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MAKE A LIFE EASY

Life is beautiful but not always easy, it has problems, too, and the challenge lies in
facing them with courage, letting the beauty of life act like a balm, which makes the pain
bearable, during trying times, by providing hope. '

Happiness, sorrow, victory, defeat, day-night are the two sides of the me coin. Similarly
ife is fuil of moments of joy, pleasure, success and comfort punctuatec by misery,
defeat, failures and problems. There is no human being on Earth, strong, powerful, wise
or rich, who has not experienced, struggle, suffering or failure.

No doubt, life is beautiful and every moment — a celebration of being alive, but one
should be always ready to face adversity and challenges. A person who has not
encountered difficulties in life can never achieve success.

Difficulties test the courage, patience, perseverance and true character of a human
being. Adversity and hardships make a person strong and ready to face the challenges
of life with equanimity. There is no doubt that there can be no gain without pain. It is only
when one toils and sweats it out that success is nourished and sustained.

Thus, life is and should not be just a bed of roses; thorns are also a part of it and should
be accepted by us just as we accept the beautiful side of life.

The thomns remind one of how success and happiness can be evasive and thus not to
feel disappointed and disheartened rather remember that the pain of thorns is
shori-lived, and the beauty of life would soon overcome the prick of thorns.

Those, who are under the impression that life is a bed of roses are disillusioned soon
and become victims of depression and frustration. One who faces difficulties with
courage and accepts success without letting it go to its head is the one who experience
real happiness, contentment and peace in life.

Those, who think, that good times last forever, easily succumb to pressure during
difficulties. They do not put in required hard work and efforts because they break down
easily.

You can take the example of a student, who burns the mid night oil, makes sacrifices
and resists temptations so that he can perform well. Similarly, a successful executive
nas to face the ups and downs of life, not forgetting that life is a mix of success and
failure, joy and sorrow.

¥ he loses hope during difficult times, he would not achieve success and would be
replaced by others. Even the strongest Kings and Emperors have had their cup of
woes.



ACHIEVEMENTS OF WOMEN
(Through education)

Girl Education was never considered necessary in the previous time. 2ut over the
period of time people have realized the importance of a girl's education. It is now
considered as the awakening of girls in the modern era. Women are now competing
with men in all the spheres of life. But still, there are people who oppose girl's education
because they believe that a girl's sphere is at home and also they think that it is
wastage of money to spend on a girl's education. This thought is wrong as girl

education can bring an uprising in the culture.

There are a lot of advantages involved in the education of girls. A well-educated
and grown up girl can play an important role in the development of the country. An
educated girl can share the load and burden of the men in different fields. A well-
educated girl if not forced to marry in her early age, can serve as writer, teacher,
advocate, doctor, and scientist. She can perform very well in other important fields too.

Education is a boon for girls in this age of economic crises. In today's time, it is
really difficult to meet both the ends in a middle-class family. After the marriage, an
educated girl can work and help her husband in bearing the expenses of the family. She

can also earn if in case her husband expires and there is no helping hand in the family.

Education also broadens the thought of the women, thus it helps in the good
upbringing of her children. It also gives her the freedom of thought to decide what best

is there for her and the family.

Education helps a girl become economically independent while she knows her

rights and women empowerment which helps her to fight against the problem of gender

inequality.

Education is an essential part of a living being, whether it's a boy or a girl.
Education helps an individual to be smarter, to learn new things and to know about the

