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

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

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

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

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

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

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

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

Networking - LAN Books ,uz;L Volumefs;

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

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

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

vq;fsJ Gj;jfq;fs;

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

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

Hardware Books %d;W Volumefs;



“Vl;Lr; Ruf;fha; fwpf;F cjthJ” vd;gJ gonkhop

mJ Nghy ehk; fy;Y}hpapy; gbf;fpd;w ghlj;jpl;lq;fspd; %yk; ngwg;gLfpd;w
fy;tp mwpthdJ ehk; nra;fpd;w Ntiyf;F gaDs;sjhf ,Ug;gjpy;iy
vd;gij ahtUk; mwpe;j cz;ik. ehk; jdpahf nray;Kiw gapw;rpNahL
gbf;fpd;w gbg;Gfs;jhd; xU ey;y Ntiy tha;g;ig ngWtjw;Fk;>  ehk;
nra;fpd;w Ntiyf;Fk; gaDs;sjhf ,Uf;fpd;wd.

,d;iwa ehfhPfkhd cyfpy; fk;g;A+l;lhpd; gad;ghL kpf kpf mjpf mstpy;
cs;sJ vd;gij ahtUk; mwpNthk;. vdNt fk;g;A+l;lh; rk;ge;jkhd
ghlq;fis  nray;Kiw gapw;rpAld; ed;F gbj;J ey;y Ntiy tha;g;ig
ngWtNjhL ey;y CjpaKk; ngwyhk;.

DTPfSf;F mjpf mstpy; Ntiy tha;g;G cs;sJ. DTP Jiwapy;
fPo;f;fz;l Softwarefs; gad;gLj;jg;gLfpd;wd. mit PageMaker, Corel
Draw, Photoshop Nghd;witfs;. ,tw;wpy; Page Maker gw;wp tphptf
tpsf;fpAs;Nshk;. Page Makery; vt;thW nray;gl Ntz;Lk; vd;gij
njspthfTk;> RUf;fkhfTk; nray;Kiw gapw;rpAlDk; vspjpy; Ghpfpd;wgb
tpsf;fpAs;Nshk;. ,e;j Gj;jfj;Jld; DVDfis ,ytrkhf
mspj;Js;Nshk;. ,tw;wpd; %yk; ePq;fs; fz;bg;ghf xU rpwe;j DTP
OperatorMf nray;glyhk; vd;gij cWjpahf $WfpNwd;.

cq;fs; md;gd;>
nrk;kq;Fb V. NfhghfpU\;zd ; alias GK

md;ghu;e;j thrfu;fNs>

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

PageMaker Ng[; Nkf;fh; vd;why; vd;d?

PageMaker vd;gJ xU Application Software. ,J Adobe fk;ngdpahy;
jahhpf;fg;gl;l mNef Softwarefspy; ,JTk; xd;W.

Adobe fk;ngdpapd; rpy Softwarefs;

1) Adobe Page Maker

2) Adobe Photoshop

3) Adobe IIlustrator

,e;j Page Maker vd;fpw Software DTP Ntiyapy; kpfTk; mjpf mstpy;
gad;gLj;jg;gLfpwJ. Printing njhopypy; mjpf msT gad;gLj;jg;gLfpwJ.
fPo;f;fz;l Ntiyfis kpfTk; Rygkhf nra;ayhk;.

1) Gj;jfq;fs;

2) tpsk;guq;fs;

3) Wedding Invitation

4) Stickers

5) Visiting Cards

6) Letters

rhjhuzkhf gad;gLj;jg;gLfpw MS Word my;yJ Word Pad Nghd;wtw;wpy;
Ntiy nra;tJ NghyNtjhd; ,jpYk; nra;a Ntz;Lk;.

Mdhy; ,jpy; mjpf rpwg;G mk;rq;fs; cs;sd. mitfs; gpd;tUkhW:

1) vOj;Jf;fis ifahsHandle vd;W xd;W cs;sJ. ,jpy; xU vOj;J
Kjy; gy gf;fq;fs; tiu itf;fyhk;. ,ij Text Block vd $wyhk;. Handle vdTk;
$wyhk;. Hanger vdTk; $wyhk;.

m) xNu xU vOj;ij itf;fyhk;

M) xU thh;j;ijia itf;fyhk;

,) xU thpia itf;fyhk;

<) xU gf;fk; KOtijAk; itf;fyhk;.

c) mNef gf;fq;fis itf;fyhk;

C) ,e;j HandleI vq;F Ntz;LkhdhYk; nfhz;L nrd;W
     nghUj;jyhk;

v) ekJ tpUg;gg;gb msit (ePsk;> mfyk;) khw;wyhk;.

,J xU rpwpa ngl;b Nghy ,aq;Fk;. mij ve;j ,lj;jpy; Ntz;LkhdhYk;
nghUj;jyhk;. ,Uf;Fk; fhyp ,lj;jpw;Fj; jFe;jgb ,e;j Handled; msit khw;wp
mikf;fyhk;.
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Handle

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

XNu xU epkplk; Please !!!!
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nkhj;jj;jpy; vOj;Jf;fs; midj;ijAk; ,e;j HandleI itj;Jjhd; nra;a
Ntz;Lk;.

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

3) Njitahd thpfis kl;Lk; Bold nra;ayhk;.

4) glq;fis thpfSf;F eLtpy; itf;fyhk;.

5) gf;fq;fspd; msit Setting nra;ayhk;.

6) kpf Jy;ypakhf ghh;f;f jpiuia nghpajhf nra;J nra;ayhk;.

7) jhdhfNt gf;fq;fSf;F Page Numberfis nfhLf;fyhk;.

8) vOj;Jf;fis Water Marky; nfhLf;fyhk;.

9) Reverse Print nra;ayhk;.

10) Njitahd fyh;fis nfhLf;fyhk;.

11) gytpjkhf Designfis tiuayhk;.

12) xU glj;ij RUf;fyhk;.

13) glj;jpy; Njitapy;yhj gFjpia kiwf;fyhk;.

14) xU glj;jpy; kiwj;J itj;j gFjp Njit vd fUjpdhy; jpUk;g
      nfhz;L tuyhk;.

15) Group nra;ayhk;

16) GroupI gphpf;fyhk;. (Ungroup)

17) vOj;Jf;fis Kd;gf;fk;> gpd;gf;fk; nfhz;L tuyhk;.

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

,dp xU Page Makery; vt;thW Ntiy nra;tJ vd;gij ghh;g;Nghk;.

vy;yh tpjkhd nray;fisAk; nra;a nkDf;fs; cs;sd. nkD %ykhfTk;
nra;ayhk;. Menu Bary; cs;s Ifhd;fs; %ykhfTk; nra;ayhk;. Short cut fPfs;
%ykhfTk; nra;ayhk;.

,J jtpu xU Tool Box cs;sJ. ,jd; %yk; mNef nray;fis nra;ayhk;.

 Page MakerI Open nra;jy;

,ij gy topfspy; Open nra;ayhk;

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

2) Desk Topy; cs;s Shortcut %ykhf

1) Start Menutpy; cs;s All Programs %ykhf:

      Start  All Programs Adobe  Pager Maker

2) Shortcut %ykhf:

     Desk Topy; Page MakerUf;fhd Shortcut ,Ue;jhy; Double Click nra;J Open
nra;ayhk;.

mt;thW ,y;yhtpl;lhy; PagemakerI Short cutMf Create nra;J gad;gLj;jyhk;.
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Start   All Programs   Adobe  Page Maker 
Right Click Send to  Desktop(Create Shortcut)

,g;nghOJ Desk Topy; Short cut Njhd;Wk;. ,dp ,ij Double Click nra;aTk;.

 Desktopy; ShortcutI Create nra;jy;
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 Start Menu %ykhf:

Vw;fdNt xU Kiw Page Maker Open nra;ag;gl;L ,Ue;jhy; ,e;j Start Menuy;
Njhd;Wk;. mij Double Click nra;J Open nra;ayhk;.

Start All Programs Adobe Page Maker Double Click

ePq;fs; vq;fsplkpUe;J thq;Fk; xt;nthU
Page Maker, Basic, Hardware, Networking, Video Editing

Gj;jfj;jpw;Fk; VCDfs;, DVDfs; ,ytrk;

,ytrk;! ,ytrk;!! ,ytrk;!!!
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Pagemaker Open Mtij ghh;f;fyhk;.

Kjypy; Ng[; Nkf;fh; Ifhid lGs; fpspf; nra;a Ntz;Lk;. Adobe PageMaker
vd;w tpz;Nlh jpiuapy; Njhd;Wk;.

,q;F File nkDit Select nra;J NewI Click nra;aTk;.

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

,q;F nkD ghhpy; fPo;f;fz;lthW nkDf;fs; cs;sd.

File  Edit  Layout  Type  Element  Utilities View Window Help

Tool Bar

,q;F Nky; thpir
Menu Bar



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

11

GK

GK

GK

New File vd;W fpspf; nra;jTld; fPNo cs;s Document Setup vd;w tpz;Nlh
Njhd;Wk;.

NkNy
fhl;lg;gl;l
Document Setup
,q;F nghpajhf
fhl;lg;gl;Ls;sJ.
Kjypy; ,q;F
Njitahd
Settingfis
nra;a Ntz;Lk;.

Document Setup
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,q;F A4I fpspr;
nra;aTk;.

 Fwpg;G: Paper Size vd;w ,lj;jpy; Select nra;j gpwF mjDila ePsk; kw;Wk;
mfyk; Mfpaitfs; Dimension vd;w ,lj;jpy; jhdhfNt khwptpLk;. ek;
tpUg;gg;gb g+h;j;jp nra;a KbahJ. Mdhy; Custom vd;gij kl;Lk; Njh;T nra;jhy;
ekJ tpUg;gg;gb Ngg;ghpd; msTfis G+h;j;jp nra;ayhk;.

Document Setupy; Page size
vd;w jiyg;gpy; Letter, Legal,
A4, A3, A5 Custom vd;W gy
msTfs; cs;s Ngg;gh;
sizefs; cs;sd. mtw;wpy;
ekf;F Njitahd xd;iw
Njh;e;njLj;J fpspf; nra;aTk;.

Pull Down nkDit Click
nra;J Njitahd Paper
SizeI Select nra;ayhk;.
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Custom vd;gij Njh;T
nra;jhy; ekJ tpUg;gg;gb
msTfis G+h;j;jp nra;ayhk;.
,q;F 16 x 18 vd
nfhLf;fg;gl;Ls;sJ.

Page Size vd;w ,lj;jpy; vijAk; Select nra;ayhky; Document vd;w ,lj;jpy;
msTfis khw;wpdhy; jhdhfNt Customf;F khwptpLk;.

,q;F khw;wq;fs; nra;j gpwF OKI Click nra;a Ntz;Lk;.

clNd fPo;f;fz;lthW Njhd;Wk;.

ehk; CustomI nryf;l; nra;J Dimensiony; msTfis khw;wpa gpwF (mjhtJ
16 x 18) ,t;thW Njhd;Wk;.
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mL;j;jjhf Orientation vd;w ,lj;jpy; Tall , Wide vd ,uz;L NubNah gl;ld;fs;
cs;sd.

,q;F VjhtJ xd;iw Select nra;a Ntz;Lk;.

,q;F Select nra;j gpwF DimensionYk; cs;s msTfs; ,lk; khWk;.

Tall vd;why; cauthf;fpy;

Wide vd;why; mfythf;fpy;
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Wide vd;w NubNah gl;lid fpspf; nra;J OK nfhLj;jhy; fhz;gpf;Fk; glk;.

fPNo fhz;gJ Tall vd;w ,lj;jpy; NubNah gl;lid fpspf; nra;J OK nfhLj;jhy;
fhz;gpf;Fk; glk;.

A4 sizey; Tall vd;w
NubNah gl;lid fpspf;
nra;jhy; ,t;thW
cauthf;fpy; Njhd;Wk;.

Wide I Click nra;jhy; ,t;thW
mfythf;fpy; Njhd;Wk;.

Tall my;yJ WideI Select nra;j gpwF Dimension vd;w ,lj;jpy; msTfs; khWk;.
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,q;F Options vd;w
,lj;jpy; Double side,
Facing pages vd
,uz;L Check Boxfs;
cs;sd. ,ij
mg;gbNa OK
nfhLj;jhy;
fPo;f;fz;lthW
Njhd;Wk;.

Double Sided vd;why; ,uz;L gf;fk;.

Facing Page vd;why; xd;iw xd;W Neubahf ghh;j;jy;.

,uz;bYk; DefaultMf bf; Njhd;Wk;.

,q;F ,uz;L gf;fq;fSk; xNu Neuj;jpy; fhZk; fhl;rp
xd;Wf;nfhd;W Neubahf ghh;j;jy;.
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,q;F Optionsy; Double side, Facing pages Mfpa ,uz;bYk; cs;s Tick MarkI
vLj;Jtpl;L OK nfhLj;jhy; Page viewthdJ fPo;fz;lthW Njhd;Wk;.

,q;F xU gf;fk; kl;Lk; ghh;f;fyhk;.

,q;F Optionsy; cs;s
,uz;L TickfisAk;
mfw;wptpl;L OKI Click
nra;jhy; fPi;f;fz;lthW
Njhd;Wk;.
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,q;F 1 vd cs;sJ. 12 vd Fwpg;gpl;lhy; 12y; ,Ue;J Muk;gpf;Fk;.

,q;F Number of Pages vd;w ,lj;jpy; 10 vd;Wk;> Start Page vd;w ,lj;jpy;
12 vdTk; g+h;j;jp nra;J OKI Click nra;aTk;.

mLj;J No. of Pages, Start Page vd ,uz;L fl;lq;fs; cs;sd.
mtw;wpy; 1 vd cs;sJ. ,J jhdhfNt Njhd;Wk;. mjhtJ Default setting.
Number of Pages:  ehk; nkhj;jk; vj;jid gf;fq;fs; mbf;fg; NghfpNwhk; vd;gij
KjypNyNa jPh;khdpj;J ,U;ejhy; ,q;Nf nfhLf;fyhk;. 10 vd g+h;j;jp nra;jhy;
10 gf;fq;fs; mbf;fg; NghfpNwhk; vd;W nghUs;

Start Page: ,q;F Kjy; gf;fj;jpd; vz; (Page No.) vjpy; ,Ue;J Muk;gpf;f
Ntz;Lk; vd;gij Fwpg;gpl Ntz;Lk;
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,q;F 12y; Muk;gpj;J 21 Kba 10 gf;fq;fs; cs;sij fhzyhk;.

Ngg;ghpd; ehd;F GwKk; Margin msTfs; nfhLf;fg;gl;L cs;sd. ,q;F
fhzg;gLk; 0.75 msT Default Setting. mjhtJ Ngg;ghpy; ehd;F GwKk; 0.75 Inches
jhdhfNt Margin cs;sJ. ,tw;wpy; ehk; khw;wq;fs; nra;ayhk;.

