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PRACTICAL 2-1(clone formatting tool o® 9a16au0)

a) home ee1 School_Resources ——= Standard _1o ——= school report.ott
@0 L)) db..
b) '‘@am6le’ af)om Bl aus: O’
font:meera
@oHH© Qleflado 16 pt
oo :ler -'shadow’ effect
o) BaNOB@MIQIBHUB M@V,
C) '@rmel’ O@OIM M@MHQ @REM GanddnIYHud clone formatting tool eaicwouilaf ag’

BB HNB6BBUBHE) apply 6a19)6.
ANS

a) home ee1 School_Resources ———> Standard_io ——=  school_report.ott ogmm
aneflem double click 6210 @3006)d.

b) ‘@pmer.’ select eaig format —> character ——> Font

IFont|FontEffects Position | Hyperlink | Highlighting | Borders

Western Text Font
Family Style Size: Language:
|_ Liberation Serif ‘ v | ‘_Bold ‘ v | ‘?| v | | English (UK) | v |
The same font will be used on both your printer and your screen.
CTL Font
Family Style Size: Language:
mm < - Bod | +|[16 | Malayalam |
This Font style will be simulated or the closest matching style will be used. | CTL Font
family :meera
size :16
@RY6Uo
Font | Font Effects | Position Hyperlink Highlighting Borders
Font color: Overlining: Overline color:
- Blue 2 (without) : | ] Automatic
EFffects: Strikethrough:
(Without) ™ (Witho
Relief: Underlining: Tep=att
(wWithouk) m (wWithouk) [ ] Automatic
| Outline Individual words font color:blue
& shadow
O glinking 
| Hidden

shadow

LA

OK click .019)%.
Help L oK W




0)ag” wWdaem3wes oo format apply ea@om - clone formatting tool double
click ea1y” apply eac®enr WdnsHmrud Mouse oo’ drag e.aiQ)’ select 6.q10)6.

PRACTICAL 2-2(paragraph style sc1 Default style apply oa1qa)

a) home el School_Resources — = Standard _i0 ———> school_report.ott
oHNH. Headingt agyam style, wiwom Wda@rudos (@gm)ale ,@0H003a16
@IQUR@MMEBBUY, MVIMal]E (IQUGDMMEEBBRUd, @Y eLIom@mBud FlMo.aleemeaBud,aQiesal ) apply

6210 D>

ANS:
school_report.odt @om’ @iwom wWldaneERud (@gm)al. ,ERHIB3alE:  (IQUBOMMEBBRUD,
9230l (@IQUGOMMEBD, @RERIOM@UD FlMNO.2IEEMEBUd,AQ)BBAI )BICEIMMIW

select 0010 style box ee1 Heading1 @ click &.ai@ye.

Untitled 1 - LibreOFfice Writer

File Edit View Insgrt Format Table Tools Window Help

&% AETE- -8 6 v 1 =28
DejaVu Sans v||182 || B 4 A S EE W
L Clear formatting g o 2 3 2 S
Defanlt Style. |
Text Body
Quotations
Title eogad

CanOBAINE! Ha @ afl3ydeiMEEIe MSasam eanlg

loJUBTHM ERHE MNladl” nlamnow] ofl el mo emuoud, meniles

| Heading 2 msanm ca;ra.ﬂmram’luas JUdTIMER BSOS uib;?cruo SHOMEfS mgm ;
2718 3jE”. BIWEI A I0MIV @ANIGA]S” (@)U OMMEM N ME

Heading 3 (DDA BEFH0 90D AMBIEIVAUB MYSD 2jg0 HMNE A

Mes” ®ATYE1enI03 @YANEL TUGaODOI@ LMD GHHIWs

UOPanI@M Qo alaMOERe MITBARAM MO (BB lddo QIR

More Styles... allaydmal a2 2UHERIBBM Ha DD A3 IEDEARNS

Subtitle
Heading

(Note: e WRHBE@RUBEY BQOMAIEM 6HI6NE aAPPlY 6.a1emens@d Ctrl
@oadomladlsla) (IWIM WIRHHHERUD MQIAIMY Select .1’ style box eel
Heading1@d click 6.a10)6.)

file ———> save as m@®), file coval” 6.010)0.

ke sk ok sk %k Kk ok k Kk ok k ek ok k




PRACTICAL 2-3 (style.modify 6.10)@3)

