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MS-CIT Center

lnauguration




Inauguration Ceremony

Word Processing

Objective: To decorate a Notice Board Activity 1
Tips:

* Insert page border

* Insert shapes--- banners

Insert clip art

Type text

Change the fonts size , alighment
Change the colour and font

Give print

[}

e

"= PRAYAS

Computer Institute

Decorate the

notice board

Be a part of Revolution!

Friday 1st May 2009, at 11.00 am |,
At !
Sector 2, Nerul (Navi Mumbai) h
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Inauguration Ceremony

Word Processing

Objective: To prepare an invitation card Activity 1a
Tips:

e Change the page orientation

* Insert page border

e Change the page colour

* Insert WordArt

* Insert clip art

e Change the colour of clip art

* Type text

e Change the fonts size , text alignment
e Change the colour and font

* Give print

FrRAlAY

Your Future is Our Concern!

Vou are cordially invited for Inauguration Ceremony of MS-CIT center

Be a part of Revolution!

Friday 1st May 2009, at 11.00 am
At
Sector 2, Nerul (Navi Mumbai)

Prepare an

invitation card

BRI DRI BRI
O I I I R SR SO S D VNIV VNN 8D
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Inauguration Ceremony

Word Processing

Objective: To prepare an envelop using mail merge for invitation Activity 2
Tips:

e Click on ‘Mailings’ menu
e Click on ‘Envelops’

e Click on ‘Options’ Prepare an envelop
e Apply font for ‘Delivery address’ and “Return Address’
* In ‘Printing Option’ click on ‘Face Up’

Thane

 Click on ‘ok’ ) “f" TR ewew e
* Click on ‘Add a document’ R —T Al

e Click on ‘Start a mail merge’ = | E_
 Click on ‘Step by step mail merge wizard’

* In ‘Select document type’ click on ‘Letters’ T

* Click on ‘Starting document’ : e Dops Chogale

* Click on ‘Select recipient’
e Click on ‘“Type a new list’

® CIiCk On lcreate’ 7 Prayas Computer Institute
. . Sector 2, Merul
* Insert merge field | e Vit

e Click on ‘Preview Results’
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Inauguration Ceremony

Word Processing

jecti ' Activity 2
Objective: To print the envelops ctivity 2a
Tips:

e Click on ‘Print’
* Insert a envelop with face up in the printer

To

Ws Deepa Ghogale
MWKCL
Thane

Print an envelop

Frayas Computer Institute
Sector 2, Merul
Mawi Wumbai
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MS-CIT Course

Word Processing

Objective: To prepare a leaflet for MS-CIT course Activity 3
Tips:
* Change the page colour

* Insert Clip art ’ _
 Change the colour of clip art Make the right choice,

* Insert WordArt | Hit the right key!
* |nsert text box -

* Type text

* Change the font size, text alignment
* Change the colour and font

* Insert shapes

e Change the colour of shapes

* Insert banner e ——

With Windows Vista &_[ﬂ_%ﬂﬂice 2007

The MaharashtraState Certificate in Information Technology iMS-CIT) is an introductory
course in Infarmation technology.

The 132 hours course includes theory as well ashandson practicein lab. The course
comes alongwith excellent study material and empowerad by Learning Managameant
System with rich voiceover, interactive sessions, question bankand self examination
tool.

This course comprises:

Prepare a Ieaflet * Readingand understandinga highlyillustrated bookfortheory concepts

* Elearningbased self-learning sessions through MHKCL's e-learningframewaork ERA
* Hans-on practice sessions
After completingthis course, you are expectedto

emerge as a confident and versatilze user of
Infarmation Technology.
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MS-CIT Course

