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1 : Functional English (Intermediate)
ORDERING FOOD AT A RESTAURANT
MAKING RESOLUTIONS

TALKING ABOUT CHANGE
PLANNING AN OUTING
NARRRATING A STORY

' DESCRIBING A KNOWN PLACE

GIVING DIRECTIONS
DESCRIBING AN EVENT
RECOUNTING AN EXPERIENCE
:FINDING A PLACE TO STAY
:SAYING NO

:DESCRIBING A LOST ITEM
:APPRECIATING SOMEONE

:ATTENDING A PHONE CALL

:GIVING INSTRUCTIONS

'REGISTERING A COMPLAINT

:CALLING UP TO FIND ABOUT A JOB VACANCY
‘WRITING A RESUME

‘WRITING A COVERING LETTER

:FACING AN INTERVIEW

‘“TAKING A TELEPHONIC INTERVIEW
:ACCEPTING A JOB OFFER



17 1: ORDERING FOOD AT A RESTAURANT

Relevant Knowledge
Imagine that you are at a restaurant. The waiter has come to ask what you would like to

have, and you to order a plate of vegetable chowmein. How would you place the order?
Think about it and try to frame some sentences to do so.
When we place an order, there are some common terms used. Some of them are
introduced here. Read aloud the following terms:
o Starters — The first course in a meal, also called “appetizers” or “starters”.
Usage: “I would like to have Fried Vegetarian Momos for starters.”
o Main Course — The primary or main dish in a meal.
Usage: “I would like to have Shahi Paneer, Chane Pindi, Raita and Rumali Roti
for the main course.”
o Dessert — The final course of a meal — it may be fruits or a sweet dish.
Usage: “I would like to have Kheer for dessert.”
Study the dialogue given below and fill up the blanks using the following information:
o Starters — Chilly Potatoes.
o Main Course — Vegetable Fried Rice and Chicken Manchurian with gravy.
o Dessert — Chocolate Ice-cream.
o A bottle of mineral water.
Using Articles — a, an, the
Examples
A false friend is worse than an enemy.
Are you a good teacher?
Are you the teacher who is going to teach English?
Exercise
Given below is a conversation between a waiter and the customer at a restaurant. Imagine
that you are the customer. Now fill in the blanks with the statements that you like to make
while talking to the waiter.
1. Waiter: Are you ready to place your order, Ma’sm/Sir?
2. Customer: Yes. For ,  would like to have.
3. Waiter: How many?
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Customer: Just one plate will do.

Waiter: Okay.

Customer: For , I will have.
Waiter: Okay. Anything else Ma’am/Sir?

Customer: Yes. | would like to order a

Waiter: Okay. One Chilly Potatoes, one Vegetable Fried Rice, one Chicken

Manchurian with gravy, and one Chocolate Ice-cream. Is that correct, Ma’am?

10. Customer: Yes.

11. Waiter: Can | get you anything else?

12. Customer: Could you get me ?
13. Waiter: Sure, Ma’ am/Sir.

14. Customer: you. That will be all.
ASSESSMENT
Fill in the blanks with the correct articles A, AN, and THE, wherever necessary.

1. Could you get me bowl of chicken soup? (a, the).

2. 1 would like to cancel (a, the) Masala Dosa | ordered and
have plate of Tandoori Chicken with fried rice instead (a,
the).

3. | ordered chocolate ice cream, not strawberry (a, the, no
article needed).

4. | will have a tomato and mushroom pizza with cheese
topping. (a, the, no article needed).

5. For dessert, plate of kheer will do (a, the, no article
needed).

6. 1 will have kheer for dessert. (a, the, no article needed).

7. Our specialty is Tandoori chicken. Do try it. (a, the, no
article needed).

8. Please get me glass of water.

9. I would like to have onion masala dosa and vanilla ice-
cream.

10. Excuse me, where is washroom?

11. What is specialty of this restaurant?

12. Can | smoke cigarette here?
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13. Can we sit on upper floor?

14. What is on menu today?

15. Do you serve Chinese food hare?

16. Please give me some tissue paper.
17. Could you tell me recipe of this dish?

SESSION 2: MAKING RESOLUTIONS
Relevant Knowledge

Have you ever made a promise to yourself? A promise could be as simple as:

1.

2
3.
4

o

I will never lose my temper again.

I will try to study hard this year and get a 1% division.

I will talk less on my mobile.

I will halp mother out with her household chores when she comes home tried from
work.

I will get 95% in Math this year.

I will learn to speak properly in English within six months.

Think about what you would like to promise to yourself. These promises are actually

what are known as your own “resolution”. In the session, we will learn about this

concept.

Simple future tense

The use of words like will and shall denote the future time of action.

Now read the following sentences:

Set A

N o a A w D e

I will try to learn English well.’

I will try to see fewer movies.

I will learn three new words every day.
I will exercise every morning for 1 hour.
I will not carry forward any regrets.

I will keep my room neat and clean.

I will accept the terms and conditions.

11



8.
9.

He will not let you join.

But we will argue in your favour.

Now compare the above sentences with the following:

Set B
1.

o a H» w D

7.

I try to learn English well.

| try to see fewer movies.

I learn three new words every day.

| exercise every morning for 1 hour.
| take care of the dogs in my colony.
| do not carry any regrets.

| keep my room neat and clean.

Do you see the difference between the two sets i.e. set A and B of sentences? The first set

of sentences is in simple future tense. The second set denotes a fact or a habit, and are all

in the simple present tense.
EXERCISE

Read the following sentences. These are incomplete sentences. Try to fill them with what

you wish to do in your life.

7.

2 e o

| promise to...

| promise | will...

| resolve never to...
I resolve to...

I will try to...

I will try my best...

| am never going to...

ASSESSMENT

From the following options, select and tick the one that is in the simple future tense.

1.

2.

I did not smoke.

(@) I'will not smoke.

(b) I will not smoking

(c) 1 will not smoked.

| exercise everyday to stay fit and healthy.

(@) 1 will exercised everyday to stay fit and healthy.
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(b) 1 will exercising everyday to stay fit and healthy.

(c) I'will exercise everyday to stay fit and healthy.

| opened a small flower shop in the market.

(@) I will open a small flower shop in the market.

(b) 1 will opened a small flower shop in the market.

(c) I'will opening a small flower shop in the market.

. The president and his wife raised funds for charity.

(@) The president and his wife will raising funds for charity.

(b) The President and his wife will raised fund for charity.

(c) The President and his wife will raise fund for charity.

| stuck to my resolution.

(@) I will sticking to my resolution.

(b) 1 will stick to my resolution.

(c) I will stuck to my resolution.

| changed most of the furniture in my house before Diwali.

(@) I will changed most of the furniture in my house before Diwali.
(b) 1 will changing most of the furniture in my house before Diwali.
(c) I will change most of the furniture in my house before Diwali.

| started going for driving classes on Tuesdays.

(@) I will started going for driving classes on Tuesdays.

(b) 1 will starting going for driving classes on Tuesdays.

(c) I will start going for driving classes on Tuesdays.

. Team India won every match against Australia in the World Cup.
(@) Team India will won every match against Australia in the World Cup.
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(b) Team India will every match against Australia in the World Cup.

(c) Team India will waning every match against Australia in the World Cup.
9. I spoke in English with my friends.

(@) I will speak in English with my friends.

(b) 1 will speaking in English with my friends.

(c) 1 will spoke in English with my friends.
10. | wore the seat belt while driving.

(@) 1 will wore the seat belt while driving.

(b) 1 will wearing the seat belt while driving.

(c) I will wear the seat belt while driving.

SESSION 3: TALKING ABOUT CHANGE

Relevant Knowledge

In this session, you will learn how to talk about change. Read aloud and try to understand

from the examples given below.

1. Change for the better -to change so as to improve.

Example: He does not watch junk movies anymore and it is a change for the

better. He now enjoys serious cinema.

2. Change for the worse - to change but become worse.

Example: She has started reading novels. But it is a change for the worse as she

reads them more than her school books!

3. Change with the times -to accept and adapt to new developments.

Example: Our school is changing with the times. We now have computer labs

with free internet connection.

4. For a change -as something different.

Example: Why don't you wear a salwar suit for a change? You always wear

sarees.

5. Time for a change -an expression used when it is time to make a change.

Example: | asked her if she wanted a cake for her birthday, and she said, "It's

time for a change-let's have pizza instead!"

14



6. Times are changing - a response made when you hear a surprising piece of news.
Example: Man: "They charged me 500 Rupees for this tier, Woman: "Well, times
are changing, Ties do not cost 100 Rupees anymore.

7. Sea change -a major change.

Example: There is a sea-change in the choice of careers. Many youngsters are
more interested in MBA nowadays than in medicine or civil services.

8. Times change -as time passes, different things become acceptable.

Example: The old man scolded his grandson for not cuffing his long hair. He said
that when he was young, he had to keep it short and oiled. His grandson said,
"Times change, Grandpa!”

Active and Passive Voice

Read the examples given below:

Active: The hair stylist changed the color of my hair.

Passive: The color of my hair was changed by the hair stylist.

Passive: | was praised by the headmaster.

Active: The headmaster praised me.

In certain sentences in the passive voice, the subject may not be mentioned:

1. You should do the work - The work should be done.

2. We completed the marathon at last - The marathon was completed at last.

3. Has she finished her homework? - Has her homework been completed?

EXERCISE

Now, identify and tick the sentences that are in Active Voice:
1. They have been scolded.

1 bought some clothes yesterday.

The teacher is correcting the test papers.

The test papers have been submitted.

We went there last summer.

We were welcomed by the hotel owner.

She believed him but we did not.

© N o g B~ WD

He was trusted neither by us nor by her.
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ASSESSMENT

Select and tick the option that is in the passive voice.

1. Ravi had to revise the document.
(@) Ravi had to be revised in the document.
(b) The document had to be revised by Ravi.
2. Ram should learn how to adjust to change.
(@) Adjusting to change is what Ram should learn.
(b) How to adjust to change must be learned by Ram.
3. Seema has changed the curtains of the bedroom.
(@) The curtains of the bedroom have been changed by Seema.
(b) The curtains of Seema's bedroom are changed.
4. Can Nayan update this file?
(@) Can this file update Nayan?
(b) Can this file be updated by Nayan?
5. The youth should change things for the better.
(@) Things should be changed for the better by the youth.
(b) The youth have to change things for the better.
6. He made some changes to this document.
(@) To this document some changes he made.
(b) Some changes were made to this document by him.
7. You can change your future by learning English.
(@) Your English can change your future.
(b) Your future can be changed by learning English.
8. Nothing can change his mind.
(@) His mind can't be changed by anything.
(b) His mind can be changed by nothing.
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9. The party workers do not like the new policies.

(@) The policies do not like the new workers.

(b) The new policies are not liked by the party workers.
10. Change makes progress possible.

(@) Progress is made possible by change

(b) Change makes possible progress.

SESSION 4: PLANNING AN OUTING

Relevant Knowledge

An outing can be going for a picnic, going for a movie, going out for lunch or dinner, or
going out for shopping. All such outings require some preparation -the extent of the

preparation may vary depending on the nature of the outing.

Imagine that you have to plan a picnic for your family and friends. You may have to
prepare a "To Do” list of all that you need to do and take to the picnic. What would you

do to prepare for the picnic? Think!

Making a suggestion for an outing:
1. Letus go for an outing!
Let us go for a picnic!

Let us go to the movies!

2

3

4. Let us go out for lunch!

5. Let us go shopping and have lunch outside.

6. How about going for a movie?

7. Shall we go for a picnic this Sunday?

8. How about a shopping trip and lunch afterwards?

Planning the outing:

1. 1'will book the cab and you can arrange for the food.

You can take care of the plates and glasses.

2.

3. Bring bottles of water, napkins, and some plastic bags.

4. Can you bring two mats or an old bedcover to spread on the grass?
5.

Can you check till what time the park is open?
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6. Can you book the movie tickets?

7. We can meet at 6 outside the theatre.

8. Iwill call up Meena and Rakesh and see if they want to come along.
Pronouns
In this session, you will learn how to make use of pronouns. The reflexive pronouns
discussed in this session are: myself, ourselves, themselves, yourself, yourselves,

himself, herself, and itself.

Reflexive pronouns are used usually in 3 situations:
Situation 1: When the subject and object are the same.
For example:
1. | hurt myself.
2. The music group calls themselves "Dire Straits".
3. He shot himself.
Situation 2: As the object of a preposition, when the subject and the object are the
same. For example:
1. 1 bought a present for myself.
2. She did it by herself. (She did it alone)
3. That man is talking to himself.
Situation 3: When you want to emphasize the subject.
For example:
1. T’ll do it myself (No one else will help me).
2. They ate all the food themselves (No one else had any).
EXERCISE
Identify the incorrect use of the pronouns.
1. Mitali and I went to the cafe to buy us some snacks.
When | saw me in the mirror, | was horrified to see red spots all over my face.
Did you learn typing yourself or you went to a school?
What he saw was so unexpected that he pinched him to see if it was for real.
Please help yourselves to the food - there is plenty!
I hurt myself while fixing the broken shelf

I am busy...can't you do the work yourself?
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I bought a nice dress for me from the mall.
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ASSESSMENT
Fill in the blanks with the correct pronouns.

1. Except Ruhl and , everyone else arrived late at the movies.
@ 1 (b) me
2. Ravi was very helpful to when we went trekking in the mountains.

(@) us (b) ourselves

3. We really enjoyed on the trip to Manali last month.

(@) us (b) ourselves
4. His friends did not appreciate going to the fair alone.
(@) his (b) himself

5. Please bring some cotton for your ears if you do not want to be bored by

continuous chatter on the trip.

(@) his (b) him
6. As our driver had fever, Naman and offered to drive the car for

the rest of the journey.
(@) mine (b) 1
7. One of will have to speak to the travel agent and make

arrangements for the trip.
(@) you (b) your

8. We must reach the airport on time, or else will miss the flight.
(@) we (b) us
9. Itwas who wanted to go to the mountains instead of the beach.

(@) Himself (b) he
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10. Two of the group members, including , have offered to make food

and  travel arrangements for the trip.
(@) he (b) him

SESSION 5: NARWING A STORY

Relevant Knowledge

Have you ever been told a story before? Perhaps many times! What it is that you like the
most about the narration of stories? Perhaps you like to know what happened to other
people, or stories tell you what you could do in a similar situation, or maybe because it
helps you to relieve tension and entertains you. You may have many other reasons. Think
about them.

You will soon see that narrating a story is similar to narrating an incident - only story
narration is desirable because it is presented in an animated fashion with the right
intonations, pauses and exclamations.

When we narrate an incident too, we could use voice modulation to express what is being

said with emotions. That would definitely make it interesting for the listener.

Narrating a Story of ""Two Wolves"

Read out the following story aloud. Try to narrate the story as best as you can.

