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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.

8




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
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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
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Wrrrws KR F Pl
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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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