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Creating and editing the table :
To create a table using table menu
To create a monthly calendar using cell Editing

11 operations like inserting, joining, deleting, splitting 48
and merging cells
To create a simple statement for math calculations
viz. totaling the column.
Creating numbered lists and bulleted lists:
To create numbered list with different formats (with

12 numbers, alphabets, roman letters) 54
To create a bulleted list with different bullet
characters.
Printing envelopes and mail merge:
To print envelopes with from addresses and to
addresses

13 To use mail merge facility for sending a circular 57
letter to many persons To use mail merge facility for
printing mailing labels.
Using the special features of word: To find and
replace the text
To spell check and correct.

14 To generate table of ¢ C é )
prepare index for a docuglttsé) ra T‘éerﬁ(i Xia m
Create an advertisement Prepare a resume.

15 Prepare a Corporate Circular letter inviting the 73
shareholders to attend the Annual Meeting.

MS OFFICE: MS-EXCEL & OPEN OFFICE: CALC & MATH

Using formulas and functions:
To prepare a Worksheet showing the monthly sales
of a company in different branch offices (Showing

16 Total Sales, Average Sales). 30
Prepare a Statement for preparing Result of 10
students in 5 subjects (using formula to get
Distinction, I Class, II Class and Fail under Result
column against each student).
Operating on the sheets:
Finding, deleting and adding records, formatting

17 columns, row height, merging, splitting columns etc. 83
Connecting the Worksheets and enter the data.
Creating a Chart:

13 To create a chart for comparing the monthly sales of R6

a company in different branch offices.
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Using the data consolidate command:
To use the data consolidate command to calculate
the total amount budgeted for all departments
19 (wages, travel and entertainment, office supplies and 88
so on) or to calculate the average amount budgeted
for — say, department office expenses.
Sorting Data, Filtering Data and creation of Pivot
20 90
tables.
MS OFFICE: MS-ACCESS OPEN OFFICE: BASE
Creating Student’s address Database and then list
21 the data on the screen in alphabetical order. 98
22 Performing various queries. 104
23 Generating Query in Access 110
24 Generating the Report from Database 113
25 Importing and exporting data. 118
Creating a new Presentation based on a template —
using Auto content wizard, design template and
26 . ) 125
Plain blank presentation.
Creating a Presentation with Slide Transition —
27 Automatic and Manual with different effects. 128
Creating a Presentation applying Custom Animation
effects —Applying multiple effects to the same
28 object and changing to a different effect and 130
removing effects.
29 Creating and Printing handouts. 132
INTERNET & INTRODUCTION TO VARIOUS DEVICES AND TOOLS
Searching for a web site / application / text
30 documents viewing and downloading. 136
Create an E-mail account, Retrieving messages from
inbox, replying, attaching files filtering and
31 . 139
forwarding
3 Create Google form to collect data 144
33 Create Google sheet to collect data 148
34 Scan a photo using scanner and edit it using tools 151

available in operating system by default.
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ExNo: 1 Date:

a) Starting a program, running a program
b) Running multiple programs and switching between windows

¢) Running a program from explorer

AIM : Starting a program, running a program

Procedure:

]
Step 1 : Click Start ®H Button

Step 2: Type the Application Name in Search Box. Excel

g Microsoft Excel 2010
App

Step 3: Right-Click on the Excel Application and Click on Open file

location.

A Agns Moz Wk — Microsoft Office 2010 Teoks
v ;ﬂ Microsoft Access 2010
%] Microsott Excel 2010
Best match (H] Microsoft InfoPath Designer 201(  OP™®
(] Micresott lnfoPath Filles 2010 D e fileocatlsin
E Microsoft Excel 2010 {8l] Microsoft OrieNots 2010 Trotibleshoot compatibility
Apg n as administrator {3] Microsoft Dutlogk 2010 Bin to taskbar

/2| Microsoft PovwerPoint 2010

[ Open file I on = Restone previous vermons
Search the web Ve location 2] Micrasoft Publisher 2010 =
£l Micresoft SharePomt Werkspace Send to >
o] - Sow verds ristuity 7 .
1¥] Microsat Word 2010 Cut
£ b p:
xcel to pdf opy
0] ctal Create shortout
M excel sheet - Delete
% Pename
Propertes

Step 4: Click on the Microsoft Excel 2010 icon then Press Keys o]+ <l (Copy).
1 | 7
Step 5 : Press Keys Start s + Al

Step 6 : In the box type shell:startup > OK

= Run X

=] Type the name of a program, folder, document, or Internet
£=  resource, and Windows will open it for you.

shell:startupy vJ

en:

B

Cancel Browse..,
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Step 7: Open Startup folder Press Keys o]+ V] (Paste.)

Step 8: Automatically run the Excel program after Restarting Computer.
Result:

The program was Executed Successfully and output is verified.