One evening, an old tribal told his grandson about a battle that goes on inside people. He
said: "My son, the battle is between "two wolves" inside us all... One is Evil. It is anger,
envy, jealousy, sorrow, regret, greed, arrogance, self-pity, guilt, resentment, inferiority,
lies, false pride,... superiority, and ego. The other is good. It is joy, peace, love, hope,
serenity, humility, kindness, benevolence, empathy, generosity, truth, compassion, and
faith.”

The grandson thought about it for a minute, and then asked his grandfather: "Which wolf
wins?" The old tribal simply replied: "The one you feed."

Simple Past Tense

In this session, you W'll learn how to make use of Simple Past Tense. Read aloud the
following sentences:

1. My grandmother loved to narrate the story of Ram and Ravan to me when | was

young.
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2. lused to listen eagerly to her.

3. She always left off the story at an interesting point, and said "I will tell you what
happened after that tomorrow".

4. 1 would eagerly wait for the next day to come.

5. The next day | would pester her to tell me what happens next.

6. | enjoyed the storytelling sessions with my grandmother very much.

7. 1 don't know if I will be able to entertain my grandchild in the same way.

8. Most probably I will not have many stories to tell or my grandchild will not be
interested in listening to stories.

9. But I can surely say that telling stories helps to expand a child's imagination in a
way that no other thing does.

10. 1 was exhausted.

11. It was a very tiring journey.

12. 1 had a tiring journey.

13. The journey exhausted me.

EXERCISE

Do you remember the difference in the tenses? Now, identify the sentences that have been

written in the present and future tense.

o a > 0w

My grandmother loved to narrate the story of Ram and Ravan to me when | was
young.

I used to listen eagerly to her.

I would eagerly wait for the next day to come.

I enjoyed the storytelling sessions with my grandmother very much.

I don't know if I will be able to entertain my grandchild in the same way.

Most probably I will not have many stories to tell or my grandchild will not be
interested in listening to stories.

I was exhausted.

It was a very tiring journey.

I had a tiring journey.
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ASSESSMENT
From the options, select and tick the sentence that is in simple past tense.

1.

(a) Seema visiting aunt Rekha at her house near the beach last weekend.
(b) Seema visited aunt Rekha at her house near the beach last weekend.

(c) Seema wisit aunt Rekha at her house near the beach last weekend.

(@) It were a beautiful summer day.
(b) It was a beautiful summer day.
(c) It is a beautiful summer day.

(@) Seema building a giant sand castle on the beach.
(b) Seema build a giant sand castle on the beach.
(c) Seema buildt a giant sand castle on the beach.

(@) Aunt Rekha took pictures of the castle.
(b) Aunt Rekha take pictures of the castle.
(c) Aunt Rekha taking pictures of the castle.

(a) Seema wanted to play on the beach and build another sand castle.
(b) Seema want to play on the beach and build another sand castle.

(c) Seema wanted to play on the beach and build another sand castle.

(a) But soon it has become very hot outside.
(b) But soon it become very hot outside.

(c) But soon it has becomes very hot outside.

(@) Aunt Rekha advised Seema to wear a hat.
(b) Aunt Rekha advising Seema to wear a hat.

(c) Aunt Rekha advises Seema to wear a hat.

(a) But Seema does not have a hat.

(b) But Seema did not have a hat.

(c) But Seema didn’t had a hat.

(@) So Aunt Rekha gave Seema one of her hats.

(b) So Aunt Rekha giving Seema one of her hats.
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(c) So Aunt Rekha gives Seema one of her hats.

10. (a) Seema wearing the hat and made another sand castle.
(b) Seema wears the hat and made another sand castle.

(c) Seema wore the hat and made another sand castle.

SESSION 6: DESCRIBING A KNOWN PLACE
Relevant Knowledge

Descriptive writing is an art form. It is like painting a word picture so that the person who
reads what you have written or listens to what you have said, “sees” exactly what you
meant to describe. To practice descriptive writing, think of a few sentences about the city
you grew up in. You could start off as:

1. Thecity that | grew up inis (name of the state).

2. ltisalarge/small city in (name of the state).

3. The weather there is quite

Adjectives and adverbs
1. 1 am ready to take the test. — adjective
I am readily taking the test. — adverb
She ran out of the room in a hasty manner. — adjective

2

3

4. She ran out of the room hastily. — adverb

5. 1'was happy when | received the certificate. — adjective
6

| happily received the certificate. — adverb

Here are some adjectives to describe a city:

o City: active, bustling, noisy, busy, clean, dirty, windy.

e Traffic: loud, congested, snarled.

e Buildings: old, shabby, rundown, crumbling, modern, futuristic, sleek, towering,
squat.

o Buildings (walls): brick, stone, marble, glass, steel, graffiti — covered.

e Monuments, statues: stone, copper, carved, ancient, moss-covered, faded, green,

bronze.
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o Sidewalk: concrete, cement, slick, cracked, tidy, littered, swept.
e Paint: fresh, weathered, peeling.

e Signs: neon, weathered, worn, bright, welcoming, flashing.

e Buses, cars, taxis: belching, crawling, eager, rushed.

e Now, try to describe your city using the above pointers.

EXERCISE
l. Read aloud the following phrases on “Describing Nainital”. Combine the

phrases so as to form a paragraph that describes Nainital. For example:

Example:Nainital is a beautiful hill-station in Uttarakhand.
Nainital is a beautiful hill-station...
It is surrounded by...
...in Uttarakhand.

...above sea-level.

1

2

3

4

5. ...high mountain peaks
6 Nainital is a very....

7 ...especially during winter....

8 ....popular tourist spot,

9 ....when the snow falls.

10. It attracts a lot of tourists in....

11. ...during the British Raj.

12. The temperature varies between...

13. ....which were established...

14, 15°C and -3 °C at that time.

15. ....and is situated at an altitude of 1, 938 meters.
16.  Apart from its beautiful scenery....

17. ...its many schools,

18. Nainital is also known for...
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11.
12.
13.
14.
15.
16.

Now read aloud and very carefully, the description given lelow:
“Ladakh”

Leh, Drass valley and Leh-Manali track are popular tourist spots.

Ladakh is a region situated in Jammu and Kashmir.

Tourists come for fishing and trekking.

Ladakh has a population of about 2,60,000.

The Kunlun mountain range lies to the north and the Himalayas lies to the
south.

The language is written in the Tibetan script.

The people of Dha-Hanu follow Tibetan Buddhism.

Ladakhi culture and Tibetan culture share many similarities.

Popular sports include archery, ice hockey, and cricket.

Buses and taxis are available as means of transport.

The dances are about the fight between good and evil.

The people speak Ladakhi which is also known as Western Archaic Tibetan.
About 18,000 tourists visit Ladakh every year.

On the other hand, those living around Dras have converted to Islam.

It is the highest plateau of Kashmir.

The Ladakhis celebrate masked dance festivals.

Read carefully the following passages on “adjectives and adverbs” and
identify whether the words in bold are adjectives or adverbs:

I went to Jaipur, also known as Pink City. Many people readily agree it is one
of the best structured places in India. The town was carefully planned
according to Vastu Shastra. It was built in the form of an eight-part Mandala

known as Pithapada.

I have never seen as heavenly a place as Kerala’s backwaters. I took a ride in
a kettuvallam (house boat) and what | saw truly beautiful. Palm trees,
pandanus shrubs, a variety of leafy plants and bushes attractively decorated
the place.
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My family went on a trip to Manipur. One of the many places we visited was
the Keibul Lamjao National Park. It is the only floating national park in the
world. The place is marked by floating plants called Phumdi. The park is the
home of the Sangai or Brow Antlered Deer, an endangered species which

cannot be found anywhere else on earth.

ASSESSMENT

Fill in the blanks with the appropriate word from the given options:

1.

10.

I moved to a new city.

(@) recently (b) daily

I now live in the heart of Delhi.

(a) comfortable (b) comfortably

My house is a two-bedroom flat in Mayur Lok.
(a) spaceful (b) spacious

| live here with my friend, Manish.

(@) best (b) better

Thereis a monument near our house.

(@) history (b) historical

When | first moved to Delhi, | found the city to be too and
crowded.
(@) noisy (b) noiseful

Now that I have lived here for a couple of years, I can’t imagine moving back to my

town.
(@) small (b) tiny
Delhi is the capital of India and is connected to all major

cities of the country by road, rail, and air.

(@) good (b) well
Mayor Lok is one of the localities in Delhi.
(@) best (b) good

The area is well-maintained and planned

(a) prettily (b) beautifully
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SESSION 7: GIVING DIRECTIONS

Relevant Knowledge

Look at the following map. How would you give the direction to City Mall?

City Mall

Tara Bus Depot Mitthu Sweets Corner

Start

Read the “Terms and phrases for giving directions” given below.

1.

Intersection — Also known as “junction” and “crossroad”, it is a place where two or
more roads meet.

Example: We kept driving till we came to an intersection. We did not know which
road to follow, so we asked the traffic police for directions.

Fork — The point at which a road divides into branches.

Example: Keep walking left till you come to a fork; take the road on your right and
keep walking. The shop is there at the end of the road.

U-turn- A U-shaped turn made by a vehicle so as to take a direction opposite to the
original course.

Example: The market is on the other side of the road. You will have to take a U-turn
to reach it.

Turn left/right- Go to your left/right.

Example: The man told me to walk down the street and at the end, turn left.

Signpost — A post bearing a sign that gives information.

Example: The signpost says that we have to take the road on the left for Noida.

Landmark — An easily seen building or place that serves as a guide.
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Example: The City Mall serves as a landmark for their office.
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7. Across the street — On the other side of the street.

Example: The book store is just across the street.
8. Next to — Beside.

Example: Mohan Lal Grocery is next to the mobile shop.
9. Go straight down — Keep walking along the road.

Example: Go straight down this road and turn right. You will find the hospital there.
10. Take the first/second road on the left/right.

Example: To reach the school, go straight and then take the second road on the right.
11. Around the corner — Near the corner.

Example: The market is just around the corner of the DESU residential complex.
12. At the end of — Last Part.

Example: You will find the store at the end of this road.

EXERCISE
Study the flowchart given below:

Little Angels School
DMK
Working Women’s
Association
Oriental
Restaurant Traffic Point
Khadi
Pushpak Book /
Store
Traffic Point
Fun Village
Green Park

Start




Route A : Fun Village, Pushpak Book Store, Traffic Point B, Traffic Point A,
Oriental Restaurant.

Rout B : Green Park, Khadi House, Traffic Point B, Traffic Point A, Oriental
Restaurant.

Rout C : Green Park, Khadi House, Working Women’s Association, Little Angels

School, Oriental Restaurant.

In short, there can be more than one route in which you can give directions to reach DMK

Hospital.

Preopsitions

A preposition is a word that links a noun and pronoun to other words in a sentence. For

example.

1. We went to the market.
2. The market is just around the corner.
3. Many kinds of stores can be found at the market.

Prepositions are used as follows:

Preopsitions of time: at, on, in, during, since, until, by, etc. We reached the hostel
at 9 pm. We reached the hostel on Monday. We will reach the airport in an hour.
Note: Use at for specific times, on for days and dates, and in for non-specific times.
Prepositions of place: at, on, in, over, above, under, beside, behind, etc. We went
to the library. The library is on Hudson Lane. Note: Use at for specific places, on
for roads, streets, etc., and in for cities, countries, etc.

Prepositions of direction: to, from, across, through, around, into, towards, etc. The
electronics shop is across the street. The cricketers went in that direction.
Prepositions indicating other relationships: by, with, of, for, etc. This sari is made

of silk. A surprise is waiting for you.

ASSESSMENT

Fill in the blank with the correct preposition given in the bracket:

Go straight down Kingsway Street and you will find the shop

your right (in, on).

The jeweler’s store is right next the bus-stop (for, to).

The florist’s stall is Kamna’s house (below, under).
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10.

You can find her house the corner of the main street. (around,

from)

Walk you reach the traffic point (till, before).

The book store is just the street (across, under).

Walk straight this road and you will come to a traffic point

(down, beside).
Fill in the blank with the correct preposition given in the bracket:

I’'m very excited about meeting my friend today Dilli Haat in

the evening at 4.

(@) on (b) at

My friend stays in INA colony near Dilli Haat, whereas my house is quite far
it.

(@) across (b) from

in the morning, my friend had given me the directions this

place over the phone.

(@) to (b) about

I will take Bus no. 540 the Central Terminal and get off the
INA bus stand.

(@) from, in (b) from, at

My friend had said that Dilli Haat is right the road.

(@) across (b) over

She will be waiting for me the Sikkim food stall.

(@) on (b) at

The Sikkim food stall is located the Manipur and Rajasthan
food stalls.

(@) across (b) between

The hot momos served there are so tasty — I can’t wait eat
them!

(@) for (b) to

Oh! I think that’s my bus that red truck.

(@) behind (b) over

I must hurry up and get it or my plans for a great evening will

be spoilt.
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(@) onto

(b) in
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SESSION 8: SESCRIBING AN EVENT

Relevant Knowledge

Have you attended any event recently? It may be a wedding, a birthday party, or any
function- any event. Try and form sentences about the event. Maybe answering the
following questions might help you:

1. When was the event held?

2. Where was it held?

3 How many people came?

4.  How was the food (if it was a party)?

5

Were there any special programs? If so, what were they?

Present Continuous Tense

The Present Continuous Tense is used to describe an action that is continuing at the
moment.

1. lamwalking.

2. Sheis preparing lunch for everyone.

The verb will always take the form “is/am/are+verb+ing” depending upon the subject.
1.  He/she/it/Meena/Rajan is walking.

2. They/wel/youl/the people are walking.

3. lamwalking.

Read the following:
1. 1 describe an event. lam describing an event.
2.  She/he/Reena/Karan/etc. describes an event. You/we/they/the students/etc. are

describing an event.

The sentences with “is/am/are describing” as verb describe an action that is continuing at
the moment. Therefore,

1.  We are learning the Present Continuous Tense.

2. We are learning how to describe an event.

3. Weare learning English.
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EXERCISE
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11.

Read the following sentences and identify whether they are in the present
continuous tense or not.

Everyone is enjoying Sarita's party.

Sarita is distributing cold drinks to her guests.

Devjit wants to play his guitar and sing a song for her.

All the guests encouraging him to do that.

Even Sarita herself is telling him to perform.

Read the sentences on ""Smita’s Birthday"* given below.

It was Smita's birthday

We arranged a surprise birthday
All her friends

as it is her favourite.

Everyone arrived

at12 p.m.

We screamed "l

Then, she blew the candles and

Asha and Sumeet

sang a song and entertained everyone.
We played Antakshari

Using the following phrases fill in the blanks and complete the sentences.
"Surprise”

...were invited.

Smita entered the room...

...cut it for everyone

Smita even...

...party for her.

...on time.

...distributed food and drinks
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9. We got a chocolate cake... ...

10. ... on Sunday.
11. ... and dumb charade.
ASSESSMENT

Choose and the tick the correct option, which is in the Present Continuous Tense.

