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Activtiy 1

C´y³ KWnXimkv{XÚsc¡pdn¨pÅ Hcp teJ\w Home se Exam_documents Â 
Indian_Mathematicians.ott F¶ ^benÂ \ÂInbn«pïv. Cu ^bÂ en_À Hm^okv 
ssdädnÂ Xpd¶v D]ioÀjI§Ä¡mbn NphsS \ÂInbncn¡p¶ {]tXyIXIÄ DÄs¸Sp¯n 
maths F¶ t]cnÂ ]pXnb Hcp slÍnMv kvssäÂ Xbmdm¡pI. (KWnXimkv{XÚcpsS 
t]cmWv D]ioÀjI§fmbn htcïXv) 

Heading hn`mK¯nse Heading 2 emWv ]pXnb kvssäÂ \nÀant¡ïXv.

 Font family : Bittsream Vera Sans Mono

 Font size  : 120 %

 Font color : Magenta

teJ\¯nÂ DÅ FÃm D]ioÀjI§Ä¡pw Cu kvssäÂ \ÂIn, \n§fpsS cPnÌÀ \¼À 
tNmZy\¼À ^bÂ\maambn Home se Exam10 F¶ t^mÄUdnÂ tkhv sN¿pI.



*Home - Exam_documents – Indian _Mathematicians.ott - Open

*Sidebar setting (Right side of the Window - Styles - Right Click on the Heading 2 - New

*Organizer - 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 

(Eg:123456_Q2) – Save



Activtiy 2

s\mt_Â k½m\s¯¡pdn¨pÅ Hcp teJ\w Home se Exam_documents Â 
Nobel_Prize.ott F¶ ^benÂ \ÂInbn«pïv. Cu ^bÂ en_ÀHm^okv ssdädnÂ Xpd¶v 
D]ioÀjI§Ä¡v Heading 2 F¶ kvssäÂ \ÂIpI. (\oe \nd¯nÂ 
\ÂInbncn¡p¶hbmWv D]ioÀjI§Ä)

XpSÀ¶v Heading 2 F¶ kvssäenÂ NphsS \ÂInb amä§Ä hcp¯pI.

 Font family : Andika

 Font size : 110 %

 Font color : Green

amäw hcp¯nb ^bÂ \n§fpsS cPnÌÀ \¼À tNmZy\¼À ^bÂ\maambn Home se 
Exam10 F¶ t^mÄUdnÂ tkhv sN¿pI.



*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 

(Eg:123456_Q2) - Save



Activtiy 3
tIcf¯nse \ZnIsf¡pdn¨pÅ Hcp teJ\w Home se Exam_documents Â Rivers_Kerala.ott F¶ 
^benÂ \ÂInbn«pïv. Cu ^bÂ en_À Hm^okv ssdädnÂ Xpd¶v D]ioÀjI§Ä¡v Heading 1 
F¶ kvssäÂ \ÂIpI. (D]ioÀjI§Ä \¼dn«p \ÂInbncn¡p¶p)

XpSÀ¶v Heading 1 F¶ kvssäenÂ NphsS \ÂInb amä§Ä hcp¯pI

 Font Family : Ubuntu

 Font Size : 120 %

 Font color : Magenta

amäw hcp¯nb ^bÂ \n§fpsS cPnÌÀ \¼À_tNmZy\¼À ^bÂ\maambn Home se Exam10 
F¶ t^mÄUdnÂ tkhv sN¿pI.

* 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_Q2) - Save



Activtiy 4

e-Learning s\ kw_Ôn¨ Hcp teJ\w Home se Exam_documents t^mÄUdnepÅ 
e_Learning.ott F¶ ^benÂ \ÂInbn«pïv. Cu ^bÂ en_À Hm^okv ssdädnÂ Xpd¶v 
D]ioÀjI§Ä¡v NphsS \ÂInbncn¡p¶ {]tXyIXIÄ DÄs¸Sp¯n elearning F¶ 
t]cnÂ ]pXnb Hcp slÍnMv kvssäÂ Xbmdm¡pI. (D]ioÀjI§Ä \¼dn«v 
\ÂInbncn¡p¶p)

Heading hn`mK¯nse Heading 2 emWv ]pXnb kvssäÂ \nÀant¡Xv.

 Font family : Bitsream Charter

 Font size : 105%

 Font color : Purple

FÃm D]ioÀjI§Ä¡pw Cu kvssäÂ \ÂIn, teJ\w \n§fpsS cPnÌÀ\¼À 
tNmZy\¼À ^bÂ \maambn Home se Exam10 F¶ t^mÄUdnÂ tkhv sN¿pI.



