@ um_ s % w19 o b & ,

Oar  wepeuy LB $ U P B H

OQar  wepeuy) U@ $ Ow GCurmedl Lw LIRS
S euerGlor  ep  Fwml F

QUYAUGHLD &  (LPEIDS

Souent B 0 Qw $ UL , augaiw 2 (h F , Y L GUMEHTSH
APWar e o efl

gouewt @ op Gabl 5 w p Hp 5

o & 9 Peer y

DUCRT G 2 FL_

@n Gau) Frails
o uear U Pw aler & g Gluma? &

((6.1 Qsr wepafl UG 5 u Hu P Ws >>>

um_sremeoull  BL LUBL  F@aIpTE6
s ol ewswrs  Csr  Lm Gou  BHOwesr L o
o210 @ Ywlail & e . B & , aflpral e T
® & 9 % sugns  Fwh $ U Lew  LHs

w&  Qureists Qb FB @& - seevalpral @M
Qpeuent Femer Fwml &  Cunmy L 2.10g Feew
ewilevrer Gupall & UL & U (B aTH. @Q)F
Ozer O wGos ww ollw & euELLIDI:

o gy s swrl 5
o Ou Cprewg yPloym Fous Sner s198 Swrl &
o g1 Pl swumf g
Yoo LFe  Feau Pegions  swmh & U B Yy A uL G B
Q@eeu Qa1 LTer &H@m & @GP U eI & OsT LB & Qeu ep 6T eurmy
p uns swrh sewrllwer Gs Lp & &
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“@) & o s @sbluey B erwpsCeur . @F  @peud

<9, CevrFenasmiiT G

“b o Cursemes, yerm  6ILp & F @07 gyerall ®07 augal
ewwinr L1G%, ysetr BT utfsFiwWlley or F L & Qu Hr o
vw u® HGaur 7 @) Gewnp o CevrFear.

“Qup&lu 61ty & e seer Gumey Gor B . UL & QB BT
Guey  2ps1s Qb & .- & Meug alafl Lsener (Border) yewio 1 Grogy

o uts Qv & - 5 L Femm  Qou eop 6F w wpuywiGs’ @ Glsear
Qumray swner euflperpsener @swrarey Gou 19U 61gy.

@ eummy  prerT & eur &f u Geoumr  s@w sefl GCurg  Lw
u® & U®B YU & u Geupy @peopsell  swrh & uBuGs Glar
wepaifl L@ B eteor LI®B . Guewer 1w my Ou Pevew 2 CwTH g
geuewt semer  swrh sCung  wps Csrlh $ L7 Pevenser @& LT PL1%
5 L & Qumf uw u® $ U LG. @SN SWIM & L L YeUewT Hener
. @& Ozafleuts @ sCUTH Youewt Foar YPGUDB & , ol @D
G & , CurDwerey & CF® $ OCur P U QMW ST & L & P
OF g Gl aTLpLg WIng).

Osmfleny w1 el Dul)  Frgewrions Hev & Gl p o1 senflef Q5 &
s Cunw swrerGsm o usgent o1 Uas BT YY) & Cerr . @QF  eLpev
Qe wepeulf) U@ swew OF g & OQurwp swrer 6w GCurwenar

uw U@ S ey . Q) & 6w Qurmpelley er wFHS  UIBLLTDI:

o ouewr sewar Fwrdl ey @geuemo Fay  (Creating and Formating)

e L &5 ,up w 5 v % (ClipArt) Gur peu ewp 2 & & . (Insert
Objects)

o Gafl sy et Fw Hey (Saving and Retrieving)

o i & Llepsameny @ s epsemaery Bl & 0F s . (Spell-
ing and Grammar checking)

o Qlor sawar GCs®Beugy o mi & wr g 1 seer @®Meug (Find and
Replace)

e 9 F @eewr e (Mail Merge) 9w %

o AL @1 Y3 wp ST Fasar Ul @ulill_a) YU FDGT Y &
L&) (pys (Print Preview and Printing)

175



(6.1.1 Qsr wepealfl UM F O CQurm & >>>
oueviomesr  Glam wepaul U@ F O Qurm & uew & e@sud

sresst U L Cur@ey Qe gl e Gl Qurmps seer wewr  Osi@h Gs

wur & Gau 1gu erg). eTafleyy o sarg WFH FBS QeveuF b P o S
O Gumm  Fewar (Free and open source software - FOSS) Q@enewrwgar &  epov

Ou m Gam emuprguy

Qer  wepeuy) LB 5 Gw Qurm & He &G &1 L LU B a6
Qe gar Pever Lw UB H Q) Gw Qui & Csm umer GewGs
aleug sewer G m Osr 6T Smiguw UFHS o a6

9 Lalemant 6.1

G OQurmad GLw 2 u 9 Bplmieuer

AbiWord Source Gear Corporation

FrameMaker Adobe Systems Incorporated

iwork Pages Apple

Kingsoft Office Writer Kingsoft

LibreOffice Writer The Document Foundation (Open Source)

LyX The LyX Project

Microsoft Office Word Microsoft Corporation

Open Office Writer Apache Software foundation (Open Source Software)

Word Perfect Corel
o2 108  Hewllesul Glgmr wopauy Uk S O Qumm = TR
@ wrsGung L Qevewtis FHever uw U@ B 2I0F YUGHT Fener

swut u® & Gar erwpguy . Cuway , Cws seaflenvuflenss (Cloud Computing)

uw U@ Heus ELPGU(LP 2105 YUt ST  SWIH FHaf (LpLguy
@5 apv U Goupy p s KoL & COLMIF DET. 6T

o 2105 saflafluiley  Oer wep afl LUk s O GCurmelener Blmieu
Gou  uw auFwLh e

o @5 Glzar senflesflud e eu 19 (Hard disk) Cuew@s QL Dever oz %
Gou  uw YeuFlwLh eev

o 2105 e Foer Gsd s6leue Qewewrw H 2w Csar g QL
R3 5 U 9B B

o Qaewwsar auFRH 6T 67 F @P(h Hewleslud  epevLp 2 LIbG YeUGHT FeneT
a1 Fp $6) ST ST LY FHLD FH@f  (LPLYU]
2 grgewt - Google Docs, Windows 365 Word, Microsoft OneDrive Word

@3 & Owewdswrs 5 st H 2w Osmfley U Feoer vLw B H
2 u B 0OFr wu B a@E Yos 6FTEGUS (Smartphone) b M TGy
@& swr & sewflefls  (Tablet PCs) Cur  pewr Qar  wpeopeuy) LG S &1
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2. prm

Ribbon

v u® 5 uUGuGsTlh =g Oser aIGsLomer Gl Qumrmp $@p  Hmewr
u®% mpesr. Documents To Go, Google Docs, Kingsoft Office, Polaris Office Gumr  mewr
9o p Pt

2105 Ggeaeu Gs L yeuewt Sewer swmh LF & sesteslyr  QamL Limer
Qer  wepeuf) u® & G Ourmewer 61 eumpy Uw UG ST  6TeT
eugmestl Guim

@ w AFswrs umeuemeuiley o1  Oam wepalfl L@ B Glo

Qurs & @ weer ww LB & @wop U Bl Q) & Furu H  aler
& U B eig. eafley , Goupy e QO Qurw % , eusgew & U By
@ & Cuwler Liwrs s geogwr . LG

<<<6.1.2 Qsr wempeufl UM § Ow Curmesr & KWrCaudl 5 >>>

@ @& Microsoft @ewesr 9y vedLwrs  OCsT B lw & p ®a %

U (B o6,

Microsoft Office Word 2019

Start — All Programs — Microsoft Office — Microsoft Office Word 2019

Microsoft Office Word 2019 Q@ Gurmefl  @wps 1y 2@ 6.1 @ &1 L U
B a1gy.
3. sifis Gaus smed u e Quick Access Tool Bar

e

(=] Document1 [Compatitility Mode] - Word Signin | = o X
fie [ et Diaw  Desin Laout References  Maiings R View Help Q Tell mewhatyouwanttodo

Drfind +

Befeolce |
ins

sadoce:| aasbcon TEErgy ABBfe AAB aspsce amsscon AABBDDDE

TNormal | NoSpacing Heading 1 Headirg 2 Title Subtitle  Subtle Em... Emphasis

Paste
« < Fomat Painter [} Selectv

Clpkoard Syes diing Addins

1.gwe0 y u ew Title Bar

4. Qer oo Qu g Bneems
Dialogue Box Launcher

b L &sr A Qur sr
Veiw Ruler Buttons

6.&m u i
Scroll Bar
&M U g
st & Qum sr Browse Buttons
View Buttons
5. fleneoens U enL 7.em8 @ ur @
Status Bar wem Zoom Control
Ll AN ; 'y
IFaga!u'l Owerds  Engiish (Unitec Statesi  (¥pAccessbilty Unavailable T E =B _]_474, Es’ug_]

o @ 6.1 - Microsoft Office Word 2019
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s L] u &L (Title Bar)

20 63 @ &7 L U (B a7 Microsoft Office 2019 wpas 9 , CGo 1 5 &
wWETuFTE  FTewt UG U oL Cw e L U oL G . DD
u @ o1 yeuewr § OCuw Q) & &1 & u® 5 uUb . YW 6wt

"