Output:

& = | Startup
Home Share View
+ » veera » AppData » Roaming » Micresoft » Windows » StartMenu > Programs » Startup

Star Tamil Exam

%
~
—

&

Microsoft Excel 2010

Star Tamil Exam
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AIM : Running multiple programs and switching between windows

Procedure:

Result :

|| =
Step 1 : Press Keys Start . AJ

Step 2 : In the box type Mspaint > OK and Calc - OK.(Open More Application)

4 Run X

Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you,

Open: : mspaint| ; |

Cancel Browse..

Step 3 : Press key 2+ =] Now you can easily switch from one application to another
application.

Step 4 : Press and hold 2+ 3] A small box reveals all opened programs.

Step 5 : Release the T key but keep ] pressed down; press 0] until you reach the program
you want.

Step 6 : Each time you press ﬂ,, you cycle through the icons representing open programs.

Step 7 : Release the ] key. Windows 10 switches to whichever program is selected.

Step 8 : To switch back to the last program that was active, simply press 2+ =] That

program becomes the active program once again.
Star Tamil Exam

The program was Executed Successfully and output is verified.
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Output:

Star Tamil Exam
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AIM : Running a program from explorer

Procedure:
o .
Step 1: Press Keys Start == + A (Open Run window)

Step 2: In the box type explorer 2 OK

3 Run X

Type the name of a program, folder, document, or Internet
—4  resource, and Windows will open it for you.

Open: | explorer |

Cancel Browse...

Star Tamil Exam

Step 3: Press Key (Start) = E] My Computer - explorer will be Open.

Result:
The program was Executed Successfully and output is verified.

Output:
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Ex No: 2 Date:
a) Customizing the Task bar, Making the taskbar wider

b) Controlling the size of start menu options

¢) Adding a program to the start menu

AIM : Customizing the Task bar, Making the taskbar wider

Procedure:

Step 1: Right-click any empty area of the taskbar and click “Taskbar Settings” to change taskbar

settings.

£ Type biete to search

Change Customizing the Task bar

Step 2: Lock the taskbar OFF / ON

Step 3: Automatically hide the taskbar in desktop mode OFF / ON

Step 4: Use small taskbar buttons OFF / ON

Step 5: Place your mouse at the top edge of the taskbar and drag to resize it.

Making the taskbar wider

, Star Tamil Exam |
Step 6: Taskbar location on Screen Bottom or Left or Top or Right
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Taskbar

Lock tha taskbar

@ on

Automatically hide the taskbar in desictop mode
@O on

Automaticaily hide the taskbar in tablet mode
@O on

Use small taskbar buttons

@ D on

Ui Paek to preview the deskiop whsh you move youl mouse to the
Showw desktop button at the end of the tasidar

@ on

Replace Command Prompt with Windows PowerShell in the marnu
when | nght-dlick the start button or press Windows key =X

-, o
Show badges an taskbar buttons
- on

Taskbar lotation on scresn

| Botiom

Combine taskbar buttons

Taskbar

Automaticalty hide the taskbar in blet mods
@O on
Use small tasictiar buttons.

@D on

Use Peck to preview the desktop when you move your mouse 1o the
Show desktop button at the end of the taskbar

@D on

Peplace C. Prompt with i the rmenu
wihen | right-click the start button or press Windows key e X

- o

Left

Tep
Rigghit
Bottom

Combing taskbar buttans

Abwaye, hide labels

How do | pstomire taskban?

MNaotification area

The program was Executed Successfully and output is verified.

Output:

Change Task bar Size & location on right side
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Aim: Controlling the size of start menu options

Procedure:

||
Step 1: Press Keys Start . Button .
Step 2: Select the top or side border, and then drag to your desired size.
Step 3: Right-click any empty area of the taskbar and click “Taskbar Settings” to change taskbar

settings = Personalization > Start, and then turn on Use Start full screen.

Settings
G Home Start
Show mare tiles on Start
@D on
Persanalization
Shaw app list in Start meny
@ o
B ' Background
Show recently sdded appy
B Calor @ o
3 ek evien Show mast used 3pps
Q Themes 2 i &
« Show suggestions occasionally in Start
H
5 Tl @D o
Use Start full screen
B8 Stant
| @ o
= Taskbar Show recently opened items in Jump Lists on Stert o the taskbar and in
File Explorer Cuick Access
@ o
Chooms which 1

n £ TyoE e s G

Step 4: Show app list in Start menu ONSQFFramil Exam

Step 5: Show recently added apps ON/ OFF

Step 6: Show most used apps ON/ OFF

Step 7: Show suggestions occasionally in Start ON/ OFF
Step 8: Use Start full screen ON/ OFF

Step 9: Show recently opened items in Jump Lists on Start or the taskbar and File Explorer Quick
Access ON/ OFF

Result:

The program was Executed Successfully and output is verified.
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10

Output:

Start Menu full screen.

