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6mLSCITETUIL gyLier 2010

(Microsoft Office 2010)

oL &SGrmFmUL GeumyL 2010
(Microsoft Word 2010)

W& CrmamUL gyLilerv (Microsoft Office)

SIVIQILSMRIGET LDOMID HmieuesThiSailer SanuQUTN FMihHE S6M6ITSHE)
Ceuemeugemanild 1afHms (LPIg&HGD eUmEBUIN6L n&ECHTFTLIL HMI6I6 S &ML
SWMHSSLILLL 6( Fol-(h$ QHTGLILMGLD.

SHOUMTPE s HHSHWLTS  LWTUTL lggoletaT  em&GrmamiIL
S Nerdledt LIGLIL e &CHTEFTLL gy LNlerv 2010 (Microsoft Office 2010) Sy, @Lb.

W SCIITEmIL GeumyL (Microsoft Word)

O SCHTEMLIL 61661560 (Microsoft Excel)

O SCITEMLIL LeUTUIMUI6oTL (Microsoft Power Point)
OLSCITEMIL Y &H&Fa0 (Microsoft Access)

W SCIITETUL UlleNg() (Microsoft Publisher)
OLSCITEMLIL 62601 GHITL (Microsoft One note)
sOLSGCITEFTLL 6L VIS (Microsoft Out Look)
sOL&SCITETUL QeaTGUIT LIS (Microsoft Info Path)

S Hlem e e SCITETLL gLNerdl6L 2 6ITeTL iU 6TerTesr.

mW&GCITETUL  gglierv 2010-60 BeOUMHEG  UHeoms HILLET uss)
QarhssuulBerearg. Qnhg Fliusied LLL6IT&HT UMBIHHID  &6viS 5600
GWeurs NfHs meussUUL Retargl. SCumiiged Alt Seowl Si(PHSHeTTGev
flluesiled 2 6men Siemearg g UL L eNM@LD Shortcut Key G Hmermen(hib.
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& CrmamuL GeurgL (Microsoft Word)

OGCITETUL CeumjL SIIeIeu&D WOHMID Hmiauhisealed &g &hiser,
AOCUMTL&61,  LCGWICLLLTESET oMb  UsSERSET S &weuhem
X101 INTATH] i) [TR) [V SWIH S5 CamuLsenms CeLh5 86 Q&meTeneyLd
SFEL(H5Q&meraneyd LwleTLGEMEI.

y&Hsns Garuy swrflé@ (wemm (Document Creation)
1. Start ULL 606w Si(PSHSeLD.

2. All Programs-m@ GlgeveueyLd.
3. eoWw&CHTFTUL gyLiemerv CHije CFILI|LD.

4. emw&GrmemiL GeumgenL. (Microsoft Word) Ggijey Q&iwie]Lb.

Malwarebytes' Anti-Malware
Microsoft Interactive Classroom SDK
Microsoft Office
@ Microsoft Access 2010
[¥] Microsoft Excel 2010
|I| Microsoft InfoPath Designer 2010
|I| Microsoft InfoPath Filler 2010
|E Microsoft OneMote 2010
|E| Microsoft PowerPoint 2010
[B] Microsoft Publisher 2010
(W] Microsoft Word 2010

Microsoft Office 2010 Tools
Movie Label 2011
Mozilla Firefox

m

LS &TE Comearmluernar CaHMLILNEL C&HemeULITE §86160&6m6 snLL1 &g

Q&merTeneyLd.
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T TN e VG - s
File Home Insert Page Layout References Mailings Review View & e o m EX
“"_!] 4 Calibri (Body) 11 - i & % a4
- s | B I U -abe x, X' |4 = it

Paste ) Quuick Change Iting
o b . A
- o F A A-Aa (A0 D8 Styles ~ Styles~ |~

Clipboard T | Font T | Paragraph T | Styles I [

0 NS S O S I N S B SN -

[} B S ! | . | . | . | . M i

=

L un__ Jr

R.S. Chandra Mohan
Comtech Computers
Kacheri Road

Manaparai— 621 306

w

x

]
= ¥
| [ il | 3
Page:1 of1 | Words:10 | 26  English (U.S) | ||3f3 B E = 100% (=) [ (+) L

sOL_LI QFIGI6TTET H&H6ULHAT6D 2_6lTer LNemLpSHemern &ifl ClF I LD.

UHSTE 2 (heumdhsUUL (Rertar GamUNlemen  SeunUclurhiuiled GCaLSHE)
m6U&HS Geurjlges @L & Ged epemeuuilev smevliLi(pd QuickAccess Toolbar-6b

2 efam Save LILL 6063 Si(LPSHSeULD 316060 File CILOGDIENE S(LPSHEHNLI6L 65T 62 (IHLD

|
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Qgnieaned Save TeTLIGM6T CHiT6 QFIILIALD (6L EGUMTIgeL Ctrl LHMID S-
E&606N 65IMTS S|(LPSSHAYLD) .

.im Home 1

H Save
[ save As

._3 Open

J Close

Recent

MNew

Print

Save & Send

Help

:] Options

4 Exit
D@ Camune gCHmID @k UHw Cuweny Qa&T(hdHH Save LILL 6ot
(PSS LD.

LU QElg pSHS&smen CaTe| C&wl, psssseailear G
Cloemerdlest QLG UL L enen Si(PpdSH NigSFHaumm bSJHHelld, 060G (LG
T1(PSHEED Coeremery SH(WPSHON G iguid QL &1 Shift Seow L HgIs
QameuGL  Claterdlstt QL G LLL 06T Si(PHFHeLd. Sievevg Cursor 2 eiten

ALSHOmHG e umy CaIey QI CouamBGLm  9iFeuemy  Arrow
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SeenenGuim, Page Down &oi6bevg Page Up &S&emenGum, Home 6060 End

SameanGuim 9i(pSHLI Llig SEHELD.

§| Save As

(I » e » Documens > [ty | SeomnDoumens P

Organize v New folder

'l

=5~ @

1. Templates

Documents library

Folder v

Arrange by:

Includes: 2 locations

¢ Favorites
Bl Desktop
& Downloads
‘%l Recent Places

N

2

- Libraries
@ Documents

J’ Music

[&=1 Pictures

Corel User Files

-

~

N B

i

Movie Label
Reports

DKSHA-India Fax

File name: ComtechCM|

Save as type: ’Word Document (*.docx)

Authors: System08

Save Thumbnail

‘# Hide Folders

&Gumiged Alt  Seowl

Tags: Add a tag

Tools ~ [

S(WpSHHeGev  fliueNed 2 elten  SMTSHF|

UL LeH@Ld Shortcut Key CgmermlanN(pLb.

3B
HE
H
46 Cu

=3 Copy

Latha

Faste - z % . - .
- anrmatPainter I u abe x, x £ W é

Clipboard F|

ert Paquﬁalynut Reff;rl_se{lces Mqﬂ_qgs
| =2 L)

=11 v A AT | Aa- I% Evégviai—__,

Font Fi
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CamULileL S 6usL&emeT GoL(h &S (Formatting Text)

6T (L0 5815 Seflern siememe LOMDHM (Font Size)
6T1(LpSHSIHHeM6T SlaTeme Fal L Gmm&bS Home Flliuesiled 2 eter Font eTesim

UGEHUWINL SmBHHEGSL Font Size-60 6PHHMEG CHEMEUWITET aTEn6d

CaHesH(H &S 3160608 Grow Font WOMILD Shrink Font eT60TM LIL L 63T&H6meNLLLD

LiwlesTU(h & &HevLd. (J
- 1£ - ;‘ N

Bamini A | Aa 7

B 7 U - ahe % x° - B2 - A~

Font

L Ll Qewigleten e1(1p&&I6Hmen Coijal Qsig Qsmeteaayh (QLererdie
QLG UL em6tT (PSS 1N1q.6816QSMEICL 6T(LpSGlIbSeMeo LEg) CLoermemeny
b&JS5HeLD) .

2. Home tflliuesfled 2_6imerm Font 61601 LG HuileL siemwb&HHEGLD Font size list-60
o ermem  GleucuGoum Slemasemen GCaije QFLG Q&M (60608
6T(LpS SIS &aM6T Slenemer SFHLLTES EGuiiged Ctrl HMID [ ESemen ¢Cr
ChIsSHeL (PEHSD, 6T(LPSHGISHeN6T Slenemed Gommes SGumjged Ctrl
HMID ] Esemer Gy CHISHED S(PSHFHUD 16060l Ctrl Shift < LV

Ctrl Shift > &&emen LW6TL(H&SH6VIMLD) .

6T(Lp 5 815 & efletn 2_ (1 iemioLiemu (Font) LOMHM
Home mffluuesled 2 6o Font 6T6tim LIGHUNL HemHE(HEGWD Font-6L

SMTLUGLD  QeueuGalml eumaWITeT (PSS! ellgaumisemeT G HIHOSH&SH|D

MG QST [hI 6nL L1 Q&FUILI6]LD.
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Garamond (Bod - 11~ A A" | Aa~ | &
B 7 U - abe x, X° B A
Font

gCHMID  (PSHEWILDTET  HHeULEHMET  LNMSUILGSHHSGSHTL L  Sleumenm
Slq Lo6nTT&HGeu (Bold) 16060 &) Silg.6GEMg L GL T (Underline) &L 60MmLD.

Bold
1. Geemeuwimed 61(LpSGISSM6N (L Ge0eL GCHiTe QFIg) QameraraLd.

2. Font-6b 2_6ien Bold UL L6963 Si(LPHGELD (S16L6vGI HGuMiged Ctrl mHmId B-
E&6MENT 663TMITS (SBHALD) .
Gpramond (Bod ~ 11~ A" A7 | Aa~ | &
I U - abe % x° - B A
Font

(PSS &emen Fmieuns &mLlqL (Italic)
1. 61(pdGIssman (LpGedleL CETa| CIFILGI QBTETaTeLD.

2. Font-6b 2 eiten Italic UL 606 Si(pSSeLD (S16LevgI EGuiiged Ctrl LomHmILD
|-&&66r €2601DMS S(LPSHSHELD) .

105155 eSS g 5CaHMgL (Underline)
1. 61(1pSBISSmEN (P FHeOIeL G| OFIIG] QaTeTaTa|LD.

2. Font-60 2 eiten Underline 6T63TM LILL 60681 S(PSHSHEULD (S16L60GI SGLIMTI 60
Ctrl bpmID U-8E&6m61 626510MS S|(LPSHSLD).
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T(PSHZI5SEHSHG BGMISS CamgL B smLL (Strikethrough)
1. 1106 815Hm6n (Lp&60IEL G e Q&I QamerTane]LD.
2. Font-60 2_eften Strikethrough 67651 LI L6965 (LSS EULD.
Garamond (Bod * 11 ~ A A" | Aa~ ﬁ*}
B 7 U -~ abe x, X' - A
Font
T(p5GISBmeT LMD 6T(PHFHISSHaf6T UIUGHUIL eu@BLULG QLW
(Subscript)
1. 1 aIssmen (GO CHjey Q&G QBTeTaTeLD.
2. Font-60 2 ¢iten Subscript 61631m UL 6963 Si(W&GeYLD (Ctrl oHMILD = EHemen
Q@GNS S(LPSHSHELD).
Garamond [Bod ~ 11| -~ A A7 | Aa~ ﬁ*}
B J U -abe X, X - 7. A

Font

a(lggg,j&&mmﬁmm TREHZEGEHMET HMOLILEGHHE CeoTs abLLIY
Q&wIw (Superscript)
1. 61(pdGIssman (LpGedleL CETa| CIFILIGI QBTETaTeLD.

2. Font-60 2 e Superscript 61651 LILL_ 60631 (PSS (Ctrl Shift = Esemen

PO A(LPSHSELD).
Ex:
SuperScript (a+b)’=a’+b’+2ab

SubScript : Al+A,+A3+. ..+ A,
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(058155 Eh6G HMLL auigalld Q&T[H &8s (SpecialEffect)
1. Home rliuesiled 2 emem Font u@HuNed Text Effects eteorm UL L 6ment
Si(PHHaLDd Sk CHemeuwimen Effects-gemen Caye Q& IG QETemaTa|LD.

ini - - - - Al
Bamini 14 A Aa )

B J U - abe x, x° v|d7 . A

1A A A

&  outline »
Shadow 3

Reflection L
»

Glow

(058155 afe D&M LIHMIUSHS
1. a1 aIdsmen (GO CHje QFWIG QBTeTaTe]LD.

2. Home Mlliueseb 2_eermen Font eTedtm LGS UNed smeworiBd Font Color eTedtm
UL L 60601 Si(pSH CoHemauimes Hims Hlement CoTey Q&FILIG| QETeTeneLD.

3

Garamond (Bod ~ 11+ AT A7 | Aav | &

B I U ~ae x, x° - B Al
Font . Automatic

| Theme Colors

Standard Colors
HE EEEEE

i) More Colors...

[ Gradient v
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WSHHWLTET HHeUcL&men LleTyev HMMuGeT cpeownsd Geflemwliub &
&mLL (Highlight Color)
1. 106 g15Hm6n (Lp&60IEL G e Q&I QamerTarelLD.

2. Home flluesfeb 2 eitem Font u@&HufNedb Text Highlight Color eTedtm LI L 6mevt
3(PSFAD SRIG CHemeUWITe MRt CaTe Qg QETeTeTalLD.

Bamini =

FghHEMMGel 2 6iTen 6T(LHGISHHemen UpperCase, Lowercase ommib Titlecase-MH@G
LOmMm

1. s aIdsmen (GO CHje Q&G QBTeTaTe]LD.
2. Font u@&uMNeb 2_eiter Change Case 6T63TM LIL L 60607 Si(LD&SYLD.

Bamini 14 A A Aa~

B 7 U ~abe x, X° - aentence case.

Font lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

SR 6U(HLD QMINNEL HL&EG CHemeuITeTeuMmM CHIT6Y CIFILIGI QS TETaTeVILD.
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Sentence case - UTHEILIS SH6TT (LD H6L 6T(LPSHEMS LOL (HLD
Capital 610 &S LOTMHM

Lowercase - G 76y QFWIGIETAT 6TEL6VI 6T(LPSGHISSEMATULD
lowercase 61(LD& &S &S LOMMHM

UPPERCASE - G 76y QFWIGIETAT 6TEL6VI 6T(LPSHGISSEMATULD
UPPERCASE-m@ wmmm (Ctrl Shift A &&emen
DTS SI(PSHHLD)

Capitalize Each Word - UTSHEIIS Hl6L 2 61161 626)GI6UMT(TH
EUMT& MG W6 (Lp H6L 6T(LPGHenw|Ld Capital
S1(LPSSTS LOMMHM

tOGGLE cASE - UpperCase 61(Lp& &l&&Hemer lowercase Sy &eLb
lowercase 6T(Lp&GI&Hemar UPPERCASE

(DS GISSNMMEELD LOMMHM

Qalumy 6(PHBHIGHEEHS B QFUFH HmUY LIHOHRSDET HHEH
G0 6T(LDSH SIS SIHT6UG @UICOLITET 6T(LDSSHEMLOLINDEG QSmevor(Beuly

1. siumenm (L &eNeL CHijey Q&G Q&TeTaTaLD.
2. Home mfluuesiled 2 6menr Font u@&Hufed Clear Formatting eT6stm UL L smeut
(DS FeLD.
Garamond (Bod ~ 11 ~ A" A7 | Aa~ | &)
B 7 U ~abe x, X° v A

Font



Microsoft Office 2010 ~ 12~

Gamuiev wyrmHmmuser Qguwiw (Editing Document)

S5&H6UELEMET @L_LOMMHMLD QI FWIHL

Q@M QLHEHOL 2 amen FHaILGMeT GCalml QL SHNG 1B HHEF CFevev
HTeUGH GOUILL H&H6UmeL &55568H GHHE QFsim Coum QL GSeL
06USHS

1. (W&6OleL CHMEUIITET &&aUM60 CHIT6Y CFILIG| CSTeTareyLD.

2. Home fluuefed 2 emem Cliphoard L@&ulied Cut eT6sim LI L 6068 Si(LpSGH6a LD
o L Geor (D CHI6Y QFUIGIETOT HHEULGHT AHMBIHHID &55HSHH 6T1(h&HGI&
Qgerm HlenesTausSSHeL meuGHS IS QameaTeaTULELD (Sieevd SCumjiged Cirl

LHDILD X-ESED6M 6TMNS (LS SELD).

3. 5551168 61H5HSH HG HHEUMEL TG M6USHE Couau(BCLT MG HIFEDI]

Q&mesnI(h ClEFeLeLEYLD.

4. Home rflliuesied 2 6iten Clipboard u@&lufied Paste UL L en6s Si(LpSHGeyLD. 2 L Gevt
S1$HG6U6L QL THMD QEFUILILUL (BeTeTemsg Smeuumeord. (@M@ SGUigev
Ctrl LopmILD V-E&6maT ¢6ImNs Si(LPSHSeLD).

Home

L

=0 & Cut
53 Copy
Paste
= F Format Painter

Clipboard
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& 56UV MmN H&H66V(h &S (Make multiple copies of the selected information)

@@ GOUILL F&aI60&6T CleusuGoum QL misefled Weam@ Lsu(hibd
CoHemeuLILLLT6L SeuUMEMM (LPGHEOI6L 62(1h HEH6L 6T1(HGHGI HENETTEUSHS S0 M6USHI%
Qaman(h NG CHmaULILBL QL RSN eumenm LTRSS &0 STETeTeLD.

=) ¥ cut

53 Copy
Paste
- ¥ Format Painter

Clipboard

1. Caemeauwimsn §&6umev CHIHOSHSESIS QAeTeTaTeyLD..

2. Home tliuefied o eem Clipboard eT6tim UGSHSS Q&sttm Copy UL L emewt
S(Wpsgab. 2L Ger BID GCayey CFUGeTeT HHeUOHT @ HEHED
seunuQumIullest  HlememeussHMGeT  T(hHHI&F Q&eveuLILL (e (HLD.
(&Gurmijigev Ctrl LoMHMILD C- E&HED6N 6TIMTS (LS SHELD).

3. BEQALEREHILLH HDTTAUSHHOD 2 6T6M HHEULSHEHEMET (TG M6USS

Couetni(hGLOM HRIG ST&Fe0T Q& MeuI(h Cl&FeLeVaYLD.

4. Home fliuesfiled 2 6men Clipboard LG&UNeL smewIlIL(HD Paste 6T63Tm LIL L 6m60r
3(PSHHLD 316vevG ECUMTIGEL Ctrl LLHMILD V-E&maT ¢6IMNS S(LPSHSHaLD.
QUM SHFHHIMeL 61HFHemenr QL _hiGafled Geueoi(hLomesTme|ld Paste

Q&S| CISTETETEVMLD.
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UMM Q&G Ceusmevsemer HHSH L (Undo)

Word document-eb Q&M@ (L6

sTaImmeL B LsmLpwl  HlenevsE

soImeL QEF1E Geuemev &g @eLsnev

BeusmHG Word Document-61 QL&)

Gueou@HuNev smesurLiL(Hd Quick Access Toolbar-60 2_efterm Undo 61601 LILL 69601

3(PSHHLD. (I6v6v g SGumjiged Ctrl LHMID Z-E&HmaT ¢6DNs Ii(LPSHS6LD).

Qeuperm CFTLIHS (PSS QSDE
6UQeuTeTme HssUUL (HE Q&mauGL
Geuetnr(pLd 6TeaTMmeL Undo LI L 6siMH& S

QEWIwe]Lb.

h  (Lp6oTesTeL (BT QFuls Ceuemevsern
L eu@m. BEHSUULL Geusmev LBetor(HLd

(H&16L 2_6mem Redo 61601 LILL6m6ur GHiTey

5HHEUELE MO GHL

1. Home ffluuesfled 2 eiten Editing 6T6dTm LIGEHUN6L 2 6item Find 6T60Tm LIL_L 63601

3(PsHHeD. (siebevg &Cumjged Ctrl wHMID F Ssemen epeimTs

SI(PSSOUD).

@4 Find ~

dac Replace

o

Ly Select -
Editing

L=

Find
Advanced Find...

Go To..

2. 2L Geor euevG LUmGHlev GCameormid Navigation Pane-60 G&L Geuetoriqul

6UMT&6MG U606 QSHT(H&HSHELD.
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3. 2LGeoT  SIUUTTHME 2 6o USSRISEmeT LLIguiedl (B  STL(GLD.
SlUUL1guiedled 2 6o eUMIHMGHUNeneT  CHJe| CFUIUNGHET  CLP6VLD

SIUCUMTSHENG 261161 LIS SHSHHMG 2L Geur QF606V (LPIg U|LD.

Mavigation - X
Comtech Ko
2 matches

SEE -~
Comtech Computers,

Manaparai

Comtech Computers

Sl6L6LG)
e Find-g Caijey QFUIWIE|LD.
e 9i8leL Advanced Find-g Caije ClFILILIQ|LD.
e QU@ Find and Replace esorsmid eNeuiGLmaNed BMD CHL Geueworig il
uMTHmGHem Q&T(HEG Find Next UL L emesT Si(LpSGH6eLD.

,

Find Replace | GoTo

Find what: Comtech IZ|

Reading Highlight * | | Findtn~ | | Findhext | [ cancel |
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GMIUIL L UG & &G CF6L6V (Go To)
1. Home flliuesfled 2 6o Editing 6T6dTm LG &HUN6L 2 et Find 6T60Tm LIL_L_6m60T
(PSS LD.
33 Find ~

21c Replace 44 FEind
@  Advanced Find...

= GoTo..

g Select -
Editing

2. GoTo e1es1H em6nt GHIj6y CFUILIO|LD.

3. @&CaMULN6L 2 6T6m USSHD 6L6VG 6ulfl eTetuBemen GMOIUNLE Go To
LLL 6060 S|(LpSGH6LD. @6UUTDITE SHENEULIL, SILL eU6m6TT LOMMID LIL LD
CumeaTmeumMmGLD 6TallgTs STel§ Qgevev (Wigujd (HCumjged Ctrl
LHDID G ESHMAT 62601DTS SI(LPSHS6LD).

r R — ? 1

Find and Replace

GoTo
Go to what: Enter page number:
27]

Enter +and — to move relative to the current location. Example: +4 will
move forward four items.

s

Section
Line
Bookmark
Comment
Footnote

1

o ][ G ]

L

&5 6UcL& MmN GHlg SleuHMIMH @G udleons Ceumi 2 H&H6euamev LFHuil
1. Home fluuefed o emen Editing et6oTm UGSHuNew 2o 6item Replace 6T60Tm

UL 69681 Si(LPSHSeULD (S16LevgI SGUMTig6b Ctrl bHMID H Ssemer ¢pestmns
334 Find -
aac Replace

S|(PHSQLD).

g Select -
Editing
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feaand Replace ’ B |
Replace | GoTo
Find what: | Word (=]

|
Replace with: | Microsoft Word| (=]

|

| Replace | | Replace Al | | FindNext | | Cancel |

2. wmmm Ceueivigl eUMISHenGHUNenesT (P&edled 2 6imerm Find what 61651
SLLGEHMG6T Q&T(H&&6LD.

3. SNMIHMESHEG USeors LNFHUINL  Ceueioriql  6UMTH6mGUT6m 6T
Sl s glenen Replace with 61601 &L_L S SHM&G6T C&HT(H&SH6LD.

4. @Qns @ eurgsemsullenes MMM Ceuaui(BLd eT6oTMM6L Replace 616TM
LULL6nesT Si(pdgeld. QCsH aunjdmg oo @QLRSeND QwHHTed
Sieupenmu|Ld mmm Replace All 6165Tm LI L6063 Si(LpS S LD.

5& 66L& CHT6Y QFUISL

&&eULEHmeT Gy QeuwgL Home Hluuesiled o emen Editing  6T60Tm
LGJuilev 2 emanm Select 67681 LILL_ 60637 S(LDSHSELD.
34 Find ~
8¢ Replace

lg Select -
Editing
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euflsemen Gbu(h $HS (Formatting Paragraph)
586160866 e gl LLMHMID @L G LiMhSemen (phiGUGSS (Alignment)
1. CainRshsasUUlL euflamenr @L & UsSHWLTS euflengl LUGSS Home
fluuesiled o et Paragraph u@&Huied Align Text Left etetim UL L w6t

3|(PSHSHLD leL6v Gl ECUMIgeD Cirl omib L S&manT 6601mMe Si(LPSHSeLD.

lEvéE*‘a?-.* EE (4

Paragraph

2. CHIHASESSILULL eufleHenen 660G USSHWLTS elflensll LBHSHEH Home
fliuesled o emem  Paragraph u@&ufled Align Text Right eTetTm UL L w6t
3(PsHHD SlebevG EGumjiged Ctrl woHmb R Ssemen eetinTs
(DS FeLD.

3. CaIHAsESsUIULL euflgemen LU&sSSl6m Hhaled QhsHGLIM euflangL
u®SHs Home fliuefev o emem Paragraph L@&lulled Center 6T6dTm LI L 65)60T

3(PSHSHLD Sie06v Gl EGUMIqeD Ctrl dmIb E £&606r 263TMMS (LS SHELD.

4. euevg LOHMID QL & LUDRGeNed auflgener FOLTS H(H&S Justify 6T6Tm
UL 606 S|(P&HSHeD Siebevgl Gumiged Cirl whmih J 6606 ¢2601DTS

(PSS LD.
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eulfl @evL_Qeuefl (Line Spacing)
afl&En&HemLCw CuTHw QenLCeuei aN(HeusmnE

1. (p5e0leL SemesTSH G| euflsemenud CHijey Q&G QsTeTeneyLD.
2. Home rflliiussiled o emen Paragraph u@&ufled Line and Paragraph Spacing eTe6dtm
UL L6068 S|(LpSGHLD.

3. Gaemeuwimen euifl QenLGQeuerl gieneysemen GCgijey CQFILIG CQSTETaTeVMLD.

11
4
o
[l
4

.
1]
I
4
A
|
RN
i
E
-—
==

1]

111

il
|
4
4
4

25
30
Line Spacing Options...

Add Space Before Paragraph

<=

Add Space After Paragraph

e memm aufl QenL Qeusilemnit gHLGSS HCGuMiged Ctrl WOMID [ S&emern
(PSS LD.

o QrieL auifl QoL Qeueflenwl goUBSS Ctrl LHMID 2 ES6M6T S(LPSSHLD.

o 1% - aufl QevL_Qeuefenwl goUBSS Ctrl LOHMILD 5 ESHED6N SI(LPHG6LD.
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6UIfl6M & 6T 60018 (ETHL_60T Farlq.LLl LILIg ui6L (Bullets and Numbering)
1. efleng 6165018 EML 63T Farlq Ui LIL g U160 &em6r SUIMflée: Home flliuesiied o emen

Paragraph u@g&uileb Numbering 6T68im ULL 66T S|(PSHIHQUD SRS
Ggmermiwlerien euflens etevor LTS &MNeN([BHE CHemeUILITET 6Ufleng 616501
SlimiLienL G&lje Q&G CIG&TeTeneyLd.

I AL

Mumbering Library <
1. 1)
MNone 2. 2)
3. 3)
I. A a)
II. B. b)
. C. c)

Define Mew Mumber Format...

I

2. aflens IS EHSS UHeons euflF  HLigSEpLem  (Bullets) Salgul
UL 1qule0&6emen &WwImflégs Home flliuessiled 2 6o Paragraph u@&ufev Bullets
61601 UL 6068 Si(PSPHALD. SRIG CHemeuwiTen auifl§ &L iq&semen (Bullets)
Caijey Q&g QsmeTaTeLD.

Bullet Library
None | W B | @ | O W
i+ 0:0 p v/

Define New Bullet...
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3. UL SIBEG eUfleng ETENSHEHLET Falqgul UL lguicd&enen (Multilevel

Numbered list) swnfl&s Home fliuefled o emem Paragraph u@&Huied

Multilevel List e16510 UL L 6068 Si(PSHHAULD. SiMiG CHemeuwlment euflens

sT6001 LOMEFl&B6men G&IT6Y QFILIG CQHTETAaTEILD.

— —
H— W F—
— Fo—

s

14—
a—w

(5]
"
¥
Ml

All =
Current List

1.

List Library

Mone

I. Heading 1

A Heading J

Define New Multilevel List...

Aurticle [ Elaading |
Sactaoa LUL Hastiag

3 Fleadkes %
0} Huadrg 4
Ll Eaadkrg 5
al Fluarg §
1 dadry !
a Frafas B
i Faadzg &

Chapter 1 Haat

Hzading 2

Define Mew List Style...

1 Heading 1
1.1 Heading 2

1.1.1 Heading }
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§&H6U6LE M6 auflen gLl LB SHS (Sort)
H&HEU SN )M QUFl6NEF 916LELG QMMIG euFlenFuiled AGSGUSDGS
1. 556u60&MET (LPHeOI6L CHIT6Y CF LG QOSTETaTEYLD.

2. Home fluuefleb o eitenr Paragraph u@&Huiled Sort 6T6dTm  LIL L 60607

(PSS LD.
IS -pe [EE (S0
B = = = =_ v UE e
Paragraph u
r ™
Sort by
Paragraphs @ Ascending

(7 Descending

ARG euflemnguied
3I(H55

gml euflengued
3I(H55

Endin
Type: -
Descending

My list has

(7) Header row (@ Mo header row

3. SCUMPG CHTMILD eNTIGLTeN6L gmI auflenduiled Si(H&S Ascending
316060 G QMHIEG aUflen&uiled 9(H&S Descending 6T6iTLIG M6 CHIT6Y QFIISZ)
Ok UL L 60601 SI(LDSHSELD.
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UG maT 2 6TUSSHLOMHGEUT 31606V G| QeuaflliLGSHLTSHCEUT H&HTSHGHIUSD S
(Indent)

1. euflsemen 2 6MTUGHLONG H&HTHHUHNHEG Home [FlliLeNed o eer Paragraph
L@SHuNed Increase Indent 61661 LIL L 6m6WT Si(LPSHSELD. 60EVGI ECLIMTIG 6D

Crrl T &&6men (S SHeLD.

11
4
-

5

=-Sar |EEE T

= - B <
= Sy - 1

Paragraph

2. euflsemen CeueMULGSHLOTS HS&TSHGHIeUSMNES Home HlLiLssileL 2 eer Paragraph
LGS ued Decrease Indent 6T63TM LILL 60681 SH(LPSSHAULD 16060 G SCLIMIG 60

Ctrl Shift T 886061 S|(PSHS6YLD.

edrLi6v HIMMmISemer mbMm (Background)
SWIMH S GI6TEN &S EHEHE LsLGeum LNetTLevw Himmisenen Q&m(H & Home

flliuesleb o et Paragraph L@#luned Shading 6161 LI L 60637 Si(LDSHG6LD.

55601608 E6G SFHmaly QsTH&s (Borders)
SWIMY CQFWIGI6TET §&H6UELSHeM6NT &HMISVILD Border-s&6mer 6iq u6mD&HE Home

flliuesleb 2 eiter Paragraph L@&lufieb Borders 6T63Tm LILL 60607 Si(LpSSHELD.

Ll
11
4
)
[l
4
I_JI"'
il
4
4
|
¥
|
Pl
-—
—
=]

I
Il
il
-
Il
4
£
&
4
4

Paragraph
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WPTEaL 4G QGG SSLILL (B 66T 6T(LD S GI& S Eh & ST 61lq.61MLOLIL| S 61T

(Paragraph Styles)

Microsoft Word-ev g &6 Gel QBTG58 M6USSLILIL_(B6iTen
1(LPSHSISSHEh&HSMeT AMUIL 6Uigeuhisemen (Styles) CHIHEASHHSS Home Flliuesed
o eiferr Styles UGS UNL 2 6men Style-afleb gCHMID epetenm CHTeY CFILIG)

CameTene|d Si6Levgl Change Styles 6T6sTm LILL 66T Si(LpSG6YLD.