Document X" et &7 & U@ F

ws et o of @ Hoy 19 5

Quisrt & 1w o ar o & OCur s
(Close) GuiT  par euev LI & eLpemevud)

ep®  Glum s

U® . X6l g YouemT H Qe HLoAG
Gum &7 (Minimize Button) <y gl
(Maximize / Restore), (Lps Liewesr

st LIRS e

| Document1 [Compatibility Mode] - Microsoft Word non-commercial use

-l

2.1 6.2

mrLm (Ribbon)

Word 2010 (ps 19
File, Home, Insertetc Guim  per $ &
2GS ST 2 n| LS
Qe P Qew ur®s
sewsflesl]  LIWGSI(H (& SyeUPWILDTGT
Csr ata)  (wpiguf

Saewr  Li(h

LIL_&(HeUTS

Czaflayu® & UGG Q5

. Guwey , @ st u Geup GCBTGHsars

seamev 1) e (Title Bar)

< #Gw pmm (Ribbon) @ . @Fay er
& (Tabs)eter LI® .& Oourey s sedlay
(Icons) &1 & LB & UGS S TS
Fp U FOTG
olls § @) ULeB @@L GUG B
9M %

u (@ aengy. (Clipboard, Font, Paragraph, Styles, Editing etc)

Home @) 2 ar@oweopy 4y 5 ,

? ¢

® @ O

Home Insert bge Layout Refergnces \I;Iamngs Review

J * Times New Rom ~ 11~ A" Aa~ =i

Paste x X r- A E

- J Format Painter

é ] g) iég 3:) T
2 (5 6.3 Home Ribbon

1. 519 U - Bold 1. eufleogwr @ - Sort
2. &7 &y - Italic 12. 2 & @B - Indentation
3. 9g Gsr® - Underline 13. a1 eI - Numbering
4. & @ ® - Subscript 4. & OGosls - Bullets
5. G @ & - Superscript  15. g Hlev 6T(Lp FHIFET
6. e1(Lp &I BD - Font colour CuQou & sasey
7. G u® & - Alignments @ G & sese wm mg - Change case
8. eufl @enL_Gleuafl - Linespacing 16. e1tp § yaralewar Gy 19 $ - Grow Font
9. Blp U® B - Shading 17. erp & yaray - Font Size
10. aflafl 1y - Border 18. ey ® Ouw euems - Font Name
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3. &fls 199Cms s@mall U e (Quick Access Tool Bar)

o T F & U oy Q@& BTl & GCewrs sTewt LGS

@aar prL1all & SLpTEe) Y & (Pl . YPW YolewT @ @

Oup , yeuewr Hewasr Gadl s (Save), O)F seng F & (Undo), B L GlF

(Redo) Gumr  p A& syeuggions O w Gou 1w 2 LISTEWT FEHL  Fnigul ()

aifs rGeaus s@mall 1 L Weear vwerh Ggeeu Gs wwr P Gar ar
Ca ]

Gr sz a0

|
@H@*"?l:
| |

Geh & Dm u GF
o @ 6.4 &Mz Gas swall u e (Quick Access Tool Bar)

4. Q&r ewrL OGu 13 e % (Dialogue Box launcher)

BT Ta]) 2 a1 Hev 9 F salleyrnrs  smewr Uk FHAINF@F (&
Cew@sons L o Lsgest & @b & per o1 uemg Oer ewr Gl 1y
g & Oeuall LG HF p&. BTLdley o ar GUw@ & e LI FHLDIS
o ety y GOII  apev o fw QFr ewr Qu uiewer B HCST ar
Wiy . @5 epew  BILAAN 2 T HBAIFEF & GCLwHsWTs LI
smailsmer G m peuest Pever Swmd & (LpLguy

|
Home Insert Page Layout References Mailings Review |
!
4 Cut S — || =— ] Eont: Font style: Size:
i Calibri (Body) - A K [EE ] b
=3 Copy n A _ Browallia New - I ‘a 7
- 2 -||382 - ~== i 3 =
- Format Painter B £ U -abe x, X' Aa|| &7 [ EE o £
Clipboard P Font ] > Lo -
— = 7 Fant color: Underline style: Underline color:
2L I ¥ | Automatc  [+] | (ene) [=] [ Automatc
Effects
[F] strikethrough [ shadow [ small caps
67@ g—’ SHE6IT @5 /ﬂ@_/@& y @5:/7 GUITL [ Double strikethrough [ Qutine [Tl Al caps
[F] Superseript [F] Emboss [ Hidden
Ou 13 gou Feow et  Car @Geus Elatrnr Bl
Preview

(Click) epev  @w & U B o1 61 J |
Qem evm  Qu wresg 2@ 6.5 Q)
ST L U B 15

Calibri

This is a TrueType font. This font wil be used on both printer and screen.

o 6561y F® Oom ewm Qu 1y
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5. Bleweveww 11 e (Status Bar)
Microsoft Word (tps 19 @ 1 & & LGP Q@) Yo & oH. @5
2Y,eUGHT B U & e owfl sk , OFT Faf 6T ewfl ewss , LW
u® s u B er Qwmyf Cur peu ep Yustell LS & Youewt H P
wr p Foar 6OF g & 256
Page:5of30  Wordsi7059 (& English (United States)
2.5 6.6 Blewevens L1 e»L (Status Bar)

6. &@m 0o oL (Scroll Bar)
geuent Henasr Gogy  BUpLons p%  FHeous & Q& Lw UG F LG

7. 2@ Yeray (ZOOM)
Feogud Gs LB o ol  yeTalewerT o (5 eTey & L ear (Zoom) eLpGY
g GOP &Yy - Q) FF UG Yo F & F R LT PLP
Blawpwr Lag. % L & OF weur &y 1 & Gs U T P Fewer
OF wevr . Quigeuns yyeuewt Fever sFgemeur & Gumgy (Proofreading)

OF w Gung o@m yatoy Lw LB & LURS DI

1209% (=) v (+)
2@ 6.7 Zoom Q&

Gl g6 gengwr_ UL T goean Fmalsmear L P 4B & C&srT ag &
& 19 wpeweareow (Mouse pointer) o fw o Liggewr & gy Osr  HOF p s@mHad
waevar (Tooltip) @ ww LG B ) & &1 eTey

LibreOffice Writer 4.1

Start — All Programs — LibreOffice Writer (LiewflGlgw (LMD &  ELDUI

DT MLOGDL_UI (LPLgUy ).
LibreOffice Writer @o  Gummpall  ps L) 2@ 6.8 eppov ST L LI (B 6Ny

Lo (Title Bar)
L e | Buw  s@ad QIIeUELD L] $@HaT LI oL
(Menu Bar) L el

(Standard Tool Bar) (Formatting Tool Bar)

& L L
9 (Scroll Bar)
MGUEMLD LI L

(Status Bar) o Yaray F B T (B

‘ H@all  (Zoom Control)

[T~ v [ Match Case @
Defaut Style: Englh (USA)

2 @ 6.8 LibreOffice Writer

Page1/1 oom |- Z—o——+f wx
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s L] u oL (Title Bar)
LibreOffice Writer (ps L9 G w3 & wWswiusns srewr LBHGCS

e L L L Y& .- B 5 U B o1 euewr F CQuwu  @H
a1 @ u® s ub . yHw yeuewt erest]  Untitled x e1er Gsm proadl & . x

6T LF| YaUewT Qv & 5 GO &

Untited 1 - LibreQffice Witer - 007

2. 69 s 1 wu e (Title Bar)

u 1w o e (Menu Bar)

U gw U eLwieig g L U oL & &0 yeww Ou m erg.
AP ot 2m Ly % pewwGuw File, Edit, View, Insert, Format, Tools, Window,
Help 9% - u gw u oLl ¢ op Heer Osley O v Gurgy
9% GMw gewewsr 1 1w (Sub Menu) Gp & uBuCsTR Czsmeu Gs L
ol @p  Uw U@ S Loy

File Edit View Inset Format Table Tools Window Help

2@ 610y w o e (Menu Bar)
File u guwelewasr Gz Olas® & CGurym v 5 u®  Hewewr 1 g (Sub
Menu) epev  yBw Seuewt s  Ou p CsT  erey 2, RUCHT S
Gshl 30 9 wFH HD F@ Y WFH PL@)  (LPLYUJLDTRT LIGY O LISK]T
T FHGT FHTGRTGVT .
glevewt L gul) o erep my eis .. oL ewiey Glewewst L 1g Gghly
Gung Guwey e GFr ewm G 19 (Dialouge box) @ever Hm & C&T  ar
wprguy . (2o 6.11)
glewent U wgull 2 o1 awew U & s CpT Hw 9 L GOl  epew
Cuey @@ et U oow Ho H6ST o1 wpgyy . (2-@p 6.11)

File Edit View Insert | Format| Table Tools Window Help ey miL G‘rﬂa)'
@ B - E [J Clear Direct Formatting Ctrl+M [EI - é - ed - 4 ‘/
FH |Default Style &0 Character... [EJ E
|. { i,@ Paragraph...
+

@ Bullets and Numberi
Page...
Title Page...