Lite a1 & cplance
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AIM : Adding a program to the start menu

Procedure:

Result:

& Fun s adminitratos
€ Share with Skypa
ﬂ’ B Eelie ‘with PyChiaren Comenuinity Edison

Traubleshost compatibility
Pin to San

[ Sean with Micresoit Defend_
Ungin froem trsichar

Restore presinus yersnns

Send to

Cut

Crpy

Create shortout
Detete

Fanarme

Step 2: Select on pop Menu Pin to Start.

. u
Step 3: Click Start "M Button

Step 4: See Now Shortcut Icon add on to the start menu
Step 5: If remove the Icon from Start Menu Right-Click any Shortcut Icon on the start menu.

Step 6: Select on pop Menu Unpin from Start.

The program was Executed Successfully and output is verified.



COA — Computer on Office Automation - Practical Guide

12

Output:

Star Tamil Exam
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Ex No: 3 Date:
a) Recycle bin, restoring the deleted files

b) Arranging icons on the Desktop
¢) Creating Shortcuts. Adding a program shortcut in the Desktop

AIM: Recycle bin, restoring the deleted files
Procedure:
Deleted files or folders.

Step 1: Select file the files or folders you want to delete
Step 2: Press Delete Key _”I and Click Yes.
Step 3: The files or folders Move to Recycle Bin.

Step 4: If need Permanent Deleted then Press Shift + Delete Key sni) 4 _“I and Click Yes

Note : After Recover Not Possible.

Restoring files or folders.

Step 1: Open the Recycle Bin by double-clicking on its icon. ' g ]
/eleBin

pRecy

Step 2: Locate the items that you want to recover.

Step 3: Check the box next to the files or folders you want to retrieve.
Step 4: Right-click and select restore to recover the items to their original locations.
Step 5: Select restore all items to resto@tﬁ%&ﬁﬁ‘ﬂ% Elxﬁﬁl} recycle bin.

Result:

The program was Executed Successfully and output is verified.
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Output:

View >
Sort by D
Group by D
Refresh

Paste

Paste shortcut

Undo Move Ctri+Z

Redo Delete Ctri+Y
& Empty Recycle Bin

Properties

Empty Recycle Bin — All File or Folder Move Source Location

A | 0 Manage Manag:
Hame Share View Recyele Bin Toals Picture Tol

4 & » RecycleBin
Name

AutoRecovery save of Documentl....

AutoRecovery save of Document]...
(] Book1 (version 1)

ppta2FCtmp
©! Recording
0| Recording (2)
@ Recording (3)
@ Recording (autosaved) Usz
& Screenshot (11

& Screenshot Restore T —"

& Screenshot Cut L vesta

&| Screenshot } \

& Screenshot Helets Bsers\veera
Pr -

Delete — All File or Folder Deleted to Permanent
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AIM : Arranging icons on the Desktop
Procedure:
Auto Arrange Icons
Step 1: Press Click Start = o] or navigate to the Windows desktop.

Step 2: Right-click a blank area on the desktop, Select View

Step 3: View = Auto arrange icons

W. AMD Radeon Software

View Large icons
Sort by Medium icons
Refresh Small icons

Paste Auto srrange icons

Paste shortcut Alvgn icons to grid

Open Folder as PyCharm Community Edition Project

Undo Move Cirl+Z

Redo Delete Ctrl=Y
| Shared Folder Synchronization

Show desktop icons

New

E1 Display settings
i Personalize

Sort by Arrange Icons
Step 4: Right-click a blank area on the desktop, Select Sort by
Step 5: Arrange icons by Name, Type, Size or Date modified and then click Arrange Icons.
Step 6: Auto Arrange want to arrange the icons on your own, click Auto Arrange to remove the check

mark.

. AMD Radeon Software

View
Sort by 2 Mame
Refresh Size
Paste ltemn type
Paste shoreut Date modified
i Open Folder as PyCharm Community Edition Project

Undo Move

Redo Delete

) Shared Folder Synchronization

New

[ Display settings
& Personalize

Star Tamil Exam
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Result:
The program was Executed Successfully and output is verified.
Output:
Right-click a blank area on the desktop, Select Sort by Arrange icons by Name, Type, Size or Date

modified and then click Arrange Icons.

B Type here 1o seanch
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AIM : Creating Shortcuts. Adding a program shortcut in the Desktop

Procedure:

Step 1: Press Click Start = Button.

Step 2: Browse to the Office program for which you want to create a desktop shortcut.
Step 3: Left-click the name of the program, and drag it onto your desktop.

Step 4: Shortcut for the program appears on your desktop

Step 5: Right-click the program name or File or Folder and then click Send To = Desktop
(Create shortcut).

Step 6: A shortcut for the program appears on your desktop.

Star Tamil Exam

The program was Executed Successfully and output is verified.

Output:

| A4 = | Local Disk (E)
Home Share View

- T o * ThisPC » Local Dwsk(E) »

MName ) Date modified
COA 15-Sen-22 140 PM__ Filefolder
type Open

(& app_gacooor i Open in new window

& img_trans Pin to Quick access

& Iraianbu Pan B Open Folder as PyCharm Community Edition Project
& traianbu Pan-20 £ Scan with Micrasoft Defender...

