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INTRODUCTION

6 \ {omputer is an electronic device which
a

ccepts data, processes and produces

desired information.
The computer memory refers to the

storage area of a computer where all the
9 data and instructions are stored.
The storage capacity of the computer
memory is expressed in terms of bits and
bytes. The more memory a computer has,
the more memory it can store.
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Computer is an electronic device
10 which accepts data, processes and 14
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is expressed in terms of bits and bytes. The more memory
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a. 98w 88» wymeyy® (More )
b. ©® wy® Ved B8mwsy Wi @ (Match Fields) wews ewconm

B,
8wo 8. gycey 888 eOmeEdm® wd Next ewd OK HE= moxi».
8woo 9. gy 1n® ed8e ( Greeting Line ) & B3® wewr 0®® 0@OE® owidd
oI5

8wdas 10. 368 88 edmed m® S Next ewd OK HE woxsi».
meE Gy Boedy dmn BEO( Insert Merge Fields).
0085 Ved EBBwWO a@nd wWedn @wir VBROD WB WD e
am. @O wewo,
»Eow Wednw gdas dimed nasIs), @uing

8Bwoo 11. Insert Merge fields HE= w08xY ¢daxs Wedy EBw arg »5 oxis.
@05y 00xY Daewsy B8 o oB® wewo

8wdao 12. Finish & Merge Edit Individual Documents e»dd ezsis.
8wdo 13. el 0 o B8 ggey oG mies »0 eenw S HBIB
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LibreOffice Writer »®

8wdo 1.
8wdo 2.
8wdo 3.
8wdo 4.

8wedJ 5.

8wdo 6.
8wdo 7.

86D K.

8wdo 9.
8wdo 10.

8wdo 11.
8wdo 12.

8wdo 13.
8wdo 14.

8wdo 15.

8wdo 16.

8Bwdos 17.

8wdo 18.

Tool > Mailing Wizard endosziz
Select Starting document = Use the current document 2 Next emddsis
Select the document type = Letter > Next

E8» 8D ( Address List) BE&renw BE® end @mdds oBB® wewo
Insert Address Block = Select Address List 2 Create emdcz¥s

*1.8. @80 BIes OB B¢ ¢ P OB »® Add endssim
New address List »9ced &8 Sednwssy Customize SES BZ© 8z
CCIDW DIECEBD GNIw eODE WOBIB). OO
a. Add (0 Fednws wewo)
b. Delete (Fednw @mi3® wewo)
c. Rename (Fednewd 5H® cdmned BI® wews) ¢uvewd@ moonsis
. @0Ew® S OK FE=S mdsdm
gO®s @070 B0 Bumw WIBID. ©® wewo
a. New (0 E8mwn esecwo)
b. Delete (E8mw @m0 ¢&® wewmo)
c. Find(miston w0 18 E8mrww 00d® wewr) ¢sesdd mdonsim
e Em® S OK FES w0 gty edomwm gty O @wacs msIessy
DOBIB).
55 0ms OK FE mosI».
Insert address block »8ced8 @B 2, 3, 4, Bwddwsy BEe0BsY anyo®mw
DOBIB).
a. B8mw wmed Bv @n amde Boens HB® (Address Block). e®w
b. 882 E8» wimy® ( More )
C. OO wu® Red EBmwsy v w1:8® ( Match Fields) wew ewicoon wife.
gycey 888 00 »® w0 Next BB mosis.
9w ® ( Create a Salutation ) &z B3@ wewr 0@® WYEO ewod  ®OBIB.
g5eg 8968 0D O WOBIB
Next FE= mosIm.
RRed EBma i on mOmB® wews (Adjust layout of address block and
salutation ) »EO ewicnsIm Next FE= mosis
88 ey endd o B® @y eFamed eud ¢@m® A o3 ( Preview
and edit the document ) »gcedsy Bgwo on HvBw—>. Next
Personalize document »9c0 @8z E8mrwsy ewiws 0O ww O eCam W
emed 0 OO mE HBW
Return to Mail Merge Wizard 8= =»0@sy »»@» Mail Merge e®@50 o
@AW OxIm. Next FES @5y 988w wsim.
Save, Print or send document m»8E® 8mnd mier BBO wewo  wy
Geenw BOO wewo @wacs O®BIB.
a. Save starting document - §E» B8w miur B3

b. Save merged document- msiesf BZO msE Yy »OoTN ¢ EBw
c. Print merged document- mei@ g moosIzn ¢ 88w Ygonw RBI®

d. Send merged document as E-Mail - »(E 8y mdoxdsn ¢ E8w o-
5)(&31@ FS1e10)
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5. B8 ecw w mOnI.