PRACTICAL 2-2 @, wWlda1se@das Headingt ogyan style, apply o6a1@) save 6.4’
Qlafl§I88 0@ ©00MN”

Heading1l og)am style em, @o6©@ 68053800 allwe. Modify 6.1y

font: meera

Size:150%

font color:blue

effect :shadow, outline
underline: single
Alignment :center

ANS:

Heading1 ogyom style, apply 6210 Qo388 «0@@d @om’,

format ———> styles and formatting og)syom, styles and formatting oeis 003
alamyo Heading1 select a1 right click ———= modify

=0 Q eaEbme DR N~

B-E-BE -EHE aRERBH AL~

Styles and Formatting x| =

{ B @ o & IR

* Heading

v

Y eoolod click ©.a1@6mo

Frame Contents
Header
Header Left
Header Right

¥ Heading

Bibliography Heading

Heading 3
Heading 4
Heading 5

Heading 6 x

Hierarchical =

Paragraph Style: Heading 1 [

Highlighting Outline & Numbering Tabs Drop Caps Area Transparency Borders
Organizer Indents & Spacing Alignment Text Flow Font Font Effects Position

Western Text Font
Family Style Size: Language:

Liberation Sans ~ | Bold * | |130% | | | English (UK) v

The same font will be used on both your printer and your screen.

font: meera

CTL Font
Family Language:
Meera Malayalam =

size: 150%

This font style will be simulated or the closest matching style will be used.




Paragraph Style: Heading 1

Highlighting Outline & Mumbering Tabs Drop Caps Area Transparency Borders
Organizer Indents & Spacing Alignment Text Flow Font Font Effects Position
Font color: Overlining: Overline color:
N Blue = (without) : | | Automatic

Effects: Strikethrough:
(Without) = (WithouE
Relief: Underlining: Underline
(Without) Z éSingle = Automatic font COIOr'Blue
& outline [ Individual words
& Shadow e :
W choe underlining: single
] Blinking
] Hidden .
outline
. shadow
ForemiipSU Mo 00SEIN)
Paragraph Style: Heading 1 X
Highlighting Outline & Numbering Tabs Drop Caps Area Transparency Borders
Organizer Indents & Spacing Alignment Text Flow Font Font Effects Position
Options
) Left
_) Right

) Justified
Last line: Left
Expand single word a”gnment:center

& Snap to text grid (if active)

Text-to-text

Alignment: Automatic 2

Properties

Text direction: |Usesuperordinate object settings -

Help | 0K | Apply Cancel Reset Standard

apply ———=0OK

emeeom Heading1 ogyam style apply e-1@leyom agejogimle snea40ud
eom modification slgl@lee)o.

kkkkkkkkkkkkkkkkkkkk

PRACTICAL 2-4(~ oo Style oiidalaj apply 6a1qamd)

a)mo6¢9 olo@)m format &&lmd myam’ ol style &0 mldale] school-report.ott acnwel@d
(@1omM WRHHeBRUWHe Main_Head ogam style 9o 9ai@ldtdmeenudss’ Sub_Head ogyam style




80 al00Wadlm’ Paragraph_1 ogm style oo apply 6a10)6.

1.Main_Head
font: meera
Qleflado: 20pt

style: bold

oo Blue
Alignment: centre

2.Sub_Head
font: chilanka
Qieflado: 15pt
style:regular
alo.: Red
Alignment: left

s.Paragraph_i

font: suruma

Qieflado: 13pt

style:regular

mlo.: black

first line indent :2cm

QA0 manlees @RGLI:15 line

b)eaigdln” header @gl school report 2016 ogyamy. footer el cai” MMIOY ,Caledlm’
border 9. n@&) ERYBOHHMIBE] MEBRSIOS CanIUBAGIT EAVAL 6)alD))bb.

ANSWER
(@) 1.Main Heading .gmn style mldalseeoad
school-report.ott agm 0@ @0’
Format — > styles and formatting —> lﬁ ——> *»Heading
select o1’ Rt click-New '

Styles and Formatting x
(Ll EI S ] &n 1= -

Footer Left

A

Footer Right

Footnote

Frame Contents
Header

Header Left
Header Right

[

Modify...
» Index Hide

List Contents
List Heading
Preformatted Text

Hierarchical




Paragraph Skyle: Untitled1 ()

| Highlighting outline & Numbering ~ Tabs Drop Caps Area Transparency | Borders condition |

Name: |Main_Head < l
[ AutoUpdate
Next style: |Main_Head : | | Editstyle
Inherit from: |Heading : | | Editstyle