S YC)

Change Case Sentence case

Columns... abc lowercase
Sections... ASC UPPERCASE

[  Styles and Formatting F11 Capitalize Every Word
AutoCorrect » tOGGLE cASE
Anchor N
Wrap »

|& Alignment »
Arrange »

2@ 6.11 gewewr 11 196G 19 (Sub Menu box)
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N S v kA w D

s@wall U e (Tool bar)

LibreOffice Writer (pas 19 2 o 0 1w o erul & yow g arGs%
sl U L G - @% o a1 pww  Fmal U e 1 g
e L  Small U L e L6 ewp Writter (pF Llewar S LS
epv  yeugmest] & wpiguy . Gey , uwerdl  Gzeveu Gs 1 Goupy H@mad
L smar Ou m Gsr arGeur epig el Geur wpigu) . Qs Csearsr &
LW  Ho H NB smewr U®B  F@Ha) L l Fjewewsr LI 1gul
ar Caeveuwnesr small U e Quuilenesr Osfeus  apev  H@mad

T P CC

L ulemer Ou p Oar arGeur eprg el Geur wprguy
Bww F@wal o e (Standard Tool Bar)

puw  spall U o (2@ 6.12) o a1 smalsmer Qw@euns
v U@ $ Fmw SIS e UL e FaTnis ST & u®B $ U
B  oTeul.

9§99 ¢ ¢

2 -
s 58 y|

v )
v L2B-4¢ 'c@'&,,

i

2@ 6.13 370 small U L

i‘l‘

1

9{1

@_9z§
Q—LI>e

a_
9—n
)

-

. yPw - New 8. uL GsmE y - Gallery
Gaih 5 - Save 9. GF B3 F & - Undo
U & @ &1 & -Page Preview 10.¢ (® - Paste
hIak; - Copy 11. Qou (s - Cut
S u OF - Redo 12.610p &1 Qo
9 Leuement - Table HGHT(LP - Spelling and grammar
2 gai - Help 13. 9 9@ - Print
14. @ - Open
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4. eageouedw  s@Hal u e (Formatting Tool Bar)

QUG FY T 6T FI Fer auigeauemd L 6F eugs GMlw eugeuemio L
NS  YHs  smewT LBGG DT FTeug eUgeledlo L  H@all L
@Lul) o a1 & Learsmer Uw Ub UG & QUFRWIS LIL &

? 99

2 of & U (h oTel.

4l Default Styie N imes New Roman v | |12 v = NERE | = ‘(— b v N
b & :

| S S A A O A

2@ 6.13 augeuemip 1 HBal L L

l. gy a1y swar 2 4@ & -Applystyle 7. a1 ewfl - Numbering

2. eI S - Font 8. 2 g er - Indentation

3. ey B ey - Font size 9. 19 ewewfl a1 ewr - Background color
4. 319 U - Bold 10. erp B plo - Font color

5. 9ug Gasr®p - Underline 1. & & &l - Bullets

6. Gp u® & - Alignment 12. o1 &y - Italics

5. Bleweveno L ener (Status Bar)

Writer (ips 19 QL 1 & & epevevul]  @QF D FI OTH. 6IGHRT
5 U s ewfl s, auFar o1 Wil & w @ Lw UGB F U B o1 Glomy
Gur peu ep eusnesfl & wprgeuGsmh Salewt H  FPlw T p Feer
G Osr ety @pLyyy

6. &@w Oum sT 1 M &@w u 19 (Scroll Button and Scroll Bar)
geuent Henasr Gogy  SUpons B35 Haus & @) Lw UG S UG

7. 2. jeray (Zoom)
Beogull  Gls LB o ol yerallewer o (5 erey (Zoom) P T LG

GOD & (Y . Q FF5 U F Yo § o F @G T DL BSLPLOT
Lagl. & L & O veufl &l 1 & GCs U wr p soar G wevr . GLIg
s euent semer Fgeneunim L (Proofreading) O vy Gung w u® s UG

CulGev s gevgwr UL TS e  SHalsamar u g o g
Osr eugs @& & 13 eoareow o Mwu o2 Lsges & g Glsr B 6F m swmal
wear (Tool Tip) @  Lw u® B 4P g COsr eray
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6.2 yHwu speuewrclor ep gurfl @ Gury sm &
Qar orGou 1w (p HlwellLw semer M Ceur

g 1
G )
LPw u & @ Moo Ou m Csr er , G
wepau U® O Gurmellewer o & Curs
@Qu ursGeu yPw 1 Fup Fo & LS pFH. CFs
u s s Gsoeu Ly o ep T & Ou m GsT ar
Gay @ .
\& .
n
'IC'
Microsoft Word @) LibreOffice Writer @)
File »New (Ctrl+N) —Blank Document File—New (Ctrl+N)—Text Document

— Create @ Qo 5. @ Qer @s.

g 2
File—Save (Ctrl+S) o
Gasr ewer Gah) & (Save) Gshay OF .
b % surf & Gsm y & 2Cah) g @ Ouirw sLomes
Qumm swres Guweng eup & @ @ewewr  (Saving Loca
Qumrmp swrer QL & Gabd tion) Save in a1 » @)L H
wp Fuwuwrg . Qs Gasm enes I]EQ'- QsMa0ls .
LBer Gl mJ Qsr S & 2Gamr L & @LIIT@ SLDT6IT
250 . Ouw @ mPenar File name
Qe a8 5 L&
0 .

sSave Qevar QT &s.
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g 3

Cafl 5 CGar 1 & GCoumy @({5j
Quuwesy G&T® g Henflailulla

Gefl 5 .

> 1o a saGeu  Gah g
ey & L (B er <2}, 61 G5
Senesr (Document) GFhl & 19 e
<21a1 Gam 1 (File) e1a0r yevip &
u® . @samer Caims e GlLwf
< wg Gapr 206 Qo &

Gadl & gy . 9 Cungl
s Fwow cw u® & Quwd
@ Csr ey yPw Ouw

@ Germmp Gar ewrs oGg
geuemt  @o B Car yserns
Feor & . Csr Qever Guw
5 & (File Extension) e myL_
Gah & L@PuCHTH 9SG
Caspeaug QoGeurg . Casr 19

5 &s (File Extension) &ev
MS Word 2007/ 2010 - .docx
MS Word 97-2003 - .doc

.odt

‘h LibreOffice Writer -

g 4

Casr Lenest cp B
B swrl & GFbd 5 yeuewr
Devesr a1 LW UGB F 0 UeT
eprypemeat LGS Yy Sengfwiomest
Qewevrg . Csemeauud 5B ysemer
Do G ey LG Fessfelull  eremesTw
Qew LTHSEF & SEL WIS OLD

uf

N
[aSy
-3

@5 Glaer

File—Save as @ Glzflay GlF 3.

n Gah ug @ Cunm soner ¢
@)L Genes (Saving Location) Save
in QL B g COsfeybls .

n Car 4y @ Ounm smer
Ouw e pener File name

@ &adbrs L & O s.

m Save Qewer GloFTL &%.

@5 Glaer
. File — Close @ GlgMleyGlF 5.
13

_
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g S

186

Casr Lewes Bar B 5
& ewt)uful)

ey & LI (B T

Ber o & Cou 19 a7 LB

2 LDIT

GaLh g

Casr LIemewt

File— Open(Ctrl+0) @ Qg MayOls .
* Open eley)y Oom evm G 19

l(‘:‘ u9 er Lookin ereyy @ &

Gam_ & Gah & Csr 19edet
CsMayQs s.
°* o Ml L9Mad)
CsMayQs s.

Gar L9emesr

* Opener Le»E QT &s.

Car y & sLa) G&r

@ eumy OF eugeT
uw U@ & (LPLWITS.

Microsoft Word @)

® File—Save Qewer Olsfajtls s.

* Gahl LB & G HLomet
@)L Henew (Saving Location) Save
in Q&S g OzMa0Cs .

*Gar 1y @& Oumrw smes Gluw
Mewar File Name @) @ %Gy
5 L & 0OF .

® Tools @ OlzMaCls .

® General Option @ Osfaj0ls .

® Passwordto Open #5/7 @Devy 2 oG/
FLa) OFT Sever (Password)
5 L & 0 g OK0s s.

* o FaLa Oar @aCuw b @
(Re-enter Password to Open) &&17 &)

5 L & 0 g OK0Os s.

® Save @ GlFm_ &%.

(Password) 6 mMlewar arp & Goid) 5
2105 Gar ewer wungism Lns Gsb & Gou  HOoesf)

FHL_af

Oar  (Password) @ Mevar aup & ungst LGH G FLomess).

2105 Gar ewesr Goumy etoumm S &I

LibreOffice Writer ()
File »Save @ewear Glgilay0ls s.
Gah s & Gummp sLomes
@)L Fewer (Saving Location) Save in
@B g Osfey OF .
Gar 1 @& Ounmw somes Gluwif
ea File Name e1®CGr & L &
OF .
Save with a Password #&/7 Henesr
Oam_ .
Save Qum grewest OaFmL Gs.
Set Password F&/7 Hawy Gasmr 19
@ar Fp Us & ofu FHLaf
Ogr lewer & L & OF .
9406z L) Oar Slewer Q)
Lneugl 5510 Hgwi 5 B  Type
Gg g Ok G .



Qsw ur(®

B s uw u® s Ger  wepeauyl U@ $ G  CQurmpeer
e 5D 5 8Cp Oarh 5 U B o QFw LT YT 6F 5.
((/(‘ . Gew ur Goml @ 2o oru Pulewesr 3 L & 6F g
‘9

gsever "Assign 1" etery  Car 4y Guwd o sergy Casm U
@puiley)  (Folder) G#hl Fay

2. "Assign 1" Qever 5 ® Sw g "Assign 2" erqyy  Gliwif)
"Word 97, Word 2003" (@ G#d 5. a1 Hp & 2105
Gar yeopullew) (Folder) G#h &1 ep(hs.

