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TARGET TO CCC PASS 
 

MADE BY :-  A.K.PARMAR 
 

TARGET TO PASS CCC 

PRACTICAL PAPER 

QUESTION -  1 

FOLDERNU SUBFOLDER 

 

(1) 

(5) 

 

DESKTOP              RIGHT CLICK             NEW             FOLDER               

 

 

 

DOUBLE CLICK ON     RIGHT CLICK             NEW              

 

FOLDER                                           
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TARGET TO PASS CCC 

PRACTICAL PAPER 

QUESTION -  2 

NOTEPAD 

(2) 

(5)

 

(1)   

WINDOS – 7 

START(LEFT)    SERCH    NOTEPAD    WRITE 

 SOFTWER NAME   

 

 

WINDOS – 8  

START(RIGHT)    SERCH    NOTEPAD    WRITE 

 SOFTWER NAME (AS ABOVE)           SAVE         
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(2)  

WINDOS -7  

START(LEFT)    SERCH    NOTEPAD    WRITE 

 BIODATA   

 

 FILE              SAVE AS  DESKTOP   
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FILE            SAVE AS   DESKTOP  SEAT NUMBER FOLDER 

 SAVE 
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(3) 

 

WINDOS – 7 

START(LEFT)    SERCH    NOTEPAD    WRITE SENTENCES 

 

 

SENTENCES           CTRL +  A  CTRL+C         CLICK DOWN  CTRL+V  
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    FILE            

SAVE AS   DESKTOP  SEAT NUMBER FOLDER 

 SAVE 
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(4) 

AS ABOVE 
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(5)  short cut

short cut

WINDOS – 7 

DESKTOP              RIGHT CLICK             NEW             FOLDER               

 

 

 

DOUBLE CLICK ON     RIGHT CLICK             NEW              

 

FOLDER                                      RIGHT CLICK       

NEW          SHORTCUT

 

 

 

      CLICK ON   NEXT 
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 CLICK ON     FINISH     

 

 

 

(6)  

START(LEFT)    SERCH    NOTEPAD    WRITE ADRESS 
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FILE            SAVE AS   DESKTOP  SEAT NUMBER FOLDER 

 SAVE 

           

START(LEFT)    SERCH    NOTEPAD    WRITE INDOOR OUTDOOR 

GAME 
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FILE            SAVE AS   DESKTOP  SEAT NUMBER FOLDER 

 SAVE 
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(7)  Drive Drive

 

START(LEFT)    SERCH    NOTEPAD    WRITE DRIVE

 

 

FILE            SAVE AS   DESKTOP  SEAT NUMBER FOLDER 

 SAVE 
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TARGET TO PASS CCC 

PRACTICAL PAPER 

QUESTION – 4 

MICROSOFT OFFICE WORD 

 

(4) 2003

(20)  

 

(1)  

 

(2)  

FILE            START(RIGHT)            MICROSOFT WORD 2003              
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MADE BY :-  A.K.PARMAR 
 

TOOL            LETTER AND MAILING             MAIL MERGE                      

 
 

TYPE NEW LIST               CREAT       

CUSTOMIZE              SELECT             DELETE 

ENTER NAME IN BOX                 NEW ENTRY 
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CLOSE             DESKTOP              SAVE             SELECT ALL             OK 
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4.  WRITE YOUR LETTER              ADRESS BLOCK               

 

 

5.PRIVIEW YOUR LETTER              

 

COMPLETE THE MERGE             
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SAVE AS            DESKTOP               

 

 

 

(3)   envelope

FILE            START(RIGHT)            MICROSOFT WORD 2003              

TOOLS            LETTER AND MAILING             ENVELOP   
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SAVE            DESKTOP                NAME   
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FILE           SAVE AS             DESKTOP                NAME                SAVE 
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TARGET TO PASS CCC 

PRACTICAL PAPER 

QUESTION – 4 

MICROSOFT OFFICE WORD 

 

(4) 2003

(20)  

 

(1)  Dropcap,strike

through,bold,italic,justify,super script

(2)  Dropcap,strike

through,bold,italic,justify,super script

DESKTOP             START              SEARCH             MICROSOFT OFFICE WORD 

2003 
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DROPCAP  –

DROPCAP 

FORMET DROPCAP 

                 

Ok 
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STRIKE THROUGH STRIKE 

THROUGH FORMET 

FONT 

 

OK 
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BOLD, ITALIC  JUSTIFY 

BOLD  ITALIC BOLD  

ITALIC 

BOLD

ITALIC 

JUSTIFY –
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SUPER SCRIPT FORMET 

OPEN FONT 

BEFORE -       

 

AFTER  -  

 