facts of the world. Education plays one of the most important roles in Women
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- Word 2010 - SHORTCUTS/QUICK KEYS
Saturda
Keyboard Shortcuts Tables
- X -
i in wit:;tc;z:ments l = Selecting = I =
(Sundg W document Ctrl +N Select Table Alt + 5 on Numeric Keypad
Op Ctrl+0 i : (NumLock Should be off)
03.09.20L22ve Ctrl+S Select Ceil Shift + =»
(Sunday-_nint Ctri+P Moving
03.09.200=0se document or window | Ctrl + W, Ctrl + F4 Move forward one cell Tab
~ose all and exit Word Alt+F4 Move backward one cell Shift + Tab
ting Tools Move up one cell A
d Ctrl+F Move down one cell ¥
(Sunda ==peat last find Shift + F4 Move to first cell in row Alt + Home
=zplace Ctrl +H Move to last cell in row Alt + End
(Sundalies To Ctl+G Move to first cell in column | Alt + Page Up
ing Different Document Views Move to last cell in column Alt + Page Down
(Sunda al view Alt+ Ctrl + N Other
2e layout view Alt+V, P Recalculate formula F9
Jine view Alt+Ctrl+0 Insert tab Ctrl + Tab
nt preview Ctrl + F2 Insert row Tab when in last cell
sow/Hide Ctrl + Shift +* Switch rows Alt + Shift + A\ | ¥
=G Menu Commands
Pa02 break Ctrl + Enter, Enter Shortcut menu | Shift + F10

07.01.208%ection break Cirl + Enter, N (or click with right mouse button)
(Sunday Menbreaking space Ctrl + Shift + Spacebar Cancel command
2'umn break Ctrl + Shift + Enter (close the menu) Esc
Alt + Shift + D Help F1
Alt + Shift+ T Windows & Word Shortcuts
=20e number code Alt + Shift + P Copy Ctri+C
ing Cut Ctrl + X
formatting (select text) | Ctrl + Shift + C Paste Ctrl+V
ing (select text) | Ctrl + Shift +V Undo Ctrl+2Z
Ctri+D Redo Ctrl+Y
raph formatting Alt+0,P Help F1
2s dialog box Alt+0, T Switch to next open program | Alt + Tab
2 borders and shading Alt+0,B Close a window/dialog box Esc
aber or Bullets Alt+0O,N Styles Shortcuts
Normal Ctrl + Shift + N
F7 List Bullet Ctrl + Shift + L
Shift + F7 Go to Style Box Ctrl + Shift+ S
Alt+T A Heading 1 Ctrl + Alt + 1
: ; Heading 2 Ctrl + Alt + 2
date fields F9 Heading3 Ctrl + Alt+3
splay fields Alt+F9 Heading 4-9 Ctrl + Alt + (heading #)
Table of Contents Alt + Shift+ 0
citations in TOA Alt + Shift +1
iich to next toolbar Ctrl + Tab

i
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Navn ating Selectmg

To Move i Press To Select, _Press
Character nght > Character right Shift + =2
Character left € Character left Shift + €
Line down W End of a word Ctrl + Shift + =
Line up T inning of a word Ctrl + Shift + €
Word right Si== 2 - End of line Sgraveznd-
word ieit Cirl+ € , Seginning of line Shift + Home _
End of line End End of paragraph Ctrl + Shift + W
Beginning of line Home Beginning of paragraph Ctrl + Shift + A
Paragraph down Ctrl + W End of document Ctrl + Shift + End
Paragraph up Ctrl + A Beginning of document Ctrl + Shift + Home
End of document Ctrl + End Entire document Ctri+A
Beginning of document Ctrl + Home Extend a selection Shift, =
Screen up / Screen down Page Up / Page Down Using The Mouse =L
Top of next page Ctrl + Page Down Word Double-Click
Top of previous page Ctrl + Page Up Sentence Ctrl + Click
Go to a page humber Ctrl + G orF5 Paragraph Double-Click in left ma
Find text Ctrl+F Document Ctrl + Click in left mar

Text Formattmg Paragraph Formatting
TextAttribute’™ Lo Press Paragraph Attribute Pressiiii il
Bold Ctrl+B Line break Shift + Enter
Italic Ctrl +1 Align left Ctrl+L
Underline Ctrl+U Align center Ctrl +E
Underline single word Ctrl + Shift + W Align right Ctrl+R
Small caps Ctrl + Shift +K Justify Ctrl +J
All Caps Ctrl + Shift + A Left indent Ctri+ M
Change case Shift + F3 Decrease left indent Ctrl + Shift + M
Hidden Text Ctrl + Shift + H Increase hanging indent Ctri+T
Change the font Ctrl + Shift + F Remove hanging indent | Ctrl + Shift T
Increase font size 1 pt Ctrl + [ Single spacing Ctrl +1
Decrease font size 1 pt Ctrl +] 1.5 line spacing Ctrl +5
Increase font size to preset Ctrl + Shift +> Double Ctrl +2
Decrease font size to preset Ctrl + Shift +< Addiremove 1 line before | Ctrl + g
Remove formatting Ctrl + Spacebar Remove formatting Ctri+Q