Word Processor

A word processor, or word processing program does exactly what the name
implies. It processes words. It also processes paragraphs and entire papers.
Some examples of word processing programs include Microsoft Word, Word
perfect (Windows only), Apple Works (Mac only) and Open Office.org.

Qaw ur ® 2@ 1

(63 gyeem@uor Peoer surdl 5 )

<<<6.3.1 U & eugeuemio L (Page Setup) >>>

yPw geuemt @ p sSwrh & (wp T Iy F Youewr FH & Orw FLomes
RBG U & 5 swr U@ F Cs1 rGeu (B

Microsoft Word (3) LibreOffice Writer (3)
Page layout — Page setup @ Format — Page .o m; Page Qean
uw U@ GIs. owr_  Gu Qeow uw UE FHs.

of 0leuney Oar  wepeuf) u® & G Curmeley  Cugeuns
uw U@ $ W QST L & algeueln L @Balls L srewt LGS pel.

smaug F wGss o1 & & o u swuml & U L U Geum yerallevrer
(Size / Format) 1 & sewar Ou m  Gar erwpgyy . ysmeus A4, AS, B4,

Letter, ... 61 p auewsud wvwerr & OCseeauwner weopul ol Furs u®p %
Qar a1 usBs smewt LGS D

187



u & Pevet augauemn & Cungy s HavFGsrewery (Orientation) L &
6T OWEHEETU (Margins) <peuemr & & Oy somest aISLOI% LD &
Gasr et CGau @

gauewt swrdl 9 Qr (B euws FosGsr &  smewt LBGE DT FewL o L
Gpr @ Blewev (Landscape) EI, poreur & Gpr & Blevev (Portrait)D o1 LaTGou
DUWITS

((6.3.2 o &, u Samer eugeueno $ (Formatting) >>>

5 L & el H% , U Fegwmer 5 L & OF aug @& p @ I G
9 er  eugeuemo g (Formatting) Osr erwpiguy . @) eunmy peuewt Feoar

UL LS epev el Gallanse) S HeIwise) @G  me.
& & L &0 35 19 e eugeedwn usmld 1wt & L & OF g

19 a1 9eu eop agauamn & Gar B
s L& GF w wp o o g eugeuemn & (wLpwey Gungl Lpsed
Qumm soner augeueo evesr COsMeyds & s L & 05 5 Gou @

(6.3.3 Qsflg (Select) Wwemms >>>

® Yo 5 u Goump 9 & & STl LIRS DeT. ST
I BHF , UFRT F , YV F1MT & , § FT & , Y LTS , UDIL|S
Gumr per smewt LB . 9 wrtGp U Gaup & 5 U Fafl Q e &F Faf
wr p soar 6F wGeas 1 CrA® .1 P Far OF wep e oMu gy &
e Czfls G @ . Qs Osard o p G ww auflpeops Heo EGp

st LI(BHF)  mel.

safl 61lp & 9 wF | F yeow OFT Fuweunm ey FH o115 @)(Lp Fi
LIV 6T(Lp FI% G @wGas @ . (Drag)

Olgmr o fw QFr & 1bg & et Qo e OFm_ &
(Double Click) O)F w Gau (&

U GFr % o Mw Ger GomM < 1 Qer & s & Yeoow
Qer & @QmiB GClFr T & wew @y & OF
Gas @ . (Drag)

QUFGT o fw euger & r u OQer & BH & yeow
Qer & @Qmi% euerg Qp & OF o Gau (@
auifl UV L & Gpr Sw Oy ewfipwmesr < 4 GO

O wu® e el YT U F & F Low

B & O wey . @S & Lo @@ LoD
QFrL &s.
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u % u @uil  1bg & yeow e g RCT wepul e mi
Qem_ & G w Gau @

2 wg U Hui wpswTeug GlFT 8% & 1gew
Qer & QmP ewewg Qp & 6 o Gou @

g aent  (Document) o allenr wvweaul Cul +A  Qewer @ (LD

AL SIS
e & ow OFTL & QmP ey Qup & OF @
Cau B . ougar ® 8% & wQeoow Ger_ &

aw U & Gpr Yu Geu  ewiip & 4 Goeuw
wengul & yeow Qup & OF wey . Yyos
s Lo @Cr wep CFr Gs.

<<<6.3.4 ugieu e Hener euqeueno g (Text Formatting) >>>
8 &
1. ey sIB Hafl Qerallenet  Lom D
wprguy . (Font Size)
2. e1tp SIH Hafl  ewio LleweT T M Qo&ﬁ“%
1
wigu) . (FontStyle) erup Hevew sig —‘R?StOCkofCampufersf easy
um 'a;@,g] (Bold) &7 euns e1(1pgiBevI payments ,’—
(Itallc) Available unatil tomorrow et‘cﬁg_
3. erp By safl & Gamg®s  (Un-
derline) 2@ 6.14 aigaimn 5

4. &fl Fwnswrer ety K Fevar GCaumi
Oumpsafedls g Glu m Gsr et (Font)

5. ey sIm seofl  pm Pewewr om mys  (Font Colour)

7~ Microsoft Word ) A\ LibreOffice Writer (3)
° oG U By g el Foar Glgls. * 205 U 5 3 wg e Fovar Glghay

* Home — Font e s@5 @ <yeufuwiomer O 5.

e U s@alud  Bg Qer Gs. * agei L FHI U LW

« Home — Font s s Font Gar (Formatting Tool Bar) uw  u® gis.

i Gu gew (Dialogue Box) °* aga L & uFworet Fwalud

2o g Car . 1Bl QFnL &%. 9 wg
9 oty @6y 5 U & U ousy e Format — Character e p Gar em_
T HEGT O my Gsm ar piguy O yeow B g Csr .
\7 s 56 5 Gar . Mo amstres ud e evsmm

sewar G m Gsr e Wy 6T LS
s B %1 .
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Qew ur@

b uw u® g Qr wepeuy) UG s 6w GCurmeer Fp G
A | 9 euwp OQew ur Yeer O .

1. 21051 Youewt Hewer L9 euEBLLTY SWTd G&%.

<yeoray (Size) - A4 HeoL o 1L U & 61 ewev (Margins)
Gpr @plo® |aeg v n QL& o @ - 2"
(Orientation) | G 1o m & e e -1.5"

U & ageaiemn L) QFr ewr  Ou yulewesr (Page setup dialog box) &m &
Qa1 euzs epev  RCr peopul Qe Yywer g OF FO&T T (LpLgU
Qoew ur ® 22 @ o aru PuUlewer $ L & 6F g Sysaer "Assign 2"
otar 2 1ogy Gam 4 eepuileyy Gsdl & Gou B . L9 &1 ysdar ep(Bhs.

2. "Assign2" @Qewewr bar Fp & C&T F. YPey 6T euFem Fever OFw LT B
253 @Q@ &1 L u B ereurmy 5 eaugeuemn L OF & 19 ear "Assign
3"er ey Quuwi  2wg Gsm L 2epuisy (Folder) oygewesr Gad &
2,168 ®F eLp(HS.

What is a computer?

A computer is an electronic device that manipulates information
or data. It has the ability to store, retrieve and process data.

You can use a computer to type documents, send email and browse
the Web. You can also use it to handle spreadsheets, accounting,
database management, presentations, games and more.

Qoew ur ® 2@ 2

What 1s a computer?

A computer is an electronic device that manipulates information or
data. It has the ability to store, retrieve and process data.

You can use a computer to type documents, send email and browse
the Web. You can also use it to handle spreadsheets, accounting,

database management, presentations, games and more.

Qew ur @ 2@ 3
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((6.3.5 u 5 engeuww y ©& 5 (Paragraph Formatting)

)

G

6
7.
8
9

u® & (Alignment)

E INTRODUCTION
Computeris an electronic device which
accepts data, processes and produces

desired information. 2
The computer memory refers to the storage, [
area of a computer where all the data anr.:}

instructions are stored.
|E| The storage capacity of the compute
\ memory is expressed in terms of bhits and
bytes. The more memory a computer has,

the more memory it can store.

2. 6.15 1 & augeaiemw Ly

@ u swrs G u® s (LeftAlign) =

w Pu? Gr wu® s (Center Align) —

aew U sors G u® & (Right Align) =

@ u 5 soery Fwwns Gy U@k & (Justify) =

e 2 5 @5 (Indentation) (o5 6.15w o 6.16)

10.

I1.
12.
13.
14.

15.

i=

@ u s OB g2 5 @ps (Left Indentation)

aew L & Bl &2 & @ps  (Right Indentation) iil'

wpswraug aufluilenar o s @b (First Line Indentation)

wps el 369 & aemerw euflsemer o % @% (Hanging Indentation)
aufl @enL_Gleuall @5 (Line spacing)

u & @ Geuafl @@k (Paragraph spacing) ‘
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Computer is an electronic device
which accepts data, processes
and produces desired
information.

10 |4

The computer memory refers to the
storage area of a computer where all
the data and instructions are stored.

}ﬁ

12 -

1'l'he storage capacity of the computer memory

is expressed in terms of bits and bytes. The more memory

a computer has, the more memory it can store.

rComputer hardware is the collection of physical elements
that constitutes a computer system.

14

Computer hardware is the collection

of physical elements that constitutes a

computer system. Computer hardware

11

refers to the physical parts or components

of a computer such as the monitor, mouse,
keyboard, computer data storage, hard
drive disk (HDD) etc...

