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ITC12012 – Document Preparation System 
 

Take Home Examination 
 

vy;yh tpdhf;fSf;Fk; tpilaspf;Ff 
 

; 
01. Microsoft ,d; gpd;tUk; nkd;nghUl;fspy; fhzg;gLk; rpwg;gk;rq;fis cjhuzq;fspd; 

%yk; tpsf;Ff. 
 

a. Microsoft SharePoint 

b. Microsoft OneDrive 

c. Office 365 

d. Microsoft Teams 

e. Microsoft Outlook 

(25 Gs;spfs;) 

   (nkhj;jk; 25 Gs;spfs;) 

02. Gpd;tUk; nraw;ghLfis Office 365 ,y; nraw;gLj;Jtjw;fhd gbKiwfis vOJf. 
 

a. Bar Chart xd;iw cUthf;Fjy;. 

b. Bookmark xd;iw ,izj;jy;. 

c. gf;f msit “Tabloid” Mf khw;Wjy;. 

d. Text Box xd;iw ,izj;jy;. 

e. Tracking xd;iw cUthf;Fjy;. 

f. Text Wrapping Page Break xd;iw Vw;gLj;jy;.  

g. Read Mode ,w;F khw;Wjy; 

h. Online ,ypUe;J Picture xd;iw ,izj;jy; 

i. Page Number xd;iw ePf;Fjy; 

j. Line Numbers ,ly; 

(25 Gs;spfs;) 

   (nkhj;jk; 25 Gs;spfs;) 

 



03. Mail Merge nraw;ghl;Lld; njhlu;Gila Kf;fpakhd gpuNahfq;fs; rpy fPNo 

jug;gl;Ls;sd. jug;gl;Ls;s tplaq;fis xOq;FKiwg;gLj;JtNjhL>  

cjhuznkhd;wpd; %yk; Mail Merge  ,d; gbKiwfis tpupthf Muha;f. 
 

• Rules 

• Highlight Merge Fields 

• Preview results 

• Finish & Merge 

• Start Mail Merge 

• Greeting Line 

• Select Recipients 

• Address Block 

• Check for Errors 

• Edit recipients 

 

(25 Gs;spfs;) 

   (nkhj;jk; 25 Gs;spfs;) 

 

04. Mtz jahupg;G Kiwikfspy; gad;gLj;jg;gLk; gpd;tUk; tplaq;fisg; gw;wp 
rpW Fwpg;G voJf. (gad;gLj;jg;gLk; Nehf;fk;> gbKiwfs;> rpwg;gk;rq;fs; 
Nghd;wd fl;lhakhf cs;slf;fg;gl Ntz;Lk;). 

 

a) Restrict Editing 

b) Resume Assistant 

c) Watermark 

d) Styles 

e) Breaks 

f) Table of Contents 

g) Citations & Bibliography  

h) Tracking 

i) Footnote 

j) Macros 

(25 Gs;spfs;) 

   (nkhj;jk; 25 Gs;spfs;) 

-------------------------------------------------------------------------------------------------------------------------- 


