Task bar and Start Menu

THi
mi.Kifha Task batfla iy
Start Menutfla fikia Issiu
ioyd Control Panetfla
Task bar and Start Menu
Ndu;d |, yel'

01. Control Pane]=<skdask bar
and Start Mentj; .uka
Irkak'

02.tag my; mRE  Task bar and
Start Menu Properties Dialog btixefi'

*  1%shd urys; jQ uqg = Ctrl + Alt + Delete

03. fuysTask bar appearance , Task bar Location On S¢re@ndkj, Thng wjYH
mrsos ieliSu isoqglr Apply , Ok Click Irkak'

04. Start Menufla fikiali Isiu ioyd by; Dialog boxtfla Start Menu tatl
Click Irkak' tys  Power button actiotli Tng wjYH mrsos fjkia Ir th
we;=,;a lsrSuioyd Apply , Ok Click Irkak'

SoundieliSu
Tfi mR.Klfha Sound ieliSu ioyd Control Paneltfla  Sound
Ndu;d I< yel' fuys§ wmg mB.Klfha auO wijia:dj,8§ ( Close Programme , Select ,
Minimize , Menu , Pog Up Open Programme , [%ghaldi du Wi n

ioyd Sound,nd Eh yel'

01. Control Pane|=<sk&oundfj; .uka Irkak'

02. tug,efnk  Dialog boxtfla Sound tall Click Irkak'

03. tag th my; mRE &'

04. fuys Programme Events<sk&ound,ndEh hq;= wjia:d f;darkak’

05. bkamiq my<ska weSounds=<ska Tng wjYHSound Namélla f;dard
Apply ,Ok Click Irkak’

06. fiwdldrhg Soundnd8ul, vyel

Filesiy Folders

*  File tlla hkqg o;a; hi m%udKhla .nvd Ir ;nd.; yels I=vdu fldgihs' thg kula (

Name) ,

j¥.hla (Type ) ,OdB;djla ( Size) ,.nvd Ir we;s ;ekla ( Location ) ,yd th Ndu;d
I, wh

ms<sno Uia;r ( Access Permissionjgks IreKg mj;S' Files m%0Odk jYfhka fldgia 02la
m;j;S' th

User Filesy System Fileswm tiska mR3.Klfha .nvd Irk Files User Fileki fo'
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* Folder hkq Files fyda fijk;a Folders.nvd Ir ;nd .ekSug fufyhgi moaO;sh u.ska
ks¥audKh Irk
fuj,ula f,i ie,Ish yel'

* C. drivetl ;=< Folde ks¥udKh 0 we;s wdldrh my; mRE +ladh yel'

C . Drive
Windows Users Programme Files
Dell Students

Filesiy Foldersiu. jev IsrSu

mrs.Klhl wm jev Irk Ug Filesiy Foldersns<snoj b;d fydo
wjfndaOhla ;sih hqg;=h'

Filesi y Foldersks¥%udKh IsrSu
Create Folders And Files

mrs.Kifha Foldersy FilesiEoSfi§ m%Odk IreKqg 02 g wjOdkh fhdugq I< hg;=hs'

1. FiledydaFoldersoyd w¥a:j;a kula ,ndsu'
2. FiledydaFoldernvd Irkafka ( Save )=uk ia:dkfha8 hkak ms<snoj

Desktoptl ;=< Folders ks%udKh IsrSu
Create Folders With Desktop

1.Desktoptfla ysia;ekl  Right ClickIrkak'
2.tag ,efnk Short Cut Menufla New —» Folder Clickkak'
3.tug ,efnk  Foldertfla mj;sk ku uld Tng wjYH ku Typelr  Enterlrkak’

Documents:=<Folder ks¥%ulh Isiu’
Create Folders With Documents

1. Documents=<g .uka Irkak'
2. Tool bartfla we;s New Folder Clickrkak'

3. ,efnk  Foldertfla mj;sk ku uld Tng wjYH kula ,nd § Enterlrka
* T Giska ks%udKh Irk ,0  Filesiy Folders, ku fikia Isiu Rename Your Files and
Folders.




