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- FOLDER/ SUBFOLDER
- NOTEPAD
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TARGET TO PASS CCC
PRACTICAL PAPER
QUESTION - 1
FOLDERNU SUBFOLDER

usd (1) S1gel 3253lU UL Alusdl A2 «oledl <t F1es d2il
dell 20€2 WML dltle A6L S8R Oledldl.  HLS  (5)

DESKTOP —* RIGHT CLICK —* NEW —> FOLDER

DOUBLE CLICK ON 123456

FOLDER > AK.PARMAR

MADE BY :- A K.PARMAR
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TARGET TO PASS CCC
PRACTICAL PAPER

QUESTION - 2
NOTEPAD

U (2) dlets L «lad yosoredl M8l 2adL 2@l Jd ysld 8 %l
us (5) .

(1) 2luel Slngeul deld 8l ddl S18 ubl vil Avdl5old
Als2dsdl dlH  «lleUs Hi duil.

WINDQOS -7

START(LEFT) —» SERCH —> NOTEPAD —* WRITE
SOFTWER NAME —»

E SOFTWER APPLICATION - Notepad e o= S

File Edit Format View Help

APPLICATION SOFTWER g

MICROSOFT OFFICE WORD 2003
MICROSOFT OFFICE POWER 2003
MICROSOFT OFFICE EXCEL 2003
MICROSOFT OFFICE PUBLISHER 2003
MICROSOFT OFFICE ACCESS 2003

WINDOS -8
START(RIGHT)—» SERCH —> NOTEPAD —* WRITE
SOFTWER NAME (AS ABOVE) — SAVE

MADE BY :- A K.PARMAR
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(2) duIL ollLsel «lleUsHL QL.

WINDQS -7

START(LEFT) —> SERCH —> NOTEPAD — WRITE
BIODATA —»

File Edit Format WView Help

BEIODATA

1. Name : Alpesh Parmar

2. Father's name : Kalubhai Parmar

3. Mother's name : Jayaben Parmar

4. Date of Birth : 8th June

5. Adress : Shree Malondha Primary
Ischool,Malondha
ta - Veraval,
Dist- Gir somnath
Pin — 362265

6. Religion : Hindu

/. Nationality : Bhartiya

&. Hobbies : Sport and Reading

— FILE — SAVEAS —> DESKTOP —

] save As T —
(:;iﬁ::ynquloeﬂ¢op > ~ | <
— e w e e ce— o —
Organize New folder
» ot S
« % Favorites gg/ System Folder
B Desktop B
D ; d ‘h ] Network
- ownioaos | System Feolder
= | Recent Places A -
[ C123456
< 5 Libraries L File foilder
I:ﬁ Documen ts
|| Save As —————— L—
@Ov[ L » C123456 » ~ [ 43 || Search 123456 o
- e reEEs R e S | : =
Organize v New folder He=cawr @
43X Favorites el Name Date modified Type
B Desktop } | .. AKK.PARMAR 5/18/2015 2:31 PM File folder
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| Save As b — . T -
@Ov . » C12345 » AKPARMAR v [ |[ search Ak.pARMAR
= e e Ll . S N =
Organize - Mew folder §== - i
& Favorites ! Mame Date modified Type
Bl Desktop || SOFTWER APPLICATION 5/18/2015 2:31 PM Text Docurnent
4 Downloads

;
;= Recent Places

o
n

1 Libraries
@ Documents

dﬁ Music |

[ Pictures

B videos

#4, Homegroup - 4| m

SR llA L PESH PARMAR BIODATA

Save as type: [Ta‘t Documents (%)

&) Hide Folders Encoding: [ANSI v] [ Save ] ’ Cancel

FILE —> SAVEAS — DESKTOP — SEAT NUMBER FOLDER
— SAVE

L.o» C123456 » AK.PARMAER

Crganize - Include in library - Share with - Burn Mew folder

-~

< Favorites Mame Date mi

Bl Desktop [ | ALPESH PARMAR BIODATA 5718720
& Downloads 7| notepad Las200
1=l Recent Places (| SOFTWER APPLICATIOM 5718720
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Loor C123456 » AKPARMAR

Organize - Include in library - Share with - Burn Mew folder
45 Favor tes MName - Date medified Type
Bl Desktop || ALPESH PARMAR BIODATA 5/18/2015 4:28 PM Text Doc
4. Downloads | GAMNDHIMNAGAR 5/18/2015 4:51 PM Text Doc
"l Recent Places || notepad 5/18/2015 212 PM  Shortcut
| SOFTWER APPLICATIOM 5/18/2015 2:31 PM Text Doc
4 =l Lib

(3) lets L Ukl [af uia dist dull de A1 a1z sl e s3l.

WINDOS -7
START(LEFT) —> SERCH —> NOTEPAD —> WRITE SENTENCES

7 it Nt T 4=

File Edit Format View Help
GANDHINAGAR o

Ganghinagar is the capital of Gujarat.
Ganghinagar is Green City.

The "Akshardham Temple"located in Ganghinagar.
The "Mahatma Mandir"” located in Ganghinagar.
Ganghinagar is devided in thirty sectors.
Ganghinagar is the most beautiful city.|

SENTENCES ——CTRL + A — CTRL+C —CLICK DOWN — CTRL+V
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/| Untatled Motepad
H ntitled 4 | P
— - — - -

File Edit Format Wiewr Help
GAMNDHINAGAR

Ganghinagar is the capital of Gujarat.
Ganghinagar is Greemn Citwy.

The ""aAkshardham Temp1e"1ocated in Ganghinagar .
The "Mahatma Mandir™”™ Tocated in Ganghinagar -
Ganghinagar is dewided im thi r¥y sectors _
Ganghinagar i=s the most beawti T city-

GANDHINAGAR

Ganghinagar +is the capital of Gujarat.
Ganghinagar +is Greemn Citw.

The "Akshardham Temp1e"1ocated in Ganghinagar -
The "mMmahatma Mandir™ Tocated in Ganghinmnagar.-
Ganghinagar is dewided in thi rit:y sectors _
Ganghinagar +is the most beautiful citwy.

GAMNDHT NAGAR

Ganghinagar is the capital of Gujarat.
Ganghinagar is Greem Ciity.

| The ""aAk=hardham Temp1e"1ocated in Ganghinagar .
The "Mahatma Mandir™ located in Ganghimagar .-
Ganghinagar is dewvided im thi rit:y zectors .
Ganghinagar +is the most beawutiful citw.

GAMDHI NMAGAR

Ganghinagar is the capital of Gujarat.|
Ganghinagar is Greemn Citw.

The "aAkshardham Temp1e"1ocated in Ganghinagar .
The "Mahatma Mandir™ Tocated in Ganghinmnagar.
Ganghinagar is dewided im tThi rit:y sectors _
Ganghinagar is tThe most beawuti T citw-

GANDHI NAGAR
Ganghinagar is the capital of Gujarat.
Ganghinagar +is Greemn Ciity.

The T"Akshardham Temple™located in Ganghinagar.
The ""Mahatma Mandir”™ Tocated in Ganghinagar . FILE

SAVE AS DESKTOP SEAT NUMBER FOLDER
— SAVE

@@I- Desktop » -
et A B i ————

Organize New folder

&
7]
[V
<
1]
1

b

E B Nl o

—_————ep ———-

2 52 Favorites System Folder

.
e
Bl Desktop =
D ; d m‘[ Network
£ Sl e | Systerm Folder

| Recent Places

-

l C123456
File folder

Rl
T

< 3 Libraries ’

"2] Documents
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[IWARVIAN —a 0

/| Save As —— o
@@I L » (123456 » - L‘, l I Search C123456 L0
— e = e -
Organize v New folder H==:w @
3 -~
5 Name Date modified Type
4 .7 Favorites ] e
B Desktop | | . AK.PARMAR 5/18/2015 2:31 PM File folder
- R B
T SmEwe s e————
@-;::12455 r ALK PARMAR ~ [ *2 | [ Scorch A Parrar
e —
Organize Mews folder ==
o 3% Eaworites e Mlarme Drate modified
N Deskiop | ALPESH PARMMAR BIODATA 5/A8/2015 4:28 Ph
. Downloads [ SOFTWER APPLICATION S5/A8/2015 2:31 P
'- el Recent Places

= =3l Libraries
@ Docurments
Jl' PAusic
=] Pictures

B videos

*ly Homegroup (L1

File narme: G P DY T P G

Sawe as type: [Te‘n‘t Documents (o)

(= Hide Folders Encoding: [ANSCE ‘v] l Sawe I [
Lok 12345 » AK.PARMAR -
Organize = Include in library - Share with = Burn Mew folder
43k Favorites Mame Date modified Type
Pl Desktop | ALPESH PARMAR BIODATA 5/18/2015 4:28 PM  Text Docu
4l Downloads || GAMDHINAGAR. 5/18/20154:51 PM  Text Docu
=] Recent Places [l notepad 5/18/2015212 PM  Shortcut
| SOFTWER APPLICATION 5/18/2015 2231 PM  Text Docu
R i

(4) 12Us Ul Hid 32l 2&251d Gleldl e dul Ameldle [Adl uix

ALl dull AR dlR S Ue 53
AS ABOVE

MADE BY :- A K.PARMAR
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(5) lels Ul dull <l 51651l short cut <l Gualal s2l «leis
<l short cut oi-idl.

WINDOS -7

DESKTOP —* RIGHT CLICK —*> NEW — FOLDER

DOUBLE CLICK ON RIGHT CLICK —*> NEW —*

FOLDER —> AJK.PARMAR — RIGHT CLICK —*
NEW —»SHORTCUT —»

] O ——
u # Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.