15

Software is any set of machine-readable
instructions that directs a computer's
processor to perform specific operations.
A combination of hardware and software

< Computer hardware refers to the physical forms a
13 parts or components of a computer such as
g the monitor, mouse, keyboard,
2. 6.16
-~ N . .
Microsoft Word @) LibreOffice Writer ()
2105 Qgr % WG L Bsemar
2105 QT & 9 wg LU Dsar OsMay 3! o wdl 2
05 Qsley GF .
’ o L quw 1 e uigy or  (Format-
o 2wy g L &  Csoauwrer ting Tool Bar) o Lisgewr sefl 210 &

smaiud gy Car Gs.
e Home — Font oy evgy

e Paragraph Ger em Gl yew (Dia-

logue Box) &n & Gsr .

o 9 wmy @G &5 U H LIGV
smalsear Gl py G&m er  (wpiguy
6T U & H Car .

\, J
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Ou uienar  (Dialogue Box) & &
Qsr 5.
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smalsear Gl p G&T a1 (wpiguy
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1.

QFw LT

9 ump Osw urthsmar & .

(((“ b uw u® & Qg wepauf L@ & G Qummman

o saiGou 5 O g "Assign 3" Gar tewer @ &0sT &. B o1
u Fulewesr Qew ur Go®4 @ ST L U B 6r SIS QUYL G
Isart 2 g Car yapulleyy — "Assign4" erewr Cad) . 19 e Cam Lewes

ep(h)%.

"Assign 3" @eer o1 Fp & Oew ur B 2 5 Q ST L U B er
asL0ms Sygmer o1 augeaieon g "Assign 5" e p Quuwf  o.iog
Car yeoopWley) ysemer Gshl &. 19 a1 Car Levat ep(h)s.

What is a computer?

A computer is an electronic device that manipulates information or
data. It has the ability to store, retrieve and process data.

You can use a computer to type documents, send email and browse
the Web.

You can also use it to handle spreadsheets, accounting, database
management, presentations, games and more.

Qew ur @ 2@ 4

What is a computer?

A computer is an electronic device that
manipulates information or data.
It has the ability to store, retrieve
and process data.

You can use a computer to type documents, send email
and browse the Web.

Cew ur ® 2@ 5
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[[[6.3.6 & O ens ,Peo & seflerg (Bullets and Numbering) j}

allgeuemid L &

20

-

17

| There are two types of Memory. They are,
Primary Memory
1.I. ROM
1.2. RAM

1
18 2. Secondary Memory & Bit
a) Hard Disk < Nibble
b) Floppy Diskette B

c) Pendrive
d) CD/DVD

19— 16

2. 6.17

16. ® @o o ww (BulletList)

17. @e & 11 1gw (Number List)

18. u gewp o gw (Multilevel List)

19.8p u® s /19 ewewfl BlwH®s (Shading / Background colour)
20. a1 wawud®s / alafl 9%ks (Border)

saucsll & 1 Gs Cs® s eur Sw sep & wu H  (Paragraph) 9falelln &

@& B GO W M U &I LUDMIGDT 2 LG & (Lplgy . eeleyy , LNosmesr
u uwed  @mu@ud)  (Multilevel list) 1 geop U Queew Hr 9 Us G
9 U@ UL LPEDSEGT  OGWLITETE

®  alews LUl (Keyboard) o ar Tab gmailevws yup Fis.

® sresr U Quw L & L QUG QeveTals &, LU SD
u uwel @miud  Shift + tab Frallevw 9up ZHis.
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21. plp w5 /19 ewewfl BlplBs w p Yo g & afefl LGS

icrosoft Word (g)
Seuewnt Gevar GlgheayGlF .
¢ Page layout Page Back ground t9Madley
ar Page Borders @ QzilayGls .

Click on diagram below or use
buttons to apply borders

Apply to:
[whole document ¥

o ][ o |

¢ Borders and Shading Gl#r  evm_
O 1guieny  Borders / Page Border /
Shading @Qever  GlgMayCls &

¢ 0k Q& s.

ibreOffice Writer @)
u B g 49 aownl ppOGS

Qsm_ urs

¢ Format — Character — back
ground @Q)eSls &I Cpemeuwime
19 eewfloow OsfeyGls .

aflafl 1y Qsm LTs

¢ Format — paragraph — Border
@B g o Mw adafl oL
CsMayGls .

Speuewt B & Olummm SLomer

B @3 GOs &

¢ Format — Page — Background
@S &1 Glum@m Lomet Bl
% GlaMaOs 5.

aflafl 4 Gsm_ uTs

¢ Format — Page — Border 2e11_r15

Qumay swrer alall ewesyy
aflafl L9 smewr  Blp sy

CsMay6ls
¢ Ok Qg 5.

Different type of software

< Antivirus
> AVG
»  Semantic
> Kaspersky
< E-mail
» Outlook
»  Yahoo mail
»  Gmail
% Games
»  Worlds of Warcraft
» Carrace
% Internet browser
»  Firefox
»> Explore
» Google
% Operating system
» Windows XP
»  Windows 7
» Linux
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((6.4 Speuewr Slewer Quomaa KB (Formating Document)

)

b swrl & gyeuewt 9 @& H9F Boer Glgalleursey

S0 FBILOTHR]

Ou m Gar us & u GCeoup 9 & T2 LG $ (LPLYL

[Contcompmie | 1. euges & (Shapes/ Objects)
> | Cloud Computing Y2 s
( Pictures / Images / Clip Art)
e - 3 @oluiks (Symbols)
= “@ . 8
N LT 4. 9 Louemenis (Tables)
=
g
( 715 Gw of uy < &Y Yy
2 L T = (Header and Footer)
g:;zrycn;lgz::guil?ngn;i ;zﬁxeur:]keg?pica”y 6 L & @@) PHb &
2 proch whercby shared 4 (Page Numbers)
resources, software, and
7. H7 & (Columns)
devices as a utility (like
5 e electiclty. anid) - over 6 |8. Glar Femev (Word Art/ Font work)
\ —
Wiki© 2@ 618

(((6.4.1 ageaip (Shapes) ugo &ep (Images)

)

B % swrl & yeuewr Fener Lbs

Ogaleurse) sou Pagwrsey O m

Qa1 s @ L seery (Images) augeu seery (Shapes) o aflevr .

@3 Osarpsed g & (Images)y g augar &

(Shapes) Ggear LI®

QL & plowst geaw (Cursor) e g Yo op 2 afll(Hs.

a

L gewuy

Microsoft Word Q)

Insert  gouy
uw U S
¢ ageuemp LGTUY
Insert — Shapes @ Ggilaj6ls s.
¢ 2w auges B g Qsm_ &
Sgmast  Glnwy SwreT QL & &
Quw g1 oo .
¢ U Foear @Rz @ Insert @)
@w & Picture / Clip Art &
GClgMayOs .
¢ 5 s ol 1
Do & Csr s

D

LIgLo SHenes

J
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LibreOffice Writer @)

¢ U yw o ecuiey erlnsert @
uw U® His.

¢ ugeuedwn UgTU) Insert Objects
OLE object @ QslayOls & 9 g
Drawing Tool @ed5 g
e & g Qer & et
efw u & g @ (Drag) @ s
O ey

¢ 206 uyw Goar GO G
Insert — Picture — From File o
OsMeaOs .

¢ 5 s alp oy
Pn g Osr .

o Mw

LIgLo Gener



QY Fener

' E-WASTE || /u- 8o
m— s FLp  DIGUF Sl
YY) 3
/ ugel % ULl Fenes
9jerallen e / UL ZHener
Lom miaud & /_c"'l & 3 &
e e
23619 UL & wg FT Fow PUp FD F
<<<6.4.2 allgel 9| 60Fl LiglD SENeT allgalend I >>>

210G gauewT Py o 4G Fw UL I G g Haver Csameu
Gs U eugeuedw &  Gar eTupyy . S garaienaryy  Bln Fevesyy
allefl yseery  (Border) w oy QL Seeny wr P Qar er woiguy
(ep 620) U & o wax e H w71 P sar OF W L T IS
Bg & Qow e & Ger_ & Qsfls G B . ety G 0Cs®h %%
9 er Gsm mp UL 9 WE A BT  UGILD LG ST HIHAT
u e wewest Lw U®R F LPLpL]

{ Microsoft Word pri_mad auges Sever aigaien & Lw LB & L)
25 FH@Had

Picture Tools

ﬁ | Format
SN

LibreOffice Writer gup sow 5 ovw u® s u® sBal U el

CEEEE PoasEB-F-h-B- Sl

el

Graphics v

(643 @Bi@s (Symbols) )

gt senar  swrd @ Gurg u GCeupy @ouiGsmer vw Ub S
Gau 19 o U@ . eaflay BT Lw UB & alews uewensuid  (Keyboard)
@n 19 L yarey GOWbhsCear stewt L®BS per. eerGeu, GewHs GmILi®
sevar QU p Qa1 ws @ L9 uw U LpDSer aswrer Gar (B
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Libre Office Writer (3)
Insert— Special Character  eLpev
@p & UG F LS F o o1
GOGs®ar Gz Cz® s
OK 8% Glgm_ @eus eLPGV
Qo § o LG S WLy

Microsoft Word (3)

Insert— Symbol epev Do & UG
F L5 5 o ar goluiGsamer Gz
Os® & Insert LBg QFrL GHous  epew
Qe 5 o 4G S Py

( 6.4.4 gewed U, iy (Header and Footer) v m v & 6o & N
(Page Numbers) y

Qeuewt & b P F Fevsseer o heur & Cuig s L, I

@o y Gur perey U e & @I ubeus o 3351E . Qs &1s Insert
Header and Footer 1o my Insert Page Number @ewesr ww wu® 9 yeuest 3 &

Qe swresTeuTy S LY, g &GP L b O L &6l SFSoary @)HS.

