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FOREWORD

The Government of India has set an ambitious target of imparting skills to 30 crores people, one out of every
four Indians, by 2020 to help them secure jobs as part of the National Skills Development Policy. Industrial
Training Institutes (ITIs) play a vital role in this process especially in terms of providing skilled manpower.
Keeping this in mind, and for providing the current industry relevant skill training to Trainees, ITI syllabus
has been recently updated with the help of Mentor Councils comprising various stakeholder's viz. Industries,
Entrepreneurs, Academicians and representatives from ITls.

The National Instructional Media Institute (NIMI), Chennai has now come up with instructional material to
suit the revised curriculum for Front Office Assistant - Trade Practical- NSQF Level - 3 (Revised 2022)
in Tourism & Hospitality Sector under Annual Pattern. The NSQF Level - 3 (Revised 2022) Trade
Practical will help the trainees to get an international equivalency standard where their skill proficiency and
competency will be duly recognized across the globe and this will also increase the scope of recognition
of prior learning. NSQF Level - 3 (Revised 2022) trainees will also get the opportunities to promote life long
learning and skill development. | have no doubt that with NSQF Level - 3 (Revised 2022) the trainers and
trainees of ITls, and all stakeholders will derive maximum benefits from these IMPs and that NIMI's effort will
go along way in improving the quality of Vocational training in the country.

The Executive Director & Staff of NIMI and members of Media Development Committee deserve appreciation
for their contribution in bringing out this publication.

Jai Hind

Addl. Secretary / Director General (Training)
Ministry of Skill Development & Entrepreneurship,
Government of India.

New Delhi - 110 001
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PREFACE

The National Instructional Media Institute (NIMI) was established in 1986 at Chennai by then Directorate
General of Employment and Training (D.G.E & T), Ministry of Labour and Employment, (now under Directorate
General of Training, Ministry of Skill Development and Entrepreneurship) Government of India, with technical
assistance from the Govt. of the Federal Republic of Germany. The prime objective of this institute is to
develop and provide instructional materials for various trades as per the prescribed syllabus under the
Craftsman and Apprenticeship Training Schemes.

The instructional materials are created keeping in mind, the main objective of Vocational Training under
NCVT/NAC in India, which is to help an individual to master skills to do a job. The instructional materials are
generated in the form of Instructional Media Packages (IMPs). An IMP consists of Theory book, Practical
book, Test and Assignment book, Instructor Guide, Audio Visual Aid (Wall charts and Transparencies) and
other support materials.

The trade practical book consists of series of exercises to be completed by the trainees in the workshop.
These exercises are designed to ensure that all the skills in the prescribed syllabus are covered. The trade
theory book provides related theoretical knowledge required to enable the trainee to do a job. The test and
assignments will enable the instructor to give assignments for the evaluation of the performance of a trainee.
The wall charts and transparencies are unique, as they not only help the instructor to effectively present a
topic but also help him to assess the trainee's understanding. The instructor guide enables the instructor to
plan his schedule of instruction, plan the raw material requirements, day to day lessons and demonstrations.

IMPs also deals with the complex skills required to be developed for effective team work. Necessary care
has also been taken to include important skill areas of allied trades as prescribed in the syllabus.

The availability of a complete Instructional Media Package in an institute helps both the trainer and
management to impart effective training.

The IMPs are the outcome of collective efforts of the staff members of NIMI and the members of the Media
Development Committees specially drawn from Public and Private sector industries, various training institutes
under the Directorate General of Training (DGT), Government and Private ITls.

NIMI would like to take this opportunity to convey sincere thanks to the Directors of Employment & Training
of various State Governments, Training Departments of Industries both in the Public and Private sectors,
Officers of DGT and DGT field institutes, proof readers, individual media developers and coordinators, but for
whose active support NIMI would not have been able to bring out this materials.

Chennai - 600 032 EXECUTIVE DIRECTOR
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INTRODUCTION

TRADEPRACTICAL

The trade practical manual is intended to be used in practical workshop. It consists of a series of practical
exercises to be completed by the trainees during the course. These exercises are designed to ensure that all
the skills in compliance with NSQF Level - 3 (Revised 2022) syllabus are covered.

The manual is divided into Sixteen modules.

The skill training in the shop floor is planned through a series of practical exercises centered around some
practical project. However, there are few instances where the individual exercise does not form a part of project.

While developing the practical manual, a sincere effort was made to prepare each exercise which will be easy to
understand and carry out even by below average trainee. However the development team accept that there is a
scope for further improvement. NIMI looks forward to the suggestions from the experienced training faculty for
improving the manual.

Module 1 Hotel Industry and its importance
Module 2 Grooming & Hygiene
Module 3 Activities in Front Office

Module 4 Rooms and Tariffs

Module 5 Basics of Computer

Module 6 Microsoft Office

Module 7 Networking & Internet Communication Concept
Module 8 Different Charts & Work Flow

Module 9 Guest Registration Process

Module 10 People Handling & Operations in Front Office
Module 11 Guest Relations & Concierge

Module 12 Selling Techniques / Mail Handling

Module 13 Arrival and Departure Procedure

Module 14 Situation Handling

Module 15 Night Auditor & Analysing

Module 16 Guest Cycle and Guest Paging

The trade theory has to be taught and learnt along with the corresponding exercise contained in the manual on
trade practical. The indications about the corresponding practical exercises are given in every sheet of this
manual.

Itwill be preferable to teach/learn trade theory connected to each exercise atleast one class before performing
the related skills in the shop floor. The trade theory is to be treated as an integrated part of each exercise.

The material is not for the purpose of self-learning and should be considered as supplementary to class room
instruction.

TRADETHEORY

The manual of trade theory consists of theoretical information for the Course of the Front Office Assistant Trade
Theory NSQF Level -3 (Revised 2022) in Tourism & Hospitality. The contents are sequenced according to the
practical exercise contained in NSQF Level - 3 (Revised 2022) syllabus on Trade Theory attempt has been made
to relate the theoretical aspects with the skill covered in each exercise to the extent possible. This correlation
is maintained to help the trainees to develop the perceptional capabilities for performing the skills.
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CONTENTS

Exercise No. Title of the Exercise Learning | Page No\.
Outcome
Module 1 : Hotel Industry and its importance
1.1.01 Visit to Hotel Industry 1
1.1.02 Grooming & personal hygiene for front office staff 2
1.1.03 Practice basic first aid & emergencies 3
1.1.04 Power point presentation on cross cultural issues 1 7
1.1.05 Property tour of any star hotel 9
1.1.06 Managing coordination between departments in a hotel role play 10
1.1.07 Develop personality & team work 1"
1.1.08 Analyse the conflict and manage the common ethical issues
encountered 12
Module 2 : Grooming & Hygiene
1.2.09 Telephone handling & etiquettes 13
1.2.10 Business communication - Oral and written 14
1.2.11 Welcoming and receiving the guest 2 16
Module 3 : Activities in front office
1.3.12 Givinginformation 17
1.3.13 Duties and responsibilities of a front office assistant with regards to
registration 19
Module 4 : Rooms and Tariffs
1.4.14 Types of rooms with specification 20
1.4.15 Rooms rates and tariff cards 3 21
1.4.16 Reservation enquiry over telephone and mail 22
1.4.17 Different types of keys and lock systems 24
Module 5 : Basics of Computer
1.5.18 Setup a computer system 28
1.5.19 Setup a computer system 33
1.5.20 Practice on Windows components 4 36
1.5.21 Work with files, folders and drives 45
1.5.22 Using DOS Commands -1 48
Module 6 : Microsoft Office
1.6.23 Creating, saving, quitting and opening document 5 54
1.6.24 Moving around document 58
1.6.25 Manipulating document page using tool bar, editing text - insert,
delete, move, copy, paste, finding, replacing text, spell check
grammar check etc 63
1.6.26 Inserting and modifying tables 69
1.6.27 Mail merge using MS word 75
1.6.28 Use shortcut keys 80
1.6.29 Practice on a stationary bill 81
1.6.30 Using Excel worksheets 84
1.6.31 Format the existing worksheet 6 88
1.6.32 Create a column chart 93
1.6.33-34 Using formulas and functions 98
/
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4 Exercise No. Title of the Exercise Learning | Page No\.
Outcome

1.6.35 Create Slideshows in Power point 101

1.6.36 Format objects, add Audio and Video in Power point 6 105
Module 7 : Networking and Internet Communication Concept

1.7.37 & 38 Internet Operational skills 108

1.7.39&40 Searching and Downloading 7 117

1.7.41 Creating email ID and sending receiving mails 120

1.7.42 Configuring outlook express & using skype, google+ 125
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1.9.45 Interaction and handling registration process for walk in guest,
guest with confirmed booking group or crew, corporate guest 10 141

1.9.46 Filling of Guest Reservation Form and Registration Card 142

1.947 Property Management System 144
Module 10 : Operations in Front Office

1.10.48 Foreign exchange 11 148
Module 11 : Guest Relations & Concierge

1.11.49 Perform check—in & check—out duties 12 152
Module 12 : Selling Techniques / Mail Handling

1.12.50 Practice Upselling Techniques 13 156

1.12.51 Practice handling Mails & Messages, Parcels 157
Module 13 : Arrival and Departure Procedure

1.13.52 Perform departure activities 14 160

1.13.53 Performing start of shift activities 15 162
Module 14 : Situation Handling

1.14.54 Practice handling situations in reception 16 166

1.14.55 Practice handling situations in reception 168
Module 15 : Night auditor & analysing occupancy data

1.15.56 Handle accidents and Emergency Situations 171

1.15.57 Compute Occupancy Percentages and average room rate figures 172

1.15.58 Studying and Analysing the movement list, and Arrival/ Departure 17
List 174

1.15.59 Briefingand Debriefing 175
Module 16 : Guest Cycle and Guest Paging

1.16.60 Paging System, Preparing room Packages and Guest Feed back 18 176

L 1.16.61 Rules and Regulations guiding Hotel to allow check-in 177 )

(viii)



( LEARNING / ASSESSABLE OUTCOME

On completion of this book you shall be able to

S.No Learning Outcome Lesson No
1 Develop personality and maintain team work as well as organizational
hierarchy. 1.1.01-1.1.08
2 Perform the activities of front desk, bell desk, telephones and business
communication. 1.2.09-1.3.13
3 Ensure the functioning of various records, tariff cards, room position and
locking system. 1.14.14-1.4.17
4 Handle techniques of computer and acquire knowledge of Windows operating
system. 1.15.18-1.5.22
5 Create and save a document file in word processing application. 1.6.23-1.6.28
6 Create an Excel worksheet compiling with data and charts presenting in a
Power Point application. 1.6.29-1.6.36
7 Ensure the concept of internet services, collect information and communicate
through e-mail. 1.7.37-1.7.42
8 Prepare up-todate records of occupancy. 1.8.43
9 Keep personalized records and ensure services for identified guests. 1.8.44
10 Compute guest registration process and maintain property management
system. 1.9.45-1.947
11 Express services through interpersonal communication skill. 1.10.48
12 Provide bell boy as needed by a guest and monitor CCTV 1.11.49
13 Use up-selling &suggestive selling techniques to sell rooms and to promote
other services of the hotel. 1.12.50-1.12.51
14 Follow the post departure activities. 1.13.52
15 Perform cashiering tasks like bill / invoice settlement. 1.13.53
16 Maintain positive attitude for dealing with various guest conflict. 1.14.54-1.14.56
17 Prepare & analyze data of occupancy with briefing and debriefing checklist. 1.15.57-1.15.59
18 Prepare Room Packages and Guest Feedbacks. 1.16.60-1.16.61
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SYLLABUS

Duration

Reference Learning
Outcome

Professional Skills
(Trade Practical)
with Indicative hours

Professional Knowledge
(Trade Theory)

Professional
Skill 60 Hrs;

Professional
Knowledge
12 Hrs

Develop personality and
maintain team work as
well as organizational
hierarchy.

