th Glerud gyl gurrLb.

| Theme. ..
FOGILMA S 6 IR Styles and Formatting. .. hiltin BTG SeTrs Go o a7

{ 1 daughter boardeemar s
ey P{, Reyeal Formatting, ., Shift+F1 0 _daughter boardsmmm g

[ £

23] Insert Text Box
b -d Disk, CD-EOM Drive,

H D W

[pENC TS| T A 142 Ak o4 o2 I O Al d L: Iﬁ:l"

Y3l Caemauwmer auflsemst Select Qauwe)d. 9E&E Format menuelsd 2 arer
Paragraphg GeesL Qauwean. 2 L Gear Spsasamie Paragraph elewiGLm GamemiLb.

Paragraph
Indents and Spacing | Line and Page Breaks |
zeneral == : I =
Alignmenrt: :Justified ;-V | Cutline level: éBudy text W
Indentation
Left; | Special: By
Right: [ = [hone) [ | s
Spacing
pefors: et & Line spadng: At .
&fter: EI pt = o = |
Preview

@mig Paragraphed Alignment steerm @ gdileb Justified, Left, Centered, Right ereirm
T (S eusmaiLmer AlignmentseT 2_aTerer. @eummled Gousmigwieng GlFadL GEwnLD.
@ImiE Justified Select QauiliLL Hl6TeT s
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T§ CIIT-1 - Microsoft Word

: File Tools

RGN RENE= NN - W

Edit  Wiew Insert  Format

Table

C&| e v | ﬁ ' SsunTommy

Twpe a gueskion for help

-

Window  Help

[ R R

Ditivre
(B s kiTERaiT ShmamT.

& EUCumys  oydes gyeralky Hard Disk, DVD Wiiter gyeilumeusmet ZATA
SHllET R (T 60T gt SkmL sdfbnmen. [DE Gomlbtmmer @b ZATA GesUkismemer
[EEmaiug Weegh 6 smuwmar Goema. Gogan  gymemregmo DVD Wiiter@w
&l LweTupissss mmeer. CD-ROM Diivem Wmmi @ ol wimssiofeema.

Floppy Driveddt LWEGLIME ayebeeTaims: (mhbeme. oo (e (mEeme e Swemam.

|4|||

=E &

=)= @ <

@rfh@ @@Lun@fn auflsear gemarggin Cr wrdlflurs @\miLms SmevureLd.

poe

[EtlumL & E:n.l@di'hurm L0 T8 LIMTT{ SR gqmmrﬁ.gu.u Builtin @umm{pisremmeE ey @ girarer.
; aremEen AGE Card, Sound Card, NIC Card Gumaim daughter boardeemar et Lume
Lol i3S e 1 (5 hemwauE W &6 L L e
Gyl gyreibn fousdr EodbresEmd kol wrs Hard Disk, CD-ROM Drive, Floppy
Spfl  egery  Drivesjimésrs  Gumds

Paragraph
| Indents and Spaclng L|ne and Page Breaks
General = S —— — —
Alignment: :Justified | CQutline level: ;Body text v
Indentati
Left: J:ueual By:
Right: Flrst line |'-\.'-! ,U crm 3
Spacing
Eeluie: Ot S| lnespacng: A _
after: lopt = | Single v | 3|
Preview
] (o]

@i Spacing sTeTm @)Ll
Beforesv O eteureyd, Aftersb 6 ereoreyLd,
Line Spacings Single éTerLem gL
Select G&unwe]Lb.

|3|||

g |
1 4"""'5"""'(_\."1\

puperTBr  ewpedmy  fLueD

oo

2

et

@mig Left Margin 0.5 cm gy saL,
Right Margin O eTereyL,

Special eteem @L_Gdlev First Line
eTeTLEMSWLD GlFeudL. GlEFuiwa]Lb.

Paragraph
[ Indents and Spaclng L|ne and Page Breaks
General S - =
Aligriment: JustlFled i Outling level: ;Body bext (W
Indentation
Left: |05 cm J:eual By
Right: D cm Flrst lme | |0cm %
Spacing
Before: fE spacing: I o
After: .Slngle |
1.5 ||nes
Double
; ak least
P
revien Exactly
Iultiple /
5 o
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Gaemauwimer wrHmEiseaT Geuwniul hater elewrGLmeler Camrmmib.

Paragraph

| Indents and Spacing | Line and Page Breaks |

@mig Alignment sdJustified

Griped - _ | | Select Q& (sierg
Alignment: Cutling level: | Body bext 4 |
Indentatian — @I'E.I@ Left Margin 0.5cm
Left: : Special; By Q‘._I,BSG).lLiJ, nght Margin 0
Right: : First line = | I1 Sem ETEUTG)_IL.U Select
GEuwtiul 66T
Spacing
Befaore: Special GTEUT!D @Lg;é]ﬁl) First
After: 4| | Line Select
Geuiu [ererg)
Preview @rI® Spacing sterTm

@_sdlsb Beforesd 0 sTaureayLd,
Aftered 5 eTeoTaLD,

Line Spacingsb Single
sTeoTeYLd Select

I Ok ][ Cancel l Q&U.ILIJIJIJI_@&TTGTI’Q]

spssemi Hlamrulled GG Gsrhissiul L wrmnkseEnsEl Uing suflseaflar
GCaHTHMSENG SITEUoT6UL.

T CIIT-1 - Microsoft Word M=

! File Edt Wew Insert Format  Tools  Table  Window  Help  Tvpe a question for help = X

jJL‘ﬂﬁ|ﬂi|?ﬂ| lﬁ|ﬂv|ﬁ, ﬁijSunTDmmy vlzvﬁ

] po—
MEE PSR SRR R SR SR SHEE AR R R AR S S AR RN L - U LS
T g lpbbmaudlss Pl P2, P3 sl sl L meemer  aysnindr
Jgan @ Core 2 Duo gyseus 6 P4 sl eon gy socn ki
&Bamp Wl (Gl Bmen  Feefumeman

RUESEOT]  WSTEUMTDISET o foamEsil  Builtin

r EmikirsmEml siboowrs. Hard Disk, CD-ROMM
Drivemprsmre Gumssn epear@m  epem)

oo ow g

Page 1 | 24 REC| [TF [EES

\ @IL_g| ués Margin 0.5 cm\ a6 aufl 1.9 cm gerafl

wissiiuC M erer
Left Indent 0.5cm .o"}bll. . ® gl
First line indent 1.9 cm
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@ CIIT-1 - Microsoft Word [Z][E]g|

! File Edit Wiew I;sert  Format  Tools  Table  Window  Help
ij-_'j@]__.3,|.._4._.1|._.f;5|uzvﬁgjaunmmmy v1zvﬁ
psm | . .

Ele Lt Z B A R R TG0 e 421 131 41 gy | Justify Alignment
c ' ' | Greni® umid @Gy
- Earmy @ pkmad Pl P2 P3 gyafiu il remer genifer Glede g | — ordlurs 2 eireng)
o ELgpguh @ Core 2 Do gaang e P4 s eny gyl Gede g ufks -

o ufls soud. gylgrp wl fguflar el syl SFeslirursg o G salard. Left Alignment

..:n OG5 sk m wgTdummy st gyevem @i Builtin Jump s rsla | @Liussn w (b

- agremar. samlar 4GP Card, Sound Card, HIC Card  Jumetm danghter hoardsemer Al t

r @ um gl e I Ty sSkme wr g q Ig.an]en. .

- e, b ; i : : Lin

: Syl merall fluar deflaregrd e wrg) Hard Disk, CD-FOM Drive, S oo g

7 Floppy Dirive gyefilu gparm) Dr&veﬁq-:&-éﬁﬂfﬁ g gpatdn gpatm) fiuer ——8 Center Alignment

o . . i . w | suflgar p@Hedled

i ElEu s gyl gyerafl Hard Disk, DVD Writer gy sfiemausat SATA — @GS0 2 sioTar

& SardL Lt @t sk mar. [DE ekt smer afl SATA Isfeismea t | SOEOG0TD

5 [Eememriu g Wb @y saunmar Joma. b gyeveragn D VD Writerdo @

= Bieftd Lty B e eat. CD-FOM Drivem, wred = udursbugdera~ I Right Alignment

= alE]= < 3 6ueug Lmid Align

Page 1 Sec 1 1j2 At 8cm Ln 13 Col 38 Geni’ Gatorg)
Sample Text

Alighment aIem&&er:

2 FMTaIGIHNG R NS0 Isag QaThlnaremsuls
aLomt 100 Qamflemeriaer @HUILSTS &HSIGCaTLD. IiaUTaEHSE
LTSMomgd &bust U (heurLr Qauw Salary Department eTer geuflwims
@ Ufleme emeudg @muumiaser.

2 FMTaSSNG R IJaanssdla ong QamilhaTameuls |
awm 100 Qgmfleorerigsr @MUILSTS &(HSIGCTLD. I|6UTS(EHESES Right
LrGmomrgld sbuet u (heurLr Qauw Salary Department eterr geuflwims
@ Uifleney emeugg @ mUUmTaaT.

Left

2 FMIaSHNG R JNnssSdle gsag CaThiharameullsd gwomt
100 Qamfleomemiaet @@HLILSTS &(HSHIGCaTLD. a8 EhHEE LTSS | Justify
glbuer U GeurLm G Salary Department et getlurs e flsme
MEUSS @HLILTTSET.
V. Gopalakrishnan
45/AP969, 70th Street, 11th Sector

t
K K. Nagar, Chennai-600078 | CSMte'

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

43




Example for Alignments (Justify, Center, Left, Right)

Justify

Qurgssdled aaar g aaasE sl @&a uweaiur® 2 aierg. Excel
@eeral LT gsarmd CFliwsdaigw Coumausmer GQauiw g dle Brlser
GCamauiu@. 9Gsr@m wElarh gdls gl sEpn CamaliL@L. 2 STTaTSSHnG
(5 JiVIeISHHM Isag QaThlihsrmeuls i 100 QarifloreariasT @@mULSTS
&G0, YaUTSHEHSE LTSTLTSD Fbuar U GleurLr Geuw Salary Department
sTeur STl s Lliflemeu smeusd gl @\mLLITTS6T. 9% Departmentsd gtwomi 10 9jseug
15 mpuirsar Gelemev GlFUIOITTS 6.

Center

Yae Gadl guer UL GeLT Yiehagih 2 L Car 9bh&s g &buer
Ul QeurLrellamer Statements swrflés g rblilss elOemTaer. 6er sTermme)
sTEOETEUMEMMUILD ST e 6T(LpS Gouemnr(hld. Livaiiglomsor Calculationsemer
GumL GeuewT(HID. sppeuT FwrflGgHema wmmeu Verify @& Geusmr(id. Wm@
Typewritersd Statementsg swrflss Gasmi@pid. gysrme @68 Golmeeni @eTm)
Excel eweud Gy (i mUIT e wevefl Crrsdled swimflggielbeumir.
Left Alignment

@eTml 6 JNIILSSHe LTHTLTHD 96Es Statementsmer smwiflés
Gousutrigeu(mLd. jemeusetled Flev Gl GMIINIL DeTerenr. sTeveuTellgLomeor
Statementsemerujh e souwrs GnEu Crrsdls samsGer @
swrflggeleumd. 9Gsr@H wl (B gee. swurflssiu’L Statementser
Qaremeuigl el Lmed 2 L emigwima Geum) e Print outsy sThggielLeumid. siamaug)
R0 QLS san QEHEESTH 2 Larpwrs mg SnSSlalomd. Jaary ibs
@Lgdle Hmssn Qauynturg 9ig #bubsiulL wHm @ Risefls srermeGe
rflel@Ld. 2 grrensdng e Salary Statement swrfliugns &mgGeauri.
Right Alignment

Sisueurml wrhmid Qurs) isnE i DA, PF, Total Gurerm @)L misaflgiL
NG eTeniseT GrarmsGal wrilalipL. @geaTTs Sean HULTE. b
Statementsy swriflé@LwOurigg ssbeor ColumngemeTd LT Clgu Caleuigus
oieudluid eLwrg. 2 grrensdng Salary Statementsd Basic steirm Columngg
LG YTHd) C&uigme wnm ColumnssT merdgid srearTaGe L&
Qaunutiu’ @ el@GL. @ Statementsy swrfl&@naurwg 9Cms Formulaseit
uweru®hSSULGIL. Mathematical Calculationsar LweTUESSIUGILD.
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! Fle Edit Wiew Insert Format  Tools  Table  Window  Help  Tvpe a question for help = X
: e & SunTommy v12v|BIﬂ|§|§EEE'§;§|"&' E

prem |
ElE,,)III.IIi.lII.IIE.IIIIII3IIIIIII4IIIIIIIEA

Eikg Outlook Express muGrem Feailgms [nstall G b
; Gumgl smanrrsEGal Install oy Slafibh. gmea saflurs nstall
- Sl Gausmie L sauFlunh glame. G s LS gL
aflgph srevem gy uGTem Flabl Sflah Gy wdhumssgma
Gl o smaug Windows 98aub Windows XPah Gewsiun(g
6uGIT Lom Sl gman.

E-EE::—-I&H;_ ?

Gosd LI Leur Spul Lot @rewT(Hd Gy @)L Sdled 2 aTerTg.

' 1 ' ' '

Document1 - Microsoft Word

! File Edit Mew Insert Formatb  Tools  Table  Window  Help Tvpe a question for help |+

H oD ow|e

=

EHEEAriaI/-\ 21> Bl U|!—|%: I E
poe— |

e

@'9"'@'? - . : e ———

kg Outlook Express syuGrem FaLgms Install Gieuwuh
GumLgg sramTsEa Install gy Saflbn. gmg sailurs Install GEu
GalmmTiel ! oyausln gdme. Gme GFud uhiggh aflgph aeamm
SyuGmem Fadgdlanh mEr urduresgmmT SlmaEh. oS g
Windows 98aud VWindows P GEwusium® eEr W s,

GIE|= @ £ ' *
Gued L' LS Crrrs passufl g mbilssiu’ @ 2 aTarg.

!Ei Documenti - Microsoft Word

! File Edit View Insert Formak  Tools  Table  Window  Help  Type a question forhelp =

EHEESunTnmmy 1-127|ng|§|;§§§§;§|7&7 g

“ooow|g

o

El-l‘_’)----1---|---2---|---3---|---4---|---5A

™ BEs Outlook Express syuGrem Feilgmg Install Geluyh Gumgs)

' grenmaGsy Install guelaflE. gme geflums Install G
Galemrigl oyaufFl gdme. Gme Gdwsh uRsgh ailsph
nsbeur oy uGme s Fei gdlaun mET wrurs s ElmaL. |
Windows 98aah Windows XPaih Geweum® eEr wm g gma.

@([E]= @< - b4

=+

S U LIS Crrrs wom eauflser gy rbllésiul @ 2 erers.

“«ow(e
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Right side Margin:

oGl LSS LLLeT. 9|8 eusmrsmer auflser Camemii.

!E' Document1 - Microsoft Word

! Fle Edit Wew Insert Format  Tools  Table  MWindow  Help Type a question for help = (X

=0 HE ,1z,|nfu|!—|;5 = sE . AL g
pre— |
-

©ress U GTem FeiLgmg Install Gl
- | oy Slefbih. Gmg smflurs Install G
™. e GEws ubiggh aflgph e s
-7 WTETE SEmaT GlmSEh. o) ST 5l &
© APah QEwsium® 6@ wm e gme. 1‘:

= o8|z ML | }
Page 1 Sec 1 11 ak 25" Lm 13 Col 24 i Endglish (L5

Left Indent Right Indent
Button Button

N V
A\

Indent Tab:

CuGe 2 6em eypaTm UL LaTSefled QLG Lmddled @rewi® 2 6Temer. suag Lmddled
ROTN 2 aTergl. QL gl Unddle 2 arer Gued L LeT @MmSEL QL SdlhaTer s
aufl g mbilsEL. @LgUNSHe 2 arar SpulLear @QMmSEL QLS wim auflser
S TDINSSLD.

oGl LSS50 2 afer LLLeT aumrster sreoer suflsenn GComermin. suflsamer
Jle HGLELUTEs LweTuRGSMD. Iedd Un@h LweaTuBhgam. auflsmer ojw&s
Um@ Caemeuwmsr auflsemer Select Qauig) @Ihs UL L aTsemer BaiTsdlammed eufls e
B&ThHG CHTeurmiLd.
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Start Guauele MS Wordgy Gameimd GFuige

STSTTEINTS QMHueomn MS Wordy Qusdlarme grarmsGea Start Gueaails
Cararmleal(pid. gisveg Pin to Start Gugiemen Slaflé Qg Cararmg GauiwemL.

@ 5= Poogram oeoess and Cefanls

. | e Mindows Catsloc
& windovs Update:

@mi@ Pin to Start Menusmeu
dloflé Gauiwa|b.

2 | Ger Start Menuelsd

MS Wordgg &memreumi.

i) ,J Administr|

i = | @ Mortcr aost UL
|

| @ Srathin 5y Mirnsnft CFFe= PrwetFoint 200G

B 2dbs Dicce 232

(] Mrosoft Office bvoel 200

Mozila Firato:
2 . ] adtbs Dovice Corkral C52
ﬁ L-mnil
B Outluuk Express D adobs Uresmweaver o
"y — T 9dtbz Extzndsohpt Tookk 2
48 adobe Cb=asion Manager €53

F fdobs InzgeFazcy 7.0
Wrrrws KR F Pl

@ adobe Phetazhop £.U
m Adobe Drcarmcays: B abzrealer s

B 5 Internet Zxploeen 500 L B
&- adnhe Pageitacer 7|1 mgl ven “aportics

L'g] CLbook krprase
@ Mobopad .

e Lz sl e
\! @ windows Media Flaver
Lt}
3 windovas Massernger
_'ﬁ Wrcows Messenger| Flb #indows Mowiz Maker
I vualla Firel s K
YTt (77 ievo 7 Ui Cainn

g Log ¢ |§ Turr O Camputar

ar

e

Treate Shork-ut
Idel
“enaTe

Administrater

Inkriner ) My Bucunmads
@ &
| bHYlleLelllDuLuulul; 3

54 start

e Adobe Fagettzker £, . i Unkkec - Pan:

0 Lmail
LJ‘J vudeck s pass :}WFMUM
‘g Feint )xmmslc

@ MiLrusull Oflice Wurd
d 2003

My compuer

/M

Cd ray hobwiek Plares

B’Guud Far

m s e ] @. 532 #ea0rzm feeis ard
Dl

E:—'-'rhn Smpandeke il J_-‘;ﬁp'i Larz a1 Famme

@ Nztzpad g}'*‘rnﬂ rpet
@miE Start Menusiled MS Word Camerril @\mliLens w8 s e
&ITEUTEVITLD —

Start MenuellGauGw md MS Wordsy Open Qgnwsomid. o
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Spelling and Grammer... Ggy - F7

@3 Qe Tool GuayeilsT Sl 2 ararg.

SMSMIEOILTS BT MS Words Slgsmsmer gjigs@n GQuTipg Sl aumigmaserflsn
Spelling Mistake eugpeug @uisoy. gyeusurm Spelling Mistake 2_afer aumitdengserfle
glaliy saiflsd underline GamsTmiLb.

steorGeu Fleuliy Flm Underline 2_siiem eurirgemassaflsd Spelling Mistake 2_6iteng)
6TEUTLIGNS  BMILIGUITLD.

@eeurm Spelling Mistake 2_een aurdemasemer gflwmrer spelling 2 Ler Camarmé
Qe @Es Cuay 2 FaElng.

wsedled Heuliy lm Underline 2_6Ter sumitgems Lig Cursorsy emeuss Geoueutr(HId.
58 F7 smw 9 WsHs Geusmipld gsbeg Tools Glogyelshy 2 afer Spelling &
Grammersy dlaflé Qauw GosmOw. bhSg Cararmid allaTCLrallsd flwmeor
aurgamgemit Select Gleuwiw GousmT(hid. @lgenT GlEwepammeniis UTTLGLITLD.

@rig 6y 2 ater allewrGLTalsd e auflulled 2 ater Vires aurrgengullss Spelling
Mistake e aterg. &flwmer Spelling Virus. steorGeu Vires eteiim sumiigeng Fleutiy
flmgdled Underline Qauwiiu’ Beterg. g CurenGeu ewpeirmmeug suflullsd o 6irer
Resident steotm eumfr&enaullaus Spelling Mistake 2_eengl. sterGen Flauliy flmgdled
Underline Gauuiiu’ (haterg.

@UEuTWE @reE® aurTSmasarewd &tlwumer Spelling 2 Ler G msTm
GlFuIGaumLD.

Waedled Virese e1amoug) (1 eTWSSleT IimEld Cursorsyy smeudasaL.

Spelling and Grammersy dlaflé GQauwe)b. gsang F75m 9SS0

Tools - Spelling & Grammer

O CIT - Microsoft Word
Edit

Tools | Table

|"'.?" spelling and Grammar... F7

Twpe a queskion For help - X

~ | 4 Read ﬁiH - I

! File

AR RN NF= NN

Wiew  Imsert  Format window  Help

g i i
E|-§-|-1-|-2-|-3-|-cé:5 Research. .. ale4Click, TG
- ' ' ' Language 3 ' '
wWord Count. ..
The Attention Vires| | speech ctor of COM files—|

It R T RIS -

@[E]|=m <

mcreasing thew size
regedent when an 1

Shared Workspace...

B IE101Y

Letters and Mailings

Cuskomize, ..,

opkions...

2 | Ger 9|(hd3 allewtGLT CaHmauTmiLd.

“«oong
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@mi@ Suggestions erem @ISl HCES euTTHmSHaT @\(HSHleTmer. @eummled
618 QuIThGIGLT, (gIFTeug) sflwrsr Spelling 2-6TeT aumiTHama) Jiemg Safls ClEuig
LSS0 @MmEEWL Change sraTumswd Seflé Qe GeousmT(HLD.

Spelling and Grammar: English (U.5.)

Mok in Dictionary;_

Ignore Once

Ignare Al

@i Virus steorm s flwmsr
aUTTSmGem Ggus. Glaulg)

Add to Dickionary Change ﬂsﬁusmg; é]ﬂﬂﬂ'i

‘The Attention Vires ig an indirect action *
infector of COM files

v
Suggestions:
[
!h‘ireos =z
Vies
Verse
Veers
|Wices )|
Dictionary language: EEninsh (U5 v-|
Check grammar

Change
Change All

AutoCotrect

Cancel

GlFuIweaLb.

30&a Resident sterudlar EHedlled Cursurs emeudg, CuGon GauIgg GuTaGe
@rig gflwurer aurrsmamu CaMbAsHS5 Changes leafls GauuaL.

Spelling and Grammar: English (LU.5.)

EIt becomes memory resedent when an

infected file iz executed

f' [ Igrore COnce ]

B [ Ignore All ]

| [ &dd ko Dickionary ]

Suggestions:

Change ]

|
‘ [ Change All ]
| {

AutoZarrect ]

Dickionary language: : English {L1.5.%)

.
|

_heck grammar

[ opkions... ] [ Undo

] [ Close ]

¥ CIIT - Microsoft Word

! File Edit Wew Insert Format  Tools  Table  Window

Help  Type aguestion for help =%

P G (2 (A a9 8] 105% x| GdRead M 14 g

IilglIlll.llzl"3"'4'l'.5-|-

E 17

The Atteutimls an indirect action ifector of COM files
~ Increasing their gize by 394 bytes. It becomes memory

: -'11e11 an infected file 15 executed -
B +

- B TR AR [N RS VRN B R B

@i Virus womid Resident gy s @rent® suri Semssemeruih gflwmrer Spelling

2 | g GHTETMIEINS LITITSS60MLD.
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Word Count... Glogy

@3 Guey Tools Gueeailer &ip 2 6TaTg.

Tools = Word Count...

G GOLUILL urrrelled gamag Select Gawwiul L ugGdluiled sraliaiem ey

UTTSHENSEH6T 2 6Temeu sTaTLms Ml @hg G 2 seadng.

Cuaid 9|Crs LssEIGEmeT Qa6 Textsh S a6 meudeiler sTemmsull&masmiu

WIGUITLD.
i 1) uSSmIS6T

- Pages

2) auniremaga&ar - Words

3) TS GI&S6T - Characters
4) @eLQeusflasar - Spaces

5) UMy &&6iT

- Paras

6) euflser - Line
Wsellsd Edit Quenieler & 2 6 Select Alley Slaflé Qeuig ersem suflgemeaTun
Select Qeuwad gsewg Ctrl + A 9WSSaLD.
IS5 Toolsy 2 ater Word Countsy Slaflé Gauiweb.

Tools = Word Count...

CIIT - Microsoft Word

! File Edit Miew Insert  Format

ARN=A = NETE TN MW

E§-|-1-.|-2-|I-3-|-I4-

Tools | Table ‘Window Help  Twpe a guestion for help

? Speling and Grammar... F7

i‘i_ Research... Ale+Click,

Language 3

| ord Count, > |

The Attention Virus 1s
~ Increasing their size by
- resident when an mnfed

12

Speech

Shared Workspace. ..

Letkers and Mailings 3

2 | Geor SipdaseuuiL allewrCLT GHmeurmiLd.

@i ereeur suflsememud Select QauIGSHTe

[] tnclude footnotes and endnotes

Showe Toolbar

Statistics:
Pages 1 : .
Words 27 1 Pages “90 LI&B?U.J .
Characters {no spaces) 134 27 Words - 27 eumiT&6n&&6T
Characters {with spaces) 162 134 Characters - 134 ﬂ@ggjasasm
Paragraphs i .
Lines 3 160 spaces - 160 @enL Gleusflser

3 Lines - 3 auflsar

or of COM files
1€y

1 Paragraphs - e Umym

6T60T SITL_(Hl6U6MS SITEUITEVITLD.

£

JnE@hu alarmismer @QRGs sraisding
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Table augauld eTaTug GMMSE EO&SsTs GarOsar GUTLLLLL UL SLULKISmET
& TemTL S (GLd

@5 Gl Table &ip 2 afar Insertsd 2 6TeaTg).

Jinensgdlsd Column whmib Rowalharer Carhsmer GmE @ GrHssTs GuL(H
& Table augalled Hev alleurmisemet gwmflss Geoleurig aupLd.

@ Statement & swrflés @hg G LwaTUGSIDS.

Draw a Table - 6@ Tablesm euemyge

@uGlurwg mmb 5 Column&st wmmid 3 Rowssar 2 afer 6@ Tablesmy Create
CFuIGeumLD.

Wsedled Cursorsg Table Create Q& Gausmrigw @) S8le emaus&eaiL.

3I(h3g Table Guggemeu Click G&ulwayLb.

Table = Inset > Table..

I CHT - Microsoft Word

: File Edit Miew [Insert Format  Tools | Table | Window Help  Tvpe a questionforhelp = X

LS G P | ) DrawTable | Hresd i+ -
El"glllil.l'2".'3"'.4"'5| Inserk b||_;] Table. .. _I
= Delste P | B Colurins ko the Left

The Attention Virus ig an| | ¢ b | 8 Columins to the Right
o increasing their size by 3{Zd| Table AuroFormat.., sial Rows ahove
i resident when an mfected Formula... = Fiows Below

—

2 | Geur SlpsaemiL alewrGLr CamarmiLd.

2o Column U010 Roneld

Gaemeuwment eTemTgHemer Select Gl
Table size

— | GeustaT(p\Ld.
Mumber of columns: >
bR ah s : Table Size stsuruglm@ .aﬁ’kp 2 _atemr Number
A of Columnseb 5 ereureytb Number of
[N an] ]

o Rowseb 3 steoreyd Glaasl GlEuiwie|Lb.

{:} SukoFit to contents
{3 AukoFit ko windo

|Auto =
| Note: @mi@ Autofit behaviour etstrugeot
&l Fixed Column width, Autofit to
contents, Autofit to windows steor 3 Radio
UL L 6UTSH6T 2_6IT61T60T.

AutoFormat. ..

@eunilsd Caemawimer eeTenm GlFeudL
[ ] remember dimensions Far new tables . .
GFuIwea]Lb.

[ 84 ] [ Cancel ]

h58 OKm dlefls Qe

2 1 Geur cursor @S @ILSdled e Box GameTmiLd.
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Slpsaeui elewTGLmalled LdlwsTs e Table sbg Column mmIb eyeiTy Row 2 L 6T
@\(LILEMS STEuT6UTLD.

I CIIT - Microsoft Word

! File Edt Wiew Insert Format  Tools  Table  window  Help =
N EEH RS S8 VR 98 0% vlmeadE g
E|2-|- -|-§-| &2'|'3'|4'|5|E'|'?'|8| 10

The Attention Virug 1¢ an indirect action infector of COM file —
mcreasing their size by 394 bytes. It becomes memory
resident when an mfected file 12 executed

(-

+

o v

= +
L]

™

5 T

= G |E]= o < E *

Page 1 Sec 1 11 & S2cm Lm s Caol 1 F ) Endlish {L g

@Irig 5 Columnaer 2_siererr. CaemauliLLrg Columngg SismilelLsumd. e Columned
Cursorsy emeu&Sea|Lb.

Z§ CIIT - Microsoft Word

! File Edit Wew Insert Format  Tools Table | Window  Help
G (d G (S | | G T Draw Teble | Heead @510 -
E|-2-|-1-|--|-1-|:§-|-3- Insert s . o EEER
% | Celete g | Table
i The Attention Virus 1s an| el P Coumns  [le-
T increasing their size by 3§71 Table AutoFormat. .. == Rows
resident when an infected | Formula... F cels...
' Hide Gridlines
& Table Properties. ..
— ¥ e
% | t
@
o *
= n(El=z 8¢ | e
Page 1 Sec 1 11 Ak 58cm Lma Cal 1 RE E¥ M English (L

Table Qugielsh 2 ater Deletesb 2 ater Column etesiueng Click G&uweyn. 2 L Ger
(% Column weomig) e3l(BHILb.
@GsGums Column, Rows, Cells gy dlwemausmarud &eflé @suig Delete Q&g
Q&6 6T6VITLD.

GOIlY: s Sl & L1b Cell steoriL(bLd.

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

52




@@ 6@ Columnenw Delete Qauwinc L Gm@ 4 Columnbsstrs wrhlull@mliums
smemreumd. @& Gumed Rowsmeuwd LUIflggis GQ&mareremi.

T CIT - Microsoft Word (=1E3

! File Edit Yew Insert Format  Tools  Table  Window  Help
NG 3P E] 9805 o e e - B
[L] Fzreis e -|-1-|§-|-3-5-4-|-5-|5-1-?- O L A TR

pi The Attention Virus 12 an indirect action infector of COM file
©  increasing their size by 394 bytes. It becomes memory
resident when an intected file 15 executed

; I 2
o s
o @
o T
= mE|=@ < | »
Page 1 Sec 1 11 Ak S5.2cm Lm 5 Col 1 [ ovE English §l E‘

Split Cells... Gig:
@& Table Queyeiler &ip 2 erarg).
Table - Split Cells...

Tablesb 2 ater eeiQeur Sl sl Cell seriu@in. @hs ey epsid Celly
@rewiLrs Uflssamd. gysraug e FNu sl Lgms @reawirs Uiflgaseami.

Z§ CIIT - Microsoft Word

! File Edit ‘iew Insert  Format  Tools | Table | Mindow  Help *
0 e (3 S (3] P | T DrawTabe | Heead i1 - B
o L B 3 Insert Plogea e .
- wmcreasing thew size by 3 Delete ¥ memory
resident when an infected el v

: |5 spit cels... |

2 - T/j Table AutoFormat. ..

z Formula. ..

= Hide Gridlines

b Table Properties, ..

i - »
L. %
- e
=+

= ¥
=o@:=w ¢ | 2
Page 1 Sec 1 in At S5.2cm LmS Col 1 f R [EXT F English {L m

WUs6dleh Caemeumear Celley Qe Qauigiall @ Split Cellsy lafls Qe Gousuar(HlLb.
2 | Gor 9|(D5s LuSHSHFle 2 ater elewrCLm GCamevTmiLd.
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Split Cells X

Murber of columns: 2 = |
Mumber of rows: 1 ; 2
[ (0] 4 ] [ Cancel ]

@miE Number of columnssv 2 eterred Number of Rowseb 1 steore|b Select Glauiwe]L.
9(h55 OKe dlafls Qauwmeyb.

T§ CIIT - Microsoft Word M=
! File Edit Wew Insert Format  Tools  Table  MWindow  Help b
LGS (2 ) B [0 o 1o o] dieead B+ - [
I - -1 2 T A DB o el o Rl g g 10
L Increaging their size by 394 b}-tés, It becomes memc

. resident when an infected file 18 executed

r F

: C N

oo ow g

=R[E] == >
Page 1 Sec 1 11 Ab 4.1cm Lm 3 Col 35

@riE QFas. Qg Cell @ramLrs Uflssiu’( CaraTniaems sTemraumL.

6T gjeoTumenr GeuswiT(HG&T 6T

@rs Usssw Ugluai&Enrs @ Yflywupwursew, Upd Smse
QewauDss5s SmlpwsTse|d @\(Mm&ES Golet (LD 6T6IT M 6T6U0T 60T & &L 60T
lasad sigearomer 2 aplllarms swrflssaul et erg).

sTerGou @Qema Lpliuaissr sSwe|Gsuig Xerox d0&s @IS S S
CouemiLmid eTeor 2 miGemer et 68T Geuennily Cal (DS Q& mer &6t G meut.
@liLe&E smsar CuITgrme aarmid el
oy Eiflwir
Semmangudi Gopalakrishnan. V aliasGK

\ 7
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Microsoft Excel

@ em onusLrer Application Software. @ng Software MS Officesy 2_6Tem 9|6ms
Softwaresd sperrml. MS Officegy Install G&wlwd Gurwg @& srarmsta Install
S FalGD. Qeng seturs Install Qeuus Come Glsosmev.

IICrawrs @arn Fiug wsed Guilug ey swar gmanstsatlan @ger
vwetur(h Wsar odls geareld 2 ararg. 2 sriansdnG fo I ansEIser
YleuTeu(mLomm):

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 Lommtb

3|0 WIS EISET

Qurgssdled aaar g aaasE sl @&a uweaiur® 2 aierg. Excel
@eerallLre gsarmd CFliwsaigw Goumausmer GQaliw g dlas Erlser
GCamautiu@id. YCsT® wiGler 9Hs gL sEnn CaHmauliL@LD.