Type the location of the item:
NOTEPAD Browse...

. CLICK ON NEXT

MADE BY :- A K.PARMAR
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[ == |

ES

=

What would you like to name the shortcut?

Twpe a name for this shortcut:

Click Finish to create the shortcut.

—  CLICKON FINISH —

o
Organize v Include in library ¥ Share with v Burn New folder B== » [i @
X Favorites Name Date modified Type Size

B Desktop |[@l notepad 5/18/2015212PM  Shortcut 2KB|

& Downloads
=] Recent Places

(6) lets Ul dHlz 32U AUl dHLL <Ml SLESMUL el M 2t
2162812 Au«l W dull 2&2 s19d dd 53U

START(LEFT) —> SERCH —> NOTEPAD —*> WRITE ADRESS

[ e e S .

IFI|E Edit Format Wiew Help
ADRESS

Alpesh Kalubhai Parmar,
Shri Malondha Primary School,

Malondha,
taluka - Veraval
District - Gir Somnath.
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FILE —» SAVEAS — DESKTOP — SEAT NUMBER FOLDER
— SAVE

E Save As g
. i e —

g_D ). » C123456 » A.K.PARMAR v [+3 | [ Search A.k.PARMAR =l
Organize Mew folder =z - IEI
<% Fawvorites i Mame - Date modified Type

Bl Desktop | ALPESH PARMAR BIODATA 5/18/2015 4:28 PM Text Docu

& Downloads L | GANMDHINAGAR 5/18/2015 4:51 PM Text Docu

%l Recent Places || SOFTWER APPLICATION 5/18/2015 2:31 PM Text Docu
= Libraries

@ Deocuments

J'F Music

[&] Pictures

i Videos ||

File name: -
Save as type: [Teu't Document ts (*.bet]) v]
(= Hide Folders Encoding: | AMNSI v] l Sawve I [ Cancel ]

L e c— o—————————

%-| | » C123156 » AKPARMAR v [ 43 ][ Search AkPARM... O]
Organize = E| Open = Share with - Print Burn Mew folder == - [l @ i
<% Favorites Mame Date modified Type

Bl Desktop = ADRESS 5/18/2015 5:36 PM Text Document  [§
& Downloads | || ALPESH PARMAR BIODATA 5/18/2015 4:28 PM  Text Document
"2l Recent Places | GAMDHIMAGAR 5/18/2015 4:51 PM Text Document
é@ notepad 5/18/2015 212 PM Shortcut
.l Libraries = SOFTWER APPLICATION 5/18/2015 2:31 PM  Text Document i

START(LEFT) —> SERCH —> NOTEPAD —* WRITE INDOOR OUTDOOR
GAME

MADE BY :- A K.PARMAR
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File Edit Format View Help
INDOOR GAMES OUTDOOR GAMES -

carrom | Kho-kho
Chess kabbadi
Table tennis Hocky

Cards Cricket
Music chair Football

FILE —» SAVEAS — DESKTOP — SEAT NUMBER FOLDER
— SAVE

.\_)"_3 Uﬂl |, » C123456 » AK.PARMAR - | #2 || Search AkPARMAR
" e ———
JOrganize - Mew folder == -
<% Fawvorites ol Mame Date modified
Bl Deskiop =] ADRESS 5/18/2015 5:36 PM
& Downloads A | ALPESH PARMAR BIODATA 5/18/2015 4:28 PM
1| Recent Places | GANDHIMNAGAR 5/18/2015 4:51 PM
| SOFTWER APPLICATICM 5/18/2015 2:31 PM
=2 Libraries
|=_E| Documents
d‘i Music
[ Pictures
B videos = | = |

SIS L ISR HD O OR QUTDOOR GAMES. bt

Sawve as type: [Tact Docurments (.tdd)

= Hide Folders Encoding: [ANSI "] I Save I [ Car
Coo» (123456 » AK.PARMAR ~ | +4 [l Search A.K.PARM.. O
Organize = E Open - Share with - Print Burn = 3= = i I@
4 3¢ Favorites Mame Date modified Type
PR Desktop | ADRESS 518/2015 536 PM  TextD
§ Downloads | ALPESH PARMAR BIODATA 518/20154:28PM TextD
1= Recent Places | GANDHIMAGAR. 518/20154:51 PM  TextD
| . INDOOR QUTDOOR GAMES 5/18/2015831 PM  TextD
4 Libraries Emrﬂ notepad 5/18/2015 2:12 PM Shortg
@ Documents | SOFTWER APPLICATION 518/20152:31 PM TextD
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(7) lels ul sinyeul sedl Drive B.e2s Drive sedl uldl
9, 5edl ML ® 4 °svldl.

START(LEFT) —> SERCH —> NOTEPAD —* WRITE DRIVE

File Edit Format Wiew Help

HARD DISK DRIVES - 4 -
DRIVE MNAME SPACE FREE TOTAL SIZE|
Local Disc(C:) 15.6GB 48 .7 GB
New Volume({D:) 10. 8GB 83_0GBE
New Volume(E:) 12.2GB 83_.0GEB
IsTUDY(F:) 13.6GB 83.0GBE

FILE —» SAVEAS — DESKTOP — SEAT NUMBER FOLDER
— SAVE

: N

Coesld  » C123456 » AKPARMAR - Search AK.PARM... ,

Organize = Eﬂpen - Share with - Print Burn Mew folder =~ O 1@

4 3% Favorites Mame Date modified Type
Bl Desktop | ADRESS 5/18/2015 5:36 PM Text Docur
4. Downloads | ALPESH PARMAR BIODATA 5/18/2015 4:28 PM Text Docur
= Recent Places | | | DRIVE 5/18/201510:13 PM Text Docur
|| GAMDHIMAGAR. 5/18/2015 4:51 PM Text Docur
4 | o Libraries _ INDOOR QUTDOOR GAMES 5/18/2015 8:31 PM Text Docur
> [ Documents 7| notepad 5/18/2015 212 PM Shortcut
B> J‘! Music | SOFTWER APPLICATION 5/18/2015 2:31 PM Text Docur
I =] Pictures
o AR e
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TARGET TO PASS CCC
PRACTICAL PAPER
QUESTION — 4

MICROSOFT OFFICE WORD

used (4) wigsledlse df 2003 uL 13 Yogoledl HdldL adl 2@l ld
yola 9.% Aldl 5 203Ul duidldl &a B %l (20) LS B.

(1) ad Ul dutel %<dleaxd €l aHdol ud duibui Hldl 4 Addusy
2l dealdhe 53U

(2) as uL dui2l %<dlead «ld uicl 2Avll © dell Mzl AeR dalR
53| ul Hldled ALHALL 2L,

FILE — START(RIGHT) —» MICROSOFT WORD 2003 —»
—

sd NHEAUY Sl UL
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TOOL — LETTER AND MAILING — MAIL MERGE —

Mail Merge ¥ X
€19 a)
Select recipients
e ===cof () Use an existing list
ahdad ME'QE T3 () select from Outlook contacts
® | D | A :
(@) Type a new list
tect doc Select starting document
Sef ument
type How do you want to set up your Type a new list
bt e letters? Type the names and addresses of
i ? .
worlirjg an: @ Use the current document recipients.
-9:,- Letters () Start from a template
-t:,- E-mail messages @ Start from existng doamenk 5] Create...
(") Envelopes
) Labels Use the current document
(") Directory Start from the document shown
here and use the Mail Merge wizard
Letters to add recdipient information.
Send letters to a group of people.
‘You can personalize the letter that
each person receives.
. Click Mext to continue.
- Step 3 of 6
Step1ofé Step 2 of 6 P
+ '
o % MNext: Starting document % Mext: Select recipients & Next: Write your letter

4 Previous: Select document type 4@ Previous: Starting document

TYPE NEW LIST —> CREAT —
CUSTOMIZE —> SELECT — DELETE
ENTER NAME IN BOX —> NEW ENTRY

MADE BY :- A K.PARMAR
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New Address List =]

Enter Address information
First Name |HETAL KIDIYA |

-

| NewEntry || DeleteEntry | [ EindEntry.. | [Fiter and Sort...| | Customize... |
View Entries
ViewEntyNumber  (TFyrst [previous |2 || 1ex
Total entries in list 2
Close

CLOSE ——» DESKTOP —» SAVE —>» SELECT ALL — OK

Mail Merge Recipients @

To sort the list, dick the appropriate column heading. To narrow down the recipients displayed by a
spedific criteria, such as by dty, didk the arrow next to the column heading., Use the check boxes or
buttons to add ar remove redpients from the mail merge.

List of recipients:
| First Name
_ AASHISH PATEL

HETAL KIDIYA
HARSH DEGAMA

AAMNAND DAB..
UMESH KUWARL..

