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EX.NO. DATE:

LETTER

AIM:

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

Mnm.n_

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.No0.235676, Health, dated the 12" October 2020 covid

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
OFFICIAL LETTER

OFFICE OFF THE CHIEF ENGINEER

Letter No.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.

RefNo0.2611/86 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.




NEWS LETTER 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, inthe 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 anotherdevice.
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 New students Graduating students Change

Undergraduate
Cedar University 110 103 +7

Elm College 223 214 +9
Maple Academy 197 120
Pine College 134 121
Oak Institute 202 210

Graduate
Cedar University 24

Elm College 43

Maple Academy

Pine College

Oak Institute

Total 998

—Dl'RE'Glgrmmm
EDUCATION

™ Pewe
Y Amscad: AaBICel Ax

“Chennai= """’

Pine College 2 51
[ J
Oak Institute 202 210

Graduate
Cedar University 24 20

Elm College 43 53
Maple Academy 3 11
Pine College 9 4

Oak lostitute 53 52

Total 598 9508

Source! Fictitious data, for illustration purposes only

INSERTING TABLE:




MONTHLY CALENDAR:
December

PROCEDURE:

PAAGE LAYOLT FORRLAS

. '|
1

MATHS CALCULAT, '




CREATING NUMBERED LISTS AND BULLETED LISTS

AIM:

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
I.  To make your document look professionally produced, Word provides header, footer, cover page,
and text box designs that complement each other.
II.  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:
¥ H S = Document? - Word (Product Activabon Failed)
v-w"l‘.” PISERT  DESIGN  PAGE LAYOU MAUNGS  REVIEW.  VIEW

MGE1OFY  owoRns  [[E

L Type here

1251 9M
5 )

NEW RECIPIENT
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IFSERT B
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SELECT RECIPIENT:
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|
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Hewi Entry find

DeleteEnty | | Cunlomige Calumn.




HOME NSERT RESIGN PAGE LAYOUT REFERENCES MAILINGS F VIEW
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Starting the Windows - Word (Frodoct Activation Fuiked)

PAGESQOFS) owouns [ i H B - e Sl 1

S o VEPM
A o g B

«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.




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

PISERT PESIGN PAGE LAY \EFE: 5 MAILINGS REVIEW VIEW

THE SPECIAL FEATURES ARE USED

Find and Replace

find Regiae  GoTe

i what

TO FIND:

PAGESIOF 33 €248 WORDS

HONE

[

& Define Thesauus

ety *
5 Rievmming Pane +

igneve | | lgnoreAll | Add

Change Change All

3¢ showng definition becaune you e

wTitlen
«First_Name»n
«last_Name»

«GrestingLines

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.

RMIESIOFS  VOF ROWORDS (@

L Type here to search




ADVERTISEMENT:

AIM:

TO CREATE THE ADVERTISEMENT

PROCEDURE:

RESULT:
ADVERTISEMENT IS CREATED




QpMPUTER OFFICE
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EX.NO;

USING FORMULA AND FUNCTIONDATE:

AIM:
TO CALCULATE MARK

PROCEDURE

RESULT:
MARK ARK SHEET




TR ~ o N * -
HOME INSERT DESIGN P REVIEW VIEW DESIGN Lavour Signin
1 L S = Bresta~ Indent Spacing | [& Abgn -
n-;;.m i ID e Numbers = =1t 07 - ZjEem:—, Dpt = S;E'am
¢ > - - o Hyphenation « + Right: 0" A5 After [Opt = Pare A
T MARK SHEET IS CALCULATED b
+#MARK SHEET
S.NO NAME ENG TAM SCl SOC MAT RESULT TOTAL AVERAGE GRADE RANK

1 ASYHA 100 100 100 70 80 PASS 450 90 A 1

2 VASUKI 46 66 51 71 81 PASS 315 63 B 6

3 MOHANA 12 12 12 12 82 FAIL 130 26 FAIL 8

4 INIYA 48 68 53 43 83 PASS 295 59 C 8

5 MANO 49 69 54 74 84 PASS 330 66 B 4

6 BARATHI 50 70 32 75 S0 PASS 317 63.4 B 5

7 JAYA 51 56 56 76 86 PASS 325 65 B 4

8 MALIKA 52 72 57 77 87 PASS 345 69 B 3

9 MANI 5 73 58 78 88 FAIL 302 60.4 B 3

10 DEVIYA 54 74 59 79 89 PASS 355 71 B 2

MIN 130
MAX 450

PAGEST DF 67 4433 WORDS

L 1ype hére to search

TOTAL: =SUM(C2:G2)

AVERAGE: =AVERAGE(C2:G2)

RANK: =RANK(I2,12:16,0)

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”)




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

gE e : T

il X L

Q
‘
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MiN
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m = -

£ Type here 1 s8arc 5 2 A @)

CHART
B H S

HONE  INSERT 'S FORMULAS

SNO ~ NAMI - } TAM SOC ~ MAT ~ } REsuL -~
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“
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SORTING