Function Key Shortcuts

Fun L | SHIFT + Key CTRL + Key CTRUSHIFT+Key [ALT#Key
F1 Help Context Sensitive Help Next Field
F2 Move text Copy Text Print Preview
F3 Building Block (Autotext) Change Case Cut to the Spike Insert Spike Contents New Building Block
‘F4 Repeat action Repeat Find/Go To Close Window Exit Word
F5 Go to Go to Prior Revision Restore Doc Window Edit Bookmark Restore Active Win
F6 Go to Next Task Pane Go to Prior Task Pane Go to Next Window Go to Prior Window Dialog Box Toggle
F7 Spelicheck Thesaurus Move Command Update Links Next Misspelling
F8 Extend Selection Shrink Selection Vertical Block Selection | Run aMacro
F9 Update Fields View Field Codes Insert Empty Field Unlink Field View Field Code
F10 Activate Ribbon Activate Shortcut Menu Maximize Doc Window | Activate Ruler Selection Pane
F11 Next Field Go to Prior Field Lock Field Unlock Field VB Codes
F12 File Save As File Save File Open File Print

Ward 2010 Shortcut Keys
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Pepper spray:

Pros and cons. Pepper spray, like other self-defence aids, can be a useful tool. However,
it is important to understand that there can be significant drawbacks to its use. For example,
did you know that it doesn’t work on everyone? Surprisingly, 15-20% of people will not be
incapacitated even by a full-face spray. Also, if you’re carrying it in your purse, you will only
waste time and alert the attacker to your intentions while you fumble for it. Never depend on
any self-defence tool or weapon to stop an attacker. Trust your body and your wits, which you
can always depend on in the event of an attack. '

Home invasions:

: A crime on the rise. The primary way to prevent a home invasion is simply to never,
ever open your door unless you either are certain you know who’s on the other side or can
verify that they have a legitimate reason for being there (dressing up as 2 repair person or even
police officer is one trick criminals use). In the event that an intruder breaks in while you're
home, you should have a safe room in your house to which you can retreat. Such a room
should be equipped with a strong door, deadbolt lock, phone (preferably cell phone), and a can
of pepper spray or fire extinguisher.

A travel tip: :

Violent crimes against women happen in the best and worst hotels around the world.
Predators may play the part of a hotel employee, push their way through 2n open or unlocked
door, or obtain a pass key to the room. As with home safety, never open your door unless you
are certain the person on the other side is legitimate, and always carry 2 door wedge with you
when you travel. A wedge is often stronger than the door it secures.

Safefy in cyberspace: ,

Although the Internet is educational and entertaining, it can also be full of danger if one
isn’t careful. When communicating on-line, use a nickname and always keep personal
information such as home address and phone number confidential. Instruct family members to
do the same. Keep current on security issues.
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" Online dating:

Use a reputable onlin\e dating service. Make sure the site uses anonymizers or re-mailers to
mask your real email address. It is also a good idea to create a

Never share your personal information with someone you meet separate email account
specifically for online dating.online, such as where you live or work, your phone numbers or
personal email address. , '

Do not make your online profile overly provocative as cyber flirtation can easily escalate and
send the wrong message.

Once you do make a connection, take your time getting to know as much as you can about the
person. ‘

If someone makes you feel uncomfortable, report it to the dating service right away. It is also
helpful to keep copies of all email and chat exchanges.

Safety Tips About Strangers:

To maintain security, avoid people who ask to use your cell phone in public.

If going on a walk alone, stay in a public area. _

If someone begins to follow you, do not head directly home. Change your route and
head to a public area or the police station.

If passing someone while walking; keep a safe distance from him or her.