AsBbCcD | AsBbCD AaBbC AaBbCe AAB 4sBica AsBicD. ABicD. %
T Mormal | TMo Spaci.. Headingl  Heading 2 Title Subtitle Subtle Em...  Emphasis :'ggfl‘”ge
BT

Styles

T(PHFHSHEHSHG avelLagey CusL QaT(HSS (Special Effect)

avGLUagey gAUSL Q&M(HES Geustigl 61(PSHSHISHMmaT GCoHTey CFILG)
Qameneneyd, Home fluuefled Font 6T6iTm UGHUNEL o 6iem Text Effects 6T60Tm
UL 606 Si(pSFa . SIRG ULiquiedL Lur(hemer eCUSL (haeiled gCHmILD
@6mm CHjea| Cl§wwa|D.
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4
I
4
4
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4
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]

]
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UL MaI&6IT LoMmMILD 6ulgauMhiGemer @l ulleL CFj& g 6L (Inserting
Objects)

UL Ml &emer 2_6i6rfl60) 6501 & 8 6L
SWMH&SLIULB6Ten  §SH6ULSEFSEMLCUW  euMNMEG CUT(HSSLOm6or
LIL RISEM6IT 2_61T61Tl60 60015 8

......

o BE @ 2 il o

Picture Clip Shapes SmartArt Chart Screenshot
Art - -

INustrations |

1. Insert fliuesfled Illustrations eT6tTm LGEuUIL 2 eiten Picture 6T63TM LIL_L 63601
(PSS LD.

2. 2L Geor eu@pld File Dialog Box-6b ¢1msenrGeu 2 6imen LILGHenenm CHijey
QEFWIG] Insert UL L 6063 Si(LPSHSOLD.

Organize v New folder
@' Music £
(=] Pictures

™ Videos

+& Homegroup

C.V.Raman2.,jpg cvraman3.jpg  ksmwivjpg |
1% Computer

&, Local Disk (C))
[y Local Disk (D:) |
[ Local Disk (E)) |

¢! Network J Newton2.jpg Newton3.jpg rutherford2.jpg

/M SYSTEM-08 e il

File name: Enthiran.jpg v [A" Pictures (*.emf;".wmf;* jpg;” ']

Tools ~ [ Insert |v] [ Cancel ]
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BT G&j6y Q&g LIL Lomen S CHTULNM G eubgl e(BLD.

UL &S0 LMHmmseT Gewiwl Ceueunguil(phsmed igemenr Double Click
Qawiwieyd. o L Geor Picture Tools etstim GQngmieled Format e16stm HLILIGT €@6Tm)l

LSS Gg,rrsirr[gs).lmg, SITEUOTEVITLD.

L Picture Border

£ ) 4Cmp 5 Picture — — — ~ & j 4y Br rd | A\g 1] Height [2.26"
=d he 5 Change Picture ]| | il | | el d ~| = Picture Effedts ~ & s d Group
Remove | Corections Color _ Artistic e Position Wrap Crop =3 wiat: 301
Background -~ Effects - g Reset Pictur v BB Pidure Layout* v Tegte %SE e SkRotate -

Adjust Ficture Styles [ Arrange Size

e UL GHer Brightness, Contrast sismeug MNy&T&LD LIMHM LLGHensor Double
Click Qeuwig e L 6t1 GHmermId Picture Tools-6s1 Format flliLissiled Adjust 61631
LU@GSuTled 2 emem Corrections e1601m UL éméent CHiey QFuiuteyd. o L Ger
ULSHL GHmemmsGeu WMMHOWD QFg ULiqguied G sSTL(GBD Seummled
GCaemeuwimsteumenm Ca e GF1g) GsmerareaLd.

- | Sharpen and Soften |
S @ T uﬂﬁ Compress Pictures | : ) - |

il %Change Picture
Corrections Color Artlstlc
M *  Effects QE Reset Picture -

Adjust

&

Picture Corrections Options...
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UL&SletT HmsHemenr MMM UL GHenesr Double Click Q&g e L 60T
GamesmiLd Picture Tools-6s1 Format flliuesfled Adjust eT6aTm) LIGSUNEL 2 _6iter
Color ¢t601m UL Lémer Cgiey Qaiwied. o L Ger UL§SH6L LeLCaum)
HowrHoRsmer Q&g SeunHemm ULiguwedl (B STLGL  eummied
Caemeuuimereumenm CHijey Q&G C&TeeneaLd.

L

Color

v

| Color Saturation

Color Tone

| v
| =

i3 More Variations 2

._/ Set Transparent Color
' By Picture Color Options...
4

v
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o LLGFHEL eumIHemeL HmUULDFRIGeneT  (Artistic  Effects) Qamevor(p
LMHORIGET QFILaIGNHEG UL GHlenerr Double Click Q&WIgHe]|L 61 CHmeTmiLD
Picture Tools-6a1 Format filiuesfleb Adjust eTedrm LIGSluNev 2 siterm Artistic Effect

61601 LIL_L_6m63T CHIT6Y QFUIUIeLD.

o ULSHL Hev AMUUDERIGEMET 2 (Heumds ULGHemenr Double Click
Qeisa|e1 CHmermd Picture Tools-601 Format GognieNed 2 emen Picture

Styles U@GSuNeL 2_steneumMenm CHiT6 CIFILIG| QSmeTaTaLD.

- - -

Picture Styles
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e UL&HevL Border himmsener IMHM LIL G&lement Double Click Q&g 6L 601
GCamearmiLd Picture Tools-6a1 Format Qnggienlev Picture Styles LG&uUNeL 2_eitern

Picture Border UL L_emétt C&ij6y GlFUILIGYLD.

E_,? Picture Border =

Theme Colors

FEEFEEE R R R R

Standard Colors
| | EENE

Mo Cutline

== More Lines.,

i85 More Outline Colors...
= Weight 3 L pt
= Dashes 3 % pt
¥ opt
1 pt
1% pt
2% pt
3 pt
435 pt
& pt

== More Lines..,
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* LULMSEH&HG Special Effects Qamhés UL G&Henest Double Click Q&g 6L 6ot
Gameormid Picture Tools-661 Format Qogmienev Picture Styles LiG&HuleL 2_srer
Picture Effects- Cijey Q& uluieyLd.

Preset L3

Ui b
]

@
2

ol SoftEdges »

e

2| 3-p Rotation »
- 0 non
-

e ULSHHMST igeuemoLliiNed (Layout) wmmmb QFiw UL g&lemesr Double
Click Q&ige_si1 GCamsoimid Picture Tools-6or Format Quogniened Picture

Styles u@&uNev 2_eiten Picture Layout-3 C&ijey Q&wia]Ld.
% Picture Layout ~

a
A

PR
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e UL eN(PEHSHISEHaNeT ULGEHUNDL eugGeaustoi(BD  6ToTLMS  GSMSS
uLgdlemenr Double Click Q&uige|Ler CHmermid Picture Tools Cognialev
Format fliuesfleb 2 6o Position eT6tTm UL L 6menr CHijey QFUILIOD HRIG
LL$SHen6  meuliLGm&Ter  rHflsefed gCaemid epettenm  CHijey
QEwe]|Lb.

(=] |

-

| Im Line with Text

ksl

With Text Wrapping

il sl sl

(il sl sl

sl sl sl

[H] More Layout Options...

[ degree with First class in a reputed i .
I have finisheft Teputed

field I came to .

institution. I ha] ~ame tg
in the Opportuni know through rtunit;
o i here is s bortunities

supplement issue of The Hindu

re is some vacancies in vour

request you to I ogteemed organization. I request

rmed organization. Here I have enclose| esteemed organization. Here [ havd® Me an opportunity in vour
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o 6I(PHZHIGSHeTerT G LLLD eufGeausii(BLom  Si6Levgl UL GHl6r GLoeL

]
Wrap
Text ~
=2

In Line with Text

2 & ml.

SI(PSSISSET eupGeaustiRLom eTeaiLeng Gaiey GFwwl UL gdlener Double

Click QeuwigeyLeir Gemermd Picture Tools Qgniedled Format flLuiLesiled

Arrange eT60Tm LIGSHUN6L 2 et Wrap Text s1601m LIL_L_6m6a1 CHiT6) QFUILIO|LD

IR GCHTsaTMILD LOTHfSe6L §CHILD cp60T6emM CHIT6Y CIF LI LD.

Square
Tight

Through

Top and Bottom

Behind Text

In Front of Text

= &6 &

—>&ITLDOG)

More Layout Options...
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o aMMEG GULMULL ULRKISMET 6260IM6TGLO6D  660TMTES  H(BHEHE
MEUSGLCUM(LPG L6TTERTed LoemDBGIETET UL SH6mg (Lp6sTesrmed Qamesor(h
QUBUSMEG UL GHenerr Double Click Q&iige L eir GHmemid Picture Tools
Qgniened Format flliuesiled Arrange eT6iTm LIGSUileL 2 eimen Bring Forward
61601 UL L 6mesT GHJey Qauiwend HCHECUTEL UL G&leéne| Leomeurmen

Qameini(h Qlgevev Send Backward 6T601m LI L 6oy60T GGHiT6Y Q& ILIEY |

!

v
5 Brigg Forward = | Align ~
sl b
[Z send Backward ~ '_%, Group
Paosition Wrap

Text * £ Selection Pane Sl Rotate =

Arrange
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o ULGHeme eueolImOns QL LTS 6DV HmeLSLNS el (DLW

Hengued LGNS UL Gdlenest Double Click QFLge L 60T C&HTeaTMILD

Picture Tools Qugniened Format fliiuesfied Arrange 6160 LIGSIUN6L 2 eftern

Rotate ¢1601m UL L sménr CHiey QFLIWOD MG CHTHTMID TS IF&eNeL

gCHMILD sp6t16mM CHI6Y CFIILIQ|LD.

"l Rotate ~

Zh
A

<l
|

Rotate Right 90°
Rotate Left 90°
Flip Yertical

Flip Horizontal

More Rotation Options...

o UL G560 CHemeuUTL6LNT LIGHSHemnen B6@G6usHME UL §Glemest Double Click

Qauige|Ler CHmermid Picture Tools Qugnieiled Format flluesfled Size

61601 LIGSUTI6L 2_etterm Crop 6T651m LIL L 6m6sT CHiT6Y CFLILIGLD.

E)-’Ei' 4[] Height: 147

Crop (=7 width: |1.81"

4k ik

4~ Crop I E
LI? Crop to Shape # (

Aspect Ratio 3
ggE Fill

2R
IF Fit
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uLg&Hevisiter e 6o MMM 58 G6usm G (Remove Background)
1. uLg8lenest CHiTey CQFUILIOLD.

2. GGev GamesTmLd Picture Tools-e51 Format fluiLesiled Adjust LIGHUTN6L 2 e
Remove Background etetLieng C&ijey G&LILIG|LD.
3. uLGSletr Slememer CHemeUWITET ey FHOFILG Qsman® HCs Picture
Tools-so1 Format fliuesfed yHgns Cememrmdlulernen Close 616s1m LIGSIUT6L
2 _ermerr Keep Changes éT6oLen g C&ij6y CFiuie]Lb.
DO Q @ v

Mark Areas| Mark Areas Delete | Discard All Keep
to Keep |to Remove Mark Changes Changes

Refine Close

gHeaGeu mWHCITemTUL g UHeL QAFHTGSHG UPMHISLLIL BETOT LILMHhSmern
(ClipArt) § 561608 (e & HenL G MeULILGMD (S
1. Insert fliuesiled llustrations eTearm LGSUN6L 2 6o ClipArt 6T60TMD LIL L 60607

(WS HaLD.
ﬁ

BE )
algo 1 22 il =
Picture Clip Shapes SmartArt Chart Screenshot

_.I],'rt - -

Hlustrations
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2. 21 Geor v Umd GCameoimid Task Pane-60 B&HEG GCHemeaiuimen
UL RI&sner G&lj6) Q&I C&TETemevLD.

3. Search for: et60Im ULGHUNDL BOSGG CHMeULILBL UL SHHMSTeE
umjHemgWilenen QamHGS Go LILL 606 Si(LpSGH6LD.

4. UligwedLtulGerem UL MS6MN6D 618 CHmeuUGIT ihd UL GHHeT GLoeL
Click Q&g 2 L Gevr UL Lomeng) OEUM(LRG| BTD SWITT QFWIG) e GleTer
556UV G EHSHH ML G uhH N GLD.

Search for:

Computer

Results should be:

_ = Al media types
All media file types - Tlustrations

[¥] Indude Office.com content Photographs
Videos %
b Audio

Results should be: ¢16ttm

UGSHUN6L LILRISENT, €260,
@60/epeil  STLEGeT, 6T60I6)
Coemeu  ctetTLGEM6TT  CHiT6Y

QaILg QameTaTeomLD.

Insert L}

Lopy
Delete from Clip Organizer

Copy to Collection...

e X w

Move to Collection

i Edit Keywords...

&) Find more at Office. com Preview/Properties

B Hints for finding images



Microsoft Office 2010

~ 37 ~

ICHCUTL UL GHl6tT SiBHAHL Camearmid SLp CHTEHHII SDLS GMlenul
3PS5 UG Cognianed 2 emem Preview/Properties eTeitLIGenest Gaey G&FWIGHTeL
UL $&ene QUIISTEHS LIMTSHSIS Qsmemaneld DHMID g6 eNLfhiSenen SIMhEI
Q&TeTeneLDd (Lplg ULD.

- Name: j0285750,wmf
= Type: Windows Metafile
s | Resolution: 264 (w) x 162 (h) pixels
Size: 38KB
Created: 9/15/1999 3:45:46 PM
Orientation: Landscape
Open with:
Keywords:
A
mﬂrinpuhng
offces
Inzert
= technology
.
53 Copy
X Delete from Clip Organizer
- .
7y Copyte Collection...
5% R A ~ +
3 Moveto Collection... — I
Provided by:
I < Previous Refresh Mext > Edit Keywords. .
Edit Keywords...
Paths
- 1 File: C:\Program Files\Microsoft Office \MEDIA\CAGCAT 10'j0285750,wmf
P revi EH"IP FDFI'EI"tI =2 I Catalog: C:\Program Files\Microsoft Office MEDIAYCAGCAT 10\CAGCAT 10, MMW
|

= |
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UL Geum| aulg Ui men GaruilaflanL G C&j5 s
* HHAULSGERSHEG CUTHSHSHLOMET  6UIgEURIGEDET 2 eTellencuoss  Insert

fluuesfev Illustrations eT6dTm UGEHUNEDL 2 6item Shapes 6T6iTM LIL L 6m60T

SI(DSHSALD.

Shapes

Recently Used Shapes
EHESNSNOOOALLm
I T AN

Lines
NNSNTLL T ARG 4
Rectangles

(o] (o) [y (i Ll [y [ (] (]

Basic Shapes
EEOANTASOOO®
@@GCOJAr L oo g
HO0@AHEVXG (D
NSRS

Block Arrows

DA TRTHFLPRI T
€ dunoD DRIl
A

Equation Shapes

=R ==A

Flowchart
OC0<JO0LTeCcay
CNCONXD X 6AVED
Qoo

Stars and Banners

Sl A S SN ROFDE LR DL E
o T 0 B0 [T ORIy

Callouts
QO OO AtATdn A0 A0
fi ADAD dO

4; Mew Drawing Canvas
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ShG GComermid ueLGaIm  algaIkiGaled  B&G CHemeulmen
allq6UG5 Hlenest CHT6Y Q&G CSTETaTEVTLD.

QeualqamsEsE UG HpLubshssmer e&TEUUSMHES, HTLD
u_$SHm@  Special Effects QarGUUINSTE CLOHOSTEIL ol
WME&MNGIL QGHMHEGLD NETUMMELD.

gCHMID @(p allgeudHms Coie| Q&g Qsmerearayw. Drawing Tools
Queniened Format Mliuefed Shape Style 6T60im UGHUND HLOEES
Caemeuwimereumenm CHijey Q&G C&TeTameVTLD.

FY

T Ty T Ty T Ty T Ty T Ty

000000
0000 dJ

..
an.
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e Qeualgeaugdleo Caim Hmsems Qanean(h Hllasn@. allgaiseng Double
Click Q&wigeyL 6o eu(pD Drawing Tools Qoggiened Format flliuesfled Shape
Styles 61681 LIGENUTI6L 2_eiTarm Shape Fill 6T68TM LILL6W60T S(LDSHSLD.

e algeusHmg G&mmlujerenr CHTLLgemes] TOHMIISNHEG Shape Outline 6T65TM
UL L en6or CHiT6Y Q&ILIe]LD.

e @eualgeusemg wrHmMall B GCeumi allgaisams C&meu(h 1 Change Shape

616010 LIL_L_6m63T C&IJ6 QFiuia]Lp.

v
iy Shape Fill =
L shape Dutline ~<

__'_JJ Change Shape ~«

o Shape Fill 61601 UL 60601 SY(PSHHWL 68T GCHTAIMILD CLogniaTiey 2 erter
gGCHID Himeng CHia] Q&g BIUNSQSTeTaTeOmLD.

Theme Colors

QU ISENGET TCHDID @B
UL g &lemest Qamesor(hy HiyLL

Standard Colors
[ J EEEER
Mo Fill
2 Maore Fill Colorss
|8 Picture...
D Gradient 4
E Texture 4

Pattern...
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o Shape Fill 61601 UL L emed Si(pdSliayLeor CHTarmId Cogiefed Gradient
TeaTLIGH 60 CHI6) QFUIG| TS HeuemaldHane GalciGCaim| SlengserileL

HIUNSQSTETETeOMLD.

Mo Gradient

Light Variations

FEN

Dark WVariations

-

Mare Gradients...

- Shape Fill 61601 UL 6m6uT Si(pSHHIa|L 6T CHMTMID CLogniafied Texures
s160TLIG M6 GHIT6Y QFIG| Texures-83 Q&T6HOIH HIFLILNG C&TeTaTeVMLD.

53 ) More Textures...
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« Shape Fill 61610 LILL 6m6vT Si(pSHlweL 6 GCHTeaTmID Cogniealied Pattern
sTeoTLGEm6T CHTe| QFILG QRG QFTGSHSH meussLLL (hetem M Hm
6)lq 6UMIGED 6T Q& Tevur(h HITULNG CST6ITaTevITLD.

Fill Effects "

| Horizontal brick |
Foreground: Background:

I - | =

Rotate fill effect with shape
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e algausbHmG Netlm HLped QasTRULSDGS, allgaideng Double Click Qg il
eu(bLd Drawing Tools Qoggienesr Format rflliLieled Shadow Effects 6T1631m

LUGSuTevL 2 emem Shadow Effects 6T60Tm LIL_L_6m6t1 Gy QFUILIGLD.

t

| Y Nedrym HLpediedr
+ +
gpfzcclé»\: : Hengenl LOMmHM
I:} Shadow Effects

Mo Sk‘.?dnw Effect

Drop Shadow

SMDCILS &LOUULL L Jer

Perspective Shadow

Additional Shadow Styles

& shadow Color / Aetrym HiLpedledr

6UGHT600ISH6MG LDMMHM
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* QlgeuSHHG (WUUFLsT L6TLeL&HmS Q&T(HES allgeudheng Double Click
Qg eu(pLd Drawing Tools Quogniessr Format fluiLesile 3D-Effects 61651m
LGSuTleL 2 e 3-D Effects 6T601m LILL_6m6tT CHij6) CFUILIGLD.

Mo 3-D Eﬂe&

STINQL &

) 0O opt
‘ { _ 0 3t
7 72pt
7 144 pt.
L (7 288 ol
= /E v A S
| o = Q08 | 0Dy
Rotate in Perspective L O a4 & H[?"J i
£ - =l ol = = 5 B Eright
[[1 r]] [[‘] ['JJ D?I}SPD E ) MNormal
i . _ _ Perspective _
," \\ [ J &a Paralel @ Dim
.F._.f[,»-] ['a]'_.j L'-"-..f_‘?_aJ L:.i’..'.f"'\'l
< 3-D Color g
<% Depth d (1] Matte
;I_? Direction ' ) Plastic
Lighting g @ Metal
()| Surface ' > {7 Wire Frame
\4

Wuuflreng et MNestlew HM&HmS LOTMHM
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@elalg s Hed MMHMRIGmeT GFw ellqeusemnd Double Click Q&
U@L Drawing Tools Quognienled Format rluuesiled Insert Shapes 61651
LUGSuTeL 2 6o Edit Shape 1601 UL Lemenr CHiey QFIWIe|D i@ Edit

Points eTeTLIGEm60T CHIT6Y CIFUILIGYLD.

"< Edit Shape =
__"r' Change Shape 4
1< Edit Points

Qg eUSHMG6T 6T(LPSHGISTmaT Type CQFLIW aligaugdenest Coie| QFig)
CILOaTENOI6L 616V LILL 6M6TT S(LPSSHOLD SRIG CHTTMILD Clogniansd Add

Text e165TLIGH 6M63T CHIT6Y CFUILIOLD.

Qg QUMRIGENET 6MLLI C&FWIGl6iTen R6TMISE GmUL L
55ULSELEHMLCIL meuLILSMH S QUG EIMIGENET RETDNTE D6N6TISHS
7 Ll ina Foma ~ |= Alic -
B Hj 47 Bring Forward = Align ;J -
LA Send Backward ~ % Group =
Position Wrap - — -
- Text v Sl Rotate - | *9* -

Arrange Size

NetT60TITEL  LDEMDIHGI6TTEN (LP6OTETTITEL 2_6TT6NT 61q.6)MI& el 63T
611G UGN (LPEITETTTEL 61q 6U56MG LI6DT6TTITEL Slenened LDIMHM
Qaren(h U(bHUSNHS Qaren@® Q&eLev
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SHemguileb CHTETMILD HTLE&mer LG s UL LTS C&TULIH G el
Q& mevor(h 6y (Screen Shot)
SeNUQUTM Slempuiled CHmeTMID ST Hufer JCHMID €(H LGSuNeneot
CamUNmMGe6T SiLiuig Gwl UL Lo Q1smesor(h 61y
1. Insert fluuesled Illustrations eT6sTm LGEUN6L 2 61erm Screen shot eT6dTm

ULL 6mer  Si(pds GCamermid Clogiefied  Screen  Clippings-g3  GCaiey

[+
Screenshot

st Screen Clipping

QEWIwe]Lb.

2. 2L Geol WLRISOMGL SHengulleslled [H&ESG CHemeuwimer LiGSHemnwl
CGloemerdled QL g LIL L enes Si(psIHweumm) haIssH CoHemauime LGEHeniu
Caijey Q&g L 65T SILLGHWTeH CHTULNMGET eubgl e 'LD.

T i T [ T 11 o

e G " PAgepom [, \ 48X

J oA N S N A

A e - L = S
tled A'.l

n B =
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LI6V 611 6507 63TT 61119 61TFIS (E1HL_603T &orlg WLl 6T(LDSH SIS 6 (WordArt)
FO&HEGE!  LIGLEUGTIINIMISAND  algaImSGSUILULL  6T(PSSHI([HSSHman

(WordArt) Ga&mLUNgnlen G&ij&&
1. Insert fliuesfled Text eteorm LGSuUN6L 2 6mermr Word Art 6161 LIL_L 60601

Sl(PHFHELD. ‘ﬁ

I>) b |

> B

2. SIRG GHTETMILD UL 1quiedled Smeuilil(Rd 61(pSHG aligaumisemear Ggijey
QEWwe]Lb.
3. Um@ Camermitb Your text here e160im eurdHuwislement SIS N (H

BLOG&E CHEMmEUUITE UMTSH NS HM6N MG CEFJHSISH CQSTETaTeLD.

- P —

©
c
]
§
-
®
@
___(F_)__
@
3
=
@
(@
=
(@
©
3
c
-
[
@
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1. e1psgIssafen HimgSene LoIHM 2 (Heurd&ljerar Word Art Text-@ Ca ey
QFIHe|L 60T UHSTS CHmearmid Drawing Tools Gogniened Format lLiLissfled
Word Art Style Ligglufieb Text Fill 616510 LIL L6063 (LSS LD.

(A frext Fin |

B Automatic

Theme Colors

Standard Colors
HE EEEEN
Mo Fill

18 More Fill Colors...
D Gradient >

2. epdgIsseilenr  Qeuafiuym  (Outline) HimgHenesr wMOM®  UHSTSH
Ggmearmiujeitem Drawing Tools Quoggiensb Format flluesfied Word Art Style

L@&luiled Text Outline 6T68TM LILL 60637 Si(LDSHSEULD.

3. PSHISHEHHS MUY eugealemLLsemer (Special Effect) Qan@és
uHsTs Camesimiuser Drawing Tools Qoggiened Format flliuesfied Word Art

Style u@guied Text Effects 616010 LIL L 6060 SI(LPSSHEULD. [ et Eifects |

Shadow 3

Reflection  *

C@ MTECH CONMIPUTERS /i e

U . LA U

/Y Bevel 4
A

A% 3-D Rotation »

4% Transform 2
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4. 2 (meursLuL (Reenm Word Art-m@ Geuml allgalimisener (Shape) CQ&T(H &S

&

uHsTs Camesimluser Drawing Tools Qoggiaieb Format flliuesfied Word Art

Style u@glunev Text Effects e1651m LI L 60681 Si(LDSHS6LD S Transform-g

Caijey QFuweyL.
Text Effects -
Shadow 4

Reflection .4
Glow 4

/' Bevel 4
A

A\ 3-D Rotation »
a1

ém Transform L4

Nao Transform
abede
Follow Path
d
?c d {*; o T o:n
: N L
cde TR

Warp

abcde abcde  abcde
abcde ahbede 02
oy e
[1-3 (4] C Fﬁ}? ‘
ahg de al:ll;. de adeE

n ot

abgde

g3

A0
abwe
e ¥

ahede

. 6“ “ &g r!-b!'d'! I%;cf#@“.cde abcde
\9® Y,

ahcde

| abcde

abcde abcde

abcde
dbcde ﬂthE

Dine
Q’de
‘r‘ o

abcde

abcde
abcde
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G g wmmib CHYL (Date and Time)
BULWemLW GCaminey Ceemeuwimer @LMmsaNeL SHGUTmGW! CHIFLD
HMID CHSH&emen Q&mein(h e eUSMNS
1. Insert fliueefled Text eT6tTm LIGEHUNEL 2 it Date & Time 6T60TM LIL L 6m60T

SI(DSHSALD.

& A "4 1-'-‘\':‘; Signature Line -
5], Date & Time
Japanese  Text Quick WordArt Droj —_—

Greetings - Box~ Parts~= - Cap - '§d Object ~
[ Text [

2. Date and Time eNeorGLTe16L HLOSHE CHEMEUWITET HHeMLOLILNGL 2 616 CHE)
HMID Chy&Slemest CHIHCSHSHHIS CQSTETETeLLD.

r '

Available formats: Language:

3/2011 - Endglish {.5.)
SEUerav. January 08, 2011

January 8, 2011 Calendar type:
2011-01-08 Western [~]

3 January 2011
January 11

Jan-11

1/8/2011 5:43 PM
1/8/2011 5:43: 14 PM
5:43 PM

5:43:14PM

17:43

17:43:14

[ use full width characters
= | [[] Uupdate automatically

o] (o

Saturday, January 08, 2011
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3. @elQeumr@® BIEHL CemUNemer HMEGL  QUITPSID, SIRIG HID
Canggleren CuHh semmsGeu WMM& Gameren Geusm(hClnesiled Update
Automatically eTetrugemenr Ggiey Q&g M@ Ok ULLMeT (PSS
Geusir(BLd. epeuQeum ([ Br@pLd CHTULmET SMSGSLD CUMT(LPSHILD Si6sTemmLL

G586 menmd LMMIUN(HLILIENS STEIT6VITLD.

&6eilg FLoeTUT(h SHemer CHmLLTeL CHFTLILSHM (G
o SN FerUT(h&emer [P GCeTUNgmIeT GCHFJUUSHEG Insert
fliuesiled Symbols 61601 LGHUNL 2 6iterm  Equation 61631 LI L 6mr60T
SI(DSHSQLD.
e 2| Ger CameamId &HewNG &FTUTHSENGT UMSHaNEO(HHE JCHEWILD
epeolement CHi6 CFILIG| CSTETaTEVLD.

Built-In &

Area of Circle

A=mrt

Binomial Theorem

n

(x+a)"= Z (kaa”'k
k=0

Expansion of a Sum

nx  nln—1)x2
(I+0r=1+7+ ( 2|) +o

Fourier Series

oz

nnx nmx
flx) =ag+ Z (an cos—— + b, sin T)

n=1

TC Insert New Equation
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x% x3

x
*¥=144 47 4. _
er=1 1 2t 3! TS XS

) = +i( nnx_l_b ) nnx)
fx) =ag 1 a, cos I , Sin I
n=

o BMLOMEGCeu UHW Fwetum(H&Hemne SWMHSIS Qsmereusm@ Equation
List-651 &emL& S uGSued 2 emenr Insert New Equation-gg Csijey
QEwweyLb.

T EEEFMMEOERCERPERIFEERNEN,. 5 e*ix [ & O e g jm A 3]
Equztian e Homi E B IEI IEI - Frac'tion Scrvipt Rad'\ca\ Intevgra\ Op\.:’,r'agtewv Bra'(ket Funfhon A(c'ent L\Tti)tgafd Ope‘vator Ma'tr\x

Tools Symbals Structures

o Equation-ma&ns UHsmes CamsimulpesEL  Fllueed(Gbhg BbL&S
Cyemeuwwimen L&l equation-&enem 2_(h6UTSHEH Q&TeTenevLD.

. —b+Vb2-4ac

GMui@ &eit (Symbols)
1. pepoLw CaminNgier &Cumjige oL &sme LLCuM GMUIGsemen
Ceuugm@ Insert flliuesiled Symbols eTetim LIG&uUTeL 2 6o Symbol e1651m

UL L 6060 S(LpSGLD.
Q Shortcut keys
L Common Symbols
) ™ (Trademark) AltCtrl T
BOE A& K o (Copyright) Alt Cirl C
# & T & ® (Registered) Alt CtrI R
A VY T B a .
Use Num Lock ON and NumPad for the following
€ L I wwm M Y (half) Alt 171
) More Symbols... Y4 (quarter) Alt 172
— + (division) Alt 246
° (degrees) Alt 248
* (small bullet) Alt 249
2 (power of 2) Alt 253
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2. 9Ig58lq LILTLGSSID GOUWIES6T STermaGeu LI 1q.uiedlL LILL 1q.(h&ESLD.

3. wHW GOWGsSmeT &meEILGDHEG More Symbols. eTeTUGED6ET CHITeY
QEwe]|Lb.