1. a. We are gone to attend a friend's wedding at Sainik Farms on Saturday evening.
b. We are going to attend a friend's wedding at Sainik Farms on Saturday evening.

c. We went to attend a friend's wedding at Sainik Farms Saturday evening.

2. a. Everybody will having a great time at the party.
b. Everybody is having a great time at the party.
c. Everybody have a great time at the party.

3. a. The bride is looking gorgeous in a traditional red silk saree.
b. The bride looking gorgeous in a traditional red silk saree.

c. The bride will looking gorgeous in a traditional red silk saree.

4. a. The waiters serving delicious snacks and drinks.
b. The waiters serves delicious snacks and drinks.

c. The waiters are serving delicious snacks and drinks.

5. a. The DJ is playing soft music while the guests have their dinner.
b. The DJ is playing soft music while the guests are having their dinner.

c. The DJ plays soft music while the guests are having their dinner.
6. a. He is going to play some popular Bollywood numbers.
b. He has some popular Bollywood numbers to play.

c. He going to play some popular Bollywood numbers.

7. a. Some kids have running around while some will be dancing on the dance floor.

b. Some kids are running around while some are dancing on the dance floor.
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c. Some Kids are running around while some dancing on the dance floor.

8. a. We are planning to drink coffee to stay awake through the night.
b. We are planning to drink coffee to be staying awake through the night.
c. We drink coffee to be staying awake through the night.

9. a. Pandit Ji reciting mantras and performing various rituals.
b. Pandit Ji is going to reciting mantras and performing various rituals.

c. Pandit Ji is reciting mantras and performing various rituals.

10. a. Everybody is showering flowers on the newlyweds.
b. Everybody are showering flowers on the newlyweds.

c. Everybody showering flowers on the newlyweds.

SESSION 9: RECOUNTING AN EXPERIENCE

Relevant Knowledge

The purpose of a recount is to list and describe past events by retelling the events in the
sequence in which they occurred. A recount tells about something that happened in the
past. Hence it is written in the past tense. (e.g. | run - | ran, | go - went). The details in the
recount can include what happened, who was involved, where it took place, when it

happened and why it occurred.

A writer or speaker uses a recount to tell us about a story or an event. Recounts are

usually given in the order that the event occurred. Recounts can be:

o Factual, such as a news story
o Procedural, such as telling someone how you build or make something
o Personal, such as a family holiday or your opinion on a subject

Examples of a recount include:

o Biographies and autobiographies
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Newspapers or the television news
Letters and postcards
Textbooks

Conversations with friends

37



A welt-structured recount includes details of the event or topic and personal opinions.
Oral (spoken) mounts may have a title if you are giving a presentation. However if you
are simply talking with tends you wouldn't announce the title of your conversation!

Past continuous tense

The Past Continuous Tense describes an action that was happening at a time in the past. A
verb in this tense will always take the form: Was/were + verb (+ing)

o I/she/he/it/Meena/Rajan/the man was walking.

o They/we/you/the people were walking.

o She was working on her painting.

o He was rehearsing for his performance.

Some examples of Past Continuous Tense are given below:
o I am walking - Present Continuous Tense

o | was walking - Past Continuous Tense

She/he/it/Tina is walking - Present Continuous Tense

She/he/it/Tina was walking - Past Continuous Tense

Welthey/the people are working - Present Continuous Tense

Welthey/the people were working - Past Continuous Tense

Can you tell the difference between the two tenses?
The Present Continuous Tense describes an action that is happening presently while the

Past Continuous Tense describes an action that was happening at a time in the past.

A verb in the Past Continuous Tense will take the form:

Was/were + verb (+ing)

Now, from the following sentences, identify the sentences in the Past Continuous Tense.
1. I was going to tell you a story.

2 They told me they playing a game.

3 She is making breakfast.

4. We were planning to visit the zoo.

5 The zoo was closed.
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6. Celebrations were happening all over the world.

EXERCISE
o Read the points given below, very carefully. Now, construct them into a paragraph:

o Taking a walk in the park.

o Saw some people playing badminton.

J Sat down and watched.

o Realized one of the players was an old classmate.
o Called out to her.

. She came to me.

o Told me she was my classmate's twin.

o | apologized.

o She asked me to join their game.

o | agreed.

o Enjoyed a nice round of badminton with them.

Read the phrases in ""Trip to A Mall". Fill in the blanks with appropriate phrases.
o ...we decided to go.

| told him...

...For our lunch!

Then we went looking...

...If I had any plans this Saturday.

o ...the food court had not been built...
o ...In the mall.

o ...where it was located...

o ...for a while.

o ...to search the huge mall.

o We were already hungry...

My friend called me up and asked me . | was free. So to the
new mall. There were many good stores . We window-
shopped. for the food-court. But we couldn't find it. and

we were forced I At last, we asked a guard
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and he told us that as yet. We came out of the mall and

had to go to a dhaba
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ASSESSMENT
Fill in the blanks with the past continuous form of the verbs given in brackets. The

first two have been done for you.

© 0 N o g b~ w0 D E

| was visiting my childhood friend Venkat yesterday.

We were going to watch the movie Don on DVD.

We (see) the movie for the second time.

We (enjoy) the popcorns more than the movie.

In the evening, we (plan) to make a chocolate cake.

Both of us (go) to the market to buy vegetables for dinner.
We (driving) to the supermarket.

The supermarket (offer) sale on all stocks.

Everybody (move) towards the entrance at the same time.

SESSION 10: FINDING A PLACE TO STAY
Relevant Knowledge
Imagine that you have just moved into a new city and are looking for a place to stay. How

they would go about doing it? You can use the following pointers:

What kind of place do you want?
What would you require in a room?
Would you take the help of a broker?

Would you negotiate the rent?

Make appropriate sentences
Given below is a list of terms you will encounter when you want to rent a residence. Read

aloud the ""Renting Terms"", understand its meaning and usage:

1.

Broker: One that acts as an agent for others in negotiation, bargain, etc.

E.g.The broker helped me find a room at a reasonable price.
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10.

11.

Read the dialogue section below on “finding a Place to Stay”. This is a
conversation/dialogue between a broker and his client. The client is looking for a room.

You have to fill in the blanks by forming complete questions using the points given in

Rent: Payment made by a person for staying in a place owned by others.
E.g.l and my three friends are living on rent now.

PG (Paying guest): Someone who lives on rent in the owner’s house.
E.g.PG accommodations are easily available these days.
Apartment: A flat

E.g.Sheila and Renu have rented a two-room apartment in Pune.
Landlord/landlady: A man/woman who provides rooms for rent.
E.g.Our landlady allows us to stay out till 10 p.m. only.

Tenant: A person who lives on rent.

E.g9.Mr. Gupta’s tenants always pay their rent on time.

Single-room flat: A flat with only one room.

E.g.As | am planning to stay alone, | will look for a single-room flat.

Double-room flat: flat with two rooms.

E.g.As we are planning to stay together, we will look for a double-room flat.

Commission: A fee that you have to pay to an agent/broker for their services.

E.g.We also have to pay the broker his commission.

Security: Money given as guarantee that you will pay rent as due. Also known as

“deposit”.
E.g.We have to pay 2500 Rupees as security.

Notice: A formal announcement that you have to make if you want to move

out/ask a tenant to leave.

E.g.The landlord has a simple rule — every tenant must give a month’s notice if

they want their security back.

brackets. Two of them have been done to help them understand.

EXERCISE

Client : I am looking for a place to stay.

Broker : OK. Do you want a single room or double room? (Single room or double room)

Client : Since | am going to stay alone, | would prefer a single room.
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Broker : ? (just a single room, or with
kitchen)

Client : | want a single room with attached bathroom plus a separate kitchen. Broker:
You have come right on time. A room which has all these has just been vacated.

Client : ? (how much the rent is)
Broker : 4500 Rupees.
Client : ? (whether includes electricity bill

and water bill)

Broker : Yes, yes. It includes both.

Client : Do | have to pay security? (whether | have to pay security) Broker: Yes. You
have to pay a security of 2000 Rupees.

Client : ? (how much your fee is)
Broker : | charge only 25% of the rent.
Client : ? (whether fee is negotiable)

Broker : I am afraid it isn’t. It is quite low. Most brokers charge around 50% Client: Ok
then.

Broker : ? (whether you want to see the
room now

Client : Yes.

Future continuous tense.

The Future Tense describes an action that will be ongoing in the future. A verb in the

future continuous tense will always take the form:

“will+be+verb+ing”. For example:

o I will be reporting on the news channel tonight.

o He will be coming home at around 10.

e  They will be working hard to win the match.

e  You will be doing your homework.

We can understand the Future Continuous Tense with the help of the following examples:

e  We are looking for a new room. (Present Continuous Tense). We will be looking
for a new room. (Future Continuous Tense)

o I am looking for a new room. (Present Continuous Tense). | will be looking for a
new room. (Future Continuous Tense).

o She is looking for a new room. (Present Continuous Tense). She will be looking for

a new room. . (Future Continuous Tense).
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While in the Present Continuous Tense, we describe an action that is ongoing, in the
Future Continuous Tense, we describe an action that will be ongoing in the future. The
verb will always take the form: will/will not+be+verb (ing)

Now, read the following sentences and identify the sentences that are in the Future
Continuous Tense:

1. Therent will be 4,000 Rupees.

2 I will be hiring a broker to search for the room.

3. She will not be taking the flat.

4.  The landlord will not returning the security.

5

They will be staying in a double room flat.

ASSESSMENT
Change the following sentences to the Future Continuous Tense.
1. Shantanu helped me located a good much.

2. The landlord charged me too much.

3. I was negotiating with him to lower the rent.

4. lalso asked the landlord if he would provide me a cooler.

5. If not, I am buying the cooler myself.

6. | am staying here till December.

7. Next year, | am moving to Mumbai.
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8. I contacted my broker Vijay.

9.  Vijay is searching for a two-room flat for me.

10. | reminded him that the flat should have a separate kitchen.

SESSION 11: SAYING NO

Relevant Knowledge

Sometimes, in our lives, situations arise where you have to politely decline a person’s
offer. This can be difficult; especially when you care about the other person.

Some people might say “Yes” when they actually mean “No”. As a result, they feel
bitterness and anger towards the person they have said “Yes” to, even though the person
has done nothing wrong. People who cannot say “No” often become annoyed and upset
with themselves and if anyone continues this behavior for a long time, it affects their self-
esteem and adds to stress. On the other hand, some people might say “No” but, in an
impolite, disrespectful and aggressive manner. This may result in others disliking them

for being angry and rude. So what’s the way out?

How would you say “No” to the following?
1. Afriend invites you to a party but you have to refuse.
2. A friend wants to borrow a book but you have to refuse.

3. Afriend wants to go shopping with you but you have to refuse.

Think about it!
Read aloud the following phrases (polite ways of refusing):

1. lamsorry but — I am sorry but I won’t be able to come.

2. Thanks for the offer but — Thanks for the offer but I won’t be able to come.

3. I'will have to say no- I really want to come but | will have to say no.

4.  This is very kind of you. However....- This is very kind of you. However, I won’t be

able to come.
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5. Iwould love to.....but can’t because of prior engagement — | would love to come but

can’t because of prior engagement.

Read aloud the following phrases
e You can’t work against the law.
e I can’t abide by the law if it is not fair.
e | am working at the warehouse.

e You are working for the manager.
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EXERCISE
Study the following situations in "Saying No". Choose what would be the appropriate
way of saying no in each situation. Some situations may have more than one appropriate

option. Fill in the blanks with the appropriate option(s).

Situation 1
Speaker 1: Can | borrow some money?
Speaker 2:

(@) No, you cannot.
(b) I am sorry but I won't be able to lend you.

(c) I am sorry but you can't borrow right now.

Situation 2
Speaker 1: | am going to my aunt's house. Would you like to come?

Speaker 2:

(@) I won't be able to come, but thanks for the offer.
(b) I am sorry but I won't be able to come.

(c) 'am sorry but I won't like to come at all.

Situation 3
Speaker 1: There is a party at my place on Friday. You have to come.

Speaker 2:

(a) Thanks. But I can't come as | have a prior engagement.
(b) Sounds great! But, no! I am not coming.

(c) 'am sorry. I will not be able to make it. But thanks for the invitation.

Situation 4
Speaker 1: It is quite late now. Why don't you stay at our place tonight?
Speaker 2:

(a) This is very kind of you. However, | can't stay.
(b) Thanks! But I really have to get back home.
(c) Thanks a lot. But I can't stay at your place tonight.
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Situation 5
Speaker 1: Would you like to join us for a drink?

Sneaker 2:

(@) Thanks! But 1 will have to say no.
(b) Sounds fun! But, no! I can't join you
(c) A drink? No. Not now.

ASSESSMENT

I.  Fill in the blanks using the correct preposition given in the bracket:

1. They invited me their party, but | had refuse (to, for)

2. They said they will meet 3 sharp. (in, at)

3. But I have to meet my grandparents Monday. (at, on)

4. So, | said no. now, | have never refused them. (till, before)
5. They were a little disappointed me. (on, with)

6. But I haven't met my grandparents a long time. (for, from)
7. Il haven't seen them last July. (since, from)

Il.  Fill in the blanks using the correct preposition given in the bracket:

with against for from by on at

1. Vikrant keeps borrowing money me. The next time he asks me, I will say, "I am
sorry, Vikrant. | can't lend you anymore."

2. My friends wanted to share a drink me. But I refused saying "Thanks the offer. But
I will have to say no."

3. My boss makes me get tea him every day. So, yesterday, | finally said "I am sorry,
Sir. | have got work to finish." At that moment, | really did not care if it would have
any effect my job.

4. My grandfather wants me to get up at every morning and jog for an hour. | had to
politely refuse saying, "Great idea! | will try that some day. Thank you."

5. Leena asked Rajul to do her homework again. It seems Rajul replied, "l am not going
to do whatever you ask me to." And now, they are not talking each other.

6. The opposition candidate wanted the people to vote the ruling party, but they shouted
him and told him to go back.

48



7. Though it was raining hard yesterday, my tutor wanted me to buy a book the market.

I said, "'l am sorry, Sir. But the weather is really bad. Can | buy the book tomorrow?
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SESSION 12: DESCRIBING A LOST ITEM

Relevant Knowledge

Describing a lost item is a simple matter of stating the features of the item that may help
in identifying it. For example to describe a book you have lost, you could describe its
following attributes:

o Name of book

. Author’s name

e  Size of book

o Description of cover

o Publishers' name

There are some words that are used to express the quantity of things that can be counted
and some words that are used to express the quantity of things that cannot be counted.

Study the following table:

For Countable Nouns For Uncountable Nouns For Both

Many Much Some

A few, few A little, little Any

Several A bit of All of the/most of the
A couple of A good/great deal of A lot of/lots of

None of the Plenty of

Some more examples are:

e  Their family has a lot of influence over the local government.

o | bought a lot of children's books for my son.

e Some people don't agree with the new bill.

o There was much disagreement over the new bill.