8oed EamBe. (Portrait) is

®1c0 vewmEc B3®. (Center g
Align)

D0y anedema. (Left
Indentation)

Boed BomBw. (Landscape) =

6. D9 ©¥®ITVewsT Bwm ¢ & B0 Bomywsy wo WOBI.

D@Om gm»O@s 0dE Omo ¢&® Insert Column
DOm0 g®@nmd Bo e BOO Split Cell
OWIB 3CBWR o@D @20 O

Delete Row
emIBBE I OB,
DYed8 It emiuwvs, emde

Merge Cell

BBzt OO e3sy BB®

7. @0z 8853 Dol 100 et HDed G0iRB RO BEWr FacrIDBN B WS wmed BOE
8B o 8. 08 G0rvN vy el VY S8BT B @B WROED® e®rndac?

— 3G 2 B!

alen@iroe mHelion Sanced
2015 e8used

"D yopemdede” <——

2 EDE @I FEE aldrnEn@ied

G Eewssy
2015 283598 @ 16 D58 sseen E2
@a.2. 10308

BemBe gihs @Eed us9med.
H8 aDefHDD swwm@ 8O
22580 /2958w

eOICDEWs’ @ WS BIE.
¥

ot e DBRm B He. £—
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8. @0 eI wryC; ¥ WOBxT e eDvews’ eEaD wwmed Ble® cfsews. ®Y Wdmo
DE omI®o WG BBBWE 05 Wed. el Hwimbdwe Buwl ¢osin.

9.

e33O0 1S

B850

Ctrl + N

Ctrl+S

Ctrl + O

Ctrl + A

Ctrl + C

Ctrl + X

Ctrl + V

Ctrl + Z

131G G0 0850l 5D 83:00¢ @YD @YW &8 emded ¥® edEw eGe ewd

oi3® 9O RI® ©B=Y 8¢

» od 519188 »osI.

-
Mail Merge Recipients

[EER =)

checkbones to add occeme

This is the st of redpients that will be used in yowr merge. Us= the options below to add to or dhangs your ist. Use the
we recpients from the merge. When your list is ready, dick OK.

Data Source [ |Last Name - [First Name - |Tile - [Addness ~ |Gy - | State
Address Listxisx | [v [Albertson Kathy Ms. 1024 Lakeview Cir Peachtree City G4
Address Listaxisc | [ | Brennan Michael Mr. 1123 Maim 5t Wilmington MC
Address Listaxksx | [ | Davis Williarm M. 540 W dth St, Apt121  Mew York Y
Address Listxtsx | [ [Forest Eliza Ms. PO Box 4551 Renc (N
Address Listadsx | [+ | lones Dan Mr. PO Boox 305 Raleigh MC
Address Listxdex | [+ [ Post Melisca Ms. 3402 Maplewood Awve Richmond WA
Address Listadsx | [ | Thompson  Shannon hs. 500 AcmeLn, Apt 3C  Springfield L8
Address Listxdsx | [+ [Walters Chris Mr. 436 Church St Columbia sSC

Data Source
Address Lest.dsx

Refine recpent kst
- &1 sore..
\ﬁ Fllbesr. . .
3;1 End dupbcates. ..
_ &3] Eind recipient. ..

) validate addresces. ..
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10. ¢ o ewoDa¢ @mYed 8B W B OB OE BedmsT oI,

Document
- Print All Pages A
j Print the entire document e

+

Print Current Page
Only print the current page —C

Print Custom Range
_1}'—1 Enter specific pages or sections to print

. @OOBBT e, 8O Geovw ©.

U O W >
o)
©
©®
D
Y,
(©)
((g))
&
&
8
(oN
S
S
el
g,
0
4
(64])
[(®)
G
®
S

. OCDDIBID wrrrrereeeeeeeieirrrrreeeeeeeeeiirrrrereaaeeaaanns Geenw mOOD HB@.

11. v 8 @8 0csIB ©8 »H® \ e ¢ 0108 @ X Cmen ¢ O0WsT RE @wWcsID.
A. eCamum yBddismw (Replace) Somw @8z DOmwE emeda »E widw.  (

B. 900® ne amesd »e 0¢r’ wiReede emnwm. ( )

C. 89om 55330 08en @3@® Shading 8= e wim. ( )

D. 90 e8¢ 0e 08 afec Db @0 00me e0ed  ( )
E. 90mw¢m 383 90 9@0edd® mE enom™.  ( )

12. 55 qfedn @i emPed emOms ¢ 838 (Tab) @8z mom m8ww Bwr ¢dDsIn.

