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ENGLISH LANGUAGE SKILLS

@ LEARNING OBJECTIVE

e Comprehend and produce spoken language for proper and
effective interpersonal communication.

e Develop a reading habit and to improve general knowledge.

e Taking part in everyday discussions related to the world’s current events.

e Revising the time and days of the week.

e Using a wide variety of questions and stating questions with precision

e Understand linguistic competence in two or more languages and develop bilingual/

multilingual communication.

e Creating an efficient flow of information between employees, give orders, convey
instructions and fulfill the goals of the organization.

e Checking our ability to handle a specific language and to assess how good we are at it.

e Taking part in complex business, cultural and social activities.

2.1 LSRW SKILLS

INTRODUCTION

LSRW skills stands for learning, speaking,
reading and writing skills. English is the
dominant business language and it has
become almost a necessity for people
to speak English if they have to enter a
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global workforce or higher education. The
present day market placement scenario
has changed with the latest trends by
including writing assessments like Image
Skill and Email writing. To crack the latest
placements students, must be perfect
in reading and writing assessments. At
present, some students who are very
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good in technical knowledge are lagging
in communication. Communication is
the backbone of our society. It allows us
to form connections, influence decisions,
and motivate change. As communication
plays a very important role, it is a need for
students to be perfect in communication.

Listening

Listening is following and understanding
the sound. Good listening is built on
attitude, attention and adjustment. We are
aware that listening is emotional whereas
hearing is physical. It is the bigger part of
communication. It is the absorption of the

meanings of words by the brain. Listening
leads us to an understanding of facts and
ideas.

Benefits of Listening Skills:

e Ithelpsanindividual to know the areas
of agreement and disagreement.

e It minimizes misunderstandings.

e It helps us to understand others’ views
& also to discover the flaws in our own
position.

e It helps an individual to acquire the
necessary skills through learning and
with the help of this he/ she can achieve
his/ her goals.
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Speaking

Speaking is an act of making vocal sounds.
We can understand that speaking means
to converse or express one’s thoughts and
feelings in spoken language. To speak
often implies conveying information.
Speaking skills are the skills that give us

the ability to communicate effectively.
This skill helps the speaker to express his/
her message in a passionate, thoughtful
and convincing manner.

Benefits of Speaking skills
e Speakinghelpsustobuildself-confidence.

e It can communicate and articulate our
thoughts and ideas.

e It gives an individual the ability to lead.
e Itimproves our quality of life.
e It helps in career advancement.

e It is a very important skill to receive
recognition.

Reading

Reading is an important skill at every
walk of an individual’s life, especially in
schools, colleges and at the workplace.
Reading is the process of looking at a
series of written symbols and getting
meaning from them. Reading is a medium

Chapter 2 English Language Skills m
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of discovering information to expand
one’s knowledge and understanding of the

subject of any kind.

Benefits of Reading Skills:

e It helps to increase the vocabulary.
e Itincreases one’s creativity.

e It plays a vital role in developing
critical thinking.

e It shows the students new things and
can broaden their interests.

e Helps to discover new things.
e Reading develops the imagination.

e Reading is essential in developing a
good self-image.

Writing

Making impressions in a note or a
platform is known as writing. Writing
plays a crucial role in one’s development.
Writing can also help us in getting points
in the future also.

Note making is not just about writing
down everything you hear or read. It is
a process of reviewing, connecting and
synthesizing ideas from your lectures or
reading. It helps us to grasp the theme
of any speech.

EBEXH Employability Skills
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Steps to make a crisp note:

Making notes helps wus to stick
to the point. To make your note
understandable, it should be crisp and
clear. Here are a few steps to make it a
good one.

1. Only note down important data
2. Use mind maps and flowcharts
3. Highlight important points
4

. Use tables for numerical value

ACTIVITY 1

In the following paragraph, important
words are underlined. Make notes using
underlined words.

My name is Angel. I'm 15 years
old. I love eating Bananas. Yesterday I ate
3 bananas. Today I ate 4 bananas. I will
play 2 hours a day.

Eg:Name- Angel, 15 Years,

Benefits of Writing Skills

e It provides us with a permanent record
for future reference.

e Itisimportant as legal proof.

e It helps to get a job.
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e It widens one’s vocabulary.
e It increases productivity.

e It helps to recover our memories

Practice session

Take a paper and write a letter to your
best friend. You can write or convey your
thoughts which you would like to say for a
long period of time.

ACTIVITY 1

List out 4 benefits of listening skills in one
words each

ACTIVITY 2

Introduce vyourself in front of your
classmates.

Glossary

1. | Comprehend | Understand; Grasp

2. | Pervasive Widespread; Prevalent

3. | Sought-after | Fashionable; Popular

4. | Flaws Errors; Mistakes

5. | Receptive Willing to consider new

ideas; Flexible

2.2 READING NEWSPAPERS
AND MAGAZINES

INTRODUCTION

Reading newspapers or magazines is
a repetitive activity which provides
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a great sense of educational value. It
brings information about economy,
entertainment, politics, business,
industry, sports, trade and commerce.
This good habit not only enhances one’s
knowledge about general information
but also improves the language skills and
vocabulary. Regular newspaperreaders feel
that their day sounds incomplete without

holding early morning newspapers.

Merits of Reading Newspapers and
Magazines

Newspaper or magazine ,it makes us an
expert in our domain, enrich our language
and strengthen our writing skills.

Benefits of Reading a Newspaper

The life of a newspaper exists one day,
nevertheless if you read it routinely, it
boosts your life by providing you with
all the information regarding the life.The
benefits of reading a newspaper are:

Chapter 2 English Language Skills E
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. Gives knowledge about universal

happenings

advertising

. Updates with the most recent

innovations and discoveries

vocabulary

. Enhance reading, speaking and writing

skills

Let’s learn the usage of
abbreviations in newspapers and
magazines...!!!

In newspapers and magazines you may
have seen the usage of abbreviations
and acronyms instead of using the
proper word. Why is it used?. When do
abbreviations start to be used?. Let us
know about it.

Abbreviations have along history.
They were created to avoid spelling out
whole words. This might be done to
save time and space and also to provide
secrecy. In both Greece and Rome the
reduction of words to single letters was
common.

Herearesome oftheabbreviations
commonly used in newspapers.

1. C.M - Chief Minister
2. PM - Prime Minister
3. INR - Indian Rupee

PRACTICE SESSION

Provides information about regional

Improves language proficiency and

There are many other shortcut methods
usually used in newspapers. List any five
of them.

Bl Employability Skills
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Eg : New Zealand is stated as NZ, the
Finance Minister is stated as FM.

1.

2
3
4.
5

Benefits of Reading a Magazine

Pictures stand as a unique selling point of
a magazine since visuals appeal more to
the human mind and stay longer in our
memory. The glossy and durable pages,
present information in a refined way that
captivates the attention of the readers. The
benefits of reading a magazine are:

1. Pass the time while learning

2. Great stress buster

3. Keep an eye on recent trends

ACTIVITY 1

Choose any alphabet and browse through
the newspaper or magazine, find five
unfamiliar words beginning with the
chosen letter, and look up the definition/
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meaning of each. Write down the five
words along with the definition/meaning

1.

2

3

4.

5

Glossary
1. Enhance Increase; Improve
2 Diligent Hardworking; Busy
3. Skip Omit; Avoid
4. | Tidbits A choice or pleasing bit

(as of information)

5. | Glossy Shiny; Stylish
6. Realms Field; Domains

2.3 DESCRIBING HABITS AND
ROUTINES

INTRODUCTION

People are creatures of habit, and routines
offer a way to promote health and
wellbeing. Having a routine can greatly
improve your health and make you stress
free. Many successful professionals rely
on daily routines to help them accomplish
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their tasks and maintain a satisfying
personal life. These routines help them
develop strong workplace habits and
dedicate time to their relationships and
hobbies. Eg. Playing.

e I getup at7am every day.

e [ usually have toast/cereal/fruit for
breakfast.

e [ have a bath/a shower.
e Ileave my house around 8.30.

e [ drive/cycle/walk/catch the bus to
work/school.

e I'm usually at work/school until 3pm.

e [ normally do the housework on
Saturday morning.

e Ialways watch my favorite TV program
on Saturday evening.

e I often go shopping on Sundays.

Useful words for describing routines

5

You might have noticed these words in the
sentences above:

usually, sometimes, normally, always,
often, tend to

Those ‘frequency words’ are great for
making your sentence sound natural
and describing how regularly you do
something.

Chapter 2 English Language Skills
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A typical structure is:

I + frequency word + activity + time/day

For example, ‘I normally go shopping on
Sundays’

Use the present tense
e “I wash the Clothes”

e “IwatchTV”

e “I make dinner”

Use the future tense

The future tense is another way to talk
about habits. We use this when we are

making a list of our habits, or the things
that we do regularly. Try using the future
tense to sound more natural when you
talk about your habits.

e “I'll let the dishes soak for a few
minutes”

e “I'll stream videos”

Keywords to talk about your
habits

e “Everydayl.”
e “Tusually..”
e “We always..”

e “Oftenl...”

EXl Employability Skills
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Let’s learn punctuation...!!!

Punctuation is the use of symbols such
as full stops or periods, commas, or
question marks to divide written words
into sentences and clauses. They are:
the period, question mark, exclamation
point, comma, colon, semicolon,
dash, hyphen, square brackets, curly
brackets or braces, round brackets or
parentheses, apostrophe, quotation
mark, and ellipsis.

Eg:
1. speak Tamil, Kannada and Telugu.

2

“I will become an entrepreneur” -
Said by Ragul.

3. Where is Mamallapuram?

Let’s practice...!!!
1. Have you read Thirukkural
2. I'love idly upma and vada

3. Ilike humanities

ACTIVITY

Fill the table with relevant information

Sleeping Studying
hours hours

At the age of 2

At the age of 5

At the age of 9

At the age of 13

Now

Now see the table once again. Have
you noticed any change in your habits?
Mention other changes in your habits
compared to childhood.
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Glossary
1. | Routine Procedure; Practice
2. | Rely Depend; Pin one’s hopes on
3. | Accomplish | Fulfill; Achieve
4. | Suit Acceptable; Match
5. | Frequency Repetition; Recurrence

2.4 QUESTIONING
TECHNIQUES

INTRODUCTION

Learning how to ask questions effectively
can help youimprove your communication
skills and develop positive relationships
with your colleagues, clients and other
professionals in your network. Asking
the right questions can also help you
gather important information, learn new
things and develop productive solutions.
Developing this skill can also help you:

e Improve your interpersonal skills
e Improve your critical thinking skills

e Clarify important conversation points

e Persuade other people to agree with you

TYPES OF QUESTIONING
TECHNIQUES

Open questions

Asking open questions is a great way
to gather more details about a specific
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situation. When you ask an open question,
it gives the other person an opportunity to
elaborate and offer an in-depth explanation.
(How, What, When, Why, Which, Explain,
Describe) Asking open questions can help
you have more interesting conversations
and build positive relationships with other
people.

S

7,

/
AR

e “What happened in the sales meeting
yesterday?”

o “Who else was at the event?”

e “How did you develop this solution?”

Closed questions

Closed questions can be useful when you
need a simple answer. Often these are yes
or no questions.

e “Have you received a response from
Jancy about the new logo?”

e “Are you comfortable moving forward
with this project?”

Probing questions

Probing questions ask for specific details.
It is also known as trigger questions. You
might choose to use this technique if you
need clarification about a specific topic.

o “Who exactly did you speak with about
this situation?”

“How did you learn about this?”

Chapter 2 English Language Skills m
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Funnel questions

The funnel questioning technique begins
with general questions that gradually
become more specific throughout the
conversation.

e “Didtheyhave any questions or concerns
about our services?”

e “When do you plan to have your first
project completed for them?”

Rhetorical questions

When someone asks a rhetorical question,
they don't typically expect a response.
Instead, people use this type of questioning
technique to engage with their audience
and ensure they're still listening.

o “Whats not to like?”

e “Isn’t this an amazing deal?”

Recall questions

Recall and process questions are an
excellent tool to use when you want to
make sure someone remembers a key
discussion point or fact.

e “Do you remember what Ravi said about
the ABC Foundation during yesterday’s
meeting?”

e “Where did you save the files for
Sameer’s presentation?”

Process questions

Process questions, also known as divergent
questions, require the respondent to think
critically about the situation before they
answer. Journalists and interviewers often
use this questioning technique to learn
more about a person’s experiences and

beliefs.

IEXd Employability Skills
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e “What are the pros and cons of making

this investment?”

e “Why do you think we should partner

with MK International?”

Let’s learn question tags...!!!

In grammar, a question tag is a very
short clause at the end of a statement
which changes the statement into a
question.

For example, in ‘She said half price,
didn’t she?’, the words ‘didn’t she’ are a
question tag.

Rules to be followed

e The tense of the statement and the
question tag must match.

e Use the contracted version of
“helping verb” and “not” for negative
question tags.

e If the statement is positive, the
question tag must be negative, and
the opposite is the case.

e Pronouns must always be used in
question tags.

Let’s practice...!!!
1. Shahinaisthenewlead,.................

2. Theyhave confirmed, ..................

3. You like cookies, ......coeveeiiiii...

ACTIVITY 1

Fill in the blanks with suitable
questions.

Karthi: oooooeo i, ?

Guna: I'm coming from Coimbatore
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Guna: I do not have a 1 rupee coin.
Karthi: ... ?
Guna: History is my favorite subject
Karthi: ... ?
Guna: I ate chapathi in the morning.
Karthi:. ... ?

Guna: Dhass is my pet cat.

ACTIVITY 2

You are new to a place. You need to know
about the timing of the next bus. Around
you there is no one familiar. But you have
to ask about the timing of the next bus.
How would you ask the timing to your
nearby person?

Glossary
1. | Technique Approach; Manner
2. | Productive Fruitful; Creative
3. | Probing Curious; Investigative

4. | Rhetorical Eloquence; Stylistics

5. | Divergent Different; Various

6. | Respondent | A person who is giving
help or information

2.5 TRANSLATION SKILLS

INTRODUCTION

Translation is the process of reworking text
or sound or any other mode of exchange of
ideas from one language into another. You
can translate anything, including websites,
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subtitles, books, and legal documents.
Most of the time, translators work from
a particular language into their native
language. Translation is not a new concept.

People have translated information for
many centuries. Now, translators rely on
specialized tools and software applications
to streamline their work.

How to improve translation skills?

If you want to become a professional
translator, you have to master various
tricks and insights. For this, you need
to constantly practice and increase your
knowledge base. Only after building a
broad foundation in translating will allow
you to possess the translation skills you
need to thrive in this industry.

e Become bilingual or multilingual

Bilinguals and multilinguals can take into
account both culture and language aspects
as they switch from one language to
another. If you're an experienced bilingual
speaker and writer, you need to develop
your linguistic abilities to adapt to the
source and target culture to improve your
overall translation skills.

e Great reading comprehension

If you want to succeed in your field, you
have to be fluent in the source and target
audience not only when speaking, but also

Chapter 2 English Language Skills m
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when reading. This way, you are sure that
what you are translating is accurate. To
improve this translation skill, you need to
read a lot of materials in both languages.

Let’s learn about singular and

The difference between singular and
plural nouns is easy to spot. When a
noun indicates one only, it is a singular
noun. When a noun indicates more than
one, it is plural. Look at the following
table for example. Complete the last two
examples.

Singular Plural

Pen Pens

Cat Cats

Man

Goat

ACTIVITY 1

Give tamil translation to the following

terms.

1. Office 6. Bakery

2. Parcel 7. Counterparts

3. Head master 8. Parents

4. Governor 9. Twitter

5. Vocational 10. Calendar
teacher

Glossary

1. | Bilingual Speaking two

languages

2. | Multilingual | Speaking more than

two languages

IEEl| Employability Skills
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2.6 FORMAL COMMUNICATION
AT WORKPLACE

INTRODUCTION

Formal communication typically refers
to an official interchange of information.
Regardless of your role within an
organization, knowing how to formally
communicate and recognize formal
communication can help to improve the
way you communicate with colleagues
and the company’s management.

Importance of formal
communication

Some of the main reasons to implement
formal workplace communication include:

e Itclearly definesand establishes authority

e It reduces the likelihood of mistakes
and errors

e It can create discipline

e It can improve work coordination

Types of formal communication

Downward communication: This
is the most common type of formal
communication and represents the flow
of information from the company’s
management to its subordinates. It usually
consists of various instructions and orders
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that are passed down in written or oral
form, through reports, memos, emails,
manuals and others.

Practice session

Complete the table of downward
communication at an educational
institution:

Principal / Headmaster

Assistant Principal / Headmaster

Head of the department

ANl I B

Upward communication: This is
the opposite of downward communication
and therefore represents the messages
passed from subordinates to management.
It can take various forms, such as requests,
reports, complaints and suggestions.

Horizontal communication: Also
known as lateral communication, this
type of formal communication takes place
between coworkers who have different
roles but are on the same hierarchical level
within the organization. Communication
betweenmanagersofdifferentdepartments
within the same organization is typically
the most common example of horizontal
communication.

Diagonal communication: Also
known as crosswise communication,
diagonal communication is  when
employees who work for different
departments within the same organization
and are also on different hierarchical
levels formally communicate with each
other. It wusually consists of various
employees communicating with managers
of different departments, such as HR,
marketing or finance.
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Formal communication methods

Here are some of the most widely used
methods of formal communication:

Meetings: Scheduled meetings
within the same department.

Activity reports: Reports are
formal documents that are usually sent to
the management team.

Memos: Short for memorandum, a
memo is a written message sent to a large
number of people within an organization.

Lettersand emails: Letters, in either
physical or electronic form, are a widely
used method of formal communication.

Formal discussions: A one-on-one
discussion between people working for
the same organization.

Tips for improving formal
communication

Consider these tips for improving your
formal communication technique:

e Avoid contractions.

e Use official titles and address people
formally

e Use company or professional jargon

e Avoid using anecdotes or analogies

Let’s learn the parts of speech...!!!

Parts of speech are among the first
grammar topics we learn when we are
in school or when we start our English
language learning process. Parts of
speech can be defined as words that
perform Different roles in a sentence.
Some parts of speech can perform the
functions of other parts of speech too.
Here are the examples of parts of speech.
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1. Noun - She lives in Chennai.

Pronoun - Did she find the dress she
was looking for?

Verb - He reached home.
Adverb - The jam is too cold.

=

Adjective - The movie was amazing.

s Y

Preposition — The ball was kept
under the chair.

7. Conjunction - I was at home all day,
but I am feeling very tired.

8. Interjection — Oh! I forgot to turn off
the switch.

ACTIVITY 1

You are writing an email to your boss.
Give the formal prefix of their name for
your boss when your boss is a

ACTIVITY 2

Make groups in your class and discuss any
current topic. At the end of group discussion
evaluate your performances. Focus on the
area where you want to improve.

Glossary

1. | Colleagues Coworkers; Teammates

2. | Implementing | Applying; Put into action

3. | Ambiguities Doubts; difficult to

understand
4. | Jargon Walffle; Slang
5. | Anecdote Short story; Tale

IEZl| Employability Skills
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2.7 INTERNATIONAL
LANGUAGE

CERTIFICATIONS (IELTS,
TOEFL, OET)

INTRODUCTION

Many people want to move abroad after
their higher studies. Since English is
a predominant world language many
organizations and governments offer
language certificates to test the ability. By
getting this certificate one can prove their
English knowledge skills. Students, job
seekers and professional scan take these
tests and can move to abroad.

Benefits of Foreign Language Test:

Language proficiency test is conducted for
various purposes. They are,

1. Education: In educational settings,
language tests are conducted to assess
the student’s potential or advance-
ment for the purposes of academic
placement.

2. Profession: In professional settings,
the language test can decide whether
an applicant has the language skills
needed for a job.

3. Knowledge: You can prove vyour
knowledge level through several
international tests. As there are different
sets of rules and test patterns, one
should have a clear idea of what tests the
institution requires and accepts.

13/03/2023 12:28:36 ‘ ‘



4. Career advancement: It will show
you the world of job opportunities
across the globe and encourages career
advancement. The proof of the test
certificate is an added advantage in your
qualifications for the smooth interview
process.

5. Others: Other great advantages include
acting as a confidence booster when you
crack the exam. Based on your proficiency
level, it also assists your Visa and PR
application while traveling abroad.

Examples: DELF, IELTS, TOEFL,
BEC, TEF, DELE, TORFL, OET and so on.

IELTS: The International English
Language Testing System (IELTYS) is one of
the world’s most approved English language
testing systems for higher education
and global migration. More than 11,000
organizations globally trust IELTS

e IELTS Test Format: There are two

IELTS tests. IELTS Academic or IELTS
General Training.

e IELTS Academic: measures the level of
English language proficiency suitable
for an educational environment. It
evaluates whether you are qualified to
begin your training or studying.

e IELTS General: measures the English
language proficiency in a practical
context. The test reflects both
workplace and social situations.

TOEFL: Test of English as a Foreign
Language (TOEFL) is similarly popular
English assessment tests like IELTS for
candidates looking to travel to the USA,
Canada or any other English speaking
countries for higher education.
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OET: It is the English language test
for Healthcare professionals. OET stands
for Occupational English Test. It has been
developed specifically for 12 healthcare
professionals. These tests reflect on real
workplace tasks and relevant language
skills for each professional. Dentistry,
diabetics, medicine, nursing, occupational
therapy, = optometry,  physiotherapy,
pediatrics, radiography, pathology and
veterinary science are the 12 branches.

OET is an international English
language test that assesses the language
communication  skills of healthcare
professionals. OET is trusted by regulators,
hospitals and universities in the UK, the US,
Ireland, Australia, New Zealand, Dubai and
Singapore as proof of ability to communicate
effectively. It covers all forms of language
skills with an emphasis on communication
in a healthcare environment.

Modal verbs and their usage

Modal verbs are helping verbs that are
used along with main verbs to represent
the ability, possibility and probability of
a subject to do an action and emphasize
the necessity of an action.

Examples

1. I could make some time to help you
with your assignments.

2. Your friends may come to visit you
next week.

3. It would not be possible for you to
complete all of it by tomorrow evening.

Chapter 2 English Language Skills m

13/03/2023 12:28:36 ‘ ‘



Try these sentences to practice
modal verbs..!

1. It.......... rain in the evening.

2. 1 think they ......... reach
Coimbatore by 8 pm.

ACTIVITY 1

Speaking activity : Work in pairs and
arrive at five points that bring out the
benefits of early rising. Share your views
with your class.

Glossary

1. | Linguistic Language; Verbal

2. | Proficiency Skill; Talent

wvwv.tnsch@olbooks.in

3. | Non-native Outsider; Immigrant

4. | Mandatory Compulsory; Needed

5. | Global Worldwide; Universal

CONCLUSION

English is the predominant language
spoken all over the world and it is a
primary business language. So learning
this language can help us achieve big
dreams in future. Through this lesson
we have understood the usage of English
words in a formal way at a work culture.
We have also learned about its usage in
modern media.

ASSESSMENT

I. Choose the Best Answer (1 Mark)

1. Which among the following is the
dominant business language?

A. French B. English
D. Spanish
2. LSRW skills stands for..................

C. German

A. Listening speaking reading writing
B. Learning speaking rising writing
C. Learning speaking rising watching
D. Language speaking rising writing
3. Speakingisanactofmaking..............
A. Beating sound
B. Dancing beats
C. Vocal sound

D. Ringing sound

IEE@ Employability Skills
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4. Effective speaking helps us to build

------------------

A. Unclear communication

B. Effective communication

C. Bad communication

D. Ambiguous communication

5. Which of the following helps us to
grasp important notes.

A. Summary writing
B. Mind mapping
C. Note making
D. Draft making
6. Writing skill provides us with a

permanent record for ........ reference.
A. Past B. Present
C. Future D. Yesterday

13/03/2023 12:28:36 ‘ ‘



B [ [

7. Information about daily economy,
entertainment, politics, sports and
commerce are seen in?

A. Subject book

B. Organisation’s publications
C. Yearbook

D. Newspaper

8. Which of the following is not a merit
of reading a newspaper?

A. Enrich the language

B. Strengthen the writing skill
C. Domain expertise

D. Ambiguous talk

9. Find out the right abbreviated term for
C.M.

A. Chief Member B. Chief Minister
C. Chief Man D. Chief Maker

10. Having a routine can greatly improve

.................

A. Stress B. Health
C. Cash D. Travel

11. Which of the following is a future
tense?

A. I watched a movie
B. I had a pet

C. I will walk

D. Ilost it

12.Effective questioning techniques will
increase .................

A. Doubts

B. Ambiguity

C. Logical thinking
D. Mistakes
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13.What is the correct Tamil translation
for the word “bakery”?

B. GaBir el

D. aul g &semL

A. Si(bLD6D»)60T
C. Gus Il

14. Official interchange of information is
knownas.................

A. Communication

B. Effective communication
C. Good communication
D. Formal communication

15.Communication flow from upper
ladder to lower ladder is known

A. Upward communication

B. Download communication
C. Horizontal communication
D. Diagonal communication

16.In which of the following kinds of
communication the information is
exchanged between the same ranking?

A Upward communication
B. Download communication
C. Horizontal communication
D. Diagonal communication
17. IELTS standsfor................ccoeevinnnnn.

A. The International English Language
Testing System

B. The International English Language
Talking System

C. The International every Language
Testing System

D. The International every Language
Testing Style

Chapter 2 English Language Skills | 37 |
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18.OET stands for.............ccoeeennine 3. List out the benefits of reading the

A. Operational English Test newspaper.

4. What is the importance of formal

B. Occupational English Test
communication?
C. Organizational English Test
5. Write a short note on OET.

D. Ongoing English Test

19. On an average, how many organizations II1. Answer the following (3 Marks)
believe IELTS test? 1. List out the benefits of speaking skills.
A. Fewer than hundred 2. What are the uses of questioning skills?
B. Fewer than thousand 3. Write a short note on diagonal
C. Fewer than 10000 communication.
D. More than 10000 4. What are the benefits of foreign

?
20.Occupational English Test have language tests?

been developed specifically 5. Write a short note on translation skills.
for........o.ooenil. professionals.

IV. Answer the following (5 Marks)
1. Write about LSRW skills.

A. Finance

B. International business
2. Whatare the types of questions? Briefly

@ C. Healthcare explain them. ®
D. Child care 3. What are the types of formal

communication?

I1. Answer the following (2 Marks)

1. Write about Listening skills. 4. What are the methods of formal

communication?
2. What is writing skill?

EEXl  Employability Skills
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FILGMED LIWLI6OTT 6uemedll LFleYL60T &nlqlll
&([HSEHSHEMEITLI LI S860MLD.

COMMENTS

Sort by: Newest

® O GIf

Great article for anyone thinking of trying Yoga for the first time. The poses listed are really easy to
do and will help increase flexibility.

@ 2Ukes () Reply
.
+

When | first started Yoga | really struggled with Downward Dog. But it's great for stretching
out your back

@ ke () Reply

euemeoLiLgley uglelpaeflen s miser
(Element of Blog post)

1. Ambg semeoLiy (Great Title)

2. dw ugdser (Short Paragraphs)

3. SMLdwemoLi&Hel (Visuals) Si16DE0DG)
ueveL &b ( Multimedia) S6beog 2 emm
(Text)
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4. 2 1 pmib eeuefls Cambaer
5. siflurissed (Proof read)

euemeoll Lgleysarfler (p&Hwd g6

1. 6HeUIfledT 6T6T0TEUDITRISEMET 26085 8IL 60T
LETHEl E\&T6TEHSHED

2. swmfliy Sieveng CFemeuemiLl
elemburliLh S &I5H6ed

3. euHeuNll FFL(b&H6d

4. B&pIFlemed FepSHSHmS HLL 6MLSHHED

auemeoLiLg) eledT 66w HH6IT

2_emey

seell euemeoLiLgleletr (L& &S &) 6L
1. u@Lumieleneor 2aéGellbEDE)
UeDLLILMTHMEmEd 61FUIOLIbSSHISEMS)
&L (wwmnd (Collaborative)

p 0N

&w Wrdlusdliiysaner QL sHend
QUGS S

5. ber &msgIsHemen (Feedback)
aurCeum&m&l.

e &Fweoun 1

euemeoliLgley ereoTLg eTHTHMEOSHS 0T UL
eTevfled, 2 rsERSGL HigsHs SuGuns
Woueoons 2 eten ag@sHm @ HeweoLidled
OUNBLETSESSHMS 2 _(Heundseyw. Lleory

auemeliLfHlemer 2 HeunsHGSLEUTE lemd
udHlefl (e smeTerTeomniD.

3.3 ewuwflar esrLiy (VIRTUAL
COMMUNICATION)

il &b

ewwflel eSTLIY eetug B  GT
siempuied @eveonelLLIQIUD Fnl, QETDOTS
Geuemenr  GFWeNg  WLOMID  WIDEHL 6T
SHOHEHIEDTIMbEUMSS SMISHSLD. G
OBMLIL 6TedTLg &I SHHEUD STLIL
empwn@d, e GCaLauned Siebeg)
&Meleooiedl  LOEITEOTETn) FMGHEOTRIGET  CLOGDLD
Crms&EHI LI 6ameren  ShHdH
asmdled HIL LD LwIedTL(b SSLILIGHME).
GanellL19 agnpmn CrmisEL LD awilfleT
Lo Lwetr Geusld OUMIEDE.

o 2 _emI& 65

e 2 LemnqF aswd)

o SHME00TME0 AT 6mL

o G&I6L cpedld Semevorl ABII(LPmM

o FCPS QerL_HLD

o LO6OTEDT(EHEED

o SemevoTl LOMHT(H

o ateflLL ehs QFMPled HILUSSVID BbHs
UM BHIMEOT HH6UD E\FHITLIT6mL [HLHSHEDILD.
ThHHISHML(b

WoleoteoTEhEE0l6d MO  HpuL  OBTLIY

QBMETETEYD, FEIMBSHEHLEOT  &lbHILIL|S6emer
FHLL LSy, Goeid Hletteormearfled GMILILSSHTS

5566 OBMLITLS Smedraer [ 43 |
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L&) 9 _emwiImLedaerfledr ugleysemer
MEUSHH [(HSHSHELD DS SHEDE.