 MARGIN
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,q;F Paged; ,lg;gf;fk; 1 mq;Fyk;> tyJ gf;fk; 1 mq;Fyk;> Nky; gf;fk; 1
mq;Fyk;> fPo;g;gf;fk; 1 mq;Fyk; vd;W nfhLf;fg;gl;Ls;sJ. OKI fpspf; nra;aTk;.

fPNo Njhd;WtJ PageI Rw;wpYk; 1 mq;Fyk; msT ,lk; tpl:L Page
cUthfpapUg;gij fhzyhk;.

,g;nghOJ Document Seting tpz;Nlhtpy; Njitahd Settingfis nra;J
tpl;Nlhk;.

Margin 1 mq;Fyk;

Paper Size

Margin
1mq;Fyk;

Margin
1mq;Fyk;

Margin 1mq;Fyk;

,q;F ehd;FGwKk;
1 mq;Fyk; Margin
cs;sij fhzyhk;.
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GKWindows nkDtpy; cs;s Hide Tools vd;gij fpspf; nra;jhy; ,e;j Tools Box
kiwe;JtpLk;. ,g;NghJ Windows nkDtpy; Hide Tools vd;gJ Show tools vd
khwptpLk;.

jpUk;g jpiuf;F nfhz;Ltu Windows nkDtpy; cs;s Show ToolI fpspf; nra;a
Ntz;Lk;.

TOOL BOX

,e;j Tool Box KjypNyNa Page Maker
tpz;Nlhtpy; ,lJ Gwj;jpy; Njhd;Wk;.
,e;j Tool Boxy; 14 tifahd Toolfs; cs;sd.
,e;j Tool BoxI jpiuapy; ekJ tpUg;gg;gb
efh;j;jp itf;fyhk;. NkNy cs;s ghh;lhpy; kT];
ghapz;liu itj;J efh;j;jpdhy; efUk;.

,e;j Tool Boxy; cs;s vy;yh ToolfisAk; Short-
cut fPfs; %yk; ,af;fyhk;.

Border
(BoxI efh;j;j)

Short cut
Key (F9)

Text Tool

Crop Tool

Pointer Tool

Rotating Tool

Constrained Line ToolLine Tool
Rectangle Frame ToolRectangle Tool

Ellipse Tool
Polygon Tool

Hand Tool

Ellipse Frame Tool

Polygon Frame Tool
Zoom Tool



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

22

GK

GK

GK

Pointer tool ( F9)
Rotating tool (Shf+ F2)
Line tool (Shf + F3)
Rectangle tool (Shf+ F4)
Ellipse tool (Shf+ F5)
Polygon tool ( Shf+ F6)
Hand tool, Constrained-hand tool
(Shf+Alt + drag left mouse button)

Text tool (Shf+ Alt + F1)
Cropping tool (Shf+ Alt + F2)
Constrained-line tool (Shf + Alt + F3)
Rectangle frame tool (Shf+ Alt + F4)
Ellipse frame tool (Shf+ Alt + F5)
Polygon frame tool (Shf + Alt + F6)
Zoom tool (Shf+ Alt + F7)

Short Cut Keys:

TOOL BOX

(Shf+ Alt + F2)

( F9)

(Shf+ F2)

(Shf + Alt + F3)(Shf + F3)

(Shf+ Alt + F4)(Shf+ F4)

(Shf+ F5)

( Shf+ F6)

(Shf+Alt + drag left mouse
button)

(Shf+ Alt + F5)

(Shf + Alt + F6)

(Shf+ Alt + F7)

(Shf+ Alt + F1)
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vOj;Jf;fSf;F NkYk;> fPOk; ,uz;L NfhLfs; Hanger Nghy; cs;sd. ,e;j
vOj;Jf;fs; xU Hangery; njhq;FtJ Nghy; ,Uf;Fk;

,jd; gad;ghL:

1) Njitahd Toolfis Select nra;a

2) HandleI Select nra;a

3) Group nra;a

4) Un Group nra;a

5) Select nra;jtw;iw efh;j;j

6) HandleI RUf;f my;yJ tphpf;f

7) HandleI Copy nra;J ntW ,lj;jpy; Paste nra;a

8) nkDf;fis Select nra;a

9) Textfis Select nra;a

Selection toolI gad;gLj;j xt;nthU jlitAk;. Tool Boxy; mg;Gf;Fwpia Click
nra;a Ntz;Lk;. clNd Mouse Pointer Fwp Njhd;Wk;.

 Pointer Tool or Selection Tool:

Selection Tool
or Pointer Tool

,ij Selection Tool vdTk; $wyhk;. kpfTk; mjpf
mstpy; ,e;j Tooljhd; gad;gLj;jg;gLfpwJ. ,ij
fpspf; nra;jTld; xU Arrow Fwp Mouse Pointer
Nghy Njhd;Wk;.

Text Tool

 Text Tool: Short Cut Key  (F9)

vOj;Jf;fis mbf;f ,J cjTfpwJ.

,ij Click nra;Jtpl;L jpiuapy; Click nra;jhy; xU Cursor Njhd;Wk;.

clNd vOj;Jf;fis mbf;fyhk;.

mbj;j thp kPJ Selection ToolI fpspf; nra;jhy; xU Handle Njhd;Wk;. me;j
Handle gf;fj;jpd; KO mfyj;jpw;F Njhd;Wk;.

me;j HandleI vq;F Ntz;LkhdhYk; efh;j;jp itf;fyhk;. Copy nra;J NtW
gf;fq;fSf;Fk; nfhz;L nry;yyhk;.
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vy;yht
w;iwAk; ekJ t

pUg;gg
;gb

 rha
;thf

ve ;j Nfhz
j;jpy ; Ntz

;Lkhd
hY

k;

Njhd
;wr; nra;ayhk

;. 30 bfphpapd;
Njhw;wk;

vy;yhtw;iwAk; ekJ tpUg;gg;gb rha;thf

ve ;j Nfhz
j;jpy ; Ntz

;LkhdhYk;

Njhd;wr; nra;ayhk;.

- 30 bfphpapd;
Njhw;wk;



90 bfphpapd;
Njhw;wk;



60 bfphpapd;
Njhw;wk;

Rotating tool

 Rotating Tool: Short cut Key  (Shift + F2)

xU Select nra;j gFjpia tpUg;gg;gb Njitahd Njhw;wq;fspy; Rotate nra;J
Njhd;wr; nra;ayhk;.

Textfs;> ghuhf;fs;> glq;fs; vy;yhtw;iwAk; ekJ tpUg;gg;gb rha;thf ve;j
Nfhzj;jpy; Ntz;LkhdhYk; Njhd;wr; nra;ayhk;.

,e;j ToolI fpspf; nra;J gpwF kTrpy; ghapz;liu Njitg;gLk; glj;jpd; kPJ
itj;J kTir mOj;jpf;nfhz;L jpUg;gpdhy; glj;ij Nfhzj;jpw;F Vw;wthW
rha;j;Jf; nfhs;syhk;.
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Short cut Key  (Shift +Alt+ F2)

glj;ij RUf;f KbahJ. Njitahd gFjpia kl;Lk; kiwj;J fhz;gpf;fyhk;.
Njit ,y;yhj gFjpia RUl;b cs;NsNa itj;J tplyhk;. Njitg;gl;lhy;
RUl;lgl;l gFjpia kPz;Lk; Njhd;wr; nra;ayhk;.

rhjhuzkhf Njitaw;w gFjpia Cut nra;J tpl:L ntl;ba gFjpia jpUk;g
nfhz;L tu KbaJ. Mdhy; ,jpy; nfhz;L tuyhk;.

Njitahd ,lj;jpy; ,e;j ToolI itj;J MouseI mOj;jpathW efh;j;jp
Njitapy;yhj gFjpia kiwf;fyhk;.

mNj Nghy kiwf;fg;gl;l gFjp jpUk;g Njitg;gl;lhy; gioagb Njhd;wr;
nra;ayhk;.

,e;j ToolI nfhz;L Njitahd glj;ij Click nra;a Ntz;Lk;. clNd ehd;F
gf;fq;fspYk; Gs;spfs; Njhd;Wk;. ve ;jg ;gf;fk ; kiwf;fNtz;Lk;
me;jg;gf;fj;jpY;ss Gs;spapd; Nky; Crop Tooly; cs;s eLf;NfhL ,Uf;FkhW
itj;J kTir mOj;jpathW efh;j;j Ntz;Lk;.

xU glk; my;yJ gy thpfs; cs;s Text Mfpatw;iw
Njitahd msTf;F RUf;fp fhz;gpf;fyhk;. mjhtJ

Fwpg;G: Gs;spapd; Nky; eLf;NfhL ,Uf;f Ntz;Lk; vd;gij kdjpy; nfhs;f.

Cropping Tool

Cropping Tool:
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KO glj;jpd; Njhw;wk;

Kjypy; ,e;j glj;ij Crop ToolMy; fpspf; nra;aTk;. ehd;F gf;fKk; Gs;spfs;
Njhd;Wk;. ,e;j glj;jpd; fPo;g;ghfj;jpy; cs;s Gs;spapy; Crop ToolI itj;J
kTir mOj;jpathW Nky; Nehf;fp efh;j;jTk;. Tooly; cs;s eLf;NfhL
Gs;spapy; ,Uf;FkhW itj;J efh;;j;j Ntz;Lk;.

Crop nra;j gpd;G ,t;thW Njhd;Wk;.



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

27

GK

GK

GK

Constrained Line Tool:

Constrained line tool ,ij itj;J xU LineI nrq;Fj;jhfNth my;yJ gf;f
thl;bNyhjhd; Nghl KbAk;. 45 bfphp kl;Lk; rha;thf Nghl
KbAk;.

ve;j Nfhzj;jpy; Ntz;LkhdhYk; rha;thf Nghl KbahJ.

cjhuzkhf 10> 15> 60 Nghd;w bfphp Nfhzq;fspy; Nghl
KbahJ.

Short cut Key  (Shift +Alt +F4)

90 bfphp 0 bfphp NfhL 45 bfphp NfhL

 Rectangle Tool:

Rectange Tool

rJu tbt Box fis my;yJ nrt;tf tbt Boxfis Nghlyhk;.

Short cut Key  (Shift +Alt+ F4)

Line Tool:

Line
Tool

Nghlyhk;. Neuhf Nghlyhk;.

ShiftI Press nra;J ,e;j Nfhl;il Nghl;lhy; NfhL tisTfs; ,y;yhky; Neuhf
Njhd;Wk;. gLf;ifahfNth my;yJ nrq;Fj;jhfNth Nghlyhk;.

Short cut Key  (Shift + F3)

,ij gad;gLj;jp NfhLfis Nghlyhk;. NfhLfis ve;j
Nfhzj;jpy; Ntz;LkhdhYk; Nghlyhk;. mjhtJ rha;thf

27 bfphp
0 bfphp

33 bfphp - 87 bfphp
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Polygon Tool:

Polygon tool

Ellipse Tool:

Ellipse tool
tl;lq;fis gytpjkhd Shapefspy; Nghlyhk;

Round Shape
Oval Shape

Short cut Key  (Shift + F5)

Fwpg;G: Line kw;Wk; Boxfs; NghLk; Toolfs; midj;Jf;Fk; ToolI fpspf; nra;jTld;
kT]; ghapz;lh; + vd khwptpLk; Njitahd ,lj;jpy; itj;J fpspf; nra;J kTir
mOj;jpathW Drag nra;jhy; Line my;yJ Box tiuayhk;.

,J xU MW gl;il Tool. ,ij itj;J xU BoxI ve;j
tbtj;jpy; (any shape) Mtz;LkhdhYk; Nghlyhk;. MW

Nfhz tbtpy; ngl;bfis Nghlyhk;. NkYk; ekJ tpUg;gg;gb gytpjkhd
Nfhzq;fspy; Nghlyhk;. fl;lq;fis Nghl;l gpd;G tpUg;gg;gb mitfis khw;wp
mikf;fyhk;.

Short cut Key  (Shift + F6)
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Hand Tool:

,ij Click nra;jTld; xU if Njhd;Wk;. kT]; gl;lid mOj;jpf; nfhz;Nl
jpiuapy; Njhd;Wk; gf;fj;ij gf;fthl;by; efh;j;jyhk;.

NkYk; fPOk; efh;j;jyhk;. vy;yh DirectionfspYk; efh;j;jyhk;.

kTir efh;j;jpdhy; gf;fk; efUk;.

Short cut Key  (Alt + Left Mouse Button)

Zoom Tool:

,J xU G+j fz;zhb Screeny; cs;s vOj;Jf;fs; kw;Wk; glq;fs; Mfpatw;iw
nghpajhf Njhd;wr; nra;ayhk;. mNjNghy rpwpajhfTk; Njhd;wr; nra;ayhk;.

kpfTk; rpwpajhf cs;stw;iw nghpamstpy; Njhd;wr; nra;J Jy;ypakhf ghh;j;J
jtWfis jpUj;jyhk;. ,ij Magnified Tool my;yJ Lens Tool vdTk; $Wth;.

kTir xU fpspf; nra;jhy; Zoom Tooly; cs;s ,lk; nghpajhf Njhd;Wk;. xt;nthU
jlitAk; fpspf; nra;Ak;nghOJ nghpajhf Mfpf; nfhz;Nl ,Uf;Fk;.

Ctrl fPia mOj;jpdhy; Zoom Tooly; cs;s Fwp - (Minus) Mf khwptpLk;.

Short cut Key  (Shift+Alt + F7)

,ij fpspf; nra;jTld; kT]; ghapz;lh;
jpiuapy; xU G+jf;fz;zhb tl;l
tbtj;Jld; + (Plus) FwpAld; Njhd;Wk;.

Ctrl fPia mOj;jpathW kTir fpspf ; nra;jhy;
vOj;Jf;fs; rpwpajhf khwpf; nfhz;Nl ,Uf;Fk;.

jpiuapy; Zoom ToolI itj;J Right Click nra;jhy;
fPo;f;fz;lthW xU nkD Njhd;Wk;. ,jpy; Njitahd
msit Njh;T nra;jhyh; mjw;F jFe;jhw; Nghy; jpiuapy;
cs;s vOj;Jf;fs; khWk;. ,jpy; 100 rjtpfpjk; vd;gJ
rhpahd msT. Fit Window vd;gJ jpiuapy; KO gf;fj;ij
ghh;f;Fk;gb fhz;gpg;gJ.


Minus Fwp cs;s

Zoom Tool
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,q;F rpfg;G tisak;

nghpJgLj;jp
fhz;gpf;fg;gl;Ls;sJ.

Rectangle Frame Tool:

xU BoxI Create nra;J me;j Boxy; Njhd;w Ntz;ba
nra;jpia (TextI) mbf;fyhk;.

jdpahf mbj;J ,e;j Boxw;Fs; nfhz;L tu Njitapy;iy. ngl;bf;Fs; nra;jp
jhdfNt mkh;e;J nfhs;Sk;. ntspNa tuhJ.

,J Rectangular ToolI NghyNt nray;gLk;. Mdhy; ,jpy; me;j ToolI tpl xU
rpwg;G mk;rk; cs;sJ. mjpy; Kjypy; fl;lj;ij Nghl Ntz;Lk;. gpwF vOj;Jf;fis
mbj;J me;j fl;lj;jpd; cs;Ns itf;f Ntz;Lk;. jpUk;g ,uz;ilAk; xU Nrh;f;f
Group nra;a Ntz;Lk;.