Find and Replace ¥ 22
Replace | GoTo

Find what: EI

Feplace with: EI

Presented by: Information and Communication Technology Branch - Ministry of Education-Sri Lanka.




13. Besced D882 090 ¥ BBTBeDED M B es wewdd wme BB eVOmwW OB C¢
ROEEO® 10 BT OB eI SedmC OO OB,

A

MR i #rldieden main wwdhd |

“355:@_53 B vy goED el
il - dhewdsed ez
edvend B Bsfed theed
BieuE zmd EEFSS
sxidiedy 9D @ SDuwDs K BB
i 85 end 308n aboesn dhends Hi0
eBio gmd § dfesd DOnD edufegd®
BPedic Sna.

¥

1960&:@ Jﬁngeﬁ g 23 2wl G308
& sbossm
.' az‘e. g.:ma. Fended
e ddemm o sEED
' HaEo Foddm ag\n B
Hemndlsl eds § exndin
33@ m ﬂa@ﬁ"éﬁ?a B AS
afedusiol aladusss DD oo g
#d2w emBA. eBs &g h
(Packst  switching m8ed
exiged. 288 zlsdus DiDsD
"¢2 2854 (Donald Daviss (N'PL)
(Paul Barsn (RAND #-:#m:3)
w @E=EH ﬁ?e‘f ®cet (Laonard
Kleinrock ) (MIT) i s¥zdsss BK}_S:,‘@
gud ed. 2?_: 1960 = 1970 32 ‘VZ?.‘.\ q

. 32 zEmdd UUCP

oD esne 32333*\: Samdeem ja@m‘eﬁ
ﬁé':% T 5 I

2520 daz zud g 28s
5 D—ﬂsg @0y @8 ‘ﬂz?ﬂz‘
i #he DB 2Bs apd 3
Bt

Zg®
eudeddendgas H=cB38 3o =

a=al sn@a EE

Ads IFemnd almf da@ Y apEE
Hagezat B B

g=inddn egfe
#d@ eup dhe adod
thped sad
BEeDas 3
gialdhendsed
gtu¥dese apz *\ga")r
e BissD 0N rea

cim ees avad
sEdmed Bpes Opf s-ede the
eBoeast jlé‘eé gmd rt’e Dme

eRgEmd 1980 & stéz@ad
Fordn Do esfelhg el ssarime
Dasdmdencd @EIT m 2esiD £8 1990 £
#nfc wise end pod BB Hm
FTaldigs Sinals M Dadsds B D
Bt #f wmags @
e
@D DD 208) 2@:1'&
Dmde thes wis smed €D 239 =D
Dhg® Bl a:ead'da_az‘— =D edgq
zmgdE zmad
2DEE ®EE Dq
asg © cél\éz*
o s:‘.e:':!n@z
D ¥ [ 3o 330 Hged

aE
o sefedime

T ad ae mFEs ,aane

ot

258

EEadnd W #xlHiedin s ® ane - dalicwe weddan Sones.

Lo WE el

ginbheed pBvns

14. D¢t eoe® Pagmoev W @857 EBun wmed BBe®2 BY wizwnd® (Page Setup) wews eddzda

@8 WE ¥ BO1g C1BER OB BOBIB).

15. 80om0 6@ (Border) @se® 9850 w0 todag @m0 swm ¢ g1, O8 05O ™S @i

@mlewnsy 8¢ OB mwvwe Bwsin.

16. D¢z

Borders and Shading

? |- |

Page Border | Shading
Setting: Style: Preview
| Click on diagram below or use
Mone buttons to apply borders
Box | | - -g
Shadow e . -
Color
7= [=]
s
Custom 2 pt
Apply to:
Arty Whole document Iz'
{none)
Options...
[
Horizontal Line... [ Ok ] [ Cancel ]

e ®
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®agm0® OE ©dnw B¢ 018 ¢DeRIVWE R OBO wew sum & B eCan BESrewmwrd
8¢ YPowdBm Bwomdm® 8¢ osID.

Bwrmom®. 1 - (vgp0 9Be® eFdcwes)

eORNOT MBB®ED

BB FRIDBIOECS

B020m®. 2 - (s c8nd)

880w Scpsnroed wredd) REend

» 88vem

> G 1BIy
*» ullvencs
B3RO YOG®
> §8ma

<+ 0D ®®5D

Bw@rmom®. 3 - (¢5300x))

YOUR NAME’'S
9
',"_
;» ‘i':?/
‘

U
BA V| 1llJJj
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Bwrmom®. 4 - (B8ex)

June 3, 2011

Mir. Evla Jackson
Parsonnel Director
summit Business hadia
7190 Industrial Knad
Floranca, KY 41042

Dizar M. Jackson:

I hava the skills and potential to fill the Graphic Designaer position that vou advertised for on
TalantZoo.com.