&) unit 1
HJ Give access to >
1] unit 2 :
4 Shared Folder Synchronization P
& Windows10 )
Restore previous versions
Include in library >
Pin to Start
Send to > | 6 Bluetooth device
Cut | Compressed {zipped) folder
Copy B Desktop (create shortcut)
5 Documents
Create shorteut -
53 Fax recipient
Delete
% Mail recipient
Rename

Properties
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Ex No: 4
a) Creating and removing folders, renaming folders and files

Date:

b) Expanding and collapsing a folder
¢) Sorting a folder

AIM : Creating and removing folders, renaming folders and files

Procedure:

Creating New Folder

Step 1: The fastest way to create a new folder in Windows is with the

o]+ s+ N| Ctrl+Shift+N shorteut.

Step 2: Right-click on a blank space in @Otla)ra.ﬁo:-l- a m i I E Xa m

Step 3: Select New = Folder from the contextual menu. Windows will create the new folder at your

current location.

"®. AMD Radeon Software
: Folder

View 2| @& Shorteut

Sort by 2|
o ) Microsoft Access Database

|| Bitmap image
Paste &) Microsoft Word Document
Open Folder as PyCharm Community Edition Project r'ﬂ Microsoft PowerPoint Presentation

Paste shortcut @) Microsoft Publisher Document
| Text Document
| Shared Folder Synchronization 7| B Microsoft Excel Worksheet

New } Compressed (zipped) Folder

=3 Display settings
& Personalize

Step 4: Enter your desired folder name to replace "New folder" and hit Enter.

Removing Files or folders

Step 1: Select file the files or folders you want to delete
Step 2: Press Delete Key _l and Click Yes.

Step 3: The files or folders Move to Recycle Bin.
Step 4: If need Permanent Deleted then Press Shift + Delete Key ﬂl + _I and Click Yes.

Note : After Recover Not Possible.
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' z -
Delete Folder
Are you sure you want to permanently delete this Toldes?

o ocE

‘ Date grested: 11/082002 3:31 PM

Renaming Folders and Files
. 1| 7
Step 1: Press Click Start =M + [E] Button.

Step 2: Go to the location where stores your file or folder.

Step 3: Right click the name of the file or folder you wish to rename.

Pin to Start
Send to
Cut

Copy

Create shortcut
Delete

Rename

% 3

Step 4: Click Rename (on the menu that opens up).

Step 5: The fastest way to rename a folder or File Click File and Press 2 F2 Key

Step 6: Type a new name for the file or folder and press A] Enter Key.

Result:
The program was Executed Successfully and output is verified.

Output:
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AIM : Expanding and collapsing a folder

Procedure:

| =
Step 1: Press Click Start @ -+ (& Button.

v v | COA

Home Share View

i_i 7B Preview pane S| Bxtra largy
- == Small icor]
Na;;?}?"onfﬁ Details pane &= 1ijas
Navigation pane
Expand to open folder
Show all folders

Show libraries

Step 2: View—> Navigation Pane - Show all folders (Click)

" = | File Explorer
Homé Share

4 3 » Quick sccess

(el )
COA New Book
e Local Disk (E)

Screenshots

~ HH Desktop
@& Onelinve
& veera
v & This PC
B 3D Objects
B Desktop
¢ Documents
¥ Downloads
B Music
= Pictures
B Videos
e Local Disk (C3)
- New Volume (D)
- Local Disk (E:)

- Local Disk (F1)

e Local Disk {G:)

Step 3: Click the > (plus symbol) in the folder tree to expand a folder.

Step 4: You can also double-click a parent folder in the left or right pane to expand it.

Step 5: Click the V (minus symbol) in the folder tree to collapse a folder.
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Result:

The program was Executed Successfully and output is verified.
Output:

Expand One Level

Expand Two Levels

Expand Three Levels

Expand All Levels

Collapse All

5 | alida - o x
@

¢ ThinPC » Locsl Disk (F] « A inda
l i ADD
L Locat Dk L)) AndrodStutioPaject
AMD App iy
PerlLogs Audiz
Bregram Files i
Erogram Files (38 Coufcate
COA App
e b 3150+ 3160 Resetter
Weiidom Fpvon L1150 Nesetter - printresuttes.com
= Mew Yehume (1) Sqruan-L38g- LS Acljustment..
G-Businets Extractar - LesdBaciter
M
Saakan
andmid-guickatat mater
¥ Folde Mew
Oponiffice 41,12 Language Pack (English] bassallation |
akl
pt
|_page-0001(1)
el page-0001
& Racycle Hin
e
st
Mew faildes i) L | 42 12 copy far-T1 31 PM FLE | ) -
< Aerme =

B Type here to =arch
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AIM : Sorting a folder

Procedure:
. 1| 7
Step 1: Press Click Start =® + E] Button.

