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TO PREPAR A GOVT. ORDER/ OFFICIAL LETTER/ BUSSINESS LETTER/ CIRCULAR
LETTER.

Narmn

RESULT:
THE GOVT.ORDER/OFFICAL LETTER/ BUSINESS LETTER/ CICULAR IS PREPARED




GOVERNMENT ORDER

GOVERNMENT OF TAMILNADU

Astract
Family Welfre — poularistion of surgical methods — sanction of special causal leave — extension of
temporary Women Government servant — Order — issued

Health and Family Welfare Department

G.0.Ms.No.724 Dated the 12" October 2020
Reading the following:

G.0.Ms.N0.235676, Health, dated the 12" October 2020 covig

ORDER:
Video provides a powerful way to help you prove your point. When you click Online Video, you

can paste in the embed code for the video you want to add. You can also type a keyword to search online

for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page,
and text box designs that complement each other. For example, you can add a matching cover
page, header, and sidebar. Click Insert and then choose the elements you want from the different
galleries.
Themes and styles also help keep your document coordinated.
When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to
in Word with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout
options appears next to it. When you work on a table, click where you want to add a
row or a column, and then click the plus sign.

(By order of the Governor)

XXXXX,
Commissioner and Secretary Government
To
All the heads of Department,
All Collectors.
Forwarded/By order




Section officer
OEEICIAL LETTER

OFFICE OFF THE CHIEF ENGINEER

Letter N0.360/15, Health, dated the 12" October 2020 covid

Video provides a powerful way to help you prove your point. When you click Online Video, you

can paste in the embed code for the video you want to add. You can also type a keyword to search online

for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page,
and text box designs that complement each other. For example, you can add a matching cover
page, header, and sidebar. Click Insert and then choose the elements you want from the different
galleries.
Themes and styles also help keep your document coordinated.
When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to
in Word with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout
options appears next to it. When you work on a table, click where you want to add a
row or a column, and then click the plus sign.

Yours faithfully,
Chief of Engineer




BUSINESS LETTER

BALU AND BROTHER
(Publishers and bookseller)
Telephone:123344 Post Box No. 234,
Telegram: “balu” 18 Anna Salai,
Chennai 600002.

Ref.N0.2611/86 12™ October 2020

M/s. Basha book dept.
23 Anna road,
Chennai 600 009.

Dear Sir,
Video provides a powerful way to help you prove your point. When you click Online Video, you

can paste in the embed code for the video you want to add. You can also type a keyword to search online

for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page,
and text box designs that complement each other. For example, you can add a matching cover
page, header, and sidebar. Click Insert and then choose the elements you want from the different
galleries.
Themes and styles also help keep your document coordinated.
When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to
in Word with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout
options appears next to it. When you work on a table, click where you want to add a
row or a column, and then click the plus sign.

Yours faithfully,
For BALU AND BROTHER,

(S.RAMAN)
MANAGER




CIRCULARLETTER
TAMILNADU INDUSTRIAL INVESTMENT CORPORATION LIMITED
A.D.krishnammoorthy, M.B.A., Registered Office;
Managing Director. 202 Anna Salai,
Chennai 600 002.
No. 256/687 12" October 2020
NOTICE
Video provides a powerful way to help you prove your point. When you click Online Video, you

can paste in the embed code for the video you want to add. You can also type a keyword to search online

for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page,
and text box designs that complement each other. For example, you can add a matching cover
page, header, and sidebar. Click Insert and then choose the elements you want from the different
galleries.
Themes and styles also help keep your document coordinated.

When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to

in Word with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout
options appears next to it. When you work on a table, click where you want to add a
row or a column, and then click the plus sign.

(BY ORDER OF THE BOARD)

A.D. Krishnamoorthy.
Managing Director.




NEWSLETTER DATE:

TO PREPARE A NEWS LETTER.

PROCEDURE:

RESULT:
THE NEWS LETTER IS PREPARED.




ideo provides a powerful way to help
you prove your point. When you click
Online Video, you can paste in the embed code
for the video you want to add. You can also type
a keyword to search online for the video that
best fits your document.
To make your document look p

rofessionally produced, Word provides header,
footer, cover page, and text box designs that
complement each other. For example, you can
add a matching cover page, header, and sidebar.
Click Insert and then choose the elements you
want from the different galleries.