*Home - Exam_documents – e _Learning.ott - Open

*Sidebar setting (Right side of the Window - Styles - Right Click on the Heading 2 - New

*Organizer - 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_Q2) – 

Save



Activtiy 5

tIcf¯nse ]c¼cmKX IeIsf¡pdn¨pÅ Hcp teJ\w Home se Exam_documents 
t^mÄUdnepÅ Art_forms_Kerala.ott F¶ ^benÂ \ÂInbn«pïv. Cu ^bÂ en_À Hm^okv 
ssdädnÂ Xpd¶v, Table of Contents and Index F¶ kt¦Xw D]tbmKn¨v DÅS¡¸«nI 
DÄs¸Sp¯pI.

teJ\¯nsâ BZy t]PnemWv DÅS¡¸«nI DÄs¸Spt¯ïXv.

kqN\:

D]ioÀjI§Ä¡v Heading 1 F¶ Style \ÂIpI. (D]ioÀjI§Ä Nph¸v \nd¯nÂ 
\ÂInbncn¡p¶p)

Xbmdm¡nb teJ\w \n§fpsS cPnÌÀ \¼À_tNmZy\¼À ^bÂ\maambn Home se Exam10 
F¶ t^mÄUdnÂ tkhv sN¿pI.



*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



Activtiy 6

C´ybnse \yq¢nbÀ ]hÀ ¹mâpIsf¡pdn¨pÅ Hcp teJ\w Home se Exam_documents Â 
Nuclear Plants.ott F¶ ^benÂ \ÂInbn«pïv. Cu ^bÂ en_ÀHm^okv ssdädnÂ Xpd¶v 
Table of Contents and Index F¶ kt¦Xw D]tbmKn¨v teJ\¯nÂ DÅS¡¸«nI 
DÄs¸Sp¯pI.

teJ\¯nsâ BZy t]PnemWv DÅS¡¸«nI DÄs¸Spt¯ïXv.

kqN\:

• D]ioÀjI§Ä¡v Heading 1 F¶ Style \ÂIpI. (D]ioÀjI§Ä Nph¸v \nd¯nÂ 
\ÂInbncn¡p¶p)

]qÀ¯nbm¡nb teJ\w \n§fpsS cPnÌÀ \¼À tNmZy\¼À ^bÂ\maambn Home se Exam 
10 F¶ t^mÄUdnÂ tkhv sN¿pI.

*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



Activtiy 7

tIcf¯nse {]ikvXcmb IhnIsf¡pdn¨pÅ Hcp teJ\w Home se Exam_documents 
t^mÄUdnepÅ Malayalam Poets.ott F¶ ^benÂ \ÂInbn«pïv. Cu ^bÂ en_À Hm^okv 
ssdädnÂ Xpd¶v, Table of Contents and Index F¶ kt¦Xw D]tbmKn¨v teJ\¯nÂ 
DÅS¡¸«nI DÄs¸Sp¯pI. teJ\¯nsâ BZy t]PnemWv DÅS¡¸«nI DÄs¸Spt¯ïXv.

kqN\:

• D]ioÀjI§Ä¡v Heading 1 F¶ Style \ÂIpI (D]ioÀjI§Ä ]¨ \nd¯nÂ 
\ÂInbncn¡p¶p)

]qÀ¯nbm¡nb teJ\w \n§fpsS cPnÌÀ \¼À_tNmZy\¼À ^bÂ\maambn Home se 
Exam10 F¶ t^mÄUdnÂ tkhv sN¿pI.

*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



Activtiy 8

C´y³ kzmX{´y kacs¯¡pdn¨pÅ teJ\w Home se Exam_documents t^mÄUdnepÅ 
Freedom tSruggle.ott F¶ ^benÂ \ÂInbn«pïv. Cu ^bÂ en_À Hm^okv ssdädnÂ Xpd¶v 
Table of Contents and Index F¶ kt¦Xw D]tbmKn¨v teJ\¯n\v DÅS¡¸«nI Xbmdm¡pI.

teJ\¯nsâ BZy t]PnemWv DÅS¡¸«nI DÄs¸Spt¯ïXv.

kqN\:

D]ioÀjI§Ä¡v Heading 1 F¶ Style \ÂIpI. (D]ioÀjI§Ä \oe \nd¯nÂ 
\ÂInbncn¡p¶p)

Xbmdm¡nb teJ\w \n§fpsS cPnÌÀ \¼À_tNmZy\¼À ^bÂ\maambn Home se Exam10 
F¶ t^mÄUdnÂ tkhv sN¿pI.