( Microsoft Word (3) )
g U, Iy GP L sBais

(645 By (Column) )

u Pflewss 1 p  F Possmer oGt @ Cuig Q) wFHwres
9 s uw u®B & URSDS.

Bloevnes  @p s eufleow / U Feow s L AL 1p & Y OF S L
H L 19 et Garevau Cs U @QL UL @y . Qs s15 Lpsad & L & L
afeow / U Heow Osfay O0F & Gau B

Microsoft Word (3) )
PageLayout — Columns — youewt & &

LibreOffice Writer (g)
Formatting — Columns — 9j,a6w7

8 @ Ourw swreeunn By
Cunw swraraum  Bl7 Sef er EX 61  ewll ensew GFMay
el wsemw  Osllay OF . OF .

7
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GFw uT®

. 6 & vw u® & Ger wepeuy) u® & Gw OQuimpedear Hp g
9 euwp Gew ur e Guw Osr a1 YPw u FOwT @D  Hw G

@55/7 &.

Qew ur ® 26 7 Q &1 L u B or u Fulewer o LB Fib.
9 o1 4% 1 L U (h OTUTD ST QUL F. Y & H6UCHT
& & ‘“Word Pass’ eter  sL_6y GlFm ewev aulp @eug  'Assign 10’ erayy
Quuwm o sergy Csr yeoopley G .

Electronic Waste DisPosal

lectronic waste (E - waste): what is it and how do
we get rid of it ? outlet or it contains circuit boards or chips, it is
This term applies to consumer and business most likely e - waste. These products can contain

electronic equipment that is near or at the end of its useful heavy metals like cadmium, lead, copper, and

life There is no clear definition for electronic waste (e - Cchromium that can contaminate the environment

waste) at this time, but if you can plug it in an electrical Do NOT dispose of these items in the trash or your
recycling bins.
Examples of electronic waste include, but not limited to :
* TVs, computer monitors, Printers, Scanners, Keyboards, mice, cables, circuit boards,
lamps, clocks, flashlight, calculators, phones, answering machines, digital / video
cameras, radios, VCRs, DVD players, MP3 and CD players.
* Kitchen equipment (toasters, coffee makers, microwave evens)
* Laboratory equipment (hot plates, microscopes, calorimeters)
* Broken computer monitors, television tubes (CRTs)
i
i

H Student E - waste Recycling Options

Any laboratory equipment that has the possibility | [If you live on - campus you can dispose of your electronic
of being contaminated with chemical, biological, | |Waste easity and conveniently by creating a Fix It Ticket or
or radioactive substances must be cleared through | |contacting your college maintenance office.
EH&S and Departmental Facilities Office before If you live off - campus, learn more about the Sants Cruz
disposal. County electronic waste disposal program:

-
mmmw

Additional information on disposal / recycling of e - waste and other regulated items can
be found in all college mailrooms, Graduate Student Housing Mailroom and the Village
Laundry Community room. Multibins are blue cabinets built to collect batteries, small
electronics, printer cartideges, and CDs. They are located in every college mailroom.

Qew ur ® 2@ 7

/6.4.6 3 Leuewewrs (Tables)

N

VY 4

Speuewt seer  swrh @ Gungy Hev sraysmer o Leument Ub S
Crpi® . s Oser o Laueeur meer  Qumm Swrs  Swrm g
Osr ar Gou @ . OQar  wepaufl UG s O Curmel Q@5 sTer ousF
s  srest UBS per. (2620 @ T ).
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Split
Cells

9 Louewew & yuFw u®b  Blegs  (Rows) w my  plr & (Columns)

6T LU D2 LG S I DG IS

Quww p aufls 1w m BT FdeTh GHS

Cuewds aulls  w pi BT s@ar 2 LG 5

<9 Leuamenruiley a1 sev  Faflewar Qevent 5 . (Merge Cell)

9 Louemeniuiey or @b v FPewar Liew Lts Ferns LM & (Split Cell)

9 Leuemewt & B Otk %

OCer safl  Hewsullever or mis (Changing Text Direction)
Gum p uw wFHs srer LGS Do

TIME TABLE “\
Time | Monday Tuesday Wednesday | Thursday | Friday
Merge
= / Cells
Interval </
>
8 E < Text Direction
< =<

2@ 620 o Leuemenr (Table)

9 Louewewt swahl & ailg

\

Microsoft Office Word (3) w LibreOffice Writer (3)
Insert—Table @9 G5z, ® Table — Insert — Table @ 2 1@
Gungwner yetey eufls b EER
m Bl soar Osiey GF . ® Inset — Table yeu@uiomer
<9 g Insert—Table @) 9eud Blevs w m B soaer
wLDIesT Blewgs o mi B AUY G
FEGT QUL (G5, ® Insert @ OQor @s.
OK @ewer QaFr_ &s.
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¢ 9 Lol swrl & wp @ 3 Leuaewt / Blogs [/ B &/

s L & Pwe oop Osfaylts s.

® o Lamemtilyy a1 & L sa@p Horlu <y & Q) & @ BbS U &

alens Ly HeoF Fralls < g Tab #rall o wg & iy 15
Qe s Gur peu ep vw Uk S LpLpL]

Microsoft Word er
9 L_@IENG

Insert Page Layout References Mailings Review

NCEIEEL EE N EE ST -t
Select View Properties | Delete | Insert Insert Insert Insert | Merge  Split AutoFit | =3 width: 2|t oistibute Cotumns | = nIHDTm Cel
- - i

Gridlines Above Below Left Right Cells  Cells irection Margins
Table Rows & Columns s Cell Size &~ Alignment

Home  Insert
[¥) HeaderRow [V First Column Lrshading ~ - Z -j
[ TotaiRow [T Last Column - [ Borders|~ ¥ pt .| S B
. - - Draw  Eraser
[¥) Banded Rows [T] Banded Columns. = |® ZPenColor~  Taple
Table Style Options Table Styles Draw Borders

9 LeuemewOur ep swifl & o swrer oL Ger 9 Leuement H@ad BrLm GFw L
o7 9 @ .2 sam G Gs® & U L & Leuemew Bloog / By / s ser Csame
Gs paummy @up sow & st ear @ & er Design w py  Layout primewey Gshey
O &Q&m a1 Loy

F FOET QT g &,

. Qe & 61® LT & Bloog / Blr seear CsMeayGs .
2. Table TO?IG\@ Layout pr_maflay er Merge @Qeear Ger_ &s.

=====

LibreOffice Writer ()

9 Laeearlur swrf us & Ceoanuner  FHmalseer
OsfayOs &. U wedey et Table 1 Yeow GFT &% 4FeS@p & Delete,
Select, Insert, Split, Merge 671 Lo eop GCseweu Cs L Lw LB Fis.

<9 &g Table — Table Properties — TableFormat @ Liw LG H 9 L oucnenteni

Table]‘l'ext FIW]CDlumns]Bordeﬁ rpackgrvound]

swi .

Line arrangement Line Spacing to contents
Default Style Left  |0.04" @
EoEes E=_ M s oo
User-defined Width Top 0.04" E]

bose B L ——m
osee Bottom 004" [2]
Color i .

r/
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Qew ur@

, L y®w u s6wr ep  Qu m Ger & Gew ur ® 2@ 8
S5y @ s1 L U (B eTuTDI O LU @ @D SWi .
C ((tj

AN 2 g5 9 o 5 yeuewr e "Assign 11" 1 @y Quwd
g 2 105 CGar yepiey CoFd Fey .

Class Time Table - Grade 10

Monday Tuesday Wednesday Thursday Friday

Period 1
Period 2
Period 3
Period 4
INTERVAL
Period 5
Period 6

Period 7

Period 8

Qew um @ 2@ 8

((6.5 sgeweuur 4 (Proofreading) )))

<<<6.5.1 aw s M B sawr KNepsemer Ho, FS >>>

FuwnsGal e1tp & evps 1w i Qo sewr  evpsener & Lo &
9 D Q&1 ST BHUSHIL Fev Clumw swrer Db & Soery Qe
a1 B .o & Lievpsesertes OFr & Feu y Fw Csr germ Qe
a1 L U@ . Qe ser eops U wFEn Casr germ Q@er &1 L UG
s L & OF w u L yeuewOwr P Q) eurprer tenpseer Blou & 6lF w
Gas  ®Cpef)

g 1:
Seuewt B T U UGS & & eow (Cursor) e1(h) g OF .

Libre Office Writer (3)
® Type — Spelling and Grammar
@ GlFr_ @s.

Microsoft Word (3)
® Review — Spelling and Grammar

@ GFr_ @s.

202



uig 2

Fou 1 Bw Perm Y @G U ®F B Herm  @ew ST L L L
Heopsemar iy Fous & Ounmp swrer GFr ewew LM geng  (Sugestion)

uGPuIp G OsMacs g Change Qener Oor G&. 9 K YysgTHUI
@ oz GFr seer (b Geupy OLw & , gefllur Quw , Goro sefl  Cluw
BT@RSel  Cuw ) F @Geus &1s Ignore @eveswr Olam Gs.