Word Processing

Objective: To prepare a calendar for MS-CIT course Activity 3a

Tips:
e |nsert a table Prepare MS-CIT
* Add rows and columns calendar
e Select a table design
* |nsert picture ey 31 3 10 17 24
* Insert Word art a o 1 I
Practical -Waord [Practical: Spreadsheet || Practical: Datsbase || Practical
Pracessing: Using Mail Managing a IManagzmant Persanal
L4 Inse rt text bOX Man Merze arkbaa b Systems Infarmation
Overview , Creating || Manager:
a batabase Using the Odd ress
* Type text Boc
. . 5 12 19 26
e Change the font size , text alignment | — pracict st || Prcrica
s Presentation Kanagzment Personal
Tue gz Graphics: Overvewaf || Systams information
O Change the COIour and font ::r;l::,n\\‘ord Presentation Graphics || Craatinga Database || Manager:
Intreduction to Uzing Dutkokfo
° Apply borders to table e Prasentition Gmphicz Bl
[ 13 20 7
Practical: Spreadshest || Practical: Practical: Database || Theory: &l Sbout
Wed Dverview of Eacel [Presentation Managzment Computers
Craating and Graphics: Modifying || Systams Intreduction to
Editing and Refininga Medifyinga Table . || Computers
Frasentation Sorting Pecords
7 14 21 28
Practical: Spreadsheet || Practical: Practical: Database || Theory: 81l About
Creating and Presentation Manag=ment Computers
Thu Ed iting Graphics Systems Introduction to
Madfying and Cneries and Computers
Pefining a Peports . Protecting
Presentation the Database
1 8 15 22 29
Practical: Practical: Spreadsheset || Practical: Practical: Parsonal || Theory: 81l About
) Wiord Processing: Using Charts Presentation linformation Computers
Fri Uszing Lelel itie na | Graphics Flanagar Intraduction to
‘Wenl Features Using Sevancexd Getting st rted Computers
Presentation with Duthak
Faatures
2 9 1e 23 30
Practiosl: Word Intarim Parformancs Intarim Performancs Inba rimy Inbarim
Sat Processing: Tast(IPT) 1 : Windoas || Tast(IPT) Tast 2 : Performance Tast Parformance Test
Changing the -3 -1 Miroseft Weord 207 || (IPT) Test3 : (IPT) Testd :
DiEphyofthe Micresoft Excel Mimsoft
Document 2007 PovwerPoint 2007
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Bio- Data




Word Processing

Objective: To create Bio-data in the table Activity 1

Tips:
Insert a table
Add rows and columns

Change the row colour _

]
g tho s
Change the font size and font colour o8

Windows¥XP/ Vista,

Yisual Basict.0/5.0,
[M5-50L5emnver(7.0),

Oracle s,

[1s-Office 2007,

ASP, G, C+=  MET, JavaSoript
Epeiemesummary | |
Overtwoyears experienceinthelnformation
Technology Field

languageskoown | |
: | T T TR
Create a Bio-datain flomessim |

table I T
Addess | ]
204, sai-sagar Appt, Plot 10, Sector 12, Navi
Mumlbai- 400703

Coethmber |
I (7

L —

Apply bullets
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Objective: To insert excel table in Bio-data for ‘Education’

Tips:
* Click on ‘Insert’ menu

Click on drop box of ‘Table’
Click on ‘Excel Spreadsheet’
Type the text

Change the text alignment
Apply borders

Insert excel

23 April 2009

table

Word Processing

Activity 1a

. r |

Education

Name of

 Examination University Year Marks Grade

Gowt. College of

Bachelor of Engineering,

Engineering [Amravati, M5) | Jun-55 EEES First Class

H.5.C Amravati Board | Jun-85 TEHE D sti nction

5.5.C Amravati Board Di sti nction

Windows ¥P / Vista,
Visual Basic&.0/5.0,
MES-50L5erven7.0),
Oraces.0,
IM5-Office 2007,
ASP,C, T+  MET, Java Script

Experiencesummary | |
|:| Overtwoyears experienceinthe InformationTechnology Field,

Languages Known
[ | English,Hindi, Marathi

204 sai-sagar Appt, Plotl0 Sector L2, Mavi Mumbai- 400 703

022-27883456, 8533445566

A " -—-—l
rahulk@ rediffrmail. com

A

- 1
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My ldentity

Word Processing

Activity 2

Objective: To scan a photo and signature to insert in Bio-data

Tips:

Double click on scanner document reviewer
Click on ‘Scan’ icon

Select ‘Colour’

Click on ‘Scan’

Click on ‘Accept’