EXERCISE

Now, read the details given below and fill in the blanks using the information given:

e A mobile phone
e  Nokia 0010
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. Black color

o Lost while traveling in a train
. 15" May, 2009, 2:00 p.m. to 9:30 p.m.
e  Train from Allahabad to Delhi

e  Shiv Ganga Express

e  Compartment no. S 14, Berth 28, Sleeper Class

1o

Policeman  :Yes, may | help you?
Complainant : I lost

Policeman  : Where?

Complainant : I was traveling from
Policeman  : Which train was it?
Complainant :

Policeman  : When was the journey taken?
Complainant :

Policeman  : What time approximately?
Complainant :

Policeman  : Where was your seat?
Complainant :

Policeman  : Please describe the phone.
Complainant : It is a

Policeman  : Okay.

ASSESSMENT

The colour is

I.  Choose the correct quantifier from the given choices and fill in the blank:

1. 1lost

2. Hema asked

a little)

3. The warden confirmed that

every room checked (a few, any)

they had lost (A lot of, much)
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books when | stayed at the hostel (several, much)
students if they had seen her new leather wallet (some,

thefts had occurred in the hostel, i she had

students, including Hema, put up posters describing the items that



5. Finally, of the lost items were found in Hema's room - she had nerve

to pretend that her wallet too had been stolen! (much, many)

Il Fill in the blanks with the correct quantifier from the options given below:

1.

10.

| was having fun with my family at the airport until | realized that

two of my bags were missing.

(a) a lots of (b) many (c) alot of

The black bag contained valuable things that | had bought for my
sister's wedding.

(@) many (b) more (c) much

It contained a diamond pendant, gold bangles, a diamond ring, etc.
() afew (b) enough  (c) a little

It also had silver jewellery.

(@) many (b) a few (c) some

The brown bag had important documents such as my passport, pan

card, driving license, etc.
(@) many (b) more (c) much

The bag also contained clothes, silver coins, and a silver key.

(a) enough (b) a few (c) alot
Though the black bag contained expensive items, its loss does not

bother me as much as the loss of the brown bag does.
() little (b) a little (c) plenty of
It is more important to find the brown bag because it contains

important documents.

(@) much (b) very (c) some
| do not have at the police station.
(@) little (b) much (c) few

I will also post an advertisement about my bag in the 'Lost and Found' section of

newspapers.

(a) more (b) little (c) some
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SESSION 13: APPRECIATING SOMEONE

Relevant Knowledge

How would you feel if someone you knew very well and you had helped comes up and
says to you “Someday I hope to give to you a fraction of all you've given me"? For
employers and employees, businessmen and clients, family members close friends and
associates, expressing appreciation Or everything a person means to you is absolutely
necessary. It lifts your heart and makes the day to day stresses that you face more
manageable. Take the time today to tell someone "I appreciate 2 To do so, you need to
know how to appreciate and that's what you will learn today.

Look at the following situation: A friend of yours has done a favor for you Now, how
would you express your appreciation for your friend? Think about it.

We generally show our appreciation when:

1. Someone has done something for which they are grateful or thankful

2. Someone has done something praise-worthy.

Therefore, appreciation may be shown not only when someone has done you a favor but

also when a person has done something good or admirable.

Read the details given below:

""Appreciating Someone 1"

1. When someone has done you a favor:
o Thanks a lot!

o Thanks! You are a life-saver.

o Thanks! I really appreciate it.

o Thanks! You really made my day.

2. When someone (e.g. a junior at work) has done his job well:
o Great job!

o Well done!

o Nice work!

o Good work! Keep it up.

o You did very well!
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o Keep up the good work.
o | appreciate your effort.

3. When someone (e.g. a singer/dancer) has performed well:
That was a great/an excellent/an outstanding performance!

o You performed very well!

o | enjoyed your performance.

4. When someone shows concern and support:
| appreciate your concern.

o Thank you for your concern.

o Thanks for the support. | really need it.

o Thanks for standing by me.

5. 5. Appreciating someone close to you (parents, friends, etc.):
o You are a wonderful/an amazing person!
o Thank you for being who you are.

EXERCISE

Study the situations described here. Fill the blanks with how you would express your
appreciation in the given situations. You can use the phrases and sentences you learnt
earlier.

Situation 1: You want to buy a book but do not have enough money. Your friend lends it
to you.

Situation 2: Your junior at work used to perform badly. Lately, his performance has
improved.

Situation 3: It is Mother's Day and you have bought a card for your mother. You want to
write a line showing your appreciation.

Situation 4: Your younger brother has come top of his class.

Situation 5: You are organizing a campaign for the adoption of stray dogs. A man
donates an amount (huge/small) for the cause.

ASSESSMENT

I. Fill in the blanks using the correct option given in the bracket:

1. Youdid mea favor (great, large)

2. lamso that you won! (happy, cheerful).

3. You are looking tonight (wonderful, brilliant)

4. Youdida thing by helping that poor boy. (well, good)
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5. We thank you for being so (kind, gentle)

6. Thatwas a performance! (fantasy, fantastic)

7. Your generosity is appreciated by (many, much)

8. You are doing your job well (very, vary).

1. Choose the right word from the bracket to fill in the blanks:

1. Rama presented the show really well. I think she is very (arrogant,
confident).

2. Sheela is very (patient, lenient) while talking to clients. She tries
to understand them.

3. I wonder how Nilanjana can be so (relaxed, lazy) before any team
meeting.

4.  Priyais extremely (dignified, grand), and that makes her the team
1 favorite.

5. 1 like the fact that Ram is (inquiring, nosy), that way he gets his
doubts cleared.

6. Raj spends his money (with a lot of care, like a miser), so he has
no major debts.

7. It was because of Ram's (hard work, overwork) that we got a new
deal.

8. Raj uses (old-fashioned, outdated) ways to solve problems
because he feels that it always works.

9. Raviisalways (up-to-date, modern) with his work.

SESSION 14: ATTENDING A PHONE CALL
Relevant Knowledge

How do you answer the phone when it rings? This session is about taking phone calls,
and rat you will begin the lesson with a role play on the situation, Now read aloud the
following conversations:

Role Play 1

Student 1 : Hello?

Student 2 : Hello!
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Student 1 :
Student 2 :
Student 1:
Student 2 :

Student 1 :

Is this (name) speaking?

This is (name) speaking.

| am (student's name). Is this a good time to talk?

Ok. What is it about?

I am from Public Surveys. We would like to inquire if you are a regular user

of the Internet.

Student 2 :
Student 1 :

Role Play 2

Student 1:
Student 2 :
Student 1:
Student 2 :
Student 1:
Student 2 :
Student 1:
Student 2 :
Student 1 :

Yes, | am.
That's all. Thank you for your co-operation. Have a nice day.

Hello?

Hello!

Is this (your name) speaking?

This is (your name) speaking.

| am (student's name). Is this a good time to talk?
No. | am afraid | am a little busy at the moment.
Can I call you later?

Ok.

Thank you for your time. Have a nice day!

Read the details below:

Making a phone call

Asking for the person you want to talk to:

o May I speak to (name of the person)?
o Is (name of the person) there?

o Am | speaking to (name of the person)?
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Identifying yourself:

o | am (your name).

o My name is (your name).

o | am (your name) from (company or organization on whose behalf you are calling).
o My name is (your name). | am calling from (company or organization on whose

behalf you are calling).

Asking if the call-recipient is free to talk:
o Is this a good time to talk?

o Are you free to talk?

When the person you want to talk to is not in:
o I would like to leave a message.

o Could you take a message for him/her?
o Will call later/ I will call after some time.

While hanging up:
o Thank you for your time. Have a nice day!
o Thank you. Have a nice day!

Receiving a phone call

When the caller asks for you:

o This is (your name) speaking.

o You are speaking to (your name).

When the caller asks for someone who is not in/cannot come to the phone:

o | am afraid he/she is not in at the moment Or He/she cannot come to the phone
right now.

o Would you like to leave message? Or Can | take a message?

o Could you call after some time? Or Could you call later?

When the caller asks you if you are free to talk:
o Sure! What is this about?

o | am sorry. | am a little busy at the moment,

While hanging up:
o Thanks for calling.
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Study the details below and fill in the blanks:
1. “Attending to Phone Calls 17

Receiver : Hello?

Caller : Hello. (receiver’s name)?
Receiver : This is (receiver’s name) speaking.

Caller . (receiver’s name), (caller’s name) Life Care
Insurance.

Receiver : Ok.

Caller ?
Receiver : Sure, we can talk.

Caller : Are you availing any life insurance policy?
Receiver

Caller : Ok. Would you like to by another policy?
Receiver : No, thanks.

Caller : Ok, sir/Ma’am.

2. “Attending to Phone Calls 2”

Receiver : Hello?

Caller - Hello. (name)?

Receiver : 1 am sorry. He/she is not in right now.
Caller : Oh!

Receiver ?

Caller - Yes. him/her that Rajeev Kumar called?
Caller : Ok.

Caller :

Receiver : No problem. Anything else?

Receiver : No, that’s all.

Read the following examples:

e | eatice-cream daily — simple Present Tense

e | am eating ice-cream — Present Continuous Tense

e | have eaten ice-cream — Present Perfect Tense
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In the first example, the person is saying that he eats ice-cream generally. In the second,
he is eating ice-cream right now. In the third, he ate ice-cream in the recent past.

The Present Perfect Tense is thus used to describe an action which occurred recently.

It also used to describe an action which started in the past and is still continuing. For
example:

e | have worked here for 5 years.

e  She has lived there for 2 years.

Verbs in the Present Perfect Tense will take the following form:
e l/you + have + perfect form of the verb
e |t/she/he/Reena/Akash + has 4-perfect form of the verb

e Wel/they/the people/the sisters + have + perfect form of the verb.

Read this before you attempt the exercise:
Present Perfect Tense is used to describe an action which occurred recently.
e | have read the essay.

e She has taken breakfast.

It also used to describe an action which started in the past and is still continuing. For
example:

e | have worked here for 5 years.

e She has lived there for 2 years.

e Verbs in the Present Perfect Tense will take the following form:

e I/you + have + perfect form of the verb

e It/she/he/Reena/Akash + has +perfect form of the verb

e  Wel/they/the people/the sisters + have + perfect form of the verb.

EXERCISE

Identify the sentences in the Present Perfect Tense.
1. She has done her job well.

2. | have afile here.

3. They have been upset.
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4. You have won the competition.

5. The man has a lot to say.

ASSESSMENT

I. Change the verbs in brackets to Present Perfect Tense and fill in the blanks:
Two examples are given below.

e | have driven acar.

e She has driven a car.

A: Hello! My name is Akanksha from ABC Consultants. May | speak to Ms Kavya,

please? B: Kavya (leave,) the office. May | take a message?

A: Well, our company (plan a camp at Siri Fort this Saturday.
Would she be interested in attending it?

B: Sure! In fact, | would also be interested. We (attend) such

camps before. We found them useful.
A: That's good. Can you give me your name and contact number as well?
B: My name is Manisha and my contact number is 9987654321. Some of my other

friends (volunteer) at such camps before. Would you like me
to ask them to come along?
A: That's great! You can ask them to call me on the same number if they need more

information in this regard.

o

Ok. I will tell Kavya you called. Bye!
Bye

SESSION 15: GIVING INSTRUCTIONS
Relevant Knowledge

Sentences that express an instruction are formed as an order or a direct command. It is

always In the Simple Present Tense.

For example:

1. Tell us your name - Instruction.
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What is your name? Not an instruction.
Sit on the last bench - Instruction.
| am asking you to sit on the last bench - Not an instruction.

Write down today's date on the board - Instruction.

o ok~ w N

You are writing down today's date on the board - Not an instruction.

Sentences expressing simple instructions begin with the main verb - tell, sit and write.
The subject such sentences is "you™ but it is generally omitted.

Read the following words:
1. First

2. Then

3. Next

4.  After that

5. This should be followed by
6. Finally

These words are commonly used while giving a series of instructions. Let's, read the
following example to understand the concept:

How to make an omelette
"First, heat oil on a pan. Beat the eggs in a bowl and add salt. Fry chopped onions and

green chili as soon as the oil is hot enough. Then, pour the beaten egg on the pan. Wait
till the eggs get properly cooked on one side. Finally, turn the eggs over on the other side
with the help of a flat spoon. Cook for 2 minutes."

Your facilitator will show you the "Letter Formal. Chart. It will have the following on it :
Date:

Sender's address

Recipient's name

Recipient's address

Salutation {should be "Dear (hame of recipient)"}

Body of letter (main part of the letter)

Yours sincerely,

Name of sender

Attempt to write down a step-by-step set of instructions on how to write a letter.

Prepositions
e We are sitting in the dining room.

e We are inside the house.
e Put the mug inside the cardboard box.

e Pour some coffee into the mug.
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e We sprinkled water on his head to wake him up.

EXERCISE
Choose the appropriate preposition:
1. Come to the shop 5 p.m. (at, in)
2. Finish the homework 15 minutes. (at, in)
3. Turn this fan . (of, off)
4. Walk a straight line. (in, with)
5. Getakilo of sugar the grocery. (at, from)
6. Stand that chair and see if you can reach the shelf. (on, above)
7. Take these vegetables the kitchen. (to, into)
8. Do not smoke this area. (in, around)
ASSESSMENT
Fill in the blanks with the correct options.
1. Do not honk unnecessarily traffic signals.
(@) at (b) from (c) under
2. Do not stand the glass door.
(@) like (b) during (c) near
3. The manager has given a new set of instructions the staff on office
attendance.

(@) from (b) to (c) on
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As per the school rules, students will not be allowed to enter the school gates

9:30 am.
(a) during (b) after (c)to

our stay at khairi in Chamba, we were not allowed to go out in the
(@) During (b) Before (c) After
Tell the gate keeper to make sure that cigarettes or other tobacco products are not
sold the school building.
(@) near (b) on (c) through
Get me a cup of coffee and a sandwich the shop across the
street.
(a) for (b) of (c) from
You cannot park your car anywhere this building for security
reasons.
(@) from (b) around (c) like
Park your car the parking lot behind that mall.
(a) across (b) on (c) at

SESSION 16: REGISTERING A COMPLAINT

Relevant Knowledge

What would be your response to the following situation?

“Your neighbors have been partying for the last three nights. They play loud music and

you can’t sleep. You had requested them to keep the volume low but they haven’t done

anything about it. So you went to the police and complained. A friend of yours does not

know why you went to the police station. How would you tell her?

Study the details given here.

“Registering a Complaint-1”

To register a complaint: To make a complaint before an authority.

E.g. We registered a complaint to the Principal regarding the bad canteen food.
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2. To lodge a complaint: To make a complaint before an authority.
E.g. She lodged a complaint against her supervisor to the CEO.
3. To file a complaint: To make a complaint before an authority.
E.g. They are filing a complaint against their neighbors to the police.
4. To press charges: To make an official complaint in a court of law.
E.g. The actor is pressing charges against the newspaper for printing rumors about
her.
5. Object: To protest against something.
E.g. We objected to the serving of alcohol at the camp site.
6. Protest: Complain.