If you feel like someone is following you in a shopping centre, mall, or grocery store,
have a security guard walk you to your car. '

The AIADMK IT Wing has launched the first-of-its-kind women safety application in Tamil
Nadu. The app is called 'Ammavin Aran’ meaning 'mother’'s fortress'.
The app will give the user details about the nearest police station and hospital along with

map details and phone number. There is an in-built whistle,

which can manipulate the phone

speaker to create a loud noise when pressed by anyone in distress.

Also, the app carries an in-built call recorder and and 'Tips' icon to provide life saving -
information.

Five safety tips for using a public computer

® save your logon information

* Don't leave the computer unattended with sensitive information on the screen
* Erase your tracks '

* Watch for over-the- Don't shoulder snoops

* Don't enter sensitive information into a public computer



How to Write a Formal Letter

Management Style (AMS). Block style is the most commonly used formal letter format; it has a
salutation and closing, and is good for letters to businesses You are applying to or someone you have
met before. AMS style is more succinct and better for internal memos and situations where you have to
be very direct.

Write the sender’s address and telephone number on the top left hand side of the page. If you are
representing a company, write the company’s address. If you are the sender, write your address. Write
your street address on the second line. Write your city, state, and Zip code on the line below that.
Include your telephone under your address.[1]

In cases where yourepresent a business, You can put your logo and address right in the middle of the
Page. Make sure to center it so that it looks uniform.

Place a comma between the month and the year.

Give the person you're addressing a salutation, "Dear Sir/Madam" works fine, or if you know the name

* of the person, address them directly; ensure, however, that you address them formally using "Rev.",
=BT, M. "Mrs." or "Ms.", and include their full name if known. Place a colon after the salutation and
add a line (two hard returns) between the salutation and the body of the letter.
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BASIC CONCEPTS OF DIGITAL

What is a Computer?
A Computer is an«electronic machine that can solve different problems, process data,

store & retrieve data and perform calculations faster and efficiently than humans”.
Digital Computer »

The definition ~f a digital computer is the most commonly used type of compnter and is
used to process information with quantities using digits, usually using the binary number
system.

An example of a digital computer is a MacBook.
Binary Coding

All digital data used in computer systems is represented using Os and ls. Binary
coding systems have been developed to represent text, numbers, and other types of data.

Each binary digit is known for short as a bit. One bit can only be used to represent 2
different values: 0 and 1. To represent more than two values, we need to use multiple bits.
Two bits combined can be used to represent 4 different values: 00,01, 10, and 1 1. Three
bits can be used to represent 8 different values: 0 00,001,010,100,011,101, =10
and111.

Dec

Binary number
o

i

10

11
100
202
110
1323
212000
1003
aAva0

imal number |

BOUONOUNDWNRO

o]

The American Standard Code for Information Exchange (ASCII) was developed from
telegraphic codes, but then was adapted to represent text in binary code in the 1960s and
1970s. The original version of ASCII used 7 bits to represent 128 different characters

Number system:

A computer can understand the positional number system where there are only a few
symbols called digits and these symbols represent different values depending on the position
they occupy in the number.

Decimal Number System

The number system that we use in our day-to-day life is the decimal number system.
Decimal number system has base 10 as it uses 10 digits from 0 to 9. In decimal number
system, the successive positions to the left of the decimal point represent units, tens,

hundreds, thousands, and so on.




Step Binary Decimal Number
Number

((1x2“)+(0x23)+(1x22)+(0x2‘)+(1x

(16+0+4+0+1)10

Note — 10101, is normally written as 10101.

Octal Number System

s of the octal number system are as follows —

Characteristic
. Uses eight digits, 0,1,2,3,4,5,6,7

+ Also called as base 8 number system

. Each position in an octal number represents a 0 power of the base (8). Exa
Last position in an octal number represents aXx power of the base (8

ast position - 1

g+ where x represents the 1

Example
Octal Number: 125705
Calculating Decimal Equivalent —

m Octal Number
(“""‘“”"8"”(5"82’”“8"“""8

written as 12570.