1 Visit to Hotel Industry. (5hrs)

2 Grooming hygiene, Body
Language and power of smile.
(5hrs)

3 Demonstrate First Aid, Fire
Prevention and Fire Fighting.
(5hrs)

4 Cross Cultural non-verbal
communication. (5hrs)

5 Property Tour of any star Hotel.
(5hrs)

6 Managing Coordination between
departments in a Hotel-Role
Play.(10hrs)

7 Develop personality & team
work. (10hrs)

8 Analyze the conflict and manage
the common ethical issues
encountered. (5hrs)

Introduction to Hotel Industry /
Importance of Front Office.

Orientation programme on the
course and related job
opportunities by the industry
expert / instructor.

Different types of Hotels.

Importance of grooming &
Hygiene/Fire Fighting & First-
Aid.

Coordination of departments &
importance of team work.

Organizational hierarchy of
FRONT OFFICE Departmentin
any star hotel.

Personality Development and
communication skills.(12 Hrs)

Professional
Skill 60 Hrs;

Professional
Knowledge
12 Hrs

Perform the activities of
front desk, bell desk,
telephones and business
communication.

9 Telephone Handling and
Telephone Etiquettes (5hrs)

10 Business communication - Oral
and Written.(20hrs)

11 Welcoming and Receiving
Guests.(5hrs)

12 Giving Information to Guest about
tourist Places. (10hrs)

13 Duties and responsibilities of a
Front Office Assistant with
regards to registration.(10hrs)

Duties and responsibilities of a
Front Office service personnel.
Attributes of FRONT OFFICE
services personals

Procedure of welcoming &
receiving a guest.

Professional
Skill 60 Hrs;

Professional
Knowledge
12 Hrs

Ensure the functioning of
various records, tariff
cards, room position and
locking system.

14 Type of rooms  with

specifications.(10hrs)

15 Room Rates and Tariff

cards.(10hrs)

16 Reservation enquiry over
telephone and mail.(20hrs)

17 Different types of keys and lock
systems. (10hrs)

Type of Rooms

Room plans and room rates,
importance of tariff

Modes of reservation requests
and handling reservations

Importance of Key Control at
Front Office.(12 Hrs)
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Professional
Skill 60 Hrs;

Professional
Knowledge
12 Hrs

Handle techniques of
computer and acquire
knowledge of Windows
operating system.

18 Computer Operational Skills.(10 hrs)

19 Demonstration and identification of
different input /output devices - CPU,
VDU, Keyboard, Interconnecting
Cords, Hard disk, CD ROMs etc.
Key Boarding Skills. Pen drive, other
USB based devices. (10hrs)

20 Demonstration on Window O.S.
Booting practice, Use of task bar,
menu bar, start button, title bar,
mouse options and window's help,
using My Computer and Recycle bin
etc.(20hrs)

Opening and closing different
windows, creating and renaming
files and folders.(10 hrs)

22 Hands on practice of basic files,
Directory manipulation commands
- Introduction to Linux O.S.(10 hrs)

21

O]

Different Types of Computers.

(op

Introduction of Personal
Computer /Microcomputer and
Operating System (UNIX,
WINDOWS, MS DOS,
NETWARE)

Profiling an Operating System.

Booting Sequence: Operating
System files and command
Processor file.

(0]

Definition of a file; File names.
Booting from CD and HDD.
Warm and Cold reboot(12 Hrs)

Professional

Create and save a

Demonstration Practice on MS

(a) Microsoft - Word Processing

Skill 60 Hrs;| document file in word | Office: Package
Professional| Proc®ssing application. (i) Word Processing (MS Word): [ Opening Documents and
}1(2n a\;\;ledge 23 Creating, Saving, quitting & Opening Creating Documents,
Document.(5hrs) » Saving Documents /Quitting
24 Moving Around Document.(5hrs) Documents,
. . .|+ Cursor Control, text selection,
25 Manipulating document page using
tool bar, Editing Text - Insert, delete,|* Printing Documents, Using
move, copy, paste, Finding,| the Interface (Menu, Toolbars),
replacing text, spell check, grammar |, -
check etc.(5hrs) Editing documents.
26 Inserting and modifying Tables.(5hrs) * Finding and Replacing Text,
27 Creating and printing merged ’ ?g;ﬂrghe(:k / Auto Correct
documents using mail merge.(5hrs) ’
28 Practice of shortcut keys.(25hrs) * Grammar Faility
* Auto text, Character and page
formatting (12 Hrs)
qulfleesgﬁna.l Crekathe t an " Exc_f[ahl (ii) Worksheet (MS EXCEL): a Functions of Computer
! s, | WOTKSheelcompling Wi | o9 Elements  of worksheets, Peripherals,
: data and charts C .
Professional L application of electronic worksheet .
presenting in a Power . : » Laser Printer,
Knowledge Point applicati and entering data in Worksheet.
12 Hr oint appiication (5hrs) - DOT Matrix INK JET Printer.

30 Saving and Quitting, Opening and
Moving around worksheet. (5hr)

31 Formatting cells and Data copying.
(5hr.)

32 Working with charts and graphs
etc. (10hrs)

* COLOR LASER printer

b Introduction to MS- Excel
» Fundamentals of MSExcel

» Spreadsheet

» Features & Description
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Professional

Handle techniques of

33 Printing, editing and entering

¢ Anoverview of Power Point

Skill 60 Hrs; |computer and acquire formula.(10hrs) Presentation & Slides
. knowledge of Windows . .
Professional ) 34 Functions in Excel. (15hrs)
operating system. Handouts(12 Hrs)
Knowledge i) MS - P s
12 Hrs (iii). MS - Power point :
35 Planning and Preparation of different
slidesina Presentation. (5hrs)
36 Editing and animating the
presentation.(5hrs)
Professional |Ensure the concept of| (a)Internet Operational Skills: (a) Networking and Internet
Skill 60 Hrs; :rr::%rrr::;tsig;wces, COI;(Q[ 37 Networking concept, LAN WAN. (10 Communication Concept.
Professional . hrs) Knowing about how to set up an
communicate through e- . :
Knowledge ) . : internet connection
12 Hrs mail. 38 Services on Internet - Websites
(www) EMails, Voice Mails, Connect using a dial-up
Browser and search engines.(10 modem / Broadband connection
hrs) with username and password.
39 Searching & Downloading. (10 hrs) Internet Explorer and its
40 Printing, saving portion of web featlregs
page. (10 hrs) Introduction to the uses of
41 E-Mail addressing, Inbox, outbox, Ghodg Wide Web and Intemet
- . . Browser
viewing, sending and saving
mails.(10 hrs) Introduction to the Search
42 Sending same mails to various Engine Google & its features
Users (multiaddress) & sending Creating an email ID h) Knowing
enclosures. Web Page about the "Outlook Express"
Transacign.(10href Sending mail through outlook
express
File attachment with the
email.(12 Hrs)
Professional | Prepare up-todate | 43 Practice on preparation of: Procedure of preparation of:
Skill 60 Hrs; | records of occupancy. . Arrival list Arrival list
Professional : .
Knowledge Departure list Departure list
12 Hrs * Room availability chart. Room availability chart(12 Hrs)
* Reserved chart (60 hrs))
Professional| Keep personalized records | 44 Practice on Preparing guest folio Procedure of Preparation of:
Skill 60 Hrs; ;r;dnti?ir;zurje:;rwces for for: Different Guest Folios with
Professional 9 +  Walk in guest Performa
:(;a\;\éledge * VIP Guest Handling Guest arrivals - Work

»  Group or Crew * Corporate Guest
(60 hrs)

Flow with all proformas

Telephone manners(12 Hrs)
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Professional | Compute guest registration (45 Interaction and handling on Procedure of preparation of
Skill 90 Hrs; | process and maintain registration process for: guest registration card &
Professional property management |, Walk-in guest importance of the data in it.
system. . . .
Tga\;\gedge - Guest with confirmed booking C’ form importance & its usages.
- Group or crew Preven-tlng common
reservation problems.
» Corporate guest (30hrs) Receiving, welcoming of guest
46 Filling of guest reservation form and and assigning rooms.
registration card.(40hrs) Managing the guest bills.
(property management
system)(18 Hrs)
Professional | Express services through | 47 Property management system. Currency exchange procedure
Skill 90 Hrs; |interpersonal communi (20hrs) hrs)
tion skill Room change procedure
Professional | ©210N SKIfl- 48 Handling of: : .
Handling complaints and
Knowledge o
+ Currency Exchange situations.(18 Hrs)
18 Hrs
* Room change
« Guest complaints - Room
Change (noise)/ AC not effective/
delay in check in process/ laundry
complaint/ Delay in Room Service
(60hrs)
Professional| Provide bell boy as needed| 49 Procedure of performing the duties | a Duties and responsibility of
Skill60 Hrs; | by a guest and monitor of bell boy during: concierge & bell service.(12 Hrs)
Professional cecrv * Check-in
Knowledge A 4
12 Hr Check-out

* Monitoring of CCTV (60 hrs)

Professional
Skill 60 Hrs;

Professional
Knowledge
12 Hrs

Use up-selling & suggestive
selling techniques to sell
rooms and to promote other
services of the hotel

50 The techniques and guidelines for
up-selling and suggestive selling.
(30hrs)

51 Practice on handling messages,
mail and Parcels for the Guest and
in the office. (30hrs)

a Marketing and up-selling

techniques & procedures.

b Procedure of handling mail &

parcels for the guest & in the
office.(12 Hrs)

Professional
Skill 60 Hrs;

Professional
Knowledge
12 Hrs

Follow the post departure
activities.

