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0 o aifl £81p B15s060 b RI6TT H6M SH sr.Lr,g)u ﬁ]uu_m.‘lsu .@&Lﬂuugj srscrgj
— LiLieoTem 6Xl6uTallD, SHhalemT HHM@ OLIf(bHeaigeor
Ctrl + > gwg.' lﬁg’iﬁ 2-onen e G epevld Sxgemenl TROST® ChrSSed Gobaugi,
Al 5" E_]@ _ SmlILgId W, Lwe 6hd S (Drive)
Ctrl + € @I_g.u qmgjg‘,le}) 2LV B wHmd ebhs 2emuied (Folder) s
a&rrsu.élmsﬁlm@ _ oIt HmHF CFLOGHH Gaueuor(hiD 6T6OTLIENSIL|LD
Ctrl + B0 LSS BLoBGev flssde Galiel 6OFULIIETD, WSHET WHDWTS QM
Ctrl +V 8 LSS EBL flsevev 66T HED S @& ILIG MEsTET auLfls6iT
Home auflufsir OBT_S55HNE HereipLorm :
Bl auflulletr & miFs@ o File ->Save Siebevg File -> Save As
Ctrl +Home | Sba16ur Ser Ao g ctrl + S Slafls Ogils
APT&55H NS o “Save As” eretTm 2 empImLed 6Ll LILLD
Ctrl + End | pocrsler &mHsHE 6.11- 60 2_eTemg GuTed GHmedT MILD.
@ —> 2 fllu &L 560 CLiléHad @
( E Save As 3 ﬁ\
9| v Libraries » Documents » - |$-p | | Search Documents 2 |
Organize » Mew folder SRR @
gans ¢ " Documents library e
W Fovomics Includes: 2 locations P—yy, R
Bl Desktop
i neslnails MName Date mo =
&l Recent Places & CBSE\ 26-02-20
=] OneDrive 4 Unit 1_Chapter 5 Part T List of drivers and folders 23-02-20
) Unit 1_Chapt 2-02-20
=4 Libraries ’ actical Programs 20-02-20
Documents 1) PaySlips-2017-18 13-02-20
J‘ Music L My CamStudio Temp Files 04-02-207
[ Pirtures ] | P —~ E
File name: [ —— > File Name -
Save as type: [_D__DF Text Document (odt) — b
17
Automatic file name  GsUl&GID
extension A
Save with <[] Save with password Bty T
Password [ Edit filter settings T
(<) Hide Folders | sve | [ Conee

LD 6.11 Save As
7
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.- aesdsmsd Cslls@L SLSmE G
g Geusuor(hid. SL1b CHia) OFinmeiliqed
SIDOTHGE HOUWIHISEHD  SHTerTHGea
afleoor GL_merdled 2 erer  “Documents”
Gamliysmmuied GaLiléasLiLhLD.

. Spaemwrsdler bluwemr File Name 2 empll
AL quiled S L &a& O Geuevor(Hid.

¢ QLTS T6n oIl Lifld 2 6em SismerSHGi

S ETT RIS (EMHLD .odt BLq LT
GsUSSLILGL.  LWeTy  eUeT  SpiTew
66T HN S sm&GrmamiGaurlh

(Microsoft Word) Speuemorid Siedeog PDF
ag6l6b GaLol&&60mD, Sislieur m) AL “Save
As type” uliquied Bluiguiled 2 eirer Gssmii
alm&EBem GHiray blFii Geaeuor(HLb.

- @mdurs Save 6Ounssnemens Hefls
Bl Geueuor (HLb.

- @p wop GCsmimu  GCaiSsHal 6T,
S 6216007 S Sl60T eIy SHEWELIL|LI
v emLufsd(Title Bar) Ggmedr mi.