1. ku fikia Islug wjYH Filetfla fyda Foldetl u; Right ClicklIrkak'
2. ,efnk Short Cut Menufla Rename Clickrkak'
3. mj;sk ku uld Tng wjYH kula ,nd § Enterlrkak'

wkjYH FilesfydaFoldesbj;a Isiu'
( Delete Your Files and Folders )

Tn tiska ks%audKh Irk ,0  Filesiy FoldersvkjYH ki uld bj;a
l, yel' tug tajd
uelSug fmr ;snQ ;ekska bj;a U Recycle birtl ;=< ;djld,slj ;ekam;a f6' wjYH
ki tajd kej; ,nd
.ekSu fyj;a Restordsiu l, yel

1. uelSug wjYH Filetfla fyda Foldetl u; Right ClicklIrkak'
2. ,efnk Short Cut Menufla Delete Clickirkak'
3. tugwod, Filetlfyda Foldetl Recycle birtl ;=<g we;=<;a Irkafka +hs Guihs'
( Are you Sure
want to move this folder to Recycle Bin)
4. tagtu Filetl fyda Foldetl tu ia:dkfhka bj;a u Recyclebin tl ;=<
;djld,slj .nvd o'

Filesiy Foldersmsgm;a IsrSu
Copy Folders And Files

Tng wjYH ki Tn tiska ks%udKh Irk Filesiy Folderg, msgm;la

fik;a ;ekl .nvd Ir ;nd.; yel' Desktoptl ;=< fj;ska mj;sk Filetla Documents
:=,g Copylsiu'
1. Desktoptflys mj;sk msgm;la ,nd.; hq;= Filetl u; Right ClicklIrkak'

2. tag ,efnk  Short Cut Menufla Copy Click Irkak'
3. bkamigbocuments=<g .uka Irkak’
4. tys ysia;ekl Right Clicklr Paste Clickrkak' tag Desktoptflys ;snQ wod,
Filetfla msgm;l
Documenj=<g ,efi’

Documents;=< mj;sk File tlla tys mj;sk Folder tlla ;=, msgm;a
Isiu’

1. Documents=<g .uka Irkak’

2. msgm;la ,nd .ekSug wjYH Filetl u; Right Clicklr ,efnk Short Cut Menufla
Copy Click Irkak'

3. tu Filetl msgm;al, hg;= Foldetl Openlirkak’

4. tys ysia;ekl  Right Clicklr ,efnk Short Cut Menufla PasteClick Irkak'

Move Your Files and Folders

Tng wjYH ki Tn Uiska ks%audKh Irk ,0 Filesiy Folderdng wjYH
ekl Movel, yel' tys§ isyjkafka wod, Filetl fyda  Foldetl mj;sk ia:dkfhka bj;a
u fik;a ;ekl .nvd Issluhs' Desktoptl ;=< mj;sk Foldertlla ;=,g Move Islu’

1. Movelsiug wjYH Filetl u; Right ClicklIrkak'
2. tug ,efnk  Short Cut Menufla Cut Click Irkak'




3. wod, Filet Movelsiug wjYyH Foldetl Openlirkak'
4. tug wod, Filetl Foldetlg Movefd'

Filesiy Folderswod, ia:dkh ;=< ms<sfj,g ieliSu

Desktoptl ;=< mj;sk  Filesiy Foldersns<sfj,g ieliSu’

1. Desktoptflys ysia;ekl Right ClicklIrkak’
2. tug ,efnk  Menutfla Short by —» Name
Size
ltem Type
Date Modified
3. fuhska Tng wjYH [%uh f;darkak’
4. tag Tn ,ndyka wdldrhg ms<sfj,lg ilia fo'

Create a ShortCut (fldaUIU ks¥audKh Isiu )

Tfi mR.klhg yykajd § we;s mR.Kl jevigyka fj; myigfjka .uka Isiu
ioyd ShortCuks¥wudKh Irhs'

* wm fuys§ mR3.Klfha nyq,j Ndu;d Irk jevigyka Isysmhla ioyd ShortCuks%audKh
Irk wdldrh n,uq’

1. Desktoptflys ysia;ekl Right ClickIrkak'

2. tag ,efnk  Menutfla New —»ShortCutClick Irkak'

3. tug ,efnk  Dialog boxtfla Browse Clickirkak'

4. bkamiqg my; wdldrhg wo d, jevigyk mj;sk ia:dkh f;dard fokak'