BetemmWw 2 60D  OLIHLO6TEY]  LD&ES6IT
shiser  eipaalled QmbEH CBTEmEvET6D
Geuemed e1&LEEOTDEVTT. QedTenid 6ol BB
HeMLSEMQID, 2 ecooeushiseflaln mbhal
Geusmen G15ILIENMS CHIT6) C1&FIIEEOTMEDTIT. 6(H
BUT FfWMeT $H6UD OSHMTLIL &H6mL SH6em6l
S1g00)|&56Nl6D6MED ETEITMMED, SEUTHET FMLILITS
QIFWIEDLI(bEUMITSH6T 6T60TM)| 6TLILIG. 6T HITLIMTES
Wwigb? @hG ewwhal SHHeued CSTLITL
(WaAW Ukl audsdHng. — JySHslq
LWeTU(bSSLUUGBL e Qwwflal MLy
smelset SGLp L IqwIedILLILL (b6iTerTeDT.

1. Zoom
Google meet
Hangouts

Webex

a > @ N

Skype

awwflal ASTLILUSGS BFHemeullmeor
FHmedr 6l

uesoflliLs&led CrH&ESEHT aSTLILIOHHS
Bl pHlemen QS TLTLI&SMe0T oMM & 6o GLmg),
LILIED)I6ITE $& 66D OIBTLITL| SIM 60T (LeoTemLedlL
08 (PSHILIDTETS]. HSHEUD STLITL 6TeOTLS)
&HIQEUTLOMEDT  U6DOfl®d (P 6eYHEHSHE ULl
AGHGD D ELDETEMLOWITEDT  HMEDTTSLD.
Guaib @hs Camell—19 2 &6 AwilbHlsT
SHHEUD OBTLILUSS (peotemuedlL  iFH s
&H6U6TLD BFHemel.

Hapflened HH6U6d OHTLILSHES LI6D
ool HHIG6ET LOMID SHHENSHET 2 _6Temeot
Bemeu GemmUN(bHemeT Semettidd HlmLL

m BeuemepeumiLig Hmedraeir

eFweLGbL. 21685 Geuemeruled, 6GWIH&T
LeoofludL & &) 6ot FHMUSHSHH 6D QOWIB&T
QFMLIYS  SHpeoTdemer 2 (HEUTSHE6EUS)
seoflbUTSemmIW  HD emHUled 2 6TaTg).
SobuL wHMID 2 5CausssIL60T BHEHS,
BHMD awfsl asrLiy $mersefled fAmmbs
elenriid Beu6toT(hlD. WA H&HEUELASTLITL
SOl L $&6U6D OSHTLITLSHEM6NE SHITLLGEILD

ad& b & 6m 0T6m LIS GCanmdAng.
geeoeofld  BMD  eumiewomyl — SieDeONH
SI60L_LIMTEITRI & 6m6IT FHEUM afl(heus e,

SITLemL&ET OHMID QSIS &Hener HeUDTS
yfibgl O&meTemliLbeusMSTeoT  GUMIILIL| &6
B LD S([H&H&He0NLD.

ewwfer asmLIllhasns euend Hgis
asmerrenr Beuevoriquwl fleo FHmeoTHeT
1. wflwnensuwLem SHSHH6D

2. @eNss Crrsdle QmLus

3. LOHMEUTSHEHHESG SHEHLUWITS
GeuevorLiD.

Bm556d

4. HEMEOLILL 60T Q5T C\FWILLIM(H

5. HOYIDEMEN 2 (HeUTHSHED, SeofllulL
OFNLIUSHemeT 2 _(heundseyd  Gm
6518 S S6V.

6. SIMETEU(HLD OHTEMEOFHITT HH 6D
Smlusmed meormns Liflihgl e\&memer
BN OSMLITL C1&STETEHSED.

7. euplulL e&wgluled &66iTD 0155 EISH6D.

awwflal OSTLTLN60T H60T6mLo &6t
1. egeey BaLisHmH60
2. 2 Husdls Hmenen SidlalHsHe0

3. oCrnsdwner Geuemed  EUMPSHENS
FLOHEmED SI6ML 6D

QB & OSTLILN6T &emLos 6T
1. BLEYSems SevedmemLD
2. GODSHSLILLL & QSHSHIEMLIPLIL]

3. WMDSHELILLL AFHTHIED HILLI 6015606 86T
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Q&FwWwebLIm(b 1

Gamedll agmhm) Crmil sreogglev [Hlapblemnen
UGLUSHEDHG  STO6ToTedl &SI
LWeITUbSSI6Nens HeT® AbS BLIST&aT,
2 _miseT UGl GCaMpTsEnLedT Smelevormed
SOHSMLE|  FhHIllenus HLEHS  6HS
smHedemwl LwWeTUbhSS (Geuevor(hld ereor
FLLlLeyw. eUuIlL smeuller mHeoTemLo,
Semwsemenll uhm) efleun Hlébseb.

AMazon

Q zoom 3% Chime

Cisco

webex BlueJeans

al appear.in
nﬁ Microsoft Teams

&@neflulledr aUWIT

TH60TEMLO 6T SemLo &6l

3.4 sa6U6 FMLIL SmenLoseT

il &d

HHEUD QFTLIL SHmew eredtugl, Simley,
FHmeoT ST, Q1 F WL EmM SH6T LoHMILD
LD 60T [5l 607 60 60LO 6D L B MhIHEmeTITH S
LODEUTSHEHLET OSMLIL  CSTETEUSHTESLD.
6 6ufleoT FHHEUED QBMLITL CLOEOLD,
LOT600T6IT & 61T GuingemeoT &6l /
SHHEUDLSHEMET O _(HEUTHSEYD  LMMHMEYLD
SDHMISHE\SHTETEDITT &6, LOMM 6T & (ETHL60T
QWM Seneoilenl 2 _(HEUTSHGSEDTI&HET,
SRIGET &([HSHGIH&SH6M6MLI LETEYLD, Sieu &erfleor
HeuflHHeoTemenil eueaflliLi(hSHSHEYD, FHrhl&Hel
sOmemed  SiflsflEsayn, sSnflhkisenend
QFIIWLIGYLD OSTLIL SMETHMMTT SHE.

5HHEUED QBT SHmemLOIITE0T &)
&eTGDTEOLNEITN) OSMLITL e&mevor @mevorch
HlWEUTH  FWeMOGHemET 2 _6MeTL SIS

Si6me6L:

QFMLIY amemenSHed: (Communicating)

QBT Q& meTeUS) 6eT60TLIS| LD&&6IT
HHEUDHEME,  SHEDILIEUMHIGHEM6T,  SDmljemer
2_0&HSHEMS SHIMLIEUSHSHTE0T BLLITE 6 60TEHEM6IT
uflondmeyld, &H&eued GGHMTLILL LG 6UrkI&6T,
2 5dls6lT HMID OSMPled M Lkisener Liflbs
61&M600T(h SHMLDLIL LILIEOTLI(h S&H6YLD BH6meuumenT
FHmettaafledl OHTGSLLTGLD. OSTLILOSTeTEUS)
&&Hefledl  &DHmed, SieuTsHefledr  GeofliurL
LHMID SEPS SIEMLILITENLD, HEUTSH6T QASHTLIL
CIBMETEBLD 2 605D SpEweUDMIGHES SemL G

6(H LITEDSH6MS EULPTRIGSEDG.

FobuL  OFTLIY  CSMETL6EUT &6
Si6T Herfleor FlmemLo&H6iT LOOHMILD
o2 sHoemer  CHemeu@amsmuU  LWETLI(bSHH
LT 6m 6UWIT6T &6rfleoT LefIrb &l 600TT 6m6u
2 _MIFIILihSS & STETSH DT &HET. SIGUT HET
QSMLIY 6&MeT@EpLGUTEH  LI6D6UEmSILITET
Crnessmsemer  UOGAM  gLOOSHEHHS,
L6DSTLILILL LT émeUWIM6T SerflLLD

LWIeOTLI(b S 81618 S\ &if15H81 euBSEDS.

Q& 8ImWSH560 (Collaborating)

65 SI6WLPLIL| 6T60TLIS| OILITEI6UTET GhT&HE:SH6mS S
OFMLIEYLD eI g|eumeot Be0&GHemern
HlempGeupmeyd  EOTDNS  AFUIDLILEUSDS
LD&&6IT LILIEOTLI(bSEID SHM6DT, 2_SHH &6 LommId
BWIeL|SHemeT 2_6TemL&SHILIG).

SmibLiL 65 SIWLOLILIGNT SH6T,
womeuT&efledr  (Weor@eotné®, 2 &dlaen
LOHMID 6&MHS (PWnHFleHemer EemevorLILIH6oT
cpeold  Sn L bULflGHe0&H6T, LWI6OTS6T  LoHMILD
elemeneygemer ereuaurm Qemeu siFlsHleHnE)
6T60T  SH6U0T(HEUOTITEHlGOTMEOTIT.  SHEUTHET  G(LP
2_mdleoriserfleor LrtiserfiliemL oG SEDMT S6T.

9 _eTenLral&lwl THEML(LPEMM & 606
LIWLI6DTLI(b S 16U oTmed SHSTEUTHEYLD
HpbULed  aswWeMHNIEDII&HET  LOHMID
uAIiulL  Sifluesofliy  wOHMID  UFevLT

HEOTEMLOSHHMTHLI LIT(bLI(b&60TM6OTIT.

soae astLius Snsrsdr | A



www.tnschoolbooks.in

8 10 40 it

SDemLoWIN6OT QSTLITLITETTNS LOTM)SH6D
LeOGeum|  EUEMSHWITEDT HHEUD  CBHTLITL
fpetteHemer  HOHMIG  6&Mevory  LUIHS
Q&sILWDOGEUTE HOMD 6 SMEMLOWITETSH
OFMLIUNETINS LOTHM 6. Bh& SmedTa6i
LI6D 660TDN&HE GIFUIEOLI(bEUSITED, (LY HSEUEDT
6l6u6uGeum) gLpeba&erfled OBHTLITLIS S M 60TSHemer
LD A& aseus) (PSEWILD.

1. g meind @ seuenflliy
(Active Listening)

@& oaeaflemownensnss ComeornileoTmeib,
Bsement 2 (HeuUNsHS WHMID  GDLbLSS
SIQEOTONET &I SHDewowinsd  SIHSHELD.
Gué&smemflLib &6uetTD OFVISHHIH, MSHLIGLE,
LO1q &&600fl60fl&H6T SieDe0 &) LM QILImBLSerfleoTmed
agmUGbD SeueTF FFmevdemerd HeNTHHD,
wono  FbHSHL uSleveflss Comenallsmear,
BHSHEIHHET G — CLITFEDEITHEM6TS
SWNIILILSE0T ELPEOD QIHEUT OFWIEOS DEOTLONE
seuevfllunenyne S[h&He (LPLGLLLD.

2. B emL W A TLIYL Lmeoofl emwl
LIITT 60 6UWIT6NTT & (61h & erL

LorHMIWLIEmLO 6D
eeuelGeum  glphlemeoserfled  GleusuGoum)
6UEBHLLITEOT SHHEUD OFMLITL|&6IT
GLINIESSLONETTENE).  ETLSHHIGST LTS  63(H

FHnemo  euMihs ESMPlEOSILIHLEIT OSITLITL
QSHMETEBLOGLITS), (PEDMUITEDT LS6OTE0T6hE606D
Sie)ILIL|eUE)| Si6LEDG) ST HEDETSH
eBmemeoLIGLIFUT6D SiMLPLILIZ) IHEDED ).
glpHlemevemulll QOUTMISHS, SHHEUD GBTLIL
6214 6)IMRISH6ITl6D (LOEDMLITEDT HL_L &8 O\ FWWIILILL &
Bl HHEMS BT SisnLiLl GeuevorquilHseeorLD.

3. pLymey (Friendliness)
BLled, Griemw wHMID Srssd  Gumedtm
SEOUITHFWIMBISGET  GILIIHLOUMEID  [HOLIGHEmS

m BeuemepeumiLig Hmedraeir

LOMID YflHemed 6UETTSHEEOTDEOT.  SHEUT SH6IT
ey @meEDNISeT eredim  EHEUfILLD
GaLug), sieurset Guab@UTg) LieoTeoTenSLILIS),
Fmemwowineor  CelemEdSHHTEOT  GleUEGLOHl emiL
auphiGeugs Gumeorm Al enFem&HSeT,
&8 oamATSHeT LOMID 2 wif Siglenfleer
B([HEUIHLEOTITEOT ©_MEYEEM6IT 6UEMTHE ©_FHEYLD.

4. polisens(Confidence)

ueoofluilL sl ev, TBLDLI & 60 BlL|L 60T (WpeoT
MEUSHLILGL — HHHESHEHSHE  LDSSHET
udeveflss SiFles  eumilliyeTeng. B
wrflLoneugd  GusbGungd — He0UTEINIHS
Gmomes unisall Guseus, GsmeTsemer
efliflss  Cwomes 2 Lsnpeugs  LoHMID
6T 600T 6001 2l 8 60D 61T QIO (H o L_(heUSD S,
CrosIHn® (WerrGu SWnTmGHed GumedTm LIed
aul&er HolsenswL e GammmweflliLenssd
SMSHSLD.

5. beatambabsemen (feedback)
SIILILSEd HMID OLIMISHED

euUIEUNE0T S E\GMLTUMENT &6 (Communicators)
(WSHEWILDTETS &([HS 1 5H6M6IT amHmIé
G1&ME00T(h LOMDEUTHEHHE HhSHELILTCULDTET
o arefllemL 6uprhis (PIQU|D. LBETE[HSSISHS6T
G665 EhdHES udeveflss  Beuedor(bib,
Sieysener euprhid Beuetorbd, HILLLD ()
HeoLlemU UeILILI(bSS 2 F6u Geuetor(hid.

6. OGS wHMID esefley
(Volume and clarity)

Brager  GuabBung, Gaslsd  Emigw
auemaUied egefleuns SLug Sieudwib.
LeBeum| SiemLILSH6MEd HHeuemend CoHL &5
g lqll euemsuiled Gus GIemend sifl OFILEUS)
HobUL STLIY 6&MaTeudnHeHES LOSeyD
(weHwonerg. W&eyd &530ns Guseus
fleo siemwoliy&erfled SieuwflwmengwimsGeur,
Siveng) 1918 GlongwmeorsneGeur &H& &N,
2 isEhHGSH sfluneillLme SLensll
UMTS& WOMEUT&HET ereleumm GSTLIL
\BMETEHMMT H6IT 6TETLIENS &6U6TIHSHELD.

7. yfibglevoriey (Empathy)
Bhs 53616 ST SimeT SeoflliuL L LoHmid
aBMPled  eUMpHemHUID  (PSHHLILDTETS,



www.tnschoolbooks.in

@evor(h EHSTLILMRISETIID HILD LoNHMeT &erfledT
o_eoorjFdleHemenil yfliba G\&HITETOT(h
OILIMIHSHSLOMEoT uFlemend GaiImH6e\&H(hdHE®
BeuetoT(hlD. 2 _FHMT6voNONS, WMTmeug GHmuLb
siebeng  efirsHdHemw  QeueflliLihsHeotmeD,
Uflibgleoonised Sieuiserfledr 2 _evoni&dlaemern
QLS Q&TeTeme|Dd, LT6UTSHSED 2 _SaLD.
8B &wowid, e CHILEDDIITSED,
9_MEMHLOMSHEYLD 9 _600T(HLD Gumgy
LrfIih 8160017 86D, GuingemeoT&H6iT LOHMILD
FILLBISEBHSHGS SpSTEMEIL OILD 2_SHELD.

8. &evorevoflwib (Respect)
HeooTevoflWSHH60T  (PHHW SIDFD, HH6EUD
OBMLTL|&emarT erLIGuT &y QBMLIBIS
Geuevorhd LOMHMID UFleveflBs  Geuesorhld
GOTUENS  SAMEUSNGSD. 2 _hseT &R
S G SiewLIL&aTfled LMHMEULT SHemer
SMNISHELQ DML Gu& SIS
SIUFIONETSH HHEUD QFHTLITE] HMEoTmGLD.
FWNEmSWL 60T OSMLITL C\SHMeTeUs 6Te0TLSI
—  LOHEDIIHEUHLET  L&HH &FTedlHS60Tons
G &HemsLI LIWLIEOTLI(bS &l6U S, 606060 [HH &I
elleosnoed @eLug, 6gefleuns Gaeme)
G ugib, (W(RemwwinsLl L eoafliLgTELD.

9. awmPlupp silG&Hsemerll Liflb &
C\BITEIT (E1H S 6D

2 1 ev eyl (Body Language) (waUmeurkiser
OHMID &evor OBMLIL (Eye Contact) Gumeotm
ewmPwmm  siflGHsefledr  cped QI
euflu siemeleoneor QML HSPEDS. HITLD
eweufler Cusenssd CaL GLEUNS), el seT
615 MELEUEMSILLD LOMHMLD 6T S6rfledT ALomPluIDH M
aM@Hsememuld  Heuefldsd  Geuetor(hld.
3185 Siemelil Q60T Llq, LOMMEUTSHEHLET [HITLD

QBMLIY 6&meT@p Gurg EILMHSSHLOMeoT
siflGHisemer  AIHCDION  6TETLIEMS
2_mFILihSHESMeTor(bLD, [BLD 9 Le6d
awmflepwit  upplw  efliesoTT ey eTILD
Bm&a Beuetor(hld.

10. eurmiliyevoriey (Responsiveness):
BID G 65Temeoludl  SiemPLIDEL
uglevefl&@L Gumgd 36L&
LOleOTEOTERFHGSL Lled Siemilijd GumID,
Qwgleuns udleeflliLeuTHenens STl
GeuslonesT QASTLILMETISET OSHEYD ShDMed
QUMLIHSEUT HENTM&H SmLu. ugdleverfléHa
ereueuane) GmOL 6IHEHGLD  6TeTLMSHS
BHSHIHE QsMeTaUSH QI (PeODWTSLD. BbHs
Qm Confleenssd oSieeg CaetalsEL
useeflss bdHH 5 HIOILkiserfled (pqujom?
SILLIGUITEDTTED, LIMT HFHEYL60T 6w Hleu &
65lleug [HELEDF. g O&eD & eomeor
Ganfleens sibend Goetell ereufled HIMmISET
esSlenwit aUDHMITEETTID eTedTLEmS 6LILIS
G1&IT6TOT(bLD, LOM)| LIFI6D LINEOT6OTIT (Lp(LRemLOWIM LI
u&ITaUbLD GTEOTLIEMSILLD LOHDHEUHESSH
asflliLbSSaD.

FHDemLoWImeoT OSTLITLT6TT & e6rfleor
LI600TL| & 6iT

Yl glevoriey

5566 OBMLITLS Smedraer
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FHH6UD OFTLIUS FHmedrserfleor

TH 60T 6WLO & 61T

o QGraemend &emmdHHeD

e ueooflwmentfledr FEbUIM(h P &ifl&H&H6e0

o 2 NusHFHHFHMeT CDLIbHSHSHIHED

° GUMSHEMSIITET(HL E0TTE0T ©_M6Y5HEM6IT
GLbLI(b & &S0

o Crnsdlwonerr LetofluiL &eom&smTD

o 2 SlLTHEHSHES CLDLGSSILLL
SULIBITL (bSHELSHET

o ueooflwmeny Geuemen FHl(HLISemWl
218\ &(fl&He0

o Lsemwenll SiH &S50

SH&H6U OSMLITY Hmeiroefleor &emLodeir

e LILIED)ETEN S&616D OSMLTLI60T
SEOOUN(D EFhSLSHEDS TDLbSEID, B8
SHEOTETLOLSH M HEM! (&HDMEGSLD.

o HFH6UE OBMLTL&H6leD 2_siTerm
SITLOBISEITITED, [HLD &(IHS &I SH6m6I
eeuaflliLbSs (e 6udHledemen.

o [HEDED HHEUED AFTLITL SMedT BeveonSHG)
IHLO&| S (EHEMLDSHE 6T HTLOEDMIITE
BH&Hs6e0MD.

o GrETDEMMIITET HHISHITLD.

o SMIOTBHSHGSD ILUMIBHIHHESLD
BemLCGuiwimeor LT &FFement.

Q&FwebLImT(h 1

EBp esnmpdasiulberer LHfled Qamha
Fpemownesr  OSTLIUTETNINS SHeUSDES
GrHemeulImenT HMeTHem6Td &H600TL MILIEYLD.

1. smemevor HMID GriTemwy Gumedtm FArlw
60 F6M & &6

2. @by Fnemwwmed WLGGW LWHMEUTSH6T
ellemmeund LdleverfleEledTmeoT

3. OFMLIemUS OSTLIAIG6EUSDBTET (S
SiIb&D 85l

4. geofliulL  eump&emsuiaid
auMp&enauiaid & Seudwib

asmled

m BeuemepeumiLig Hmedraeir

5 @nhy Hoer Coeralse udleaflsEdng
HMID SFemeu eUPTAIGEDS.

6. sieu IlWNemSHUWITET SiemoLienLd SHeNlT&HH

@b SnemwenwdH — C\SHMTEOUTI ([HHSH

Geue6tor(hID.
K KCX 1 J3JQJ&EXFH
NQKATYHTAPME
HZ ZMYAYDTOPA
FRI ENDWLTI NES S
M F I I DAY HF L V F
J TFEEDUBACKYJ
uXxXLVvuuaw<cTAD
Ql EOMY Z B L|/J VH
DCONZFF I DENCEE
VOLUMENDTEMHHSEB
J VTCEWPSERTFIXIL
G| FLGNLTCVONA

3.5 eswedmeindlE CaLlLed
(ACTIVE LISTENING)

M\ &HLD

CaLlugl @ Fnenio!

HHEUD OHMLITLS6ITl6D, ELIIHLOLITEDTE0T LO&SHE6IT
CaL Uz 6 565 auNlihs SHMEmLD 6TEITLISHEDET
OB, CUEEUSIVID CIFMHS HEDILIEUMHISHEDET
LSTHE e memeuglenid &H6U6DTLD
assHEDMIHeT. GCalug WLOD  HUEDT
SHSHWINeTeUTTSHEYD, LITTMLL LI L 6UTT&HELD,
SEUMTTEVILONSEYLD, LOflUITEmSUITSELD ©_ 6001
MEUSEDE. 2 FHMTEooIons,  QUHEDITSH6T

SRIGET GHenSHeTen CLFenss &euenfliiLg)
Gwiofllumemaemiu

siaT Herfleor QUG &H&

2_geydng.
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@nhs euettlles 2 asdled, CaLlug
Seunneot Lfl5eb&enend bl LI6voID oHmID
Crrsemas CslEHngl. HMD Cuaeueng L
GaL@wlung SiFlsb sHMIS &TeTSGDLD.
GasLBWD Fmerser  HOG — FPSHSHDG
afleunmenn&eyb, eraeuRsd, aHmled
(Pe®D QeUDMlEMUILLD LOHMILD [HLDLOMED SHMHM)IS
e&MeTar  Snlgll & HMEMID  ETETLENS

Syl se6r [HlerpLg&l60Tm60T.
WIMTTeUS) &b esmmeLmfleney
GULPTRIGLD Gursgy, LI G&mLITET &6t

CaLADMIS6T 6T60TM) SHIHSLILGLEDEI, S60TTeD
85 2 _etoTemWIEDED.  W&HSET  GDILLTS
Bememepi&6T CHLEMMTEHET Sh60TTEL SHEUTSH6IT
2_evoremioudled &euenflliLidlebenren. 6T6DEEOM(THLD
Cr rdlfl GCasLludlevemen. Lemerfluiied
(Statistical) SyleyserfledrLilg LoeoflFiT &e6i
QBMLIHGI 15 IO rkis6iT oL (bGLo G&L & (Lpiquitd
315601 LIN& 6T &erfledr HeuenTd FHmISnE.

e\ FweL S medT Bl& GaLLed
ereoTUgl  ugevur  yflsemen  GobUmbSS
GusueuflLio Gslp udleeallsa&
aplungn. @& o eoqumLedled &e6u6TD
QTS FIH6D, SMISSHILMDED Smuug
Guéssmeny ereoteor Guadmny  ereor  Uflb&l
esmerer GBI &ISGG6US GUTETDHEUDHDD
2 arenL&AWg. QFwWeSDendle 2 miy
eTe0TLg EXlEUIThISEMET SIEMLIIMEND  &600T(h

3A - e aFwWeHmeHl G CaHLL6d

& 6U60TLD

LD6OTLILIT60T 60DLD

03  agefiiy

aig Crmquwins uHgluLmoe SLuUens
2 _eTemL&&ig.

3A Gs&LLeéd (Triple A — Listening)
meoTOns  Geslug — cpetm  HmedTsemern
SiqLILEDL WITESHES Q1B IT600TL . &6)6DTLD
(Attention), LOGDTLILIM60T60LD (Attitude)
wHmID  Sieysfliy  (Adjustment)  @ps
Fpeider  amlLnd 3A GasLLed ereor
SIWLP&SLILI(H 60T 6DT.

HEUGITID: &H6U6DTLD 6TEOTLIG] [HLIT &6mer
sieufserfleor (Wwhdlsefled eFwebSHmer O
BmH5s 2as5GUUSTGLD. HID OFWeLSH meoT
@ seuetllE@L Gungl, eUNTSHenSSH6T
Hlenareuss5Hed HIEDWHEH HIHSHISHETTHE
QF WIS &HLILI(HE60TM6DT.

eTlUNeTen: mHeoTonsd GCaLUSHE&S
Sh&HSLILTEULDITET LDGOTLILITE0T60LD
urmorfléaliuL. Geuesor(hlb. 1) FHobs
LOGOTLILITE0T6MLOSSHIT0T 6ULHI LOMMILD euMLIeULILITES
QUPTRIBLILILL.  QILINHemeT LoeTTHIWINS enmid
QBIT6EN HWIMTTSHS UL 6UGSSHMG).

sigsfliy:  Caludled  sigsliy,
H&055H60 LMevoll iedevs Heuetts &lHmed
erevTevTEUTS SHHSTeId edlHLLIW &5 6u6meD
oup 2 seydingl. sHeorsGL  Lflwelebemeo
ereoTomed SignIsfliy sumeubd Gaetelleemens
CaL s HeiTemenTd HMEeoT 2ear&HGeSEDE.

HBHEUD QSHMLITLSH HMeoTHel
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CaLLe06T aUEmSHSH6IT:
o alfleumenr (HH6u6D) CaHLL6D:

s euemHuiled floo  HFHEULSHEMENL
eumIeusH&HTs: CHLHACDND. 2 FHTTeroIons
eflomeor silefliyser, @rulebGeu Simleflliserr
siveng  pAflwisefleor  eNifleyemrsenend
GaLug GuretTmemeuwIn@&L. @b e &Sl ufleor
2 _6MeTL&&LD LOIGEYLD (PEEILILDTEDT S,

o eflofger (LHUGDH) CaLlLeb:

LD Q\&MhG Xl F6o1d SlihGHementd $HlMedTSH 606N
LWeTUGbSS,  Fbsemeotulledr  SiqliLemL&
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seueflliLg @bs euensulledr S eupLD.

o UMIMLbED&GIIW (Sipdlwied) oL Led:
@by euems GslLed eredtug eNpLiLgdeor
aiqgliuemLuiled GaHLUFHTGSID. LML 6DSHEM6TSH
GaLlug) si6be0g Fleo EDEH HHD QenTFsHeT
@bs euenauledr & eu(HLD.

o dHlsemasaner (UflemTus) GaLL6d:

8hs euems GCuEsTNHEHE UEFSETSHTLLD
(Brsss58ILeT) sigliuenLuled CasLlusmELD.
@ded STliueflliLg 60 H6UMIHEN6TH
&eoor(bLilgLILIg| Eeveme.

Q&FwWwIebLIm(h 1

sLb® mbs brLsefled Braser 6&ls
SWOTHMBWD  [HlemeTHEI  LIMIHRISET.
HHEUD 6DDG AIMYNSSVIHSHNS  [HrilsH6i
seueTons Gosls Geuetonquimbhs  cpeoTm)
ShSTLILMISEW6T 6T(R&I%. (61.5M. SHemLuiled
QML SHEmaT 6UMhIS 2 kg6t 61umH G (hHL 60T
Gu&ab@uTgl, MHEVOTLITSHEBL60T iUl SHerfledr
Bremerll upm Guaid Gumg))

1.

m BeuemepeumiLig Hmedraeir

agwed Hmeord@ GaLLebledr

WP&HS WS g6

o MHOLSHEMBHMIW 2_(HEUTEHESSHD

o HHMM HML(hHED

o GUOMHISET SiDEONS M GSMi&6T

o Gudl (rubeuenT &M&HH([HSHSH6D

e Gr rFHflwmer 2 _FNIevoThi&enerLl
LSTHeL

e GLWFLLemT

HeLe0 GaHL G FHmemeor

QUETILILSD HMEOTSH &HITIT 6001 Il &6IT

o BOLIGEMS LDHMID EUEIEUTEDT D6 SEM6IT
2 _(HeUNSHGSHED

o QGunaemed SidHd 2_&6)sHeD

o (P&HHUWIDITEOT FH36U6DEHEMETSH H6UMEILMLOED
BbSSHeD

o FEHH0HEM6M SHEMLIITEMD HIT6TIT SHEDEDG)
THTCHTHS ©_56)H6D

o MlemE EUATTEHS ©_F6)5H6D

o QM Hweoaunns QmsSs FsMID
Slefl&HHen.

o sevall LHMID SeoflliulL aeun

o Geummismwmeor Gy BGLoedMEToTEmLD.

a&wed FHmeimdl@ CHLLe06T &emLosHaT

o Qué&smen (P& 6UDT &MTHH[HHBTED,
GaLBuni Gaemeflsmens LOMHE 6XIL60LD.

o QGussnenms®  uMTemeuwmenflLLOBbH&I
CaetallemeT argid erpmellLmed sHEHSHLD
aureond. @& BMD @ Cametelemuwis
CaL&ellebemed SpeoTmed  FOMI  (LPEOT
Gué&amenT 6re0T60T \FMEOTEOTT 6TEOTLIEMSLI
UMW BlFFwILmHm HEOTEMLD 6MLLIS
SML(beusN&HS CHmeoTnIEDE.
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aFwed Fmeril@ CaLLed Luindsameor
eulflser:

BniBs aFwedmerr W@ CaLunenTmeusnd
uuInd aFLWS anlqwl e aFweddlmedr LOG
GaLL6ed MILLMIGET 2_6T6TeoT.

Build trust and
establish rapport.

sa pdve €
15 Lister™d SR
Ask specific questions. SK‘l\\ S

(*;y Q Active listening techniques can
- help you truly understand
&
k.

™
S what people are saying :
in conversations | |
and meetings \

Demonstrate concern.