52 Practice on handling guest departure
& post departure activities.(60hrs)

a Preparation of procedure of

handling guest departure.(12 Hrs)
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Professional | Perform cashiering tasks |53 Practice on: a Work flow at the Front Office
Skill 60 Hrs; | like  bill / invoice |, Performing start-ofshift activities. reception
Professional settlement. b Cashiering procedures(12 Hrs)
rotessiona * Handling cash payment 9p
Knowledge
12 Hrs * Non-cash payment
» Performing bucket check.(50hrs)
Professional | Maintain positive attitude for| 54 Situation Handling - Scanty | a Observations during situations
Skill 60 Hrs; | dealing with various guest Baggage/Minor guest check in/ and better ways of situation
: conflict. Wrong Billing. (20hrs) handling as per the students
Professional
Knowledge 55 Guest without prior reservation/late | b Handle accidents and
12 Hrs check in/ Early Check in/ Lost and emergency situations(12 Hrs)
Found/ Left Luggage/Skipper/Drunk
Guest/Hoax Call. (20hrs)
56 Handle accidents and emergency
situations. (20hrs)
Professional | Prepare & analyze data of|57 Compute occupancy |a Preparation & Analyzing of data
Skill 60 Hrs; | occupancy with briefing and percentages and average room rate in front office related to Night
. debriefing checklist. figures. (20hrs) Auditor's Report.
Professional
Knowledge 58 Studying and analyzing the |b Processroom and rate change
12 Hr Skill movement list Studying and
. . . ¢ Check room status
60 Hrs; analyzing the Arrival/Departure List .
discrepancy.(12 Hrs)

etc.(20hrs)
59 Briefing and debriefing.(20hrs)

Professional
Skill 60 Hrs;

Professional
Knowledge
12 Hrs

Prepare Room Packages
and Guest Feedbacks.

60 Paging System, Preparing Room
Packages and Guest Feed
backs.(30hrs)

61 Rules and regulations guiding
Hotel to allow check in and other
operations related to Front Office.
(30hrs)

a Procedure of handling guest
feedback & complaints

b Procedure of Paging System,

Process of guest cycle system
in a hotel(12 Hrs)
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Tourism & Hospitality Exercise 1.1.01
Front Office Assistant - Hotel Industry and its importance

Visit to Hotel Industry

Objectives: At the end of this exercise you shall be able to

+ identify the various departments in a hotel

 prepare the list of the departments

* record the telephone numbers of fire station, police station, hospital, railway station, airport and tourist
places.

Requirements

Materials

» Boards containing list of various departments in a hotel

When visiting the Hotel Industry, the trainees; « Take note of each and every departments visited in
- Should be ontime and report to the Reception desk. the hotel. You must submit a write-up after the visit.

«  Wear Uniforms. Name of the Hotel

*  Wear Identity cards. S.No.| Name of the Dept/ | Name of the activity /

Secti b ti
» Should not use mobile phone. ecoR observation

+ Take care of the Hotel’s property and keep the
premises neat & tidy.

» Maintain discipline in the premises.

» Contact the Instructor / any other Hotel Staff if any
disputes or problems.




Tourism & Hospitality

Exercise 1.1.02

Front Office Assistant - Hotel Industry and its importance

Grooming & personal hygiene for front office staff

Objectives: At the end of this exercise you shall be able to
e maintain personal hygiene

e check the grooming

« control and set standards of personal hygiene.

PROCEDURE

TASK 1: Maintaining personal hygiene

1 Wear clean front office uniform.

2 Wear polished shoes.

3 Trim nails.

4 Care of hair, eyes, ears, teeth and nose.
How to wash hands -

+ Washhandsinthe special wash-hand basins provided,
never in other sinks i.e. in washing-up water.

» Usehotwaterand disinfectantsoap and lather hands,
wrists and forearms.

« Use a clean nailbrush to clean under nails.

* Rub hands together thoroughly, then rinse under clean
running water.

+ Dryhandsthoroughly, using a clean papertowel or hot
airdryer.

Avoid touching anything that will contaminate your
hands before returning to work (e.g., cleaning cloths,
dirty dishes & cigarettes).

Wash your hands frequently, to prevent the transfer of
bacteria from your hands to the work area. When you
are working, pay special attention to the personal
habits of which you may be unaware but easily spread
bacteria.

Do not spit, cough or sneeze openly in public areas,
use a tissue and wash your hands afterwards.

Do not pick your nose or teeth or scratch your head.
Do not smoke in the work.
Do not lean or sit on work surfaces.

Cuts and burns should be covered with water proof
dressing.

TASK 2: Check the grooming of the male staff

1 Check the hair cut of the staff (it should be neat and
perfect).

2 Check the staff for clean and neat shave.
Check the cleanliness of the uniform.

Check the jewellery worn by the staff (should be very
minimum).

0 N O O

Check the size of the nails.
Check for the belt type.
Check for the shoe type and polish.

Check for the socks being worn (color, type &
cleanliness).

TASK 3: Practice role play situations

1 Check grooming.



Tourism & Hospitality

Exercise 1.1.03

Front Office Assistant - Hotel Industry and its importance

Practice basic first aid & emergencies

Objectives: At the end of this exercise you shall be able to

* know about basic first aid and the priorities of treatment for a minor injury or accident
* recognise the basic techniques that may be used to preserve life, prevent injuries from worsening, and

promote initial recovery.

Requirements

Tools
* First Aid Box -1 No.
*  Wooden plank -1 No.

Materials

* A Dummy Human Body -1 No.
* Rope -1 No.
» CottonDressing -1 No.
« TriangleBandage -1 No.

Soap -1 No.
Warm water for washing - as reqd.

PROCEDURE

TASK 1: Basic first aid & emergencies (Fig 1)

It is important to note at the commencement of this unit,
that as a basic entrant into the industry, the level of
knowledge and application of specialist first aid skills will
only need to be limited.

==

FIRST AID

Fig 1

HOS101P0301

This unit sets out to increase your awareness of basic first
aid techniques and responsibilities to help you in yourroles
as a member of the front line staff.

The emphasis for you will be to assess the
emergency or accident situation and to seek
help immediately.

First Aid — Your Responsibility

At any accident or sudden injury situation you must be
aware of the four keys steps to follow:

1 Assessthesituation (Fig2)

» Appear calmin front of colleagues or guests.

Fig 2

HOS101P0302

Take charge — do not panic.

Ensure safety —ifthe situationis dangerous to casualty
oryourself be careful.

Gethelpimmediately —if you cannotleave the casualty,
get another person to call for assistance and also to
help you, i.e, to clear the area; or control traffic, etc.

2 Diagnose the situation

Listen to the casualty and others to find out what
happened.

Smell — can you detect burning; gas; or alcohol.

Look — is there any sign of blood or vomit, does the
casualty wear any warning bracelet or locket, do they
have any containers or packets or drugs or medicines.

Are any unusual symptoms showing (blood, awkward
limbs, swelling, bruising, or sweating).

3 Treat the situation (if possible) while awaiting
qualified specialist assistance: (Fig 3)

Calm the casualty, protect them from cold and damp,
handle gently whilst making them comfortable.



Fig 3

HOS101P0303

Urgent Treatment, i.e., easing problems of
breathing; heart or serve bleeding difficulties,
and important treatments of dressing wounds
and supporting injured bones may be attempted
only by qualified first aiders.

Mouth to Mouth (Fig 4)

Fig 4

TASK 2: Basic treatment of wounds (Fig 5)

Fig 5

Thefollowing guidelines are for the basic treatment of minor
injuries:

» Clear anything from the mouth, i.e., dentures.

* Incline head back.

* Pinch nose closed.

*  Openmouth.

+ Seal his mouth with your mouth and blow.

» Look along chest to see if chest rises fully:

* Move your mouth ways.

*  When your chest falls, take in fresh air and repeat

* Once started you must continue until casualty breathes
onown, orambulance/doctor arrives.

Chestcompression

This does the work of the heart when it has stopped —and
your hands mustbe directly above the heart when pressing
down.

1 Kneel to side of casualty at the ribs

2 Placeone handontop of other, overthe heart(in centre
ofbreastbone)

Press down 2" approximately every second

Continue until medical help arrives

AW

The medical situation

* As early as possible after the accident/injury
arrangements mustbe made to move the casualtytoa
doctor/nurse or to hospital. Any important facts or
details about the casualty or circumstances of the
accident must be given to the ambulance person;
medic or doctor.

* As soon as possible after the incident, a report giving
details of the accident/injury must be made to the
supervisor/manager.

Wounds

1 Pressingdirectly onawound flattens the blood vessels
and stems the flow of blood.

2 Pressureneedstobeappliedfor5—15minutestoallow
blood to clot.

3 Ensure noforeign bodies are presenti.e. bone, glass,
dirt, etc., before pressing.

4 Press on the wound with a clean dressing, i.e., towel
(NOT cotton wool).

Raise and support the injured limb.

(]

After 5/10 minutes, apply abandage or plasterdepending
upon size of wound.

7 Arrange for medical attention as soon as possible, if
necessary.
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TASK 3: Basic treatment for burns & scalds (Fig 6)

Burns

Fig 6

There are various types of burns
1 Dry from flame, hot electrical equipment;
2 Cold from ice;

3 Scald from wet heat (stem or fat);

TASK 4: Basic treatment for electrical injury
Electrical injury

1 Casualty may notbe breathing; and the heart may have
stopped.

2 Possible burns and shock.

3 Nevertouch casualty with bare hands.

4 Switch off the power at mains if possible.
Treatment: only by qualified First Aider

1 Commence mouth-to-mouth and/orchestcompression.
2 Arrange forremoval to hospital.

3 Treatanyburns.

Choking

1 Actquickly—speedis essential (If casualty can speak,
cough or breathe they are not choking). If not:

2 Give four quick back blows with the heel of your hand.
Deliverthese sharp blows rapidly and forcefully between
the shoulder blades, while supporting the chest of the
casualty with the other hand on the breastbone.

4 Chemical from acid;

5 Electrical from electrical current;
6 Radiationfromsun.

Minor Burns and Scalds

Do’s —reassure the casualty

1 Immerse area of burn in clean cold running water for
atleast 10 minutes’ (if there is no water available use
milk/lemonade).

2 Remove anyrings, clothing (unless stuck) before area
swells.

3 Cover burn with a clean dressing or cling film/clean
plastic bag.

4 If in doubt, seek medical assistance.
Don’t — use creams, fat or lotion.
1 Use adhesive dressing or plasters.

2 Burstblisters or remove loose skin.

3 If unsuccessful give four upward abdominal thrusts,
stand behind casualty and wrap your arms around their
waist. Grasp one fistwith your other hand and place the
thumb side of your wrist in the mid-line between waist
and rib cage. Press fist into abdomen with four quick
upward and inward thrusts. Do not use this procedure
for pregnant women or overweight casualties. If
necessary repeat sequence. Send medical help if
required.

Fainting

If casualty feels faint, sitthem down and help themto lean
forward with head between the knees, takingdeep breaths.
Ifunconscious but breathing normally, lay them down with
legs raised. Loosen any tight clothing at neck, chest and
waist. Reassure casualty as they recover, raise to sitting
position. Do not give casualty anything by mouth until fully
conscious, and then only he/she sips the water. Do notgive
the casualty alcohol.
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TASK 5: Basic treatment for stings & bites (Fig 7)

Stings and bites Place a sterile dressing around the puncture marks.

Stings Ifon hand or upper limb, immobilize the limb with a sling.

1 Keep the casualty calm. If on lower limb, tie both legs together.

o 0 b~ W

2 If the sting is still in the skin, remove it with a pair of Carry the casualty to a car, or wait for an ambulance/
tweezers. doctortoarrive.