2 FITMISSING QR VoGS S0 aag Ggmfinermeoulle &wri 100
QamfleorsTirgeT @HLULSTS &[HSICETLD. H|aITEEREE) LTSS Fbuer UL GleurLr
@z Salary Department etenr geflwrs e Wiflemeu smeudg @mLumiaer.

9isg Departmentsd womit 10 gjsvevgl 15 muisar Cousmen GlEuleuTTasT. (s b
guer Ul QaLr Yiehsgw 2L Cor 90Hs wrg wuer UL [HeurL rellnamer
Statements swrflés g rollgg ellQeuriger. el erermmed 6T60aMaINmMULD
MSWITESTET 6T(LpS Geuemnr(BlLd. Lvelgiomer Calculationsemer GUITL GeueT(HILb.

T swrflssma wnmeur Verify Q& Geuswr(hld. m@ Typewritersh Statementsy
swriflée GeusmT@Id. gy erme @165 Golmeemi @leTm Excel epeuld eGIF e, HUIT 6(1
wewetl Crrgdled swmflggal@eurir.

(5 2 STIESIHNETS Qs eleurmigEemen g MlujeTCarmd. @aTn b Jiniens5de
urgTorsn 96ms Statementsemer smwflés Ceusmngamn. gemeudseaflsd o S
GO (e ereor.
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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
@eraib 96ms Statementsat 2 6Temeor.

sTeveumedlglomerr Statementsemeruh lsead seuwrs GniSu Crrsdle seoumsGer
@sveuroed Fwmflggeleumd. 9CaT@H LB IJevev. swrfldsiu’L Statementser
Qaremeigl el Lmed 2 Lemigwits Gouml e Print outsy sTOSGIeILeumLD. eJSMeuS 6(Th
QLS sum QEHHITH 2 Largurs Jmg SmSdlailomd. ey bs
@ gdled HmaHsn Qeuunurg 9\g FbubsiULL WLHn @)L KSeilsd SrermsGo
riled@Lb.

2 gnremrsdnG e Salary Statement swrfliugrs &maGeaumi.

Basic 6000 steTugm@E udleors 5000 eTemr glessiUl(h @\mESTR SlHLL jms
6000 steur LormmledlLeumid. gysiieumm) rmHmih Qumws HsnE& i DA, PF, Total Gumstm
@_miseaflgid gen@lu s grermaGa wrhlal(L. G\seaTme Seim| emuLTg).

@ Statementsy swmfléELneuTig sTedsom Columnaemerd L& Glaui Gesmmigiw
ol SemLwrgl. o grramsdng Salary Statemented Basic steim Columngg
LG Y58 Geuigme wpm ColumnseT gjmeaTSgih srermata L& Qeuiu’
ol H\b.

®@ Statementy swrflé@weurws 96ms Formulaser Lwe LGS SLILGLD.
Mathematical Calculationset uweTu®hSslLBLD. Qmausear gemearsg Excelsd
SrarTs6el Gl&weu(biLb.

aidles gemeled LweTuGSSIUGID Calculationger

1) sn_L60 - Additions

2) siflgg6d - Substration

3) auESas6 - Devision

4) sgalldlgd - Percentage %

5) so L (h& Qamens - Total
a) Columnwise Total - Column eurflwrs & " (H&0gTeme
b) Row wise Total - Row eurflwns & L Q50smems.

@emauser Fally QeTayid 9Cres Formuladser 2 aTerer.
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R Iassdlo swrilssiu Gousmpw gemarsg Statementsemerun lsad
gooLLoms SWmflse igw. searGe epelQeureumd @emsll uni sewneliLTs Csfhg)
Qmes Cosmngwg) Wlsah geufwb. GQams CQauiaug) s e s eeTni.

@efl erelieumm Statementsemer gwmiflling) eteorug) unml LTTLGUTLD.
Wsedled MS Excelsy Open Qauiweii.
Start Menuellsb MS Excel etettueng Slafls G iweai.

Jlveugl Desk Topsd 2_6Tem g&memesr Double Click @Qauiwei.

Start > All Programs - Microsoft Office = Microsoft Excel

Internet | _} My Documents
Mozilla Firefox

@ Set Program Access and Defaulks i’

;’j E-mail S Windows Catalog

" Windows Update

E Adobe PageMalke|
@ Accessories L4
w Paint ) Games +
{7 Morton Ghost 2003 ’
PowerD¥D @ Startup [ 3
Microsoft Office W @ #dobe ImageReady 7.0
2003 @ Adobe Photashop 7.0

Microsoft Office Ei & Internet Explorer
2003 |
wh mMsn

Lﬁl Cutlook Express

YLZ media plaver
Remake Assiskance

windows Media Playe & windows Media Player
‘;i Windows Messenger

Ok KER

' fi Mero ShowTime Esse) ﬁ Windows Movie Maker

| @ Adobe b
MSN
“ l@ Mozilla Firefox »
_ ) videaLan b
i Windows Messenger

M Microsoft OFfice

@ Microsaft Cffice Tools

Tour Windaws %P | @ Mero 7 Essentials | B3 Microsoft OFfice Excel 2003

i f@ Real Microsoft Cffice PowerPaint 2003
{ i
CUELTENTER A () Cyberlink PowerDVD | (] Microsaft Office Ward 2003

@] Log OFf |E| Turn OFF Computer

®

-

‘4 start
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Exceley Double Click Q&iuigaem ger pgedled @elsurm elswrGLm GamemiLb.

Microsoft Excel - Book1

E_1 File Edit  Miew Insert  Formak  Tools Data  Window  Help -8 X

EE/v_ﬁi\.ﬁ.rial .10 | B I U |=
(A1) - 3
A

1
I
fist
|
&
b=
52

Bl & | w | E | B | &6 | H &=
1 | ]
% Cell Address
il v
M 4 » »'Sheetl { Sheet2 f Sheets / | < | %
Ready

Qs ellaiCLralled 2 aten Flo Y& afleursisea:

@rE 90K S LRSmT LUTTSSMMD. 96Ks Columngar LMMILD ROWSET 2_aT6Teor.
A, B, C, D.... steur 2_eitememeuder Columnaeit eTeoTLILI(bILD.

1, 2, 3, 4...... 6T60T 2_6T6memeU&HeT ROWS6T eTeorLILI(hLD.

seu@eurp Fflw UL Cell stariu@in. weygme @ Cellg Hlofls Qauigmen 9Bs
Cell Select Qauniin@d. ks Cells &nml 2 6Ter SLLLD Sigloerma LmilellGLd.

@sueurm) 6 Cell SLLLD SigLoeormss smevorLiLLLTs0 kg Cell Select Geumilii (ReTerg
sTeuTm| GlLIT(HaT.

Cell Address 9jeeg Cell Location:
Aeterim Columnm@ Gusiumddled e L LGl Al sTaur @)(HLILENS STeuTeVmLD.

Al etevtugy Cursor 6mhg Cellsd 2 aterg ereTuemg GHILIUSTGLD. STeug Select
EawwiuCL Cell.

Asterugl A Column
1 steoTug) 1eug eurf]

IiFmeugl A Columned leug) euflulled 2 aen Cell Gaaa QauwitiL’ (DeTerg) eTeTm)
G mar.

2 e gdlnG Geug) auflullsh D Columneb 2_sitem Cellsd Select Qauniine G @ wHSmed
3165 @ _Gdlsb D6 eteor GamenrmLd.
Mouse Pointer:

Excelsdled weyerd umuilewrLir ei@uITgih 2 aierg GuTR @\HSSTS. @IEIE el
umuileseT it Lr&LiT Symbol Gumev Plus Symboleurs Gameirmit.

|;:] Excelsb Gamermith Mouse Pointer
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Sheet 1, Sheet 2, Sheet 3:

MS Words 9|6n8 usamisefled @ Textsn Iipdseid.
3|65Gure @Qhg Excelan 6ns LEsHIsafled gl &semib.
@mIE ussm&sT Sheet 6T6m 9|mMSSLILIGHILD.

1) Gy swuedled 9CmaE Sheetsmer GairdseumLd.

2) Gaemeu @lebemev sTeaTmmed Sheetsemem Delete Gl&uiwieomi.

3) el@sur(m Sheetaild @ Statementsy swmifléaeumLb.

4) etebeomr Sheetseflgid Gy wrdlflwurer Statementsy swrflés GeuewT(HILd
steurLgl @lebemen. GeusiGoum Statementsemer GleueiGoum Sheetsafled
Swmfléaseomi.

2 TIETSSINS
Sheet 1 - Salary Statement
Sheet 2 - Sales Tax Statement
Sheet 3 - Excise Tax Statement
Statement eurflurs emusbaemer Create Glauiwsomi.
1) Salary File
2) Sales Tax File
3) Excise Tax File
2 sTrewsSnG 12 wrg Salary Statementsy 12 Sheetsafled gwmriflésamid.
67607, 24, 36 LTSEISEHSGSLD 0T UM LIWIGTLI(HSSE0LD.

Cell Location Formula L,T&d) Qauwiub @l Lb

Microsoft Excel File
Microsoft Excel - Book1
E_1 File Edit  Miew” Insert  Format  Tools  Daka  Windg
iﬂﬁinrial -10 - B I U|E
A1 - 5

1 » »5h | < 3l

pe{,{ Sheet2 / Sheet3 /

ML

Boldgys @\miuemg sremremd. 9sreug Sheetl Open
Qeuwiu’HeTergl. Sheet Boldgys @mhaTed ks Sheet Open
Qeunuiiu’ QeTerg) sterTml LI meT.

Rowaset
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Microsoft Exceletr e Statementsy swirfls@neuryg Statementer Carmmsdled
oo wrpmEISEeT GEuw Ceueutiigai(pHLD. IjemeusbaT LleTeu(HLomm):
1) ColumnesT 9|&6056m& &n L L 60MLD, (GMMES60MLD.
2) Cellest 9j6memen LOTMMEUITLD.
3) mhedled sp(p Yl Columngy Create GlEiwLeuLD.
4) el e Ul Rowsy Create G&wiweoid.
5) Gaemeu @lsoeor Columngg Delete Gl&uwiwisum.
6) Gaxemeu @lsbeur Rowsemer Delete Glauwiwieumid.
7) earmisE GunulL Cellsmsr @leamsmrsg Merge Gliwisome.
8) Caemeuwimerr Formulassemer Caemauwmenr Cellseafled Gawsu®Sge0miD.
9) 9Gx Gumsd Column wmmid Rowslmarer CarhisEsT @lseumoad Wiflsmr
@&unueomd. Column wmmih Rowsemst Carhi&EnL6T Print Gl&uwiwisomi.
10) MS Worded gjpliug GUTe SlgSMISMETULD IlpSHSH6e0MLD. Text&HemeruLd
J|lg &S6VITLD.
LraSHlen e Jnenssdla surfleEs Geoemmgw omerdg StatemnetsemerTui
SoULTSD almrarsad swmflssemi.

@efl MS Excelsb stelieumrm Geusmev Queng steuruig umml LmriGuimL.

Mark Sheet:

@b auGLle 2 aer WreTaiTsaflsor Mark Sheet Statementsy erelieury swirflling
eTeuTLImS LImTLIGumLD.

Microsoft Excel - Book1

3_1 File Edit Wiew Insert Format  TJools Data  window  Help - B X
Ezvﬁi.ﬁ.rial 210 ElBaraIl == =l= . " A E
[ [ - il
A | B8 [ € [ © [ E [ F [76 %
1 |Name Tarmil English Maths Physics
2 |Raju all 75 g0 o2
3 |Kamala 70 (o a4 B0
4 [Wignesh a5 Ra 52 70
5 |Balaji 51 a2 B4 &7
B [%imala 72 Fi= g2 b1
)
8
4
Al
11 w
M 4 » v\ Sheetl /Sheet? / Sheets / |« 2]
Feady R

ueefl memeuTsHar Mark Sheet
@riE Total Columngdler Total merm&Gea LiTéd QEuniLGLD.

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

61




wse Rowsd (suflufled) eei@eur@ Columnaih Gaemeauwmer Headingsemer L]
Gl&uwea]Lb.

G ereirdlm columnsb Total eTer L, T&8) Gawiwe.

2 (p36d 6 eusmy 2 emem Rowdaseflsd QUi mmid Marksemer LT Qauiwei.
Total Columned sTemauild Ly T&d) Qe Gaueutrmid.

@uGurepg Total Columneb erelaurm Total Marksy eureuemLpLiLIg) 6TeuTLINS LMTUGLITLD.

@remi_meug Rowsd 2 afer B, C, D, E, F gu&élw Columnaafler Totals G Columnsd
auTeUMLPSS GousueT(HiLb.

Iismeugl 80 + 75 + 90 + 82 + 63 g Slweumdlest Total 390.

@mg @rewi(h allgors Glauiwem.
1) Total Gamem Geuemngws Cellsb Formulagy U658 Qeuise
2) Cellsemer Select Q&uig) T 8 9|WSHSISH0

1) Cellsd Formulag Wii$d G&uizen

@remiLmeug euflulled 2 afer Total Columned 9gmeug 2eug Rowsllet
G Columned 2_aer Cellyy Slafls Qauwaun. gigmeug G2 Cell

IIsg G2 Cellsh Sipdamieurn Formulasmeu L, iTsd Qauiwei.
= sum(B2+C2+D2+E2+F2)

Um@ Enter Keys 9|WsseaiL.

2 | Gear s L Q50smemas G2 Columnsd L)T&d Geuniu’ @ ell@L.

Microsoft Excel - Book1

iE le  Edit ‘Miew Insert  Format  Tools Data  Window  Help - & X

gz,ﬁm -0 - |B JUIE=E=|[E-B-A. B
57 > & g0
dtosum i i - A i M =

1 Mame Tamil English Maths Physics Chemistry  Total

2 |Raju | a0 7a ag g2 B3 20|

3 |Kamala 78 g2 a4 5] 55

4 [Wignesh e ata] Ly 70 a7

4 |Balaji G1 52 G4 a7 e

B |Vimala 72 7a a2 B1 a3

e

B

eE

10

11 w

M 4 » »]}Sheetl / Sheet2 f Sheet3 / < b3

Ready Sum=780 LM

@65 QFwemen Sip&aseuTeurm GlEuiwemLD.
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2) Cellamsmar Select Gsulg 4 8 WSSIS60:

B2 Cell (pas6d G2 Cell ausory et6vsumr Cellsemaruid (@\yswermeugl Row i (Hib) Select
Gl&uwea]Lb.

Um@ Tool Boxsb 2 ater Y e Slefls Gaunei.

2 | Geor G2 Columneb Total eurbg 6N(H\LD.

bS8 G Columnerr wmm rowslimarer Totalsemer sTeileuTy) eUTEUEDLPLILIG 6TEITLIENS,
umiriGumLD.

G3, G4, G5, G6 g &lw Cellsaflsh Totaley eursuenipse @eiaurm Slmiou Qe Csame
©)60em6v.

G1 Cell 6b 2_6rer Formulasme Lomm Cellssflsy Copy Geigmed GumgiLomen ). gmeurmaGeu
Total euig1 e(HID.

Wsedlsh G2 Cell Select Qaunwuay.

3IM&aI Right Click Q&uig Copysy dleflé Gaunei.

bS8 G3 Yz G6 euem Cellsemer Sellect Qalweyd, m@ Right Click Q&g
Pastes dlaflé Gauneab.

@UGLTLps) sTebeor Rowallgyitd Total srerTaGe aubgiellGIb.

G Columned 2 afer steoeum Cellsaflayd Totaley stelleury surGl&uioug) eTertLisnS
umiT&GHmid.

@eieurm G Columned Total eupeuens @reni allgors GlisL(hidSeumLb.

1) yirsdl Qauw Geusmry steer Columnsmeruy Lisdl Qauig el
seLfullsh G Columned Gmna. Mweury Totalsy auremeiSaeuTLD.

2) urLib euflwrs LriréEsemer L&l Qauuneumyes 2 L Ger Totalayib L&
G emeusSSeUTLD.

Waedlsb B2 Celled 60 etaur L, iTgd Geiga e Total Columniblsh 60 steor Gamesmid.
hS8 C2allsd 75 star iTsdl Qauig o L Ger 60+75 = 135 eteur Totals GamesrmiLd.

@eiaurm eaCar@m Cellgys Uifs5d Qeuynuryg snEflu Total srarms
Carermls GameumrGL au(mLD.

@Ueurws @ms aurm CFwaLbhSSg Terumg umTiGuTL.
TiusSlGatu G2 Celly gigmsug Total columnet wse euflulls Csemauimen
Formulsmeu L&l Qauiwe]i.

3058 g Celly Copy G&uig Gsmeuwmsr Cellssmear Select Gsulg Paste
Qaulwed. Gouemey (WiphGIelL L g.

@wfl urT&Gasmer LT @suls 2 LeaT Total Columnib W,iT&d gy Slel@i.
smueme Save GlEulgen:

Statementsy Sipdg Yigd5s NInG File Queaeiar 2 6tGm Savesm dlafls Qauweb
Ijeoeg) Ctri+S Semwujld 9|WsseorL.
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2 | Geur &ipseniL ellewrGLT GameurmiLd

Save As @

Save |,D My Documents v! @ @@ X Cu EH - Tooks-

(5 CvberLink
‘_\5 () Downloads
My Recent | = my music
SRR TR iiﬂMy Pickures

@ '@My Yideos

Desktop

[y Docurnents

My Compuker

- Fili ruarine: [m v [ Save ]
My Metwork — = =
Places Save as bype: |Microsoft Office Excel Waorkbook b | Cancel

File Name eteitm @LSdled e GQLweny LiTddl Qauig Saves Slefls Qauwey.
@riE Bookl stetm @Quwiflsd Filesy Save G&uig) 2 arGermib.

smalysmer (Heading) p@elled Camarms GaFulgeo

sp61QeuT(, Columngulh s, Semevliy QETHSEICMTLD. YiFTeug) e Cellsd
Seneulienl LjiTSd) GlauiglEGmmLb.

STEHTTeITs 6@ Celld 2 6Ter Hemeli (pSedlsd @)L gl erors Cararmid. @ms
Left Alignment éTeorLiiT

E3 Microsoft Excel - Book |Z“E]E|
@_] File Edit Yew Insert  Formatk  Tools Data Window Help - &
; X
EIvEE.ﬂ.rial -0 - B I U | EE= E
HB - f
A B C ] E F ]

3

4 (loi, CIIT CIIT EIlT

M 4 » W} Sheetl  Sheet? £ Sheetd / | | Sl
Ready

/

Left Alignment
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Microsoft Excel - Book1

@_1 File Edit Wiew Insett Format  Tools Data  Window Help - &
: X
izvﬁi.ﬂ.rial -0 - B 7 U EE = E
HB b b

A B C ] E F T
3 e T — Horizontal
4 CIIT CIT L i Center
5 v
M « » »n}Sheetl Shest2 {Sheetd / | | 2l
Ready

SmeaLlimu g UsES Carlen@n, @Lg uss Carlwmn@ shald Csrarm
GlFuweurid. @emg Horizontal Center sterLit.

@@ C4 Cellsd 2_ater CIIT ereruig) mBladled Camerlermaid SpliLrssdle 2 arerg.
Qeng Gogd Ged Camipm@EL, S Camipn@h Bhels Cararmé Gaiweid. @ms
Vertical Center 6T6orLIIT.

Microsoft Excel - Book1

E_J File Edit Wiew Insert Format  Tools Data  Window Help - &
: %
EEvEE.ﬁ.rial 10 - B JF U | E=E= E
HE - e

A B C ] E i )
i
4 CIIT CIT CIIT CIIT
5 w
M 4 » »"Sheetl /Sheet2 { Sheets / |¢ | >
Ready

@mi@ D4 Cellsd 2_ser CIIT 2 wraursdlaid wnmih s aursslain Heals
2 6T T g,

@mi Vertical Center, Horizontal Center @nswi(®tb Apply Qaunuii (hlatergi.

3I(h5g Qs sraleury GFuiLemD seoTUmE LMTLGLITLD.
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gmealysmer columndE Bheled Cararmd GQ&ulge

. Microsoft Excel - Book1

@_] Flle Edt Yiew Insert  Format  Tools  Data  Window  Help -8 X
Ezvﬁi.ﬂrial L0 < |B I U|E==|ii-. A, ﬂ
Al - £ Marne

A [ 8 [ & T 5 [ [ F [ 6 F
1 |Name Tamil English  Maths FPh il b Tatal
2 | Raju 80 75 EN & Cut
3 [Kamala b= a2 a4 =3 Copy
4 ["ignesh a5 63 52

Pask

& |Balaji B1 52 ga| | Bt
B |%“imala 72 75 a2 If'aste Special. ..
; Insert...
g Delete...
10 Clear Contents
11 |
M 4 » W' Sheetl /Sheet2 / Sheets / || L [nsert Comment
Ready |@‘/Eormatl£ells... I)

Marksheetsd 2 66 6606V SEmEULILSEMETUILD LisgHeuTL lpayitd, Glogitd &ipd HHieTlsd
Gomrarm GauiGeumL.

@eeurm Qe Horizontal Center wmmib Vertical Center gyl @\ysmTenL_wi
steoeum gemevliL| 2 eifem Cellsafled Apply G&unGeusmr(hLd.

@mi@ Heading 2-atemr Rowsb eTeveum Cellssmerud Glaasl Glguiwa]L.

Igreug Bl s G1 susnr stiveum Cellsemaryd Select Gl&uiwe]i.

9(hsg Right Click Q&g Format Cellsg dlaflé Qe

2 | Ger 9(h&s LEBGHS0 2 arter elewrCLm GCamevmiLd.

VIDEO EDITING - volumel (sufly)

Professional Camera, Handycamasefled st@&slU@BLD afieCurdssemer Edit
Q&g HlpLoemr Blapaslsafler afip Cuimr CuTaGeu medew afip Cuirsssmern Lilseald
&EULILOTS hBIGGaT SWimflg&eumLn.

f * Video Capturing, * Transperancy, \
* Fireware Card * Transitions
* Pinnacle Capture card * Hollywood Effects
* Video Editing : * Exporting
* Titling 3@%&’&? * CD, DVD Writing

\. J
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Format Cells

| Mumber | Alignment | Font | Border |

Patterns |

Text alignment

Horizontal:

: enter

Wertical:

| Center

Text contraol
D Wirap text i3
[ shririk. te fit |2

] Merge cells
Right-to-left

Text direckion:

=
| Conkext

: |

Orie

@mg Gans Gleuig Textsn
FmieuT&Gaur 9|66
CEmIGs5sTEGT 6ThS
Camamgdlgn wrmmls
Cararméd GlEFuiwemLd.

[ o

] [ Cancel

]

@@ Horizantal steim @L&dled Center struamgud Vertical staim @)L &dHlaud

Centerggujib Qzeél Qauig OKey Slaflé Geuwe.

2 | Geor 66060 FHeEmeuLIL|as(eTHLd H(Hiedlsd CaHmeuTmiLD.

Format Cellsed ellswtGLmelled Cogid Hlev Fmiiy gbamisar 2 aferer.

Microsoft Excel - Book1

E_J File Edit Wiew Insert Format  Tools Data  Window  Help
Ezvﬁinrial 10 | B I U|EIE=| .- A-
A1 - F Mame

A s E i e
1 Marne Tarnil Enilish Maths  Physics Cheristry  Total
2 |Raju al =) a0 o2 b3 390
3 |Kamala 7a g2 g4 GO a5 355
4 Wignesh a5 aa] a2 70 a7 a0z
5 |Balaji B1 52 B4 a7 BS 295
B |“imala 72 =) o2 b1 o3 343 -
R
a
g
10
11 v
M 4 » ¥ Sheetl  Sheet? { Sheets / |« ¥

@Gureps Name, Tamil, English, Maths, Physics, Chemistry, Total gyl semeolijsei
313n@&fw Columnssflar pHelse CamaTmiams SreamreuLd.

@65 Qewme 6T e@m Cellpin GFwaLBHGgHomLD.
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| smaliysmer sruiaurs (un CaramEisafls) Caraims Qauige |

Text Guedl(mhg i ) ) Text &ip @ mHg) Closd
Text &ip @Gibs! Crrsdl ;?ru'.lsurrg Text Gued Q\GHE  Crrad) smiamrs
Geuras (-45 &) G (45 19 &lifl)

i |

E_Pl File  Edif\ Wiew Insert Format ools  Data  Window  He
NG A S E RN 8 bilie [§m
D1 X A CIT \ |
A | \B [ ¢C L\EIF\IGIF}/I
= < 2 N
1 O Yo 3 O
2
3
4 B ; .
g Mumber |: Alignment © | Fant | Border || Patterns || Protection |
5] Text alignment Orienkation
7 Horizonkal:
a ECenter w |
9 L |
10 iithion)
11 ECenter V
12
13 Text control
14
15 Dﬂrap kext
15 [] shrink, ka Fie
17 [ mMerge cells
18 Right-to-left
19 Text direction:
20 Left-to-Right
T L L |
22
23 [ Ok ] [ Cancel ]
24
25
26 | . , . -
57 @g GarlaL parsdl arnlars Cararms
28 Gl uIweuLD.
24
a0
31
32
M 4 » »Sheetl / Sheet2 / Sheet3 /

GuGe 2 aTerg GuTe Fmaliysemst Comearms Glauw pgedle Celln Select Qe
GeuemT(hLd.
3058 Format Cell ellswtGLmallsd eu Ll L Ligdlulleh sig&my et GuTeTy) 2 eTeTems
Caemeuwmer glemgulley (p&lfluilled gebeng Camemsdle) BaTdgeumd geeag Degrees
steeTm @ Gled 19 flflemw GFas. Qauigin GlEuiweomLb.
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Insert Glgy

EMD 6@ Statementsy swrflgs Ung emsearGar 2 ater ColumnsEhéE @emL G
yglwgnrs e Columng Carés Geusmigaimd. 9CHGCLTM RowssEhEE el Gu
LHWSTE @M, Rows LGSS GausuiigaumLb.

Qeaubemm Geww @ihg Insert Gogy 2 saSng. Cugib @ks Insert Gl el @G
Sheetsgujld G&iT&s60mLd.

Insert Gseme Qsas. CQFiismsh 9g6T S CHs ClLmsHssT @\HULmES STeueTeuTLD.
Sieumlsd Rows, Column, Worksheet gy dlieneugemer oL (b LmriGUTLD.

Row sttt Glogy) e Rowsy @lewLulled Gase 2 gajflng.

Column etem GLoggy e Columnegy @emLulled GEiTds 2 S EIns.

Worksheet teirm Glogg e Worksheets e uilsh Gairés 2 sa18ng).
@UGuTWE 6@ Columngy sreleumm G&TILE) eTeTLEMS LMTLGUITLD.

E3 Microsoft Excel - Book1
@ File Edit Yiew | Insert | Format Tools Data  Window  Help - 2 X

(il
I
fizl
™
i
&
.

i ﬁ : firial Rows ) | =
FG - Columns

A | B ‘Warksheet E | F | £ | H =
;ﬂ Chart. ..
J

Function. ..

Marme [

Picture [ I |
| ]
% Hyperlink, ..  Ctrl+k

¥

EIEIE m|m|h.|r_u|r\_1|—x

=
<

MW 4 » wl Sheetl / Sheetz { Sheet3 % Sheetd /|« 3
Ready MM

Wsedled s Columned ameug) e Celle Qs Qauan. IOSg Insert
Qugielsd 2 ster Columns ereTumg Hlafl ClauweaD.

2 1L Geor ep(m Ll Column Ggmearmid.

ydlwars GarssiulL Column mmd Select Qaig Cellh@ (peturs CamemiLb.
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Inserting Column - @emLGw 6@ Columng Geirgge - (2nd Method)

@G5 GFweme SipssemrLaurmid Insert Qewweord. Celley Right Click Geuigii
Insert Ggunsom.

EJ Microsoft Excel - Book1

. E‘_] File Edit Wiew Insert Formak  Tools Daka  Window  Help
R HLL w10 -|B ZU|EEE -5 A H
1 - e Maths
A i | & =
1 Mame Tamil English Mg & Cut istry.  Total
2 |Raju ad 75 2y Copy B3 380
3 |[Kamala =) a2 o el 359
4 |vignesh £ pal | E Baste 57 302
5 |Balaji 51 52 Paste Special. .. B5 290
B [“imala 72 75 | I 53 336 -
= Insert
g Delete
d Clear Conkents
10 4
11 [E Format Cells,.. 3
PR Y TR o e I e | T R T T =T

@ Celly Qeasl Qg Right Click Qauwe)d. 9h\ég Camarmid Guaidasaflsn

Insertsy Slaflé G,

2 | Geor e Ul Column GameaTmiLd.

ydhw column gmsarGe Qaad. Qaumiu’L Cell @@is Columnh@ (PhSWSTS

GamermiLd.

Book1

F3 Microsoft Excel -

E_J File Edit Wiew Insert Format  Tools Data  window  Help =
Ezvﬁinrial 10 |B I U|===|&.M5-A. ﬁ
B - B

A T EE E | B | B =
1 Marme Tarnil English Maths | Physics Chernistry
2 |Faju 80 75 80 g2 B3
3 |Kamala 78 g2 g4 B0 55
4 [%ignesh 55 B3 52 70 a7
5 |Balaji B1 52 B4 57 b5
B |%imala 72 75 75 61 83 -
7
]
9
10
11 W
4 4 » »'Sheetl  Sheet2 { Sheets / |« |
Ready

@riE ydlwars GamerdluieTsr columngg SmewTemLd.
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@ai Insert QuegeleT &ip 2 6ierg.

‘Insert - Rows

Qs G gnsarGal 2 afer RowssEh&E Bhalsd 6@ Uil Rows Insert Qe
2 S0|SImg).

RO U Rows Insert Q&ulgeb:

Wsedlsd e Celley Select Qauiwey.

3IBSgI Insert Quaielsd 2 arer @is Rowss Hlaflé Geunea.

2 1 Geor ydlw Row GamesrmiL.

yélw Row emserGey QFas. Qautiuc L Cellsr G urssdled CHmeTmiLd.

@65 CQFwsmen Sipsemisurmid GlEuiweuLd.

E1 Microsoft Excel - Book1

@_] File Edit ‘Wew Insert Format Tools Data  Window  Help A
EEvﬁi.ﬁ.rial -0 | B I OIEE=|iS-A- E

A2 - & Haju

A [ e Rt

1 Marme Tamil Enalish baths | Physics [Chemistry  Total

Baill a0 75 a0 g2 53 390
3 &) Cut 78 g2 g4 G0 55 355
F: a5 Ea 52 70 a7 a0z
—=3 Copy
ERSE G1 52 G4 a7 G5 209
A3 Paste 72 75 78 B 53 336
] Paste Special...

Insert |

ol

Delete

Clear Conkents ! e
M| | ——————jeet2 { Sheet3 / £ »

Wsels @ Celly Qs Qaunua.
9(h&8 Right Click Gugy) Insertey Slaflé GQauniaL.
2 1 Geur Cellh@ Gued e L Row Camarileli(bid.
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Work Sheet Gy

Insert = Sheet

@ai Insert QuegeleT &ip 2 6Terg.

0@ Sheetyy Gsiss Qs Qua 2 saHngl. SmssiulGersr Sheet Bold g5
GamermiLd.

Excel ellewtGLmellleot Spurasssled Sheetl/Sheet2/Sheet3/... sTer @\(HLILMS STEURTEVTLD.
@mi@ Sheet siaTug LSsSMS GSHILIIGHENS.

asenLFulled 2 eTem Sheet3 eTarTugy) QLOTGSLD 3 LISSMBIS6T 2_6T6T6T 6TTLMS GMHSEIMg.
@UGuTg mTD @ UHSTEs Sheetdsm GaTssamd gjmmg NSHaTC 2 6T6T (S
Sheetsy Delete G&uiwemi.

@uQurWs USusns e Sheetey erelsury Gariug) steor LmrliGLUMLD.

@mi@ Sheetl/Sheet2/Sheet3 eter eyeirm Sheetsar 2 eTerar. (psedlsh Sheets
Qeesl Qauweand. 9|HiGg Insert Gueayelse 2 ater Worksheet ereitueng Slafls
Qauwad. 2 L Gar e U Sheet 2 meurdl Open gyl Gl Eih.

@UIGurg Sheeth® GS3 @@ Uw Sheet CamardullmliLemg smsuwreuid. Gogid
ydlwars Smssiu’L Sheet open GEWNILL® @@L

Microsoft Excel - Book1

E_] File Edit Wiew Insert Formatk  Tools  Data  Window  Help - B X
e [ orie 210 2| B I U|===5E&E| 5.5 A
Al - fx
A =] | C | D | E | F | & | H &

|E|m|m|w|m|m|n|m|m —

b
M 4 » W} Sheetl / Sheet2 £ SheetZ ' Sheetd / \ |4 |
Ready ; LM

udlwgnrs Insert G’ L Sheet

GMIIY: (paedlsd B s LS Sheetsy ol CaiTss Cousmt(bld sTaTLm Sitomeflda
GeuemT(®d. Sheetlm@w Sheet2m@d mHG Couswr(BLd sTeur S(mleormed Sheet 26
QFs. GQauw Geosmr(id. eyerr erefled, eymaerGeu Select GEwin’ L Sheetm@
werurs ydw Sheet Gameormid. Gugyid Boldgys GCemetmiib.

@65 GFweme CoumieilgLomsa)d Qauiwemd. g g er aleurd HbHiEs LUssHe 2 aTerg.
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ydlars em usssms (Sheetm) Insert G&uliged:

E1 Microsoft Excel - Book1

@_] Eile Edit Miew Insert Format  Tools  Data wWindow
EE-ﬁinrial TR R =
Al

- #

‘ A B L e R e [ ka

1 e

g | Insert. ., |

4 - Delete

5 Rename

(=] =
(W Move or Copy...
i a Select all Sheets
l 19|:| Tab Calar..,

11 | _ QJ Yiew Code bt
M 4 » nisheetl [ Shest? ) Sheet3/ Iz | |

Sheet 3 Lig) sitaemr meaudg Right Click Q&unuea. Spsasmi allemrGLmr CameTmiLb.

