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Ql)

Answer all questicns

l. Create a fbider on the clesktop and name it ivith your nndex mnamlher'

2. Create a sub fol<jer called "Exalrl" inside your-index numbered folder'

3. Create lour sttb fblders as "Word", "Excel"' "Fow'erPoint" and "Aceess" rvithin thc

, create a Dbcument' as shorun be lorv attd savc it as

"\Vord". lnseLt your{rtdex Nutnber as }-leader'
!

folder ''Exarn'^.

4. By using "MS Word ?007"

"Wold.clocx" insidc the foldcr

0 Slcills

a. Managernent skiiis

''k Budsetiner' '* Performance cvaluatiotr

x T'raining

b. l,eadership skills
* N4otivatiotr
,t Coacfrilig
*, Counseling

c. People skilis
* Comtnunicationsl<ills
* Relationship skills

il) Roles

a. lnterpersonal

b. Decisional

c. lnfbrmational

l
,.1

sf
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4. Mitigation

Freparedness

'i" R.esponse

"1" Recoven,

efforts to reduce hazards or

its im IS

etlorts to prepare
haEtrd "

ac$ron:; iaken to respond to

an erTletgeilc)/

aciions tal<en to restore ths
conlrnLrnitv to prc-disaster

] conclitiorr r-- - : ----:- " t,
t. ,i

available resollrct: s efliciently and
eflectir,eiy Managernent comprises
planning, crg{anizing, staffing" leading or
directing. and corrtrolling an organiza.tion or

purpose of' accornplishing i

n

Four grhases ct' Fi mergenc_l
Mlrnagcnlcni

ryffiffiffiffiffiffiffiffiffiW

anagernefit is the act of getring
people together .to acconrplish
desilecl goals and obicctives Lrsing

effbrt ior Lhe

goal.
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By using "Ms Excel 2007",creare a r.vorkbnok as shor,vn b"r;;-*irq$ypgt.,.fib#d"ti,1""r,

--.--

Index Number \ Exam\ Excel\ ABS.xlsx',

ig ^r,,** !iut,,* **[n;::::nffriff*i:J#[:x- wi*rout $a,*ry rotar rn**m*
t'r{r.Rahuvaran $uren Barticator t0,irjD tr0 l1,gC{ 0l
Mr.N8d.*iliah Thushr -Ampar;r l:,tl$l ftfl li,:t0 00
Mrss Shiy*mali Surr,Jai Ban;crlr,r 15 llll itr-l B i5t.0l
h4r AIer \,/;sva Drlsrnlrc :!.5mi l:hl 

"..ilql [r;M'ss linesh Pngash Arnp;,r 3.500.00 tfl,idq: L[

Insert a nera'column with name *Name with Initials" which is between the columns
"Full Name" and "District" and fill it like as Mr. R.Suren (by using suitable
function)

Fill the column "Tax for incorne without salary" according ro the follorving rable

Income without salan Tax for income w.iihout salarv
Less than 5,000 3Yo in Incofire w.ithsut sala
5,000 to 9,999 5olo Income without salarv
10,000 ta 14,ggg l0o/o Income rvithott salary
Greater than i 5"000 l50% Income without sala

i.

Salary

IV. Sf"t"tt the column Chart o,Full Name,, Vs ,,Total salary,,

Q3)

By using Microsoft Access 2007, Create a new database cailed "Cataiog.accr]b" and save it in
"Desktop\ Your Index Nun-rber \ Exam\ Access,'.

a) Create a table "CD Catalog" with the fietds as shown in the table helow ancl InpLrt the
records. Define the Primary Key for the table.

ID Title Artist Country Price
10i Empire Bob USA 200.00
ta2 Hide your heart Bonnie iJK 100.00
103 Createst Hits Dollv tJSA 250.00
104 Black angel Savage Rose London 2s0.00
105 Private Dancer Tina UK r50.00

Compute Total Income where, Total
Tax for income without Salary

Income:Salarv +
l"

\

1
Incofie withoutt

s{
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b) Create Queries,to retrieve the following information from the database.

1) Display ID, Title and Artist of the CDs and save it as'"Queryl".

2) Display Title, Artist and Country of the CDs whose price is more than or equal
to Rs 200.00 and save it as "Query2".

3) Display ID and Title for CDs whose Country is ;'UrK" or "London" and save ii

as "Query3".

4) Display Title of the CDs whose Artist names start with "B" and save it ar

"Query4".

5) Display Title of the CDs u,hose Title with the length of 6 digits and save ir as

"Query5".

c) Create a Report to display CDs' ID, Title and Artist and save it as "CD Details".

Q4)

By using "Ms PowerPoint 2007", create a presentation rvith the following 5 slides. And save

it as "Desktop\ Your Index Number \Exam\ PowerPoint\ Q4pptx"

1. Type your lndex number in the First slide.
2, Add one Clip Art to the second slide,
3. Add animation effects 1o the titles and text in each slide,
4. Add transition effect between slides.

.t
' r{

ffixnagern.* r"r{ vs ile*$ * r"**{ g:

.tha,r* $d?fi.* (hei'*{$.*:f,isxr{5. hu{ **qh r,: tjrc
$;par l*.

. S.[:Af!*StFfitst. dlF6tdin$l.rs: ?{ i*r',**}!, s\x!*}Lii,
t€r:lx :rr#r{s$. ,}n$ f<*sncit* f***6air*5. se*it€i fo{
;H: ,#lidfi6talfrv! r,.$ .i*,:i{ $ dt *r"}itl

- l*:*rJertli;,&' prcrep: :-! ,g*.,* eS, dliedtin5 +,-..*
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