Category: |Custom Styles Sal

Contains

Paragraph Style: Untitled1 0

Highlighting Outline & Numbering Tabs Drop Caps Area Transparency Borders Condition

Organizer Indents & Spacing Alignment Text Flow Font Font Effects Position
Western Text Font
Family Style Size: Language:
Liberation Sans ¥ | | Regular +||[14pt |+ | | English (UK) font:meera
The same font will be used on both your printer and your screen.
CTL Font
Family Size: Language: Size.20 pt

Meera ~| | Bold 20pt| am

= M
This Font style will be simulated or the closest matching style will be used. sty | e .bo | d

Paragraph Style: Untitled1

Highlighting Outline & Numbering Tabs Drop Caps Area Transparency Borders Condition

Organizer Indents & Spacing Alignment Text Flow Fonkt Font Effects Position
Fontcolor: Overlining: Overline color:
N Blue : (without) 2| | Automatic

Effects: Strikethrough:

(Without) : (Without) : font color:Blue
Relief: underlining: Underline color:

(Without) = (without) = [__1 Automatic |

[T Outline Individual words |

"] shadow i

["] Blinking

[C] Hidden

Lorem ipsum aeimageiail

I Organizer | Indents & Spacing Alignment Text Flow Font Fonk Effects itk wMaln—Head Q-g)(”) Gal@
style M@ )




Paragraph Style: Untitled1

Highlighting Outline & Numbering Tabs Drop Caps Area Transparency Borders Condition

Organizer Indents & Spacing Alignment Text Flow Font Font Effects Position
Options
) Left
O Right i
Bight alignment:center
oL e |
Justified
]
Lastline: Left
|
Expand single word
& Snap to text grid (if active)
Text-to-text
Alignment: Automatic -
Properties
Text direction: Usesuperordinate object settings 2
Help | OK | Apply Cancel Reset Standard

apply ——> ok

0ea100d0 mMdmile) Main_Head ogon style wiwom Wdtae@Esiw @Roele ,@R6IBM1H
QA O M 6B Ud ,(M00A3a0]dd (@1 QA O M BRI, ©1) L1 M BB U B1MI.21E6MEERU3,0Q)83 Q!
ol apply ea1@oad enal select 6.01Q) ewato

click

\;tyles and Formatting X
fa] & ol = -

Header Right

&

¥ Heading
Bibliography Heading
Contents Heading
Heading 1
Heading 2
Heading 4
Heading 6

Main_Head ogom@@d double click 6ai@)s.

Hlustration |

Object Index Heading
Subtitle s

2.Sub_Head ogan style mldalseeoad
font: chilanka

Qieflado: 15pt

style:regular

alo.: Red

Alignment: left




Main_Head .y style mdmils) @ee® a0 60196, 00 Style 8q10810aUH6ERUBHs°
apply ©a19)6.

3.Paragraph_i opan style mldalseseomd

Format — > styles and formatting——> [@ —=> »Heading
select o1’ Rt click-New '

E@®-Q aBbe DR N -

E-E-E-EHE A&RR@al ALH-
——

Styles and Formatting X
@Eo- &1

Footer Left [+

o

Footer Right
Footnote

Frame Contents

o BF

Header

Header Left

¥ Header Right

. Heading
Herizomal Lie

» Index Hide
List Contents
List Heading

Preformatted Text

|Hierarchical -

Paragraph Style: Untitled1

| Highlighting | oOutline & Numbering Tabs | DropCaps | Area | Transparency Borders Condition

Organizer | Indents & Spacing Alignment Text Flow

Fonk Fonkt Effects Position
Style

Name: |paragraph 1 o |

[[] AutoUpdate

_Paragraph_1 ogyem
2| | Editsle || Gal@®@ (M@
3| | Editstyle |

Nextstyle: |paragraph_1

Inherit from: |Heading

Category: |Custom Styles

Contains




Paragraph Style: Untitled1

Highlighting | Outline & Numbering Tabs | DropcCaps | Area | Transparency Borders | Condition

organizer Indents & Spacing Alignment Text Flow | Font | FontEffects | Position
Western Text Font
Family Style Size: Language:
Liberation Sans | vi | Regular | v | | 14pt | v | | English (UK) /|—v‘I/ fO nt:su ruma
The same Font will be used on both your printer and your screen.
S size:13 pt
Family Style Size: Language:
Suruma < |-| [ | [13pt < Malayalam -1 style:reqular

The same Font will be used on both your printer and your screen.