General | Spreadsheet Solutions |

=R d% EmE

Chart MS Excel 4.0 MS Excel 5.0 AR
IMacra Dialog

Sworksheet

Preview not available,

@mi® Work Sheets Select @siig
OK @&r(h&saL.

[ Templates on Office Online ] Ok ] [ Cancel ]

B3 Microsoft Excel - Book1 |Z|E|gl

@_] File  Edit Miew Insert Formabt  Tools  Data  Window
EEvEE.ﬁ.rial .10 - |B I U|E=
Al it &
A B ] & | @ ] & | & | =
1 i
2
5
4
]
5
7
M 4 » #{Sheet? {Sheetd  Sheetd /'  |«¢ i » ]

@EIE Sheet 4 stem e LSS Insert gy &l @\(BLULMS STEvoTEOTLD.
ydwsrs Gerssiu’L Sheet guerg Open Geuniut @ Carermi.
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Delete Q&g

&l Crrmisaflsy CaemeuliuLmg Column, Row, Sheetsemst Delete Glauiw Geousmiga(mLD.
@eieurm Caemen @leorsems LT Delete Giauiweomi.

@uGuTpg CamealiuLTg @@ Columng aaieurm Delete eTeirusmg LMTLIGLITLD.

6@ Columng Delete G&uige0:

@mi@ Entire Columeb 2_at Gryig Guim

. Q £ Qe Delete
LLL6DEIT LlF6u&L LIFWIG) () shift cells left
OKey dlaflé Qanue. () shift cells up

{:} Enkire row

2 | Geor Column Delete Qauutiu Hel@Hio. ok J[ cancl

0G6s Qzwme SpssamLaumrnid Delete G&uiwemid.

Delete Qe Geuemmigws Columngdled 2-sirem ejgmeugy) Celley Select Qg emeaugg
Right Click GQauigmed &lpsamieury Cararmid. 9idled Delete eraiueng dlafls
Qauwigmsd Cell @BEg Column yyrreh Delete gy &lal(@Ld.

H L) L) = =| L) - "
E_‘l File Edit Miew Insert Format Tools Daka  Window  Help -0 X
2 G -0 - B I U|E=EE -3 A
H1 b H

C | D | E | i | ] 71
1 | English Maths | Physics |[Chermistry,  Total & cut
2 52 ¥ a7 e 299fdsfds Bl copy
3 a2 a4 5] a5 350 __ =
4 75 a0 a2 B3 390 (| Paste
5 Ea 52 70 a7 302 |fdsfds Paste Special...
5] 7h 75 A1 a3 fakala SE
= Inserk
B | Celete
3 Clear Contents
10 R
M 4 » »'Sheetl  Sheet? { Sheet3 / sheetd /|2 2 Eormat Cells. .
Ready Colurnn Width, .

@Ggx Gumre @Irewi® g IFNEG GumulL Columnsameryd Gy SLemeullsh
Delete G&unwsomi.
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Rowsemeu Delete Q&uige

GCaemeu @sbeors Rowsmeu Delete Qauigielsumid. Cursorsy Delete Q& Geoueutigi
saTeug Rowelsh 2 6irer Cellsd smeaudaayd. 9bhSg Edit Queaeaile 2 ater Deletegy
dloflg Qaweyd. 2 L Ger SipsamiL allewrCLr CHmermid

Entire Rowsy GeasL GFuig)
OKg dlaflé Qauiwea|.

e

@65 QFwmen &ip&aeuTeummid GlEUILIeTLD.

Delete
) shift cells |eft
" shift cells up

nEire Column

| ok

] [ Cancel

Delete Q& Geusmiguw Rowsdlsh 2 6iTer Cellsh Cursorsy emeugg) Right Click Qauigmeb
SpsseuiLsury) Gamermid. 9|l Delete staumg Slafls Qauigms Delete gy Slal@L.

S Lopy

[ Paste 1[0
! Paste Special... nserk  Format  Tools  Data Window  Help e
Insert » 10 »| B I U |E=E =i - A E
Delete | i
— I P S O e e S
m_ English  Maths Physics | Chemistry Total '
[ Farmat Cells. .. I P 80 o2 B3 390
R.owe Height 4 gz 64 Bl 55 359
a a (ata) o2 70 a7 302
Hide 1 o2 B4 a7 B5 299
Unhide 2 75 75 E1 53 336
&) 71 [SH] B3 E1 314
EiE
9
L
M 4 » »}Sheetl { Sheet? f Sheet3 / | < sl

@G5 Gure @rewT(h oGl IBME GCLmULL Rowssmerujd Delete Glguiwemid.
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|Contents Gugy: Shortcut Key: Del |

@g Edit Queyeiler &ip 2 arer Clear Ggyelsh 2 6Terg.
Edit » Clear » Contents

@8 Row »jeeg Column gleveugl e Cellsd 2 6Tem saseaussEemer L (Bib Delete
Qa2 g6 dlmg).

(@ Rowellsd 2 6T6T HHEUS6T JEDETHMSWID HLHSSETLD.
(% Columned 2 66T HHEUESEET JIMETSHMSWLD ILpldeS60mLd.

20T @ Celld 2 6o HHEUMSET JMETHMSWILD ILpl&ES60TLD.

Row geeg Columned 2 aier g&susisener WL (b Delete G&uige

Delete Q& Geousmigwisnaisemer Glgaus. GlFuiweaiL.

(bS8 Edit Menuelerr &ip 2 ater Clear Glogyeilsd smeweriiL@ Contents eTaLImS
Hlafls QauiweayL.

2 1 Geor Select Gauniul L sseuasst flssiul B el@L.

Microsoft Excel - Book1

@_] File | Edit | Wiew Insert Formak  Tools  Data  indow Help R
T E 8 Can'tUndo  Chri+Z B I U |===FH@-M5-A. a
AT | B Cut Chrl+

A 53| Copy Chrl4+iC | D | E | F_ | & | H &
1 [Mamy o Maths Physics  |Cheristry Total '
L Ra_l u l_._EEg OFF":E Chpgﬂard. " BI:I BZ 53 39':'
3 |kaji [ Paste Chrl+y a4 G0 a5 359
] Paste Special. .. 52 70 a7 a2
5 B4 a7 B5 299
B Fil 4 75 B1 53 336
i | Clear » | all !
f ' ~ G
M4 F Delete... Formats | >
Ready Delete Sheet | Contents Dl ML

% Find... Chrl+F Commenks

@65 QFwmen &ip&aeuTL eummid GlEuiLIeVTLD.

Delete Q& Gousmmg wensusemer Select Q&g Del S | pSHlerTaid Ssaie0&eT
Ifl&aslu’ Hel@GL.
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Columngdler Widthg 9idlasiu@dgise

IBagma HlasiuDss Ceuemngw Columned 2 sism eamaug @ Celln GFadl
GFuIwea]Lb.
SIh$8 Formatsd Gugyellsd Columned 2_eirer Widthey dleflé QeuiweaLb.
Format - Column - Width...
2 1 Geur e GLlg ellewTCLT GameurmiLd.
.- .ﬂ.,.'_':.-.. I' . ..,'_ | .'-.. _! L _!
0] Ble  Edit wiew
o e E : Arial

Al - &

A E |

Insert  Formak  Tools  Data

| B L U |=

Yimdione

+ 10

Ok

][ Zancel ]

1
2
3
4
5
5
i
m]

(£

W 4 » Ml Shestz / Sheet3 Y Sheetd /
Feady

i

E_] File Edit ‘Wiew Insert Format  Tools Data  Window  Help
gzvagm 10 «|B 7 U|IE=EE=|H- E
A * f
A B | [ | ] | E | F ‘:
1 L
| 2
| 3 3
4
5
5
| 7 ! | ! | 2
L4 i = e oy o e EFCRRTCI S - - —
|4« » w|{Sheet2 / Sheet3 b Sheetd /| < i ¥
Ready

@miE Column sdler & oydlswrs CaTarmeims STemreuL.
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@eieurm Columngdlar widthe gidlsliubis Goum e euflujb o 6TeTg.

@am@ Width ereirdlm Guoggiens LweTLbhGS Cousur(HiLb.

@a1 Format Gugeler &ip 2 6Ter Column Quoggyieilsd 2_eTerg.

Format - Column - Width...

@g ColumngdlaT gsa&gma & L LG, @Gmmssteur 2 geadlng).

I|BGmS sl L Gouemtigws Columngdled 2 6er e Cellsy Select Qe Gousm(hLd.
@riE G Columnem gsm&ma gLl GurdlGmmd. starGas G Columng Gl&esL
G&uniuL (e e g.

(&g Format Qugyelsd 2 arer Columnsd Camermid Widthey Slaflé GeunueL.

Microsoft Excel - Book1

E_] Eile Edit ‘Miew Insert | Format | Tools Data  Window  Help - 5 X
9 i E : arial = Cels... Ct+l (= | i .
=1 - ] Row 9
T',’—ﬂ' width, .. || Colurin b |T A _ 'm
ota =
i i Sheet 3
5 AutoFit Selection nee 200
3 Hide: AutoFarmat, .. 59
4 Inhide onditional Formatking. .. 302
5 299
B Standard Width, ., Skyle, ., =
== T

o | Geor &ipsaseui ellewrGLT GHmeoTmiLd.
@riig Column width sTeim @) S&led 12 steur L& Qaiig

OKen &laflé GQauiwaLb.
a o Column Width

Column width: :-12 J

[ Ok ][ Cancel ]

@_1 File Edit Miew Insert  Format  Tools  Daka  Window  Help -8 X
EIvﬁi.ﬁ.rial B v|]];g|§§ i, E
=1 - & Total
B | C | ] | E | F ]
1 Tamil English Maths | Physics Chemistry Total
2 ad 75 =l 02 B3 390
3 78 02 o4 B0 a5 359
4 a5 (St 52 70 a7 302
o B1 o2 B4 a7 B5 299
5] 72 75 75 61 o3 336
7 : : &
M 4 » »lSheetl { Sheetz { shestz /¢ \\/)/ |

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

78




Rowell® Heights gidlasliubsggseo

@am@ Height... eTeTm Guogyiena: LweTLHSGS ColewtT(HLD.

@g1 Format Quegyeler &p 2 ater Column GLgyels 2 aTerg).
Format - Column - Height

@gl @@ RowsT 2 WITGMmE &L L Gour @Gmn&star 2 gading.
F9 Microsoft Excel - Book1 a E X

l’:‘l_] File Edit Wiew Insert m‘ Tools  Daka  Window  Help - 7 X
S, E : frial S cCells... Ct+l = | G . :
=1 - B | Rt * |“$ Height
B | c | Colurnn » AuLoFit

; TaBrI":ImI En?gsh My Sheet R Sl
3 78 g2 AutoFarmat, .. Linhide
4 25 ba anditinnal Frrmattinn. .. ald I I

@riIE Rowsne Glgas, Gauian.

3053 Format Guayeiled 2 sem Rowsd Camermitd Height stetueng Slaflé Qe

Sipsaeni allewTGLT CahmaTmiLd.

Row Height

Row height: iZEI

Qauig OKe &laflé Qauiweii.

[ 0K ][ Cancel ]

@@ Row height staitm @)L Geled 20 steor LT &

iE] Bile Edit  Wiew Insert Format  Tools  Data  Window  Help =

Ezvﬁi.ﬁ.rial 10 ~| B I U E ==~
57 - &
B | & | D | E | F | £
1 Tamil English Maths | Physics |[Chemistry Total
2 a0 74 a0 g2 63 390
3 7g g2 g4 B0 55 354
4 55 St 52 70 57 302

@@ Rowesr Hight rfluflmliueng smevorert.

Mouse Pointer:

Column wmmib Rows&sflesr gjerajEemer Wweysd eeuld LTHMl IimLOSE&6TLD.

A, B, C, D eterr 2 afer (pged suflufled smemriu@ @nis@E Comiger Lig e
umuleoeTL 6o emeudsea|d. 2 L Ger weyed Lmuileeiim @reei(® Ushe Arrowsums Lommi.
Lems IUSSwern ag ussGLr @I g usstLT FETSHarme Ess Cam@

(. @aarmen Caemeaurar gsaddln@ Columnmn |emLdaeuTL.

3|65 Guev @)Lg usssdle 1, 2, 3, 4 etaur 266 (Lp&6d Columned sTerTlILIBILD GaiTL I 6uT
Ll Loayerd LImuTleusTL o eneugg GLogyitd &L B&iTES RowssaflsT 2 wWysma gL L e

(SMMESHEVMLD.
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Merge Cells

Q@ Statementsd gemeliygemet sreoem ColumnaEhsEd BEhels Comerms Gauiw
@& LwaTu@BSng. Caemauwmer Cellssmst Select Qaiig Merge Cells steireng Check
Boxe &lefls @suismed by Cell g slal@L.

B Microsoft Excal - Invoica-1

E:l Fil=  Ecit Wew [nsert Format Tools Cata  Window  Help “ype aquestion for

RN NERE TR A R R N R - U

Al - e

A ] E | c | D | = [ F | G = ! | J
d & o

= alla Commodity i Ze Imwaicz Purchg .. 3
2 Mo Mame of Selar Sallzr TIN e MO, Sate ValL _; P_:::; EER=TAlaY
i1 NFF Packaging 220857566021 3330 5675 2110/Z20°0 11,039 I;asteg:ecial.. R
;|2 |CAF Irdusties 22837474225 3530 5345 3110/Z20°0 23,007 Ieer... R
B lets...

3 [ Shap Zlecricals 22812390015 301 1595 410/20°0 1,837 [C‘)th o C

4 Maga Hadwere 22725522513 2094 1752 510/207°0 216112 1reer- comnent: R

5 MNPF Packaging 22857 HBE0E 3530 2530 B1052070 13,95 |—”f‘ ERCE e R
i - ; . Pick From Drop-doan List. ..

6 Viia Corporation 22392386420 o 10352 (7102000 2174 A G

7 Quick Electricals 22457088442 o 853: 81052070 25239 typelink... C

1 eugl Roweb 2_6em Al (p&ev J1 euenir eTsueom Cellsememujid Merge Gauiw GousueT(bhiLd.
T6ugl RowstT 9|&60556m& &L L Geuemr(plLd.
Teug) Rowellsd ABC Pvt. Ltd. 6T6ur 9jig S&HaLD.

333 Merge GQeunuin’L Celled Vertical Center, Horizontal Center @\ysmrenL b
Apply @Q&uwab.

Format Cells

.Numberm: Alignment Font | Border | Patterns | Protection |

Text alignment Orientation
Horizonkal: e .
él}_enter *

Yertical: Center @Q&uiw

I Center

Texk conkrol | |ty
|:| Wrap text

_‘. 1
Shrink to it |0 5| Degrees

— Merge Gl&un

Right-to-left
Texk direction:

Caonkext b .

@rsmiLmeug Rowsilgith Purchase eterr gjig &8 3165 wrdlfl Qeunuan. 3aig Rowsbd
o airen sTeveum Cellsafler 2 wrGemg L Lay.
Gousmev (ighgl el L g

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

80




1 Microsoft Excel - Invoice-1

Li—_rl File Edit WView Insert Format Tools Data  Window Help -8 X
§z.E§nria| -10 | B J U|EE=FH|E| . D A
B17 - fe
& | E | G | o [ e | ¢ | & i s T ==
A N
ABC Put. Ltd, Chennai
5
5 PURCHASE
51, Commodity  Inuvoice | Inuvoice Sales Tax WATICST
3 | M Rlarmeed 2ol SinerTIN Code o, Diate Walue Rat P aid Cuegony
4 |1 |MPPPackaging 22851666021 3530 BETE | 2M0/2010 103300 | 4 442.00 R
¢ |2 |CAPIndustries 22831474235 3530 545 N0/2010 2500000 4 100000 ]
¢ |3 SharpElectricals 22812290015 301 1536 44042010 183000 13 22900 o]
L [#  MagaHardware 22725523513 2094 1752 | BAM0/2010 216000 13 270.00 R
s |5 |NPFPackaging 22851666021 3530 2630 | BM0/2010 1095100 @ 4 438,00 ]
4 |6 | VitaCorporation 22332386450 301 10352 | 7042010 27400 0 4 B7.00 c
w |7 Quick Electricals 22457088442 301 9533 | 8M0/2010 252300 | 13 500 C

12618 Rowellsd 2 aer Cellsar Merge GQaumwitiuc () Qyseph gL Oul (HaTerg.

wrhpEiseT Qesiing Statement @eileury CameTmiLb.

gngmysmrors Excellsd Gosme Qauiuwb@umyg) mug) eugdHlsasns
Columnssi A, B, C, D
Rowsaet 1, 2, 3, 4.... 6T60T6LD

Wfsasiu’ (H Camermidlermer. prn Game QFulngng eugdwrs Column whmih

Row&@h& @ Car@hsem Carearmdlarmer. @eaurn Cararmid Gniss, On0&sS

Car(hsemer Borderser etertuil. @Qbgd Car@Emen Lavailgors GuUITL somLb.

@amars Border e sp( ellewtGLr Format Cells eteorm elewstGLmalled 2_6iT6m .

(3] Fle Edit View Insert Format  Tools Data  Window  Help Type & question for help (/2 & X
= - [ -16 -|[Blz v | E[=E|=[HEH s %=

Al i A FPURCHASE

A | B I c | D I = i |3
: PURCHASE
]Sl Commodity Inyoice Invoice
2 |No Marne of Seller Buyer TIM v 1 Date

Cut

3 |1 NPF Packaging 2285156602 d& - 2102010
kel S5 Copy
4 |2 CAPIndustries 228314742342, paste 302010
= |3 Shamp Electicals 22812300014 | TRl 411012010
— Insert...
g |4 hagaHardware 2273552351 Delete. .. 5M0/2010
2 |5 MNPF Packaging 2285156602 e Contents 8102010
[l . _ 4 Insert Comment
B 6 Vita Corporation 22392386450 — THOZ2010
et |ﬁ“ Earmat Cells... |
g 7 QAuick Electricals 22457088441 Pick From Drop-down List. .. 8M0/2010
|8 MagaHardware 2272552351 SREgkE Haloy: 910/2010
— L Hypetlink...
Lg KF Industries 2285313761‘3‘1 Look Up... 10M0/2010

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

81




Ya6edled Car@hser GuTL Gousmigw Areasm G&Fmal Q@uiwea.
3053 SpssenrL alewrGLrames Open G Goleutr(HIb.

Statement usasgdler pEele Right Click Q&g Format Cells oteiueng dlafls
Qauwed. 9(hsg Border Tabgy dlafls Gauneab.

@mi@ Outline LommLd Format Cells ? X

Inside @\revtTemL_u|Ld _

Sefs Q&U'JUJG)_]L'D .Number I Alignment | Font Border | Patterns | Protection |

@@5'5@[[] QLF;@&@LDITB& Presets Line

616060 G&HT(H&H(ETHLD it f o .

Gt miLD. . e | Ay 755
/ Eorder = o

@emag Select E E r | ||

CauigTe) Camhisar /. re sy nermn

GLoedbymLd

Print %EWV / . |
LB

FHILGS
SPILEGS

gmieurer L@Gd)

] [ Cancel ]
6U6ULILJMLD
. Car@Osar steuourm @mSs GolsmT(hid
@ @
BOSS 5”.@] sualILMLD Efumg Srurallds @k G
LB@IJIJ.@QCJ] AEGEEBSTH Gaemauwmen Linesm Gausl Gsuwa.
CBH&GCHTH OK Q&r(h&sa]Lb.

B Gausmew GleuGiumrwsg Carhisar @miug Gums srepTiul L, Statements
Print G&uluGurg) 9hss Car(hissT @lssumos Statements 2_6T6T S&6160&61T Lol (HILD
Print gy ©w. BW&EG GCar@sEpLear Print Gme aarpred @ns allsw GLrals
Gamauwmsnr GarTOs6em TGS ClFwOLHSSHMLD.

065 Qzwsme Gy Barst &L 2 6ter Tool Barsd smewriu@id Border Lines gsmer
epeuld GlFweLI(hSS6uLd.

L R | B | ) |
E‘I__] File Edit “iew Insert Format  Tools Data  Window  Help b4
EHQEP-FH .10 - | B 7 U |===F|[= ﬁ
A1 - g% -
A B [ ¢ [ b [ E [7F =
3 Border Line & H ]
i _ Draw Borders...
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Border eflewtGLmallenr epouid GCar@smerGuTLL LUinE @aieurn Gamermid

Microsoft Excel - Invoice-1

E_)l File Edit Wiew Inserk Format  Tools Data  Window  Help =
Pz - e -10 -|B 7 U |=E=E]EHE DA
G - =
| E C | [ | E | F | G | n | 1 | f—
s
ABC Pvt. Ltd, Chennai -
1
. PURCHASE
= Sr\ll Mame of Seller Euyer TIM CDE;LT“” Inl.r:dnci‘u.:e In;gtize ﬁ::ﬁj ;aa}: VA;;EST Categorny
4 |1 |MPF Packaging 22851686021 3530 BETH 202010 1,039.00 4 442,00 R
= 2 |CAP Industries 22831474235 3530 f45 0200 26,000.00 4 1,000.00 R
. 3 | Sharp Electricals 22e23a00s am 1595 02010 1.830.00 12 229.00 [
4 4 |Maga Hardware 22TZRREIE13 2094 1762 BHOAZ010 2,160.00 12 270.00 R
s |5 |MPF Packaging ZEESIGEEDZT) 3530 2630 |EMOM2ON0 095000 | 4 | 43800 ]
. E | Vita Corporation 22392386450 3 10352 | THOf2010 2,1r4.00 4 av.on C
T T | Quick Electricals 22457038442 am 3533 FM02010 252300 13 H5.00 [
0 & |Maga Hardware 22TZRREIE13 2094 1615 AM0200 2,160.00 12 270.00 R
- 3 |EP Industries 2285H3TE1E 2103 fa92 OH0R2010 | 13864000 4 | BE4E.00 R
- 10 | EF Industries 228513761 2103 B39z nonoezoin 91,336.00 4 | BR300 R
14 28781300 | Ve | 12,250.00 "
4 4 » » ] Purchase { Sales £ Service Tax 4 Tax cumn e | < | ]
Feady
(@ N

Networking - LAN

Volume - 1, Volume - 2
2 MGMET (M, FMbS SyStem Administrator 91,8 OTHMILD.

Networking - Vol.1 Networking - Vol.2

* Networking Fundamentals *\Windows 2003 Server
* Star Topology Installation

* Bus Topology * MMC

* Hy-brid Topology
* Peer to Peer
* |P Address, Subnet Mask

* Local Users & Groups
* Permissions

* Network Configuration * DHCP

* Printer configuration *DNS

* Broad Band Configuration * Doamin Controller

* HUB, Switch, RJ45, UTP cable, Crimping  * Terminal Server

*Wireless LAN/ Wireless Internet * Thin Client

* Connectivity in Windows XP * System Security Management
* Simple File Sharing in Windows XP * User Rights

4
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Renaming Sheet

@ mume Open Q&g 9|6hs Sheetsemer Gaisa o srarLmg Mlaliser.
sp6iQeur(m Sheetaud seflgaaflurs Statementsemer swrflgg meuggId
Q@&meareumid. 2 GTrewTSSING

Sheet 160 Purchase Statement

Sheet 260 Sales Statement

Sheet 36v Salary Statement
@eeurm 66T muled 9Grs Statementsemer swrflgsl m@ 6mbg Sheeted 6T
Statement 2_6Temg) stetTLg) BL&EEG G flwng). eer safled usssdlaT gjeliLmsgdls
Sheet 1, Sheet 2, Sheet 3 steor SmeverLILI(HILD. sTeoTGou Yyeieumm) GamerTmid Sheet GLwemny
BL&@ Ul ugwrer Quwifldd Rename Q&g meaugssmLb.

JIFTeugl Sheet 1 eteTueng Purchase steor Quwit omm] eneud&eumio.
2 FMasdNG 5 UsSHSaT @HUILSTS &[HSIGaTLD.

Sheet 1/ Sheet 2/ Sheet 3/ Sheet 4/ Sheet 5
Iiemeusemem Purchase/ Sales/ Salary/ Excise/ Stocks ster Gluwi ommmid Gl uiwieomL.
@\setr epeuld KBLSE CoHemeuwmsr Statements Open Q& augsSurs @\(maELD.
Open Qauwiu’ L u&sid Boldgys smemrliu(bi.

@@ Sheet 160 Purchase ellsuymiger 2 eeren. steorGeu Sheet 1: Purchase eteor
Lommm| GeuLd.

Microsoft Excel - Invoice-1

@_)l Fle Edit Miew Insert Formak  Tools Data  Window Help  Type aguestionforbelp = 2 & X
201 L -0 | B 7 U|ElE=5]8 =0 A |
D14 - &
& | E [ E [ 1] [ F [ G [ H | 1
; PURCHASE
sl Commoddity Invoice Irvoice Sales Tax | WAT

| el Enn Cole M. Dite value  Rate P

3 1 MPP Packaging 22851566021 3530 5675 2M02010 11,039.00 4 44

4 2 CAP Industd ] 3530 245 3M0i2010 25,000 .00 4 1,0C
=l Insert...

5 3 |Sharp Elect 13 3 1595 41 002010 1,830.00 13 2z
L EE Delete

& 4 Maga Hardy p10 2094 1752 SM 02010 216000 13 r
Ll Renarne

7 5 |MPP Packag 37 3530 2530 EM 02010 10,951 .00 4 4z
i Move or Copy...

a B |Wita Corpar k50 3 10552 FH0i200 217400 4 £
=i Select Al Sheets

g ¥ Guick Elect EE— T 3 9333 SM 02010 2.523.00 13 H
— Tab Calar...

10 & |Maga Hard — 13 2094 1615 902010 260,00 13 r @
sirsovm Q;-J Wigw Code ]
4 4 » HSheel— o 7 |< >
Ready CAPS

Bold o4& 2 aiter Sheetl Lig) werejma smeuggl Right Click Qaunwe.
2 | Geor Sheet Qs Gaumwiu’ (b el@Guw. wereygre dlafls Gauig Purchase srer
g 58 6TEWIL6MT IWSSHaD. 2 L Gar Sheet 1 steriug PURCHASE ereor omflel(pib.
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E3 Microsoft Excel - Invoice-1

E_J File Edit  Miew Insert  Formak  Tools  Data  Window  Help -0 X
i3 - il -0 o B rulEEsE B0 A H
014 - &~
a | E [ C [ 1] | E [ F [ G [ 1
: PURCHASE =
|| emeorsae | s | Comnodly | imeke | e | Sdes |
a 1 MPP Packaging 22851566021 3530 SETS 210520110 11,039.00
4 2 CAP Industries . 22831474235 3530 245 .3.I‘1 02010 . 25,000.00
5 3 Sharp Electricals 22812390015 301 1595 41052010 1,530.00
& 4 Maga Hardware 22522715210 2094 1752 SM0/2010 2160.00
7 5 MPP Packaging 22051526037 3530 2530 E10/2010 10,951 .00
2 G Wita Corporation 22392386430 301 10352 |7H02010 217400
q |7 |Gwick Electricals . 22457085442 301 9333 .B.I‘1 02010 . 252300
o |8 [Meos Hardwars 22725523313 2094 1615 911072010 218000
M4 b M @ Sheetl 2 £ Sheet3 / | < . Bl
Ready \’

X
Purchase et Rename Q&g Nm@ @eeurm Camermi. @miE Purchase L&l
Smbgl @@lused Purchase siatug) Boldgys 2 siarg.

Sales Statement
L1 Microsoft Excel - Invoice-1

_Li] Eile Edit View Insert Format  Tools Daka  Window  Help
§z.E§nria| B0 BiEs Ig|§§@|
17 v b4
a E c [ o [ ¢ ] F [ G | n] 1 | o | —
= Ll
ABC Pwvt. Ltd, Chennai
1
3 SALES
Sl Commaodity | Invoice | Invoice Sales Tan |VATICST
s | N Mame of Seller Buyer TIM Code Mo, Date Yalue Fiat Faid (Cateqony
4 |1 |Fine Agrasystems 22631674033 1093 378 11042010 7053200 | 4 | 282368 F
¢ |2 |RECFoundation 22252381061) 1093 330 21042010 14565060 | 4 | 53602 F
o |2 | TR AgroBiotech 22031252273 1092 384 31012010 937550 | 4 | 37502 F
1 |4 |GoodPulverising z262zTisz0l 1093 385 5H0/2010 | 3265785 | 4 | 130631 F
+ |5 |PRF 22051526037 1092 87 5H0/2010 | 2426600 | 4 | 97064 F
. |6 |PRF 22051526037 1083 390 70200 | 4853200 | 4 | 194128 F
o |7 |Sree Pesticides 22432108760 1093 391 70RO | 1544888 | 4 | 61165.96 F
4 |8 |Core Pesticides 22623723244 1093 392 S0/2010 658208 | 4 | 62328 F
o |3 |Core Pesticides 22523723244 1093 393 10410/2010 198540 | 4 7342 F
1 |10 |58 Grow Products 22390086231 1093 394 w0H0fz00 | 7250009 | 4 | 230001 F
5 44429050 |40 |7277162
w
W « » o’ Purchase(, Sales J)Service Tax { Tax cume| < | >

@ri@ Sales elaumisear 2 afer Sheet2 Sales eteor LmmMiUL BeTergl. 9CHEUT6
wmm SheetsEmd Rename GEIWILL (HATETENS SITEUOTEUMLD.
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Sheetesr Back groundg wrmfl 9|emLog g6

salGleur@ Sheetid mwg el@luluy Backgroundsy giemwsgemd. BT dh5S
Sipdlu Gum GLrssmemud Backgroundgys @amemi(® sureumLd.

' Microsoft Excel - Book1

Eﬂ Fil=  Edit  Miew Insert | Format | Tools  Data  Window  Help
: AP Cels... Chrl+1
R TE : Arial Row .
Al 3 i Colurmn 3
1 | [
Rename | Sheet »
1
5 Hide fukaFarmat..,
3_ LInhide. .. Conditional Farmakting. ..
g k Background. .. Skyle. .. -
s Tab Color...
7
a
a 2 1 M
4 4 » M|{cheet? /cheet3 ) Sheetd /|« _ »
Ready
Format - Sheet - Backgroundsy Slaflé @suiweib.
3hSg Gur_GLr&s6r 2 6Ter Foldersy Open G&uiwa|Lb.
Sheet Background
Laok in: iu__=‘| Sampie Pictures \_ri @@ K Ca B roTooks-
My Recent
7
Deskiop Blue hills Sunset
My Documents
My Computer Winker
__,;! File: niamne: | B | ',
My MNetwork = = —
Places Files of type: |P.II Pictures w | Cancel

@@ Sample Picture stesim Folder Open G&ulwiul Qerergl. @kg Foldersd 2_ater
(5 LLSma Background gu8 Gameui(® eurll GLUTSHGmmd. @Ik 68maus) e UL Sms
Qesl Gsigl Inserts Slaflé G GousmT(HILD.

sTerGeu Gaemaumen s LLGemg Select Qg Insertsy Slaflé Qe

2 L Ger 9sU UL b Background o8& Ggmermiid.
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Microsoft Excel - Book1

3_1 File Edit Miew Insert Format Tools Data  Window

izvﬁi.ﬁ.rial = 10 v|BIE|§§§|§1§IETﬁ
Al - 3

Ready

@miE Select Gaunuin’ L uLb Backgroundgys @\(HLILIMS STewTeumLD.

@sieury) e iGleur(n Sheetipaitd HLogy) ell@pluliLy Backgroundsemst GamemT(H suyeomid.
Erd Galpmaile sr@&sOIU L gjpdhn G’ GLr&asmemud syl Lifled gamag) em
Foldersd Save Glguig magg Jamemm @aieurm Backgroundgys LwerLbhiSgeumin.

QabwniGle Carumedmeaievenflsr

Learn In a Week &G surpgdled smaseom

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

2 RigemeT 2 Misemg afl g @mEsLLCw sSemigliurs em Cardd Qumm
Computer Engineer Q& 6TmI&6g) Lggemigar+V/CD/DVD eypeld rmm (lgulld

* @5 eueny sl Loy QErrgeuTser @efl sl Lfl Gasmen GlEuiwusomLb.
* 8augl LS el s @lenggrdlset Lomi euie] QuDpITEaT T
J|EDETRIBLD LlSRD SHeLLomE SHMaeuTLD.

QLG euTL, SjeliueL S0l S@Gdlser CHemeuGL @samev.

SiTaupLd serarinilEmsewid wi HiGw Curgiorers).

e &g ellgLomer sl L ismerud Frafeod Gguiweid.

sT6eU elgLomenT S L TSemarud gjenbllst Geunsom.

L I S o

R0 INnss5Hn soluyl L fo Qauwgs. i gmarsg Cameusameru

G&sunweomLd.

* gmidlusdle gdls Corss @amautu samr smEtan GosmTLm. amiglseT,
JWRsE ST, Browsing Center gy &lwaummled o aterg Gumen 9|Gers
sl TeEemer @leneunrsg) e LAN GIbL eiTéens; Llsaih seuLioms gienLosseomi.

* o2 mis6T GOLUuSdlaeaTer gemerelEL  SHMHSEULD.

* @5 sma6w gl FleGom Hlaib.
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Sort G&ulge - Sort Glosy

Sort 6T60TMIT6V 6T60T 60T ?

Sorting eTemmed uflemawrs gQ&EGSH60 aaTn GUTLET. @ama @TemI(h aEmSILTS
@ &uIwevmLd.

1) Ascending Order
2) Decending Order
Ascending Order: eemisemms @miame 1, 2, 3, 4 aer auflwawrs 9|H&EGS60.
sTWSGIs&EMTs (Albhabet) @@mhaTe A, B, C, D star 9|(hl&GS60.
Decending Order- smasyprs I|H&@S60:
sTeuuT &6 @(MHESTed GQuiflw erememiled @G Fbw sTemT auemy 9i(hEH60.
10, 9, 8, 7, 6 e1601 |(N&(SS6V.
TWSSIHSMTS QMHSTH Z, Y, X 6167 |H&HSS60.

@UGuTWE @EIG KT Statementsd 2_ater GuwiTsemer Assending Ordersb Gamarmés
GEuWIGeaumLD.