E.g. The students are planning to protest against the teachers.

The Past Perfect Tense is used to describe an action which occurred before another action
in the past.

Verbs in the Past Perfect Tense will take the following form:

I/you/It/she/he/we/they/the people/the sisters 4 had + past participle form of the verb.

Read the following examples:
e | did my homework - Simple Past Tense
e wentout to play - Simple Past Tense

e | went out to play as | had done my homework - Past Perfect Tense

EXAMPLES

1. I wentout to play as | had done my homework.

2. They had already left by the time we reached the place.
3. I had had my breakfast before the alarm woke you.

Identify which sentence belongs to the Past Perfect Tense.
1. 1 had my dinner.

2. | had had my lunch.

3. He had gone to Paris.

4. Have you understood the thso

5. lhad understood the theory.
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6. The dog had gone away somewhere.

7. It had been abandoned.

8. it had a collar on its neck

EXERCISE

Rearrange the sentences to form a conversation between A and B. The first two have been

done you.

e  Because the canteen owner allows them to smoke.

e  They should smoke somewhere else as it harms non-smokers too.

e So the problem is with him!

e  Then why at the canteen?

e Too many people at our college smoke in the canteen.

e  Alright!

e Actually, they don't smoke anywhere else because of the signs.

e  That's true.

e Who else? Let us write a letter stating our formal complaint and drop it in the
“Complaint Box”.

e  Exactly! Why should they make us unhealthy too?

e To the Principal?

e  But how do we make them stop smoking at the canteen?

e | think we should lodge a complaint against him.

e Hmmm...those No Smoking signboards at the gate are not helping much.

e Yes. What do we do?

A: Too many people at our college smoke in the canteen.
B: That's true.

A:
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ASSESSMENT

Change the verbs in brackets to Past Perfect Tense and fill in the blanks. An example is
given below to help you understand this tense.

Simple Past Tense: | did my homework.

Past Perfect Tense: | had done my homework.

Rahul (lose) cell phone on his way to Delhi from Lucknow. He

(travel) in the first class of the Lucknow Shatabdi. He had no idea

how to get his cell phone back. He knew he had to lodge an FIR first. He knew he would
have to go to the police station but he was not sure if he would go. He

(hear) stories of how taking the help of the police took a lot of time

and effort.. Then he remembered what his friend (tell) him. If his

phone was used for some bad purposes, he would have to take responsibility for it. So,
Rahul decided it was better to go and deal with the police than end up in some problem

later on.

I (drop) a complaint in the complaint-box about the lazy watchman
as many people (complain) against him.

Shilpa (file) an FIR as soon as she found out about the theft.

We (protest) against the use of animal fur in fashion.

They (object) to the use of animal fur in fashion.
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SESSION 17: CALLING UP TO FIND ABOUT A JOB VACANCY

Relevant Knowledge

Making calls to inquire about vacancies is a skill you need to acquire, as, sometimes in

real life may need to call up and find out about job vacancies.

Read the following phrases and sentences:

1.

2
3
4.
5

| saw your advertisement in the newspaper...

| am calling with reference to your advertisement in...

Could you tell me if there is a job vacancy in your organization?
Could you tell me if there is any vacancy for the post of...?

Do you have a vacancy for the post of...?

Modals are helping verbs. They help to express the mood of the main verb.

The various modals are can, could, may, might, shall, should, will, and would. They have

various uses:

Asking for permission: May I come in? Can/Could I use your pen? Can | go?
Making a request: Can/Could you pass me the book? Will you be my partner?
Expressing obligation: You should do the work yourself. | shall be responsible or
safety.

Expressing determination: I will finish the project, come what may.

Expressing ability: 1 can solve the riddle. We could jump over the bench when
kids.

Expressing probability: I may be able to help you out. It might rain tomorrow.

Expressing willingness: 1 will meet you tomorrow.

EXERCISE
Read the jumbled up conversation in the "Job Vacancy". The italicized sentences have

jumbled words. You need to rearrange the words in order to make meaningful sentences.
A: Hello!

B: Hello! JobBazaar this Consultancy is?

A: Yes. What can | do for you?

B: Your in Sunday's | Times of India saw issue advertisement.
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A: Oky.

B: Is wanted to if find out | a vacancy job there.

A: Could you tell me what kind of a job you are looking for?

B: 1 am a high-school English teacher.

Looking for am | for a vacancy job same the post.

A: Okay. You would have to consult our agent for jobs in education.
B: Do that | do how?

A: You would have to come to our office with your resume. An appointment you like
would now to make?

B: Sure.

A: Okay. Monday at 11 a.m.

B: Okay. | will be there. Thanks a lot!

ASSESSMENT
Fill in the blanks with the correct words from the given table: might, ought, have to,
can, shall, may, should, could, would, will.

Kavita : Hello, this is Cure Pharmaceuticals. How | help you?

Gargi : Hi Kavita. This is Gargi here. | speak to anyone from the HR

department?
Kavita : Of course, | connect you to the HR manager?

Gargi : That be great. Thanks a lot.

Kavita : Please hold on for a minute. Nilesh: Nilesh speaking.

Gargi : Hi Nilesh, This is Gargi speaking you tell me if you have

any vacancy in your company?

Nilesh : We are a large company Gargi, which department you be

interested in?

Gargi : That be the HR department itself, as | have an MBA in
HR from Amity.

Nilesh : MBA in HR from Amity? That to be useful. Let me have a
look..... You’re in luck. you come down here tomorrow for an
interview?

Gargi : That be a problem. I come in day

after?
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Nilesh : Let me see...... that be possible. Can you come by 9 am?

Gargi : Yes that’s fine. I be there by 9. Thanks a lot.

SESSION 18: WRITING A RESUME

Relevant Knowledge

What is a resume and why spend time writing one? Resume writing is a
crucial part of the job application process. If you rush a job application and
spend your resume without thinking it could damage your chances of finding
a job. Considering the current economic climate, there is fierce competition
in most industries so spending time to make your resume stand out from the
rest is very worthwhile.

A resume-sometimes called a ‘Curriculum Vitae’ or ‘CV-is a summary of
your skills, education and work experience. A good resume demonstrates
how your skills and abilities match up with the requirements of a job.

Here are a few reasons why writing a good resume is very important:

It promotes you! A resume is a self-promotional document that
presents you in the best possible light for the purpose of getting
selected for a job interview.

A good resume will compliment your cover letter writing and make
your overall application stronger.

You can achieve your dream job. By spending time perfecting your
resume you stand a better chance of landing your dream job,
especially if you include all relevant work experience.

Networking can be boosted with a good resume. If your resume
stands out from the rest an employer is more likely to speak to people
in their industry about you.

It opens up referral job applications. If an employer likes your resume
but doesn’t have any suitable vacancies they are likely to recommend
you for other job openings.

Read the following list, and tick the ones you think should be included in a
resume or Curriculum Vitae (CV).
1. Email address

2. Favourite films and actors
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Nationality

Phone number

Computer skills

Gender

Address

Date of birth

The newspaper you subscribe to

10.Marital Status

11.Awards and achievements
12.Place of birth

13.Your height and weight
14.Details of education

15.Skills and interests
16.Languages

17.The festivals you celebrate
18.Details of previous employments
19.Your religion

“CV Terms”: Study the terms given below.
1.

Contact details: Your name, address, phone number, and email
address

Objective: A Statement of what you intend to achieve and contribute
through your service to the organization. E.g., to use my skill and
work to the best of my ability for the development of the organization.
Personal information: You may include your gender, date of birth,
place of birth, nationality, marital status, and languages known to you
under this heading. Optional information includes spouse’s name and
number of children.

Area of expertise: The work skills that you have

Employment history: This states your work history. It should include
the different organisations where you were employed previously, the
length of each employment, and the positions you held.

Educational qualification: Details of the education that you have
received — details of degrees and training.

Skills and interests: You can state here other skills and interests that
you have

Other enhancements/Awards and achievements: Any other
achievement or work that you want to make special mention of
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9. About me/Biography: This is an optional section where you give a
short account of yourself.

Connectors and conjunctions

Connectors are words used to express relationship ideas and combine
paragraphs and sentences. For example: but, also, however, moreover,
firstly, next, then, therefore, n brief, still, for example, thus, of course,
certainly, hence, at the same time, on the contrary, etc.

Conjunctions are words used to connect phrases and words. For example:
but, so, as, and nor, yet, so although, because, either... or, neither.... nor, as
soon as, and or.

Note: Conjunctions can also be used as connectors.

EXERCISE

Look at the formats given below and develop your CV:
“CV Format”

Name:

Address:

Email address:

Telephone number:

Personal Information

Date of birth:

Place of birth:

Nationality:

Marital status:

Languages known:

Employed: Yes/no

Area of expertise: E.g. Direct sales, customer help, and visual
merchandizing.

Employment history (if any)

E.g. Worked as sales representative for Sell Well for 2 years.
1.
2.

3.

Educational qualification
E.g. 1. HSC from Amravati High School (CBSE), Chandigarh, in 2003
2. Diploma course in Basic Computer Education from All, Chandigarh,
in 2004
1.
2.

77



3.

Computer Skills
1.
2.

Skills and interests
E.g. 1. Possess good communication skills
2. Reading books
1.
2.

3.

Awards and achievements
E.g. 1. Won “Sales Representatives of the Year” Award at SellWell
2. Captain of the college cricket team for 2 years
1.
2.

3.

Fill in the details to make your own CV. Example have been given to show
how some information may be filled in.

Note: There is a small difference between a resume and curriculum vitae
(CV) i.e. the length of the document. While a resume is brief and concise
summary of your skills, experience and education-less than a page or two,
curriculum vitae is a longer (at least two page) and more detailed synopsis.
Covering Letter

Improve the following covering letter by changing some sentence structures.
The sentences that can be changed (or linked) have been underlined.

To

The HR Manager

Healthy Pharmaceuticals

Healthpur

Healthy Pradesh

Dear Madam,

I’m writing to you regarding sales positions at Healthy Pharmaceuticals, I’'m
also writing to you about marketing positions.

I’'m a fresh graduate, I have a B.Com degree in marketing. I would like to
work 1n a sector that improves our society. I want to improve people’s lives.
| have a keen interest in working with a pharmaceutical company. | am
interested in working with Healthy Pharmaceuticals.
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Though I have no experience in sales and marketing so far. I’'m confident
that | will be a successful salesperson. | have good people skills. I am
disciplined. | am a hard worker, also at my college | participated in _any
activities. I participated in awareness campaigns for
youth . I think I’m suited for a job that
requires communicating with customers.

| hope you will consider my job application positively. Please consider me
for an interview.

Do vou require any additional information? Please let me know.

Sincerely,

ASSESSMENT
Fill in the blanks with suitable connectors/conjunctions
I went to see her she wasn’t at home.(and, but)

It started raining we went out(as soon as, because)

We came back she was not at home.(as, yet)

She was not at home we came back(so, however)

boil the water. add the sugar. (First-
then)(Then-first)

6. we missed her she never received our
message. Either-or,Neither-nor)

7. We drove fast we could not reach on
time of the traffic jams. (However-because, Because-
however)

8. He told you that he gave me the book? ,the book is still
with hime.(Thus, On the contrary)

9. | came to see you you are not well. (because, so)

10. | had messaged them, they still were not ready one

time.(Although, And)

Ok wWwhE

SESSION 19: WRITING A COVERING LETTER

Relevant Knowledge

A covering letter written by Mr. A of Arjun nagar in response to an
advertisement placed by Welcome Travel, Sarojini Nagar is given below.
There arre four errors in the format and you have to spot them.

____Arjun Nagar

Email: a@hotmail.com

Ph no: 09891989198

Dated: 22 Dec, 2008

Subject: Application for the post of sales executive
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Welcome Travels, The HR Manager,

Sarojini Nagar

Dear Sir,

With reference to you advertisement in Times Ascent, dated 21 Dec, 2008, |
wish to apply for the post under concerned

| have just graduated in Commerce (with Honours) from Delhi University. |
am a dedicated individual who possesses good communication skills and 1
am eager to join your company.

My CV is enclosed herewith.

Thanking you,

Mr. A.,

Yours faithfully.

___Read the “Lines for covering Letters” given below.
The lines with which a covering letter begins when it is written in response
to a vacancy advertisement:

1) 1 am writing in response to your advertisement............ for the post
of.........

2) With reference to your advertisement in ......... | wish to apply for the
post of.......

The lines written to show that you have the ability to handle the job:
1) 1 will be able to handle responsibilities well.

2) | have the skills that are required for the concerned job.

The lines written before the last paragraph:
1) Please find attached a copy of my resume.

2) My CV is enclosed herewith.
3) My resume is enclosed for your review.

The lines written in the last paragraph:
1) Thank you for your consideration.

2) 1 would appreciate it if my application is considered for the post.

The line written in the last paragraph, following the lines given above:
1) Looking forward to your response..........

2) | look forward to hearing from you soon.

EXERCISE
Read the details given below.
“Siddhesh Sharma’s Covering Letter”
Siddhesh Sharma’s contact details
e B-12, Manak Chand Basi, Arjun Nagar, Delhi-110003.
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e Email: siddhesh.sharma@agmail.com
e Phone:09891223314

Contact detail of recipient
e HR Manager

e SellWell Organisation, Maurice Road, Delhi-110007

Subject: Application for the post of Sales Manager
Body of the letter (you have to rearrange the sentences):
e | would appreciate it, if my application is considered for the post.
e My resume is enclosed for your review.
e Thus, | have the skills as well as experience required for the concerned
job.
e | also have a MBA in Retail from AIBM, Hyderabad.
e | am writing in response to your advertisement in The Times of India
for the post of Sales Manager.
e | look forward to hearing from you soon.
e | was hired by Go Shop, a reputed supermarket chain, as Sales
Manager for two years.

You have a write, Siddhesh Sharma’s covering letter in the correct format.
The details of the letter have been given. The sentences that make up the
body of the letter have also been provided. However, you have to rearrange
them so that they are presented in the correct order. The salutation and
leave-taking have to be inserted by you.

Reported speech

Let’s understand Reported Speech with the help of the following examples
and explanations:

He said, "I am thirsty”-Direct Speech.

He said he was thirsty-Reported Speech

She said, “What are you doing-Reported Speech.

She asked me what | was doing-Reported Speech.
They said, “We have won the match-Reported Speech.
They said they had won the match-Reported Speech.

ok wnhE

Reported speech (or indirect speech) so used to tell what people say or think.
Which changing a sentence from direct speech to reported speech, the verb
will change into its past form.
For example:

e am/is-was
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e are-were

e has/have-had

e do-did

e am doing-was doing
e have done-had done
e will- would

e can-could

¢ shall-should

e may-might

But these remain the same:
e had-had

e would-would

e should-should

e might-might

e ought to-ought to

Other standard changes include:
e yesterday-previous day/the day before

e this-that

e these-those

e now-then

e here-there

e tomorrow-the following day

e Next (day/week/etc.) — the following (day/week/etc.)