4. 9|&Hev Font 61601 &HMOGCUT UTEH6L 2 6o Font-&6afled 66)Cl6UTETMTS

i umissH feylster CHemeuwimet GOUILlqemner CHiey C&UIG)
C&mevon(h Insert LILL 6060 SI(LDSHSH6YLD.

rS]ulml:u:rl . @ér
Symbols | Special Characters
Font: | Wingdings El
L7 a0 8 | B o HEels el
— 2 Elglrl|R|es . — | [ () P
I'_:f_;fzz = 5=~?‘_’§Q~=EE\/UE Lﬂ' 04332 260062
s dRjole == d P 1DI0|06167 2 |F 9443301258
|5 & |5 | T |7 ¢ % | 2|CG|e 28V Y. =
Recently used symbaols:
B2 Q& L|x#H® T|=| AV °|®lal€
Wingdings: 32 Character code: |32 from: | Symbol (decimal) El
IﬁutoCorrect... I [Shortcutﬁey... I Shortout key:
|
| Insert ]I Cancel IIJ

Header & Footer

B SWMSGL CaHMIY SHS USSRIGMmeT QSTEILSTEH @([HHGSLD
CQUTG euClaUT(, USSHHVID HmeoLll CsM(R&s Gelstuquig Heu&uwid.
SIHMG Insert fliuefled Header & Footer eT6tim LGSUN6L 2 6o Header eT6Tm

LULL 606sT Si(pHFHeYLD. SIMIG GCHTOIMID  HMeLLILNMETET  6lig MLOLILS6rI60

gCHMILD spet16mm CHIT6Y CQFIIG| CISTETErneyLD.
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jgﬂ | A] E) 4 A= 2

Ea
Header| Footer Page Japa_nese Text Quick WordArt E op "
- - Number~ | Greetings~ Box~ Paris~ - Cap 9 C
Built-In =
| Blank |
Ty ) 3

| Blank (Three Columns)

[Ty et [ vesr] T ]

| Alphabet

|'|'}'|u: th: ahocarment I:ir]t'|

Annual €6UQUT(H LISSE Sl6tT

GLaID 6UF&Falg Ll

[Type the docoment title] | [Wear] Footer u@@

{ Austere (Even Page)

IE’HLDQLE: 3L eumsaiero eroLly QFeoTL
&G G, smLILTmD - 621 306
www.manaparai.in www.comtechonnet.com
04332-260062 /9443301258

W R TP THIE DHCUMEST TITLE]

. COMTECH - Computer Technology
Enable Content Updates from Office.com...

w6l GMDGLE Seumseo eoln Gy asp  Quurfsd
j Edit Header QETLRSILLLE.  LamLuTamuld  (PEATIPEANS  semUELTTISL
SMLSIUGEALE  Bog BOOETONGD.  WEIUTED  WHMID A5
SMmIcUL LM Tuseasd SafiiGEuT EALAILGET & EaniL FOUGESILD
GEésseILen  wemiumeam  mefled (WS SEALQUTM  Hmieusmors
spuTaTE.  7E  USed QU mom  ADSlETOmEEl  gen
LEETEEEETE Ganhs slLamsdHa Lindama yeNse uESms)
Gugh s@fiOufl effuenan Wfley womh wwel B&8 s Qs
Nflenauh Qaram(aansL

{ =% Bemove Header

. . . . . LML & 6T

@G)JQG)'"T([B LIBSBS'Q)’&-)]SUT g@m + Hardware - Assembling, Networking and Troubleshooting
. »  Web designing —(Agency of web service providers).

U&Galqul Footer LGS

+ Multimedia - Image Processing, Audio/Video Editing, 30/2D Animation.

+ DTP - Desktop Publishing, flex design, seal andlogo design, screenmaking
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@ICQITH LUsSSSH6 g LILGHUNID LSS 616501 S6L60G| Himieaieord SHeor
QU Si6veLG Caiml JCHMID HHULGHET g HGSMHUILTE QHeusDE Insert
fluuefled Header & Footer 6T6oim LGHUNEDL 2 6ifem Footer 6T63TM LIL L 6m60T

(PSS LD.

3L euemever Wil geo (Table)
o I LeusmemIse SWMFLILGMH@ Insert flliuesfled Tables 6160Tm LIGHUNCL 2 6iTen

Table 616D LILL 606N SI(LPSHSHEULD. SIMIG SiLL eUeneuuiilest Siemened Gaije

Q&G Q&TeTema]LD.

Insert Page Layout References

| B 88 @ 3

Table Picture Clip Shapes 5m
- Art -

|| 6x5 Table

L0
I 3
I [
|

j Insert Table...
_/f Draw Table

L
|
|
O]
L0
L
|
L]

_@ Excel Spreadsheet

d Quick Tables d
Name Tamil English Major Allied Total
Ram 98 91 97 90 376
Siva 95 85 95 89 364
Gopal 23 12 46 35 116
Mohan 81 62 54 68 265
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o Insert flluesfled Tables e6o1m LGEHuUN6L 2 6ierr Table 6T60TM UL L 60637

Sl(PsHsHaLd SImI@ Insert Table-@ GCayey QFILIGI sTHFHemerr Row Lommid Column

6T160TLIEN G QSN &H&EVMLD.

-

Insert Table

Table size
Mumber of columns:
Mumber of rows:
AutoFit behavior

@ Fixed column width:

Auto

1 AutoFit to contents 1
|

1 AutoFit to window

N N

Il [7] Remember dimensions for new tables ||

| | |

oK ] | Cancel
L -~
Sl6L6LG)

e Draw Table-y GCgijey Qauleuger cpeold BTG

SIL_L QU0 6wisni eUenIhH& | CSTeTaneumLD.

B&G CHemewlmen

6uiflén & 6T 6vor Qum e allemev

3l6m6y

Qs aflenev
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Sl6L6LG)
o MGGy Microsoft Word-6b 2 eten  9iL_Leuemesnr LOMEHf&6Me0l(HH &
BL&G CHemeuITen S L euenemisnll Caije CFLg G&merer Quick Tables...

6T60TLIG 60607 GG IT6Y Q& LILIE|LD.

; F s
MAY
M I W T I 5 b
1 2 3 ° 5 fi
7 b 9 i 11 12 13
14 15 s 17 18 19 20
21 22 23 24 25 26 27
Calendar 3
December
BHi M Ve el 1T Iri Sl
I N N I 1
a1 11l al al <1 71 al
Calendar 4
Double Table
The Gireek alphalbet
Laetter mama: 2 N T
Alpte A a i N ¥
Bty B I Xi B §
Cianmns r ¥ Chnnerem [1] ]
[hedia A & (2] n "
Epsilom E £ Rl Id Fil
Hem T i Higma E I
Matrix
Ciry o Town Pt A Poin B Painr £ Poinr T3 Poin E .

—A
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SILL euememnuilest SiemlolienLl MM UHSTE Camermdiujernar Table Tools
QugnieaNied Design Hluuesiled Table Styles e1601m UGHUNN(BHEH C&HemeuITest

SIL_L 66060 SIemLDLILI&HEM 6T C&ITHCISH(H GGG CSTETaneumLD.

Table Styles
SlLLauememuuilesr  GOIUILL  uGHullemerr  PLILUSNHG  UHSTH
Gomearmiwjeiter Table Tools Qugniened Design flliuefled Draw Borders 6T6sim

LGEwilgerrer Eraser 616310 LIL_ L 6M60T Si(LDSHS6LD.

Eraser- Cgje| Q&g M@ SiLLeusmeuuiled BTd iH&Hs Geuevorlg. il
LGHsemen Caije| QFILISTC SINHGONHLD.

¥ pt - :Jj —“’T

Draw | Eraser
o Pen Color ™ Taple

Draw Borders
Sl L auememuruiled Column, Row, Cell nmmiid Table-& PILSHG LUHSTSH
Ggmearmiujeiter Table Tools Qogmiened Layout flliuesfed smeviL(hd Delete 61661m

UL L 6060 S|(LpSGHLD.

ﬂ

Delete

Delete Cells...

Delete Columns

Delete Rows

B W %Y

Delete Table
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Sl Lauememuiled L& m& Column, Row, Cell wmmib Table CEFLILSMEGS
LUHsTs CHmermiwleter Table Tools QsniaNed Layout fluiuesiled smewrliLi(hd Rows

& Columns L@&UNgIeTar G&emeULITET LIL L 606 (PSS eLD.

Gaijey Qauiglerer aflenss@ &L
LUGSHUNeL €(h Row CFI&ES

A iﬁ‘:\a—&ﬂﬁ

7
Delete Insert Insert Insert Insert

Caiyey Qeuigeter euflenss@ GLoed
UGSHuUNeL € Row C&J&S

> Above Below Left Right
Rows & Columns
Cyey QFuigierar Column- Csifey QsigETaT Column-
5 L& u@Huied < A .
5606 @15l UGHID 2@ $HHG s LGS
Column G&&s ..
s, Column G&ij&8s

Sl Lalenemiuiled @ueni(h SLLMGHemeT e6imnd C&FJ&ES LMHMID (1
SLLGHenerr Queoig Nf&Es LHsre: CHmermhiuleten Table Tools GLogmiened
Layout fliiuiesed smeeriiLBid Merge U@GSUNed G&HemeuUITeT LIL L 6060T Si(LPSHSHLD.

SIL_L 6606001 II6D == |==ss —:

Areni(h SL_L MmIGenern Merge Split  Split
Cells  Cells Table

6IMNs C&I&HS =

@ &L §Sen6un @(h I L 66m6uulenLL

@QueoiLmg Nf&s @QueoiLs LNfl&s
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Name Qualification _Cxperience Period
Rajesh Manager 01-06-2000 | - Till Date —
Muthukumar Engineer 01-06-2001 | - Till Date —
Kavariman Administrator 01-04-2003 | - Till Date —

Sl L euemeuuiuiled Row SismenidGId &FLOWMen 2 wifgHed womid Column
SIMETHGHILD 62CT HLGHHL Q(HSGLOMTM SMD&ES LHGTSH CHmermluleren Table
Tools Quognieied Layout flliuesiled smewriiu@id Cell Size u@gluied Distribute Rows
womiLd Distribute Columns eT6sTm LI L 637160 G&6emeULLITeDT LIL_L 6060 Si(L)SS6YLD.

[ . " o
J 2]l Height: * || BF pistribute Rows

AutoFit | = width: + || 5 Distribute Columns

Cell 5ize
SiLLalemeniuiled (S GISaHane  Alignment  Lopmid  HenFemwl
LrHNIUSHES UHSTE Camemiujetenr Table Tools GogniaNed Layout HlLiLiesied

smeurLLBD Alignment LUGEUN6DL CFHeneWIT6IT LIL L 6068T Si(LpS S LD.

_—

SEE A= J

== 5 Text Cell
e e
= g ﬁ Direction Margins
Alignme

A
FlenFamiL
Lo
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Experience Period

Name Qualification = o

I +
Rajesh Manager 01-06-2000 | - Till Date —
Muthukumar Engineer 01-06-2001 | - Till Date —
Kavariman Administrator 01-04-2003 | - Till Date —

SIL_L 6U6m6mTUIleL 2_6T6 §&H6U60&HM6NT eUflengLiLly SIHEGUSDHEG UHSHTS
Gomeormiwjeitem  Table Tools Gogmiedled Layout Mliuesiled smewriu@d Data

UGEUI6L; Sort LI L 60607 S(LDSHSELD.

A £ :

7 = X

Sort Convert Formula
to Text

Data /D
SILLUmILLUESHSLULULL. HEEUL S NG  HHEUCLSETE

LMHNIUSHES UHSTE Camsiimiuleten Table Topls Qgnieafied Layout Mlliesied

smeiLLI(RLb Data U@&lutleb Convert to Text LILL ¢nesl Si(LpSSeLD.

SILLUmG@IUNeL 2 6Tem & BeMed gCHMID HaNSHS([HGH6T  CFIwl
uHsTs ComesrHlemen Table Tools QsniaNev Layout fliiefed smewiliL@Ld Data

UG@SuTevL Formula eT6sTm LI L6063 Si(LpSSeLD.
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-

Formula - - ["'E'] &]1
Formula:
=SUM{LEFT)
Mumber format:
| =]
Paste function: Paste bookmark:
MoD -
ELEET | ok || canca |||
ROUMD
SIGN =3
SLIM
TRLUE sl
Name Tamil English Major Allied Total
Ram 98 91 97 90 376
Siva 95 85 95 89 364
Mohan 81 62 54 68 265
U&556m5 LS s 60

SHAUM(pGIETT LSSSMS QUeoiind Nfl&Es evevg Caiey QFwiglemen
5500EMN SI(HEHS USESHDG QoM Q&evev Insert flluefled Pages

LUG&HuNev 2 et Page Break- Caijey QFIwIeLD.

Cover EBlank Page
Page~ Page Break

P 5

SHAUT(LDSIETHT L&SSGILL 63T 62(h LS LSSSmG &6 Insert fliiieefled Pages
LGS udeL 2_erfer Blank Page-&3 Cgijey Q&iwia]Lb.

SHOUMTPS SWMHEHSIETEN §HULEERHS GO SILenl SWMfléss Insert

fliiuesled Pages LG&HuNev 2 et Cover Page-&3 GC&lj6y Q&iwia]Ld.
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5501608 EHSEG QenerLil QsmThEHHe0 (Hyper Link)

BT Swfggleren  GCaTUNgETeT  §&H6U0IT  QNETSHEMIGET
Sleevg 2 GnrauhiseT Goum gCHmID  CHTUNGLT  SlLevg)
QeSS HGeom QBHHTL — Seumemnm QMG — @eneuurLiy
QarUusmE& @Qbs emamu] e0hé eusSllmerg LeTUGSDE.
@eneuorLiy QeET(Hh&S QUMM & 60 & LLITETI )| oa1 G T Him& Hlev
SlgHCHMGL LUl g (h&H@GLD. Clemsmery  oihg QL GHL Q&menh
QELQIDAUT(PS QemerliNmsmer (Lp&eufl GCEHmermid, EGUMQ 6L
Ctrl &sowl Mg &GS CQHTEICL (SIMIG MG GUTEHTM  SI6TLUITELD
CamemiLd) - Cloeterv UL emeT Si(psHlenmed 2 L Geor HHDEGS
QaT(RSSILULL. QeneiLiLmerdl HMéHELILELD.

?:_?_,_, Hyperlink
A Bookmark

'] Cross-reference

Links

1. @emewitiy Q&TEHSSUUL Ceusiurig ! 6UMTHmGUNEM6TT (L &6eOl6L
Caljey Q&wIwie|LD.

2. Insert MflluUesfled Links U@GHUN6L 2 emem Hyperlink  6T6TLIENS
Caljey Q&wIwie|LD.

3. SIRIG CHmermIDd Insert Hyperlink 67601 eI6GGLTaI6L Address
6T6TLIGIL @ eM6UITLILNMSITETT SIL_[Jenerv QSM(H&HSH6LD.

4. Ok LLL 606N Si(PSHSHeLD.
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5 @eneniiemu e  HHs  Qemewily  QEST(HSSUILLL
UMIHmGUN6H L5G QLOeT&e 6uevGl LI L 66t Si(LPSHG6LD.
6. 9mEG GCoHmaMIDd CaIaNed Remove Hyperlink 6T6OTLIEN G

Calje QFwIwie|LD.

SMDCLS SLUULL LY

r]nsert Hyperlink o “ - M1

Link to: Text to display: STDCL&
Look in: . Microsoft Office 2010 Completed EI
Existing File or
Web Page ] ~$crosoft Office 2010 Tamil Bookmark...
i — ?:Horlé?a’:t ] Microsoft Office 2010 Tamil
¢ Microsoft Office 2010 Tamil
Place in This ] Microsoft Office 2010 Wrapper
| Document Browsed
Pages
|
Create New Recent
Document Files
i
Address: http: ffwww . comtechonnet, com E
E-mail Address

ST & 5mﬂ5LLﬂ
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Camuysemer HEH(H H6L Printing Documents

1. (W&edleL CHMEUIITEI &&6U60&Hemer Type CFILIg Q&meTanGeuss(hLD.
2. §86ULGmeT FIflLMTES Ceusior(hHLb.

3. HHEULSHMEN 62(LPRIGURSSHIH6L Geuetar(HLd (Formatting)

4. 188 siemwlemu CaHIHESH &S0 (Page Setup)

5. 9§58 @ 6L (Print)

U&S l6mey

BT HWMHSGeTen CHMUmL 6HG Sleeyeten Gafled HFNGEHCHMLD
6T60TLIEN G (LpearearCry QgHlaN&sGeusioi(RLd. Page Layout flliuesfled Page Setup eT6oTm
UGEUIleL 2 6mem Size 61601 LILL 606 Si(PHSHEULD. SIRIG QUTBSHSHLOMET LSS
Slenallenest C&ljey CQFuiul Geous(hLb.

Insert Page Layout References Mailings Review

It O B O E S

Text Margins Orientation Size Columns __ )
Direction ~ v v v v bc Hyphenation ~

Page Setup
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Letter -
D 8.5 x11"
Legal
|:| 8.5 " x14"
Executive
D 7.25°x10.5°
Ad
8.27"x11.69"
AS :
Page Setup Dialog Box-
|:| 583" x8.27" = ~ g P g 8
7 Hm&s.
bMS K YEG
w
More Paper Sizes...
e N
Margins | Paper | Layout | Document Grid |
Paper size:
- |
Width: |8.27" B
Height: |11.69" B
Paper source \/ \
Eirst page: Qther pages: @Qbs Page Setup 6oL WIeLTS
- . A
Manual Feed Manual Feed uTsACeuGW GIJIJIJI] 3|6116Y,
Auto Select Auto Select
Margin 261T6Y LOMHMILD
Orientation S Hweumenm

GCaljey Q&g QsmeTemevmLD. /

Prewview

Apply to: |Whole document El Print Options...

&) e ]



Microsoft Office 2010 ~ 67 ~

us8 emwLiy (Orientation)

HHAULGET LSHSHHET 2 WreumsHsHed (Portrait) Si6Levg LSS ML Ig6D
(Landscape) Nfleioi. 48 Ceusur(RLOm eTeTLIGemen CHijey QFIUIG QEmeTaTevmLD.
Page Layout flliuesfléd Page Setup eT6tTm LIGSIUT6L 2 etten Orientation 6T63TM LI L 60637

SI(PHSHOLD. SIRIG QUITHSSLOMET LISS SleTallenes Gaijey CFwiwl Gelso(RLD.

Insert Page Layout References Mailings Review

It OB]5 6 s

g j Line Numbers ~
Text Margins |Orientation| Size Columns
Direction = hd - - - bii~ Hyphenation -

Portrait |
2 _UITEUT&EEI60 U(BH&mS 6UFLOMS
. i Landscape 3 . =
SIEEBUBNG grafled SIEHGUSHS

uss @enL Qeuafl

USsSMIGeMeT cepLUGSHUNL @QemLCleuell el Geuci(hld SIHME Page
Layout rfliuesNleb Page Setup 6T6oTm UGSUT6L 2 emem Margins 6T65Tm) LIL_ L 6m60T

(WSS



Microsoft Office 2010 ~ 68 ~
Insert Page Layout Feferences Mailings Review
It [00] & 5 ) g
H =) £3 Line Mumbers -
Text Margins| Orientation 5ize Columns )
Direction = - - - - be~ Hyphenation -
Last Custom Setting 15
Top: 1° Bottom: 1° |
Left: 1° Right: 1°
MNormal
Top: 1° Bottom: 1°
Left: 1° Right: 1°
MNarrow
Top: 0.5 Bottom: 0.5
Left: 0.5 Right: 0.5
Moderate
Top: 1 Bottom: 1°
Left: 0.75° Right: 0.75°
Wide
Top: 1° Bottom: 1°
Left: 2 Right: 27
~ Mirrored
Top: 1 Bottom: 1°
Inside: 1.25° Outside:1”
Office 2003 Default
Top: 1" Bottom: 1°
Left: 1.25° Right: 1.25°
Custom Margins... |
SIFE(HLD (LPEITUITIT6m 6

HHULEMET HFHHUSDHG (LP6T FHMaTleL 6TeUUTM HFFTGLD 6T6TLIMNS
Weidal lgCw UTTES QsHH&E Qsmerer View fliussiled Document Views e16Tm

L@SuTeL 2_ermar Print Layout 6T68Tm LI L 60681 Si(LHSSELD.

Print |Full Screen Web  Outline  Draft

Layout | Reading Layout
Document Views




Microsoft Office 2010

3F8 (B H6L

~ 69 ~

CaMULNeL 2 66 H&HeULGHMeT FH(HUSNG File QgmIONHE@ CFem)

Print-gg Caiey Q&We D Siebeg Control Seoww|d P Seouwlwd 6T

(PSS LD.
Print
\J;,,h Copies: |1
Print
Printer

/ HP P5C 1500 series

% Ready

Settings
. L Print All Pages
1 Print the entire document

Pages:

J Print One Sided
| Only print on one side of the page

Collated
u |Jl 23 123

Ad
8.27" x11.69"

Mermal Margins
—i Left: 1" Right 1"

J 1 Page Per Sheet

Y

-

Printer Properties

Page Setup

el T&HGHem60r Copy 6T6TLIEMS

QgNeNiLsHES

6h& LNiflevorLifled
SIFEHLCoueioi(p QL6TLIEN S
GafleNiLsHE

HAFHE LISSHMIGET
Nfleior. ou86 Geustor(Hd
cTstiueng Qgflanss
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*  (PGEV6L 615 56m6aT Copy 6T6ITLIM G GG FleN&SH6LD.

e Printer UG&HUN6L 61HG LNFlHOTLfl6L HNFEL Coues(HCLD6ITLIEN S
Qg fleN&&aLD.

e Printer Properties-g3 Gy Q&g LNfl6vuTL (1 &mear Properties-&erfled
LOTDHMMHIGET QFUIGH] CIGTETETEVTLD.

e Settings 61601 LIGSUTN6L Print All Pages steotLeng Caijey CQFILISHTEL 6THGSHH S

LSS MIS6I LNfl6ToTL 94,8 Ceueiu(HLD 6T60TLIENS FaMEVITLD.
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Print
5‘ Copies: 1 s
Print
Printer i

;. ;HP P3C 1500 series

% Ready ”

Printer Properties

Document Properties

Table of properties and values
List of Markup

List of markup only

Settings
‘ j Print All Pages .
E Print the entire document
Document ~N
1 Print All Pages / 6T6LEVN LIGGMRISENETILLD
j Print the entire document L 2EOBUSNHS
J
H SOAUTPS Hevyuiled
Print Current Page CameTmIH6TD LISEHSHMS
Only print the current page SFORUBDGS
J
Print Custom Range
]J'ﬂ Enter specific pages or sections to print e HOBHS LUSSHIGHET )
& &1L Ceuevor(HQLD6DT
Document Properties 2 ® o
Qsflanss )

Styles

List of styles used in document . . R ., )
@MEmMLILIEHL. LI&HS 6T6u0T

AutoText Entries a R L.

List of AutoText available GMEVIIL LIS SMRISEn6T

Key Assignments LLGL AEHGUSDEGS

List of customized shortcut keys J

v | Print Markup

Only Print Odd Pages QULL LML L&s ere

Q&MU LIS SHIGHEM6T

\ LG HEOGUSHS

Only Print Even Pages
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e Print All Pages — 6T6LELIT LSS MISEMeTW|LD LNFl6ToTL 61(H&&

e Print Current Page — SHEUT(LG| LMFeneuuilgemen
USSS6m L (HLD N6 61(h5S

e Print Custom Range — BT GOIINGLD €2(1h 6L LSSHRIGED 6
LW N6l (G &S

99s USESHIGET Q&ML ¢(h GCaHMULeI6TaT G&HeucLGemen @6t (h
usSUPWL Nfleril  1(h&S Geusttiqui(phgl. Nl flCeor smsomgs Qe (h
usSUPWL  Nfle  dE&GSD  uFHUNLEOTS G LDHenLUNBHSTEL (L &60l6L
@HEMDLLIENL LSS 6TeuuIanlenen Lshsmisemen LNfleanl Qam(hésea. e (hn
Nfleii o601 USERBERES 6THT LSRG HHUANDSS SHEUT(LPS)
QULenLLLenL. L&S eTenisoneitaneumenm Nl 61(h&H&60MD, SGME Print All
Pages-3 Caije| QFuww au@pld Csnieiled Only Print Odd Pages éTeiLeng Ggie
Q&wWwe|b. UsSRIGmeT H@HLUN meusHsd LNm@ Only Print Even Pages eT6Leng

Caijey QgILg N6l Q&T(H&H&e 0.

AQueni(h USSRISeNeID Nfledor. o4&, Print One Sided 6T6aIM(HHSTEL
GG CoTey QFwIGIGsTeTeaTaD. NfleLfled Gy ChrsHHed Hens
@uewi(® LUS&SUPLD LNl Y @GLD eugd (Auto Duplex) @evemev eTssTmmed Manually

Print on Both Sides sT6tTLIEn g CHT6Y GI&FUIWIO|LD.

Iy &5l GCeHemeulu@ Bio Data wHMID &lgHhGeNsT LTSI
QUUSHHSHHL m&CTETUL  Geumiiger @QMFHuNeL Qam(hSSLILL (HerTernsst
SiaunHemm LWNHAESTS LILIETU(R S H &S (LU LILP&ELD.
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TS EIU NemLp, @ev& &6l Llemp (Spelling & Grammar)

BT Microsoft Word-ev epelQeum(p eUMTHMGEMWIL|LD 6nL_L1 Q& UI%H 6L 60T
sleumenm mSGCTETIL CeumjLmeng 2 L Ceol §eoresllL LD 2 61em SFTHUI6L
(Dictionary)  &flunj&&ermg. &FHlwns  @eveomeiLmd 2L Gt b
amjgmgeamnitl  faly  BmsHed  igs  CamaLl(HalGEmE. Qevéaeuu
NemLpuNBHSTeL LFnE BN S6L Sl &CoHMg L (HheaN(HHMEI.

(S GILTemY LOMID QevsaaiLiilenpsemar Microsoft Word-60 2 emen

S1&ITSUI6L (Dictionary) 2_eientilq &ijl QFIISIL LI60 6ULHIS6IT 2_6iTereor.

1. Gamuiled 2 6T JMTHGH UMTSHMGSHEMNQID 6T(LPSHSHILLTNEDLOS6T LOMHMILD
@60 5&&6ILI LNEMLDEEIT 2_6TTE6TTeUIT 61607 FHILIMTSS HCUMJIq.60 F7 6T60TM H6ml
S(PpdHHed olebevg Review flauefled 2 eter  Proofing  L@&uied

smesurlILI(hLd Spelling & Grammar 61631 LIL_L_ 60631 C&IJ6 QFUIuIa]LD.

‘ = OLLI QEIGIETET CUTTEHMS ST,
v i

Spelling & Research Thes
Grammar

TIPS SISSHET, eUfI&ET, LISsMmISer 6o

6T6TOT600T 6N HENUIS & IT6TIT

Proofing

Mempsenen &l Q&

SRS SHIITENL LOHMID B0 &8 60 }

QUMTSHMHHMENS STEHILISDS

UMIEHMEEHEHHG QLIT(HSSLDT6TT }
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2. 2L Geor Gemeormid Spelling & Grammar efleoiGLmelled Not in Dictionary

UGHUNL  Geummerr  eUMTHMGEET SsLY  HmHHL ST L LD

SleumMNG I FHlwImes eumj&Hemn&&en Suggestions LG&uNed S LLILGLD.

3. seupmss MGGl BSHHOIL(H ANSHGSFHW FHuImeT Mg engenl

5.

Camuned C&J&HECUET(HELETMTEL &FFluimen euMTHemnGHeml Suggestions

UGHUNeL o emen eumjHemguilement Cayey CFuIGH  Change UL L ement

(PSS LD.

3IGCH auMjHms CauCPRIGLD HUMTEH @ (HHSHTEL

Geuetar(ReIearmmed Change All 616810 LIL L 6060T S(LDS

SHUMTET QUMTTHENGHenUW! MMM CeUTITL TCILOEITMITE

ULL 606  Si(PpHGed, 2L Ger  GHeummer e

SlemLwimentd Hri& L.

a@@lmum oMM

56| LD.
D Ignore  Once 6T60TM

5 mET ASULBD

-
Spelling and Grammar: English [U.S_

-5 |

Mot in Dictionary:

I will come down to the plice station to file an FIR ~ « [ _qnure Once ]
as well. N |
B [ Ignore All ]
[ Add to Dictionary ]
Suggestions:
| ElEll:E - l ghange ]
plaice E [ Change Al ]
price o
splice [ AutoCorrect ]
lice &
Dictionary language: | English (U.5.) IEI
Check grammar
‘ Options... [ Cancel
IR
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BOWeL W  Quwy wwomib o  QUWTEF QFTH&ET SSITHUN6L
@eveorggmed  Heulmen  STL(RWL, SeupMlsst HaUy HD  6PHSHILTML
SlMLWTETRIGMET  SSMM  Ignore  ULL DT J(PSHHUD. L6V
SUUTTHMGUNEN6S CQILDATENOl6T 660G LILL 63T CLOGLLD Si(LPSHSEULD SiiG Ignore

6T60TLIG 601607 GG IT6Y Q&G LD.

s1pSGIL  NewLp  eTetiugmeL AUy HMSHL g ECHMgL LU L
unjsemsuilest g Qateriied evGI UL L 606 Si(PSHSHEULD, S CHTeTMILD

UL g uledlgyleitern SI6UEUITT & 608 &G Il &rilwimeot 6UIT[T & 6018 UTN65)60T
CHIHABESaLD.
Compuer
Computer
Compeer
Compare
Compere
Composer
Ignore <[ 881 Slg&CHTL Lq 6060t }
Ignore All !3&-,@61@@@
Add to Dictionary
AutoCorrect 4
Language L4
A.f? Spelling...
Look Up 4

[, Paste Options:
=l 57 @

Additional Actions F
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JCHMID UMTHMGEHS CILIT (5SS LDIT6uT
Q&FTMH &6 (Synonym), THTEQFTMHS6I
(Antonym) OMILD  SIfHSMIGeT (Meaning)
S Hweumenm Microsoft Word-gylertern
seITHemw LWeaUGSS Qs ilHE Qsmeten

Geu6to1(H G ETMITEL

1. eumjsHengulemest Caijey (Select)
QEweyLd.

2. Mm@ &Gumijiged Shift HMILD F7 S&emen
267 CHIsHeL  Si(PSHFAD  icLevg)
Review  fluuesfled 2 eiten Proofing
UGHUNeL smerliL(BLd Thesaurus-& C&ljey
QEweLD.

3. 2L Geu a6V ) LM& &lev
SUTIHMBSGIIL  STESD.  Cam)
QUTHSSLOMETT  UTTHMGSHET  LDMHMILD

SS5HG AW 1HTEQFTLMELU|LD ST (HLD.

DN BG5S BL&S
CaemeuwmesTeUmMemm Gaijey
QEIGIGSTETETEYLD.
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Research v X
Search for:
Rich ]
Thesaurus: English (U.5.) Izl
Peack |¥ | |@ |
Infertile {Antornym) -

Unfertile (Antonym)
4 Intense (adj.)

Intense

Deep

Strong

Full

Pawerful

Vivid

Resonant

Full-bodied

Weak (Antonym)
4 Wealthy (adj.)

Wealthy

Well-off

Affluent

m

Prosperous

Loaded

Moneyed

Well-to-da

Wel-heeled

Poor (Antorym)
4 Full (adj.)

-

o Get updates to your services. ..

Q et services on Office
Marketplace

4\ Research options...
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36LEVG| UMTHMGUN6HT LG CLo6ETerledT 6UEVGI LIL L 6681 H(LDSHEHNLI6YL 66T
Gameimild  Cgmialled  Synonym  eTeoiuGement  GH6| QFULIHTOL  SIHMGS

QUTBESHSHLOMETT  UMTHMGEHENOT  LILIqUIeO(HD.  CUIm(hH & &Lomest

EUIMIT& 60 G &6

@ eLsmevGliLisaileb Synonym 61681 LIGH) CQogniaTled CHT6ITMITS).