@hs Gswme Gsuw @5 Sort G 2 SejHns.
@& Format Guegieler &L 2 ererg.

Microsoft Excel - Book1

P:‘I_] File Edit Yiew Insert Format  Tools | Data | Window Help = &
: : "’j Sort...
iz - @ and X Filter y
Ad i B Hajl Subkotals. .,
A | B | o
1 Marme Tamil tligtetion
2 |Raju a0 Text ko Columns. .,
i \Kr’?grsglsah ;g izl PivotTable and PivotChart Report, .,
5 |Balaji Ei Import External Caka *
B |“imala 72 List »
L AML ]
sl =
g Refresh Data
M4 4 » w\Sheetl sheetz /st ¥
Ready Sum=3372

Wl Guwirgar 2 sfer Columng Select @&uIg QmeTaTaLD.
3IO&3 Formatsh 2 eter Sortey Slefls GQauiwe|.
2 | Ger 9(D&s uSHFHFle 2 ater elewrCLm CHmenTmLd.
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Sort E| @

Sork by
() Descending
Then by
| w| (&) hscending
= () Descending
Then by

w | (2 Ascending
() Descending

My data range has
{(*) Header row ) Mo header row

Qptions, ., [ QK ][ Cancel ]

@@ Name ereruemauitd Ascending steTueng Select Qg OKey Slaflé Qauwe.
o2 LGer Name eteim Quuwifled o2 aier Columned &mewmrliu@®u  Quuwi &er
Ascending Ordersb omledl(blLd.

Microsoft Excel - Book1

=1E3

Edit  Wiew Insert  Farmak  Tools  Daka  Window  Help -8 X

izvﬁi.ﬁ.rial -0 - B J U SE=E=|H- DA~ E
A2 - e Balaji

A i i i i i e
1 MNarme Tammil Enaglish Maths | Physics Cheristry Total
2 |Balaji 61 o2 B4 57 b5 299
3 |Kamala Fi=] o2 o4 B0 ] 358
4 |Raju ao 7h an a2 B3 a0
5 |¥ignesh 55 &ta) 52 70 a7 302
B [Wimala 72 75 75 B1 53 336
R
a

M 4 » o\ Sheetl  Sheet2 / Sheet / Sheetd / | <

Ready

SUmM=3372

@i Quuirsst Ascending Ordersy rmlullpliLms STemTeumLd.
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Statements

Microsoft Excel @@ Jaaassdla Crsalswrar Statementsmer swmiles
uweruhElmg) sTeruemg BTD MlGeurt.

@UGLITYE) SipseemiL epearn allgomer Statementsemer ersiteumm SwrfliiLg) ereTUmS
umraGuiTLh.

1) Salary Statement

2) Sales Statement

3) Income Tax Calculation Statement
1) Salary Statement:
5 emmfluirser 2 sier e Gamlherameuulled swrflssiu@ e Salary Statement
Qar@&siul eterg. L& Geumwtiu Couemngw elourmiger

1) SI. No.

2) Name

3) Basic Salary

4) Loan
GGev snmliL L eneusemer WL HILD LiTs5d Galigmed Curgiomsrs.
&6y Qar@ssiulL ellaurmsst Loan sellr wpneme srearmeGel L,iTs gl
Qaunutiu’ el (Hib.

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 - @ms LT5d Geum Geusmr(HLb.

11) Net Amount = Gross Salary - Deductions
Cellssfled LiTdd] Gewiu’ erer Formuladser efleur

SH6m6VLIL Cell Address Formula

DA D10 =C1-x30%

HRA E10 =C10x20%

PF F10 = (C10+D10) x 10%

Total G10 =C10+ D10+ E10 + F10
ESI H10 = (C10 + D10) x 5%

Net J10 =G10 - (H10 +110)
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D10 Cellsb 2_ater Formulasmeu D11 to D14 susmy Copy Gleuwed. @6s Proceduresy
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E3 Microsoft Excel - Sample Income Tax Statement.xls

@_] File Edit Wiew Insert Farmak Tools Data  Window Help  Typs a guestion For help el

R - WP AT W e N TN A A - | @ 3 -5 5|6l &
: arial A 10wk Rl === LAt st e
153 - A
A E | ¢ | © | E | F | 5 | H

T Mr. RAJU

2 Income Tax Calculation for the Financal Year of 2010-2011

3

4 Bank Intrest TAX

5

&) Bank Armount

7

a SEl 78,000

= BOE 56,000

10 KW E 39 000 =C8+C9+C10+C11
11 CUB 90,000 /

E

13

14 Rent of House Property

15

16 House 1 15 000&pm 180,000

17 House 2 20 D00&E pm 240,000 =C16+C17

18 420,000

19

20 Commission Recd. AR0000

21

Rermunaration from

22 partnership Firm 830000

23

24 Intrest from firm 220000 =C22+C24

25 1050000

26

27 Total Income =D12+D18+D20+D25
28

2 Invastmants lindar 80040

30

31 PFF | 70,000

32 LIC Premium 90,000

33

34 160,000 [ [ [ !

35 Less Allowed ' 100000 =E27-E35

35_ /

37 | Taxahle Income

38

39 |Less Slab Tax | | | Bo0o00o 94,000 =E41*30%
40

41 30% Tax @ .396,900
42 | | | | | | =F39+F41
43 Total Tax Payahble 490,900

44

45 Less Advance Tax =E37-E39
AR

47 September 100000 _ _ - _=C47+C48+C49
48 December 100000

49 March 200000 400000
S0 | | | | | | - =F43+F49
a1 Met Tax Payable 90,900

4 4 » W]\ Sheetl / shestz {shests / =

Excelsd Income Tax Statementer G&TmmLb.
@miE saulLlliul Gaier Cellsafld Formulaser uwes L@ sLiuL B 6er.
Formulaeflesr ellsurpd 9|m&lGoGw Qar@&siuL HiaTears.
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Mr. RAJU

Income Tax Calculation for the Financal Year of 2010-2011

B ank Intrest
Bank Amount
SBI 78,000
BOB 86,000
KB 39,000
CLB 80,000

293,000
Rent of House Property
House 1 15 000@&pm 180,000
House 2 20000@pm 240,000

420,000
Commission Recd. 450000
Remunaration from
partnership Firm g30000
Intre st frarm firm 220000

1050000
Total Income
Investments Under 80G
FPF 70,000
LIC Premium 80,000

160,000

Less Allowed
Taxahle Income
Less Slab Tax
J0% Tax
Tatal Tax Payable
Less Advance Tax
September 100000
December 100000
March 200000

Net Tax Payable

2,223,000

100000
2,123,000
800000

1,323 000

TAX

94,000
396,900

490,900

400000

90,900

Papered Printout ei(h&és Uim@ Qeieurm Cxmesrmitd

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

96




MS Officesh 2_siter 9Cras Softwaresfls @ginib eernl. @Qeng saflwurs Install Gleuws
Gaemeu @lebemen. MS Officegy Install Q&uubGuTg) srerrsGa Install gy Elal@GLD.

@8 e@m gmyswrar Blse uweeier Software. Fleflor HEwL Lifled mmw
alleTLTBISER&ESTsS 96Hs Slidesmer LTTESGMTD. 96s wrdlfiumer Slidesmer
swurflsg sbiuLfs prb urisg Wewpeomb. @ms swrfliug s e e
Qemg QFwaLE GGG Hsab SeuLi.

Erh Q&mee ellEuLL SmSgssEmer Qs Slide epod alaufldsamd. oGy amueled
3ICra Slidesmer gwrflé&serd. auflmswrs gaiGeumarammub LTT&ESMTD. @Ik
Slideseflsd SipsaamiL QFwssmer GaiwiemLd.

1) Geumid Textsemen L (HLd SmeverlildsemLb.

2) TextasGemrr(h en@iu UL BismeTuh CaT&g el
3) Gur_CLrésemer SmeuorilsaeuL.

4) Caemeuliu(pd @I misefled 2 emIwmLsisemer GaTdaeumLd.

5) #1561 @sbeumLosd Qeumid Slidesemem LM Med &6l ai(HLD. jms SelliTes
Qeflevwrer sligrismer Slidesefles Camdaami.

6) Slideseafl®d Camearmid oMl SmEseT Lo Imaa|sEhL e Ggmerms
G&ueom. @lemg Animation eTeuTLIT.

FTeIG TWSGSsaT Ilps@sTamiGL aumw. HAflg Crrd Blerm)
sreilsgel O Smou Lrarad gl &@sTarGL Gum@L. Slymmigerfls
Slmalyrssailed el Guyd QuTissT @Gdlenr, Srem Ln Gums.

7) e Slide Gamearmid GuUTLYgILD wemmuwtd QuTLpsih Fle wrHmEismeT GlEwiL.
2 FTramSSnE CaTarmid GUTLYS L6 STeTseT ey Cahbg) sreumrils@L.
g Crrd slsg Slmbu v GneTsearTs wenmuwL.

Gued @mig Siprs umil elfleugy Gume aubg o 9CxCUT LTEmW
gL Beug Gumre wemmwjd. @5 rdlfl 9Cns alagrisar 2 ararer. @aimammn
Transition Effects eteoruir.

@i 9 Crasallgurar ygmusmer YGdhsann. 96rs Bl Eser
Senlsss & lgw gereled g dlawmer ceramilsmasullsy Slidesmer gwmfldseuid.

g &fl e, Cr gwrs YyhHsEds GaraiCL GCurardissn, @gear 2 LGWTESLD
6TEUTEUT ? 9I6mG (pSedled QFTeIIBISHET.

CamuliuLrdirser. 2 1 Ger QamsiayslCmen.
Qg6 (sl LweTUT(.

1) UMLBISEM6T LOTEUOT6UITS(ETHE (S L SSE0LD.

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

97



2) pmb smblyrelsd e(higs Cur GLrésmer Slidegys swrflégsemi.

3) ellhusmers&Ens 2 aiem s QuIT@emers: umMl elleufl&aeumid.

4) Seminarsem BLSGID CuTg) 98| Fbubgorer allersamigmen Lflwbuiguirs
alleurflé &eumib.

5) Doctors, Auditors GumeTmeuiT&sT GmiGEeTg) elerdamigEmen Ll eneudaeumL.

6) Productsemer Market QauwGurws 98 sbubgorer alleurmigmen
Qa&m(h&s6eomLb.

7) Quilu MNC sweueflsaflar g mrGCsTmIL Bl @unid Share holder
Meetinged sweuefl swunbgworear yeiefl elleurmisamer yflwbupuwirs
adleuflsseumin.

@iy et CHmasGs 5EHhsUe 6ks Slidesar LIS @ LM
swriliusne Power Point Presentation steotm Quuwit. @GUTp&) e Power Point
Presentationsy eteleumrm) Swrfliiug) ereirUemg UmTlGUTLD.

Waedlsd Power Pointsy Open Qauiweyb.

@ Adobe 3

[ C-Media 30 Audia v

Games

[ |@ Microsaft Cffice Tools

Internet
Mozila Firefox Morton Ghost 2003 4
™ E-mail
d COutlook Express
“5 Paint

|Tm Microsoft Office Y

L 2003

g Adobe PageMaker 7,
@ Windows Media Plays

m Adobe Dreamweaver)

@ Matepad
v M

all Programs B

@ Microsoft Office Excel 2003

Skartup | BEF Microsoft Office PowerPaint 2003

[#] microsoft OFfice Word 2003

Adobe Bridge £33

Adobe Device Central C53
Adobe Dreamweaver C53
a Adobe ExtendScript Toolkit 2

Adobe Extension Manager C53

' Adobe ImageReady 7.0
Adaobe Photashop 7.0
Adobe Reader 9

Internet Explorer

o PRemote Assistance
@ Windows Media Player

ﬂ Windows Messenger

ffa Windows Movie Maker

[@ Mogzilla Firefox »

[F@ Mero 7 Uktra Edition C
- l'@ Google Chrame r

l@ Real 4

= ¥
st [@ Panasanic -

All Programs — Microsoft Office = Microsoft Office Power Point 2003

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

98



Us6T (ps6lsd @Ihs elwrGLmr GHmeTmiLd.

Microsoft PowerPoint - [Presentation]
’@j Fle Edt ‘iew Insert Format  Tools  SidesShow  Window  Help x

1] E_;_.ﬁ.rial - 18 -| B I = | A | i= i= | ¢ Design (-] New Slide E

mﬁiorﬂce Online

*  Conneck to Microsoft Office
Cnline

*  Gek the lakest news about using
PowerPoink

F'ﬁ:'-.-'-.-'el:u Page on Microsoft Office Cnl

Click to add notes EAr
i . '

Draw'J_||nutDShapes' In oy LTl Y (AT ﬁ‘_, =1 E|<E} i - IIal«-= == ﬁ !

Slide 1 af 1 Default Design Engllsh (1.5

B Microsoft PowerPoint - [Presentationl]

@ File  Edit '-.JLEW Insert | Format | Tools Slide Show  Window  Help X

—
I

E-E.l | Design —| Mew Slide !

LJ! Arial - | A Font...

Bullets and Mumbering. .,

1] tarted v X

= | 5lide Design...

Slide Layout, ..

J’ﬁ}n

L‘.hOfﬁue Online

Connect b Microsaft Office
Cnline

* get the lakest news about using
PowerPoink

¢ Aukomatically update this lisk
From the web

‘Click to add notes

'- [More,,
[EHET | |
G Draw v |l || Actoshapes N W [ O A ol 22 (8] (& | D - - _ﬁ, T
Slide 1 af 1 Default Design English (L1.5.3

@i Format Guaiaiaeter Slide Gogiais Haflé Gsuwa.

2 | Gor 9(hd3 usasFle Camermid. elewrCLraller auvg usasdled Slide Layout
GamearmiLd.

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

99




B2 Microsoft PowerPoint - [Presentation1] E||E||E|

E_.’] Eiie Edit  Yiew Insert Format  Tools  Slide Show  Window  Help =
21 Ei..ﬁ.rial z 18 "_| B 7| — - | A| = =| #Desion _|NewSlide H
¢ Slide Layout v X
Apply slide layout:
Texk Layouts b
T — —
[
Content Layouts bl
‘C“Ek to add notes Shows when inserting new slides
He T
Ejgaw*m| .ﬁ.u_gtDShapes* ot < N 450 iiél_?ﬂd?.:: |§| fﬁ (i = A = E_H
I Slide 1 of 1 Default Design English {LJ.5.)

@miE yss Layout Select Qauinuiu’ Hetergl. 9sn@& T Slide Semrullsd o 6Ters.
& Slide eTeleurm @(m&s CouerTEID eTaTuemg GaflallliugisTeaT @ng Slide Layout
2 gransSnG Fe Slidesaflear Layoutsst &6y Qar@sasiul (heTersr.

Click to add title

Place Holder

@G e s L Gar@ssiu Gerag. @mg Place Holder steiuir. @hg oL L gl
somalys Qauidlw wl (G IjesEemL.
Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.

100




-+ Click to add text

. @riE @rewi® Place Holderssir 2 atameur.
. Gulwm 2 afeTg SmelussTaTg. &L
- oater Quilu sU LSS &6 sSmer
- Gafelésemi.

‘e Click to add text '+ Clickto add text

@mig eyerm Place Hodersser 2 eemeur. semeoliy gelly @rewi(h Place Holderseir
SV EHSESTE OlST(H&SLILL (H6IT6T6ur.

GLoG@ev
ST LU (heTeTemeudset Text
Layout sterr 9|emLp&sLLI(bILD.

= i (=) Ijeundlsd Qeumitd
il 2 : s e
= - TLNSGISH ST Lo (bILD
SITE0TLI S &60MLD.

Click icon to add content
@rhg Layoutey Content
Layout 6T60T 9|6mLp&E60ITLD.
@3 Slidesd TextsGarm(H
ULmISmeTwd CaiT5g
Corarmé GlEFuiwemLd.

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

101




®@ Layouty dleflé Qauiggn damrulled @eieury Camermin. @l @ireur®

SLLBIGOT 2 _6T6T60T.

B2 Microsoft PowerPoint - [Presentation1] |._||E|[z|
Eﬂ_f] Eiie Edit  Wiew Insert Format  Tools  Slide Show  Window  Help =

1B Egma| + 18 »| B | = i | A" | Z= = | @ Design ) New Slide E

: slide Layout ¥ x
1| ] @ ®| A
Apply slide layout:
Text Layouts i
I
I
-———
BERERERE R ] | Eevms 1

Show when inserting new slides

[Blgs &
E:'Law*mL.ﬁ.gtDShapes* N w0 B 4 £t (8] ,ﬂ|{a}tv£vé,§ e q

I Slide 1 of 1 Default Design English (11,53 B

‘Click to add notes

@ns s Lmismer Place Holder eTeruir.

B2 Microsoft PowerPoint - [Presentation1] |._||E|[Z|
ﬂ_.’] Eiie Edit  Yiew Insert Format  Tools  Slide Show  Window  Help x

| Eiﬁrial - 4 - | B |i= i= | A’ | iE I= | GDesign (5 New Slide E

IR

: slide Layout s

1] ®|®| A
Apply slide layout:
] L
| =
I =
rankank | awvnnkce P

slLgdler pHelled eeg sLLSHNG eJaTeugl @ QLSdle Hafls Cauigme
HIT6T (@ LmIpLd 2_aTer sLLGlet Border gissowns Garermi. mHelsd Cursor Blink
DHSLD-

Qs sLLS5SH0 susSHsEsmar Ip&ssnrd. sLLGmS andlan 8 eteaflser
@ Fm e’ L augeilsd SmevoriL(pLD.

IB5 Yereflser g wejed LTl ey madgme @ Car® Qmsme L eur
GamermiLd

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

102




ussarl B yateflsefleo
Guedusaid, SPlussid 2 aTer LeTetlaeaflsd I
msiTE Corner yeateflasaflsy amiaumer @l

@eieury gLGMN CamaTHLgID eme I)WSSILITN) HETSHE S L SH6m & (hHES60TLD,
allifl&&eomib.

Camliger g Mouse Points emeudgimed e Brem@LUm ooy @Gl Gameurmi.
oi5aT UnG wams 9|Wwsdl Baisdlarmn &G KamL. Q}

EBret @ Unww sLLww Gararflw Um@ Del Key gwsdlarmed 9hss sULLD
Sflssiu’ @ el@w. gsreug Place Holder giflésiuc Gel@lLb.

@ Layoutsy Qaasl Q&g 2 Lear dlomuied 9ks Layout Camarmid. GCsm@H
L ublerl @I gILse eridle @ Fhw sl Cararmi.

@Gs Gumed eeiiGleu(m, Layoutsy GaiTs@neurs) 9bh\&s Ibh\SS S Lmsear Gamarmi.
ELg usasdlan 2 ater gENEGNW SLLLD Select QeuwtiLl’ G @maELo.

IS S LEIS6Te Layoutsh 2 aTer elsumisenL srerliLbLD. @\germe 61k Layoutsd
Open Qi (HeTerg) eTeTUemg nlieomLd.

s IV

@ File Edit Wiew Insert Format Tools  Slide Show  ‘Window  Help b
i 3 E : avial - 18 - |= = | A | = = | = Design | =] Mew Side I
IR
- :slide Layout rm—
1 i { s i ] i
__ : Click to add title :
2 - Clhektoaddes :
E i —— A
\_/ ' :
N
"
------------------------------------------------ = e it [enatie
! R e | e
_;_ e S
2 “
[ Content | avmiks
Click to add notes [#] show when inserting new slides
Ml = |

@ Slidem Delete Qe ell@pollemmsd @G Lmid 2 eTer HSHEGSTw Slw
sl Lgms Gaansl Qg Del Key gjusdlarmsd 9ng Slide giflssiul Giel@GLb.

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

103




Slide Layout ellewtGLm

oo Crrmisefled Qg elewiGLr Camarmmos @mssamD. @mg Cararmd Qe
Format Guayelsyeter Slide Layoutsy &lafls Qe Geusmr(pld.

2 | Geor @5 Slide Layout ellewrGLm GCameurmdlel(hid.
Foramat — Slide Layout

Qg aueg LsSSHH 2 arargl. @\geaT &l 27 suamsrsr Slide TemplateseT HTsT (S
semeliseflerr &ip 2 eemer. @ems Template stetuir. @aummled CameTaTeneSmaT
Qs Gaug Slidesmer 2 (HeuT&a&eTL.

@is Templatesds Cameuwmer aleurmismer LiTgd Qeuigmed GUTgLomerg). HTD
aeLns Slideset swrflss @hs Templatessr Qar@i&sIUL (HisTaTer. IjipliLemLullsd
GTaT (@ elaons Layoutser 2 aferer.

ealQeur Layoutsatler &ip 9/Grs Templates:st 2 atersr. gjmeusaflar allammiset
et euHLOMM):

Layout @i oidlsd 2_sirer Templete eTeutismtléemagai
1) Text Layout 4 Templates
2) Content Layout 7 Templates
3) Text and Content Layout 7 Templates
4) Other Layouts 9 Templates

eelQeur, Layoutsd 2 efer Templatesaflerr elleurid (6wt eugnomm:
1) Text Layouts:

@dle SipsaeniL 4 Templatesar 2 aTerer.

1) Title Slide

2) Title only

3) Title and Text

4) Title and 2 Column Text

@l Qaumitd textasemer LWL HILD WSS C&uemd. iSmrag) asgissamear L (HIb
&evorLilé euL.

2) Content Layout:
@dle SipsaemiL 7 Templatesar 2 aTerer.
1) Blank
2) Content

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

104




3) Title & Content

4) Title & 2 Content

5) Title, Content & 2 Content

6) Title, 2 Content & Content

7) Title & 4 Content
@l semeliy, LLmis6T, Sound ShumeaugemeTd G&iT&seumLd.
3) Text and Content Layout

@&l dipseemi 7 Templatess 2 eiTerer.

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
@l gdlswmer geralsd sgisseT, ULmSaT, Soundser GamégeamL.
4) Other Layouts

@dle SipsaeniL 9 Templatesar 2 aTerer.

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
@dlsd semevliyse, Diagramaseir, Graphs, Chart Gurermeumemm GCairéaeumi.

GG NI HeTer giemerdgl LayoutsEmnid BLd@ eeaflgne Gaemeauwimeor
Slideseer gwrfliugnE G&THSsIUL (DaTeTeor.

BT oemeldHmersgmer LweTUu(hSs CouenT(hid ererTélm s Lmuid SlemLwimg).

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

105



sTaTeug) 6 Text Slidem Gaasl Gauig) g el@mluliuy Caemeauwmeor
wrpmEisemeT Q&g Swrflé&emi.

o GTIeESSNG e Slidesd dpssauimausmen Sreniilss Colm(HLD 6Ter
SHSSIMTT &6

1) gemeuliy 2) Qauidlaet 3) uLmiser 4) Soundser
@am@ Text and Content Layouted sevtsmm Select Q& Caemea @lsoemev. (Lpaedlsd
2 ater Text and Content Layoutsd e7&meugi eetremm Select Q&g oi$lCGaGuws
eTeoeumaIlGLomeT 9 mIGmeTU|D C&iTeaeiLD.
sllewrGLmelent sueg) LSS Apply Slide Layout ereir gemeuliles &ip @kg 27
Templatessit auflengwrs 2 earerer. Scroll Barsm pait&d) Cameanurssr Templatesy
Slofls Qaigme 2 L Ger gan@fu e Slide Layout Slemrullsh Camenrmi.

I Slide Layout b T 4

Apply slide layout:

— Text Layouts
e Title and 2-Caolurmn Textl
H & = B&|E2S BE[laE
LU by < L [0 | 15 |
= | Content Layouts
Bl ES| | & ES
ey EIEE

=1

B

:m ﬁ‘ﬁog

[l

Text adn Content
Layouts

He Ml
[: m

Other Layouts

o s A I !
\@3\% E===] Ef:?; H(Hn / v

@sa Slide Layout eflewGL.

Other Layouts

@ImiE Crsgn 27 susmswrsr TemplatessT 2_eTereor.

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

106



New Slide Qg - Ctrl + M

@gi Insert QueyeleT &ip 2 aTarg.
Insert > New Slide

& Microsoft PowerPoint - [Presentation1] r. “fl:l ||3< |
@J Eile Edit  Miew | Insert | Format Tools Sli'gle Show  window  Help *
2] E : Arial Mew Slide  ChrH+M | i= = | = Design - Mew Slide E
. :\ET @ Slide Murmber
.ﬁ‘.. | Date and Time... [T : A
E : — :Slidelayo¥ x
1 @ Pickure [ 38
| T f o ' - Apply slide
| Tewxt Box layout:
Movies and Sounds — » B =
: — =
| Chart... e : 4 ——
e % v
Table... =5
e Dbject e |_I * :
Z LInject. .. -
: Dpaw Aukoshaps o™ ol | by @y - =
M B T B Hyperlink..  Ctlel dd vra-a -

e Slideg swrflsg) Yyss UnG JIOSS Slideg surflés @bs G 2 sadng.
Qg dafls Qaug TInG 0GS558 @@ Ugl Slide Cararmid. 9is Slidesd Gosmev
Qalweorid. gyeveug Slide Layoutsd GCamanrarsms Geas. Qangid yhw Slidesm
2 (IH6UTSSEVITLD.

Ctrl + Msy Press Qauigih ydlw Slidesy 2 @eurdseumid.

Microsoft PowerPoint - [Presentation1]

@3 File Edit Wiew Insert Format Tools  Slide Show  Window  Help =
: 20% : !E.ﬁ.rial .18 -|B I U|=E]l==|A- !
12 8 4 0 4 8 12

1

Apply slide layout:

) -
[ ]

-+ = Click o kil et Text Layouts *
=
N

= P=—-1
o w

-

Y
oo b

w

w

Click to add notes [+#] shows when inserting

e =
ioraw s [lg [ Awoshapes s N\ N 1O Al 51 (818> - - A-=@f
2 | Geor Cameormid 9i(H&s ydlw Slide Layout

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

107




@65 GFwemen Coumelgursan GlEuiwerL.

B2 Microsoft PowerPoint - [Presentation1] E@E|

E'-'i] File  Edit  Wiew Insert  Format  Tools  Slide Show  Window  Help x

E_]Ei.ﬁ.rial - 18 ~| B | = = | A" | i£ i= | = Design =) Mew Slide E
L

: Slide Layout AT

=

Apply slide layout:

Clickto add tit | —] [=]=]

| Content Layouts

v.
P R " |
| Click to add subtitls Y
£ el A
v |
Click to add notes ;
Apply to Selected Slides
ez = e |
Draw = | F'.QtEIShEIDES . ,\. i I:l D L] ..d {,:: Lgl Reapply Layouk E
- : . @rt Mew Slide >
Slide 1 af 1 Default Design

Slide Layouted Ggemeuwmer Slideg Oeasl Gsulwen. Qs GQauwiul L
Templatestr auvg) L&sSH0 Cararmid gysEGHow Sefls QauigTed Camermid
sllewTGLmalled Insert New Slide staitLeng laflé GQauiwea|.

2 | Geor e Ul Slide GameoTmiLd.

T g|erumer GeuswiT(HIGSTaT

@Qrs Usssw Ueluai&Ehs @ Uflywupurseaw, Ues Sms
QewuOsHs5s snipusTsad @IHsSs Geauswr (DI 6T60T M 6767 600T S &L 607
Blsad sigerorer 2 aplilarme Swmifldsiul (e erg.

sTarGey @eng Ligliveuiser Swe|QFuig Xerox dO&s I @ILDs s
CouemiLmd eTeor 2 miGemen e 6T Geuennilpy CaLl (s Q& mer &t Gmeut .

@UugsE smasar CurTsrame eTeTmid ell@HLLLW

o Aiflwir
Semmangudi Gopalakrishnan. V alias GK

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

108




Slide Show Guwey - F5

@1 View Gueyeler &ip 2 aTerg.
View — Slide Show

s swunflgg Slide dlequiled stelieury GCamermid sreTumg flw @Qis GLog
2 s &Imgl. @55 Quayume Slafllé Qeuisaar yy Slorule slide Qgifluj.
@6y Gsweme F5 mw Press Gsuigin Lmiégemi.

Slide Show igis Wm@ Sl@mou Power Pointh@ eumausn@ Escape Smw 9)wss
Geouemevemit GISHTLTeVITLD.

@ Slide umTgs NG IOES Slidem urTés Down Arrow &eow Press GauweL.
Yhemsw Slidesm umiés Up Arrow seow Press GQ&liwaL.

seLdl Slides unisg nG Spssemi Qg CamaTmib.
“End of Slide Show, Click to Exit”
Mouses dlafls Qaiggih Wsmrhid Power Point eukgiell(ib. Escape semwwd Hliyed
@& uiwieumLd.
Preparation of Slide:

@riE @remi® Place Holdersear 2 sierer. Gsd Place Holdersd gemeliLid,
&Gl 2 afem Place Holdersd gseaisvs@hn Gasmbhi&siuL (herTereor.

B2 Microsoft PowerPoint - [Presentationi]

I';-i] File Edit Wiew Inserk  Format  Tools  Slide Show  Window  Help X

: ] E : Arial - 324+ » | 3= 1= | A" | IE I= | ¥ Desion | Mew Slide E
e N

- i Slide Layo > x

CIT Infotech P. Ltd.
= Cormputer Hardwé}'ég """"
= Metworking LARN

« Computer Basics

« Laptop Servicing

= Yideo Editing

» Page Maker

» Photoshop

Apply slide
layout:

1

0

| ¢ 5
< »

Tlem ¢

Click to add notes [¥] shaw when insel

lE=w
ED[aw*!.ﬁ.gtDShapesv\ \Dg-ﬂﬂ¥:3@£|&v£vﬁvf E

Slide 2 of 2 Default Design English {L.5.}

%

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

109




B2 Microsoft PowerPoint - [Presentation1]

Eg] File  Edit Miew Inserk Format  Tools  Slide Show  Window  Help x

i 1] [ § prialack - 66+ |[S] = 2 | A | = =] newside
TR

— islidelayo¥r X

CIT Infotech P. Ltd.

€| A
£ '////////////////O’////////////////zg Apply slide

layout:

1

» Computer Hardware
= Metworking LAMN

* Computer Basics

» Laptop Servicing

= Wideo Editing

= Page Maker

90

CCNA

Fractical Classes

| Content

‘\\\\\\‘\\\\\\\\\\\U\\\\\\\\\\\\\\\\\\\Q

w 8&\\\\\\.\.\\\\\.\.\.\\\\\Q\\\\.\.\.\\\\\.\.\\\\\.

* Photoshop | Layouts
¥ |
- |
/ Y
ot I ‘
< [ ]| ;
| v|
Click to add notes =
Show when insel
oo = .
iDtawvlngt-:.Shapesv N 1O gl s el 8| & A= E
slide  of 2 Default Design English {L1.5.) [EF 4

@miE eyerm Place Holdersar 2 siereor.
GGe 2 aTer Place Holdersd gemeuliy Gamhi&sIuL (6T 6T g).
&6Lp 2 6em @rewT(® Place Holders gaflggeaflurs saasaem GO &L (HeTereor.

Content Layout:

@5 Layoutsy Lwstu@®&) s Slidesh Text Geuidla@nLem LLEigmeruih GCa &g
gwrflgsemd. @ig Layouts dlaflé Gauig 2 e e HAllw s L Carermid
IhS SLLGJl6b 6 LLBISHE06T SHITeureumLn

B Microsoft PowerPoint - [Presentationt] |‘Z]@[g|
E‘-E] File Edit Yiew Insert Format Tools  Slide Show  Window  Help x
ER P MR S RS W W) v i -4

. 2 5I_il:_|e |__a1,!f.l.:lult. hd _x_
1 [] S 10| A

R ;
ot Apply slide layout:
s [] Click icon t¢gf add content - HE & o
= bl £ =
— -

@Imi@E 6 ellSLomer LILBIS6T 2 6T6meur.
1) Insert Table 4) Insert Picture
2) Insert Chart 5) Insert Diagram and Organisation Chart

3) Insert Clipart 6) Insert Media Clip
(W ULSdlerr g Lejerd LTl sy mausame sn@Giw Quwenr smeurilé L.

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

110



Inset Table (Picture)

@emg LweTu®iGE Row, Column smmullsd L &L L misemsT LGS Table Formated
SH0&EMeT SHTeeTllSsemd. Bug el@luliuyg Caemeamwmer Columnser MM
Rowsemer 2 (peursaenid. Ung Camarmid seiteaurm slLgdlan seflgseaflures
slleurmigemer LyiT&dl GEuneumLb.

@riE Wwaellsd 2 ater Insert Table eratusmg dlofls QsuisaL T ShesemiL Sfw
ellewTGLIT Gameirmid. 9dlsd Number of Column stesrm @ gdleb 5 erearayts Number of
Row et @)L gdled 2 eTemrayd Geasl Qg OKe dlafls Gauweab.

: _] File Edit Wiew Insert Format Tools  Slide Show  Window  Help =

B

E P W W = N S EE - [
a

. I:l Insert Table

R Layout ¥ x
e s L Ar——T

= =
- LT3 I —|
CIIC Mumber of columns: o L] ? = |
s [ e )
I =
4 I:I £ Mumber of pows: I [——] ¥
: S B
Click to add notes ‘5—‘_’| [#] show when inserting 1
[H==
. [pr=— S S, e e 2 et i -~ . - tirad

SlpsaseiL alewTGLralsh 4 columnassi 5 RowaeT GamerdlullpliLeng LmiTd &L

B2 Microsoft PowerPoint - [Presentation1]

(] Fle  Edit  Wiew Insert Format  Tools  SideShow  Window  Help Type a question for help = X
RN W NG RN - -2 - | = | dewsice f
[EYONX | F

b
| — isolide Layout ¥ x
1 (16| n]

Apply slide layout:

A
[ 50, B & ||
=7 b

<ER

e ;_ @303 %r.gu

: : i———h
M=o Elick toradd; notes (] show when inserting
it [l [ auoshapes~ N\ N IO 4l @@ &2 A== @ @)

Slide 4 of 4 Default Design English {U.5.) m

@K@ eaiGleurm S LSSl
SSHeUSmeT LU GlFuig) @3 Boxsd CaHememenT LomMHmEISemen
G\&TerTemeVLITLD. Q&uw ToolsaT 2 6T emeor

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

111




@R 2 gmansdng Salary List GurLiulL Tablesy srewreumLb.

i Microsoft PowerPoint - [Presentation]

E-l)l File Edit View Insert Format  Tools  Slide Show  MWindow  Help X
R PR WREERE S AN W N S @ g - A
| o AL o s
Marme Basic Pay  |DA Tatal :Research ¥ X
Salary ®|®|H
Rail 6,000 2500 8.500 Search for: _
.
kKamala 5,000 1,500 B,500 ﬁ | all Reference Book: w |
)
FPonja 4,500 1,200 5,700 :
)
B =
Yignesh 6,500 2,600 9,100 5 2
HIANgS! ' ' ' iy Tipa fextfo o
Tahlesand Borders : _ ;[L 033 L E serireean
_'f _'fl — =tipt = % Cffice Marketplace
- | == =] t = '8 i S
. «~ &« | Table~ | 7 |_[ = | 5F & 4o, Research options
S 1| IS . W 00 a1 0 [0, 0 0 1 [0 R Y. (R had |

@6z Gswemev Insertsh 2 aTemTable G eeTSad GlEuILGTLD.