Note: the following remain the same: that-that, those-those, then-then, and
there-there.

ASSESSMENT
Read the following and identify the correct options:
1. Meena said to me, “I can’t go tomorrow.”

(a) Meena told me that she couldn’t go tomorrow.
(b) Meena told me that she can’t go the following day.
(c) Meena told me that she couldn’t go the following day.

2. 1 asked, “Why aren’t you going tomorrow?”
(@) I asked Meena Why she wasn’t going tomorrow.
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(b) I asked Meena why she was not going tomorrow.
(c) I asked Meena why she wasn’t going the following day.
3. She said, “I have to go to the post office to mail a covering letter.”

(a) Meena said that she had to go to the post office to mail a
covering letter.

(b) Meena said that she will go to the post office to mail a
covering letter

(c) Meena said that she have to go to the post office to mail a
covering letter.

4. 1said, “Can I go with you?”
(@) I asked if I could go with her.
(b) I asked if I can go with her
(c) I said I could go with her.

5. Meena said, “That would be great!”
(a) Meena told me that would be great.
(b) Meena told me this would be great.
(c) Meena told me that would be great.

The following is a conversation between a boy and a girl. You have to turn
the direct speech to reported speech. The first three have been done for you.
1. Boy: “I have never written a covering letter.”

Reported speech: the boy said that he had never written a covering
letter.

2. Girl: “Would you like to learn how to write one?”
Reported speech: The girl asked him if he would you like to learn how
to write one

3. Boy: “Yes I would like to learn to write one.”
Reported speech: the boy replied that he would like to learn to write
one.

4. Boy: “Who can teach me how to write a covering letter?”
Reported speech:

5. Girl: “I have written a lot of them so I can teach you.”
Reported speech:

6. Boy: “Are there a lot of rules?”

83



Reported speech:

7. Girl: “yes even something like writing a covering letter has a lot of
rules.”
Reported speech:

8. Girl: “Often people write these letters in any way they want.”
Reported speech:

9. Boy: “Have you're sent any covering letter recently?”
Reported speech:

10.Girl: “I sent one to a company just yesterday?”
Reported speech:

SESSION 20 : FACING AN INTERVIEW
Relevant Knowledge
Read carefully the “Common Interview questions” given below:
1. Please introduce yourself/could you tell us a little about yourself?

Interview usually starts with this question. You have to introduce
yourself by stating some basic personal information (Refer to session
6 of Level 1 textbook)

2. Why have you applied for this job?
For this question, you may need to do some background research on
the company. You may also add that the skills and experience you
have makes you suitable for the job.
For example: “I am interested in this job as | will get to work for a
well-known and successful organisation. | also believe that the skills
and experience | have makes me suitable for the job.”
OR “I am interested in those jobs because I like the work profile. I
also believe that the skills and experience | have makes me; suitable
for the job.”

3. What are your key areas of expertise?

For this question, you will state the skills that you have which are
related to your job. For example, the key areas of expertise of a sales
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representative  may be direct sales, customer help, visual
merchandising, etc.
. Why do you think you are suited for this job?

For this question, you should talk about your qualities as well as skills
that would make you suitable for the job.

For example, a sales representative should have good communication
skills as well as knowledge of current trends. If the candidates is
experienced (i.e. not a fresher), then he must also talk about how the
skills he has acquired from a previous job can contribute to the new
one.

For example: “I have been working as sales representative for a year
and | am skilled in direct sales as well as marketing. Therefore, I can
easily adapt myself to the new job.”

. Why did you leave your last job?

While answering this question, you should never give any negative
comments about your previous employers. Instead of saying, “I was
not happy with my job as it was boring” say “I was not unhappy with
my last job. But I am eager to take on more challenges.”

. What are your career objectives?

While answering this question, talk about the job first and then about
what you can for the company. For example, “My carrier objectives
are to do my job well and to contribute to the overall development of
the company.”

. What are your salary expectations?

If you are a fresher, then it is better to ask the interviewer the salary
range of the position you have applied for. For example. “As this my
first job, | have no idea of the salary range of this position. | would be
happy with your division.”

If you have experience, then you must have already quoted your
current income in your resume. It is safe to quote around 10-15%
more than your current salary if you are applying for the same post. If
you are applying for a higher post, you can quote 20-25% more. While
negotiating, you must mention your skills and the advantage of your
experience.

For example, “I am already earning and I have my
experience and skills. Therefore, | would expect a salary
of ”

. Can you tell me what your strengths and weaknesses are?
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While discussing your strengths in an interview, focus on those skills
which are related to the job. For example, “I have the ability to work
well in a team and to communicate well with people.”

While discussing your weaknesses, do not mention personal ones,
such as, “I have a short temper” or “I am very lazy”. Instead, talk
about those weaknesses which can be easily overcome. For example,
“I have not handled such a big team before. But I am confident that I
will learn on the job.”

EXERCISE

You need to imagine that you are having a conversation with your
facilitator. He/she will say the answers and you have to frame the
questions to them.

1. The train leaves at 10.20 a.m.

| am reading a book.

Yes, you can borrow the book.

No, I don’t think the train will be late today.

I know because | always take that train and it has never been late.
The interview went very well.

7. No, They said they will inform me of the outcome next week.

o0k whN

ASSESSMENT
Choose the correct option and fill in the blank:

1.
2.

Nishi: I come in, Ma’am?(may, might)

Interviewer: Come in, come in, have a seat.

Nishi: Thank you, Ma’am.

Interviewer: It is Nishi, ?(is it, isn’t)

Nishi: Yes Ma’am.

Interviewer: are you?(where, how)

Nishi: | am fine, thank you.

Interviewer: Ok So tell us, Nishi have you applied to
SellWell?(why, how)
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Nishi: SellWell is one of the largest supermarket chains in India. It s a
successful organisation that has been popular ever since it started five
years ago.

6. Interviewer: you have any experience as a sales
executive?(do, did)
Nishi: Yes Ma’am. I have worked as sales executive at Shopper’s
Haven for a year.

7. Interviewer: That’s good. We take only experienced people
her departments were you in?(which, whose)
Nishi: | worked at good section for the first six months and clothing
for the next six months.

8. Interviewer: salary are you expecting?(what, how
much)
Nishi: My previous salary was 10,000 Rupees per month. So, | am
expecting around 13,000 Rupees at SellWell.

9. Interviewer: Okay. That is reasonable will you be able
to join?(when,wherre)
Nishi: I can join this Monday.

10.Interviewer: Great! We are one member short in our shoes and bags

department you comfortable with this post?(have, are)
Nishi: Yes Ma’am.
11.Interviewer: Good there any question would like to

ask?(are, 1s)
Nishi: No, Ma’am.

SESSION 21: TAKING A TELEPHONIC INTERVIEW
Relevant Knowledge

Read the statement below:

“Telephonic interview”
1. 1 am a little busy right now. Can we reschedule the interview?

e Used when the interview call is unexpected and your and are not
prepared, or when you are busy in some work.
2. | am sorry. | will not be able to join on Monday as | have some
urgent work. Is it okay if I join on Tuesday?
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e Used when you are unable to join work on the day that the
caller/interviewer suggests.
3. | was looking forward to your call.
e used when the interview is pre-scheduled.
4. 1 hope you can hear me.....
e Used if the phone line is not clear. Avoid sentences like “Speak
louder!” and “I can’t hear you.”
5. When am I likely to hear from you?

e Used while hanging up, when the caller/interviewer have not
specified when he/she is going to call you back.

These are some standard lines that can be used during a telephonic interview.
Note: The questions discussed in the previous session under the “Common
Interview Questions™ are equally relevant to a telephonic interview.
You will again have a role play like in the last session, but this time, it will
be a telephonic interview.
EXERCISE
Identify the sentences in the Present Perfect Tense.

1. 1 have had my telephonic interview.

She had tried to call you.

Did you get selected?

She has told me that I can join on the 22™.

| haven’t received the call as yet.

| have been asked to bring all documents on the day | join.
| have read the contract and have agreed to sign.

| have had my dinner

. Have you done the job?

10 They have not come yet.

© 00N Ok W

RELEVANT KNOWLEDGE
Change the italicized sentences to present tense.

Caller : Hello! This is Ranjita Mehta calling from SellWell.

Sarthak : Hello.

Caller : May | speak to Mr Sarthak Gupta?

Sarthak  : This is Sarthak Gupta speaking.

Caller . | received the job application email that you sent me.
1)

Sarthak . Okay.

Caller - | just read your resume.

(2)
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Sarthak : Ok.

Caller : | am please to inform you that we have a vacancy at the
moment.
Sarthak : That’s great news.
Caller . Sarthak, did you ever take a telephonic interviewer?
3)
Sarthak : No, I did not.
4) :
Caller : Well, we need to take your interview this way. We need to fill

in  the vacancy urgently.
Sarthak : Okay then.

Caller . So, Sarthak, We need someone who can keep an account of
the stocks. Are you doing anything similar to this?
(5) :
Sarthak  : Yes Ma’am. I was also in charge of the daily stock count apart
from sales.
(6) :
Caller : Okay. You will be doing something related to that. You will

be placed in charge of receiving stocks, stacking shelves and
daily stock count.

Sarthak - | am familiar with the work.
Caller : And Sarthak, di you ever read planograms?
(7)

Sarthak - Yes, | read them.

(8) :

Caller : Good. This is all we require from you. When can you join

us?

Sarthak - | canjoin this coming Monday.

Caller : Ok. What your salary expectations?

Sarthak  : | earned an annual income of 1, 20,000 Rupees at my
previous company. | would therefore like a higher pay.

Caller . Ok Sarthak, We are offering a monthly salary of 10,500
Rupees presently. That is what we wrote informed at our
website.

(9)

Sarthak - Yes, | am aware of that.

Caller . But on account of your experience and excellent resume, we
decided to offer you 13,500 Rupees. Is that agreeable?

(10) :

Sarthak  : That sounds agreeable.

Caller . So Sarthak, can we expect you on Monday?

Sarthak . Yes, | will be there. Thanks for the opportunity.
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SESSION 22: AACEPTING A JOB OFFER
Relevant Knowledge
Writing a job acceptance letter when you have received a job offer is one of
the best and most pleasurable things to do as it represents the culmination of
all your efforts in searching for a new job.
A job acceptance letter is a letter that you write to a company which has
offered you a job. In such a letter, the following points are included in the
given sequence:
e \Written acceptance of the job offer.
e The terms and conditions of employment (salary, benefits,
etc.)
e Starting date of employment.
e Thanks and appreciation for the opportunity.
e Request for notification of any changes or if the candidate is
required to do anything before starting employment.

Note: You don’t have to write the subject line of the letter.
Read the details given below: “Accepting a Job Offer”
Written acceptance of job
e |t is with great enthusiasm that | accept your offer of the post of Sales

Executives at Seel/Well Org. Please consider this letter as my formal
acceptance of it.

e | would like to express my pleasure at you offer of the post of Sales
Executive at Sell/Well. Please consider this letter as my formal
acceptance of it.

e | am writing this letter as an acceptance of the offer of the post of
Sales Executives at Sell/Well Org.

Terms and conditions of employment
e | understand that | will be receiving a starting salary of Rs.12,000 per

month. I also understand that | will get full pay and benefits during the
3 months’ probationary period.

e As discussed, my starting salary will be Rs.12, 000 per month. | also
understand that | will receive full pay and benefits during the 3
months’ probationary period.

Staring date of employment
e As agreed, my joining date will be the 1% of June, 2009.

e Asdiscussed, | will be starting work from the 1* of June, 2009.
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Thanks and appreciation for the opportunity

Thank you once again for this wonderful opportunity. I look forward
to joining your team/organisation/company and becoming a part of the
continued success that the team/organisation/company represents.
Thank you for the opportunity. It is an honour to be selected for your
team/organisation/company.

Thank you for this wonderful opportunity. I will put in my best efforts
to make a positive contribution to your team/ organisation/company.

Request for notification if the candidate is required to do anything before
starting employment.

Do let me know if | need to do anything prior to joining the company.
If there is anything | need to do before my starting date, please let me
know.

Find out the meaning of the following words and phrases that have been
taken from the “Accepting a Job Offer”.

Prior to-before/after/during
Enthusiasm-laziness/eagerness/happiness
Positive-useful/useless/unhappiness
Per-one/each/chance

Probationary-on trial/sample/training
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- MouseKeys—

Use MouseKeys if you want to control the pointer with the numeric keypad on
your keyboard.

W [Use MouseKeys! Settings
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Accessibility Options | [
Keyboard] Sound)] Display | Mouse General Automatic

reset

|~~ (turn off accessibility features after idle for:

Notification —
|7 Give warning message when turning a feature on W

Make a sound when turning a feature on or off

"SerialKey devices

SerialKey devices allow alternative access to keyboard and
mouse features.

V' Use Serial Keys Settings

Administrative options
V Apply all settings to logon desktop

V Apply all settings to defaults for new users

oK Cancel Apply
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Open Network Connections
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Figure

Note: You may be prompted to enter a password if the selected network is secure.
You will receive a confirmation that you are connected to a wireless network. Now
the system is ready to be used for network related applications such as Firefox,

Chrome, Skype, etc.
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will see a pop-up similar to the one displayed below.

» learn.demol - X
X x .:.# More »
' me: Hi ’
1 learn.demot: Hi i

me: How are you?
leam.demot: | am fine, Thank
| you How about you?
me: | am doing Good

What time can we go for lunch?
leamn.demot: 1 PM should be fine
me: Graat, we will meet at 1
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e sver

I am learning how to blog and this is my first post : xw
T will use this blog to help othes for learning about blogs Ms:':b_
- 62
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Add Blog Wizard I x|

Auto Configure

Enter your blog's URL and then click "Next",

Qumana will try to find out the required configuration information,
ie: http://blog.qumana,com

Fito.]

Figure
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o @ o : wiae>htte (Next>Finish)

I quis TS fier & wEE e fde yee Bl

0 Qumana Blog Manager

File Edit Window Help

| lew, Pgs Refresh Posts Add Blog

My  First

Tam learning how to blog and this is my first post.
I will use this blog to help othes tor learning about blogs.

If anyone nee :1s help about blogs. please leave a mess age.

Happy to Help! -
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T 1 : fpdl IRET & d—amse (USAA) & G S

AT UBSl B IS URIRKT & oered Rigral & ¥ form g1 a9 W Refd w
faaR B W9 3O Vb T o forl 8 Sl 3 s3] & & o MY YISl & fofy
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What is Culutre and Gender Sensitization? Culture in simple terms refers to our
values, the way we speak, behave, think, dress, religious beliefs, the music we
like, our interations, and the food we eat. Diversity is a commitment to
recognizing and appreciating the variety of characteristics that make
individuals unique in an atmosphere that promotes and celebrates individual
and collective achievement. Many people mistakenly use such phrases as
“Indian culture”, “white/black culture” or “Western/Eastern culture”, to
describe a particulare culture but these people fail to acknowledge the presense
of cultural diversity, or the presence of multiple and cultural differences within
a society. In reality, many different cultural groups exist today in India and
most developing and developed countries. Diversity in the workforce means
employing people without discrimination on the basis of gender, age and ethnic
or racial background. Since globalization is the current overwhelming trend in
business, diversity in the workplace is a better accepted and applied concept
now more than ever. There are different kinds of diversity that one encounters
at the workplace. These include diversity of gender, age, psychology,
education, language and culture.