HL6E OFTEOIL 6T Speueuor Hemd CHLIILILIG)

« LT SpiTer oI L Ifled SpEUTTSHMS SHL6UEF
DFTEORIL 60T  LITEISHMESEOMD, Db6U6TTSHE0S
LT &iBTEHS Caile@ LD GLTGS SHL6& Ol TemED
SIDOSHGH HAUTTHDSD — LITHISBTHSHE0MD
L& BlEme0aIL_60T 6 GHmLismLI GaLdlbaLIL LD
6.11 60 266 “Save with Password” (&Leng
flgmed epeuld GalGHEL ) eteorm Gaiell
ouigemws  (Check box) &eflé Olais et
“‘Save”  Oumesmmenr WSS  Ceuetor(hid,
9 | NUING SHLEIFOFTEL 2 6mIITL6D 61
LILLD 6.12 60 2 6iTemeurm) GSmedT mILD.

> SHLAIE OlFTe0men S L& OFILa|D

p
Set Password @

File encryption password -

Enter password to open

Confirm password l—) Enter the same password

Mote: After a password has been set, the document will only
open with the password. Should you lose the password, there
will be no way to recover the document. Please also note
that this password is case-sensitive.

|_> Click "OK" to Finalise

|Moregptions ;] QK l | Cancel

Y
SNl S6m6T SHEUSTLONS LilGSHSH6LD

LILLD 6.12 SLAIEFOSFTED 2_emIIITL 60 611G
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@hs 2 emmurLed 6uliquied, HL6F
flgmevemeo “Enter Password to open” ererm
2 eoplbluliguiled UL && g, 2 nSILGSS
“Confirm Password” erettm 61U 1qufl6d L 6wor (hid
SLeE Osmmen SULES OFilg SmSHurs
“OK” Olurssmener eflé bl Geauewor(HLb,

Saarm urgiersslu’L (Protected)
poeTSHHeT SLNF 6OlFmed MM “Read
only "GUTeTm LI SIDSFHIGHMET LOTHNIISNS
“More Options” LTS STeT 2_SHelS M.

6.2.7 SpaIemTSHMmG CLpL

QR BpaETSmeSE CalSHaI 6T,
LweoT OSMLIh& DibSH peuenrHSHe0 GCeaumev
Bgind aemasuled  FHopCs S mHEBGSLD.
GzemaulILL L Ted GEID SbereTSHHD L L &8
Blgiweomd, Geremed (WLYHSHEIL 6T, SbeI6TIT HeDS
Gsulgsier File-> Close aLLsmer Sisbevg
Ctrl+W Lwetu(hS S b au6wr SH6ma eLPL_60LD,

GFUIGHLILLTS DbeU6TT HEm eLPL

Close OluT&smemert LieTUHSS Briicber
GsussILLTS Gsmimu epLluGd Gurg
OILLT b  a&sfléms  Osldows
&M (& mgl. (UL1D 6.12 -3 UMT&HS).

_ —___
OpenOffice 4.1.4 ]

0 The docurnent "Untitled 1" has been modified.
Do you want to save your changes?

LLLD 6.13 er&aifléema OFig bl 1

T &FFSHma Bl emLl BriGber
gmm&OlsmeTLTed, “Save” UG Tener SHerfls
BlFeD, “Save” BlurHSmemer Slaflé OFUISHT6D
g Gomimu Gsulss (pwmdl e,
Gamlemu  G5UEHs  MEHULLI6EMED  6T6T MT6D
“Discard” olurggmenenr &lerflé i Geaieor(hid
g Bhs aEsfemesmu Srsg Oalig)
B paTSHHd OFHTLIhE Uswflummm
“Cancel” olurgsmener &lefls blFILIOLD,

6.2.8 aMH6TGRI 2_61T6IT SpaI6wT HnSD MBS

GFUSSLILLL QFH <BOITSHMS 6LOLTS
Gaueor(hlomerTeYd  WeT(hid  Hméaseomi,
Wewor(hd SHmiusmne@ File -> open Sisbevg)
Ctrl+O s Lemeremwi’t LweTUbhSHS Geieuor(hid.
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UL 6.14 &6d 2.6mem Open 2 emmumLed AU quisd Gsminfesr bluweny File Name 2 emrlibluiquied

FLL&& Og1g Open Ounggmsner &eflé OlFLia|D,

s

| Application Links [—

W Favorites
PR Desktop =
4 Downloads

Mame
CBSE

=l Recent Places

[ OneDrive L%

. Libraries

3 Documents

@ Cpen @
\;}u\;} 3 b Libraries » Documents » - |+¢ | | Search Documents o
Organize * Mew folder = - [ @