Insert = Table...

([ Multi Media Keyboard

Key Boardseafled @ewi(h) cuenss6r 2 6iemeo.

1) ergmrewr & Gumit(®

2) Multi Media Keyboard
Multi Media & Gunitiged ergryem & GumiemL ol Flo Ssel s HHTS
smerTlILLD. Siflet QFwedum igmasmer elsurd il Ge LLLTSEMT 9j6eug)
TUWSSTEHERT QST(H&SLILL g (H&ESLD.
Slemeudse aleurid et eu(HLommi:

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.

112



Insert Chart (Picture)

@ser epeuld Hev Yeafl ellsurmisemer Graph eyevors Ggflalgsemd. |gTag sy
uLEiseT eyends Gsflalssamrn. Cameanrer yeatefl elleurmismer &Gy 2 afem
slLGdle0 LiTsd Qauiigre GCurguorarg Graph smerms snE SGShSTHGLTE
GamermiLd.

2 sTresginE Sales, Purchase, Profit gyl eyeaim allammsmer QsrTHSs)
3 Branch Officesens@ U,Ts8 Qguiweri.

@mIE @ Chart GUTLUUL (D6TeTEns STEUTeVTLD.

B2 Microsoft PowerPoint - [Presentationt] E@E|
ﬂ:l Bile  Edit Wiew Insert  Format  Tools  Data  Chart Window  Help -8 X
N H 2o zjBlepl== =13 5% 0 2.5 « K

1 30 =

2

O East
mest
m Horth)

w

OBO 50

Ity nd Gir drd G 4 Cir

[ ASEE

Defaulk Design Enqlish {L1.5.)
1st Otr 2nd ir | 3rd Otr 4th Otr
= 1_afl|East 20.1 274 90 20.4
EE e west 30.6 38.6 346 315] | he
side 6 3 @l North 45.9 46.9 45 439 g

@i Data Sheetsd Gar@ssUUL (HaTer gjemesefleT L Graph eusmrwlinL (heiTerg.
@5 Grapher Cammmgma Lmmiluld  BemLo&SemLD.

oSSBTl eetTemm SHMISESTET. Heemev 2_6uTSlemen &G ISH0STEIT.
siLL LT umiu p Sidley GQum LigujbigerT
stmiseflenr QeusfluihEermer gbr aurrsdled SMH&E6MD s
Hardware & Network usssmisei(sidlifs)

VCD+DVD&aT @leueugi

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

113




Insert Clip Art (Picture)

Insert Clip Arts:

Clip Art eTeormimeb susmiuinL L LLmisar. Microsoft Officesb syymerLomeoT LILmIg6T 2_aT6Teor.
Ilummled 2 ater LLEigGmer Slidesh Qamemi(Heubg STawTlssumD. WHedlsd LLLD
fflwgre Cararmid. 9B UL Sms Slatls Qalgmd giseT BT E UnwL Yeraflser
Gamermid. 9Bz yeieflser g Mouse Pointersy meugg LSS igsd @)(WSS

Cameuwmar gemelng Guflugrs Q&g G&meTeaToumLd.

B2 Microsoft PowerPoint - [Presentation2]

i8] Fe Edt Vew Insert Fomat Took SideShow Window Help X

L) E : Arial

il e B

= | 2= | ¥ Design ) New Slide &

i.l:l'ii.nrt. *

Search For:
| | e ]
Search in:
|Selected collections V_|
Fesults should be;
|Selected media file bypes V.|
-~
................................ gy 3
"""""""""""""" @
] l_;::' : H
g )

|&] organize dips. ..
Click to add notes Eﬂ Clip art on Office Online

.@ Tips Faor finding clips
S e I

L=l L

Slide 1 af 1 Default Design B

i Draw r_ dutoshapes~ N w []1 O A 4l 78 (8] L3 e R RN

grie
GaHemeumeoT
UL S0

&+ Select

(AT )
Slemyulled
GameoTmiLd.

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

114




Microsoft Power
S Ble  Edi

nL'L.E .ﬁ.rial

nt - [Presentation2] [:||E||Z|
Window  Help x
— = | 2= | &' Design -] Mew Slide E

Ellp Arl: ’

Wiews Inserk  Format  Tools  Slide Show

- 18 =

* X

| | [so ]

Search in:

| Selected callections hd |

Results should be;

|Selected media file bypes L4 |

Click to add notes

< | : |
Draw*|_||.ﬁ.utu:15hapes* R D@Qﬂ*/ﬁ[ﬁﬁa o - E

Slide 1 of 1 Defadlt Design B

@RE @QEsl u_Smg SHeafld Qauig)erCearmL.
Insert Picture:

sl Lifled 2 eTem saToLG 6 ULSms, Caormailsd sThssiu L G CLTSsaT
2 eTuL Slidesd QamenT(h aubg) SrewTildasemL.

Insert Picture eteitusng lafls Qauiga e SpdsemiL allewrGLr GaHmaTmiLd.

Insert Picture

Laook in: | [ Sample Fictures
My Recent
e -
Deskiop Blue hills Sunset Water lilies

My Docurnents

49

My Compuker
¥ R Winter
[ File narme: | Vv | Insert
My Metwork, =
Places Files of bype: |.0.II Pictures » | [ Cancel J
[ emenmesse s ) 3
. |

su L LBl @eter Picturesy Qeasl Qauig) Insertsy Slafls Qauwey.

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

115




B2 Microsoft PowerPoint - [Presentation] [’;“E”s__q

Di] File Edit Mew Insert  Format  Tools  Slide Show  window  Help x

IR MENE= NRE=NG - ST R 7 e - = . ¥ jMewSIideE

R |
|Selected ool ||

Results should be:

4 EH
bt
s O : 3
? £ » |l [+ 15« 53+ 50
gg = Click to add notes | c .

Select Geuuiu’L Picture Insert Qy&ullblLemeg smsmreomb.

Insert Diagram and Organisation Chart:
@is u_gms Slatls Q&g 2 LT Spssmi allarGLr Gararmin. Gdlo gum
LILMBIS6T 2 6T6T6. 6 LLSem& Select Gsuigmed giger GLwmn 9)s6r LweirLm(hid

spurssgle @reni® suflseafles CameTmiLb.
| - [EB[X]|

ICT0S%

D:j Eile Edit ew Insert  Format  Tools  Slide show  window  Help x @ . 6
ARRENF= REEERENY Diagram Galler alew side [
7 = =2 K El “  6U6DSLLIT6OT
‘E | :Eelect a diagram bype: LIL_RIS6IT
1 O : .
% S| | aip | e 2 omere
2iFH L/ 1% | |ledcov] Cameauumerms
3 [] L shouldbe: | QlEeusL GlEuig)
i File & 3 ¥ I
+« EH Click ‘ (% o afilet v | B Q&m.zsuu@gagafuww.
Sleudled epeuimi
5[] i A -
= = organisation
6 @ Organization Chart
£ Used ko show hierarchical relationships — Chart .
i LDMM61) 6215 61T
o Click to add nota ) o] - | Dglﬂ] .
i Draw - | Autoshapes « b g - lagram art
Slide & of & Defaulk Design English {L1.5.% [EE 4

Organisation Chart:

Qg smawmn 2 me| augamseT aliflés LwaTuGSRTNEG. 2 STTaTSHNE
Manager. gieuir &L 3 Assistantsem gjebeg Head Office gigeT &l 3 Ijsveug 4
Branch Officeseir. @g Gurerrm elleumismer srenTllesemi. @IEIE (pS6 UL SHms
Click Qauigaar 9(h6s alewiCLr Camermib.

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

116



Gued s L Gdlev Right Click Qauig) Camermid Guegiellsd Subordinate leflé Qe
2 | Gar &ip UTaGdled LUSWSTS e UL CHmermi.

: Ead
Eg] File Edit Yiew Insert Format  Tools  Slide Show  WWindow  Help x
1] E : Arial - 21 +|:Z = | i= | i Design | Mew Slide E
D g I
LS ool 1 B To 3 v )| LT
= [ e L e e v e
%\' : Blide Layo ¥ x
Click to add text ®|@|h
: hpply slide
) Edit Text Evaul:
® @ & _ i o
i Subordinate | ~
: L Cowarker E 0?;
im <
3 =1 | Assistant
Click to add test Click to add test Delete
H 2
) Layout bl am - || B4
= gg = Select b W] Shows when inser
: . -Insert Shape = | Layout = | Select ~ | Use AutoFormat I
— e
L I : ®I0E Layo ¥ X
€8 |
Clkk laadd kxl Apply slide
layout:
T =
H &
LA
| ]
Clek koadd Exl Click kbadd Exl Clkk kol Exl Clek koadd Exl i W | | !':]
2 || m x| g
_ IER i .,:. x| L —
[MElon =  [¥]5how when insei

@@ Subordinate ereiueng Slofls Qaulg Ung $ip LTSESH HraTE S LEIS6T
@\LLemS STeEuTeuTLD.

oismeugl Subordinatesy Sleflé Qauigmed Spurssdlar 2 sTer sl LBisaT ) dlals@LD.

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

117



slLgmg Right Click @&uigy Assistantm dleflé Qauigme &)& &L summ
USSeTL Ig60 GHTeuTmiLd.

il 3 ﬁ ! Arial > 21 x| 3= 3= | 35 | = Desian
= [
P2l el 1B Zo 2 VO ) | R
' = i i A
Click to add test
& Clickto add text
Clichk to add tet Click to add test Click to add test -
EER=

@65 Qzwmen &ip&aemTLeummid GlEUILIeVTLD.

Boxed dlerd Qg Caemauwmer soaussemen L T&d Gaiwemi.
@ri@erer 4 Boxsemer LweTLBSS 6@ Chart Q&g QameiTereumi.

B2 Microsoft PowerPoint - [Presentation1]

IGL] File Edit ‘iew Insert Format Tools  Slide Show  window  F
) 3G s e

Clickto add test

Q@ SLLSMS Olams
C&uIg 2 LeT @K% Tool
Box GameormiLd.

Click to add text [

1 Clickte add tex Click to add text

=]

Organization Chart

&~ Insert Shape ‘\i Layout = | Select = | Fit Text &% 33% -
[Hoa & |

ED[aw'|.ﬁ.gtDSh$e\s' s [ [ ﬂ!:ﬁ &l Iﬁg|{h'

@s Pull down GQuaemen leflé Qaigmed Subordinate, Assistant eterr @rew(h
arerlu(L. @Qemmlsd Hlefls Qauigrea sl Lmisar g dlafsg GeraCL Gum@L.
CamauliLLTs e SLLgmag Delete Qe pgedled Select QEaLD. FHTeT @ LmL
8 yereflser Camermin. o h&g Del Semw Press Qauigmsd Lwemmigel(HLo.

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

118



Wwiddl Qe L GUm@ Chart @elsurm Camemid.

B3 Microsoft PowerPoint - [Presentation1]

==

ﬂ;’l File Edit Miew Insert Format  Tools  Slide Show  Window  Help Type a question for help = €
ARIENIE NS RN s Lo Y N - | Cinewside [
—_
iy OO “iclipArt ¥ x
1
Head Office Search for:
2 E5 .
= Search in:
;Selected col |
3 - Resulks should be:
| All media file t v |
E— : L |
1 H —
! A
5 Branch Branch Branch | N—
Office 1 Office 2 Office 3 [P
¥
6] & [ A |
[=ll=]=] < Organize clips..
- Clip art on OFFi
Click to add note . ekl
) Tips for finding
=
i Draw + L || Awtoshapes - N N DO M A @@l S-Z-A-==2 @ lj!
Slide & of & Defaulk Design English {U.5.3 (B 4

Volume -1

2 LIGWITESLNS @)(hH5ESLD.

3 DVD @eeusid

COMPUTER HARDWARE

o ufl

Blaan eraflw 2 mrremLulled ueluaiser mear@ Uflbg Gome @
Qeweu@ausn @ ggiurs asliul Geiarg. saigliurs Wls e

* Complete Assembling
* Servicing

*Trouble Shooting
*O/S Installation

* Device Drivers

* CMOS SETUP(LIVE)

* FDISK Utility (LIVE)

N\

*Windows XP Installation (LIVE)

7,

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

119



Cycle Diagram:

Diagram Gallery [E|

Select a diagram type: Cvcle Di
/ ycCle Diagram
=i 2.5 o
o0 b
o - —)7%'0/

==l
NG

Cycle Diagram

IJsed ko show a process with a conkinuous
oyile

L o4 ,] [ Cancel

Cycle Diagramgy QaesL Q&g OKey Slaflé GQauweal.
SLpseemrL ey CHmerTmiLd.

Eliﬂe Shaw _ﬂ'inu:ll:uw

| Af] = | ' Design

:r\.._..._l.\. | sz G e S LSRR s B e, S e SRR I S - B a7 O 4 A n

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

120




Qs alemrGLraled &Sipsaemrsury Soaussemsr LTSS Gauig QsmeTaTsmL.

B2 Microsoft PowerPoint - [Presentation3] |Z]E][g|
Ei] File Edit Miew Insert  Format  Tools  Slide Show  indow  Help x
FL] [l el v 24+~ | 3= i= | AL | 5 | yDesion ) Hew side
i
CIHT
Infotec] K K. Magar
j\: Chennai
=R | @
ED[aw*mH.gtDShapes*\ N~ 1O dl s8]l - - E

Arrowssmer gHsILBSS e Arrowsnel Slaflé Qauwaun. 2 L Gear @ Tool Box
Camermid. gled 2 aTer Insert Shap sTeTuemg Slafls CQFUISTE 6 Arrow g (hlLb.

@y Slefls Gauig Cameuumer Arrowssmer gL L eoLd.

Change to ereirugiled e ema meugaTed Spsaemieury CameTmiL.

B2 Microsoft PowerPoint - [Presentation3]

Eg] File Edit Yiew Insert Format  Tools  Slide Show  Window  Help x

i

.................................

i Arial a2l 12 Giliseslliia =

vyl

= B 8 || |
2s | Radial el i
¢ il =

_ =4 Pyramid

@y | venn I—I:_

: Show when insel
@ Target

:? iInsertshape | 0 0 5 | Layour - | 7{?(( Change ko = E

EDL_aw* ui || Autoshapes = N\ W [ O & &l 77 | Dy - -

Slide S of 5 Default Design [EF 4

@mig Cycle Diagram glemmuilsh 2 atergmed 9ig Disable g8 2 eTarg. LHm
EreT @ Enable g8 2 aTergl. @)l eremg GousmiGlomerain Cairey QEunuan|.

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

121




& Microsoft PowerPoint - [Presentation1] |Z|[E|rg|

E-i] File Edit ‘iew Insert Format Tools  Slide Show  Window Help X
EOR = W N A e N SE W TR
/=T ® : glide Layo ¥ X
CIIT INFOTECH  Sidetaro~ x
1 []
Apply slide
< E = : layout:
omputer —
3 [] Hardware |
H &
+ E4 TR
5[] —_—
6 H %
[] Bl s 2
7 Laptop Metworking | o
Semvicing LA =
s |oslkal |
1 . Show wher insel
[EHz=z ¢ ! >|_
Drawv.l autoshapes~ N W [J O A A £ 8] & | & - & ~ E
Slide 7 of 7 Defaulk Design English {LI.5.} B 4

@5 56 61hg ellewTGLT Camardlarmaid insert Shapesy laflé Q&uigmed
9| dlaiflé@L.
2 gmremsdnG Radial Diagramey @elsury Carermé G

@eaieurm 9 el LmisEHLeT GHmeTms Gleuisom.

E-i] File Edit Wiew Insert Format Tools  Slide Show  Window  Help
B E Arial - 12 - | 3= = | A" | 2= | ZDesign 5| Mew SIu:’I—_E

Click oadd kx)

i Click koadd kx| Click loadd kx|
Click loadd kxl Click koadd kexl
2wt Insert Shape
Delete Shape
Use AutaFormat
Clek ki kxl Cliek kol kx|
%’y Eormat Diagram. ..
Click kol kel (5
e
e
-
EERSE |
ED[aw*|.ﬁ.utDShapes* NN 1O A e 38 & H
Copyright GOPALAKRISHNAN. V alias GK #45/AP969, 70th Street, 11th Sector, K.K.Nagar, Chennai-600 078.

122



& Microsoft PowerPoint - [Presentationt]

Eﬂ:j Fil=  Edit “ew Insert Formak  Teools  Slide Show  Window  Help X
HIRMPENR= NS R AN e S <@ B cnewsice "
‘/E\_ N onnnnnnannammmrn s B Eﬁ[id_i_: Layo¥ X
1 I:l {‘_ . . e e -
: Click to add title .
2 S D e Apply slide
e Clickto add text i layout:
3 [] i -
@ . =
6 [ Double clickto add | . | ¥ |Texrtand
i 4 | Content
7 [&] : Fipan i : - | Lavouts ¥
s i i [¥] show when inser
1= e - i@
ED[a'.-‘:."| AutoShapes = ™, S [] (0 A ﬂ_;::‘: gl (& | &~ - é e
I glide & of & Default Design English {U.5.} (54

@mig Title, Content, Text eteor 3 Place Holder&si 2 afemer. @leng LweTuBSH
Sipsaemieurm e Slide Qe

B3 Microsoft PowerPoint - [Presentationl] E”EE|
EE] File Edit “iew Insert Format  Tools  Slide Show  Window  Help Type a guestion for help =
Al ale - gEer @ [ - [E]
CIIT Infotech P. Ltd * ishidetayo> x
- N =y
. B ! (©18|a]
9’/////////////////////ﬂf’/////////////////// i
Z G DLIE e Z Apply slide
3 ? i i },fj layout:
? Gamumussl e ot g — &
7 . Z e
4 ~ Learnin a Week 7 g b=
“ i
. % Computer Hardware g
¢ Networking LAN
5 é Computer Basics é
w i o
~  Laptop Servicing | &
% “ & s
7 é Video Editing g v
: . Page Maker . = I |
Al B Horrrssrieristiiiiiimtrstitsssririnee i - Shl:lw D
[Hem < > = | B
E_Dgaw'_l.ﬂgtaShapes* N 1O A 4 ?:3 I_El@ | O - - é_' = = ﬁ 4 J !
Slide 5 of & Default Design English (1J.5.} [EF 4

Contented uLd Insert Gelwin’ Hererg). wmm @rewr( Place Holdersyd Textsar
2 61T 61T60T.

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

123




Title and 4 Contants

@riE 6y 2 aier Erat@ Place Holderseafled mpret@ ellgwmer UL migmer
sremiilssemd. GG 2 ater Place Holdersd Titleg smemnilgseumi.

B Microsoft PowerPoint - [Presentation1] Q@g|
Eﬂ File Edit Miew Insert  Formak  Tools  Slide Show  Window  Help =
: ] _5|=j|-...lﬂ|qT||ﬂj|$ﬁ33°f° - | @ ﬁi_—'lﬂewﬁlide E
T C Ikt """" ddttl """"""""""" | 2 isiderayor x
-~ : ICK {0 a e : S —
2: ] &= R ; CHN-RE
3 |:| --------------------- ' -” --------------- — | ADD"I slide
= @ 18] | H_H 8l : layout;
+ H  |ES § O [content  #|
L-445 | | Click iconto add contert | Click icon to add cortert Lty
R | e |
1 il (8] 4 il (gl .
7 II' al o™ uﬁm 2] o'a uF b
fgl e I:‘:; i =il - |
: i : = bl
8 E < B ! Clickiconto sdd content ©© Click icon to sdd contert | - Sh e ,
i ol when inser
EHez ¢ > :
iDtaw'Iﬁ-utDShapes' SNon 1o Al s Bl - s A= o= H
Slide 8 of & Default Desian English (L1.5.3 [EF'4

@eaioury 96rs Slidesmer g6y musle swrflésarn. @ems Power Point
Presentation eTeuruit.

Hide Slide Gogy:
@ns Gy Slide Showsd 2_aTeTg).

Slide Show - Hide Slide
(@ eoLedled 10 Slidessm 2 aerer. geummlsd e, Slidegy smemiilss GousmTLmid sTeor
S(mdlermed gjems Delete Gaunwumos wammGg) emeuggiell somd. &lmou Couen(HLGuTE)
LweTUOSH6TD. Qs CFwsme @hg Gl QFufing.
Hide Qaun Geusmnigw Slidesy Select Gaunuajd. 9sTaig @LgUnD SHESTw Sbhw
sLLGms Select Qauweayd. 9(hdg Slide Show Guesgyelsh 2 sitem Hide Slide sTarmums
dloflé GlauweuLb.
@efl gis Slide - Slide Showalled Qaflwrg. Slmou oEs Slidesm Qsmeur By
ey Gegg GurwGs Hide Slide Gugisme Hlafls Qeuna.

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

124




Internet @eremmin 2_sueled Llse b @eTHlwuemwrs eeaTml. Internet 2 geluL 6T HL&E
CaemaTerT 9|emeT S5 SS6U0&meTd GLmeumLd.
yymensr Smyenaisafled sruCag ug whmib SHus N HSagD aTLITTES6T. a6
Q@ wallams@ Camenwmer uswd LHML GuUTEL ST emardmaun Ga L
2 | GarGuw QETHS@LD. g eTalery FTaEHILILD eTerr HL&E) 6 CaeTall GameurmeumLo.
SpeurTed @eiTenmil GlsmLleumI L euaTTESlsmi UTTéEGLOLTWE i8I STSSITS @\HhES
B\mssemD sterr CamerTmidimg.
@eTm il g6 @mESLILCW 6 waflgmisE CoHmaITRT 9|mETSHs HHESHEMETLILD
Qumevmi. ereveur Qomflaseflgd Gumeurid. gigie|b 2 L GarGw Gumeurd. Qlomgsgdls
(5 WaflSmIsE anuGLd saralglomear FEEssESERSEL Cr Hiey Internet sTermTe
313 emawrEmg.
Internetest LweTUM 1eM(@G Slov 2 GTTewIEISET
1) E-mailsemer gjegilitieomd, GlLmevmLD.
2) Chating Q&uiweomL.
3) 2_audlarr GeusiiGoum Er(hisafled GHs CETensuailed 2 66T HEUTLITS6T, LOHMILD
2 mellerisEpLe Web Camera epeld eea(hs ST meuT LT &gl
QaremtGL Gué welpeum.
4) Telephone Guaeug) GCumreGey GlausiGaum ErOSeflsd 2 aTeTouTsem LlganL
Gonis Gaaaild emamseaTmeuT Gudl wdlpsmb.
B) aumid] s @semen Operate Geuiwieumi.
6) Bank Account eure| Gl&ee| senrs @smsT il lps @ mhsUIeGw Glauiwem.
7) urgTursd CFasSs Geemiigw Paymentsemer afiipsd @)k &UleGw
G FuIweumib.
a) Credit Card Payments
a) Telephone Bills
c) Electricity Bills
d) Loan Instalments
8) Voter IDgg Verify Qauwsomid.
9) wTEMIAITEST SHSAT LTL FOLGSLTET FhHESHHHEISEHESE S| SIeurerL.
sTeELMEIISLOMEIT L|SS&msEnn JiLmEll e Public Library ster & flsmmeb
9igl Hlms g &g,
10) 2 Lemis L6t Electricity Cardsd Meter Readingsy Verify G&iweomi.
11) Railway Tickets, Air Tickets, Cinema Tickets gjemerdmgwd ail g6
@mhsLe6uw Reserve Glgiuiwsori.
12) Caemaunwimsor GlummLgsemer Online eLpeuLd eUIMEISEUITLD.
13) el Gumeer TV Serialsar gemargmawn elerbuGy @ssuroe LIMTSg
adlLeumLb.

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

125




sTrGeu Internetsy eTelieumml LWBTUOSSIuE) eTeuTLIg LD 661G HeIHLD SeutTig LTS
Qafig @miug) s e gjeufwib.

|Browser Software‘

Internetsy 2 LCWTHGs SamglLrs @@ Software Caemel. @ems Browser Software
steoTLIT. HEwL (pemmulled 9GErs Softwaress 2 _atearer. giemeusafle e 9 dle garals
HEmL(Lpsmmulled LIweiTLIML Ip6d 2 6iTememeusser @)TeusT(h.

1) Internet Explorer
2) Mozilla Fire Fox

1) Internet Explorer: @& s Microsoftesr gwriliiy. @& Operating SystemGsauGuw
2 aTemg)l. @leng Seflwrs Install Q& Geuemigw CHemeu @soemev.

2) Mozilla Fire Fox: @&l e Third Party Browser Software. (pofleid @eveigLomsorg).
Internet epeuld @lesugioms Download G&ulg) LweTLHSS60TLD.

@eafm OQumuurerarauissi @B& Mozilla Fire Foxy sret odlsw
LweTUOSSISImTT S

358 Mozilla fire foxgy eeieurm Download Gl&uig) Intallation GEuiag) eTeTLg)
umil urri@uImLD.

Waedled Internet Explorersy Double Click Q&g Open Gauwue.

SLpsaemiL allewTGLT CHmenrmiLd.

<3 Microsoft Internet Explorer

File Edit ‘iew Favorites  Tools  Help ;;"
= b = — a c i 3
: , o : . :
:?_LE http:f s microsoft,com) P Search . Favarites 6__‘-_‘ T b
Address | ] v | a Go | Links *
-
w
&) Done 8 Internet

Address steiTm @I ggled www.google.co.in e gjipS&I eI 6nr 3)(L)SSaLD.
2 | Ger 9(H&s LEsSH0 2 6Temr Google page Camarmib.

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

126



@a1 Googlesst Website. @& 91818 gjeralsh LweTuL Sawlgw 6@ Search Engine.

2} Google - Microsoft Internet Explorer

File Edit ‘“iew Favorites Tools  Help a"
- ol i -, - — »
B=F . 1 p b L k\.\._l L‘J . L -_-‘v e
W Bt & \ﬂ @ pl | search S P Favorites {3 - &
Address |¢E] http:{ v google. co.inf Vl Go Lirks *
Web |mages Maps Mews Orkut Books Gmaill more v ]

1Google | Search settings | Sign in
@ImIE 2 eTer
oL L Sdle0
2 ararg GuT6
Google  |usee
: _ Google Search
Iyl | ulLemerr SHlafla
GFuIwea]Lb.

mozilla firefox free download

Google Search | I'm Feeling Lucky

Search: @ the web O pages from India
< |

|

[

@ Done # Internet

File Edit ‘“iew Faworibes  Tools  Help h
@ Back - @ = \ﬂ @ ;j j.'_\'l Search “51'( Favorites 6‘} “:v :;__ 1 ] ﬂ ﬁ
Address !@ hiktpe ffimaa . google . co.infsearch?hl=en&source=hpag=mozilla+firef ox +Hree+download@met a=&a ¥ | G0 Links **
ey
GO ugl(i‘ mozilla firefox free download
About 9,270,000 resul &
#8 Everything Download Firefox Browser Free - Fire Fox Mozilla
& Firefox Download For Windows Today FREE. Surf the web faster with the Mozil)
Images Download. The download for Fire Fox is Free, so you can't go wrong.
i Videns desnlnadiirefoxbrowser. comd - Cached - Similar
= Mews Home | Mozilla Firefox Free Download
- M 18 Apr 2010 ... Mozilla Firefox Free Download Links and Mews. The fastest bro
are - o,
of the windows web browser competition. ...
weenw. moZillafirefoxfreedownload.com/ - Cached - Similar
Sl Mozilla | Firefox web browser & Thunderbird email client
Meozilla iz a global cormmunity dedicated to building free, open source products lik
award winning Firefox ... Try the new Firefox 4 Betal Free download. ...
weeaw mozilla.comd - Cached - Similar
o D bz
v | ?
&) B Internst

@i s LA Betereng Double Click Gauwayib.
2 | Ger 9|(D53 usasHdle 2 ater elewrCLm CHmeTmiLd.

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

127



2N Mozilla | Firefox web browser & Thunderbird email client - Microsoft Internet Explorer

File Edit ‘iew Favarites Tools  Help

@Back - __"; \ﬂ @ q_:] /_' Search “grl'f’Favnrites @ L" k:,‘; l*)_"'-l b __] ﬁ :-5‘

Address |@j http: f e, mozilla, comfen-Us/firefox) V| Go | Links *

W ot | sy Mot ez

Mozilla Firefox oo

i B | Wiy

Your web, the way vou like it: | Were Building
« high performance IA} BF" EE ! N.| :

« easy customization [ i
« advanced security |

Systems & Languages | Privacy Policy

2
| £

I@I Dione & Internet
@riE e Ll (Hetereng Double Click QauiweyLb.

9h58 SipssenrL elewiGLT CameTmiLd.

File Download - Security Warning

Do you want to run or save this file?

Mame: Firefox Setup 3.6.13.exe
Type: Application, &.18 ME

From:  pp-prowy02, phes,mozilla, net

Fun ] [ Save ] [ Cancel

“While files fram the Internet can be uzeful, thiz file tope can
g potentially harm your computer. [F you do not tust the source, do not

un or zave thiz software. What's the nisk?

QEIE Weslumer 3 UL aTseT 2_aTersr. Run srerUsma Click Q&uigmed OnlineGaGuw
Install gy &lelG1b.

Save eeiueng Slafls GeuigTed CuGa 2 afer smusd Hg swlwlLifld Save
Sy FlallBID. @\FIFTeT BedeS. 6T6uT 6Teutled SlpLed Install G Geusmgws 9o
MULLT @S sousmew Down load Gsung Gseme @)semev.

Cancel steriuemg Slafle GQauigme GCunGstaG QsmLrmned cancel gy dlel@L.
sTeorGeu @I Savew Hlaflg Gauiiaub.

2 | Gor 9PSgL uSsGHFle 2 arer elewrCLT GHmeTmiLd.

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

128




Save in @Desktnp ) v| @ 5

iID My Documents
r} My Compuker
‘E‘JMF Metwark Places
|H &dobe Reader 9
? Bad avrack
L EHo-Link sirPlus
Deskiop @ Mozilla Firefox
[Q"Nercu StartSmart Essertials
; | Bipicasa 3
i G Power DD
[E TeamViewer 6
E'-E VL media plaver
@ Sound Recorder
%ﬂ E‘l TeamViewesr_Setup
: Yolume Contral

My Cormputer

by Documents

-

File name: QFirefm-: Setup 3613 ) A | [ Save ]

My Network | Save as type: i.ﬁ.pplicatinn VI [ Cancel ]

mmd Desktopsd Save QauiGeurd. GG Desktop eTer 2_aTerg).
&0 emuedlest QuwiT 2 aTergl. Saves dleflé GEuaLb.

2 | Ger &ipsaseui ellewTGLT CaHmevTmiLd.

97% of Firefox Setup 3.6.13.exe Completed E“E

Sawing:

Firefox Setup 3.6.13.exe Ffrom mozila,snt.ubwente, nl

O T T T T T T T T T T T T T
Estimated time left 4 sec (7.85 MB of 8,18 MB copied)

Dowwnlaad ko C:ADocumen, ,\Firefox Setup 3.6.13.exe

Transfer rate; 74.4 KBjSec

[ ] Cloze thiz dialog box when download completes

Open Opet Folder Cancel

smusd sy Ll Save gudl Csremi( @\(HLULMS STemTLlsSEng.

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

129



Download complete

S

v

(i) Dovenload Complete

Saved:
Firefox Setup 3.6.13.exe from mozilla.snt. ubwente.nl

(FERRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRREY

Downloaded: 8,18 MB in 1 min 52 sec
Cowenload to: Ci\Documen, . \Firefox Setup 3.6.13.exe
Transfer rate: 74,8 EBfSec

[ ] Ciyze thiz dialog box when download completes

[ Fun ] [ Open Folder ] [ Cloze ]

Download ighsn@ Download Complete steirm Qauidhl GamermiLd.

o LB L @) Sdleb 2 afer Check Box 6 @@ 196 Ijigggme) Download Wie&s MG
@3 elewrCLT SreTmas WembgIel(HILD.

QEIG 198 IlgsaiuLalsme. ererGol @Es alewTGLT LemmWITos @)mESng.

Run stettueng &lefld Gauiweib.

2 | Gaor Install 95 QsTLES 9HES alaTGLT GComeTmiL.

Desktoped Save G&u1g M@ I|Setr Icongy smemTeumLd.

Desktopeb 2_6em Icon

@emg Double Click Q&g CeuemT(hid GCumgy Wsmr(HIb Install GleuiweomLb.

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

130




 Mozilla Firefox Setup

Welcome to the Mozilla Firefox
Setup Wizard

This wizard will guide vou through the installation of Mozilla
Firefoo,

It is recommended that vou close all other applications
before starting Setup. This will make it possible to update
relevant syskem files without having to reboat your
computer,

Click Mext to continue.,
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Choose setup options
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{1 Custarn
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users,
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 Mozilla Firefox Setup

Summary
Ready to start installing Firefox |
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C:\Program FilesiMozilla Firefox |
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Completing the Mozilla Firefox
Setup Wizard
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Click Finish to close this wizard,
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INTERNET SPEED TEST SPEEDOMETER

FLASH INTERNET SPEEDOMETER (D1GITAL) Al
Start 256 Archive Lo
128 512 L=
64 768 f
//. '\\ 5 /,,—\\ k
|'| B' \
= e
2
o
0 D 20 30 40 B 80 7o 80 90 100
s M
< >

@mi@ Upload Speed wnmitb Download Speed Guretm efleurmsisensT SreTeomLd.