My Computer My Computer
Local Disk (C :) Local Disk (C :)
Programme File Windows
Microsoft Office System 32
Office 12 Ms Paint
W  Window
5. fufia wod, jevigyk mj;sk ia:dkh f;dard NextClick Irkak' bkamiq Finish Click
Irkak’
Change Your ShortCut Picture (fldaUIU tll rEmh fikia Isiu )
Tn Giska ks¥audKh Irk ,0  ShortCutll mj;sk rEmh fikia [, yel' ta
ioyd

1. rEmh fikia I, hqg;= ShortCutl u; Right ClickIrkak'
2. .efnk  Menutfla Properties Click Irkak'




3. tug ,efnk  Dialog boxtfla Change Icon Clickkak'
4. tug ,efnk rEm ;=<ska Tng wjYH rEmh f;dard Ok Click Irkak'
5. bkamicApply , Ok Click Irkak’

Computer

fuh System Icon
tlls'  ComputeNdu;d
Ir mi3.Klfha mj;sk
Disk drives ( Hard disk ,
DVD ,Rw, Pen yd
mf3.Klhg iinkaO Ir
we;sHard Ware ( Digital
Camera , Phone , Printer)
fj; .uka Isiug mqjk'
ta jf.au mB3.Klfha
mj;sk TskEu ia:dkhla
fi;  ComputemNdu;d
Ir .uka I< yel'

Recycle Bin

fuh o System Icortlls' fi ;=, wm Uiska uld bj;a Irk ,0 0;a;
;ekam;a o' tki mR.KlIfha mj;sk w;HdjYH o;a; uld bj;a |, ug ;djld,slj ;ekam;a
jkafka Recycle Birl ;=<hs'

Tng wjYH ki Recycle Bitl ;=< mj;sk o;a; kej; ,nd .ekSu fyj;a Restordsiu
l, yel' tug tu )
0;a; uld bj;a Islug fmr ;snQ ia:dkfha kej; ;ekam;a fo'

* Recycle Binl ;=< mj;sk o;a; uld bj;a |,fyd;a tajd iaOr jYfhkau Hard Disktl
;=<ska uelS bj;a u

hhs' tajd kej;
,nd .ekSu I,
fkdyel'

* Recycle Bitl

;=< mj;sk 0;a;

ish,a, tljr uld

bj;a Islu ioyd

Empty the Recycle

Binkue;s uOdkh
Ndu:d Irkak'




Task Manager

Tn mB.Kltha jev Irfika isak uUg we;ei wijia:dj,8
mB3.Klfha iuyr jevigyka m%;spdr fkdolajk ;;ajfha ( Not Responding jniq fd' tag
tu jevigyka bj;a Irk ;=re mf3.Klh Shut Dowrnl, fkdyels f&'

tieks wijia:djl§ wmg Task Managerfj; f.dia Not Responding;;ajfha migjk
jevigyka keje;ath

yelsh' ta ioyd
01.my; tla
wdldrhlg Task
Manager fi;
hkak'
i. Task bar tl

u; Right Click
Irkak'
ii. Task Manager
Click Irkak'

(Ctrl + Alt +
Delete)

* g my;
mBEWindows Task
Manager Dialog
boxtl ,efi'

*

fuys Task;=<sk&lot Responding;ajfha migjk jevigyka f;dard my<ska we;s  End Task
Click Irkak' tug

tu jevigyk 1%shd;aul uu mj;S' fufia Tng mR.Klfha mj;sk Not Responding
;;ajfha migjk
jevigyka 1%shd;aul uu keje;  auh yel'

Programme And Features

THi
mR.Klhg yykajd § we;s
mf3.Kl jevigyka
mf3.Klfhka bj;a Islu iy
w’;ska m3.Kl jevigykla
Tfi mR3.KlIfha ia:dmkh
Isiuioyd  Control Paneys
we;sProgrammeand
FeatureBkak Ndu:;d Irhs'

*  Tf mR.Klfha mij;sk
jevigykla mR3.KlIfhka
bj;alsiu  ( Uninstall)ioyd
mj;sk 1%uh wkg.ukh

Irkak'