Cut

Copy
Paste Options:

=

Font...

|
23
A

Paragraph...
EBullets
Humbering

Styles

(s VI TTIR (=

Hyperlink...
Look Up
Synonyms

Translate

&

Additional Actions F

QslUDT  THIHMET  6T(LPSHBHISSHET,
QUMTHEMSHHET, QUFl&ET LOMHMILD LI&SMISEm 6l
Type Q&WIGTGCaTD  6T6ICMT  3I6LEV G
Csel
ST(LDSHSISS6T, UMTEHMG ST, UIflSH6IT LoHMILD
L& S MIG 6N SIMbH&)
Qameneusm@ Review fliuefled 2 eimen
Proofing u@&Hulev smewrliLi(d Word Count-
o CHJe] QFiwe]D.

vV [ A o

Spelling & Research Thesaurus Word
Grammar Count

Qewglsmemeummiev 618 & 601607

9_61T6IT60T asifrgu

Proofing

powerless

incapable

impotent

inept

incompetent

not capable [Dictionary Form)
able [Antonym]

Thesaurus...
i '
Word Count S &I&J
Statistics:

Pages 61
Words 4,125

) Characters {(no spaces) 27,958
Characters (with spaces) 31,994
Paragraphs 415
Lines 1,232
Mon-Asian words 4,125 I
Asian characters, Korean words 0

I Indude textboxes, footnotes and endnotes I

gl
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Nfleoi.  e1(F&HSMeL  6TelUTM Q(HSGSGLON,  SUTCH  H&HEUCVS(ENHLD
Henguied Cometim Ceousn(H@wsiimmed View flliuefleo Document Views LG&luied
Print Layout-g3 G&ij6y Q&LIwie]LD.

> Print [Full S5creen Web  Outline Draft

Layout | Reading Layout
ocument Views

L WsHHemguiled  FHHAUDEHMPT MeudG UkLUGHG View Flluesiled
Document Views Li@aluilev Full Screen'Reading-g3 C&ijey CQFwIa]LD.

SleMeyCamed emguilev Cameoim View [fliuesfled Show 6T6tim LIGSUN6L
Ruler-g Cgij6) Q&WIWIO|LD.

| Ruler
Gridlines

Mavigation Pane
Show

Senguiled CHMETMILD H&H6ULGHEM6NT QLR HTHE LMT&HS View flliLesiled Zoom
61601 LGS UTN6L Zoom- CHijey Q&I D 166V Microsoft Word eNleurGL mexest

QLG &LD cLpeneouNed 2 eitem Zoom level-g LTMHMIS Q& TeiTeneyLb.

I ]
VoL = .ﬂTwn Pages
Zoom 100%
=| Page Width

Zoom
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Mail merge

BTD sy fluyd HimieuetsHed 2 6imen JsnemalBEHGLD @b GO L
HH6UMEL  J@ILIFNG SlHD  SUWMT]  CQFLWCeImIIgU] G LpHleme
gOUGLAUTWE G &H6UmeL BINMISHESSTET (PESUFSHEREHTS Type
Q&G SHlqeDmeT QFWNGL. SHHMSIW GLpHlenevseailed m&ECHTETLIL
Geurmijiged o emem Mail Merge eugdlullemest LWeTLU(BSHSHSE Q& TeTenevmd. [HLD
hnieeisHed  gm&emGey  LMNUFGCEUTHEDLI  (P&HEUFGHET D6 SH NS IL|LD
gGCHaMID 6p(h DataBase-60 L&l QFIIGH M6uSHH(HLCUTD UMMM BHITLD SUIMIT
QFIIG| D6USGIETEN 62(1h SHla&HSHGIL 60T Q6NEUNS G 61556M60T (LD &HEUFISH6IT 2 6lTernCHIT
SIGH G Hlg HHRIGENET HTEOITH HUIMT CFULG QHTHSGSW eusfGw Mail Merge
AGLD.

1. psedled SismILiL Ceustungll (W&aUFl&sTar QL Hmg sredwinsg el (b
QlL(h @ 51955608 L (HLD HWITT Q&S] 0615 SIS CSTeTaTa]LD.

3—-12 2010

From
Comtech Computers
Kacheri Road
Manaparai

To

Dear

We are going to celebrate our 18% annual day on April 6. You are cordially invited. Please be
present with your parents, relatives and friends

Thanking you

Yours sincerely
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2. Mailings fliueNed 2 eiten Start Mail Merge u@&HuNed smesoliL@Ld Select
Recipients 6T63TM LIL_L_ 60687 (DS S LD.

3. gm&anGeu (W&euflaet 2 atengsirmmed Use Existing List etstiueng Caijey
Qeuweyd. yHasmrs  QeNGeogmsst  (WE&eUfl&emen  SUIMTTQ&UIW

Geuetor(hQoesrmmeL Type New List 616G 6m6n1 CHiT6y QFUILIGLD.

Mailings
- = j
Start Mail Select Edit Highlight

Merge ~ |Recipients ~|Recipient List | Merge Fields
E Type Mew List...
Use Existing List...

= Select from COutlook Contacts..,

i B

Type redpient information in the table. To add more entries, dick Mew Entry.
Title vI First Mame - I Last Mame - I Company Name I Address Line 1 vI

ull |

e

[ Delete Entry ] [ Customize Columns... ]
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4. engulled GCamermid Type New Address eeoiGLmalleL gMaEHeTGeol 2 erer
Column-&efiled (Lp &Heufl&Henanr enLLi QFILIG]| CQSIT6TemeLITLD.

5 gmaenGeu 26men  Column-senm  BLOGHEG €255HI6UTOIE06M6VCIIGTMITEL
sumemm  SIPSHNNL(H UHSTE 2 (Heumss Q&TeTarend SHHS
Customize Columns ¢163Tm LIL_L_6m63t C&IJ6 GFUILIe]LD.

6. 9MG Add uLLenssr Csiyey QFWIHTL UHSHTE Column ex6s160M
Gessevmd, Delete et6orm UL Leméent C&Je GFUIHTEL JM&eGeu 2 6t
Column epéttemm SiLNGHeLMD, Rename UL Lenenr CHiey C&FUISHTEL
gm&eiGeu 2 6item  Column  epestMlétT  QUWIEn)  WMMHMIS  CSHTETETEVMLD,
Aeueummrs CHemeuuNevevrs Column-genen HEHIL (H UHFHTS
Column-&60 61 2_(HeUTSEHE QSTeNTeTeLLD.

7. @miHuing Ok UL L ement CHiTe CF LI LD.

' I
Customize Address List " &lﬂ

Field Mames

MAME -
PLACE

cmy
o Delete

PIM

Rename...

IIb
o
=

Maove Up

i

- Mowve Down

Cancel

ok |
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8.

10.

11.

12.

AuQumpgl Camermiuyetar New Address List elleiGLTeN6L (W HeuflEemen
LU Q&b QuTpsl epeuQeum@ Column-AiH@Ld Ggebev Tab Seowl
LwesTU(R S SHeLD.

' ™
Mew Address List L 2 &J
Type recipient informatian in the table. To add more entries, dick Mew Entry.
MNAME w | PLACE - |CITY w |PIN v|
R.5 Chandra M... Anjaneyar Magar Manaparai 621312
R. Rajesh Anjaneyar Mag... Manaparai 621312

|| K. Muthu Kumar  Mutha Gounda... Manaparai 621306

|| R Bhaskaran Manickam Magar Musiri 641211

| |

| |

|l | newenwy | | Eind... | .

I [Qelete Entry ] [Customi;e Columns. .. ] QK l [ Cancel ] I

i _ — ———)

SO HG (P&HaUFHmeMULD 0L LI Q&G MG OK LLL M6t Si(LpSSHeaLb
wseauflesner  Gellugmsmer  File Name-g Qarhss CHOs&EHS
Q&TeNTeTeYLD.

BT UM Q&G neuSHieTen HlgH5HHe0L gmill Geuedungul (&6
LGS 5@ C1&606V6YLD.

AnG wWasauflullar ahesnHe Column eupCeuan(HALETLMS GMN&HS
Mailings flliLesiled 2_eirerr Write & Insert Fields eT6oTm LG&HuN6L SmeuorliLi(HLd
Insert Merge Field eT651m LI L6063 Si(LpS S LD.

QUALTWPS SIREG CHTETMID UL IqUledled BID (paauflsmer GELOSS

Lwetu®@SSw  Column-gemen  JimeTHGHID  CHTIMID,.  SleummleL
Caemeuulimerend Caiyey CFILG Q&TeTane]Lb.
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a % % [Zr Rules ~

Highlight Address Greeting |Insert Merge

< & Match Fields

Merge Fields Block  Line Field= | (%] Update Labels
Write & In MName
Place
City
Pin

Si6bevg| Insert Merge Fields UL esflest Goed UGEUTDL Si(pSHlewtmev
Sengulled Comearmid eNeiCLIaled (W&fEEG CoHameuwmaraunmm Cgiey

Q&WIG] Insert UL 60601 (LS G LD.

F ™y
Insert Merge Field &Iﬂ

.

Insert:
() Address Fields @ Database Fields

Fields:

[, - |

Place

City
Fin

-

[match Fields... ][ Insert ][ Cancel ]

13. @MIHWINS Hlg.HLD FFHIWITS eUbHGIETENSHT 6TesTLIENS Smevor Mailings flLiLesfeL
o efterm Preview Results 6161 L@&Huied SmevorliL(pd Preview Results eT661m
UL Lenerr G 6y Q&IwIaLD. L@ Lsnpwl Reneué@ euf SIGSH LI L enest
GCaijey QFuiweyLd.

e H 41 oM
] Find Recipient

Preview
Results -T:l/ Auto Check for Errors

Preview Results
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14. W &HUFSHE@HL 6T Hlg.55Hen60T Qen6HG 2 (HEUTHGSLD HlgFHMIGEM6 6ol
GCaemiuns Ceis gl emeusgis Gameten Mailings flliuesfeb o_eiter Finish eT6stm
LUGSHUNeL srevriL(BLd Finish & Merge 61651 UL L 6m6nT CHiJ6) QFULIS MG
Edit Individual Documents eTedTm UL L emeotiyld LNiflesorl sTGLLSME Print

Documents eTerLIGen6oTU|LD CHIT6Y ClF LI LD.

N Merge to Printer S X
=]
Rt Print records
Finish &
Merge =

Current record

From: To:

i.-._‘l Edit Individual Documents. ..
‘-J'g Print Documents...

£

*_,J Send E-mail Messages... ’ QK l| Cancel |

15. Merge to Printer ella@uGLreNeL All stetileng G&ijey Q&G Ok LILL meot
SI(PSHSHALD.

5-12-2010
From 5-12-2010
Comtech Computers From
Kacheri Road Comtech Computers
Manaparai Kacheri Road
Manaparai
To
R.5. Chandra Mohan To .
Anjaneyar Nagar Raje sh
Manaparai Anj aneyar Nagar
Pin- 621312 Manaparai

Pin- 621312

Dear R.5. Chandra Mohan,

We are going to celebarate our 22* anmial day on April
62 You are cordially invited. Please be present with your
parents, relatives and friends

Dear Rajesh,

We are going to celebarate our 22 anmual day on April
6 You are cordially invited. Please be present with yvour
parents, relatives and friends

Thanking you Thanking yvou
Proprieter Proprieter
5-12-2010 5-12-2010

From From

Comtech Computers Comtech Computers

Kacheri Road Kacheri Road

Manaparai Manaparai
To To

Muthukumar Bhaskaran

Rajalipatty College Road

Viralimalai Musin

Pin- 621312 Pin- 621211

Dear Muthukumar, Dear Bhaskaran,

We are going to celebarate our 22 annual day on April
6%, You are cordially invited. Please be present with your
parents, relatives and friends
Thanking you

Proprieter

We are going to celebarate our 22 annual day on April
61 You are cordially invited. Please be present with your
parents, relatives and friends
Thanking vou

Proprieter
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Sample Documents

From
R. S. Chandra Mohan
347, Anjaneyar Nagar
Thiyagesar Alai — Post
Manaparai — 621312

To
The Managing Director
Comtech Computers
Kacheri Road
Manaparai — 621 306

Sub
Applying for the post Software Engineer

Sir,
| have finished my MCA degree with First class in a reputed institution. | have 2

years’ experience in relevant field. I came to know through the advertisement published
in the Opportunities supplement issue of The Hindu on 1-12-2010 that there is some
vacancies in your esteemed organization. | request you to kindly provide me an
opportunity in your esteemed organization. Here | have enclosed my resume and copies

of my certificates for the same.

| am eagerly waiting for your kind reply.

Thanking you

Date
Yours sincerely
Place
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29 September, *08.
From

Jennifer Harrison,
12/C, Park View Apartments,
Brighton.

To
Rebecca White,

49 Richmond Street,
London.

Respected sir,
| wish to apply for leave on Thursday, 13™ October, 2001 as | have an

appointment with the Dentist.
I request you to kindly grant me one day’s casual leave on that day.

Thanking You,

Yours Sincerely,
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20" January, 2010

From
R.S. Chandra Mohan
Anjaneyar Nagar
Thiyagesar Alai - Post
Manaparai — 621 312
Phone - 9750092939
To
Manager HRD
Comtech Computers
Kacheri Road
Manaparai — 621 306
Dear Sir,
Sub:  Recruitment of Network Administrator.
Ref:  Your advertisement in Deccan Chronicle, dated 10" Jan’2011.
With reference to your above advertisement, | wish to submit my candidature for
the position of Network Administrator.
| am 25 years old and possess a MCA Degree in Computer Applications from
Bharathidasan University.
Thereafter, 1 have worked as EDP Programmer in WIPRO at Madhapur,
Hyderabad from June 2008 to December 2010.
| am enclosing my detailed Resume for consideration.
Thanking you.
Yours truly,
Enclosures

1. Resume with PP photo.
2. Copy of Experience Certificate
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To
Mr. and Mrs. Gopal
577, Anna Salai,
Chennai — 15,
Tamil Nadu.

Date: 30" July, 2010

Dear Gopal,
We are happy to announce that our younger brother Rajesh will turn five this

October. To celebrate the occasion, we have organized a birthday party on 20" of
November, 2010. It will be hosted at the Lotus Hall, Femina Hotel, Tiruchirappalli.

Alongside, we are planning to arrange a dinner party for our friends.

It would be great to see you gracing the party with your wife and children. Door
to door transport service will be made available for the invitees, so that it does not cause

any hassle to reach the venue on time.
We are looking forward to share a great time together. Please confirm your visit at

the earliest so that we can arrange the transport facility in accordance.

Warm regards,
R.S. Chandra Mohan
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Shortcut Keys
Action Keyboard Shortcut
Bold CTRL+B
Italicize CTRL+I
Underline CTRL+U
All caps CTRL+SHIFT+A

Underline words but not spaces

CTRL+SHIFT+W

Double-underline

CTRL+SHIFT+D

Small capitals

CTRL+SHIFT+K

Subscript

CTRL+EQUAL SIGN

Superscript

CTRL+SHIFT+PLUS SIGN

Decrease font size

CTRL+SHIFT+<

Increase font size

CTRL+SHIFT+>

Remove formatting CTRL+SPACEBAR
Copy CTRL+C
Cut CTRL+X
Paste CTRL+V
Undo CTRL+Z
Redo CTRL+Y
New CTRL+N
Open CTRL+O
Close CTRL+W
Save CTRL+S
Find CTRL+F
Replace CTRL+H
Go to a specific location CTRL+G
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Print CTRL+P
Switch in or out of print preview ALT+CTRL+I
Move to the first page CTRL+HOME
Move to the last page CTRL+END
Hyperlink CTRL+K
Copyright symbol ALT+CTRL+C
Registered trademark symbol ALT+CTRL+R
Trademark symbol ALT+CTRL+T

Copy formatting from text

CTRL+SHIFT+C

Apply copied formatting to text

CTRL+SHIFT+V

Change the font

CTRL+SHIFT+F

Increase the font size

CTRL+SHIFT+>

Decrease the font size

CTRL+SHIFT+<

Increase the font size byl point CTRL+]
Decrease the font size byl point CTRL+[
Single-space CTRL+1
Double-space CTRL+2
Set1.5-line spacing CTRL+5
Center CTRL+E
Justify CTRL+]
Left align CTRL+L
Right align CTRL+R
Indent CTRL+M
Remove indent CTRL+SHIFT+M
Create a hanging indent CTRL+T

Reduce a hanging indent

CTRL+SHIFT+T
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eOLSCITEMIL gy Liev 2010
(Microsoft Office 2010)

eOW&CITETUL 6160560 2010

(Microsoft Excel 2010)

MW &GITETLUL 6T&HQ &6V (Microsoft Excel)
MGCITETLIL  61HCF6, IIaIELELD WOHMID HMieETRIGaTND &&HereL

SlLLeuememigen (Data Table), oarglul UL Iqulev&en (Pay Roll), MH&lbleneo
SM&m&S6eT  (Financail Report), MHE &buhgomer seausEGH&em (Financial
Calculations), LOMGMh&F LOMILD 1B MHEHT FLCUTHL&6T (Monthly Report, Annual
Report), yenaflelley sgpuleysen (Statistical Research) WOMID  SHMS M6t
QUEDIUL MIG6T (Chart) pHuweumenm SeNUQUITMHUNEL FWMHSHS CaHMTLILSETS
CeLhl5 &6 smeTaTa|D, UEFHL(H&CSTeana]D LILETUGRSMS).

Camuy yHhsns swmflé@Ld (Pemm (Document Creation)
Start Button & Si(pdHwe et CaHmamid QugiaNed All Programs-H@

QEeveveD. SIRIG mWSCHTETIL  gliemg CaIey QFwWeD. HEHed

OLSCITEMLIL 618560860 (Microsoft Excel) CHij6y Q& UIWLIO|LD.
Malwarebytes' Anti-Malware
Microsoft Office
@ Microsoft Access 2010
[&] Microsoft Excel 2010
|I| Microsoft InfoPath Designer 2010
|I| Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
J| Microsoft Outlook 2010
|E| Microsoft PowerPoint 2010
[B] Microsoft Publisher 2010
|£| Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010
Microsoft Office 2010 Tools
Mozilla Firefox
Mozilla Firefox 4.0 Beta 7

m
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MGCHTEFTLIL 6T&HCFELEVMETIH] SIL_L 666wt CHTMHMSGIL 63T Farlq.LLi CLOEITM)

FL(ho@pL6om (Sheet) Camermid, QbHS epeuQeum@p Sheet-ujd e, Worksheet

6T6aTHGCMMLD.
@ealteur@m  Fliged 10,48,576 euflenssemenud  (Row), 16,384
usdsemenjd  (Column) Q&ML QL Leuemewninsg  CHTHMLMNSGLD.

AEICuUTEIm L FLE&HMOTLL aDne: ColHsH @@ @I&UsS (Workbook)
(TTHCOMD. (euflengse WLMHMID USHH&HeMNetT eTmemNsHEme USILILSSG USLIL
LIMIUGLD. WPHenSW LUSILILSETN6D &MU Q([h&HELD).

=)

a@ o & =

Bookl - Microsoft Excel

IEI

Id

Review View Add-Ins

Data

Home Insert Page Layout Formulas

Faste

L R

Clipboard

Calibri
B 7 U~

Font

S AT

=

.

Alignment

General

$ %

.0 .00
W00 =0

Number

?ﬁ Conditional Formatting = g=Insert -

+ | [% Format as Table -
(S} Cell Styles ~

Styles

o Delete -
::IFormat'
Cells

T @

@ 7

" Sort& Find &

&~ Filter~ Select~
Editing

H7

u -

k&

A

D

m
Snl
@

[ ] <

\t c

Address Bar Formula Bar

Column

| =—> aflens /Row |
8

[= R, I - TR N T

19

Ready |

Sheet Tab

mn
M 4 » M Sheetl Sheet2

Sheet3

7]

Cell

4]

EEEE
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UHSME 2 (heurdHsUUL(Rertar GamUllemen  Seunlcurhiuiled Cadss)

MEUSS 6156056060160 File QngyIailed 2 et Save sTerrLGHemenr CHT6Y CFILIOLD.

(16060g)] & GUMTIg.60 Crrl LOHMILD S ESHEDEN 26TMNS S(LPSHSHALD) .

Nn© CeHMUINNG gCaHmIDd @b LS Quismy Qam(h&EH Save LILL emeur

Sl(PHHaLD. gnEETGal 2 (HaUTSHIW mUmed HmbIHGHETEL Crrl WHMID S

Saemer  S(LpSHSeuTTed

LLBWL  Curgibmerg  gn&aGey  Q&T(hSgleen

QUG CW QFHTL[hG) LSeUTSH Q&TeiIGL 6 (HLD.

f - — - Ld )
lix| Save As & www - . — » - @
r W 5 = —~—— = — N ]
l\_/”\_/l j » Libraries » Documents » - |4¢| Search Documents e

Organize v New folder CERRg i@l
[ Microsoft Office Ex Documents library - )
; Arrange by:  Folder v
Includes: 2 locations
. Favarites =
B Desktop i - n
& Downloads I @ & El & @c', &
%] Recent Places Adobe My Music My Music My Pictures My Pictures My Videos My Videos Snaglt
Catalog
- Libraries
3 Decuments
,J’. Music il
File name: | Mark .
Save as type: [Excel Workbook (*xlsx) A4
Authors: Multimedia04 Tags: Add atag Title: Add a title
[[] Save Thumbnail
4 Hide Folders Tools - [ Save l ’ Cancel ]

&Gumged  Alt

Seow  ipsHSHeGev  HlUuesled 2 6Tem  SMEISHSI

UL LeH@Ld Shortcut Key CgmermlanN(pLb.

G

File Home Insert Pag rout Formulas Data

it W
& Cu

53 Copy ~
Paste
- fFormat Fainter
Clipboard

Rw v

Calibri Yl - A = =[] -
B U~-|H- O-A- EEE|FEHF
Font Alignme
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gD &1GeU GFLNG G| 601615 G6T6r 6mLIENEL HM&HS

1. File Quaielm@ Q&sim| Open-3 CHij6y CQFuIe|Lb.

2. MG gonasaGal GCaNsHH meussUUL(Betem  CHITLILSEEn6SHSILD
UL g uwiedILLu@D. sieummied CHemeuwtmsst Camiisnu C&ijey Q& uiwia]Ld.

3. Open LLL 6060 Si(P&HGLD.

4, prd  QMIHWTE  Slg&slg  ULWTUGSHW  Camiyseailsr  QUUIFEeT
SIEMETTHGILD File Qgniaiev Recent 6T60TMD LGS uTed
UL 1g WIedIL LI g (HLILIEN &S SITETT6VITLD.

5. 9IRkG BMD HmsEse GCeustongu! CHTUMNeH QuWIT @Q@HHSHTL HRICHEW
3156m6t1 CHIT6 CF LG CSTETaTeVTLD.

6. 9ImEG Gaemuer GQuwiy @evemnen etearmmed File GogmieNgyienen Open-3
GCaijey Qeulwe)b. (ECuUmy® cwpeodrsd CaTLNener Sim&s Crrl WHMID O

E&HMET €60IMTS I(LPHG6YLD).
|'._T,| Open LiE-J

@-u-vl |« New Volume (D:) » Books 2014 » ~ [ 3 ||| Search Books 2014 o

Organize « Mew folder Bz - E:l ':::9::'

4 Downloads o Mame Date modified Type

= Recent Places § i ) .
3 , M30OfficeBook 1/28/201410:14 PM  File folder

E Formula 2/6/2014 4:40 PM Microsoft Excel W...
A Libraries 2 %
3 Documents

J Music
= Pictures
B videos E

M Computer
£, Local Disk (C:)
—a Mew Volume (D:)
—a Mew Volume (E:)

-_— CLP (G:J =l 1 +

File name: ~ | All Excel Files -

Tools - [ Open |vl l Cancel ‘




Microsoft Office 2010

6150186060160 HIIMT CIFILIG| LITJHSEVMLD.

~ 0§ ~

o GMyewions Qmi@ &G QasThH&SUIUL (Hetan SLICILIGTT LI Iq.UIsmne0

Social

Name | Tamil | English | Maths | Science Science Total | Average | Result | Grade | Rank
Ram 98 95 90 92 97
Siva 85 87 82 83 84
Gopal 12 2 14 21 17
Mala 65 62 67 61 69
Kumar | 58 54 53 57 52
Doss 87 75 98 65 12
Balu 48 46 40 49 44

GO & 6voTL LD HILICILIEBIT LI Iq U636V SWIMT QFuIdHL

1. 6180860601607 (Lp &H6L CIFELEOIMG CF6LEVEAYLD.

2. (b UMTHMGENII ML LI Q&FUIWIO|LD.

3. M@ SCUMig6L UG SDUSGSMIMI SI(LPHSELD SH6LEVGI Tab Sewl

S(PSHSLD I606V G| Enter SmWI S(LpSSELD.
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@UUMMITE SIM6MH G| &6V HEMETU|LD 6nL_LI QFISHL LD.
A B C D E F G H | J K

1 |Name  Tamil English Maths  Science Social Scie Total Average Result  Grade Rank
2 |Ram 93 85 90 g2 g7

3 |Siva 85 87 82 83 84

4 Gopal 12 2 14 21 17

5 Mala 65 62 67 61 69

& |Kumar 58 34 33 57 52

7 |Doss 87 75 98 65 12

8 Balu 48 46 40 49 44

gCHMID (I HMLHHMG (Column) GL LD CUTHENCLEM6L ETEIMITEL, HS

column-g&leiT  HemevLiLTedT 6UELGILDLD (WPiqUdD QL HHDG SjFeny Csmesu(h

QF6LEVAILD Resize Cursor &lML$SHQIL 60T ofs Double &eMé

QEWHL LD

SI06VG  6Yerdl6tT 6ULG] LLL el SipHHweurm BaIsHSH GCHeneuwimen

slemallm@ column-&Hl6tT 91&60&60G LOMTMHM 016U SIS STETaTELD.

al Science
E F &
Science  |Social Scig Eutal
g2 97
83 a4
21 17

E
Science

92
83
21

F G

So gl Science JTotal

97
84
17

3IGC& (PemMUTEL Row-6T 2 WIT&ENS LD LOTMMNIS QSTeTernevmLD.
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Formatting Worksheet

Home

=% Cut

2 Copy A
aste (e[ Ene A -
+ - Format Painter B -

Clipboard & Font

1 T Tx (3 || Z Autosum 3
3| |[SiwepTet General - El:l ‘ Normal Bad Good cm ﬂJ ‘tf }3
CANET | L= = @ it- Z
s |48 | conditional Format  Nevra |:| @ _ | Insert Delete Format Sort& Find &
| Formatting~ as Table - - - » || ZClarT  Fifer~ Select~
umber i Styles Cells Editing

HMELLILIGET SI6m6sT&H 0 G LD Bold 94,8 LDTMHMN &G STerern
1. (P&6OI6L HEMELLILIGET SHEMEITSHENSUILD CHT6Y QFUIFHICHT6TETELD.

2. Home fluueslled Font 6T68Tm LGHIUTI6L 2_eitarm Bold LILL 6063 Si(LPSSHELD.

Font F]

HEMELLILGET SI6M6315H60 G LD C1F6L6016T [H(H6I6L 6MEUES
1. (P&6OI6L GEMELLILIGET SMETHMGW|LD CHIT6 CFIIGICSTeTaTELD.
2. Home mfliuefled Alignment 6T6oim UGSuUN6L 2 6iem Center LILL 60637

(DS FeLD.

| & | |§ Wrap Text

i
I
il
LT
]
¥

S| k2 Merge & Center -

Alignment ]

QUMTHMHHET (LP(PAUGID €@ QFLOIMGET SILMISTOL  CleuemGwl
QUGBLOUTWPRS SumamD @G QFLONGT Qamau(Beuy Home Hfliuefed

Alignment 61610 LG UN6L 2_6iem Wrap Text 66510 LIL_ L6063 Si(LHSSELD.

| & | |§ Wrap Text

i
1]
Il
TEN]
m
¥

S| g Merge & Center -

Alignment [
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F G F 3
: . social |
wepcial Scien] Total Ax
:! ice| Science |Total A
! g? ———
97
Y —
patil
17
17
659

iz

QF6Le06T SLD LGHUNL (B SSLILL(BETET 6UMTEH6MS &H6me6r ClF 60606 6mLOLLI
UGS H &G Q& meuni( el
1. (W&606L CFEL&ET JEMEBTSHEMGUILD CHIT6Y QFIIGI CIHTeTETELD.
2. Home MflliuesNled Alignment 6T61m U@G@Hued 2 6iterr Middle Align 61651
UL L 60607 S(LpSGLD.
3. QBMLIbHG 6wL_L1 Q&FILIGLD.

P = Wrap Text

i= #5 | [ Merge & Center ~

Alignment

SIS GIGEeMNeT SHemgeowl MMM Home Miuefed  Alignment eT6sTm
L@SluTev 2_emar Orientation 6T63TM LILL 60681 1(LpS S LD.

c =
Comtech I o o o
— vy ol

m é» g

t & ol

e

C

h
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SILLeuememnuiest GLoeL LGSIUTeL &emevLitNement CEFTLILSME
1. @@ suflemgsmw UHsTs CET&ESLD.
2. 9IHMG (WPHL Row-60 eurflens etetor 1 55 Qoemerdled euevH LIL L 6m60T
(PSS LD.
3. 2L Ger CamearmiLd ClLogmiaNleD Insert 6T60TLIG 6T G&IT6) QFUILIGLD.

1 | Month Product Price
24 Cut ar 40
353 Copy 200
4 [, Paste Options: 350
3 _:l 120
g . 150
Paste Special...
7 170
g Insert 50
q Delete A0
1 Clear Contents 250
L @ Format Cells... 450
L Row Height... 170
1 . 140
Hide
1:
Unhid
1 Unhide
16 5 & B c D E F
2 <=Month Product Price Quantity Met Price
3 | April DVD Player 4000 12 42000
4 | April ™ 20000 12 240000
5

April TV 35000 4 140000

4. MG &6V C&F6LEV6L HEMeLLIML ML LI Q&FILIS|LD.

5. 9IHHmeLLILTENSH S L almeansd@ Ced LUGdHulled Bhalled al(halsdmd,
L Laimens@ Ged Ll Qawiglerer  GemeoliLer  Carss)
UGV GILIM (LD ETTET HEMEITH G HTEOILITS 2 66N ClFeL&HMaT|D CEFTSHGH CHiTey

QEwe]Lb.
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A B C D E
1 |Star Ente ri}rises |
2  Month Product Price Quantity MNet Price
3 April DVD Player 4000 12 48000
4 April TV 20000 12 240000
5 April TV 35000 4 140000
6 July Fridge 12000 10 120000
7 July Fridge 15000 8 120000
Q Toalur Wi bimer Rldankime 1 Tninn 12 QNN

6. Home fluuesfled Alignment L@&luTed Merge & Filter 6T60Tm LIL_L_6m6tT GCHij6Y
QEWIwe]Lb.
7. 61(pSGI&elen slatemer (Font Size) E&F &6 LD.