<<6.5.2 Bla @ (Thesaurus) >>>

Speuewt semer swml @& Cung pm Lw UG &  OFT FEF & UFeVTS

95 FB & sty w Geaum GCFT sewer Lw U® FHUS & U D
Ceemauwmer Qi safl QUi Fus & Bps  ® uw u® 5 UGS DS
@3 Oza,

icrosoft Word (3) LibreOffice Writer (3)
Review Thesaurus Tools Language Thesaurus
@ GFr_ 5. @ OFr_ &s.

(6.5.3 Qsr sener CzHs 1 M S M & Caum CQFr Zmerr HH )
@& s (Find and Replace)

2 sarT swumh & U L euewt & 2 er Glgr Oewr ep B &
Gou  BOlewr OsT @5 & .2 FEFOLW YouewT L L & Foer &1 L

sM1gey o2fwu OFr e Csbeaugy syanorsey Qb T . @)% Oser
Cs®s (Find) wslsemer o s@p & vw U@ & Wy . Qs Glser

® g B QU U F & Blow &1 yow ek & OF .

[ Microsoft Word (3) )
Home —Editing Ggm1@@ud Find Qever Gziey OF s.

Navigation v X

Search Document 0~

CuBw asr L u @® eateump o & u®  Spaiud o o1 euflud
Search Document eteyy QL & GCas®hsay Giwu a1 semer

\ 5 L & G s -
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( LibreOffice Writer (@) )
Edit — Find Gg1@@u?) Find @0 GlFm_ @s.
Find Next

———
% |Find E@: ) [J Match Case @

CulBe &1 L 1 ® eeumy o & u® soaiud) Cs®ks  (Find)
o7 p QL B Cshsey smar OFr oo & L & O wey .19 ar

Find Next 18g OQam_ @s.

e

o ouewt B 2 a1 @ Oer @ & wr Prms Geum @@ GFT 6w
2 U@ Slus @ Oer wr gG OF vy wEHs stewr LBS  pev.

icrosoft Word ()
Home Editing :97a? Replace 5

Qem_ .

LibreOffice Writer (3)

Edit b we) Replace g

Qer &s.

o Gz G yuw Gor Sewer s GiAw Ggr ewm G 19u) o ar Find
What 9 evgy Searchforereyy QL & & L & 06&F g Replace/ Replace All
@ Ggr_ @s%. (2. 6.21)

Find | Reglace | GoTo |

Find what: [i El

Options: Search Down

Replacewith: [ I

| Beplace | [ Replaceat | [ EndNext | [ concel |
2. 6.21
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QeFw ur®

b & ww u® & Q1 wepaf u® & O Cummeer
(((“ @o & 9 aum OQsw ur oL OF .
?a l. GQew ur & 2@ 9 Q Gar® 5 u B o U Poow

s L & 6F 5 19 o & & gyeuewr eng "Assign 12" ergyy
Quuwm  Gasr yepulley Cad sey

Cloud Computing

Cloud computing is the delivery of computing services over the Internet.
Cloud services allow individuals and businesses to use software and
hardware that are managed by third parties at remote locations.
Examples of cloud services include online file storage, social networking
sites, webmail, and online business applications.

The doud computing model allows access to information and computer
resources from anywhere that a network connection is available. Cloud
computing provides a shared pool of resources, including data storage
space, networks, computer processing power, and specialized corporate
and user applications.

Qew ur ® 2@ 9

9 eumw  weopull  peuewt Fey o1 OFT Her Fh His.
* Businasses - Businesses

e Camputing - Computing
e Natwork - Network
e Prommises - Promises
¢ Resourses - Resource

9 a1 erp & w m Qo e  epsdar & LB F Yo D
o1 @@ &1%. (Spelling and Grammar)

Qer Gsbhs wsGuiewer Lw ub & GO Qa1 & U G or CFr
seamar  Cx(hs.

Web mail, Information, Storage

Ogr seer om P& (Replace) O 3  ausBiewesr Lw LB & 9 euw
QgFr seer r PHOF .
* Business —» Trade

* Expensive —» Luxurious
e Connection —» Relation

Qer sewer or BB GF & 19 o1 ysewer 'Assign 13' ety Glwif
2 garg Gsr yeopuilsy (Folder) Gad @s.
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(66 & a@s (Print) )

(((6.6.1 o s @ sr A (Print Preview) >)>

swrf & @y S Yot Foer 9y FL wp T Y eing Csemeu
Gs peurm augeuenn 1% (Format), 61 ewevs  (Margins) Cum  per silwns o &
L u@LoT eTes Yeugnest] LG & (p ST & (Print Preview) 2 say%  mgi.

(662 o &@s (Print) )

ot Faer 9 FRs & LI up s;ad uw U®B F UGS DS

File — Print @ GgleyGls wy Cung < PReus s1s Oer i  Gu 1y
Feor s OCumy

Microsoft Office Print o gy LibreOffice Print

Print

@ Copiest |1 =

= General LibreOffice WlllelIPage Layout |Dptions|

Print

—)

Printer

;7 HP LaserJet 2300 PCL6 Class Driver

@ Beaidy = Send To OneNote 2010
Printer Properties
Settings 5
”EI Print All Pages =
" Print the entire document Range and copies
po ® (@ All pages Number of copies
=] Print One Sided . O Pages 9] Collate ﬁﬁ
=| Only print on one side of the page Selection
EE ?:I;tefm - - [_] Print jn reverse page order
. B . Print
h
Portrait Orientation = Comments  |Mene (document only)
Ad -
8.27" x 11.69"
[re=s
‘ Custom Margins 2
o—a
IDI 1 Page Per Sheet - | oK ‘ | S | | Help
Page Setup
2 @5 6.22 MicrosoftOffice Print 2@ 6.23 LibreOffice Print

b & ww u® & Ger weopaf u® s 6w Curmel =g LeL Ul

Fn 5 u® Oer i Gu 19 19 @ MuFPF®eT aUp HHDII.

*  euemt Peovar  FReus & Clunmp swrer o Fw Hy Dever  GClgdey
O 5

* o G Gou nug GsMaOs w U L @ U & @SWT 3 F LIGV

U & S@ETUT 9 g (P palewt esiyordeuer G wrefl g (Current
page, page 3 or All)
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*  Ou p Qasr o1 L@ WBsall o1  owfl wsswer § el $  (Number
of Copies)

(6.7 S & ¢ Menewr L (Mail Merge) >>>

swrl & U L eur  GuoL. , S0 I % FT Ml Gur pes e
uev@ & aIBCur® &0leuesr swmhl us & < F & DPevewr 1) (Mail Merge)
uw U@ 5 u®S pgH. Qs Curg Gl OQurmel Gsd & ey & L L
B0 9 @G 2 FetT I F & pPeewr ewu Lw ub H swrh $ U G
o et & U L ggoysemer Lw U®B & (LPL . FID G P SLTV L
@5 & s seery @) B < F (wpLguy

9 & @ povaw Loear G G&T or
* s 2 Ferg Yol g & L & 0F way

BIa| Lpev LIS TeT 9|0 68T
(Data Soure) (Master Document)

2 F @ Do L F9F & , VTF (LPF L] DL WITT
Cew Lr®: (Letters)  (Address Label)
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f )

ﬁicrosoft Word @

e 5 L 1. Mailing @ Gsfa6s s.

® 5 2. Start Mail Merge — letter @  GlgflayGlF .
(Data Source) g ) orent] & 9 g CsMa0ls .

® 5 3. Select Recipient — Type New List @0  GlgflayGlF .
sauet] &: o $a1CGou Gahl & 1 L sgayseer O m OsT er
@euafl  Use Existing List @ Ggflajols .

® 5 4. New Address List a1 p Gaor ewm Ou iy or &I w
safl  Customize @ GFTL GaUF epew YU & & o D
alsons e seer  "New Address List window"all  om g
DIGID F@ . ICHUWITAUGH
a. Add (9w yov @ s1%)
b. Delete (yawGlor  eop B GHous &)
c. Rename (yew & OQuuwiflener om mieus H1s)

®s 1 5 w1 p smar 6F g OK @ Ger say

035 L 6. Gzoeauwrer ssa swer & L & 6F we . Q5 & LI o
el em L LG Fef
a. New Entry (4w aJevns & s1s)
b. Delete Entry (afevngGlor  flever 5 GHous &)
c. Find (G#h) &1 ooy 5 1 B a1 wpasaufQur pPlever  Cz®
UG HMTH)

o5 . 7. wr p & 0F g OK Qewer OCgr_ & GCad sa; . wpseur
OsrgFuiear (Address Block) o (pour say v U@ Fe
9 eumeuestay emm L9 L mis.
a. u Geaup oot sewear OsMey 6 w More o LS
uw U@ Hs.
b. o 8 wsafsmer o & Wosulser ¢ UOUS &
Match Field @ewesr ww u® s wprguy

e 1 8. Qurw swremeury wr Blw L Next <« ewg OK g
OFr_ sy

s L 9. aur g eufluiewer (Greeting Line) Gs & Csr o1 Q)semer
TRCITY

o5 1 10. Qurw swres wpepud wr p G g 19 Next & g
OK @ Ggm @s. Insert Merge Field o1 wewg ww u® &
Cuw®s gy smer GCF g Oasr o1 @y . % Cser
Bleoew &1 19eww (Cursor) Ggeweuwrer QL & Mo FHa
L9 e

®s5 1l InsertMergeField @ Glgm @eus eapew Caemeuwnet Ljev FHenar
24T B Gr soy . J
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Oeu Gouprs 95 swer Gu m QT e,

® s . 12. Finish & Merge Edit individual Document @Qewer Gsflay GF 5.
o35 . 13. swil & U L 398 Somer Glurmp Swrer epud CFd g
< ey .