R IR A TS Qwg—axg ved ¥ gfwHe ydd B 27 3 A Wi
CIIREUT YU )H T S awl o g 3

What is Culutre and Gender Sensitization?

Culture in simple terms refers to our values, the way we speak, behave, think,
dress, religious beliefs, the music we like, our interations, and the food we eat.
Diversity is a commitment to recognizing and appreciating the variety of
characteristics that make individuals unique in an atmosphere that promotes
and celebrates individual and collective achievement.

Many people mistakenly use such phrases as “Indian culture”, “white/black
culture” or “Western/Eastern culture”, to describe a particulare culture but
these people fail to acknowledge the presense of cultural diversity, or the
presence of multiple and cultural differences within a society. In reality, many
different cultural groups exist today in India and most developing and
developed countries.

Diversity in the workforce means employing people without discrimination on
the basis of gender, age and ethnic or racial background. Since globalization is
the current overwhelming trend in business, diversity in the workplace is a
better accepted and applied concept now more than ever. There are different
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kinds of diversity that one encounters at the workplace. These include diversity
of gender, age, psychology, education, language and culture.
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Water 1S @ chemical substance with the chemical formula H,O. A water molecule
contains one oxygen and two hydrogen atoms connected by covalent bonds. Water is
a liquid at ambient conditions, but often co-exists on Earth with its solid state, ice and

gaseous state (water vapor or steam). Water also exists in a liquid crystal state near
hydrophilic surfaces. The density of water is 1,000 kg/m?®.
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Apache OpenOffice Writer is the word processor component of the OpenOffice
package. It is free and is available for a variety of Operating Systems including
Windows, Linux, FreeBSL and Solaris. It is capable of opening and saving documents
in a variety of formats.
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| Apache OpenOffice Writer is the word processor
component of the OpenOffice package. It is free and is
availabe for a variety of Operating Systems including
Windows, Linux, FreeBSD and Solaris. It is capable of
opening and saving documents in a vriety of formats
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ﬁaﬂ'@'ﬁﬁfﬁt{[ﬁaﬁﬁm

1. AT yoR & o 3 g § —————— & 3fd U T |

2. U UGR T SUAR F &

3R |
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3. Y IHgEH § A T & BT <@ H FERIAT G ¢ |
T 7 Ul AR VS A TAg BRAT
EIRINCSIREAR

Y Jedie # Al & foy 99 Fide R wxd & T T BT U FRd gu B
forRry St @1 Ao W ged @ fory SAGT WM TR GEHd € | I8 fRIT 59 9T HI
SIS &, 9d MU g1 Wedlc W 1 o @ & | ISR & (oY, Ifa MU Ir™
R B A&l SR I el Bl U (el Gl &, 1 39 99 G a4 4 ol
Al 9% FT Weg YT MM qAT B! Gl Aed §1 UM B o TH BT YART R
qahd |

=9 I H, oY J a1 ¥l & 9 [AUIRT RS &1 3 9 |
T s Wedle Wiel qur e 7 ufae e (@aries R o v 8):
3G NG B M o1 @ fory FforRad axor Jrge—

B

1Groceries Price List

2 ltem Cost

sApple 30
+Banana 5
s Cabbage 20
¢ Cauliflower 20
-71Cherry 20
s Chilli 100
9 Cucumber 30
10 [Ginger 60
11 Grape 30
12 Guava 30
13 Mango 12
14Pineapple 15
sPotato 20
16 Pumpkin 25
17 Spinach 25
is Tomato 14

faz

faz 25
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o I Yall & A Y& & 99 I o w9 (Apple), @en (Banana),
=0 (Cherry), R (Grapes), % s (Guava) am™ (Mango),
=4 (Pine Apple) & 1@ g (@gld $ull &l <67 & 3R dall W
Rere B — ag 77 T a1 el 31 e W g u § e 2) | <Ee
foerds o 7o 49 v ¥\ (Name a Range) .. @ 931 & | 369
fdhey & ®Y H oMU BEeN ¢d H [SHIT T/ U & Ifdid fewred M
(Define Names) @1 759 1 ax dad £ |

o T%h Y < SN dfed Yhc BN Sl A1 F T GeX d_A & g He [
Ples H Bol ford dom 3 R foeis a3 (Al o= foar mar 2) |

2ix]
Name: IFfuvrsl
Scope: I'\"\’O( kbook 3
Comment: ;l
=
Refers 100 | _sneet1!$543,Sheet1!$834,Sheet 113847, 5]
[ ] coe |
Figure 26
faz
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o Jdl & FFY S ql & 99 I forH gl (Cabbage), meri
(Cauli flower), f= (Chilli), @=r (Cucumber), 3@
(Ginger), carer (Tomato), #amar (Pumpkin) |, doe
(Spinach), zarex (Tomato) & o ford 2| Wge fadd ax @ 39
9 & forg st am & |
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fa7
fa 27
afX oy foRe & Well @ Gol AN BT UREE BT AT 8,

o Ol el T BT T T |

o WY ATl I H ol & God g <BY PN RU N =TH ()
Sum (Fruit) &R tex 34|
¥E o9 b B & WL H TG BT TS Gl ol HT Ged USRI 8 GG |

Y

fFrfeRaa fehaeel ®r T9 d QIBRIZY O T b fT S8 Hel H QUl faear
IRl 1 @R of:

%Y 9. IERICTSIL

1. | Sl d1 9 Wil @ forw M < a0 I Be H TART 9 |

2. |3 W H R & Mg IHC $ TN R U, Aieord & oo
B URGAT oX | T Ihgd Bl WLI—(@UST TH) B w9 H Ha
N |

LG
ﬁaawﬁa%qﬁ-‘raﬁm

1. 9o & Aol B 99 <7 I e e Jat b ——————— ¥ Y
BT |

TF 8 : Al Bl Fhord HTSHTS 3R BT AT
EIRINCAVIECIN]

¢ B1eT B DAY w9 # yeeE € ford ser &1 vfafiie fagat g foar s

g, O 9K A | I, g G H g ST U A # Wged | 91 CeoR
TARS SICT, BRI IR HB YBR I Fdifeicicd WREARI F1 UaFEE 41 &
T ¢ |




rediic JMuH! Wi H Y T ST & YR W ATe! $ ol R, ST4 G
&R T S BHC By § e SR € | $9 RN H, a9 ¥E W o Wede
&1 JANT GRd EY IS B d AR, AR fomm srerar wre foar @ B

Y (3fTgeRT W) THIC BN YA: Glef |

39 AE TIR R & fory ferRad aRoT SIoATe:
G6 v £/ 680 —
il A B c D E F 6 H |
1 Name January February March  April May June
2 House Rent 2500 2550 2550 3000 3500 3600
3 Electric8ill 700 750 800 850 900 625
4 Grocery Expenses 1000 1200 950 850 1500 1250
5 Travelling Expenses 500 600 750 680 1000 950
6 Phone/Mobile Bill 400 500 350 600
7
8
9
a7 28

o JAW Y Al SICT BT T D |

g9c ¢ (Insert Tab) & sicvd o qu 4 89 UOR & a¢ W fodd
X S ST AT AR 2 |

I B YHR B 9 IR b WA WY Ak T MY AR fe@rg
-




o3 WS- —— —— that taw =N

M RelEE e R e e e el e P =3
-

al gt g |ing 8p|6gl &g 8§ g 8y wp |6

-
E - — o
L Owtl A ]
=== ’ . 1 .'
| e Junewy Swbiuiry M Asel e are f
F—y— 1 = E =) £y -
e 0e = ns . " Ll -
e e I T
P Mewieglpwwes| 0 We  TE MR e W
PremWehindel | wm e um  wm e e

EAERREE
| == ]
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| GEEETED
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| e= =]
e
(i}
e 11

3

N
A
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S

Exvyon

Aa Wil e e TS

|

Figure 29
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e 3T ST ool  AMawad MY oxd &Y A & Todi al f wafdd o
qHd B

® Expenses
©

()
# Phone / Nrbile Bill

m Travelling Expenses

m Grocery Expenses
™ Electric Bill

® House Rent

Expenses per month ™)

Figure 30
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E T MG @9 B, ofdT ST W 9B s/@yd wa: & weRfd & 9 2|
Swfad ¢ # WA § @Y TC GB @yl a1 v e R W @

1. 3c &1 3¢ tRar (Chart Area)

2. = @1 wic tRar (Plot area)

3. @C H wic fey v el wigew (Data Points)

4. = ¥ &faw 3R ed vfeww (Horizontal & Vertical Axis)

5. ac @l aois (Legend)

6. @I # YANT feby Y =¢ vd vfeww erged (Chart & Axis Title)

7. 9IC # ST @ige & fqavvll & gad & forw Srer o9t | (Data Lable)

feafl : t@ IR aud g7 WeEhe § ad 39 R U 9 & SWId Red W dF
ARG <9 Ul B I & AU SoIgH, d—A=e AR BT | A 37 Iuaed
O <l & WA IR BY AIC, HD [Sulled, o—3MST 3R BT fddedl Bl gfee
B Fad ¢ | 3T ferss <9 & 91 egy, a1e fAdeat anfe o ¥ yRafdd oy dad
g AT o—3mSe <9 M¥d anfe ff e BR G & 9T B <9 B fia fddont
¥ greX, Por 3R T giRd o) dad 2|

[
3

i g A T T TR TR R T T
Figure 31
faz
a7 31
TqE P YHN

el YBR & AIC B A AT HEAYUl § | A3 YBR & AC Sl Pl
A3 R ¥ YR axd 2| I & IS YBR AR HHC BT YA MIH]
At il T | reT BT W H 7eE IR & |

IR TIC : gR e @ 9R) fodl FiREd @ W awgell @ 9 o R 9
VG &d g1 A B UAR H Riciex, I 3R RIS S SU-yaR 0 fid g |




Pie A : IR A & famdia, R ur: gorm o Sl 8, afem @ felt M
g & IR gU UReEcHl W g0 Y& BRAl 2 | 39 GR & e § 41 Ricfsy, &
IR fovrfie SR ST-yHR e B 2 |

ATET A1 : olrgd a1e bl (e o & SRM el § gY uRadHl & day B
eI el 2 |

TS AR ;S A F Badt Uh A el @en ffRkd gl 7 7 A |t @
qorT # S9S 9T & |ay S 2 |

TRAT A : URAT Ac Ua REd @i & SR il $T1 |Tvel 78 $ S 3 |

URIATy (Whex) a1 @ WheX d1c U9 SIel Wigel & A Je—4ey 9 @ fory
TR BT B, 778 ®del STeT 9 8 A | T2l <’ S Feobell 2 |

AN -

et fshardherdl @1 d9 To QIENIEY O O fb 30 I H)d ¥ qUf favard
BN 7 Pxer:

%Y . [ERICZSIL

1. | & 9 gia @R |

2. | TF RV TV [3%Y ST T FIIT BV §Y Vb IBIC AIR BV |

ocation |  Janual ry April July October
AAAAA Ico 10 5 208
AAAAAA dam 69 53 76 74
Anchorag 17 13 42.5 52
Dalla: 48 S7 5 62 118
Glasgow 110 50 61 112
Madrid 39 48 11 53
New York 99 100 115 36
Tokyo 101 121 189 172
nto 55.2 65.4 71 63.5

3 39 SICT BT AT BRd §U dR 3R ATed a1 dIR & | 30 A1 bl
3R 3D ATt g B foly ITD fSurg § gig o |

4, | U TR b oY B fdhd BT URdelA B | GAS AR D Gl
5! @1 UeRiT P §Y U@ WIS A1 AR N |

e -
l. W?Wﬂ%{[ﬁaﬁ%m



YRR A o WE A
———————— |
2 W dfic # A §9 I & IWd 9U™ B il o o9 ©
, SN |
. fr=faied veat & SR QR
1. 91 & 914 3fqgal &) Gl §3Y |

2. Wedlic ¥ IUee UE YBR & AIcl &I Gl 187 |

TF 9 : SIel @ e 3R fheex &= (Sort & Filter Data)
EIRINCAYIECIN]

IS v VI faRveT @ ST 3Ye gAY SISl Bl A1 Al ARIS! HH H Sfefdl
H H AR A H FEdl Bxdl ¢ | fheex U faRive € foreT W o Il
& WM Gvd gY o fafre <rer & o & & forg fom wmar 21 |redie #
ST @l T 3R fheeRT ovd & fory Wediic grv1 A <l YR e &
gl

T 75 Wredie Wifery qur FfoRad e ser gfawe S

.