Documents library

Includes: 2 locations

. Unit_1_Chapter_5_Part_II
Unit_1_Chapter_5
X Practical Programs
PaySlips-2017-18
My CamStudio Temp Files 04-02-2(
My CamStudio Videos

Arrange by:  Folder =

Date mc
|
26-02-20
23-02-X
23-02-X
20-02-C

13-02-X

04-02-20

@' Music
e
] Pictures Zoomlt 04-02-2(
BE Videos Wondershare 16-01-2(
| A T m il
[7] Read-onhy
File name: | > |Alfiles ) -
Version [ vl [ Open ] l Cancel ]
L I 2
—>File Name L Open Button

uLLD 6.14 Open 2 emrImLed 6L LG

6.3 sl L& BmL(psd
0 ||
slfled SULEFSH OFW U PP MSET
2 _6iTemeDT.

S TS Gimemai (font) LWETUHSS)
- sl BOLWESmSL LIWTUHSS
PSH60 Wwemmuied 1G53 00) W/ [N
6T(LPS G([HE S EM6IT uglell meaLo EINES
SL_HUUm_(h ueassdHed (Control Panel) 2 emer
Gamliemruled GFISHSIS OHMETETEVMD, Sp6eurTed
855 Wwmmuied Hev GemmUIT(HSH6IT 2 666D,
- Ul sLLES OFIW  LIWLETHES
05 HeaE Gauewor(hHL,
«  aenfiilourpiuied Sibs @M L 6TWSH&EimH
Bm&a Geueuor(HLd.
. Spmidleod
NS G,
© WS SISEHMET  OLMSETTS  SieLEVTLO6D
GNSTTEHS SHT6T SHeuoflLIBILIT N MBI EHLD.

2L wHm  GwmPsemer
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< 6H SHEUCTIT SHEMS 6(H SHevofILIOILIT U6 hHib S,
wHm SseelllouTfee Siayn Gurgl,
@evor(h seuoflLiblLIT plaseflgyid SiBs
TWPSHSIH E60eomaliqed ePev 6T(LPSGIEH6T
&MU (HB6TTEHBe &H(IHGID,

360 eomuied 2 6Temr BHS GSMMUT(HSBEMEIT
Béd, BoLWs pmm LGN HeTmL&mer
SHET DS,

- 8bs wemm, Unicode O5THOBIL LSmSLI
HeTLNMIuSTed, BH6L S L &8 Ol SLOILD
SLLESE OFD weommw InbSmHeHs
Capmauuflevsmev,

- b m OeThhFwelimd eaflgrs
SpEUTTSH0S SO S L &8 OlFIILIeOMLD,

e “Arial Unicode” Gumesrm  Unicode
TWSSISHHET S LHMD Dpmideod
L (hLoeD6VT S eTev6VI @B blomflaseflgi,
SHG Blom Hlufleor BoLWSmS
Sy a6,
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6.3.1 gD 5L & BMLWPS550 LGN n&sd
B Bl miey 60

wr& (Murasu) ( sollwsCs 2 iflw
TWsSIm)  “NHM Writer” (@b
Borfleensd Ourgeurear wWsHSImH) S8l
Gumeirm L HULEFSH SML(PISHIGHT SHMbSH
ELP6V BILDEDT BILIT(H6ITITE: &X(HEER60T MeuT,

LFlefim&eLd M MHmID K miex

o http://anjal.net/download 6T60T M
Smewrldedr  epeod  “Murasu” 6w
ugleim&e 5l mieueomLb,

o http://software.nhm.in eredr ) &6mevorLiLledr
gpeold “NHM  Writer” eow  ugleiméa
1H mieu6vILD,