Mdhy; ,e;j Rectangle Frame Tool mt;thW nra;aj; Njit ,y;iy. xU fl;lj;ij
tiue;j cld; fl;lj;jpd; cs;Ns ,Uz;L FWf;F NfhLfs; Njhd;Wk;.

Text Toolypdhy; fl;lj;jpd; cs;Ns Click nra;J Textfis mbf;fyhk;. Text fl;lj;ij
tpl;L ntspNa tuhJ.

ehd;FGwKk; Nfhl;bw;Fk; vOj;JfSf;Fk; cs;s,ilntspia $l;lyhk;.
Fiwf;fyhk;. rhjhuzkhf (by default) fl;lj;jpy; cs;s vOj;Jf;fis fl;lk; NtW>
vOj;Jf;fs; Ntwhf gphpf;f KbahJ. Njitg;gl;lhy; gphpf;fyhk;.

Removek; nra;ayhk;. jpUk;g Attach nra;ayhk;. ,t;thW nra;a Element Menuy;
cs;s Frame vd;w nkDit ,af;f Ntz;Lk;.

Element Frame fPo;f;fz;l Box Njhd;Wk;.

Short cut Key  (Shift+Alt + F4)

fl;lj;ij fpspf; nra;j gpwF
Njitahd OptionI fpspf; nra;ayhk;.

TextI
epug;Gtjw;F
Kd; cs;s
Njhw;wk;
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Separate Content:

,e;j Separate ContentI nfhz;L Frame Tooly; cs;s TextIAk; BoxIAk;
jdpj;jdpahf gphpj;njLf;f gad;gLj;jyhk;.

,e;j Frame OptionI nfhz;L Frame Tooly; cs;s Textf;Fk; Boxf;Fk;; ,ilNa
cs;s ,ilntspia Fiwf;fTk;> mjpfg;gLj;jTk; gad;gLj;jyhk;.
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Nkw;fz;l Insert vd;w ,lj;jpy; cs;s Top Bottom, Left, Right Nghd;w ,lq;fspy;
vt;tsT Ntz;LNkh me;j msTs;s mmI Nghl;Lf; nfhs;syhk;.

,J Rectangular Frame Toolw;F Nkw;fz;l ehd;F gf;fq;fSk; Open MfpapUf;Fk;.

Nkw;fz;l Insert vd;w ,lj;jpy; cs;s ,lj;jpy; vt;tsT Ntz;LNkh me;j
msTs;s mmI Nghl;Lf; nfhs;syhk;.

,J Ellipse Frame Toolw;F Nkw;fz;l xU ghf;]; kl;Lk; Open MfpapUf;Fk;.

 Frame Options:
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 Ellipse Frame Tool:

Rectangle Frame Tooly; nra;fpd;w midj;ijAk; ,e;j tooly; nra;ayhk;. xNu xU
NtWghL ,e;j Tool %yk; tl;lq;fis gytpjkhf tiuayhk;.

Round Shape my;yJ Oval Shapey; tiue;J nfhz;L mjw;Fs; TextI mbf;fyhk;.
mbf;fg;gLk; Text tl;lj;jpw;F jFe;jthW jhdhfNt mikAk;.

Short cut Key  (Shift +Alt+ F5)

Fwpg ;G : xt;nthU ToolIAk;
nray;gLj;j Kjypy; Selection ToolI
fpspf; nra;Jtpl;L Njitahd ToolI
fpspf; nra;aTk;. xU ToolI nryf;l;
nra;j gpwF mjd; epwk; khWk;.
,jdhy; Tool Boxy; ve;j Tool nryf;l;
nra;ag;gl;L gad;ghl;by; cs;sJ
vd;gij mwpayhk;.
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Polygon Frame Tool: Short cut Key  (Shift +Alt+ F6)

cs;s xU Box. gpwJ mij ekJ tpUg;gg;gb mikj;J mjpy; TextI mbf;fyhk;.
Boxd; mikg;ig gytpjkhd Nfhzq;fspy; khw;wp mikf;fyhk;.
Kjypy; Select nra;aTk;. mLj;J Click nra;aTk;. fPo;f;fz;l tpz;Nlh Njhd;Wk;.
,q;F ,uz;L gl;ld;fs; cs;sd. ,e;j ,uz;L gl;ld;fs; %yk; mNeftpjkhd
tbtq;fis mikf;fyhk;. Nky; gl;ld; Kidfis mjpfg;gLj;Jk;.
,e;j Polygony; nra;ag;gLk; nray;fis kw;w ,uz;bYk; (Rectangle Frame &

NkNy cs;s kw;w ,uz;L ToolfspYk; ,y;yhj xU rpwg;G
mk;rk; ,e;j Tooly; cs;sJ. Kjypy; ,J MW gf;fq;fs;

Ellipse Frame) Mfpatw;wpy; nra;a ,ayhJ.

Mdhy; mtw;wpy; nray;gLj;Jk;
nray;fis ,jpy; nra;ayhk;.
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File nkDtpy; ,e;j nkD cs;sJ. xU gf;fj;jpd; eLtpy; mjhtJ mbf;fg;gl;l
nra;jpfSf;F eLtpy; xU glk; my;yJ xU Logoit NtW xU igypy; ,Ue;J
nfhz;L te;J nghUj;jyhk;.

ehk; Page Makery; xU tpsk;guk; my;yJ xU Gj;jfk; jahhpf;Fk; nghOJ ,il
,ilNa gy glq;fs; my;yJ Logof;fs; Njitg;glyhk;. me;j glq;fs; NtW xU
igypy; Nrkpj;J itf;fg;gl;L ,Uf;Fk;.

mt;thW Njitg;gLk; glq;fs; my;yJ Logof;fis Page Makery; xU gf;fj;jpy;
nfhz;L tu ,e;j Place nkD gad;gLj;jg;gLfpwJ.

 Place nkD:

File Place
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Place nkDit Click nra;jTld; fPo;fz;l tpz;Nlh Njhd;Wk;. ve;j glk;
Ntz;LNkh mij nryf;l; nra;J Open nfhLf;f Ntz;Lk;.

OpenI fpspf; nra;jTld; fPo;f;fz;lthW glk; Page Maker gf;fj;jpy; Njhd;Wk;.
mij vq;F Ntz;LNkh efh;j;jp itj;Jf; nfhs;syhk;.

,t;thW
Njitg;gLk;
glq;fis NtW
igy;fspy; ,Ue;J
Page Maker
gf;fj;jpw;F
nfhz;L tuyhk;.

,q;Fs;s Pulldown nkDit Click
nra;J Njitg;gLk; igiy Select
nra;J OpenI fpspf; nra;aTk;.
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Layout nkDtpy; ,e;j Go to Page nkD cs;sJ.

xU PageypUe;J kw;nwhU Pagew;F nry;y Ntz;Lk;. mjhtJ ehk; 30Mk; gf;fj;jpy;
ilg; nra;J nfhz;L ,Uf;Fk;NghJ ehk; 20Mk; gf;fj;jpw;F nry;yNtz;Lk;
my;yJ 35Mk; Pagew;F nry;y Ntz;Lk; vd;W fUjpdhy; Go to Page nkDit
fpspf; nra;aTk;.

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

Go to Page nkD

Layout Go to Page

ehk; 35tJ gf;fj;jpw;F Nghf Ntz;Lk; vd fUJNthk;. vdNt ,q;F Page
Number vd;w ,lj;jpy; 35 vd mbj;J OKI Click nra;aTk;. clNd 35tJ
gf;fk; jpwf;fg;gl;L tpLk;.

Short cut Key (Alt+Ctrl+G)
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 Insert Page nkD

Layout nkDtpy; ,e;j Insert nkD cs;sJ. Page Makery; Ntiy nra;J
nfhz;L ,Uf;Fk; nghOJ NkYk; rpy gf;fq;fis Nrh;f;f Ntz;b tUk;.
my;yJ Ntz;lhj ,lk; fhypahf cs;s gf;fq;fis Cancel nra;a
Ntz;btUk;.

ehk; ,ilNa Gjpa PageI Insert nra;ayhk;. ehk; Ntiy nra;J nfhz;bUf;Fk;
Ng[pw;F Kd;djhfNth my;yJ gpd;djhfNth xU PageI Insert nra;ayhk;.
xd;Wf;F Nkw;gl;l gf;fq;fisAk; Nrh;f;fyhk;.

Layout Insert Pages

 gf;fq;fis Nrh;j;jy;:

Layout nkDtpy; cs;s InsertI fpspf; nra;aTk;.

vij gbj;jhYk; Ghpe;J nfhz;L gbAq;fs;

gbj;jij nray;gLj;JkhW gbAq;fs;

gbg;gJ Ntiytha;g;Gf;F cgNahfg;gLkhW gbAq;fs;

Gopalakrishnan [GK]
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Page Insert nra;tjw;F Kd; (1 gf;fk; kl;Lk;)

fPo;f;fz;l Box Njhd;Wk;.

,q;F Insert vd;w ,lj;jpy; Njitahd gf;fq;fspd; vz;zpf;ifia Fwpg;gplTk;.

Insertw;F mLj;J After vd cs;sJ. AfterI Njh;T nra;jhy; jpwf;fg;gl;l gf;fj;jpw;F
gpwF Gjpa gf;fq;fs; Nrh;f;fg;gLk;. mjw;F gjpyhf Before vd;gij Njh;T nra;jhy;
Open nra;ag;gl;Ls;s gf;fj;jpw;F Kd;ghf Gjpa gf;fq;fs; Nrh;f;fg;gLk;. mLj;J
Insert gl;lid fpspf; nra;aTk;.

jw;nghOJ jpwf;fg;gl;l igypy; vj;jid gf;fq;fs; cs;sd vd;gij igypd;
,lJGwk; mbghfj;jpy; cs;s vz;fis ghh;j;J njhpe;J nfhs;syhk;. Kjd;
Kjyhf igiy Open nra;jgpwF xNu xU gf;fj;Jld; Njhd;Wk;.

,q;F cs;s Pull down nkDit fpspf; nra;jhy; Before, After vd ,uz;L
Optionfs; Njhd;Wk;.
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Remove Pages... nkD:

Insert Pages... nkDtpw;F fPNo ,e;j nkD cs;sJ.

Njit ,y;yhj gf;fq;fis Remove nra;a ,e;j nkDit gad;gLj;jyhk;.

Layout Remove Pages

Kjypy; Njit ,;y;yhj gf;fj;jpw;F nry;yTk;. ekf;F 3tJ gf;fk; Njit ,y;iy.
vdNt Layouty; cs;s Remove PagesI fpspf; nra;aTk;.

Page Insert nra;tjw;F Kd; (9 gf;fq;fs;)

3 Page Insert nra;j gpd; (12 gf;fq;fs;)
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,q;F Remove Pages vd;w ,lj;jpy; Njitapy;yhj gf;fj;jpd; vz;iz ilg;
nra;J OKit fpspf; nra;aTk;.

mjhtJ 3 vd G+h;j;jp nra;aTk;.

mbghfj;jpd; fPNo cs;s 3I fpspf; nra;aTk;.

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

clNd fPo;f;fz;l Box Njhd;Wk;.

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

,g;nghOJ Page Remove Mfp tpLk;.

mjhtJ ehk; 3Mk; gf;fk; vd;W mbj;Js;sjhy; 3Mk; gf;fk; Delete Mfp tpLk;.

kw;nwhU cjhuzj;jpw;F ekf;F njhlh;e;J 4Mk; Pagey; ,Ue;J 10Mk; gf;fk;
tiu cs;s Pagefs; Remove nra;a Ntz;Lnkd;why; Kjy; Coloum y; 4 vd;Wk;
,uz;lhtJ Columny; 10 vdTk; G+h;;j;jp nra;J OK nfhLj;jhy; 4y; ,Ue;J 10k;
gf;fk; tiu Remove MfptpLk;.
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ehk; ,g;nghOJ ,uz;L Columnfis cUthf;FNthk;.

vdNt ,q;F Number of columns vd;w ,lj;jpy; 2 vd;W G+h;j;jp nra;aTk;.

mLj;J Space between Column vd;w ,lj;jpy; ,uz;L ColumnfSf;Fk; ,ilapy;
vt;tsT ,ilntsp ,Uf;f Ntz;Lk; vd;gij Fwpg;gplTk;.

mLj;J OKI fpspf; nra;aTk;.

ColumnfSf;F
,ilNa
Njitg;gLk;
,ilntsp

,uz;L my;yJ mjw;F Nky; mNef Columnfs; cUthf;fyhk;.

nra;jpj; jhs;fs;> thu ,jo;fs; Mfpatw;wpy; nra;jpfs; xNu gf;fj;jpy; mNef
Columnfspy; Njhd;Wk;. mJ Nghy; nra;tjw;F ,e;j nkD gad;gLk;.

Column GuidesI fpspf; nra;aTk;. clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

Layout Column Guides

Column Guides nkD:

Layout nkDtpy; ,e;j nkD cs;sJ. xU gf;fj;jpy; xd;Wf;F Nkw;gl;l
Columnfis cUthf;fp na;jpfis mbf;fyhk;.

Layout nkDtpy; cs;s Column Guides...vd;w nkDit fpspf; nra;aTk;.
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OKI fpspf; nra;jgpwF fPo;fz;lthW ,uz;L Columnfs; Njhd;Wk;.

Fwpg;G: nra;jpfis Rw;wpYk; NfhLfs; NfhLfs; mjhtJ fl;lk; ,Uf;fhJ
vd;gij kdjpy; nfhs;f. NfhLfs; Ntz;Lkhdhy; ehk; jdpahf Nghl;Lf;
nfhs;syhk;.

fPNo ,uz;L Columnfspy; nra;jpfSld; fhzg;gLfpwJ.

Column 1

Column 2
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%d;W Columnfs; nfhz;l PageI fhzyhk;.

ehd;F Columnfs; nfhz;l PageI fhzyhk;.



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

45

GK

GK

GK

Auto Flow nkD

Layout Autoflow

,e;j nkD Layout nkDtpy; cs;sJ.

xU Handley; xU nra;jpia xNu thpapy; mbf;fyhk;.

gy thpfspy; mbf;fyhk;. xU gf;fk; KOJk; mbf;fyhk;. xNu Handley; gy
gf;fq;fSf;F cs;s nra;jpiaAk; mbf;fyhk;.

xU gf;fj;jpw;F mjpfkhd nra;jp ,Ue;jhy; gf;fj;jpd; fPo; ghfj;jpy; Handled;
eLtpy; xU rptg;G miutl;lk; xU Cross Mark cld; Njhd;Wk;.

