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Create a folder on desktop and name it your symbol no. Save all of your files inside that folder.
Group A
qUTE T3eT office AT Customer Record T Payment Record Ta®aTas 19 HHATLI gAgdl
MS Access STIRT T TeAHT HIHEE Mg €|
1. Create Database — 1 Mark
Office Record.accdb ATHHT 74T MS Access Database T3 a4
2. Create Table — 3 Marks
Customer Record '_'|'|T|7ﬁ' Table a_"rl_'g' ﬁ'ﬁ' Field Tl’g@_{:[i
Field Name  Data Type °
Customer_ID  AutoNumber
Customer_Name Short Text

Address Short Text
Mobile_No Short Text
Service Short Text
Amount Currency

Payment_Status Short Text
Date Date/Time

Customer ID KIS Primary Key a'ﬂ'l'gf[@—ﬂ'l
o HEIAT 10 FET customer records enter Tz &
3. Create Query — 2 Marks
e gEaer Query TIT TR H:
a. Unpaid Customer Query:
Payment Status = "Unpaid" WU customer AT c@T3I2TH|
b. High Amount Query:

Amount > Rs. 5000 WUHT customer AT I@T3a

4. Create Form — 2 Marks

Customer Record Table T AT Customer Entry Form T3T g€, STHaTe 741 customer T record
Add, Edit T View T FIHIT]

5. Create Report — 2 Marks

Customer Report ATHAI Report T3T ¥, ST
Customer Name | Mobile No. | Service | Amount | Payment Status

<f&e T Print Preview S&qd g
Group B
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quTE w3eT office AT Photo Editing T Document Design T FTH I F#H=T< gdg-=| Adobe Photoshop

TN T A weiEE el
1. Passport Size Photo — 5 Marks

et AT T T

« Photo Crop Tz !

« Background g2TS FHT/394H background TR (|
« Passport-size photo T T |

« SMALTF brightness/contrast TS TR M|
T3¢ A4 page AT ST HEATHT passport photos TTEE |
2. Offlce ID Card Design — 5 Marks
Office FHATI®T ATHT W3eT Professional 1D Card T3 T2 4

ID Card T f9%r A== g
« Office Name
Employee Photo
Employee Name
Employee ID
Designation
Contact Number
Office Address
. Logo
Design #T< professional T print-ready aATSI2 (|
3. Office Notice / Advertisement — 5 Marks

T office/service FT ATHT T3eT A4 Size Notice/Advertisement TITX T |
IETEI:

“Computer Training / Printing / Photocopy / Online Service Available”
JHHT:

Heading

Relevant image

Services

Contact Number

Address

Simple professional design

TR
4. Image & Document Editing — 3 Marks
Tz uaT image/document 9T
« Unwanted portion Crop Tzl
o AEALTH ANTHT Text LR
« Brightness/Contrast aT Color Correction g |
5. File Saving & Export —2 Marks
TATE TR FTH:
« Editable file @< PSD format |T Save Tz
« Final design @< JPG/PDF format |T Export |
o File @2 3f=@ AT AU Save T
Group C
dqTE T3eT Computer Training Institute AT Web Designer &t ®THT &TH & gdgral HTML ST 3T
32T Basic Home Page T3TX T2 € ¥ |Isl page AT Student Admission Form s9T3 184l

File &S index.html ATHAT Save T Browser AT TATUL S@TSR 4

1. Home Page Design — 4 Marks
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Home Page AT 951 312 T@R 4

« Institute Name
e Short Tagline
e Welcome Message

o Institute T Frar aR==

o TEIHAT 4 F2T Courses/Services FT AT
o Contact Address
o Mobhile Number

o T3 Institute TFIEIT Image
2. Admission Form — 5 Marks
Home Page #T Student Admission Form T3 g 4|

Form #T f9% Field Trg2 4

Student Name
Father's/Mother's Name
Date of Birth

Gender — Male / Female / Other
Address

Mobile Number

Email

Qualification

Select Course — Dropdown
Upload Photo

Message / Remarks

Submit Button

Reset Button

3. File Saving & Browser Output — 1 Mark

« File TS index.ntml ATHHAT Save T2

» Browser |T successfully run T @13+
o ol

« Form =T layout T ¥ Zaedd gava|

Group D
qUTE U3 office AT FTALT FHAT ggral aaal F1Ag® Internet T E-mail STRT T 1T Tz 4|

1. Professional E-mail Compose — 4 Marks

AT Gmail account SRIRT T W32T professional office email T T

Situation:

TUTE! office & W3eT important document 3T office AT TSI

Email |T:

« Appropriate To address TR
« 3T Subject ATHR
« Professional message A&zl
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o 32T document/file Attachment T TaTSI= 4
o MELTH WU CC/BCC FT TN T4

2. Internet Search — 2 Marks

Google/Internet ST T ST course AT office work FFad Fef 3Ta9d information &S (|

ISR
“MS Excel office AT SRT § T functions”

ATEUHT sraed information T §&X 3 points 7T T4
3. File Download & Upload — 2 Marks

Internet e T3eT PDF file download T 0ffice Work folder AT Save g || AT Google Drive AT upload ¥t

AT

4. E-mail Management — 2 Marks

Gmail #T:

o T3 received email @eg 4|
« EET attachment download g™

« Email @< Reply g
o MALTF email ATE Star 3T Label T2

****Best Of Luck****
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