Themes and styles also help keep your document
coordinated. When you click Design and choose
a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme.
When you apply styles, your headings change to
match the new theme.

Save time in Word with new buttons that show
up where you need them. To change the way a
picture fits in your document, click it and a
button for layout options appears next to it.
When you work on a table, click where you
want to add a row or a column, and then click
the plus sign.

Reading is easier, too, in the new Reading view.
You can collapse parts of the document and
focus on the text you want. If you need to stop

reading before you reach the end, Word
remembers where you left off - even on another
device.

Video provides a powerful way to help you
prove your point. When you click Online Video,
you can paste in the embed code for the video
you want to add. You can also type a keyword to
search online for the video that best fits your
document.

To make your document look professionally
produced, Word provides header, footer, cover
page, and text box designs that complement each
other. For example, you can add a matching
cover page, header, and sidebar. Click Insert and
then choose the elements you want from the
different galleries.

Themes and styles also help keep your document
coordinated. When you click Design and choose
a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme.
When you apply styles, your headings change to
match the new theme.

up where you need them. To change the way a
picture fits in your document, click it and a
button for layout options appears next to it.
When you work on a table, click where you
want to add a row or a column, and then click
the plus sign.

Reading is easier, too, in the new Reading view.
You can collapse parts of the document and
focus on the text you want. If you need to stop
reading before you reach the end, Word
remembers where you left off - even on another
device.

Video provides a powerful way to help you
prove your point. When you click Online Video,
you can paste in the embed code for the video
you want to add. You can also type a keyword to
search online for the video that best fits your
document.

To make your document look professionally
produced, Word provides header, footer, cover
page, and text

box designs that complement each other. For example, you can add a matching cover page, header, and
sidebar. Click Insert and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply

styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits




EX.NO:33 CREATING AND USING STYLES AND TEMPLATESDATE:

AIM:

TO CREAT STYLES AND TEMPLATES

PROCEDURE:

RESULT:
STYLE AND TEMPLATES IS CREATED




Video provides a powerful way to help you prove your point. When you
click Online Video, you can paste in the embed code for the video you
want to add. You can also type a keyword to search online for the video
that best fits your document.

To make your document look professionally produced, Word provides
header, footer, cover page, and text box designs that complementeach
other. For example, you can add a matching cover page, header, and
sidebar. Click Insert and then choose the elements you want from the
different galleries.

Themes and styles also help keep your document coordinated. When
you click Design and choose a new Theme, the pictures, charts, and
SmartArt graphics change to match your new theme. When you apply
styles, your headings change to match the new.theme.

Save time in Word with new buttons that show up where you need
them. To change the way a picture fits.in your document, click it and a
button for layout options appears next to it. When you work on a table,
click where you want to add-a row or a column, and then click the plus
sign.

Reading is easier, too, in'the new Reading view. You can collapse parts of
the document and-focus on the text you want. If you need to stop
reading before you reach the end, Word remembers where you left off -

even on another device.
Video provides a powerful way to help you prove your point. When you click Online Video, you can paste
in the embed code for the video you want to add. You can also type a keyword to search online for the
video that best fits your document.

To make your document look professionally produced, Word provides header, footer,
cover page, and text box designs that complement each other. For example, you can
add a matching cover page, header, and sidebar. Click Insert and then choose the
elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design




CREATING AND EDITING TABLE

AIM:

TO CREATE TABLE AND EDIT

PROCEDURE:

RESULT:
THE TABLE IS CREATED AAND EDITED




EDITING TABLE

Enrollment in local colleges, 2005

College

Cedar University
ElIm College

Maple Academy

New students
Undergraduate
110

223

197

Graduating students
103

214

120

Pine College 134 121
Oak Institute 202 210

Graduate
Cedar University 24

Elm College 43

Maple Academy

Pine College

Oak Institute

Change

+7

+9

Total 998

—Dmgmm

EDUCATION

a5 O- Starting th- """ ~dows - Werd (Product 4 :tivation Faile|
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIf
TimesNewRo * |11 =| A" A" Aa~ A i -