Paragraph Style: Untitled1 )

Highlighting Outline & Numbering Tabs Drop Caps Area Transparency Borders Condition

Organizer Indents & Spacing Alignment Text Flow Font | Font Effects | Position
Font color: overlining: Overline color:
[- Black é;_]\@ithout) ;| |C] Automatic =
Effects: strikethrough: _font color:black
[{Without] = [{Without} =1
Relief: Underlining: Underline color:
|(without) = \(Without) : | |C_] Automatic i
] Outline [ Individual words
71 Shadow

Paragraph Style: Untitled1 o

Highlighting Outline & Mumbering Tabs Drop Caps | Area Transparency Borders | Condition

Organizer | Indents & Spacing | Alignmenkt Text Flow Font Font Effects Position
Indent

Before text: |:0.00 cm =

After text: poocm 3

Firstline: |.2.00 cm =

[ Automatic

Spacing
Aboveparagraph:  0.42cm | first line indent :2cm
Below paragraph: |_0.21 om =

[C] Don't add space between paragraphs of the same style QEIHHUD @’]p_u@

@RBLI:1.5 line

Line Spacing

Register-true
[ Activate

Help | OK H Apply H Cancel H Reset Hgtandard

apply —=> OK




enea100d  mldmily) Paragraph_1  ogom  style  @aiddciseasawdosn  apply  6.01@oad
80 1WWBNHEREUD Select 6.a1g) cuvato

Styles and Formatting x
i1 3 i O G R
Header Right

£

¥ Heading
Bibliography Heading
Contents Heading
Heading 1
Heading 2
Heading 4
Heading 6 .
— Paragraph_1 agyom@@d double click 6.aig)d.
Index Heading

Main_Head

Paragraph_1
Sub_Head

Hierarchical o

b) caiedln” header vl school report 2016 oM’ M@ H0M

insert — >  Header — > Default style

File Edit View Insert Format Table Tools Window Help
E a8 M&8s BE-26- *v1 = 20 AA =@ -
Header v | |Liberationserif |~| |14 |+ | |& 4 é % -El - & ke

L 4 - A

<

School report 2016

I Header (Default Style) v‘

606Sal 62IQ)H. MIel HBO MOOD)d,
AWSODILIOH6)) .

caigdln footer oo e’ MMIAB GoIRH6 0

insert —> Footer — > Default style

insert —> fields ——= page no




Untitled 1 - LibreOFffice Writer

File Edit View |Insert Format Table Tools Window Help

a2 NeEE B-46- X%l - = .AA EP-
Footer v | | Liberation Serif |+ | |12 - & 4 él; %' El - & - 2
L g E 1 4 P i =

Footer (Default Style) ~

YNST BEe m A B -© -@-4x-BD-F-® AA
¥

Page 1 of 1 4 words, 19 characters Defaulf Style English (Indig) m]

select 01  AWEODNRIDGE)H.

camln’ border 9o m@dH,000

format —> page —> border

Page Style: Default Style e

Organizer Page Area Transparency Header Footer Borders | Columns Footnote

Line Arrangement Line Spacing to Contents
Defaulk: Style: Left: 0.05cm  *
[ | Y — ) -

= Right: 0.05cm -
User-defined: width:
+ + = Top: 0.05cm =
. - 0.05 pt =
color: Bottom: 0.05cm | -
B slack = ®& synchronize
L] -
+* +*

Shadow Style
Position: Distance: Color:

EEEE 0.18cm I Gray 6

Help | OK | Apply Cancel Reset

Apply —=> OK

PRACTICAL 2-5(Index Table (ee8s06a15l8,) @®I00H6@D)

a) Home eei School_resources ee1 standard_io eei school_report.ott @om’ @iwom
(BB HNH683BIW @R M) alo , @R 86030l 1A O M 6BRUD ,009M) a0l (a1 Q@O M EBR D,
@R CRIDAMEBBUD  BIMNI.2IE6MEBUD,AQ)EBQ ool euweaisyan Index Table (essssoaisls)
O©QI0IHO) .




b)eo® anweflom pdf @r®] export 6.1 ewwa. index table eer ellql@d
click 8a1g)" 0® an@ellead aflolw BIWERSITD of)OIE.0J03.