01. Control Panel=<sk&rogrammendFeature§; .uka Irkak'

02.tag my; mRE  Window tlla ,efnk w;r tys we;=<;a Programme=<ska
Uninstalllsiug wjYH
jevigyk f,dard Uninstall Click Irkak' tug wod< jevigyk mf.KlIfhka
bj;a fo'
* Tnf.a mR.Klhg w";ska jevigykla InstallIsiu ioyd my; 1%uh wkg.ukh Irkak’

01. wod, jevigyk mj;sk CDtlfyda DVD tl m3.Klhg we;=,a Irkak' tfia
fkdue;s ki wod<

jevigyk we;=<;a  Pen Drivetl m3.Klhg ilnkaO Irkak'
02. Computer,=<g f.dia wod, jevigyk we;=,;a CD /DVD / Pen Drivdl Open
Irkak'
03. bkamiq Install Isiug wjYH jevigykg wod, Setupkue;s Filetl Openlrkak'
04. tag jevigyk InstallIsiug wjYH  Windowtl ,efnk w;r wjYH Seial Key

Productt!® ,nd §
,efnk  Wmfoia j,g wkgj Installlrhs’

05. tug wod, jevigyk ksishdldrj InstalljgfKa ki th  Control Paneys

ProgrammendFeatures=<
ia:dmkh U we;s whqre #l.; yel'

Install Fonts

Tfi mR.Klhg GO j¥4.fha wi=re j¥. Font Installlsiu ioyd
Control Paneys we;s
Fontshkak Ndu;d |, yel' ta ioyd

01. Fontswe;=<;aCD / DVD / Pen Drivel m3.Klhg we;=,a Irkak'

02. bkamigComputer,=<sk&ontswe;=<;aCD / DVD / Pen Drivel Openlr tys
we;=<;aFon};=<ska
Installlslug wjYH Font Selectr Copy Click Irkak'

03. bkamigCortrol Panel,=<sk&ontfj; .uka Irkak' tys ysia;ekl Right Clicklr
PasteClick

Irkak' tag Tn f;dard.;a
Font Control Pannelys Fonts
;=<g we;=<;a fo'




MICROSOFT OFFICE WORD 2007

Microsoft wdh;kh Usiska ,sms f,aLk wdY%s; Ighqg;= myigfika isy Ir .ekSu ilyd  Word
uDyldx.h ks¥audKh Ir we; ' fuys ixialrKhka Isysmhla Ndu;fha mj;S 'wm fuysoS
wOHhkh Irkq ,nkafka  Word 2007 ixialrKh ms<sn|jhs ' ienetkau fuh mo ieligi

meflachla f,i o ye|skauh yels w;r wi =re ghsma IsrSu jd%:d ks%udKh IsrSu yd wifkl=;a
ks%udK IsrSu ilyd Tng fuh Ndu;d I< yel’

Word jevigyk 1%shd;aul IsrSu
Start

=
o

5 . AQB| sasbcer sosseen. 2
dngl Hedes? Tk Same  Sub

All programs
Microsoft office
Microsoft office 2007

tig my; rEmfha osiafjk
wdldrhg iudk  Word 2007 m%0Odk
Ukafvdaj u;=fjh

Office Button i s W a [
Word 2007 Window tflys by< jimi fl,jf% Ms office Button tl msysgd we; ' Tn
fuh click I<ug Menu tlla efi' w¢;a f.dkgjla ks%udKh IsrSu f.dkgjla GjD; IsrSu

fyda jid oedu " f.dkgjla  Save IsrSu yd ;j;a fndfyda ld¥%hhka ilyd fuu Menu tl
Ndua;d I< yel !

.......

Quick Access Toolbar

Office button tlg ol=fKka we;s I=vd tool bar fi kiika yykajhs ' Tn nyq,ju Ndu;d
Irk tool fi;=<gwe;=<;alr;nd.;yel" Word iu. fu.fhka jev IsrSfi oS fuu

tool bar tl b;d jeo.;afd’




B H ©- O O =

A RibbonQuick Access Toolbar tig my<ska we;s menu tl yd thg my<ska we;s
ish¢, tools we;s jkafkaribbon tighs
A Text area

Ribbon tlg my<ska we;s 0;a; we;=<;a I< yels fldgihs (page ) text area tlhs '
A Scrool bar

