e BrmE®

e®® s 915 8e®s R0,

Des3 8O ey RS ¢,

Des3 L3128 ® ®agmi0®n Do,

eCA®ES BB®rencs S8O,

»ede® n®,

CCADEO By DB 8w O] Oy [0,
@) B3 BB® e S BEE,
e C 830,

eCa» geenws GV,

3@ BT

8EAc O 2DeN@ R OGSO vB Oy ar.

(61 ©es wmwse )

@00 Red BEeE PRI COER I LB 8yds’ e W D
BenCeB@ 8853 92 (@0 ¢ ® e¢» GC 8 BmI». BEI CEERD ade®
G8 eGam wwtd 880 02 d »est)n®d 508 g8 »ibc ed. & amnd,

o 00BN 8 BE®rencs, .
o ©¢@Bus’ P BE® e B8 wwed B, 1%

o OB vy BB, &4

28 B8 eGam wwed B8O @deas O gr. IO @y L
B@oBs ©w0530m B gy ©; Yetd ® G BE 9 m’ﬁ.f»;k'
@. g0es eCEAD ®YONSS 0 © VR B @WILI OB

@ s Bgace acHsd S®sS,

“@® @10z & 88 e aends’ CGr®,” ¥ 9 cewned @riEsNda.

o08ed 08¢ »8® 8&es8 163



“emig g, I O © g@remed O © nRed andl CERBiem By, a8
gedIced @18 RIEemE @wigr OREH,” O ©wibdS.

"cefes 8o DU® 053 B, 8530 BReens »Os Refesmd, Dedl eRFow:s
@06 OBE eI B e, BRTEBHWO OB e WoI» VW 053
¢ ?"e® @y e POWE VR @I OB G O .

e®et OCemc Edmed & 880 mBnuns wewr B8 eGam YR O @wigd
©F) CRA® gm0 JD) DBV @Icens’ wmed 0 O D¢l B8O 0. B
SBBES cBewin 0 058 B8 eCam wwid Ble® & aud g B&I»0 8¢ Y
©OG ®ovcDr OHO0 ey WE® & PO BB @wIgy ®BH C8. ¢BL3 wwed
g G8 eCam»DE0 Dt s(EE 0 YO8 ¢ »ES B8 eCam 88pdis ece
»RBD OO BB O BRI OB, BDOB FOIHens Geens O OO
@ D00 Fwr ediBeme @8s we @0 v Da.

Feemed CEads 8OO ©® asd e Y sBomms & wseHr DRSS
@BIOBG CBWiens DD & YIS e 0® D DO DO e &rm. B3

e’ wBe® & D¢’ w1e® ®agrnni @wIg) OB VIR . e® BagEI®X
®8s3,

eCa® e B8O wy weedmdenc S8 (Creating and Editing)

B85350 S s’ S B88® (Insert objects)

8dB® ey B2 S8@ (Saving and retrieving)

@0 ¢ AR OB® w» Geems B8O (Print Preview and Printing)

@3es Bmvoss @y Drmden odde ewd® sy BN 88® (Spelling and

Grammar checking)

o ¢S eng® wy edmS DOm & edRDO yBuMwme B8® (Find and
replace)

o G §uo (Mal Merge)

B swegm® dests ¢ e gD,

6.1.1 O¢S cE® dago®

OB O¢53 e Be® ®acmrcn BBowis ¢S S ©®HaS ®age® FeE
@D A OB G G. VRS YYD wepr Bewe g (Freeand Open Source
Software-FOSS) g@ximbdicencs’ @om oS .

Des3 e® ®agiew BBuwi 0B ¢ @B gm0 0 @l
80805 0®® @i B8R D18 ¢J BEmd R o HB «.

164 e»08ea eR¢) 80 B8l



®agreved O BEs0¢ B

AbiWord Source Gear Corporation

FrameM aker Adobe Systems Incorporated
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File -New (Ctrl+N) —Blank Document
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File—New (Ctrl+N)—Text Document
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LibreOffice Writer - .odt

172 02980 edcr ©6@ 8&Hed



8wdd 4 -

eGarwe 98®
2 B853 wwtd WS BB S ©BI C¢
eCADE NOD ZEWIEHHEO BN S
e ¢80 MO B BwodB. gmdans ec ||
B0 O 8 ewed® w8verm FrdEw@O
IO, D@ Feso,

@® eewo...