Networking LAN Books

Curgsw 2 ysasmisar 5 VCDaer + 1DVD
ERIS6T SeuTeurhSeiuTes e LAN el nu@Eserd. angearGa 2 arer
@ LAN Q5L gitédled snu@ Nrdflmersmen lsad euwnns &l
Qauig el eumid.
Peer to Peer (psmmullsh QL eitdma giemwdserid. Domain Model
OB ersmasun gemw&samd. Windows 2003 Serversg Thin Client Concept
eLpeuLd eteveumr Client syl L irseatlaid @uissemd. Lower Configuration
2 qiem Client sl L irsatlse Windows 200360 Geusmen Qeunusumid. Serversd
2 afem 6T @, Softwaresy 96me Usersar Thin Client sy, L irsefledlhhg
LweTUGSSemd. @ Wireless LANg lsalh saLULms 9jeningsei.

2 miG6T GOLUSHl0 2 sTeTaTHEHD Llsalh seauwres snn GswmuGSSHemLD.
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

@ Text emumme Create Gesuiw gsmeaug @ Application Softwares
uwei u(hS S Cord. 2 grrensSlnE@ MS Word, Pagemaker, Photoshop,
Dreamweaver Gumesim Softwaresemer uweaiuBSg CHemeuwmer Textsemer
I|ig S Cumid.

@aiurm Textesmear 9| &@GWeurg Fontsem Ggmaiuin. srgryeoors English
Fontset eTsbeum sl Liseflgd srarmaGa @@m&@n. wnm Gomfl Fontsar
Qm&aTgl. ererGou GCaemeuliLLd Fontsemer sl Liflsh Font Foldersd Copy Q&g
uweTUHSS GeueoeT(HlLb.

G gwrilgs mume GCoum amamsE Iamiilarms gaurg sl Lifled s
LweTuSSw Font @m&s Geusmt(id. sragmyewrors English Font slammed Seleme
@svemev. Lomm Gomflseiled gysTaug) Siblp, CamIElE, @Ed CuTaTmaMMNlsd G)\mESTe)
ETD LweTuBhSE Fontsuh mLog) UL e el eneuds Geusmr(hld. 9Bs5 Font
smUsme jsurg) sl Liflsb 2 ater Font Foldersd Copy Q&g LiwerLB\Ss Geusm(Hld.

©Gs Gumred Dream Weaversb e Websitesy gwmflaSCmmibd. gkg Websitesd gibliflsh
II6ms LSSEIGET 2 6660

6% websitesy 2 odled 2 ater 96Es mUTSeT LTTameuUlBlouTT&eT. ojaleuTm)
SIUTSH6T UTTSHGLAUTWE euTserg sl Liflsd sl eysgisser Qaiflums.
STy gaurser slp Qeuiglow uriss Goe (I eTaTmTa 96Ul &org)
sl L flad 9kg Websitesd LwsTu@SSUULL Font @@mdes Geusmi(hiLd.

sTeoTGeu EMD 9bs Websitesd Bmb LwerL@®gSw Font Fileguwh C&ide Goueutr(ib.
w8l Websitesy Open Q&g 2 1 et (pgedlsh giblp Fontsy Download Gleig) jeuiaerg
syl L flsd Font Foldersd Copy Q& Geusmt(Bid. g6 Lim@a et Websitesh 2_eiear
Sl LSSEISEMET LigsH& (LplpuLd.

2 gyensdnG dHarssidl usdflEmamu KRt Internetsd Uip&seamd. gjelamm)
L& (pedled gleuTserg Fontey Download G&uig syl Lfléd Copy Geunw
Cousmt(hLd. gigeT LIn@GSTenr Ligds (iguLd.

@eiury dlarefl ugdlflmasear, aurr @spser soamauminGn 9aunfinE i
Fontsemsm Download G&uigmegner Lipds (pipwd. @nsl Uiréflmerulled @)\mHa)
G @kg Unicode 2 sadlmg.

Yahoo wimih Gmail gyéwsundled sl Qeuidleemer Ligsaeamd. g eTTed JSNE
slilp Fontsemer Download Gaunug CxHemel @soemev.

Unicode eTeitug) Microsoftsst gwmfliy. @& Windows XP wnmid Windows 76 2_6iTer g.
Windows XP Install G&uig Un@ srerms @Qg GarésiuLng). @Qmg seaflwrs mmo
Install Qeuwiw Geuemr(Hid. @lems Install G&uw semngliurs Windows XP CD Gaeme.

@& Unicodem Lweiu@sd s, QamimiE, @ndl 2 6tuL 2 qdld 2 6Ter sredeur
Guriflsaflid Textsamer 9je&samd. gaiTm SWTTleSIULL mUma 2 686
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W& Ceusmr(hlomemayid el smega6uTLD.

souLaT Goemaumsr Font eousmeud CaTdg amiiu Caemeaulsiemen. ojeuisGer
sousme Open Gl&uig) LmiT&aeuLd.

2 grrewsHNG ermseng Websites (www.ciitinfotech.com) ur@miser. il
USSBISET 2_6T6IT60T.
Guad sIHGGW E-mailsemer 9|giliLsomL.

siilp Keyboard Layoutsd gjig&seumid. sl gjip&s OafiurgeairsseT i miglugsGatw
gouTs Shleny gjlp SSeuTLd.

2 STTeSHING IIDLOT 6T60r oo & CousmT(hlLomerTed AmMma 6T68r 9le SE&HEVITLD.
el @aser QFwsHemmenw LMTIGLITLD.
Wsedlsd siblp Font (s1psg1) Unicodesh 2 eTersm eteor GamgllGLimLD.

@emg Control Panelsd 2_aer Regional and Language Options ellewtGLmallsd LmiT&a
GeusmT(hLd.
Start - Control Panel

2 | Geur SipsaseuoiL allewrCLT GaHmeurmiLd.

B Control Panel QE|E|
'l;l

File Edit Wiew Faworites Tools Help

3 Bach 2> ? /- ! Search ||~ Falders v

Address |{} Cantrol Panel ) | 5o

& ¥ D B B 2 =

Accessibility  Add Hardware Add or Administrative  Automatic  Date and Time Display

Options Remay. .. Tools Updates
i C i : = i
a i LY % A\
& @3 v P & & D
Folder Options Fonts Gane Internet lava Keyboard Maouse
Controllers Options
w1 e '-\‘ ﬁ S 'E A L=t
. = =X B =
Mero Metwork.  Metwork Setup Phone and  Power Options — Printers al Reqional and
BurnRights  Connections wizard Modem ... Faxes Language
A o) ,
S 2 ¢ 9 & I
Scanners and  Scheduled Security Sounds and Speech Symanktec

Cameras Tasks Center Audio Devices Livelpdate
= r a
i _)
2 8 & <
Taskbar and  User Accounts Windows Wirelass
Skart Menu Fiteall Mebwork Set. .

@g Control Panel ellemtGL.
@mi® Regional and Language Optionsgy Double Click G&uwe].
2 | Gor 9|DFsL LUSSHGH6d 2 6iem elewaTGLIT CapmenrmiL.
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Regional and Language Options

@mi 2 ater Pull down

Fegional Options E"Languages i -.i‘-.clvancedl

Standard: and formats

Thig option affects how some programs format numbers, curencies,
dates, and time.

Select an item to match its preferences, or click Customize to chooze
waur own formats:

Quegiemen Hlafld CEuwiwa|L. Samples

o | Geor g@é&b‘uﬁﬂ_ aNeosTCLIT Murmber:

GQ']ITEUEI'Q]LEI Currency:
Tirme:
Short date:
Lang date:
Location

:| ] Customize. . ]

|B:41:12 &M |

1141/2007

| Monday, January 01, 2007 |

To help zervices provide you with local information, such as news and
weather, select pour present location:

| United States

Regional and Language Options

| Regional Options ILanguages ..ﬁ.dvanceu:i;

Standardz and fovgatz

Thiz option affectz how zome programs format numbers, curencies,

dates, and time.

waur own formats:;

Select an itern to match itz preferences, or click Customize to choogze

Englizh [Urnited States)

Spanizh [Bolivia)
Spanizh [Chile]
Spanizh [Colombia)
Spanizh [Costa Riza)
Spanizh [Dominican Republic)
Spanizh [Ecuadar]
Spanizh [El 5 alvador)
Spanizh [Guatemala)
Spanizh [Honduras)
Spanizh [Mesica)
Spanizh [Mizaragua)
Spanizh [Panama]
Spanizh [Faraguay)

| 2panizh [Peru)
Spanizh [Puerto Rico]
Spanizh [Spain]
Spanizh [Uruguay]
Spanizh [Wenezuela)
Swahili

Swedizh

(A Swedizh [Finland

Tawana
Turkizh

[krainian
|Jzbek, [Curillic]

W
M

! Customize. ..

S I S

lich as news and

|

@riE 2 adlsd 2 6iTer
3I6rs Gmlsmen
SITEUITEVITLD.

T 61607 9|lp HSHM6D T60
SLTISSILLL (LS
sufl GameaTmiLb.

Tamil @\m&SmaT Teor
LT (HRISET, G)606mev.
6TeTG6 9|6M& MHITLD
ELGUTWE CaiT&s
Geuemr(hlLd.

s Gey 2G5S
Languages Tabg &lafls

-

GlFuIweaLb.
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@UGurg mrb @remi(h GCamasar Gleu Gasmr(HiLb.
1) Tamilyy Gairée Gousuer(HiLd.

2) Tamil & GumitenL. C&TEH GeuemT(HLD.

Regional and Language Options

| Hegiu:unalElptiu:uns.! Languages '.ﬁ.dvanced-

Test zervices and input languages
To view or change the languages and methods vou can uze to enter

temt, click Details. @:pg,ﬁﬁlsu g;Lﬁ]b'U)lJ_l

GoiiGums

@mE s Check
boxe 198 9|9 SH&a|LD.

Supplemental language support

kost languages are installed by default. Tao inztall additional languages.,
zelect the appropriate check box below,

Inztall fles For complex zenpt and nght-to-left languages [including
i

[ ] Irstall files for East Asian languages

[ ] H Caricel ][ Apply

2 | Ger &ipsaseui ellewTGLT CamenTmiLd.

Install Supplemental Language Support

! reguire 10 MB ar more of available disk space. The files will be installed after vou click K or Apply on the Regional

'j You chose to install the Arabic, Armenian, Georgian, Hebrew, Indic, Thai and Yietnamese language files, This wil
and Language Options dialog boz.

@riE OKe dlaflé Qauiwea.
3055 US55 2 ater allewwrGLT GCamerTmiLD.
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Files Meeded

= The file 'ftx041e.dll' on Windows #P Profeszional
CD-ROM iz needed.

Tupe the path where the file iz located, and then click
QE.

Copy fles from:
E_G:'xiSEE > bt [ Browsze. . ]

Windows XP CDg Insert Qs Qsrsgidimgl. CDsy Qurgsgdl Copy files from
stooTm @I Sdlev aflwmenr Pathgy L Tsd Qg OKey Slaflé Qe

3053 SpsseniL allewtGLT CaHTaTmid.

@mig G aerug CD ROM Drive

@riE G:\i386 star L&l Qawin’ Gererdlss G etetugy CD-ROM Drive Letter.
i386 staurugl Windows XP CDeb 2_6iem 6 Foldersot L.

Change Regional Options

p You must reskark your computer before the new sektings will take effect,

Do wou wank bo restark wour computer now?

[ Yes l [ Mo

@riE Yesy dlafls Gauea.

Gousmev (ighgIadl L g.

2 1 Geur sl "LiT Reboot gy & Desktopi aubgieGlb.

@uAuTWs Seunamn GCardlgg LTTHGUTLD.

smaarGal UTTSS alamTGCLTSsafls @UALTWE Tamil @\ GLLMS STewTeuTLD.

Regional and Language Options elewiGLm wmmitb Add Input Languages ellewstGLm
S Sweumiled LrTss GBI,
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Start = Control Panel &

Regional and Language Options

Reqional Options Languages:- | Advanced|

[manakiagesd dvanzed @ImIE ULy
Standardz and formatz Regional Option

Thiz option affects how some programs format numbers, cunencies,

datez, and time. ollsooiGLTellsd 2 6irem
Select an item to match itz preferences, or click Customize to choose Pulldown QLD@]GU)G)_I
your o formaks: Slefls Gl&u.lgj

iEninsh [Urited States) V| [ Customize. .. ] urrr'rg";g;rrsi) Tamil eTeor
Spanizh (E 5alvador) ~ . .
Spanizh [Guatemala] T @@uumg SIT6U0T6UITLD.

Spanizh [Honduraz) SRRl
Spanizh [Mexrico] —_—
Spanizh [Micaragua) Bl
Spanizh [Panamal 1
Spanizh [Paraguay]

Spanizh [Peru)

Spanish [Puerta Rical J LYC\ET] Languages
Span!sh [Spain] — Sefla . .
Spanizh [Uruguay) J & Q&luluS)_IL[l.
Spanizh [Wenezuela) —
Svaahili

(| Swedish

Swedizh [Finland)

EEE&E— ich az news and

T elu_gu > |

Regional and Language Options

| Regional Optionz - Languages | Advanced|
Bl s | !

Test service: and input languages
To view or change the languages and methods pou can use to enter

text, click Details.

Supplemental language support

bozt languages are installed by default. To install additional languages,
. . o . o zelect the appropriate check box below,
@@ Detailsy dlafls GaunuaLb. _ o e o
[ Install files for comples script and right-to-left languages (including
Thai]
[ Install files for East Asian languages

2 | Geor SipseniL allewTGLT
GamermiLd.

[ Ok ] [ Cancel
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Text Services and Input Languages

Seftings !iﬁ,dvancedg

2 )X

Default input language

Select one of the installed input languages to use when you start wour
computer,

| English [United States) - US v|

English [United Statez] - 1S

Installed services

Select the zervices that you want for each input language shown in the
lizt. Use the Add and Remaove buttons to modify this list.

i_ Englizh [United States)
Keyboard
= Us
Freferences

Language Bar... Key Settings

I

[ k. ][ Cancel ][ Apply

@riE Addy Sleafls Geuwea.
2 | Ger &ipsaseui ellewTGLT CaHmenTmiLd.

@\dlsb 2 eiem

Pull Down Gugyiene dlefld i

Add Input language

[nput language:;

Englizh [United Statesz]

Spanizh [Guatemala]

S panizh [Hondurasz)
Spanizh [International Sort)
Spanizh [Mexico]

Spanizh [Micaragual
Spanizh [Panamal)

Spanizh [Paraguay]
Spanizh [Peru]

@&uigmsd Tamil Language Spanish [Puerto Rica)

Spanizh [Traditional Sort)

@\mLLms sSTemeomLd. Spanizh [Uruguay)

S panizh [Wenezuela)
Swwahili

Swedizh

Swedizh [Finland)

Telugu
Thai
Tzwana

%

|E
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3IS& Tamil & GunireoL Cairse Geueunr (L.

Add Input language

I_n £ ) @I‘&I@ @I]’EO'OT@ @LIBJBSGTﬂgLILD
ETD R | | Tamil eer Select Qaig)
Keyboard layot/IME: OKg dlefls Qauiweyi.

Tami D v|

[ OF. H Cancel ]

@miE Tamil eretusmg Select Gguiwr GauemwT(hHLb.

Text Services and Input Languages

Drefault input language

Select one of the installed input languages to uze when vou start your
computer.

I Englizh [United States] - LS w I
B‘lgﬁ:i:h [Urited States] - LIS
< Tarmil - T amil

Select the services that pou want for each input language shown in the
lizt. Use the Add and Femove buttons to modify this list.

Keyhoard
= US

T amil

k.eyboard Add...

? Shamil Femove
Froperties..

Preferences

Language Bar... ] [ K.ep Settings... ]

[_ ()4 ][ Cancel ]

@& Tamil Keyboard @@liLens srererid. OKey Slafls Qauuaid. Gesme (pipna)
ol L g

SlgHgi6 Qarai® QnsEh turws silfls @wmbs EnglishhE wrymghet
Jleveug) Englished @i sUlfling wrmeugngd, Alt + Shift Keys Press @&
GeuemT(hLd.

Alt + Shift key & Press Q&u1g) mL0&@ Caemeauwimer @ sdls Cameuwmsr Languagesy
rmml Qametereomd. Sl to English jedeug English to siblip.
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Back Space

e T
M Shift
eru ) 1M}

611
N
()]

Ko g

601
vV
b

6601
C
L0

W
T &0

=
Q
(AT
&1
Shaft Z X
Q)

#lov Saeflent Goed YeTeflaemmed CUTLOLLL 6@, ULl LLD SrewrliuGLd. ks
L SgILar @ @M (Symbol) 2 eterg). gidle 2 een @dleoow LweTUBHSS
Ysedle TS IpS5g e LUineG Comeumer Glater 'L Smg Iip&Hs

U%%%@énﬁu 2 afem S Fonth@ LweTuBhSSs8m1ew Keyboard Layout . @k

Keyboardsd 2 afer Lig Sl 6TpSSISHSmeT BHEISEHT 9jlp&HS6TLD.
2 TrESSNG “Can” eer gpsHs (el "s” (1) ausms gss Wery "6 O m”
(A) 8 SlgdsHal.
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Tamil Typewriter Keyboard

ridlugdlen gpsHs @6 @@ & GuTT@ Layoutsmer 2 siergl. Iyerme siblifle
Jlp LGNS eLeTml euenSIWITeT SGUTT(H LayoutssT 2 eTereor.

1. International Keyboard,

2. Modular Key board

3. Typewriter Keyboard.
@emeusar sally Unicodesd 2 siem bl eTSgissmer IjpsHs Selums 6(m
& GumT® Layout 2_6Tergl. kg & GuTT® Layout snsearGel (phaiw Ls&sHle
Car@ssUuL [HeTerg).
Unicodegy Typewriter Gumi(® Layoutsyid gjig&seorid. 3i5mnE Baamini sGumi(
Layoutey LweTL(h&s Geueoor (L.
@ Internetsdlmig Download G&lg) Install Gl&uu Geuer(Bid. ST ClFwedpsmm
sllerga &6y CQ&rO&slILL [H6aTeTg.
&Gl 2 efer Websitegy Open Q&unuai.

www.tamil.networkengineering.ca

Tamil Baamini Unicode Keyboard Home- suili umidlefl - Mozilla Firefox

le Edit Miew History Bookmarks Tools  Help
E* c & 10 |j http:/ fensne, tamil . nebworkengineering. ca)

j Tamil Baamini Unicode Keyboard Ho... |

UL W EIFEe

-

NetworkEngineeningrea

LT
o »

Baamini Tamil Unicode

@rE udlalnssan serudle Seafls Qauiea.
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) Tamil Baamini Unicode Keyboard Download - s1filg uniflefl - Mozilla Firefox
File Edit Miew History  Bookmarks  Tools  Help

@ - c oh |_L] hiktp: { feaaes, Eamil. networkengineering . cajdownload. 7.7 = "

C] Tamil Baamini Unicode Keyboard Do... -

L Gy W eITBETL

MetwedEnginesiingce

Baamini Tamil ’Un"‘it: ode Keyboal

LRIy
@nhs sUlp weflaCam’ 2 arafly QuearQummer ellawGLnev 2000/XPs
(Microsoft Windows 2000/XP/Vista/Windows 7) wnsSlgn CGeueneo Clawwjin.
@eng cIUUg 2 Real samauliiico s aallfausneanan 2 sallanw,
uss&HSHe0 unieneuuil somn.

@mig (Download) udlelméaid sterudle dlaflé Gauwea.

Opening tamilkey.zip

You have chosen to open
&G 2 arer Radio L L emer @ tamilkey.zip
Gasl GEug Ok which is & WinRAR ZIP archive

UL L 6m6aT B‘;]ﬁTﬂBS Q&'—ILIILIE)JL[] Fram: hetp: | e, tamil,nebworkengineeting. ca
What should Firefou do with this file?

) Open with | WinRAR,ZIP (default) v|

@e File: D)

[] Do this automatically For Files like this From novw on.

ol ] [ Cancel
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Download Q&g Um@ sSipssemii tamilkey ererm GQuwifled e Folder Save
@aunuiu@mLd. @hg GumreLiT Zip Geuniu’ hHeterg).

|
Ijl Earmilliey
| 204 KE

@sma Double Click Qauigmsd Extract g8l tamil key eteirm Guiwiflsd ep(m Ll GuimsdLir
2 (H6UM G)LD.

: /J Eammilkery
1

@& Foldersy Open Qauigme Sipsaeami allewTGLT CaTaTmiLd.
Qg alewiGLTals 2 ater Setup erertm smusme Slafle QFuigTs Install gy SlelGIb.

FEX
-

File Edit ‘iew Fawvorites Tools  Help i
= ’ o

@ Back - J ‘ﬁ' 7 ! Search ._ Folders = x
Address |||':| Fkamilkesy v| &0

& 31 St A (

—’J andod —,J 356

1 1

&5 5 |

—’J [Elt —’J wowGd

1 1

& _EI Tamilkey_amdad
=" kevboard Lavout Creator Boo. .. i %2 Windows Installer Package
o Microsoft Zorporation ﬁ 112 KB
ds

O] ramikey_izss 3] remikey _isss
—d‘-:, Windows Installer Package = — Windows Installer Package
If" | 1128 Ik 112 kB

\
@i Double Click @suweab. 2 1Ger Install gy, slel@Lb.

@efl @i & CumitenL LweTuBGSe0mLD.
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|oquod

(pedAay suawnu) Jojeledas jewnag

josuod

] R, TUTIRS:

|[onuod

igle ___.1.H P 2% e, TR

1noAeT @uung @ WuRTUOH UlWeeg T1TINNMMeE peojumoq
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Start - Control Panel - Regional & Language Options — Language
Tab — Details

SlpssemiL alewTGLT Camarmid. @miE Bamini Keyboard @\mLiLens smeuereumL.

Text Services and Input Languages

Drefault input language

Select one of the ingtalled input languages to uze when vau =tark wour
camputer.

i Englizh [LInited States] - LIS P !

Installed services

Select the zervices that you want for each input language shown in the
lizt. Uze the Add and Remove buttons ta madify this list,

English [United States)
K.eyboard

/h
K.eyboard m
[ Remove |

= Bamini Tamil Eeyboard Layout for Unica)

/

Remove

H

< ! 3| | Properties..

Preferences

Language Bar... ] [ Kep Settings.. ]

[ k. H Cancel ] Apply
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"WWIOENIWET) MMLE SSald Mee YIYS eLle FwSily HinE wws fige

QBT WUEMRE SSBId BASY WIUS
BT AOE Lo YY) 19191 T WeRBEM HPE Wi e Duroged

H1D ~ ny Jeg nedg M nv ~ H 1)
g T. 5 i = (C] B = 1000 ]
wus yus
e Jé i< > AN 9|8 w]|A £]D =X &|Z @ 2
i E al @ \ n ® —5 us m ..._ua.._o._u..u:

), ) i 9l sle wln slo bl ela @fs @|v ]

s |&® s ) [} w | g |a i} =T i
o) d o &1 &0 @A @)L ks |d wld &M |0 @)
. g |- ¢ [8 |& He |s _.. € |t v oo

) L ( )|® @ |9 & J= @ |: tl~

Buiddep pieoghey uiweg

Gasdl) ®@eceN MNeLIIF |WOGILN
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sy Lfled siblp

ETSMeuTs g mSngms JHswnrs LwuaTuGSSSCnTD. 965 Gums gblemipud
LweTL(HGSHeomLd. steveur Softwaresaflgid siblsmy LweTLIbISS60mLD.

&G umblet] ereitm epp Sl Fontey Internetsdl@ig Download Q&g Font Foldersd
il & CeuerT(hid. @am@ Goum 61Ed Softwareld GHemeu @svemev.

@Is Formatey &ipsaemi Websitesd @@whg Download QauiwieL.

@J Rikkps v, jagatheswara, comftamil, php

Download:
Barnini Tamil Font Bamini tf

How to install fonts in Windows:
Copy and Paste the downloaded Baminittf into the following location

Start -» Settings -> Control Panel -= Fonts

@8 Fonthamar Keyboard Layout

Bamini Keyboard Mapping
uriflell SULEF&HD UNMS (PED

T~ [ A e = o 6 o @/ VL & _lu + |
qml 1] 2 3I 4] gl 6] W s] 9] o] -] o
Tab ® Qo Wlm E|la Riay Tlar Y|® U2 1| O P|° (v }
= m| D B & & & 5 1) wl. =
A S G|i H J|w K L [l
CapsLucktq @ Sl e i 5 i 6 I . Enter
w| e @ » L i 1o L I
WZQXIHC'E’ Vi B|G N%MI-\:,:-"J?
Shift Shift
L 7] o o1 :
Ctrl] IAIt I Spll:e Bar AItI ‘[ ICtrl
L J
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Dialup Moderm Configuration

Framyeurons Internet @emeworiy Broad Band eyevgmer GQumin@dlmgl. Dialup
@enewriiy meoL (pemmulled gSlsme LweTuT g6 @lsdenev.

#lo Crrrisefled @ pleney QuIrmSg Dialupsy LweTUBSGS Ceousmip (LD,

afi"lpsd Broad Band @emeuoriiy @leemne @im&samd. guermed @ Landline
QLedlGumerT @)\ GLD. 2 melewTiT a6, HewTUTE6T Laptop 2 L 6T eupeumitaar. Laptopsd
CurLid eugd) @Qma@EL. o de@rear Goulls uriss CrfliLms Dialup epsoid
Internet @ememriisnu Qumeurid. eterGen Dialup Configurationsg ubml @UGLTS
umriGumi.

waelsd Device Manager ellewr@Lmellsd Guorid Install Qe GieTersm eTaLma
Gardlé&ab.

My Computer — Rightclick » Properties - Hardware = Device Manager

L. Device Manager E@EI

File  Action Miew Help

m & 2 A

=1

3‘ Compuker

20 Disk drives

ng Display adapters

S DYDCD-ROM drives . .
e Bl &
=) Floppy disk controllers @ & Modems Icp

+- b Floppy disk drives (BLIJI'I'I_,S'J,QCJ]EO"I' @i

+ @ IDE l‘:'|T|‘:'|||I|‘:'|T|‘:'|PI controllers @@ﬂumg 63"'60'01'61)[”:0_
+-iEe Keyboards

e

+++++h

+-1) Mice and other pointing devices @G)JG)JITQ] @@Eiﬁﬂﬁu GLomLLb
e Modermns L o . I
R TI56000 Yaice Modem &g insta
+ §§ Monikars @&UJUJIJLII_@ﬁTTﬁTTg_I 6T6'0TQ_I
+- B8 Network adapters .
SN N O Quir .

Start = Control Panel
IS8 Control Panelsb 2_6temr Phone and Modemgy Double Click Qauwayi.

B Control Panel =1

File Edit ‘iew Favoritkes Tools Help o

o bar 2 TJ- /- | Search Y Folders v

Address {} Contral Panel v | E 30

& ¥ © w @ P £

Accessibility  Add Hardware Add or Adrinistrative Adobe Gamma  Automatic Date and Time

Optians Rermow... Tools Updates
Display Folder Oplions Fonts Game Intel{R) Internet Kevboard
Controllers Extrem... [tio
) -/ L= = =X ]
Mail Mouse Mera Metwork  Metwork Setup Power Options

BurnRights  Connections ‘wizard
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Location Information E|@

Before pou can make any phone ar modem connections,
YWindows needs the following information about your current
lozation.

wwregiun are youl in now?
|In|:|ia ﬂ

YWwhat area code [or city code] are you in now'’?

044

|f you need to specify & carier code, what iz it

]7

If wour dial a nurnber bo access an outzide line, what iz it?

—

The phone system at this location uses;

(* Tone dialing " Pulze dialing

] | Cancel |

@Q@mUiLL QeaTamer aaTuSTD @G 2 aiareury LTHdH Qauig OKs &lafls
Qe )d. @EIE 044 eeTug) Gl&eTemerullest Area Code.

Phone and Modem Options E]@

Dialing Rules Modems | Advanced

@ The list below dizplavs the locations vou have specified. Select the
L location from which vou are dialing.

Locations:
Location Area Code
{*} My Location 044

Mew...

Cloze

@miE Edity dlafls Qauiwea.
055 LssSH0 2 arer allewrGLT GameTmILD.
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Edit Location

General | Area Code Pules | Calling Card

@ Location name:

Specify the location from which pou will be dialing.

Y Location

Countrdregion; Area code:
| India v | 044
Dialing rules

When dialing fram this location, use the fallowing mles:

To access an outzide line for local callz, dial:
To access an outzide line for long-dizstance callz, dial:
Idze thiz carrier code to make long-distance calls:

I1ze this carrier code to make international calls:

[ Ta dizable call waiting, dial

Dial usingC (&) Tone ) Pulze

[ ak. ” Cancel ]

&6Lp @ Tone Dial O Pulse Dial

steor @\yeT(h CrigGuimr L L eiTseT 2 aTemeor. 2 Mg GLeIGUTaT 61hS oumSBmWE
CaTHH6aT 9ma CsHiTey GlEFuiweaLb.
Um@ OK uLLemerr Slefls Gauwe.

@@ OK uLemerr &lafls Qaliga)er S@mouab (earusssdls 2 erer
Dialing Rules elewiGLralln@ Qaarn al(HLb.

Tone Dialing stetrmmed Geugsioms Lwied Gauiaugl. Speed Dialing.

Pulse Dialing etstrmmed Glogyueurs Lwe Gauisugl. Slow Dialing.
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Phone and Modem Options

i-DiaIing Hule&| todems |..~'-\|:I\-'an|:ed'

{E 5 The follovang modems are installed;

Maodem
T1 56000 Voice Modern

Aftached To
COmM1

=

Properties

[ Ok ] [ Cancel

@ Modems Tabgy laflé
GEuwaL.

E - The following modems are installed:

| b adem
| %5 71 56000 Voice Modem

bitached To
COmM1

[ Add.. _H Remove ]d Propertiez D

@miIe COM1sy Select
GCeuig Propertiess
dloflé Glauwea|b.

2 | Geor 9|(H5HS
USSSHle0 2 6iTer
ellewTGLIT CameuTmiLh.

Note: COM1lym Q&ws L
Qauism@aTar Properties

’_ 0k H_ Cancel ]

il
B

uCLer Enable gy, @to.
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T1 56000 Voice Modem Properties

Advanced | Driver |

Port;  COM1

Speaker volume

0ff

b awirmum Fort Speed

115200

300
1200
2400
4300
SE00
13200
32400
57600

[hal Cant

i @mi©e Modem Tabg
dloflé Glauwe|b.

- @mi@& Nobgy Highe
BT SHSHaLD.
1152008 Select
~ Qsiulg) OKey Slafls
GFuIwea]Lb.

\

Paort:  COk1

Speaker volume

of |

t awirmum Part Speed

115200

Dial Contral

(] ait for dial tone before dialing

]9

Cancel

I

3|0zl Diagnostics Tabg
dloflé Qaunab.
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T1 56000 VYoice Modem Properties ? %]

_General Ml:u:lem_ Diagnostics | Advanced | Driver

M aodem |nformation

T Value
Hardware D serenumtexs0E0

Command Rezponze s

ATROMVIED Success 3 @ﬂ’ﬂ(@ Query Modem
AT+GMM COmMMAMD NOT SUPPORTED UL Lener Slefls
AT+FCLASS=Y? 01,20 Qsu .

ATHCLS=? n1.208 oy GlI6YLD.

4

(e Modem
Logging

@ks Windowelsd 2 etsmr Command wmmih Response Q& Columnssit (ps6edled
areolwrs G meTmiLd.

Query Moderm ulLemenr &laflé Qeuigliing @ns Columnser Lrmejn L6
sTSSISSaTTe LTS Qauiu’ G @ms@Ln. @esurn @ks Window Gsmerlermed
Gur_id GCameunumer @lensmrilseEnLer sflurer wemullsd @emeverssliLL (66T s)
steTLmS @NISEIng. ererGeu GomLid sflwmeorLig @uikiGL eTeoTm Quim 6.

CumrL &flurs QuEisailodme aarums Qgflaldgse:

fleo Crrmiseafled Gue 2 eter Windowelln@ udlors sSpssaie Error GQ&uld)
GamermiLd.

Eror x|

' The modem Failed ko respond. Make sure it is properly connected and turned on. IF it is
[ an internal modem or is connecked, werify that the inkerrupt for the port is properly set,

I|Fmeugl GurLw Qumrigh Hlmeuld @ame aarumg Gaflallsdng. GumLLb
gflureruy Qemanssiu’( salld ger Gesuiwiul QararsT aatumsg 2 mig
Qauory & m$lng.

GurLid gper Gsuwmosd Gm&GLmermd @Ihs Error Gsidl demqulsh Ggmenrmii.
@ri@ OK ulLemer dlafls Qaligmsd @snE Yhaw usssdle 2 arer Diagnostics
Window dlemmuiled Cameurmin. Gurih Casllar @emewrlisou Cardlssan. G
sal sme ger Geuwe|d. Nrésmer LnbSeNGLD.
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Dialup Modem Connections

358! Dialup Modem sGlsrrsagemsr Create Geun Geusmt(hid. Network Connection
sllewrGLmemen Open Qaunued. Desktoped 2 ater My Network Placesg Right Click
Q@au1g) Propertiesgy dleflé Gauneald. 2 L Ger &Sip semr allewtGLT CamaTmid.

My Network Places — Right Click — Properties

"% Network Connections |Z]@r’5_<|

File Edit ‘iew Fawvorites Tools  Advanced Help th
) Bach > ﬁ- 7/ ) search - Folders v
Address | Netwark Cannections v & s

el -~ _LANor I-_Iig_h—SpEEd Internet

MNetwork Tasks

] : b =y Local Area Connection
> Metwork cable unplugged
conneckion @ I;nkel(R) PRO100 YE Nebwork ...
e

!