3 Avoid squeezing the sac at the top of the sting as this Scorpion bites (Fig 8)

will force more poison into the casualty. 1 Treat as for snake bite.
4 Ifthey develop and allergic reaction seek medical help. 2 Immobilise the affected limb.
Snake bites 3 Seekimmediate medical aid.
Fig7 .
Fig 8

1 Reassure the casualty.

2 Cleanthe areaaround the puncture.

TASK 6: Basic treatment for fractures & sprains

Fractures and sprains

Do not
Shock _
1 Give casualty a hot water bottle.
1 Ifcasualty’s breathing or heart has stopped start chest )
compression. Move them unnecessarily.

2 Ifbreathing becomes difficult, or vomiting seems likely, Give casualty anything to eat or drink.

place casualty in recovery position.

A WN

Allow the casualty to smoke.

Check breathing and pulse every 10 minutes. If you are in any way in doubt do not hesitate to
callfor expert medical assistance immediately.

Search for and if possible treat cause of shock (burn/
bleeding/fracture).

5 Reassure. If casualty conscious lie them down, keep
warm.
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Tourism & Hospitality

Exercise 1.1.04

Front Office Assistant - Hotel Industry and its importance

Power point presentation on cross cultural issues

Objective: At the end of this exercise you shall be able to

+ identify the signs used in different culture space countries meaning different things.

PROCEDURE

TASK 1: Identifying the signs used in different countries

1 Trying to order two beers from the bartender or wish
someone peace in the United Kingdom, Ireland,
Australia, or New Zealand ? Make sure that when you
have your index and middle fingers pointed up in the V
shape, your palmis facing outward. Otherwise, you're
giving the equivalent of the middle finger.
(Fig 1)

Avoid Using in : United Kingdom, Australia, Ireland,
and New Zealand

Fig 1

2 Turns out making a circle with your index finger and
thumb is not OK in certain countries. In France, for
example, it means “zero” or “worthless”. (Fig 2)

Fig 2

3 In Venezuela, Turkey, and Brazil, it's a vulgar slang
that will offend pretty much anyone you flash it at.

Avoid Using in : Turkey, Brazil, Venezuela and France

4 Want someone to come over to you? Definitely don’t
use your curled index finger to summon them in the
philippines - that’s reserved for calling dogs and is
considered very rude. And in Singapore and Japan,
that motion signifies death, so unless you are the icy
hand of death yourself, don’t employ it. (Fig 3)

Fig 3 -
~ml/ -
S —
T

~—

Avoid Using in: The Philippines, Singapore, and Japan

Sorry, South paws. You’ll need to become
ambidextrous - or just accept the fact that you'll
probably spill food all over you self while eating with
your right hand - while in the Middle East, India, Sri
Lanka, and Africa. In these countries, the left hand is
traditionally seen as unclean, because it is associated
with cleaning yourself after using the bathroom.

(Fig4)

Fig 4

Avoid Using in: The Middle East, India, Sri Lanka,
and Africa.

Don’t use the palm-out, fingers-up “stop” sign in
Greece, or you may not be able to stop someone from
punching you in the face. this gesture is an insult to
Greeks - a stigma that apparently dates back to
Byzantine times, when shackled criminals were
paraded through the streets and gawkers were allowed
to smear charcoal or excrement in their faces using
their open palms. (Fig 5).

Fig 5

Avoid Using in: Greece.

Crossing your index and middle fingers won’t bring
you good luck in Vietham. There, crossed fingers
symbolize a part of the female anatomy and can be
considered very rude when flashed at another person.

(Fig 6)



Fig 6

Avoid Using In: Vietnam.

Rocking out at a metal show or tossing up hook’em
horns (with your hand in a fist and index and pinky
finger extended) is a bad idea.

In Italy, Spain, Portugal, Brazil and Colombia. In these
countries, the University of Texas’ signature hand
gesture can be used to indicate that someone’s wife
has been unfaithful. (Fig 7)

Fig7

Avoid Using In: Italy, Spain Portugal, Brazil, and
Colombia

Don’t hail a cab or wave someone over to you with
your palm facing up in South Korea. That's how Korean
summon their dogs. The proper way to wave is to
move your hand up and down vertically with your palm
facing down. (Fig 8)

Avoid Using In: South Korea.

The head is the most sacred part of the body in
Thailand. In the Buddhist faith, it's where the spirit
lives. Thus, Touching someone else’s head or hair is
a definite faux pas - so think twice before you ruffle a
kid’s hair or pat someone for a job well done. (Fig 9)

Fig9

Avoid Using In: Thailand.

The thumbs-up signals approval in the U.S. and on
Facebook, but in Afghanistan, Iran, parts of Italy and
Greece, it means “up yours”. So next time you're
trying to hitchhike in, say, Tuscany, you should
reconsider before sticking out your thumb. (Fig 10)

Fig 10

Avoid Using In: Afghanistan, Iran, Parts of Italy, and
Greece.
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Tourism & Hospitality Exercise 1.1.05
Front Office Assistant - Hotel Industry and its importance

Property tour of any star hotel

Objective: At the end of this exercise you shall be able to
* know the management activities of the hotel.

During the visit to a near by hotel the following things
to be observed at reception by the students.

1 Computer terminal at cashiers desk. 9 Hold mail rack at front desk.

2 Accounting machine. 10 Computer terminal.

3 Poshing tray (bucket). 11 Reserve key rack.

4 Cashdrawer. 12 Punching and time machine.

5 Voucher rack. 13 Reservation rack in reservation room.
6 Current reservation rack. 14 Hold mail rack in back area.

7 Key and mail rack. 15 Safety boxes on the back of the wall.
8 Information rack.



Tourism & Hospitality

Exercise 1.1.06

Front Office Assistant - Hotel Industry and its importance

Managing coordination between departments in a hotel role play

Objective: At the end of this exercise you shall be able to

» coordinate with various departments in a hotel role play.

Requirements

Materials

* Wall charts listing various departments in a hotel.

PROCEDURE

TASK 1: Practice conversation- Co-ordination with marketing and Sales Department

Receptionist: Good morning Sudhir, Calling from
Reception, how many sales closed today?

Marketing Depart: Hi Mary, today 10 Guests have given
room booking confirmation and the sale will be closed by
today evening.

TASK 2: Coordination with Housekeeping department

R: Hi Maria, this is Susan Calling from Reception.

H.K: Hi susan, | am in my section, how can | assist
you?

R : Ok Maria, | want to confirm whether the room No : 145
is cleaned and ready for Guest arrival ?

TASK 3: Coordination with F & B department

R : Hi Johny, this is Susan calling from Reception. Guest
staying at Room No. 202, needs to have Apple Juice,
Please send it to the room

F & B : Ok Susan

R : Also send two scrambled eggs, Cornflakes to Room
No. 512.

TASK 4: Coordination with Banquet Department
R : Hi Raju, this is Mary calling from Front Office.

Bangq: Please tell me mary, is there any message for
me.

R:Yes Raju, there is an engagement function on
28/12/2018, which is booked by the ABC family today,

Banq: ok fine, what are the arrangements should be done
for the function.

10

R: Ok fine, send me the details of sale closing through
mail, so as to send the details to our General Manager.

Market: Ok Mary. | will send you the details and call you
back.

H.K: Yes ! It's ready, will send the room status within few
minutes.

R: Ok, send it as soon possible.

F & B : (Calling Reception).. Hi susan, | have delivered
the food to the respective rooms that you have informed
tome

R : Fine Johny, please let me know whether any bills to
be charged from the Guest and confirm me.

F & B : Sure Susan, | will update the details within half an
hour.

R : Yes Raju, we have to arrange the Lunch for 500
people and it should be of very good quality.

Banq: Sure Mary, We can arrange the Food as per their
need and make the function a special event.

R: That's good Raju, make a note of it and carry on your
process immediately, Thank you.



Tourism & Hospitality
Front Office Assistant - Hotel Industry and its importance

Exercise 1.1.07

Develop personality & team work

Objectives: At the end of this exercise you shall be able to

» develop self-awareness
» improve social relations and knowledge
» understand the importance of team work.

Requirements

Equipment/Machines

» LCD Projector Computer System

Materials

Wall Charts Insisting Self- awareness tips on
Personality development

Personality development means developing and
enhancing one’s personality.

Should be well- dressed and groomed.
Should be a good communicator.
Should have good attitudinal skills.
Should possess self-awareness skills.

Must set self-goals to achieve the work to be
completed successfully.

Should be effectively manage time, emotions and
stress.

Emerge as a natural leader as they able to
communicate with themselves and others.

Should use positive gestures when interact with people.

Team Work

Should maintain good rapport with all departments in
a hotel.

You as a team leader in a front office is to build
commitment to the common purpose.

In a team work, you fills the gaps in competencies, is
a hands - on performer with the team.

Front office staff in a team work may take ownership
of the task and objectives and hold themselves
accountable for success or failure.

In the team work, Front office staff are result- oriented
and respect each other.

11



Tourism & Hospitality

Exercise 1.1.08

Front Office Assistant - Hotel Industry and its importance

Analyse the conflict and manage the common ethical issues encountered

Objective: At the end of this exercise you shall be able to

* resolve the conflicts arising in a work place.

Requirements

Materials

* Wall-charts showing the ways to resolve conflicts.

To resolve Conflicts, a Front office staff should:
» Stay Neutral to both sides where conflicts occurs.

* Acknowledge the problem, this can be especially
difficult when the conflict may seem to be a minor
issue.

* Focus on the problem, not the people.
+ Be patience, but decisive.

» Improve the relationship between the groups in conflict.

12

Ensure the relationships with opponents continue and
grow.

Brainstorm possible resolutions
Cope with stressful situations and pressure tactics.
Identify the ethical issue

Analyse the Conflict



Tourism & Hospitality

Exercise 1.2.09

Front Office Assistant - Grooming and Hygiene

Telephone handling & etiquettes

Objectives: At the end of this exercise you shall be able to

* receive telephone message
» write message slip
+ deliver the message.

Requirements

Equipment/Machines

+ Computer System
+ Telephone equipments

Materials

* Message Slip
Log Book

PROCEDURE

TASK 1: Telephone manners

While handling telephone Calls, the Front office staff
should:

* Use the best words for getting the message across.

* Identify and speak to the customer's style of
Communication.

» Use questions to get more information about a problem.

» Handle conflict and angry customers.

TASK 2: Receive message

Pick up the call within three rings.
Keep the voice soft but clear.

Wish the guest the hour of the day.

Answer the call, “front desk, May | help you sir/madam?

a b WO N =

Ask, “For whom would you like to leave a message
sirf/madam?”

6 Write down the details of the message.

TASK 3: Writing message slip

Take a message on note pad.

Write the guest name and room number.
Write the date and time.

Write the message very neatly and clearly.

a b WO N =

Write down the name and contact number of the
message giver.

TASK 4: Practice role play situations
1 Receive guest message over phone.
2 Write message slip

3 Write log book.

* Adopt a positive tone.

» Start the greeting, conversations over the phone and
be sincere.

+ Tryto avoid scripted greetings.

* Use their name, as soon as you receive a customer's
name.

* Notto leave people hanging on hold.

« Summarize the call.

7 Write down the room number of the guest.
8 Write down the name of the guest.

9 Check the system for the guest name and room
number.

10 Confirm the guest name and room number from the
message giver.

11 Call up the guest room and check whether the guest
is there in the room or not.

6 Call the bell desk and ask a bell boy to come to the
front desk.

7 Give the message slip to the bell boy.

8 Ask the bell boy to keep the message in the message
rack in the guest room and turn the message rack
light ON, if guest is not in the room.