File — Close em3cr ©s3s.

8wdd 5 -
©® e¢®o...
eGI®E B S3@ File —»Open (Ctrl+O)emdch ®x3w.
20 88 wlv@mmed o»l dm5 * Open eodog emoged Look in
@ MBS S G eeinds T Bomensl eCame  m(EIss
89> B8O 9O gdas OB a>. D B emidh ©sIH.
* oun »YVeDE eCADE @I
®B3.
o Open eaisn® PBE= mosis.
8wdd 6 -

eGame §d uvewa (Password) ewig oo 880.
e eCA®E 1038 w8 O HR OHO0 ewig O DS
E® ceow G vewss (Password) ewg® ¢. 0®s ewle®s3 edms

gewend ORed eEdms Do B8R0 e D7y a.

@® e3¢o...
Microsoft Word »® Bﬁl LibreOffice Writer @
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Word Processor

A word processor, or word processing program does exactly what the name
implies. It processes words. It aso processes paragraphs and entire papers.
Some examples of word processing programs include Microsoft Word, Word
perfect (Windows only), Apple Works (Mac only) and Open Office.org.
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6.3.1 8Q wogg® (Page Setup)
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What is a computer?

A computer is an electronic device that manipulates information
or data. It has the ability to store, retrieve and process data.

You can useacomputer to type documents, send email and browse
the Web. You can also use it to handle spreadsheets, accounting,
database management, presentations, games and more.
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What is a computer?

A computer is an electronic device that manipulates information or
data. It has the ability to store, retrieve and process data.

You can use a computer to type documents. send email and browse
the Web. You can also use it to handle spreadsheets, accounting,

database management, presentations, games and more.
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6.3.5 o8¢ »)e8® (Paragraph Formatting)

. DemEe 88® (Alignment) (S 6.15)

INTRODUCTION

Computer i an electronic device which

accepts data, processes and produces

desired information. 8

1 P
I'he com puter memory rerers to the storage

area of a computer where all the data and

memory is expressed in terms of bits and
bytes. The more memory a computer has,
the more memory it can store.

S _\ The storage capacity of the computer
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12

13

Computer is an electronic devicg
which accepts data, processes
and produces desired
information.

The computer memory refers to the ﬁ
storage area of a computer where all
the data and instructions are stored.

———

The storage capacity of the computer memor
is expressed in terms of bits and bytes. The more memory|
a computer has, the more memory it can store.
r Computer hardware is the collection of physical elements|
that constitutes a computer system.

Computer hardware refers to the physical
parts or components of a computer such as

14

11

\ the monitor, mouse, keyboard,

178 e»8ea eR¢ 80 B8&Fed

15

Computer hardware is the collection of physical elements
that constitutes a computer system. Computer hardware
refers to the physical parts or components of a computer
such as the monitor, mouse, keyboard, computer data
storage, hard drive disk (HDD) etc...

Software is any set of machine-readable instructions
that directs a computer's processor to perform specific
operations. A combination of hardware and software
forms a
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What is a computer?

A computer is an electronic device that
manipulates information or data. It has the
ability to store, retrieve, and process data.

02902 ®
You can use a computer to type S 4
document, send email, and browse the
web.

You can also use it to handle spreadsheets,
accounting database, management,
presentations, games, and more.
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What is a computer?

A computer is an electronic device that
manipulates information or
data. It has the ability BT

. owss 5

to store, retrieve,

and process data.

You can use a computer to type documents
send email and brows the Web.
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lecsranit Waste Dispocar

lectronic waste (E - waste): what is it

and how do we get rid of it ?

This term applies to consumer and
business electronic equipment that is near or
at the end of its useful life There is no clear
definition for electronic waste (e - waste) at
this time, but if you can plug it in an electrical

E-WASTE

outlet or it contains circuit boards or
chips, it is most likely e - waste. These
products can contain heavy metals like
cadmium, lead, copper, and chromium
that can contaminate the environment Do
NOT dispose of these items in the trash or
your recycling bins.

Examples of electronic waste include, but not limited to :

* TVs, computer monitors, Printers, Scanners, Keyboards, mice, cables, circuit boards,

lamps, clocks, flashlight, calculators, phones, answering machines, digital / video

cameras, radios, VCRs, DVD players, MP3 and CD players.