A B c D E
1 Star Enterprises
2 Month Product Price  Quantity Met Price
3 April DVD Player 4000 12 48000
4 | April TV 20000 12 240000
5 April TV 35000 4 140000
6 July Fridge 12000 10 120000
7 luly Fridge 15000 8 120000
8 July Washing Machine 17000 15 255000
9 June DVD Player 5000 10 50000
10 | June DVD Player 4000 5 20000
11 |June TV 25000 7 175000
12 May TV 45000 5 225000
13 May Washing Machine 17000 4 68000
14 May Washing Machine 14000 10 140000
15

QEF6L&EHSHG LNstTLev HiMLD (Bakground) QamEGLILSME, Home [flliuesfev Style
616011 LIGSHUTNCL BIMMIGHET HeMTHHILD (HTGHSHGH ULPRISLILIL (HeiTersnt. Sieummlest
g Qetemerv Q&MeEuI(H C&FLILAUTG CoHT6y QFWIGIETaT Q&SN HMLD
LOTMI6UENS  SMeuieLMD, Sleunmiem Higssomer HosdHenet Cxie| &I
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Qamenene|. Ggh HmmsGeT CHeameauliulLmed Styles UGHuler @midluiev
2 it E1p CHTSEHWeTar SDUSSOWNDET Si(LPHG CLOQILD HMRISET LI g U160ms

CHIT6TmI6UEMS HITGHUTEVITLD.

| Mormal | Bad Good MNeutral |Ca|cu|atian |

Check Cell Explanatory ... |Input Linked Cell |Nc:+te | -
Styles |

Good, Bad and Neutral 4

MNormal d Good Neutral

Data and Model

Calculation Check Cell Explanatory ... |Input Linked Cell MNote
Output Warning Text

Titles and Headings

Heading 1  Heading 2 Heading 3 Heading 4 Title Total

Themed Cell Styles
20% - Accentl  20% - Accent2  20% - Accent3  20% - Accent4d  20% - AccentS  20% - Accent6

40% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd  40% - AccentS  40% - Accento

60% - Accentl 60% - Accentd

Number Format

Comma Comma [0] Currency Currency [0] Percent =
id]  Mew Cell Style...

@ Merge 5tyles...

[4] A | B | ¢ | o | e |
Star Enterprises

1

3 | April DVD Player 4000 12 48000
4 |April 22" LED TV 15000 12| 180000
5 |April 29" LCD TV 18000 4 72000
6 [July 5.1 Home Theatre 8000 10 80000
7 |July 29" LCD TV 15000 8| 120000
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SOCUTWG 2 6mem QL GO Row, Column ojebevgl Sheet @eummier
gCHEMID epetTlemm USHSTEH CeisHe C&meten, Home fliuesiled Cells 6165Im
UGSHUNeL 2 6mem  Insert Cogmialled CHemeuwimareumsnm Caiey Q&I

Q&merTeneLd.

Insert Delete Format

-

-

~ 102 ~

UHoms Qgeugsemen GC&ij&He

USw Row epestenm @enLullev C&ij&He

Y Column epeiremm QemLulled C&&s

Y&l Sheet ¢pettemm QenLuiled CFI&H5

Cells >
g= " Insert Cells...
5= Insert Sheet Rows
':5" Insert Sheet Columns — )]
_mj Insert Sheet
— o e
5 o i

GCajay QFIGleTeT CQFLHMmET SIS

Insert Delete Format

-

LI}'.

),_JE lL.

-

GCaiay QFIGeTeT Row-s&emen SIH&s

s >
Delete Cells...
Delete Sheet Rows
Delete Sheet Columns —T—

GCaiay QFwiglerer Column-gener SihH&s

Delete Sheet

\ 4

GCaiyey Qauigleter &lqemest SiLH&S




Microsoft Office 2010 ~ 103 ~

T T FE o| afmeuiar o wrgms wIHD
A ot
nsEd . DESele. Eoamal | Qeoedied o een eiapdgIsas o WTHHHEHHIL
Cells aflenguilett 2 WIFOLD ST6TS LOTMSCSTeTaT
Cell 5ize Lo . .
Column-$§letT SIHLHMG LOTHM
[ Row Height...
AutoFit Row Height QT 2 6TaT BT SBOSHIHECHHIIL
=3 Column Width,,, —————— Column-§&6iT SHEOUHLD STEUTS LOTMSASTeTN
AutoFit Column Width
Default Width... Column WHMID Row-&&6ma LDHMES
Visibility »| BEGD CoHmeTMECFILIL
Hide & Unhide H
Organize Sheets > & 1q681 QUWEDT LOIMHM

Eename Sheet

Move or Copy Sheet, ——T——————P] eﬁ'_. 6R6ITEmM Gmgj QLHHMG LomOm
TV YT ARV -

Tab Color k
SIIEIT | & adener UTgBTEE
&)y Protect Sheet...
2| Lock Cell p| Q&L LTGISTES

S Format Cells... —m
Q&6L56MeL 2 6T H&HeULEEMET CGLLDLGESS

(Formatting Cells)

Format Cells . l B S|

- » -

‘ MNumber | | Font | Border | Fill | Protection

Text alignment QOrientation
Horizontal: ..
General |Z| Indent: * .
Vertical: 0 = T .
Bottom |Z| : Text —‘

Justify distributed t
Text control

D Wrap text

[ shrink to fit

[ Merge cells
Right-to-eft

Text direction:

Context E

| Degrees
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Formula

OWLSCITEMIL 1565606060 &MY 400  Function-&6T 2 6iTersr.
SMEUSDMNEQSTEN(H H6G &H6w0SHE(HS61, LsTeilied &euusSh &6, CHE FMiHe
&60016:8(h &6, B &) HiJeuUns 86001886 &6 GCLITEITMEn6USmaT & UILIGOITLD.

Excel-60 eTQuUITpgId umjpeomeilemes LWIETLRSSHIDCUT(DS] (L SH60I6L =
0 oL L1 Q&G M@ umjpeorailens snl L CFuwiul Geussor(hLb.

2 GMJ6IONS  WEHLUQUET UL Iguledlsd  (L&HL  euflemguiled o efen
LomewTed(h&@& Total STEILSMES HeUBEMHL W LOHLIQUEISET 61HE L [Jerdled
(Address) QLTINS KHTMG WOMHMID 61HS ALFerdleL (PIQHMEG| 6TETLIGEMETT SUM
é160Tm Function-v @MIUIL Geueni(hLd. Address 6T6otLG (b Cell Q(H&HGLD
AL LMGLW. s1(GHSHISSTLLT& Column A-60 Row 3-60 2 6iterm Cl&6060I68T SIL_Forv A3
ABGLD.

Sum
=SUM(6T6BU1&6IT 1606V )| 6TEHUIGHEIT 2_61T6 SIL_[J6rV&6I)
Ex: ! Font Aligr
~SUM(BI:F1)
200 v (0 % M Jfe| =sum(b1:f1)
=-SUM(BI1,C1,D1,E1,F1) C E F G H I
ez nglish /Maths Science Social ]Tntal Average Result
=B1+C1+DI1+E1+F1 Science
90 92 97 m{bl:fl}
3 B2 83 a4
Yok 14 21 17
38 .9
g 67 61 69
&
TE 53 57 52
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fx | =sum(B2:F2)
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E F G H I Ans GOHUILenL QLoen&lest
Science Sii[::;ile Total Awverage Result G g;uig);gf?m@;ffig:)@m Total
92 97 472 ubhGIENBLD.
B3 84 [
21 17
61 69
57 52
65 12
A B C D E F G H
Mame Tamil English Maths Science S_DdEI Total Average |
Science
Ram 98 95 a0 92 97 472
Siva 85 B7 B2 B3 B4 421
Gopal 12 2 14 21 17 66
Mala 65 62 67 61 69 324
Kumar 58 54 53 57 52 274
Doss B7 75 98 65 12 337
Balu 48 46 40 49 44 227
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Average
=AVERAGE(6T6001& 61T 3160608 6TEHUISH6IT 2_61T61T SIL_[J6rV&6IT)

Ex:

=AVERAGE(B2:F2)

~ 106 ~

X « /| AVERAGE(b2:72)

1

D E F
Maths Science S_Miﬂl
Science

90 92 a7

32 83 84

14 21 17

67 61 69

53 57 52

13

G H | ]
Total Average Result Grade
472|=AVERAGE(b2:f2)
A7 -_
H2 - fe | =AVERAGE(B2:F2)
A B c D E F G H I
Name Tamil English Maths Science S.[:-cial Total Average Result
Science
Ram 98 95 90 92 97 472 94.4
Siva 85 87 82 83 84 421 84.2]
Gopal 12 2 14 21 17 66 13.2
Mala 65 62 67 61 69 324 648
Kumar 58 54 53 57 52 274 54.8)
Doss &7 75 98 65 12 337 67.4
Balu 48 46 40 49 44 227 45.4 .

BID  GOUNEL sSLGUUTHSERSGL-ULL  (Condition) GeusmeugHemern

WL G QFIuSM S IF LMgag6TshemeT LILIETL(HE&60MLD.

Ex:

=IF(condition, &L_GUUTLIgMHGSL UL L Ceuemev, SL-HUML MG UL TS Geusnev)

Seumi

=IF(A2>18, “You are elig ble to vote”, “You are not eligible to vote™)
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ARG A2 e6im SILFerdleL 2 6o el 18-M@& GCed @ EHSHTeL
AUTGSHMNGS  HGSlenareu]  eemID  QELEMELCIIGIDTD  UTEHSH6MNES
HGFHUNLEM6L 6TETMILD QFHFlONGGSLD.

@aMn@ CmUL L condition-Semen GOIULNL @6n6wILIL] UMJHNSHUITS

AND-&3 Liwl6sTLI(h & &6VIMLD.

LOSIICILI6THOT LIL1q 160160 Result Qameini(heur IF LIMIGag6m6ut LILI6HTLI(HSSEVITLD.
Ex:
=[F(AND(b2>=40,c2>=40,d2>=40,e2>=40,{2>=40),”PASS”, “FAIL”)

J | =IF(AND(B2>=40,C2>=40,D2>=40,E2>=40,F2>=40), "PASS"

E F & H | 1 K
] social
Science ] Total Average Result Grade Rank
Science
g2 a7 472 94.40|PASS
| |
83 84 421 84.20
21 17 i) 13.20
£« | =IF(AND(B2>=40,C2>=40,D2>=40,E2>=40,F 2>=40),"
61 69 324 64.80 E F G H I J
57 52 274 54.80 Social
wience Sci Total Average Result Grade F
65 12 337 67.40 clence
19 44 227 45.40 g2 o7 472 94, 40|PASS
83 84 421 84.200PASS
21 17 66 13.20§FAIL
61 69 324 64.80|PASS
57 52 274 54.80|PASS
65 12 337 67.40fFAIL
49 44 227 45 40 PASS
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Average-60 LD LUGHuNeL QL emL eTeuisenen G&men(heuy (two decimal)
Home ffliuesfled Number 6T661m L@GEHUuNeL 2 emen Increase Decimal 6T6dTm UL L 6m6ar
S(PSBaLD, CLYILD SIRKIGeTer Decrease Decimal 16T LILL 68T Decimal L@ uiled

2_6IT6IT 6T6HTSH6M T &6MMLUILSMEG LILIGTLH S MG

General - fe | =AVERAGE(B2:F2)

$ - % o+ |50 E F G H I ]

Number

Total Average Result Gra

92 o7 a7 saa0
83 84 421 s84.20
21 17 66| 13.20
61 69 324]  64.80
57 52 274]  54.80
65 12 337] 67.40
49 44 227]  45.40
L

Geyild  Excel-60 2 6en  LMIFagetidheneT LU Heudm@& Formulas

fluuenessr Gy QEFUILIGLD
. 3 £ g - — 43 Define Name ~ 3= Trace Pracedents Show Formulas i
£ 30BRGEREE S s o 5 g
== i =2 Trace Dependents ¥ Error Checking ~
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare Name — Watch Calculation QCB\CUH(E Sheet
Function - Used = - - = Time= Reference~ &Trig~ Functions = | Manager ESf Create from Selection | 7, Remove Amrows ~ (&) Evaluate Formula  \yindow =~ Options =

Function Library Defined Names Formula Auditing Calculation

@m@ Function Library u@&uiev Excel-60 2_emen oiemesrd gl Function-&@pLd

UL 1q w160l LI (ReTTerenT.

AQULSH5HSH L Excel Nflallest QmHuNed BID g &l LWETURSS

Geuetanig eu (LD &Flev Function-&6iT 2_GMI6uurd GIL 607 Q& T(hSSHLILL (herTeneu.
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ol (B5CHTeNS, FITEH, 6TeuI6nN&hens, Nens 61601 MHMID FSM 616801
(Sum, Average, Count, Max, Min) S&uWeuMenM &M6WI LIMJ(LOEOMMEU 6mL LI
Qeweugsm@ uHeors Home [luuesfled Editing eT6tim LGHuUN6L 2 emen AutoSum

QgmiaNev 2_eTeareumsnmL Lw6TL(h & H &6 STeTeneoLd.

3 AutoSum * &? }}

@] Fill -
Sort & Find &
& Clear - Filter = Select =

Editing

£  Sum I}

Average
Count Mumbers
Max

Min

More Functions...

umjpeum&seiev GFeugeansn SiLamery GMILLNE6UMS 6TaNSHTES, SHG
GOUILL QFLsErsHE WLLEW QUWILGSOSTsTeTOND. UG LNMG

UMJ(LPeLTESEMEL CF6L SILT6rV&EH&HE LU&He0TS QUem @GmMILILIL 6VMLD.

2 _HNJEWILLTS  6(h  LOMEWIEUTH  SLICLEISEET 2 6  CF6LHE
SOMHHDOG @60TMMS  CoI&HEH  Sibmemedfles QUUIICW  M6eUSHHIS
Qamenemeumd. LNMEG UMFLpeOTaTNled QFL SILFaVSELSHSG LS6L SiLDLOMeuoTeNIfl6oT
Quuweny L (HLD GO L T6L GUITGHILDT6UTS).

—SUM(B2:F2)=>  =SUM(Ram)
=SUM(B3:F3)=>  =SUM(Siva)
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Microsoft Office 2010
2= Define Mame -
2 Use in Formula =
MName
Manager S Create from Selection
Defined Mames
. . . Social
Mame Tamil English Maths Science .
1 Science [—
5> |Ram [98 95 9 92 97
3 Siva 85 87 82 83 84 Name:
4 Gopal 12 2 14 21 17 Scope:
5 Mala 65 62 67 61 69 Comment:
g Kumar 58 54 53 57 52
7 Doss 87 75 a8 65 12
a Balu 48 46 40 49 44
g Refers to:
10

Ram
Workbook

=Marks!$852:$F52

Y& SHTS QUWEDI 2 (HeUTEH S

1. Formulas fliuesfled Defined Names 61661m LGS UNeL 2 6item Define Name

616N G GHIT6 QFIuIaLD.

2. 2L Geor Gamermid eNGIGLTaN6L (&L &L §&6L GLwlen] GMILLIL 6Lb.

3. Ok ULL 60601 Si(LDSHSELD.

4. gmaenGel 2 een CQUIWITSaNEL WTHMHBIGET Q&L NEHS WMHMID GCaum)

QUUITHEMET 2_(HEUTHS CH LIGSHUNL 2 6tem Name Manager 6T63TLI& G&lJ6)

QEIGIGSTETETeyLD.
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'a = ™
R

v | e ] [ oo ] e~
Mame Value Refers To Scope Comment
2= Print_Area {"Star Enterprises”,... =Sort!$A%$1:3K%14 Sort
=l Ram {798","95%,"30%,"92... =Marks!SB52:5F52 Warkbook
|
Refers to:
%] | =sortisasnsks14 &
L5 e

E:ﬂ Trace Precedents @ Show Farmulas
ECE Trace Dependents ﬂ} Error Checking ~

e
;ﬁ Remaove Arrows - @l Evaluate Formula

Formula Auditing

feo CrImIs6aTeL LMFUpeLTOND 6THG CQFeL&HmeT LWL &HuleTGanTid
steoTLen g CHL Geuemnquil(&HGL SieuMenm emLwimenbli (B &TLL Formulas
fluuesfNeb Formula Auditing 6T68Tm LIG&IUN6L 2_6iterm Trace Precedents 6T60TLIENG CHIT6Y

QEwweyLd.
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A B = L E F 3 H I 1
. . . social
Mame Tamil English Maths Science . Total Average Result Gra
1 Science
2 Ram J98 Q5 Q) 92 Q7 ~ 472 94.40 PASS
3 |Siva B3 87 82 83 84 421  84.20 PASS
a Gopal 12 o2 14 21 = 17 . &5, 12230 RAIL
5 Mala 63 62 67 61 69 324 p4.80 PASS
5 Kumar 58 54 53 57 52 274 54.80 PASS
7 Doss 87 75 98 65 12 337  67.40 FAIL
g Balu 48 46 40 49 44 227  45.40 PASS

(b GmMIUIL L Q&F6LELTEIT) 6HCSHHS UM (LP VTS &aTleL
LwesTUGSSLLL (Beeng) 616U &mevnt GCeuain(hGLesTmMed Formulas HlUiLesiled
Formula Auditing ¢76Tm U@GSUTN6L 2 6item Trace Dependents e6T6TLENG GHiTey
QEwwe|b. QUAumpg! Heo HMSHL ADUSGSMSE CLHEOLOME SienLWiTermblL (B
SMLLUUL I (HEGLW. @eucusnL wimemmsenet Weanhw (sGeusm@ Formula

Auditing LG &UTe6L 2_etmem Remove Arrows 6165TLIGH6m68T GC&IJ6) CFIILIGLD.

J Calculate Now

Caleulation [ Calculate Sheet
Cptions =

Calculation

Qeeu&afled 2 6mem  WAHLULSEMNL gCHMID LMTHORIGENET QFUISHTED
urgpeoreisr MLl (B WrM&CsTEGL Q(H&GLWD, SeueuTm)| LDMTMEI6L6m6D
6160TmmeL Formulas fliuesfled Calculation eT6oTm ULGSUT6L 2 6o Calculate Now
sT60TLEm G CHJey QFUIWIQ|D. JemeTHg LMTULPLTESErSHGD LUHW flaedL euly

3ICH LGHuUN6L 2_6iten Calculate Sheet 6T60TLIEN S CHIT6Y QFUILIQLD.
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Chart

UeTedl eeurhiseiled §&H6U60&6T AHSLTS QHSGSDEUT(HS SHeuDenm
UG QFg Ylle| QFIING Slq6TD SHMSII FLPe0leL LdtaNalelfnhigheriled
2 616 H&HEUELGeMeM Chart €LPeULDTE 6TeM&H6L LOMMEUTSH6T LFlhSHICISTerTErpLdLIG

A& &HEVMLD.

BTD @hIG 2 STIISHDEG Hev 2ajGHerledt DMLY CLITLAIOTN6I 6rT6)&H6m6r
UL 1quledI_ (B SIeumMIeL 6ThIG SIH& a6 Wenlp CUTLAGHSIETeNS), 6ThiE LDEDLD
GMMEUTS CUMTLABHSI6TeNE) eT60Tm)] LN G UMT&HS eugHuITs e Chart-§ Wiy
Q&G UMJSH&60MLD.
1. (p&edled Excel-61 &GLp 2 emem Sheet tab Bar-60 Sheet2-6meu GCaijey
QEWIwe]Lb.
31

32
M4 4 b M| Sheetl | Sheet2  Sheet3 %1

Ready

2. MG ULSHH6L &ML Iquleumm) 62([h LIL g UI6MEV SUIM QFUILIQLD..

F6 - |
A B E D E F C
Place August October December February
Manaparai 45 85 65 25
Musiri 58 92 a2 48
Trichy 76 97 29 Ga
Dindigual 36 67 34 42

RN = IR I = T R =R SRR LN ]
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3. L LI QEWIGHIETET §&HEUCLSET JEN6TI&HENGU|LD HemevLIL|L 60T CFTSHGH CHije

QEuwe]Ld
| Al - Jx | Place
A B | ¢ | D E F

1| Place August October December February
2 |Manaparai 45 85 65 25
3 |Musiri 58 92 82 48|
4 [Trichy 76 97 89 68|

5 |Dindigual 36 67 54 42

6

T

4. Insert flluesNled 2 emem Charts 61651 LIGEHUNEL 2 61 Chart 6265188 (615 61T
gCHMILD sp6016mM CHIT6Y CFILIG| CSTeTeaneaLD.

Insert

DB D keSS0 @ A 3 4 4w Q

PivotTable Table Picture Clip Shapes SmartArt | Column Line Pie Bar Area  Scatter Other Hyperlink Text Header WordArt Signature Object Symbol
= Art = = = v = *  Charts~ Box & Footer  ~ Line ~

Tables Ilustrations Charts i Links Text

Column| Line Pie Bar Area Scatter Other Hyperlink Text |
< ~ - - ~ =~ Charts = Box &
| 2-D column 1 fa || Links
@@ ImA || AR —_——
B
3-D Column

e
=
£
=

|J;-£; lad] |144] B4

Pyramid

bl UaA | MM Wb

il &0 Chart Types...
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: Al - @a J« | Place
A | B | ¢ | D E F G | H

1| Place August October December February
~ 2 |Manaparai 45 85 65 25
3 |Musiri 58 92 82 48
4 [Trichy 76 97 89 68

5 |Dindigual 36 67 2d 42
6

7 120
8

g 100
0
i % M Manaparai
12
? g0 M Musiri
i a0 W Trichy
£ W Dindigual
£ 20

17

18 0

13 August October December February

20

21

22

Chart-60 gJCH&DILD LOMHMMIGET CI&F I CeuemI(BLOCILDETMTEL (LP&6OI6L Chart-
0 Coyey QFuwelb. UHsTe Camsmiujerar Chart Tools CognieaTled Design 6T63TM
fliuenssr CHiey QEFUILILD.

Design

Daf layout  Format
Change  Save As Switch  Selact

s ta Review  View esig |
il T . T Mowe
Chart Type Template | Row/Column Data > “I| cnart

Type | Data | Chart Layouts Chart Styles | Location|

"N

Change Save As
Chart Type Template

Type

Chart Type-g LOMTHMIEQSTETETEVTLD
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Switch Selet €

Row/Column Data

Charth@ CHEMEULITEI &8 6160 86m6r

wrmHMS CSTETETEVITLD.

Data
A
Chart-60 Row WmmIb Column-&&lenest
& QSmeTaTeLMLD.
GG e ek bk bk bl [k b [hd]

Chart Layouts

Chart Styles

Chart-65T SienLoLILNemesT LOMMHMNE QST6TOTeVMLD.

) | | I I
0

M Manaparai

120
100 II Plot Area Ll
80 3

60

August October December February

® Musiri WTrichy wDindigual
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Home Insert Page Layout Formulas Data Review View lDeslgn Layout Furmatl

Plot Area - D (& =1 | [ [ [ ™ 1 : . Chart Name:
hd @ A5 1] [ |k nl| |0 | i) . i

@FormatSelartinn — k] = ] E‘g Fll'ﬁ L J J I = J J =

Chart1
Picture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines Plot Chart Chart 3D Trendline Lines Up/Down  Error
& Reset to Mateh Style = Box  Titlev Titles~ ~  Labels~ Table~ = = Area~ Wall - Floor~ Rotation Bars~  Bars~
Current Selection Insert Labels Axes Background Analysis Properties

Chart-60 GemeoLiL&en Q&TERLLGMHE Chart Tools-60 Layout flliLiemen Cgijey
Q&wWwe|d, oSImEG Labels e660im UGSHuUNL G Hemeuwimeraumenm Caijey

. . .
Q&G CBTETATELMLD. .
100 Rainfall Report - 2013
. F 82
- - =0 7 g 68
NANIAINEPVIL - &VLs E o L | | m 5
0 ¢ || I mManaparai
> ate itz
0 o (HNEN NEEN B |
August | October | December | February | MTrichy
Manaparai 45 85 (33 25 mDindigual
0 Musiri 58 22 82 48
Trichy 76 a7 89 58
[h] Dindigual 36 67 54 42
Month
W

i o] au] \llﬂ |@/

Chart  Axis Legend Data Data

Title = Titles = Labels = Table =
/ \ e
L

B Manaparai

W Musiri

W Trichy

m Dindigual

Rainfall Report - 2013

“ 0
40 =

» E 60
o 2

Auust otaber Dacember Febuary a0

WManeparsi WMusii ETrchy WOidigusl
20
1]
August October December
Maonth

Chart-60 GMIGG WLOMID g&ECET(HHENE DTDHMHISET |£|
b ]

@Q&uiut Chart Tools-60 Layout flliiusnent C&T6Y QEFWILOID SIMIG s cridiines

- -

Axes 6160TD UGSHUNL CHemeuwmsmeumenm Coijey QFUI) Axes

QBTETEMEVTLD.
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MJLlged 26mem  UMT&HaTL Hohsmers Qaman® GCamu@GsHH

&ML (Feugm©@ udHeons UL miGener BITUN Ceumith S STL_L60MLD.

1. &mjLiq6L 2 6mar JHMsBILD 62(h Data Bar-g Cloamemerv &G &meni(h L L6 &leMé
QEuwe|Lb.

2. @QuAumpgl Camesrlujetar Chart Tools-60 2 6ien Format fliuesfléd Shape
Style L@&UN6L 2_eien Shape Fill-6b Picture-83 C&Ij6y QFUILIOLD.

3. 2L Ger uLGHlemen CoIa] QFILQISDHSETS CHTHIMID ML IELTSH LITHE6D

JCHEWILD €1 CQUT(HSSLOM6ETT LIL & Slenrest GHijey Gl LIa]LD.

Chart Tools .

ta Review View Load Test Team Design Layout | Format

&Shape F|II ~

J (=) (] (o] o e A
II|'_.l_\.

Theme Colors

H EEEEEEN WaordArt Sty

Standard Colors
HE EEEER
Mo Fill

Shape Styles

= Mare Fill Colars...
E Picture... he
[ Gradient ¥

Texture b

o Rainfall Report - 2013
80
60
40
20

Rainfall

August October December February
Month
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2 HMIESHM&NSE (b alwmury HimieusTdHen aNMLEH6T e HeniLl
euemyuL LD (Chart) Q&metoR @miE eNenssLILL (HerTens).

Items Sold in First Quarter of 2014
Product January | February | March April
Laptop 10 11 5 16
Desktop 20 15 9 25
Mobile Phone 16 8 3 40
Total Sales 46 34 17 81

90
80
70
60
50
40
30
20
10

Items Sold in First Quarter of 2014

January Febuary March April

H Laptop Descktop ™ Mobile Phone ™ Total Sales
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UL TRISET LoMMID 6UlqeUMhiISemen 2_6iT6rfl6n 6uoT & S 6L
(Inserting Objects)

SWMHSSIUL Bear QeumjsEL g0 HeummMih@ QUITIHSSLOMETT LIL RS0 6T
2_eeNemeun&:s em&GHTETIL. Geumiged BHMD CLOMESTEIL. UL (DM &HeneGIL
@mI@LD NeoTLMHMELITLD.

1. Insert fliuesfled Illustrations etedtm LGEHUN6L 2 emem Picture 6T6dTm LILL 60637

SI(WDSHSQLD.

FEATR=N Y

Ficture Clip 5hapes Smartart Chart Screenshot
.l'!'.l't - -

Hllustrations

2. 2 L Geor eu(pLd File Dialog Box-60 si&eurGer 2 ettern LIL HHlement CHiey C&FILIG)

Insert LI L6063 Si(LpSGeLD.

3. ULSSHeL WMHOMIGEHT Q&I GeueinrguUNBHHTL iGemesr Double Click
Qg . o L Geur Picture Tools eT61m Cngmieled Format eTestm FILILIEHT €6dTm)

LSS CHT6OTMI6UMS SHITETITGVITLD.

4 [y-7y e CH - 7 . > =, o,
9 3| rdg A Compress Pictures — — = — — — LZ Picture Border & "j o ]@]A\g Tl 31 Height: 2.26°
= 9 [ Change Pictur: | |l EI - | &b Picture Effects ~ hs 18] Group —H
Remove | Corrections Color Artistic ! Position Wral cop 1 . 301"
L] : -l - o - e ap P width: 3.01
Batkground . ~ Effects~ % Reset Pictur = | 52 picture Layout ~ - Tet- %s lection Pane %) Rotate .
Adjust Ficture Styles 5 Arrange Size
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uLgdlevieiter UeirLeo MG 155G USHD S

4.

UL SHenenr Caijey Qeuige L 6r CHmermid Picture Tools-60T Format fllLesfed
Adjust UG&uNeL 2_6rmerm Remove Background ¢T6s1L6m G CHIT6 QFUIUIOLD.
LIL & 8l6tT Sienemned C&HemeUILITET 66y FHQOF LG Q&TeTearaLd.

9IG§ Picture Tools-651 Format iflliLeled UHsns Camermiwlerner Close 6T6TMm

LGSHUNeL 2 et Keep Changes 6165TLIEM S CHIT6Y Q& IILIO]LD.

| - \II
| |
Z @ @ @ v
Mark Areas |Mark Areas Delete | Discard All  Keep
to Keep |to Remove Mark Changes (Changes

Refine Close
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uLgHest Brightness, Contrast Sismeug LNJsMFL (spefl Siame]) LAMHM
uLg&emneor Double Click Q&uigeL 61 CHmestmiLd Picture Tools-6s1 Format flLiLiesiled
Adjust e16Tm UIGHUTN6L 2 emerm Corrections 6T6sTM UL L6mesT CHiTe| QFUILIGLD.
o L Geor UL GHHeL FmenmsGeu MMM Q&G UL iquwiedl(h STLEW. Seummied

Caemeuwimereumenm CHijey Q&G C&TeeneaLD.

|Corrections
\

| Sharpen and Soften |

4

t )

.,
- Ve

Brightness and Contrast

-g.

{5}/ Picture Corrections Options...
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UL&SletT HmsHemenr MMM UL GHenesr Double Click Q&g e L 60T
Gameomid Picture Tools-6a1 Format flluesiled Adjust 61601 LIGSUeL 2 eiterr Color
616010 LIL_L6meént GHije Q&uwieyd. o L Geor UL S0 LeLGeum) HmmmHmmisenern
Qauwlg sieumemnm UL gwiedll (B sTL(HD eummied Coemeuwimereumsnm G&ijey
Q&G C&TeTerneyLD.

=

Color

| Color Saturation

i3 More Variations

._/ Set Transparent Color

; &'}’!/ Picture Color Options...
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UL&HeL euempsHemev  FpLiubgmsener  (Artistic  Effects) Qameso(h
LMHORIGET QFIFMNG UL GHlemenr Double Click Qg 61 CHmeoTmILd Picture
Tools-so1 Format ffliuesfied Adjust eTeorm LG&HuNedL 2 eiten Artistic Effect et6t1m

UL L em6nrd CHiTey GFUILIe]LD.

R

Artistic

Effects v|

% Artistic Effects Options...

ULGSlL &ev HMULDEFRIGMET 2 (HeuTHS LLGHenerr Double Click
Qewige|Ler Cameormid Picture Tools-6o1 Format Glogmiealied o emen Picture Styles
LGSHUNeL 2_eareumsnm CHijey Q&g CsmerTeaTalLD.

- - -

Picture Styles
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UL &&lev Border himmigsemer rmm UL GHenesr Double Click Q&g e L 6o
GamesrmiLb Picture Tools-601 Format Qiogmiexlev Picture Styles LiG&lulled 2_erern Picture

Border UL Len6nis CHiJe CFuIe]LD.

D’_” Picture Border =

Theme Colors

Standard Colors
| | EEEREN
Mo Cutline

+5  More Outline Colors..,

= Weight 3 Y pt
= Dashes | owpt
3 pt

1 pt

135 pt

2:!,-".1 pt 1
I

& pt

== More Lines..,




Microsoft Office 2010 ~ 126 ~

UL R&ER5@ Special Effects Q&m(h&s UL G&lemssr Double Click Q&g e L 6ot
Ggmearmid Picture Tools-651 Format Gogmieed Picture Styles L@&uNev 2_eren Picture
Effects- Caijey QFuweLd.