13



Tourism & Hospitality Exercise 1.2.10
Front Office Assistant - Grooming and Hygiene

Business communication - Oral and written

Objectives: At the end of this exercise you shall be able to

¢ communicate effectively using written communication in the form of letter writing

¢ communication effectively using written communication in the form of e-mail

* take notes and write message from the oral communication over telephone or in person.

Requirements

Materials

» Letterformats

+ Communication aid

* Wall- charts showing different signs of verbal and
non-verbal power point application (MS office)

Communication Skills

While learning Communication skills, a front office * Invest in the right communication and collaboration
staff should tools.

» Practice the Listening skills and should be attentive. + Learn to have and use a good memory.

» Collaborate, don't dictate. » Develop positive verbal and non-verbal communication.
« Pay attention to how you spend your leisure time. PROCEDURE

An Imaginary call over telephone or in person is to be made and student to communicate and take notes and reproduce

them in the form of message slip as per the format below :
Explain the format of writing a letter as provided below :

The letter below shows the different parts / components
of the business letter Explain the format in detail.

WHILE YOU WERE OUT

FOR : (Mr or Ms) Name of person who is not in
FROM : (Mr or Ms) Name of caller
OF : Company’s name
TELNO : Office number with extension number

TELEPHONED PLEASE CALL

URGENT RETURNED YOUR CALL

MESSAGE

Key the content of call.
Date : In full format Time : 24 hours or am/pm

Received By : student’s name

14



TELEPHONED M Tick - if message is left through a telephone call
O NoTick - if visitor came and left a message
URGENT M Tick - if action is required within 12 hours, asap, urgent,
by this afternoon, by today, immediately
PLEASE CALL M Tick - if receiver is required to call back the sender of
message.
RETURNED YOUR CALL M Tick - if caller made the call after having received a call.

Regent Pvt. Ltd

7 Apex Building
Bangalore 320980
Tel : 64456734
Fax : 64456789

Your Ref:
Our Ref: PH/03/05

1 January 20 XX W
Mr. Deepak Gaur W
Sales Manager

Orchid Pvt Ltd

18 Changi Road Vs

Bangalore 320983

Dear Mr Deepak W
DIGITAL CAMERAS s

We are interested in your digital cameras

We viewed them at the recent Cyber Exhibition
at the Delhi Expo.

We would appreciate it if you send to us your
latest catalogue and price list.

We look forward to your reply.

Yours sincerely

Rajender Bansal W

Rajender Bansal W

Purchase Manager %%W
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Tourism & Hospitality

Exercise 1.2.11

Front Office Assistant - Grooming and Hygiene

Welcoming and receiving the guest

Objective: At the end of this exercise you shall be able to

+ welcome & receive the guest
* handle guest packages
+ give personalised service.

Requirements

Equipments

+ Luggage Trolley

Material

* Hotel brochure
e Tariffcard

PROCEDURE

TASK 1: Welcome & Receive

1 Welcome & receive the guest with a smile and say
good morning / good evening.

2 Greetthe guest.

Keep your hands out of your pockets, keep
your body posture straight.

3 Enquire the guest about his/her journey.

TASK 2: Handling the guest baggage

1 Take the heavy luggage from the guest with their
permission.

2 Hold the luggage carefully and place it on the luggage
trolley (fig 1).

3 Handle electronic equipments like laptops with extreme
care.

4 Tie the luggage tag of the hotel on the luggage.

5 Write guests name / room number on the tag.

TASK 3: Give personalised service
1 Ask the guest the following question:
* How was your flight sir/madam?
+ How do you find the weather today sir/madam?

* Hope you found it easy to locate our hotel? (if the
guest uses own transport).

TASK 4: Practice role play situations

1 Receiving guest.

16

4 Take the guest to the registration counter.

5 Assign areceptionist to handle the checking process
of the guest.

6 Give hotel brochure & tariff card to the guest.

7 Take the family members of the guest, (if any) to the
lobby area make them sit comfortably.

Fig 1

H--A2P00101

* Hope the driver was on time sir/madam? (if the hotel
provides transport)

2 Provide welcome drink (if mentioned by the hotel rules).

2 Give basic Informations.



Tourism & Hospitality

Exercise 1.3.12

Front Office Assistant - Activities in Front office

Giving information

Objectives: At the end of this exercise you shall be able to
* give correct hotel information to the guest

* give information regarding the queries about the city.

Requirements

Material

*  Room tariff -1 No.

+ Citygap -1 No.

+ Travel guide -1 No.
PROCEDURE

TASK 1: Giving information about the hotel

1 Give information about hotel facilities (fig 1).

O High speed wireless internet access

Q
Q
Q
Q
Q
Q
Q
Q
Q
Q

Fully stocked mini bar

DVD/CD Player

Flat screen LCD TV

Writing desk

Tivoli Radio

Firette bed linen

King & Queen size beds (twins available)
Miller Harris bath products

Two line telephones with voice mail

Personal safe

H--A2P00201

Tell the guest about the hotel security features.
Tell the guest about the F&B outlets of the hotel.

Tell the guest about their timings of functioning.

a b WO DN

Tell the guest about the health club facilities.

6 Tell the guest about special facilities in the hotel.
Tell the guest about the telex and fax facilities.

8 Tell the guest about the tours and travelling facilities
available.

9 Tell the guest about meal plans available.
10 Tell the guest about the medical facilities.

11 Tell the guest about the room facilities (fig 2).

Fig 2

H--A2P00202

12 Tell the guest about the laundry facilities available.

13 Tell the guest about the broadband and WI-FI facilities
of the hotel.

TASK 2: Giving information about the city

Tell the guest about the places of interest in the city.

2 Tell the guest about the shopping arcades and malls
location in the city.

3 Tellthe guest about the historic places to visit in the city.

4 Tell the guest about the movies halls and theatre.

Tell the guest about the special events of interest
happening in the city.

6 Tell the guest about nearby places to visit.

17



TASK 3: Practice role play situations - communicating with guest

1

Interact with guest.

Enquiring reservation

2 Give information about the city to guest.

Objectives: At the end of this exercise you shall be able to

¢ check the reservation status of the guest

 give information about the room availability & tariff.

TASK 1: Checking the reservation status

1

Wish the guest the hour of the day (good morning
/afternoon).

Ask the guest for room confirmation (guaranteed
reservation).

Note : Guaranteed reservation is advanced
hotel room booking. If guest have confirmed
reservations.

Have the following conversation with the guest.

* May | know your name sir/madam?

* What date did you do the reservation sir/madam?
*  What room type did you reserve for sirfmadam?

* how many nights you have booked the room for
sir/madam?

* Would you like to confirm your reservation sir/
madam?

TASK 2: Giving information about rooms

1

Tell the guest about the room tariff for
+ Single bed room.
* Double bed room.

¢ Deluxe room.

TASK 3: Practice role play situations

1
2

18

Give room information to guest.

Enquiring room tariff.

Note : If the guest answers as “no” (non-
confirm/non-guaranteed reservation)

Have the following conversation with the guest.
* May | know your name sirymadam?

* For how many persons would you like to book
rooms sir/madam?

*  What room type would you like to reserve for sir/
madam?

* For how many nights would you like to book the
room sir/madam?

+ What mode of payment would you like to choose
sir/madam?

« Executive class room.
e Suite room.

» Tell the guest about the facilities available in the
room.
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Tourism & Hospitality Exercise 1.3.13
Front Office Assistant - Activities in Front office

Duties and responsibilities of a front office assistant with regards to
registration

Objectives: At the end of this exercise you shall be able to

* inform and help the guest to know about the hotel information
* give information regarding the queries about the city

* helps the Guest for a Safety stay at the hotel.

Requirements

Material - Register
 Registration card * GuestRecord
PROCEDURE

TASK 1: Help the guest to know about the hotel information

* Determine the guest's reservation status and identify + Know the room locations, type of rooms available and
how long the guest will stay. room rates.
* Helps the guests to complete registration cards and « Must be Sales- minded.

then assign rooms. . . .
» Uses suggestive selling techniques to sell rooms and

* Requests whenever possible. to promote other services of the hotel.

« Verify the guest's method of payment and follows + Know the location and types of available rooms as
established credit - checking procedures. well as the activities and service of the property.

* Place the guest and room information in the appropriate « Coordinate room status updates with the housekeeping
front desk racks and communicates this information department by notification of all check-outs, late
to the appropriate hotel personnel. checkouts, early check-ins, special requests and day

« Assist pre-registration and blocking of rooms for use rooms.
reservations. + Possess a working knowledge of the reservation

department.

» Understand the room status and room status tracking.
+ Know how to use front office equipment.
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Tourism & Hospitality Exercise 1.4.14
Front Office Assistant - Rooms and Tariffs

Types of rooms with specification

Objectives: At the end of this exercise you shall be able to
* identify the type of room required for the guest

* select the room according to the number of guest

* arrange the room requested by the guest

« differentiate the type of room by the specifications.

Requirements

Materials

» Brochures showing types of room
* Room specification charts with price details

PROCEDURE

TASK 1: Arrangements of room

1 When assigning the guest room before the arrival of 3 Ensure that the room is allotted as per the specified
the guest, you must be aware of guest room request of the guest.

characteristics. For eg: room away from the elevator, king bedded room,

2 You should not forget any guest specific request. twin bed room, non-smoking room etc.
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Tourism & Hospitality Exercise 1.4.15
Front Office Assistant - Rooms and Tariffs

Room rates and tariff cards

Objectives: At the end of this exercise you shall be able to
* give detailed list of room rates
* brief the room tariff cards.

Requirements

Materials

* Brochures showing Room rates/ Tariff Cards

PROCEDURE

TASK 1: Detailed list of room rates and tariff cards

1 Tariff means rate and when applied to rooms of a hotel, Tariff fixation
it means room rate

1 Check-in and check-out basis
2 Hotel room rate fixation is a difficult task. Room rates 5 Twentv-Four hour
are both qualifi able and quantifiable ¥
3 The quantifiable aspect is that they can be measured 3 Night basis
and structured to meet certain criteria. 4 Day basis
4 The combination of all the rates offered at a hotel is 5 Inclusive of Taxes
called " Rate Structure". 6 Ruleof Thumb
7

Hubbart's Formula
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Tourism & Hospitality

Exercise 1.4.16

Front Office Assistant - Rooms and Tariffs

Reservation enquiry over telephone and mail

Objectives: At the end of this exercise you shall be able to
* handle reservation enquiry over telephone and mail

* develop guest handling skills.

Requirements

Equipment/Machines
+ Telephones

» Internet Connection
»  Computer

PROCEDURE

TASK 1: Reservation enquiry over telephone and mail

Pick up the call in 3 rings

Smile on the phone

Good morning, may | help you

Could I request you for your name and number please

Could | have the arrival and departure dates please.

oo g A WO N -

While | check the availability allow me to explain the
facilities of the hotel.

TASK 2: Practice conversation - Reservation by phone

R : Good morning, this is reservation section. How may
| assist you?