Sort by Arrange folder
Step 2: Right-click a blank area on the file Explore, Select Sort by
Step 3: Select an option, such as name, Date, Size, Type, Date modified, and Dimensions.
Step 4: The available options vary depending on the selected folder type.

Ascending. Select to sort items in ascending order A-Z.

Descending. Select to sort items in descending order Z-A.

W. AMD Radeon Software
View 2 |
Sort by 4| & Name
Group by b Date modified
Refresh Type
Customize this folder... Size
ste ® Ascending
Open Folder as PyCharm Community Edition Project Descending
; i’ More...
Undo Rename CieZ T
Give access to >
4 Shared Folder Synchronization b
New >
Properties
Group by Arrange folder
W. AMD Radeon Software
View >
Sort by > |
Group by ? Name
Refresh Date modified
Customize this folder... Type
Size
Open Folder as PyCharm Community Edition Project
Undo Rename Ctrl+Z More...
Give access to 3l |
i Shared Folder Synchronization
New >
Properties
e EEE————-————————————.
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Step 1: Right-click a blank area on the file Explore, Select Group by
Step 2: Select an option, such as Name, Date, Size, Type, Date modified.
Result:
The program was Executed Successfully and output is verified.
Output:

The File Explore, Select Sort by Arrange icons by Name, Type, Size or Date modified click Arrange

o :
File and Folder. (Start SE + £l View SSort by)

-] v Manage Local Disk (E:)
Home Share View Drive Tools

i | THPreviewpane = Bxtralargeicons & Large icons iE Medium icons I Group by ~
o == Small icons :iE List =< Detalls {1i] Add columns ~
Navigation = = = - Sort |,
pane~ 8 Detaiis pane | &= jjes ii= Content T by~ | it Size all columns to fit
Panes Layout ® Name
type Date moditied
[£) APP_8400001_TXN_259322952_TMPLT_84... Type
& img_trans
] img.] Size

&| [raianbu Pan

® Iraianby Pan-20052004 Safe santed

&) unit 1 Authors
&) unit 2 Tags
&| Windows10 Title

v Ascending
Descending

Choose columns...
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Ex No: 5 Date:
a) Displaying the properties for a file or folder

b) Using cut and paste operations to move a file

¢) Using copy and paste operations to copy a file

AIM : Displaying the properties for a file or folder

Procedure:
. [ | 7
Step 1: Press Click Start "| + E] Button.

Step 2: To view information about a file or folder, Right-click it and select Properties.

Step 3: The fastest way to you can also select the file and press key Alt+ Enter.
Result:

The program was Executed Successfully and output is verified.

Output:

COA Properties X

General Sharing Security Previous Versions Customize

COA
Type File folder
Location E\
Size 51.0 MB (53,517,600 bytes)

Size ondisk: 51.0 MB (53,575.680 bytes)
Contains 20 Files, 1 Folders

Created: Monday, September 5, 2022, 9:03:47 AM

Attributes:

The file properties window shows you information like the type of file, the size of the file, and when you last

modified it. , Parent Folder, Free Space, Accessed.
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AIM : Using cut and paste operations to move a file

Procedure:

|| =
Step 1: Press Click Start =& + £ Button.

Step 2: To cut file or folder Select then Right-click it and select Cut.

Step 3: The fastest way to you can also select the file and press key

Cast to Device

Scan with Microsoft Defender...

Share

Open with

Restore previl@tgidamil Exam

Send to
Cut
Copy

Create shortcut
Delete

Rename

Properties

SN

"

b

Step 4: Right-click a blank area on the file Explore, Select Paste.

(o]

Step 5: The fastest way to you can also select the file and press key =

Result:

The program was Executed Successfully and output is verified.

Output:

W AMD Radeon Software

View
Sart by
Group by
Refresh

Custornize this folder..

Paste

B8 Open Folder oz PyCharm Community Editian Project

Unde Rename Cul-2

Give access 1o

i Shared Folder Synchronization
MNew

Properties

) I S (ST

o] M (Paste)

X

53
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AIM : Using copy and paste operations to copy a file

Procedure:
. 1| 7
Step 1: Press Click Start =8 + E] Button.
Step 2: To Copy file or folder Select then Right-click it and select Copy.
Step 3: The fastest way to you can also select the file and press key o] + [d

Cast to Device >
+] Scan with Microsoft Defender...

Share
Open with >

Restore previous versions

b

Send to
Cut
Copy

Create shortcut
Delete

Rename

Properties

Step 4: Right-click a blank area on the file Explore, Select Paste.

Step 5: The fastest way to you can also select the file and press key o] +

W, AMD Radeon Software
View
Sort by
Group by N
Refresh
Custormize thes folder..
Paste

B Open Folder 83 PyCharm Community Edition Project

Undo Rename Crl2

Grve accessto

W Shared Folder Synchronization
New

Praperties

Result:
The program was Executed Successfully and output is verified.