B X EEEE

| Select Al ][ Clear Al ][ Refresh ]

| End.. || Edt. | [ velidate | o]

MADE BY :- A K.PARMAR
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4. WRITE YOUR LETTER —> ADRESS BLOCK —»

MADE BY :- A K.PARMAR

O A O e A R R e e e

§§: Documentl - Microsoft Word (=== §§:
{ File Edit View Insert Format Jools Table Window Help Type a question for help - =
P | 100% = 5474_ Mormal + (Latin) |~ Arial ~ 16 = s=
EN P O o W [ | é =] | Insert Word Field ~ | <= =y E';ﬁ ENN 4 1
A= e e
] g S a2 : B L s E
U F. MIULD
B 2l Heligt walhs zuo, R ——
Helal. If you have not already done so,
N dlg! gi _ a._zlqul' write your letter now.
T (osecii — oflz 2tz e Tt ek o o s o e
A3V — 20/4/2014. o et er ciick one of
j R 2] Address block...
: Ao B Greetingline...
N =4 Electronic postage...
X oz, (et 1l Postal bar code...
T More items. ..
- 2 Bl HHLHLA? wlddl sE EHedE B o4LElv — L USZO0LY ol Mifhsen you have finished writing
- FE WLTL °.s'-l—L[?—_q:a I U Gorddldl Slon AL 43 usuladls w3l 9z your lstter, dick Mext. Then you
- SRR R e can preview and personalize each
& welclel GLol, 2LHAPL D recipient's letter. &
: ALEL Coct
: 203 UBIUT
"
T T Step4ofé
B ; @ Mext: Preview your letters
N = 4 Previous: Select recipients
= = = & o« [ [T} ] 3
& Page 1 Sec 1 142 At 5.2 Ln 19 Col 1 REC| [TRK| [EXT| [OoVR| |[English (U_S. =54 &
& (ud (Hd. «AddressBlocky)| &
& 5.PRIVIEW YOUR LETTER —>» &
& R LT T T &
8% COMPLETE THE MERGE — 8%
& toert - Micrasore wiors =
I Eile Edit  View Insert Farmat Tools Table Window Help qu
P 50%
s L | dnsert Word Field s 20 A ) d 4 I3
X I I v R X
B i e s
H L — b b
& B ey ST B, S T L &
B Tunisn st [ 9
B 3 D AASHISH PATEL (3 T HETAL KIDI A 35 (it HARSH DEGAMA
B e s e AT SR TR eop pe TR SRR R e R SRS T
w0 o s
%\\ v BB I RN MR R WAMA %\\
: 5
=@ w e[ i |.v
Page 1 Sec 2 2/6 At 1" L 1 Col 1 REC TRKEx T Ovie English (U.S. (=53
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SAVE AS —> DESKTOP —»

SSSSSS ===
Sawe in: | i Ak ParmAR [=] @ -~cCm | &y > a E3 ~Tools -
Size

l Marme Date modified Type

My Recent ) aLpesH L ETTER

My Computer

1
7]
:
i
F
y
H
5N
¥
g
El
][]
1
i
u

(3) Adaux UL uia envelope oleldl Yizn AU dull,3el Al < dAd
52 AL FlYEA dHIAL FLESHL Ad, 53

FILE —> START(RIGHT) — MICROSOFT WORD 2003 —»
TOOLS — LETTER AND MAILING — ENVELOP

WE S Y. i Mail Meri v
: Mail Merge ¥
IC-BI A Select starting document Select recipients

Back How do you want to set up your ) Use an existing list

ment type envelopes?
What type of document are you Use the current document () Select from Cutlook contacts
working on? @ Change document layout @ Type a new list
() Letters () Start from existing document
A i Type a new list
(") E-mail messages
® Envelopes Change document layout Type the names and addresses of
- = = Click Envelope options to choose recipients.
() Labels ize, x
a5 an envelope size = Create...
() Directory [=1 Envelope options...
Step 2 of 6 Step 3 of6
Step 1of6 # Mext: Select recipients % Mext: Arrange your envelope

® Mext: Starting document 4@ Previous: Select document type @ Previous: Starting document
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Mew Address List (=]

Enter Address information n
First Mame |-'5JF'€5h Parmar

Address Line 1 |5hri Malondha Primary School

City |Malnndha

ZIP Code | 362265
Country |Ir|dia

|
|
|
State |Gujarat |
|
|
|

Mobile Phone 3275007786

-

| mMewEntry || DeleteEntry | | EndEntry... | [FiterandSort...| | Customize... |

View Enfries
View Entry Mumber

Tl
[

T
i
=1
[

Total entries in list 1
Close
SAVE — DESKTOP —» NAME —
Mail Merge Recipients @
To sort the list, dick the appropriate column heading., To narrow down the redpients displayed by a spedific criteria, such as by dty, didk
the arrow next to the column heading. Use the chedk boxes or buttons to add or remove recipients from the mail merge.
List of redipients:
-| First Name | Address Linel *| Ci. | State =| ZIPCode | Country »| Mobile Phone
[ _ Alpesh Parmar shri Malendha Primar..  Malon... Gujarat 362265 India 9275007786
Aashish Patel shri junagadh Primar..  Junag.. Gujarat 366789 India 7856437891
Dilip chotaliya shri Keshod Primary 5. Keshod  Gujarat 368769 India 6789456789
Meha Yaghela shri Talala Primary 5c...  Talala Gujarat 36789 India 64847479755
Ankita Pandya shri 5asan Primary 5c...  5asan Gujarat 364574 India GET5875436
1 1 | »
| selectAl | | Clearal | [ Refresh |
e | [ g | (e )
A
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[IWARVIAN —a 0

i

Arrange your envelope
If you have not already done :
lay out your envelope now.,

To add redipient information to
your envelope, dick a location
the document, and then dick ¢ Step 4 of 6
of the items below.

&) Address block...

& Mext: Preview your envelopes

@ Previous: Select recipients

] VOCUMENTL - WMIICFOSOTL ¥Yora

File Edit Yiew Insert Format Tools Table Window Help

«AddressBlocks

Manmi -

Preview your envelopes

One of the merged envelopes is
previewed here. To preview
another envelope, dick one of the
following:

Recipient: 3
% Find a recipient...
Make changes

You can also change your redpien
list:

Edit redpient list. ..
| Exclude this recipient |

When you have finished Step5of & I
previewing your envelopes, dick

Mext, Then you can print the % Mext: Complete the merge

merged envelopes or edit individu

envelopes to add personal @ Previous: Arrange your envelope
ramments
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Alpesh Parmar

shn Malondha Primary Schoal,
Malondha - 362265

India

Complete the merge

Mail Merge is ready to produce
your envelopes,

To personalize your envelopes,
dick "Edit Individual Envelopes.”™
This will open a new document with
your merged envelopes. To make
changes to all the envelopes,

switch back to the original
document.
Merge
25 Print, tep 6 of
m e e lope 4 Previous: Preview your envelopes
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(=)l =]

Envelopes2 - Microsoft Word

Edit View Insert Format Tools Table Window Help Type a question for help - X
- | & 3 | 50% v @ | QiRead i 44 EnvelopeReturn - TimesNewRoman = 12+
= — d:— — —
YT NN |
e 3 P Seeriiee Gorieee Tons 5 - 1408 —J

Ameansee
s, S g e o
Jmen amrm

“on

ln1l Coll REC| [TRK| [EXT] /OVR| [English (u.S.| | &8

FILE —> SAVE AS —> DESKTOP —»  NAME _—» SAVE

(o B > 123456 » AKPARMAR | #3 W Search AkcPaRM.. 0

Organize = Include in library - Share with - Burn Mew folder = « i @
"I:I' Favorites Mame ° Date modified Type
Bl Desktop AlpeSH LETTER 5/20,/2015 5:06 PM Microsoft Wo
i Downloads W] ALPESH LETTERL 5/20/2015 5:09 PM Microsoft Wo
':i-:l_', Recent Places [#1] data adress 5/20/2015 6:50 PM Microsoft Acc
EMYVELOP 5/20/2015 7:10 PM Microsoft Wo
= Libraries B ENVELOP2 5/20/2015 7:10 PM Microsoft Wo
@ Documents
J’ Music

ol Dirtorar
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TARGET TO PASS CCC
PRACTICAL PAPER
QUESTION — 4

MICROSOFT OFFICE WORD

used (4) wigsledlse df 2003 uL 13 Yogoledl HdldL adl 2@l ld
ysla 9.% Aoldl 5 203Ul duidldl & B %l (20) LS B.

(1) 2ueldle [ad 5531 @il duL Dropcap,strike
through,bold,italic,justify,super script €L Gualo s2l.

(2) u2elR ued [aif 5521 quil 4wl Dropcap,strike
through,bold,italic,justify,super script <L GualiL 53,

DESKTOP — START —» SEARCH — MICROSOFT OFFICE WORD
2003

Cie CUIL MW LFTsErL FLOPTIdL O 1duE  NWINUUW ORI

O 5 2 (897 @ 6 e 8 F 9 - o @ | 100% - (@) | 3 Read B i Guj
R I S T S B S T S T S I

UIELR ACAMHMHLD WS

ACAMMLD AACLEY Sl % al3ulenl 31 20158102, 1857 L S
AL adl, dHel [(Udlwled ol AA2MIE USd 2 Hidelld M dlsous 2d.
ACEAMMHLY WUSEL SLUELAL 202ULU 53l HIZ O2AS AL edl. 1913wl alzre:
Glell ULl U3 2L

ACAMMLID USErl USE dddd 51590 dLfLI “ uRELR “ Fid [t
2L, ULALE LAl e Hl HalHL oLl 208 28ld vt 2oladl alist
Mgdl, 2ddad HIddAl 230 2%dLsld HS 53dl HIS 2 AL U 5UL.

- ACEMHMHLD U2E cdd HLIIdAAL wlHoL Sl oLl 2oL, 4201 elludl
m UM dSlE UL SRLAL 2dl, Al Hed 15 (333012, 1950 Al 3% uY 2d.
- ACAMMHLY USEd “ LAl *° 20 eldlopclHl 2ULGAL 2dl.|
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d. DROPCAP Hl2 —

by

% UAULSHL DROPCAP <L Gualal sl 82, AL A1 sA2 W)
FORMET Ul %8 DROPCAP s s2l.

o

ile  Edit Wiew Inset Format Tools Table Window Help

| e (3] ]V a6 @S9 - ¢ @ []100% - @ | JHRead | i Guj

UIELY MM USE

rDmp Cap u
AEAMMLIY AAdMLT USHAL 9
adl, dHell [Udl%ld dlH Ad2
ACAMMIE USE SIUELL 24062
Otell IR URd 2LGL.

