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

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

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

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

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

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

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

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

Networking - LAN Books ,uz;L Volumefs;

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

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

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

vq;fsJ Gj;jfq;fs;

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

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

Hardware Books %d;W Volumefs;
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Microsoft Office

Microsoft Office vd;why; vd;d?

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

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

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

MS Office 97

MS Office 2000

MS Office 2003

MS Office 2007

MS Office 2010

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

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

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

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

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

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

NkNy $wg;gl;l 3 SoftwarefSk; xNu nraiy nra;ahJ. xt;nthd;Wk; xU nraiy
nra;a gad;gLfpwJ.
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MS Word: fbjq;fs;> gy gf;fq;fis nfhz;l gj;jpuq;fs;> Text Books
Nghd;wtw;iw mbf;f gad;gLfpwJ.

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

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

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

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

MS Office xU CDapy; ,Uf;Fk;.

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

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

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

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

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

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

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

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

,ij MS Word vdTk; $wyhk;.

,jd; cgNahfq;fs;:

1) fbjq;fis jahhpf;fyhk;

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

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

4) Office Circularfs;

5) Court Judgement Documentfs;

6) Ntiyf;F Applicationfis NghLtjw;fhd Resumefs;

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

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

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

10) Njitahd thpfis Bold nra;ayhk;.

,q;F FinishI Click nra;ayhTk;.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Hollywood Effectfis Nrh;f;fyhk;.

mofhd Titlefis Nrh;f;fyhk;.

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

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

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

EZf;fq;fis ngwyhk;.

Video Editing  Book with 3 DVDs

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

xNu nraiy gy topfspy; nra;ayhk;.

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

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

3) Shortcut Key %ykhf nra;ayhk;.

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

,ij gy topfspy; Open nra;ayhk;.

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

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

3) Run %ykhf

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

Start All Programs MS Word

2) Shortcut (Icon) %ykhf

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

3) Run nkDit fpspf; nra;aTk;.

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

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

Desktopy; Shortcut Ifhid Create nra;jy;

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

Start Run

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

All Programs %yk; Open nra;jy;

,q;F Double
Click
nra;aTk;.

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

Close

Kjypy; Njhd;Wk; tpz;Nlh

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

Title Bar

Menu BarTool Bar



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

14

GK

GK

GK

N
ew

Fi
le

Fi
le

O
pe

n

Sa
ve

Pr
in

t

Pr
in

t
Pr

ev
ie

w
Sp

el
lin

g 
&

G
ra

m
m

er
E

-M
ai

l

U
nd

o
H

yp
er

lin
k

Ta
bl

e

Fo
nt

Po
in

t
si

ze

Ta
b 

se
tti

ng

Ti
tle

 B
ar

M
en

u 
Ba

r

Tool Bar

,
e
;j
 g

f
;f

j
;j
py

; c
s

;s
 I

f
hd

;f
s

pd
; t

pt
uq

;f
s

;



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

15

GK

GK

GK

File nkDtpy; cs;s
Page SetupI Click
nra;aTk;.

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

my;yJ Inch
Nghd;witfs;

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

Page Setup nkD

,q;F

Top - Nky;gf;fk;

Bottom - fPo;g;gf;fk;

Left - ,lJ Gwk;

Right - tyJ Gwk;

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

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

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

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

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

Options nkD

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Font nkD

Font khw;w

Font StyleI khw;w

Point sizeI khw;w

khw;wpa gpwF

ColorI
khw;w

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

Save nkD (Ctrl+S)

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

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

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

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

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

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

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

MS Word SoftwareI
Close nra;a

FileI kl;Lk;
Close nra;a



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

26

GK

GK

GK clNd File Open
nra;ag;gl;L ,t;thW
Njhd;Wk;.

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

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

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

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

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

Open nkD (Ctrl+O)

,J File nkDtpd; fPo;  cs;sJ.

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

filrpahf mbf;fg;gl;l
igy;fis ,q;Nf
fhzyhk;. Rkhh; 5
igy;fs; tiu
Njhd;Wk;. ehk; Open
nra;a Ntz;ba igy;
,Ue;jhy; ,q;NfNa
fpspf; nra;J Open
nra;J nfhs;syhk;.



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

27

GK

GK

GK
,q;F File name vd;w ,lj;jpy; xU igy; ngaiu (CIIT-1) G+h;j;jp nra;J SaveI
fpspf; nra;aTk;.

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

Save As... nkD

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

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

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

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

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

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

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

Customize... nkD

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

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

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

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

Menu Bar

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

Tool Bar nkD

ViewTool bar
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Page Numbers nkD:

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Clip Art nkD

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

Insert Picture Clip Art

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Alignmenty; ehd;F tiffs; cs;sd.

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

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

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

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

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

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

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

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

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

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

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

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

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

thq;fp tpl;Bu;fsh?

LAPTOP SERVICING

rpwe;j Kiwapy; LAPTOP Service nra;a

fw;Wf; nfhz;L gad;ngwyhk;

j k p o ;

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

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

Paragraph...

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

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

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

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

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

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

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

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

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

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

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

Left Indent 0.5cm
First line indent 1.9 cm

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

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

Center Alignment

Right Alignment

,uz;L GwKk; xNu

khjpahf cs;sJ

thpfs; eLtpy;
,Uf;FkhW cs;sd

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

Sample Text

Alignment tiffs;:

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

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

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

Left

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

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

Center

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Indent Tab:

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

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

Left Indent
Button

Right Indent
Button

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

clNd Start Menutpy;
MS WordI fhzyhk;.

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

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

acsc

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Tools  Word Count...

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

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

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

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

Tools  Word Count...

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

5) ghuhf;fs; - Paras

6) thpfs; - Line

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

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

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

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

mLj;J Table nkDit Click nra;aTk;.

Table Inset Table..

Table nkD

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

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

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

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

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

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

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

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

mLj;J OKI fpspf; nra;aTk;.

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

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