LibreOffice Writer (3

s 1. Tool » Mailing Wizard & GsfeCs .

®s5 2. Select Starting Document — Use the current Document — Next @
OsMa6ls .

® 5 3. Select the document Type — Letter — Next wpseudl L 19 wenev
o BUT & 9 G Osiay OF .

®s 4. Insert Address Block — Select Address List — Create @ Gz fay0Ols .

*souasl] 5 o saiGou sawllaiiud o o1 & U YW S STyF®GT 5 (B
Ou m Osr ot Add & GsMeGs s.

®35 5. New Address List a1 p Qgr ewr. Gu ©Quiey or v Fever
Customize @ GF71_ Geus epev  euewr & & OLTH SLomes
algons wr P Csr etey . 9% Gl :
a. Add (y®w yeGior m &ms)
b. Delete (LjevQiom eop 5 Gaus &)
c. Rename (yeGor M Guuwfenest o micus FHms)

uw U@ k.
wr p 6F 59 OKa GFr_ sa

-
.‘-"\

e 5
o5 L 7. Ggoweauwner sgoysewer & L & 06&F g &
a. New (y®w alevrs & F1s)
b. Delete (aflowngGlior  eop B Gous &)
c.Find (G & 1 B o1 allewrs s GCs®ous &15)
uw U@ Bi%.
o5 1 8 wrp OF 9 OK @aer Ger_ @s..9 er GCurw Fomer
@ & Gurw swrer Quweng @) & G#d g a1 ey
. B8 ® OK Qemer Ger_ ey .
o5 10. Insert Address block gmaryr @ey ear 2, 3,4 =, ugepDIar
P & popwns 19 U pey
a. wseul CsrgHul (Address Block) alevrg  yewow Gou  gw
alls Fevear § el 5 . @ 19 BT DISTH LW
u® s b
b. u Geaumy wpsaudsemer GsMayGls w (More)

® 5

-

C. 8 & wasafamer 2 & (psaufsepr & LIRS &
Match Field @ever ww wv® s wpgu .
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es L 11.
es L 12.

es L 13.

es L 14.

Qumr swret wewpul)  wr p  6GF H19 Nextg Olor Fay

adlafl ysewer o peur & (Create a Salutation) @) & mery eng
uw U@ &% Qurm swresteun) wr p OF .

Next @ OQar Gs.

2 garg alewrs Pever @(Beus @& Adjust Layout of Address
Block and solutation erey #mery eg Lw L@ H%. Next g
Qom_ &s.

o35 1 15395 s Gu p Gasr Geaumemy Gz 0Cs® us &  You

o5 L 17.

es L 18.
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w1 5 w $1 feow Gu m OsT erey Preview and Edit
the Document 61 p smary ewg Lw UG HH. 19 e Next g
Clan_ ey

. Personalise Document grery &  apev  allowrs semer  Gsig

Ou p Gasr ety Soueswst @ @D SWIh Fa (LpLgYy

Return to Mail Merge Wizard @ Glgm @eus epev  Mail Merge
Menu @ @enewr . Next @0 Glgn & Qi .

v Geumy afigwonesr Gadl Ly w m <& OF® U &
Save, Print or send Document g Lw U@ 5.
Save starting Document- 9ji¢ ven $195 5 CGFbh U &

b. SaveMerged Document-.oy & Qe L) GOF & a195
Gadl us G

c. Print Merged Document-oy & @evewr Ly GF & 5195 5
2 POz &

d. Send Merged Document as email - & & @ewewr j G %
985 g LD a1 & 06F g &.



b & vww u® g OFr  wepeauyl U@ $ G GCurBer
Bn & 19 @ Osw ur eer G GET .

1.Qow ur ®eml0@ &1 L U B aTsys Foars L &
OF &. gy ufleny "<>" ety e wner sy  dysaflen Gw
s U B a1 Qem sewery $ L & OF w G L
@5 Oser g @ Oealaw al®s. 5 LI o1 ysaer 'Assign
10" ety Quuwd  Gar yeopuieyy Cabd sey

Computer Resource Centre
Senkadagala

28.04.2014

(Title» «First Name» <Last Name>
<Address Line 1»

<Address Line 2»

Teacher Parent Interact day

Please take this opportunity to discuss the progress of your child
«child’s Name> by meeting the class teacher on <Date» at <Time»
at the classroom.

Principal

Qew ur ® 2@ 10

9 F @eewr e Lw UGB FIE. (WSl L Qw  /FIejaeT §) F15

GG a1 L u B o1 < Leuewesws Gum p U & BU SEF &
e youg Gz u wpseuflsamer 2 afl(hs.

. . Child- .

Title | First Name | Last Name | Address | |Address 2 Name Date Time

Mr. | Chaminda | Sampath | Pelawaththa |Battaramulla| Yawaha 26.06.2014|9.00 am

Mrs. | Pushparani |Chandrabose|Mattakkuliyg Colombo Derwin {26.06.2014| 9.30 am

Mr. | Mohamed Amith Hill Street | Dehiwala | Sharmila 26.06.2014{10.00 am
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QaFw LT®

L 5 & vww u® & g1 weopaufl uk s 6w GCurmear
B s &G sT L U B T Yeuewr semer  FwWh & (Lpw

Lo 8 say .
((( ° o1 D5 * 545
g * Ao U5 * Iyplel %
® &% W L LIg6u ° LGNS

2. b & swurl Yy soar GFH Fa) .19 a1 o Plever 9y Fa .

3. PDF Gasr yseer o (paum &6/ .

4. 1Dsey YPswrs Lw UB UG GFT wep ) u® $ G
Qurm seer U wQw UG His.

‘<< 6.7.1 ®m @eufl smefls  (Shortcut Keys) )

sestlestl  Ggm_ unesw uesiiseear Geauswns  OF g &  Gm G
gmalls ww U® & UGS per. & eutm Uw UEB S UEB 0 P Fralls
w o geu Bl Gew utks &8 T L U B aer. Qe oD 2 Feng
Qew ur @ &1 ww U@ B Gy s B & UG & CasT @5 %

©n & aufl srells Qew ur@®s

Ctrl + N = |yPw gyeouewr @ ep O p a1 ws G

Ctrl + S = |euewr oz Gsd Uz G

Ctrl + O = | pouewr ws Hp & Os1 wg G

Ctrl + A = | gpeueswGlor Play a1 YT BFU Gz May
OF oug &

Ctrl+C = |etwp &/ Youewr sewer L9 OF aF

Ctrl +X = |erp &/ Youewr sewer Glou 1YOwh US &

Ctrl +V = |erwp & / Youewt sewer @ (BHaus &

Ctrl+ H = | Qer sewer LIHUIG OF s &

Ctrl + Home = |Beow 51 yeow Yoot 3 %1 U B &
a1k g OF g &

Ctrl + End = |Peowsr yow g 5 QoS & ah I
OF s &
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Qumfl y

6.1

6.2

6.3

6.4

6.5

6.6

Qer wepaufl UM 3 o L yeuewt smer Fwrfl 5 UG

@3 Osar Gar  wepaufl Uk & O OCurmeer vw U@ H
Qe F IYPGUB F s Hur & OsT s G YO Y)))
G ugs @& GCaeeu Uy  eu ep ar QO g GCasr g &

< & L8 a1k sa) Wy

veauswTear GFT wepm euyl UG F Gw Qumm %  STewr
u®% per. Qe Ml Fev  LIGwT Car® &I Ou m Osm er
wyywriey Qeewiw sor & Qeveusons uFalp & (Download)
O g sefleafiud Blpial) OCsr ertewr .

ySw gpeuemr @ eop swrfl ug srer @y Hwuelllw s

* yBw yeuest g  Ou my Osm er

* Gahl & wep b M ot s ep(hS

* Gl @ ot 3 e o S

Speuemr @ eopm gwurfl @ Gurg seuer H OCar o1 Geu 1gwemeu :

* L $6ULY6UEHLD L

* Oslley OF vy weps

* QeI F i 6P &I, QUG Lf, L F algeienip L,
Qo s 1w & CEIIGs , Pipei

Spauentolor  Hlevar augeuemy S

* e & , Uy soear GF ey T p & 6F S

* GPiGFer Lw LR S

* GOw @) yw oy & o y u sea GCur pe e
Gr %

* BT ser 2 (heuT &S

* 9 Lamaisaer L& S T p & 6F s

sTmaur S8 S & YGrH a@ sV

*  gar Hevps w p Qe s Levpsamer & LpPley

90 5 G sa
*  Bls @emer ww UbB S
*  Qar sewer Cs®s w m w1 p 1 seer LHUI®B COF
*  euenT ser 3 GCFR

S & Qewewr ur & OF 5

*  FIe apev ®F Swr 6F F
* 9 F Qeew L9 @ Ly soar CF 5

* o G s
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