AL 9y udl

U ad.
1341 6232

Position

Mone Dropped In margin
Options

AEAMMLY uSdell AsA| Fort: e (n3e
AU, ULALELAl UNANHL HE|)| |Guirati Saral-1 [+] oLl ouliLst
medl, 2ddd ®idell T2 3% Lines to crop: el

Distance from text:

deaMMly U dda | " ClLbt
Ry d431% woL wfldl adl 44 % UL, &d.
AEAMMLE e “ MLd3~

Ok [uase sal.

e | EQIT VIEW INSEM  FOFMAt  1oois  130ie  WInaow  Hep

151 333 E 4 @B F 90 @ [F]100% - @ | 3HRead

UIELY dEEAMMLE USE

1% Udl el AHeAl (Udl®led dlH Ad2MHE U2E 2ol HidUld -
ALSOUD &d, deAMMIY USd SIYELdL 01U 53dl HIS GoES Ayl
sdl, 191340 G222 oiedl I U 2Ll |

q‘e&mmﬂ AAMLE uelell % dl3aleul 31 215816012, 1857 «L
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sd. STRIKE THROUGH -l Gudlal sdl Hie ¥ dlelii STRIKE
THROUGH Guall s2dldl 8 4 dliédld [uase sd4 FORMET i
%l FONT [u@se s2d

e Edit Miew Inset Format Tools Table Window Help

Bl 2E 8V L @B 9 -8 | 100%

~ © | HiRead @ ¢

0 E ------- j R RSCRS OR—O—— L R e —— 1 TR | —— 4 oo Lo LI :
1 1 N T

. Font =X
u3E1R deame] o
Font | Character Spacing | Text Effects |
Scitl Latin text font: Font style: Sizes
@_ﬁg |Gujraﬁ Saral-1 |Z| Mormal 16
- (12 -
LSOl Ttalic 14
adl. ° Bold i e
Complex scripts
Font: Font style: Size:

M MLE |5hruti |Z| |F‘.egular Izl 16 : | I
W, HLALEL |
{J-['ﬁ‘.;’cj]_ Q.c.l..,_-i_.p[ g“ Faont color: Underline style: Underline colar:

Automatic | {none) |Z| | Automatic - |
dEEM MY Effects o,
27wl ] Strikethrough: [T shadow ["] Small caps
UsH oy UL [T Double strikethrough [T outline [] all caps
ACEHMHLE wed [7] superscript [ Emboss [] Hidden
A [7] subscript [T Engrave
Preview
STSTLITS Gelsr
This & a TrueType font, This font will be wsed on both printer and soeen,
[ ot | Co ) o

[ Double strikethrough

OK U,

e I 13 - T

w0, AUlALE Ll ANANHL Yol il %Ll W 28d uorw 21l Qs
Wodl, 2ddd MIdel 230 2%dlsld s 53dl WIS HAL WL 53Ul
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BOLD, ITALIC 2« JUSTIFY Hie-

sd, BOLD 2. ITALIC <l Buala $2dl Hie % AceHl BOLD 24
ITALIC Gualal sdldl 84 d oed [Udse s34

“ aRdaet -

. | B “* Ml ¢
BOLD Hle - L& AR

A

ITALIC Hie -
JUSTIFY ui2 — 20l URuLs [uAse 53, AR ollE

Hi2iL

[uase 53l.
AL dedend vadl

% AAL el dudl (Udlle, ol 2010 u2e 2 Hidodld Y
ALSOUY &d, dCEAMBMLD Ud SLUEldl 20alU 5RdL HIZ GIES Lyl
sdl. 191340 GlR22R oiell ML U, HLGUL.

q‘eammﬁ AAMLE uedl % Auedl 31 20L8101R,1857 AL

-~ =

— .

Wi, UL ALl UNANHL HaML U Dl W 30 WL 24Ul @H5
Mdl, 2ddd Mldel 23 2%dlsld AL 5dl HIZ 22A0L Wd 54l

AEAMMIE USH 2ddd Mlddl 1ol dsiuld oiedl adl, 4201 dluisl
U d43lE ueL %elldl edl d2ild Hey 15 (33m2,1950 ol 3% a4 &d.
ACAMMLY USHed “ @U2d2ed “ AL AdlpdlHl LG &L,
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SUPER SCRIPT <l Gudlol $dl HI2 a0t [udse s34 FORMET
Hel
OPEN s34 FONT (déase s3l.

nerone . 31FY 20162, 1857

Effect=
[ strikethrowuah
[ Double strikethrowugh

[] subscript
FPrewisews

3 ‘I_E*t AR, 1857

AFTER -.

FILE — SAVEAS —» DESKTOP —*NAME —> SAVE —

| & . -
s | » C123456 » AKPARMAR » <45 | Search AK.PARM... ,
Organize v Include in library v Share with + Burn New folder = » [ @
4 3% Favorites Name Date modified Type
Ml Desktop |, WORD 5/21/20154:30 PM  File folder
4 Downloads [@ SARDAR PATEL 5/21/20154:29 PM  Microsoft’
U5 Dnrnmd Dlacar

(3) col@ell Bualal 52 esudsl «yedl A%UAL UL 2Lu 530 dul
strike throughs 1 Gu4la sl

DESKTOP — START —» SEARCH — MICROSOFT OFFICE WORD
2003
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261l BUALL Sl HI2 === U2 (345 53122 &lA dedl ol Ui

52l.
Documentl - Microsoft Weord E@
File Edit View Inset Format Tools Table Window Help Type a question for help - M

P S (2D a9 8 T | 100%

Uldl «®43 — 100

55 UdS PUUSIL sl €012 §)

+
| eludl WeR Al | dwnll s1R
M EE P 85l WSR2 Ad Wty | unaeRdl Ul
o2 AU wWlle [ I3
(2221
3368 | a5 uhd 534U - Al AR ¢3¢ U,

Slell®le weel, 2 HULs, HULs AMHAL | -1c
Ul el 353 ol UYL W WAELILH,
Uldldl YA ULl ol U, o ¢3¢
L A s=1edlll apild, Wdldl “AqA,

: UMl 59 Ylddl ddupll

+ sadie2ll M2 2160 AL udlealdl
: sl ol 8ol (aod

: Ao, U 3,0 (R0, Al
- 1) €2¢ L 5-1C lRPMIY Sldl®LE

-

- 4
S 0%/03/201% AclélHdlgl, o
b ¥
=w@|zw ¢ | i | b
Page 1 Sec 1 1/1 AL 27" Ln 8 Col 12 Rec| [TRK| [ExT| |ovR| |[English (us.| | B3
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sd, STRIKE THROUGH -l Gualal sdl Hie ¥ dlelii STRIKE
THROUGH Guall s2dldl 8 4 dliédld [uase sd4 FORMET i
%l FONT [u@se s2q

| 2 5¢lL W52
BEFORE ' ™% "o

Font @

Font | Character Spacing | TextEffects |
Latin text font: Font style:
|Gujrati Saral-1

All text
Font color: Underline style: Underline color:

| Automatic IEI |{none}| EI | Automatic |EI

Effects
Strikethrough Shadow sSmall caps
Double strikethrough Cutine All caps
Superscript Emboss Hidden
Subscript Engrave

Bawazal

This 5 a TrueType font. This font will be wsed on both printer and soreen,

Default... [ ok | | cancel |

Double strikethrough

Il - e a

AFTER —

FILE — SAVEAS —» DESKTOP —»*NAME —> SAVE —
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Organize = E Open - Share with - Print E-rnail Bun » §= + [ 9

;} Favorites Mame B Date modified Type
Bl Desktop L WORD 53/21/20054:31 PM File folder
8 Downloads HAK PATRAK 5/21/2005 702 PM Microsoft )
"2l Recent Places SARDAR PATEL 3/21/2005 4:29 PM Microsofty

OTHETR PARAGRAPH FOR PRACTICE
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“Hl

Adl Y el

352 Nget UM (EUULCR09CR)

BbelE A T 01 /1 RAR At B

> afGteni 37 2y 9l avia

> A A dls

A Hetsic By iy

Bovacud s8] s2eBanl g 2l opier wabis ot aidlw

25/01/2015 2zl Bau 3ed  “dua <ice 3 7 i Bad A 2R
A Beua WA Bovarll saardl B2t edl el cunst 2 2 gl B wzdl Beua edl 53s
OUEIER e Yl ol wet Beud A L Bovall 531 B sl B AU AR FHAL R

LS Al Boraell srel wben 2l — Hed uYlu

esieilboiazalomaasaatanliaaie 5t Jld Govadl ddl Woudl “ Fisaneaud= 531
astd Hilsdl 2AruarHl 2l

» il o 26142 (H,0)

» 2o Al vy opeudl (7 Al B door fd)

H

M (el - Ao e el
AoR(evudl)
A2t Slem 2 @l (W AR B dx a@uan) (210 v Wy s3d)
1% 3 EUULLRO9CR Mehulchandrala.blogspot.com
b 4
2 |AJENDRA PATEL 9974644293 Mehulchandrala.blogspot.com
3 = VA TR Mehulchandrala.blogspot.com
&
A
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AR, 6 ycuss, 2014