) Picture Effects ~
B
_—
=l Shadow 3
—
=ail Reflection 3
-
,_; Soft Edges *
B
== 3.p Rotation »
- Lol o
-

UL SHMSTe aigeremnioLliiNed (Layout) wmmmLb GFiwl UL g&lemenr Double
Click Qawise|_er Cameormid Picture Tools-es1 Format GQogmiefiev Picture Styles
LGS uiev 2 erer Picture Layout-g GC&ljey Q&ia]Ld.

% Picture Layout =

A

Mien -
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ueLGeum) augeurigemen GaruilaflenL G C&j58 (Shape)

H&H6ULE EHSHS QuIT(H & FHLOMEsT 6)11q EUMISEM 6T 26166060016 5
oL ECITETIL Ceurmijiged Q&FWISHmS GCumeuCGeu @mIGLD Insert flLiuesiled Illustrations

61601 LIGEIUIN6L 2_6ierm Shapes 616310 LIL L6063 Si(LPSHSEULD.

IV

Shapes

-

Recently Used Shapes
EENNCOOOALL S
S % ™4 F

Lines
SNSNTLL T NG G
Rectangles

(] () [ (o (i [ [ (] ]

Basic Shapes
EEOAMNIASCTOOO®
@eGOIOr L ¢ d
FO00~A0OY e (D
I ES N A

Block Arrows

DA TETFLPRI D
€ QuUunD D[Rl
A

Equation Shapes

F=R==

Flowchart
OO0 CaJ
COCON®DBE & AVED
QEOo

Stars and Banners
Lo A SR ROFOE R 5t
o 28 (1) B0 [T (1 QI 0

Callouts
QO3 OO AtATdn A A0
C ADAD dO

4} Mew Drawing Canvas
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ShG GCameammid ULGCaum algalhsealled BEGS CHemeuwlmen
allg 615 Hlenest CHIT6Y Q&G CSTETETEVTLD.

QeualqamsEsE ULGM Hpuubsrsamer QsTHUUSDE, HTLD
u_$$m@ Special Effects QarUUEMSTE CmHOsTaENL. 4CH allfl
WMEMNGIL QFHMEGLD NETUMMEYLD.

gCHMID 6(p algausHms Caie| Q&g Qsmerereyd. Drawing Tools
QuepieNled  Format  fliuesfled  Shape  Style  ¢1601m  UGHUND  BLOES
Caemeuuimereumenm CHijey Q&G CST6TaTeVTLD.

T T T Ty T Ty T TN

T TN
| | I I | | | | [ |
[ | [ | [ | [ | [ |
\ \ )

000000
000000

[
1
|

BEESNES
SEaeEenED
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1. @suaugeugdleo GCaim Hmeng HLLQISD S, elgeudbeng Double Click Q&

eu@sLd Drawing Tools Qgnieanleb Format flliuesiled Shape Styles 61661m LIGSuTeL

2 e Shape Fill 61631 LI L 606w Si(LpSFHteL 65T CHMTILD CLogniafied 2 eiter

gCasmip HmsHmg GCaiey Qalg elqeusdHer 2 61Ger  HMHHeneor

ByuN&EsmeTareomb.

2. allgeugend sGmmiwjeren GoITL Lq.606T

L shape Outline ~

> &Shape Fill =

@ Change Shape ~

UL L emett CHiT6Y QFUILIOLD.

N

DMHmIUsM@& Shape Outline eT60TM

3. @euauqeusemg wIHMINIL (R Couml algaisms Qsmen(y ey Change Shape

61601 LIL_L_6m6aT C&IJ6 QFILIa]LD.

A

(]

Month
April
April
April
July
July
July
June

[=R =R N = I B R SR

—
=

lune

Star Enterprises = 35%

Product
DVD Player
22"LEDTV

29" LCD TV |0 =) 7Y
5.1 Home Theatfé‘ U

29" LCD TV
22" LED TV
DVD Player
N Plaver

Price

=

Yt

A0
15000
18690

3000

1548

L)

Quantity MNet Price

12
12
4
10
8
15
10
5

48000
180000
72000
80000

120000
225000
50000
20000
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&6uflg geTum (B &emer QeunjsH &g 60 CEFLILSME (Equation) TE Q

Equation Symbol

&6wNg  FLO6OTLIMT(H &6mer symbols
!I)LD@@LUJ Built-In <
Area of Circle
Qeumié &L e i
eUMTSHEL1q 60 PR
Gelusm© Insert
flluesfled Symbols eT6sTm
. . Binomial Theorem
L@GSuTleL 2 _eltern -
. . . n_ n kn—k
Equation 6651 LIL_L_6méot (x+a) —;(k)x a
SI(PSSEULD. %
Expansion of a Sum
2 L Gewr (1+x}”=1+%+@
Camermid &6001G
gLoeorUm(h Sexfledt Fourier Series
UM S&ATNC0I (B HS) flx) =ap+ Z (an CDSTITM + b, sin HTM)
gGCHeMID €60TM60) 60T n=1
(:’q)UQI Q&u_lg'l TU  Insert Mew Equation
Q&ITeTemeLMLD.
r 14X x? x3
et = +ﬂ+i+§+---,—oo<x<oo

nmnx nmx )

f(x)=a,+ Z (an cosT+ b, sinT
n=
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BTOT&EGeU LS FL06TUT(HSHenen SWIMHSHSHI& Cameteugm@ Equation List-e6t

&L & S1pU1 LGHUN6L 2 _eiter Insert New Equation-g Caijey Q&uwiwie]id.

T & EEEFANAEEEPEREEEEN | 5 e g [ § e g n A [
Equftinn e !;Jor.r;wa\Text @ @ E IEI IEI E - Fra(:tinn S(rvipt Rad'\(al Inte'gra\ ODL:rr;gt;" Bra'(ket Funstmn Acc'ent UT;tga?d Opevrator Ma'tnx

Symbols Structures

Toals

Equation-mame  UyHsns CamerulBaH@GL  fluueiedGbhs BLSEG

Coemeuwimen LS FLO6TLIT(HS6MET 2 (h6UTESHE Q& TETenevLD.

. —b+Vb2-4ac

GMui@ &eit (Symbols)

B WL W GCamigmien Cumjiged HenL&&Mg LeLCaM GMuihsemen
CeILLSDE
1. Insert fliuesfled Symbols et6arm UGHuUNEL 2 6rem Symbol 61631 LI L 63637

(PSS LD.

2

Symbol

- KR - B R
g & T+ @
A Y " & a

£ L 0 owew M

{2 MWore Symbaols...
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2. 9g5slg LWETUGSGID SOUWIG ST STeme:Geu LI L U160l LILIL Lq (h&H@ELD
SieumMedL CHemeauwimen GMUILsnL CHiTey Q&G Q&TeTeneyLd.

3. wHm GMHUIGSenen sreLEME More Symbols.. sTetTLG 60T CHIT6Y QFUILIOLD.

4. Font e1601m &MLOCUT LIMEE6L 2 6o Font-&erleL epe)iCleumetimims MMl UM& &l
Sigleyeiten Caemeulmest GMIUIL g enest CHITey Gl UILIOLD.

5. @MW Insert UL L 6m60T SH(LPSHGHLD.

[symbol B |
| symbols | Spedal Characters |
Font: | Wingdings [~
B <pdedad s |alo|H ==l
2| E|F| 8|2 |&EDw B = E & 8 04332260062
=8| |e|==|d| P T O OB 6L K 9443301258
Sk di i JEAR N AR AL ST AN R R e i
Recently used symbols:
8 Q& 1| xE#CE T|=|A|V|°|®lal€
Wingdings: 32 Character code: |32 from: | Symbol {dedmal) E
| AutoCorrect... | | ShorteutKey... | Shortcutkey:
i msert | | cancel ]:J
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Sort

6150F6060I6L  HHEULGZEMET M euflemnd WWOHMID @MKEG euflenguied
SBH5GeusME Data flliuefled Sort & Filter 6T6oim UGS UNGL 2 6iTem  Sort-&
LwesTU( & H &GS TeTeneLD.

1. 2 gmyewions QG CsTHSSLUIUL (BeTen S Ledeneuuenil Sheet3-60 Gulmiy
Qauwed. @5 62 (1 &ML UI6L aNMLMEITLITEGLD QUITHL &6 unHmiut eNUIFLD.

2. @@ QUTBHEHMLUI eneVMWILD CQOT&HHLD eNMLIEMETTUITEST CILIT(hHL &erTleor
TEUUIEIN&ENSHU|D QUHSHS HemL LGS Net Price @ (NetPrice = Price X
Quantity) @&msmeut ..LITJ(LHeVT =C2*D2 S@&LD.

SUM - K v fe| =C2*D2
A B C D E
1 Month Product Price  Quantity Net Price
2 May TV [ aso00] 5|=C2*D2
3 July Fridge 12000 10
4 | April DVD Player 4000 12
S lJune TV 25000 7
6 May Washing Machine 17000 4
7 April TV 20000 12
g8 July Fridge 15000 g .
9 June DVD Player 5000 10
10 May Washing Machine 14000 10
11 July Washing Machine 17000 15
12 [June DVD Flayer 4000 5
13 April ™ 35000
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3. 55ULEMOT QflMEFWNS HEHS (PFHOL HMETEHE &EHEUDSHENETILILD
HmeVLIL|L 65T C&& &I CHIT6 Q&iuIe]|wb.

Al - (- £ | Month
A | B | ¢ | o | E

1 Month Product Price  Quantity Net Price
2 |May TV 45000 5 225000
3 uly Fridge 12000 10 120000
4 |April DVD Player 4000 12 48000
_ 3 [lune T 25000 7 175000
6 |May Washing Machine 17000 4 68000
7] April T 20000 12 240000
8 Nuly Fridge 15000 8 120000
9 Pune DVD Player 5000 10 50000
10 |May Washing Machine 14000 10 140000
11 Puly Washing Machine 17000 15 255000
12 PJune DVD Player 4000 5 20000

13 |April TV 35000 4 140000

14 B

aCc

4. Data ffliuefled Sort & Filter 6T6sIm LGHUNGL Sort LILL smenr CHITeY G&FIILIGLD
LNeoT (LD Sort by-60 Month-g3 G5 6y Q& IWIE|LD.

[ 1'5'5:‘1 Add Level ” > Delete Level ” 53 Copy Level ” & || w || Options... My data has headers

Column Sort On Order

Sortby  fignth |E| Values |E| AtoZ IE‘
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5. MgHGILeT C&JHFH QUIBLSMeTUD euflenswing SBH&5s CH Sort
alla@nGLmeNled Add Level 660t UL Lemenr CHie Q&G Sim@G Then by-6v

Product-& G&ij6 QFuiuie|Ld.

‘3';1 Add Level l ’ }( Delete Level ] ’ 23 Copy Level ”B E\ My data has headers

Colurmn Sort On Order

Sort by |Mur11i1 |E“ |'|.|'alue5 IE“ |At02 IE“
Thenby |PGRENII=] |vabes SiaT =l

6. Mm@ OK LL_Lemérr Gy QFUILIe|LD.
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E18 M Jx

A B C D E F
1 Month Product Price Quantity Met Price
2 | April DVD Player 4000 12 43000
3 | April TV 20000 12 240000
4 April T 33000 4 140000
5 (luly Fridge 12000 10 120000
6 |July Fridge 15000 & 120000
7 |July Washing Machine 17000 15 255000
& June DVD Player S000 10 50000
9 June DVD Player 4000 5 20000
10 June TV 25000 7 175000
11 May TV 45000 5 225000
12 \May Washing Machine 17000 4 63000
13 May Washing Machine 14000 10 140000

14

Group Ungroup Subtotal

- -

Outline

15C1FEVE0I6L 2 6116 HHEULSHEMENT 26T G(Peuns (Group) NHSHIS
QEmeTaT (LpH6OIL FH&HEULSTNED Gy GpeuTs 2 stataumemnm WL G CHI6] CIFIG)
Qameioi(y Mm@ Data Mlliuesled Outline 6T60TM LGHUNL 2 6Tem Group 6T6ITLIENS

GCaijey QFuiweyLd.
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A B
1 Star Ente
2 | Month Product
3 |April DWD Player
4 |April 22" LED TV
- | 5 |April 29" LCD TV
[=] 6 [July 5.1 Home Theatre
. 7 [uly 29" LCD TV
8 [uly 22" LED TV
9 [June DWD Player
10 [June DWD Player
11 |June 36" LED TV
=] |12 |may 42" LED TV
13 |May 5.1 Home Theatre
. 14 (May 36" LED TV
=] 15

Buhd G (pésemen K68 Data Hlluesled Outline 6T60TM LGHUNEL 2 6iTer
Ungroup 6T6tiLeng G&Jey QEFIWLID. e enevsiisemel H5&, G Ungroup

Qugniamev 2_erar Clear Outline-& GC&lj6y QFWILIGLD.

G smevlieml LGB meusgiall (B Haaic0&mar aD&s G Data
fluuesfed Outline 61601 LEGSUNGL 2 6o Hide Detail 6T60TL6mG CHIT6Y Q&FUILIGLD.

58616086 LB6TaT(HLD SMLL Show Detail 6T6TLIMG CHT6y Q& UILIOLD.
SWRuUTAlWNs sl G HAGTMS 6wl (Groupwise Total and Subtotal)

1. 556U6LHEIT MM HMGILILD HM6VLILIL 63T C&FJ&H & CHT6Y Gl I LD.

2. Data ffluuefled Outline 6T60TM LGHUN6L 2 6iTem Subtotal eT6oTLMG CHIT6Y
QEwe]Lb.

3. 9IhE Camermib Subtotal eNEIUCLTeONEL At each change in 6T6iT) SMOGLIT

UT&&led Month-g3 C&ijey QFUIWIe|LD.
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4. Use Function 6T60LHL Fal (hd QHTMESHSHMST Sum . .LRSFen6T CHIJ6y
QEwweyLd.

5. Add Subtotal to  ¢T60TLUSHL 6THG Column-$HMEG Fal HHOAHTENS GiT6sor
Ceoueior(hCLOM 31560631 CHIT6Y QFUIUILD.

6. Nim@ Ok LLL 606 Si(pSHGeLD.

Subtotal

At each change in:
Month
Lse function:

Sum

Add subtotal to;

[TIMonth
[] Product

|:| Price

Met Price

Replace current subtotals
[] Page break between groups
summary below data

[R_Emn'u.re All ] [ oK ] [ Cancel
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A B C D E
. Star Enterprises
2 | Month Product Price Quantity Net Price
[ [ - | 2 |april DVD Player 4000 12 43000
4 |april 22" LED TV 15000 12 180000
- | 5 |April 29" LCD TV 18000 4 72000
=] | &6 |april Total 28 300000
. 7 July 5.1 Home Theatre 8000 10 80000
8 [July 29" LCD TV 15000 8 120000
- | 9 Duly 22" LED TV 15040 15 225000
=] | 10 [July Total 33 425000
[ - | 11 [June DVD Player 5000 10 50000
12 (June DVD Player 4000 5 20000
- |13 Dune 36" LED TV 25000 7 175000
=] | 14 [June Total 22 245000
[ - |15 |May 42" LED TV 45000 5 225000
16 (May 5.1 Home Theatre 8000 4 32000
- | 17 [May 36" LED TV 25000 10 250000
=| | 18 |May Total 19 507000
(=] 19 |Grand Total 102 1477000

7. sl (h50sTmsuNemen Wan(Gwh FEEHL CH Subtotal aMGUGL TN Remove

All 765110 LI L6063 Si(LpS S LD.
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Excel-60 GCHemeUITesT §&H6U60&Hemen WL (KD el &Ll lgll UMISHES (L &HedleL

SHHEULGHET SN GHMGIILD HemeoLLL 66T CaJHGH CaHIey QFwe|d, Nm@ Data

fluuesfev Sort & Fiter 6T601m LGSuN6v Filter- CHiJey Q& UIUIO|LD.

PRSI 5. 5

—
il
b

Sort

[

r

Filter

Sort & Filter

@Aduanced

2 L GooT  eeuQeum@® SN  HBEWID i)

2 (HUTEUN(HLILM G S STEUIT6VMLD.

A B c | b | E
1| Mont ~ Product *|  Price * | Quanti ~ Net Pri ~
~ 2 |April DVD Player 4000 12 48000
3 April T 20000 12 240000
4 April T 35000 4 140000
-5 uly Fridge 12000 10 120000
6 Puly Fridge 15000 8 120000
7 uly Washing Machine 17000 15 255000
8 Pune DVD Player 5000 10 50000
9 Pune DVD Player 4000 5 20000
10 [June T 25000 7 175000
11 |May T 45000 5 2325000
12 |May Washing Machine 17000 4 68000

13 |May Washing Machine 14000 10 1400001
14
15

16

Filter

LIL_L_6dT
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Ai6NGL6L gpalICleuUm(B HemeLLINGYILD 2 6iTer

C&HEmEUITEI §&H6U6LSHENEN 611G HL_1q & CISTETETeVITLD.

~ 141 ~

aUlg S lguTlenenid Gl&mevor(h

A B | ¢ | o | E
1 | Mont| ~ Product | Price | Quanti ~ | Net Pri ~
4] SortAtoz 0 12 48000
2] sortZtoa 0 12 240000
5ort by Colar » 0 4 140000
0 10 120000
0 8 120000
0 15 255000
Text Filters k 0 10 50000
Search 2D 5 20000
] (Select All 0 7 175000
April 0 5 225000
|:| July 0 a 62000
gﬁ 0 10 140000

N B | c | o |
1| Mont-T Product ~ Price *| Quanti ~ MNetPri ~
2 [April DVD Player 4000 12 48000
Ei April ™ 20000 12 240000
1 4 |April 1 35000 4 140000,
14
15

BB SMETSHG HSHEULSHEHLD UHUSDE NG Filter L L 6ufl6d Select

All 61616 S GCHT6Y QF LG OK LILL 60687 S(LPSHSELD.

Filter ULL6t1gemen F&HGeusHm@ Data flluefed Filter UL Leneor Coijey

QEwe]Lb.
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Print

Page Setup
SIL_L euensoutsnit LNifl6ior eT(RLUUSMS, (W &6e0l6L LNifl6iL 61(h&8 Geustorig Ul

LGS 615 6T60TLIEN S QG668 Geuain(hLD. AHHDG

1. W&edled Nl 1(HES Ceusllgll HEHEUEHET HMETTHMGUILD CHITey
QEWIwe]Lb.

2. Mm@ Page Layout fluuesled Page Setup L@GHUN6L 2 6o Print Area-6)l6d Set

Print Area-6mex G&IJ6) Q&IWLIE|LD.
g Home Insert Page Layout Formulas Data Review

A [ & Olags @ B

12mes Margins Crientation Size Print Background Print

= Effects - = = = Area - Titles
Themes Pag 5 SetPrint Area
Al i Je | Star Clear Print Area
A | B | ¢ | o [ e | ¢
Star Enterprises

| Month Product Price  Quantity MNet Price
 |April DVD Player 4000 12 48000

|| April ™ 20000 12 240000

|| April ™ 35000 4 140000

~ [July Fridge 12000 10 120000

~ [July Fridge 15000 8 120000

~ [July Washing Machine 17000 15 255000
 June DVD Player 5000 10 50000

) [June DVD Player 4000 5 20000

L [June ™ 25000 7 175000

2 |May ™ A5000 5 225000

3 [May Washing Machine 17000 4 63000

1 |May Washing Machine 14000 10 1400001

2

3
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3. MfleoiL. 61758 CGouainnigu! LGS L (HLD Heolwimg CUGSHS ST HeUSHG
View fluuesfled Workbook Views LigHuiled Page Break Preview LIL L 6n6st Cgijey
QEWIwe]Lb.

J J IjJ J Formula Bar

Mormal Page |Page Break| Custom Full ] Gridlines [¥] Headings

Layout | Preview Views Screen
Workbook Views Show
b Al - fx | Star Enterprises
A ] B | ¢ [ o | E
1 Star Enterprises
Z Month Product Price  Quantity Met Price
3 |April DWD Player 4000 12 48000
4 April ™V 20000 12 240000
=N April ™ 35000 4 140000
6 |July Fridge 12000 10 120000
7 |suly rridge = (] Faso00 8 120000
8 |uly Washing Machine™’ 17000 15 255000
9 |June DVD Player 5000 10 50000
10 [June DVD Player 4000 5 20000
11 |June ™ 25000 7 175000
(12 |May ™V 45000 5 225000
13 |May Washing Machine 17000 4 63000
14 |May Washing Machine 14000 10 140000

4. 1NflewwIL G Hemgeni GMILULIL Page Layout [flLiLesiled Page Setup LIGSHuied

Orientation 67631 LIL_L6m6aTW|LD C&IJ6y CFUILIeLD.

2 0RE & &

Margins Orientation Size Print EBreaks Background Print
~ ~ ~ Area - ~ Titles

/w Page Setup

5. Margin &ifl Qguleusm@ Page Layout flluesiled Page Setup L@GHuied Mallgins

61651 LIL_L_6m6aTu|LD Gy QFuIuIeLD.
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6. LSS sieTeySener &ifl QFWINSHME Page Layout flliLesied Page Setup L@G&uned
Size 67601 LIL_L_6m60TU|LD.

g —_ J O F—-—
il D& =
Margins Orientation| Size Print EBreaks Background Print
- M = Area~ Titles
| |:| Letter P
- 35" x11"
vl\ _ﬂ
B | Tabloid
D 11" x17"
Star Enter
Legal
Product F I:I 8.5 x14" B
HE = Executive g
|:| 7.25" %1057 o
L]
e D A o
i . 11,697 % 16.54"
e FA0E 0
hing Machin ~7 A4 0
327" x11.69 I}
Player ]
Player B4 (J1S) ]
1012 x 14337 0
B5 (JIS) 0
hing Machine 717 %1012 o
hing Machine Envelope £10 0

412" x9.57

Envelope Monarch
387" x7.57

More Paper Sizes...

7. BUD SFHL  Ceusdiigul &H&H6ULGHaN6T 6RelCT(h USSHHMID (PGHEL
LU&SSHEeIETT  HmeLLILSGeT  Hemsd  QHTLIhG Nl 96
Ceueinr(hQeirmmed Page Layout flliuesfled Page Setup L@GSUTeL 2 6imen Print

Titles-g3 GC&IJ6Y Q&UILIO|LD.



Microsoft Office 2010 ~ 145 ~

[ s =
B ORe @
Margins Crientation Size Print Breaks Background Print

= 7 ~ Area 7 Titles
Page Setup

8. SImIE@ Print Titles UGHUNEL Rows to repeat at top 6T6aTLHED 61HG 6Uflens

261G (H LI585 HeVILD HEMELLILITS euyGeuesu(hLd 6TEOTLIEN &
&MIUIL Geuetor(hLb.
Page Setup X

| Page |Margins | Header,."Fuuter| Sheet |

Print area: Rz
Print titles
Rows to repeat at top: £1:81| 55
Columns to repeat at left: 2 E
Print
[7] gridiines Comments: {Mone) |Z|
Black an
Oa Cell errors as: | displayed |Z|
[7] Draft quality

[ Row and column headings

Qeumf&EL 1660 2 61N QFLEHEHES

QoL Cuwimer sLUL Camh&@pLeor LNiflesor_
9,8 Geuan(hQWeTMTeL 9CH aNeuIGL malleL
Print u@&Huied o 6o Gridlines-83 C&ijey
QEuIwe]Lb.

Page order

@ Down, then over

() Over, then down

iita iy
m: im0
PIONTY
v it

’ Print.... ] ’PrintP‘reuieg] [ Options. .. ]

= Q[ Cancel |
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9. Nl 1(r&&HH CHMeUITEN SiM6eTHG Goumevsemend (Ppless MG
NflewL 61568 File QogmianNm@ Q&soim) Print-g3 GHje QFiiuia]Ld.

“ Home Insert Page Layout Formulas Data Review View

H Save
Print
Save As @
Copies: |1
Cpen
= o Print
= Close T Gemen SMLILNGET CHsme
. 6TEOTLEN S @MU
Info Printer i

./ Send To OneMote 2010

Recent =) Reaclv\ -

New s eI fed e o8

Setting ColemBLd e QOgHeNss
Print ) -
4* Print Active Sheets -

: Only print the active sheets

Save & Send
Pages: S to -
Help 2 Cotlated .
123 123 123
] Options — — —
E Exit ﬂ Paortrait Orientation -
Letter _——— Nifledor. o8 Geueuorig.iul
85" x11"

L GuLIUT Sl6eTey A4, Legal...

Mormal Margins

t— Left: 0.7" Right 0.7"
jj Mo Scaling -
[100] Print sheets at their actual size
Page Setup

10. &M@ Printer UGS UNL 6THG N6 ifled N6 T1(HEHEHTCOMLD 6T6OTLIENS

Caijey QFuiwie|Lb.



Microsoft Office 2010 ~ 147 ~

11. Qeumj&&L1q60 Gy Qaiglerer Qaevsemen WL (KD LNl 61(H&s Settings
UGSUTeL 2 et Print Active Sheets-65T GLO6L CILOETHI6HT QL G| LILL 6068 (PSS
QU(HLD CgyIaTleL Print Selection 6T60TLIENS GC&IJ6) QFUILIGLD.

Print Active Shests
Only print the active sheets

Print Entire Workbook
Print the entire workbook

Print Selection
! Only print the current selection

Ignaore Print Area

12. QeumysLsHEHed 2 6item 616DV QFELEEMTWD LNl 61(h5% G Settings
UGSUT6L 2 et Print Active Sheets-65T GLO6L CILOETHI6HT QL G| LILL 6068 (PSS
QLD Cgyiailed Print Entire Workbook éT6tTLen g C&iey GFILILIQ|LD.

13. GuiLfled 2 WPQUTHHED SI6LEVE USSHEUMLIq6L LNHlevo 86 Geueorig
SHenguleneor GOILNL

j Portrait Crientation
Landscape Orientation

14. @miswing Print UGS UNL Copies—60 LNFl6TIIL 6T(HSHGLD  6TEHUI6UUN GH60IS6MILI
GO (B Print LILL 60607 Si(LDSHSELD.
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N6 o8 Ceuetuliqll H&HEULSHET LISHSHSHSH6 SlaTemned el HSLTGLD
QUIT(PSI UMMM & ([h 5 Gy LESSHMG6T LNFl6TIL 61(hé5

1. File Qogniefev Print-3 CHije CIFIIWIELD.
2. Print QogmieNed Custom Scaling éT60TLIENG C&IJ6Y CFUILIGLD.
3. Fit Sheet on One Page 61657 CHIT6Y CIFUILIQLD.

Custom Scaling -

j Mo Scaling
100 Print sheets at their actual size Ié

L) Fit Sheet on One Page
* _\}j*’ Shrink the printout so that it fits on one page

& j\;, Fit All Columns on One Page
] Shrink the printout so that it is one page wide

& Fit All Rows on One Page
_\}j_ Shrink the printout so that it is one page high

Custom 5caling

Custom Scaling Options...

4 el s1(h68 Coiey QFgleTar steeu Column-&@pLD 6CIT LIG&SHM G 6N
Mifledor. o4& Print  Quogmieeyieitemr Custom Scaling 6T6oTLIEMS CHij6
Q&uweLb 9mi@ Fit All Columns on One Page 6T6sTLIM G CHIT6) CFUILIO|LD.

5 Mfleuil 61(h&8 CHiTey QFIGI6TaT TeL6VI aUIfleNEFHEHLD 2CH L&HSHSH MG 6
Nifledoi. <48 Print  QuogmieNeyieiten Custom Scaling 6TedTLIEDS CHi6y
Q&wwe|b miG Fit All Rows on One Page sT6sLemG CHIJ6 QFIIUIQ|LD.



Microsoft Office 2010 ~ 149 ~

QFEL&HET JEMEMGHHILD HL_ L MG E@pL 65T (Gridlines) Qg Hlw Ceueusr(h GLO6TMITEL
Page Layout [flliL6sfled Sheet Options LGHUNeL Gridlines-67 L 2_eten View-3 CHijey
Qauweyd. Guiufleyd Gridlines o L6sT LNfleiol 9,86 GeuanGQLeTMTed HCH
Sheet Options LIG&UNeL Gridlines-63T &L 2_6iTer Print-g3 G 6y Q&FUIWIOLD.
Gridlines  Headings

View View
[0 print  [C1] Print

Sheet Options

c17

A B C D E
1 Place August October December February
2 Manaparai 45 85 65 25
3 Musiri 58 92 82 a5
4 |Trichy 76 97 89 68
5 Dindigul 36 67 54 42

A B C D E
1 Place August October December February
2 Manaparai 45 85 65 25
3 | Musiri 58 92 82 48
4 | Trichy 76 97 89 62
5 |Dindigul 36 67 54 42

Column wWMMID Row-&&ameneidGIld HemeoLlL e (Row and Column
Heading) Q& Geuetnr(hQossTmmed Page Layout flliLesiled Sheet Options LIG&uiled
Gridlines-60T &Lp 2 66 View- Ggiey Qauwuweld. GuUULFlEID &emevLILL 65T
Nl 0,8 Ceoueinn(heeTmmed SIGs Sheet Options LGHUNL Gridlines-601 &L
2 _eiter Print-g3 C5ij6Y Q&UILIe|LD.
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c17
Place August October December February
Manaparai 45 85 65 25
Musiri 58 92 82 a5
Trichy 76 97 89 68
Dindigul 36 67 54 42

il @LGUMPd  Column  6D6LE Row gCH@ID  €6iTM)
LSS S EMG6T 6LV SI(HSHS LISEHSHH MG 6T Q) (HHSHT6L S60I6LUI6N6TITE MG | LD
GBS @I USHSHHMGET 6L60G BMD GOUNBLD L&HS 6160016301 8560)85 8@ 61
Qamesoi(heuy Page Layout rflUuesiled Scale to Fit L@&luiled o eiten Width HmMILD
Height g Hwaumenm GC& ey QFWILIQID. HHEULHMET F(HSHCIIT LV
QuUAlGILESHHCWT Nl aRUUSDHEG HCH UGHUNL 2 etem  Scale-6D
Caemeuwmen ememed GGy Q&ILIe|LD.

o1 Width:  Automatic -

;'J Height: Automatic -
|"'_jl(] Scale: 100%%

Scale to Fit
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SWIMHEGI6men L 6U6m6uTuTled BHLOSEG C&HEMEUWITE &&6UELSHEM6 L (HLD

SeoflenliL(h$S& &ML Conditional Formatting LIWLIETLGRS MG

BID @RIG S g lener HUICLETI UL 1lgu1edled C&IEFSIIEHL[HS6UTSHem6r

ST LD, C&TFHUIEDHL WITE6UTHEMOT HESTNLITHELD ST L Ceuesnr(hGILD6TMM6L

1. Sl Leusmemisnil HemeVLILSEnL 6T CEI&H G CHiey Q&g CQsmereara]LD.

2. Home ffliuesfed 2 emem Styles u@&Hufev Conditional Formatting-83 Caijey

QEweyLd.
#éj} _L_,‘;,'ﬁl Mormal Bad Good i
Conditional Format MNeutra | || " =

Formatting = as Table =
Styles

_-1:| Highlight Cells Rules *
===

Bzl

.|]|. Top/Bottom Rules

Data Bars

il oL

=] Color Scales

i= Icon Sets

Mew Rule...