Use brief verbal affirmations like:

2 _eMIWML6LSHEIQID oL L MhSH6faID LD&SS6IT
6Te0Te0T  QEFTELADNISHET  eTeoTLemS  UIH &
asmeTem QFWELH DT L5lG CoHLLeDHBIL LIMki&ET
9 k& EHHE 2.

1. SHEU6DTLD C1FEISHSIMkIS6T

2. "Lr,rrsb'r unfrésa%](%me&r", TaThG®S Qg,[ﬂu.ub",
"BFswons , HTH , ereoTHELI u;f]aglmgju
GunedTn & ([H&SIOMEOT eUMLIGLOMLS 2 midl
QoMPI&ET eLPEDLD EIH([HSHE&LNET B&HL L 616D
eeueflliLhSHSHe0NLD.

3. enbALISTHeT Guianeni  (PLQ&HGSLD

eUEMT &HITSH S (HrhalBH6T.

ugledled GrIemwowing S(HralsHer.
&H600T QSMLTUML6m60L1 LTMorfléaeyLd.

9 6T &H6U60TE FlBHMELSHEMENS &6DMEHEHELD

N oo oo »

FHmhd LeoTHlemneoeml  emeUSH S| ([HklH6T
6ThS SAEMILOMOT(LPLD BEUETITLLD.

Q&FWIEOLIM(H 2

QWM 2 enrunLened Gaslugk  OHMID
(WaEWImeT efleurrhigsener GUILILI(HSH6D,

GWMT — 6UETIISHELD, LOEOT

wWeOF - 6UETTISHS, GoNT HBrauser erm)
HEMED SNMMEBE \FEOTMHIT &H6IT?

Gy - SevemeoBul, ereor?

OF - [HELEDE. & (5.Lo600f |61 650T 00T 60T,
Bog  sewe  SpAflwr @  eurflw
S L Lnevoflemwis (Project) ummliw simlefllienu
Gumlyms&ADTT. SeufsHer &OMIEF srerfled
ipdl eeflwhiser SUL SILLLOL (beTeTeory.
85| 5e100TLI&6T QLLLILILEUNSS SHbhHELD.

Gnf - mpeomne S;édng, SwGum
W &mmE gGeuflad v elwinuger
B85 GLo6de06U.

weof - &flwns e&meoreormil !

ST - Speorned erma@s?

DOT - 6UTEH  HTOSHESST  UHHled

@m&EGID bhs HeoorL &eul mD ueTerflufledr

LuiHEWITeNT &6 SMT6OT (LP(QEUHSWD GIFWILILI

Gundlpni&er. HIWLWD 6IH  6UY6UEMLOLIENDL

2 _(eundd SHNHGS 6UEOITE0ND S L 6DMLD.

BT @bs SievoflullenT B UGSHWTE SHes

el Cmedr.

GLMT - 6rarHGD Uhl@ 6um Geuedor(hld

eur. Hemed SHpFflwir Flp. Levofleuevorevorem 6o

&hEHUGUMLD.

IHITLD (P& ELILOTET L6Terfl&emer &6u60flée e,

e GlLevUT6DOfl60T GILIWIT — OGO

o  6v0fledT QLIWIT — LT

o dflwirfledr QUWIT — Lo6vofl6u6TOT6TOTEOT

o &DMIE &eufled eeflwib S b Sl L Liuevof]
— &HEUOTML Q&6 QL LLILI(bEUDS H(bSHSED

o QUME MmT&HESSHNT QIs &aul — BbHs
uerelfl  LOMEUOTEUT&HET  SHraIB6T  G\FMHSD
6119 6U6mLOLIEmL 2 _(THEUTSH @GS MM SHE.

o @meumb Gy eNlHLOYHeOTm6T.
&G o 6em EmpmsHefled erFH 2 _evuremID
6T60TM)| LIM[T &8 60ITLD.

1. BEISHO QG U SHeDOSHHLLLD

(2_ev0TEmLO / GWLIMLL)

2. sl sHafledt Hemed eUGLINSTET  LI6oof]
(2—_ev0TEmLO / EWIMIL)

3. aung mTesSSHer 2 616 Qb HEWens
&ML (2_evoremLo / QWML

soae agtLius Snsrsar | RN
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4. euemneH5Hed  Amdl
(2_e6voT6mLD / EWLIMLLI)

3.6 aflensas Hmeorselr

il &Ld

uniss  eeflwib

eflenéald eTedTLS HeToTLMIGHE, STlomeuflgsed
SI0e0G  QLILEDL SHFHE0SH6T0T  C1FUIEDLP DM
SHSLD. eXlen & & medT eI THNHSLD
LIWI6OTLICh SSEOLD. 6T.&IT. eT(RSLILILL 61§ &aT,
elensaluLruger  (Charts), euemmULMaI&e6iT
(Diagrams), HleoliuLid (Maps), euemT&LLLD
(Graphs), FlemetTteys snmiser (Memes).

FHmeoTsHel

eses
Gué&snenflLLO\BH &l O\ F LIS 6T 6THS G HSHEILD
Umsseoofllio @edbeormosd Qevd@ eompluied
glebedlwinseyd ewmpluiiwieonseayb WwrHms
nlq Wl SMeTmGLD.

6T60TLI&]

eflenedss HmeTsHerfleir LI6oorL|s sn. MI&6i
eflensss HmersHerfled gbgl LeToTLs Fn MIS6T
9 _6IT6IT60T.

1. udley eswd SlmeoTsHe6T

2. eyl sirley

3. Hlemereummmed HlmeoT&HeT

4. mbIHlemedemLD

5. udley Q&b HmetrsemarL
LIWLI6OTLICh & &1 62 60T CLHEDLD, aomyl

m BeuemepeumiLig Hmedraeir

QuUWIFLILIMeTT 6T60T60T GusliulL g
eTe0TLIEM S L] ugdley LML LOHMILD
Gu&snen (& @LD QLML EILIWITLILITET(HSHELD
saumn @eveomoed  sflwner Q&L
QRHSMISHS 65flelssILSTGSLD.

ewomSluiledr meded Sirflem 6Lt \LIM)6US 60T
cwpeold, Glomyl euwiriiumenmed sflwins Lflbg
Q&ITEITEIT (LPLG.UWLD.

1Fleme0T6eUMMHM 6D FHmedrsHemarLl
LIWI6OTLICh & 162 60T eLHEOLD aomyl
QUWFTLILMETTH6T  SHBIGHET L_6T6ML5&HHEMS
SI6UT &6 cpemaruied LiFley OFILILIEOND LoHMILD
GoemauliLpd CradHled SemsHBul Leoor(hld
Hlemeoteiin@ 61&HM600T(HeUTEYLD (LPLGLLLD.

ellenéss FHmeweor

CubupsgeusnETET 2_5FlseT

1. efliyser eaoSSL UPsHSD:  FAn
SPilysemeT 2 (heuTdGLD — LLPSSLD,
Q@ Hebed GuITsenerr MHMID ETIRSHID
LD dlemws 2_miFl aFLeUSTES EHHELD.

2. Flenerelled emeudsd erafldmeor Limevoflemwl
(Style) o _meun&@raser: Heofl HUT&6T
HlemeoTeumHnESHSHNS, 5B 66D M6
araflemwowing  Hlemeorelled  emeusHsIH
esneten, JleoTeoTrRiGHeT  Sibe0G  ererflw
yerterfl efleurmhisemer G&H6y 6\FULILIEONLD.

3. HEONFFMILD LoHMILD &8 61601 60T
Conesasems  Uflbg  O&meTEDnSen:
2 _emgemw 6flen&HGeUsNS (LW60T SMmLeUT
aipetT FLL Wpedsemer Ufibgesmeer
L9l60T60T600f e SIMFHED BEUTOT(HLD.

4. U Leo6T 2 6morie) SIS emerL
LIWI6DTLICh & &1 FH6D: spueut, &CT
HHSHHHHEDHHES LD  [HI6T0T600TIIEY & 6W6I
eun HMEETOME&BET, LILMRI&ET SI6DEDE)
Gouml aGsenID L6 L|6DEDT 2 _600TT6)Y
SN ThISH6T GUTETHEUMHEMM LI & 6DITLD.

5. uerGeumy 6116 & LLIIT 60T eflerasL
LI evof] & em e PwnlSz6ed: LRI
ueGeum elerssliLmesoflsefled @mbHEl
&eoTlemenr BGHT6Y CIFIILIEDTLD.
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allensad Hmeofler euemHEHET

®Cr Grusdled aflensad (Simultaneous
Interpretation)

&@Cr Gpr ewnmyl QUWITIUTETTSET Shi&6T
Lo6oT F1601(H & SHLD Guiema 9 L eoTiquins
eNpLoLIw e mfleuig exXled &OMHS
uLsg GCrosdHed  1Olebedl  efleormiq &Herfled
QUG ST &H6T. 156 CLES: 6THS emL iy m)
B6bedried ASMLTEUSMGSLI LIMT 6m GUWIT6ITT &H6iT
oMb  GussmeniseflLOphe 2 L 6orlg
yflsed CoHemeuliLitbE M.

asmLiFAwneor eflendsiD

(Consecutive Interpretation)
QSMLT&FWwImeot (LEDMLITE0T &)
SLLOWSSLILULL  GSUIISem6T  eT(hLiLdled
euflgid  snIbEeTeNG. gD  GussmemT
66MEEUIT(TH dleo 6UM &SI & (ETH & GLD
BenLfns&se0 Ceuetorpbd, iGH GuTeTm)
el QI LILITEIT(HLD BemLeLmoed
SNGHALDL erHiunisds ewmbluled Cusens
elenda Geaustor(bib.

(P EDI(P TDILILITET efleTdH LD
(Whispered Interpretation)

weipemiuner  elatesd  &E&FCFTELY
(Chuchotage) emeps Qwmluied
Hadlassed eTOTMID  SNMWPSHSBLILGLED .

QW ewMfeuWT&H@SD  eMSleLWITILTETT
SIEUT SH6T LOEOTH60T H&HEUEMED DMLY ALILIT S8
UMY 56D SHILITET([HHES (L S0P T ILl60T CLO6DLD
esflelsSpny.  ewmleuwFaurery 6
eUMqSem&WMeMfILLD &6vflibh&l, ELO6OTEmLOWINES
siemwluiment Gmedled el pLiLwmeot Gomslufled
eFLHemwid esfleNsHmmT.

agnLi elleréald (Relay Interpretation)

SO L Qomp Bemevorin &
QWML LIM6ITIT &6t Bebeons
Gung e mLIeNenéHsLD (1) Aobs
LILI60T(LO 6 MM GLD. TbSHEISSTLLTS
Lo6mEOWITEN & HeOHH &) SLO(R&E

awmilleLwITiuTeTT&HeT  E6LemeDEIsITDITED,
&b BemLHlemed E1FWIED(LP M ML

LILLIGDTLICH $&6DITLD. @bHleneoulled W)
weneowimerfl  Qmplieumuliumery GCuiems
eILIM&I6UTS Gue&Lliupid eLomluwimeor
LN AT elena @& 6ur. LLHEODIT(H
ewmpleuwilureny Syhiden eflenssSSnE&
SO eNeTésHems eUPHIGUTT. Qeieurmns
QWM EemevoTLIL|&emeT 2 _6T6MLSSE0ILD.

Q&FwiebLIm(b 1

2_eoutjeySHemen ellendsHe)Ld:
EBLp 2_siTem i L euemevorufled &ML LILIL (beiter
9_600TIT6)&606ITLI QIIMIHSHSEYLD.

&8s & &S ML LomeoT &
(Suspicious)

aUmSSL (Sad)

HPFAWDD &)
(Unhappy)

Sy&arfluid (Surprised)

gbGameaqid (Happy
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3. HHEUD O\FHTLIL
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m BeuemeveumilILiLg HlmeoTaeiT
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8. gops 2ean &b . Microsoft Word
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Beuevorhld WOHMID LFleverfles Geusvor(hld
ereor QBB GBLLE 60T
& (WHEW SDFNGLD.

3. (PIge6UGLILS)
3. 56T BBSHGIH6T
8. wiflwurens

. Bm58

13.

14.

15.

16.

17.

18.

eTemendHem eFTebeUemS OUMHBMTT &6l
&S6eU6DfllILG Si6U[T & (EThemL L
MW EUETTEHE ©_FEYLD.

3. &W wiflwmemnsd . wifluremns

8. elaeunsid . Ul L 6D

emeuT  Cuasaemss  CalobGuns),
geuiHeT eTemdll umml  GuadmmT el
6T60TLIS QILD 21Bs FowdHled
seufsepeoLw
agllen s &6rflaid &6)6DTLD QFVISD
Geuesor(hID.

1. eumiieomypl
@. awmflwmmn

seeued GslLed
6TEOTEYLD SIEWLPSHSLILI(HLD.

3. MEFMSHSH6IT

Fr. Sl

a1. eflfleuneors GaLL6d
&y. eNligeorsd GaLlLed
8. fFHFemssHoneotd Gl LD

FF. LML (b&H6D

&H6U6EDTLD, LOGOTLILIT60T60LD LOHMILD
________ SyFwemer 3A GaLLeon@LD.
Si. 2_eN&ENIe) &, SienFliy

@. wrom) FF. UMOTL (&6

ffsemssHonersd GslLed
GTEUTEYLD SHEWLPESBLILIHLD.

1. uflsmub

). HH6UD CHLL 6D

8. afifleureorsd GaLL6d

FF. LMD (b&H6eD

aTRSUILULL QFLFSH6T, eNensaLILL k6T,
UEMTLILMhI&6I, [Hl6d UL k&6, Hlemeoreys

amIGH6T  QFmeeUSl  LMMID  E\FTEd

aufl smonsemer  GunermeupMIn&S

LweTUGbSSUGbeNs

FmeoTmGLD.

3. HHEUD O\FHTLITL . Gueaid

8. alerssD rr. GaLlLed
5566 OBMLILS SmeoTaer | 55 |
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19. weargledps& Cusens eLomblauwTSs

ULE  SMOSSSIL 60T
eNlmoLw el
GULPTRIGLD QIFWIEO(LP DM
e HLOMGLD.

SMS  GHODHS
2 | 60TIq UIMS
&l efled

3. @Cr CrrsHHled
. QBMLI&SwImeot
8. (WWEI(LPESTTILILITEDT
F. $&H6U6D O\FHTLITL

20.eMUlLL QwrYléEs ewnyl auWIFLILITeTT

BeveonsGungl. @emevoralonlfl eufluins
ewmblauwiyliy

fmhs LWEdT(LPEDDIWIMGSLD.
3. @Gr CrrsHled

3. QFMLT eflenss

8. (PED(LPSTTILILITEDT

F. $&6U6D O\GHTLITL

l. YetTeupo eXleoTN&&EHS S

aflemLweflEsa)b (2 WwHlaLesorser)
PG 2oL ShIS6I160T (PSHUISHSIEUSHEDSLI
UL g wiedleyw.

2. 55IMLPLIL| GTEOTMITEL 6T60T60T?
3. euemedLILgley 6T6OTMTED 6T60T60T?

4. eswedlmeor WG CaslLed FHmemeor

GubU®bBSs 60 EUPISHED6T SIEHLITETLD
SITEOOTEYLD.

. Lu6dGEUM) CUHSHILITEDT FCLPS> DeTL_ 85Tl & 6W6ITLI
UL 1q u1edlLeyLb.

BeuemepeumiliLg HlmeoTae6r

HetTeupLo 6Xl60TNS & EHS S
aflemLweflEsa)b (3 WwHLaLesrser)
QWHST HHEUD GSHTLIL WOHMID FCPSH
Qer|_&hIS6rl60T [HETEmLO&EM6N GLILTL 6)ID.
HHeUed OFHMLIY Hmemouledr (WS L
glemeoud Flmetrsemen eleurfléaaL.
aFwed Hmeor G CaLLedled 3A el
WIMem6?

SHDEMLOWITEOT OSLILITENTNS OMTMIEUSDS
6T60TE160TE0TE0T EULPISHET ©_6TEITE0T ?
6Xlen&8 &S| M 60T & 6IT160T LITOTL|S S )& 6IT
wimemeu?

. Nereu@pld 6Xl60TN& & EH &S

aflemLweflEsa)n (5 w61 eoor SHer)

eUemEOLILIF 66D 2_6iTEN &n MSH6IT UIMTEmEU?

2. eflensaSHIHM60T 6UHHEHmET 6XlaTHSHLD.

3. &MLIYS

Flmeorerfleor HEOTEmLD,

SIS EMET 6T(LRSELD.
eFwed Hmeodl@ GaLL6d LWIDHAS&ETeT 5
auflsemend GmILLIL L.



@ &mnmedleir GrHTéaLd

e MS-Word — 6b 2_emIT 619641 L 6D, SILL 6U6METITEHET, GUEDITLIL MI&HET SEhF6d
BemevoriiL LM SHmeED.

e MS-Excel ohmib Si5601 LWeTUM(b&6Tl60T LIbE6UM)| CIFWIDLIM(HEEM6TS SHHMED.

e Power Point 2_Heun&@se0, SIem&ayL (b&Hed LHMID LM SDETHISHemETs SHHMED.

e G Suite —601 LOG6UM)| LILIEITLIM(HhS6IT LOHMILD HHSH6DT LILIEITSHEDEILILD SHDMed

o 5566 AFMPl6L HILLSH L LdGeUM| OBMPED HILLIMISET LD ATeD6N QULPMHIGSED.

41 MS WORD - emwi S4Imiiged

Sl &d

Microsoft Word & 6smDh 6§weonssl LweTLnLi@L. @& Siemwlys S (Layout) wmmibd
2 e &&L1 LimevofleeT GUTEdTn <6)600TLl LISTOTLS 8nM)&H6em6Tsd SLLemoésHe D GLed Sieunmleor
2 6T &556md LisbEeum) aulflgerfled LommID eulgeurkigerfled G&il S8 S 6U6TOTRISEMET 2 (THEUTSHEHELD
S SHielHED&l.

uSE SiemLoLIL&H6T

1. yebeoL b6 (Bullets)
YebeoL UL IqUIemeDd 2 (Heunés eXl(poLD QL HHled &L iqeml 6meUsHSHELD.

Home > Paragraph &lerfl& &g L6t LjebeoL g M & ATHEepieTen SbLGnlenwis Hefls e1giig)
Gaemeuwment LebeoL. Limeoofleemens Gsiiey QFIg), SLLES OFILIW OSTLRISEYLD.

H&lw Lebeol. GgemeuLiLihid BLTEISH6LEOND QeleIeun(H (Wwemmullb Enter snelemws sip&s60
siebe0 g Enter sneflemw @mevorth (Wemm (RSS! LI6DEOL LILIGUIEMED (LPLq.&HSHELD.
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| Help £ Editing ~

- — B o— q — _— —_—

B g g A= w #=o= == I WA
) g — = e it

Bullet Library

. O L o *
L . L 2

@ Black Diamond D

Mone

2. erevoreurflemaudied (Numbering)
1. erevor auflemFudLiLL Beuevoriq L
OUNBETLSHHmSS CHIT6Y 61FIIS.

2. Home > Paragraph > Numbering — sow&
Haflé aFiis.

HOME REFERENCES MAILINGS REVIEV
Fut TR RN =0 AAE L~
°P) A-' =E=== 1=. MH.
ormat Painti - Ty
oard & Paragraph

L6 Sib&GLULIqwed (Multilevel List)

2 _eiterflemevothg &emevLiL| Limevoflsemartl (Builtin

heading styles) LWIETLI(LSEID S 6UETTISHEMSS

FHmbg), First Heading — emwis Caiiey a&LIs.
Home > Paragraph >Multilevel List —

WG Caiey O\FILs.

m BeuemepeumiLig Hmedraeir

AaBbCcDo Aa

All =
Current List
1.
a.
i.
List Library
1) 1
Mone aj 1.1.
i) 111
& Article | Haad 1 Heading 1
= Section 1.011 1.1 Heading 2
" (a) Haading 2 1.1.1 Haading
. Haading 1 Chapter 1 Ha:
A, Heading Heading 2
1. Headin Heading 2
Define Mew Multilevel List...
Define Mew List Style...
3. fremweyser ( Alignment )
@5, MS-Word -sped0 oimen

LWeTI &H@h&HS 6GUPRISILLL @b iy
SIDsONGL. @b  SIDFD  LIWIETTTED
2 eI NF UsHeemens ETemdHsL
LWeOTUGbSSLILIbeUSTE @& 6B [Heed
GammMLD (S16ven ) (Wemmwiner CHTHM&Hems
SieflBHME. BTG 6CUHSWITET 2 60
EremolI&6T 2_eiTement. Semer SL g FTemLo6,
oW ETemey, 6uDg &Ieme| WLMHMID
gflwnest FTemLoe.
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3. L g Temoa] 2_eor

MS-Word — éb @b LUSHH Si6be08 2_emITemiLL]
L& SHS) 60T 8Lg) USHS6d FLOLOMS
SremwsalLlLTed 5 SLs  STemoey
2 _emIWIMGLD.

8. MLWE ETemLoe)] 26w

MS-Word - eb u&s58leor @L&| oHmID 6uevs)
PUSHHNGLD MWISHSHED LSHH (Si6D60FI) 26w
B®HSTED, 2G| MW FTEHLOEY 2_6WT ShSLD.

8. aueng Fremioe)] 2_emI

MS-Word - b &b LSS (S16ve0F) 2_emTemul
L& SSl 60T 6U6DE I SHS6d FLOLOMS
ETemwHBLILLLTED 18| 6U60&| FTEMLO6Y 2 _6miT
SHSLD.

rF. giflwimeor frewioey 2_emr

MS-Word - 6 @@ usHF (Sieveog) 2 emr,
euend LOHMID SL& QIsHHGL &owns
Sremwdslu’Lmed oig sflwner  fremioey
2 _6mI SGLD.

4. HemeoliL LoHMILD SilgSSMILIL

|| Header ~
|| Footer ~

|+] Page Number -

Header & Footer

1. Insert>Header (or) Footer — &@ 6156be06LD.
2. Header unevoflemwid GsiTey QFWWIEYLD.

3. HemeoLiy
2 _emIemwiF

s  SigSSBILNINH&TeoT
(€F:) g:F: 15T} SILEDG)

LIOMEYL. am&HeT@ey 2 _(HeuméasLILLL
semeolll| (ievensl) SigsSGHILeneoTs
HomodHwenwds ger e SIlenL
Haflé (double click) a\@wiweyLb.

4. semelienu HeEs, sipemer Gaiey OFLIS
feor Different First Page 6ewuLllqemw&
Gai6y E\FIILIEYLWD.

5. eeuefl@wm Close Header and Footer —
owd GCsiey esiwed oeves ESC
snelemw Si(p&&ELD.

eI &eot ey 2 eunsHw  Heweoln  /
sis@MIlenu s Insert — Header ( or Footer)
— Remove Header (or Remove Footer) — emwis
GaiTey 6\&LIWLIEYLD.

5. U&& 6T 600T

Insert OBMT@GHuUlD, LHSH 6T600T HMEMEITSH
Herfl& O\F1LS), L60T60TIT LSS 6T600T6m 6001 Hlarfls
eslweyn. R BLsmsd GCaibhesbs sl
Soemoly umeooflemwid  GaITHESH(HEHSEYLD.
FudssiulL Hemedlyll  USHSMhISeD6Td
seilr eueaun(p UsSSHemsU|D Word srerns
6T6U0TEUD)(LD.  6T6T0T6UOTI(hLD  LIM6TDflemIL  LOMDM,
eugeuemlienus CaimesbsHg, edaoulw
aUlq euemLoLIemLS CHITTHOSH(bH&HEYLD.

h

|| Header ~ A—] [= Quick Parts -

] Footer ~ A WordArt ~
Text = e

| -] Page Number ~ e Drop Ca

& TIop of Page g Tex

[F] Bottom of Page ’
[=_] Page Margins g
|:'] Current Position 4
|_:L1: Format Page Numbers...

#} Remove Page Numbers

L5S SiemLoLIN60T g LILIemL &HelT

1. QIITRI&6IT
1. Layout > Margins Gaiey &5

LOl6dT6uT eI HlmeEDTSH6IT m
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Insert Design Layout References
”—b] e %= Breaks ~ Indent
_ —  i[)Line Numbers~ 3=Left |0
Size Columns _ A H
v v bc Hyphenation~ =€ Right: |0
Page Setup M

2. seneihdemend Gaiie)y OFILIS.

Normal

Top: 1" Bottom: 1"
Left: 1" Right: 1"
Narrow

Top: 0.5" Bottom: 0.5"
Left: 0.5" Right: 0.5"
Moderate

Top: 1" Bottom: 1"
Left: 0.75" Right: 0.75"
Wide

Top: ] G Bottom: 1"
Left: 2" Right: 2"
Mirrored

Top: 1" Bottom: 1"
Inside: 1.25" Qutside: 1"
Office 2003 Default

Top: ! X Bottom: 1"
Left: 125" Right: 1.25"

Custom Margins...

2. QUsemeTs SHeofllLwieTns
2 _(HEUTHGSHED
1. Layout > Margins GsiTey O\&Ls.

BeuemepeumiLig Hmedraeir

2. Custom Margins — emwid Gaiiey OFIs.

3. gusefled Gwed wHMID S SiIbUS

4.

GMsemaT LWeTUbSSH Sl semer

o aerfl(hs.

Wwubhs&Ib Ok — emeus Corey OFLIS.

STEUTemLDE)] QIMhiGemer WrHIullhgded

1.

Layout > Margins > Custom Margins —
Gaiiey O\FILs.

2. QUHSHEM6T SHMLDSHEHELD.

3. Set as Default — emws Gsiey 6\F1LS.

4. Garellemerr 2 _miFlLibSSHELD.

2. FlemsFwemioey (Orientation)

'n
Orientation

-

Landscape

1l

Portrait

Y® poucusler  Fenswienoliflener
b Layout > Orientation — emwis Csiiey
QFIIS.

Portrait 216b60&) Landscape — emwis Gairey
QFILG.
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3. us5 slerey

—

ID ' "= Breaks ~ Indent
L i[line Numbers * 3= Lef
Size Columns ,. . =
= z bc Hyphenation~ =g Rig
Letter s
21.59 cm x 27.94 ¢cm
Tabloid
2794 cm x 43.18 cm
Legal

21.59 cm x 35.56 cm

Statement
1397 cm x 21.59 ¢cm

Executive
18.41 cm x 26.67 ¢cm

A3
29.7 cm x 42 cm

A4
21 am x 29.7 cm

AS
148 cmx 21 cm

B4 (JIS)
25.7cmx 364 cm

BS (JIS)
18.2 cm x 25.7 ¢cm

More Paper Sizes...

Word Ganlifedr uUHsS Siememed LIMHM,
Ut HMSS Hmhg Layout > Page Setup
> Size - emwi& Hefléd OF1LS.

Uss Slemeydafledl  LILLGUIEDESHEmETS
6&MeuTL (6 SYIDraIGLIULIGWIed CHTeoTmID.
SHEUETTILD (LP(LREUSGID LIS SH6ME&HemeN MMM,
uliquiebleflphg  sflwneor  eNBLUSNSHS
Gaiiey O\FILS.

ntation Size Columns

4. apobeauflengser

Q&S HMeT — Lmevof] bbeuflemna SiemLoLiiled
apGb euflmasemens CalsHa S 6UTISHMS
el auemwSSHeYD. Layout > Column — emw
Hefls 6FLg eNBLOUD Siemwlienusds Hefls
QFI®.

1. 2 &6 HeuetuiHHeT QI USHHS
LD mBGbeuflemasemenl UWeTL(bSS,

&L 1q ufledr &)60600TIL|L 60T B
alqelemosHs  N@BLUDL 2 _emTemwd
Ga11HeIS(b&H&6YLD.

2. Layout >Columns > More Columns — emw&
Haflé aFiis.

3. Apply to el iquiled Selected Text — emwis
Gaiiey 61511g Ok — emeud Herflé e1FLIS.

Home Insert Design Layout Ref
YW 1~ Bl==|"—Breaks ~

:| JLine Numbers *
be Hyphenation ~

Page S
One

Two
Three
Lo?ft

Right

More Columns...

LOl6dT6uT eI HlmeEDTSH6IT m
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5. 61(1R55M&&LD HMILD &60&H & 6TorLD:

- . . Ceng ]

a T - e —
v L] o) 0 a3 R’ g o e s
:-bqh'.., Woed  Smart  Sanwlete Language e S “.. — RN Accopt Ao o
-~ S g — — e
Spoling & Grammar (FT g;‘s‘-:lwr\’)
(T NINHON
=
[ e

Air Pollution

Air pollution s cantamimation of the ndoor or outdoor cavironment by any
chemical, physical or biological agent that modifies the natural characteristics of 3
atmosphere. Houschold combustion devices, motor vehicles, industrial facilitics and

forest fires are common sources of air pollution

"“_

Grammar
»

Air Pollution

Air pollution is cantamination of the indoor or outdoor environment by any
chemical, physical or biological agent that modifics the natural characteristics of a “w—
atmosphere. Household combustion devices, motor vehicles, industrial facilities and

forest fires are common sources of air pollution

MS — Office FngdluiLomeot @& wWweoLm(b 1

aqRsaIlempsHenars Feull] Hn amberfley
GanbaemmeId, Qe0éH& 601l Lenpser [Hed Him
amerfley Cambasemmed GnilésLiLbSleoTment. SHEUTTIHMS 2 (HEUTEHSHEYLD.
&(blbu

aT(PSHIITemD 16060 B 05560011
®22! v o U Flement SiFled 2_eierfleyld.

"Greurgj &@bub eredtm ewuwifléd &@ word
Srhierfleor
o _miifeoriseafledr QuUWF  LOHMID

HemLp SO LuLeXlebemed eTeufleD,
evflwina &l Gangemeot HMISSLILIL LG ([HSSE0MLD. SHEUTTTHED L|6DEDL LG 60T&HEMETL LILIEOTLI(bSHS
Smeoflwirbil (RS &ITNemLp LOHMILD LOM UM &H6IT.
BQevsaevoilifenenwts CandlsHs seofluirid
BFTHemEOTEMW! EISHTLIRISEYLD.
asHsl Wemp womid @e0ésevorl elFweoLm® 2
Henipaemers &1 Qiieusled 2 el MS word @er enrusemer  (margins)

Gaemeuliupy  Gurg, SigsCsmgLOULLE
68T DEDH EFTHODILT W& euens)

Hefls e&Ls Gsmeormid el pLiLkiSerfled QDN &-BEUTSEHELD.