,t;thW Handled; mbghf;jpy; Njhd;wpdhy; filrp thpapd; fPo; ,d;Dk; nra;jpfs;
cs;sJ vd;W nghUs;. ,e;j rptg;G miutl;l Fwpia kTrhy; fPo; Nehf;fp
,Oj;jhy; nra;jp ,Uf;Fk; tiu ePz;L nfhz;Nl NghFk;. rptg;G epw miutl;lk;
kiwAk; tiu ,Of;f Ntz;Lk;. filrp thp tiu jpiuapy; Njhd;wpa gpwF rpfg;G
epwk; kiwe;J rjhuz miutl;lkhf MfptpLk;.

,t;thW xU gf;fj;jpw;F mjpfkhf cs;s nra;jpfs; ,Ue;jhy; me;j rpfg;G
miutl;lk; khwhky; ,Uf;Fk;.

kPjKs;s nra;jpia mLj;j gf;fj;jpw;F nfhz;L nry;y rpfg;G miutl;lj;jpy;
ghapz;lh; ^iy itj;J fpspf; nra;aTk;.

clNd kT]; Pointer fPo;f;fz;lthW khwptpLk;.

fh;rhpy; me;j Copy nra;j Nkl;lh; xl;bf; nfhz;L cs;sJ Nghy; njhpAk;.

rptg;G miutl;lk;
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mLj;J khwpa Mouse PointerMy; Layouty; cs;sAuto flowit fpspf; nra;ayhk;.

clNd Mouse Pointer fPo;f;fz;lthW khwptpLk;.

mLj;j gf;fj;ij Open nra;J gf;fj;jpd; Nky; gFjpapy; ,e;j Mouse PointerI
fpspf; nra;aTk;.

clNd Kjy; gf;fj;jpy; cs;sJ Nghf ghf;fp nra;jp ,e;j gf;fj;jpy; Copy Mfp
tpLk;.

,t;thW Cut & PasteI gad;gLj;Jtjw;F gjpyhf Auto Flow nkDit gad;gLj;jp
jhdhfNt mLj;j gf;fj;jpw;F nra;jpfis khw;wptplyhk;.

xd;Wf;F Nkw;gl;L 2 my;yJ 3 gf;fj;jpw;F chpa nra;jp xNu Handley;
,Uf;Fkhdhy; mij fhg;gp nra;J Paste nra;a gy gf;fq;fs; Njit. Njitahd
gf;fq;fis Insert Page nkD %yk; Kd;djhfNt Add nra;J itf;fNtz;Lk;.

mLj;J xU gf;fj;jpw;f mjpfkhd nra;jpia Cut nra;J mlj;j gf;fj;jpy; Paste
nra;a Ntz;Lk;. ,t;thW xt;nthU gf;fkhf nra;tjw;F gjpyhf ,e;j Auto Flow
%yk; xNu rkaj;jpy; Njitahd gf;fq;fspy; Paste nra;J tplyhk;. Njitg;gLk;
gf;fq;fis hdhfNt Vw;Wf; nfhs;Sk;.
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Page Makery; Publishing rk;ge;jkhd nray;fisAk; nra;ayhk;.
fPo;f;fz;litfisg; gw;wp ed;F njhpe;J ,Uf;f Ntz;Lk;.

1) Font
2) Point size (Font size)
3) Line Space
4) Bold
5) Medium
6) Italic
7) Condesed Type
8) Expanded Type
9) Subscript
10) Super Script
11) Page Setup

FontI fk;g;A+l;lhpy; Copy nra;jy;
fk;g;A+l;lhpy; gad;gLj;jg;gLfpw Fontfs; Font vd;w Foldery; cs;sd. ,e;j Font
Nghy;lh; Control Panely; cs;sJ.
vOj;Jf;fs; (Fonts) xt;nthd;Wk; xU igyhf cs;sJ. vOj;J tbtk; vt;thW
cs;sJ vd;gij mwpa Font FileI Double Click nra;jhy; Open MFk;. mjd;
tltj;ij ghh;f;fyhk;. vOj;jpd: Njhw;wk; nghpajhf Mf Mf vt;thW ,Uf;Fk;
vd;gijAk; mwpa ,lJ Xuj;jpy; vz;fs; fhzg;gLk;. me;j vz;fs; Font SizeI
Fwpg;gpLfpwJ. Close gl;lid fpspf; nra;J Close nra;ayhk;.
Kjypy; Font igiy fhg;gp nra;atk;. mLj;J Control Panely; cs;s Font FolderI
Open nra;aTk;. mNef igy;fs; Njhd;Wk;. fhypahf cs;s ,lj;jpy; Right Click
nra;J PasteI f;spf; nra;aTk;.
clNd me;j Font igy; fhg;gp MfptpLk;. ,dp me;j vOj;ij vy;yh
SoftwarefspYk; gad;gLj;jyhk;.

 Fonts:
Font vd;why; vOj;J vd;gJ midtUf;Fk; njhpAk;. fk;g;A+l;lhpy; gad;gLj;jg;gLk;
Fontfs; midj;Jk; Control Panelypy; cs;s Font vd;fpw Foldery; cs;sd.
xt;nthU nkhopapYk; mNef Fontfs; cs;sd. Mq;fpy Fontfs; Vw;fdNt
fk;g;A+l;lh;fspy; cs;sd. kw;w nkhop Fontfis ehk; fk;g;A+l;lhpy; Font Nghy;lhpy;
Copy nra;a Ntz;Lk;.
xU vOj;ij mbj;jJk; Kjypy; Mq;fpy vOj;jpy;jhd; Njhd;Wk;.
cjhuzj;jpw;F ‘a’ vd;w vOj;ij mbf;f fP Nghh;by; a vd;w fPia mbf;f
Ntz;Lk;.
vdNt a vd;w vOj;Jjhd; jpiuapy; Njhd;Wk;. me;j a vd;w vOj;ij Select nra;J
jkpo; FontI Click nra;a Ntz;Lk;.
clNd me;j ‘a’ vd;w vOj;J  ‘a’ vd khwptpLk;.
mjd; gpwF me;j vOj;ij njhlh;e ;J mLj;J mbf;fg;gLk; midj;J
vOj;Jf;fSk; jkpopNyNa fhzg;gLk;.
Mq;fpyj;jpy; mbf;fg;gl;l FontI khw;w tpUk;gpdhy; khw;w Ntz;ba vOj;J my;yJ
thpfis Select nra;J FontI fpspf; nra;a Ntz;Lk;.
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GK Normal, Bold:
vOj;Jf;fis Normal, Bold vd ,uz;L tpjkhf Njhd;wr; nra;ayhk;. Normal
vd;gJ rhjhuzkhf Njhd;WtJ. Bold vd;gJ jbkdhf Njhd;WtJ. Njitahd
thpia Njh;T nra;J Bold vd;gij fpspf; nra;jhy; me;j thp BoldMf khwptpLk;.

V. Gopalakrishnan - Normal

V. Gopalakrishnan - Bold

 Point Size (Font size)

vOj;jpd; msit Point Size vd;gh;. xU vOj;ij kl;Lk; nghpajhf Njhd;wr;
nra;ayhk;. xU thpia nghpajhf Njhd;wr; nra;ayhk;. Fwpg;gpl;l rpy thpfis
nghpajhf Njhd;wr; nra;ayhk;. mNj Nghy rpwpa vOj;Jf;fshfTk; Njhd;wr;
nra;ayhk;.

tsk;guq;fs;> jpUkz miog;gpjo;fs; Nghd;wtw;wpy; vOj;Jf;fis ntt;NtW
msTfspy; mbf;f Ntz;b tUk;. vOj;jpd; msT (Point size) 4 ghapz;l; Kjy;
650 ghapz;l tiu cs;sJ. Njitahdij Select nra;J gad;gLj;jyhk;.

 Line Space:

,uz;L thpfSf;F ,ilapYs;s ,ilntspia Line Space vd;gh;. ,e;j
Line SpaceI ek; tpUg;gg;gb $l;bNah Fiwj;Njh gad;gLj;jyhk;. vOj;Jf;fspd;
mstpw;F jFe;jthW ,e;j Line Space jhdhfNt mike;JtpLk;.

,J Autotpy; Njh;T nra;ag;gl;bUf;Fk;. Line SpaceI $l;lNth my;yJ
Fiwf;fNth mjw;Fhpa vz;id Njh;T nra;a Ntz;Lk;.

Njitahd thpfis Njh;T nra;j gpwF vz;iz Njh;T nra;a Ntz;Lk;.

Line SpaceI mjpfhpf;f nghpa vz;iz Njh;T nra;a Ntz;Lk;. Line SpcaeI
Fiwf;f rpwpa vz;iz Njh;T nra;a Ntz;Lk;. AutoI Njh;T nra;jhy; rhpahd
,ilntsp jhdhfNt Njhd;Wk;.
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Subscript:
xU vOj;jpd; fPNo xU rpwpa vOj;ij Njhd;wr; nra;tjw;F Subscript vd;W ngah;.
,J mjpf mstpy; Mathematics kw;Wk; Science rk;ge;jkhd ghlq;fspy;
gad;gLj;jg;gLk;.

mjhtJ Farmulaf;fspy; mjpf msT gad;gLj;jg;gLfpwJ.

Kjypy; rhjhuzkhf mbf;fTk;. mLj;J Njitahd vOj;ij nryf;l; nra;J
SubscriptI fpspf; nra;aTk;.

H2O vd;gij ,t;thW H2O vd khw;wyhk;.

,q;F eLtpy; cs;s 2I Select nra;J SubscriptI fpspf; nra;aTk;.

cjhuzk;: H2O

 Superscript:

xU vOj;jpd; NkNy xU rpwpa vOj;ij Njhd;wr; nra;tjw;F Superscript vd;W
ngah;. ,JTk; mjpf mstpy; Mathematics kw;Wk; Science rk;ge;jkhd ghlq;fspy;
gad;gLj;jg;gLk;.

mjhtJ Farmulaf;fspy; mjpf msT gad;gLj;jg;gLfpwJ.

cjhuzk;: x3,  a2,  22,  23,  24

Kjypy; rhjhuzkhf mbf;fTk;. mLj;J Njitahd vOj;ij nryf;l; nra;J
SuperscriptI fpspf; nra;aTk;.

x3, vd;gij ,t;thW x3 vd khw;wyhk;.

xw;F mLj;J cs;s 3I Select nra;aTk;. gpwF SuperscriptI fpspf; nra;aTk;.

Italic:
vOj;Jf;fis rha;thf Njhd;wr; nra;jy;. Njitahd thpia nryf;l; nra;J
ItalicsI fpspf; nra;jhy; rha;thf khwptpLk;. ,jpYk; Normal, Bold Mfpatw;iw
nray;gLj;jyhk;.

V. Gopalakrishnan

V. Gopalakrishnan   -   Italic

V. Gopalakrishnan  -   Bold Italic

Superscript
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CIIT Infotech P. Ltd. - 100% (Normal)
CIIT Infotech P. Ltd. - 90% (Condensed)
CIIT Infotech P. Ltd. - 80% (Condensed)
CIIT Infotech P. Ltd. - 70% (Condensed)

Expanded Type:

Expanded vd;why; tphpj;jy; vd;W nghUs;. xU WordI my;yJ xU thpia my;yJ
xU ghuhit Expand nra;ayhk;. ,ij Percentagey; Fwpg;gpl Ntz;Lk;. Njitahd
thpia nryf;l; nra;J PercentageI fpspf; nra;jhy; Expanded Mf Njhd;Wk;.

Normal Size 100%. Percentage mjpfkhf mjpfkhf tphpjy; mjpfkhFk;.

CIIT Infotech P. Ltd.       - 100% (Normal)
CIIT Infotech P. Ltd.     -110% (Expanded)
CIIT Infotech P. Ltd. -120% (Expanded)
CIIT Infotech P. Ltd. -130% (Expanded)

Condensed Type:
Condensed vd;why; RUf;Fjy; my;yJ xLf;Fjy; vd;W nghUs;. xU WordI
my;yJ xU thpia my;yJ xU ghuhit Condense nra;ayhk;. ,ij
Percentagey; Fwpg;gpl Ntz;Lk;. Njitahd thpia nryf;l; nra;J
PercentageI fpspf; nra;jhy; Condensed Mf Njhd;Wk;.

Normal Size 100%. Percentage Fiwa Fiwa RUq;Fjy; mjpfkhFk;.
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Under Line
xU thh;j;ij my;yJ xU thpapd; fPNo NfhL Nghlyhk;. xU vOj;jpd; fPNo $l
NfhL Nghlyhk;. ,e;j Nfhl;il (Line) jdpahf Nghl Ntz;ba mtrpakpy;iy.
Kjypy; Njitahd thpia nryf;l; nra;aTk;. mLj;J Under LineI fpspf;
nra;atk;. jhdhfNt Under Line Njhd;Wk;.

Vw;fdNt Under Line ,Ue;jhy;  me;j thpia nryf;l; nra;J Under LineI
fpspf; nra;jhy; Under Line kiwe;J tpLk;.

XU BoxI Kjypy; tiuaTk;. gpwF BoxI nryf;l; nra;J Njitahd epwj;jpy; Fill
nra;aTk;. mLj;J TextI Select nra;J ngaiu mbf;fTk;. ngaiu mbj;J
HandleI Boxw;Fs; itf;fTk;. ngaiu nryf; nra;J ReverseI fpspf; nra;aTk;.
vOj;Jf;fs; Reversey; khwptpLk;.

Reverse Type:

fUg;G gl;ilapy; vOj;Jf;fis ntz;ik epwj;jpy; Njhd;wr; nra;jy;.

V. GOPALAKRISHNAN

cjhuzk;:

cjhuzkhf : jhdhfNt Under Line Njhd;Wk;.
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 Paragraph nkD: [Ctrl + M]

nkD Bary; cs;s type nkDtpy; ,e;j Paragraph nkD cs;sJ.

,ij Ctrl + M Short cut fPfs; mOj;jpAk; nray;gLj;jyhk;.

xU Parait Indent nra;a ,ij gad;gLj;jyhk;.

xU Paratpy; cs;s Kjy; thp vt;tsT vOj;Jf;fs; cs;Ns js;sp Njhd;w
Ntz;Lk; vd;gij eph;zapf;fyhk;.

,uz;L Paraf;fSf;F eLtpy; cs;s ,ilntspia eph;zapf;fyhk;.

xU Parattpd; tyJ gf;fk; kw;Wk; ,lJ gf;fk; Indent nra;ayhk;.

Table FormatfSf;F NfhLfis Nghlyhk;.

Njitahd Paraf;fis Select nra;j gpwF ,e;j Paragraph...nkDit fpspf;
nra;aTk;. my;yJ Ctrl + M fPia mOj;jTk;.

clNd Paragraph Specification vd;w xU tpz;Nlh Njhd;Wk;. mjpy; Njitahd
khw;wq;fis nra;J OKI fpspf; nra;aTk;.
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Nkw;fz;l tpz;Nlhtpy; khw;wq;fs; nra;ag;gl;Ls;sd.
khw;wq;fs; nra;jgpwF ghuhf;fspd; Njhw;wk; fPi;f;fz;lthW khwptpLk;

khw;wq;fs; nra;tjw;F Kd;G ghuhf;fspd; Njhw;wk;

Condensed vd;why; RUf;Fjy; my;yJ xLf;Fjy; vd;W nghUs;. xU WordI
my;yJ xU thpia my;yJ xU ghuhit Condense nra;ayhk;.
,ij Percentagey; Fwpg;gpl Ntz;Lk;. Njitahd thpia nryf;l; nra;J
PercentageI fpspf; nra;jhy; Condensed Mf Njhd;Wk;.