I will raceive my B.5. in Graphic Arts from Stevens-Heanagar Collags nextmonth. As part of my
curricunlum. [ have workad with Adobe programs such as InDesien, Photoshop, and Illustrator. 1
have also acquirad a strong foundation in arsas such as logo, website, and advertising dasien.

My work as a graphic dasign intern has reinforcad skills obtained throughout my education, as
well as provided me with an in-depth understanding of designing and implemanting visual
communication matarials.

To furthar support vour basa raguiraments, I would bring an enthusiastic and anargstic approach
to this position. Itake diraction weall, butam also capabla of working indepandantly. [am very
passionate about design and am abls to axecuts projects from conception to complation.

hIv resume is enclosed for vour considaration. I know that] would be an assatto vour team and
would very much appraciatas the opportunity to discuss how my education, exparience. and
craativity could contributa to Summit Businass Madia. Iwill contact vou next wesk to confirm
racaipt of my resuma.

Thank vou for vour time and consideration.

Sincaraly.

ol 9. S

John J. Smith]|
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Bwrmom®. 5 - (8e6dn 8waxl)

The Battle of Bunker Fill

The Battle of Bunker Hill is one of the most famous
battles of the American Revolution. On June 16, 1775,
colonial troops took Breed's Hill, close to Bunker Hill. The
next morning, the British marched up the hill twice, but the
colonists held the hill, The third time, the colonists ran out of
gunpowder and lost the hill. In spite of their loss, the colonists
were proud that they had fought so hard against the British
troops.

The Boston Tea Party

The Boston Tea Party is one of the most famous events in
America's history, In 1767, the BEritish government placed a
high tax on tea and other items sent to America. This

harsh tax meant that some colonists would go out of business.
Many patriotic colonists decided to protest the unfair tax.

On the night of December 16, 1773, a group of loyal colonists,
dressed as Indians, boarded three British ships in Boston Harbor.
They dumped 342 chests of tea into the water. This action inspired
many colonists to work together for a free country.

Larry Rupin and P.C. User
June 26, 2001

Period 1

Word Exercise 8

Bw@mom®. 6 - (R BOVHR)

Time Table

Time | Monday | Tuesday Wednesday Thursday | Friday

Interval

ECUHSU)

- O+
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Bomom®. 7 - (953e0D:88w-dFun)

JACKIE'S CLEANING SERVICE WORK ORDER
RESIDENTIAL & COMMERCIAL INVOICE
ADDRESS
Crry, STATE, Zap 001
PIIONE -
DATT BTANTRNG TSR
PO
IOW LOTATION
M WORK TO BE DONE MATERIAL AND ECUPMENT AMCUNT
Q) Famity Room H
O Liviag Room
O Oining Room :
O itchen :
D Bedreom#1.2.3,3, 4.5
QO sathrocom# 3,2,.3,.4.5.6 :
) Entive 19t Floce §
O Entire 2nd Floor g
L) Entire House i
O Cener TOTAL
LABOR MRS. RATE AMOUNT
SPECIAL INSTRUCTION REQUESTS : :
ww:uwm TOTAL WORX -
Signature TOTAL MATERIALS &
EQUEPMENT :
Oute SALES TAX :
PLEASE PAY
Thank You THIS AMOUNT

Bwomnom®. 8 - (eudedOsw)

Announcing
BestTours New Adventures

o Relax in the sun
e Listen tothe waves
o Swim with the dolpians

-

Visit Our
Website at
BestTours com

\

Pre




Bomnom®. 9 - (¢5309s)

Jom Bl 064 L4583 Exrwrse Wiad | -3

Gity Soccer Lleague
Team Sign-ups

™

Auy. 1inthe Gity Hall at 10:00 am.
= Skills clinics by professional plavers
+ Free uniforms and equipment

= Lots of funl
» Free soccer ball to first 90 to sign up

Teamns= will b2 aranged by Ang. 15 with practces tost@rt Aug. 21,
Axchedule of practice and game dates will be maled 1o each team
member.

hembership in the City Soocer League is requined. F20 per player.

See youo theraf

Bwrzmcm® 10 - (yoFus edege ¢ IdO)

by Martha Lourey Blrd

AVArgd winnimg oxerciie

desksk
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