Stan Baslc Advanced OutputType Help

e

Scan a photo and -;: L
signature |

4 Reset Tools

Output dimensions: 772 x 486 inches

—
File: Size: 3.87MB ‘
Resolution: 300dpi -

Scale: 100% New Scan Accept

iastart (A€ [ s
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My ldentity

Word Processing

Activity 2a

Objective: To insert the photo and signature in the Bio-data

Tips:

* Insert picture from ‘Scan’ folder

* Crop two objects (Photo and Signature)
* Copy photo

e Paste in new paint file

e Save the paint file ‘Photo’

e Copy Signature from word document
e Paste in new paint file

e Save the paint file ‘Signature’

* Insert ‘Photo’

* Insert ‘Signature’

* Insert Word art

Insert photo and
signature

23 April 2009

Mr Rahul Prakash KulKarm

Mame of
Examimation Ui wer ity ear Ilarks Grade
Gowt, College of
Bachelor of Enginesering,
Erggirwe ixriing | Amravati, WS Jun-55 7% First Class
H.5.C Amravati Board | Jun-55 M |Distimction
Amravati Board | Jun-53 Be% | Distimection

Windows XF VBT,
VEWRIBask 6.005.0,

OEcks.0,
Ms-Office 2007,

*
L]
*  [E-S0LSeren7.o),
L]
-
-

&SP, €, C++, JMET, Java Script

Date of Birth
I F G O
| Address | |

2 saksagarsppt, Plot 10 Sectorl2 MaviMumbak 300703

e

|:| rahulk@redifimail.cam
=~ |




Security

Word Processing

Objective: To protect a document of Bio-data Activity 3

TipS: Restrict Farmatting aned Eciting * |
¢ CIICk on lreVieW’ menu 1. Formatting resktrictions

e Click on ‘Protect Document’ [ Lirnik Formatking ko a seleckion of
* In ‘Editing Restrictions’ click on ‘No changes (Read only) styles

* Click on ‘Everyone’

* Click on “Yes, Start Enforcing Protection’

Settings. ..

2. Editing restrictions

Allaw only this tyvpe af editing in

e Click on ‘Password’ the dacument:

e Type a Password Mo changes (Read only) IEI
O Retype d password

e Click on ‘OK’ Exceptions {optional)

Select parts of the document and
choose users who are allowed ko
freely edit them,

Start Enforcing Protection [T | [ET] aroups:
Pratection method II':"-"E”:-"':""B I =

@ Password

(The document is not encrypted, Malicious users can edit the $ More users. ..
file and remove the password.)

Enter new password {optional): 3. Start enforcement

Protect your

Reenter password to confirm: Are vou ready to apply these

document () User authentication setkings? (You can turn them off

(Authenticated owners can remove docurnent pratection, The |ater
document is encrypted and Restricked Access is enabled.)

[ Yes, Start Enforcing Protection

ok || cancel |
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Job Portal

Word Processing

Objective: To mail a Bio-data to Naukri.com Activity 3a
Tips:

e Click on ‘Office Button’

Click on ‘Send’

Click on ‘E-mail’

e Type an email address

Click on ‘Send’ SN T——

——/) Message Insert Dptions Format Text

wAETEE B @& o E

Paste : | B o I | |28 e | | S = = 2R i=||| Address Check Attach Attach Business Calenda
J Farmat Painter — ' Book Mames File  Item  Card~
Clipboard (] Basic Text Mames Include

This message has not been sent,

wi, naukri, com

IH

Subject: Biodata

Attached: | 8] pjodata.doce (58 KB

Mail your Bio-data

23 April 2009 MS-CIT 16



Project Report




Project Work

Word Processing

Objective: To create a table of content for your project report Activity 1
Tips:

* Apply heading styles

Click on ‘References’ menu

Click on ‘Table of Contents’

Click on ‘Insert Table of Contents’

e Click on ‘Ok’
Investment Management
L 7 St 0 3 2
T o e O T . 2
D e Ot 2
Dot b aIICE 2
L N I O 3
Intreduction to Insurance ndWstry: 3
L 7 St 0 3 I I O 4
Life Insurance CorPoratiiIly ... sssesses s s essms s s senesss s snesmsssasenesssessnessmsesenns 4
e e Rl 4
Ohiectives of LI 4
Create Table of CHAPTER IV oo et ot e e e e 5
O F C Standard e 5
CO ntent Incorperation Of HDFC Standard Life Insurance Co. Ltd: 5
o O TL 7
o W aB T 7
Inwestment Plans/ Sohetmes: 8
L 7 el 0 15
T st et D BT oI 15
L I el N T 17
M C S O L 17
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Project Work