-w.A- B=

¥ i Paste Optioas

Pax
AaBbCeD¢ AaBbCcl Aal ARy
2L LA

Chennal
Pine College 2 5 :

Oak Institute 210

Graduate
Cedar University 24

Elm College 43
Maple Academy 3
Pine College 9 Calibri (Bo+ |11 ~| A" A" i+ 1=~

BI=%-A-0-
Oak Institute 53 +1

Total 998 90

Source: Fictitious data, for illustration purposes only

INSERTING TABLE:

PAGE44OF 44 3624 WORDS [[¥
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MONTHLY CALENDAR:

December

PROCEDURE:

[} Starting the Windows - Word (Product Activation Failed)
File Window

o -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

S
‘|

MATHS CALCULAT

PAGE 45 OF 45 3667 WORDS  [[® B B B ~——F——+ m
M

P Type here to search 11-Dec-20 -




CREATING NUMBERED LISTS AND BULLETED LISTS

AlM:
TO CREATE NUMBERED AND BULLETED LISTS

PROCEDURE:

RESULT:
THE NUMBERED AND BULLETED LIST IS CREATED




NUBMERING LIST:
1. Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add.
2. You can also type a keyword to search online for the video that best fits your document.

ROMAN LETTER
To make your document look professionally produced, Word provides header, footer, cover page,
and text box designs that complement each other.
For example, you can add a matching cover page, header, and sidebar. Click Insert and then
choose the elements you want from the different galleries.

ALPHABETS
a. Themes and styles also help keep your document coordinated.
b.  When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics

change to match your new theme. When you apply styles, your headings change to match the new
theme.

DIFFERENTT BULLETS:

» Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document,

» click it and a button for layout options appears next to it. When you work on a table, click where
you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on

the text you want .

If you need to stop reading before you reach the end, Word remembers where you left off - even on

another device.




PRINTING ENVELOPES AND MAIL MERGE
AIM:

TO CREATE MAIL MERGE.

PROCEDURE:

RESULT:

THE MAIL MEGER IS CREATED




MAIL MERGE:

SELECT RECIPIENT:

Document2 - Word (Product Activation Failed)

@ H O =
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in

Envelopes Labels  Start Mail Select
Merge~ Recipients~

Write & Insert Fieid: Preview Results

Create 52 Typea NewLi

Existing L

Choose from Outloo

PAGE1OF1 OwORDS [I%
1251 PM
R Type here to search ~ R @) 11-Dec-20

NEW RECIPIENT:

BHS O

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

Ao || =4S = 21 9 | AaBoceDe AaBbCcL AaBbCCL |AaBbCCI AaBbC: AsBbcc AAB| assbecr a”w )
V v ac Replace

9 List Para... TNo Sp: ¥ al | Heading1 Heading2 t Subtit
List Para. o Spac Normal | Heading1 Heading itle ubtitle (3] N coecen

Starting the Windows - Word (Product Activation Failed)
Sign in

Times NewRo - |11 ~| A” A"

 Format Painter 1B 7 [MiSjae x, * | R - ¥ - A~ B = : Body Text
Font E Paragraph Styles % Editing
SELECT RECIPIENT:

@ & New Address List

x
Type recipient information in the table. To add more entries, click New Entry.
[Teie v |[FrtName v [LastName v |Company Neme v | Address Lne 1 v |

<

New Entry Find...

Delete Entry | | Customize Colums... Cancel

PAGE49OF49 3973WORDS [[% B E B -————+ 140%
2 1252 PM
AR Type here to search A G m 1) 1-Dec-20 =)




B H S O- Starting the Windows - Word (Product Activation Failed) 7 M - 8 X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES = MAILNGS ~ REVIEW  VIEW Signin

3 . '—,- Y =N 3 [ ? Rules - @ M4
e — L i TS o T Match Fields [0 Find Recipient
Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview * Finish &
Merge~ Recipients ~ Recipient List Merge Fields Block  Line Field Results [ Check for Errors Merge ~
Create Start Mail Merge Wiite & Ir Title Preview Results Finish
First_Name
49