ﬁ} Set up a home or small -
~ office netwoark,

g Change Windows
Firenwall settings

Local Area Connection 2
-~ Metwork cable unplugged
L _Mm  Realek RTLE139 Family PCIF...

\Wireless Mebwork Connection

See Also . e ! Disabled
| L Gpd D-Link AirPlus DWL-5204 Wirel, .

—

i) Mebwork
e Troubleshooker

Other Places

@i e LA Getereng Double click Gauwayib.
2 | Ger Sip sewiL ellewtGLT CHmeurmid.

Mew Connection Wizard

Welcome to the New Connection
@ Wizard

Thiz wizard helps you:
* Connhect to the Internet,

* Connect to a private network, such ag pour workplace
network,

* Set up a home or small office netwark.

To continue, click Mest.

[ RS ] [ Cancel

@@ Nexts dlaflé Qauieai.
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Mew Connection Wizard

Metwork Connection Type
YWhat do you want to do?

() Connect to the Intemnet
Connect to the Intermet 2o vou can browse the \Web and read email.

(%) Connect to the network at my workplace

Coptect to a buginess netwark [Lzing dial-up ar YPMH] 20 wou can wark from hame,
& field office, ar another location.

{1 Set up a home or zmall office network
Connect to an existing home or small office netwark. or zet up a new one.

() Set up an advanced connection

Connect directly to anather computer using your serial, parallel, or infrared port, or
zet up this computer =0 that other computers can connect to it

[ ¢ Back " Meut > ][ Cancel

@EIG 26ug Radio Buttong Gsasds. Qauig Nexts dleflé Geuuwe.

Mew Connection Wizard

Metwork Connection
How do pou want bo connect ta the nebwork, at your workplace?

Create the following connection:

p connection

Conpect uzing a modem and a regular phone line or an Integrated Services Digital
etwark [[SDM] phone line.

(") Wirtual Private Network connection

Connect to the network, uzing a wirtual private network, [YPH] connection over the
Internet.

[ < Back ” P et > ][ Cancel ]

@R yaomeg Radio Buttong Gseas. Q&g nexts Slafls Qaunua.
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MNew Connection Wizard

Connection Hame
Specify a name for thig connection to your workplace.

Type a name for thiz connection in the following bos.

pany Mame

CHTINFOTECH

wample, you

twpe the name of your warkplace or the name of a server you
will connect T,

[ < Back ” MHeut = l[ Cancel

@riE GQuwenr L T&d Q&g Nexts Slafls Qauiwea.

Mew Connection Wizard

Phone Mumber to Dial
What i the phone number you will uze bo make this connection?

Type the phaone number belaw,

Phone number:
172222 ]

Y'ou might need to include a ™" or the area code, or both, If youw are not zure
wou need the extra numbers, dial the phone number on vour telephone. [F wou
hear a modemn zound, the number dialed iz comect.

[ < Back ” Mext = ][ Cancel ]

@r® Telephone Numbers L iTéd @Qauig Nexts dlaflé Qawiweb.
@b% QLedlGument pUT Internet @ememrlienu Qum 2 _ater GILedlGLTeT ELOLIT.
2 miseng) GLedlGuTesT BT SlenLwimg.
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New Connection Wizard

Completing the New Connection
Wizard

“'ou have successfully completed the steps needed to
create the following connection:

CHTIMNFOTECH
* Share with all uzers of this computer

The connection will be zaved in the Metwork
annections folder.

Add a ghortcut to this connection to my desktop

To create the connection and cloge thiz wizard, click Finigh,

[ < Back ” Firizh ][ Cancel ]

Finishgy &lefls Qawweyd. @i S6uy 2 6ter Check Boxed g GlEuiuaLb.
Desktopsutd gign@mu s Icon CamesTmiLd.

s Network Connections

File Edit Miew Favorikes Tools  Advanced  Help o

J Eacl = | 'ﬁ' ,-"_.: Search Folders -

— =

v| e

Address |'ﬂ._ Metwork Connections

~ ~ Dialup.
Metwork Tasks

= - ,.J CIITINFOTECH

[5] Create a new *_‘J"’§| Disconnected
connection '—L TI 56000 Yaice Modsm

9 Set up a home ar small

~ office network I

@ Change Windows
Firewall setkings

LAN or High-Speed Internet

" Local Area Conneckion
: = . Metwork, cable unplugged
See Also | M Inkel{R} PROJI00 VE Metwork , ..
jr_,.l Mebwork E— ,JJL Local Area Conneckion 2
Troubleshooker F Metwork, cable unplugged

W Realkek RTLE139 Family PCIF. .,
A Reals arily

Wireless MNetwork Connection
L&) Disabled
T (e D-Link AirPlus DWL-5204 Wirel. .

Other Places

l:} Contral Panel
& My bebwork Places

@@ CITINFOTECH eteetm Quwifled ydlwsrs sp(m sasmesr Camenrml 2 6iemg.

Internet @emsuerlisnu Glum @Ks m&memsrr Double Click Q&uiw GeusoerHILD.
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Desktopaith @eleury) e bl msrear Camerl 2 ararg.
Internet sQlarsagsr GLm @Ihs msmemsr Double Click @&
Geuemr(hlLd.

Connecting To INTERNET - Internet @enesmrlisnu syiLIB)SS)60

Desktopsv 2 6T g&memesr Double Click Geunuajn. 9jssug Network Connection
allemrGLrelled 2 item sy&memenr Double Click @& unuayLb.

2 | Ger &ipsaseui ellewTGLT CamerTmiLd.

Connect CIITINFOTECH 21X

QIrIE 2 Riserg QLedlGuTeT
muT Area Code 2L eor
Wirsgl G Gauemr (L.
Speurmed L eheBlund gel.
044 erevTug) G euTemeurulles

Username: 442363891 —— | | AreaCode.

P (L1112 1] B 23663591 ﬂw:rugl

il < 5 | QL 6d1GuimenT [HLDLIT.

Save thiz uzer name and pazsward far the follawing uzers: et6oT@6u 4423663591 6T6uT
(%) Me anly Car@ssUul [HeTerg).
() Anyone wha uses this compu

Dial: fpreails ) v |
Dial ]) [ Eanc\s(*l ] [ Froperties ] [ \k@p ]
\
\ Password
Internet @emevorliSIhesmear Passwordg
QLedlGurenT eTemT (@) Telephone
Gl&euTemenT &() Lo (HILD). @ersrale @\mibs)

GCal(H auTEIGa|LD

GGe 2 aemg Gumen eleurmissmer LWiTddl Gas Yn@ Dialm dlaflé Qaua.
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GurL &flurs Goume Qoudlngr aaiumg Gardlsgen:

Connect CIITINFOTECH

e |4423553591 |

Paszward: |"'llin-"n |

Cell Number

Save thiz uzer name and pazsward for the following uzers: =

{#) Me anly
() Arwone who uzes this computer

Dial: @51 B v|

[ Dial _][ Cancel H Froperties ][ Help ]

GumrLd Configuration eflurs GQaEwiul (HetersT sterumag Cardlas @QkiE 2 miger
Cell Gpiueny LiTsd Qg Dialm Sleafls @auwe.

Connecting CIITINFOTECH. ..
H‘“E Dialing 9444451485,

Cancel

2 | Geor Dialgydl @ememriiy ElemLSgiallGin.
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Connecting CIITINFOTECH...
- Dialing 172222,
w%

Internet @emsmriugmnamer QLedlGuTeT LU LT Qauig Dial GEuigme @laiammn)
SLpsaewiL allewTGLT CHmeTmiLd.

Internet @emevoriiy HlevL S ajLer Task Barsd auegl dpurssdled Qs allewrGm
GameTmiLd.

jr} CIITINFOTECH is now connected %

Speed: 115.2 Kbps

EN @ B il S47FM
7

@uQurwg Internet 2 Lat @Qevewriiy subgellLgl. @efl Internetsd Gouemevemi
G TeuTLD

k= CIITINFOTECH Status

General | Details |
Connection
Status: Connected @smsmmjsmu QJEWL?-55
Druration; 00:00: 48 Taskbareb 2_eer
Speed: 115.2 Kbpz samemenr Double Click
QeuigTed @hg eleor@Lm
GameuTmiLd.
- @mi@ Disconnects
Pl Heflé Qauwab.
-
Sent = Received
Bytes: 17.233 142932
Comprezssion: 10% 2%
Errors: ] ]
[ Propertiesz Dizconnect
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Portable Document Format - PDFemLed

gTgmyeuTons Textsemer LweTubhSS Document oL SmeT Ilp&HSHIGMMLD. 65
Text emusmev Create Qauw 9|6xs elgomsr Application Softwaresar 2 6TeTer. b
Text smusmew Open Q&g umTEs CouemT(Hd 6Teor SHmlermsd 9bs emusme Create
W LweTuHSSIULL Softwaregmest GeausooT(HILD.

STSHTTEUTLINS 6ThS 6(1h smLemeuu|ld Create Gl&uiw s Application SoftwareGeusser(hid.
965 Gumew G emusmey Open Qsuwed ahg Softwaregued 9bg mus Create
@ainiu’ L Gar 9|65 Softwaregmer GalemT(hlLd. 6(h emLIMED 7STeG) 63K Application
Softwaresd Open GlFuIg UTTSS @luiTE|.

2 FMIawIGHNG @ mume Page Makersd Create G&iig 2 6TeTsns &(mgIGaumLD.
IS ENLIMEV 2_TRIS6T S HewTLI[h@& E-mail epeuld gienilinl eneusSlniiraer. kg mLsme
Sjeut Open Q&g umiTés GeousmT(Bd sTeTmTed Yeurg) Sl Lfleid Page Maker
Software Install Qawidlm&s GouemT(HILD.

(5 SlQlelsSde Lalgorsr Sofwaresmer LwaTLBSS I|CHs: mussemesT Create
Qaudlmuuriser. gmeusmer Coun IiNIMISEISEHSE EItLD QuTipg 9snE M
Softwareser gjeuTsermed eTSITLTSS (LPlgllTg).

II6aTH w  Gblerl Cuaid @ UTEdlmer 2 aiarg. BEIGaT 2 Bisear emUealed
LweTUGSSIULL Fontssm enLigyih Lopmeuaer sbliuplLfleid @mdss GouemrGLb.
Spmleud ereirmmed GCHemeu @levemev. 6o 6rofled eTeORTEIGLMETT English Fontss(@mid
sTeveumelgLomer SLlupL L Taeflaid @)m&ELn.

English selly Goum Gumflsefled spsriser @QmbsTed Ismag S, CHakE,
@idl Gurermaummle @mESTH B FontsemeTuid smugIL 6T Cardg I
Cousmt(hd. @G mevL (pemmulled FTsSwd SemLwrg. @isl Uréflameruiled @moE
lPULSSTeT @5 PDF eoLeE6.

G 6(, oueme 6hg Softwaresd swrflgsmain oydled @mEg 6@ PDF eUsme
swrflsgailsrbd. UngG oihs oume CameaumeraTsEnhsE il meaisaeamL.
Jeurser s musme Adobe Reader eteirdlm Software eypeud Open Qauig
UTT&&6umLD. @aeurmed Font soLemey eilil Gaemauullsbsmev. GLogyid okhd smLgI @i
Softwaretd Ggmauilshemev.

Q@ mucled @mEg @M PDF mume 2 maurdss osntsarm seaflurs e
Softwaresser 2 _arerer. gjemg LwWeTLHSSSTeT @ PDF 6oL 2 (HeuTSES(LplgUiLd.
I3 smuemey Internetsd @HEgE Download G&uig) QameiereuLd.

@uGuTLg Microsoft Worded swrflssiul L s eusdled @\mbgl @ PDF eoLsme

steueum) Swriliug) eTesTueng LmlGLITLD.

ysedle egameug @ PDF Software smusmev Internetsd @@hg Download Gl&iuig

sl L fsd Install Q& GeuewTHLd.

@miE PDF995 steim 6@, PDF Software emusd download Qeuwwiul® Install

G&uniuL (et er g.

GOI0LY: @ omusilsd @\mhg GCoum 6@ PDF smusme Create @suislGmmid. ererGeu
Originalsb smued gjliLig Gui eTEG6S LorHm(LLD @sdeuTLosd @& ELD. USWSTS
62(, PDF emu6b Create Gauitinpld. 9ihs soLsme smamyemrons Edit Glauw
Wipwrgl. 9SGl @ Xerox Copy Gumrey UTTS&eTLD.
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PDF Software Install @Qeuwiwiu’c dim@ Printers and Faxes ellewiGLmalled
PDF Software Quuwiflsd epp Printer sysmenr GamestmiLh.

Start = Printers and Faxes

2 | Ger &ipsaseumi ellewTGLT CamenTmiLd.

"® Printers and Faxes

File

K B 'J Iﬁ‘ J‘,d__\lSearch |L Faolders v

| @
2 Printers and Faxes el G0

Edit  W“iew Fawvorites Tools  Help

Address

[ *

\ j} &ubo Microsoft Office Document

| Printer Tasks EI".-'-_, % Image Writer on WiEK
: =

&dd a printer

&5 Setup Faxing

See Also

L?J Troubleshoot prinking

@) Get help with prinking —

Other Places

E}- Conkrol Panel

% Scanners and Cameras

@\g Printer & Faxes elewTGL .

Emh PDF995 ereirdlm Softwares Install Qeuig @maslGomd. sarGou @mi
PDF 995 etesim Quuifl®d e Printer ganrar @@GLUUMS STemmemL.
@mi@ Close uLemear Hlafls Qauig @k ellewrGLmemey Close G&uiwea.
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2 Big6mg Culsisemer 2 e srmidlmig Cousmi(Blomsurmaid LTTene @)L somLb.

@ueurys @Gullslear 2 LCWTsD Wisad 9fle garalsd 2 ererg.

steorGeu Quiflin giunsmsafled Internet sGarsagear GummisTer swGLeflLT
aupmisliu@GL  @GAwulle eoflorssmgsrar Lweru@Sgeaurtser. Gurflw
SWeastseflsn darbCarmn pnnnssmnsstar @6l amn. 9CsGLTe
@I CFuiTTEaT. TG IaITsEnsE Internet &6larsagamenr LWETL(HISSILD
Crrd saud g dlenrs CxHemelini(bin.
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Outlook Express

Dialup sQear&agsmenr 2 LGWTSlGaTed @TewrBelswmer Qe ser.
1) QLedGumer G&evey
2) Internet Glg6ey

3|656umsd Broad Bandsy uwetu@&dlermayid Internet uweumipn@ somrmGLTed
Qsne). g e @eNE Seturs GLdIGuTsT &L L oD SlamLwrg).

@y 2 6iTem GlFmel GHmmss el 2 aTergl. Jigigrer Outlook Express.

@& Operating SystemGaGw 2 atargl. Operating Systemgy Install Q&b Quregg
srarraeGeal Install gy &lalGib.

@5 Outlook Expressg ISPy supmisiu@in @0nuillssens@aser LaTubhiss
(Plpud.

E-Mailsemer mLog) syl Lifled 2 eter Hard Disked download Geunwe)d, Hard Disksb
sMsaTGal 9958 meussiul(hater E-Mailsemer getine|bsrear Outlook Express
2 LGWrsILBHSSILES NS

Inbox, Outbox eTesTm @\Femui(h) CloeyiseeT 2_6Temer. YemiliL Cousutmigw MailsemeT gjlp &5
Im@ Send eratusms; Click Q&wigmed Outboxed Storegy,dlali(id. Internet Connection
dleo_gs U@ srer e-mailsemer gpdHs GousmrBd eTeTudlsismen. oliLig GlEUISTe0
QLe0lGument Wledeyid Internet Nebayid gydlswm@Ln. iz Gaumen WEFILBHSSSSTenT
Outlook Expressgy 2 uGur&laSlGmmid. ererGou mmd gemiiin GeuemTipw sTed6uT
e-mailsemarujb Outboxed Store Gl&UIg) MaGEGIS GlETaTaremLD.

Internet Connection &lenLgg Um@ Send/Receivesy Click Q&uIgmed 2 L aumigiwims
Outboxed 2_aer eTedeur GLouTlsdasemid gieiiLiin’ B el(HLD.

Gy HL&E aurGasmgw gjmersg Mails@eb Inboxsd aubgl G ibgiel@LD.
@gsmer Outlook Expressert 2 LG, g|gmeug) Internet wmmih Gumest Vled gdle
Glsevey @lesumne e-mailsamer gemilin, Gum @lg 2 LCWTSLIGLL. YSTaIG HLOS
Hard Disked etébour Guulleogs@nd Downloadgydl @@mlusmed Geasmr@Gin Gurg)
urirégemd. gpermed Outlook Express Currupt gy &lailLmed @lensusem memL GLUmTS).

Outlook Expresse Lweiu(hss Geuer(hlomemmsd Seutlums e (psmm Configure
Q& Geustor . @GS ereueurm Configure Gl&ulaug) sTetTLemS LIMTLIGLITLD.
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WindowsXPsd 2 sitem Outlook Expresssd E-Mailsg Configure Q&g

Outlook Express Configuration:
Outlook Express Configuration Q&ulsugn@ (peiTy Spsaemn aleurmisemer SWITTTs
eUS5G @[5S GolemT(hHLd.

1) User ID

2) E-Mail ID

3) SMTP Server Name

4) POP3 Server Name

Emaser gmeTSgIn ISP aupmisiu@ib. SMTP Server Name eteorug) Outgoing
server Name. pugl Quullssemst geiiin LweTuOSSILGSInE.

9|6z Gumed POP3 Server Name eieiugl Bwé @ Saliuiul L Quulle) semer
QuyIsHE LwauESsILESEnNS,

Desktopsv 2_atemr Outlook Expressg Double Click @Qauweji.

@i Window dlenrullsd Gameurmid.

¥ Outlook Express

: File  Edit  Wiew Message Help
. (3 ~
Folders »
ﬁil Outlook Express
= €2 Local Falders for gk
e Inbio Find a Message... Identiti
<& Outbox E-mail Tip of the
121 Sent Items _
There are no unread Mail messages
@ Deleted Items in your Inbox Create folc
Draft : storing waoL
B} Drafts Set up a Mail account... messages.
MNewsgroups Clicle the F
renu, click
Contacks ™ = Setup a Mewsqgroups account... Folder, th
MNewr,
There are no contacks to display, Click, Contacts
on Conkacks ko create a new conkack, After vou'y
Open the Address Boak,., created the
o folder, dra
@ Warking Cnline 33 Checking mail. ..
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¥4 Dutlook Express

. File Edit  View BEEEN Message Help

M~ - L Send and Receive b

: ¥ w3 [

[sﬂ Synchronize Al

— Synchronize Folder

Folders ark For Offlins ) Go to

I‘_;'il OuEIDDk-Express _
5 @ Loal Faldsis .ﬁ.u:!u:!r?ss Book. .. Ckrl+Shifk+E

@ Inbio L ad Sender to Address Book

5 outbox Message Rules r

"_\-\
DO

[ : Tip of the
5T Senk Trems wind M v e
indows Messenger
3 DeletedIre 7 " T .g i Create fali
! Diraft B ; ! staring yaou
W ! o mMmessages,
Click the F
7 3 menu, clicl
Conkacks ¥ x | Set up a Mewsgroups account.., Folder, th

@@ Toolse Gueyeer &ip 2 6Ter Accountsg Click Qauiwe]i.

Internet Accounts

Al Mail | Mews || Directory Service | Add 3 I
Account Type Connection Remove |
L Active Directaory directory service Local Area Network ;
@Bigfnut Internet ... directory service Local Area Metwork,
@VeriS ign Intemet ... directory service Local Area Metwork & ol A
%‘w‘how’here Inter... directary service Local &rea Metwork

@miE Add Buttong Click Geunei.
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Internet Accounts

Mews. ..
Dipeckary S

Al Mail | Mews | Directory Service |

Account Typz Conncction Fomove
%.ﬁ.:live Dhirectary directory service Local Area MNetwark, . )
% Bigfaot Intermet .. directory zemvice Local Area MNetwark,
%"Jeﬂﬁign Internet .. directcry service Local Area Metwork & eban Brataill
%Whu‘v\-’here Inter... directcry service Local Area Metwork

Export...

Set Order...

1 B

| Cloze

@riE Add ulLefled 2 ater Mailsg Click GauiweyL.

Internet Connection Wizard @

Your Name

When you send e-mail, your name will appear in the From field of the outgoing message.
Type pour name az you would ke it to appear.

Display name: GOPALAKRISHMAN

For example: Jahn Smith

I_ Meut » ] l Cancel I

QrIE 2 BissT Quwenr LiTsdl Gauig Nextey Click Qauiwe]i.
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Internet Connection Wizard @

Internet E-mail Address

Your e-mail address is the address other people use to send e-mail messzages to pou.

E-mail address: | wgk_agki=dataone.in

For example; someonel@microgzoft.com

[ < Back ” Mext > ]l Cancel

@rig 2 miser E-Mail IDg Wisdl Qsuig Nexts Click Qauwiwe.

Internet Connection Wizard @

E-mail Server Names

My incoming mail serverisa | POP3 | gerver,

Incoming mail ([POP3, IMAP or HTTP) server:

An SMTP server is the server that is used far your outgoing e-mail.

Outgoing mail [SMTP] server:

i nmra.dataone.ir|

@riE UTsd Ceuuiu’ erer alleumiser
BSNL Dataone g6 QIPBISLILIL L D66

[ < Back " Next > ][ Cancel I

@miE POP3 wmmid SMTP g Slwsumenm Lisd @suig Nexte Click Qeuneab.
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Internet Connection Wizard @

Internet Mail Logon

Type the account hame and password your Internet service pravider has given you.

Account name: :m |

Password: . ‘

Remember password

If pour Internet service provider requires you to use Secure Password Authentication
[SPA] to access your mail account, select the Log On Using Secure Password
Authentication [SPA) check box.

[] Log on using Secure Password Authentication [SPa)

@riE Uiss Qi Gerer elleurmiser
BSNL Dataone g6 QIHBISLILIL L 6ne.sS 6T

l < Back ][ Mext > ]l Cancel l

@@ Account Namesy Quwenr L isdl Gauig Nexts Click Qauiwe]i.
all@puuULLmed Passwordsguiih Ligsl Gauiweomib.

Internet Connection Wizard @

Congratulations

You have successfully entered all of the infarmation required to set up your account.

To save thesze settings, click Finizh.

UTLDS 515 & 6T
Qeuplarors Wiehg el L gl

[ < Back ” Finish J[ Cancel

@mi® Finish Buttongy Click G&uwe].
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Internet Accounts

Al Mail |)Mews | Directory Service | Add 3
: /

Account Type Connection Remove |
@Active Directory directory service Local Area Network .
@Bigfnnt Internet ... directary service Local Area Metwork,
mail [default] Any Available T
@Veriﬁ igh Intemet ... directony service Local &rea Metwork '
%Whu‘w'here Inter... directory service Local Area Metwork,

; Set Order... |

@m@ mwg nmma.dataone.in Carg&siLL® alLg. @& STeT HLLpLL
E-Mailser sumeugmarer Mail Server (POP3) staotug) GOIINIL §5885.

IS8 @miE Mail Tab Buttongy Click @& ulwayLb.

Internet Accounts E|®

[ Al Mail | News | Directory Service | Add 2

Account Type Connection Remove |
b = hmma.dataone. i EEGEIREEETL| Any Available .

@ri@h g nmma.dataone.in Carsasiu’ () el Lgl. @\ STeT eI
E-Mailser sumeugmsrer Mail Server (POP3) staotug) GOIINIL §5885.

358 @M 2 ater Close Buttongy Click Gl&uliwayL.
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¥ Outlook Express

. Fle Edt ‘Miew Tools Message Help
EEll=RR =R
Folders g
I‘_;il Cutlook Express
= @ Local Falders for GOPALAKRISHNAM
&1 Inbox Find a Message... Identiti
<& Outbox E-mail Tip of the
2 Sertt Items There are no unread Mail messages
5 Deleted Irems in your Inbox Create fold
$fib Drafts Ea%r;.:nla a new Mail message i::'e;'snagggzll'l
Click the F
e 2 MNewsgroups menu, click
antacks *
= Set up a Mewsqroups account.., Folder, th
MNew,
b g ST RSy oy ERE Lo srpal HADRD FESL ] Hedl i

Syriugdle Camarfu Outlook Express Window eubgi 69 L gj.
Outlook Express Configuration Qeupflarions yighg) el L g

@eafl Camenater @)-Gulsisemer GUTMEDLWITS ElSTETLNS Ilp&HSHaMD. IpdHd

Um@ Send eeiueng dlafls G&uig 2 Lear gmeugset Outboxed Store Gt ®

sll(ILd. Internet @ememriiy SlevL&EGLd auem IjipSaLILILL 6Tebeom @)-GlouflsbasEmid @)kS

Outboxsb Store g8 @S SLD.

Internet @ememriiy HlemLgg 2 L Gsar Outboxsb 2_afer erevsum GlLouTlebasermLd emiiiiii’ B

Outbox aredwir&lal(hib.

9IGaT Gumed Inboxed BL&E siLiLCL GQuuilssst Store g &lal@L. Internet

@emsmriiy @leveuriosd GQUITMIEmLOWITS eTeveum GLoullebsememuid LigSseumd. 9|6z Gumen

Il & Coausmngw @-Quullesmerud QuUImEmLLITS o)l S&H60TLD.

G@illy: @Eg suadl Internet @ememrlienu aupm Slweui&ermed (ISP)

supmisiILL L @)-GloulleisEms @ amer GQUTbhgI.
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E-Mails in Outlook Express

E-Mail gimiyausn@w E-Mailg Gumausn@n o aier @ Software smest
Outlook Express. @l e Microsofter swmfliy. Microsoftsr gjemergg o uGTigms)
HleoLGdlegid smeveriiLi(HIb.

@kg Outlook Express gy uGrgm e sms Install @y Quripsg smermmeGo
Install g SlalEILD. Qs setlurs Install Qaun Gousmngw YauFud Gseme. Bms
Qawed LUHSGID SHLPLD eTev6vm g LIGTIRM Sl SElId 66 LTSLTSESSTaT @)[HEELD.
IFmeugl Windows 98auh Windows XPaih Qaweur® eGr wrdamer. gdle
GCoumiur® @mSSTs.

@@ Erd Windows XPe 2 ater Q&wed pemmenw alleréd 2 stGarmid. @G Ggwis
wemm Windows 98& @t QU mhgiLb.

Windows 986 Outlook Expressesr mamesr Desktopsd gmermaeGel Gameurdl al(bi.
opermed Windows Xpeg Qur@sgeuenr @smarer Icon Desktopsd gmermasGeu
Garermmg). mrbgmer Gamsr(h aubg) enausstaemr(b. 9jemdg Double click G&uigTe)
Outlook Express window dliméaiul ® el(bL.

Outlook Express window etpeutd @)-Gloufleh #bugSiuLL gemearsg Colemesemeru
daabd ereflars emawmearemd. geiin Gousmiigw eTebeum GloulsisEemerTud e s
SWTTTS emeuGGS CSTeTereumLd.

¥ Outlook Express

File Edit Wiew Tools Message Help
=R
Folders b4
ﬂ;] Cutlook Express
= I@ Local Folders for GOPALAKRISHNAM
& Inbio Find a Message... Identities
@ Outhox E-mail Tip of the dz
2 Sent Items There are no unread Mail messages
& Deleted Items in your Inbox When address
B} Drafts Create a new Mail message new e-rmail
Read Mail messages, clis
on the To: or
WEMEUIOHDE buttons to seh
Setup & Mewsqroups account.., narmes directl
Contacts X | oniacie frarm your
. address boolk -
There are no contacts to displayw, Click Dpen the Address Bool:...
on Cankacts ko create a new conkact, ﬁ Find Pasple... 3
< >
Q Working Online {E}, Error

@dled 2 ater GueysassT unml selGeureTmras LmTLEUTLD.
Inbox[5]

BL&E amdElarn Cuulshsear gmerdgid Internet connection dlenLgsaer Send/
Receivesy click G&uigmed @is Inboxed Cablgg emeussiu@mid. mdled 2 ater
Braketsb 5 ereutm) 2 6item eTemr QUL igulled 2 ater dlmig uTissiuLTg Gullsasafler
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srenTemilGmamw GHONGEng. Inboxed 2 ater Quuildsear oemarsgin Slmbg)
urissiulL m@ Inbox Imdled Brakets [ ] &6 @@ms&ngl. Inbox Iimled Brakets
[ ] s6T @ebeumosd @\mESTe Slmig urisasrs Guullsser g @leme ererm
Qumr@pat. Inboxgy Double click Q&g stsveur GloulleosemeTjid LmFemsuuilLsomid.
Outbox[4]
@& outboxsd BT et Geuemngw GuoullsiseT gemerSgid CaLllgag emaussiLILD.
J|(mSled 2_aTer Braket 60 4 stauTm) 2 arerm steuer QUL igulled 2_eTer gemiliniiL. Geusuonigww
Quullsbsefledt ereutrenldenaemw GHILIBH S @aTTOEL &Clarsager Sl &g UnG
et Guulme gjpsHs Goumi( eaTug @lsoeme. WerargTsGa Ggemeauwmer
QuuilsbsemeT gjlpdg meudSaTD. giemeudsT @hg outboxe Callsg meusasiLbLD.
Internet connection leoLggea_ar Send/Receives click Qauigmed @& outboxs
2 gier Guuilsst gmardgn Haiiul B Quily srellwurdlailGn. GQuuilaoaser
ImaTSgIn LU Im@ outbox i@malsd Brakets [ | &6t @Qm&smg.
outbox g|m&led Brakets [ ] a6 @lsbeumiosd @ mhsme el Gouevmigwt GouTlsbaser
T8I0 outboxed @shsmev sTeoTm) GILIT (6.
Send Items:
pug GQuuilesst Internet Connection dleLgg oL GarGu Out Boxsd @\wmhHs
St B elGIn. gy eormed HTLd sTeven G, Wt &G BIILSICMTLD 6TaTm SeHes
BL&E Cahmeuliusomid. ereerGen gyemiitiuc L. E-Mailsefler paesear @hs Goaiais
Calgg meusslinEL. Cameutiu@n Curg UTTS&emL.
Deleted Items:
Send Items Guayelley Camaiiursamomn oflsg (Delete) el eumid. geleumm
gflsasiu’ L Quuilskser @@ CallsasiLbLd.
Drafts:
R0 @ Cuullon 9iwss Yess UnGasr gag urdl gpss UnGasr, GUGLITLS
S GoueTLmid eTemr S dlermed @miE Save Q&g maugsamd. SlieGirer Power
failure gpermaud urdlulled gesésliu’L @ Guuiled @EE srarTsaGa Save
Qi g (&@ELW0. @riGarer Cullsgsemst $lmou GCasmTEI CUTWS aIILeTLD.
Compose Message:
@ns Guamiemeu Click Qeuigme E-Mail gielilasnsmer Lgeald GCsrarmid. @hs
Ligaugmg LTgdl G&uig. E-Maily galiuemrd. @Eg Ligeugdlear sSpumsddle
@ILLGsuenigw GlFuidleEemer el Gau Geusuur(Hid.
Send and Receive:
Internet Connection dlenLga19m@ @ema Double Click Qawigmsd Out Boxsd @)\ha
stsoeur GlLoulledssEmd ieiiu GellBID. HL&E surGasmipw Guulsast INBoxs s bl
Caigel(bL.
File Attachment:
Cameutu’Lme Filesemer E-Mail epsuih ygmiliLieumin.

compose - insert >  File Attachment 9668

compose - insert file icong click @Q&uwab.
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Address Book:
@riE Cameanwrsr @-Gulled Addressaemer Store Q1G] meuSGI&CST6TETaTLD.

Outlook Express - Tools - Address Book 3jsbeug
GuGev 2_aterAddress Books Double Click Gaumwsumi.

&9 Outlook Express

File Edit Yiew Tools Messag

R EE R = A e

e  ddress Baok|-
Falders A

W Address Book - Main Identity Q@EI

File Edit Wew Tools Help

E B X B 8 @

Mew Properties Delete  Find People Print Action
[ shared Contacts Type name o select From list:

‘& Main Identity’s Conta Mame E-Mail Address  © Business Phone
E=]vgk_vahoo wgk_gk@vyahoo.co.in
Ex]vgk_rediff vok_gk@redif,com
Exlvak vk_gk@mail.com
EZ]vgk_hot vok_gk@hotmail.com
EZ]vak_gmail ok, vak@gmail.com

@-GLouTlsd Addresss(@mL et
Address Bookest Ggrmmi.

5 items

Outlook Express Configurations:

Outlook Express eweutd @)-Glouflsh gyemiijeugn@d Qumeugm@d Outlook Expressed
configure GauwGeaemT(HILD.

s el S semi Coemeuwmer elunmigmer swr Qg meussis0sTerTer
Geuemr(hlLd.

Name
E-Mail Address
POP3
SMTP

@& umdlw e leurmisear Couml @ JSSHUMUSHO alaflssiu HaTarg. emgLl
UM S&a|LD

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

201




E-Mailg oismiliyse
Quoullsd geIliLuNE SpsemTL Ligaudma LT&d Qauw CosmrbLd. alaurmsar S
QaThssUUL L (heTareor.

Outlook Express > File - New > Mail Message 9isagl GGe

2 _aer Write Messageg Double Click G&uiueumi.

¥ Outlook Express

File Edit iew Tools Message Help

SRR

U530 Pwree Message] (30
Fu:uiu:iérs X"' ﬁ i. |i

EEX

B New Message

. File Edit Yiew Insert Format Tools Message Help
= X 9D eV ¥ BE%

To: |
|
Subject: |

Qg @ Guulls geEIliLeunsTaT Ligaid. @G @ Guuls wasuflamw L& Qe

To, Cc steor @\7eueT(h) SLLBISAT ST60T 2_AT6T60T. BCCOT6M LPEITMTeUG) &L L LD
smewTiILLelsemev. g Beesm Qamemi(h suy Sipsemiiaurn QEiwGasmi(Gid.