ANSWER

a) school report.ott @066, ©@IWOMm WBHMH@RWHe ogom®sleye Default style(Heading1)

apply 6.a19)6.

BUaHo CUISOr @m)elo of)(MMIM] B@IS) MM of)O0)].o @MY BUBH.
Insert —= Indexes and Tables ——=indexes and table

Insert Index/Table ]

[Er
Heading L

Heading 11
Entry.

1

i
v 1
Headmg 11 1

Heading 1

Tresis e comen yom e te crageer TTES S &S Areckry SRy,
Heading 1.1

Tresis e cormen yom crageer 11, Toes ks the erwry for Tttt coreeres.
Heading 1.2

ThEs b5 e cortent trom. chapter 1.2, Thes keyward ks amain ey

Help & Preview

DEBSE.

moagndla aoudommencd
ERENEID o3 SERUT, ra'lmdamnmﬂ

@R 6o

Index/Table | Entries Styles Columns Background

Type and Title Tltle: "Q@SCBQOH
T e ———— AP ¢ 0 66Sal’

6010

Type: Table of Contents

& Protected against manual changes

Create Index/Table

For: |Entiredocument 2 Evaluate up to level: [10 =

Create From
& outline

] Additionalstyles | Assign styles...

B Index marks

OK m@d ).

| OK | Close Reset

Index table

CROBMMINEI DN AlFIEVaAREImE MSABMM CUnlg

) UBTMMEERAE Mo alamniw] allei]monemioud, aalas
MSASBAN FDSHIBA] S (@JUBOMMEBENS HOMjo HIMEJs AIBHD
Oiléha)MEM. HITeh) AlDMIW @RSHIAN] () Ud @AM AR A0S




el ctrl key meadomladlsly) oo index table eel list @ click eaio@d file o~ @O
BINCOMIHE af) @MW HI6Mo.

Index table format 6..190oa0d:
index table format e.aigom index table @ Rt click ——=> Edit index or table ——>

Index/Table| Entries  Styles Columns Background

Type and Title
Title: |pessa90

Type: |Table of Contents

| Protecked against manual changes
mte.anrotected against manual changes oel

For: |Entire document = Evaluate up to level: [10 thk mark 63&910.[0@6)3(9)

Create From
B outline

[ Additional styles Assign styles...

B Index marks

Ok click 6)a19)6.

| oK | Close Reset

el index table epgs WAWHEBRUWD OTVRIG 6017 MO0 AIQI6...0HMVMY BJ5J0... AQ format & ud
M@ Oo.

Insert Format Table Tools Window Help

bR = E-46- &'y 1 =B
v | | Rachana |16 |+ B 4 i% %
X L I SR H § . . £ e 20
OS83S Do
B 2
@RENICH H () UBOMEBRUD. ..eeerrrerereerreerrerrreerssaesneesnnas 3
rod adld (JOUBDMIETBUB. ..ot cacaans 6
@R)EI0 RO, FMIAU@EMEBUR..ccvev e srarreiranens 7




bl «nefllom pdf @rs6l m0QoMd:

file — > export as pdf

Export a1 pdf cnw@d @yomowd jindex table eel list @ click e.aio@d file erl @i
BINEOMES af)OMo(Ctr @RAGCOmenB®IR].)

File Edit View Go Bookmarks Help

Ayl 2 Q| 20762 v

OBBS Mo

CRIEIEIITIG s i o i AN A RS S AAR RR RSASAAR R AKER 2
@RENIBAIL: (JOUBDTIMETBUB.....eeveeereieernieeeriirieereeennenn D
Ok el IBOMBIBD.. i aammmrmrm 6
@RYCOLI0HUEBRUY, BN AI@EMEBBUB. ...ccevvreerererreererereeeeaanes 7
DB o e e S e 9

Q
@1gQ6do

rEAARmMMIAct S~ nm Allaromsmsalmd meaam erinls

el 3 3l ol ol ol 306 3Bk o e A e sl e ok e e sl ol ok o e e ol e e ¢

PRACTICAL 2-6(Mail Merge: nasiomaenidosas invitation letter
@QINIAND)

Home eer1 School_resources ee1 standard_io eer address.ods ofom onoell@d @lone
ollQIEEBR@  Balc@INeaSOm adlmoseouwdaemnes letter, Mail merge mesm©o 9aleouly]
O©QO0080)H. Letter eaqd momid Home eer1 School_resources eel standard_io eei letter.odt
0alBIUNH6)) .