Decimal Number

Note — 125705 1s normally

Hexadecimal Number System

cimal number s
6 letters, 0, 1,2, 3, 4,5,6,7,8, 9,A,B,C,D, E,F

from 10.A=10.B=11,C=

Characteristics of hexade ystem are as follows —

. Uses 10 digits and
Letters represent the numbers starting

14,F=15
Also called as base 16 number system
on in a hexadecimal number represe

12,

« Each positi
Example, 16°

nts a 0 power of




/ .

umber - o Last position in a hexadecimal number represents ax power of the base (16).
ndreds Example 16" where x represents the last position - 1
Example

Hexadecimal Number: 19FDE,,

Calculating Decimal Equivalent —

» Step Binary Decimal Number
Number
Step 1 19FDE,, ((Ix16°) +(9x 16°) + (Fx 16) + (D x 16") + (E x 16%)),
Step 2 19FDE,, (I x 169+ (9x16) + (15x 16%) + (13 x 16") + (14 x 16")),,
Step 3 19FDE;; (65536+ 36864 + 3840 + 208 + 14),,
Step 4 19FDE,; 106462,

Note — 19FDE,; is normally written as 19FDE.

ple




ple
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Communications Skills -

Mezning, Examples, Types, Importance and Training

Whether we realise it or not, we are communicating ALL the time. And, given the number of platforms
=~ devices that we use as we live out our daily lives, and the multi-tasking our routines call for, most of
s are pretty good communicators.

£x=mples of Communications Skills

Does your typical day look like this?

2 these are examples of communication skills.

You share quality time, chit-chatting with your family before you leave for work;

you use an app to call a cab as your car is in the garage;

c=2tch the news on your tablet in the cab while also sneaking a peek at your Facebook timeline;
then you attend a slew of meetings at the office;

reply to a flood of emails;

waoeo-conference with clients on another continent;

‘=t your smart phone order you lunch;

spit some unprintable words at the moody coffee-maker in the pantry;

2nd finally share some much-needed banter with your colleagues as you car-pool on the way back
home.

2nd, oh, how could we forget? Even though a dinosaur in this digital age, there’s the office grapevine
that makes car-pooling that much more fun!

What are we getting at? Well, since the definition of communication is the act of transmitting a
message, opinion, information, instructions, feedback or even gossip, we are saying something to
someone pretty much every waking moment.

And since most of us spend a large part of each day working, in a work environment, structures or
otherwise, business communication forms a large part of what we are saying.




/

/
Write the body of the letter. The body of the letter need not be more than three paragra
say it in three paragraphs or less then you're probably not being concise enough. Single s
justify each paragraph within the body.

In the first paragraph, writ2 a friendly opening and then state the reason or goal of the le
straight to the chase.

In the second paragraph, use examples to stress or underline your point, if possible. Con
examples are always better than hypothetical examples.

In the final paragraph, briefly summarize your purpose in writing and suggest how you mi
proceed further.

Sign off your letter with the appropriate salutation. Leave space between your salutation
printed name for a signature, if possible. "Yours sincerely," "Sincerely," and "Best," are all
Leave a space under your printed name for your signature. Finish with your title underne
signature if applicable.

If you are writing in Modified Block style, everything is left justified (the same as Block S
the date and the closing. Tab to the center of the page and then write your closing.

Place the recipient’s name one line beneath the date (two hard returns on a keyboard). |
her title (Mr., Mrs., Ms., Miss, Dr. etc.). Follow the recipient’s name with his/her job title.
name, write the name of the company. One line below that, write the recipient’s street a
next line, write the recipient’s city, state, and zip code.[3]

If you do not know the recipient’s title, do some background research or call the compan
Always use a woman’s preference (Mrs. Ms., Miss or Dr.) If you do not know a woman’s
Ms. :



Talk slowly

Typically, good talkers don’t rush into a conversation. They take their time when they reflect on
something and wren they say it out loug. They act as if they have all the time in the world. This makes
them come off as centered and collected. Model this way of talking and you will create the same effect.

2. Hold more eye contact

Most people keep eye contact about 2/3 of the time or less when they talk. In my experience, it’s a very
good idea to hold eye contact just a bit more than that. This will convey confidence and interest in
interacting with them.

