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temIsa¼mSpw  sF. kn. Sn A[njvTnX tkh\§Ä hÀ²n¨phcnIbmWv.

Icn¡pe¯ntâbpw ^e{]Zamb hn\nab¯n\pw anIhn\pw kvIqÄ

amt\Pvsaân\pw sF. kn. Sn A[njvTnX {]hÀ¯\§sf D]tbmKs¸Spt¯-

Xp-v. kvIqfpIfpsS ap³\nc{]hÀ¯Icmb Poh\¡mÀ¡pw A[ym]IÀ¡pw

C¯c¯nepÅ ]cnioe\§Ä AXy´mt]£nXamWv. Ime¯ns\m¸w \S¡m³

A[ym]I kaqls¯ {]m]vXam¡p¶ sF. kn. Sn A[njvTnX ]cnioe\

]cn]mSnbv¡v hnZym`ymk hIp¸v hn`mh\w sNbvXncn¡p¶p.

{]hÀ¯t\m³apJamb sF. kn. Sn A[njvTnX ]cnioe\ ]cn]mSnbmWv

CXneqsS \mw e£yw hbv¡p¶Xv.

Dt±iy§Ä, e£y§Ä

1. Iw]yq«dns\¡pdn̈ pw D]tbmK n̄s\¡pdn̈ pw ASnØm\ [mcW cq]s¸Sp¯pI

2. ]pXnb Icn¡pe¯nepw kvIqÄ amt\Pvsaânepw sF. kn. Sn A[njvTnX

tkh\§Ä D]tbmKs¸Sp¯pI.

3. Hm^okv Bhiy¯n\pÅ tkm^vävshbdpIÄ ]cnNbs¸SpIbpw D]tbmKn

¡m\pÅ ]cnioe\w t\SpIbpw sN¿pI.

4. kzX{´ tkm^vävshbdns\¡pdn¨pÅ [mcW cq]s¸Sp¯pI.

5. CâÀs\äv, C sabnÂ, t»mKv F¶nhsb kw_Ôn¨v [mcW cq]s¸Sp¯pI.

6. aebmfw Iw]yq«nwKv, C teWnwKv F¶nhbpsS km[yX Xncn¨dnbpI.

7. Iw]yq«À A\p_ÔLSI§Ä {]hÀ¯n¸n¡m\pÅ {]mtbmKnI PvRm\w

t\SpI.
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A[ym]I ]cnioe\ samUyqÄ

 H¶mw Znhkw

sFSn tijnIÄ kzbw ]cnioen¨pdbv¡p¶Xn\v klmbIambn«mWv Cu

samUyqÄ X¿mdm¡nbncn¡p¶Xv. CXnÂ \ÂInbn«pÅ Dt±iy§Ä AXXp

Znhkw Xs¶ t\SWw. AXn\mbn samUyqfpw A\p_Ô kma{KnIfpw

hmbn¡pIbpw kab_ÔnXambn FÃm {]hÀ¯\hpw sN¿pIbpw thWw.

Dt±iy§Ä

]ckv]cw ]cnNbs¸SÂ, ]cnioe\]cn]mSnbpsS Dt±iyw, kab{Iaw,

]¦mfn¯w, NpaXe Ch Xocpam\n¡Â, kzX{´tkm v̂ävshbdpIÄ F v́?

F´n\v? Ah F´psIm-v D]tbmKn¡p¶p? Chsb¡pdn¨pÅ [mcW cq]oIcn

¡Â, I¼yq«À LSI§Ä, A\p_Ô D]IcW§Ä F¶nh Xncn¨dnbÂ,

I¼yq«À {]hÀ¯n¸n¡Â, sUkvIvtSm¸v ]cnNbs¸SÂ, aukv, Io t_mÀUv

]cnNbs¸SÂ, t^mÄUÀ \nÀ½mWw.

{]hÀ¯\w 1 (9.30 þ 10.00)

]TnXm¡Ä 2 t]À hoXw {Kq¸pIfmbn ]ckv]cw ]cnNbs¸SpIbpw

]cnNbs¸Sp¯pIbpw sN¿p¶p. Hmtcm {Kq¸pw 1 I¼yq«À hoXw D]tbmKn¡p¶p.