FILE             SAVE AS                DESKTOP             NAME                SAVE   

(3)  

strike throughs

DESKTOP             START              SEARCH             MICROSOFT OFFICE WORD 

2003 
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STRIKE THROUGH STRIKE 

THROUGH FORMET 

FONT 

BEFORE   

  

 

AFTER –  

FILE             SAVE AS                DESKTOP             NAME                SAVE   
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OTHETR PARAGRAPH FOR PRACTICE 
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IMORTANT INFORMATION ABOUT SHRUTI FONT  
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TARGET TO PASS CCC 

PRACTICAL PAPER 

QUESTION  -  3 

PAINT 

 

 

(3) 

(7)

          (1)  

(2)  jpeg

START(LEFT)    SERCH    PAINT  
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FILE              SAVE AS              DESKTOP   

 

 

 

 

 

SAVE AS                JPEG 
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(3)  

(4)  

START(LEFT)     SERCH       PAINT    
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FOR CROP    
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                                                                  AFTER  CROP 

 

 

FILE                 SAVE AS           
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(5)  

START(LEFT)      SERCH           PAINT   

  

 

 

FILE                SAVE AS              
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(6)  

START(LEFT)      SERCH           PAINT              

FILE              SAVE AS              DESKTOP                  
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USEFULL INFORMATION   --------   

shift + mouse  (left side) 

 crop 
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TARGET TO PASS CCC 

PRACTICAL PAPER 

QUESTION – 5 

WALL PAPER AND SCREE SAVER 

 

(5) 

.(5)

DESKTOP           PRESS MOUSE CLICK (RIGHT SIDE)            

SELECT PERSONALISE             

 

SELECT ANY PICTURE   
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3D TEXT –

3D TEXT    SETTING 
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                BOX             

     

OK

            

                    

APPLY
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Thank You 
 

 

 

  



TARGET TO CCC PASS 
 

MADE BY :-  A.K.PARMAR 
 

TARGET TO PASS CCC 

PRACTICAL PAPER 

QUESTION – 6 

MICROSOFT OUTLOOK 

 

(6) Microsoft outlook 

(8)

Que – 1 Microsoft outlook  Id configure

 START            M.S.OFFICE             MICROSOFT OUTLOOK            

Click on  TOOLS (MENU)             E-mail Accounts               
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NEXT 

 

NEXT 
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NEXT 

 

FINISH 

 

Que- 2 email 

(1)  Microsoft outlook 

  

(2)  Microsoft outlook 

(3)  Microsoft outlook ccc.gtu@gmail.com 

 gtu_ccc@yahoo.com

  (4)  Microsoft outlook 

abc@gmail.com

test@yahoo.com 

mailto:ccc.gtu@gmail.com
mailto:abc@gmail.com
mailto:test@yahoo.com
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(1)  Microsoft outlook 

Open Microsoft Outloook              File          contact 

 

 

 

Click on     (save and new ) contact 

save file contact 
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(2)  

Click on MAIL click click 

New Mail Message click  click 
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Contact  

Contact  click 

click 

contact click TO 

click 
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ok  click 

Mail  file/ photo  attach  

click 
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save  draft  

(3)  Microsoft outlook ccc.gtu@gmail.com 

 gtu_ccc@yahoo.com

(4)  Microsoft outlook 

abc@gmail.com

test@yahoo.com 

mailto:ccc.gtu@gmail.com
mailto:abc@gmail.com
mailto:test@yahoo.com
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mail save 

  

 

– 3  Reminder set 

(1)  15000 8

Microsoft outlook 

 

START            M.S.OFFICE             MICROSOFT OUTLOOK            

Click on  FILE (MENU)              NEW            Appointment 
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8 click 

–
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Ok click –

Save and Close  click    

 

(2) Microsoft outlook  5000 recurring 

START            M.S.OFFICE             MICROSOFT OUTLOOK            

Click on  FILE (MENU)              NEW            Appointment 



TARGET TO CCC PASS 
 

MADE BY :-  A.K.PARMAR 
 

click –

Ok click –
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Save and Close  click    

 

(3) Microsoft outlook  bank loan  

 

START            M.S.OFFICE             MICROSOFT OUTLOOK            

Click on  FILE (MENU)              NEW            Appointment 
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click 

–

Ok click –
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Save and Close  click     calender 

–

(4) 5000 10 

START            M.S.OFFICE             MICROSOFT OUTLOOK            

Click on  FILE (MENU)              NEW            Appointment 
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10 

click –
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Ok click –

Save and Close  click     calender 

–

– 5  

important task red highlight  Microsoft outlook 

START            M.S.OFFICE             MICROSOFT OUTLOOK            

Click on Task              right click             New Click 
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Save and Close  click     calender 

–

– TASK  –
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Save and Close  click     calender 

–

 

Save and Close  click     calender 

–
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–
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Task Option click 
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–

 

Ok click Ok click 

calender –
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