Kitchen equipment (toasters, coffee makers, microwave evens)
Laboratory equipment (hot plates, microscopes, calorimeters)
Broken computer monitors, television tubes (CRTSs)

Student E - waste Recycling Options

W W W W W W w md

Any laboratory equipment that has the
possibility of being contaminated with
chemical, biological,
substances must be cleared through EH&S
and Departmental Facilities Office before
disposal.

or radioactive

If you live on - campus you can dispose of
your electronic waste easity and conveniently
by creating a Fix It Ticket or contacting your
college maintenance office.

If you live off - campus, learn more about the
Sants Cruz County electronic waste disposal
program:

Additional information on disposal / recycling of e - waste and other
regulated items can be found in all college mailrooms, Graduate
Student Housing Mailroom and the Village Laundry Community room.
Multibins are blue cabinets built to collect batteries, small electronics,
printer cartideges, and CDs. They are located in every college mailroom.
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Cloud computing is the ddivery of compulting serviees over the Internet.
Cloud services allow individuals and businesses to use software and
hardware that are managed by thind parties at remote locations.
Examples of doud services include online file storage, sodal networking
sites, webmail, and online business applications.

The doud computing model allows access to information and computer
resources from anywhere that a network connection is available. Cloud
compuling provides a shared pool of resources, incduding data storage

space, networks, computer processing power, and spedialized corporate
and user applications.
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e computing - camputing
* network - natwork
* promises - pPrommises
* resource - resourses
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4. 20> e©d® (FiNd) w®»eam® 98 26 vom & arf 00 ewissis.
webmail, information, storage
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« Expensive - luxurious
« Connection - relation
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. 8wdo 4.

. 8wdo 5.
. 8wdo 6.

. 8wdo 7.

. 8wdo 8.
. 8wdo 9.

*e51.09. @80 gIBD OB 3¢ (B A v »® Use Existing list emiczix.

. 8wdo 10.

. 8wdo 11.

. 8wdo 12.
. 8wdo 13.
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Microsoft Word e¢wo..........

Mailing 855 emic=ssx.

Start Mail Merge — Lelter emicsiz.

¢S yedw (Data Source) St@iess 880 evld emids ©15® wewo....
Select Recipient —Type New List emicsiz.

New addressList »geed a8 Sedy Customize =583 88

0853 eEAHGO BEen® GDIcBd e WOBIB). OV,

a Add (»9 Sedpos wen)
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005890 0 OK BE 3 m3es’ »osim.
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a 230 B8» we® (More)
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e3¢y @88 e0medm® 3 Next ewd OK BB »osiw.
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®BI®.

e3¢y @88 e0medm® 0 Next ewd OK BB »osiw.

eE Oy Sedy O 88@ (Insert Merge Field).
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LibreOffice Writer ecwo.........

8wdd 1. Tool — Mailing Wizard emic=ssz.

8wdd 2. Select Starting document — Use the current document — Next em3csiz.

8idJ 3. Select the document type — Letter — Next 88> 8edn® (AddressList)
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8wdd 18.  Save, Print or send document 802 880000 mz3es B8O wepa e
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Title> <First Name> <Last Name>

Computer Resource Centre|
Senkadagaa|
28.04.2014 ,

<AddressLine 1>
<Address Line 2»

Teacher Parent Interact day I

Please take this opportunity to discuss the progress of your child |
<child’'s Name> by meeting the class teacher on «Date> at <Time» |

at the classroom.
Principal

B0m0m® deses 10

D16 G0 »8m WOBID. ¢t Ywds/ E8» i8&n® (Data Source /

AddressList) ecp s D9ed8 ezl @18 @imicned ¢t ecom DO @e®o
3D GURES DOBIB.

. . Child- .
Title| First Name | Last Name |Address1 |Address 2 Name Date Time
Mr. | Chaminda | Sampath |Pelawaththa|Battaramulla| Yawaha [26.06.2014/9.00 am
Mrs. |Pushparani |Chandrabose|Mattakkuliygd Colombo Derwin  |26.06.2014/9.30 am
Mr. | Mohamed Amith Hill Street | Dehiwala | Sharmila 6.06.2014/10.00 am|
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