“ug Yesia” - Sl s, 3. dladlawn

(SLaue 3 dlaellainuet Yads Hetetl ual pldlal ewat2) miel)
AlbotlYtod Aoget- R astsll Yuell cudl Uret-ulBanni-una
scttot- oAl viv- 5w Al -6 l-As-cvtet-i-ullua

AR ua ol cvia Wttt sistulBaun Wi wsa A8 AG-uldaal siiu:

WA 261 B-Ael wiadl sd -l Al £25-staoua v YA S sHUAA-D

ud-vudraiyds slesell As-9e @B Ag-sicdicidl-scti-ASl- Ul -y A

@t ctrode Ga 42 ¥ dsAcuell Sigeet w9
88l Ry ale gweient man Balls el N win ad 2l B &

Wb Oraay woa assl SAY wa BulBmoale Wl wel 3w w

AN B e M M Y ot s u Bt e

Hat @l
W00 o8 dl ay 3 Aad B Aul v g el w4
chnu el wnet 3 3 uqg vl Al wx @9l v w4
D Al e Rl wd B dq <l adly
N2, yas o b3 o n sl v owell wec B avad) sy
tots, Audl waglits, 2oy b a2 A4 100 wflmrdan sedscun i
wick) wbleusdem Al W ox den il SR Aued] el S wWgam w2

S0 swsaesy owtS wpldladl Aven wad W xeulla pew v Aud

e Wgilen shaim |
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Ycll¥e] cglet

windl onsiel yuee) vy 0l ad wudl mare ol wa ol wl s sasn ARAM WA Nad §
ol Rl xe wl yongel Jaz iz wsad 03 o Wik sy wl vaid od iz wsmd 13 04 R
Wy N v s W v vl el

Rwu e | RedAc 39
wad {1 |[wo |
@A o]

Wiy @wmn cadi |

Awn s sy | 190

41 % |

una ol

wie w |
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IMORTANT INFORMATION ABOUT SHRUTI FONT

MADE BY :- A.K.PARMAR

O A O e A R R e e e

. .
®, ®,
®, ®,
T O =1
?éi omil a || & | ke da || & huﬁis ke %
% s | ac | W kth e ll 2l el | beo %
% %5‘ i e ne || 8 ‘*’;"’l}_@_#m_ Ei
% Efd ee |l & pe || gt J(S,%: &) | kee %
% G ’I‘ || ey pha] | & | ke %
& @ | ool & bo [l IR | & | keo &
% | e || = Y ™ B T %
% 2o | aifeil| of mo || & |dyo || B | hai/kei %
L e AT
% L axfod] % ve | § | ki G e ot %
& osi Ghfil S lo || Z |ddhal| B |ker <" H 8
% an: et || 3 < ‘gj 4 e»wHL,M %
& $ _;LMM'; G shall ® Bdee 22 shift Juseds | S
% G KO of | o | ™ |Shal|® X3 end @ sme sygen) %
% & TRA | e | [ %
. .
® ®



N N N N R R N R

Decimal Separator (numeric kevpad) |

With Shift

£ 3 3 4 S 6 7 3
zﬂlﬁlwlé‘l@.'mlslululm
] g ]

L

Control
Decimal Separator {numeric keypad) : |

Alt + ctrl + shift
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TARGET TO PASS CCC
PRACTICAL PAPER
QUESTION - 3

PAINT

Ul (3) Udee o @dldl <l Hesoledl HISldl AL -2 Ad YUHId B dsll
(7) w5 ®.
(1) Udex Ll BuLL 52 5l 294 EIRl.

(2) Uded «ll Bualdl 52 el £94 £l dd Ad 52l jpeg
S1He HL Ad 52U

START(LEFT) — SERCH —> PAINT —

R tome | i
X cut | e o crop | N O [ A-| 7 outline~ | = EEEEE e
i A
Qi Dlow. 282 o 1560065 e = M0 Famen mame
s ¥ o potate - | PIAQ| B D 4 OO O - 1z LI cotors
Image
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FILE —> SAVEAS —> DESKTOP

G:;,]T Save A= @
ii- Desktop » >/ [+ I Search Desktop yel |
Crganize = Mew folder = - 7}

0 Favorites & AMNAMND
B Desktop & System Felder
4. Downloads — i
o= R, t Pl [ | Computer
=4 heeent Flaces = == I Systemn Folder -
= Libraries s,  Metwork
@ Documents | System Folder
J‘! Music L )
[E] Pictures l i l C123456
B videos i File fold
r Gabbar is Back (2015) - 1CD -
1@ Homegroup - h DWVDSCR-Rip - Hindi - 2264 - MP3 ... =
File name: KUDARATI DRASHYA -
Save as type: |[PMNG (*.png) v]
“« Hide Folders Save l [ Cancel ]

Organize v ] Preview v Share with v Print Burn  » =~ 0 @

s Favorites Name Date modified Type

Bl Desktop ‘&J KUDARATI DRASHYA 5/19/201512:21 PM  PNG image

4. Downloads

SAVEAS — JPEG
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2T Seve A (=
B Desktop - | Search Desktop =
18] - Mew folder - - -

stel older
nlocads s
T omputer
‘&l Recent Places I*} Systermn Folder
F ries

=l Lib Metwork
@ Docurments Ir Systemn
J’F MMus :
(&S] Pictures C1223456
BE videos !I File folder
- Gabbar is Back (2015) - 1 CD -
*& Homegroup - = DWDSCR-Rip - Hindi - x264 - MP3 .. AR
ile name: KUDARATI DRASHYA -
Sawve as type: [J-P EG (*jpg:*jpeg:™.jpe ™. jfif) v]
‘= Hide Folders [ Sawe ] [ Cancel ]
@Ovl | » (123456 » AKPARMAR v | 49 |l| Search AkPARM.. P |
- —— —— —  _ S 2 - - — —,
Organize » Include in library = Share with v Slide show Bun » &= ~ [l @
O Name Date modified Type
Bl Desktop [=| KUDARATI DRASHYA 2 5/19/201512:34 PM  JPEG image
& Downloads M| KUDARATI DRASHYA 5/19/201512:21 PM  PNG image

=] Recent Places

(3)cudee UL A5 ddn A5 AU 2 s dol AU £13] e25UL
A AAINSE Y2,

(4) Ude2 UL ddn, [asloL, 2 dorRled €13l dHL dld dldL a4
VLU 5@2 Y3, ddo HL dHIUH el HIA AL, 22U SlU 53
MLl 52U,

START(LEFT) —> SERCH — PAINT —»
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Home Vi (7]
8] [Z7eal kg 7| = ENEEN EEEN
o ova 4 25 =l "mman mamn
2 o i i 1 2 colors
C

oooooooooooooooo

Clipblaaoard Irmaog =
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AFTER CROP

FILE —*> SAVEAS —

] Pictures %f System Folder
ﬂ Videos ™
C123456
i File folder

File name: VARTUL TRIKOM LAMBCHORAS

ﬁ Homegroup hd

Save as type: ’PNG (*.png}

Hide Folders I Open I [

9 . b C123456 » AKPARMAR = Search A.K.PARM... £

Organize * Include in library - Share with = Slide show Burn » 3= -« [l @

-

| "-bfi' Favorites | Mame Date modified Type
Bl Desktop [=] KUDARATI DRASHYA 2 5/19/201512:34 PM JPEG image
& Downloads [R&| KUDARATI DRASHYA 519/201512:11 PM  PNG image
"E-_ﬂ Recent Places [R| VARTUL TRIKOM LAMBCHORAS 5/19/2015 4:25 PM PMG image
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(5) UdeeHL A% E12L.

START(LEFT)—> SERCH — PAINT —»

Clippboard | Image

FILE —» SAVEAS —>
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50‘4 ;.r_p_amf.a ’ A.K.PARME

- .

v | 43 || Search AkcParM.. £
F o o aaw TN e

Organize = Include in library - Share with = Slide show Burn » =« [l @

-~

"i:f Favorites Mame Date medified Type
Bl Desktop [=] KUDARATI DRASHYA 2 5/19/201512:34 PM  JPEG image
i Downloads (R KUDARATI DRASHYA 5/19/201512:21 PM PNG image
| Recent Places [Rs| RASTRADVAJ 5/19/2015 512 PM PMG image
|R&| VARTUL TRIKOM LAMBCHORAS 5/19/2015 4:25 PM PMG image

=y e

(6) 6L 2@l AL AASLOL €121, dHL el el SER Yl fdslol L
5UR, «llH AVl

START(LEFT)—> SERCH —> PAINT —»

% cut | H crop | | lrd |[N~OOOc

(3 Copy L] Resize z QE Z A PGB <

ajte Selfct e & /f q Bruihes O’ o ?Tf )c; e

Clipboard Image Tools 5hi
YELLOW

FILE —> SAVEAS —*> DESKTOP —»
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:‘:_,gj Sawve As @
B Desktop » - | gy Search Desktop yo)
Organize - Mew folder ﬁi - @

50 Fawvorites
Bl Desktop
& Downloads

=
‘=il Recent Places

=l Libraries
@ Documents

-~

m

Q Systemn Folder

AMNAND
System Folder

. || Computer
L System Folder

J"F Music | ] Metwork
[E=| Pictures - | Systemn Folder
E Videos
'l! £123456
'% H h 1 File folder
omegroup -

File name: TRIKOM

Save as type: [PNG *.png)

