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2 Mi&6N Hemistiluiled ‘PRA1” eTetim QLILIMED @ CHMLILEMMENIL (folder)

2 (HeUTHGS.

PRA1 61601 CHMTLILIEOME@ A1, A2, A3, Ad 61681 HIT6HTE) 2_LIGSMLILEnm&enen (sub
folders) 2_(Ih6uUN& G .

Al 616t 2 LGHTULeMUNEDIeN ABC 61601 2 LIGSHTLILIEMMENIL (sub folder)
2_(LeUNHG 6.

Notepad @60 @@ Gamemer (File)snll 2 (HeuTébS AS6D HLOD 61195 G)IoB6N
QUJ&HInqUIBNS “MyFirst” 1601 QUILIMEL “PRAT GaMuLsmMenILI (folder) UTgw)ed
CaL06G 6.

Cpsamii MyFirst Cammeu(File)enil NJHAUUGSS At 1601 GamLiLismm(folder)
ugie filel stet1m QUILIMGED C&AlbE@s.

Paint @60 S0 601N CUMTHG S0 A2 61681 Gamuemm (folder) ulepien
Picture1 61601 GlUWIMsL C&LAGHEG 5.

A1 GaULenM (folder), Picture1 Gamemeu(File) L Hsumlett jeneysemen
@O @ A3 61601m CaHALILEND (folder) ulenien @ Gansmeau(File)uflgnen
GeLNeG .

A4 s1601D) GaITLILEHMD (folder) UNGDIST LILLD cpsitenm CaLiléhEs.

eflewn 2,3,4 gAweubBihans QFLIComDOIL, WaDCL Q2,03,04
Ganulemmaenen (folders) 2 eauméH& Siummiaien CaLile@s.
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N6t 2) NevauHn eNeumeney MS-Word (6TL0-616r0 GeuiL) & 2 LQIWINAS G CFUWIG.

On the Insert tab, the galleries include items that are designed to coordinate with the overall jook of your

document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other

document building blocks. When you create pictures, charts, or diagrams, they also coordinate with your

current document look.

You can easily change the
formatting of selected text in
the document text by
choosing a look for the
selected text from the Quick
Styles gallery on the Home

tab. You can also format text
directly by using the other
controts on the Home tab.
Most controls offer a choice
of using

the look from the current
theme or using a format that
you specify directly.

To change the looks availabl
command Both/ the Theme gallery and the chk Styles gallery provsde reset commands sothat

"o change the Qveraf ook of your ‘document; choose new Theme elements onthe Page Layout tab.

e inthe Qunck Style galiery, use the: Change Current quck Style. Set .

you can always restore the Ioak of your docurient to the ongmal contained in your current template.
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. Guoed UL (Benencumml SieLevd SICH LTS MILITe eLa6iTmI
2 (HUNHGS. :
I pseoneug upHuied auNaErse Qe uleona el Qeuafiufisne 15 46
LOMHMIS.
. @oemLneug ubdHleow CaHn@saen e enL il cuainl HJLsas LIHmIs.
V. eeimneugl LibHlenit (nsed s1(pdgl QU 61(eddné(Drop Cap)
IS0l UWISTS LOTDHMIS.
V.  (oeonaug ubhdHulled Qyesui_neugd eufenil oghdsn HiMSSHTed (Highlight )
(peassilemeoiLiGoHd SML_LeyLd.
V. gomeug LULLD 6ienm 2 L LGS Siend HHsnsd unmml oasbGs.
VI cLpstimeud) UhdHed amleur siebsnevd GCanBaen (Borders) SIMN&HGS, b
upSlemil gonaudl @b Csvediut himsdHesned Hhwedl(Rs (Paragraph Shading)
Vil edTeubln Qanmaenen cLasimieug UbHHG Su Gandd e (eummie
S(RHGIMH o6 (Font Size) — 24 ,6ud6 R(QHRIGHEMLOG|- b(B(Align Centre))