6.3.2 sorL_Lifled & emeversHs

S oL (psLD LSl m& LD
Ot seofllieummuied Hlmeuii L1 Neor,
66)616UIT(H (LM MLL|LD FHieurki&LD GUIm G, BemL(LPSHLD
SreorT & Ge SevufllBLITMufed OFWIEOLIHSSUILHLD.
Saerm  OFweouGd  Gurg  SipflefliyL
uG@SHuled (Notification Area) e sevfili L
SimLILIT6T [GIL|ING) ET G 83l
GSMLIL UL 19HEB @D, B1GBITLITIR 6m6VLLITE
SEISSHHD S LFa 6Fun Alt + 1 ereorm
GnsG el GSIOTaTSmSILD, SLolLfled
SLLES Ol Alt +2 ereorn @GmS@&auLf Fmei
G&ILOTETSHEMSLLLD LILIGTLI(HSS60mD, GLoayid, L9m
florfeensd SLLES Ol Gnss el
Fefl6i 6 @HISSBLILIL (PLGLLLD,

6.3.3 sLlfled 2 mremil HL L &ar O

1. oIl Lifled 6(h g SbeNenTSHms SHmeSaiD
2. silfled LS Qg Alt +1 ereirm &me
GFILOTETSHMBIID DH(WPSH, DphiSlesHdled
SULES eFiw  Alt +1 ereorm &me
GEFILOTETSHMSILLD HH(LPSHSHRLD,
B meurLIL|2-60 S0P B (PSHSS M6
alenFuevma L L enLoliL| B m(haaLILL (HeTer G,

http://www.tamilvu.org/tkbd/
indexen.html ereorm &emevorii] epeold Unicode
SO TWPSHSIMH aenssefler Lo Limenisemer
LGN MESLID OIFLILIEOTLD.
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6.4 () euTTHMSLI LSS5 G560

T 1

SLLES 055 SpaemrsHma LeoGam)
aflseafled uHISseMD, HULES Ol
furg Sieveng SLLES OFilg Llerery
Gamaunerammy GFioHd Dleeng B
(PYLD, ST HHSSHIGET i
S revor(h euLplEHeT 2_6iT6ImenT,

Backspace  OuTSsmeT:  OFHGSLD
emerflés@ 8L g L&HBHSHH6D 2 ermern
TIPS SIS BHEW6N BB @10,

Delete ungamem: OFHGSL Lstefldd
QI G| LIGSSSIE0 2 66N 6T(LPSH SIS SHEM6I BSHELD,

LS 2 soremil SpaiemTSHSlenr &emLuiled
G (IQU|LD, GeuewoTIqLLI 2 emIemLL
OFHGUSNS Seveng CaFILILSMNS, OFHSLD
Yeeflemw Geuetoriqul L SF6d emeugHg Insert
LTS STeme SIS 6T S L& OFUIST6D,
LW 2_enry CaFréalu’(h anaerGa 2_6Ter 2_6mr
QI GBS S M@ HHHLD.E &I 015 (HES D60 (LPemMm
eTeoTLILI(HLD, BLosb DiFHL 6D (Type over) emmuied
ysw 2mp GarsslubL GuTg 6OFHELD
UeTefls@ auevg) LideSHSe0 2616 6T(L0SH SIS SH6T
Sifyb, Insert OUTSSMEweOT LILGTLI(HSS
BGued Si&FSL6 (Type over)Siebevgl OF(HEH6D
(Insert) wem AWMy 66T BHHS!
LOMOIMT6DT M@ LOT M BSBMETET6VLD,

6.5 2 ool GHIH0SH[HES, hHISHS LMHMID
bH0160(HHDH
T 1

6.5.1 2 mramwd CHIbHoDH&HD

OFTmOFIEOuTd 2 6TeT 2 emIemIL
BHObLSS, BEISHS, eI Led GumTerm
blFWweOHBmeTEF bOlFIL 2 emrenil GHIe Ol
Gevenor(hid. &M Wemmseafled 2 smraiwd Csiey
BIFIILIGOMLD,

1. bdarLggdurs 2etemr 2 gl o6y
Bl

2. OeaiGam GLmisefled 2 6Tem 2 mIEMIL
Gaiey OFLIL

OBTLIFAILTS 2 6o 2_smrenil ey O

aTLIFATS 2 6rer 2 smremil GsHiey
g, 2 ampuler ST HSSHNG OFHEGSLD
Yererflemiul 61amevor (b 61&60606LD,
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o Shift 6ursgmmer SiwWSablEmevoTGL

slgmw  SwsSwueary  Coemelimer
2 mpeoil Gaie O Gaier(hd, G
Ol L1 6ot Shift BILIT & ST 6m 60T
WSS 6L [H eflLaid,