LWeTU(hS S eu@LiILemm SIHLOLEDemE LomHlifl

eelemenrd CaHeSbSHS NempsHenens &ifl
Q. FILILIEYLD.

BeuemepeumiLig Hmedraeir

SILEOENS SDSHTETNID 6leUTThISem6rT
2 _aTenL&HWwFnes ShsHe Geuetor(hld.
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-y

Gadl

BIT6IT

auGLIY

Lirfleyy

QIO GG LOMETOT6UT SH6ifl60T 67600160018 60 &

elmedTeIo MLl

N O oM BN

UL S&ledT ewwim

4.2 MS — EXCEL — enwi gyomiiged
(&L

MS — Excel — e01 ueb@eum)| ib&mIseT @bHs
uUTLSHled eXlen&sLILL (beTaTg.

1. &e0oTL WIS LOMD MISHEd

(Find & Replace)
SOIIILL  6T6l0T VDG L 6w  SFOThISET
Gumedtm  FleveumemmLl Uetoflll LSS SHH 60
(Work book) Gawmbeusm@ Find and Replace-

60T SID&IhI&6maL LIWI6dTLI(b SSEYLD.
&ML & 615 58 M60T (Reference) BaL6d
2 _BlUgSemeTS  SHeoorLmlwGeur 660 &)

siemd Geum| asmeug 6&mevor LIHDHEeuT
wiupo. Caemeld &Ml (Question Mark),
eUem6TEY&H G (Tildes), eNlevorLb 60T &M
(Asterisk) MM  erevordeT  GumedTm
ugledlerpsgsemanuo (Wildcard Characters)
GoLed 2 (BUUGSHET 2 6TemLSSl6Terns).
auflens WHMID AHbEUT 6N EHESETEBLD
SHSHHHET VDG  WHILILSHEHSHSETEDLD,
L6T0fl$SM6T 16D (LP(Y LIsofIlIL S8 6 SHSH el
GaLeomiD.

BGrLemend 6 mLmis Home > Editing
> find & Select > Find ai6beogy Ctrl +f — emw
SN(RSSELD.

SO : GHOHEUSDHSTET (P 2 eDTUITL 6D
OULIq 6mWI&H &IT600T Options >>
QUMSSTemenTd Herfldh Q1FILIS. HITEOTEmLOEUTSH
215601 NHLILIMIGET LemMHS [(HSHSLD.
1. Find What euLiquied, GsL eflpLoyb 2 _emr
S16D6D &) 6T600TH 606N & HL_L &8 1FILIS 66D S

Find What e 1quieb sioL@nlemws SHerflé
egls, ey uliqwed®ha FluSSHWw
BrL6d 2_(pLLg&emeTs GsHT6y 61F1IsH.

G&DILL&eT : ugledler(psgisbaermeor (Wildcard
Characters) — Gae6eiléd &m ( ? ), elevorLSeor
&M (*), euemeneyd &M (~) — Hemer GHLed
66y CaHMEL&6MTE LILIEOTLI(bSHSHELD.

o A T(RSMSS CoHL Caarels GmlemuiL
(?) umsarucbg;g)suw Gr(bg)gjaaasrn_l_rraa s?t
UIIT 60T &) "Sat" LOHMILD "Set’ — ewwws sesoT(h
g &H@SLD.

o eTMING CLMHLILL 6r6v0T600 18 6MSHUT 06T
(5 81HSHemaTS CaL efletonier GmlemwlL
*) ouGGrU(bggggsuLo Gr(bgggjaaasm_l_rra: S*d
— wiImeoT g "Sat” LOHMILD "Started’ — ewwid
&H600T(h LIllg H@&SLD.

o 2,%, 90608 ~ 6T(R5EIEHSHEMET SH6ToTL Ml ~
Qg,m_;rrj,gj 2,7, SI6DEDG] ~ LILIEOTLI(bSHSE0ILD.
o gngevorons fy9i~? eredrug fy91?
6TEOTLIEN S &600TL MIWIEYLD.

2. Find all aiebe0g Find Next &efls a&g)
GFHLemedd BMLIAIGELD.

3. @My : Find All fefls e&Luwn Gungy,
1Bl &elr @& bld 1HILIrh & 6t 60T &6rfl 60T
eeleleun( Hlepad  ULliguiedl L.

Gued L quiedled 2 _emem @b SMILLILL
Halpemeusds &efls  asleusTed  SigHeoT
[HI600T 600TEMM CaIIHOSH(hSHSHLILI(HLD.
ampbeauflemsullesr semeollemusd  Hefléd
oFlg, GaLedler (Wlgeysemer Hralser
auflemFLILI(b&HSEOMLD.

LoMHHILIEDLO § 56D

6T6U0TEH6 VDG 2 6MT6MW LMHHILIEDIOSHS
Ctrl + H smelemw si(pss6 D Sieveng Home
> Editing >find & Select — Replace ereoTLem&S
Hefls OFIls.

1. Replace with euLliquiled GHmb 2 _emT&HE
ugdleona mnHmlenod s Geueooriq L ©_emr
SIEDED )| 6T600THEMET 2_6iTar (b E1FILIS.

2. Replace All sisbeng Replace — emwéd
Hefld OFILS.

LOl60T6uT €| HMmEDTSH6IT m
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2. QLbs6eO(Paste) el @yl ser

1.

Braser  mHEObHES eNBLYD  SIey
3160605 LM LI6TOTL|E 8- )8 6061TE 618 IT6TOTL
[HI600T600T6MM &H606TSH CHITTHESH(b&HEHEYLD.

2. Home > Copy | |/ &eaflé asis.

3. Braser BeebsSmS QLL  efBhyD

L&&Uled 2_6ITelT (LDG6D [HI600T600T6eMM WIS
Hafléd &,

Home > Paste - mn® Sibsgener
sibyeHlenws Hefles eFig. LNeoTeord
Paste Special ereoTuemad CHT6Y 6\FIIS.

=D
B

Faste

,r'b__."

5. Bruser ef@poyn elmlukisenerd Gsiey

&S,
Paste Special
Paste
oAl All using Source theme
Formulas All except borders
Values Column widths
Formats Formula and number formats
Comments Values and number formats
Validation All, merge conditional formats
Operation
© None Multiply
Add Divide
Subtract
Skip Blanks Transpose
Paste Link Cancel ﬁ

QL bIH el LIk &eT

Gaiiey QLLULGeUS

All BenettiSHBLILLL FT6)Y

2 _eefllL SiemerTSH&)
[HI600T6TOTEND 2_6T6ML &HE&LD
LOOHMID 6L EUEHLOLIL|S6IT

Formulas QUMILILIM(b&EIT LOL_(bLD

m BeuemepeumiLig Hmedraeir

Values L &ILIL&6IT L (blD

Formats [H|600T6TOTEND 2_6T6ML&ESLD
LHMID 621 EUEDLOLIL|&6T

Comments | 600T 60T 60 DLL| L 60T
Bemevtré sl L

&([HSHSHISHSET L (LD

Validation Srey Fflumiliy eNdlser
oL (bLD

All Using Source | epeddmey LWLITLI(hS S
Theme 3psN&HsHems (theme)
SIEMEVTH )| [HI600T6U0TEMM
2 _6TeML&H&RIGET LOHMILD
6219 6)6MLOLIL| & (6TH & &HLD
LIWI6DTLI(b & &S 6D.

All Except eTebemendH BaMmbademarn el
Borders SIEMEVTH )| [HI600T6U0TEMM
9_6T6TL S&hISH 66D

6219 6)6MLOLIL| & 6D6ITULD

L (bSH6D.

Column Widths | @@ eB®euflens Sievens)
QBMLIT 6h(b euiflemaudleor
SBHODHEMG LOMHEODT(H AH(h
auflens Si6b60& OSTLIT
aflenssHE 6L (bS6D.

Formulas and GUMLILILIM(b&ET LDMHMILD 6T6T0T
Numbers formats | 6lq 6u6mLOLIL|&H6mEIT LOL(bLD
&L (blD
Values and Gaibhe\&H(h&HSLILILL
Numbers | 600T 600T 60D 61l 60T
Formats &L SH6T LoHMILD 6Tesor
621 61 6mLOLIL|H6MET LOL-(bLD
&L (bLD.
All Merge h&HE60(bHSBLILIL L
Conditional | 600T 600T 60D 61l 60T
Formats BLIhGHEW60T 611G.6)L L 6D&EmeT
SHGUNg @ULOLL
UG Hulledr Bl emeor
6196} L 6D&EMEIILLD
6([H a1 &) 60> 600T &85 60.

3. A5WDH & M) [ITE0&HLD

Auto Sum

Bruser 6@ Obbeuflens Sieveog) aurflemgulledr
TeOUTHEMENSH Fnl L (B6euetoT(blD 6TEOTMITED,
9 _ThIGHEHHSHNET He00IHem&S Excel Q&FLWLD.
Braser  smlL el YD  ereurHEhHE
SibSGleTer HletoTevuTenMenISH CHIHOSDHSHE
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Home sssedlapenenr Autosum — emwi& Herfls
6slug Enter snellemw sipsHd &l Lemeds

G\&WIWLIEDITLD.
v L

Sort & Find &
Filter v Select v

> AutoSum ~
& Fill v

& Clear~

Editing

AutoSum - emwd defls  GFwLWD
Gung  Excel sneoins@eu  erevorsserfleot
Faol (bd O&HIT60) &5 &HIT60T eUMILML 6mL
o dgrefh QFLWD (Sum  G&FWMHnMemeoT
LIWLIEOTLI(b S SIS &)

o GmGbeuflens eTeOUTHEMET  Fnl (bEUSDS,
ampoauflensuieoTr HemLF  eTeUUTETNIHE
EBp  SbSHHETET  [HIEVITEOTIEDMEMUIS
Gairey 68L&, euflems 6retuTHemeTs ol L,

QIOFHLDSSD — HeMLF  ETEOUTEINIHE
SibGHGleTeT  [HleTOTeTOTEMMEMLS ey
QFILG.

e Home > Autosum, wpmib Formulas >
Autosum &l @ @Lrusefled AutoSum
2 _6erg.

* QU (WM EUMLILILITL6ML 2 _([HEUTESHSILIHID,
SGHemeT DM  SLrsefled  LDetor(hd
DetorhlD HLLESH 6FLISHS USeons
h&H6160(bSHHEDITLD.

4. eumbdum_enL 2_ereafl(hGHed

nlLed, &HIHHED, CLHHSHD  LOHMID
aUGSHFHe0 Gumedtm eTerflll  EUMLILILIT(H& 6meIT
9 _hl&(6TH6mL LI Lieoofl Samerfled ©_(HeundH&eomi.
erafll UMLLILIM(b&ET eTLOLM(IQ&ID = 6T60TD
SIOLIWMETHFHIL 0T  OSTLIRIGD,  SIHEW6OT
QBHMLAMBS, [Hlewev erevor FILLSET LOHMID
glLed (+) &Wssed (-), eumssed ()
060G UGHH (/) Gumedim &evorHSL (b
QFWMGSMISEIHLD LILIGOTLI(bSSLILI(HLD.

9 _SII600IONS, [0 ererflul

SUMLILITL LG 60 60T 6T(h&&I&E1SHMeT@EeurLD.
e LUeooflssmefled, eumbiumiemL 2 _efefl
eSI(HLOLILD [FI600T TDIEMDEmWLS SHlarflds C1&1LIS.

o = SI6MLLLITEI &) 600607 eXl(pLOLLD
HE0OTHELIQM&BME0T [Hlemed 6T60oTLO HLILSHET
LOHMID AFWNHSHSEBL 60T HLL &S QSIS

o ETBLHESHTLLNS =1+ 16eT60T 2_aTerfley.

e aumulunligemeot 2 _emefl L6y e0r Enter
snelemw Si(1pS&ELD.

5. £TewL06)&6T
2_emremwl FTemioe) QFILIL,

1. Gzemeuwnesr  [HietoTeooTemM,  Euflems,
apbeuflens sieveng UTLIemers Gsirey
QFIIG.

2. Home > Orientation %:’/a.., - Gaiiey
agsl eor, &psetor efBLUULSH D
aBsaib QeTemms BaTey 1&LIS.

A B & D

17,

[

k=)

<1

X

N :

1 é@ == Total &
2 2 2 4 Yes
3 56 2= 79 ¥es-
4 . 34 46 Yes

2_emgenwl Flebedlwiomeor GsimevorsHed

SpHM:

1. Goewmeuwnesr  [HleToTeoOTEMD,  lflems,
ampobeuflems iebeog UTLIemerTs Gaiey
QFILG.

2. Home > Orientation %D; -..- >format Cell
Alignment .

3. eueng UmdHev Orientation — && &G
Degrees 6euLquied CaibhesbhéeluLL
HlevoTevoremm 2_emTuiledr SpmHMm eflHLOLILD
19 &liflserfleor 6T 600T600f 18 61 & 60 UL S
&16060ILILOTS SNeM&ES, BLo6D DD SLp
SIS GSMemUWIL! LILI6OTL(hSHSHELD.

LOl60T6uT €| HMmEDTSH6IT m
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6. 2_em[I oL Mkl &FHD
uevofl & merflen, DL &SBLILIL Geuevoriq L
Hlevorevoremm GHIT6Y C1FILIS.

ab, wrap Text

Merge & Center v

il 101l

151 11}

Home > Alignment esn@d$Hluled, Wrap
Text emws efld aFis. (Desktop mameor Excel
— 60, Brase mievoTevoremmenwsH CHIHOSHbSHE Alignment
Alt + H+ W sipssey).

7. auflenguiledr 2_wirsems LOmM MISHeD:
1. euflensuledr 2w SHensé 5l OFILILI BSH6EmEULLITEDT [HI6T0T600T6MM SH6DEV | [HI6T0T600TEM M LITLIEMLIS
Gaiiey O1FILS.

2. Home > Cell asn@dlenws Coiey asiig Format — emws Hafls a&ls.
3. Cell Size — it 1p, LetTEUHEUETEUDMI6T TEHENID 6ETHEWETTE AFILILIELD.

o auflemauie & wWirsems HmeornsBeu &ifl OFw Autofit Row Height — emwis erfle ags.

o aflmsuierr 2 wrdemsd GOIUAL, Row Height — emwé SHefles agiis. GHemeuwimeot
o _wirdems, Row Height eULiquiled HLL &8 OFLIWLIYLD.

8. DLWILGSS @epeTEss EF Wrap Text Geo

1. OemeoorsHslUL  (GeueTTTqUI  [FIE00TE00T6MME 66N SH
Gaiey O1FILS.

;—---y ’X ‘-—-bv—-\u

lerge X Ce

P

E Merge & Center

2. Home > Merge & Center — emws Gaiiey 6\51Is. n

3. mietoTeTOTemMm Qemeurlienu BHSHEYLD : Merge Across
Merge & Center - &@& 2imdaeTen Sp SibLGMemiwid B3 Merge Cells
Hefld FIIS.

1 4 Unmerge Cells =
4. Unmerge Cells — emwis Caiiey a&iis.

9. U&HEWS [l EOLILI(hS HISHED

I el () Tell me what you want to do

N : = pe——— e — . \/ Cida | 4 -

> [@ O | O wm il

- | B »
160] J e Hide Svnchronous Scrolling i -
00% Zoomto New Armrange Freeze _ , . ‘ Switch  Macros
Selection Window All Panes~ nhide ' EicReset Window Fosil Windows~ -~

Zoom . Freeze Panes Macros

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
Freeze Top Row
G H il == i S 0
Keep the top row visible while scrolling through

the rest of the worksheet.

Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet

m BeuemepeumiLig Hmedraeir
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3. (s apbeuflenseni [HlemeoLliLihS &iHeD:

1. View > Freeze panes > Freeze First
Column Gaiiey a\&s.

ampeuflems A wOHMID B &0 SemLuied

GamedTmILD LoMISE0ME0T &M (b, (LS6L Qb (beuflens

HlemeoLIL(hbSHSLILL L 6mSHE ST (bEME.

). (P @evorh euiflem s emar

Flem eoLILih S FIHeV :
1. cpeoipneug empbeuflnsenwsd Gaiey
QFIIG.

2. View > Freeze panes > Freeze Panes -
Gaiiey OFILS.

8. auflews OHMID QOB UL e &&H e
HlemeoLiLb S HISeD

aflmeasepdd &GP wLOMID Braser

HlemT2_mered OFLWDGEUTE LMT&Hs ellpoyn

apoeuflensuiest  eueGLUDSHD 2 eTen

[Hl6vOTEvOTEMMEM WIS CHiT6Y O\FILIS.

1. View > Freeze panes > Freeze Panes -
GaiT6y C1FILS.

2. auflemsser  LOHMID  OBHbeuflen&serfleot
HlemeLiLi(h S &IHEMD HHSHD :

3. View > Window > Unfreeze Panes GaiT6y
QFILG.

View Q Tell me what you want to do
'D E @ =] Split [ View Side by Side
j :',_inde Synchronous Scrolling

2w Arrange Freeze )
dow All Panes~ Unhide
Unfreeze Panes

@ Unlock all rows and columstto scroll

through the entire works!

Reset Window Position

Freeze Top Row

G D Keep the top row visible while scrolling
| | through the rest of the worksheet.

Freeze First Column
D Keep the first column visible while

scrolling through the rest of the worksheet.

10. eUEmTLIL MBI &6
3. el L eUemILLLD :

uesoflssmefled & QBbeuflens  SiedeF)
aflenguled SMWHSLILULL ST6] 6ULL
aUemITLUL &Hl6d Sl Ll OuLeomib. QL

UemITLLLD U STeydH eSLfled 2 emer
9 (LI &6fledT  SieTemeud  SML(h&l6OTM6DT.
@& o mUuyseafledr Falhd esTensuiler
N &HSTEMTLOMELD. eUL L euemTLL SHl evl6iem
sre|ll yemaflseT (W U L euemTLIL SHl6dT
FHENHIONSHEH HTLLLILI(HS60TMEOT.

QL auemTUL 6T ()5 &I (h

Rent 7000 Amount
Grocery 3000 *‘:4‘fn“

Transport 800
Current 300
School fee| 2000

Savings 1900

® NV EWN -

10
n
12

13 sRent wGrocery Transport »Cument o

alLL eUMIULSEMSL LIW6TL(hS&lemSulled
BHHHFeL e&neTer GeUeturiqUIemel :

o 2 Mgl Q6T QG sSTays ST
LGGL 2_sieng.

o 2 ruser sreiled 2 eter FIILS6T 676D
T HIemmITd QedemeD.

o 2 mseT greleiemer EILHET GHID
1288l Lo FLIL|S6T Si6DeD.

e 6ILL aUeTUL &H60T LG Hemand GnlH@ELD
BIT6Y 6CUEDSHSEITEIT ETE00TE00(5H6ME 6I(LRHS
Goed B(H&HS &n L.

Il L euemILL &5 60T 616w a6l

e alL eewguLld wLHMIW 3D eulL
GUEmTLLLD QILL elemIULMmI&GeT 2D
siebeng 3D eugeusFled  geuaaun(H
wdllfleor uUrisefllenULD ELWNSHHOMS
SML(bHOTMEOT. UL  euemTUL &leoT
SIEWETT HE) &)600T(b&HEMEITILLD
6Ued| M5 &HI6USDEHE M &H(LEMMWITS
e6uaflGul 6r(h&H&H60MLD.

( DI

7\
(A
<

Pie 3-D pie

o alLSSledr UL eueDTULLD LOMHMID
QUL L SHF 60T L 6L 6U6mITULLD: UL L &leoT

LOl6dT6uT eI HlmeEDTSH6IT
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UL eUemIULLD LOHMID eu L HHleor
UlemL euempuLLd, dnlw wHiysemend
osmeoorL. @mevorLmb  [Flemed  euLL
EUEMITLILLD SHEVEDGI LIL6WL 6UEMTLIL Sl 60T
cpeold GeumiLitbSH&& SML(bLD.

Vi xR
Qo KH

Bar of pie

Q&FWwebLIM(b 1

MS Excel g1 uwiedtL(b S F) ©_rhideiT o SHlLie\Levor
sneotgemly Swnflsseywn. GCuad 2 _miser
gon&ifl 10 HILI61L600T6m6TOTLLD &600TL MILIEYLD.

Q&FWIeLLIM(b 2
9 rhidel  WFIIeetor  ULIqUIemed  6ULL
QUEMTLLLD aulg.efled 9 _(HEUTSHSHEYLD.

(e&wedLIMH 1 Q6b 2_6iT6r LFILIEILEOTTHEHSHE ).

4.3 MS POWERPOINT - emwi

S ITMLISHED

il &id

MS Powerpoint-eor @&Fweounpader  @hd
umLiLGSluled eXlensasLILL (beTerns).

1. sip&nss (THEME)

SIPHMEHSLD 6TE0TLIG) 6([HRIHeDETTTHS
egMPlexwenn GamhmsHhaETeT AasEbdHE
LWeoTLI(bSSULI(bLD 6)I600T600TTRIS6IT,
TRSHEIGSSET LHMID &M H  efeneTeyser
SHAWUDMEOT  (PT  EUEDTWIMISSILIL
QBNSLILIMELD.

SIPSHTHSLD (EOTEMDLI LILIGITLI(HhSSHI6US)
2 _rhigeT B Dé5I5RIHE &ODHS
wwhdyLer Qeoibawner  GHMHDEHEDS
Siell&EDEL. TbSHEISHTLLTS,

o Braser 2o rsEpemLW FaBHEHHS,
EUEMTHEMED (SILL6UEMETITHET 6L 6UMRISH6IT

m BeuemepeumiLig Hmedraeir

wHmIb ue) Gesrs@w@ung PowerPoint
OO 2 MIISHEBHE EeweTISHSHLOM6eDT
ap&nss Hinsdlemer (Theme Colour)
QUNBSHSILD.

o SLIBS HD 2 WIGEHsG®, 6euafld
Bin  eotevrevoflemitds  SML(bD  (LLOHMID
GmiLmmment [Hn&$16d), eTe60T6vfl6b LOMMLIL (b
SMEOUTLILI(HEUG)] LIGLILIENS, 6T6flHTSHELD.

H&105 &SRS HTET JP&HTHSS S 606015
Gaiey 655D

Powerpoint — LIeD Fl&LD&TED SLPEME 8IS Em6IT
siefllsdHng. Design  esn@dlulenr QL&
Unsdleb Semeu 2_eiterent.

1. dlebepemey flméseyn. Design agm@Hlufled
SP&M&HHESHHDETET N ULSHHemeors
(Thumbnail) - @MLGCLTED o _rhiger
dlebepietletr &MLd (peoT@eoTmL LD ASIflLd.

2. G SIPSHMES S 60T
ULSesM@LNemeoTll  unTemeuui.  More
UMSsTemend Herfld aFIs.

Animations Design

Aa Aa

Slide Show Review View Help

Brager eflBLULD SiIpsSTHSHD SHemL SFH6L 60T
sl dn UL FHlements  Hefle
QFILEUSHET COEOLD SiGHEWenT  [FlEBLDS 81560160
SIEWEUT &) FEORISHEHEHGLD SIEMLOSHSHEVILD.

2. flemeoonmmib (TRANSITION)

dlebepieleor 1HlemeoLommHmLD 6T60TLIS]
Bepsaiseler GuTs QG dogielel®hal
LHODNH FebeeN& HEHLD GUTE erDLILbLD
siemseyplLd  Guneotm  ellemereysHenens
&MIs&W. Powerpoint fHlapsgisedled Flebeyl
BlemeowmmmiiGenerd  GaTlUSeoT  eLPedLD
H5055508E 2 ulepLLLD Si6flsH&HeomD.

1. MBlemeownmmsdlemennd GFiHs ed(HLOLLD
dlebqeilements Baiey 61&1Is.
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2. Transitions BTG I emid Gsiiey
eglug Transition — emwd Coiey E&FLS.
Bxpemeuwwlment Hlemeommmsdlemeot GsiTey
QFLBTL  UHEOT  (LOTGETTL L SHemS LI
LITIT 606U L 60MLD.

3. Effects LIS H ement & Gaiey
OFlleugdHeor  cpeold  Hlemeoommmlsdleor
Bwedy HeTemwenWid DusSHHemIILD
GaiT6Y EFIWILIEOMLD.

4. flemeolonMMLD 6TLILIG 2 _6T6Mg| 6T60TLIENS
Preview- cpeod umemeuuileomid. Hlemed
wrhmHemeot HHe& Transitions >None
Gaiey OFILS.

3. siemeeylLeéd (ANIMATION)

PowerPoint 018068156016V, 2 _emIs6r,
LILTRISET, 6UQENMHIGET LOMMID  GILMIHETEH6T
GunettpeuDMINGS SiewEEYL L MISET  LOPHMID
elemeneysHemend G&TSHSHE0NLD.

2. SWEFEY L L6 LHMID el enerneysemers
@& Hz60

1. siemgeylLed s efipoyD eumHeT
S g 2_emTend Caiiey OIS

2. Animations - eows Hafls asLG
SiemFE) L Lemed CHT6) 6F1Is%.

3. Effect - ZolNE:) Hlerfla
elemeneysemand BFHT6y C1FILIS.

Q&g

2. SEMFEYL L6 LHMID 6l emerneysemer
60 & LLIIT (6TH S 60

1. Blehss5He0ed SIEMEFEY L L 60566 S
QFMLIRIS LI6D 6ULPISHET 2_6TerT6T.

2. ON CLICK - flevepietlements Hlerflé Q&b
Gungl SiemE6aL L 6mEDS OFHML IhISEOMLD.

3. With Previous — euflemguiledr (pheml
SIEWEFEY L L 6W 6L GureoGeu LIEs:)
Crrsdled SiemFey LemDS OBHMLMIS
Bgemerr GaiT6y OFILIHED.

4. After Previous — (pihemWwig BLIHS) (PIG1HS
2 | GarGul SiemE6) L L 6m6eDS OISTLMhis.

5. Duration — eflemeremex [flq.5&60MD 160608
&(HSHSEOMLD.

6. Delay (et Grr&Hems G&iT &8 6Xlemernene
Buwss.

8. en.(hGeoneoT 6llemeITeysHemer
WY LLDIHS C&T 556D

1. SIemEEYL L EILEOT 2_6IT6m QILMIHET SHEDEDS)
2_emrenl GxI6y C1FILS.

2. Add Animation — emws &Hefls Q&G
aGaenb QeTrleners Cae) QLS.

. MeWFEYL L6 6uflenssemer LOMHMISHED

1. siemgeyl L SiemLwnetsdlenerrs Caiey
QFLIS.

2. ey pLUUSmeS CaT6y OFILS.

3. Move Earlier— euflemswins (Wweor&n.L_1qGwi
SemFEYL L ewedd CHTEOTD QFILISED.

4. Movelater—euflemswns Anflg CrrsHHnHE&
60T SiemEE)L L 6mens CHmedTm C1&ILISHED.

2_. OFNGSSLULL OUTTHEHSS
(Grouped Objects) siemaeyL L ene0é
Gaif Hed

QBM&GSHSBLILILL WM (HETHET, 2_emI&H6T
GumedTmeumMIN & SIEMEFEY L L MEDF
GFI&Hase0miD.

1. Ctrl QLIS SHT6m60T Si(pSHweunm)

Gaemeuwmeot OLIN(Heflemeors CHiTey OFILIs.

2. Format > group > Group Galiey
QFIIG), EILIM(HL&6m6ME S(peUNS
6([HTRIH 6DETTTSHSHELD.

3. Animaton - eows SHeafls  asLg

Coemauiner SiemgeylLemesd Csiey
QFIIS.

4. 61lq eIkl &H6T

S} 6UETTTTRI S 6T, LO160T 60T €HFEDS6IT,
oo s dla el LoMHMILD eliflsHmeir
(Spreadsheet) QGumedtmeupmied O ST,

GULLIRI&6T WMMID SibysGSMI&eT Gumetm
6l BUMhIBemeTE B&(T&H&60NLD.

LOl60T6uT €| HMmEDTSH6IT m
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31. Excel, Outlook, Word siebeo s
Powerpoint — 6b 6lq 6urki&emend
& szed
1. Insert esn@duled Shapes — emwd

Hefld FIIS.
Shapes
(&' Shapes ~ s
2. Gzemeuwlment 61 QU SHEMDH S
Gaihesnhsds, edmoyd GLsdHed
fafles  esLsy  Suwsm  (drag)
6119 6U S H 6 60T SIEMLOSHSHEYLD.
giflwimeor &I SIDEDG) QUL L Hemd

2 _(HheUNSHS (Si6De0& LMD  6UlgEUkISeleT
UIflLom 600t & 6W6IT & SL(bLILbSH), Shift
snefleni S(RSHweurm E(p&HseD.

2). algeuHemF C&FTHHD eD60F)
;oG aneusdenersd Heflsd
Q&G 2 _engemw 2 ereflhsHed
1. eugeudslenn g eues Hefld Qg

Add Text (or) Edit Text — emwd Caiiey
Q&G SLLES OFILIW OSTLIRISELD.

2. 2 _emIenw aulqeyLL LHMID FTemHS
Home &lerfls aigiiweyb. 1960 HliTemeoLl
eumrmiss WLOHMID 2 LGWISLILIMbLSS
eflHLOLLD 6119.6), L L 6D&H6WEITLI QILITM)IS S,
Font, Paragraph oieveog Alignment
enGIHaemwd Giey 6FWILIEOMLD.
(oo  euaueyLLed el pLiuriser
Gemmeund & SLD)

BeuemeveumiiLg HlmeoTaer

8. ageupdever H&&60

Bée elBoyD euqeusHleneor Hafld L
Delete smaflemw Si(1p&S6LD. LIED 6119 6MMHISEm6T
Bé6®, Ctrl  emeflyLenr H&6&  elHoyn
euqeukisefledr 15g Heafls 6slg Delete
sneflemniLl Si(RSHSHELD.

5. flpeotaemed (SMART ART)

2 _rugerfledr ererflu 2_emr LOHMILD
Ll &@h&EGHS SHMLES sneEssHemd CsisHa),
a1eumemm Powerpoint — &eb 2616l 616mT 606D
5N &LILT6d S[HH&! HM6OT &HEMmEOUITS LOTHMEYLD.

2. &_emIemild FmeiTHemeoWns
LOMH M)ISH6D
1. 2_empenwd CHiey 6\FILS.
2. Home > convert to Smart Art Serfls
QFIIG%.
3. elgpy Hmer semevemwid Herflé
QFILIG.