P\dÂ eoUsd sXcsªSp¡p¶p.

{]hÀ¯\w 2 (10 þ 10.15)

]cnioe\]cn]mSnsb kw_Ôn¨ s]mXp\nÀt±i§Ä, kab{Iaw,

NpaXe F¶nh DÄs¡mÅn¨p X¿mdm¡nbn«pÅ {]ktâj³ Ds-¦nÂ Fw.

Sn bpsS \nÀt±im\pkcWw I¼yq«dnÂ {]hÀ¯n¨pImWpI. CsÃ¦nÂ

s{Sbn\dpsS \nÀt±i§Ä A\pkcn¡pI.

{]hÀ¯\w 3 (10.15 þ 10.30)

kzX{´ tkm v̂Sv shbdpIsf¡pdn̈ pw AhbpsS {]m[m\yhpw {]ktâjsâ

klmbt¯msS AhXcn¸n¡p¶p.
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{]hÀ¯\w 4 (10.30 þ 11.15)

{]ktâjsâ klmbt¯msS I¼yq«dnsâ LSI§Ä þ UPS, System Unit,

LCD Monitor, CRT Monitor, Key Board, Mouse, Mother Board, Hard Disc, Modem, RAM,

Floppy, CD, Pendrive, Speaker, Mocrophone, LCD Projector Xncn¨dnbpIbpw AhbpsS

D]tbmK§Ä a\Ênem¡pIbpw sN¿p¶p.

{]hÀ¯\w 5 (11.30 þ 12.00)

]TnXm¡Ä X§fpsS I¼yq«À {]hÀ¯n¸n¡p¶Xv F§s\ Switch on -

shut down - power off F¶v Is -¯p¶p.

{]hÀ¯\w 6

{]hÀ¯\kÖamb I¼yq«dnsâ Desktop, Icons,Panel, Menu Bar, Window list,

Work Space  F¶nh MT bpsS klmbt¯msS Xncn¨dnbpIbpw AhbpsS

BhiyIX a\Ênem¡pIbpw sN¿p¶p.

{]hÀ¯\w 7

Pn tImw{]nknse sKbnansâ klmbt¯msS aukv ]cnNbs¸Sp¶p. Left

Click, Right Click, Double Click, Scrolling XpS§nb {]hÀ¯\§fpw a\Ênem¡p¶p.

Key Board ]cnNbs¸Sp¶p. Upper Keys, Lower Keys, Shift Key, Control Key, Tab Key,

Back Space, Space Bar, Nummerical Keys, Arrow Keys XpS§nbhbpsS D]tbmK§fpw

a\Ênem¡p¶p.

{]hÀ¯\w 8

Hmtcm A[ym]Icpw/]TnXm¡fpw AhÀ X¿mdm¡p¶ tUmIypsaâpIÄ,

Nn{X§Ä, i_vZ§Ä XpS§nbhsbÃmw Hmtcm ^bepIfmbmWv kq£n¡p

¶sX¶pw Ah kq£n¡p¶Xn\v t^mÄUdpIÄ thWsa¶pw a\Ênem¡p¶p.

t^mÄUdpIÄ \nÀ½n¡p¶p.
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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 ]cnNbs¸Sp¯p¶p. (LCD Projector D]tbmKn¨v)

Step to open writer
Application - Office - open office writer
Participants sâ Address (Capslock on) type sN¿m³ Bhiys¸Sp¶p.

Type sNbvXv Bold B¡p¶p. (Name only)

Address Italics Â

Hmtcm hcn¡pw Hmtcm IfÀ \ÂIp¶p.

Address “Office” F¶ t^mÄdnÂ tkhv sN¿p¶p. (Save - Save as)(File name

- Address)

2.45 P.M to 4.00 P.M
Casual Leave sâ amXrI \ÂIp¶p

Casual Leave Form X¿mdm¡p¶p.

* Font Size
* Italics
* Under line
* Allignment
* Tab Setting, Spell Check, Border
* Page Setup
* Save

^oUv _m¡v tiJcn¡p¶p.
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Day 2 - (10.00 A.M to 10.45 A.M)
Procers Documentation
Malayalam Key board ]cnNbs¸Sp¯p¶p.