- @aermm Gaziey AL 2 ey
SIEW6T S Gl HIFWIEOLIML 19 MGLD
LIL6OTLI(H S &60ILD,

feue@eum) SLriserfled 2 erer 2 smmsmit Bsiey
Bl

faueGaum SLmisafled 2 66m 2 smyemiLl
Gaiey OFw, OFHSL ystaflmw 2 smrufesr
OSTL_HHHIH M@ OSmeunt(h HlFe060a|LD,

o Ctrl urssnemer SiWSH& blemevorGL
sl SWPsHH CoHmeaumer 2 emIemiL
Coie OFwen, GCsie Wi L 19er
Ctrl 6ounggmmer DwWsHgams L
efL_eyLD,

iU’ 2 6o
BIFILIGOLITL IQ MSLD

- Baarm Gz
SIS Gl
LILGSTLI(HS S 6VILD,

2 mrmws  CaIboshLLsDSETEr  LsdGaim

ULPIS6IT

&L 61L_e0luTedr eLp6vLd 2_soemild GSHITH0SH[HSSH0

. bFm@L yetefleow GaimosbheHsl L
Geueoriqi 2_emruiedr OBHTL_SHHHH60 MaISHD
Beuewor (LD,

«  &LoLeduiletr &L g OuTSSHTmeT WSS
Uyssary 2ampulear We BbSISS
Beuewor(hLD,

. 2 eor CaHNHOGHHSSBLILL L L960T 61LITSH G Temeor

el (h el Beuewor (hLD. Seveur )
CaIHoHHSBSBLILL L 2 o 2 LTSS
SMLLUUC 1 HS@LD.

alemall  UeemsulEdT  epeld 2 emIEMILG

CabOIBbSHS60

. Fm@L yemeflow  CaIbOSHHSSLILL

GeuetoriqLl 2_emruledT OBHTL_HHHH60 MAISHD
Beu6uoT(HLD.

o Shift OuTSsTmeT WSS Byl
LTS STeTSHmeT LieTL(bHSHSE GHemalimeor
2 soremw Giey blFeomd, eoreory Shift
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LTS STemeT SN(WPSHSIMS 6L (H eflLaid,

- ey CaimbisbesalILLHEGD 2 mr
2 WFSHSHS S LI 1GHEBGLD.

2 oreowd CoHIBOSGLLUSHETE  GMSS

Pl

2 el eraflBTSHaD, eNemIaTSaD

Gaie Oslw GNEE o)  gralssr

9 56)8560T m6oT,

- Bamevedletr WE neworh (wpeom Sefls
fElze0 - QM AMISHMmS  Diedeg)
BlgmeveomenT g GHIHOSHSSLILIHLD.

o Ctrl+A OLUTSSTMET  DN(WPSHSIHV -
SpeuemTlDd (PP GID GBS HSSLILIMHLD.
6.5.2 2_emIemll &I SH&ISH60 LoMMILD H&H6160(HhSSH6D

2 IO hHISHS

2 UL e SLSSH60 b S 6T T(H

BL5ING hEHISHS.

. BaHI5S GCeuevoriqul 2 sogemil CHie) O
Beu6woT (HLD.

o Ctrl + X Sisbevg Cut uemls@ {X)
Sevevgl Edit > Cut &eflé O
Beuewor (hLD,

- e @LsFleipba 2mr  Besiulh
glinevemauiled (Clip Board) G&féaLin(hLb,

- 2 6hY U BLHING BSISSLILIL
Gaueror(hGLMT M@ 6FHEWL LeTeflem
B mevor(h Hl&F606VELD,

o Ctrl + V Sisbevg) Paste Lemflé@n r
Sieveog Edit>  Paste &efls
BlFLILIaLD.,

Gsiey OFLILLL 2 sy &UOLmg GereuTiguLl

8L 5ING hSISS I YHSGLD.