Last_Name

Company_Name

Address_Line_1

Address Line 2

Home_Phone
Work_Phone

Email_Address

Yyy.
T0

«Title»
«First_Name»
«Last_Name»

«GreetingLine»

Video provides a powerful wa 3
PAGE49OF 50 4220 WORDS [[® -+ 140%
1:02 PM
R Type here to search D

B H S O-= Starting the Windows - Word (Product Activation Failed) 7 B - 8 X
FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES = MAILNGS = REVIEW  VIEW Sign in
[ =t =1 /e > 3 v
7 L2 = % Rules @\ M4 b
L & Match Fields ind Recipient
Envelopes Labels = Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge~ Recipients ~ Recipient List Merge Fields Block  Line Results heck for Errors Merge~
Create Start Mail Merge ds Preview Result By Edit Individual Documents
«Last_Namen
Print Documents.
«GreetingLine»

MGEMON B WODS (3

Rl £ 1ype here to search

roert Greating Line
Sp—
e > Rangar

Gigetmg b fo1 s recart names
e S or Matam z

i trom e recpeent it

Comea mesiems
# tem i our greeting e are mesing ¢ ot of e, use Match Fsdt
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haten P

PAGE S0 OF 51 4220 WORDS [
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B HEHS 0= Starting the Windows - Word (Product Activation Failed) 72 M - &8 X

FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES = MAILINGS  REVIEW  VIEW Sign
= - ! 2 Rule @ WA M,
bt 3 % 13 Match Fields L Find Recipient 3
Envelopes Labels StartMail  Select Edit Highlight Address Greeting Insert Merge Pres % Finish &
Merge~ Recipients - Recipient List Merge Fields Block  Line Field ~ Results [+ Check for Errors Merge -

Create Start Mail Merge Wirite & Insert Fieid:

PAGESOOF 51 4220 WORDS  [[% fE B B -———+ Mm%

; 3 1:03 PM
P Type here to search AB®D) o o O

«Title»
«First_Name»
«Last_Name»

«GreetingLine»

Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page, and text
box designs that complement each other. For example, you can add a matching cover page, header, and
sidebar. Click Insert and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply
styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits
in your document, click it and a button for layout options appears next to it. When you work on a table,
click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the
text you want. If you need to stop reading before you reach the end, Word remembers where you left off -
even on another device.

in




Date:
USING THE SPECIAL FEATURES OF WORDDATE:

AIM:

TO FIND, REPALCE OF TEXT AND SPELL CHECK

PROCEDURE:

RESULT:
THE SPECIAL FEATURES ARE USED




TO FIND AND REPALCE
06 - o -
HOME INSERT DESIGN PAGE LAYOUT REFERENCES

MAILINGS REVIEW VIEW

Sign in
#Find -

%3¢ Replace
Clipboard

| Ly Select -
1M Paragraph ‘:
THE SPECIAL FEATURES ARE USED

Editing

Find and Replace

Find  Replace GoTo

Find what:

Cancel

PAGE 53 OF 53 4246 WORDS  [[%

yel Type here to search

~B =) 11:4;:20
SPELL CHECK
BH S

Starting the Windows - Word (Product Activation Failed) ?
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES

MAILINGS REVIEW

? @ X
VIEW Sign in
ABC IE 55| ABC R S == = Gi§|simple Markup ~
o] 23 @ | i =
v L % A £ Show Markup *
Spelling & Define Thesaurus Word  Translate Language New Show Track
Grammar - - Comment

Comments Changes - (2] Reviewing Pane ~
roofing Language

B 2 €] Previous =t

v \
Accept Compare Restrict
Count - - Editing

Compare Protect

Tracking n

Spelling

Yyy

ignore | Ignore All
Yei
By

KY
NY

Change | | Change All
Yei @

We're not showing definitions because you're
«Title»

offline.
«First_ Name»
«Last_Name»

«GreetingLine»

Video provides a powerful way to help you prove your point. When you click Online Video, you can

paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document.