Text area tlg ol=Kska we;s fuh Ndu;d IsrSfuka Tnf.a  Document tfla wjYH ;eklg
myigfjka .uka I< yel '

A Status bar
Text area tlg my<ska we;s ;Srej fi kiika yykajhs ' fi u.ska Document tl ms<sn|j
tia;rh ~  Document tl ;=< we;s msgq m%udKh jpk m%udKh ,nd .; yel &
Document tlla hkg

Documenttlla hkq File/Folders .nvd U we;s ia:dkhhs
1&ocumenttlla SavdsrSu

1 Office Button tl click Irkak

2 ,efnk Menu tflka Save select Irkak

3 Tag Save as Dialog box tl oelsh yel
4

tys Save in Drop down list tflka Documenttl .nvd Ir we;s
ia:dkh f;dard .kak

5 File name ia:dkhg .e,fmk kula ,nd oS  Save Button tl
Click Irkak

2& .nvd Ir we;s Documentstlla GjD; IsrSu

1 office Button click Irkak

2 open select Irkak

3 ,efnk Dialog box tfla look in drop down list tflka wjYH

Documenttl .nvd Ir we;s ia:dkhg f;dard .kak
4 wjYH File name tl select Ir open button Click Irkak

3& w";a msggjla ,nd.kakd wdldrh

1 office Button click Irkak
2 New select Irkak
3 Blank document select Ir create button tl Click Irkak

4&ocumenttlla close IsrSu
1 Ukafvdafu by< ol=Kq fl<jf%, we;s close button tI  Click
IsrSfukalocument fukau Word Window jo jeiS hhs' tfia;a




fkdue;s ki document bj;a jkafka fufiah *

1 office Button click Irkak
2 office menu tfla my<ska we;glose option tl  Click Irkak
Command Tabs
ludka& geiia hkg commandsj, ;d%lsl tl;=h' Word 2007 oS iiu; ieliqu f,i Home
/Insert/pagelayout/Reference/Mailings/Review/Viewtk geiia oel .; yelsh ' Isishi Tab

kula u; click |, ug th biau;= fjhs ' tag tys we;s commands wdosh oel.; yelsh '
Word m%fuaYkh fj; wjia:dfu iiu; f,i biau;= u we;af;a Home tab tlh'
E] H O O = Documentd - Word |
FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
alln & - -— J— — -
D Calibri (Body) =11 ~| A" A&7 Aa- # =-i=-%-. &3 mm 2] T
Paste - 2 . Ak L EEE=s =
- ¥ Format Painter T U -aeex x4 LA E=== E
Clipboard Fl Font ] Paragraph Fl
Home Tab
M H [} 0 = DocumentS - Word (Product Activation Failed) 7 B - x
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Signin
'“'D Calibri (Body) ~[11 ~| A" A" Aa~ % 2L 91 | aabcene AaBbccne AaBbc azsboer AQBI aasbeer agsbeepe acsbeen: . ;H::d‘a[;
paftE S Format Painter B I U ~abex, x* [A-%- A T Mormal = TMoSpac.. Headingl Heading2 Title Subtitle  Subtle Em.. Emphasis [+ “l;ts‘elpact'
Clipboard M Font M Paragraph M Styles m Editing -
Font Group
& - -
0 Calibri (Body) = |11 - A" & Aa~ A
Paste - = A, Ay -
- % Format Painter T U - x, xR~ A
Clipboard P Font [F]

A

2
kak
A

1

wjYH wi=re j%.hla f;dard .kakd wdldrh
Home tab click Irkak

Font group tfla Font list tflka wjYH

Font size fjkia Ir .kakd wdldrh
wjYH text select Irkak
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font j%.hla f;dard




Home tab click Ir Font group tfla Font size tool tl click Irkak
,efnk list tflka wjYH w.hla f;dard .kak

fglaiaU fnda,aa bge,sla yd wkav,hska IsrSu

Isishi fPaohla jdIHhla fyda jpkhla fnda,ad ~;0 meye IsrSu& wl=rbge,sla *we,
IsrSu&fyda wkav,hska IsrSu “hédka brs we|Su& u.ska th jvd;arhS fmfkk ;;ajhlg
m;alr .; yelsh ' tu.ska th flfrys jed wjOdkhla fhdugjk w;r fvdishqukagfha

fmkqu wdl34IKSh fihs

A wi=re Bold IsrSu | B

wjYH text select Irkak

2 Home tab click Ir Font group tfla Font Bold tool tlI click Irkak
A wi=re ltalic IsrSu /

1 wjYH text select Ir Home tab click Ir Font group tfla Italic tool tl
clicklrkak
A wi=re j,g haka f%Ldjla ks¥udKh IsrSu 1]