COz,Xz,A-B-G

IX. b SlLL.eusnesmisniLi(Table) 2 61 HiMYHG e CLoGew SHTL lgUleuTm Q&Ils
X. CunGev &ML iquig Gumship Q&amsbeulgeuLd(Word Ar) €R68T6DMD C&lSHG.

eleurt 3) INsoieupHLD aNevinened MS-Excel (6TLA-6T610 61&H6r060) il 2 LICIITHSHS Q&Us

a)

Name Index No | Subl Sub2 Sub3 Total | Average
Bala cl01 45 55 56 156 52.00
Kumar €102 55 56 67 178 59.33
Siva C103 54 65 65 184 61.33
Rodne C104 34 45 78 157 52.33
Gevetha C105 76 67 67 210 70.00
Simara C106 65 56 66 187 62.33
Seena C107 67 67 77 211 70.33
Mala C108 78 78 89 245 81.67
Kisho C109 67 90 90 247 82.33
Jeeva C110 156 52.00
Maximum

Minimum
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CuoGev UL L & CUIETD S L 6UENETT €R6TTMI MS-Excel (61L0-61610 6166M06)
8L 2 (HeUTHGS.
@eummled Total — Sub1 ,Sub2,Sub3 g &HWIeUHMIEN Fal (HHCSHTMS
Average- Sub1,Sub2,Sub3 Qydliteummlest gy
Maximum - Sub1 ,Sub2,Sub3 epeuCleunemienin 61(hdHd &S Fulg Ll
L{efterdl
Minimum - Sub1, Sub2, Sub3 REUAEITEINIID THGS Hdd GODbS
Ljerten
Total, Average, Maximum, Minimum 4 &iLieuMenm MS-Excel (61LD-61610 sTdherven) @edt
Function (FLo6o1LM(R) &6Ml6dT CLAGOLD SHTET0IS. 6J6M6TIIL S Hemen el6mdLILISVEMS
eLaeoln 2 eneflhy QEuwieomin.

b) 2 MMIGEMTEL 2 (LeUNGHHLULIL L S L euenemiuiled @bha SCw SMLL LU L &
GUITESID UM SHENG (chart) 2 (HeuT&HG

Index No vs Marks

£ # Subl

©

£ % Sub2
#% Sub3
~ Average

@101 C102 €103, Cl04 €165 €106+ €107 €108 €109-Cl10
Index No
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vt 4)

a)‘

b)

Nesreumn elesimeneu MS-PowerPoint (6TLD-6T610 LeunQuUTUTeNL )53 o LCIINHSS)
Q&8

S Slides (ON6LEMEVSHEN ) 2 6mLILI MS-PowerPoint Presentation (6TL0-6T6r0 LieuTGILIMUN 6oL
NENGHEBTL & )enl 2 hibEpdE el Wm AL WSS 2 (h6unsHE . LstTeu(pLd
Ol LIRISET Sleumiled SILhAUNBSHSL Cousmm@BiLn.

tageoneug) ervemeo(B(@lisvemev) - aNL WSS SemeviLimIsLN

@oneiLeugl evemeLB(ENe0mev) — eI ISHe QUL &S&BL, Smart Art Graphic
LRSTIDNaIS Ve BENLMEL) — JHMeUG (M, LLLD SHEMELILIMISHSH GIL 65T

BT SHMTeUG aVMEVH(ENCLEND) — L L 6L 6T (Table)

Rboneaug ervemevG(eMeLamev) - BetI&HNeUG VMEV[H SIL L 6UEMETI (Table)dh@IMILI
(chart) €U6MIJLL.LD

QuDNHE goMeugl @@ Theme (Sib) ol QdMey Q&1i1s.

Meteu(bLn efenemney MS-Word (6110-616r0 GouiL )emiLi 2 LICIINHS G Q&ILs
bIT6s1&(04) Heading 1(&H6EMEVILIKISLAT), @pen(H(02) Heading 2 (SEMEVILIMIGLO 2)
2OLULSTS @(h LUdHSHDHMS 2 (hauTddl eubmeE QUIT(L ML &L (Table of
contents) 2_(Heundb&H G&Ll&E 6.