PAGES10FS53 10F4250 WORDS [J%

English (United States)
B -——4+—+
L Type here to search
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ADVERTISEMENT:

AIM;

TO CREATE THE ADVERTISEMENT

PROCEDURE:

RESULT:
ADVERTISEMENT IS CREATED




CPMPUTER OFFICE

MATHS CALCULATION:




EXCEL AND SPREAD

SHEET







USING FORMULA AND FUNCTIONDATE:

TO CALCULATE MARK

PROCEDURE

RESULT:
MARK ARK SHEET




BE S - Starting the Windows - Word (Product Activation Failed)

TABLE TOOLS

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT
5 ‘ (Y ™ l %= Breaks ~ Indent ipfcwng F" . |& Align ~
e f{)LineNumbers~ 3= Left: |0" Lt
Mavvgins Onenfation vaze Coluvmns n‘? Hyphénation” & Right [0 SeLe;:t:m
Page Setup 0 Paragraph Ll Arrange
MARK SHEET IS CALCULATED
#MARK SHEET
S.NO NAME ENG TAM sci socC MAT RESULT TOTAL

1 ASYHA 100 100 100 70 80 PASS 450
2 VASUKI 46 66 51 71 81 PASS 315
3 MOHANA 12 12 12 12 82 FAIL 130
4 INIYA 48 68 53 43 83 PASS 295
5 MANO 49 69 54 74 84 PASS 330
6 BARATHI 50 70 32 75 90 PASS 317
7 JAYA 51 56 56 76 86 PASS 325
8 MALIKA 52 72 57 7 87| PASS 345
9 MANI 5 73 58 78 88 FAIL 302
10 DEVIYA 54 74 59 79 89 PASS 355

MIN 130

MAX 450

PAGE67 OF 67 4433WORDS [[X

I ¢ ¢ - - -

Signin

AVERAGE GRADE RANK
90 A it
63 B 6
26 FAIL 8
59 C 8
66 B 4

63.4 B 5
65 B 4
69 B 3

60.4 B 3
74l B 2

s
250 PM —

R Type here to search

TOTAL: =SUM(C2:G2)

AVERAGE: =AVERAGE(C2:G2)

RANK: =RANK(12,12:16,0)

GRADE: =IF(H2>400,”A”,IF(H2>300,”B”,IF(H2>200,"C”,”FAIL")))
RESULT: = IF(AND(C2>25,D2>25,E2>25,G2>25),”PASS”,”FAIL")

11-Dec-20 ™




FINDING DELEGING. ADDINING, RECORDS, FORMATTING COLUMNS, ROW
MERGING, SPLITTING COLUMS

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN Sign in

D3

A B C H | J K L
S.NO ¥| NAMI~ . /0, RESUL ¥ TOTA v AVERAG v| GRAD ~ RANK ~
ASYHA o il ¥ |eass 450 %0 A
VASUKI PASS 315 8
MOHANA ] FAIL 130
INIYA B Copy PASS 295 c
MANO b PASS 330
BARATHI PASS 317
JAYA 0 PASS 325
MALIKA Paste Special PASS 345
MANI FAIL 302
DEVIYA = PASS 355

-

NWWwhUb®R

MIN 130
MAX 450

Insert Comment
Format Cells
Pick From Drop-down List

Ml e—
. 324 PM
P Type here to search ABD W 15

CHART

[ = R Book1 el (Product Activation Failed)
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN FORMAT

Chart1 fi

A B F G H J K L M
S.NO ¥ NAMI| 'i SOC ~ MAT '-} RESUL v| TOTA|~ AVERAG ~ GRAD ~| RANK~

i ASYHA 70 80 PASS 450

VASUKI 71 81 PASS 315

MOHANA 12 82 FAIL 130

INIYA 43 83 PASS 295

MANO 74 84 PASS 330

90

86

87

88

BARATHI 75 PASS 317
JAYA 76

MALIKA 77
MANI 78

DEVIYA 79 89

Chart Title

AVERAGE: 63.28 COUNT: 66  SUM: 3164

L Type here to search i & 9 M £ ma A W x3




SORTING

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW DESIGN

() f
A 8 c D E F G H | w K L
SNO~| NAM[~] ENG-1 TAM>| _SCi - SOC-| MAT~| RESUL~| TOTA~| AVERAG ~| GRAD~| RANK~ Format Sh
SortAtoZ FAIL 302 60.4 8 2 P=
FAIL 130 2 FAIL QU m
PASS 315 63 8
PASS 295 59
PASS 330 66
pass 317
PASS 325 65
PASS 345 69
PASS 355 7
PASS 30