Word Processing

Objective: To update table of content as you added a paragraph in your report Activity 1a

Tips:
. ‘ ’
* Click on ‘References’ menu
e Click on ‘Update table’
* Click on ‘Update entire table’
* Click on ‘Ok’
Investment Management
LU N Sl OSSN 2
TotrodUCtOm .o 2
e i 0L, L e 2
D O T 2
LU 3 N Sl I ST 3
Update Table Of niroduction fo Tneurance ndUstry. e g
CO ntent L N o 0 0 4
Life Insurance Corporatlomi: .....o.occoiiioiiiiie e ses e et e e e e e e s e e semeessm e e sameesaneeeneaeaneaan 4
Dt L 01, L e 4
Obgectives of Ll 4
LU Nl XSS 5
IIDTC Ctandard Lo =)
Incorporation Of HDFC Standard Life Tnsurance Co. Lid: 3
O IS0 L, 7
oE W alUEE . 7
Tnvestment Plans/ Schemes: 2
LU Nl S 15
Tnwestment DIBCISION: e 15
CHAPTER V..ot t ettt et st 17
COnCIUSION 17
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PrOJeCt Work Word Processing

Objective: To design a cover page for your project report

Tips:
e Apply page colour
* Insert auto shapes

* Apply fill effects to auto shapes

* Insert picture
* Insert word art

23 April 2009

Activity 2

Design cover page

Iivestment NManaeement

|
|
a'%'.‘fa.

MS-CIT

20



Project Work

Word Processing

Objective: To save your cover page as a template Activity 2a
Tips:
e Click on ‘Insert’ menu
e Click on ‘Object’
e Click on ‘Create from file’
* Open your cover page
* Double click in the page
 Click on ‘Office button’

‘ ’ Mew )
e Save copy as ‘Word Template oy Torgines |

Coverpage | MormalEmai

Preview not available,

Save cover page as

a template
Create MNew
@ Document () Templake
5
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Project Work

Objective: To insert bookmarks to make the navigation easy in the project report

Tips:

Select a paragraph/ heading from first page
Click on ‘Insert- Bookmark’ menu

Type ‘Top’ and click on ‘Add’

Select a paragraph/ heading from last page
Click on ‘Insert- Bookmark’ menu

Type ‘Bottom’ and click on ‘Add’

On last page type ‘Go to First Page’

Click on ‘Insert’ menu

Click on ‘Hyperlink’

Click on bookmark’

Word Processing

Activity 3

CHAPTER II

Introduction to Insurance industry:

In msurance wvery old type & 1% type his of marine msurance as a technique for providing
protection against the dangerous of sea. They had its orign in the “Bottomry wants” which
where issued by the merchants of 4% century B.C. A Bottomry want an advance of money on the
ship during the period of voyage The loan was repayable with the agreed rate of mterest on the
arrval of the ship safely at the destmation I the ship was lost dunng the voyage the loan need
not to be repaid. The merchant should try to minimize the loss from the loan Ameount.

The wotld's premier marine msurance co. had itz ongin i a small coffer housze of an Edward
Lloyd. In Tower Street, London m 1618 as the coffer house was a meeting place for those
mterested i shipping business. Frequently they are discussing over the prrates & the losses. This
discussion induces Lloyd to put his concept of group fund. Menthly some Amt of are deposted
& if any chip iz lost i veyage or any reason of occuming loss m transportation of commodities
by way of sea route then some Amb iz pad to reduce the burden of losses, from here the concept
of msurance get developed.