3. Notice the details

People with good conversation skills tend to notice the kind of things that the average person doesn’t
notice, and to bring such details into the conversation. They may notice and point out an interesting ring
on the other person’s hand, a certain foreign accent, or a certain voice tone they use when saying a
name. Thus, such individuals impress people in a very elegant manner.

4. Give unique compliments

Anybody can pay a generic compliment to try and get another person’s appreciation. Charismatic people
on the other hand are able to really pay attention to others, to look beyond the facade and thus, pay
unique compliments. Do the same and besides wooing others, you may even help them find out things
about themselves they didn’t know.

5. Express your emotions

It's very rare to meet a person who is comfortable talking about their emotions and how certain things
make them feel, especially with strangers. Yet this way of talking is a real virtue. Don’t just present the
facts, you’re not a newspaper. Express your feelings about those facts. Keep in mind that it is at the
emotional level that people connect best.




6. Offer interesting insights

Anybody can talk about the news or express basic opinions. But good talkers can frequently tell you
things you didn’t krnicw and that you'll find fascinating. This is why :t's good to have kiiowledge into
fields such as psychology or sociology, and bring such knowledge out at the right moments in a
conversation.

7. Use the best words

The ability to talk smoothly has a lot to do with choosing the precise words to convey your precise
feelings or thoughts. Constantly develop your vocabulary and practice communicating as accurately as
possible. It will help you develop a way with words and allow you to express yourself more easily.

xxx

Conversational skills don’t improve just like that. It takes time, practice and the ability to learn at a rapid
rate from your own experiences. On top of this, they have virtually no limit to how far they can be
developed.

Considering your relationships and social life constitute one of the fundamental components of your life,
1 believe it is worth embarking on a long-term journey of mastering your interpersonal abilities. It’s a
Journey you won't regret.




o

Krishnasamy College Of Science, Arts And Management For Women,
Cuddalore

BRIDGE COURSE ;JUNE -- 2018

agly I-C.SB1& B2

SHMevLIL| : “wpeiGeormi”

S Aflwiy - osssaeny . G=r &G@ymegm -
BT6IT : 28 . 06 . 2018

UQUILG! &&LD

UeDpW Hlenaiaysel Db Stuyglu spmrl elEhser - @m USw
Safwed CunBrise - @aICamm BisHdleuensowd WEIPFFWLITEIFH 6160  6TERTNIMIHEI.

“ ugliug BeliCoed WalPFFwITEISH
QYSHOTEYHETE 2 6WI6)

2 Wleny PLsGL o asHd “ — aaip SHmwush SHous
SeTeomseT S WCameuld QFuIH OBTETEHRIEET. — HEBMEN (APYSH HIWMEILD
Ssiumser . @Qal ellflsmend FohEH uTHRssT- USHw @efl - yslw OQeueflFsnd -
S 2 euald. BOUGEHECWTG SimnhseT eeip wremalseEnsd —elifilLamiiea)
2 _sWILTSSUULL I

Lglld  om&Hluj

USDpLDd

all LU 6TenLo

Liw

uuipdlullerento
LOBI(PEND  LIQSHSTENLD
yflibg Osmeitenmento
&OmLG LeriumLLD
H6UNE GMM6Y

allifil 1wy el 6irenLo

LONAU AW

G WBHES 2_WILTOS STJRMISMeNS OHefeursdd SamrLL LGl

BEV6V  L|SHSHHMmIGBET

2 L puuipduyn elmenum B> HOOWSH HLBTHHIONE e SHISCBT6TET
2 sab. UssemjFdleowud o pEtasmub CsrhasEw. Gamjeyd Gambuevd
ZSHLTIOSD  Boenwnd  Gmelenwll Gure wAPFAWNS aSHHES 2 _Hab. WeEFFDbHS
preosend CHIH0sBHH BT aundliugl B Seianblismsamw GCuwbLBSHSID. ( 6.8T )
=uirapmd enisallan aumpsms. Qeleutprs renalseEndd ahSHSHIS FmBUULL Sl

Jo~oT7-1& 4 ol 2
. - : (0
Staffg{gﬁs;ﬁl’%yy HOD Signature
QYG%EMM




