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ladud@@®mMo 4 (10.30 - 11.15)
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ladu@@®mMo 5 (11.30 - 12.00)
alCl®o86 U8 @EERE6S HMUSSA (AIUIBEDaflee)m® ogeasem Switch on -

shut down - power off ag)amy &6 E®)aM).
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(AIQUBEDMOVERAIW HMILS01e Desktop, Icons,Panel, Menu Bar, Window list,
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Key Board oJ('(ﬂnJG))O(HSg(TT)g. Upper Keys, Lower Keys, Shift Key, Control Key, Tab Key,
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Group A

[ ] [ ]

Teacher 1 Teacher 2

Right Click - Desktop - select create folder - type the name.

Open office Writter
Day 1 (2.00 P.M to 2.45. P.M)

Writer al@lal@eqsyomym). (LCD Projector ale@ouilaf)

Step to open writer
Application - Office - open office writer

Participants eag Address (Capslock on) type 21008 @oIUdyeaS)aM).

Type 0210 Bold @reseyomn). (Name only)

Address Italics @3

B0G0I QAUOIHN)0 BICOI HBB M@IHHYAM).

Address “Office” agyan @an2uB01@d caual ealig)an). (Save - Save as)(File name
- Address)

245P.M t0 4.00 P.M
Casual Leave 603 20@yd M@BH)0M)

Casual Leave Form @®@o0086)am).

* Font Size

* Italics

* Under line

* Allignment

* Tab Setting, Spell Check, Border
* Page Setup

* Save
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Day 2 - (10.00 A.M to 10.45 A.M)
Procers Documentation

Malayalam Key board al@lal@eq|sy@m)amy.
Key Board 3 Hard copy m@ds»)am,.

Writer @yom Font Size 20 (Colour Red) @o©il 6(al02=2&:9 ag)M) 06Sa] 621Qod
M1B@G3UBlEe) ).

@PS)01m AUGIWIGE (01 GIIAIJOAIWE gl 68Sa] ealg)am). (Font Size
14) Colour blue)
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Free Software)

Day 2 -10.45 A.M to 1.00 P.M
L.C.D 6(a10®650168 (a18dWla]laj@)catoeeal 6th working day statement
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Tab Setting ms@oilcuoatto Page Set 621Q)mN). ®QO0IBEIW an0W@d “Strength”
)M GalEl@d 639201 GandUBWOIE3 GIMLAT B2l1Q)aM).

©Q209861@ 20y (allaf” ealg)am).




2090 Blcumuo

oMV 3: (2 P.M to 2.15 P.M)

OMBOMIIOME9)012} B8 HAlODMIWOOEM ©)alea|S}OMIM @)1 5]
©@Qo0oSs1® Presentation ©03 MaNOWEE®IeS DMBBOMIIONB MIWIOHOS alGlalw
oajsyemyamy. (WAN, LAN, www. e-mail, e-governance, blog, e-learning, soad@emglend

21010 M@EIOWA)

2.15P.Mto 4 P.M)

OQUENT (6NIDIVOYHUB, HTVBa] afBEIMBB @SBRIV alClal@ealS)m).
allallw eV Search eI ® &6 O)H®)o GRAUIOAl 2/l(@6EBS)o
anen&8)o Download ©210@ emoemd ®Qoodssiaicles)an Folder @@ caual
©21QYaM). alel HAENIESIVY BB MUMBAUBIEeYM). (al18lo¢) aldlvolaimEmIm) call
ml.wiki.org @l@d mlomyo Free software em )0la] aillauoo cuwoeuEla] Project agom
Gan2uBWO1@d Free software ag)am a0@@3 MoRE®I@3 Grual 6a1Qm) @sdm) Feed

back cuoeL@lee)m).
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10. A.M Process Documentation
10.10 to 11.30 A.M

Session | : E-mail id @@o0ose)yam)

1.30 to 11.40 Break

11.40to 1. P.M
Mail Composing, & mail sending - file attachemt - mail checking, downloading at-

tachments @)sesEl@Al alclvdlallafles)om.

1 to 2 Lunch Break
2 to 3 P.M Session 3

E- governance - mu@#690@ @pm)eniqw 0emg)&&led mlam allaioeuoelosmo

(Downloading & Saving) ms@myam).




3.1t0 3.10 Break
3.10 p.m to 4. p.m Session 4

Blog &3 al@lal@eqsyom).
www. matheniaticsshool.blogspot.com

www.kavyasugeyam.blogspot.com my@melo@al

Feed Back cuoeu@leeyom).
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10 to 10.15 Process Documentation
D.L.P Projector @a1c@owlaj R.P aigle (a13@uslafleeyam).

10.15t0 1. P.M
No Name Basic Pay| * DA | HRA |Gross| P.F SLI | GI | Total Net
Salary| Deducation|  Salary
1 [Arun 10790 150 600 | 175 | 200
2 | Ostin 9590 150 700 | 175 | 200
3 |Sheela 9850 150 500 | 175 | 150
4 | Chandran 10070 150 500 | 175 | 150
S [Majeed 6680 150 700 | 175 | 150
6 [Mary 6850 150 600 | 175 | 150
*-DA -55%
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Application - Office - Open Office - Oracle
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2.PMto4.P.M

No Name Malayalm| Eng | Hindi| Sci- | S.S | Maths| Total| Grade
ence

1 | Babu 40 38 41 38 44 39

2 | Manoj 38 35 42 35 45 35

3 | Goney 41 34 38 39 35 34

4 | Susha 38 32 39 40 39 39

5 | Ramu 44 29 35 41 38 38
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10 A. M Process Documentation
10.10 to 11.30 A.M Session 1

Y/
0‘0

Open Office Impress @ M1@axla] BO) (AMVEMBaUM (alBBUDa[la}oHT
@A@. all Impress & MOWIOE: U3 aflaldleeym.

Impress @o#em aflwalo Slide &u3 Midezlee)m Clol)o aldlaiea|S)EmYM),.
@)s@m Participants @eIO© MVIQo al0lal@eQ|S}E®IAM). 6@ OOTYA) & UD
aflmo mBexiles)mm). soaiyes Character formatting 2il(@o Ga1@86)@3, Animation

ag)mlal al@luolailesn)an).

11.40to 1.P.M Session 2

Participants m1doaila) ruIMmo GalGlE)88 GandUBW@ @OM) GRGIOAI 6)(al0RE:S
ag)M Ga0duBWdIea! (07 GINV2aOJgeOAIA gl anweilend Page, Setup eaignam
allwo @A. afl allaicles)om). Participants @ quiwo a1 left, right, top,
bottom intentation, line spacing, page lay out agyMmIIe @ #6)01a] Wo06M
06HACHHYM). @SAM) (afl18B BSES H21QYM aflwal)o (08" ag)syeeam
allwaljo @RA. ol ailaucles)yam).

Calc @3 Page layout el Portrait, landscape ag)0miQ@)es @aludy&® Genowy

©alS)OTm) M),

1 P.Mto 2. P.M Lunch Break
2. P.M to 3. P.M Session 3

Y/
0‘0

Y/
0‘0

System Unit em Printer, Monitor, Key Board, Mouse, Speaker, LCD Projector
af)Ml@)20w] enicWlaflen)mm allwo @RA@. all aldlalWeals)Em)an).

Pen drive, CD agiomilcuilcalss Participants @@o00661@ ¢anoudaoysg)o @ag)o
alHBODIM Ao aldlal@ea]S)Em)am).

k3b Package @alewouilaj mul. awl Write a1@am aflwo alclal@eaqlsyemyan.

3.10t04 P.M

Course Evaluation
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