2. ST Hemeouled LIL ks emer

@&l Hg60

1. ULTBI&EHL 60T dnlq Ll $lM60T&Heme0emIL S
CamesbsHs, 2 Th&H6T LLMhISEmeTs
BFT&H&eL.

2. o_emgemwd GHiey 6\FILS.

3. Home >Convert to Smart Art Gaiey
QFI®.

4. More Smart Art Graphics — Gzmey
&g Weor Picture — Gailey aFIs.

5. @xHemeuwlmeot M 60T 61 60 &H6Wm6IT &
Camesnss OK — Hefls asiis.

6. ULRI&emeNE 6&mS, UL Gaiss
Beuevorigl L SFHlements CaiTey Q&L
Picture @mIbLL Hemss, Herflée agiLIs.

7. Insert — Gaiey 6\F1LS.

6. ear_s10 (MEDIA)

21. snelevormedlemw& (Video) &l H5H6d

1. Normal View — 60 &m6leoormedlemi
(Video) Gess eflpoyn Feoaieleor
1bg Heflé 61&1LIs.
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2. Insert > Video — &8 &by GMilemw
Hefls Qg Video on my PC —emwis
Hlerfld O\FIIsb.

3. Insert Video Box — & Qemevords
oy Ganmillemenrs (file) Herfls
e§lg Insert OUTEHHTENHS SiHSE D
o dienm &p siuby@Memws Hefléd OFLS
9ot Link to file — emwis Herflé aFls.

Video Files e

Insert v Cancel

Insert
Link to File

o). GasLeumed (Audio) G&issed
GaLeawumed ugley (Record Audio):

1.

Insert > Audio GaiTey aFlIs.

2. Record Audio GaiTey a&l1s.

3. GaLeowuned Gamifledr OUWeDT SLLF

e&5 60T Record — GaiTey 61§15 GuaaLD.
uglemeu oM yitey &L, Stop — GaiTey
egllg et Play — Gaiiey 61&115.

Record — emw! Gs(i6)y 6151 6toT(hid L6y
QFILIWIeONLD. 160605 Sl(HLS SieMLHSHTEL
OK — emeu Gaiey 6151s.

dlebepieled elHLOLLD 8L sdHled
sneevomellemdw Baiss , Gasleumed
SnIbLLsFlemeor  (Audio icon) Herfls
655 81055 efleay.

BralselT dleveieled 6ETMISGLD
GuouLL GaLe1medl GamlemuLl

LWEITUGbSSHIAMTHET  6TOTDMED, MG
ereflans sevorLmw febeiedled GaLamed]
GSMIbLL ems(Audio icon) 1B SLsHled
em6UsHS LIflh&lemT&&LILIbED &l

Play — ell(pLILSems Caiiey a&iis

Powerpoint [fl&Lp & &)56516d
GaLeunellemw& GafH560, H&GH6
Power point 51&1p5 81560160 @em&, H6ms LoHMILD
66015 FHIET0IHEGSH6T GuneTD Gl eLmedlsenens
Gsrsaeond. GasLewnedenwsd GoHls LHMID
ugley esiw 66d siewmL (Sound Card), mietor
&®eliGudl  (Micro Phone), &6dll  GLIH&HE
(Speakers) GUTedTDEUDMIL 63T 2_Hhi&6T &H6vofl6vf]
H6860T LOWILOMESLL I (H&HE B6U6TuT(HLD.

sevofleoflwileblmhH &l CaLaunedlemuwis
Ge&lr 360

1. Insert > Audio Gai6y O\FILS.

2. Audio on my PC — Gaiey 6151L&.

3. Insert Audio 2 _emgwmLed 6wULIquled
Gsrss epyb GsLlewuned Gsmlemu
Gaiiey O1FILS.

4. Insert — epLILSMSHS CaIT6Y OFILIS.

GaLeumedlemw SiflHHed

1. GsesLeuned  HeOIsGHemeT &S,
GaLeumedl GmIbLLSHensHs Hafls asiig)
Delete sneilemwt si(p&5H6LD.

8. GaLewmed) Liedreorevof]
ellpLILMKI & emer LMD MISHed

GaLeauned GnIbLLSemdS Caiey aggLiler

Audio Tools Playback Gaiey 6&is. ety

LweTUhs® ey e pLus Sl ement &

Gaiiey OFILS.

o GaLeuned gursenosds, TRIM — emw
Caibesnds el wLOHMID LFDHS
mpelleemers  (Sliders)  LweTLIGSSH
GaLe1med Gamliemu 215HB&HMHL
6)(LQMhI & EMLDSHEELD.

o GaLeunedlemw o _a1@sliley (fade
in) oibens GeueflsECoiley (fade out)
egww, Fade Duration ewliquiied o efmer
6T600T600f 1 6m & 6mILl LOMMMIUIL6)LD.

o gedlweremear (Volume) &ifl s, Volume—
ows Caibesocds Bhser el
SiemwlienLd CHIHOH(bHHEYLD.

LOl60TE0T60) HM6OTSH6IT
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e GaLeaunedls Gamiy eTENEUTM)]
QSMLMRIGHDGI GTE0TLIENS 5 Gaiey
eslw, &p Gsmermid SIbUS Gnflemw
Gaihedbss Lleteumn a@saIb Qb
BLUUSems CHITHEGH(HHSHEYLD.

o Click Sequence : @ Hlerflédled CaLaLimed
FHNe0TMSH SIMhIESHSH6D

1. Automatically GaLeoumed Camiy

Bm&HGID febaien & Bralser
(perGeormlwZHID GaLawumed
FneornsHBeu uirki@GLD.

2. When clicked on GaLeumed
SMIDLLSHmSS  Hlafls  aslsHmed
LGB BGaLe1Lmed Suirki@LD.

o Hlapssseded Galaumed  ereueumm)

Burkis Geuettihld eTeoTUMSS GiT6y

s, fereumd  aBsenid QB

eNpLLSemd CHTTHESH(HEHSHLD.

1. Play Across Slides SIEWEVT H &
feoaisaflan @Cr & Galeumsd
Ganiy Quinki@Lb.

2. Loop Until Stopped : Play
Pause GILIM & GHIT6m 60T em &6l
E1FWIEO(PEMMLIT S FMISSLILIHLD
euemy GsLewunedl Gsmiy QsMLIbHE
SuikiGLb.

3. Uletevorenfluleb o eem  SiemeEUTSHE
dlebgiserflepid GaLeaunedlenuwis

QFMLIbHE Swés, Play in Background
eTeoTLemSHS Hlerfls Q\&ILs.

7. Semrliudley (SCREEN
RECORDING)

1. SHemrliugley agiw elgpoyb dleeemeus
GaiT6y C1FILS.

2. Insert egn@demw Gsirey &g Screen
Recording — Gaiiey 6\&Ls.

3. Control Dock —eb Area —Gsiey 6&iis.
(1008 (W SlewTemwid L] s
elpoleormed Winkey + Shift + F — &eaflé

65lls.) @ueurps + SMCHTEOTMLD.
Hemruied ey uGdHuler g Hefld

m BeuemepeumiLig Hmedraeir

esgs BpsHs eLed. GeODHS UL
udley udd 64 x 64 Leataflememm@Lo.

4. Record —emwd Gairey 61511s. GgHemeuliLi(hld
Bung) Pause — emwibd (p1qs19edT Stop —
emwid Herfls aFs.

5. sneeomedl  dlebgpiedled  CETSHSLILIHLD.
snelevoedl &L &sHeor 158 eueng Herfld
eFg Start GMIbLL Hemss SHefls eFs)
6Tl QFHMLMbISH (G6U6DOT(hlD 6TE0TLISHEME0T
Click Sequence, Automatically, siebeog ON
elpLLnmIGemeTd BCFHI6Y CFULIEUSHE0T CLOEOLD
(P96 E\FIILIEDMLD.

6. smeeoommedluiledr  GamhHm&Hemd MO,
smelevoedl &L &SHer 158 eueng Herfld
esg Style @mibuLsHlemerts Gairey
Q&g O euqeusSHlenenrs GCsirey
OFIIS.

8. 836l (HYPERLINK)

elemireument SiqliLemL BemevoTu
5 &6\&M(bLIemL powerpoint debgyiexled
9 _(HeUNHE, am&eorGeu o aern

auemenLILuSBHHeor  (http.// www.contoso.com)
waauflowsd sLLEs asg Enter snellemw
Si(RHSED.

UEMEDLI LIbHSH&HH 6menT &)6m600TdH 60D
Sies UHw SpeuetrsHnG Semevorliemu
2 _(HEUNHSHEOMD VDG am&HeoTEeu 2 6Term
SHEUTTIHIHNG @emevurlienL MLI(bSHSHEMD
Si6veng LOIEITEOTEHEED (PHEUTHE &&H6U6mED
S G\SITL IhI&EDITLD.

2. UM S SNMHH NS DemevorliemnL
THUGS SIS

1. 1B&esnplenu anuUbsHs eSHbYD 2 6w,
6UQeUD SiLeDE ULSHlements Gaiey
QFILG.

2. Insert > Hyperlink — GsiT6y a1gs.

3. gnseort@eu o _emem  Gamiy
QUM ELILIGH S &HeWSH S Gaiiey
NeoTeu(HEUEDTEUNEMME B&FITSH&HEYLD.

SILE0G)
L

e Texttodisplay:5&asnmlungs Gsmedrm
(BLOLLD 2_emIemld SHLLES OFIIS.
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Screen Tip : uweoti WB&HE\SMHLIN6OT
B  eLiflpd Gurngy  Gsmeitm
el(FOULD 2 _emIemll SHLLFSH 6FWLS.
(BLLMULILSeL6mED)

Current Folder, Browsed pages or
Recent files: emai@ @emevorliemnL
anuUbdD BeUetor(hlD  6TEOTLISHEME0TH
Gaiiey OFILs.

Address : GunenIiIlL L 5demeor
Braser  ansderBeu  aFLwmeliqed
Bemevorliy eIMUbSHS 6SI([HLOLLD 6U6m6DL
ussHH 60T URL — emwt 2_aerfleyLb.

o _msdem  &evoflenfluied  Semevorliy
gnUGbSSUULL CamlilemenT LOHEMT(H
sevoflevflulled 2 _ruserg Powerpoint
55106886060 h&IT HS|60TITeD,
Bemevoily Gamiysemenyd HeTHS
Geuesor(hLD.

4. OK — emex GaiTey 6&Is.

S} . S}HEU6TOTID, LSl 4 6)6TOTLD (S16D6DF)

LoletT 60T Eh F6D (W &eurflulied _eirerm
8L S nsner Qemevoriy

1. 15&6&MpLenU anUbSS eNhHbyD 2 e,
algeld Seveng ULSHemenrs Gaiiey
QFIIG.

2. Insert >Hyperlink — emw Gsiiey Q&G
Wetteu@po ellpLiLrisemens CaIey 61F1Is.

Place in this Document : [fl&1p&&)56560
erulillL deoeelne &Semevorlienu
THLIDbSSISHED.

Create New  Document: &
Hepss560e) Qmbha  LHODI®

H&05550HE BemevorliemL
THLbSSISHED.
Email — Address : wuweorifleor

LO\60T 60T (6h & 6D Blremensd FnéHs
SMLLUUGLD Ll6iTeoTehded (Lpaeurflem
B em6u0TSHSHEYLD.

3. TexttoDisplay,ScreenTip,errii& Qemetv1ss
elmoyddissr GurermeuHenm LTHS
QFI®.

4. OK — eflement GaiT6y 6151LIS.

9. SAVE AS wihmilb Si560T 6U6m&S6T

Powerpoint — 60 2_rais@henLI $HlemmaLiy
(desktop) Hl&S&IHem6e0, 2 6Tememo Quishe
(Local drive) (ww&sevofleofl GumedTmemeu),
euemeowiolly, CD, DVD oiebens H&eued
Gaillumeotr ( Flash Drive) Gumedrmeummled
Bssseomd. Goeld eeueu@eummeor Gy
611G 6UTRIHETTHEYLD BFLOGHSHE0MLD.

1. File 5586560 Save — Gaii6y 6\&Is.

ﬁ OneDrive
;l Computer

+ Add a Place

Account

Cptions

2. NeiTeU([HeUITEUNEMMEF OFIIS.

o IOIgSH&Heooflenfl, 2 eememo QuisHdH,
FH&H6u6d sl iLimest ,CD, DVD @uis&uiled
Gs5lse: Computer  @MIDLIL H6WSHS
Gairey 6151Is.

e Computer Sharepoint Library —eb GaLilés
Sharepoint — emw Gaii6y CO1&ILIS.

3. Save As-—&® &ip Recent Folder — 6 Browse
eTe0TLemSS a6y aFilg GailEs @@L
wHmId Camiyempenwd GCsiey &S
Yeoteorm @amindledT QUWenTSH SHLLFG
O\FILIG.

4. Save — uUNGHTemeoTdH Hefld Fis%.

LOl6dT6uT eI HlmeEDTSH6IT
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Bassse Camilener ueo@Geaum Gamiy eulqeuraseafle Gl sH5Hed

1. File> Save As — GalTey a&1s.

2. Save As — 6© &Gl &p&setuTLeunriled eeiTIlemer &S

3. Recent Folder — && &Gl Browse — Gaiiey a5ilg Gauilé@d SLIb whnib Canliyennenwis

Gairey a&wg Ner Gamllledr OUWeDTS SLLEFS QFILIS

Save As auema 6L 1qul6d GaiHaLILL Geuetoriquwl Ga&Ml eulqeusHemdd CHI6Yy 6\FISH.

5. Save — euUMssTemend Herflsh GG,

6. File > Save As — &eafls aglieuser cpeld Spsnanid LOGaumn GCsmil eulgeukisered
aeTrlement CHHT6) QFILILIEDTLD.

7. snetemweuns G&mly euqeud Powerpoint version 2007 — ai6bend Ldlw uglliumeor .pptx 6d
ereor BELOGSLILI(HLD.

»

GanLiyeuens Bty  Gsuflés LweTUbSSLILbEISI
Power Point .pptx | Powerpoint 2007 wmmib yHw uglliyserfled Hlepssi5Hemens
H&105 &I5H60 seoofleofluied flmsseomd. Powerpoint 2008 — e YyHluwl

udliyseflad Mac eIb Hmé&aseomb.

Power Point 2003 uglliy Bimeuiul L 61bg b enasLGuE
ENSHEOTHH I HHPSHHHEMED HM&HSHE0MLD.

Powerpoint 97 ppt | Powerpoint 97 — udlly (p&ed Office Powerpoint 2003 uglliy euemm
-2003 fl&ps &80 D& SHEDMID.
PDF Document pdf | Adobe system spev 2_@peunssUuLL HleTteniemr (PostScript)
Format sigLiemLuleoneor LleoTeoTe0n) GSHMTLIL| UL EULDTEIT S S 6LU6TOT
619 66MLOLIL&HEM6T LIMGHISTLILITGS eneusHED S wHMIDd Gamiy L&liemneu
256D
XPS Document Xps | ydlw iletreoTenm) SHMElS 61l 6XlEDTEIT S 6U6TUTRISEMET Sig60T S
Format el euSHNG LIHMB(bENENS SHSHSHME.
MPEG — 4 Video mp4 | Bl&ps8I560 sreevormedlns GaileHslLbEDE.
Windows Media Player — Gunedtm a1 & Suisdserfled MP4 6ulq 61D
BussLILGIDE.
JPEG (Joint .jpg 6UEMEOLILISSRISETED LILIEITLI(bSS6USNSBTEIT 6UEMITEHEMED FeDEYIEUTGSLD.

Photographic Experts

groups) Gaiy JPEG Beriiy augeuid 16 WWlebsdliedt Bimrisemer SpsflsEng:

LOHMID L{eWSLILILMbIS6T LoHMID F&H&60Me0T eUenTLL MHhI&EHEHE

eulq Lo QUMBSHSLONEOTHNSH 266,

PNG (Portable png | eUEmEDLI LSS EHSHSTSH 6UEHITLLLOTS FleDEI6UIT60T )

Network Graphics) GaLfléaLILIbeUS).

eulq.61L0 World Wide Web Consortium (W3C) flemeowinenignss GIF — &@ Lombm)
&I Hlemeowings PNG-emw sisninglsaiereng). GIF Gumed @eveormoed PNG
SiemEE)L L 6med SHif&H&ME HMID leo Lempwl 2_eellseT (Browsers)
8ns Canliy augelenen SpsiflEsng. PNG eeerflliLenL wimeor
etrevtevoflmemen Spsfl&HEADS.

Power Point pptx | Power Point - 60t geueieun(s HSHDSSHHEID LILLOME LOMDHDLILICHLD.

UL DepSs560 Power Point LLoM& Hlaps81560 CailésLliLnbEUTS)

GaMliLfeor SiemeUTEuTS) GEMMESLILI(HLD. S60TTED Fl6D H&6UEDSET
61 MemevH&leNl(bLD.

BeuemepeumiLig Hmedraeir
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Q&FwWwebLIm(b 1

Shisem  uemefl  Syevorefllpn  LOHMID
elememumy ellpnefhanerr SenLINGHemLp
SWl&SHaLD.

44 G - egn@Ly (SUITE)

M\ &HLD

Gmail, Meet, Chat, Calendar, Drive, Docs,
Sheets, Slides, Forms, Sites, Keep, Apps Script
Sydweunenn 2_eTenLsHwg G — asm@LL,
SieUDHEMMD 66UEIEUTEOTDTSLI LIMTLIGUIMLD.

Google &yeuevorid (Google Docs)

Google Docs eredtLgl LD  6UEDESLLITEDT
FNGH60ThIH6I 6D Led LILLIGOTIT &6ITT6D
UWeOTU(bLSHSHHEn QW Gnl(h 6FTNHEFWIEONHS
Hlyeon@lo. euemmsemed (Graphic) &nmiser
LOMID USHS eTeourHemens GsiHsHed 2 L L
ereueumm)| 6@ Google docs ufled LSHNIS8e0
LOMID CUGEUEDIOSHHED OFIIEUS 6TEOTLENSLI

uprl @by uGHuled sDHMISESTETETL
GurdEmmip. Fo(bSHEON S, 92 _ememul
6119 6UEMLOSHHEYLD, SIL L 6uemeovoruiled

9 _6T6eML&HHHMS 2 _(THEUMTSHSEYLD, LIT600f1&Hemer
(style) ereueumm LWIGTL(LSSHI6UE 6TEOTLIENS

SHIMLeD, yeuetorHems Microsoft Word
Ganmiuns SiFALGb, Ceslllug — ubpiud
eleun SGUMLD.

Google Docs- emws Hm&HsHed
1. Google - emw U usss5dled Sigmis,
2 serg 2 el wseufll ulenLuied

TEOTLENSHS SLL &G
eunssnementd  Herflé

http://google.in.edu
eswg, Enter
QFWIWLIeYLD.

2. U ussgdled, Google — 60T 2 6T [HIEMLPW|LD
Femrenwid Hplugsma Log into Google at
IU eTetTuem & Hlaflé aFweayd

Log in to Google at IU

|

3. U usagdlev, Google — e Google Docs —
oW Folusne Docs GMIDLL HemssH
Herfls aFweyD.

Docs
Documments with
real-tirme co-editing

syeuecusdHleor  Goed DL T SHH6D
Bmlug Syeuetodglet auwgn&L — Copy
of Google Docs : The basics — Introducing
Google Docs. apeuetorddHledr  EOLWIHSHE
&Bp @mwuug ulglulenL. @& File. Edit
wHMID Insert GumedTm LILLG 2 HLILIG&H6em6Ts

(items) 6&nevoTbeToNEl.  ULIGLILL 6mLudledT
EC8p Boliugs smeAlUlenL  HGSLD.
s &(Hel&Hemend SM&HSLD Al

QLN SSTEOTHEW6IME E1&HT6T0T(HET6IT E.

GOOGLE gnenaser (GOOGLE
SHEETS)

LO160T 60T 600)] &HemSLILI(bSHHILIGUT HEHHE
(Marketers) elfldsmemgHer )51
SI6UFLILDT60T &). S} 60TITED, SIEWEVT S8

&hemsLILbSHLTSHEHSHGSD Google Sheets
GumedTm Siq LML H([HESH 66l 6 SHerfleor

Copy of Google Docs: The Basics - Introducing Google Docs «fessss== Document name

Fle EOR View Wsert Format Too

@ A D . Nomatet . Tres Nea

@

LA N —— M v DaT
- ’ -

1]
.o
m
'
|

BIUAS coB- FEEE

Toolbar

LOl60TE0TE00) HM 63T S 6T



www.tnschoolbooks.in

Sample - Google Sheets x e v - o x
<« » C @ docsgoogle com/spreadsheets/d/ 1acOSeh-Lsol2G_CptaYb3TEhP TNMODSwNGMOMe TAA/edit #gud « O - | ° H
Tl e
B s ¢ « o [N O
Fle Edt View Insert Format Deta Tools Extensions Melp
-e 7P Won « § 0 0 1. Dot ot (A . 1 « B &§ A v B = lePle e o D@ Y-“I*" =@ ~
- = -
At
{ ]
————— e
+ B e n <

(IP(Q HEDTEMLDSHSHITE 6TEUEUITM)| LILIEOTLI(b S SlUS)

eTe0TLg  QBlWNgl.  SiHEOT  SDETHRISET

SledTeuBLOMm) :

o ydw edflsenemer Google Drive — e
2 _(HeUTSHGH6D

e Um Gamly euemasmemer MHM Google
Sheets — 60 @m&GLOF E\FILISHED.

o safliu’L eliflsgnetememar @nemm Google
Sheets GaMLiTled 6(10MhIS6EMLOGHEED.

o 2 weayped (Navigate) wOHMID STeM6U
Q(RMHIBEDIDSHFHED:  CIbbeuflems  LHMID
alflena

o 56 HATHEDS 2 ([(HEUTHSSHE

o SlBEYD LWED)6ETET @MISS  6UPISET,
2 eeysed LHMID CHIHEOBGLLY GNISE
elemaaeir

o Iey LOHMILD /600 6T0T 60N & 66T
611G 6UEMLD SHFH6D

e Google Sheets — 601 SiuqliLiemL SieWLOLIL]
SIDETHISBET

o Google Sheets —6b &evUTEHSEBS6T LOHMID
BII6Y LGLLMLIEY

* QIHRFDETHE OFUIDLL  SHHSHSHIHET
LLOHMID GSMILILSEMETLI LILIEOTLI(bSSHISH6D.

BeuemepeumiLig Hmedraeir

o alflaznemenl uHelimEHD OFLIGH6D
o afifl&aMemaT LLMHMEUT &HEHL60T LISIT H6D

GOOGLE dléogisser

H&P5 SIS0 2_([HeUTEHGSSH

&b LW 505 SIHEmD 2_([HeUTHE:

1. Slides.google.com — &@& 61560 Flebaviaileor
WwalydHenTenwisd Hmésel.

2. Gweo 8Ly gUsHHled "Start a new
presentation” & New + " erebrLemssd
Herfls agweyd. & LW Hlepss)5Heme
2_[HeunsHd SiFHement HINSHME.

Piset @ uSw Hendsseme
https://slides/google.com/create erevremyip URL

- eWL LWL SHILD ©_(THEUMEEEDMLD.

Haepsssemel US55 HMID

6119 6 E6WLD 556D

HB551560l60 2 _6Tem 2 6w, HILPMHLIL MHhIS6T
SIDEDG) HITE6TOTTEOSH 66T 2_ThiGH6MTed BT &HS,
LSS58 S16DE0S 6L EUEMIDSHS (LPIGU|LD.

o 2 6mI, 6UqENRI&T WLHMID euflHeners
B&i$360 LHMID ETemLoSSeD
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Camgle - Googhe Shdes x NN v - o x
€ > C 8 docsgooghecom/presentation/d/ 1905 QUSaQAXZVKEUNGPEITEOIFIS2eF GAL edarshde« d p e« 0@ :
Sample % @ & ® - O oo - B ©
Fle Eda View Insert Format Shde Amange Tools Extensons Melp
t v ~G a* RAR-Q\- 20 = e Themes X B
@
Click to add title
- :
. .
Click to add title ;
Serple Light

Click to add subtitle

Serpie Dark

Chck 10 839 spedker notes

o Abgmmers Gsised, Beesd wHmb  GOOGLE Lgeub (GOOGLE FORMS)
6(LQMRI&H6MLD G 6D

Google Ligq 611D eT60TLI Google Lievofl & g6 &Sl ot

QI UGS wner eeus Hlile)] smHeium@L.

@y Office agn@duled LOHM WD FADHS

o dleoaen® Siemseyl L emend Cai 556
o WHMEUTHCerTh LUATHS Geuemen O1FILISHED

Gamiyser wHmid GaMliyenmaemner &S EDHL60T 88 Google snenaer (Excel)
whmeut&sGemh LATHE View, Edit Comment Sy6ueTOIMRIgET (Word) HMID Fedbguser (Power
SpEWCUDHMIET SICUTHET TeNS OFILILI (LPIGUILD point) gh&lwieunHenmid 2_6TeTL SHELIg!.

eredTm)| CHITHEISH(HSHSHEDMLD.

) sovote - Googhe borm x B v - o x

€ > C 8 docsgoogie comToma/d/ING emZmiF 3DNSyz0sP2dmC B2 IpvBif:-- 2viegedit e a 0@ :

T oo KN O

Ouestions Responses  Settings

Sample
®
Untitled Question (™) © Muitiple choice ~ o
Option 1 Tr
gd * :'_.]
O]
=

LOl6dT6uT eI HlmeEDTSH6IT m
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Google LILg. 65 &l 60T fAonps
SIDEHI& @H6IT 660TM) efleormiq.efleorm
3G e SMGemHeml 2 _([HeUTEHE,
Une ealiflsnepreor  SemeorlLSTEGLD.
Bemeot1HHLIL960T, 9 rhi&ber LLg eUSHemaLl
eumiueufledr erbd USlID SreoTTeHGey @bHs
efliflsgner uFledlio GHmeTmILD.

Google Uy euSHMS Sl LILIEOTTE & 6
(Personalize) ereueumm)
2 hi&eng LSl LigeusHenss S6vflll LILIeoTTEHS
&60fl S &l6ULomeoT SP&HMEHSLD (Theme),
UletTeorevofl  uetTeTOND LOMHMID [HIpH LILLD
SyFweunenns CHiIhHeISHbH&60MD. Eeumnenn
eCr e &Hafls cpeodb Google LigeurhiseT
QsLdDg. LgeusHlerr S WPHEW LGS
HEWEOLILLIL LD SGLD. H6MEOLIL|S6IT 6TLIGILIM (L SHILD
SHE00TEME00TE:  HEU(HLD  6UEDUTE0OTD  LOMMILD
&aUTHH (PSS WD B[HsHe GeuetorklD.
Google LIl 6UTRIS ETH&H ST
SBLOLNHEMETS H6oflll LWeITNTHE6US 6
eueeunest 6BNGS HemLwing. SLUlenib,
Google Lilq 6)rkI&6IT 6ULPTKIELD LoHM SieW 60T HSHILD
8hs GewnenW FbAFILEDE.

eflernésafleor 616w 6iT

o  ®@miedleorn : LFlevseT Fleo eu HemsSHerfled
L HBW B 360 Geuetur(hld.

o LHFH: OBy euemsd CHaTeNHEHHS
udledsar HeoolL alqeuHH B([HSHHD
GeuetuT(hlD. ELIIHLOLITEID GEOTM| SIEDEDS)
215N & CMULL UHH SHeT.

o ue Gamey : a&MbBSSULL(beTeT eXpLILS
GaiT6yam@heT Ldledaemens CaImheshaseD
(e Coetallead 6 LSeD)

o Baieyu QUL Lq &6l (Check box):
LSleLSEhHE GaibHeSbEHSHE
SPlemWUILe|D. QM SIS NSNS
GumuLL udlevasemeard CHIHESH(HEHSHEOMLD.
Sniederneln& "Other" lBUUSemSHSH
GaI1HeIs(b&&6YLD.

o &p — effl ulg : (Drop — down ) :
udevefliueut Sp — eNfliuciquiedlayeier
eXlpLiLrki&efledlmHE udlemens
GaiheIGHbSHSED.

BeuemeveumiiLg HlmeoTaer

o Gamiy ugl@eummibd ( File upload) : Google
drive — efed0 BmhHe CoetesHsmet
udleddmeT LigeuDd AL raid Gasmiiemeor,
uglevefliineny uHCGeummid QLW &I
SIS HEM G-

o Gmflwed oiemey@sned (Linear Scale )
! eHeT 2 _mhider Gamerellemuws O — 10
siemeled S edmib.

e ued Gziey &LLw (Multiple Choice
Grid) : udlevefliueus @ euflewssd
2l uglemeos GCabeSbHSD
NBLUSCaTemer @& eUPhGHDE.

o Bzieyl 6eully &LLD  (Checkbox
Grid) : w&&6T, QM eauflnssE 6T
3ie0g NG GuOUlL udlesemers
CabHesbh&s ADIDSHSED .

o Gadl(Date): @ansner udlebaemernsd Cad
619 eUemLOLILNED Q&HM(h&HSHLILL BEU6ToT(HLD.

e Gmmw (Time) : 83nH& udevaflliLeul bhg
wrerfleor GrpIHemad GMILIGIL Beuevor(hib.

Google uiq e uudm AujLeor
elleornssemens G& S50 erarflg)

Google wugeud QMEUTSHES CHemeuwimeot
ueo elernssHemer  siebeog  Llifleysemens
Gsrliuems ereflans&HmE]. s efleTnsser
GCaemeullLgedr + QUTHHTemeoTd  Hlerfld
eFweyb. Heofl eNleTNeHSHEHSHE LOHEOMTIH
Uiflemeus Geiss sw&GOIL (=) GumedTm)
GanedTmID GSMIDLIL SHemSH& Herfls AFILIELD.

flaseomm (Hassle free) efleormiq eleorm
2 _(HeUNEHGSH

STeuflen&LiLbS &SV, (PL9.6) & 66T
SIILIL|FH6D (SHlemLGGHeD) LOHMILD
udlevsemenll  LweTHILSIBHE — HITL(bFHL
GurerTmeumHemm S FneornasHBeu Q&b
OleoTeoTeon)  6NlDTTHSBHEWET 2 _(HEUTEHS
Google  ugeuBIGemaTl  LIWEOTL(HSHSHEDMLD.
Heoquilstt Guoed LGHuIgeTer Settings —
W Heafls OFLWED(FSEST  GMIDLILLD).
WUn&, 'Quizzes' @& Heflé asLg) "Make this
a Quiz" ereor omHmey. elleotmigefleorm (lqbhs
Wm& 'Save’ OUTHIHTemenTS Hlerfld QFILILD.
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et EUEMSHHEMET LOMMHM "Edit Questions"
OUTHITemenTd Hlafld aFwaD.