@miE Viewsy 2 atar All Headers steorm Glggismen Double Click Geunweayi.
View - Double Click All Headers

File  Edit BHEES Insert  Format  Tools  Message  Help i
N i ol Headers F ﬂ ;! = |59 B _x'
T \.fgfl Toolbars »
v Sktakus Bar L
Cer val vk _gk@rediff.com
Source Edit

Subjeck:  ltescr

@wfl @ Guuis geEiiyaumsTer Ligasdle To, Cc, Bcc Q& eypermid smemriiL@Lio.
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B New Message E]@

. File Edit Vew Insert Format Tools Message Help
=] X 7V 1¥-5E%
EATo: |

ERce |
B3 Bec: |
Subject: |

To, Cc, Bcc gydlw eypsirmitd
2 grem @) Qoufled LigeuLd.

To Mgk _gk@yahoo.co.in

@riE os6ier To eTeim @L Sl QaFiiFloow wrmpsE IamUySCorGuor g arg
@-Goulled (paeufleow L)TSSIGe I CouemT(HILd

Cc pgk_gk@hotmail.com, vgk gk@rediff.com

Cc ereormmed Carbon Copy eresrmi Glum(meir

@rEG 965 Qaudlow LHNTSEEESE I Coueipull[HhESTR 6ol HeTg
©@-Quulled Waeuflemw L, i7&Helsuw Geausmr@®id. 26 (paauflsem ausnr L, ij&S0ls L.
3|Ceras (paeuflsar @\(ma@Lomermed (paaiflsEns e GeL Gw stom(,) GurL Gaueutr(HiLb.
soLdl ysaflsE Ung swr(,) CurLs &wLrg.

@rIG Wisdeaigre @hs Qaud gt aisailar gmarsg wpaeaflseEn
Quuuaums @ srallésiu@u. Gaame @Qng CQsuid pumw seaillm wnm
wir & 6seemd yatiul’ G @\medlng ererums Gumue] g)MlweomLd.

Bcc | vgk.vgk@gmail.com,priya@hotmail.com

Bcc eteirmmed Blind Carbon Copy eterm Qummei.

ErEG 965 Qeuidlow wHnaFsEhsE @Itu CousmTgwWlmhEaTo 9 6 &eTg)
@-Gouiled (paeuflemw LT5S0&w Colemr(pid. 26 (paauflsat sueniy LTSS GlE LML,
I|Gers (paeuflsar @\(ma@LmaTms (pasaiflsensE @G stom(,) G GasmT(HLD.
soLdl ysaflsE Nng swr(,) CuUTLS &s.LTg.

@rIE UTsdeangTe @Qig Qaud gaiuiu’Lafseaflar gmearsg el emL
QuuueimEE srailssiuLwr’Lrg. Ggammo @hg Qaud moemw $aln whm
wrmS6ssemd yeiiul’ 6 @\msEing sratums QunuaT Catlkg QEmeTeT (LpipwTa.
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Subject: |Course Details

@niE QzudlssTar el Gl&TH&saLD.

B testing
File Edit ‘Wwiew Insert Format  Tools  Message Help "';

=] % e Y- BES

[GER o ]vgk_gk@yahnu:u.n:u:u.in
Coi Jvgk_gk@hatmail.com; vak_gk@rediff.com

Bre: | vgk.vgk@gmail.com

Subject: Itesting

| SunTommy v

|
111
Tl
[
1%
[
Ul
[l
Il

2 ¥ E B I U A,

dear sirfmaderm

testing .testing .testing, asug ugd || Message Box

Message Box:

&6y o afer srellwrer @LgTer Message Box. @m@ ey Geusmiigu
Qauidlsemer gpds GousmT(HLD.

@ueLTs @ Quuilsd Lynsmg sflurs L Tsd Qaigrdl el Lg.

@efl @ Quuime gyeiin CoemThid. @ Guulme geilin @EIE Filesdlsy 2 arer
Send Messageg Click Q& GeousmrBid. LyT&d) Glewnii’ L Quouflsd gjemitu Giedl@GLo.

File > Click Send Message 9j66gi
GGev 2 ater Send Glogemeu click Gl&uwiu GausunT(HILb.

B New Message
File Edit Wiew Insert  Format  Tools  Message Help ;‘,'

9% Y- B2

ESend lvgk_gk@':.-'ahn:n:n.n:n:-.in
[EER e lvgk_gk@hatmail.cnm

Send Gugemen click G&IGgID K% Quullss Outboxe Callgg meusasiuLb.
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¥ Outlook Express E'@@
7

File Edit \iew Tools Message Help
=R

Falders x|

I‘fﬁl Cutlook Express
=2 Lacal Falders for GOPALAKRISHNAN
; -@ Inbox Find a Message... Identities

%} Dutbox (1) E-mail Tip of the d:
413 Sent Tkems

There are no unread Mail messages

@@ Outboxsd Yis GLoullsh @\HLILMS STEUTeUTLD.
Outboxe Double Click @&unue)d. SipsemiWindow Ggmermi.

¥ Outbox - Outlook Express E‘@E
’ _:i‘_

File Edit View Tools Message Help

- Wee | X S| W M-

Folders x|+ @l To cbhet
¥ Outlook Express @ng_gk@yaho-:-.co‘in e
= @ Local Folders
Inbox - : : :

;% @rE Outboxsd oBg GlLoulled

(B Sent Items @mUUDS STeuTeuLd.

(3 Deleted Items 2 "

¢} Drafts

From: GOPALAKRISHNAMN To: wgk_gk@yshoo.co.in Ccr vak_gk...
Subject: testing

' A
Contacts ¥ X . -
= "1 dear simadem
There are no conkacts to display, Click testing ,testing qtestlng’ Q& 5]
on Contacks to create a new conkact,
u@al _
b
1 messageis), 0 unread Q Working Online & Error

Tools - Send and Receive > Send and Receive All 9j6u608
GGev 2 ster Send and Receive All Glsgemeu click Glaunw GalsmT(hLd.
Outbox b 2_6irer Goulledssem gjemeamSgin et (G aNELb.

¥ Outlook Express E' E' [g|
-
L]

File Edit Yiew Tools Message Help

. [ || W -
= OutloOlwpst e
Enldare w h--n--l- i " -l
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Yahoo Messanger

@ e @eoaus Software. @eng LweTLBSS (pHedled Yahooslsh sy E-Mail @)\mss
Gousmmr(Hid. @Qlemg @oaisimrs Download @aiuig) Install @suig) el somi.

@\geoT LwesTUT(HiSaT:
1) Instant Message S|siliL
2) Grflem_wra Chat Q& (Live Chat)
3) Web Cam eLpeuLons; e(heu(p& 08T [eui LmiTggis GementGL. Chat Glauiwsumib.
4) QLellGumerfled Cuareugy) CuTanGeu GuE] dlpeumd. @ema Voice Chat steurLit.

5) mLog) afilged FenLGumLd susTTlukseT BLbg sTam( G)meELneuTes
QeueflBTLIg60 2 6T gjedeug) Gleu@ Qamameueallsh 2 6iem 2 melleTiTsaT LHXILD
EewTLIT&eT Web Cam epeuld LTSl Lo&lLpeorLd.

@GCg susdl G-Mail, Hot Mail, Rediff Gumetim sTebsumeummleyid o 6iTermeur.

BT @HGuripg Yahoo Messengersy wl (i urriiGumd. @)6g Glgwsd (wpemm wmmiL
vwerur® wHm eaTuNBINGL GuTEmEGLL. daarCn @aoaugwngrear. @&
EenL(psmmulled Llsad LT 2 6TaTSTs @) ESLD.

Internet @eewriiled @mHEG GsTeRIGSTET. @ms LWaTUBHSS (PpWd 6T6TLEmS
werdled Qameia.

yzedled Yahoo Messengersy Download Gauig) Install Qauiw Geuemr(Bid. 2 L Geur
IIBnE T marer Desktops Gamermid. GouemrGGurws Double Click Q&g
LweoTU(hSHeImLD.

summiss] 6L Lelf S6miT?

LAPTOP SERVICING
& '] Ly
s wemmulled LAPTOP Service Q&

&MmmIs5 Gl&mennT(h LwesT GlLmevITLD

3 DVD&6T (@)606u&LD
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T
‘ahoa! I0:
Desktopsv 2_6er Yahoo Messengersg Double
Password: Click G]&UJUJG).]LD o | @eor @!’_F,Q’) ol eoor G
GameuTmiLd.
Get a new Yahoo! 10,
| remember my I0 & password
[ 5igm in aukomatically
[sign in as invisible to everyone
I Sign In
Forgot wour passwaord?
Yahoo! ID:
@@ User Name wmmid Passwordsy U, &g bond_007_003
Qauig Sign Ing leflé Qauwue. Besshad
(112211}

2 | Ger 9|(hd3 elewTGLIr GaHmesTmid

Get a new Yahoo! 10,

[ ] sign in aukomatically

[ 5ian in as invisible b0 everyone

Sign In

Forgat wour password?
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bond_007_003 -

share a status i e
E % Yahoo! Voice =

¥ Address Book {1}

IM any of your friends in just one click!
Just click + Add a Contact and enter
either their Yahoo! ID or email address. .,
oF even a Windows Live™ Messenger 101

=

| o Add a Contact | | Plugins | - ‘

’\*}C('Jrl munity W Register
Matrimonycom JUEREER

e B

WEB SEARCH

@EIE BT CETL T
Qamater Geuemigwiefles
Yahoo ID gjebeugi

E-Mail IDgg W,i58) Qauig
Nextsy dlefls Qauweaj.

@miE vgk_gk starug)
@HeU@memLW Yahoo ID

3I(DSg! LG HETLITS6T Lmmih 2 meleTiserg Yahoo
IDgg Gaitsa Gousmr(hLd.

@Uluy: Yahoo Messenger eyew Yahoo ID
@muuaiTseT epegTar GFTLTY Gl&mater (pigu.
Ileeury GigmLiny Glsmarer gjeuT&EeTg Yahoo IDgg mimid
@miE Carss GousmuT(HLd.

sTarGeu @mI@ Contactsy 2 6Ter Add Contactsy &laflé
QU CeueuoT(HLb.

Contact - Add Contact

&\'m- L0 MESSENQEr LIST 1

Type the person's Messenger [0 or email address: Tetworks

‘fahoo! Messenger | =

Example: chatsalot??
example@yahon, com
example@sbeoglobal net Mo ¥ou Car add
example@hotmail. com your Wincows

Live Messenger
friends to your
contact list,

O | Choose a Contact from Your Address Book..,

If the person is nok already a Yahoo! Messenger user, we will help wou send an
inwitakion bo skark using ik,

< Back Mext = | Cancel
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Choose or enter a Messenger List group Far wagk_gk:

@mi@ Friends steotm
Quuwifled spam Group

Defaultos
& message will be sent asking this person ko approve wour reguest to add tg‘-" . .
hirm or her ko your Messenger List, QB&H’@B&B&UUL@GNW@].
Enter a brief intraduction (optional); '|'_5|_n G)SI]@IJLIIJLILy. (Bmgl"_n
Groupaemerr
@& T & &60ITLD.
Send your name with this request as:
Bond ] Change. ..
P ....... M ext:: m—

@rEiE Nextyn Slaflé Gleuwea.

wgk_gk has been added to your Messenger List and Address Boolk,
pending his or her response to your request.

Mexk, wou can:

Send vour conkact details to this contact

vgk_gk ereiidlm ID mwg Yahoo Messenger &0 Gargsiu’® ol Lg oarums
Qaflallsdng. @mE Finishg Hafls Qeumenn. 21 Gor g rbusdle GCgmermdlu
lewrGLT GameuTmiLd.

@eieurm eaitleur@, Yahoo IDgu mg Yahoo Messengersd Gairda Gougunt (L.
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vgk_gk ID 2 afer swlulLifled 9smeug adli weverulled o afer sl Lifled
SLpsaemiL alewTGLT CHmenrmiLd.

Bond 1 (bond_007_003% would fike ko add wou ko his or her Messenger Lisk
@J‘] as wgk_gk.

[v]and add this person ko my Messenger List
Wigw this person's profile

YWhat dodxou want ko dav

i#) alloy this person to add me and see when I am online

Do not allow this persan to add me ar see when I am online

| Mexk = |

@@ GG 2 ater Radio UL Lemer Q& Qg Nextm dlafls GaunaL.

: sienjef'l._ir;l: Request

Choose ar enker a group far
;! B

A message will be sent asking Bond J {bond_007_003) to approve |
wolr request ko add hirm or her,

Send your name with this request as:
GOPALAKRISHMNAMN YEMNKATARAMARM | Change... I

E} Associabe this Messenger ID with an existing conkact

= Back l | Einish

@G Finishy &leflé Qeuweb.

G@MIIY: 1T (pemeTudled 2 sitem sLbliupl L ifled iFmeug) vgk_gk @& @GLD sl L fled
CumsarLeury Qsuigregrear vgk_gk seim ID 9055 peeruwled o efer
Bond_007_003 e_sirer sl L Msd o sitem Yahoo Messengersd Gaiigaiuin.
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Chating @&uige

Chating eT6vTmime 69 (1h61(5& GG (H6uIT
SH6USEMET 2 L )& GL 60T oLl Gauig)
uflorhmid Q&g GamerEmae0.

Share g 5rardsT

B 4 Yahoo! Voice

¥ Friends {(0/1)

Yk gh

* Address Book (1)

@& mg User ID

@LGuTwa vgk_gk steruaiGrm@® Chating
G@&uIGeumLD.

| 4 Add a Contact | | Plugins | ~

Open a Froe® Online
Trading Account Mow!

Sh @rglt_han “conditions apgly

|2)

CJ!'|

WEB SEARCH

GOPALAKRISHNAN VENKATARAMAN
@ Instant Mes=age...

| .

@ImiE Caemaumeor KewTLIT
User IDg Right Click
Qaigme g|mled @ Popup
elewrGLT GameuTmiLd.

Il Instant Message
sTeuTLImS Slofld Qauiwie .

3055 alewrCLT CamenTmiL.

¥ Relatives {0/0)

* Address Book (1)

@ Start video Call...
® start Voice Call...

i Send an SMS Message...
More Actions

Stealth Settings
Conversation History
Contact Details

View Profile

Delete...
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| 57 GOPALAKRISHMAM ... l = |E| |ﬂh‘
“Corversaton £t view  Actore reb |

@ 8 % 2 5w

Wideo Call ‘woice Call [MWironment  Actheities Photos

GOPALAKRISHNAN VENKATARAMAN

Show Recent Messages (F3)

©. & T 4 & <4 | Message Box

p—e]

MEWS Bipasha helped me a lot: Rana Daggubati

QrG e TWsMS Jess InGstar Send L Leal enable Sy@Lh. Comeuwmer
soeuesmeT Message Boxed 9jipdgl Sends dlefls Qe

@efl QarLiig) Brisear Chating Q&uweoi.

sTEIG6fILLD HlemLSH@G LSHHEIS6T “

* Hardware - 3 volumessi
1. Volume -1
2. Volume -2
3. Volume -3

* Networking - Lan - 2 volumesef
4.Volume -1
5. Volume -2

* Computer Basics * Office Automation
* LapTop Servicing *Computer Basics
*Video Editing *Page Maker

* Export Business
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Voice and Video Calls

C

L) TN L Messenger Help Fi
ﬁ @ L S Setup Video and Voice
Video Call ‘oice Call IMVironment

i Report Abuse
0 GOPALAKRISHNAN VENKATARAMAN

About Yahoo! Messenger

Call ended: 2 min, 2 sec. (12:20)

Yahoo! wants your call experience to be top  [—
notch.

Tell us about any issues you had with
this call.

111

GFuwea]Lb.

Hlemeoulled &iflwirs

Mic, Speaker, Web Cam
SIS ET GIIEISHEEn Ig Ll

@@ Helpem & 2 eter Setup
Video and Voice steitueng dlafld

Choose the microphone you want to use:
System default - Microphone (Realtek High DeﬁnltiorlT|

Then read the following sentence into your
'T can see the coloured dots light up as I speak into my microphone.'

You've successfully configured your microphone.
Click Next to continue.

@lemsuoT S sLILIL (D6 o SHiT
ereuTUnS Cardlliugmamer
Glgweum@L.
Check your voice and video settings: ih l
StE-‘P 1 .U‘f.3: m L J
Microphone

——

e

Mic &rﬂmrras@u.lrfh@m lemeuuiled 2 eTemaT eTerTLEN G CamdlsElng). @EIE Nexts dlafls

GEuwaL.
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Step 2 of 3:

Speaker Setup

Choose the speakers that you want to use: I

é_Sr_stem default - S_peakers _{Reaﬁek Hiﬁh Definition P|;|

Then adjust the volume so that the sound is at a comfortable level:
“ igt
000

Speaker #flwrs @QuEiEGw Klemaullsd 2 aTeTaT 6TaTLmMS
Gerdlsdingl. @mi@ Nextyn dlaflé Gewwau.

Step 3 of 3: 0 ,-

_Camera Detection

Choose the camera you want to use: I

é_Int{_ag_rated Webcam |;|

Retry _|

For best results, make sure that
the latest driver software for
your camera has been installed.

Webcam &iflurs
QukigLh Flemeoullsd

2 GTETSHT 6TEUTLIENS
Cardladng. @B
Finishey &leflé QaunieaLb.

| < Back | | Finish | | Close ‘

e e e
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5’ GOPALAKRISHNAN ... == [[=]

Edit

Conversation

View  Ach I:TE; ‘Help

g 2% 2. [
‘woice Call [Mironment  Acthwities Photos

AKRISHNAM VENEKATARAMAN

Show Recent Messages (F3)

©. 8T o a4
Send i

MEWS Bipasha helped me a lot: Rana Daggubati

Video Call garener Slaflés Qauiweii.

2 | Ger 618 (pemeorulled o ater sl L flsd SipsasemiL allewrGLm Gamenrmid.

Yahoo! Messenger

\ Bond Jis inviting wou
ko a Yideo Call,

& Acrept || &% Decline | {0 MOnly |

@mGs Accept siaiueng Slaflé Qauiw Ceuenr(pid. Hlofls Qauis Un@Gsmer mmD
(HUHSCST(HeuT QSTLITLY GSTaTaT (LlguLd.

st (pemeorullsd Acceptsy Hlefls Qsis KneG mug sblwlLfld 0SS ussSSn
2 aen ellewrGLT GgHmeuTmLd.
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Video Call | Voice Call Activities Photos

GOPALAKRISHNAN YVENKATARAMAN
End Call Hold

eTaliT Web
(pemeoTulled hLglive 1
2 aremr Web cam F'Lpﬁu.m
. GameoTmiLd
cam eLpeuLd S
GamevTmLd 2-Geulo
2_(mouddnasmer
@b

W 1
SNOW RETETIL MESSAES [F3 )

You may hear drop outs or poor sound quality in this [ |
call. Your Internet connection currently has reliability E-|
problems, perhaps due to a weak WiFi signal.

©.&Ti#g P 8

AD blackberry messenger www.airtel.in/blackberrymessenger

UGl LSS50 B\mILg Hog Web Camed CHTsTmid HLogl 2 (heuLd.

Qg usssSle @miLg sl (Wemerullsd 2 aitem Web Camed Camemid 2 (pauLb.
sl (pemeorulled Web Cam @ememréaiuLrgared Gumuiy Cut symbol Carermidlmg.
@l maumseaTmauT uTTags QaraTCL Gusl wlpsm.
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Command Prompt

syl L Taeflsd Lealgomer Gawssmer GawflCmid. eeiGlaum(m ClFwemeaud G
() SLLemeTenwl (I mmevorenwl) @) GeaieunT (HILb.

grgmyemrors meoLponuled o sl Lmarsmer s Miggmer Gawau@ECnm.
o gmyeuerid: 6urm, [bleb, o L &M, @EIG 2 L smirEs
@g1 GumreGsy sl L fsafled QEmtL@EL CFwWASaT IEMETSSID LIVCIEDSWITET

slLemersar (Command) eyebgrer Geweubdlearmer. e linemuled @emeudst
@\TewT(h CUMSSEETTS 26T 6IT60T.

1) GUI Mode

2) Command Mode
GUI Mode - Graphic User Interface
GUleor Gsweur® ULGems umiTgg Geweu@sgise. mmb C Drivesy 2 eTereamsmm
umirée Geusmr(Bomsormsd C Drivesy Click Gauigmed Gurgid. gl 2 ater emLsdaeT,
Foldersemer smemreumid. Copy Geun Right Qeuig Copysy Click Qauigmred GumgL.
@iy seiGeur QFumeawd QFIW YSHESOIW @ ICon G CUTTSHEmSmIL
(Copy) Click Q&uig) Ggweu®&semL.

Command Mode

@rE uLESEG EmLwrgl. sawaor Commandsmeruh Ijipsgigner CwaLbSS
Gousmmr(Hd. ep(m emueme Copy Glsuin Copy eter 9jiess GeuswT(hi. 6@ Teacher
suGLIdled 2 eTem S(HLD Lvemsulled sTigd] Smeamigs) LTemTeaTaEheE 6T sanigamerT
Qar@hsdnmT. LKG, UKG wremrauisst @ Slate sariL@ld S@hUL0mS Ij6h6g)
Note bookssfled sTdl snmisGsTsTSmTTSaT.

o sTraESSNG L ler, Y@, TR vereflss. b eer srpdl LGS Sar.
IImFCW L eusmTeTEIS6T6) 2 6iTem LILBISemem LUTTSE! Lig SalmmiTaer.
SisTeugl gudler, 9@, LTH Y SWmEISET LLEISTTS @)\HESLD.

@asTesr GUI Modem@h Command Moded@ld 2-6ter gjglienL ellGgwumei.

QUL sregdled DOS Command eerr gmmp&sulLer. (DOS - Disk Operating
System) DOS 6.22 Version ey @(mhsg. Jismer G\Sg severd GUI gyl
orfledl gl Windows 3.1, Windows 95, Windows 98 Gumeim Gamewrn)l @leotm)
Windows 2008 Ser Windows 7 eusni aurbgieil L eor.

@i sT60euTGLO GUI LowbamedT. @\migmad Command Modesh QawsLibid Slevuaumsmm
s Qaflhg madg @miug s mong. @ks Commandsmer @GMllums
Service Engineerssit sl Lmwb Ggflhg meausg @mss GousmbLd.

sterGou gemeugemen UMMl &Gl GHILIL BaTGermid. @G QETHSSILL (H6TaTahemm
Qaifiig) meudg s QaremTLmed GUTgLomerg). @G 2 aTer eelGaur @ Commandsu|h
Ilig 55 Uleremi eTemiLiT S 9|5 Cousmi@. < > eraim GMlSHmer 9jipsHs
Ge6ooTL M.
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<File Name> eteoiudled ep(p smusllanr GLweny WL HID Ijlp&FHTed GLITGILD.

o gmyeverid: C:\> Copy <File Name> <New File Name> sTerLisns

C:\> Copy Old File Name New File Name @eieurm 9jp&s Geueuer(hiLb.

A:\> eteitug) Floppy Drivesy @flll@&EIng.

C:\> ereerug) C Drivesy @AILNQEIns.

SlgliusmLullsd @eloiens Commandsemer @lrewr(® eusnswTs Lifléassumi.
1) Internal Command
2) External Command

Internal Command: @eapmm Seao&aTed UTF&S @Warg. ) 6rTed
GFweLBHGH6LD.

External Command: @emeugssi emuc&emms GCallEsiul® @mos@n. 3Crswrs
.com wmmid .Exe eterm File Extensionsar o e smeorlu@d. @hs mU&aT
E\mhaTSTET Jounmm ClEWMNLBISS (PlgUL.

2 gmremrgdnG Fe Internal Commandaer:
1) DIR
2) DATE
3) TIME
4) VER
5) MD
6) CD

#leo External Commandae
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
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C:\ >dir

C:\ >dir/p

C:\ >dir *.*
C:\ >dir *.exe
C:\ >dir *.com
C:\>dir *.txt
C:\ >dir sa*.*

C:\>md <directory name>

C:\ >md sales>

C:\>cd <directory name>
C:\>cd sales

C:\ Sales

C:\sales>md fan

C:\sales> cdfan

C:\ sales\fan>dir

C:\sales\fan> dir*.*
C:\sales\fan>cd ..
C:\sales>

C:\cd sales>cd..
C\>

C:\ sales\fan>cd \
C\>

C:\>del.

C:\ >copy <from file name>
<to file name>

C:\ >copy sales.txt salesl.txt

C:\ >rename <from file name> <to file name> -

DOS COMMANDS

to show all Files and Directories
to show pagewise

to show all files

to show only .exe (dot exe) files
to show only .com (dot com) files
to show only .txt (dot txt) files

to show all files starting with sa

to make a Directory
(MD means make Directory)

to make a Directory in the name of Sales

to go to Directory
to go to Sales Directory
now you are in Sales Directory

to make a directory in the name
of fan within Sales Directory

to go to fan directory

to show all Files and Directories
in fan Directory (fan folder)

to show all files in fan Directory

to go to previous Directory (ie.sales)
now you are in sales Directory

to go to previous Directory (ie.Root)
This is Root Directory

to go to directly to root Directory
This is Root Directory

to delete all files in this Directory

to copy a file in another name
to copy sales.txt file as salesl.txt file

to rename a file

C:\>ren <from file name> <to file name> - rename can be used as ren
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C:\>ren sales.txt sales1.txt
C:\ >del <file name>
C:\>del sales.txt

C:\>cls

C:\>dir\ah

C:\>attrib <file name>
C:\>ver

C:\ >date

C:\ >time

C:\>move <from path>
<to path>

C:\>path
C:\>mem
C:\>d:

D:\>e:

E:\>c:
C:\>formatd:
C:\>formatd: /q
A:\>formatc: /s

C:\>sysa:

A:\>sysc:

C:\ >scandsk
C:\>chkdsk

C:\ >edit <file name>
C:\ >dir <file name>/s

C:\ >dir <file name> /s /p

Sales.txt files is renamed to Sales1.txt
to delete afile

to delete sales.txt file

to clear Screen

to show all hidden files and Folders

to show file Attributes

to show version of Operating system
to show system date and day

to show system date and day

to move a file from one location to
another location

to show the Path

to show memory

to go to D drive

to go to E drive

to go to C drive

to Format D drive

to Format D drive quickly
to Format C drive

to transfer system files (sys.com)
from C drive Adrive (floppy)

to transfer system files (sys.com)
from Adrive C

to scan the C drive

to check scan the C drive
to edit a text file

to search a file

to search a file page wise
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Shortcut Keys

Shortcut Keyed efpmemons 2 aferer. geunmled jedsle LweTUb S nlg W
WssShwuwrsr Shortcut Keysem gligssly QamO&sLILL (haTeaTeor.

Windows Key + E - To Open My Computer

Windows Key + R - To Open Run

Windows Key + D - To Open Desktop

Windows Key + L - ToLogoff

Windows Key + F - To Open Search

Alt+F4 - To Close Window, To Close the current Program

Ctrl+C - ToCopy

Ctrl + X - ToCut

Ctrl +V -  ToPaste

Ctrl+S - To Save adocument

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 - ToRename 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 - ToPrint

Alt + Enter - To Know the Selected File Properties

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

221



All Programssd 2_eter Glssser epenrs Softwaresemer argmrewrons Open
Qalwerd. 95NE uSleors Run Window eperseln Open @&uiwem. (Lpsedlsd
Run Windowsmeu Open GQaue]|Lb.

Start > Run

= Type the name of a program, Folder, document, ar
. Internet resource, and Windows will open it For wou,

Qpen: wirsord "

[ (] 4 H Cancel ][ Browse, ., ]

@miE Open steim @LSdHled SoftwaresEnssrar Commandsy LiTéd Gauig OKe
dloflé Qauig Open Gauwemid. g e efleurmiger LleoraupLommy:

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:

dleomuiled e Keyboard Camemid. weysme Comeanrer Ssmer Press Q&g &
Gumri® Gumer LweTu@SSoTL. @KS S6uri® sSulfled gplusnE Wsa
LIIGDIOTOT ST HaILD, SHOLLTSAD @H&EL. & Gumiips o aTer Saafler LsgiHamen
aouwrs Oaflhg Gsmarerem.

@&Mliy: Run Windowsb LwesrL@&gith Commandssehé@ Case Sensitive QUITGGSTS.

oiameugl Guflw, Sflw (Upper, Lower Case) ersgigsefls steng Goueur(HiLomermayiLd
LweoTU(hSHeuImLd.
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Key Board Fingering

& Guminged euflewawns 9|Crs SHeT 2 aTerer. HLUG mESafled 2 aTer 8 alFsisemem
Qameni( (Sl alred H61lT) Qg SEHmer LweTLbHSS Coleuer(HILD. HLog
el efyedsemer LIweTL(hSSHS 8 LTg).

alQour@m allTasEn saflsseall ssem o ararear. @ Smw WSS JSDGSTIL
sllremey LWeTUGHSS CossmTBid. YYTLSSH QErEhed Sgarores @muug GuTe
Camemid. eeTm ievevg @rewi(h Brl&er LUnHE] QFISTER SreuLoms Goemen
Qauweorid. GSTLIHG @ umTESnG e s wefl Crrn Luilhs QauigTs
Gurglorsrg). NG erUsSsiSsmer Gauswrsan Uy @M I)le&ES60TLD.
Q@ alyre epaTy SHmer IpsHs GoemT. Ll GFwspmmenw allor&d)
2 6T Gemmid.

Q@ auflmaullsd g erarlly allTaisE LG @raih SsaT, wHm lTosEhHsE
SO g .

@Lg oa alljsser auegl ma allFedaer
&Lp 110\ GLosb &L 110\ GLogb
auflemg  euflems  euflens auflme  auflems  euflens
P O z A 0 / : P
Gurdly alrye X S W . L (@)
B® 6lyed C D E , K |
Sieramily el | VB Uy RT NM HJ YU
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SPACE BAR BLACK
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Fingering Practice

asdfgf ;kjhj asdfgf :Ikjhj asdfgf :Ikjhj asdfgf ;Ikjhj asdfgf :Ikjhj
asdfgf ;kjhj asdfgf :Ikjhj asdfgf :Ikjhj asdfgf ;Ikjhj asdfgf :Ikjhj
asdfgf ;kjhj asdfgf :Ikjhj asdfgf :Ikjhj asdfgf ;Ikjhj asdfgf :Ikjhj
asdfgf ;kjhj asdfgf :Ikjhj asdfgf :Ikjhj asdfgf ;Ikjhj asdfgf :Ikjhj
asdfgf :Ikjhj asdfgf :Ikjhj asdfgf :Ikjhj asdfgf ;Ikjhj asdfgf ;Ikjh;

gwert poiuy gwert poiuy qwert poiuy gwert poiuy gwert poiuy
gwert poiuy gwert poiuy qwert poiuy gwert poiuy gwert poiuy
gwert poiuy gwert poiuy qwert poiuy gwert poiuy gwert poiuy
gwert poiuy gwert poiuy qwert poiuy qwert poiuy gwert poiuy
gwert poiuy gwert poiuy qwert poiuy qwert poiuy gwert 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

DS g @rewi(H TWSF 26767 UTHSMSSHET WHMILD eLPET M 6T(LPS SI6T 6
T SemasHmer gjpdsg LWnd Qaweand. aIQeurdy aTTSHmSMWWD SLOTT 6
USSLD 9|le&s Geemr(HLd.
o FIIETSSNGTS Sl QITTHmSSH6T:

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

Cuhseti_aumrm gpsHg Lihd Qaug Uingarer, Wamyullseomos Coswnrs IjigsHs
(lpujLd.
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7

QaibriGly Camumed)maeentlsi
Learn In a Week &Cr aurrsdlsd emasemid

7

2 BIGmeT 2 EISH6TG) ail g @mEsULCw sSmmeliurs @ CarTddl Gunm
Computer Engineer 9i,& 6TBI&6MG) LS&SmIG6T+DVD eLpeuld Lommm (iguid

pu1e] QubmeuTseT, @aandsTHlser gemeaTam sa|b SeuLLTs SNSEMLD. QLG 6UTLDL, Sedal
5&ds6m Comat @lome. g mSlangdls 9dles Coirsdl @emauGu srer &msGa GouevmrLmid.
Speupld gererinflsmaun i GG Gurgiorers). GOULUSSwIaTaT JemeTaiBG SMHETLD.

ImeaTSg) allglomer Sl Tsmemud gevbilar Geuerid, sials Gauiwemd. LaptopsuL
aoouons Lflgg) Slmou geowller G, siafr Qauwemo

suBiSlEaT, giieinsEIseT, Browsing Center gy dluaummlsd 2_srerg) Gume 9Gers sl L ssmer
Qevemrsg)l e LAN QB eiéms Lhlsalh seuLims gjemLodsemL.

DTP operator Geusmeuds g Lla gidla gjerailsh Caemet 2_aTerg). sTarGeu DTP&@ GCaemeuwimeor
Photoshop, CorelDraw, Pagemaker g slweumenm Lhlsab seurs snm) safldls Gesme
aumiitisnu Gumevrd, gedeg DTP Ggmiflemey gwiomes QgL

Computer @lebeurs gjaiaiasEiEGer @lssme. sTaTGa (h Jjaensgdls Computersh Qe
Gousmipw Geusmeuasemem Office Automation Uss&SSlem eLpeuld SeLLTs Snm JjaeIesddlsd LD
@svsuriosh Geemevssemer GlanLsuLd.

Professional Camera, Handycama&eflsh sthsaslul L Videossemer Edit Geig) &l mLosoer
flapéaaflar afip Cursasmer GLTaGs SauLLre Swmflései. swwors Video, Photo Ggmilsh
Gileursie] F606V GU(GELTLI FFL L 6VILD

briseaflb HleoL&@ USHHSmISH6T:
*Computer Hardware - 3 Volumeséir

@1 ausviy

SLIULL L 60
1) Volume- 1 QFTLTHeuIT 60T
2) Volume-2 @eufl sibiypL L ifled
3) Volume-3 geoums ©euemev
* Networking - LAN - 2 Volumeseir G IweomLD,
1) Volume-1
2) Volume-2
*Computer Basics e A e el 1

|eTDmnd) elwrurySems Qeunilaroms|
| Q&g GGUTETTS 9| &H6TLD |

* Office Automation

*Laptop Servicing ke e e e e e e e ——— 4
*Video Editing
C :
*Page Maker Ba ams UJ&.GUGU
ElenGrom flenid
*Photoshop

* CorelDraw Free 3 DVDs with

*Export Business each Book
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