ANSWER

Step:.
Home ——> School_resources ——=> standard_1o ——> letter.odt ogom
aneflom double click 6110 o0&

Insert ——=> fields ——=> more fields




Document Cross-references Functions DocInformation | Variables Database

Type Database selection
Any record > S
Database Name

Mail merge Fields

Next record

Record number

browse click
Condition Add database file Erows/

Home > School_resources —> standard_io —> address.ods ——>o0pen

Document Cross-references Functions Docinformation | Variables | Database

Type Database selection
Any record » & Bibliography
Database Name v o

Mail merge Fields v M sheet1
Next record

Record number

@ caloerl display 6010660

condition Add database file | Browse...

Format

Record number From database

User-defined General

i Insert | Clos

enafles mouse click 6.0
H)OM)HUD delete 6.q10)

Govt HS Charamangalam
Schoof Youth Festival 2007

Dear suiicniumaniing

fields morisO0i6e!

Name ogonol@d double click
. 6).01Q)) .
Qur school youth festival is scheduled on 8 and 9 September 2017 . School yo

festival has a great role in developing creativity and cultuml exposure of our children. So

we have to encourage them to develop their creativiy through headlthy competitions. We

enofles mouse click 6.a1q)’
CUrsor QIeYOm)d

request your presence, help and coopemtion for the school youth festival.

Thanking You

Name ogyan@l@d double

click  eaiQ)®., Enter
Headmaster
@A O10))d>.

Ceonvener

Housename
Street name
Post Office

Pincode ogmmilalen. double




click &.a19)#.,

Govt HS Charamangalam
School Youth Festival 2017

September 8,9

Pear <Name>

Our school youth festival is scheduled on 8 and 9 September 2017 . School youth

festival has a great role in developing creativiy and cultuml exposure of our children. So 0
©@3alO0]e10W|
request your presence, help and coopemtion for the school youth festival. MI0%o

we have to encourage them to develop their creativily through healthy competitions. We

Thanking You

Convener Headmaster
To

<Name>

<House Name>

<Street Name>

<Postoffice>
<Pincode>

stepa2:

file —= print

LibreOFffice 5.0 2

@ Your document contains address database fields. Do you want to print a form letter?

No Cancel

—click




Mail Merge o

1 = Z A z
LLI L9 @ T B owz W & 4
¥ 3 address Name House Name Street Name Postoffice Pincode
> *& Queries p |Venukuttr KANDANATTU VE Charamangalam | Muhamma 688525
v T Tables Ambujaks Thakidiyil Charamangalam|Muhamma 688525
Elhects Sunila Kallattu Kayippuram Muhamma 688525
E =i Vimalan Thoppu Veli Varanam Muhamma HRALSS
» @8 Rihlinnranhy = Record| 1 | of 40 Bl
Records Output
® Al ) Printer @
Selected records Save Merged Document
S From: 1 10 I = @® save assingle document
) Save as individual documents
Generate file name from database
Field: Name
Path /home/isamigbal
File fFormat: ODF Text Document
Help

@

click
o e |

file coval’ e .aimoilmes location, filename eoal m@dH) save 6.a1Q)d.

6] SAVe 6.alQ) oD@ IO EMIHE))db.
80600 eadmoalmmes invitation letter @ooowesdleom.

PRACTICAL 2-7(Mail merge:am eaigdad 4 participant card olao

@QIOIAND)

Home ee1 School_resources eei standard_io ee1 participants.ods ogyon en@efll@d mlonye

olae@sud  9udeais)Oml ©sle-udsees participant card Mail

merge og)m  qoQldMo

8a1CWIMN6SYO 8©) Galel@d 4, participant card aeymm Aol ©®oI0IseH.HOME o0l
School_resources eei standard_1o eer card.odt @om’ @©n a30d 9ale@INEEISIOM)d:.

ANS
Stepn.

Home ee1 School_resources eel standard_1o ee1 Card.odt @)060)6.