2 mIemiL FHOI60(HS D

2 I 6H SLSSemHa Caublmm
8L 5ING b&HOe(HES
. BHohHEH, CHmeuurer 2 smrmil Gy
O Gaieuor (HiD.

o Ctrl + C Sivevg Copy uemils@ JQ
o6 gl Edit> Copy Serfls blsiiwal,
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|| T ®

« paEbhEsILL  2mp  1glileemauTled Goma
GarssLLLD. UNDO BlFILIED p ez
. . . r +
. BEHOOGHSHIUL 26mr 6HIG HSH0(HSS BlsiLied gefly (LMoL
1SS 61

Goveoor(hBm I Mm@ LsTaflemws
Bl mewor () HlFebeveLD,

r 6.6 Writer 2_safl Sismioli
o Ctrl + V Siedevg) Paste Lewflls@

r ]
Sieveogl Edit > Paste defls
Bl IeD, . . |Help|
@ LI 60T @J) % LS 610 - T
Gaimey OFuMILCL 2 emp @UeUTWs oILLT  LeGam € OpenOffice Help FL
Geuetoriqul BL S50 H6l60(HSHBLILL LG HBELD. A & b 1 er & What'sThis?
ugiumief Mm@ ems® ol smeilsst 2 g, ofl _&’ 6o e Support
SiLLoememor 6.3 - 60 OSMHSSLILIL(HET6T G Q'\me@_aglmmg‘]' F1
. . . . . o ) 60 &l Check for Updates..,
(B&@360, BEHOOOSHOL , QLOSNISSMET T
L6018 @ 0l EmLD LMHMID & MISE LIS EDHLD) UL G ULIL 6D L Wwieo About OpenOffice

2 eter  Help —emw

S L eusment 6.3, &, HSH0l60(H&S, 6L L Gsiia IS Ted . L
> mitb Bl ILIEd Seflf & Glllﬂ&)dT . . ULLD 6.15 2 56 FeoT60T6D
LoMMILD biFWwiev SHell & NS 2 geflGSlenr LLLD
: : —Tepdeap| 615 - & 2emng glevy
Bl LD blFweoLm®h | Lemfla@n sref] BuTed GamesT mLd.
CUT CoMOSbSHS . FHHAS GMILIL&H6T (Tools tips),
Bés ;smusmm Ctrl +X Plyssiul L @nliyser (Extended tips),
BHH . . .
— - 2 g6l (pseur (Help agent)Gunesrmeumemm
® COPY CoMOSGHS = blFweLI(hsHsd Tools > Options > ®
. 2 smIemiLl — Ctrl +C . . . .
BE6l60(hdsD . — OpenOffice eerumg &efles  Oaw
H&H0160(H&SH . .
- - Beuewor (HLD,
EICEDY
SiEOE0 G «  Guad siiflurer enss5850&, Help >
BE66V(HSSH60 What’s this? eerums Gsie 6O&iw
PASTE BleFiLI6D = Ctd +V Geueuor(hid, do_(hGHeomermr 2 el CHemauliLi(bd
QUL UM-14MS Gurg 286 uslls@ulear GG
G SGLOILedeml  emeUSHSHTED UL 6.16 —60
2-EDEmUL 2 smem g GumetTm General Settings &etrered
LL Femir G medr mit.
ertions - OpenOffice - General @
#ITips —— 3 @MIILa6iT
i 7 Extended tips ——3 BLIQSBSLILL L GMILILSB6T
:;;Tht; [T] Help Agent
Eoor\‘:srs Beset Help Agent
;ﬂunty Help formatting Default =]
Ay OB
Joav:"EU e [7] Use OpenOffice dialogs
B Load.fr;ave # Document status
E: lg"fﬂ”g&iiﬁ:‘i: [T Printing sets "document modified” status
] OsenofﬁceWnter/Web Year (two digits)
:_;I Eﬁ:;?ﬁiceBasa Interpret as years between 1930 [ and 2029
[ QK ] [ Cancel I { Help | | Back

uLLD 6.16 General Settings &etreored Slewr

84

‘ ‘ XI Std Computer Technology Vol-1 TM Chapter 6 .indd 84 @ 20-04-2020 14:33:11 ‘ ‘



. . e ®o
Luima UL emm "'

6.1:

6([H LIGILLI 69L160T So%sLT610 6MILLIT 616007 SH6MG SHMEBESHILD.