Output:

JCEN IS (] (Copy) 2 JEEN IES Y (Paste)
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Ex No: 6 Date:
a) Moving and copying files with mouse

b) Searching a file or folder by using search command

¢) Recognizing File types using icons

AIM : Moving and copying files with mouse

Procedure:
. 1| -
Step 1: Step 1: Press Click Start "M+ £l Button.

Step 2: To Copy file or folder Select then left-click and HOLD. (Copy)

Step 3: You release the left mouse button the file will be moved to the new location where you
released the mouse button. (Paste)

Step 4: To Copy file or folder Select then Right-click and HOLD.

Step 5: Select copy here then new location move here

Copy here
Move here

Create shortcuts here

Cancel

Result:
The program was Executed Successfully and output is verified.
Output:

Select File or Folder Right Click Mouse Select Copy new location Right Click Mouse Select Paste.

W AMD Radeon Software
View
Sort by
Group by
Rafresh

Customuze this folder..

Paste

B Open Foider as PyCharm Community Edition Project

Unde Renamse Ci+Z
Give aceess to

K Shared Folder Synchionization
New

Properties
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AIM : Searching a file or folder by using search command

Procedure:
. 1 7
Step 1: Press Click Start =s + E] Button.

Step 2 : Select Search Local Drive Like C:\ D:\ E:\ This PC to look in all devices or Folder

= & X
(2]

arch Quick access

Step 3: Right Corner show Search Quick access

Step 4: Enter Search Key word “COA” after Press Enter or Click >

coa -

tive - Sewrch Riesults i AN Info - a X

Search Revults in A8 infe ] cor '

Program Files

: ¥ Goabatch FEAAIN Inf Websile Datvitempiatestaop
g o rrecililvet 23-Rug-2 425 P
aMD
COA App EA4 fnda
Android Chat fified 23-A0g-22 413 PM
Caerarant Files
coaguls A Inbe* Attt sty by i sttt src i i cesindin
Cllpsetyne .

gy 22409 I

o =
- COAQuEz2 2l Infet AndielStudisPrajerts
oogie sim redifea 23-Aug-22 400 P

intemes Esploees

coaguiE FAI It AndheltiadisProjects\ DOA UL g are et jav el cion' ccamndia
difiact ¥3-Rug-22 408 ML

coaguy Al InfAndrisiStuidicProgesti\C DADuPapg sy muin reicam s s
st Anatys Services Ul prescifont. 3322 08 PM

office

X coagLiz FRAN e\ A= StaioProjects L DAD e Tuapp s andid Teef et comiccamli

L Sarver Campact Edthan 25 Aug 21 458 M

coaquir FoLi Infoh AnchmttudisProfees' £ OAC)
o rraififmd 21-Aug-22 508 M

Fappt el i k- chevyed) debug rami g comuila

Miciussoft Ugdate Hesith Took

coaquiz FLAl Indet AndrnetStadioProjects | COAQuN app' bl untermediales’ projec_des_archive detig out cim),
MedifiabieWindoaiepe i

2b-Aug 32 £08 Bit

caagquiy FAAll Infot AndresdStudicProjects C0ATuisFuapo' build wuncitebug) ey
she difiad 21-Mug-22 L0 P

codquLr il e
Nsference Amrembbes B 3 Bug TT 40 I
el G
COACkIz T4 Infoindroed Studiofiogesty
. thul - Airg T2 40R PN
Windown Defender
Loaqulz Lt |l Arvetveet St il et COAD I app e it pea L e oVt e mindla
Windows Defesides Aduanced Threat Pratection ™™

P Type here 10 search { _ .
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Aim : Recognizing File types using icons

Procedure:
. 1 7
Step 1: Press Click Start =s + E] Button.

Sort by Arrange Icons
Step 2: Right-click a blank area on the file Explore, Select Sort by
Step 3: Select an option, such as name, Date, Size, Type, Date modified, and Dimensions.
Step 4: The available options vary depending on the selected folder type.

Ascending. Select to sort items in ascending order A-Z.

Descending. Select to sort items in descending order Z-A.

W. AMD Radeon Software
View 2 |
Sort by 4| & Name
Group by b Date modified
Refresh Type
Customize this folder... Size
ste ® Ascending
Open Folder as PyCharm Community Edition Project Descending
ste shortcut More...
Undo Rename CieZ T
Give access to >
4 Shared Folder Synchronization b
New >
Properties
Group by Arrange icons
W. AMD Radeon Software
View >
Sort by > |
Group by ? Name
Refresh Date modified
Customize this folder... Type
Size
Open Folder as PyCharm Community Edition Project
Undo Rename Ctrl+Z More...
Give access to 3l |
i Shared Folder Synchronization
New >
Properties
e EEE————-————————————.
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Step 1: Right-click a blank area on the file Explore, Select Group by
Step 2: Select an option, such as Name, Date, Size, Type, Date modified.
Result:
The program was Executed Successfully and output is verified.
Output:

The File Explore, Select Group by Arrange icons by Name, Type, Size or Date modified click

| ] -
Arrange Icons. (Start aE -+ El S View - Group by)

a | M = Manage Local Disk (E:)
Home Share View Drive Tools

e = Lar 2w 10 ¥ I
i . B Preview pane -2 Extra large icons (& Large icons Medium icons l Group by
= Small icons EEE List =< Details Name L
Navigation [TH Detalls pane - o = Sort =
pane~ 5 Tikes = Content by~ Date modified .
Panes Layout Type
£ C 2:05 PM File folder
= type reee Size
|&) APP_8400001_TXN_259322952_TMPLT_84...  06-Sep-22 1:25 PM Ado ob 2
. — g 2 Date created
&| img_trans 0-Sep-22 6:58 PM GIF File ¥
) . ~ Authors
& lraianbu Pan U JPG Fil b e
[#) Iraianbu Pan-20052004 PM  Adobe 236K Tags
&) unit 1 )6-Sep-22 10:12AM  Microsoft Word D.., 32K Title
lﬂ_] unit 2 06-Sep-22 3:51 PM Microsoft Word D.., 14 K Ascendin
& Windows10 06-Sep-22 226 PM  IPG File 61 k Descending

Choose columns...
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Ex No: 7 Date:

a) Recording and saving an audio file

b) Connecting a printer to the PC

¢) Capturing and saving entire monitor screen & active program window as images

AIM : Recording and saving an audio file

Procedure:

Result:

||
Step 1: Press Click Start - Button
Step 2: Type search bar in the bottom-left corner of the Windows 10 screen
Step 3: Type “Voice Recorder”

Step 4: Click on “Voice Recorder”

All Apps

Hest match

= Voice Recorder

App
Séarch the web
Vaice Recorder - Ses web rasults
O voice recorder for pc
voice recorder online
voice recorder app
L voice recorder for windows 10
voice recorder download
L voice recorder test

vorlee recorder for windows 11 Unirtstall

Voice Recorder]

Step 5: Press key Ctrl + R Recording will be Start.
Step 6: Start speaking

Step 7: Press key Backspace Key Record will be Stop then file will save automatically.

The program was Executed Successfully and output is verified.
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Output:

Ctrl + R > Recording Start

1005

Backspace Key = Recording Stop

Recoding Save Automatically
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AIM : Connecting a printer to the PC

Procedure:

||
Step 1: Press Click Start . Button

Step 2: Type search bar in the bottom-left corner of the Windows 10 screen
Step 3: Type “Devices and Printers”

Step 4: Click on “Printer & Scanners”

Best match

Printers & scanners
System settings
Related: "devices and printers”

Settings

7 View network computers and
devices

L Devices and Printersl

Settings

G Homs Printers & scanners
} & vuting i Add printers & scanners

Dievices

Add @ printer or scanner
+

Tl Blustooth & other devices

b= pinies s sanmen Printers & scanners

E : AnyDesk Printer
0 Mouse
Brother DCP-THOW
5 Touchpad O
B Typing g EPSON 1380 Serjes

off Pen & Windows ink

g] Fax

Micrasaft Print to POF
Microsoft XPS Decument Writar
OneNote for Windows 10

“ﬂ‘ Send To Oneblote 2010

(3 AutoPlay

A use

£ Typehere 10 sesrch
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Step 5: Connect Printer to computer and Power ON.

Step 6: Click on Add a printer or Scanner
Step 7: Wait for it to find nearby printers, then choose the one you want to use, and select Add
device.

Result:

The program was Executed Successfully and output is verified.

Output:

W& Devices and Printers

- 4 Hs » Control Panel + All Control Panel items + Devices and Printers
Add a device Add & printer

Devices (1)

=

DESKTOP-VEIDZE

- Multimedia Devices (1)

ceel
{veera-creative)

Printers (8)

S T AT

AriyDesk Printer Brothet EPSOM L38O Fax Microseft Print Micresoft KPS OrieNote for Send To Onehlote
DCP-TTHOW Series to POF Decument Winter Windows 10 2010
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AIM : Capturing and saving entire monitor screen & active program window as images
Procedure:
Step 1: The PRINT SCREEN key is usually located in the upper right corner of your keyboard. The

key looks similar to the following:

Step 2: The text you see on your keyboard might be PrtSc, PrtScn, or PrntScrn. The other text on the
Print Screen key is usually SysRq.
Copy only the image of the active window
The active window is the window that you are currently working in. Only one window can be active
at a time.
Step 3: Click the window that you want to copy.
Step 4: Press ALT+PRINT SCREEN.
Step 5: Paste (CTRL+V) the image into an Office program or other application.
Copy the entire image on the screen
Step 6: Open everything you want to copy and position it the way you want.
Step 7: Press PRINT SCREEN. (If you Used Laptop then Fun or Start + PrtSC)
Step 8: Paste (CTRL+V) the image into an Office program or other application
Result:
The program was Executed Successfully and output is verified.