4 FILL

WA UO OB N O ®

¥ (Select All
VI ASYHA

¥ BARATHI
| DEVIYA MIN
lINivA MAX
vl IavA

I MALIKA

¥IMANI

¥IMANO

¥| MOHANA

conce

AVERAGE: 63.28 COUNT: 50 SUM: 3164 o -e——+ 00%

R Type here to search - ﬁ 9P ° ~ e ﬁ AB DY) 1;?:“‘0 d
FILTER

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN Sign in

=) Jx
A B c D E F G H | ) K L
sNO~| NAM{~| ENG.| TAM~ SOl v SOC ~| MAT -] RESUL~| TOTA~| AVERAG~| GRAD~| RANK~ Format Shape
2l SotAtoZ 58 FAIL 302 60.4 B8 A ,
8 oY &
2 12 FAIL 130 FAIL 2R |
51 PASS 315 8
53 PASS 295 4 HUL
54 PASS 330
2 PASS 317
56 PASS 325
57 PASS 345
= 59 PASS 355
EBe AN 100 DASS 450
W ASYHA
| BARATHI
I DEVIYA MIN 130
I INIYA MAX 450
VI JAYA
¥ MALIKA
YIMANI
¥ MANO
| MOHANA

BBIE8RBRBY

AVERAGE: 63.28 COUNT: 50  SUM: 3164 H mo-—

3:28PM
,O Type here to search ﬁ 9P ° \1 e ﬁ .:. "‘i xB X @ B 4) 11-Dec-20 Q




PIVOT TABLE

[x I s Book1

FILE HOME

A3 f

Excel (Product Activation Failed)

INSERT PAGE LAYOUT FORMULAS DATA REVIEW

Count of GRADE

C D
MAT (All)

Count of GRADE |Column Labels ~
4

=130 130 Total
Row Labels  ~ FAIL MIN PASS FAIL
=/ASYHA
100
~'BARATHI
70
= DEVIYA
74
JINIYA
68
=JAYA
56
=~ MALIKA
72
=~ MANI
73
“MANO
69
= MOHANA
12
=/ VASUKI
66
= (blank)
(blank)
& |Grand Total

Sheet2 | Sheetl

R Type here to search

VIEW

=295 295 Total /302 302 Total

=315 315 Total

PASS

ABLE TOOLS

ANALYZE DESIGN

=317 317 Total
PASS

Choose fields to add to report

ENG
TAM
scl
soc
MAT
7| RESULT
/| TOTAL
AVERAGE
GRADE
RANK

Drag fields below

Y FILTERS li COLUMNS
MAT TOTAL

RESULT

= ROWS VALUES
NAME
AM

Count of GRA...

Defer Layout Update

Format Sh
O O ®E

4 FILL

i M -—t—=
3:29PM

ABBD) 5







ACCESS AND DATA BASE




DATA BASE

AIM:

TO CREATE THE DATA BASE

PROCEDURE:

RESULT:
THE DATA IS RECORED




QUERY

ﬂ:\ i UERY TOOL ENOVO\Documents\Database1.accdb (Access 2007 - 2013 file format) - Access (Product Acti

HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

Sign in

— g B D Uni == EcnsetRows  “B¥Ins lumns E = Property
SQL 7 | +| 7 | Union €= Insert Row: 1" Insert Column: ] - roperty Sheet
s * -2 ass-Through % Delete Columns L9 S Table Names
View Select Make Append Update Crosstab Delete Show . Totals Parameters
< Table 2 Data Definition ~ Taple Builder 38 Return: |All -

Results Query Type Query Setup

All Access Obje... @ «

Soi z Tablel

Show/Hide

Table1 Queryt

Tables =

3 Tablet % NAME
Field1
Field2
Field3
Fieldd

| Show Table
|

Tables Queries Both

Table1

Fleld:
Table:
Sort:
Show:
Criteria:
or:

CAPSLOCK  NUM LOCK

R Type here to search

REPORT

B H S s REPORT DESIGN TOOLS Database] : Database- C:\Users\LENOVO\Documents\Database1.accdb (Acci ? a

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT PAGE SETUP

x
Signin
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S | = - it iew e
N a ® E Insert NS S

View  Themes [Rlfonts~  (GTOUP i 4 . Page Add Existing Property Tab .
: TS [R]Fonts+ [IOUR. 5 Hide Details *| image - Numbers F30ateandTme  Fields  Sheet Order 5 Convert Report's Macros to Visual Basic

View Themes Grouping & Totals Header / Foote

All Access Obje... @ «|| = \&! cuery1 M mepont
Search. e
Tables 2

3 Tabie

B I R RN 2

¥ Page Header

# Detai

‘
Group, Sort, and Total

= Add a group %| Add a sort

CAPSLOCK  NUM LOCK i1 =
2 3:44 PM
AR Type here to search £ ABD 11-Dec-20

Design View




iMPORT AND EXPORT

BH S

FILE HOME CREATE EXTERNAL D D

A
J

Saved
Imports

(73 Text File

REPORT DESIGN TOOLS Databasel
BASE TOOLS DESIGN ARRANGE FORMAT PAGE SETUP

—— p— p— p— o1 Bl Accass

& ©Br By XML a5 St 99 gl | 8\ M

Excel Access ODBC = \ore 4 Get External Data - Excel Spreadsheet
Database s More

ort & Link

All Access Obje... ® «

Search..

o

Design View

R Type here to search

<
Group, Sort,and 1

Select the source and destination of the data

Specify the source of the definition of the objects.

Eile name: | C:\Users\LENOVO\Documents\|

Specify how and where you want to store the data in the current database.

Import the source data into a new table in the current database.
If the speciied table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

) Link to the data source by creating a finked table.
Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access.

Cancel

iments\Database

accdb (Access 2007 - 2

Sign in

Add a group %! Add asort

AE

CAPS LOCK

NUM LOCK £]

AB DD

=z H
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POWER POINT AND
IMPRESS




Date:

PRESENTATION

TO PREPARE A PRESENTATION

PROCEDURE:

RESULT:

THE PRESENTATION IS PREPARED




PRESENTATION BASED ON TEMPLET

BEHS OB o

BEER rove  nNSsRT  DESIGN  TRANSIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW
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mbol Video Audio Screen

Shapes SmartArt Chart S My Apps - Hyperlink Action Comment
Box & Footer . Time Number - ~  Recording

Text Header WordArt Date & Slide Object Equation S

New Table  Pictures Online Screenshot Photo
Slide ~ 4 Pictures v Album ~ -
images

lllustrations Add-ins Links Comments Text Symbols Media

Slides  Tables

CLICK TO ADD TITLE

CLICK TO ADD SUBTITLE

L Type here to search

BHS 0=

HOME INSERT DESIGN TRANSITIONS

ANIMATIONS SLIDE SHOW REVIEW

- CLICK TO ADD TEXT

*® Click to add text

= NOTES I COMMENTS
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L Type here to search

8 X
Signin
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SOUND

BHS 0B

HOME  INSERT  DESIGN

|

TRANSITIONS ANIMATIONS
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Preview Transition to This Slide
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Preview
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Signin
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Other Sound...

Loop Until Next Sound
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Sign in
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INTERNET

APPLICATION




WEB SITE

AIM:
TO SEARCH IN WEB SITE

PROCEDURE:

RESULT:
THE INFORMATION IS COLLECTED FORM WEB SITE




Google

Q,  Search Google or type a URL

-+

Add shortcut

405PM
/ M)
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vitinginenglish e X =

. X @ google.com/search?q=official+letter+writing +in+english+pdf&oq=&aqs=chrome.0.69i5918.7860061678j0j15&sourceid=chrome&ie=UTF ® Q

Warmning: Google prevented a suspicious attempt to sign in to your account using your password.  Review activity now x
Go gle official letter writing in english pdf

() Images @ News [3) Videos Q Maps
[2) Images for official letter writing in english pdf

cbse class ncert class 10 Informal letter sample letter template

’

AR Type here to search




Creating mail

AIM:
TO CREATE MAIL

PROCEDURE:

RESULT:
THE MAIL IS CREATED




Google

Create your Google Account

@gmail.com

y current email address instead

Show password




psilamby

< X @& mailgoogle.com/mail/y

0/7tab=wm#inbox

Important

Sent

B omfts

Meet
B New meeting

& Join a meeting

Hangouts

Waiting for mail.google.com..