L

=}

Clear Rules

H&SH

4= Manage Rules,,.
£t e J,

3. 9IMmI@G Manage Rules-& C5ij6) Q& UIWIO|LD.
4. soQumpg Ggmermlujerer  Conditional  Formatting  Rules
eeiorGLme)X6L New Rule 6T60Tm LI L6601 GCGHiT6Y Q& UILIOYLD.

Manger
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Conditional Formatting Rules Manager X
Show formatting rules for: | Eirrent Seiection El
[5] Mew Rule... Eb Edit Rule... 2% Delete Rule -
Rule {(applied in order shown)  Format Applies to Stop If True =
[ K J [ Close ] Apply

5 @m@ GCamssmlujeiter New Formatting Rule eNeniGLmeNed Format only cells
that contain 6T6iTLNG CHIT6y QFILILIOLD. NCH aNGGCL M6 HLD LIGHUed
Gameoilulerem Format only cells with 6T65TD) LGSUN6L 2_etten @\y6HorL_meug)|
Combo Box-60 equal to T6iTLENG CHI6Y QFILIOID. &6 S(HHCELGLL
GCameormiujeren Text Box-60 PASS 61601m) 6mL_LI QFUIUIS|LD.

New Formatting Rule e x

Select a Rule Type:

» Format all cells based on their values
» Format only cells that contain

» Format only top or bottom ranked valyes

» Format only values that are above or pelow average

» Format only unique or duplicate valueg

» Use a formula to determine which cells To format

Edit the Rule Description:

Format only cells with: v

Cell value EI equal to EI PASS

Preview: Mo Format Set

Ok H}[ Cancel
Loy,
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6. SIGCs eNeIGLTaNe &L LUGHUNL 2 6fen Preview 61601 LGSUNeL Format

6160 LIL L 606d Si(LPSHSeULD. SRIG CHmeiTmid Format Cells eNeguiGLmenev
SI(PSH&IHSeMNL JCHMID WLMOMD CFLIWIGET(HEL6TDTEL Font 6T6dm
Gemu  Gsjey  Qewweynd,  umjLfled  gCsEmId  LMHMLD
QEWwICauau(RCweTmmed Border e6t6orm  GCLéemu  CHiJey  Q&FUILIOLD,
Q&evedlear Cu&QITereisiemL.  (Background) LOMHMGeuei(hGLsrmmed  Fill
st6oim CLemu Coiey GQeWweld. ShG CHemeuwlmer HnsHme CoHijey
QEWgICsmenH Ok LLL 6063 Si(LpSHSHeLD.

Format Cells M
|Number| Font | Barder | Fill |
Background Caolor: Pattern Color:
| Mo Color | Automatic E
OCECEEEENEN Battem Style: 5
OO0 OCOodn
ONEEEEREONED
EENEEEEEENE@E
EENEEEEEEEN
AEEEEEEEEEN
EEDC ...

[ Fill Effects... ] [ More Colors...

Sample

[ OK Q[ Cancel ]

7. (B35 GCamemid aNeorGL TaNlgy/d Ok LILL 60607 Si(LPSHSHeLD.

8. @Gs auhpmmamen C&JFHUIML ILITHAITHEHGSLD NeTLMMELD.



Microsoft Office 2010

~ 154 ~

Conditional Formatting Rules Manager N x
| Show formatting rules for: | cyurrent Selection El
|5 Mew Rule... ] ’ I_‘f'}ﬁditﬁ‘.ule... ] ’ ¥ Delete Rule ] Y [E
Il | Rule {(applied in order shown)  Format Applies to Stop If True =
Cell value = "PASS” _ =$1§2:4143 Ol
Cell Value = "FAIL™ _ =£122:5148 B [

9. @MIHWITS Ok UL L 6m6T S(LDSHS6LD.

A B C D E F
1 Mame Tamil English Maths Science  Social Science
5 |Ram 08 95 90 92 97
5 Siva 85 87 82 83 84
2 Gopal 12 2 14 21 17
< Mala 65 62 67 61 69
g Kumar 58 34 33 a7 52
5 |Doss 87 75 08 (55 12
g Balu 48 46 40 49 44

G

Total

472
421
66
324
274
337
227

Average

H |

Result

94.40
84.20
13.20
6480
5480
67.40
45.40
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Fill — Series

BILD H&HEULEMET 2 aTaf(h QFWW|AUTLREI euflens 6I6usGenT 606V
CyaaCenm QHTLFEAWTS euFCeueun(hGLD6TmTeL 6T1&GF6060I60 2 6t Fill Series
UFSHenwl LWeTUHSHASTETEMELMD. HESLILIGWITET 6Uflend 6T6nHenen 6L LI
QEWIWDAUTLRGI BO(PEOL W SHeUTEGMMANGITEL auiflend sTeusen @enLulled
al(huL CrHlLeLMD 6LVG Fal Coum GmmECHT enLL1 QFWISL. CHIflL6vmLD.
61601GeU  61501F6060160 2 6o @G Fill Series  eusdlemuwt LTRSS sTofl
(PemmuedL  eTevor QaTLIsmenGuim  Siebevg GCHH QML FaHmenGuim
SIEMLDGHSHIL_6VMLD.

1. gCaHmILDd 62(1h C1F6LEVIEVL 1 6T60TM 6TEHUTEDIEHNN 60IL_LI QIFUILIGLD.
2. Nm@ Home flliuesiled o eiten Editing L@&Huiev 2_eten Fill- Caiyey QFISL
QLD CQgyiailed Series & CHJ6Y CFILILIQLD.

Down
Right
¥ Autosum ~ S =
720 4
@] Fin - -
) Sort & Find &
</ Clear - Filter = Select =
Editing

Up
Left

E =l &

Series... L}

Justify

3. 2L Ger Cameormiid Series eNeGorGLmel6L Series in eT60TmM LGSuUTNeL columns
sT6sTLIGH 6M60T G (T QFUILIGLD.

4. Step Value 6T60TLISI6L 66)0G6UTETMMTS Fal L Ceouan(hGLeTmmeL 1 6T63TM
6T600T6M6001 ML Q&FWIuIeLD, @\6turiqIesniL & Fal L Geueior(hCIL6TmmeL 2
6T60TM 6T630T6M630T 60IL_L1 QFLIUIELD.

5. 6ThG 616301 eUMPSHGLD 6Uflend 616501 CoucTu(HCL6ITLIENS Stop Value 6T6dTLIGI6L
QMR GG Ok 6T631M LILL 60631 S(LPSHSELD.
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Series [} <
1
Series in Type Date unit % )
Rows @) Linear Day 3
@ Columns Growth Weekday
a
Date Maonth
AutoFill ‘fear 3
6
Trend
7
Step value: |1 Stop value: | pi] g
[ oK l | Cancel | 3
10

1. @etremild 616MSTS 6Ul6NE 6TEUNSHEM6N 2_(Ih6UTHS JCHEMID 62(1h ClFLEOI6D |
6T60T(D 6T630T6M6T0T 60IL_ L1 GIFLIUIELD.
S(hHS Q&F606016L 2 6T60TM) 6ML_LI QIFUILIGLD.
Nm@ Qrevh QFevsemenu|bd Caf&Hg Caij6 CIFIWIa]LD.
GCajey QaIsHeT euevg &P cpsmevuiled 2 eTem S@hLUL  Leierilenul
@Lo6merdled LILL 606 Si(LPSHHEQSTTIGCL S1D CHTEHE @(LP&HEHaLD.

QGCs (Wemmenil CHH &SN, HILPEMLOS6IT LOMMILD LOTHMIG6IT Y SHUDHMINEGLD
CLmASTETaTeVITLD.

Sunday January 1] S >
Monday February ?ll' 0
Tuesday March 2
Wednesday April @nie GCrmalne 4
Thursday May 2058 Qran 6
Friday June QTR &HSLILIL (B 6TEnSH M6 3
Saturda}:q_ July @)J6TOTIG [ETOIL_ TS Farl _lg. 10
= August 6uflens 61600161 12
2_(HeUTSHSLILL (heiTeng) 14
e b ao1n September i
16-07-2010 October
17-07-2010 Novembef 18
18-07-2010 Decembey , 20
19-07-2010 _+H=' m
20-07-2010 =
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BITLD 6L LI QFUIGIETOT §86)605Eh &S (LP6ITETITEL eUIflend 6T6tu1shem6n G&ij&e

LS S8 6pi] Colum-§608 C&FJ&H&H6LD.

(P &6 6T600T 1-83 61 Q& ILIS|LD.
356G C1F6L6016D 616001 2-83 LI QIFUILIGLD.
Aeiu(® CQFeL&Hemen LD CaI&H G CHijey QFIIa|LD.

Gaijey QeuIsHer euevg &N cpemeoulled 2 eten H@BLL  LeTeMemiLl
Quererdiest QL& LILL6v1meL @yesur(h(Lpémm (Double Click) C&ImHGMMHGLITEL
3(PSHHLD 36Lev gl SilijeTallemwt Mg sGl S CHTEE CHemeuWITes O&6D

U] Q(PSGI UTeLD.
2 |SI. Mo. Month
3 1 JApril
4 _EIApriI
5 il
6 July
7 July
8 July
3 June
10 June
11 June
12 May
13 May
14 May

>

gl. No.

[S= = R R = (R I i SRR

b [t |
[(TER N =

Month
April
April
April
July
July
July
June
June
June
May
May

[y
(=1

e

LD E B wo-aouwudbwpmge

[
F=S

|

May
=

=L
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@@ C&FeedleL emLL QFIGeTeT UTIHMS, FHmer CSTLIHEH GCsiey
QFIZIETET MM H G| CFLSHERHGLD iU Cul euy Geouesn(hGILD6TMITeL

1. SI6uUTTSHMGmIU (LPGHEL QF6L6LNS CHIT6 CIFILIG| QSTeTeTe]LD.

2. 9GS QFHTLIHE QHTLFFAIITS SHTeOTs 2 6en CFeLsHmer Ggijey
QEwe]|Lb.

3. Mm@ Home Mliuetled 2 eem Editing L@G&Hulled 2 emen Fill Qugniened
Caemeuwlmen Sengemil CHije| CQFIILIO|LD Si6L6VG| CHIT6 CIFILISS6IT VG
Sp  cpsmeouNed o eftem  H@HLY  UeTellemwt  Gnemerdled LI L 6mer
3N(P&HH&QSMTIGL ELp CHTEE Q(PS&ayLD.

#| Fill -
Down

Right b

Up

F = E E

Left

Series...

Justify

Comtech Computers
Comtech Computers
> > Comtech Computers
Comtech Computers
Comtech Computers
Comtech Computers

Comtech Computers
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Data

Data — Get External Data

Couml RCaH@ID 2 (HUTHHIETET  HHULSHMET  156F060MEG
Qaman(heuy (2SMJ6IDmg QeULIMEFLIGED 2 6161 HH6ULGEN, MSCITEFTLIL
S&FEL 2 616N HHEULGET, (L SHEVL. 6mLIEOI6L 2 616 §&H6UELS6T) Data [fLILI6wNI6L
2 _ettem Get External Data U@&luilev CHemeaulLimereumenm C&Je &g C&TeTaralLD.

aem & =

From From From From Other Existing
Access  Web Text Sources Connections

Get External Data

Data Validation
5&ULGET Ll QFWubd  GLLLm  eTerlfl gy LUGHLL &6

&H6UETHGMMEL 60T 6JCHEVILD §&H6ULGHEMET HAQUMIFHEVMS 0L LI QF UGN & (BLD.
slaumemm  SANJULSMHSTE  61HCFL60L Data  Validation 6TeiTemIld  6U&FSH
SIUUL (emeng). Validation 6T6IOmed  FHlUMTSHSH  JOHMISCHTETE@HSHEL  6T6TM)
QUIT(R61T.

o HNJEWILLTS (AL WM  Q&FWIGlerer LG LI 1g u1edl6L
LGNS 0 $@& GMHDEUTHECEUT LeVG 100 & S HLTEHGEUT enLLl
QFWLIGHINNL_&H&aL TG 6T6ITMITEL

1. wHUCUET emL Ll QFuiwelsTar &TeOlWImeT LGSaHmen (P&edled G&ljey

QEuwe|Ld.

2. Mm@ Data flliuesled Data Tools LGHuNeL 2 emem Data Validation-& Cgijey

QEwe]Lb.
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2 5[] = B

Textto PRemove | Data |Consolidate What-If
Columns Duplicates |Validation = Analysis =

=4 DataEaIidatI':ogn...
'% Circle Invalid Drata

ﬁ Clear Validation Circles

~ 160 ~

2 L Geor Gemeormid Data Validation eNeoiGLmeNled Allow eteorugled Whole

Number-8 C&lj6y QFUILIOLD.

GG QHMLIhHGI6Ten Data &MOCUT UTEHEL between T6iTLIENG GHIT6Y

QEWIwe]Lb.

SIGE60TH QBT JhGlemen Minimum eT6aTLIHEL 0 6T6OTMILD Maximum eT6oTLIGIEL

100 6160TMILD QEHT(HESHELD.
Data Validation X

Settings | Input Message I Error Alert |

Validation criteria
Allow:

Whole number

Data:

between IEI
Minimurm:

o Az
Maximurm:

100

Apply these changes to all other cells with the same settings

oy [ ]

6. WLHUQU6T emL L QEFWILTSHEHHS DL L QFUIUSDE (LPEITEIIT6L 6T60T68T

1555Hm8 H&HIL SMLLCeusniBLd 6T6eTUHME&G HCH Data Validation

eMeorGLmeeL Input Message 61601 CLLN6mr6ar CHT6Y Q& ILIO|LD.
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7. oIR@ Title st6aTL6L HTLLLULGLD $H6UNISGSFIL HENELLIEHLILILD G 6M60T
QaTLih&| Input Message LGSUNL &ML CeucNgll SHHeUeneLU|D 6oL LI
QEWwe]L.

Data Validation X

Settirgs| Input Message | Error Alert

Show input message when cell is selected

When| cell is selected, show this input message:
Tite:
Mark Sheet
Input message<—
Flease enter the marks between 0 to 100 only e

5 oo |

8. e@(CGeusmen LHLUGLGTIIENEWT  HUMTSH 6L CFWIGEONLLTEL 61601601

(1581EMmE  HH6UL  HICeUTIHOLEIUSMS CFH Data Validation
eNeorGL a6 Error alert 6T601m GLLNemr6ur CHiT6Y Q& IILIGLD.
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9. oM Style esitufHed STLLLUUGBL HHUNSGSTIW D&M CHiTe
QFIIGICBTeTaTELD.

10. Title  6T60TU&6L  STLLLUUGL HEHUNIGGSHIUL  HENEVLIMLWD 1560600
QaTLh& Error Message LU@GSUND &ML Ceucnqll HHeUemneLU|D 6oL LI

QEWIwe]Lb.

Data Validation 7 |

| Settings | Input Message | Error Alert

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Stop |E| Mark Sheet

Error message:

Invalid marks -

Clear Al

SHOUTPS LU QFWIGNE UP6TeTTeL  STLL Geletnglll  §&He6D
S L Uu(pL.

g
Mohan
Xavier Mark Sheet

. Please enter the
David marks between

0 to 100 only

Kamal
Sriram
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SHUMTS ML LI QFUIHTEL IFMHGHIL T8 & &H60S §&HEUILD ST L LILI(HLD.

Mohan
Xavier
David
Kamal

Sriram

152

Mark Sheet
Please enter the
marks between
0 to 100 only

-

Mark Sheet

S

[~
lag”
':e:' Invalid marks

[ Retry | [ Cancel ] [ Help

SaINNs CQETRSSULLL §H0SGLLEHOL Caiml UHU HHaImen 6L L

QU Retry

B&&HaN (B UmpW §EHaUmeOGI  gHMISQSTeTen  Cancel
SI(WDSHSQLD.

6160 UL L 606 SI(PSHPAUD, FHUDTEHS CSMT(HSS SHSH6UMEV

Remove Duplicates
LU QEWWDAUTIRS gnaaIGel LU Q&g HaHeumeoG W@

6T60TM  LIL_L_ 63601

soL LI Q&igIeN L meb 91§ Duplicate Entry 6T6lILI(BHLD. §&6U60&6T JISH&HLDTES 60L_LI

QEWHHSGSLEUTG QSFHmsW Duplicate alleUTRHISEMET BLOLOMEL 6TaNFHTS

&(HLIIG &8 (Pl UWITHI. S Gens I Duplicate eleunmigsnen F&HE&euS DG

1. WsedeL

60L_LI

ST HMG LD CHIT6Y Q&FIILIELD.

Qeuwiglemen  eleuJmiGeT  HemeoLL 6T  CEI&HS)

2. Mm@ Data Mliuesiled Data Tools 6T6iTm UGHUNL Remove Duplicates

sTeoTLIEN G CHIT6 QFIuIQLD.
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E m | = E?_ %@
— e &
Text to Remove Data Consolidate What-If

Columns Duplicates Validation = Analysis =
Data Tools

3. Om® GCsmermitb Remove Duplicates eMeniGLmaled Select All UL smeur
GCaijey QFuiuweyLd.
4. @mISwing Ok LILL 6063 Si(PSHSEULD.

Remaowve Du plicates_l l M

To delete duplicate values, select one or more columns that contain duplicates.

’ gg Select E“IJ} [ 8= Unselect Al My data has headers

Columns =
Mame
Tamil H
English
Maths

Science
[¥] Sodial Scence g

Ok ] [ Cancel
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'__,-El '—Lﬂ% g__-J @]F‘mtect and Share Workbook
[ ==

@Allnw Users to Edit Ranges
Protect  Protect share .
Sheet Workbook Workbook 15# Track Changes -

Changes

Protect Sheet

~ 165 ~

SHAUM(PG! BTLD LI QFUIG| CST6Hg. (HSGSLD CeuméHEL L LDMEUTEET

gCHMILD LMTHMHISET QFLGION_THeUTMI LITGISHTES Review flULesled Changes

UGSuTevL 2 emem Protect Sheet-83 Gaey QFWIWeD. $HAUTPS CHTTMILD

Protect Sheet eMNeuIGLTaN6L 6THCFHHS LMMHOHKIGET CFLILISTFaL TS 6T6Tm)

aN(BLUACOHTCLT Siumenm CaIe| QFUIG ASDSTET LTervGeUMfemL LD

QsTESG OK LILL 6063 Si(LpSHGeLD.

Protect Sheet | i

Protect worksheet and contents of locked cells

Password to unprotect sheet:

| Allow all users of this worksheet to:

Select locked cells
Select unlocked cells B
Format cells
Format columns
Format rows
Insert columns
Insert rows
Insert hyperlinks

g -

[ Ok [}J[ Cancel ]

»

m

EEOEOOOOEE

o

[
m
m
5"
=
=]
=
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Protect Workbook
SHEUMGI BID LU QFIIG]| CI&Mewng (hEGLD CleUMTHLSE (Lo (LHeUHSULD

LMHOEUTSHET JCHMID TOHMHBIGET CQFWLIGONL_THUTM UTHSTHS Review
fluuefled Changes UG&UN6L 2 6o Protect Workbook-& G&ijey Q&Wlwe]LD.
SOCUTWG CHTeMID  Protect  Structure and  Window  elletoiGL malleb

ureroGeungenL QasTES G OK LI L em6rT Si(P&HSHLD.

Protect Structure and Windows Liléj

Praotect waorkboak for
Structure

Password (optional):

Ok mil Cancel

Unprotect Workbook
Qeurjé el emL Protect QFWIHHHHTEL Hem Lstor(HLD UnProtect QF IS

OHMEUFHET WIHMHRISGEHT QFISL HMIDHSHL GCouean(hClssiled Review

fluuesfled Changes LIGHUN6L 2 eitem UnProtect Sheet-g3 CHiTey QFIILIOYLD.

_/E:l B _J 5 Protect and Share Workbook
h =

Unprotect| Protect Share .
Sheet |Workbook|Workbook _g# Track Changes -

Changes



Microsoft Office 2010 ~ 167 ~

Share Workbook
5660 1018 S1HSLMGLAUT(G Lew GUFILLD §&6U60&emen LEITHS NS S

MM  SOUWLLJHeNL LU QFWLWLID SmaTHHD Qs b
Qeumj&EFLI1gCeoCw LHeurs Ceuan(h@wesled Review [lliuesiled Changes
LGSHUN6L 2 6o Share Workbook-&3 Caijey QEwwe|b. m@ CHmermid Share
Workbook eNesiGLmeled Allow more users at the same time. This also allows
workbook merging 6T60TLIS 6681 G 16 C&FUIGH OK LILL 606 Si(LPSHS6LD.

ﬁ} Protect and Share Workbook

5]

&l Allow Users to Edit Ranges

Unprotect| Protect Share
Sheet |Workbook Workbook 5# Track Changes ~

Share Workbook R ‘ L% | eS|

| Advanced |

Allow changes by more than one user at the same time, This
I})alsn allows workbook merging.

Who has this workbook open now:
gch (Exdusive) - 4/25/2013 12:28 PM -
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Track Changes
BT HWTiggleTer CamUiMNed wWnCrspid gGCHEID MMMMISGET &I

WWeTM(BHSHTL Slemd BdG CoumubsHsd sTL. @n& Track Changes
LITU(RAME. USHIL 6T SleUf&HeT Q&G WLIHORISGmeT [éHsed eulf

QEWLIHME).
_J @ Protect Shared Workbook
=
Share -
Waorkbook |53 Track Changes =
Chani |3  Highlight Changes...
%] Accept/Reject Changes
Spelling

OW&GCITETUIL Coumjiged 2 6Teng CuTeLGeu QmIGLD emL L QFuigleern
UMIHMG ST FCHMID 6T(LPSHG LevLp 2 6Mendm eTeoiml SiMHG| Clsmeren
Review [fliuefleéd Proofing u@&unNed 2 6itenn Spelling-8 C&f6ey QFUIWIGLD.
OL&CITEMUIL GCeumjlgeL CFILSSH CUTeLG QRIGLD HEUMTEST CUMTSHMSEHS
QuTbSSLLTeTT  FFlwimen eumiHengenl G ey Q&g Change LILL smenr
(WSS

v [ E

Spelling Research Thesaurus

I} Proofing
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Spelling: English (US) )

Mot in Dictionary:
Avarage [ Ignore Once J

[ Ignore All ]

[ Add to Dictionary ]
Suggestions:
- Change [

’ Change All ]

- [ AutoCorrect ]

Dictionary language: | English (U.5.) IZI
[ Options... [ Cancel ]

Thesaurus

sm&CITEFTUIL GaumjligeL 2 6neng CumeuGeu @mIGLD emL L QFWIGlermern
QAUMSMBHEHEHHSG CUTHSSHLOMET UTTHMGSHET WOMID SUHMIDHL U STHSHLD
(Meaning & Synonym) Sh&weumenm MNHG C&meTer Review flliLefed Proofing

LUGSHUNeL 2_erterm Thesaurus-g3 CHiey Q& ILILILD.

Search for:
Total

Thesaurus: English (L.5.) |Z|

@al) (6

4 Thesaurus: English (U.5.) -
4 Entire (adj.) I
Entire
Whole
Full

m

Cverall

Over-all
Complete
Aggregate

Partial {Antonym)
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Comment

_J 4 a4 4 {7 Show All Comments

Mew —
Comment i3 Show Ink

Comments

~170 ~

BID 6oL QFUSGIETET HHULSHEHSSMe GG Qhd HCILD6TIL

CLH6VLD 2 (HEUMSHS Q&TeTaTeVd. SIFME Review FlLiLesled Comments LIGHUTNeL

New Comment-8 GCgijey Qauiweyn. @nhs GOILLTEE C&F60I6L MG

MEUSSLILL (B SUHMEGS S SeoLWmarpLd @L LU I (h&@SLD, CeTenerv Sihg

Q&L SmEL QaTeT(R CFLVIDCLT(PG L HGL Sibg Gl STL(BLD.

@s@Mlmu SIPLSMHEG Review Hliuefled Comments LGHuNed Delete-3

Caijey QguweyLd.
Siva o 421
&4 Poor Attendance:
Gopal 66
“1He has more interest in extra [
Mala % curricular activities like Sports 324
Kumar il 274
Doss 337

B4.20 PASS
13.20 FAIL

64.80 PASS
54,80 PASS

67.40 FAIL
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Appendix
sample Excel Formula$S

61561&6060160T & 63115 H60TENLD&HENED €R60TM| LIMT(LPEVT LILIGTUT(R&6T S @GLD.
Formula Ribbon-60 LIMJ(LP6LMTE&ET N6 HGILD CHTES S QULDMISLILIL (HeTeren.

fF 2P EBPE R @ @

Insert Autosum Recently Financial Lu:uglcal Text Date & Lookup &  Math Mare
Function =~ Used - = =~ Time = Reference = & Trig = Functions =

Function Library

Text Functions
Upper
B oL QFWIGIETer 616060M  61(PSHGISemeT|d Quiflw  (Uppercase)
1(PSHGISSeNTS LMDHOLD CFINIFDGS
Ex:

=UPPER(“hello world”)
=UPPER(A1:A10)

Lower
BT LU QFwiglerner e6Le0M 6T(PGHGIGememyd Sl (Lower Case)
1(LPSHSIHENMTS LOIHMLD CFUIISDS
Ex:

=LOWER(“HELLO WORLD”)
=LOWER(A1:A10)

Left
amjdmguilest  @LGIUDpeTer GO 61600160871 5>60) & U6V 60T
61(LpSGIS&emaT L (KD NNFHASHES
Ex:
=LEFT(“Hello World”,5)
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Right
UMIHMSUNGT  eueuGILM(PeTem GO L 61600160011 860 & TNV 6T
(P& GISHmaT L (KD NfH0SH[HES
Ex:

=RIGHT(“Hello World”,5)
=RIGHT(AL1,5)

Mid
6UITIT & 60 & U 60T @emL_uNeyjerer GO L 6160016501156 & U6V IT6TT
6T(LPSGISH&emaT L (KD NS HES
Ex:
=MID(“How are you”,4,5)
=MID(A1,4,5)

Substitute
UTHHIWGHL 2 6mem  GOUNLL  eUMIHMHHEG UL  CeuQmm(h
UM &6mGUNem6oT LNTHUTIL .
Ex:
=SUBSTITUTE(text,oldtext,newtext)
=SUBSTITUTE("Hello World","World","Universe")

Replace
UTHSHIWIGH6L BHTD GOUNHLD 6UTTHNG 6TRIGGHELEVTD 2 6TaTCHT AHSHME
L&leL GCeuQMm(, euMySHengullenes LNFHUNL .
Ex:

=REPLACE(text, startPosition,number Of Characters,newText)
=REPLACE("Comtech Computers welcomes you",9,9,"The Spreading Technology")

Proper
Q6UCUTH UMTHMSUNEHT (PGHL 6N(PSHMSWD QUi 6T(LPSHSTSH6ELD
womeIHem HPIW 6T(PSSTEHAILD LMoL .
Ex:
=PROPER("comtech computers welcomes you. microsoft excel 2010")
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Len
GOUILL  aunjHmsuiled CTEHSLD THHME 61(PSHHISEHET 2 6iTerent
6TEOTLIEN & & &IT6U0T
Ex:
=LEN(“Hello World”)
=LEN(A1)
Math Functions
Round
QSM(HSHBLILIL 6TEO0T6M 6T (LD (LD 6T6TTETONTS LOMMHM.
S UGHUWINDL 5-MEG GeL QEHmBIHTEL (PP TEILGEHUND  ¢p6iTemnm
&L 14501 SMe(EHLD.
=ROUND(5.79,0) = 6
=ROUND(5.79,1) = 58
=ROUND(5.79,2) = 579
Sin
QamT(H&SULLL sTauennm@ Sine value &TILISM G
Ex:
=SIN(90) => 1
Cos
QaT(RSSLILL L sTevurenNn@ Cosine value &TEHITLISM G
Ex:
=COS(45) = 0.5
Log
QaT(R&SLILL L sTeienNm@ Logrithmic value &I6uiLSmHE
Ex:

=LOG(20) = 1.30103
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Tan

Qamh&sUULL sTeuenNmn@ Tangent Value &T6WILISME

Ex:

Sum

Ex:

Int

=TAN(90) = 1.6198

QaMTHSSLILLL. 6T6SHmenGUIT 2i6L60& &T(HREHSLLL (Beram &L &ereL
2 61161 6T6UOISH6MENMGUIT Fal (HeUSM S

=SUM(10,20,30,40) = 100
=SUM(B2:F2)

QSTHSSLILL L 6T6801688M60 (L (L 67650 LUGSleml L (HLd Nf$0 s (H S

Ex:

Fact

Ex:

=INT(H2)
=INT(73.98)

QaTRSSLILL L eTeireunm@ UTEGLMilwied (Factorial) &Y SMERILISMNS
(660TM  (PHEL  CEBTHRSHSBLILLL. 616801 eUemFUIT6T QLI SHSHMLIGV 06T
STEULUSDHEG  UTEGCLTHlwed  eT6otmy  QUWIF), 2 SMPEWILTS  5-MGS
LUTSCL MWL &TLSHES
5! =1X2X3X4X5

=120)

=FACT(5) = 120
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Statistical Functions

Average

Ex:

Min

Ex:

Max

Ex:

Count

Ex:

QaTHSSLILLL 61650185 @5 &S M6sT T DL STEIILSDGS

=AVERAGE(B2:F2)
=AVERAGE(10,20,30,40) = 25

Q&M(H&SULL L 61658 6m6eD LD&EHMIWL 6165016016501 SHITEHUILISM (G

=MIN(G2:G10)
=MIN(10,20,30,40) = 10

QBTHSSLILILL 6T6001561M60 LOIGLIGILIFILI 6T650T65)650T SITEHITLISH DG

=MAX(G2:G10)
=MAX(10,20,30,40) = 40

QEMHSSLILL L Q&FeL&HaT6L 2_61T6rT 61630185 61T160T 6165016003115 60) &6
STEOILSHDG

=COUNT(A23:A272)
=COUNT(10,20,30,40) = 4
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Date Functions
Date
CaHeni 2 (HeUTHS
Ex:
=DATE(2013,4,24) =>
=DATE(J2,K2,L2)

Today
@eremml CHHMWS ST L
Ex:
=TODAY()

Now
Qeremmi CHE) LMMID CHISHnSHS SHTL_L
Ex:
=NOW()

Time
Cry ELenL 2 (HeUTEHS
Ex:
=TIME(10,30,25) =>
=TIME(N2,02,P2)

Day

~176 ~

4/24/2013

10:30 AM

QarhssuulBeter CHHUNOBHSE Brsner WLWL(HWL Nf5H605HHES Q&

DTS S SI6L 615G 6UTT6LUG)| BHITET 6T60TLIEN S SHITL_L )

Ex:
=DAY("3/23/2013") =>
=DAY(TODAY())
Month

23

QarhssLul(Herar CHHUNN ([BHG LTS S0 WL (KD NfH0SHEES

Ex:
=MONTH("3/23/2013")
=MONTH(TODAY())
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Year
QarhssLUL (Hetar CHHUNN ([BHS eUbLGHng LG NfEH0S%H 6
Ex:
=YEAR("3/23/2013") = 2013
=YEAR(TODAY())
=YEAR(M2)

Hour
QarhsaLUL BTt ChrsSHeol(hhg Loemiwlemsne L (HLD Nfl§0s 6 &S
Ex:
=HOUR(NOWY())
=HOUR(“10:30:25) = 10
=HOUR(P2)

Minute
QarhésLuL (Herem GhysSHe0 ([Hha HLOL §ms WL G Nf&0s 068
Ex:
=MINUTE(NOW())
=MINUTE(*“10:30:25") = 30
=MINUTE(P2)

Second
QarhssLUL et Chrs&Hed(hh& Qbmgsnit LG Nf§H08% 058
Ex:
=SECOND(NOW())
=SECOND(*10:30:25”) = 25
=SECOND(P2)

Networkdays
Qam@saslulL. Qrean(kh CHHSEREHMLCW 2 6Tom CWLTEHESH Cousme
BITL_S6m6r LOL (HLD S60015H 5L
EX:
=NETWORKDAYS("04/26/2012","04/26/2013") => 262
=NETWORKDAYS(D2, E2)
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Shortcut Keys
The Usual Works

e F1 - Launch the help system — Microsoft Office Online

e F2 - Edit the currently selected cell

e F4 - Repeats the last command, such as a formatting a
cell to bold

e F5 - Change the currently selected cell to a specific cell

e F6 - Flips between Tool/Ribbon Bar, the Current
Document, and the Status Bar buttons

o F7 - Launch the spell checker

« F8 - Extend the current selection using the arrow keys
(similar to pressing SHIFT and clicking with the
mouse)

e F10 - Flip between the current document and the menu
bar

e F11 - Launch Chart Tools to create and format a chart
(make sure you select some data first!)

e F12 - Launch Save As to save the current document

e CTRL+A - Select the current range or all of the document — as
appropriate

e CTRL+C - Copy the contents of the selected cell into the
clipboard

e CTRL+X - Cut the contents of the selected cell into the
clipboard

e CTRL+V - Paste the contents from the clipboard into the
selected cell

e« CTRL+Z - Multiple levels of Undo
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Moving Between Worksheets in a Spreadsheet

Ctrl + Page up
Ctrl + Page down

Move to previous work sheet in the same file

Move to next work sheet in the same file

Working With the Current Spreadsheet

Moving Around the Spreadsheet

Ctrl + P

Ctrl + F9

Ctrl + F10
Shift + F3
Shift + F5

Ctrl + Arrow Keys

Ctrl +9

Ctrl +0

Ctrl + Spacebar
Shift + Spacebar

Launch Backstage view to Print the current
document

Minimize the current work sheet in the file
Maximize the current work sheet in the file
Launch the Insert Function dialog

Launch the Find and Replace dialog

Change the active cell to the next cell with text in
that direction

Hide the currently active row (horizontally)
Hide the currently active column (vertically)
Select the entire column (vertically)

Select the entire row (horizontally)

Quickly Entering Information into a Cell

Ctrl + Shift +;
Ctrl + ;
Alt + =

Ctrl + K
Ctrl+T
Ctrl + © (apostrophe)

Enter the current time into the current cell
Enter the current date into the current cell

Inserts a formula in the current cell to add up all of
the numeric cells above it (assuming no gaps)

Insert a hyperlink into the currently selected cell
Insert a table (highlight some data first)

Inserts the value of the cell above the current one
into the currently selected cell
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Change Formatting Of Current Cell

Ctrl+1
Ctrl + B and Ctrl + 2
Ctrl + 1 and Ctrl + 3

Ctrl + U and Ctrl + 4

Ctrl +5

Ctrl + Shift + !

