
dlprbgu uebecnzu& epotb, $lan
66rD6u aon&enryu f utb

goponrb orqgu6, $trycnurunrb gornrrcrmru ufr-
goo.reir Ogngleil g r-u rb nS 91 tb Glp nuryu nl-eir 5[lp cur

CCL20L- flntroduction to IT and Communication skills)

C|eucirgOcurg urfunne Ogn1g$l 1 {Practical Exam Group 1)

pbarn ollcinn6oqg6lgrb oJlcinl gt55 Gpry6' z norofl$gflunorb

)

I.

II.

i
F

t

c-rilo6iT oeuuroflujleu c gtei;a.l5l D drive(oJ6-otrll) gl6b e-nloeh aL-qeu$s$eog

cluurJnod Glsncomu s-6'DD (folder) 8)6^0,rnnD e-15elr619o.

aur4a:6o$olp Gluu-LrJno& Clsn6r0rl- e-6-rrfl)(folder) uJlgl6iT flcmei:qqLb + Sanen

L6'DE (sub folder) 56-0.16'Ir e-qSeiLnti1gs.

i. "ABC"
ii. "DEF"
iii. "xYZ"
iv. "ARTSl"

oJlcrnn II.i gl6b e-gern$6lu-t Scoen

€ttledu$loz; dlroen e-6-op (sub folder)

i. *NAME1'

ii. "NAME2"
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sd-oGTT e-qqeiLn&1go.

gfl uGur- $' (Note pad) Glro elrQu n15 ofl eb rll anel6 rb oIlL- u-l tfu san en u$l e,l

Oeug arqzu&s e-6op(folder) uJlgl6iT :;s L6i$(ge.

s-fuoeh ecmoflnJlcrn

i. $tuSo goen'rpeinLoullnn Quu-tt1

ii. $uti;s glanpcoroulleil fltln$$lu-ttb,QLon5fl (Region and Language)

aonucog axnnuelgsannn eiLgfl. (gtbLlrt(g$ GpilLb onr--$o;

iii. $tiri;e goeopnnLoulleil $r;s6'lu.r gglu5L-ou mnpEelppqg

r5lryG u:n6l 6o Geilnimrq uJ oll or s u u a; co o u-Tl em s rerll o 6iT.

iv. C ,D ercolrlq (drive) 45sluel-n1f16-6r 6'l6ofitrcx5 g{6nol.

6$ryrb, gl SGeneumLb, euL- L- Lb, Gl u ors.| ei-rGon@, ei:m6fi Gor@ e56l u-Lor g-eiren

4onnn$olg Microsoft Paint u-Tleil gurflpgl alqa-lSs e-eolp(folder; uflgteit

GcrOBgo.

crllann iv,v $ei.l e-Gh6n qgeiLeuu.rrfuseu'ren Llry$G'lrJG'9Sj rporpGu *NAMEI",

"NAME2- aonp z-anpooflguefi Geu6l6gs.
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Lotus 1-2-3 Release 8

Word Pro

Freelance Graphics 97

Organi.zer

Approach 97
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Quattro Pro 8.0

WordPerfect 8.0

Presentations

Envoy

InfoCentral

GroupWise

16 bit

16 bit

16 bit

16 bit

16 bit

16 bit

Perfect Oflice

32bir

32bit

32bit

32bit

32bit

Lotus
Corporation

SmartSuite 97

an



e3) tprionLtqLrolnDt Ll$lu

6'rgllb Ouutfleil Gedl$ooltb.

D

1 Manufacturing

1.1. Processing

1.1.1. Tea

1.1.2. Rubber

1.1.3. Coconut

1.2. Factory lndustry

1.3. Cottage lndustry

2. Electricity, Gas and Water

2.1. Electricity

2.2. Gas

2.3. Water

3. Construction

3.1. Government

3.1.i. Business

3.I.2. Education

3.1.3. Health

3.2. Private
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"Travel" 6'r6TrD Pto] (p6Drjl gnnolgl

Best Travel 235-A Victoria
Street

Bugis illage Singapore Singapore 3393378 3392278

Century
Holidays

101 Upper
Cross St

#03-68

People's Park

center
Si nga pore Singapore s345788 5380358 Saily'

Century Travel
Service

Block 531 Upper Cross

St,

f01-57

Singapore Singapore 2978932 2978933 Kennr

Framosa

holiday Tour
6001 Beach

Road
#01-52

Golden Mile
Tower

Singapore Singapore 2965288 2964988 Eric K

Kent

Holidays(S)

101 Upper
Cross St

#ol-22

People's Park

Center

Singapore Singapore s341033 5345622 Eileen

Newly Tours l,Coleman
Street
#81-33

The Adelphi Singapore Singapore 3347318 3347319 Ng lil

Newsman
Travel

100 Orchard
road
#c2-39

Meridian
Shopping
Center

Singapore Singapore 2247433 22279L5 Natha

P& O Travel 10 Anson
Rd,#26-05

lnternationa I

plaza

Singa pore Singapore 5356686 5324976 Wong

Shan

Wing Tours #03-
63,People's
Pa rk Center

Singapore Singapore 28s4577 5248966 Lee cl
Knee

Group I

LL



II. t5! pryuuuL- o4ggnnp,st@66i)
e-uGur8$gJ e-(DoJrt8, "mail"

Fax Transmission

$tcoeumuq (Mail merge) eue$l

61 66tD Quu-rfleb Gedldllgo.

III.

# of Pases: 7

Regardins Visitins from Phuket, Thailand

Dear<<Manager>>,

I am planning to be in Singapore between on the 2.od and 5tr

Of May. I would very much appreciate a brief meeting with you.

Phuket and our properfy, and discuss any political business opportunities between
<<TravAgnt>>and our hotel.

Thank you so much for your time and I look forward to seeing you in Singapore.

Sincerely,

Suman Pitsokai,

Director sales& marketing.

GroSp ryuur- r- p ryol ClD al ril6 (@ $tO 6Jpu eS eil6mT$0gng$l rou.r e- 19 orn66l,

"mailmerge" 6I6tTp Qurufleil Gedl$go.

To: <<TravAsnt>> From: Suman Pilsokai
<<Add1>> Phuket Sunset Inn
<<Addz>> Fax#: 78-61.2774

Fax#: <<Fax>> Date: December 17,1999
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