1 wjYHtext select Irkak

2 Home tab click Ir Font group tfla Font underline tool click

3 underline tl fikia Ir .ekSu ilyd underline tool tfla olakg ,efnk  Aro head tl
click Irkak

,efnk list tflka wjYH underline style tlla f;dard .kak

4 tu list tfla we;s underline colour tl NdG;d IrwjYH ki underline tily j¥%Khla
f;dard .ekSu isyl< yel

A wi=rej, j%Kh fikia Ir .kakd wdldrh A

1 wjYHtext select Irkak

2 Hometab tl click Ir Font group tfla Font colour Tool tfla olakg ,efnk Aro
head tl u; click Irkak

3 ,efnk menu tflka wjYH j%Khla f;dard .kak

A

A fgiaU yhs,hsU IsrSu * biau;= IsrSu&

uges; ,smshlyhs,hsg% fmka tliska I< Gosiafjk ‘wdldrhg osiatu ilyd Tfi j%éa
fvdishqukaU j, fldgia yhs,hsU Ir W'mamd fmkauh yel
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1 wjYHtext select Irkak
2 Hometab tl click Ir Font group tfla Test highlightcolour dropdown list Aro |

click Irkak
3 tag ,nd .; yels f*dk aUia |,% iys; ,ehsia;=jla u;=fjhs '
4 tajdhska Tnghighlight IsrSug wjYH j3%2Kh select

X2

Subscript

idudkH wi=re msysgk wdldrhg jvd I=vdjg my,ska msysgk mrsos ilia Ir .ekSu ilyd
Ndu:d Irhs

1 wjYH text select Irkak
2 Font group tfla subscript tool tI click Irkak
Superscript X2

wl=re idudkH wi=re j, msysaug jvd by<g fhdug u msysgk f,i ilia IsrSug Ndu;d Irhs '

1 wjYH text select Irkak
2 Font group tfla superscript tool tl click Irkak
Paragraph Group

Tfi fvdishqukagfha we;s ,ehsia;=jla jvd;a fyd|ska wjOdkh fhdugjk f,i ks%dKh IsrSug
fyda wkgms<sfj<lg wkqj woshr fikalr oelatug wjYH hhs is;kak ' tag Bullets

iys;j fyda wxl iys;j th bosrsm;a IsrSfuka wdl%IKSh yd myigfika Ishuh yels
.ehia;=jlailialr .; yel'

1 Bullets tlal, hqg ;= ,ehsia;=j select Irkak
2 Home tab tfla paragraph
group tfla  Bullets fnd;a;u = LS Lts. EAE w2
click Irkak ' tdg ,nd.;yels ...
ng,U frdaueUia iys;ehsia;=jla = === I§ - - o
u;=fjhs
3 Tfi ,ehsia;=jg tlal< hqg;= Paraarach -
ng,U f*daueU tl select Irkak aragrap :
4 wxl iys; ,ehsia;=jla tla Irkafka o by; oelafikwdldrhgu h ' kug;a fuysoS select
I< hg;af;a Numberingbuttontlh *
Align text left

fPaohla msgqfu jimi ia:dk.;j msysgk mrsos ilia IsrSug Irhs

Center Ggaoa
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fPaohl wl=re msgqfu ueo isgype jk f,iilia Ir .ekSug fhdod .kS'

Align Text Right

fPaohla msgqfu jimi ia:dk.;j msysgk mrsos ilia IsrSug fhdod .kS

Justify

Line speacing T uouaoao

fPaohl fma<S w;r mr;rh ilia Ir .ekSu ilyd Ndua;d Irhs
1 wjYHtext select Irkak

2 Home tab click Ir paragraph group tfla line spacing Tool tl click Irkak
3 ,efnk menu tflka wjYH w.hla f;dard .kak

Tab Setting

Word Document tll wjYH ia:dkhg caser tl myigfika ,nd .ekSu ilyd Tab
Settinglia Ir yels fu