Siglev EBLY OsMbSSLILL(HeTer LSHmIL SL L &8 OFILIeLD,

“The ignited minds of the youth is the most powerful resource on the earth. The power of
the youth, if properly  directed, will bring about transformed humanity by meeting its
challenges and bring peace and prosperity.”

2 e SbeueTHmG CFLIIGHS LI6dT eOL LD,
6RLI65T Q%L T610 oL Lewr 6l (h OleuerflGmeid.

Lulnd UL emm 6.1 - 60 2 HAUTSSLILLL. 6160 HmS HMSSHILD.
Speuenr HHeor SMiFHued, EBL OBM(bSSLILL (heTer LSHemiLl BFTSHSHAILD.

“We are as young as our faith and as old as our doubts. We are also as young as our self -
confidence and as old as our fears. We are as young as our hopes and as old as our despairs.”

o160t HmSD CFLOSHALD,

Wwaed usSled 2 eter s auflemiw Delete Sisdevg Backspace Blunggmemesr LweTLI(HSS)
B 6D,

SrewrLmag usSHuler SmiHuledr SB OeETheSsLILL(heTer auflsmer @m LS uSHns
S L& blFIIeLD,

“It doesn’t matter who you are, if you have a and determination to achieve that vision, you
will certainly do so.”

epeTomeg USSHuied @ wmmid ‘and’ eTM  AMISMSHSBEHSSH LU “vision” eTeTm
QITTSHmSHmIL CFTeHHa|ID.

6.3:

Luimd L L emm 6.1 - 60 2 HATSSLILL L. SbLel6T SHG SMSSaILD,
SiFled EPSHTEID OFTmsHemer clmaliLoms Sievng GnGHESmI LeTUGHSH HeHed
T(bS S 6 LS SpeuemrSHF60 6L L)L,

(i) ignited (ii) powerful (iii) humanity (iv) challenges (v) prosperity

UAWSTS 2 HeUTSELILL L. 61607 HmSH CFLIGEAILD,
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This is the way to success.
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9F&Ti, s Hevail 9 eisusvi (Educational Officer) wommiib 10 giemewrasvai 9jaViau6VT & E1HL_65T
(Assistant Educational Officers - AEO) @)$gismm OFwsvLBSma.
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1. Table Format 2 sngum_ed 6l igenw HMULsNEG Sanmet 6Hg SLLmeromwsd Caiel fei

Beuewor(hid?
&1, File - Table properties &p. Format = Table properties
@®. Table - Table Properties . Edit = Table Properties

2. Heoguilesr S1p LGSUTed 266 6THS OILITSSTET b6u6wT SHS\6I [HlemEVEMILIS SML(HLD?
S, uewsflliuL smL b, HEM6VLIL| LI DL
8. flsmevsmLo LI smL T, S(HEILILIL 6mL
3. SpaersFler Goed RIS EaunmieT 6ThS LGS CHmedr mib?
&, Head &%, Foot ®. Header . Footer
4. @M 6HhS LGS LiwedrumLigedr Aluwenr Senmuiesr Gosd LimSaled &L (hb?
S, ulgrn” s b, SHEAILL oL
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6. Find & Replace Sib&ib b LILQLILIL 6mLuT6d 2_61T6rTG)?
9, File &, Edit &. Tools rr, Format

7. SpouemrsPHled 2 emem GLULGD anisHms Camermid eeem SLmismeryd Goiel Meiiud
BTSSR 6TGHI?

3. Find <. Find All 8. Replace . Replace All
8. TSI ST 555HNGS F6060 GMEE aulfl srefl 61gI1°
&), Ctrl + Home &, Ctrl + End &. Home /e, End
9. Qb euenTSHHe0 GHL 60 LMHMID LTHNILMLSSNISSTET G NISEGa STl o1&
&, Ctrl + F1 &, Ctrl + F4 ®. Ctrl + F5 rr, Ctrl +F7
10. gmaserCeu OIS OFLme SIS 2 SaID GM&EE Ll el GFTOMETD WTE?
&), Ctrl +E &, Ctrl + U &. Ctrl + Z e, Ctrl + n
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