Key Board sâ Hard copy \ÂIp¶p.

Writer Xpd¶v Font Size 20 (Colour Red) Bbn s{]mPIväv F¶v ssS v̧ sN¿m³

\nÀt±in¡p¶p.

ASp¯ hcnbnÂ {^o tkm^vävshbÀ F¶v ssS¸v sN¿p¶p. (Font Size

14) Colour blue)

‘Project’ F¶v ap³Iq«n X¿mdm¡nb t^mÄUdnÂ tkhv sN¿p¶p (Name-

Free Software)

Day 2 -10.45 A.M to 1.00 P.M
L.C.D s{]mPIvSdnÂ {]ZÀin¸n¨Xpt]mse 6th working day statement

X¿mdm¡m³ Bhiys¸Sp¶p.

Bdmw {]hr¯nZn\ lmPÀ \ne (Font Size, Under line)

kvIqfnsâ t]cv :

hnZym`ymk PnÃ :

kvIqÄ hn`mKw : (Kh:, FbvUUv, A¬ FbvUUv)

Øew :

XobXn: slUv amÌdpsS H¸v

Tab Setting \S¯nbtijw Page Set sN¿p¶p. X¿mdm¡nb ̂ bÂ “Strength”

F¶ t]cnÂ Hm^okv t^mÄUdnÂ tkhv sN¿p¶p.

X¿mdm¡nb amXrI {]nâ v sN¿p¶p.

{Ia \¼À ¢mkv B¬ s]¬ BsI

1 I

2 II

3 III

4 IV
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2-mw  Z nhkw

skj³ 3 : (2 P.M to 2.15 P.M)

CâÀs\äns\¡pdn¨pÅ s]mXp[mcW cq]s¸Sp¯m³ ap³Iq«n

X¿mdm¡nb Presentation sâ klmbt¯msS CâÀs\änsâ km[yXIsf ]cnNb

s¸Sp¯p¶p.  (WAN, LAN, www. e-mail, e-governance, blog, e-learning, CâÀs\änsâ

Ncn{Xw apXembh)

2.15 P.M to 4 P.M)

sh_v {_ukdpIÄ, skÀ¨v F³Pn\pIÄ XpS§nbh ]cnNbs¸Sp¶p.

hnhn[ sskäpIÄ Search sNbvXv Is-¯pIbpw Ahbnse Nn{X§fpw

^bepIfpw Download sNbvXv t\cs¯ X¿mdm¡nbncn¡p¶ Folder Â tkhv

sN¿p¶p. ]e sh_vsskäpIÄ kµÀin¡p¶p. {]nânwKv ]cnioe\¯n\p th-n

ml.wiki.org bnÂ \n¶pw Free software s\ Ipdn¨v hnhcw tiJcn¨v Project F¶

t^mÄUdnÂ Free software F¶ ̂ bÂ \ma¯nÂ tkhv sN¿p¶p XpSÀ¶v Feed

back tiJcn¡p¶p.

aq¶mw Znhkw

10. A.M Process Documentation
10.10 to 11.30 A.M

Session I : E-mail id X¿mdm¡p¶p

1.30 to 11.40 Break
11.40 to 1. P.M

Mail Composing, & mail sending - file attachemt - mail checking, downloading at-
tachments XpS§nbh ]cnioen¸n¡p¶p.

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

E- governance - kÀ¡mÀ A\p_Ô sskäpIfnÂ \n¶v hnhctiJcWw

(Downloading & Saving) \S¯p¶p.
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3. to 3.10 Break

3.10 p.m to 4. p.m Session 4

Blog IÄ ]cnNbs¸Sp¶p.

www. matheniaticsshool.blogspot.com
www.kavyasugeyam.blogspot.com apXembh

Feed Back tiJcn¡p¶p.

\memw Znhkw

10 to 10.15 Process Documentation
D.L.P Projector D]tbmKn¨v R.P ]«nI {]ZÀin¸n¡p¶p.