G : Good morning, | would like to book a room, Please ?
R :Yes Sir, may | know what date you will be arriving ?

G : | will be arriving on 15 december 2012 until 18
december 2012

R : Wait a moment please, | will check the availability
room.

G : Yes, please.
R :You are lucky, because room still available for you.

G : Yes, please explain about room facilities and hotel
fasilities ?

R : In our hotel we have three types of room, the first
suite room, second deluxe room, third is standard room.
The room facilities have private balcony, living room, small
kitchen, mini bar, wardrobe, television, telephone, air-
conditioner, bath room with shower, bath tub with hot and
cold running water, wash basin. And hotel facilities
complete with bogasari restaurant, meeting room, sports
area, parking area, laundry, and beauty salon and spa.

Well,,, the room rate is suite Rp 350,000,00, deluxe Rp
275,000,00, standard Rp 250,000,00 net include breakfast
for 2 person. Which one do you like ?

G :Yes | like 1 suite room, for three nights.
R :Alright Sir, May | know about your name.

G : My name is Budiawan.
22

7 Ask for the name of the guest for whom the reservation
has to be made.

8 Ask the way of settling the bill.
9 Repeat the reservation with the confirmation number.

10 Say thanks and disconnect the call

R :Yes sir, May | know how about your deposit, amount
please ?

G : Ok, I will pay, how much | should pay ?
R : You must pay Rp 350,000, 00 for one night ?

G : Of course, If that possible, May | transfer the
payment?

R : Sure, If you want transfer the payment, you can
transfer with BCA bank in your city, and our account is
11234560000, is that alright, Sir ?

G : Ok. Thank you for your information.
R : May | repeat your request, Sir ?
G : Yes Please.

R. Mr Budiawan, you would like one suite room, and the
rate is Rs. 350,000,00 neet + Breakfast, you will be
arriving at 15 December 2012

Until 18 December 2012, you will pay the deposit with
rekening.

And Would you like something else ?
G : Nothanks, I thin it is enough.

R : Thank you very much for you reservation. Looking
forwad for you coming to our hotel. Have you have any
cancellation about your reservation, please inform as soon
as possible.

G : Thank you very much for your service

R :Youare welcome.



TASK 3: Practice conversation- Reservation by mail

Clerk: Good morning. Reservation section, Martin
speaking

May | assist you?
Guest : Good Morning, I'd like to reserve a room.

Clerk : For how many persons, miss ? And what kind of
room do you need? And for how long?

Guest : For one person and | reserve one standard double
room for 3 nights. And may | know about the room
rate ?

Clerk : Yes miss. The room rate is US$ 120 per night.
And when you will arrive in our hotel?

Guest : On December 20th, 2010

Clerk : Yes miss. Wait a moment please, | will check
first (checking)

Good news miss, the room you need is available
for that period

May | know your name, miss?
Guest : My name is DEVI NOVITA
Clerk : DEVI NOVITA s that's correct, miss?
Guest : Yes.
Clerk : Is this reservation for your/Miss Devi?

Guest : Yes. And can | have the room with the garden
view, please ?

Clerk : All right, miss. One room with the garden view.
May | have your phone number, please?
Guest : 085756474500

Clerk : May | have your company name with the address,
please?

Guest : PT. Makmur Jaya, on Jalan Kemiri No.23 Jakarta,
Indonesia

Clerk : May | know about the arrival detail. Please?
Guest : At the airport by GA/ 312 about 5 P.M
Clerk : May | know how about the payment ?

Guest : By company account and my company will pay
about the room rate, breakfast and lunch and
other transaction by personal account.

Clerk : Yes miss. Anything else?
Guest : No, thank you.

Clerk : Would you like to send guaranteed letter to our
hotel, please? Today if possible.

Guest : Yes, | will send guaranteed letter today by fax.

Clerk : Thank you miss Devi, And may | repeat about
your reservation ?

Guest : Yes of course.

Clerk : Miss Devi you reserved one standard room with
the garden view for your accounting manager
her name is Mrs Maria and the room rate is US$
120 nett/night. She will stay in our hotel start
from October 18, 2010 for 3 nights and the flight
number is GA/312 arrive at 5 P.M, your phone
number is 085756474500. The payment will be
paid by your company in the name PT. Makmur
Jaya on jalan Kemiri No 23 Jakarta, Indonesia
for room rate, Breakfast and lunch, and other
transaction by personal account. Is that's right,
Miss ?

Guest : Yes, That's right.

Clerk : Thank you for you reservation Mrs Devi. We look
forward to welcoming Mrs Maria in our hotel.

Guest : You're welcome.
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Tourism & Hospitality

Exercise 1.4.17

Front Office Assistant - Rooms and Tariffs

Different types of keys and lock systems

Objectives: At the end of this exercise you shall be able to

* issue the metal keys
 store the metal keys
« prepare key control report at the end of the shift.

Requirements

Equipments
+ Computer system -1 No.
+ Telephone -1 No.

Material
« Bill format -1 No.
» Guest feed bach card -1 No.

PROCEDURE

TASK 1: Handling issuing of metal keys
1 Check the key rack in the front office.

2 Collect the correct key for the room where guest is
about to check in.

TASK 2: Handling storing of metal keys

1 Take the key from the guest whenever the guest
is moving out of the hotel premises.

2 Keep the key in the key rack (see fig 1).

Hand over the key to the guest.

Enter the key number, room number and the guest
name into the key control register.

3 Check the key register at regular interval to avoid
mishandling.

4 Keep the spare key in the store for safety.

TASK 3: Preparing key control report at the end of the shift

1 Enterthe issue of each key to the guest in key control
report..

2 Enter the receiving of each key from the check out
guest.

TASK 4: Practice role play situations

1 Handling keys.

3 Enter the room number and its key number in the log

book, if the key is missing.

4 Call the security immediately and secure the room.

Fig 1

T

0 i I'

- Ykl !-'|'.| 1%
: '.-.!‘: l-- ||.-:-|; , '! :ll.

H--A2P04101
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Handling keys - electronic key card

Objective: At the end of this exercise you shall be able to
* issue the electronic keycard

» store the electronic keycard

 prepare key control report at the end of the shift.

PROCEDURE

TASK 1 : Handle issuing of electronic keycard

)

Fig 1

Hotel

ABC

ENTER

¥

H--A2P04201

TASK 2: Practice role play situations
1 Handle keys.
2 Store keys.

3 Prepare key control report.

Issue keys to Walk-in (FIT)

In some of the hotels electronic key is
configured on the arrival of the guest and its
validity is for the number of days guest is
willing to stay in hotel.

Objectives: At the end of this exercise you shall be able to

* receive & welcome the guest

* assignh room rate and accommodation to the guest
» prepare the registration card & guest folio

* handle guest baggage

* issue room key.

TASK 1: Issue electronic keycard
1 Check the keycard rack in the front office.

2 Collect the correct keycard for the room where guest
is about to check in.

TASK 2: Handle the guest baggage

1 Open the guest room (see fig 1).

Note: Same procedure for issuing and
registering keys for groups

3 Hand over the keycard to the guest.

name into the keycard control register.

4 Enterthe keycard number, room number and the guest

HOTEL KEY CARD

T

AZP0430T
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TASK 6: Practice role play situations

1 Welcome Guest.
3 Issue room key.

2 Allot room.

Handling - Lost keys

Objectives: At the end of this exercise you shall be able to
* handle lost key complaints
* prepare lost key report.

PROCEDURE

TASK 1: Handling lost key complaints

1 Receive the guest politely. 7 Hand over the key to the guest.

2 Listen to the guest and allow the guest complete the 8 Get the spare key from the stores for the guest
explanation. (metal key).

3 Ask the guest, “where did you carry the key lastly in 9 Tell the guest about the charges that will be levied for
the hotel sirfmadam”. the loss of key.

4 Call the bell desk. 10 Post the charges immediately to the guest account.
Send some bell boy to search the particular area for 11 Inform the cashier about the charges.
the keys.

It is advisable to change the lock, if the key is
6 Prepare another key card for the guest. lost by the guest, due to security reasons.

TASK 2: Preparing lost key report
Take the lost key register. 6 Write the charges that are levied on guest for the loss

Write the date and time. of the key.

Write the name of the guest. 7 Write the staff handling the procedure.

Write the room number. Take the manager’s signature on the register.

Inform security department.

a b 0N -

Write the key card number/ key number for the metal
key.

TASK 3: Practice to handle the following

1 Register lost key Compliant. 3 Prepare key report_
2 Inform security department.

Handling - Master keys

Objectives: At the end of this exercise you shall be able to
* handle master key
* prepare master key usage report.

TASK 1: Handling master key

1 Checkthe key rackin the front office. 5 Check the key register at regular interval to avoid mis

2 Collect the correct key for the room where guest is handling.

aboutto checkiin. 6 Keep the spare key in the store for safety.

Hand over the key to the manager. Master key opens all the room in a floor

4 Keep the key in the correct rack.
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TASK 2: Prepare key control report at the end of the shift

1 Enter the each use of master key in the hotel. 4 Enter the reason for using the master key in the
2 Enterthe date. particular area.
3 Enter the time. 5 Enter the particular place or room it is used.

TASK 3: Practice to handle the following steps
1 Register lost key compliant.

2 Inform security department.
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Tourism & Hospitality

Front Office Assistant - Basics of Computer

Exercise 1.5.18

Setup a computer system

Objectives: Atthe end of this exercise you shall be able to
identify various input/output device connected to the computer
identify different controls and ports on the system unit cabinet

connect devices to related ports on the system unit

¢ identify the internal parts of a system unit

test and identify phase and neutral wire with help of a neon tester.

Among the three identical PC's, one PC will be used for demonstration by the instructor whereas the
other two will be used by two groups of trainees.

PROCEDURE

TASK 1: To identify various input/output devices of computer

Instructor will show the different input/output devices

(available in your lab) connected to the computer (Fig 1)

and the trainees will make a record of it in Table 1.

Fig 1

Table 1

SI. No.

Name of the I/P and O/P devices

O o | N[O W[N]~

N
o

28




TASK 2 : Identify different controls, ports and connectors on the system unit cabinet

The instructor will demonstrate the uses of the

following indicators, switches controls (Fig 2) Fig 3
and ports external to the processor found on
the system unit shown in (Fig 3)and the
trainees will make a record of it in Table 2 and
Table 3.

Fig 2

[ %]

(W8]

(]

L_h

1.PS

Table 3

)

. No.

Name the Parts on the CPU Rear Panel

Table 2

Sl. No. | Name the Parts on the CPU Front Panel
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o
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TASK 3 : Identify the internal parts of a system unit

The instructor will open the system unit
(available in your lab land show the parts of
system unit and motherboard components as
shown in (Fig 4) & (Fig 5) and the trainees will
make a record of the parts in Table 4 & 5.

Table 4

SI. No. Name the parts of System Unit

0| N O| || W N =~

Fig 5
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Table 5

Sl. No. Name the parts of Mother board

O |0 [ N|OoO| | B W[~

-
o

—_
—_

—_
N

13

TASK 4 : Connect the devices to related ports on the system unit.