It 15 a common belef that one of the most difficult products to sell iz, “life mnsurance™ & one who
sells e msurance can sell anything under the sum There 13 no gamsaying the fact that seling
Ife mzurance iz a difficult proposiion primarly becavse what 15 seught to be marketed iz an
assurance, a belief & afath

Go to Last Page
Se I ect ITO p’ Couple with single | Kornal Jeevan Children plan Children plan Flezibality in —
On first page type ‘Go to Last Page’ child plan options
Click on 'Hyperl ink’ Couple with older | Education
. , child anrity
Click on bookmark olanfmarriage
endowrment plan
Select ‘Bottom’ Pre-retirement Asha deep T | Term assurance | Asha deep-TT
stage plan

Insert bookmarks

Retwemnent stage | Varishta pension | Unit linked Unit linked

23 April 2009

birna yojana pensiof plan pension plan
appreciation
Go to first Page |
MS-CIT 22



Project Work

Word Processing

Objective: To insert a movie for introducing the project Activity 3a

Tips:
* Make a movie using ‘Windows movie maker’

. { ’
* Click on ‘Insert’ menu
[ Click O n IO bject’ !‘Eg'w (= R =R R Investment Management [Compatibility Mode] - Microsoft Word = = X
L Home | Insert | Pagelayout  References  Mailings  Review  View (7]
. { ’ = =
[ ] Cllck On Browse [2] Cover Page ~ 1 BE [Ty = L 2 Hyperink = - b A—| & QuickParts - | X Signatureline = | JT Equation
_] Blank Page j u HlkJ LlJ Zﬁ n & Bookmarl é é ﬂ A wordart - [ Date & Time €2 symbol -
I g JE Table | Picture cAl:_.t] Shapes SmartArt Chart R Header Footer mﬁﬂﬁi B‘stt s S
PY = Pa a < < I € c = 5 ~ o AS < 3
Se eCt a mOVIe Pages Tables Tustrations Links Header & Footer Text Symbaols
i ‘ ’ ] e i, — &
e Click on ‘Open ] . ‘,
e Double click on movie icon . Tovestment Mansgement
CHAPTER I

Eil=" Edit E o] el
Mow Playing Mty Libr Search Real Guide @

Investment Guidewmv

—

d’é.‘ig;::

Introductionf

Investment 15 the g
valwe.  The essy
iwolves the cg
consumption
not appear tg
categorized

ent of funds with the amn of achieving addiional mcome or growth n
vality of an investment is that it mvolves ‘waihng’ for a reward It
of rescurces, which have been saved or put away from current
that some benefits will accrue in future.  The term “Investment’ does
ble as it has been defined. Financial experts and economists have further

Investment Guide

[£] » Inuestment Guide {¢) W] 131 Kbps
= L P

A at are expected to wield some gain
I nse rt a m OVI e ange from safe investments to risky
Tnwestment’
i G

[ 3 Playlit || » 7@ Tbox - Micro., Tmaewe N Werseerre T emer e e T Investment.. | ST E W 647 PM
D03 {005 | 5 e —

2 Ve w ]
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Friend’s Wedding




Wedding Invitation Word Processing

Obijective: To create a cover page of Wedding invitation Activity 1

Tips:

* Insert auto shape

* Insert picture

* Recolor the picture

Save cover page as

a template

23 April 2009 : = "




Wedding Invitation

Objective: To create a ‘wording ‘ and ‘venue’ page of Wedding invitation

Tips:

* Insert a table

* Insert picture

e Recolor the picture

* Insert WordArt

* Insert text

e Align the text

e Change the font and font size
e Apply ‘No border’ to the table

Create a venue

page

23 April 2009

Word Processing

Activity 1a

o’

Wedding

207 May 2009 3t 435 pam

q.7; .
enue
LaxmiKrupa Hall
795, Sadashic Peth
NearShanipam, Gadgil Strest
Fune 30

Phone 020, 2347657 1
020, 24436571

Reception

& pmte 2 pm

Create a index
page

AL Lk
e

Wedding Invitation

W'e solicit your gracious presence on the
Auspicious occasion of the marriage of our daughter

(i LaxSow. Meghali

(Grand Danghter of Smt. Pafs hrii Devi & Sri Vipy Rac)

with

okt Pranab

|50 Smt. Vidya 556 Vilas Bhat

Smt. Malati Divakar Rao
Sri. Divakar Vijay Rao

LR AT

WA best compliments from:
Iear el Dear

MS-CIT
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Wedding Invitation

Word Processing

Objective: To insert a bookmark for venue and main page of wedding invitation Activity 2
Tips:

* Insert picture / background

* Insert auto shape

* Insert text box

* Insert bookmarks to each page
* Insert hyperlink to text box

Insert a bookmark

e

i Pravh s
s v 3¢ e

Sot, Maloti Divalar Rao
5w, Dvak Viiay Goo i

D £

Wt bt coreplimet frove:
s of e
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Wedding Invitation Word Processing

Objective: To make a webpage of wedding invitation

Tips:

* Click on ‘File’ menu
* Click on ‘Save as’

* Click on ‘Web page’
* Click on ‘Save’

23 April 2009

Save as web

page

MS-CIT

Activity 2a

28




Wedding

Word Processing

. . Activity 3
Objective: To prepare a car banner y

Tips:

Insert auto shape

Insert smart art

Type a text

Insert picture in the smart art

Meghali
i
. Weds
Prepare a car *3 Pranab
banner —

MH 02 AF 4167

23 April 2009 MS-CIT 29



Wedding

Word Processing

. . . Activity 3
Objective: To decorate a wedding stage chivity =a
Tips:

* Insert a picture

e Recolour the picture

* Insert picture as a background

- Tt s e e
e Format auto shape b 4 ¥
* Insert WordArt g §
e Apply shadow % 4
* Insert page background ; ;
At e
: :
W o
*. ‘» Me L ] i
Prepare a stage h 1 A
IObanner ° * g a 1 "
s L

i & |
&ﬂ#ﬂﬂﬂﬂﬂﬂﬂﬂ#&ﬁ%ﬁi&#?&i&i&#i&*ﬁ#ﬁ

i - P
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Making a Portfolio




Welcome to My Portfolio

Word Processing

Objective: To create a home page of portfolio Activity 1

Tips:

* Apply a page background

* Insert a word art

Insert a picture

Apply a picture style

Inert text box

Type text

Change font, font size and colour
Change the alighment of the text
Apply shadow effects to the text box

Create a home page

23 April 2009 MS-CIT 32



Welcome to My Portfolio

Word Processing

Objective: To insert columns to the text in the linking page of portfolio Activity 1a

Tips:

* Apply a page colour
Insert a text box
Apply fill effect
Type a text

Change font, font size and colour
Insert column to the text

Insert drop cap

Insert columns
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Welcome to My Portfolio

Word Processing

Objective: To insert bookmark to photo gallery page of portfolio Activity 2

Tips:

Apply a page colour

* Insert a text box

* Apply fill effect

* Type a text

* Change font, font size and colour
* Insert a table

* Apply style to the table

* Type textin the table

* Align the text

* Open a new word document

* Insert photos with heading of event PICNIC TO MOUNT ABU
* Insert bookmark to heading
* Insert hyperlink to bookmark

 Sr.No. |  FEvemt |
n Ncw Ycal party

“ Picnic to Dandel

Picnic to Mount Abu

Insert bookmark
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Welcome to My Portfolio

Word Processing

Objective: To insert label tocreate a visiting card for contact page of portfolio Activity 2a

Tips:

* Click on ‘Mailing” menu

* Click on ‘Labels’

* Click on ‘Options’

* Click on ‘New label’

* Click on ‘Ok’

* Click on ‘Ok’

* Click on new document

* Insert a text box

* Change the background of text box

* Type a text

* Apply page colour

* Apply style to label

* Apply borders to label

* Type text in the label

* Change the font, font size and colour

* Change the alignment of text in the label
* Insert symbol in the text

e Insert auto shape Insert label
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WEIcome to My POthOIIO Word Processing

Objective: To link the pages to the tabs on Homepage of portfolio

Activity 3

Tips:

* Select the text box/tab of Home page
* Click on ‘Insert’ menu

* Click on ‘Hyperlink’

* Select a page

* Click on ‘Ok’

Link the
pages

23 April 2009 MS-CIT
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WEIcome to My POthOIIO Word Processing

Objective: To make the home page of portfolio as a webpage Activity 3a

Tips:
* Click on ‘File’ menu
* Click on ‘Save as’

* Click on “Web page’
* Click on ‘Save’

Save as web page
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