10.15 to 1. P.M

* - DA - 55%

kv{Io\nÂ X¶ncn¡p¶ ]«nI D]tbmKn¨v i¼f_nÂ F§s\

X¿mdm¡mw? apIfnÂ X¶ncn¡p¶ ]«nI t]cnsâ (A£camem {Ia¯nÂ)

ASnØm\¯nÂ {IaoIcn¡pI, thX\¯nsâ ASnØm\¯nÂ t]cv

{IaoIcn¡pI, apXemb {]hÀ¯\§Ä F§s\ Ffp¸¯nÂ \S¯mw?

No Name Basic Pay * DA HRA Gross
Salary

P.F SLI GI Total
Deducation

Net
Salary

1
2
3
4

5
6

Arun
Ostin
Sheela
Chandran
Majeed
Mary

10790
9590
9850
10070
6680
6850

150
150
150
150
150
150

600
700
500
500
700
600

175
175
175
175
175
175

200
200
150
150
150
150
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NÀ¨ sN¿p¶p (hnhn[ Bib§Ä Dcp¯ncnbp¶p)

BÀ. ]n t{ImUoIcn¡p¶p. þ Cu {]hÀ¯\§Ä thKXtbmsSbpw

  IrXyXtbmsSbpw \nÀÆln¡m³

  ]cymXvamb tkm^vävshbÀ (Software)

  BWv Open office oracle

Cu tkm^vävshbÀ {]hÀ¸n¡p¶ hn[w BÀ. ]n hnhcn¡p¶p

Application - Office - Open Office - Oracle

Spread sheet se Cell, Coloumn, Row, Formula Bar Ch hniZoIcn¡p¶p.

Cell, width, height adjestment, Text wrap, Cell merge apXembh Bhiyw

hcp¶ kµÀ`§fpsS ASnØm\¯nÂ BÀ. ]n hyIvXam¡p¶p.

k{Io\nÂ ImWp¶ ]«nI ]TnXm¡Ä AhchcpsS I¼yq«dnÂ tkm^väv

shbÀ Xpd¶v ]IÀ¯m\mhiys¸Sp¶p.

I¼yq«dnsâ klmbt¯msS DA IW¡m¡p¶ hn[w BÀ. ]n hniZoIcn

¡p¶p.

(= Basic pay * Percentage/100 : Formula Drag sN¿p¶p.)

hniZoIcW¯nsâ ASnØm\¯nÂ ]TnXm¡Ä DA IW¡m¡p¶p.

Gross Salary ImWp¶ hn[w BÀ. ]n hniZoIcn¡p¶p.

[=C2+D2+E2, Enter]
]TnXm¡Ä Poh\¡mcpsS Gross Salary IW¡m¡p¶p.

Total Deduction Column ]qÀ¯oIcn¡m\mhiys¸Sp¶p.

Net Salary IW¡m¡p¶ hn[w BÀ. ]n hniZoIcn¡p¶p

[=F2-J2, enter]
]TnXm¡Ä FÃmhcptSbpw Net Salary IW¡m¡p¶p.

Gross Salara ASnØm\¯nÂ Poh\¡mcpsS ]«nI {Ias¸Sp¯m\mhiy

s¸Sp¶p.

Hcp Poh\¡mcsâ Total Deduction AbmfpsS BsI i¼f¯nsâ F{X

iXam\amsW¶v IW¡m¡p¶ hn[w hnhcn¡p¶p.

= J2/K2*100

Or

Look up function D]tbmKn¨v % ImWp¶ hn[hpw hniZoIcn¡p¶p.
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X¶ncn¡p¶ ]«nIbnse Total Score IW¡m¡m³ ]TnXm¡tfmSmhiy

s¸Sp¶p.

Hcp hnZymÀ°nbpsS Grade, Look up function D]tbmKn¨v IW¡m¡p¶

hn[w BÀ. ]n hniZoIcn¡p¶p.

apgph³ hnZymÀ°nbptSbpw t{KUv ]TnXm¡Ä Is-¯p¶p.

Feed back tiJcn¡p¶p.

2. P.M to 4. P.M
No Name Malayalm Eng Hindi Sci-

ence
S.S Maths Total Grade

1
2
3
4
5

Babu
Manoj
Goney
Susha
Ramu

40
38
41
38
44

41
42
38
39
35

44
45
35
39
38

39
35
34
39
38

38
35
34
32
29

38
35
39
40
41
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\memw Znhkw

(]n. C. So¨dn\pÅ samUyqÄ)

ImbnI £aX kn. Un C³Ìtej³ (T.P.E.P) ]cnNbs¸SÂ

ImbnI £aX kn. Un C³Ìtej³ \S¯m³ BÀ. ]n s{]mPISÀ

D]tbmKn¨v ]TnXm¡sf ]cnNbs¸Sp¯p¶p.