Output:

Type the name of a program, folder, document, of Internet
resource, and Windows will open it for you.

e R

Alt + PrtSc — Copy Active window
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MS OFFICE: MS-WORD

&

OPEN OFFICE: WRITER
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Ex No:8 Date:

Preparing a Govt. Order / Official Letter / Business Letter / Circular Letter- Covering formatting
commands - font size and styles - bold, underline, upper case, lower case, superscript, subscript,
indenting paragraphs, spacing between lines and characters, tab settings etc.

AIM : Preparing a Govt. Order / Official Letter / Business Letter / Circular Letter- Covering
formatting commands - font size and styles - bold, underline, upper case, lower case, superscript,
subscript, indenting paragraphs, spacing between lines and characters, tab settings etc.

Procedure: -
[ | =
Step 1 : Press Keys Start " + AJ

Step 2 : In the box type winword = OK

Run X

Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: [ EEENERE ;

Cancel Browse...

Step 3 : Type letter and Formatting below
Step 4: Press Shortcut Ctrl + D Show Font Properties.

Step 5: Change font size and styles - bold, underline, upper case, lower case, superscript, subscript.

IE o 9 - ¥ pratical [Compatib

Home Insert Page Layout References Mailings Review View

Verdana *110 * A A

[
\l
1
I
(IRl
wr
il
N
=

Paste - » . A |EE
v J Format Painter B 7 U -abex X ! A =

Clipboard

(1t}
il
]
I IJI!’
G

Shortcut

Font size Change - Ctrl + | (font size increase) or Ctrl+| (font size decrease)
Font Bold — Ctrl +B

Font Underline — Ctrl + U

Upper Case — Ctrl + Shift + A

Capitalize Each Word, select the text and press SHIFT + F3

YV V VYV V V
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Step 6:

> Superscript — Ctrl + Shift + +
> Subscript - Ctrl +=

Go to Home > Change case M]

Do one of the following:

Step 7:

Step 8: Press Shortcut Ctrl + D Show Font Properties.

> Sentence case.
lowercase.
UPPERCASE.
Capitalize Each Word.

YV V V V V

cAPITALIZE eACH wORD

Indenting paragraphs, spacing between lines

Capitalize Each Word and the opposite,

Paragraph

Indents and Spadng  Line and Page Breaks
General

Aignment:  |Left s

Preview

Qutfine level:  Body Text v

Indentaton
Left: 0" = Specal:
Right: 9" 3 (none)
[[] Mirror indents

Spadng
Before: opt 2 Line spacing:
After: 0pt = Double

|:| Dion't add space batween paragraphs of the same style
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Font ? X
Font Advvanced
Font: Font styla: Size:
Vendana Reglar | 140
|Trebuchet MS PR o BIRE al
Tw Cen MT | Ttalc g
Tw Cen MT Condensed Bold 10 |
Tiwv Cen MT Condensad Extra Bold | Bold Italic {1 il
e — 14 2
Font color: Underline style; Linderine
Automatic w | | {none) v |
Effects
[ strikethrough [ shadow [] small caps
[ Double strikethrough ] Qutine ] Al caps
[ superscript O Emboss [] Hidden
[ subsermt Clengrave
Preview

Verdana

Thss:s a‘i‘rue‘r\;m ‘cmt Thrsfont niﬂ:ﬂe usednnbom Drﬁ;iﬁw and saeen,

Set Au Default i [ ]| coal

Font

Fogt | Adyanced

Character Spacing

Sgole: | 100% v

Gpaong: | Neormal i B o o
Postion: |Mormal & By: e
[ zrming for fonts: 2 Ponts and above

OpenType Features

Prevew

This &5 the body theme font. The cusrent document: theme defines which font wil be used.

+HBody

[Co] o

Step 10: Line Spacing Shortcut

v Single Line spaced Ctrl +1

v Apply 1.5-line spacing to the paragraph. Ctrl+5.
v Double Line -spaced Ctrl +2
v

Add or remove space before the paragraph. Ctrl+0 (zero).
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Step 11: Tab Settings.

Tabs 4 X
Tab stop position: Default tab stops:
7 0.5" =

Tab stops to be deared:

Alignment
(®) Left (O Center Right
O pecimal () gar

Leader
® 1None i I3

Result:

The program was Executed Successfully and output is verified.

Output:

M. VEERAPANDIYAN, MBA., Telephone : 2688545

CAD Designer 14 Annala Salai,
Puducherry 605 5501.
10th May 2022.

The Collector of Villupuram,

Villupuram.

Sir,

On the Insert tab, the galleries include items that are designed to coordinate with the overall look 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. To change the overall look of your document,
choose new Theme elements on the Page Layout tab. To change the looks available in the Quick Style gallery,
use the Change Current Quick Style Set command.

Yours Faithfully,
(M. VEERAPANDIYAN)

Copy to

The Tahslidar, Villupuram