1 Home tab click Irkak

2 paragraph group tfla iﬁ(hg click Irkak

3tug paragraph Dialog box tl oelsh yel

4 tystabs button click Irkak

5 tlg tabs Dialog box tl oelsh yel

6 tys tabs stop position ia:dkfha caser tl ,nd .; hg;= w.hla ,nd .kak
7 Alignment option j,skatext type Gh hqg;= wdldrhla select Irkak

8 ok button click Irkak

JonOoSCEwOOOE

fPaohla wdriNfha isg fPaohla wijidkfha wfkl=;a fPach iu. we;s mr;rh ilia Ir.kakd

wdldrh
N

1 mr;rh fikia I< hg;= ia:dkh click Irkak
2 Home tab click Ir paragraph group tfla line specingtool click Irkak
3 ,efnk menut flka line spacing option select Irkak
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4 tag paragraph Dialog box tl oelsh yel

5tys Indents and spacing tab tl click Irkak

6 spacing hgf;a olakg ,efnk Before yd after ia:dkj, w.hka wjYH mrsos fjkia Ir
button click Irkak

Select I< we;s fPaohlg  border tlla we;=<;a Ir.kakd wdldrh

1 wjYH text select Irkak

2 Home tab click Ir paragraph group tfla border tool tl bosrsfha olakg
.efnk Aro head tl u; click Irkak

3 ,efnk menu tflka wjYH wdldrhla f;dard .kak

Border tlla ;=<g j%Khl awe;=<;a IsrSu

1 WjYH text select Irkak

2 Home tab click Ir paragraph group tfla shading tool tl bosrsthaolakg
,efnk Aro head tl u; click Irkak

3 ,efnk list tflka wjYH j%Khla f;dard .kak

ok
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July 14,2013
MrsJ.Wilter,
Scoché& Yard Ltd,
London.
Dear Sir,

Thank You Letter of 28 th November in which you ask for swisscurrenci for Your
forthcoming visittoSwitzland. Foreingcurrenaicetbe issued without the production of
an up to date passport. If you will either bring in or send you requary, bearing in or send
you current passport to us know the sam you requary, bearing in mind the present
Government restrinction on the issue ofriengcurenci , We shall be glad to meet your
requaments.

Your Sincierly,

M.B Johannas

Manager of Simposon Company
November
Letter
Currency
Foreign
Issued/Issue
Production
Current
Sum
Require
Present
Government
Restriction
Requirement
Sincerely
Manage <Type andCheck the spelling and Grammar

April 2,2007

Mr. Alvin Theodore

Human Resource Manager
1234 Modern Street Drive
Town , NC 12345

Dear Mr . Theodore

| am exceedingly interested in this position withTelephone Inc., and believe that my education and
employment background are appropriate for the position.

While working toward my degree, | was employed as a customer service representative with a small
firm. | increased my call volume while at Fresffioods, and | Would like to repeat that success. | Will
complete my degree in marketing in may and will available to begin employment in early June.
Enclosed is a copy my resume, which more fully details my qualification for the position whit
telephone inc . within the next Week | will contact you to confirm that you received email and
resume and to answer any question you may have.

Thank you for your consideration.

Sincerely,

Jane Doe
My portfolio -www.doeportfolio.com
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Computer Courses
1) Certificate Course in Computer Studies

a. Introduction
b. Window
c. Ms office
I. Word
ii. Excel
lii. Power point
Iv.Access
d. Internet & Em mail
e. Programming in visual Basic
2) Computer science
a. programming and visual basic
b. Micro soft office
I. Word
ii. Excel
lii. Access
c. Html
3) Graphic Desingn
a. Adobemaker
b. Ado photoshope
c. Corel Draw
d. lllastator

e.InDesign
*Repeat this Exercise using Bullet Option*
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Name with Initials
Name in Full
Address

Contact of Birth
N.l.C No
Nationality

Civil Status
School Attended

G.C.E (OlL)
Year2001
Subject
Mathematics
Sinhala
English
Science
Commerce
Buddhism
Music

Social Studies
G.C.E (A/L)
Year2004
Subject
Economics
Business Studies
Accounting

Grade

Grade

Kodagoda W.M.S
WasalaMudaligeSanchitheKodagoda
NO: 12/1, Green YardZolombo 7
011259345

15" June 1985

855468562V

Sri Lanka Buddihst

St.Tomas Collage Colllombo.