]TnXm¡Ä kzbtah ]cnNbs¸«p sN¿m³ {ian¡p¶p.

hnhn[ H. Fkv IfneqsS Umä F³{Sn FUnänwKv, BUnwKv I¬tkmfn

tUj³ BÀ. ]n hniZoIcn¡p¶Xn\\pkcn¨v ]TnXm¡Ä ]cnioen¡p¶p.

dnt¸mÀ«v, {]nânwKv, kn. Un. ssdänwKv F¶nh

hnhn[ tÌmtdPpIfnÂ B¡m³ ]cnioen¡p¶p.

Umä A]vtemUn§v

Umä A]vtemUn§v sN¿m³ BÀ. ]n bpsS \nÀt±iw A\pkcn v̈ kzbtah

sN¿m³ {ian¡p¶p.

{_uknwKv

ImbnI hnZym`ymkhpambn _Ôs¸« sskäpIÄ Cd¡m\pw, tkÀ¨v

sN¿m\pw Uu¬ temUv sN¿m\pw ]Tn¡p¶p. kvt]mÀSvkpambn _Ôs¸«

dqÄkv Bâ v sdKptej³kv tIm¨nwKv coXnIÄ (hnhn[ sKbnapIÄ, AXveänhv)

tIm¸n sN¿m\pw knUnbnte-t¡m aäv tÌmtdPv UnsshkpIfnte-t¡m ssdäv

sN¿m\pw {]nâ v Hu«v FSp¡m\pw ]cnioen¸n¡p¶p.
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A©mw Znhkw

10 A. M  Process Documentation
10.10 to 11.30 A.M Session 1

Open Office Impress Â \nÀ½n¨ Hcp {]ktâj³ {]ZÀin¸n¨psIm- v

BÀ. ]n Impress sâ km[yXIÄ hnhcn¡p¶p.

Impress Xpd¡p¶ hn[hpw Slide IÄ \nÀ½n¡p¶ coXnbpw ]cnNbs¸Sp¯p¶p.

XpSÀ¶v Participants Ahsc kzbw ]cnNbs¸Sp¯p¶p. c-v ssÉUpIÄ

hoXw \nÀ½n¡p¶p. ChbpsS Character formatting Nn{Xw tNÀ-¡Â, Animation

F¶nh ]cnioen¡p¶p.

11.40 to 1.P.M   Session 2

Participants \nÀ½n¨ kz´w t]cnepÅ t^mÄUÀ Xpd¶v AXnse s{]mPIvSv

F¶ t^mÄUdnse {^o tkm v̂ävshbÀ F¶ ̂ bensâ Page, Set up sN¿p¶

hn[w BÀ. ]n hnhcn¡p¶p. Participants CXv kzbw sNbvXv left, right, top,

bottom intentation, line spacing, page lay out F¶nhsb¡pdn¨v [mcW

ssIhcn¡p¶p. XpSÀ¶v {]nâÀ ISIvSv sN¿p¶ hn[hpw {]nâ v FSp¡p¶

hn[hpw BÀ. ]n hnhcn¡p¶p.

Calc Â Page layout se Portrait, landscape F¶nhbpsS BhiyIX t_m[y

s¸Sp¯p¶p.

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

System Unit s\ Printer, Monitor, Key Board, Mouse, Speaker, LCD Projector

F¶nhbpambn _Ôn¸n¡p¶ hn[w BÀ. ]n ]cnNbs¸Sp¯p¶p.

Pen drive, CD F¶nhbnte¡v Participants X¿mdm¡nb t^mÄUdpIfpw aäpw

]IÀ¯p¶ hn[w ]cnNbs¸Sp¯p¶p.

k3b  Package D]tbmKn¨v kn. Un Write sN¿p¶ hn[w ]cnNbs¸Sp¯p¶p.

3.10 to 4 P.M
Course Evaluation
kam]\w