HOME ¢ L FORMUILAS DATA REVIEW VIEW DESIGN Sgn

il K L
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FAIL 302 604 L] 8
FAIL 130 FaIL
PASS s 2 B
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2 o
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7 MANO
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[ ot ] conen
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AVERAGE $3.2 COUNT: 50 SUM 3168

B % 9 M € s2 A 4 13
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e
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PIVOT TABLE

[+ (S R : TAR

HOME AGE LAYOUT FORMUNAS DATA REV VIEW ANALYZE DESIGN

MAT {AN)

3 [Count of GRADE |Column Labets - ol

130 130 Tolal - 295 205 Total - 302 302 Total 315 315Total -~ 317 317 Total 1325 ENG
Row labels - FAIL MmN PASS FAIL PASS PASS PASS < TAM
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100 <
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70 < RESULT
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2
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= {blank)
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GRADE
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£ Type here 1o search







ACCESS AND DATA BASE




DATA BASE

AIM:
TO CREATE THE DATA BASE

PROCEDURE:

RESULT:
THE DATA IS RECORED
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IMPORT AND EXPORT
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— e - -
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POWER POINT AND
IMPRIESS




Date:

PRESENTATION

AIM:
TO PREPARE A PRESENTATION

PROCEDURE:

RESULT:
THE PRESENTATION IS PREPARED




PRESENTATION BASED ON TEMPLET

HOME WS | DISIGN  TRANSTIONS  ANMATIONS  SUDESHOW  REVIEW

HE oy ac | @ T @l €

New  Table  Pictiies Onfre Sovenshet Phota  Shapes Sranét Chan & vy Apps -
Shde + d Pictures  J Alum = -
Shars  Tadies Imagns Iibrsdiatian Addmt

VIEw

& = = = A
J EQ ABE T
Camment Tt Header Worddn Date & Uide Otgect  Fouistan
Pex & Foater . Time  Number .

sements

CLICK TO ADD TITLE

CLICK TO ADD SUBTITLE

B HS O
EEE e vs ooy TANSTIONS  ANMATONS  SUDESHOW  REVEW

R T e

* Click to add text

£ Type here 1 search

VIEW

CLICK TO ADD TEXT
® Click to add text

3 m
mEe

Symnots

€ ..
Vides Budie  Soeen
11 Recactding

Meaw

s x
Signm




2 & o o = e N -
HOME WISERT PG TRANSITIONS ANNATIONS SLIDE SHOW REVIEW YiEw Sign n

= 4 8§ N

Selit fevesl  Harh

=i L Sound! [[Nefound] = Adwance Slide
l D) Duratine [Ne Sswid| + Chek
1% Apply & iStep Previcus Stund) 0000 *
Appisuse -

Frrview Tmrvityan ko This Shile

2

CLICK TO ADD TITLE Co g

Chime
Cliek
Com
Orum Rall
Expiozion

CLICK TO ADD TEXT 'CLICK TO ADD TEXT
* Click to add text

Uil st 5o

L Type here 1o search

SLIDE TRANSITON
B HS OF:
Bl o< sm  osen IGMONS  ANMATIONS  SUDESHOW  REVIBW  VIEW

e e = s = 7 45 Sound) [(NoSound]  ®  Advance Shde
LI % W W O

- i i) = L s . Duwstios e Scard) JClice
Fade Fah Yéipn : Baveal  PandomBars  Shape ey i Previous Sound] 0000 *

Trasitsoy

CUICK TO ADD TEXT CLICK TO ADD TEXT
* Click to add fext

=5
BE

Lo Unst Nexs Seend

* Serius |

-l O Type hete to search




INTERNET

APPLICATION




WEB SITE

AIM:
TO SEARCH IN WEB SITE

PROCEDURE:

RESULT:
THE INFORMATION IS COLLECTED FORM WEB SITE
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Creating mail

AIM:
TO CREATE MAIL

PROCEDURE:

RESULT:
THE MAIL IS CREATED
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Output

T R RS e record-pages-34-T5_{2)[1] - Microsoft Word i
El.e: = Settings = L % . @
|8 covi igture Line = T Equation =
] Biar 23'3:3 DEVICES | Find a s=tting 1| b&Time §2 Symbal ~
'ﬂPagn =
" Printers & scanners : —
] Add printers & scanners
Connected devices
= Add a printer or scanner
: + £
. Mouse & touchpad
. Typin :
: Ll Printers & scanners
2 AutoPlay
5 Fax
5 L
USB
E Microsoft Print to PDF
: Last used
i Microsoft XPS Document Writer
: =W Send To OneNote 2010
- L)
Let Windows manage my default printer =
s &
: When turned on, the default printer is the last used printer. s
Page: 95 67 100 | Words: 3176 | &b | === } (¥

0 627 PM

E Friday

o)




EX.NO: DATE:

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

AIM;

PROEDURE:

RESULT:




OUTPUT:
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EX.NO: DATE:
CREATE GOOGLE FORM TO COLLECT DATA

AlIM;

PROEDURE:

RESULT:




OUTPUT:
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EX.NO:

AlIM;

PROEDURE:

RESULT:

CREATE GOOGLE SPLIT TO COLLECT DATA

DATE:
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