SCHOOL KALDLSAVAM 2017
2016 November 5
GHS ALAPPUZHA

SCHOOLKALDLSAVAM 2017
2006 November 3

GHS ALAPPUZHA

Participants Card Participants Card

Name:

Mame:
lass Class
Ttem Ttem :

SCHOOL KALOLSAVAM 2017
2006 Nevember 5
GHS ALAPPUZ HA

SCHODLEALOLSAVAM 2017
2016 November 5
GHS ALAPPUZHA

Participants Card Participants Card

Name: Mame:
Class : Class @
Ttem : Ttem :

Insert —> field —= more fields

Document | Cross-references Functions Doclnformation |Variables Database

Type Database selection
Any record >3
Database Mame
Mail merge Fields b wse CliCk
Mext record
Record number
Condition Add database File r Browse.... 2

Home — > School_resources > standard_1o

— participants.ods
open

Document  Cross-references | Functions Docinformation | Variables | Database

Type Database selection

Any record & ABibliography

Database Name ¥ & participants
Mail merge fields ¥ [ sheet1
Nextrecord Reg_No
Record number Name o .
Class < OO Galoorl list 6 .01Q)d
Item1
Item2
Item3
condition Add database file [ Browse...
Format
Record number Erom database

fig(@)
User-defined | General

. Insert | . Close o)l Help




SCHOOL KEALOLSAVAM 2017
2016 November 5
GHS ALAPPUZ HA

Participants Card
Mame: é//

Ttem :

SCHOOLEALOLSAVAM 2017
2016 November 5
GHS ALAPPUZHA

Mame:
Class :
Ttem :

SCHOOL KALODLSAVAM 2017
2016 Movember 5
GHS ALAPPUZHA

Participants Card

Mame:
Class :

Tvem :

SCHODLEALDLSAVAM 2017
2016 November 5
GHS ALAPPUZHA

Participants Card

Mame:
Class :

Ttem :

SCHOOL KALOLSAVAM 2017
2016 November 5

GHS ALAPPUZHA
Participants Card
Name: <Name>
Class 1 <Class>
Item 1 <Item 1>
1<l tem2>

:dm}:l

SCHOOLKALOLSAVAM 2017
2016 November 5
GHS ALAPPUZHA

W
Mame:

Class :
Ttem :

SCHOOL KALOLSAVAM 2017
2016 November 5
GHS ALAPPUZHA

Participants Card

MName:
Class :
Tvem :

SCHOOLKALOLSAVAM 2017
2016 November 5
GHS ALAPPUIHA

Participants Card

Mame:
Class :
Ttem :

| participants coré—{— @0fles mouse click 0.1y

CUrsor QIEYOM)®

fields moerisomleel fig@)
Name ogon@l@d double click
6).210))H>.

eh© Caloeel class, Item,

enafles mouse click 6.1

CUrsor QIEIOONG

fields moeisomleel fig@)

class, ltem,ogommil@d double click
6 21Q)dH>.

enafles mouse click 6.1
CUrsOr QIO




Document | Cross-references | Functions | Docinformation  Variables  Database

Type Database selection
Any record » 2 Bibliography
Database Mame ¥ .8 participants
Mail merge fields e
Nk xwcnid Next record double click
Record number
6.21Q))d>.
condition Add database file | Browse... .
TRUE Format
SCHOOL KALOLSAVAM 2017 SCHOOLKAL DLSAVAM 2017
2006 November 5 2016 November 5
GHS ALAPPUZHA GHS ALAPPUZHA
Participants Card Participants Card
MName: <Name> Mame: R
Clas : <Class> al —-—
= - Cursor ol &3Sl &I6mMmo
Ttem : <Iteml> Ttem
I tem2> T
JHitem3- :

SCHOOL KALOLSAVAM 2017

SCHOOLEAL OLSAVAM 2017
2016 November 5

2016 Novembser 5
GHS ALAPPUZHA GHS ALAPPUFHA
Participants Card Participants Card
Name: Mame:
Class : Class
Item : Ttem :

Document  Cross-references Functions DocInformation Variables | Database

Tpe o et Mail merge fields click 619y
Any record &
Database Mame icipan

Mail merge Fields

Next record Reg_No
Record number Name _

Class (

Item1

Item2

ftem3 5 '

@ Galoerl list  6.a10)H
- AL prem— part!c!pant card 1 ceid6 6.41Q) Gald6L!
" participant card 2 eri®e allaiERS,

Record number From database enQfles mlan’ double click )

6.21Q)

Userdefined |General

0006)84S)O10)) .