Google uiqeusFled LmHm e & @M L 60T

RS GIOPSSH6D

Wm Google uettflgseno /| G — FNGH
Lwestunb&er Gumen, Google wugeuDd &I
8L (b S\16Y SHLL6WLOLIL| S &LD. 6)600TSHS 60T
GueouGHlulaueter  cpeoTm  LeTerflBemens
Hefls &g, YD "Add Collaborators"
aaTUemSS CoHIHESOLLILSET cpeod  GT
Gaemiiled Gewewedr  QFULIW 2 _raSETS
IH600TLIT & 6061 SI6MLPSHSHE0ILD.

SibS LI Flemeoudev, 2_rkiseng Google
LQ6l SH6e00I&Heme WIMT  Sieonisd  Beuevorhld
TRTLENS ERIGET &L (bLLbSSOMD.  On
Anyone with the link" GaiTemeusd Gaey Q&g
USATS Falq Wl Semevorlienu (link) &_HeundseyLD.
@by Semevvilly 6UDD 6TEUIHLD 2 _hISH6TE)
LG EUSHEMS DTS (LPIGULD. LOMHMEULT SH(ETHL 60T
LI eUSHemSLI LSTSHED, HEHE160(bSHE! QL (HheUHILI
Gurned ereflBHMEUTEHTGSID. SiUTHET 2 _e0dl60T
6% cpemeouled SEHHSTID LIgeUSHEDS
SIE00)|SH6DITLD.

Q&FwWwebLIm(b 1

20 wgllieuevor oSl eleoTm HSmeT 660t 6m 60T
Google-uigeub(Forms) epeod 2_(HeuNs@SSHeD.

45 3866 OSMI6D I LSS 60T
erdlismeod (IT)

SN\ &HLD

sbuSHW epmled mILumiser bl Bhs
UTLSHl6d eXlen&sLILL (b6TaTS.

1. FWIHEMS [F600T6TOTHI6Y
(ARTIFICIAL INTELLIGENCE)

QFWIN6MS [HI6UOTETOINEY 6T60TLIS| SH6voflevflufed
LebGeum) SI6)Y 6L GUMRIGEIT LOHMILD
HIL L& M6 ShHMIS Q\SHTETEUSHE0T CLO6DLD o615
BLSemSenILL NITHuedsH@d 6 Hlireon@Lo. Al

OLOEITOILIMHEMETS 6\&MTe00T(h B&FSLOmeTEUMMIEL
Qhal UHSTs SMEmIDWITET LILIEOTLITL 6mL
9 _(HeUNHE &L L 6MLDEESEDILD.

QFWIMN 6N [H]600T600TNII6Y LILISDTLIM(H&6IT
(Applications)

Al Uwetunhderfled  GbULL  6uemeDd
Gawlewumm) (er.sm — Google), urflhgiemm
siemwlyser  (Youtube, Amazon HMID
Netflix Gumedrmemey), wevfls QLOMYlEMUIL]
yfibg 6&memended (Siri wohmib  Alexa),
ELPEYHemS SIS QU1SHESeL (61.8M. Tesla)
F&ITThISL GUTeTn OIFWELSHIM6dT eXlememuimi(h
siemwliysefled & o wihd LLLSHHled
STEOTNS WPIe616UbSHE| Gurliquimeusi
GuTeiTmem6U L ThIEGLD.

SUIUNILL asmHlebgiemms6rfled Si6be0g)
fimieueotiseafled anUBD  FEHH6O&HMeTSH
S168, uirsseconssner aeupBlwenLbs Al
LIWLI6OTUIM(b&6IT  LIWLEOTU(b&SSLIL(b&60Tm6nT. &Fled
THSHHSHSHML(b&BET — SpDMed GHFLOIILY,SHDHS
Gunedlaer, WmSHIEN CHMi  &HevoTLMISHeD,
@nremiey FHereurLraser Seveng eNBGWIns
&ral&ledl BoeometoTemio GLIMEdTM6m6L.

QFWINHEMS [HI600T6TOTIEY

QL eoTEILIMIH 6l 60T 616M &5 6T

1. QsWMDHens [HI6TUTEOOTHIEY — SHeMbIBeT —
Gsgonareuprled Smha UHenTs &b
LWeOTUML 6DL 2 _(HeUN&Hs 65 eUMLILIenL
(BeTHMS) QUPHIGHDE. 2 _6TeTemohHS
HIT0&SH 6D Leo QML emM &6
(Algorithms) eulpraisLILIL (beTerTeT.

2. sneoflwrid 2 emIWIML6D a&wedl
(Chatbots) - @bg 6weTOLNHET 6
bUT 2 emmwimLed 6&ileug Gumedtm
elemeTemeud SHM(h&HESLD.

3. s &sOMeL 6wettaLneT  (Deep
learning software) — ULID, &T6d LOHMID
smsSsmmsHer Im  ellqeuhi&Henens
C1&IT6TOTL G

4. sevoflevfl &MMEd 6GLwetTEILNIHET (Machine
learning Software) — &evofleofl @&mmed
cpeold &evoflenfl HTemeull UWIeOTL(bSHH S
SOHUSTSLD.

LOl6dT6uT eI HlmeEDTSH6IT m
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2. srey arleflwe (DATA SCIENCE)

&6 Simleflwed eTedTLSH LIed STLLLL LoHMID
SLLeMWSSIULTS SI6y FSTGSLIIemHE,
seausmarl Uifl50sbH5 LNEUSHSHTS
yererfluilwieb, BiTeb &, amMl(emM &S,
QFWIMN 60 & [HI600T6T0TTI6Y LOMMILD ShLDIHS HMHMEL
SHFWeUNHMI60T HEDEMEUHWIL]  LILIGITLI(bSHSILD
& senb (Field) gy@b. @ sT6)y Sirledwied
FLL5HedmbHal (Project) mietorevonileysemer
2 _([Heunéa, Hireonss GO emL
2 _meunsdl Siemd Uemefludwed SindleyLeor
BemettsGD QUHeUT ST6) eXlehepnenfl ereTm)
SIMLPSSLILIE M.

3. sevvflevfl &S HMEL
(MACHINE LEARNING)

seoofleofll &OMED eT6dTLIS  &H600fl60f18 EHSHE
Wwhewsw GpHeneoulsd Qmbs SHMIG
GIBMETEBD FIMEMEDT QUPHIGL BIH SliesS
6O 6rTMID SLEUSHOBHE SHDMIS
e&meTend Hoemed SHevofleofl &SMMed HlTed
GTOTMID  SNMWPSHSHLILIGHMSI.  LO60TE0TEHFD
QQBLLED, I SRESTID  WLHMID
LO(H S &l6uLD GLITEOTM LIGDEUEM S LILIGOTLIM(b&H6rTl6D
&evofleof] &Hmed FlTed LwIedTLI(bEMS).

&evofleufl &MMEDI6OT LILIGOTLIT(H & 6T

1. euemed Gywewmml: Google  HMID
Firefox Gumedtm G e seir
flé & eomeot &MMELEHM(LP 6 M 6TLLILI
UWeoTLI(h S USSHHIGEM6T  eTeUeUTM)
sreuflemsliLibS&l6U& ETEOTLIENH5
&Hevvflenfl  &MMed  eweod  HAmLUNSHE
QFWIEDLI(H S &1 60TM 60T

2. ®Uemu LleTeoTEehded &evorbliiglndl (Email
Spam detector): fletevTEhsed BFemed
6ULPTRIG BT 2_61T 6(Th &60TM LO160T 60T 6 & 6076011
Wifl$&l, @Llemu LOleoTeuTEhsemensd GLiemL
Gamuyemmé@ Semerflefi(bld.

3. BHpmuLb sm&srro (Image Recognition):
&evoflevfl &MMEOlEdT ELMFIEUT60T (P&
LwIedTLIM(b&erfled 6edTm FlLpmLIL. itk &M
SHGSID. OINBHETHET, HLITSH6T, LIS,

m BeuemepeumiLig Hmedraeir

B@e058 HlomULMIseT GLTeiTneneusemer
SIEHLIMEMLD &Mevor @5 2 e & &l.

4. eun@pLaserfleor @emevorio I0T
(INTERNET OF THINGS)

BemevuTLl  ENSHEVTTRIGET  6TEOTLSE 26001
&SHeN&HET (Sensor) O&MetoIL  FNSHE0TIRIGE,
QFWIEOLI(bSEID HMeDT, CID6DT CILIMIH6T LOMHMILD
Bemevtiddledr cpeold NN &S 60TRI&HEmeTd
&HeoofleoflGwimh B emett 58I, STemeULl
ufllordoid @& ¥m OSMLHEDHIL LIk &Hem6rT
ellee&@d QM 68TH &Ml HPGW. QI
IOT  &flemeSHSTGSLLTETEH  QFWed&HET

(Processors), 2 _eooiisHedl&er  HMID
OBTEMEOSHTLIL 6euedTEOLNHeT&HeT BUmedTm
SiemLoLIemLIL LIWIdTL(b S EILD FHlmeor

FNSHEOTTRISHEMETS  CIBTEOOT(HETONS|. SHTEMEUF
Gealfllsgs Semlu  seots  globlemeoulled
Bmha uNFHDE. sT6) CasaiflHgHe asFwIemen
eraflanésHeyw, 2185 Buwss5HMNHGID
2 sejausn® |OT 6swHens HieToT6ToI6Y
LoHMILD &600fl6vfl BNHMEMEOLI LILIGITLISSHIED .

oL &erfleor Semevord 60T LILIETUMT (b6 :

Hmeondldbs e (Smart Home) — 10T
FIHOTRIGET  SneollWh@ 6 &HHHS 6T
Q@ LUGSHWNGSL . @& aeflaplbsed, eleuliL
CPL(bSL WLHMID G6flapLbsHed, el b
LOMID LTSI SNeMWLLSET, LeDsLLL&
&l el SHeT GUTedTN &S 60THRIS 606l
2 _emenL &g

DHSHOUD WOMID SFHISHTID  —
BemetoTil  D[HSHSHEY EFNHEOTHIGHET  6TEOTLIS)
LDGSHSHIGUD LOMHMID SHHISMILD OSMTLITLDL LI
Cré&mI&HET, SyTmiS&&meor FI6Y
Geaiflly wOHMID LGSUUTLEY WOHMID ST
seooTHMev0HH0  SpFweupmimasneor  IOT
— 60T UWeTUMLAGLW. LOl60T60TE0n) &&HMSHMT
SiMWLML 2 (HEUTEHGSEUSDSHTET  SHTLHIED
MRILLILD, HewLHHS Folq UL LB SEI6U
eueThiIGHemeT QemerorSHed LOMMID  SFEHTSMT
Bzemeusei Sy Slwieumnileor SHITT600TLOM S
BemevoTul LO(HSHSI6 &I1& 60T & 606
'5],[066“6]6'565 &r&,rrg;rrmb' (Smart Healthcare)
eTe0TM| GSW&SBLILGEMDG.
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Gurs@eur &l - uev@Geum)
GuUTsGTHSH SeWMLLLSBET  (P(QEUSVID
FHHEUGFHTLIT6m6U 6B IS M 600155,
&L (bLLMbSS LOHMID HHEUNEF CIFUIEDMESLD
esiw 0T 2_seydmsl.

5. sIejl UGLLWenM
(DATA ANALYTICS)

gueyl  uGLywern  eTeTugl  STeleor
SMETHG LWeTHemenyd SpsifleEs STemeu
Biieudlé@L euLfls6T oHmIb SiLomeoTid, euevofls
e&Wen&sD WOHMID LSl euetolls puSHs
LOMID EUMLILIL&HEM6TS  &HevoTLmIHed GLITedTD
eflemereydHemem  GLLULLFHTS 2 _(HeUTHS
SHIemEU LGLILIMLIEY 1FILIHED ShSLD.

sreyll UGLLWeDD GUILUTS Helieor
euetoll®aSS NG (PHAWITETE  eT6l6T6vfl6D,
85| ST SH G| eUemSHWITEoT STLomevflLiserfleor
(WL6)y&emem GoLIbSSHIHMDS.

IHimj6uenTrRISET SHTemeuLl Lied aulflsarfled
LweTU(bS&IHeTmerT. FmetTilés — euevofls
pueysemer erbLUUSNHES & EHLOUTEID

a6l serfledr &L (bLIum GTELEM VGG
eeuaflG 2 emem  Fmemeu  MHOLIUIBHSS
GeuevoriquiBSEDE.

L5\ 60T 60T 00 6U6EDD & LIGLIL|(LP DD
LOle0T60TE0D)  6UETTI&  LIGLIL(PEDD  6TEOTLIS

UCOUBMRIGET  SMRIGHET  [HEDL(LOEMME D6
GbLbSSHIUSDE 6U6M 6D HFHERISHEIT,
emaLEUF UILLIGOTLIM (b & 6IT LOHMILD

GaoLeummlser Gumeotn LIBLEeum) eueThiSH6rfled
Boha eTearan) Sremeull LGLLMLeY
Q&FILILD QFWEOTGSD. &G LIWEOTTSH6T HeD60E)
GUIMILY &H6W SHUIMENIT SH6rfl60T HL &em&emulLl LmiL
egafleuneor UMTemeuedW  [HMiEUETHS D&
QULHIGED &)

BletTeTenn) UGSLLWenD G&sIflSseD,
Sierel(h&ev, STLOIT60T LOHMILD a1 s
6T 600T600f 18 6m & Ul 60T 60T SHIT6Y&H6meNL
uglumie] 6sleusnHE& HnieueThi&HaTTed
LIWLIeOTLI(hSHSLILI(LD SHIWM@LD. HAons
H&Hlemed SILIUSHENS CULPTRIGEUSDSHTSH
SOHCUTEeMSHW  6U6eTOHE  CFUIEOLIM(H&HEmEIT

GbLbSSeD LOMDHMDEYLD &6y

LWIedTL(b SSLILIGHME.

eueofle LG LI emmUuil6dT LILI6OTLIT(h &6

GILHLOLITEDNEDT  6UETT(&S  HIEWMESET LOMHMILD

QeMPled sewm&efled euetofled LGLLMILEY

LWedTU(bSSLILLLTEID, LOI&H6YD  eILIT&l6uTeDT

LILIEOTLIM(b&6TT Lil6dT6uIHLOM M) :

1. B — eumBneIThSeT Shi&HeaTs
eumey — 6eFeeyd Lo (Budgeting),
aukid ufleufddement, B SlLLIOIL 6D,

(LT H60{HSH6D, QBNS (P&
Bweormevoremo  (Portfolio  Management)
Gumeotmeumemm  GwbUGbSHS  6uevoilsH

UGSLIL(PemMEMLILT LILIEOTLI(hS SIS 60TM60T.

2. werfldeuend — euettll&mIGeT FADHS
SamSlUIT &H6MENS CSHTEOUTL 606, LO6T1SH 66l
Gweonenifleor Levofl AmbE 2erLfluiT &emend

&600T(bLIIg LILIG) LOL_(bLDEDEDITLO6D
SI6UIT & 6m6IT BuissBlemeouiled
6m6USHH (BLILGILD Sieudwib SH&LD.

euevofles  Splieumeny sevellll LfedTeorevof],
oar Sl eleo@sev g (attrition rate),
Beuemevulleor Famarfl Gmmb GumedTm ©_wif
QFWEH DT  E&HMevuTL  2emIILIT S e6mer

QUMBLILGSEID SI6| cpeob b
QFILE(LPEmMEG &6 SHMMI.
3. 2. puspd — euetofled  pIeUMETT SH6IT

HIT6YSHEHL60T Lieooflmmm, G1FWedLIMT (b6t
LOMID SigoLL  [Hlemeoemwil LTHSHELD

eflequinisemerll UkiGSTITSHeT  Uflbhs
& mertern 2 _seydnniser. SIhedlser
Q& wedlpLiLy, QUIMHeIT SLiyHlemed

oMb ugmofliy eseeyser Gumedtm
e WIki&Hemend  H6UOTLMI6USHE0T  CLPEDLD

SFHsULE  QFWLHDEmETT 2 _(HEUTHS
ewIm@peT 8y BLo6DIT6ToTEmLD,
SILMWIMISET, DVIETH] - &radledl

Guweonetoremy  SpAweunHenm  FTemoLiy
Q5G| [FIMIEUEITRISEHHES 2 56 HDG.

6. GapLeaunm) GubLpbssHed

Garpueums Gubupsdsed eerug Googdle,
Firefox womb Wn GCsovleunsserfle

LOl60T6uT €| HMmEDTSH6IT m
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6U6TTIIHID  QSMLITLITEDT  GILIM(IH6T&H6T SHEDEDE
Gremeusmemer LO&HSHET Gaploeun(ps,
GubUGBSSILLL euemedSHHendHHlerr HmLd
Hlemeoemi SiFl&ifles QS QAFWED Sp@LD.
GoLed (Weysefled  euemEOLILISS MG 60T
dnhy &Midl  Hemeowneors, &H6UeTHemS
FISE, 6UeTlSSH NSNS CUIHRISHTED LOHMID
H&p&Men  aumg&ensinerisenert euflgin
SHEUTEUSHM S GUMLILIL| HNSFSHLD 2_6T6TE.

6UEMEDHEIT &S 6D L& S hI&6THEH &
BemL G 6u6DLD BUIHEUSDHESLD, Q(H SHeNSHSled
Bmhg LHEOMNH HMSHNEG O506USHESID,
ShF USSHIGMET LUDHMIW  H&H6EUEDES 06T
Cealflss, Seupemdn  euflenaliLbSSHe D
Gaxmeoumdser gL meraunmgsenstl (bots)
LIWI6OTLI(h & &1 & 60Tm 60T

7. (p&ed &e6voflevflwid
(CLOUD COMPUTING)

Wp&lev sevofleoflwid (Cloud computing) eredTLS)
Geuslomeor  &evorbLfgl),  QBEIpeuTEDT
6UETMRIGET  LOHMID  QLITIHETTSHTT M Serfleor
66 GumeTmeumemm EULDTRIGEUSD &
CFemauWISHHIHET, GaollILsLD, BI6YS
SHOMMBIGET, 6UEMEOWIEMOLIL],  EWOETOLIM(HET,
UGLY (Wemm LMMID [HlevoTetoimle) Syl
Hevoflevlls BFemeusdemen EemEUOTLID ELHEOLD
eIFGWTALILG S4&LD. Brasem LwedTLbSSID
(&b &evofleoflw BFemEUHEDHSHE
LG uetod CFNSHPDOTHeT. Q&
[N Y ¥:; 615606 &M S &OMEBHEYLD,
9 61 &LLemWLLMHU WS SHmnemowins
BuwsEasnsGD, euettllasd Chemeudserr
LmMILGUTS) SieneflLeyd 2 _seydngl.
urgbuflw  eul  6ueTOfl&IRISETTEOT & 6U6D
QHMYIEL MILL euemhiGHemarl LDl &ibSl&HESL0D
Gurym w&led seoofleofld @  eurflw
LOMMHMLOMGLD.

(p&led &evoflenflu LwedTUN(HS6T

1. (p&led sevofleofld &MiIhg LILIEOTLIT(H&6m6IT
2 _(HEUTSHESH — EUMED, eW&LIGLIF HMID
APl Gunedtn LWedTUM(b&Hemen eXlemTeuns
2 _(HeUNSHSHEYLD, euflen&liL(bSHS6LD

m BeuemepeumiLig Hmedraeir

SieMeNIL6YLD LILIEOTLI(bEM &l O\ST6ITEHED60TEH6IT
(Containers), @uieeorLev  (Kubernetes),
mieooTGFemeusem  sLLewwolly, APl —
Buwss gLy wonib DevOps Gumedtm
Ww&ed  sevofleoflwid  sMIHS  OBMLHL
HILUMRISET LHMID SSTSD (LPenME6r T
LWweoTUML6mLL1 LILIEOTLI(h&H S8 G\SBMeITameDLD.
2. nweruniemL§ CandlHgl, 2 (HeUTSHSSHD
— aiFl5flsHe Sieve0s GewmEHG ereflens

siemelLLLblD (&b &evofleofluid
9_6T&L L 6mLOLIL|&6emarTL UWIeoTLI(h S,
LILI6OTLIMLLQ M &IT60T g6 LOHMILD

CrIHemad &6mma&HeDMLD.

3. ey Gaflggen, sl T8 er(h$SHeD LHmID
IBLOL(bESL — 6Ths BLSSOIBHSID 6THS
EMS60T HBDHHGID BemeronuSH NG
GeuaflGuyd SiEBE Salqwl  (PElEd
sevofleofl Gadlly Siemwliing STemeu
LOIDHMIEUSETT  CPEOD  GemDHS — 6Xlemed
wdldled ouflw  SiemeleomedT  FHTemeEU
LUT&ISMSHES (LIGUJLD.

4. U6y uEUUMle] Ww&ed sevofleflwigdHled
o atem  G(RS&HeT, Lfleyser  HMID
SmUILrhiserT (P(QEUSID FHTem6U
QBhHlenenssHan. Goaid sHOIHS
(PIQEYSHEHSHSHTET  OFH  [HILLIRISHED6TS
seooTL M,  &evoflenfl  &SOMEd  LOHMID
QsWMHems Hlevorevorley Gumedrn (p&led
Heoofleoflll  CFemeudemenl LIWIeTLI(hHSD
2 _se &g

8. GubLGBSHSLILLL 2 _600T6mLo
(AUGMENTED REALITY)

GoLbSSLILILLL 2_6voTemlo 6T60TLIS) HlEBEHIT
HHEUEDSHEITET 2_6WIT, 6UEMITH6W6D, 6601 LOHMILD
Un eww Har Gububpdseosemst Hop
2 608 UNBELECETT(h 6(HHISEMETTLILISTELD.
Lweotisefleor  Hlalp 2 s esTLIGUNDh
LIfleuT $&H6meTHEMET QHMRIHEDETNSHSH NSNS
wéllemu  Csrs&ding. GOLLTS  em&LGLE
G1BMLHIED [HILLILD LOHMILD 62600f18 LILIEOTLIM(ha6rleD
FF(bLIL_(b6ITeIT BimieueoTriserflemL Gul 8sl
eueNIH& eUTHLD CUMEHE Sh@GLD.
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GobUGBSHSHLILLL 2660 6mLoud 60T
LIWI60TLIM (b & 6T

1. e&mededlwied: H6l 6o Bleoliurlifed
E\FHMELEWIM(H6IT SID&ThISHEWaTL
UmHSEGSEUSEOT  cpeold  HHBUTEETET
&L LemwoLI&erfled®h &l &S SWILomeoT
el &L 6mLOLIL| & 6marT o _(HEUNSHS
B TELEILIM(H6IT ST MILEFWITET & 6emer
sigIFe&Engs. @uunepsset  (Ruins),
sligLmiser  (Buildings), MHleolurliser

(landscapes) S16060 &) LILpTkI&T6D Lo6UTISHIT &6iT
Guneotm  &evofleoflulled o HeUTSHSLILLL
IHl&HeT, SHTDLSTED  OSTELEILIMTIHET
AR  LweTuN(Gb&eTns  1bm|  &pnél
QFWwIdLL (heTerTeoT.

2. BLQLESSMED: HLIQLILD SHLLUUGUSHS
(peoTy, &evoflevfluded o _(HeUTSHSLILILL
&L LemLOLIL UL RIS [H&LD 2608 2 6iM@ErhIT
S dlulled e SLILIhSSHLILIL 6OITLD.
AR @@ &LYL&emed LeooflSgenssled
ueooflwior $SUULe0MD, 2D euemILL Hemd
3D siemseylL SMLAWNS GULPHISEDMLD.

AR LILLIGOTUIT (b & 6maTL UWIeOTLI(h S
HL 1L 5 6m6D GmunTenelemuL
GLolbLI(bHSHEDMID. 210 HLIqL &&leor
eeuefllynSHemdll UMTHGSWL LWI6OTHT H6iT

SIHE0T FEUTUPIWITSL LITTSHSHEUD, Sigheor
2 'yn GUM@HLS6T WHMID SiemollemLL

LUMT&SEULD SIS SHED &.

3. BaIYD 6119 6UEmLOLIL] LoHMILD
Lo ed &L L 6mLD&HSLILILL
g5 L6060 62119 61 6MLOLIL| LoMHMILD

HLLOLI&ESTET  Fnl(bd SHHENHETTS
AR siemolL&6eT LW6dTL(bSSLILI(bE60TM60T.
TbSHHISHTLLTS SLLeMSSLILLL SHDHMIF
506D [BIL|6T0TIT &HEITITED & L (bLILITIT 6D 6US ST
ULl 1q wevserfled SICLOIC g
9 _6OOTEMLOWIITES 6UEDTLIL I GH6IT, HL LG L hIGHET
LOMID ST6Y Derl L HIGHEMET 2 _(HEUTHS
AR UWI6TL(HSSLILIL 6DITLD.

4. egmflegienn nusH : AR 618 Be0éH5
6Ll (P EMMEETHL60T HMEG 608 BLi(hemer
LTHMIUSDS LIWe0TU(bSSLILGED &)
geme 2 _musdHlwimenfledor uUMTemeuuied
GuGeo(paLILL (b aFWeLL S GgHemeuwimeor

LoGOT(LOWIM Sl6mLL &M EHHEGOTM60T.
AR  @uido ugmofliemu  SHmbuL
asLdng. goereflled @& QG

Buindlrsdleor ummofliy euTeOTHENM
BusGUaIT&HEDSES CBIN  SieTNI&H6meD
EULPMRI G S &I DFFIQHBLILLL
6008 BLLI(H & (ETHL_ 60T NG Gungy,
Qess eauflpempser We eeaflsnss
FmHssIULb  eNHGCWN&H&SLILbEUSTED,
2 _PusHWNeTiHEhHS GCeusHons LmmID
swfliy  eugeuemwL &S EH&HE — ebu
ewwflal en&sGWbhaEHEr WMHME C\&TeTeT
2 _568mg.

9. Qb fl&l 2_600TemLo
(VIRTUAL REALITY)

QIWHFIST 2 6U0TemID  6TE0TLIE|  LIWLIEDTT
8600160011 g5Lp60l6D 2 _(HEUTSSLILILL ST dl&aT
LOMID  CLNBHETHET 2 _600TEMLOLITE0T6M6U
Gunettm GaMHM&SH6MmS 2_6T0TT & CIFIISHED S GLD.
ewwbhlal 2 _etorem Hemeowlevofl (Virtual
Reality Headset) oiebeng Hemeodseusd
(Helmet) ereotliLi(pld &MSE0THEE0T CLPEOLD &rlpED
2 eoorgLLIGBbEME.  QWUWHHST 2 6oTemLo
eTe0TLg eueTI&S&&ment & 2 Wihs SHmeor
61&M600TL. QFHMLHIED ML Likise6rfled 66TmmGSLD.

awhHlar 2 _etoremwuie (VR)

LIW6dTLIM(h & 6IT:

1. eunserd egmpled (Automotive Industry):
QWHHST 2 etoremowinerd — 6lemed
2 _WIhG (weorondlflesemner Quis@Geusdn &
(6T, euMMlWINeT &6l LoMHMILD
621 6UEMLOLILITEITIT ST 6T & 60T 5 & 60T
GxHMHMSHEMSILLD, 9 _(HEUMHSHSHEDIILD
aaflgnasl LflGendleEs SenodsESHDSE.
BMW ommib Jaguar Land Rover

(JLR)  Gurmedttm  HlmieuevTiiBer  LIeD
SU(HLBISEITTS 6T 60T & & 60T SM_dl
eugeuemol (Visual Design) wpmib
eI nelT sieugneoflliemL (Object

Obscuration) sflun&a (LW6OT 6L EUEMLOLIL
woHnID  eurBlufiwed  WHLLMLeysemer
(Engineering Reviews) mL &), @wiebLimeor
2_Mmusdlemil QBMTLIEI&6USHND S

LOl60T6uT €| HMmEDTSH6IT m
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uetTHemS 61Fevellbeusn@ (et VR — &
LIWIedTL(b S SIS &

VR 6018 oeoTheoll L& & 6menT s erh e meoT
ffleemawnseyn, Virtual Reality Exposure
Therapy dHlFemswneors PTSD  oHmib

usmmsHmaneor  (Anxiety)  ddFemguied
Bleayd  LweneTensned  SmHe&  erer
SHSLLGIDE.

10. &DHmed HMID GLowbLimh

Lind  slempwineors VR sOMEd  S(IHLD
GUMILILIL| & 6M6T &(LQ6U O\BMLhislujeTeng). VR — 6ot
Hleme0UITEDT, LOEOIEUTET HHETEN (h&HEITITED LD&HSHET
HUSEH Beveons GLSHH0 SignLeusH S eor

m BeuemepeumiLig Hmedraeir

CPEOD SHMIS GIHM6TET (LPIGU|LD. GWOWIHEIGIT
Gué&s (Virtual Speech) erbSEHISSHTLLNS,
oungIiGués, Selimons seuafldsHed WLHMID
elhuener Gunedtn ewent FlmedTaEhdsG VR
s sieflsdng. siemer VR uuimduiled
HlaLprflemen LIIT6)60) 60T & 60 61T (Online

simulations) Wleor &ammedled ( e — learning )
Bemevordledtment. FHHLY semmaer (Meeting
Rooms) (p&ed airrkiso (Auditorium) euemo VR
g5LO60&EITI6D SHMHLIGUIT SH6IT Hhl&6T HLOLNSHEDSHILD,
FHM6eOTHEMEMULD EUETTEHS 2 SH6UHME.

(P19.6)] 6D

&eooflevfl LOHMID SHHEUDL CSHMLHILHIL LIS S60T
LIWLIeDTLIMCh afl&flssl EU(HEUSITED,
Be0&HHLWIONSHSH6D (digitalization) eXlired
mleoflemw 6T (&M &l THIT BevLd FHEHHSHM S
@Lbleotr) OBMPled MHILL (PeoTEEOTHMIRISHEM6TE
sMIbGleTeng.  eTeorGey  (WP&HEW  Feps
Qer|_SMhIGHENET NeD)G6USNES [T wommid [Tes
UDHT) SiemeoTEUTHLD SIMHH([HHS BeU6TUT(HLD.
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. sflwreor eflemLemw CaIHOSHHESHLD

(1 wglLlieL6vor)
6T600T LOMHMID Ljedeol Lmevofleser MS word
60T 6ThG EILIMIBHETL&HSHH6D QHSHESL?

