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CC 1201 - (Introduction to IT and Communication skills)
G\&u.w&rg?mm ufL_ene Qmé] 2 (Practical Exam Group 2)

o alaTé s Ens G afllmL &(Hs CryLd: 2 wenflgHwimeold

2_Mi&ET SEuTesNulled C Si6LevgI D uemiL (drive) @6 “Arts” stetim QUWIfl6L 2_emm
(folder) €p6tT6MM 2. (IH6UTE G 5.

“Arts” 2_emm (folder) ullgmienn NetTeu(HLD 2 Hemer 2_emm (sub folder) Hemen
2_(HOUTEHEGS.

i. “DATA?1”
i. “DATA2"

iii. e I1i @60 2 (HeursHwl Hener 2_emm (sub folder) “DATA1” ulignien

Hetreu@md @eiu(h (02) Hemen 2_6nm (sub folder) HEM6 2_ (1 6UTEGE &.
i. “Info1”
ii. “Info2”

iv.  elleorm ILii @60 2 (peurs Sl Hemer 2_emm (sub folder) “DATA2” uflgyieit

Metreupd @yein® (02) Hemen 2_emm (sub folder) Hemar 2_(HeUTHSS.
iii. “Info1”
iv. “Info2”

2_Mmi&6T seuuretiiufeit eutiHL 160 QUrHE gJaTaugH Qe Camlusemen (files)
NrHwBHs “Arts” 6161 2 smmullen)en CFLOGSE 5.

GOy : ITHQUIGEGLD QY euahISaTleT Siemey 500 kb @D SSSLOTHLD 1
Mb @b Gemmeurseayd Qs He0 Ceustm(BHid.

HpHosws @y Camiysamerud “fa12”,”fa13” esim QuWy WIHOLD QFIIS.

2 MIG6I S6uiesNiulleor 6u6tTHLIg60 @(bHS JHTEUS QTEHIE LIL MisHemen
NyHOwihSg “Arts/Datal/info2”, “Arts/Data2/info1” 61601 2 emm&eignie
GCslN&G: 5.
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Vi @MU @ (Note pad) QuoesrQuIm(peled DeaumHD e wkismen Lo CEll
“Arts” 2_enm (folder) ugiet CoLNGHES.

2 Mhige &evsoflullen |
L Qwés pemmemwuiled HeS Grrid (Date and Time ) 6160TLIEN S
B mnmgmgg‘gmm Qulfl (SIDLUSGM cpeud ST ([HS) P
i &eni STLEOU (Screen Saver) LOMTMHMIEUSH M STE0T suifl. (SIbLS@M cLpeVLd 43
ST (H')
VI UGN Qe 2 (heuld epeitenm Paint soul 2 LIGWIT&H S 9-@611[7&,3}!4
Sienen MS-Word @enien 2 L 08g6sH MS-Word CHTEMEUWITS “Arts” 616870
2 DUNenI6T CELAGES. ’

aflsorm 2,34 SpHweumMHiHsTen QFLLPMMEDMUL, MG Q2, Q3, Q4 2-MMSEMEN
(folders) 2_(Heun& &l feummiaien GCELHlsGs. _

Q2)

L MS Word @emettt 2 LUCWITEISE SLp eubd euensuiled S4,6UETVILD 62 63T6M(D
2 (HEUTHSE SIGEME ~Question2” 6T60ID CILILIFIED CeLh&&HaLD
1) Faculty of Arts & Culture
a) Departments
i) Department of Arabic
ii) Department of Fine Arts
iii) Department of Geography
iv) Department of Languages
(a) Tamil
(b) English
(c) Arabic |
b) Centers
1) Extramural Studies
ii) Early Childhood Care & Development Centre
iii) Center for Social Research & Development
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T S R MRl 20000.00

f.Suhallthax1 ......... sitgips Y2 LR S ..18000.00

T QUEHIEOLI (Organizational chart) 2 (H6UTSE “Discount.” 6T6oTam|LD

3% discount
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_ To:24/06/200
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Q3)

3 SigpeeL  speilememilien  (Mail  merge) 2 (HEUTHGEUSDS
24, QUSTHGILDTETTEND 2 (HEUTHSHELD.
1. Students sigmIld QLIRS Bpeudld Leomuden (fields) 2 emenL&& §
(data source) €p6TOl6MET 2_(HEUTSHSELD. |
FirstName | LastName | HomeNo | Street | City | IndexNo | Course | Mi
Ram Kannan 2l Main st | Col cS 122 MIC 89
Janan Karan 45 Torist | Col MI 333 ITT 78
Kokul Ragavan 32 Barrd, | Col €S 125 MIC 37
Sangeetha Shan 234/2 Torird | Col | MI234 LEE 86
Ramani Kalyan 34/2 Main st | Col MI 453 ITT 65
1. Speumorm  ugeud  &SigHd  (Form  letter)  spesiilemen
SampleLetter.docx sTmith Quuifled CFLOSGHALD.
Micro Computer Centre,
Colombo.
26 October 2010
<<FirstName>>
<<HomeNo>> <<Street>>
<<Town>>
Dear <<LastName>>,
MS-Word — Assessment Results
This is to inform you that the above examination result is as follows. The examination
17.07.2007. ]
Index No: <<IndexNo>>
Marks: ~<<Marks>>
Yours truly,
Manager/ Micro Computer Centre
Group 2

20



udleysemenuid (records) Lilgeud SlgHHmGUDd (form letter)
WordResultCoverLetter.docx eTgnith GQuUIfled GFLOGSHLD.
Prhgen 2 HeursSl srajceoddHeyleen (data source) 40 &
WHLQAUGTSHMET 2 LUl LISQSmeTILLD (records) LI eUd &iqH5HeNG
letter) spetTlenewnig g PassList.docx ¢1gpitd QLwfled GC&LOISEHELD.
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LIS & 6T6L6M6V &6 (Page Borders) :3-D
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