The trainees will connect the system with 1/O
devices as shown in (Fig 6)

1 Connect the system power cable to the appropriate
socket on the rear side of the PC as Shown in (Fig 7)

Fig 7

CP1101H7

CONNECTING THE POWER CORD

2 Connect the Keyboard connector to the appropriate
Keyboard socket on the rear side of the PC as shown
in (Fig 8).
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Fig 8

°

CONNECTING YOUR PS/2 KEYBOARD

CP1101H8

Connect the Mouse connector to Com1, Com2 , PS/2
or USB port ( according to type of connector, the Mouse
comes with) as shown in (Fig 9).

Connect the monitor Data cable connector to the VGA
connector on the rear side of PC as shown in
(Fig 10).

Connect the power cable of the monitor either to the
lower socket on the PC itself or a separate wall socket
depending on the type of power connector the cable
is provided with.

Fig 9

CP1101H9

CONNECTING YOUR USB DEVICE

w
-



Fig 10

CP1101HA

CONNECTING YOUR MONITOR

6

Connect the speaker boxes/Headphone cable
connector (RCA jack) to line out speaker jack (RCA
female) on the rear end of the PC as shown in
(Fig 11).

CONNECTING YOUR SPEAKER / HEADPHONE

CP1101HB

32

7 Connect mics cable connector. RCA Jack to the MIC
in RCA socket provided at the rear side of the PC
and record it as shown in (Fig 12).

8 Connect printer data cable DB 25 pin male connector
to the parallel port DB 25 pin female connector
provided on the rear side of PC as shown in (Fig 13).

CONNECTING YOUR SPEAKER /HEADPHONE

CP1101HC

Fig 13

@ ® @ p @ @ © @
oD B 65 D B O O

CP1101HD

CONNECTING YOUR PRINTER

9 Get the work checked by the instructor.
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Tourism & Hospitality Exercise 1.5.19
Front Office Assistant - Basics of Computer

Boot a Computer System

Objectives: At the end of this exercise you shall be able to
* boot the system using Windows operating system and shut down the computer
* change the booting order from HDD to CDROM Drive in BIOS.

Requirements

Tools/Equipments/Instruments
*  Aworking PC - 1 No./batch.

PROCEDURE

TASK 1 : Boot the system using Windows operating system

1 Once you have made all the connection with PC switch » Printer - In Dot-matrix / Inkjet (The head moves from
ON your system in the following sequence: right to left and the lights glows)

+ AC mainson In Laser jet (clunking sound and the light glows)

» Stabilizer/CVT/UPS unit (It is recommended to use a » Boot process begin and POST operation will Display
stabilizer/CVT/UPS) on the Screen as shown in (Fig 1)

+ Power switch of the Distribution box. Usually your computer will beep once or twice

on boot up. This is normal, and nothing to worry
about. Repeated beeping combined with no
display and/or error messages indicate that

» External peripheral devices such as Printer, Monitor,
Speaker, etc.

2 Press the POWER ON switch on the CPU System something m|ght be wrong. Otherwise, your
D computer will proceed to perform a power-on
' self test.
Wait and observe the following: 3 Wait a few seconds after that the system will load
« Beep sound been heard when a computer get started windows OS and display the screen as shown in
» Keyboard lights flashes (Fig 2).
* Next Windows start up with asking password for
Fig 1 enter into Windows as shown in (Fig 3)

4 Type the password correctly (ask the password to
your instructor ) then press ‘enter’ key for confirmation.

erica
Megatrends

Some computer does not have password. Such
case you just press ENTER key for Skip
.ATAPL CD-ROM Password option.

de > e
Check ing NURAH
Initializing USB Controllers .. Done

1016MB OK

-Detecting Pri Slave..
:g—lletectlrg 3rd Slave...IDE Hard Disk
auto-Detecting 4th Master . .ATAPT CD-ROM

. SANSUNG CD-ROM SH-152 (501 —
Pri Slave ey mm;e;‘zm .
; 1 : ST3802 2
e T Ultral'lllbde-s.s e
th Master: HL-DT-STDUD-RAN GH22ns30 1.
Ultra DA m;::ue T
-detec USB Mass 3
r= us:l::nrua devices found and configured.

o IDE Master H.D.D. Detected!
press F1 to Resume

f 5
¥ -

Windows

* Mouse lights glows Professional

* Monitor lights glows (turn from yellow to green)
» CD/DVD/Floppy drive lights flashes(turn green)

» Power on LED and Hard disk LED glows on the CPU
(turns green)
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Fig 3

-IIZI-IG-IIW" EhCE O URET TS

Next Desktop screen will come as shown in (Fig 4)

[eiene 2 |« BOSBGw L 1Z5M

Now the system is ready for use

TASK 2 : Shut down computer

1
2

1

Close all open programs.

Click ‘on’ the “ button and select [EIEEE shut

down Option.

This in turn displays a dialog box with set of option as
in (Fig 5)

Move the Cursor over option dialog box and select
"shut down " option and click "Ok" button.

This makes the Windows to close all opened / running
applications if any and shuts down all activity on the
computer so that the power of the computer can be
turned off.

Wait till screen goes blank.

Although the windows OS closes all running applica-
tion and then shuts down the PC , it is not recom-
mended to keep any application open at the time of
turn off the PC.

Switch ‘OFF’ the supply in the following sequence.

External peripheral devices such as printer, Monitor,
Speaker, etc.

Fig 5

Shut Down Windows

Copyright £ 1985-2001
Microesoft Corporation

Ends vour session and shuts down Windows so that
wou can safely burn off power,

Ba

= —a

Cancel Help

CPU System

Power ‘off the Distribution box
Stabilizer/CVT/UPS unit

AC mains off

Get your work checked by the instructor.

TASK 3: Change the booting order from HDD to CDROM Drive in BIOS

First You must start your computer and during the initial
booting process display the message shown in
(Fig 6) .

Press Del or ‘F2’ key on the keyboard to enter in to
CMOS BIOS setup . The BIOS Setup screen Display
the startup screen as shown in (Fig 7)

Entering into CMOS setup by pressing ‘del’ key
is not suitable for all PC. The step for Entering
into the CMOS setup depends on the
motherboard. Press the correct keyboard com-
mand for entering into setup display on your
computer.

34

3

Select Boot Menu option by moving the arrow keys on
the keyboard and press enter key.

» Boot option menu display the options as shown
in (Fig 8)

Every BIOS setup utility is different, the
specifics on where the boot order options are
located varies from computer to computer. The
menu option or configuration item might be
called Boot Options, Boot, Boot Order, etc. The
boot order option may even be located within
a general menu option like Advanced Options,
Advanced BIOS Features, or Other Options.

Tourism & Hospitality: Front Office Assistant (NSQF - Revised 2022) - Exercise 1.5.19



4 Selectremovable device option from boot order.

BIOS wiill first try to boot from any removable devices - like
floppy drives or flash drives. If no removable devices are
bootable, BIOS will next try the hard drive, followed by the
CD-ROM drive, and finally to boot the network. Boot order

can be changed by pressing the + and - keys.

Fig 7

, An Enargy Star Ally

y LID

Enter
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Tourism & Hospitality Exercise 1.5.20
Front Office Assistant - Basics of Computer

Practice on Windows components

Objectives : At the end of this exercise you shall be able to

¢ invoke and close application from Start Menu

* invoke/close application from shortcut icon on the desktop and close using file menu
e open multiple applications and close using system menu

 arrange icons and Windows on the desktop

* resize, move and arrange windows

» create shortcut icon on the desktop.

Requirements

Tools/Equipments/Instruments
* A working PC - 1 No./batch.

PROCEDURE

TASK 1 : Invoke and close application from Start Menu

1 Boot the computer with Windows (After booting 6 Move the mouse pointer over the
Windows desktop appears). Programs

) ) i option in the popped up menu to highlight it.
2 identify and record the icons, start button, task bar

seen on the desktop. A cascading menu which contains list of
executable programs and / or executable
3 Record the system time (a3 ™ program groups gets popped up as shown in
e Fig 2.
the right end corner of the task bar.
4 Get the work checked by your instructor. Sub menu exists only for items which have got
arrow at the end, as shown in the following
The instructor should explain the components
of Windows desktop. figure T dcsses
5 Move the mouse pointer over the button 'Fig 2 o ’
and click on it. I Adobe .
" " A . Adocbe Design Standard C53 3
A pop-up menu will be displayed as shown in )| Autodesk v
i . Dell >
Flg 1. | ESET 4
. BExtras and Upgrades 3
Fig 1 9 Eamle:tt—P kard :
Administrator Horoscope Explorer Pro 3.0 ENGLISH 4
. Intel(R) Matrix Storage Manager 3
N i | ISM V5 OfficeNet »
I Intermnet Rl - -
@ Inta:rctel;..:-orc.- {78 Dmumerms k ;::t::;ec:lotlce :
[% E-.mail ) ) hmemnt Dliate 0 .. Microsoft Encarta 3
) vy etres
i .. Panacea Applications 3
71 New Briefcase ;ﬁ"}'M“’t @ . Panacea Browser b
gt I : Default Programs . Panacea Desk 3
— C ter w7
?ﬁa‘ HF Salution Canter g‘m e e . Roxio Creator DE [3
& ‘;QM\' AEWAH ARk || Security - EMBASSY Trust Suite by Wave Systems  »
1 Adobe Peadar 7.0 1 ']' Windows Update |/ Startup e
A B‘C@ntroll‘qncl n WinRAR N
i Adobe Reader 8
mwﬂutomrt Pramiar 5 x:&gam Accass and & Intemet Explorer
;2 {5 PowerDVD DX
&Mi:lwu& Photo Edtar g Privters and Paxes @ Windows Calendar
Windows Contacts
Microsoft Ward 9) T and cupon i Windows Defender
);)Saar:h =) Windows Fax and Scan
= Metapad £, Windows Live Messenger Download
zz:?ﬂ.m (] Windows Mail
3] Windows Media Player
All Programs 9 ‘Windows Meeting Space
n ‘Windows Movie Maker
- Windows Photo Gallery
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7 Move the mouse pointer over the Microsoft Office, a horizontally up to the next cascading menu
cascading menu will be appeared as shown in Fig 3. and then move vertically to place the mouse
While moving the mouse pointer from Microsoft pointer on MSOffice 2007.

Office to MSOffice word 2007. First move 8 Move the mouse pointer on that menu over the Microsoft

Office Word 2007 as shown in Fig 3 and click on it.