=W |

A 8 C D E F

1 Region Sales 2008 Sales 2009 Sales 2010 Sales 2011

2 New Delhi 56 67 85 87

3 Mumbai o6 77 4 91

4 Calcutta ) 65 a7 63

5 Chennal 74 85 6

6

faF
a7 32

g ST D QST Jfrar heefT &vA & fofy FraferiRad =Ror JuTsv:

o WR by WM a1 &1 w9 PG a0 rer &9 § Tl Us fheex g0

@ JfHd A fddey W faeid BINY| i WY T FTAR U ST
dfes g&e I |



=] o= |

fa7
faT 33

o 3mual Wicas (Sort by)fRmar # gu o a1 fAfd wxar g & e
foh¥ SR TR SICT d IS B O 2 & AT SHDb hA AU ARSI T
RIEN BT T W1 HET BN 3R R e W el o1 81T | ISR &
forg, afe ama 2008 & sl & STeT W @A ARG €, T MDA a7
T H 9D UM [GaRol &1 T BRAT BN AT b W fdeld Al
BT | I8 Wiedie < gufv T oraR yeldfa grft| oMy a1 <’ wad € &
SICT Bl 2008 & AFAR WIS foogr T & qU1 WY & 45T 2008 Wies H
|

1 Region Sales 2008 Sales 2009 Sales 2010 Sales 2011

2 |New Delhi 56 67 85 8
3 |Mumbal 66 77 54 S1
4 [Chennai 74 85 67
‘ 5 [Calcutta 75 65 47 63
6
faF
a7 34

STeT BT fhoex & & foru fAmforRad aRor SUATT:

e 3T <9 H WIC U fheek U & fid Suatel flheey fadey W s o |
flheex GfawT I UM | Y4 3MY Bl gexX & AT T SIeT BT I Bl
BT, T fob <Al gemiar T g |
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| [N YU TRV Y N -y p—  — ] oo G
1 [Region  Sales 2008 Sales 2009 Sales 2010 Sales 2011

2 |New Delhi 56 67 8s -
3. Mumbai 66 77 54 ) |
4 [Chennai 74 as 67
5 |caloutta 75 &s 47 83
6
fa
a7 35

e T 3T fiheey W foed axd &, 1 gev SAWI & WY faw@rsg <, o f&
9 g9 T 2|

A B C D E

1 |Region |~ Sales20 v Sales 20 v Sales 20 v Sales20 v
2 |[New Delhi 56 67 85 8
3 |Mumbal 66 7 54 91
4 |Chennal 74 85 67

5 lcutta 75 65 47 63

fa7
fa7 36

gfe 3y fashg 2009 ® 75 W 3 el fheey deaT ared 8, a1 fAHfefad aRoT
3YUTT:

o T 2009 B} @ IATIA BT W W fddd &, T SiUeed gdl e
grfl SraT e gt T g |
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| ) i 8 L o 4
3 Jegion v Saket 20 ) Sales 20 * Seies 20 * Sales 20w
24 3o smatent tn Lgent s
A1 5% Lapert 0 Smatent 5=

Sang by Cakae . o

«

faz 37

® 39 3MY A H YA Al F T D fheey BT MfA TR Fd 2 |

o 3 $IU SIS Gl H U fddey AiE WieRe T AT 312l AT AR
¢ Weee 1 99 $1 W 4 fheex by g Srer a1 A @) wad © |

o SUSRT Pl & 3fehid TR fheey faded W fdetd &Y, 9 39 foeld
B, 1 =AfeiRad Su—Hy Jbe I |

B17 Sort smanert to Largest
%1 sprtLargest to Smaest

Sort by Color »
&
Nombes Eifters *| | Equah
¥ (Seiect AI) Does Mot Equal..
gj:: Greates Than...
n Greater Than Or Equal Te..
wiss et Than.,
Less Than Of Egual To..
Between..
Top 10.
Above Average
o | tea | Belgw Average
- Custom Fater.
Figure 38
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o I8 MU T I BT 9IT I} Ahdl § (b AT Al H ST B foly Mger <
Tred &, afe am Iex <7 ... (Greater Then...) ffee g7 €
ferfeiRad ST dfed Udhe BN |

YT 2

Show rows whese;
Sales 009

[s;na’.r than :] II _'J

Cand Cr
I | |

Us2 ? to reprasent any sngle cravacter
Use * o represent any sernes of dharacters

[ ] o

Figure 39

fa7
fa7 39

o U AN @I fAfde & S M dey dfew # @A &, (W T 75) © QIR oNab
R fdad o | |ediic A @iy TN FgaR e i | &M < & fawa
2009 & T Badt 75 T fH BT ST & <R TAT B |

Region |~ |Sales 20! »|Sales 207/ Sales 20! ~ |Sales 207'7|
91

Mumbai 66 77 54
Chennal 74 85 67
Figure 40
faF
faF 40

SRIRS I

fferRea fharehetdl 1G9 T QB3 O1d ad (¢ MY S ded 4 gul faear
%Tﬁ*l?l?fib?ﬁ:
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%Y 9. IERICTSIL
1. | 3UfeT PH § SIeNe B e o |
2. | fafafdse dmere W Erer fheey &y |
3. |- U U ST & WY U gadiic dOR | ufaed @l uRde
T | STBT TIN ST Bl AR g1 91 &) ¥haR Fic o & fory
X | 3 WIS Pl BF_(3MUHT ) & ®U H 0T BN |
B NI 1 TRIET 2 TRIET 3 TRIET 4
Rrear 50 65 57 77
Shilpa
ofrer 98 99 78 58
Sheela
Jffdder 76 78 98 9
Avikal
g 87 78 92 67
Vaibhav
oI 56 88 66 88
Abhijeet
GiNE 68 85 92 99
Surbhi
CAGKI] 99 58 78 89
Kavita
dfh 79 78 56 78
Tanishq
faeais 59 81 78 67
Vishvank
TTD
Red oAl o E[ﬁ Eﬁﬁm:
1. ey d ———— PH H qYa ——————— A H 3B IIFT

SICT Bl IRYT Y H FEgdl ddl & |
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3. Wi fgew e ¢d & Sfavid ——————— U H SuA & |
4. ek fided Srer 39 & g —————— 9 ¥ IUe T |
TF 10 - THYUCH W ST Bl dedgelc Bl
T BRI

H T {6 g gae eRifed § ) R X8 € O BE &3 @ forv SIel @
RV PR @ & a1 AU ol e F IS &3 Bl 3w 9 B RE
B B o0 TP & PR & daic d—-3se 3R odal ol YA aX I8 & | Udd

e # gar 2fS™ & (O &3 01, & 02 ..... &5 06) 3R U e 7 w7 15 (H

15) & da § 91 S9 el @ §o [l &1 uReed 39 YHR A S € |
Ife 3y foael & SR T AT BT aNdeT U HRAT A8 2, ol AT a7 Heil?

9 AN H Y I8 AT b A= gasficl W e &1 uReoH fhd yar fdhan
ST 2 |

T%h g qeHIC Wiet | 3A ¥ 1 & ®Y § e 1 &7 99 < o fA=forRad srer argy
N |

1 Name

2 House Rent
Al 8] Cf o] B[ F]F [ A
January February March Aprl- May June

J e Bl Goey 300 2550 25503000 35003600
"~ 700 750 800850 300 625
Benses — Tavelig 1000 1200 950350 1500

- 1250
benses Poneflotle 0 750680 1000 950
Phone 400 500 350600 800 6B

faF
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faF 41
319 gaefict | S1eT & URdoT B & fory fm=ifeiRad aRoT 3TN |

o 3fic 2 (Sheet 2) w oY & a¥ 2 (Year 2) 3fic &1 9™ < T 3Tel
af 3 forg ofie 2 (Sheet 2) # w9 arids W |

o 3T 2 WU, W INHMIATSTHIH @G IS |

o Jd (B2) # AN BHaT T3y & , = SumM (, 3R TEld FISd el &
g gy 1 ¥e W™ O dor 9f 2 e W W0 3R Tex I IR < [0
hl B URGA I & ol W T8 WU QNN TE <F b W fb
TeR fAfde o 8 8 @i &1 9W Jd d@) |

~ 8 C D 2 F G H
1 Name Janua: February March Apnil May June
2 House Rent I:SuM(‘vearl‘B:‘-hu.‘!B?)
31 Electnic Bill LSUMNUmMDer], inumderd] |
4 Grocery Expenses
5 Travelling Expenses
6 Phone/Mobile Phone
faF
a7 42

Ugol JOTU T Y9 T IR o4 & fory, 37 U 78 oM TR o) dahd 2, forda

M g -l wR (Quarter Summary) | 3R @1 udm o e @ forg,
R ¥ic H &6 e A § FeferiRad Brfen ufdwe W -

Average (Region : Region 06!415)

dredfic Region o1 : Region o6 @1 gk # &4 ¥iel W 19 15 # ®R oy
MU I T S I BT UREed FR T | IS T &7 04 R &F 05 D d1 &F
06 P Y@ B <, A WIS &F 01, 02, 03, 04 3R 06 & fory el @ wHA
TR D folU IRBT BT TSoRE BY o¥lT TAT &5 5 Bl Blg (AT ST | 5 YRR,
IS 37T &5 01, 3R &3 06 & 1 Bel Al BIg e SIS 3T TS, a1 AT
I9 IRFT § 39 IR & DR Rerd I el o w@a: &1 M B o |

SRIRS I




fFrfeRad feraeed ®f q9 OF QIBRIZY O dd b ofT S8 Hel H QUl faeard
BRI 7 e

%Y . [ERICISIL

1. | godhel R WReea o |

2. | veM IR fgdiy <d & fawai iR 3l & T 2 T TR | T
I qHIe i iNd IR AR aut Wi faval @ ol @ ofvd
BT IRFT BN |

T 1 AeCiud qhgdl B WANT 3R HeAl B [AfbT Fem
IR CARSIB AR
dredfic amya o= Aidl & ST @ Wi e @ forv faf= gesfiel 9 qen

At Wreeiel ¥ Aell @1 ofd ave & W FEgar awal 2| 59 e 9 a7 T

AT IR &R T € o faf=t Al & ara g1d & 9o 3y W SR Hag
I & FAST BT TN 0 gY UNGe IR T © | MY 39 Fedlel § el
@1 fofdp 1 IR Aepd & TN MY & IR S1el § uRad e @ Reifd § fafre werml
PT FuIfed &y fa97 Qe @ a1 e 9 39 Fahd © | SeeRY & oy, 3y
3 SeT BT YERIT @R o © |

59 WY H, MU I8 W fob AT Weeie srfwat & el a1 bl yaR foid
o ST % |

Ue % Srediie @i qur S EfRed T ufie &

w|~o—-
~
=
& |
s
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fafi=t qoefic & el @ fofd =7 @ forg FmferRad =RoT 3G
° UG T3 Wedlc gahgd @l |

o THH BIg BHT CIRY dN, JAERU G fo¢ B A A H I
BT =Sum( 3R @ P FrSE g & B @ g 9 H IS W
It Rag e fdewey W fode W e o Mg dage T &
I UF SOerSd qal Yae s |

Swmtch
Windows *

v | LBook2
2 Bookl

Figure 44
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o JUD ERT YId B T3 Td VST & 7T B & oY I 1 W Fad o
den dd A2D2 &1 799 R |
M v (X UM BookSheet$A82408)
A | B Gl Bl b ] 6

1 =SUMBookShet 457508
2 | | SUMinumber], jnumberZ) .

fa7
fa7 45

e TR AT MU TR Wedfle W am™ 3 e | o A WM
Tex T o, I9H URell WIS &AMl Bl AN 3 ST | 89 Wb Bl o
O ATedIR Tel NBed YSF ol & | AT 3T vere Brediie # foer
P AR T &, A1 S Weee § A FH I W B e 8 W § |
T PR BT TN BN |
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Al @ Je| =SUM([Book1Sheet1!SAS2:50S2)
o 8 | c | 0 | E|E |G

a7 46
IR

fFrfeRaa fehaehet ®f T9 F QBRI O T b FY S Hel H QUl faears
Eﬂ%-l?’l:f?b?ﬁ:

B9 . [ERICISIL

1. | b3l B fold B T JHgdI 4 IRBeT BN |

T
ﬁﬁ@ﬁﬂ%{%aﬁm
1. Reg eI vy 7 <9 & g ———————— 4 ¥ SU € |

2. faf= / T Joff @ foife amuer o wrat
A STeT BT ARIAHT HR | 7eg el © |

3. Srer feffb faf=T vl w el by fomm g & —————— G 4
Y] FEIA I & |

AT 12 : gh TeT B IART AT

URIRTS SIHHN)

A B3l Bl TR IR Aol & | S0 AW 98 Ayl @ < & - Siwpe




(wreet &1 M) frelt oy waaa g1 URefeT & forg dfe fovam o €1 391 Sfagie
@ hddl Uead & MU (Read only) ot @iem & forg, fade o | I8

WY gafery yebe BT € b fell ok 7 ugd & Ig Bigd @rell g 2| dun,
T TE AMTRF B O & b U & Bl R U6 I99 R 3G dAfdd B
X | T AT AT ST Ugl @ A H gy B AT e & WM @ fofg B
Bl A M & forg fawam Sfrar 2

ediic ATCdR YAIFT B d6gd Sl WR G- qA1 34 "cdd § VH ®IF |
G GH T, T8l 3 YA U B W1 S9 O% US4 a1 9ad o | 39
3T ¥, 3T JhIe Bl IR AT ARG |

T A8 Wiedic Wl 91 9 R FEfaRad sy & |

66 v b 650
A A B C D E F G Ho bl
1 Name January February March  April  May  June
2 House Rent 500 255 2550 3000 3500 3600
3 ElectrichBill M 750 0 B N0 65
4 (Grocery Expenses 1000 1200 950 850 150 1250
5 Travelling Expenses 0 60 750 60 1000 95
6 Phone/Mobile Bill 00 500 350 600 s00p 680
77
8
9
a7
fa 47

39 39 Wi @ /R R & forv f=feiRad aRoT SroHTe:

e Rg ¢9 (Review Tab) # duiw (Changes) 7u & sidid IR
“caa (Share Network) w fda v |

o U U Y 3R Th SN dfdd Yhe &N |
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(B3] s |

™ alow changes by mare $ian one user 5t the sme time. This
also allows workbook merpng.

Yo has e workbook apem now:

fa7 48

o 39 fdded W ¥ X : TS ool dI8 AR o a9 Yok T fa AW
creA/fed el vasw dawga At (Allow Changes by
then one user at the same time. This also allows
workbook mergigng)

o P W P |

fewolt : sfyter Vredfic AitedR Wa: & IR 3 TS THgd! § §B AUl 3l
9C WX U €| YT THYP B WeAGd R B foU BT 2 @I Th & G W
ITh Al I WIgdl W B PR 2 B & (IR & oY, IR &l T8 '
Tl A © |

IR
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T 1 g e ga oRe
PISINCASIGEIN]

SICY a3 Yoice # i Sew @ ofHld ye @l ® aifd S|
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SI‘-ePi:_ Id Select the data entry mode
ie .
selection c The form is to be used

2.Setup a |for entering new data

‘;l"Abg%rm only, Existing data will not
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4.Get joined s,The form is to display all

fields 1 Do not allow
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8.Set name

Help < Back Next > Cancel
Finish
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A SUYA [l # TR BT <3 R Fhdl § AT UH5 HRF—D! $1 TIN IR gY g4
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fie £t Yew [wert Joos Window Hebp
‘H 209 FR ol 3
el - LI SRR RIS S A
m | tame | Rolo | DoB | Class | Phone | Emad | Color | Location |
8! Ravi Kad 23 13/08/99 X 123456 ravhaulg Blue Dely -
12 Sherdar € 13 150199 X 567833 dald@gm Green  Mumba
| 13 Radha Sw 7 01/02/00 X 234353 radhaswi Orange Gujarat
| 4 Vikas Mah 32 17/1158 X 233445 vikawand Blue Maharashtra
|15 Virla Rary 14 589 X 292526 vwmia99@ vellow Onssa
| |6 Sandhya b 26 18/12/99 X 213141 sanchyar Bue Dedt -
2 G taes 473 10012009 X TISAE  aatamd Dk Lazam
fiocord |1 lof 7 defeinl |
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L b |t RawviKad 23 13/08/9¢ X 123456 ravkau € Slue Deln
=14 Vikas Mah 32 17/11/58 X 233435  viawani{ Blue Maharashira
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Record [ [ 3 K00 . I
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New Database.odb: Queryl -
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File Edit View Insert Tools Window Help

HBr %dl|0m

ID | Name | Rollno DOB

Class Phone | Email | Color | Location |
3 Radha Sw 7 01/02/00 X 234353 radhaswt Orange  Gujarat
2 l l 15/01/99 X 56 7889 dalal@grr Green Mumbai
.
13
5 Vimla Rani 14 23/09/99 X 242526 vimla99g Yellow Ortssa
1 Ravi Kaul 23 13/08/99 X ] 123456 ravikaulcg Blue Delhi
n
select *from "I e~ order by ASC;
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