Nkw;fz;ltw;wpy; vy;yhNk Paragraph Indent 0 settingy; cs;sJ.

Left Alignmenty; cs;sJ.

Paragraph Kd;Dk; (Before) gpd;Dk; (After)> 0 Settingy; cs;sJ.

mLj;J tUk; tpz;Nlhtpy; ,itfs; khw;wg;gl;bUg;gij ghh;f;fyhk;.
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1  -  Paratpd; Kjy; thp 10 mm cs;Ns js;sp cs;sJ.

2  - Para tpd; ,lJ gf;fk; 20 mm cs;s js;sg;gl;Ls;sJ.

3  - Para tpd; tyJ gf;fk; 20 mm cs;s js;sg;gl;Ls;sJ.

4  - Paraf;fspd; ,ilntsp 2 + 2  = 4 mm cs;sJ.

Before vd;gJ xt;nthU Paratpd; Nky; gf;fk;.
After vd;gJ xt;nthU Paratpd; fPo;g;gf;fk;.

       Nky; Paratpw;F Afterk; fPo; Paratpw;F Beforek; nghUe;Jk;.
       vdNt 2 + 2 = 4 mm ,ilntsp.

5  - Justify tyJ gf;fKk; ,lJ gf;fKk; thpfs; Neuhf cs;sd.

Condensed vd;why; RUf;Fjy; my;yJ xLf;Fjy;
vd;W nghUs;. xU WordI my;yJ xU thpia my;yJ xU
ghuhit Condense nra;ayhk;. ,ij Percentagey; Fwpg;gpl
Ntz;Lk;. Njitahd thpia nryf;l; nra;J PercentageI
fpspf; nra;jhy; Condensed Mf Njhd;Wk;.

Condensed vd;why; RUf;Fjy; my;yJ xLf;Fjy;
vd;W nghUs;. xU WordI my;yJ xU thpia my;yJ xU
ghuhit Condense nra;ayhk;. ,ij Percentagey; Fwpg;gpl
Ntz;Lk;. Njitahd thpia nryf;l; nra;J PercentageI
fpspf; nra;jhy; Condensed Mf Njhd;Wk;.

1

2

4

3

55

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

kpfTk; vspa ciueilapy;
gbg;gtHfs; ed;F Ghpe;J
nfhz;L nray;gLtjw;F
VJthf vOjg;gl;Ls;sJ.
fz;bg;ghf kpf kpf
cgNahfkhf ,Uf;Fk;.
jkpo; kw;Wk; English Mfpa
,uz;L nkhopfspYk;
cs;sJ.

Computer Hardware Volume -1
thq;fp tpl;BHfsh?
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Indent / Tab nkD: [Ctrl + I]
nkD Bary; cs;s Type nkDtpy; ,e;j Indent/Tab nkD cs;sJ.

,ij Ctrl + I fPfis mOj;jpAk; gad;gLj;jyhk;.
,e;j nkD Tab Setting nra;a gad;gLj;jg;gLfpwJ. mjhtJ Column thhpahf
Statement mbf;f gad;gLk;.
xU thpia> Tab fPia gad;gLj;jp Kjypy; mbf;fTk;.

mLj;J me;j thpia Select nra;aTk;.

Name Age Class Section Spl Fees Tu Fees Total
Harish 12 V A 400 1000 1400
Mahesh 13 VI B 500 1200 1700
Aparna 12 V B 400 1000 1400
Adithya 13 VI A 500 1200 1700

Name Age Class Section Spl Fees Tu Fees Total

TabI gad;gLj;jp Kjypy; mbf;fg;gl;l thp

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

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

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

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

gpwF Indent / Tab nkDit Double Click nra;aTk; my;yJ Ctrl +I I mOj;jTk;.
clNd fPo;f;fz;l Indent/Tab tpz;Nlh Njhd;Wk;.

0 Point Ending
Point

Tab
Settingfs;
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Rounded Corners... nkD

,e;j Rounded Corners nkD Menu Bary; cs;s Element nkDtpy; cs;sJ.
fl;lq;fspd; ehd;F Cornerfis kOg;gyhf khw;w ,J gad;gLfpwJ.

Kjypy; Njitahd fl;lj;ij Select nra;a Ntz;Lk;.

Element  Rounded Corners...

Select nra;ag;gl;l fl;lq;fs;
mLj;J Rounded Corner nkDit Double Click nra;aTk;.

Element  Rounded Corners...
mLj;j gf;fj;jpYs;s Window Njhd;Wk;.
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,q;F Njitahd CornerI Select nra;J OKI fpspf; nra;aTk;.
clNd fl;lj;jpd; Cornerfs; fPo;f;fz;lthW khwptpLk;.

Select nra;ag;gl;l
Corner

,e;j Corner Njh;T
nra;ag;gl;Ls;sJ

,e;j Corner Njh;T
nra;ag;gl;Ls;sJ

,e;j Corner Njh;T
nra;ag;gl;Ls;sJ
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,e;j nkD nkD Bary; cs;s type nkDtpy; cs;sJ. ,e;j nkD Mq;fpy
thh;j;ijfSf;Fjhd; nghUe;Jk;. jkpo; thh;j;ijfSf;F nghUe;jhJ.

Hyphenation I‡gNd\d; nkD

xU gf;fj;jpy; mNef thpfs; mbf;fpNwhk;. rpy thpfspy; thpapd; filrpapy;
ePskhd nrhw;fs; Njhd;Wk;. me;j ePskhd nrhw;fs; jhdhfNt ,uz;lhf
gphpf;fg;gl;L ,uz;L thpfspYk; Njhd;Wk;. mjhtJ thpapd; filrpapy; ghjpAk;
kPjp mLj;j thpapd; Muk;gj;jpYk; Njhd;Wk;.

cjhuzj;jpw;F fPNo nfhLf;fg;gl;Ls;s Paratpy; Kjy; thpapd; ,Wjpapy; cs;s
Account vd;w thh;j;ij gphpf;fg;gl;Ls;sJ.

Acf;F gpwF xU Hyphen (-) ,Ug;gij fhzyhk;.

,t;thW xU thh;j;ijapy; Hypen Njhd;wpdhy;> thh;j;ij gphpf;fg;gl;Ls;sJ vd;W
nghUs;. kPjp gFjp mLj;j thpapd; Muk;gj;jpy; cs;sJ vd;W nghUs;.

Account vd;w thh;j;ij Ac- vd Kjy; thpapd; filrpapYk; ccount vd mLj;j
thpapd; Muk;gj;jpYk; Njhd;Wk;.

       I Would like to inform you that Iam having one current A/c with you vide Ac-
count No.356090. I request you to kindly issue me a cheque book containing
50 leaves, and the same may be handed one to the bearer of this letter Mr. K.
Mohan, who is my brother.

Type Hyphenation...
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Hyphenation MenuI Double Click nra;jJk; fPo;f;fz;l tpz;Nlh Njhd;Wk;.

On Radio gl;ld; fpspf; nra;ag;gl;bUe;jhy; gphpf;fg;gl;l thh;j;ijapy; Hyphen (-)
Njhd;Wk;.
Off Radio gl;ld; fpspf; nra;ag;gl;bUe;jhy; gphpf;fg;gl;l thh;j;ijapy; Hyphen (-)
Njhd;whJ..

Volume - 1 thq;fp tpl;Bu;fsh?
COMPUTER HARDWARE Volume -1

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

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

cgNahfkhf ,Uf;Fk;.

j k p o ;

3 DVDfs; ,ytrk;

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

tpsk;guq;fs;> ];bf;fh;fs;> tprpl;bq; fhh;Lfs; Nghd;witfis jahhpf;Fk; nghOJ
xNu khjphpahf vy;yh thpfSk; ,Uf;fhJ. FWf;Fk; neLf;Fkhf gy NfhLfis
tiue;J thh;j;ijfis xOq;F gLj;jyhk;.

,e;jf; NfhLfs; Printy; tuhJ. ehk; thh;j;ijfis Align nra;a kl;Lk;
gad;gLj;jyhk;. mjhtJ thh;j;ijfis thpirahf mLf;fg; gad;gLj;jyhk;.
,e;j NfhLfSf;F Ruler Guides vd;W ngah;.

gf;fj;jpd; ,lJGwKk;> Nky;GwKk; Scale cs;sJ. kT]; ghapz;liu Scaled; kPJ
itj;J kTir efh;j;jpdhy; NfhLfs; Njhd;Wk;.

Njitahd ,lj;jpy; kTir tpl;lJk; me;j ,lj;jpy; gr;ir epwj;jpy; xU nky;ypa
NfhL Njhd;Wk;.

vt;tsT NfhLfis Ntz;LkhdhYk; ,t;thW nfhz;L te;J gad;gLj;jyhk;.

Nky;Gw Scaley; ,Ue;J tUk; NfhLfs; FWf;fhf (Horizontal Line) Njhd;Wk;.

,lJGw Scaley; ,Ue;J tUk; NfhLfs; neLf;fhf (Vertical Line) Njhd;Wk;.

,e;j NfhLfis ek; tpUg;gg;gb vq;F Ntz;LkhdhYk; efh;j;jp itj;Jf;
nfhs;syhk;.

,e;j NfhLfis gioagbNa ScaleDs; efh;j;jp kiwf;fyhk;. my;yJ mNef
NfhLfs; tiuag;gl;bUe;jhy; FWf;F neLf;F Mfpa vy;yhtw;iwAk; xNu
jlitapy; kiwf;f Clear Ruler guide vd;w nkDit fpspf; nra;a Ntz;Lk;.

,e;j nkD Bary; cs;s View nkDtpy; cs;sJ.

Clear Rule Guide nkD:

Ruler Guide vdg;gLk; NfhLfis ekf;F Njitahd mstpw;F mjhtJ mNef
nfhLfis NghLfpNwhk;. ,t;thW FWf;Fk; neLf;Fkhf mNef NfhLfs;
te;JtpLk;. Ntiy Kbe;jgpwF xt;nthU Nfhlhf mfw;w Ntz;Lk;. mjw;F
gjpyhf vy;yh NfhLfisAk; ,e;j Command %yk; mfw;wptplyhk;.

,e;j NfhLfs; Nghlg;gl;l gf;fj;jpy; kl;Lk; Njhd;Wk;. kw;wg; gf;fq;fspy; Njhd;whJ.
,e;j NfhLfs; efuhky; ,Uf;f Lock Guides nkDit fpspf; nra;ayhk;. ,J
View nkDtpy; cs;sJ.

gr;ir epwj;jpy; cs;s nky;ypa Guidefs;
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 Zero Point Setting

,lJ gf;fKk; Nky; gf;fKk; re;jpf;Fk; ,lj;jpy; (mjhtJ ,lJgf;f Nky; Kid)
xU rpwpa fl;lk; fhzg;gLk;.

me;j fl;lj;jpypUe;J  kT]; ghapz;liu mOj;jpathW ,Oj;jhy; ,uz;L
NfhLfs; FWf;Fk; neLf;Fkhf Njhd;Wk;. ,e;j NfhLfspd; re;jpg;gpy; Scaled;
msT G+[;aj;jpy; (0) Muk;gkhFk;.

kpf Jy;ypakhd mstpy; Boxfis tiua ,e;j SettingI gad;gLj;jyhk;.

mLj;j gf;fj;jpy; Zero Pointy; Setting nra;ag;gl;l glk; nfhLf;fg;gl;Ls;sJ.

Lock Guides nkD:

ehk; thh;j;ijfis thpirahf Setting nra;a mNef NfhLfis NghLfpNwhk;.
rpy Neuq;fspy; kTrpy; fpspf; nra;Ak; NghJ NfhLfs; efh;e;J tpLk;. Nghl;L
NfhLfs; efuhky; ,Uf;f ,e;j nkDit Click nra;jhy; NghJk;.

jpUk;g Ntz;lhk; vd fUjpdhy; Unlock GuideI fpspf; nra;aTk;.

Scaled; msT Zerotpy;
Muk;gk;
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Control Pallete Window

Page MakerI Open nra;jTld; ,e;j tpz;Nlh jhdhfNt Njhd;Wk;. ,uz;L
tpjkhd tpz;Nlhf;fs; cs;sd. Textfis ifahSk; nghOJ xU tpz;Nlh
Njhd;Wk;. Tool Boxy; cs;s Text ToolI fpspf; nra;jJk; ,e;j tpz;Nlh Njhd;Wk;.
Handlefis ifahSk;NghJ mNj tpz;Nlh NtW tpjkhf Njhd;Wk;. me;j
tpz;Nlhtpy; HandleI ifahStjw;fhd Toolfs; nfhLf;fg;gl;bUf;Fk;.

Tool Boxy; cs;s Selection ToolI fpspf; nra;jJk; NtW tpjkhd tpz;Nlh
Njhd;Wk;. Cursord; ,Ug;gplj;ij fhz;gpf;Fk;. CursorI efh;j;jpdhy; mjpYs;s
msTfs; khWtij fhzyhk;.

mjhtJ Textfis Select nra;jhy; Njhd;Wfpd;w tpz;Nlh NtW. Handlefis
Select nra;jhy; Njhd;Wfpw tpz;Nlh NtW.

Text rk;ge;jkhf vy;yhtpjkhd nray;ghLfisAk; ,e;j tpz;Nlhtpy; nra;ayhk;.

,e;j tpz;Nlh Njhd;whky; ,Ue;jhy; Window nkDtpy; Show Control Pallete
vd;gij fpspf; nra;aTk;. ,e;j tpz;Nlh Ntz;lhk; vd fUjpdhy; Window
nkDtpy; Hide Control Pallete vd;gij fpspf; nra;aTk;.

Text mbf;Fk; NghJ fhzg;gLk; Control Pallette

HandleI nryf;l; nra;j gpwF fhzg;gLk; Control Pallette

Pointer ToolI nryf;l; nra;j gpwF fhzg;gLk; Control Pallette.
Cursor ,Uf;Fkplj;ij X , Y Fwpg;gpLfpwJ.

Control Pallettey; Font nkDit Pulldown nra;Ak; NghJ fhzg;gLtJ.
,JNghy; Point Size, Line Space, Percentage Kjypatw;iwAk;
nra;ayhk;.
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Character... nkD Ctrl + T

Menu Bary; cs;s Type vd;w nkDtpy; ,e;j nkD cs;sJ. Ctrl + T Mfpa ,uz;L
fPfis mOj;jpAk; ,af;fyhk;.

Character nkDit Double Click nra;jhy; fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,e;j tpz;Nlhtpd; %yk; Textfspy; vy;yhtpjkhd khw;wq;fisAk; nra;ayhk;.
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Underline

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

 ,J tiu fk;g;A+l;liu njhlhjth;fs; ,dp fk;g;A+l;lhpy; Ntiy nra;ayhk;.
 8tJ gbj;jtH Kjy; ,y;yj;jurpfs; kw;Wk; Xa;T ngw;wtHfs; tiu

midtUk; kpfTk; Rygkhf fw;fyhk;.
 taJ tuk;G> mbg;gil fy;tp jFjpfs; NjitNa ,y;iy.