R Type here to search

Google

IDP Education
webadmin
webadmin
Angel Broking

Raman Chinnasamy

Cars24 Team
Raman Chinnasamy
Rummy Passion

Account Tamilarasu

Social ® promotions KK

Important policy changes for Google Account storage - New Inactive and over quota storage policies
Dear Spsilambu SpsilambuPoints Based Visa System for student planning to study in UK - IDP Educatio
EIP Auto Mail - Document Status Updated - Invoice Document Status Invoice Regn No @ LE/SZ000010/FS.
EIP Auto Mall - Document Status Updated - Invoice Document Status Involce Regn No : LE/SZ0. [+]

Dear i Ti t with Angel broking at Zero brokerage - Angel Broking-Open free

SILAMBU EPF - Sir | Have attach Silambu epf copy
B5 cBSLM159287 (& ECR_CHLN_RE & ECR_CHLN_RE

Hello ,PRICE DROP ALERT! Now is the Time sell your car at the bestPRICE.. - Cars24 Hello, Looks like y

ARUL EPF - Sir | Have attach epf copy of Arul

Dear Spsilambu Spsilambu,Play Rummy! Change The Game! - Dear Spsilambu Spsilambu , You can Get |

GST Copy
B8 GST-Challan Re. B GSTR1_33FCKP. B GSTR3B_33FCK




Output

(™ AR sl record-pages-34-75_(2)[1] - Microsoft Word

£ cowm \ature Line ~ T Equation ~

] Blar @ DEVICES | Find a setting o reTime §2 symbol ~

¥= Pag et v

Pa B o symbaols

—— Printers & scanners . =
] Add printers & scanners &
— e

- Connected devices

Z Add a printer or scanner

. + °

- Mouse & touchpad

- Typin .

: yping Printers & scanners

h AutoPlay

I Fax

= L

USB

- E Microsoft Print to PDF

- Last used

- Microsoft XPS Document Writer

- =8 Send To OneNote 2010

: =

: Let Windows manage my default printer .
=z 0
: When turned on, the default printer is the last used printer. 3
Page: 95 of 100 | Words: 3,176 | <& | IEEER: »;




EX.NO:

DATE:

SCAN A PHOTO USING SCANNER AND EDIT IT USING TOOLS AVAILABLE IN THE OPERATING

AlM,;

PROEDURE:

RESULT:

SYSTEM BY DEFAULT




OUTPUT:

e . -h. @ s -

" PGl .= gy 3

Coodgle Workszspace
Let's get started

PO ROy WL RO

L er g™ B, T A8 T~ -
PN PSS SN P W WS

Daews o w9 -

R — . — Y — T Y
('l - g

) s




EX.NO:

AlM;

PROEDURE:

RESULT:

DATE:
CREATE GOOGLE FORM TO COLLECT DATA




OUTPUT:

BOS 3w e o .
Splitting Your Dat.. :
e developers.googhe com < n =

Machine Lea.. Q e
Foundational courses

Homw > Pasducts > Machine Lamicg

> Fouabosalcnesse: 3 Owts Deap

Send feedback
Splitting Your Data [ -

As the news story exanmge demonstiates, a
purée randcem splitis mot atways the right
approach,

A Trequent technigue 1or anlne systems is to
Spit the data by 1ime, such that you would

+ Colect 30 days of data.
« Train cndata from Days 1-29.

» Evaluate on data from Day 30.

For enline systems, the training datais older
1hsan the serving data, 30 s 1echrigue

<> Add Gozgle Developers ta Home %
screen




EX.NO:

AlM;

PROEDURE:

RESULT:

CREATE GOOGLE SPLIT TO COLLECT DATA

DATE:
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