Index Ne3728585

VAVAVAVRvAVAURW

Index Ne4578965

A
A
C

Ui Member of the School Chess association
U The captain of the school hockey team
U Member of the school envirommental Society

U | have Obtained a diploma in computer science

I do heeby certify that the above particulars trisnd accurate to the best of my knowledge.
XXXXXXXXXXXXX

Date

XXXXXXXXXXXXXX P
Signature




Application Software

Application software consists of programs that perform specific tasks for
users. Popular application software include word processing software ,
spreadsheet software , data base software , and presentation graphic

software ‘

ord processing software allow yo
to create document . spreadshe
software allows you to calculat add visual to presentation. Software vendors

numbers arrange in rows an often bundle and cell these four application
columns. Users perform financial. Databa together as a single unit.
software allows you to store ala in an

organized fashion, with presentation graphic
software; you create document called slides that

1 Word processig
a) Microsoft word

b) Corel word perfect
¢) Lotus word pro

d) Microsoft pocket word WORD PROCESSING
2 Spreadsheet :

a) Microsoft excel Microsoft word 2007

b) Corel Quattro pro Corel word perfect 2005

c) Lotus Lotus word pro 2000

d) Microsoft pocket excel

Software

Microsoft Word

Corel word perfect
Microsoft pocket word
Microsoft excel

Corel Quattro pro

Institute No of Users
E 1 XXX XXX XXX DDDDDDN chp 2008 Yea
COEXXXXXXXXXXXXXXXXXXXXODT n

L XXX XX XXX XXX X XXX X XXX XDPDMpP N
CTXXXXXXXXXXXXXXXXXXXXXDPHpAN
COECXXXXXXXXXXXXXXXXXXXXDPDnp

o+ T o+
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¥ _ NIC
6@)}% NITCTEX
HERE

NATIONAL CERTIFICANEORMATION&
COMMUNICATION THECHNOLOGY
(NCICT)

LTSS LT LTSS LTSI SIS LSS SIS LSS SIS

FINAL EXAMINATIQRESEMBER 2005

SRS SIS TSRS IS LSS SIS IS IS PSS IS SIS IS IS LSS SIS SIS

Index No:
Name of the center:

Pra al paper A
Duration¢ 02 hours Marks scores
Question No 01 MS Dos -20 mins
Question No 02 MS Windows -20 mins
Question No 3.1 MSWords -20 mins
Question No 3.2 MS Words -30 mins
Question No 04 MS Excel -30 mins

Instruction candidate:
x  This paper contains 05question

x  Allocated time for the paper is 2 hours

folder structure in your own location.
umolig

. Operating '
?  System

TEE

AT
e

i Wisndow

L0
LY = §
L S—
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GREENWAY COLL/

International School

ResultShedule
Final year Examination2009

Full Name Of the candidate

Subject

Medium

Grade

The Medium in which the candidate appeared for each subject mentioned in the
respective column N/A denotes the medium is not applicable.

Particulars of symbols

T A Distinction pass

T B, Very good pass GRERWAY
| OSSR Credit pass COLLAGE
T S Ordinary Pass

T W Weak

T A Absent

5108 2F LAAdZISYXXXXXXXXXXXDOD XXXX DD

............................................. X

studies

XXXXXXXDD
Director of

ABC+

briAzyQa ! OFRS
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Affiliated University Collage.

ABC + COMPUTER ACADEMY (PVT)

@Amember of ABC + holding Itd

NOTE: Please read the rule and regulations over left before completing from and all the
ovle & (Joo ]Jv o}l %]8 o v ZE/>[}E& ZE [ §} %

APPLICATION FORM

Name e, INITIAIS e
Sex I‘:I:l COUISE.NAME. ...
Date of birth : DD/IMMIYY I I ‘ ‘ I I I I I I I

N.I.C

]

Address
Shone NO .........................................................................................................................................................................
G.C.E O/L YES NO Pending G.C.E AICL_ YES NO Pending
Subject Grade

Subject Grade

| hereby declare above information is oect & tr
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