= Hide Folders

T TE—
BO"| oo Q123456 » AKPARMAR - [ #4 | | Search A.K.PARM... 2
i i
Organize = Include in library - Share with - Slide show Burn » 3= = [l @I
<% Favorites Mame . Date modified Type
B Desktop (=] KUDARATI DRASHYA 2 5/19/201512:34 PM IPEG image
& Downloads (B%| KUDARATI DRASHYA 519/20151221 PM PMG image
= Recent Places |B&| RASTRADVAJ 5/19/2015 5:12 PM PMG image
(R TRIKOM 5/19/2015 5:25 PM PMG image
4 Libraries (B| VARTUL TRIKOM LAMBCHORAS 5/19/2015 4:25 PM PMG image
@ Documents
A Music
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USEFULL INFORMATION = --------

ElRal Hle - N
aual wz - Al

daaL we - 7

NV OOOM&A-
NOCOOD Qafr -
S+ X000
Yel %YEL AULSIR Olelddl HIE - = Shapss
562 Ydl w2 - A

i NEEEE EEEE
Color | Color DDDDDDDDDD Edit
| i ihd (aEEEERERr \
Q2 1R% 1{& SR YYUL 5l Hie - Colors

Al Aldl oidladl e - shift + mouse (left side)

eeeee
Select - "k Rotate =

AU sl W2 - L [MEse sAA mace uizll crop (uase
5,

Wl 2 2012 Ll -HlE 520l HIZ -
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TARGET TO PASS CCC
PRACTICAL PAPER

QUESTION — 5

WALL PAPER AND SCREE SAVER

Ul (5) dull Slnel <l dlaiul ad 25ld Add Gledl, 25l Ad+l
2Ly 162 U ldle dAe 521.(5) uLs

DESKTOP —— PRESS MOUSE CLICK (RIGHT SIDE) —
SELECT PERSONALISE —

Desktop Background
Slide Show

SELECT ANY PICTURE
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—

ifelin} std-8 unit-1

Windows 7

Build 7601

This copy of Windows is not genuine
10:19 AM

@ » Control Panel » All Control Panel ltems » Personalization

Control Panel Home

Change the visuals and sounds on your computer

Change desktop icons Click a theme to change the desktop background, window color, sounds, and screen saver all at once.

Change mouse pointers My Themes (1) 3

Change your account picture

Res

Unsaved Theme

Savetheme  Get more themes online
Aero Themes (7)

ey =

Windows 7 Architecture Characters Landscapes Scenes United States

[

Basic and High Contrast Themes (6)

r:?ﬁs-'-a'-ﬁ'-s'-et ;

See also p ~

22 IS
isplay

FakbacancStait Ments Desktop Background Window Color Sounds Screen Saver

Ease of Access Center Slide Show Lavender Garden None

S

Screen Saver

LR GLLE Mone u: [3us sal.
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[Bubbles ~| [ settings.. || Preview |

Wait: 2 % minutes On resume, display logon screen [

Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

AHAHL 52512 Sl &1 dl,

SCTEEn =aver

| Bubbles v|| settings.. || Prev
Wait: 2 = o _ :
ait: =1 minutes || On resurme, display logon screen
Wait: 9 % minutes /| On resume, display logon screen

2 Ad AHAHL 5512 53 AslA.

% 3D TEXT dudld &2 dl —

Screen saver

3D Text v|| Settings.. |

3D TEXT [udse 53 SETTING u2 (345 s3l.
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@ Customn Text: ALK PARMAR
BOX ul «ld @ull.

2R olle APPLY  u2 (3ds 53l

MADE BY :- A K.PARMAR
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. .
& &
& &
& 3D Text Settings (=] &
% Ti::tT. T . [ oK | %
%ﬁ a Custorn Text:  AKPARMAR . 0 i ( Canc | &‘b
%ﬁ Size s | Display Settings | %ﬁ
. Small arge
& Choose Fon 3 &
% Mt Rc:.::.l:n Speed - %
& Rotation Type: Spin '] . (1 &
%ﬁ Surface Style %ﬁ
%ﬁ @ Solid Color Customn Color: [ Choose Color %ﬁ
©) Texture Custom Texture: Choose Texture
% ) Reflection Custom Reflection: Choose Reflection %
Show Specular Highlights
& &
& OK uz [3u5 53 &
& | &
& &
& &
§Z Lk PaRMAR §Z
& &
& &
§Z fr’;:"‘e' v || Settings.. || Preview §Z
& &
& &
& &
& &
& &
& &
® ®
&, &
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3D Text v|| seftings.. || Preview |

Wait: 9 = minutes [¥] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting display

Thank You
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TARGET TO PASS CCC
PRACTICAL PAPER
QUESTION — 6
MICROSOFT OUTLOOK

usl (6) Microsoft outlook < @dldl <13 yosoiedl HIEldl w1 21a2
Ad yoia B el (8) uLs B.

Que — 1 Microsoft outlook 4L 4413 Id-configure s3ul.

START =" M.S.OFFICE —*" MICROSOFT OUTLOOK
Click on TOOLS (MENU) ——  E-mail Accounts —

E-mail Accoun ts [=]

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

‘ @ add a new e-mail account

2 View or change existing e-mail accounts

Directory

) Add a new directory or address book
(") View or change existing directories or address books

=
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NEXT

E-mail Accounts @

Server Type
You can choose the type of server your new e-mail acount will work with.

) Microsoft Exchange Server
Connect to an Exchange server to read e-mail, access public folders, and share

documents.
- ©--
Connect to a POP3 e-mail server to download your e-mail.

) IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

) HTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

) additional Server Types

Connect to another workgroup or 3rd-party mail server.

[ <Back |[ mMext> | [ cancal |

NEXT

E-mail Accounts IEI

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working.

User Information Server Information
Your Mame: |a|pe5h parmar | Incoming mail server (POP3): |mai|.gn‘|ai|.con‘| |
E-mail Address: |a|pesh15 @amail.com | Outgoing mail server (SMTP): |mai|.gmai|.com |
Logon Information Test Settings
Lser Mame: |a|pesl'115 | aAfter filing out the information on this screen, we
recommend you test your account by dicking the
Password: |:=:=:=:=x=:= | button below. (Reqguires network connection)
Remember p. d
[ Test Account Settings ... ]

] Leg on using Secure Password

Authentcaton (SFA) More Settings

[ <Back |[ mext= | [ cancal |

Internet E-mail Settings E | S|
—~ Outgoing Server | Connection | Advanced

General |Duigoing Server I Connection I Aduanced|

My outgoing server (SMTP) requires authentication

Mail Account = ) ) ) ;
i ) i @ Use same settings as my incoming mail server
Type the name by which you would like to refer to this _ )
account, For example: "Work™ or "Microsoft Mail Server™ () Log on using
- . User Mame:
mail.gmail. com |
I Password:
Other User Information
Remember password
Organization: |Qﬂ13i| | Log on using Secure Password Authentication (SPA)

Reply E-mail: |a||:lesh15@grnai|.com| | () Log on to incoming mail server before sending mail
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setup your account.

FINISH

Que- 2 emall s2l.

(1) Microsoft outlook dl uee 2l Gi3u0LsHL Ui Sleese GUIL
A5 Sleese dldld dd Hdd 52

(2) Microsoft outlook ui 516 s Ada dull 518 A5 S8d 518l
AU 52U

(3)=Microsoft outlook 1 uee 2l ccc.gtu@gmail.com u=

OHE 59, duy 2l HYd gtu_ccc@yahoo.com ul HisdL. AL,
519 §leL AU 52

(4) Microsoft outlook <l uee &l SLHULL A5 ALUADL LUl
HeM oldldl A dd abc@agmail.com 3y u: A 59 Sl
6Ale<s del test@yahoo.com u Hisdl.
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(1) Microsoft outlook <l uee 2l FA3ACLSUL Ul Slese
GHRal -

Open Microsoft Outloook —— File — contact
i

Post wn Ths Folder CirleShatn.
Foldg Corte Shne. g

‘& Sew<h Folse Cnde Sy = &
Ppecmr T acs Cord= S - A
Lortacy o Corte Shate . C
' o . Crbe @ Orerttso= st Corbe Shaine L
’ Epn e Cadthe S - X
- = e o= Came Snar - %
3 o Chgose Formm.
@ Ik E v
=) Sers Rars =

83 Alpesh Parmar - Contact C=EfEE]

i=| Alpesh Parmar - Contz

-1; View In
Click on idss==== k&4 (save and new ) 3i2d 2udd contact

save A3l A «d «H duidl Hie file wadl. aidl dd uia contact
Quil. 2L dd Tulldl -
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Contacts - Microsoft Outlook o [ ][=
Type a question for help -

i Fle Edit View Go Tools Actions Help

i
S Pat =
g [1z3)
fa Primary sch (=)
Current View i 9654678 E
—————————| Emal hetalS6@gmail.com )
Monapara, Priyanka [d]
fhri Malondha Primary School [e])
lobile: 9766543678 f
-mail privankags @gmail
armar, Alpesh
lalondha Primary School E
ile: 9275077864
i spsheniaeg., L)
-
tel, Aashish =B
ialondh Schaol
- 759 [m)
s @qmail [n)
tel, Kamlesh =
alondh ool [e]
le: 50 [a]
i 78 @gmi
=)
()
()
)
[w]
[ED
(=]
o D

(2) 95 Sleese oldld dd Avd 53

Click on MAIL <z ol 22883 5 click 531, click s2di
New Mail Message &uldl. d«l u click s2l. click sdlL

31 Untitled Message e |
i File Edit View Insert Format Tool le  Window Hel tion for help - x
$id5end | Accounts~ | - | W8 |4 ¢ B | ¥ |5 o Options. -
[ To.. | |
Wee | ]
4 | ;;,g Arial <o -|A - === |
ﬁ S l —
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Contact GHadl Hle

e e PR g O IRR LT [T e,

:=15end|| Accounts~ | (] - | & |2 ¥ B | ¥ =[] Options.. - | HTML

LU _Eﬂ 2L Contact GHdl 2 B.d«l u2 click s3l.
click s2dl
Select Mames @
Type Mame or Select from List: Show Mames from the:
| Contacts -
I Mame Display Name E-mail A
Aashish Patel Aashish Patel (zashis... aashic -
Alpesh Parmar (alpes... alpes
Hetal Makwana Hetal Makwana (hetal... hetal*
Kamlesh Patel Kamlesh Patel (kamles... kamle
Privanka Monapara Privanka Monapara (p... privar
] :
Message Redpients
EE |
[ > || |
| B> || |
[ o ][ conce |

21d, 6l Bulldl. dul a5 contact u: click s2l. @k olle TO 2
click s2di :-
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Message Redpisents

I_ To —= I |.l5\J sh Parmar {al sh.ranii> mail . com |
[ Cc —= ] | |
[ Boc -= ] | |

[ Adwanced

~]

212 6lle ok ul click s2l.