*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(Eg:123456_Q1) – Save



Activtiy 9

kvIqÄ Pm{KXmkanXn kwLSn¸n¡p¶ elcn hncp² t_m[hÂ¡cW ]cn]mSnbnte¡v 
c£nXm¡sf £Wn¡p¶Xn\pÅ £W]{Xw en_ÀHm^okv ssdädnse sabnÂ saÀPv kt¦Xw 
D]tbmKn¨v X¿mdm¡pI. c£nXm¡fpsS hnhc§Ä  Home se Exam_documents t^mÄUdnÂ 
Address.ods F¶ ^benepw £W]{X¯nsâ amXrI Notice.ott F¶ ^benepw \ÂInbn«pïv.

kqN\ :

• Notice.ott F¶ ^bÂ en_ÀHm^okv ssdädnÂ Xpd¡pI.

• Address.ods F¶ ^benÂ \n¶pw c£nXmhnsâ t]cv, hnemkw, ]n³tImUv (Name, Address, 
PIN) F¶nh Notice te¡v Mail Merge D]tbmKn¨v DÄs¸Sp¯pI.

Xbmdm¡nb £W]{X§Ä Hä ^bembn (Single File) \n§fpsS cPnÌÀ\¼À_tNmZy\¼À 
^bÂ\maambn \ÂIn Home se Exam10 t^mÄUdnÂ tkhv sN¿pI.



*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)



Activtiy 10

kwØm\ kvIqÄ ItemÂkh¯nÂ ]s¦Spt¡ï Ip«nIfpsS Xncn¨dnbÂ ImÀUpIÄ en_À 
Hm^okv ssdädnse sabnÂ saÀPv kt¦Xw D]tbmKn¨v Xbmdm¡pI. Ip«nIfpsS hnhc§Ä Home se 
Exam_documents t^mÄUdnepÅ Students.ods F¶ ^benepw Xncn¨dnbÂ tcJbpsS amXrI CtX 
t^mÄUdnse ID card.ott F¶ ^benepw \ÂInbn«pïv.

kqN\ :

• ID_card.ott F¶ ^bÂ en_À Hm^okv ssdädnÂ Xpd¡pI.

• Cu ^bente¡v Students.ods F¶ ^benÂ \n¶pw Ip«nbpsS t]cpw, ]Tn¡p¶ ¢mkpw 
Unhnj\pw, ]s¦Sp¡p¶ C\hpw Mail Merge - D]tbmKn¨v DÄs¸Sp¯pI.

Xbmdm¡nb Xncn¨dnbÂ ImÀUpIÄ Hä ^bembn (Single File) \n§fpsS cPnÌÀ \¼À_tNmZy\¼À 
^bÂ\maambn \ÂIn Home se Exam10 t^mÄUdnÂ tkhv sN¿pI.



*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)



Activtiy 11

kvIqÄ ]mTy]²Xn ]cnjv¡cWhpambn _Ôs¸«v \S¯p¶ tbmK¯nte¡v c£nXm¡sf 
£Wn¡p¶Xn\pÅ £W]{Xw en_À Hm^okv ssdädnse sabnÂ saÀPv kt¦Xw D]tbmKn¨v 
Xbmdm¡pI. c£nXm¡fpsS hnhc§Ä Home se Exam_documents t^mÄUdnepÅ Address.ods 
F¶ ^benepw £W]{X¯nsâ amXrI CtX t^mÄUdnse Invitation.ott F¶ ^benepw 
\ÂInbn«pïv.

kqN\ :

• Invitation.ott F¶ ^bÂ en_ÀHm^okv ssdädnÂ Xpd¡pI.

• Cu ^bente¡v Address.ods F¶ ^benÂ \n¶v c£nXmhnsâ t]cv, hnemkw, ]n³tImUv 
 (Name, Address, PIN) F¶o hnhc§Ä Mail Merge D]tbmKn¨v DÄs¸Sp¯pI.

Xbmdm¡nb £W]{X§Ä Hä ^bembn (Single File) \n§fpsS cPnÌÀ\¼À_tNmZy\¼À 
^bÂ\maambn \ÂIn Home se Exam10 t^mÄUdnÂ tkhv sN¿pI.



*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)
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