1. Gamiy . HMLE
8. sl FF. 6)L9.6LD

. edTeU(HEUETTEUMMIED 6T O&TD
QFWIEDMSHSLI LILIEOTUML TG ?

31. Microsoft Word
. Microsoft Excel

&. Microsoft Powerpoint

rr. Microsoft Access
. MS wordé ... &ET6mLO6Y&H6IT ©_6T6IT6DT.
2. 3

. Bruser Ctr+R g deflé 61§smed, Hiser
eumiefiTser

3.2 8.5 F 4

1. emw& FTemioli]
2. UG FTemioLiy
8. 8L g fremwoliy
rr. giflwmeot &remLoLiL]

. Hemeoll] WLHMID SSSHIlenU  61hS
QILINBETL & &S|6D &IT6O0T6DITLD?

3. (PsLiLY 3. L

8.05m& FF. &([H6Y&6m6NF 61&(HSHEYLD
. pemeolly, usssdHer

BmHESSLD.

31. Goed . EC

@. w5Huled . USBHSHSH D

LSS 6TEOOTSHET OLIMGIeUTSHS o)

SHITEUOTLILI(bLD

3. §emeEDLIL ). SSHSMILIL

8. pweied FF. QIWIWIT LI 1q U160

8.

10.

1.

12.

13.

14.

15.

QTRISET— ELDSHETOTL. 6THS
QILINBETL & &S|6D &IT6O0T6DITLD?

1. (PaLY . &ML

8. seneuemLoLiL] FF. 6)1q.6LD

MS worded 6T 5560 60T QUMD
FemEFUWIEMLO6Y&HEIT ©_6IT6IT60T?

a2 3. 3 8.4 . 5

6L 6URISH6IT— fedT6UIHLD eThd
OUMHETL &S HH 6D SHIT6TOTEDINLD?

3. (PsLLY 3. S

8. GsisHsH6e0 FF. &(HeHem6TE

B 6t 600TWLIS6ITRI S 6m6T 6060015 S,
YedTeu(HEUEDTEUMMIED 676!

LIWLIEOTLI(h SSLILI(H &S E0MD?

3. HMETT HEWED . CUMT HEWS HEWED

@. 5568npLy . QemerorlilsHer
USSHHHe0T Slememeull LIedTeUIHLD  6THS
QUIMIBHETLS&LD LIW6TL(hS S LoMHMenmd?
3. allgeud . GaTH560 &. HeTeuemLoLiL F.
Gamiiy

MS-EXCEL &eb Alt+tH+W  erettug)
LIWIedTLI(b SSLILIGHM S

3. BeM6TUIHHD

3. ©_6m[ LOLMhIEGHHED
&. emowib FF. 119 $HFH6D

RLbEUSHETET GSNISSaU] eflens
HledTeumyeueoTeuMIIEDd 6752

a1 Ctrl + A . Ctrl + B
®. Ctrl +V /e Ctrl + Z
asHemenr QLmisefled  Auto sum
BLLSHEmS LIMTSHSHEMD?
3. 1 . 2
8.3 F. 4
ereng Apsirser  IEER
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16. Google sy 6uevoTriIserfledr LILI6OTLIM(H
_____ DS RS5HE-
a1. MS Word
®. MS PowerPoint

. MS Excel

. MS Access

17. Google dlevepiserfleot LILIOTLIT(h
_____________ D&ES QOS5I
1. MS Word . MS Excel

®. MS PowerPoint /. MS Access

18. QBLE6UMTS cP6dLD &evvflenfl Baem 6udemel

1. (p&ed (cloud) 3. Al
8. emevoTLILl L&D FF. (W SLILHTED
19. loT eredTLIS)

SI. 6T600T600T RIS 6TT160T E)606T0TWILD

). QLML SH6rfledr Eemevorid

8. allequirhiserfleor emevoTuILD

. ellequirhigerfleor 2_atarf(h

20. .pdf eredTug @seor HLAWMGLD

Sl. MSILILES 6600 6)1q EULD
). MBI &S SH66001sH CoHIMLIL
8. MBHWIL5HSH S6)6TTLI Lj6DLD

F. M&WLSHS Fngeor G

. YetTeuHD Xl60TN& & EHSH S
aflemLweflEsa)d (2 w6 eor sHer)
1. Microsoft Word eredrmmed eredreor?

2. (w&led sevoflevflwib 6T6dTMMED 6T60T60T?

m BeuemepeumiliLg HlmeoTae6r

3. MS-Excel 6leb Macro ereotmmed ereoreor?

4. MS-Excel e  eredrent
e SHLILIL MIGH6T 2_6TEmeoT ?

6)160) & WIIT60T

5. o6y u@uuUmiey upplw FfAm Goilemnu
ET(RSOYLD.

lll. YeoTeu@pHLD 6Xl60TITS & (E1H & &
aflemLwefldsea)n (3 wHlaLesorser)

1. MS Word &eb Mail merge eredTmimed 6re60T60T ?

2. m Wsasnelled eleréssssmduied
ereueumm)| Gariing?

3. Excel @6 'IF egwebunch eredreor?

4. @6 Hmensel unmm) eflenéaeyL.

5. GWWHST 2 _6toTemoulledr LILIEOTLIT(HE 6merT
6T(SEYLD.

IV. Sedreuaplo 6XleoTné & @erh & &
aflemLweflEse)n (5 w61 eoor SHer)

1. MS worded uLmBIGemer GFFLILSHHEST60T
SLLemeT&eme6m eXleméae]L.

2. 568560160 He\evoTMerflemIF
GETlILSDSSTET LG &6M6l 6T(LRSHELD.

3. G- Suites upn &mH&&LNS NeTéHSELWD.

4. seued OSMPDHILSHET  eTHTHMeDLD
upr Q6 Fmn GHllemnL 6T(RSHELD.
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C\&ITET(ETHSH 6D

BeuetoTiq UISHe0T SieUdlGHemd ©_600T([HEH6D.

(PSHHISSIEUSHEDS SEMLILITEND SHITETNISH6D.

5.1 SPHILIGED HEUSHS
OBMPleb&6I

(Lp 60T ET)| 6T

gleusss smlevser(Start-ups) ereiTLIem6Y
yslans Q0 agMflemend gleurkis
SIBHEOT  JHObL  SLL  QFWedLM(bS6rfled
FOULIGHSSD  Hineuermhisst Sy@b. @8
eungeuns H6ML(LP6mM HEH60H M6 SH
STiugHans o GBaunssiulLg. Semeu
eSS0t Ba6m6uH6m6I LTSS
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GluetoT EFMHlEWemetTGeunemr 2 _(HeunsGeudled sl 2 _s5ee@peller Uhi@ wnmID Si%HeoT

2858 euen&d eumilysefledr SHMTEOOIONS
(PSHEOLLMaTTHemanyd B sememnud
P S&60TM60T. 6ULDESBLOME0T [HlM)I6U6DTTRISEmeTL
GuneoebedIDED  SiEMEN QB MBIt
SigliLemnL 6)lq 6u%HenGHEU LMD M)S60TM 60T

+40
Hg 2 sef

auDD SlEUSSHS

QBMLleLS 6T
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g, &evel, WHHSHS HewD, LOl6OT60TED)]
euedflsd  MHMIdD  Qemer  QSHTLFTL ML
LevGeum) glemmSe6rfled BleUSHSHS
OBMPELSBET [BMh (P(QEUKHID 2 6Tan LIgSHS
B emer ehT & EH &S BaITiq & & 600T&H &HM60T
Geuemen eUMLILILISHS 66T GULPMHIEEUSE0T CLOEOLD
eunmemmaMIHH NG WsLeuflu urkiserfliemnu
6ULPTRIGE6OTMEDT. [HTLIQ60T ELIMIHETTSIT &H6WS
2 _wissleusled @eunmleot (P&HWS&i6USHemS
2 600, SndHwimeied BlEUSHSHS
agMlebasemar A iflés SbHlw Sirs: LedbGeum)
wwpdlesemer GoMHE&TeTOT(heTeN &I.HLOLPHT(D
2 aTHEMD HEUHS QFMPled  FLLhisaT
cpeold  onfleoddHledr  OUNHETTSTISHH M S
SpaIeuefSEmE.

D

Guimsemeor eUMBL &6l

2 55 CUETTRIGET

QQ)"@G) AL 6

&(pLiuevof]

(W& b6 Guné@seT

R0 HlEUsHsSH OFMHmES OSMLIRIS 10

S LILIEW L WITE0T LI &H6IT 2_6T6lT60T; 6w 6l

1960t 6 EBLOM M)

1. @ fDbs 63MPlemes CaIHOSbHSHBE.

2. euevoflaSH I M meot FLLSHemS
9 _(HEUNSHSHIHED.

3. ungsmiunerr HHulement  ((PSHEDbE&ET)
GaHOSbEHBE.

4. fipbhs WLOMID 65 LOEUTLILIMTHISEEW60TS
61&ITE00TL 6UIT &H6maT ©_L 60T 6W6USH S (HHS6D.

5 &lLS GCxemeusmar, S} 6UETT I SH6IT
LOHMILD THEDL_(LP 6 M &H6IT sflunsL
UeoTuDDLILIbeUEmS 2_Mid) C1FILISED.

6. BLHm5 [Fimieysed (Bemevriiauld S0 S
Gmig euenllasHnESLI QUTBHSID).

7. 6D  SHeMSLILUGLSEIHD L HMS
2 _(HeUN&ES60 (6 AMILILDEOT—6UemTLIL D).

BeuemeveumiiLg HlmeoTaer

8. am QUITLY & 6m S UITEITT FHETHeMS
2 _mHeunsa&l et mISH6D.

9. IHMIS S LrbisHemer SWIMTTS
06USH S (BSBHED.

10. BO& SpTeUD, 2 _HEIHD, CUNHES LHMID
BMHIDMILLISH et 6m&6SILTS([HSHS6D.

SOIPHTLI60 FlEuSHSHS OSMHEO&SET

SOpHETG 2086 wm elfleaunear Heausss
agmfled Bemevori (WsLINemevor eTaflHméS,
S Her GleussHs STl &HMISFE:L6D
SieMLIT60T SMEVTHG LIMkIGSSTITT HEHSHESLD
CremeUiTeT SNEWEVTHE|  SDEHISHEMEIILLD
aUPRIGEDE. 60T cpeod, LMHeosHled
eueNih& 6ULD HleUsSsHS STHELSEHHE
QCT BL5He STalener aulprhGHADS.

gleusss empled —  SOIDPEHIG
(https://startuptn.in/)  eredtLg  LoMHlE0SH D
2 66N  HlOUSHSHS OFHMPILSET OSTLITLITET
SIMEVTHF HHEUDSHEHHBMET HFHMTLILLTEU
B em6tuTWIGHEMDMGLD. s BemevoTu
walifement SID WOHMID Sphisleod Sl
@mevor(h GIoMPI&6Ied 1600)1860ITLD.

SOPHTHL TS BeuTE| BlEUSHSHS
eBMfled Q&meTemHeMW  BOIPSSHHD b
SIQLILITETT H6U58S OSMLHED &5Lo6D SiemLoLIenL
2_HEUTSHGSED, 25if1HSH6D LHMID EUETIT HSHED

ae0im  CBHISSHSHSHIL6T  QSTLMS6eTeng),
@zenr  eflemereund L ewwo  LOHMID
agmpledpeneoTGeuny 2 hHEIHed, Geuemed

eumiliy LMMID ENHETTSHTT U6t FSlemiLl
SiemL 6D BUTEITM6m6Y 6T6flHMTH SIeMLOW|LD.

@5 2023 o eEToTbEGeT 10
92 _eseatmefll 2 Wi eueni&Fdl O\SHMLH&HMhISH6IT
2 'luL 5000 gleusss sMlesemer
9 _(HeUNSH& 2_5e b Gé &L 60T
BnieuiulL g SWODBTG Seusss QST
LOMHMILD &HevorbLilgLis &p&sd (Tamil Nadu start
up and innovation council TANSIL ) ereotug
BleSHled 2_6Tem HleusHHsH OSMPED &Loed
siemwLNDsner Himeueord Sy@b. Geaid
@& uUNT&ISIILNET SMUUSHISET LOHMID LIED
UMbl &SI &6mmed Shsfl&SsLLbEME.
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QB MLPled(Lp 6m 60T GEUMT
(perGevTHLD LHMID
&evorbLilig iy Himyeueotid

UICESGE:)

SMLILSMHISET

SOIDHNH &l6USHSHS
esMfleb LoHMILD
&60oT(bLIg LI SLPSLD

TN

PO & L_LIT600T6MLD
S LID
————— ——
e[/ ) -, e/
eUPISTL LG &6 B8 Dm0
(PSEOLLMeT s6iT
udleyer G L Sn. L Lmerfl&6T LoHmid L GBHE HHwsen SpsIelefEHGLD
&l6USES EBMPledaaTleT QIFWILIbSHEILI6UT &erfledT emib g,jsue'sa?g', glemwm&erledr
6T600T600f186m & 6T600T600T & 6M & mplebsarfleor 6T600T600M 6] 8

2700+

140+

asMfled(pemenie) WLHMID  6uetolHSHemsL
LTMISSEU6DT, SOPHT(H 9 _endle0r
HemedDhG 6UEMTH& 6UIHLD eWLOWIrhIS6rfled

QTS 2 (HORUGSSHIETENH.  (PHemSW
S} 600T(hH61Tled [T 1188 60078 8T 60T
&l6USSHS QBMLHED& 6T fimieuliui’ L eor,

SemEU  GILU@HL  QeummMlemWild  EILMHMEDT.

6T 600T 60D 600T61 &

10+

40+

660Dl &S FILLID, 2 _H&HIHED LOHMILD
6U6MTRIGEM6T  HIT6UAILSHESTEOT  6UGIEUTEDT
HEMOEMHFHIEN ST BBHSTEOD QUHEUT
QM SleUsEHS FMflened SHDDLUL HLSHS
piquib.  aGmHledpemeoTGoum  erlIOILIM(QSID
salTauons QHhsHs Geustorphd LMHMID
MM GurLigwimen serflLLd & 60T 60 60T

ssrpiveoae | IR
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GeumiLith S S & QSBTET6I H60TFHI SUIMITILIL] SHDE0 &
CHemeUsHE LIGIEWLIDWITE0T SiemLLITET S 60 60T
a\&mevor(h 6uT GeuetorT(hID.

SIS SHSH 601 HleussH AHTLHleD

BenemnugensSHed Q@ ASMLHlemeoL

udley OFILEUSNESITET LIl &6

1. 6H HEOUIHEMS 2_(HEUTHESHED:
6u600f1& LO60T60T(Eh& 60/ SeuflliuL L
LO60T60TEhE6D CLOEDLD LIgl6Y QFWILIGOMLD.

2. 2 _Thl&H6em6T SI6MLILMETD &IT600TeD:
&l6US5HS OSMIPI6L / AFWIEOLI(bSSHILI6UT
| GFeme QUPTAIGHT E&60T CLPeDLD
QUM SHSHLOMET SpSHTe6menTl ALMEYLD.

3. SRESTID OLMIHED:

4. StartupTN 2_ruser Hlemeosmwl FEILMTSH&
S &if&H @D

5. UWe6OT&S6m6Ll OILMEYLD: [HEdT6mLOSHET,
FQIMSH &6 LDMHMILD CUITSHTE.

SIPHITL 1960 wirbidl 6uBLD FlEusHSHS
QFMHled S 6T

&@e0&mm — Sulekha
empLewL e — Netmeds
Guraidugmy — BankBazaar
eor@GLmum&en — Flintobox
BGxnGamr — Zoho
&fleneblerv — Chrysalis
eom@urm — Lawbot

©®NO oMM

ysHw uemLLyser — Freshworks
9. eumesorLly 1qeufeverv — Wandertrails
10. emuLlIB&evorq — PipeCandy

SOIDHMD HEUSHS OSTLHl6D

eameTem&Uleor Grmmé &l &6l

SOPHTHL TS "WHAW  QsTETENS

CrM&sMmISEmeT  6UDTWIMISSHI6TETS:

e mBleosdHled &EOMHSHLLFLD 5000
GBMPlEOmIL LI gleUSHSHS BMPleb&ET
GanetTmieuems a1 5& 6B HEYLD,
eTarflBné&HeLD LOHMILD S sifléseaD
QFWIEOLI(HSED.

m BeuemepeumiLig Hmedraeir

GHMSMID, 2 60016, DML, HTIIEMLD
wHmib  sevell  Gumeom  LGeuM)
SlemM&6ed 2 _WIT Fepd SHTHeSHH DeSmeor
Yglemwwinerr asmfledmILL  STeysemern

9 _(HeUNSHGLD &EDMHSLLFLD 10
2 _eosermeilw o _wiy eueny &
&I6USHSSHSTIHEVS EHEHS ayLiuevoflliy

LOOHMID ShSTEWEU CULPMHIGSH6D.

THEUTET 2 6THLLemWLenL  [HmI6)ysHed
LHMID 2 HHSNGS 2 &b SLPEHSET0TL
QF WP MMM GUAILILI(HS &ISHEV.

1. Gus&eurSs LHMID HETEUTL MhISET,
2. 10l60TEMILD LMHMILD LOI6DT &FTSH60TIHISH6M,
3. sememos  smiy womw 2 ulfls
Q1BMLHIEDIRILLILD,

eleugmuiLp,

Y&II555555 6U6ThI&ET,

HMedHlemed LMHMLD,

16 eBMHledmILLILD

S&6U60 AFMPleOHIL LD (IT),

© ® N O O

euUMpLBemer Qemevoruionssed (IoT),
QFWINem& Hievorevormiley (Al),

10. @uibSly smmed (ML),

11.  ewedrelLmHeT—6ufl-Baemer (SaasS)
12. Opaay

seoflwimy)
e mLTLem 601

(eurg) LOHMILD
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A. Subject book B. Organisation's publications
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7. Did she find the dress she was looking for? Identify the pronoun in the sentence?

A.Did B. looking C. Dress D. She
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I\Vrite a letter placing an order for stationery items required for the school
office
Government Higher Secondary School @
- dodkdd kR Rk
Tamil Nadu &
25th January, 20xx
o To Q
‘Welcome Stationers,
Tamil Nadu
. +
” Sub:_Order for office stationerv
Sir,
++ This was with reference to our meeting on 23rd January, 20xx when we
. visited your showroom in connection with the purchase of stationery
products for our school children.
++ We are pleased to place an order for the following items:
Skno Ttems Brand Quality
1 Staplers Lemo 20 5

°C Partly cloudy
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Sl.no [ﬂems Brand Quality
1 Staplers Lemo 20
2 Ball pens Reynold 50
3 Pencils Natraj 10 packets of 10 each
4 Ring files Natraj 50
5 Scales Natraj 50
6 Erasers Natraj 50
7 Marker pen camplin 50
8 Sketch Natraj 10 packets
9 Gel pens Reynold 50
10 Drawing Chart Nil 100
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-
1. You are requested to give a discount of 15% that was agreed upon. 9

[N

. Full payment will be made by cheque on delivery.

3. We hope to have a long business relationship with you.
4, Please feel free to contact the undersigned for any clarifications or +
discrepancies in the order details.
Best Regards
DA’I‘E: RRERRERRE
PLACE: (Administrative Officer)

H £ Type here to search i o - @ 25°C Clear ~

LLID 1.4 QBMeT(SHED S 6eM600T S6)60ITSHSH60 SLLES OFILEUSDSTET 556U6DSET

LG 6: Sh6eUETITHEH D 2_6iTan LeDeDL (b&6T, erevorauflenguied, FTemioey, Hemeolil, SiqsHSM, L&
6T600T, 6 ThIGHEM, SiaT6Y, O beUflema&ar, eT(RSHSILILNlenLp MHMID Be0&s600r 6Xl([HLILIMTI&emerL
LW6dTL(bSS) 4 6U6T0THEMS 2 (IHEUMTESHSHELD.

BeuemepeumiiL g HlneiTHeT — OFLLPemm 191



www.tnschoolbooks.in

Write a letter placing an order for stationery items required for the school office - Word

Insert Design Layout References Mailings Signin £ Share

c - da o - | a 8 i P Find -
| el 2_-|A A |2 2L T pambcene assbeene AaBDC Aaeocer AQB  assbcer assben: agsbeen: o et
Cop 2 Replace
Paste N A A -
S Format paer BN T U - x| A~ A TNommal TNoSpsc.. Headingl Hesding2 — Tile Subtitle  Subtle Em.. Emphaic < e
Clipboard & Font & Paragraph 5 Styes 5 Edtng | &
Write a letter piacing an order for stationery items required 1 oo requests o gue o scoun of 15% et wes sresd on.
for the school office 5 Ve o' vt g B e o
L Please foal et 1o aniact e codersigned for ny slsoaions or discreponcies
Govermment Higher Secondery School Plerme it
- Best Regards
TemiNes -
25th January. 20ex {Administrative Officer)
T
Wetome Ststoners,
TomilNedu
Sub: Order tor offce stationery
st
- This was witsreference to cur meeling on Z5rd Janusry, 205 when we vistad
Jour shoraoen i connasion uih th purchasa o Sisonars praducts for oot
Senool anlcren
3 Ve e lasaed to place an odar fo tre folowing fams:
£ Tems Brard Gty
7 Siapiers [ %
z Faper Resnold £
3 Farcls TR TopadeE
T Rirg s Tk %
3 Sooes o %
g Frse TR £
7 ‘Marker pan Cammlin. 50
g e ek Topadel
g Sarpers Feynold %
T Traving Gt T o
Page20f2 184words [  English (United States) Bl -—1 + 6%

LLID 1.5 rdlifl AsmeTpsed S emevor

ifley 2: oy euetTIH WS JFL (BB
ug. 7: File > Print GaimesbhéHseyb
LIl 8: 36160 HeMS ANFFILLD.

Sample-Create a purchase order for Stationery requirements of a school using MS word - Word Signin & 7 = a x
= Copies: [«]
Print

e dovery
e
. ® o e ey Sl
Printer el
250 e ok
Microsoft Print to PDF T
Ready Welcome Stationers,
Printer Properties. Temil Nada

. Sub Onderfroffcessionsrs
Settings

s,

H’f Print All Pages. . * E X

The whole thing

Lol ?
- e lsd 0 laceim e o e leving s
Pages: ® B =3 Trad iy
E Print One Sided T S T ™
- T S Tormol =
Only print on one side of th. : e = —
BE o . T i e =
123 123 123 T T b £
5 o = W
D Portrst Orientation - 7 e e w0
5 e Vaw TomE
5 e el £
[] o= - T | Dt E ™
21,59 cm x 27.94 cm
Account @ Normal Margins
Top: 2.54 cm Bottom: 254 ¢
Feedback
D 1Page Per Sheet -

Options
Page Setup

£ Type here to search Lt

LLID 1.6 Q&MeT(PSHED S en6uuTemlL! &S (hSHed

(19661

MS WORD @swiedlemuli LiwieTLI(b S S 6 LiaTerfuleot 6T(Lp&HIOILIMIHET B8 6m 618 @Mh&SIT60T Q1S TET(LOSHED
S} 6M6T0T IEUDMIBILONS 2_(HEUTHSLILLL F).

wrdifl asmeiwss Syemevenwtdocx eugeusHled uHeinss QR GBS emL evB&eor
eFWLIeY LD

192 BeuemepeumiLLg HlneoTHeT — OFWLLPemM



2

MS Excel aswellemwill uwetubSSH Carey (1.6 e6rfleor
LU@GLILMLIEm 6N 2_(H6UNTH &S

Hletreupd LSS emwLl Lig SH&| Q1SN (bSSLILIL (6T SHT6Y&H6M6T L 6)6M6T0T 6LIG CULDTS
LOMHMEYLD:

Q@ UGl 2 6T 10 LOMETUTEUT SHETTE0T Si(H6eT0T, LM, &hHIH, CLail, erfled, 1mmriilarfleor,
&Gevorely, @bImedt, WHMID ORHET JPHACWINT GEUEIEUTIH LUTLSSIQID QUDHMD SiEDTWITE00T(h
wélleuetorser unLeumflwns(SOp, Syrkidleon, Seofllgb, oiPlelwe, &epab) &G
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A A B C D E F G H | J K
1 S.NO ME OF THE STUDITAMIL ENGLISH |MATHS |SCIENCE [SOCIAL |TOTAL AVERAGE |RESULT
2 1 ARUN 80 80 70 65 50
3 2 BALU 90 85 90 70 75
4 3 CHADRU 55 45 40 45 50
5 4 DAVID 50 55 60 45 40
6 5 EZHIL 70 65 60 50 45
7 6 FRANKLIN 75 55 45 40 55
8 7 GANESH 40 30 30 40 50
9 8 HARISH 30 40 25 30 20
10 9 IMRAN 45 25 35 45 40
11 10 JEGAN 25 35 40 55 60
12 |
13 |
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1 S.NO ME OF THE STUDITAMIL |ENGLISH |MATHS |SCIENCE [SOCIAL |TOTAL |AVERAGE RESULT
2 1 ARUN i 80 80 70 65 50 =5um{c2:62h
3 2 BALU a0 85 a0 70 75 SUM(number1, [number?], ..) | |
4 3 CHADRU 55 45 40 45 50
5 4 DAVID 50 55 60 45 40
6 5 EZHIL 70 65 60 50 45
7 6 FRANKLIN 75 55 45 40 55
8 7 GANESH 40 30 30 40 50
9 8 HARISH 30 40 25 30 20
10 9 IMRAN 45 25 35 45 40
11 10 JEGAN 25 35 40 55 60
12
13|
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2 1 ARUN 80 80 70 65 50 345 69

3 2 BALU 90 85 90 70 75 410

4 3 CHADRU 55 45 40 45 50 235

5 4 DAVID 50 55 60 45 40 250

6 5 EZHIL 70 65 60 50 45 290

7 6 FRANKLIN 75 55 45 40 55 270

8 7 GANESH 40 30 30 40 50 190

a 8 HARISH 30 40 25 30 20 145

10 9 IMRAN 45 25 35 45 40 190

11 10 JEGAN 25 35 40 55 60 215
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A A B C D E F G H | J
1 S.NO ME OF THE STUD|TAMIL |ENGLISH |MATHS |SCIENCE |SOCIAL |TOTAL |AVERAGE|RESULT
2 1 ARUN 80 80 70 65 50 345 69 |pass
3 2 BALU 90 85 90 70 75 410 82 |pass
4 3 CHADRU 55 45 40 45 50 235 47  |pass
5 4 DAVID 50 55 60 45 40 250 50 |pass
6 5 EZHIL 70 65 60 50 45 290 58 |pass
7 6 FRANKLIN 75 55 45 40 55 270 54  |pass
8 7 GANESH 40 30 30 40 50 190 38 |fail
9 8 HARISH 30 40 25 30 20 145 29 |fail
10 9 IMRAN 45 25 35 45 40 190 38 |fail
1 10 JEGAN 25 35 40 55 60 215 43 |fail
12 2540 50.8 [pass
12

LLID 2.6 (Plqemeud SHeoorLmiibd Ll60TeorT
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2 |
3| search the menus ‘ ENGLISH [MATHS |SCIENCE |[SOCIAL |TOTAL |AVERAGE|RESULT
4 80 70 65 50 345 69 pass
53 Cut 85 90 70 75 410 82 pass
6 By Copy 45 40 45 50 235 47 pass
7 &D Paste Options: 55 60 45 40 250 50 pass
8 65 60 50 45 290 58 pass
9 | 55 45 40 55 270 54 pass
1t . 30 30 40 50 190 38 fail
Paste Special...
1 40 25 30 20 145 29 fail
14 Insert 25 35 45 40 190 38 fail
1] Delete 35 40 55 60 215 43 fail
1« 2540 50.8 |pass

1 Clear Contents
14 Eormat Cells...
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2
3 S.NO ME OF THE STUD|TAMIL ENGLISH [MATHS |SCIENCE |SOCIAL |[TOTAL AVERAGE|RESULT
4 1 ARUN 80 80 70 65 50 345 69 pass
5 2 BALU 90 85 90 70 75 410 82 pass
6 3 CHADRU 55 45 40 45 50 235 47 pass
7 4 DAVID 50 55 60 45 40 250 50 pass
3 5 EZHIL 70 65 60 50 45 290 58 pass
9 6 FRANKLIN 75 55 45 40 55 270 54 pass
10 7 GANESH 40 30 30 40 50 190 38 fail
11 8 HARISH 30 40 25 30 20 145 29 fail
12 9 IMRAN 45 25 35 45 40 190 38 fail
13 10 JEGAN 25 35 40 55 60 215 43 fail
14
15
16 |
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4 1 ARUN 80 80 70 65 50 345 69 |pass

5 2 BALU 20 85 90 70 75 410 82 |pass

6 3 CHADRU 55 45 40 45 50 235 47  |pass

7 4 DAVID 50 55 60 45 40 250 50 |pass

8 5 EZHIL 70 65 60 50 45 290 58 |pass

9 6 FRANKLIN 75 55 45 40 55 270 54  |pass

10 7 GANESH 40 30 30 40 50 190 38 |fail

1 8 HARISH 30 40 25 30 20 145 29 |fail

12 9 IMRAN 45 25 35 45 40 190 38 |fail

13 10 JEGAN 25 35 40 55 60 215 43 |fail
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3 S.NO STUDENT TAMIL |ENGLISH |[MATHS |SCIENCE [SOCIAL |TOTAL |AVERAGE|RESULT
4 1 ARUN 80 80 70 65 50 345 69 pass
5 2 BALU 90 85 90 70 75 410 82 pass
6 3 CHADRU 55 45 40 45 50 235 47 pass
7 4 DAVID 50 55 60 45 40 250 50 pass
8 5 EZHIL 70 65 60 50 45 290 58 pass
9 6 FRANKLIN 75 55 45 40 55 270 54 pass
10 7 GANESH 40 30 30 40 50 190 38 fail
11 8 HARISH 30 40 25 30 20 145 29 fail
12 9 IMRAMN 45 25 35 45 40 190 38 fail
13 10 JEGAN 25 35 40 55 60 215 43 fail
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7 TYPES OF PERSONAL PROTECTIVE EQUIPMENT (PPE)
TO GUARANTEE YOUR SAFETY
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7 TYPES OF PERSONAL PROTECTIVE EQUIPMENT (PPE)
TO GUARANTEE YOUR SAFETY

* Safety for the head Q_ _@
<

* Protect your eyes

* Hearing production

* Maintain a good respiration
> 4 > 000000 )

* Protect your hands with the rigm: givves

* Protection for the feet

* Wear the correct work clothing -
To See the presentation from the internet , Use this link:

* https://www.slideshare.net/MIGlobalCorporation/safety-items-list-63972592

UL 3.6 GaLleumsdlenw udlell L NG

uig 9: eflenssLILL SFled HneTsemeent Gaiss, Insert>Smart Art uLiquiedledihg eliHLoLLDTeT
allpluSmsS CoIHeSHeESELD.
[0S0 Draw Design Transitions Animations  SlideShow Record Review View Help  SmartArtDesign  Format Q@  Tell me what you want to do

=l | B ar B DY QO Bl Eesens [EEQ@R | T HD 4 ELO) L D

New Table Pictures Screenshot Photo Shapes lcons 3D SmartArt Chart & My Add-ins ~ Zoom Link Action | Comment Text Header WordArt Date & Slide Object Video Audio Screen
Slide ~ - M M Album ~ M Models - - Box & Footer - Time Number - ~  Recording
Slides Tables Images llustrations Adck-ins Links Comments Text Symbols Media

‘

3 Au (=3 .
e e oo — el [YSYSTEM
# Process B | oo e
. 5 0oa —
o Cycle = S L E—
& Hierarchy
| S N 8
B Retons. | = &= =2 § —
1 & Matrix = = B
| & pyramia P . omoeo
B picture e =
P [E—
2, Office.com - Basic Block List
H=2 eqe oo G0 G- Use to show non-sequential or grouped
= %% oo §4-¢ blocks of information. Maximizes both
3 horizontal and vertical display space for
o N _ shapes.
EEE el 289 GO0
4 E[E](E] = =t I

. Pressure safety valves

[Text]

ULLD 3.7 Flmettdemeneni B&THHe0

ulg 10: eflensasan_denwd GaL&EsHa|D

204 BeuemepeumiLLg HlneoTHeT — OFWLLPemM



www.tnschoolbooks.in

] elerssssmLd:

SAFETY MECHANISM TO BE FOLLOWED IN
AN ORGANISATION

PRESENTED BY
(YOUR NAME & CLASS)

A

IMPORTANCE IF INDUSTRIAL
SAFETY

* Industrial safety is very important for each and every employee
in the industry because all the workers desire to work in a sage
and protected atmosphere. It is also a duty and moral
responsibility of the company to look after the employee’s
protection.