31 ccc materials - Message
i File Edit View Inset Format Tools Table MWindow Help
i i=3Send | Accounts~ | ] ~| [ 8|53 ¢ 8 | ¥ || ) Options.. ~ | HTML

(il To... | Alpesh Parmer (aipesh.rani12@amail.com) ]
Subject: | ccc materials ]
| s G| sl s cA-BruEl==EEEsEsf
HERE) -7 2 _[
hi,

é dHA 2L Hod UE cee + Az HIsald % dH- U] Heeu A9l LML,

“aow

Mail avuil.
click s2l.

< file/ photo attach szal i

|0 -

ilell UR

Insert File = =]
Look in: | [} cccpge image [l @ ~ca & < ~Tools ~—

I Mame = Drate Type >
My Recent [ IMIG-20150511 - WADDOT [E= IMIG-20150512 - WAD02S
Documents [E= IMIG-20150511 -WADDDS [E= IMIG-2015051 2 - WAD029
[= IMIG-20150511 -WADDDD [= IMIG-20150512 - WAD030
- =] IMIG-201 5051 2 - WADDLS =] IMIG-201 5051 2 - WAD031
[=] IMIG-201 50512 -WAD019 [=] IMIG-201 50512 - WAD032

Desktop

[=] IMIG-201 5051 2 -WADD20 [=] IMIG-201 5051 2 -WAD033
- [ IMIG-20150512-WWAa0021 [ IMIG-20150512-WAa0034
l h [E= IMIG-201 50512 -WAaD022 [E=] IMIG-20150512 - WAD035
My Documents | [=|IMG-20150512-WAO0023 [E= IMIG-20150512-WAD036
[E= IMIG-2015051 2 -WAD024 [E= IMIG-20150512 - WAD03T
- [=] IMIG-20150512 - WAD0D25 [=] IMIG-20150512 - W.AD03S
E&l [=] IMIG-201 50512 - WADD26 [=] IMIG-20150512 - WAD039
My Computer [=] IMIG-201 50512 -WADD2T [= IMIG-201 5051 2 - WA0040

. < | (1] ] >

File name: Ranae... t -

A < e I =] [ renc | [ _nsere [

e re=etipss A

A Fies =] »
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AHed wld wlddl,

(1A Ta... |.|5_.J@h Parmar (alpesh.rani 12 @gmail. com)

ice.. |

Subject: |::ccmateria|s

Attach... | (= IMG-20150511-WADD07.ipa (192 KB); (M7 cCcBOOK( 1), exe (11 MBY)|

= WE NINEENG N | ER Ao JJA-IB I DIES =22

:

Al OllE save s3l.==== g s51duq draft *ldl Ludl.

[ Inbox E® Alpesh Parmar (alpesh.r... cocc materials

L3 Unread Mail

o Fer Folow Lip

E Sent Items

[ Inbox in imap.gmail.co)

All Mail Folders

= 5% personal Folders
fa) Deleted Itermns
L7 Drafts [1]
| =" 1 T,

(3) Microsoft outlook 1 uee 2l ccec.gtu@gmail.com u2
PHA 52, dH% 2l Hod gtu_ccc@yahoo.com uR Hisdl.

{=4Send | Accounts~ | (| - | Ll & | =7 I I 4 |@-| ] Options... ~ | HTML
(i Ta... |ccc.gm@mail.mm

W ce... @um ccc@yahoo.com

Subject: |::ccmateria|

= e R N -0 - A-|B I U|E]

(4) Microsoft outlook <l uee @l SIUpL A5 AULHADL 2iLuUdl
HeM oldldl 2 dd abc@agmail.com 33U u: Ad 59 Sl
bHLY<s del test@yahoo.com u: Hisdl.
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@ invitation - Message EI@
File Edit View Inset Format Tools Table Window Help Type a question for help
{:=ASend | Accounts~ | I - |1 83 ! 8 | ¥ |5 ] Options.. - |HTML

[ To... |abc@mail.mm

v || L LI |

91712013

Dear Aashish,

Tomorrow is my birthday. | will have a party at my house in the evening.
Please come for the party. We will have fun. See you

Your lovingly,
Alpesh H

212 6lle mail save s?l.

U — 3 Reminder set 53..

(1) df elsuiell 3.15000 <l &udicd dldl B, ulils edl 8 ® 4
ule Microsoft outlook HL AuLH«s A2 53,

START — " M.S.OFFICE —" MICROSOFT OUTLOOK
Click on FILE (MENU) — NEW —— Appointment

-
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m Rs. 15000 - home loan hapta reminder - Appointment
o PP

i File Edit View Inset Format Tools Actions Help

: 1] Save and Close | < [ | £¥Recurrence... | = Invite

e

Atendess | ¢ B X] s -1 08

E1EES

Appointment Scheduling
Subject: 5000 - home loan hapta reminder

Lo |

| (oo |

[ava GHRAL Wi

Subject:

|F‘.5. 15000 - home loan hapta reminder

Location: |

8 audl dllsdal Hle
EulLIl —

| #¥ Recurrence... |

u2 click s2l. 3124 2ild ollst

Appeointment Recurrence

Appointment ime
Start: | 4:00 PM

=]

Recurrence pattern
i) Daily
7 Weekly

(=]

End: |4:30 FM | :I Duration: |3U minutes | :I
) Day IEI of every month(s)

@ The | first

El” Monday

@ Monthly

) Yearly

Range of recurrence

Start: | Fri 7/10/2015

(=] () Mo end date

@ End after: El OCCUMENCces

E” of every month(s)

© Endby:  |Mon 5/2/2016

[=]

| ok

] [ Cancel ] | Remove Recurrence |
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Ok uz click s2dl 2ild, ollsy Eulldl —

[=lf=]rE=]

Subject: . 15000 - home loan hapta reminder
Locaton: |veraval [=] Labek [D MNone V]

Recurrence:  Occurs the first Monday of every 1 mor 8/3/2015 until 5/2/2016 from 4:
Rs. 15000 - home loan hapta reminder

contacts... | | | [categores... | | | private

 Ble R Vow e
H Save and Close ﬁ ‘

Save and Close uz: click .. =+

(2) Microsoft outlook ueg &l 3:5000 recurring « AHLY<s2 A2
52l

START — > M.S.OFFICE — MICROSOFT OUTLOOK
Click on FILE (MENU) — NEW —— Appointment
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[ Rs. 5000 recurring account detail - Appointment =] =]

i File Edit View Insert Format Tools Actions Help
i |l Save and Close | < [} | A0 Recurrence.. | E]ﬂvheAﬂend:s‘ ? B |X|s -5 -|a}| @!

Appointment: Scheduling

|
[=] Label: [] none -

[ contacs... | | | [ categories... | | | erivate

[ana, GRRaL ni2
[ Save and Close | =4 Il | +_% Recurrence... | Invite Attendees | ¥ I |

Appointment | Scheduling

Subject: |Ft5. 5000 recurring account detail

Location: |m

| 4+ % Recurrence... |

[2uLdes2 HI2 u2 click 53, a12@ 2ld, ollsd Ll —

Appointment Recurrence @
Appointment time

st |s20m 2] oo [500m [<] Duatons [omewtes [5]

Recurrence pattern

() Daily () Day IEI of every manth(s)
) kl
ety @ The |ﬁr5t |E|||Tuesday |E|| of every manth(s)

@ Monthly

i) Yearly

Range of recurrence

Start: | Fri 7/10/2015 [+] © MNoenddate
(7 End after: E OCCUMTENCES
(7 End by: |TUE 5/3/2016 IEI
[ Ok ] [ Cancel ] | Remowve Recurrence |

Ok u2 click s2dl 2ld ol 2ulldl —

MADE BY :- A K.PARMAR

O A O e A R R e e e

Sl
E B Nl o



N N N N R R N R

=IEIE]

Subject: Rs. 5000 ri
Location:  |veraval [=] tebel: [ mone -

Recurrence:  Occurs the first Tuesday of every 1 mor 8/4/2015 from 5:30 PM to 6:00
Rs. 5000 recurring account detail

Contacts... | | | [ categoris... | | | prvate

 Ble R Vow e
!l Save and Close ﬁ ‘

Save and Close uz: click .. =——— 7+

(3) Microsoft outlook uet &l bank loan « AulE«s2 de 53

START — > M.S.OFFICE ~——" MICROSOFT OUTLOOK
Click on FILE (MENU) —— NEW —— Appointment
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[ Bank Loan Reminder - Appointment =] =]

i File Edit View Insert Format Tools Actions Help

i |l Save and Close | < [} | A0 Recurrence.. | E]ﬂvheAﬂend:s‘ ? B |X|s -5 -|a}| @!
s