 MHtKk; jd;dk;gpf;ifAk; kl;LNk NghJkhdJ.
 midj;J tpjkhd fk;g;A+l;lHfisAk; rHtP];; nra;ayhk;.

 vy;yh tpjkhd fk;g;A+l;lHfisAk; m]k;gps; nra;ayhk;.
 Mq;fpyj;jpy; mjpf NjHr;rp ,y;iyNa vd fUjNt Ntz;lhk;. tq;fpfs;>

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

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

COMPUTER BASIC, HARDWARE, NETWORKING, VIDEO EDITING

nrk;kq;Fb NfhghyfpU\;zdpd;

Learn In a Week   xNu thuj;jpy; fw;fyhk;

FontsPoint Size

Leading

Bold
Italic

Reverse
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,e;j Handley; fPNo rpy thpfs;

kiwe;Js;sd.

Handle:
Page Maker vd;why; Handle vd;gJ kdjpy; Njhd;w Ntz;Lk;. mNefkhf Text
rk;ge;jkhd Ntiyfis nra;a ,e;j Handle gad;gLj;jg;gLfpwJ.

Text ToolI nryf;l; nra;J TextI mbf;f Ntz;Lk;. xU vOj;ij mbj;jJk;
gf;fj;jpd; KO mstpw;F xU Handle Njhd;Wk;. thpfs; mjpfhpf;f mjpfhpf;f
Handled; msT jhdhfNt $Lk;. xU gf;fj;jpy; gy Handlefis gad;gLj;jyhk;.
xNu Handley; gy gf;fj;jpw;Fwpa nra;jpfisAk; mbf;fyhk;.

HandleI RUf;fyhk;> tphpf;fyhk;> rha;f;fyhk;. Handled; NkYk; fPOk; ,U
tisTfs; cs;sd. fPo; Handled; fPo;g;gf;fj;jpy; cs;s tistpw;Fs; xU
Kf;Nfhz FwpAld; rpfg;G epwj;jpy; fhzg;gl;lhy; filrp thpf;F mLj;jjhf
NkYk; thpfs; kiwe;J cs;sd vd;W nghUs;. me;j rpfg;G tisaj;ij kT];
ghapz;l;luhy; fPo; Nehf;fp ,Oj;jhy; kiwe;jpUf;Fk; thpfis fhzyhk;.

HandleI Copy & Paste %yk; kw;w gf;fq;fspy; Copy nra;ayhk;.

vy;yh Handlefis nryf;l; nra;J Group nra;J nfhs;syhk;

Handled; fPo;g; gFjp
Kf;Nfhz FwpAld;
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 FileI Close nra;jy;

Page Makery; xU FileI Open nra;J Ntiy nra;fpNwhk;.

tyJ Gwj;jpd; Nky;ghfj;jpy; ,uz;L Close gl;ld;fis fhzyhk;.

NkNy cs;s Title Bary; cs;s X  Close gl;ld; Page Maker Softwaref;F chpaJ.
,ij fpspf; nra;jhy; Page Maker Close Mfp tpLk;. Open nra;ag;gl;l igYk;
Close MfptpLk;.

mLj;J nkD Bary; cs;s Close gl;lid fpspf; nra;jhy; Open nra;ag;gl;l igy;
kl;Lk; Close MFk;. Page Maker Close MfhJ. mLj;J File nkDtpy; cs;s
OpenI fpspf; nra;J Gjpa igiy jpwf;fyhk;.

FileI mbf;Fk; nghOJ mt;tg;NghJ Save nra;J nfhz;L ,Uf;f Ntz;Lk;.
,jw;F Ctrl + S fPia gad;gLj;jyhk;. ,t;thW mbf;fb save nra;tJ gof;fj;jpw;F
tuNtz;Lk;. xU igiy Close nra;tjw;F Kd;Gk; Save nra;Jtpl;L Close nra;a
Ntz;Lk;. mt;thW Save nra;a kwe;jhy; Close gl;lid mOj;jpaJk;> fPo;f;fz;l
tpz;Nlh Njhd;Wk;.

,q;F YesI fpspf; nra;a Ntz;Lk;. File Save nra;ag;gl;L Close Mfp tpLk;.

Vw;fNt Save nra;ag;gl;L ,Ue;jhy; ,e;j tpz;Nlh Njhd;whJ.

fPNo rpwpajhf

cs;s X khh;f;if

f;spf; nra;aTk;
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V. Gopalakrishnan
Director

Ph: 65157905
Mob: 9444451485

No.45(Old AP969), First Floor, 70th Street,
11th Sector, K K Nagar, CHENNAI - 600 078

CIIT Infotech P. Ltd.

V. Gopalakrishnan
Director

Ph: 65157905
Mob: 9444451485

No.45(Old AP969), First Floor, 70th Street,
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Visiting Card
Visiting Cardfs; gy msTfspy; fpilf;fpd;wd. ehk; Print nra;ag; Nghfpw
Visiting Cardd; msit Kjypy; mse;J nfhs;sTk;.

fPo;f;fz;l msTfspy; xU Visiting CardI jahhpf;fTk;.

ePsk; 9 nrkP
mfyk; 5 nrkP

Kjypy; Guide Linefis gad;gLj;jp 0 PointI Set nra;J nfhs;sTk;.

mLj;J rhpahd mstpy; BoxI tiuaTk;. (ePsk; 9 nrkP> mfyk; 5 nrkP)

jpUk;gTk; Visiting Cardy; mbf;f Ntz;ba nra;jpf;fhf ehd;F GwKk; Guide
lInefis Set nra;aTk;.

jdpj;jdp Ancorfis gad;gLj;jp tptuq;fis mbf;fTk;. tptuq;fs; Guide
Linew;Fs; ,Uf;f Ntz;Lk;.

jdpj;jdp Ancorfis gad;gLj;Jtjhy; tptuq;fis ek; tpUg;gg;gb Arrange
nra;ayhk;.

vOj;Jf;fis cq;fs; tpUg;gk; Nghy; fPo;f;fz;l khw;wq;fis nra;J
nfhs;sTk;.

1) Bold
2) Point size (Font Size)
3) Font Style
4) Alignment (Left, Right, Centre, Justification)

Visiting Cardw;F Njitahd tptuq;fis mbj;j gpwF BoxI Delete nra;aTk;.

jahhpf;fg;gl;l Visiting Cardd; Njhw;wk;.
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,q;F ghf;rpw;Fs; tprpl;bq; fhh;L ilg; nra;ag;gl;Ls;sJ. mjhtJ Setting
nra;ag;gl;Ls;sJ.

,q;F fPNo 9cm f;F 5cm xU ghf;]; Nghlg;gl;Ls;sJ.

0 Point

4½
n

r
k
P

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

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

Networking - LAN
Volume - 1, Volume - 2 thq;fptpl;Bh;fsh!

cq;fis  XU rpwe;j

System Administrator
Mf khw;Wk;.

,q;F Boxy; Handle nryf;l; nra;ag;gl;Ls;sJ.
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jpUkz miog;gpjo;

epfOk; tpNuhjp Mz;L khrpj; jpq;fs; 21Mk; ehs; nts;spf; fpoik

(5-3-2010) RgNahfk; $ba ed;dhspy;> fhiy 6 Kjy; 7-30 kzpf;Fs;

,lk; uhfNte;jpuh jpUkz kz;lgk;> Nfhlk;ghf;fk;> nrd;id 600 024

jpUtsh; nry;tp ,uhN[];thpf;Fk;

jpUtsh; nry;td; rptuhkDf;Fk;

eilngwtpUf;Fk; jpUkzj;jpy; Rw;wKk;> el;Gk; #o

te;jpUe;J kzkf;fis tho;j;jp mUs Ntz;LfpNwhk;.

jq;fs; ey;tuit tpUk;gp tuNtw;Fk;

Rg;gpukzp kw;Wk; nghd;dk;khs; Rg;gpukzp

KUfd; Jiz

tuNtw;G: khiy 7 kzp>

,lk;: N`l;ly; jh[;> Eq;fk;ghf;fk;> nrd;id-34

xU jpUkz miog;gpjo;
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,q;F hanger kw;Wk;
ghf;];fs; nryf;l;
nra;ag;gl;L
fhz;gpf;fg;gl;Ls;sd.

,q;F Hanger kl;LNk nryf;l;
nra;ag;gl;Ls;sJ.
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From
V. Gopalakrishnan,
AP 969, 70th Street, 11th Sector
K.K. Nagar, Chennai-600 078

To
The Manager
State Bank of India
K.K. Nagar,
Chennai-600 078.

Dear Sir,

Ref: My Current A/c No.xxxxx
Sub: Request for a Cheque Book

I Would like to inform you that Iam having one current A/c with you vide Account
No..
I request you to kindly issue me a cheque book containing 50 leaves, and the
same may be handed one to the bearer of this letter Mr. K. Mohan, who is my
brother.
The necessary change may  kindly be delited to my accounts.

Thanking you

Yours faithfully,

(V. GOPALAKRISHNAN)

LetterI vg;gb mbg;gJ vd;gij ghh;g;Nghk;.

Dated 2nd January 2010
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HandleI Select nra;J fhz;gpf;fg;gl;Ls;sJ.

Volume - 2 thq;fp tpl;Bu;fsh?
COMPUTER HARDWARE Volume -2

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

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

cgNahfkhf ,Uf;Fk;.

j k p o ;

3 VCDfs; ,ytrk;
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Sticker jahhpj;jy;

Kjypy; Stickerd; ePs mfyj;ij Scaleyhy; mse;J Fwpj;Jf; nfhs;sTk;.

,g;nghOJ fPNo nfhLf;fg;gl;l msTfspy; StickerI jahhpg;Nghk;.

Stickerd; msT:

ePsk;   6 nrkP.
mfyk;  2¼ nrkP.

NkNy $wg;gl;Ls;s msTfspy; Kjypy; xU ghf;ir tiuaTk;.

Box tiutjw;F Kd;ghf Guide Linefs; %yk; 0 PointI (Zero Point) Setting
nra;J nfhs;sTk;.

jpiuia Zoom nra;J nfhs;sTk;. ,jdhy; Jy;ypakhd mstpy; Setting
nra;ayhk;.

mLj;J NkNy Fwpg;gpl;l msTfspy; BoxI tiuaTk;.

rhpahd mstpw;F BoxI tiue;j gpwF Normal sizef;F tpz;Nlhit nfhz;L
te;Jtplyhk;.

mjhtJ 250 mstpy; Zoom nra;ag;gl;L Box tiuag;gl;Ls;sJ.

Box tiue;j gpwF Normal Size (100) w;F tpz;Nlh khw;wg;gl;L tpl;lJ.

Zoom nra;ag;gl;l Box mLj;j gf;fj;jpy; nfhL;f;fg;gl;Ls;sJ.

mLj;J TextI mbj;J boxf;Fs; itf;fTk;.

Box mstpw;F Text CursorI Drag nra;aTk;.

,g;nghOJ TextI mbf;fTk;.

Njitahd ,lq;fspy; Font size kw;Wk; Bold Mfpatw;iw nra;aTk;.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

rhpahd mstpy; tiuag;gl;l Box

,uz;L Handlefspy; Textfs;
mbf;fg;gl;Ls;sd

Group nra;ag;gl;l gpwF Stickerd;
Njhw;wk;

xU Sticker jahhpj ;j gpwF xU A4 msT Ngg;ghpy ; Guide LineI
gad;gLj;jpthpirahf mLf;fp itf;fTk;.
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A4 Ngg;ghpy; Stickerd; Njhw;wk;. Sticker Ngg;ghpy; Print nra;J gad;gLj;jyhk;.

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:
V.GOPALAKRISHNAN

No.45(Old AP969), First Floor,
70th Street, 11th Sector,

K K Nagar, CHENNAI - 600 078
Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:
V.GOPALAKRISHNAN

No.45(Old AP969), First Floor,
70th Street, 11th Sector,

K K Nagar, CHENNAI - 600 078
Ph:044-65157905,Cell 94444 51485.

From:
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V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:
V.GOPALAKRISHNAN

No.45(Old AP969), First Floor,
70th Street, 11th Sector,

K K Nagar, CHENNAI - 600 078
Ph:044-65157905,Cell 94444 51485.

From:

V.GOPALAKRISHNAN
No.45(Old AP969), First Floor,

70th Street, 11th Sector,
K K Nagar, CHENNAI - 600 078

Ph:044-65157905,Cell 94444 51485.

From:
V.GOPALAKRISHNAN

No.45(Old AP969), First Floor,
70th Street, 11th Sector,

K K Nagar, CHENNAI - 600 078
Ph:044-65157905,Cell 94444 51485.

From:

Guide Line Nghlg;gl;L ngl;bfs; thpirahf mLf;fg;gl;L cs;sJ.
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Paste Multiple...

Paste Multiple vd;gJ Stickerfs; my;yJ Visiting Cardfis gy Upfs; itg;gjw;F
gad;gLj;jg;gLfpwJ.

fPNo cs;sthW Edit Menu nrd;W Paste Multiple.. vd;gij fpspf; nra;aTk;.

fPo;f;fz;l Box Njhd;Wk;.

,jpy; Paste vd;w ,lj;jpy; vt;tsT VerticleMf vj;jid vz;zpf;if Lable
my;yJ Sticker Ntz;LNkh me;j vz;zpf;ifa G+h;j;jp nra;a Ntz;Lk;.

ekf;F HozrizontalMf Ntz;Lk; NghJ Horizontal offset vd;w ,lj;jpy; G+h;j;jp
nra;a Ntz;Lk;. VerticalMf Ntz;Lk; NghJ Vertical offset vd;w ,lj;jpy; G+h;j;jp
nra;a Ntz;Lk;.

,q;F ekf;F VerticalMf Paste nra;a Ntz;Lnkd;why; Vertical offset vd;w
,lj;jpy; Lable cila cauj;ij mse;J mjDld; vt;tsT ,ilntsp
tplNtz;LNkh me;j msitAk; Nrh;j;J (mjhtJ Lable cauk; 33mm vd;Wk;
xU Lablef;Fk; kw;nwhU Lablef;Fk; cs;s ,ilntsp 6 mm Mf ,Uf;Fk;
gl;rj;jpy; ,uz;ilAk; $l;b 39mm vd;w vz;zpf;ifia) G+h;j;jp nra;a Ntz;Lk;.

mJ Nghy; Horizontalf;F ePsj;ijAk; xd;wpw;Fk; kw;nwhd;wpf;Fk; cs;s
,ilntspiaAk; Nrh;j;jp Horizontal offsety; nfhLf;f Ntz;Lk;.
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Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

Name:

Sub:

Sec:

School

,q;F Lable Vertical Kiwapy; Paste nra;ag;gl;Ls;sJ.
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Dairyy; cs;s NfhLfis Nghlyhk;.

