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*Home - Exam_documents — Indian _Mathematicians.ott - Open

*Sidebar setting (Right side of the Window - Styles - Right Click on the Heading 2 - New
*Qrganizer - Type the Style Name (maths)

*Font - Font family = Bitstream Vera Sans Mono , Size = 120%

*Font effect - Font color = Magenta - Apply - Ok

*Select All Sub Headings Using Ctrl key - Click on the left side of Heading 2 - Double
Click on maths

*File - Save As - Click on Home - Exam 10 - Type the File Name Reg.No_Question No
(EQ:123456_Q2) — Save
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*Home - Exam_documents - Nobel Prize.ott - Open

*Sidebar setting (Right side of the Window - Styles - Right Click on the Heading 2 - Modify
*Font - Font family = Andika , Size = 110%

*Font effect - Font color = Green - Apply - Ok

*Select All Sub Headings Using Ctrl key - Double Click on Heading 2

*File - Save As - Click on Home - Exam 10 - Type the File Name Reg.No_Question No
(EQ:123456_Q2) - Save
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*Home - Exam_documents - Rivers_Kerala.ott - Open
* Sidebar setting (Right side of the Window - Styles - Right Click on the Heading 1 - Modify

* Font - Font family = Ubuntu , Size = 120%
* Font effect - Font color = Magenta - Apply - Ok
* Select All Sub Headings Using Ctrl key - Double Click on Heading 1

*File - Save As - Click on Home - Exam 10 - Type the File Name Reg.No_Question No (Eg:123456_Q?2) - Save
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*Home - Exam_documents —e _Learning.ott - Open

*Sidebar setting (Right side of the Window - Styles - Right Click on the Heading 2 - New
*Qrganizer - Type the Style Name (elearning)

*Font - Font family = Bitstream Charter, Size = 105%

*Font effect - Font color = Purple - Apply - Ok

*Select All Sub Headings Using Ctrl key - Click on the left side of Heading 2 - Double Click on
elearning

*File - Save As - Click on Home - Exam 10 - Type the File Name Reg.No_Question No (Eg:123456_Q?2) —
Save
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*Home - Exam_documents — Art_forms_Kerala.ott - Open
*Select All Sub Headings Using Ctrl key & Double Click on Heading 1 style

*Click on Right side of the Main Heading — Enter - Insert - Table of Contents and Index -Table of
Contents, Index or Bibliography - Ok

*File - Save As - Click on Home - Exam 10 - Type the File Name Reg.No_ Question
No(Eg:123456 Q1) — Save
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*Home - Exam_documents — Nuclear_Plants.ott - Open

*Select All Sub Headings Using Ctrl key & Double Click on Heading 1 style

*Click on Right side of the Main Heading — Enter - Insert - Table of Contents and Index -Table of Contents,
Index or Bibliography - Ok

*File - Save As - Click on Home - Exam 10 - Type the File Name Reg.No_ Question No(Eg:123456 Q1) — Save
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*Home - Exam_documents — Malayalam_Poets.ott - Open
*Select All Sub Headings Using Ctrl key & Double Click on Heading 1 style

*Click on Right side of the Main Heading — Enter - Insert - Table of Contents and Index -Table of
Contents, Index or Bibliography - Ok

*File - Save As - Click on Home - Exam 10 - Type the File Name Reg.No_ Question No(Eg:123456 Q1) -
Save
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*Home - Exam_documents — Freedom_Struggle.ott - Open
*Select All Sub Headings Using Ctrl key & Double Click on Heading 1 style

*Click on Right side of the Main Heading — Enter - Insert - Table of Contents and Index -
Table of Contents, Index or Bibliography - Ok

*File - Save As - Click on Home - Exam 10 - Type the File Name Reg.No_ Question
No(EQ:123456 Q1) — Save
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*Home — Exam_documents — Notice.ott — Open

*Insert — Fields — More Fields — Database — Mail Merge Fields

*Brows — Home — Exam_documents — Address.ods — Open

*Click on left Side Triangle of Address — Click on left Side Triangle of Sheet 1
*Drag the Name, Address & PIN — Close

*File — Print — Yes — File — Ok

*Click on Home - Exam 10 — Type the File Name Reg.No_Question No(Eg:123456 Q2) —
Save — Close the Window — Dont Save

*Home — Exam 10 — Open the Saved File (123456 _Q2)
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*Home — Exam_documents — ID_card.ott — Open

*Insert — Fields — More Fields — Database — Mail Merge Fields

*Brows — Home — Exam_documents — Students.ods — Open

*Click on left Side Triangle of Students — Click on left Side Triangle of Sheet 1
*Drag the Name, Class, Division Item — Close

*File — Print — Yes — File — Ok

*Click on Home - Exam 10 — Type the File Name Reg.No_Question
No(Eg:123456 Q2) — Save — Close the Window — Dont Save

*Home — Exam 10 — Open the Saved File (123456 _Q2)
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*Home — Exam_documents — Invitation.ott — Open

*Insert — Fields — More Fields — Database — Mail Merge Fields

*Brows — Home — Exam_documents — Address.ods — Open

*Click on left Side Triangle of Address — Click on left Side Triangle of Sheet 1

*Drag the Name, Address & PIN — Close

*File — Print —Yes — File — Ok

*Click on Home - Exam 10 — Type the File Name Reg.No_ Question
No(Eg:123456 _Q2) — Save — Close the Window — Dont Save

*Home — Exam 10 — Open the Saved File (123456 _Q2)



	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24