* A serious workplace injury or death changes live forever for
families, friends, communities and co workers. Human loss and
suffering is immeasurable & intolerable.
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7 TYPES OF PERSONAL PROTECTIVE EQUIPMENT (PPE)
TO GUARANTEE YOUR SAFETY

* Safety for the head

* Protect your eyes O— —@
* Hearing production @_ .vl
* Maintain a good respiration .

* Protect your hands with the right gloves @ _@
* Protection for the feet @‘ "O

* Wear the correct work clothing
To See the presentation from the internet , Use this link:

* hitps: /A slideshare. net/ MIGlobal Corporation/safety-items-list-63972592

TYPES INDUSTRIAL SAFETY SYSTEM

1.Emergency shutdown (ESD)
2.8afety shutdown system (SSS)

3. Fire and gas system (FGS)

4. Emergency depressurization (EDP)
5. Pressure safety valves(PSV)
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S FOR WORKERS WORKING IN
INDUSTRIES

Following measures should be taken.

» Adequate provision of passages and exits should
be made.

» The doors should be open outwards.
» Adequate warning signals should be provided.
« Fire extinguishers should kept at suitable places.
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(D196 6D

omeooreul &efledr Heofluul L  efleunraider &TLIUTeT GHeTelder SILMhISW Fn@&6eT LIg6uUD

QeuDMI&ILNS 2 _(HeUTHSLILLL &I
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Listening and speaking skills

© OBJECTIVE

e To listen to the audio actively and answer the questions given below.

e To deliver a speech on the content of the audio.

Tools and software required:

1 Computer/Laptop with Internet I5 Processor/4GB RAM 1

2 Speaker/Microphone/Headphones - 1

A. Listen to the conversation, and then answer the questions given below:

PROCEDURE:

Step 1: Scan the QR code provided below using any QR & barcode reader app. Click the link that
appears.

Scan QR Code to listen the audio

Step 2: Listen to the audio using Speaker/Microphone/Headphones.
Step 3: Make sure that the room where the practical is going to be done is silent.
Step 4: Check if the Microphones/Speaker/Headphones are working properly.

Step 5: Play the audio and listen to specifics. If you are unable to remember them, take notes as
you hear them.
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Step 6: After hearing once check if you have
obtained required details and try to
answer the questions provided

Step 7: Answer the questions provided below,

1. What was the age of the little boy?
2. How much money did he have with him?
3. When did this incident took place?

4. How much money was left for the
waiter?

5. What was the first item the little boy
received at the ice cream shop?

Step 8: Verify the answers

ANSWERS:

1. 10-year-old
Rs.50
A day in April
15 Rupees

a > @ N

A cup of water

Step 9: If you are unable to answer the
questions, hear the audio note again
and answer the questions.

B. Speech on content in the audio

Step 10: After listening to the audio and
answering the questions, provide a
speech summarizing the story you
heard on the audio with a moral.

Step 11: Prepare a speech. Take 15 minutes
to summarize the story heard on the
audio with the notes taken earlier.

Step 12: Greet the gathering.

Step 13: Describe the story in simple words.
Step 14: Tell the moral of the story

Step 15: End the speech with a thank you note

SAMPLE SPEECH:

Story name:Kindness of the child

Warm wishes to all gathered here. The story
takes place on a bright sunny April day, a
10-year-old boy wanted some ice cream. So,
he went to the ice cream shop. As he sat on
the table, a waiter gave him a cup of water and
asked what the boy wanted. The boy asked
for the money he needed to buy a Badam ice
cream; the waiter said it was Rs.50. The boy
then checked the collection of coins he had in
his pocket, he again asked what does a dish of
plain ice cream cost? The waiter replied rudely
that it was Rs.35 as many people were waiting
for the table. The boy said he wanted a plain
ice cream. The waiter gave him the ice cream,
gave the bill at the counter and walked away.
The boy finished his ice cream, paid the bill and
left. The waiter then came back to clean the
table and he was shocked to see the boy left
him Rs.15 as a tip.

This story tells that a small act of
kindness is needed all the time.

Thank you.

CONCLUSION

Thus, in this experiment listening skill and
speaking skills were performed.
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& S1emeuTlILmeiT SIS & eUSNHHTET OFIIEN6THHLD

o & SiWeEUTLILITEDET LMHISTILTES SUids AMbEI6\ST6TEHSHeD.

B56m GUILITEOT 2_LISHIT 6007 Mfal & 6IT

6)l. 6T6T0T | &MG6EDTLD LOMMILD & M)H6rledT ELILIT Sieney/LdliL 6T600T600f1 8 6m &

1 & SiemevoTILIT60T 2 Hd- 2_eoff Gei 1

65Iflibgl e\&meTer GeueToriq LLI6m6M:

ugmorfliy:

o s oetefilemL sieuauliGug FAUNTSEH BWsssHsmiqwl SieTeflldd SH(RSSSHNS
2 _wis5s Geuevor(hid.

o &dleysaner Cangeneor.

o (emeaTuGH HemLulern) H&eHeH Geuevor(bLbd.

o SiewLLL2nd] QemettiSSHLILILIGIBLLINS 2 Mgl AFUILIeD.

er&sfldems
o uGHweneiled LWETLIGSSILLL/A6ueflGunHDLILLL SiemetorliLmedT 5g)| BLOLNSHena 6061UsHE
BeuevorLMID

(poé&wiomer 2 g6l 6r600r He:

SuwiemeooriiL LemL 101
DS SI6Y SeUsT er(y & 108
SHTEUED 100
&PHeng 2 56X erevor 1098
G\LetOT&H6T 6N erevor 181
Gurfl_i Goeomevoremio 104
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QF WP MD:

ug t: $&& abu  eungpsSwreT &
SiemevoTLILIMTem60T BSHiT6Y QFWILIEYLD.

ug 2: 2ipsHs Siemefiliqed LEFEDS
sl @msenend sflumT&HaeseayL.

UG

LIWI60TLI(b SSHEYLD.
e |
.\o
YN

Fim
-lUl-/-
| 1\

ug 3: Semw SemeooisHs P.A.S.S BILLSenSLI
'('!'
o
Y/

\

K :. \¢
=

‘ 1))
e l-S

ug 4: @wssed (PULL):

SlemLLIL|2er Fl6mILI

B(p&5HaD. &eveumm) &g
SlemLLIeDL 2_6mL&HESLD.

ug 5. @& (AM): & LBesEsHas
STLDEUT &, D160 600TEGLD (LPED 6T 6L

(ive0g BT Gmemws)  Sufedr
g uGHenws Crrésadl g &&6D.

(@miy: CO2 siemevorliLnedTaerfled Llemmeig &
eeuaflIGuUbD Gnenwd OSTLISTH6T, g
ey Geflrns Q&G WHMID FHLOSHmS
GezlLbS&ID)

ug 6: sipssb (SQUEEZE): & siemetoré@Ld
&I 600fl6mIL eeuefGumm
&Ll 6mW SIIRSHSHEYLD.

Ul 7: evefitl (SWEEP): Sufleor
SiqUILUGSuledBH &l Siem6TSHG)
USSSSIQID LITEUEDITS SI606T0TESEYLD.
& erflyld UG HHewensd &eueflhiGHeT.
& 15etoT(blD 6THIHSMED, 5-7 LIl &H6emarT
LO6TOT(bLD E\FILILIEYLD.

(&Pl Semw erdlisgls Gurgmpd Hmeor
GNsHa 2 mesErsG&s dnserey sHEssLD
BoUlend 2 L eorquwins aeuaflGwimeyi!)

(1P19.6)] 6D

Gomh&60oTL. 1FWIE(LemMUiled, & S16m60oTLILITEOT
QeunMiaIons SuwisSSLILIL(HeTeTs).

BeuemepeumiiL g HlneiTHeT — OFLLPemm Exx]



8

auflsenend & 60015 (hHeD

o QBMLSSLLLL OUTHLSEHSHSHTET I16HE LHMID CFemer auflHenens 560018585 (bHSH6D.

o GaemeuliLpld &[HeNSH6T LDHMID ELDETEOLITIHL &6

1 Guwems sevoflevfl S16b605) L0Lq. 88 600fl60f] 15 easwehl/4GB RAM 1

2 o2 _eomel GubupSsLILLLE) 1

QF WP MD:

ug 1: https://cbic—gst.gov.in eteorm URL &3 2_eomelufeb HLL&a& e &FweyLD.

G Google x + v - X
&« c @ hltps://cbic—gst.gov.ml o o 8
| @  https://chic-gst.gov.in = °
Q,  https://cbic-gst.gov.in - Google Search -
Q  hitps //cbic-gst.gov.in login
@  https://chic-gst.gov.in/gst-goods-services-rates.htm|
@  https://cbic-gst.gov.in/know-your-jurisdiction.html
@  https://chic-gst.gov.in/central-tax-notifications.html

Google Search I'm Feeling Lucky

Google offered in° Bt e @ewth MWE s Prudl S8 peIWIRe Ui

ULLD 8.1 2_somel emL(Lp&LD.
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U 2: Geemeusen eredTenId Gsreded Ha "GST Rates aredtm el@BlILSMS GBIy OFLLIGYLD.

@ Goods & Service Tex, CBIC, Gove X + v - x
&« c @ chic-gst.gowin/# = % 0O o
fo=dt it Hel 7 +
= Ministry of Finance - Department of Revenue ATION Ta Stemap 'e p A" A AT (I
N, 9 Central Board of Indirect Taxes and Customs \_&?
Goods and Services Tax AFIKET

# GST Acts Services SVLDRS ACES (CE&ST) Archives SBS Login

» GSTRates ¥ Know Your lurisdiction

GOODS & SERVICES TAX(GST)

The crucial piece in India’s
developmental strategy

GST will give an impetus to
the economy and facilitate trade & mllusiry

- " of tax credht from 1o user/retasiet to eliminate # To create a unified comman national market.
cascading of taxes. » To boost " India as a

ADVANTAGES FOR TRADE & INDUSTRY §

i MOTE efficient neulralization of Lixes 10 Make OUT EAPONS MOTE COMPEUtive » To boost investments & exports.
Internationally _ » To by ed
L 4 Fegistration, duly pay , rety
of taxes.
» Benefit of exemption/ compounding scheme for a large segment of small

scale suppliers 1o make their Poducts cheaper.

’mmou
NGl MARKET
ULLb 8.2 GST Rates eligpLiLb.
ug 3: Un& "Description of Goods" eTeoTemIld GaIeed ML sefler aLwenT 2 stafh Qs "
Q dletTeoT H6mS LWIEOTU(bSHSH CFHLYLD.

@ Goods & Service Tax, CBIC, Gove X+ v o= v

B cbic-gst.gowv.in/gst-goods-services-rates.html [ g [ | o

=gt it Hel & +
Ministry of Finance - Department of Revenue ATION iy e 'e e A A A" OO
9 Central Board of Indirect Taxes and Customs \_&2

AX
Goods and Services Tax MARKET

———

GST Acts Services SVLDRS ACES (CE&ST) Archives SBS Login

» Functionaliti

Home / Services / GST rates for Goods and Services as on 01.01.2023

GST Rates

m Services & Guide on Exports / Imports tax rates
on of Goods Q ‘

Chapter /
Heading /
Sub-heading /
Tariff item
| 1 0202, 0203, All goods [other than fresh or chilled] pre-packaged and labelled. 2.5% 2.5% 5%
0204, 0205,
0206, 0207,
0208, 0209,
0210
| 2 0303, All goods [other than fresh or chilled] pre-packaged and labelled. 2.5% 2.5% 5%

SGST / UTGST Compensation

Description of Goods CGST Rate (%) IGST Rate (%) i
55

Rate (%)

uLLb 8.3 Description of Goods g 2 LGWNH S CHL6b.
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esflbg asmerem Geuevoriquicme:

HSN enluio:

@hdwrefled HSN @Buinp eretr Semwdslumd HS @Huish, 2 608 &me Siemoly
(WCO) cpeold 2 _e06l&idlId 2 6aTem 6LNBLSemET GT (PemDWITS eUeDSLILbSS, &I
STULGbLSSLILLL Siemliung o HeundbasliulL g Sbdlwneded, HSN eruis 4, 6 & 8-Qeés
foneords GSHUIbBHETSH EBMeTOIbETENG), Semeu 5000 &G GumuliL FSwrfliysener
EUEmSLILI(bSHGIH0TMEDT LOMHMILD 2_60&HLD (L(REUSID ETHMISESTETETLILIHEEOTDEDT.

SAC ariuim:

SAC erebrug) service accounting code — Ggemeu &6001SHEL (b @M1 6T60TLISHET S((HEHSLD S GLD. &)
UNBLEEHHS LFleons CFeneusenar eUen&LILIbSSL LW6ITLLSDE]. 6T6bedm B&6m 61 EBLD
99 eT6dTM ETETTETDIL 60T ABMLhIGLD, @& GBI emL SAC eTetr SiemLMeTLILIbS&IHDE. S
HSN 860 siLrtisng).

g 4: "slﬁgﬁu_lrru_ub/g;sma)ilq/gjso)mg SHemeoLiL| / SLLevor 2_pLLILg (QUWIflLed &Sl emFeaumeot
siemwoly  &OWik), eunmLsefleor eflenésd, CGST &zefisn wHMID SGST &H6isHb
SHFLIEUDHEMMS & 6U6DTII|ThISH6IT.

@ Goods & Service Tax, CBIC, Gove X | + ~ = X

& C @ chic-gstgov.in/gst-goods-services-rates.html e % 0O o :

Rdl  Estemap  @PrHep A- A AT (OO

Ministry of Finance - Department of Revenue

\ Q J, Central Board of Indirect Taxes and Cﬁtﬂmsg i 'F :;{ION
s Goods and Services Tax MARKET B

—
GST Acts Services SVLDRS ACES (CE&ST) Archives SBS Login

% Functionaliti

Services & Guide on Exports / Imports tax rates

Tariff item Q ‘ note book Q i

Chapter /

Heading / e SGST / UTGST Compensation
i himaelme Desipionas Gosss COSTRate (%) |~ o | 16ST Rate (%) s

Tariff item

[} 123 4820 Exercise book, graph book, & lzboratory note book and notebooks 6% 6%
1 154 4820 Registers, account books, order books, receipt books, letter pads, 9% 9%

memorandum pads, diaries and similar articles, blotting- pads, binders
(loose-leaf or other), folders, file covers, manifold business forms,
interleaved carbon sets and other articles of stationary, of paper or
paperboard; and book covers, of paper or paperboard [other than note

books and exercise books]

LD 8.4 HSN,CGST & SGST gypdlweumennsd CsLed

ug 5: Clear aetend efplLsens Caiey 6&lg, wHODTH eunefler auweng 2 eTafh
e\FILILIEYLD.
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x  +

C @ chic-gstgov.in/gst-goods-services-rates.himl

Ministry of Finance - Department of Revenue

9 Central Board of Indirect Taxes and Cﬂtnmsg FATION
Goods and Services Tax MARKET

GST Acts Services SVLDRS ACES (CE&ST)

B &7, Sitemap

Arcl

5P Help

hives

v

x

e %« 0@ :

A~ A A* (OO

SBS Login

& Guide on Exports / Imports tax rates

ariff item o | note book

1
Clear

» Functionaliti:

Chapter /
Su::-‘::f:: / Description of Goods CGST Rate (%) w;:;::“ IGST Rate (%) c“'"’c:::“ﬁ""
Tariff item
Il 123 4820 Exercise book, graph book, & laborstory note book and notebooks 12%
mn 154 4820 Registers, account books, order books, receipt bocks, letter pads, 18%
memorandum pads, diaries and similar articles, blotting- pads, binders
(loose-leaf or other}, folders, file cowvers, manifold business forms,
interleaved carbon sets and other articles of stationary, of paper or
paperboard; and book covers, of paper or paperboard [other than note
books and exercise books]
LULID 8.5 euwenT B&sID 015 1IGH60.
6. CGST CGST SGST SGST
erevor | HSN @muih | ewun@mefleor Ouwy | oi0@ | eflemed | &o6lign | eflemed | o6eisd | eflemed | HeTEpLly | 6ened
1 0804 LDﬂLbU[.p§ 1 50 2.5% 1.25 25% 125 (6] 50
&I600T(b&H6IT
(Mangoes sliced)
2 0402 9110 | ugLLbSSUILLL 1 60 (o] 60
umed (Condensed
milk )
3 0401 gmw umed (Fresh 1 50 o 50
milk)
4 4910 Lr;rria;rn'_Lq 1 100 (6] 100
(Calendar)
5 8528 Hevoflevf] &Hlemm 1 7000 0 7000
(Monitor)
CGST ufleor SGSTufleor QDM &HSLD
QNS (SIS £5%:5 1)
LG 6: 66NEI6UN(H AILMIHEBSELD H60fls Hevflwned CGST wohmib SGST & sevoréHSIL6YLD.
&SSID:
&b ewngpefleor CGST = XCGST &6l
& eun@efledr SGST = xSGST #5680
1. ombups Gievorbaefledr CGST = 590 x 25=31.25
100
LoMbLpS sledorbaefletr SGST =399 x 2.5 =31.25
100
2 ugluGbSSIULL unedleor CGST =
usLIUGbSSIULL uredeor SGST =
3. g unedleor CGST =
227
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g unedleor SGST

4. prLamiiquieor CGST

BrLsmliquileor SGST

5. &evoflenfl Hlemmuleor CGST
&Heooflenfl Hlemgulleor SGST

ug 7: ewnsgsd GST ulledr wélliemu sirflw, sevorpbLilg Saieter CGST wmmid SGST & snlLeywb.

CGST Wleor ewongso =X 1.25+3 +3 +3 +3 =X_
SGST uletr Owongg t=3125+3 + + + =_
ewngsb =350+ +3 +3 +3 =X

ug 8 : CGST wmmido SGST uilledr sl (hd OFHTENSHIIL 60T, OILMIH6I60T ElemEDEMWIL|D Fn L L QYLD.
@se601 cpeold @miFl wHliemL EILMEDLD.
0FIHF Beuetorql OFTema = CGST ulledr euonggo + SGST ulledr QS + aunherfledr alemeo.

0FQVIHS 616U6TTTIG LI OIBHTEDS = X

ug 9: awnsgs eufls agnemsenwsd sevorLplw, swnfliysefler awnss CGST agmems LHMID
ownss SGST asnensemwdF BFTH&H6LD

ewrds allfls adTemsd = awndd CGST asmems + 6wnsHdH SGST asTemnd

Qwrds aulflsh OHTems =3

C5QHS 616U6TITI LI OISHTED S =

CFISHS C16UETITIY LI BTN (6T(LRSHSHMED )—

Qwnss aulfls OFHTems =3

ewnss aufls OFHTens (eT(RSSHTeD) —

B Gameaniitys Snsarser - asineen
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(P96 6D

Q&BMb&SSLILL(beTer  QUTLS6fle0r &16& wWwoHmip Gsemen euflser (GST) @eupml&sILOTSHS
&evorL BIWILILILL &)

GST &evor&dlhgedler wnHiflemw srevor @b QR GBI emL 6vB&H6edT 1FILWIEYLD
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Google meet 6d siemIpLienL BLOHE&ITEIT(EIH 6D

e Google meet gl LWETLGLSS HmeevorTer] &hHllemL 2_[HeUTSHS DS &ISH6D.

CaemeauliLipld &([H6eNlS6T HMID GILOEDTEILIT(IHL SH6IT:

1 Gemss sevoflenf] 16060 DL &8 600f 60Tl 15 a5we0l/4GB RAM 1
‘ 2 ‘ 2 _eomel GubUbSSLILLL &) 1
GFWIED(LP 6DM:

g 1: start —> All programs —> Gmeet gy &l Gar6y&6T cpeold Google meet Fwedlemws HM&SHLD.

10608 Google browser —> select the menu -> G meet 85 Hnésaywo.

Now free for everyone.

We re-engineerad the sarvice we built for secure business
meetings. Googhe Mest, to make it free and avallable for ail.

™
! -

B Enter a code of link A

Geat alink you can share
Learmn more about Googhe Meet Click Mew mesting 1o get a link you can send 1o
pecpls you wan 1o meel with

“ O @ el googh o The= 107 Bpl= Bt user=1 e w O .i
LR Google Meet z3PM-Thulan2s (D [0 8 # @
@ G 9
o p &
Premium video meetings. @ be i
(W)
o

r::-
-

LLID 9.1 Meet m& HnHHed
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U 2: ydlw shdllienu Finéseyw.
# Google Meet 241PM-Thudan2e @ B & = @

Premium video meetings. @
Now free for everyone.

We re-engineered the service we built for secure business
meetings, Google Meet, to make it free and available for all.

(<o} Create a meeting for later »de or link
—+ Start an instant meeting

Get a link you can share

D Schedule in Google Calendar Click New meeting to get a link you can send to
people you want to meet with

ULLD 9.2 &hdlli Semetorlienl ©_(HeUTdHESHH60

g 3: EDSTEID ceiTn)] O15Ifl6Y&6iT SMEvoTLILI(LD:

" DedreoTiy ahdllemu 2_mHeuns&—Create a meeting for later" aTeoTLIG CHIHESHHSHSLILILLITED — 6([H
Bemevoriiy GamedTmID, SiH60TN60T EemevurLienL H&H6IDMbLSS FhSLILlled CaTeusn&S CHemeulimet
TEUIHSHSLD SignliLieond G erliGung) GeuetorbLOMETTEID FHHILIEDLS OSITL MhISHEDMLD.
"&l_sorm,u_lrraa Fhdllemud FHMLMHkIG—Start an Instant meeting" GaIHOS(be&LILLLTE — FhHEHILL
9 L enqUIN&GS SMLIRIGLD.

"Lr;rnlasm'_muﬂei) a1 Leuemeoor—Schedule in calendar” GHTHE\GH(bSHBLILLLITED — Fn &6 [HITLHML1q ulled
Fhdllemu SlemwdHs eflpoyd Cadlemw mMb Gsiey eFLwend. CaIbheGHbheHLILLL Hreafle,
Bemevotlild SN Fn &6 HTLSTLL EPEDLD SIETLILILILICHLD.

245 PM | yir-agyloc-ichd

LULID 9.3 ahdlliiled whmeuisHemer G&TSHHe0

ug 4 &Lr;g‘;]ud]eu Gam mHeTOTLIT &6m6IT éusoa[.pasaa Gmailemeoll LWeTUGbLSS SeuTsHEHLe0T GFT
Lommsu;rasso:m& Gar-Add others" eTeTUemS S CHIHEH(bHHEYLD.
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ug 5: BewevvilienU [HHEIOGLSHEH (6r.&m.trg—gypo-fty) WhatsApp oiebeogds SMS  sieveng
LOl6OTEOTEhFEMEVLI  LIWIEOTLI(bSHS] 2 _MiGH6T  [HEOUTL(HHS AEDILILI6UE],  [HETOTLIT &6merns
GeTUUSDHSTET LHODTIH ULl Sp&LD.

LLLD 9.4 1Ol60TeTEh&6D CLOELD LoMMmeEUT Heme B&T 56D
g 6: shHY asTLmidwe et WTCTenib siemiplifled CambEungi(Sieuiser snsersdHled gMeet
Bneluilmhsned QenevorlienLs Serflé aFLeus60T cLpeLD), FhSILIenL HLSSHILUT FHHILIled
HDeUTHener GC5T NS &HSHED, FHIIIL| HeMLILSHEMETS SL(bLILbSSED AHS&STILD
G\ &IT600T(H6ITEITITI .

Semeans wants 1o join this call

LLID 9.5 MIEDPem6) GLILISESTETEHSH6D

Ll 7: Sieuisemer shdldler GailiLsnE admit. aerLenss GsiT6) E1FIILIEYLWD.
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3:03 PM | yfr-gyhoe-kbi = i i e

LLD 9.6 SiemIPLifed 2_eTemeuT&Hemen SILIMT&HSeD.

ulg 8: 5HGUNE HLOLOMED,

"Mic" eunssneneots Hafld O\FLIeUS60T cpeold Gu&edmid.

gnpenrdHHed Gaormeled erhdaLLbD 6dqGuWimemeud S (beUsHE , "Gawgm-Camera’
GTEOTLISI6D S 60T HEVEDG| Shooll—y &lerfls aFIeyD.

" Share your screen or give presentation’ eTeTLDSS Haflé OFLIUSET cLeold &lenTemiLL]
L&lTeoID

"More options' eredtudled Hlemmufedr LiedTevTevoflemIL OMHMEDTLD

"Show everyone" NBLLSmSS CaHIHESHHLILSEIT cLeoLD &hHHILII60r eleuTThiSHemeT D60 E)
SiewLpLiLfled 2 _ertemeul serfledT 6T600T600f&6m&BEMILT QILIMEDITLD

"Chat" eflpLLSemSL LIWEOTUGSS SOIUNLL WNIHLETIID DHDEDF SHeW6OTEUTHL EID
SITL_6WL LG & &HEDITLD

Y m " @

Meeting code Leave meeting
) Turn captions )
Turn mic on or off @ on or off @ Change settings, background, layout, and more
Turn camera on or off Raise your hand @ Share your screen or give presentations

ULLD 9.7 G-Meet @e6b 2_eitem eXlpLILIMIG6T
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ug 9: "More options" ereotLSl6d eflifleyemTenit EUMTHE HMLL  E16UETEN6T  LIGDEMSHEMUILI
LIWI60TL(b SSHEYLD.

more options—> select whiteboard—>start new whiteboard GaihHe&bé&&HaD

& Whiteboarding *

2 Start & new whitebasnd

&) Choosae from Drive

Apply visual effects
Bl yirqpiockbi - Jan 26, 2023

Turm on captions

Report & probilem

Repoat al

LULLD 9.8 &n(bH6d ell(pLILIMRISET

@ yfr-gylockbi - Jan 26, 2023 - Google Jamboard - Google Chrome = = x

@ jamboard.google.com/d/1HzITUrXfKgWwM9eSCOTxHiZHQKfoaTrdcKp9P:xXXYes/viewer?pli=1&f=0

yfr-qykockbi - Jan 26, 2023 < [ > - (c)

S c (O Set background Clear frame

hello

“H O @ a@s

LULLD 9.9 66u6TemaT LIBDem&emi 08 HmSHSHeD.
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ulg 10: siwreys&L Uing, "Leave Call" ;& CHIHOSHBLILSHET cLpedlD FhFILIemL (LOLG.EH&SHEYLD.

‘ 54 ' Returning to home screen

You left the meeting

Rejoin Return to home screen

How was the audio and video?

WOW W W W

Very bad Very good

Your meeting is safe
No one can join a meeting unless invited or
admitted by the host

Learn more

LLID 910 siemipliemu el eeuefGwimisHed

Py &yemr

Google meet eweold snelevormerf] ShSILIL QeuDHISIONS 2 (HeUTSHSLILL(H HLSSLILILL &)
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el L&
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HUINbGHDE.

Tmevofl: sl WS HHH6MSH el
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B6ebeme.

SieiTeU]: 8| L&HSH6T FHhl&HemarLl LD & (b&ed
BHOUSeDSWL60T 2 60011 2 56 HDE.
SeUTHeT  SFWflnend 2_600TT 606U
eeuefliLbS&IEDEl. B3 etTepeold
16U &SI ellemreuns BY&5
udHleyHemer ©_[HeuUnsHs (LPIGLLLD.
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B&s6y: SeoflluL L FHMNSMILD
FIILGSHSBQI T UBADS, B8
UM &8 600f1 & &SLILILLITED BralseT
ehHHEGL  BUTHEESS — LIGHS
MMM &Hems i6rflHESLD.
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Omeoofl: SIHEOT CPEDID LI6TOID  FOUMHH
ey Geunbé@ FITLLbS SIS SImbhs
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sy ellemed 2 WFhSSTSEA LG
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HEFemFHEHEHHNH NHla GHI HEMSILLD
LI600TSH6mSU|LD 618606XI(h&MMTIT SH6iT.

SIGTEUN: LITU6TULNE0T F(HLOLD SFHMHMTHemSD
2_mFIILbSSTF). 6TEDEOMNLD 6(H E1F606)
HNID CFSLILLSSHID ST 60018 @rHL 60T
B TS SHLILIL (HET6T . 3F
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LEH6E: 2 L6d HTHTHMSHEDSWLD DSWIT6T
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