Xh; md;ghd Ntz;LNfhs;

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

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

,g;gbf;F jq;fs; Nguhjuit vd;Wk; tpUk;Gk;
Mrphpah ;
Semmangudi  Gopalakrishnan. V alias GK
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VIDEO EDITING - volume1 (jk po ;)

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

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

,ytrk;

 Transperancy,
 Transitions
 Hollywood Effects
 Exporting
 CD, DVD Writing
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ifj;njhopy; xd;iw fw;Wf;nfhs;. ftiy cdf;fpy;iy xj;Jf;nfhs;.

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

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

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

VCD+DVDfs; ,ytrk;
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Master Items

,q;F View Menuy; nrd;W Display Master Items vd;gij fpspf; nra;jhy; Master
Pagey; cs;s vy;yhk; Display MFk;.

kPz;Lk; Display Master Items vd;gjpy; cs;s tickI vLj;Jtpl;lhy; Master Pagey;
cs;sitfs; kiwe;J NghFk;.
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Drop Cap nkD

Utilities Plug-ins Drop Cap

,J Utilities nkDtpy; cs;s Plug-ins nkDtpy; cs;sJ.

Drop Cap vd;gJ rpy Magazinefspy; Kjy; vOj;J nghpajhfTk;> kw;wit
rhjhuz Text Point SizeYk; tUk;. me;j nghpajhf tUk; Kjy; vOj;ijjhd;
Drop Cap vd;gh;.

,ij rpy Gj;jfq;fspYk;> thu ,jo;fspYk; ghh;f;fyhk;. mij vt;thW nra;tJ
vd;gij ghh;g;Nghk;.

Kjypy; Texty; cs;s Kjy; vOj;ij Select nra;aTk;. mLj;J Drop Cap nkDit
fpspf; nra;aTk;.

Utilities Plug-ins Drop Cap
clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F size vd;w ,lj;jpy; cs;s Boxy; 3 Lines vd;W cs;sJ. mjhtJ Kjy;
vOj;J 3 thpfspd; cauj;jpw;F Njhd;w Ntz;Lk; vd;W nghUs;. ,q;F OKI
fpspf; nra;aTk;.

mLj;j gf;fj;jpy; cs;sthW Kjy; vOj;J nghpajhf Njhd;Wk;.
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vy;yhtpjkhd StatementfisAk; kpfTk; Rygkhf FWfpa Neuj;jpy;
jtWfNs ,y;yhky; jahhpj ;Jtplyhk;. mNjhL kl;Lk; my;y.
jahhpf;fg;gl;l Statementfs; njhiye;J tpl;lhy; cldbahf NtW xU

PrintoutI vLj;Jtplyhk;.

Now select the appropriate driver for the connected printer. Setup displays all
 available drivers in a list. You may select one or more drivers from this list. If you

copied all the printer drivers to the fileserver during the basic installation, you will not
require the Multiplan diskettes further. Select the relevant drivers using the cursor
keys and confirm the selection by pressing Enter.

,q;F fPNo cs;s tpz;Nlhtpy; Size vd;w ,lj;jpy; 2 vd G+h;j;jp nra;J OKI
fpspf; nra;aTk;.

fPo;f;fz;lthW Texty; cs;s Kjy; vOj;J ,uz;L Linefspd; cauj;jpw;F
nghpajhf Njhd;Wk;.

,Nj nraiy fPo;f;fz;lthWk; nra;ayhk;. Kjypy; TextI mbj;Jf; nfhz;L Kjy;
vOj;ij kl;Lk; 2 thpfspd; cauj;jpw;F Point Size %yk; nghpajhf Njhd;wr;
nra;aTk;. gpwF Cut nra;J nfhz;L ,e;j nghpa vOj;ij jdp Anchory; itj;Jf;
nfhs;sTk;.

mLj;J ,uz;L thpfis jdp Anchory; itj;J Kjy; vOj;J Nghf ghf;fp ,lj;jpy;
fPo;f;fz;lthW itf;fTk;. ,q;F %d;W jdpj; jdp Anchorfs; ,Ug;gij
fhzyhk;.

NkNy cs;s %d;W AnchorfisAk; rhpahf Align nra;j gpwF fPNo cs;sthW
Text mike;jpUg;gij fhzyhk;.

copied all the printer drivers to the fileserver during the basic installation, you will not
require the Multiplan diskettes further. Select the relevant drivers using the cursor
keys and confirm the selection by pressing Enter.

ow select the appropriate driver for the connected printer. Setup displays all
available drivers in a list. You may select one or more drivers from this list. If youN
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Balance Columns nkD

,J Utilities nkDtpd; fPo; cs;s Plug-ins nkDtpy; cs;sJ.

Balance Columns vd;gJ ehk; md;whlk; gbf;Fk; News Paper kw;Wk;
Magazinefspd;; gf;fq;fspy; cs;s nra;jpfs; %d;W Column my;yJ ehd;F
Columnfspy; ,Uf;FkhW fhzg;gLk;.

mjpy; TextI NkYk; fPOk; rkkhd mstpy; epug;g Ntz;Lk; vd;why; mjw;F
xt;nthU KiwAk; xt;nthU ColumnYk; AnchorI NkYk; fPOk; ,Oj;Jf; nfhz;L
,Uf;f Ntz;Lk;.

mt;thW nra;ahky; Text rkkhd mstpy; %d;W ColumnfspYk; my;yJ ehd;F
ColumnfspYk; gutp ,Uf;f Ntz;Lk; vd;why; Utility nkDtpy; cs;s Balanced
ColumnI fpspf; nra;jhy; NghJk;. jhdhfNt rkg;gL;j;jpf; nfhs;Sk;.

,J vt;thW vd;gij ghh;g;Nghk;.

Utilities Plug-ins Balance Columns...

Kjypy; Column Guides %yk; Njitahd Columnfis xU gf;fj;jpy; Create
nra;J Textfis epug;gTk;.

mLj;J %d;W Columnfspy; cs;s Textfis nryf;l; nra;aTk;.

gpd;G Utilities Plug-ins Balance Columns.. vd;W fpspf;; nra;aTk;.
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,q;F %d;W ColumnfspYk; ntt;NtW cauj;jpy; ,Ug;gij fhzyhk;. ,q;F
%d;W ColumnfSk; Select nra;ag;gl;Ls;sd.

nryf;l; nra;j gpwF Balance Column nkDit fpspf; nra;aTk;.

Utilities Plug-ins Balance Columns..

,q;F %d;W ColumnfspYk; Textfs; rkkhf Njhd;Wtij fhzyhk;.

,q;F OKI fpspf; nra;jhy; Column Balance MfptpLk;.

Fwpg;G : ,q;F Nky; gFjp kl;Lk;
rkkhf Mf Ntz;Lk; vd;why; ehk;
,q;F nfhLf;fg;gl;Ls;s Kf;Nfhz
tbtj;ij fpspf; nra;jhy; mjw;F
jFe;jhw; Nghy; Nky; gf;fk; kl;Lk;
my;yJ fPo; gf;fk; kl;Lk; my;yJ
,uz;LNk rkkhf khwptpLk;.
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Change Case nkD

,e;j nkD Utilities nkDtpd; fPo; cs;s Plug-ins nkDtpy; cs;sJ.

Utilities Plug-ins Change Case....

Kjypy; Njitahd thpfis nryf;l; nra;aTk;.

mLj;J Change CaseI fpspf; nra;aTk;.

Utilities Plug-ins Change Case....

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

xU ghuhtpy; cs;s vy;yh thpfisAk; nghpa vOj;Jf;fspNyh (Upper Case)
my;yJ rpwpa vOj;Jf;fspNyh (Lower Case) Njhd;wr; nra;a gad;gLfpwJ.
,jd; %yk; xU thh;j;ij Kjy;> xU thp my;yJ xU ghuh my;yJ xU gf;fk;
G+uhtpYk; khw;wq;fs; nra;ayhk;.
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NOW SELECT THE APPROPRIATE DRIVER FOR THE CONNECTED PRINTER.
SETUP DISPLAYS ALL  AVAILABLE DRIVERS IN A LIST. YOU MAY SELECT ONE
OR MORE DRIVERS FROM THIS LIST. IF YOU COPIED ALL THE PRINTER DRIV-
ERS TO THE FILESERVER DURING THE BASIC INSTALLATION, YOU WILL NOT
REQUIRE THE MULTIPLAN DISKETTES FURTHER.

,q;F Lower Case, Upper Case vd;W ,Ug;gij fhzyhk;.

Lower Case vd;gij nryf;l; nra;J OKI fpspf; nra;jhy; vy;yh vOj;Jf;fSk;
Lower CaseMf khwptpLk;.

,q;F vy;yh vOj;Jf;fisAk; Upper Casew;F khw;wg; NghfpNwhk;. vdNt ,q;F
Upper Case vd;gij nryf;l; nra;J OKI fpspf; nra;aTk;.

clNd vy;yh thpfSk; Upper Casew;F khwptpLk;.

mLj;J Title CaseI nryf;l; nra;jhy; vOj;Jf;fs; Title vd;d Sizey; ,Uf;fpwNjh
mNj Sizey; Njhd;Wk;.

mLj;J Sentence Case vd;gij nryf;l; nra;jhy; xU Sentenced; Muk;g vOj;J>
mjhtJ Kjy; vOj;J nghpa vOj;jhf (Upper Case) khwptpLk;. NkYk; Gs;spf;F
mLj;J Njhd;Wk; Kjy; vOj;Jk; Upper CaseMf khwptpLk;.

tOGGLE Case vd;gJ Nkw;$wpa Sentence Casew;F vjpuhf nray;gLk;. mjhtJ
Upper Case tuNtz;ba ,lj;jpy; Lower Case vOj;Jk; Lower case tu Ntz;ba
,lj;jpy; Upper case vOj;Jk; tUk;.

,q;F Sentence Casey; fpspf; nra;J OK nfhLj;j gpwF NkNy %d;W ,lj;jpy;
tl;lkpl;L fhl;ba Lower Case vOj;Jf;fs; khwpAs;sij fPNo ghh;f;fyhk;.

,q;F vy;yh Lower CasefSk; Upper Casew;F khwpapUg;gij fhzyhk;.

,Nj Nghy; Upper Casey; cs;s vOj;Jf;fis Lower Casew;F khw;w KbAk;.
mt;thW nra;a Lower Case vd;gij nryf;l; nra;J OK I fpspf; nra;a Ntz;Lk;.

Now select the appropriate driver for the connected printer. Setup displays all  avail-
able drivers in a list. You may select one or more drivers from this list. If you copied all
the printer drivers to the fileserver during the basic installation, you will not require the
multiplan diskettes further.
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Keyline nkD

,e;j nkD Utilities nkDtpd; fPo; cs;s Plug-ins nkDtpy; cs;sJ.

Keyline vd;gJ xU glj;jpd; Xuq;fspy; NfhLfs; rhptu ,y;yhky; ,Ue;jhNyh>
my;yJ NtW xU ,lj;jpypUe;J Cut nra;J nfhz;L te;j glq;fspd; Xuq;fs;
rhptu Shape ,y;yhky; ,Ue;jhNyh mij Rw;wp xU Border Nghl cjTfpwJ.

Utilities Plug-ins Keyline

Kjypy; Njitahd glj;ij nryf;l; nra;aTk;. mLj;J Keyline vd;gij fpspf;
nra;aTk;. clNd fPo;f;fz;l tpz;Nlh Njhd;Wk;.

,q;F Extends vd;w ,lj;jpy; Njitahd vz;iz G+h;j;jp nra;J OKI fpspf;
nra;aTk;.
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Select nra;ag;gl;l glk; Border NghLtjw;F Kd;G

Border Nghl;l gpd;G Njhd;W fhl;rp
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Clipart

rhjhuzkhf ehk; jahhpf;Fk; tpsk;guq;fs;> Gj;jfq;fs; Nghd;wtw;wpy; mNef
tpjkhd glq;fis Nghl Ntz;b tUk;. glq;fs; gytpjkhf cs;sd.

1) flTs; glq;fs;

2) Nfhapy; NfhGuq;fs;

3) murpay; jiyth;fs;

4) ghh;lh;fs;

5) ghlk; rk;ge;jkhf glq;fs;

,d;Dk; mNeftpjkhd glq;fs; Njitg;gLk;. cjhuzj;jpw;F rpytw;iwj;jhd;
Fwpg;gpl;Ls;Nsd;. Gj;jfk;> nra;jpj;jhs;> thu,jo;> jpUkz gj;jphpf;if
Nghd;wtw;wpy; gad;gLj;jg;gLfpw vy;yhtpjkhd glq;fisAk; nfhz;l xU
njhFg;gpw;F ngah; Clipart. ,e;j glq;fs; Pagemakery; ,Uf;fhJ.

,itfs; jdpahf tpw;fg;gLfpd;wd. mtw;iw thq;fp ekJ fk;g;A+l;lhpy; Copy
nra;J itj;Jf; nfhs;s Ntz;Lk;.

xU Clipart  Foldery; Rkhh; 1000 tpjkhd glq;fs; mlq;fp ,Uf;Fk;. ,tw;wpy;
ekf;F Njitahdij Njh;T nra;J gad;gLj;jyhk;. xt;nthU glKk; xU igyhf
Njhd;Wk;. me;j igypy; cs;s glj;ij ghh;f;f Double Click nra;J Open nra;aTk;.

Kjypy; Open nra;J ghh;j;J glj;ij Njh;T nra;ayhk;. gpwF Page Makery; me;j
igiy Place Menu %yk; nfhz;Lte;J gad;gLj;jyhk;.
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Cliparty; rpy glq;fis fhzyhk;.
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ReadymadeMf tpw;Fk; Clipartfs; kw;Wk; Borderfs;

CDapy; ,Ue;J Copy nra;J E Nghy;lUf;Fs; itj;J gad;gL;j;jyhk;.

Clipart

ClipartI G Foldery; ,Ue;J Copy nra;ag;gLfpwJ.
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E Foldery; fhg;gp nra;j ClipartI Double Click nra;jTld; fPo;f;fz;l Ifhd;fs;
Njhd;Wk;. mtw;iw Click nra;J ekJ tpUg;gg;gl;l glq;fis Njh;T nra;J
gad;gLj;jyhk;.

G Foldery; Copy nra;j Clipart igiy E Foldery; fhg;gp nra;J nfhz;L te;J
tpl;Nlhk;.

Clipart

Border

Page Makery; cs;s Place Menu %yk; ,e;j Foldery; ,Ue;J Njitahd glq;fis
nfhz;L tuyhk;.

CipartE:\ Clipart
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,q;F Place...I fpspf;
nra;aTk;.

,q;F ClipartI

fpspf; nra;aTk;.