Ctrl + Shift + $

Ctrl + Shift + %

Ctrl + Shift + »

Ctrl + Shift + @

Launch the format cells dialog
Formats to Bold the currently highlighted selection

Formats to Italics the currently highlighted
selection

Formats to Underline the currently highlighted
selection

Format to Strikethrough the currently highlighted
selection

Formats the number in the current cell to comma
format

Formats the number in the current cell to currency
format

Formats the number in the current cell to
percentage format

Formats the number in the current cell to scientific
format

Format the number in the current cell to time
format
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6mLSCITEFMLIL giL56r0 2010
(Microsoft Office 2010)

60LSCITETLL LieuumulesorL 2010
Microsoft PowerPoint 2010

LS GIITEFMLIL LI6UTLITLI600TL
OW&GCITFTUL  Ueugumienl  UeLGeoum BHMIQIETHIGET WOHMID  SHeLe)

HmieeThigeafev LwsTUGSSLIUL (B eU(hEME.

Hmeamseailed  &HHSTRISGLD WLOMID UENITOTTSHEHSG UUNDHE

S16M&@GLOCUMTS| §&H6U6EL&ET DHMILD aNe&SLILL RiGeneT Hengulll LweTLGHME).

@eiTemmIL HTLEHSL_ L HEHL L0 Hevall HMIaaThSHafed &([HLDL6VmSUTIL
QGLUUSET BL GGG LOOHGHOILF. Fam GCeouauiqul &(hHSHISHemern
sOSGCITEFTUL  LeUTUMIIGIIL.  eLPeVLONS avemeL(B&eT SUMSSIUL(H  QuIfiw
Henguiled FlempUuL bGUTEL STLLUUGEMDS. S6L CUTHSHFHLOMeT LIL RIS,
aflgCuITE&6T SIENCLODIL 60T STLLLULHEUSTED 6MEITEU(HLD & (h S GI&%E6me6r

sTeM&l6L Lflih g Q& METEUGIL 65T Sy [Jer(LDL 63T SH6U6tN&S (LDIgHMGI.
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VMEVL SHGHTS &WTHl&(GLD (Lp6»M

Start LIL_L_ 6063 Si(pSHieL 68T u(BLDd ClLogniafied All Programs-m@ QF6Tm)
Microsoft Office-88 C&lJey QFUIwIaLDd, S1Hl6L Microsoft Power Point-83 G&iyey
QEWwe]Lb.

, Corel DVD MovieFactory Lenove Editior =
. Games
. Google Chrome
| Intel
. Lenowvo VisicnWise
. Maintenance
. Microsoft Office
@ Microsoft Access 2010
(] Microsoft Excel 2010
|I| Microsoft InfoPath Designer 2010
|I| Microsoft InfoePath Filler 2010
@ Microsoft OneMote 2010
U] Microsoft Outlock 2010
|E| Microsoft PowerPoint 2010
[B] Microsoft Publisher 2010
|£| Microsoft SharePoint Workspace 201
(W] Microseft Word 2010
. Microseft Office 2010 Tools
. Microsoft Silverlight
. Microsoft Visual Basic 6.0
. Microsoft Web Publishing
. Morton AntiVirus
. SharePoint
, Startup -

m

EOLDSCITEFTLL LU (L &6e0l6v Empty Slide 2 L 651 CHTeoTMLD.
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Click to add title

Click to add subtitle

eVMELIGMGH CHMAUWITET 6ligeUemLOLIEHL LTMHMNSOSTeTeUSME& Home
fuuesfed ervemev (B LGHuUN6L Layout 6T6aTLIGH M6 CHIT6Y QFIILIOLD.

.:E—I Layout =

Office Theme =

[m=] Reset
W,
Slide = ﬁSE:tinn'
Slides

l:, |:E-| Layout =
L
Me

Title Slide Title and Content Section Header

EEAIESE 4

Two Content Comparison Title COnly
i
St
Elank Content with Picture with
Caption Caption
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E— g)G'U)GULlLI EOLLT QUELLILLL [
. uick to add title
TR T e s o ;

UL LD, 260, cpafll &M_&&6T mHmILD
CamiLsenen Qencisss Csmeren

BSOS ML QFUIG)
e |
0

[

Click to add title 6T6dTLIIEL 61VEMEVIGMSHITE &6MEVLIEMLI 6L L1 CIFUILIGYLD.

Click to add text eT6iTemIld LIGHUNEL 6V6MELIGEDL SMLL LU Ceu6uoriq.Ll
&5 EMET enLLI QFwed. wmmIeom@, Click to add text eT60im LGSUN6L
SeMl oL 19N M6 B &MEn 6 CHIJ6 G&FIIa]|LD.

2_GMJEUOILONS BHLD &l GCGLOULD LML HHEUSIL 63T Farlg Ul 6AVEM6EVLG.60I6TT
SWIMF&&HE0MLD.
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1. W&eded Click to add title eT6aTLIEGL @LEMELIGMGFIWL GemeoLiLmesr Solar
Family ¢T60TL6m& 6mL_LI GlFUILIGYLD.

2. Click to add text eTesIspIld UGSHUNL B Hilw GSHDOUSHD 2 eften
Gamengeileit QLUILITHEMET 6260TQMTEITMTS 6DLLI Q&G & CUMTGED 6TEITLI]
oW Si(LPHSeLD.

Solar Family

-

L)
o

* Mercury * Clickto adgtext
* Venus
* Earth
* Mars

* Jupiter
* Saturn ﬁ
* Uranus
* Neptune
* Pluto

|

3. QUTBSHSLOMED LIL LD 6m6U&HS Haflll oL 8&TenetT Herils Gl iuie)LD.
4. 21 Geor eueugmd Camermitd Clip Art Manager pane-60 GHemeuulment
UL S 6ot QLwlenn emLLi Q&g Go LLL 606 Si(PSHSHeLD.
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. . . . . Clip Art -
5 gmeumpgl Clip Art pane-60  Ggmermid |
uLSHenest GCoie| Q&uwIeDd, UL LDTESIH| | Astronomy
m)mmm_m@m Qjﬂ)gaﬂ@m Results should be:
All media file types |ZI
[ indude Office.com content
v Solar Family p
+ Mercury
+ Venus
* Earth O
* Mars ‘m'
* Jupiter
* Saturn
* Uranus
* Neptune -
* Pluto &) Find more at Office.com
g Hints for finding images

&Gumjged  Alt  Sow  SipsHemGeo  fluueslled 2 eitem WS
UL LeH@LD Shortcut Key GamermlaN(pLb.

Insert De5|rg_‘ Transitions 'ﬂjmations Slide Show Review View
FF
}ﬁ \?_Erl!ayout - = A:}

-eset
U s ak.w. Aa- | A~

5|m iectlon -
SI

“11 wt Direction ~

f_.lgn Text =
I Canvert to Smarthrt ~

...‘r-. . . ‘ graph

-

M
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Designing Slides

Home Insert Design Transitions Animations Slide Show Review View Storyboarding (AT
Calars =
EI I:| oers @ Background tyles -
Aa Aa Aa Aa - [A]Fonts -
Page Slide e EmEEEE EEEmEn — [[1] Hide Background Graphics
Setup Orientation = T @Eff“tS T

Page Setup Themes Background ]

1. @b& evemevlqed Liew euetutesnl LearLevmiGenen (Background) QamRLULSNG
Design fluuenent Cgijey QEFUIWIeLD.

2. 9ImIE Themes 61631 LGHUNL 6106060 (H&E5E C&EDIGULLITET LIGV 6L6TUT600T
Background Ggijey Q&ulwieyLd.

nCoIors'
EREEEE IAllalll :Bkalll M %D lllalll J f:llalll i‘f: ﬁfn]‘ Aa . %Foﬂti'
= u_ = [O]Effedts -

)

Themes

]

3. CugIb evmeL([H lengFerHemeT GUM More 6D S  CHTHHW

SYEGMHEDW S(LDSHSELD.
This Presentation -
Aa
Built-In
Ba 1| | Aa A .
IAIIa.IB rEEEES ‘ [ g 4 A.a; a Aa m

RN

™

LU
L] =

imlS

3
o | |
w0

Enable Content Updates from Office.com...
[E Browse for Themes..
fﬁ Save Current Theme..,
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Solar Family

SOLAR FAMILY

@Mercury

©Venus

@Earth

©Mars

® Jupiter

®Saturn

®Uranus /I\
@ Neptune

®Pluto

~ 188 ~

Solar Family

Mercury

Venus

Earth

Mars

Jupiter

Saturn “,oon
Uranus A
Neptune

Pluto

SOLAR FAMILY

« Mercury
» Venus

« Earth

« Mars

»« Jupiter
« Saturn
» Uranus
 Neptune
¢ Pluto

4. e1pdG, Metiev Hmd gudlweumenm wmmm Design fliuefsd Colours-g

GCaiey QFwe|Dd. MG QABTGSHG MeUSSLILL (BT HMHS606m6LUSHEm6N

Caijey Q&g QsmereaTa]Lb.

Custom

] ]
Built-In

[ [
BN NEE.
N T O Y o
HEOEEEEEN
=]
| | [ (8
N EEEEEN

4

Custom 1

Office
Grayscale
Adjacency
Angles

Apex
Apothecary
Aspect -

Create Mew Theme Colaors...
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5. ernemevlq 6T sieneysenat @mMILILIL Design flliuesfled Page Setup LGS uiev
2 _ermerm Page Setup-&3 Caij6y CFwI|LD.

6rVEMEVIGEL HEL BIGELMIGENETS GMILILIL

A\ 4

MR

6rVEMeELIG 60T HlemFenid GMILLIL (Portrait /

A 4

Page Slide
Setup Orientation = Landscape)
Page Setup

6. 6MVEMELIGEL 2 6TET HHEUGLHEIT, HEMELLILGET YEWUMMNEG JMH&H6nTGou
2 66N 61(PSHSHISSEEGS CoHemeuwimer e1(PdHa eugeumsemer (Font)

CaIHes(H&s.
Fonts =
Built” —
Office =
Calibri
Aa calibri
Office 2
Calibri
Aa Cambria
Office Classic
A Arial
a Tires Mew Roman
Office Classic 2
A Arial
4 | aral
-

Create New Theme Fonts...
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6. ervemevlgM@ LMeiew HMMmGemenr C&HIhGH 61(h&HS, Design CLosyiaev,
Background u@&Hufleb 2 6mem  Background Styles eTstiugenenr  Caiey
QEwweyLd.

t@ Background 5tyles =
|:| Hide Background Graphics

Background T

e | )
Lo el
- |

&N Format Background...

|

[ |

E
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UL TRI&6ET LoMmMID ellqeuhi&emen 2 6Terflen 61 % & 60
(Imserting Objects)

E Home Insert

Design Transitions Animations Slide Show

Review View Storyboarding Format
= HE e m @ QN 4ETE Q&
= =5 = = LI ol
d gl o W Y32 Ly = SCCQNERE, & -
Table Picture | Clip |Screenshot Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Object | Equation Symbol | Video Audio
" Art w7 Album ~ W Box & Footer " & Time Mumber " " "
Tables Images Ilustrations Links Text Symbols Media

1. SWMHSSLILUL BTN aV6mn6VIq6e0 QUIT(HSSLOMET LIL RSN 2 6161606001585
Insert MliuesfNed Images

61601 LIGSUIN6L 2 6iTem Picture 6T60TM LIL_L 60607
(PSS LD.

ESIE
i JJ '.;,Ii"__.]. ;
Picture | Clip |5creenshot Photo

Art ~ Album =

Images

SlLeLG evemevlqed HBadeL o etern Insert picture from file 6161 LILL 6m6sT
(PSS LD.

2. 2 LGeom eu(pd File Dialog Box-60 ¢1M&esGen 2 etten UL Glement CHijey
Q&WIG] Insert LIL L 606w Si(LPSHSeYLD.
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-
LFT_] Insert Picture

G-

Organize ¥ New folder

» Computer » Local Disk (D:) » Images » Images v’#,'

& Downloads A

2| Recent Places 4
-~

4 Libraries
<] Documents
@' Music
[=| Pictures
E Videos

m

webshots-944 webshots-945

1M Computer f
& Local Disk (C) |
s Local Disk (D)

i Local Disk (E) webshots-949 webshots-950 webshots-951 webshots-952 \i\
&8 CLP (G)

- I p—— Fal N

File name: v [AII Pictures v]

Tools ~ [ Open lv] [ Cancel ]

BILD GC&J6) QFUIF LIL LOM6u G| 0emevlq M@ 6T bl eN(HLD.
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UL &&l6L LMHmmGeT GFiwl Geusogu(phemed Gener Double Click
Q&ulwe)bd. o L Ger Picture Tools et6tm Clogmianed Format HLILISHT ¢60TMI LISHSTS

GCHMeiTmI6U6mM S SHITETITEVITLD.

|E|| = & Our Solar Family - Microsoft PowerPoint Picture To... Mo= - £

Home Insert Design Transitions Animations Slide Show Review View Storyboarding Format (4] o

] Corrections = i & Picture Border ~ Bring F d- &~ 1 .

] i Corrections A — — — - — L& Picture Border LQ] ring Forwar: |=". - ‘:JIJ 475"
’ {& Color = gb ‘ -‘ d d - | i Picture Effects = L;'] Send Backward ~ %

Background |- Artistic Effects ~ ¥g ~ = | 52 picture Layout ~ | Xy Selection Pane Sk

Adjust Picture Styles Fl Arrange Size

Crop =] 58

uLgHesr Brightness, Contrast Qigmeug LNJSMEFD (66l Slame]) LIMHM
uLgglement Double Click QauigeaL 61 GemesTmiLd Picture Tools-6o1 Format fluiuesiled
Adjust 1601 LIGSUN6L 2 emem Corrections 6T60TmM LILL6menT CHiTe QFUILIOLD.
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Slide Structure

e Use 1-2 slides per minute of your presentation

e Write in point form, not complete sentences

e Include 4-5 points per slide

e Avoid wordiness: use key words and phrases only
e Do not use distracting animation

e Do not go overboard with the animation

e Be consistent with the animation that you use

Show one point at a time
e Will help audience concentrate on what you are saying
e Will prevent audience from reading ahead

e Will help you keep your presentation focused

Fonts

e Use at least an 18-point font

e Use different size fonts for main points and secondary points

e this font is 24-point, the main point font is 28-point, and the title font is 36-point

e Use a standard font like Times New Roman or Arial

e If you use a small font, your audience won’t be able to read what you have
written

e CAPITALIZE ONLY WHEN NECESSARY. IT IS DIFFICULT TO READ

e DON'T USE A& COMPLICATED FONT
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All the slide should be

e Same Background
e Same Fonts & Size

e Same image size

Background
e Use backgrounds such as this one that are attractive but simple
e Use backgrounds which are light

e Use the same background consistently throughout your presentation
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LIT6neULITENT&6T 6TeM&led Lflh&ICSTeTe (LIgUITG).

e UPPERCASE  ¢I(pSgI&semen  Gaemeuliu(pd QL migafled L GO
LIw6sTU(H & SH6vLD.

o 66UGleUT(H 6rVEMELIG 6YILD TIPS SILNeMLY, BevsaemLiNenLp
AL CUMTLOEL MISLUIe] QFWIWIaLD.

o QemUILGTHSHL UMIHS &HHeULEHMET SlLUgGul  Copy & Paste
Q&M S &NJ556LD. TeMemLOUITS L6y Limudevor
LQrQ&sTGL Fement 6TLILIG. SWIMTHLILG 616N QHS LUSHHEHSHS6 CLPeVLD
QaHHSHICSTEIIL & LUNMHE QFuiwie|b.
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o GI(LPHSHEH CUETETUIRIGET S(HLL LMMILD Feooms QhEs CeustiBid.

¢ Background Colour QeueTememung QHEGLGCUTG] 6T(LPSHE6T  6L6TuT6mILD
FeuLorrs 9i6L6VE SHLILITS QHLILG HMLUIL.

o  NFHONGLOMET 6UGMETIRIGET LflGHEneL GmMEHHONHLD.

e QLHING HGHHUTM CUGGIETIRIGST Q(HLLG D&QID (LPSHEILD.

We can use Powerpoint Presentation for the forllowing purpose:

e Academic Presentation

e Agendas

e Budets

e C(Class Room presentation
e Student Presenation

e School presenation

e Business plan

e Business Strategy

e Sales Report and Proposal
e Marketing plan

e Project status report

e Company meeting

e Fiancial planing & Financial Performance
e Product overview

e Sales training

e Yearly Sales plan

e Paper presentation

e Seminars & Lectures
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Email

Email is a service which allows us to send the message in electronic mode over the
internet. It offers an efficient, inexpensive and real time mean of distributing
information among people.

E-Mail Address

Each user of email is assigned a unique name for his email account. This name is
known as E-mail address. Different users can send and receive messages according
to the e-mail address.

E-mail is generally of the form username@domainname. For example,
webmaster@tutorialspoint.com is an e-mail address where webmaster is username
and tutorialspoint.com is domain name.

e The username and the domain name are separated by @ (at) symbol.
« E-mail addresses are not case sensitive.
e Spaces are not allowed in e-mail address.

E-mail Message Components

E-mail message comprises of different components: E-mail Header, Greeting, Text,
and Signature. These components are described in the following diagram:

From Alex Diaz alex@tutorialspolnt com Wed Jun 22 11:00 EDT 2013
E-mail Date Wed, 22 Jun 2013 11:00:46 EDT 2013 -0400 (EDT)
Subject : bean dip
Cc yong@tutorialspoint con
v "
. 1| HiGuys
Greeting !
z Someone accidently finished off the black bean dip last night. Can one
of you pick up another case of it on your way home? | think Luke is on his bike
today so you might have to, Tak
Text
--Alex
>
D
R B D e o S o R AP S s SO LN Dot Ay s O
(11]
% | Alex T Diaz office: (401) 347 - 2345
332 Toast Lane | fax :(401) 347 -0013

East Providence
Signature| | Rnode Island 05893

D e e e
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E-mail Header

The first five lines of an E-mail message is called E-mail header. The header part
comprises of following fields:

From
Date
To
Subject
cC
BCC

From

The From field indicates the sender’s address i.e. who sent the e-mail.

Date

The Date field indicates the date when the e-mail was sent.

To

The To field indicates the recipient’s address i.e. to whom the e-mail is sent.
Subject

The Subject field indicates the purpose of e-mail. It should be precise and to the point.

CcC

CC stands for Carbon copy. It includes those recipient addresses whom we want to
keep informed but not exactly the intended recipient.

BCC

BCC stands for Black Carbon Copy. It is used when we do not want one or more of
the recipients to know that someone else was copied on the message.

Greeting

Greeting is the opening of the actual message. Eg. Hi Sir or Hi Guys etc.
Text

It represents the actual content of the message.

Signature

This is the final part of an e-mail message. It includes Name of Sender, Address, and
Contact Number.

Advantages
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Convenience
Speed
Inexpensive
Printable
Global
Generality

Reliable
Many of the mail systems notify the sender if e-mail message was undeliverable.

Convenience

There is no requirement of stationary and stamps. One does not have to go to post
office. But all these things are not required for sending or receiving an mail.

Speed
E-mail is very fast. However, the speed also depends upon the underlying network.

Inexpensive

The cost of sending e-mail is very low.

Printable

It is easy to obtain a hardcopy of an e-mail. Also an electronic copy of an e-mail can
also be saved for records.

Global

E-mail can be sent and received by a person sitting across the globe.

Generality
It is also possible to send graphics, programs and sounds with an e-mail.

Disadvantages

Apart from several benefits of E-mail, there also exists some disadvantages as
discussed below:

Forgery
Overload
Misdirection
Junk

No response

Foraerv
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Overload

Convenience of E-mail may result in a flood of mail.

Misdirection

It is possible that you may send e-mail to an unintended recipient.

Junk

Junk emails are undesirable and inappropriate emails. Junk emails are sometimes
referred to as spam.

No Response

It may be frustrating when the recipient does not read the e-mail and respond on a
regular basis.

E-mail Protocols are set of rules that help the client to properly transmit the information
to or from the mail server. Here in this tutorial, we will discuss various protocols such
as SMTP, POP, and IMAP.

SMPTP

SMTP stands for Simple Mail Transfer Protocol. It was first proposed in 1982. Itis a
standard protocol used for sending e-mail efficiently and reliably over the internet.

Key Points:

e« SMTP is application level protocol.

e« SMTP is connection oriented protocol.

e« SMTP is text based protocol.

« It handles exchange of messages between e-mail servers over TCP/IP network.

e Apart from transferring e-mail, SMPT also provides notification regarding
incoming mail.

« When you send e-mail, your e-mail client sends it to your e-mail server which
further contacts the recipient mail server using SMTP client.

« These SMTP commands specify the sender's and receiver’s e-mail address,
along with the message to be send.

« The exchange of commands between servers is carried out without intervention
of any user.

« In case, message cannot be delivered, an error report is sent to the sender
which makes SMTP a reliable protocol.
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IMAP

POP

POP stands for Post Office Protocol. It is generally used to support a single client.
There are several versions of POP but the POP 3 is the current standard.

Key Points

« POP is an application layer internet standard protocol.

« Since POP supports offline access to the messages, thus requires less internet
usage time.

o POP does not allow search facility.

e In order to access the messaged, it is necessary to download them.

o It allows only one mailbox to be created on server.

e Itis not suitable for accessing non mail data.

« POP commands are generally abbreviated into codes of three or four letters.
Eg. STAT.

E-mail System

E-mail system comprises of the following three components:

e Mailer

o Mail Server

e Mailbox
Mailer

It is also called mail program, mail application or mail client. It allows us to
manage, read and compose e-mail.

Mail Server

The function of mail server is to receive, store and deliver the email. It is must for mail
servers to be Running all the time because if it crashes or is down, email can be lost.

Mailboxes
Mailbox is generally a folder that contains emails and information about them.

Working of E-mail

Email working follows the client server approach. In this client is the mailer i.e. the mail
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« Suppose person A wants to send an email message to person B.

e Person A composes the messages using a mailer program i.e. mail client and
then select Send option.

« The message is routed to Simple Mail Transfer Protocol to person B’s mail
server.

o The mail server stores the email message on disk in an area designated for
person B.

The disk space area on mail server is called mail spool.

« Now, suppose person B is running a POP client and knows how to communicate
with B’s mail server.

« It will periodically poll the POP server to check if any new email has arrived for
B.As in this case, person B has sent an email for person B, so email is forwarded
over the network to B's PC. This is message is now stored on person B’s PC.

The following diagram gives pictorial representation of the steps discussed above:
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Person B's PC

Here we will discuss the operations that can be performed on an e-mail. But first of all
we will learn how to create an email account.

Creating Email Account

There are various email service provider available such as Gmail, hotmail, ymail,
rediff mail etc. Here we will learn how to create an account using Gmail.

e Open gmail.com and click create an account.
e Now a form will appear. Fill your details here and click Next
e Step.
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@ accounts.google.com/SignuUp

Create your Google Account
Name
Rahul Kalotra

Choose your username
rahulkalotra20 @gmall.com

Create a password

Confirm your password

18 1989
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e This step allows you to add your picture. If you don’t want to upload now, you

can do it later. Click Next Step.
« Now a welcome window appears. Click Continue to Gmail.
« Wow!! You are done with creating your email account with Gmail. It’s that easy.

Isn’t it?

o Now you will see your Gmail account as shown in the following im

o age:



~241~

@ mail.google.com/mail

1-30of 3

& Primary & Sodal ELZ] ¥ Promotions

Inbox (3) Gmail Team Stay more organized wi 11:02 pm

Starred Gmail Team The best of Gmail, whet 11:02 pm

Important
o o Gmail Team Three tips to get the mo 11:02 pm

Something's not nght

We're having trouble
connecting to Google
We'll keep trying..

Key Points:

e Gmail manages the mail into three categories namely Primary,
Social and Promotions.

« Compose option is given at the right to compose an email message.

e Inbox, Starred, Sent mail, Drafts options are available on the left pane which
allows you to keep track of your emails.

Composing and Sending Email

Before sending an email, we need to compose a message. When we are composing
an email message, we specify the following things:

e Sender’s address in To field

e Cc (if required)

e Bcc (if required)

e Subject of email message

e Text

e Signature
You should specify the correct email address; otherwise it will send an error back to the
sender.
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Reading Email

Every email program offers you an interface to access email messages. Like in Gmail,
emails are stored under different tabs such as primary, social, and promotion. When
you click one of tab, it displays a list of emails under that tab.

In order to read an email, you just have to click on that email. Once you click a
particular email, it gets opened.

The opened email may have some file attached with it. The attachments are shown at
the bottom of the opened email with an option called download attachment.

Replying Email
After reading an email, you may have to reply that email. To reply an email,

click Reply option shown at the bottom of the opened email.

Once you click on Reply, it will automatically copy the sender’s address in to the To
field. Below the To field, there is a text box where you can type the message.

Once you are done with entering message, click Send button. It’s that easy. Your email
is sent.

Forwarding Email

It is also possible to send a copy of the message that you have received along with
your own comments if you want. This can be done using forward button available in
mail client software.

The difference between replying and forwarding an email is that when you reply a
message to a person who has send the mail but while forwarding you can send it to
anyone.

When you receive a forwarded message, the message is marked with a > character
in front of each line and Subject: field is prefixed with Fw.

Deleting Email

If you don’t want to keep email into your inbox, you can delete it by simply selecting
the message from the message list and clicking delete or pressing the appropriate
command.

Some mail clients offers the deleted mails to be stored in a folder called deleted items
or trash from where you can recover a deleted email.

Now a day, the mail client comes with enhanced features such as attachment, address
book. and MIME support. Here in this chapter we will discuss all of these features
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Attachment

Ability to attach file(s) along with the message is one of the most useful features of
email. The attachment may be aword document, PowerPoint presentation,
audio/video files, or images.

In order to attach file(s) to an email, click the attach button. As a result, a dialog
box appears asking for specifying the name and location of the file you want to
attach.

Once you have selected the appropriate file, it is attached to the mail.

Usually a paper clip icon appears in the email which indicates that it has an
attachment.

When adding an attachment it is better to compress the attached files so as to
reduce the file size and save transmission time as sending and downloading
large files consumes a lot of space and time.

Address Book

Address book feature of a mail program allows the users to store information about
the people whom they communicate regularly by sending emails. Here are some of
the key features of an Address book:

Address book includes the nick names, email addresses, phone number etc. of
the people.

Using address book allows us not to memorize email of address of a person,
you just have to select recipient name from the list.

When you select a particular name from the list, the corresponding emalil
address link automatically get inserted in to the To: field.

Address book also allows creating a group so that you can send a email to very
member of the group at once instead of giving each person email address one
by one.
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E-mail Hacking

Email hacking can be done in any of the following ways:

e Spam

e Virus

e Phishing
Spam

E-mail spamming is an act of sending Unsolicited Bulk E-mails (UBI) which one has
not asked for. Email spams are the junk mails sent by commercial companies as an
advertisement of their products and services.

Virus

Some emails may incorporate with files containing malicious script which when run on
your computer may lead to destroy your important data.

Phishing

Email phishing is an activity of sending emails to a user claiming to be a legitimate
enterprise. Its main purpose is to steal sensitive information such as usernames,
passwords, and credit card details.

Such emails contains link to websites that are infected with malware and direct the
user to enter details at a fake website whose look and feels are same to legitimate
one.

E-mail Spamming and Junk Mails

Email spamming is an act of sending Unsolicited Bulk E-mails (UBI) which one has
not asked for. Email spams are the junk mails sent by commercial companies as an
advertisement of their products and services.

Spams may cause the following problems:

« It floods your e-mail account with unwanted e-mails, which may result in loss of
important e-mails if inbox is full.

« Time and energy is wasted in reviewing and deleting junk emails or spams.

e It consumes the bandwidth that slows the speed with which mails are delivered.

e« Some unsolicited email may contain virus that can cause harm to your
computer.

Blocking Spams
Following ways will help you to reduce spams:

e While posting letters to newsgroups or mailing list, use a separate e-mail
Aaddrace than thea nne vvoi1 11ead far vvorir nerennal ecmaile
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« Never buy anything in response to a spam that advertises a product.

E-mail Cleanup and Archiving

In order to have light weighted Inbox, it's good to archive your inbox from time to time.
Here | will discuss the steps to clean up and archive your Outlook inbox.

o Select File tab on the mail pane.

e Select Cleanup Tools button on account information screen.

e Select Archive from cleanup tools drop down menu.

o Select Archive this folder and all subfolders option and then click on the
folder that you want to archive. Select the date from the Archive items older
than: list. Click Browse to create new .pst file name and location. Click OK.






