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RESUME PREPARATION
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BIO - DATA
NAME M. Divya
FATHER'S NAME P. Manohatan
MOTHER'S NAME M. Amutha
DATE OF BIRTH 22.08.1990
AGE 19
SEX Female
NATIONALITY Indian
RELIGION Hindu
QUALIFICATION B.Com.,
ADDRESS M-36, Polwe Colony,

Anna Nagar Post, Trchy - 26

PHONE NUMBER 9932464052
EXTRA CURRICULAR ACTIVITIES Sports, Reading Books
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Ex.: 2

LEAVE LETTER
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LEAVE LETTER

Trichy - 14,
20.12.2020

From
] DEEPA,
[BCA,
Centes for Differently Abled Persons,
BDU, Klajamalai campus,
Trichy - 24,

To
The Class Teacher,
IBCA,
Center for Differently Abled Persons,
BDU, Khajamala campus,
Teichy - 24.

Respected Sir,
1 am going to my brother's marsage on 24.12.2020 at Madura:. T am not able to
attend the class on that day. So I kuadly request Tou to grant me & leave for one day
(24:12.2000.
Thanking you

vouss fasthtully,
| DEEPA
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NEWS PAPER FORMAT
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Supreme Court lets
Delhi cops  deade
on  January 26
farmers' protest

New  Delhi  The
Supreme  Court  on
Monday left it to the
Defhi police to decsde
ea the ety &f
protesting farmers iato
the natonal capetal on
Repablic Day, 25 ot
heard the govemment's
plea seching an
injuncton against the
tractor rally planned for
January 26

Sticking to their
stand, the umon leaders
sad  the  protesting
farmers had 1
constitutional night to
take out their tractor
cally peacefully and sa:d
thousands  of people

will participate i the
event. The proposed
50-km “Fisan rally™ wall
be led by women-driven
tractors oa Quter Ring
Road and won't distupt
the day’s big parade on
Rajpatn.

Telangana postpones_
Covaxin roll-out
Hydermbad: A queckly
planned  tollout  of
Coragin, a Cowd-19
vaccine  munufactured
by the city-hased Bharat
Biotech, was on
A‘I‘O(ll‘h}' ﬂruu!,- qmu}.
palled back wthout 2oy
explanation by the State
heslth department
authonties,

become 2 matter of
pude for the state and
government, being a
‘Made in  Telangana’

VACCInE.

CM Jagan 10 meet
Amit Shah in Dellu
today

Vijavawada: Clael
Minister  Y$  Jagan

Mokan Reddy would
visit New Delhi to meet
Umon home minister
Amit Shah on Tuesday.

The CM will
hold discussions wath
Shah on matters Lke the
Amaravatt land  scam
wherein  top  pames
from the judicary are
sud to be involved
Sourcez 1n the CMO
said the AP goverament
had sent 3 request to
Shah for an
appountment to discass
on several issues, The
M would be
accompanied by Adv-
Genteral S, Stram
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Ex.:

MARK LIST PREPARATION
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i et e el = S B e oy :
;aﬁ - vl | }.A A.' ig = :‘éali .a v Gn.r: | €0 00 Cor%nal %t % ?wm' o sﬁ(& ﬂt ‘
e gp || ) o ] o o e Fomating s Tae - Syes | EIFomat | 2 Ftere sect
(|Clipboard ™ Font [ Alignment [ Number [ Styles Cells Editing
M14 O & ¥
wl_s c D E g 6 H J K E
1]
3
3
4 =
> ‘
6 | Reg.No.| NAME |MARK1MARK2/MARK3| TOTAL| AVG RESULT| GRADE
1| 101 |ARUN 96 89 95 280 | 93.33 |PASS DISTINCTION
8 | 102 |MANQJ 52 64 4 160 | 53.33 |PASS SECOND
9 | 103  |BALA 40 74 68 182 | 60.67 [PASS FIRST
10 104 |INAVIN 88 26 79 193 | 64.33 [FAIL NO GRADE
11 105 |PRAKASH| 77 58 88 223 | 7433 |PASS FIRST
12 ‘
W O» ] Sheet1  Sheet2 | Sheet3 /¥J 4 T m
Ready | [
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PAYBILL PREPARATION
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| 13 -0 K ¥
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DEDUC| GROSS | NET
4 NAME BASIC | DA HRA | CCA |ALLOW| PF LIC TAX | TION | PAY | PAY ||
5 E.NALINI 2800 280 56 28 364 84 56 28 168 | 3164 | 2996
6 M.VANMATHI | 4500 450 90 45 585 135 90 45 270 | 5085 | 4815
7 S.ANBU 8000 800 160 80 1040 240 160 80 480 9040 | 8560
8 N.PRABHU 15000 | 1500 300 150 1950 450 300 150 900 16950 | 16050
9 S.VANAJA 9000 900 180 90 1170 270 180 90 540 10170 | 9630
10
m
12
| — | 1 —1
144> W[ Sheet1 | Sheet2 <Sheet3 /¥J / [ M
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VARIOUS TYPES OF GRAPH
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Pie in 3-D Chart:
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IMPORTING DATA FROM NOTEPAD
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FORM CREATION
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Ex.: 11

CHANGING SLIDE LAYOUT
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Ex.: 12

WORKING WITH FONTS AND BULLETS
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Ex.: 13

INSERTING CLIPART
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Ex.: 14

APPLYING TRANSITION EFFECT
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Ex.: 15

APPLYING CUSTOM ANIMATION EFFECT
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COMPUTER COMPUTER

Compater - A Swart Machay
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A Compister s an electronte device
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@ Itis o personal computer
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