Clipart
Borders
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md;ghd Ntz;LNfhs;

vq;fsJ DVD kw;Wk; VCDf;fs; Copy Protect
nra;ag;gl;Ls;sd. vdNt Disk Copy %yk;
Copy nra;a ,ayhJ. Hard DiskYk; Copy
nra;a ,ayhJ.
vdNt jaT nra;J vq;fsJ Diskfis Copy
nra;a Kaw;rpf ;f Ntz;lhk; vd
gzptd;Gld; Nfl;Lf; nfhs;fpNwhk;.
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Cliparty; ,Ue;J vLf;fg;gl;l rpy glq;fs;

Cliparty; ,Ue;J vLf;fg;gl;l mk;kd; glk;
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,J xU Software. Windows XPy; nfhLf;fg;gl;Ls;sJ. vdNt jdpahf Install
nra;aj; Njitapy;iy. ,J kpfTk; mjpf mstpy; gad;glf;$baJ. tpsk;guq;fs;>
Gj;jfq;fs; Mfpatw;wpy; ,tw;wpd; gad;ghL kpf mjpf mstpy; ,Uf;Fk;.

,ij vy;yh SoftwareYk; gad;gLj;jyhk;.

,jpy; fPo;f;fz;l rpwg;G mk;rq;fs; cs;sd.

1) vy;yh tpjkhd FontfSk; (fk;g;A+l;lhpy; cs;sit) cs;sd.

2) Special Symbols (rpy rpwg;G FwpaPLfs;)

3) Mathematical Symbols (fzpjk; rk;ge;jkhd FwpaPLfs;)

4) Scientific Symbols (tpQ;Qhd rk;ge;jkhd FwpaPLfs;)

4) Engineering Symbols
5) flTs; glq;fs;

6) Gj;jf ntspaPl;bw;fhd glq;fs;

7) Borderfs;

8) Electronics Symbols
,d;Dk; gy

,tw;wpy; cs;s mapl;lq;fis Njitahd Softwarefspy; fhg;gp nra;J
gad;gLj;jyhk;. glq;fis Zoom nra;J nghpjhf fhl;lyhk;.

,e;j Character Map nkD Accessories nkDtpy; cs;s System Tools nkDtpy;
cs;sJ. Character MapI lGs; fpspf; nra;J Open nra;ayhk;.

Start  All Programs  Accessories  System tools  Character Map

Character Map
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Pull down nkDit Click nra;J WindingsI fpspf; nra;aTk;. clNd NkNy fz;l
tpz;Nlh Njhd;Wk;. ,q;F mNef tpjkhd Symbolfs; ,Ug;gij fhzyhk;.

Njitahd SymbolI fpspf; nra;aTk;.

mLj;J SelectI fpspf; nra;aTk;. gpwF CopyI fpspf; nra;aTk;. mLj;J
Njitahd ,lj;jpw;F nrd;W PasteI fpspf; nra;aTk;.

,q;F ehk; xU
SymbolI fpspf;
nra;J fhg;gp
nra;jij
gf;fj;jpy; cs;s
ghf;rpy; fhzyhk;.
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ehk; ,q;F Font vd;w ,lj;jpy; nrd;W NtnwhU FontI Select nra;J fPo;fz;l
SymbolI ghh;f;fpNwhk;. mjpy; ½ I nryf;l; nra;J cs;sij ghh;f;fyhk;. ,JNghy;
vy;yhtw;iwAk; fhg;gp nra;J ehk; gad;gLj;jpf; nfhs;syhk;

Mouse PointerI Symbol kPJ itj;jJk; cUtk; nghpjhf Njhd;Wk;.
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





Character MapypUe;J fhg;gp nra;ag;gl;l rpy glq;fs;

glq;fis fhg;gp nra;Ak; NghJ kpf rpwpa mstpy; ,Uf;Fk;. ekJ tpUg;gg;gb
Njitahd mstpw;F nghpajhf nra;J gad;gLj;jyhk;.

 CIIT
Infotech




Borderfs;

Fwpg;G: BorderfSf;F xNu SymbolI jpUk;g jpUk;g fhg;gp nra;J jahhpf;f
Ntz;Lk;.
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Shortcut Keys

\fk;g;A+l;lhpy; Ntiy nra;J nfhz;L ,Uf;Fk;nghOJ mNef nray;fis nra;a
Ntz;btUk;. mt;thW nra;a Ntz;ba xt;nthU nraYf;Fk; mbf;fb mjw;Fwpa
nkDit Click nra;a Ntz;Lk;.

xU nraiy gy tpjkhf nra;ayhk;.

nkD Bary; cs;s nkDf;fis fpspf; nra;ayhk;.

Tool Bary; cs;s Ifhd;fis fpspf; nra;ayhk;

Tool Boxy; cs;s Ifhd;fis fpspf; nra;ayhk;.

Control Pallettey; cs;s nkDf;fis ,af;fyhk;.

Shortcut fPfis gad;gLj;jpAk; nra;ayhk;.

Shortcut fP vd;gJ ,uz;L fPfis Press nra;J ,af;Fjy;. rpy nray;fSf;F
3 fPfis nray;gLj;j Ntz;Lk;.

cjhuzk;:    Save nra;a - Ctrl + S ,uz;L fPfs;

Zoom nra;a Shift + Ctrl + Alt %d;W fPfs;

Save nra;a File nkDtpw;F nrd;W Save vd;gij Click nra;a Ntz;Lk;.

Copy nra;a Edit nkDtpy; cs;s Copy vd;gij Click nra;a Ntz;Lk;.

jpUk;g paste nra;a Edit nkDtpy; cs;s PasteI Click nra;a Ntz;Lk;.

,t;thW nra;tjw;F gjpyhf Shortcut fPfis ,af;fyhk;.

ehk; mbf;Fk; NghJ xt;nthU jlitAk; igy; nkDit f;spf; nra;J gpwF SaveI
fpspf; nra;tjw;F gjpyhf Ctrl + S Mfpa ,uz;L fPfisAk; Nrh;e;jhy; Nghy;
mOj;jpdhy; Save MfptpLk;. mjthJ Save nraiy nra;a ,J xU FWf;F
top.

xt;nthU nraYf;Fk; jdpj;jdpahf Shortcut fPfs; cs;sd. mtw;wpd;
tptuq;fis nkDf;fspNyNa fhzyhk;.

cjhuzj;jpw;F File nkDtpy; cs;s Save vd;gjw;F mUfpy; ^ S vd fhzg;gLk;.
^ ,e;jf; FwpaPL ctrl fPia Fwpg;gpLfpwJ.

vdNt ^S ,t;thW ,Ue;jhy; ctrl kw;Wk; S (ctrl + S) Mfpa ,uz;L fPfisAk;
Nrh;e;jhh;Nghy; Press nra;a Ntz;Lk; vd;W nghUs;.

,ij Short Cut method vd;gh;.

,e;j Save  vd;gJ fk;g;A+l;lhpy; nra;fpd;w midj;J NtiyfSf;Fk; nghUe;Jk;
vd;gij kdjpy; nfhs;f.

ehk; xU Kiw Save nra;J tpl;L jpUk;g vJTNk nra;ahky;  re;Njfj;jpd; Nghpy;
jpUk;g SaveI Ngha; ghh;;j;jhy; me;j Save vd;w thp Disable MfpapUf;Fk;.
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mjhtJ Vw;fdNt ehk; Save  nra;J tpl;Nlhk; vd;gij czh;j;JfpwJ. mjd;
gpwF xU vOj;J $l mbf;ftpy;iy vd;W nghUs;.

xU vOj;ij mbj;jhYk; Save  vd;w thp Enable MfptpLk;.

ehk; ghh;f;Fk; NghJ Save  vd;w thp Enable epiyapy; ,Ue;jhy; Nrkpf;ftpy;iy
vd;W nghUs;. clNd SaveI f;spf; nra;a Ntz;Lk;.

Short cut Keys:

New FileI Open nra;a - Ctrl + N
Vw;fdNt cs;s igiy Open nra;a - Ctrl + O
Save nra;a - Ctrl + S
Vw;fdNt cs;s igiy khw;wp NtW xU
igyhf Save nra;a - Ctrl + Shift + S
Close nra;a - Ctrl + W
Place nra;a - Ctrl + D
Document setp - Shift + Ctrl + P
Print nra;a - Ctrl + P
Copy nra;a - Ctrl + C
Cut nra;a - Ctrl + X
Paste nra;a - Ctrl + V
Select All - Ctrl + A
Edit Story - Ctrl + E
Go to Page - Alt + Ctrl + G
Character Type - Ctrl + T
Paragraph - Ctrl + M
Indent/Tabs - Ctrl + I
Zoom in - Ctrl +
Zoom out - Ctrl -
Group - Ctrl + G
Ungroup - Shift + Ctrl +G
Text Wrap - Alt +Ctrl + E
Find - Ctrl + F
(,jw;F Edit Storyapy; nry;y Ntz;Lk;)

Find Next - Ctrl + G
Change - Ctrl + H
Spelling - Ctrl +L
actual Size - Ctrl + 1
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Fit Window - Ctrl + 0
Hide Rulers - Ctrl + R
Show Rulers - Ctrl + R
Hide Guides - Ctrl + ;
Show Guides - Ctrl + ;
Hide Control Pallette - Ctrl + ‘
Show Control Pallette - Ctrl + ‘
Show Colours - Ctrl + J
Show Styles - Ctrl + B
Show Layers - Ctrl + B
Show Master Pages - Shift + Ctrl + 8

Align Left Sh + Ctrl + L

Align Center Sh + Ctrl + C

Align Right Sh + Ctrl + R

Justify Sh + Ctrl + J

Force Justify Sh + Ctrl + F

Define Styles Ctrl + 3

Preference Ctrl + K

Fill & Stroke Ctrl + U

Bring to Front Sh + Ctrl +]

Bring Forward Ctrl +]

Send Backward Ctrl +[

Send to Back Ctrl +[

Display Non-Printing Items Alt + Ctrl + N

Fit in Window Ctrl + 0

Hide Rulers Ctrl + R

Hide Guides Ctrl + ;
Lock Guides Alt + Ctrl + ;
Text Tool to Pointer Tool Ctrl + Spacebar

Pointer Tool To Text Tool Ctrl + Spacebar

Hand Tool Alt + Mouse Left Click

100% View to 50% View Ctrl + Mouse Right Click

50% View to 100% View Ctrl + Mouse Right Click



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

106

GK

GK

GK

epidtpy; ,Uf;f Ntz;baitfs;

Pagemaker 6.5
Pagemaker 7.0
Menu Bar
File, Edit, Layout
paper size
Letter, Legal, A4, Custom
Number & Pages

File Menu
New file
Open file
Recent publication
Close
Save
Save as
Revert
Place
Export
Document setup
Print
Preferences
Exit

pagesetup
Masterpage

Type Menu
fonts
point size
Leading
tracking
horizontal scale
type style (normal. iltalic, bold)
character (font. leading.colour track,
underline, italic. paragrap spacing. etc.)

Para space
Indent & Tabs
Tab setting
Hypenation
Alignment
Style
Define style

Element Menu
Fill
Stroke
fill & stroke

Text wrap
Group
Polygon setting
Rounded corner
Texty; gzp nra;a

Edit Menu

Undo

cut

copy

paste

Clear

Paste multiple

Select all

Layout Menu

Go to Page

Remove Pages

Column guides

Auto Flow
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Subscript

Superscribt

Reverse

Underline

Condense

Expand

View Menu

Display Master Items

Zoom in

Zoom out

Actual Size

Fit window

Hide Rulers

Lock Guides

Copy Master Guides

Guides and Rulers

Control Palatte

Show colours

Show styles

Show layers

Show master pages

Character Map

Letter

Visiting Card

Sticker

Lable

Xh; md;ghd Ntz;LNfhs;

,e;j Gj;jfk; gbg;gth;fSf;F ed;F GhpAk;gbahfTk;>
gbj ;jij nray ;gLj ;jf ;  $bajhfTk ;  ,Uf ;f
Ntz;Lk; vd;w vz;zj;Jld; kpfTk; f\;lg;gl;L
jahhpf;fg; gl;Ls;sJ.

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

,g;gbf;F jq;fs; Nguhjuit vd;Wk; tpUk;Gk;

Mrphpah ;
Semmangudi  Gopalakrishnan.V alias GK



CIIT Infotech, No. 45, 2nd Floor, 70th Street, 11th Sector, K.K. Nagar,
Chennai - 600 078,  Tamil Nadu, India. Cell: 9444451485, 9840170413

www.ciitinfotech.com E-Mail: vgk_gk@yahoo.co.in

Xa;T ngw;wtHfs;> ,y;yj;jurpfs; midtUk; kpfTk; Rygkhf fw;fyhk;. taJ tuk;G> fy;tp
jFjpfs; NjitNa ,y;iy. Mq;fpyj;jpy; mjpf NjHr;rp ,y;iyNa vd fUjNt Ntz;lhk;.

MHtKk; jd;dk;gpf;ifAk; kl;LNk NghJkhdJ. FLk;gj;jpYs;s midtUNk  fw;fyhk;.

nrk;kq;Fb NfhghyfpU\;zdpd;

Learn In a Week  xNu thuj;jpy; fw;fyhk;

CIIT Infotech  vd;w ngaUf;F DD my;yJ MO mDg;gTk;. VPP fpilahJ.

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

,J fijNamy;y
ep[Nkh ep[k;

,J tiu
fk;g;A+l;liu

njhlhjth;fs;
,dp fk;g;A+l;lhpy;
Rygkhf Ntiy

nra;ayhk;.

Computer ,y;yhj mYtyfq;fNs ,y;iy. vdNt xU mYtyfj;jpy; Computery; nra;a
Ntz;ba Ntiyfis Office Automation Gj;jfj;jpd; %yk; Rygkhf fw;W mYtyfj;jpy; gak;
,y;yhky; Ntiyfis nra;ayhk;.

vq;fsplk; fpilf;Fk; Gj;jfq;fs;:

Computer Basics
Office Automation
Laptop Servicing
Video Editing
Page Maker
Photoshop
CorelDraw
Export Business

Computer Hardware - 3 Volumefs;

1)  Volume - 1

2) Volume - 2

3) Volume - 3

Networking - LAN - 2 Volumefs;
1)  Volume - 1

2) Volume - 2

midj;J tpjkhd fk;g;A+l;lHfisAk;  m]k;gps; nra;ayhk;> rHtP];; nra;ayhk;. LaptopIAk;
Rygkhf  gpupj;J jpUk;g m]k;gps; nra;ayhk;> rHtP];; nra;ayhk

DTP operator Ntiyf;F kpf mjpf mstpy; Njit cs;sJ. vdNt DTPf;F  Njitahd
Photoshop, CorelDraw, Pagemaker Mfpatw;iw kpfTk; Rygkhf fw;W vspjpy; Ntiy
tha;g;ig ngwyhk;> my;yJ DTP njhopiy Rakhf nra;ayhk;.

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

Professional Camera, Handycamfspy; vLf;fg;gl;l Videof;fis Edit nra;J jpUkz
epfo;r;rpfspd; tPbNahf;fis NghyNt Rygkhf jahupf;fyhk;. Rakhf Video, Photo njhopy;
Jtq;fp ey;y tUtha; <l;lyhk;

Free 3 DVDs with
each Book

Vw;Wkjp tpahghuj;ij ntw;wpfukhf
nra;J FNgudhf Mfyhk;
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