Appointment | Scheduling

Subject: | Bank Loan Reminder |
Location: |veraval (=] tobe: [Tnene 8
wtine, iz [5] P,

et iy [3]

[ contacs... | | | [ categories... | | | erivate

[ava GHRAL Wi

Appointment I Scheduling |

Subject: | Bank Loan Reminder

Locaton: |m

| 4+ ¥ Recurrence... |

[RuLE«s2 Msdal HI2
EulLal —

u2 click 53, 2ed 2ild ollsd

Appointment Recurrence @
Appointment time

Stert end: |6:00 PM Duraton: |0 minutes [+

Recurrence pattern

(2) Daily () Day IEI of every manth(s)
2l @ The |semnd E”Friday |E|| of every manth(s)

(@ Monthly
i) Yearly
Range of recurrence
Start: | Fri 7/10/2015 [+] © Noenddate

(7 End after: IEI OCCUMTENCES

O Endby: | Fri4/8/2016 [~

[ OK ] [ Cancel ] |Remn:|ve Recurren-:e|

Ok u2 click s2dl 2ld ol 2ulldl —
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[ Bank Loan Reminder - Recurring Appointment =] =]

i File Edit View Inset Format Tools Actior Help
{ il Sove and Close | o | O3 Re \ﬁ dess| ¢ B X |- ool @ff
m

Subject: | Bank Loan Reminder |
Location: | veraval [=] tebel: [ mone -

Bank Loan Reminder

Contacts... | | | [ categoris... | | | prvate

: File Edit View Inser

. JQ Save and Cluseu _
Save and Close uz click s3.. =——+——— % calender 1l
Ad Bl —
i l‘ft}ﬁ e e der{ver i
afh

(4) df vl2zuildlil &2 Héld 3.5000 L &l @2l 8L, dedll didlv 10 o
AULYSR A2 52

START — > M.S.OFFICE — MICROSOFT OUTLOOK
Click on FILE (MENU) — NEW —— Appointment

Sctions  piey

-t

* 1) Poste Tha folder Cirdetham.S 2
. Foldg Corte Shine §
| Search Fodder Cae St 9
gt rrars CorteShat - A

J Loreac Corte Shat . C
Dusevdotsce Lt Cirle Shane L
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5 Re. 5000/- hapto, post account - Appointment
i File Edit View Inset Format Tools Actions

H Save and Close ﬁ 1 | A3 Recurrence... | E]ﬂvile

Help

Attendees | ¥ 5|}(|A.¢v|;;5\ﬂ

SE= |

[=] Labe: [D None

530 P
End time: |Fri 7/10/2015 [+] so0em [7]

Start time; Fri 7/10/2015 j M j [T All day event

[ contacts... | |

| [categories... | |

[ava GHRAL Wi

o WIth anoter appointneEnt om yowur dlendar.

Subject:

| Rs. 5000/- hapto , post account

Locaton:

[rer=val

2 Hl&ellell 10 Hl dlfluie, [Ru18=s2 Msdal HI2
click s31.4e@ 2ld 6l Eulldl —

Appointment Recurrence
Appointment time

Stert

Recurrence pattern

@ Day IEI of every month(s)

[=2]
End: Duration:

second E” Friday

|E|| of every monthi(s)

() Daily
(71 Weekly
) The |
(@ Monthly
(7 Yearly

Range of recurrence

Start: | Fri 7/10/2015

IEI @ Mo end date

(7 End after: IEI OCCUMTENCES
Sun 4/10/2015 B

(71 End by:

| ok

] [ Cancel ] |REI‘I‘ICI'-.-'E Recurren-:e|

@ Monthly |

Sl

@ Day IEI of every month{s)
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Ok uz click s2dl 2ild, ollsy Eulldl —

[ Rs. 5000/~ hapto, post account - Recurring Appeintment (=& =]

i file Edit View Insert Format Tools Actions Help

Attendees | 1 llxlé'*'H"a\(g!

i | Save and Close | < [ | v Recurrence... | 7 Invite
et

Subject:  |Rs. 5000/~ hapto , pot
Location: |veraval E‘ Lakge\:[DNone v]

Rs. 5000/- hapto , post account

contacts... | | | [categores... | | | private

! File Edit View Inser

) ﬂggaveandﬂuse“ﬂ l ~
Save and Close uz2 click s2.. =7+ % calender aiL
Ad Tuldl —
]
543 Bk LoanReminde () II?IT:G R, S0 - et st acount ()

M

ueel — 5 dil 2uulats udlatledl daidl s3I 6L L 210%9,%. 5
Aeleys [aua B, A% AsdLdlAdLl ubl udlell ® dHL eles «L ALEL dalR
53l important task <. red highlight s2.. Microsoft outlook
ol Hee dl.

START — > M.S.OFFICE — MICROSOFT OUTLOOK
Clickon Task —— rightclick —— New Click
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[IWARVIAN —a 0

& outlook red highlight.mpé - VLC media player [=le]=]

FASKS -

! File Edit View Go Tools Actions Help

EidiNew | 4 3 X | SDFind | ) Type 2 contact to find vg!
: ot | @ Back @) | (A H (& Simple List =

My Tasks
<] Tasks
Current View
New Task
® Simple List -
Detailed List Emange By M
Active Tasks Show Fields...
— "
_) Next Seven Days =i Group By...
A
Overdue Tasks 24 sort..
By Category Filter...
) Assignment Other Settings...
By Person Responsi <y AutoPreview
Completed Tasks Customize Current View...
00:20 0218
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4l Untitled - Task == =]
Eile Edit View [Insert Format Tools Actions Help
|l Saveand Close | & -5 % ([l | £0%Recurrence.. | ;2 Assign Task | 3%y % | X | & - + - |a% | @l
Task | Details |
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Due date: MNone [=] status; [Notstarted -]
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Task Details
Due in 7 days.
Subject: |English
Duedate: | Fri 7/17/2015 [=] status: [mProgress -

Startdate: | Fri 7/10/2015 [ =] Priarity: % Complete: |25% | %]
[V]Reminder: |Fri 7/17/2015 (] Owner: | sunita|

: Fle Edit View Inser

JQ Save and Close ﬁ ‘

Save and Close u2 click s3.. =+ % calender .
Ad Tulldl —

Tasks

0 ||5“t’jECt |Due Date

Click here to add a new Task

A e
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A oK - Task (= (@]

Be Edit  View Inset Format Tools Actions Help
AR ARSRRIEAN)

Duedate:  |Fri7/17/2015 [+] stts: [mProgess -

Startdster  |Fri 7/10/2015 [=] priority: [Normal ] % complete: [50% %]
[¥]Reminder: | Fri 7/17/2015 jl 8:00 AM jl Owner: |Suni13

contacts... | | | [ categories... | | | Brivate [
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: File Edit View Inser

JH Save and Close|| = ||

Save and Close uz: click s3l.. =————+t——— % calender 21\
Ad Eulldl —

[} [/ e DueDate

40 Fi 7117015

M) Engiish i 7/17/2015

| Aptitude - Task E@

Edit  View Inset Format Tools Actions Help

H§av andClose | _‘é I |ORecgrrence.‘.|@A§siggTask|\%-‘ w§|>( [ v|fﬁ|®!

Subject: [ Antitud
Due date: |Fri 7/17/2015 [+] status; [completed -
Start date: |Ffi 7/10/2015 |z| Priority: [H.lgh V] % Complete: E

Flreneer: [roms 7] ower: [Sunka

[ contects... | | | [categories... | | | rivate []
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Status: |Ecrm|:ﬂeted 'r|
Priority: ngh * | % Complete: |100% E

! File Edit View Inser

JQ Save and Close|| =4 |

Save and Close uz2 click s.. =——+—— % calender 21l
2d Bulldl —

MADE BY :- A K.PARMAR

O A O e A R R e e e

Sl
E B Nl o



N N N N R R N R

Tasks

[} [ Subject IDue Date
Click here to add a new Task

3 [ Aot PR A0S

70 Fri 7/17/2015

English Fri 7/17/2015

Find -
Address Book... Ctri+Shift+B

E-mail Accounts...

Customize...

Aptions...

1

_

AeA ld ol ULl —

Options 7 l==]
-mail
2 Cha thi ppe ce of messal d the w th handled
[ Junk E-mail ] [ E-mail Options. ]
Calend
% Customize the appearance of the Calendar.
[&F] Default reminder: | mmmmmmmm EI [Calendar Optons. ]
Tasks
Iz Change the appearance of tasks.
Reminder time: |8:00 A EI [ Task Options. .. ]
Contacts
3f Change default settings for contact and journal.
Motes
| Change the appearance of notes.
[ mote options... |
[ QK ] [ Cancel ] | Appl
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& -:—;'% Change the appearance of tasks.

Reminder time: |8:UUAM EI l Task Options. .. I

L e ]

%Hl Task Option uz click s2dl -

®

Task O =]
Task options

~« ° s I -
Completed task color: I -
ke pdated copies assigned tasks on my task list
Send status reports when assigned tasks are completed
=1 i ers tasks with due dates

[ ik | [ cancel |
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Task Options @
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VR __E
conpeted tosecoor: | -

Keep updated copies of assigned tasks on my task list
Send status reports when assigned tasks are completed

Set reminders on tasks with due dates

ok || cancel |

Ok u2 click s3l. 531 Ok u2 click s3l.
%ell 2ild calender i Bulsl —

[©] Tasks - Microsoft Outlook = =N
Type a question for help -
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