Insert | Close Help




SCHOOL KALOLSAVAM 2017 SCHOOLKALOLSAVAM 2017
20{6 November 5 2006 Novembber 5
GHS ALAPPUZ HA GHS ALAPPUZHA
Participants Card Participants Card
Name: “Name> Mame: <Names
Class : <Class> Olass : <Class>
Ttem @ <Iteml> Ttem @ <Iteml>
r=ltem2>= r=ltem2>
<ltem3= <lremd=]
SCHOOL KALOLSAVAM 2017 SCHOOLKALDLSAVAM 2017
2016 Navember 5 2016 November 5
GHS ALAPPUZHA GHS ALAPPUZHA
Participants Card Participants Card
Name: Mame:
Claw : Claw :
Ttem Ttem :

Step: 2

SCHOOL KAL OLSAVAM 2017
2016 November 5
GHS ALAPPUZHA

Participants Card

Mame: <Name>
Class ; =Class>
Ttem @ <lteml>
r<ltem2>
rlbem 3>

SCHOOLEKALOLSAVAM 2017
2016 November 5
GHS ALAPPUZHA

Participants Card

Name: “Name>
Class : <Class>
Ttem @ <lteml>
rltem2 >
rltemd>

SCHOOL KALQLSAVAM 2017
2016 November 5
GHE ALAPPUZHA

Participants Card

Mame: <Name>
Olass 1 <Class>
Ttem @ <Item1>
r<ltem2>
rlbem 3>

SCHOOLEALOLSAVAM 2017
2016 November 5
GHS ALAPPUZHA

Participants Card

Name: <Name>
Olass : <Class>
Ttem @ <lteml>

rltem2 >

<ltemd=|

Step :3

file —= print

Field eorido ClOSE ©.01Q)d.

LibreOFffice 5.0 =

@ Your document contains address database fields. Do you want to print a form letter?

participant card 2 @ 6.1 @RE® (@IQBOMM. Participant card 3,
participant card 4 eoQilee 6210

click yes




» @ Bibliography
v [ participants
> *3 Queries
v 5 Tables

I=Nsh * Reoord

Records
® al

Selected records

) From: (1 = [F T

Help

Reg_No

Mail Merge

1 L Z A z,
LD L ‘ T B wz owa A 4 EJ
Name Class _lemi Ikem2 Ikem3
Amal Krish 8A Light Mus Mappilap| Elocution
Abhishek 194 Light Mus Elocution Mimicry ‘ |

AdarshT (8B Light Mus Mimicry Drama
i i ilaniFlocution Flocution W
of 29 v
Output
~) Printer @

Save Merged Document
- @ save as single document Click ok
save as individual documents
Generate file name from database
Field: Reg_No
Path: /home/isamigbal

File formakt: ODF Text Document

Cancel

SaVve 6.0IQoMes ROl QIEYMMY., file M Gal@ M@ Save 62196 .

Save e.al) file @om’ emose)s.
80} calgdl@d participant card,

4 of)gmo Qllmoe QAIMIEIBe)0

SCHOOLEALOLSAVAM 2017
201 November 5
GHS ALAPPUZHA
Farticipants Card

Name: Amal Krishna AV

SCHOOL KALDLS AVAM 2017
200 Novanbers
GHS ALAPPUZHA
Participants Card

Name: Ajay Krishna

Class : 84 Class : 104
Ttem : Light Music Ttem : Mapgpilappatin
Mappilappattu ‘Elocution
:Hocution ‘Elocution
SCHOOLKA LOLSAVAM 2017 SCHOOL KALDLS AVAM 2017
2016 Novembeer 5 2016 Novamber 5
GHS ALAPPUZHA GHS ALAPPUZHA
Participants Card Participants Card
Name: Ajaya Ghash M Name: Akhila R
Class : 94 Class : 8B
Ttem : Mappilappaty Ttem : Mappilappattn
Mimicry Drama
Mimicry Kalkhali




	PRACTICAL 2-1(clone formatting tool ന്റെ ഉപയോഗം)
	PRACTICAL 2-2(paragraph style ലെ Default style apply ചെയ്യല്‍)
	PRACTICAL 2-3 (style,modify ചെയ്യല്‍)
	********************
	PRACTICAL 2-4(പുതിയ style നിര്‍മിച്ച് applyചെയ്യല്‍)
	PRACTICAL 2-5(Index Table (ഉള്ളടക്കപ്പട്ടിക) തയ്യാറാക്കല്‍)
	PRACTICAL 2-6(Mail Merge:രക്ഷിതാക്കള്‍ക്കുള്ള invitation letter തയ്യാറാക്കല്‍)
	PRACTICAL 2-7‍(Mail merge:ഒരു പേജില്‍ 4 participant card വീതം തയ്യാറാക്കല്‍)