Fig 3

. Accessories
. Adobe
. Adobe Design Standard C53
. Autodesk

Dell

ESET

Extras and Upgrades

Games

Hewlett-Packard

Heoroscope Explorer Pro 3.0 ENGLISH
. Intel(R) Matrix Storage Manager
. ISM VS OfficeMet

LivelUpdate Motice

Maintenance

¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ w W

Microsoft Encarta

. Microsoft Office Microsoft Office Tools 3

Panacea Applications 4 ﬁ_':ﬂ Microsoft Office Excel 2007
Panacea Browser b i~ Microsoft Office OQutlook 2007
Default Programs . Panacea Desk 4 HEJ Microsoft Office PowerP oint 2007
Roxic Creator DE 4 Microsoft Office Word 2007
ISMVS Security - EMBASSY Trust Suite by Wave Systems  »
" Windows Update Startup s
. WinRAR [
Programs n MAdobe Reader 8
T & Internet Explorer
.i'..__‘-/ Deocuments 3 é PowerDVD DX
E’ Settings . Wind:}ws Calendar
c Windows Contacts
o p Search v |E Windows Defender
-;f E= Windows Fax and Scan
wi SE T &2 Windows Live Messenger Download
= . .
5 T5] Run... [ml Windows Mail
= IEI Windows Media Player
‘g E Shut Down... Windows Meeting Space
ﬁ Windows Movie Maker
oy g :
- _ Windows Photo Gallery
This starts Microsoft Word applications and If the application is already spread over the
spreads on the screen. full screen or maximized even before

9 Record the displayed Window title seen at the top of performing previous step, practice restoring by

the window title bar as shown in the Fig 4. clicking on button and then maximize by

10 Click on maximize button E found at the top right clicking Eon maximize button.
corner of the window title bar as shown in Fig 4.

Fig4

't Document - WordPad =R =
1

11 Click on the minimize button E to minimize the
Minimized applications reside at the taskbar as

opened Microsoft word application and check for the shown in Fig 5.

presence of Microsoft word button on the taskbar.
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Fig5

E‘i] Document] - Mcrosar. ..

12 Click on the minimized Microsoft word application found
at the taskbar to activate and maximize the
application.

This restores the application and spread it on

the desktop.

TASK 2 : Arrange Icons and Windows on the Desk Top

1 Move the mouse pointer over the My computer icon.

Q! Click & hold the left mouse button, move the

cursor to approximately the center of the screen and
release the mouse button.

13 Click on the Close button found at the top right

corner (control box M[EMIED]) of the spread appli-
cation to Close/Exit Microsoft word application.

14 Repeat all the previous steps and practice to open,
maximize, restore, minimize and close a different
executable program (say Microsoft Excel) instead of
Microsoft word.

‘29 and

This drags the My computer icon

places it in the new position on the desktop.

2 Repeat step 1 to drag and place Microsoft Word icon

just below the newly placed My computer Q!
icon

3 Repeat step 1 to place a few other icons as shown in
Fig 8 on the desktop.

4 Move the mouse pointer on the desktop where there
is no icon and click the right mouse button.

A pull down context menu will appear as
shown in Fig 9.

Fig9
Arrange Icons By k
Refresh
i, Groowe Folder Swnchronization  #
Mew k
Properties
Fig 10
e
Size Refresh
:ﬂ:ﬂ:ﬁe 4 Paste
Unda Copy Clrl+2
Auto Arrange i, Groove Folder Synchronization ¥
v Align to Grid Graphics Properties, .,
v Show Desktop Icons G oy Onlons! '
Lock Web Items on Deskkop New »
Run Desktop Cleanup Wizard .
Ty "

This action arranges the icon alphabetically,
and vertically

5 Move the mouse pointer over the ml

menu item in the displayed list, a cascading menu will
be displayed as shown in Fig 10.

The cascading menu lists different ways of
arranging icons on the desktop.

7 Note the positions of the arranged icons by their names
from the desktop. Verify whether the icons are arranged
by name.

8 Repeat step 4 to 7 by selecting the other options listed

under ﬁ (such as Size, Type and

Modified).
9 Drag and place the icons as shown in Fig 11.

10 Repeat step 4 to pop up display context menu. Choose
Arrange Icons by 'Auto Arrange. Observe and record
the rearranged icons.

6 Click on menu item from the displayed cascading
menu Name and observe the icon arrangement on
the desktop.

Once Auto Arrange is selected a check mark is
placed in front of Auto arrange as shown
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This selection can only be removed if Auto
Arrange option is chosen once again. This
makes the check mark disappears in front of
Auto Arrange. DONOT deselect the check mark
now.

11 Drag the icons to different positions on the desktop
and record the result and icon arrangement.

12 Repeat step 10 to deselect Auto Arrange option from
the Arrange Icons menu.

13 Repeat step 11.

14 Arrange icons on the desktop as shown in Fig 11, and
get it checked by your instructor.

TASK 3 : Resize, Move and Arrange windows

1 Open WordPad application by selecting as below,

Start — All Programs — Accessories —
WordPad

On opening an application, generally, it
occupies full screen, if not, maximize using

maximize button (=)

2 Restore the application window size by clicking on

Restore button E

This makes the window size less than the full
screen size.

3 Move the mouse pointer over the right side border of
the window where the cursor shape changes from '.:

to = .

4 Hold the left mouse button down and drag the cursor
towards left with the changed cursor shape, till the width
of the window reduces to 1/3 of the screen width.
approximately Release the mouse button.

5 Move the mouse pointer over the title bar of the window
as shown in Fig 12.

[
Fig 12 %t Documnent - WordPad

File Edit View Insert Format Help

DS E &R B

6 Hold the left mouse button down and drag the window
side wards such that the WordPad application window
comes at the right side of the screen.

7 Repeat steps 5 and 6 to drag the WordPad application
window back to the left side of the screen (see
Fig 13).

Fig 11

In e
Explorer

Office W...

e M

Recycle Bin

My Computer

Fig 13

Adobe
Adobe Design Standard C53
Autodesk
Dell

|, ESET

|, Extras and Upgrades
Games

|, Hewlett-Packard

|, Horoscope Explorer Pro 3.0 ENGLISH
Intel(R) Matrix Storage Manager
ISM V5 OfficeNet
Livellpdate Notice

Maintenance

Microsoft Encarta

Panacea Applicati b [ Microsoft Office Excel 2007
i Panacea Browser ¥ |~ Microsoft Office Outlook 2007
f@ Default Programs Panacea Desk »|{ Microsoft Office PowerPoint 2007
g Roxio Creator DE »
i M3 Security - EMBASSY Trust Suite by Wave Systems

I3
Startup b
WinRAR »
B8 Adobe Readers
& Internet Explorer
b ¥ |8 PowerDVD DX
D’ Setings , [EE] Windows Calendar
= Windows Contacts
Search » | Windows Defender
2 Windows Fax and Scan
&, Windows Live Messenger Download
Run.. () Windows Mail
(5] Windows Media Player
Windows Meeting Space

i J Windows Update
~d

f& Progems

=
=%, Documents

Help and Support

Windows Vistam™

B Windows Movie Maker
g Windows Photo Gallery

8 Practice to move the WordPad window to any other
places on the screen. After satisfactory practice, place
the WordPad window at the left edge of the screen.

9 Open Notepad application and repeat steps 2 to 7.
Finally place the reduced Notepad window by the side
of the WordPad window as shown in Fig 14.

10 Open Microsoft Word Application. Repeat steps 2to 7
and finally place it by the side of Notepad window. Get
it checked by instructor.

11 Move the pointer over the taskbar (at the bottom of the
screen) and right click where no buttons/icons are
placed.

12 Select Cascade Windows option from the popped up
menu to arrange all opened windows.
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13 Select the other two options in the popped up menu,
shown below one after one check the arrangement of
windows for each selected option.

=] i=1c-3]

Untitled - Motepad

[
Fil= Edt Format Wiew Help

B ureitled - Mobepad

TASK 4: Create shortcut icon on the desktop

1 Click Start button and move the mouse pointer as
follows and right click on it.

Fig 18

All Programs — Accessories — Calculator

A pop up menu appears as shown in the Fig 17
when mouse pointer is right clicked.

Fig 17

COpen
Rum as...
Fin ko Skark nmenu

[C=) EBEluetooth r
[E] Compressed (zipped) Folder

®=

I Mail Recipient

[Dl MMy Documents

web Publishing Wwizard

it DWD-RAM Drive (F:i)

Send To g 3 Click on the Desktop (create shortcut) option in the
ik menu.
Copy A shortcut for Calculator application will be

—reake Shorkbcuk

created on the desktop as shown in the Fig 19.

Celete Fia 19
Rename 9
Sork by Mame

Properkies

2 Move the mouse pointer over the option in the

displayed menu.

A cascading menu will be displayed as shown
in the Fig 18.
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Create and Work with folders and text files

Objectives : At the end of this exercise you shall be able to

 create new folders on desktop

* refresh computer desktop

* customize icon

* open a recent document

* save a text file in a folder kept in desktop.

TASK 1 : Create new folders from desktop

1 Boot the system, wait until Windows XP desktop
appears on the screen.

2 Right click on the desktop blank area.

A blank folder with default name New Folder
gets created. It provides a editable rectangle
to change the folder name as shown in Fig 3.

A pop up menu display as shown in Fig 1

Fig 1
Arrange Icons By k
Refresh
Undao Copy Chel+2
Mew k
Properties

Fig 3

.

Mew Folder

Enter FOA as the new name for newly created folder
having New Folder as a default.

The entered name gets automatically written
over the default name (New Folder).

3 select New, from the pop-up menu.

Get it checked by your instructor.

Repeat steps 2 to 5 and create two more new folders
by names FOA1, FOA2. Get it checked by your
instructor.

This pops-up another sub menu with a list of
file types that can be created as shown in
Fig 2.

After completion of above steps the desktop
displayed like Fig 4.

4 Click folder option

Fig 2

Arrange Icons By 3
Refresh

Undo Copy Chr+Z

T O older

| m Shorkout

a EBriefcase
.’jﬁ Eitmap Image
@ Microsoft Word Docurment
30 Studio MAX Scene
'ﬁj Microsoft Office Binder
ﬁ PageMaker Publication
Microsoft PowerPoint Presentation
E Adaobe Photoshop Image
E’J Text Docurnenk
G.)'] Wave Sound
@ Microsoft Excel Worksheet

=D winzip File

Properties

Fig 4

My Compukber

4

My Docurnenks COPAZ

&

( )
"
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TASK 2: Refresh computer desktop

1 Move the mouse pointer over the empty area of Fig5 T Arrangs Icons By 3
desktop, then right click the mouse button, a pop up | Refresh
menu displayed as shown in Fig 5. |

Lk

2 Click on refresh option from the pop up menu.
Undo Delete Chrl+2

Get it checked by your instructor. - ,

Properties

TASK 3: Customize icon

1 From desktop right click on the MS Paint shortcut icon, a7
and select properties from the displayed popup menu. 9 Change.lcon

Look For icons in this File:

A Paint properties dialog box will display as Browse...
shown in the Fig 6. Select an icon from the list below:
Fige |F9s — i
Paint Properties 2

S

| Generall Shartcut | Compatibility | Security|

gﬂ Faint l:l

Target lppe: Application

Target location: System32 |:| I

Target: |25 ystemP oo\ S ystem32imspaint. exe ‘

Start in: |I: SAINDOWS Y Sypstern 32 ‘
| 0K [ Cancel ]
‘ [ )

Shartaut keyp: | Mone

Run: [Mermal window v
e O B R T 3 Inthe change icon dialog box select the required icon
[ Find Target.. | [ Changelcon. | [ Advanced.. |
(Eg. @ and click on the OK button.)
4 Finally click OK button on the paint properties dialog
box.
2 In the displayed dialog box click on the change icon 5 Get it verified by the instructor.
button.
A Change icon dialog box as shown in the
Fig 7 is displayed.
TASK 4 : Open a recent document
1 Click start button on the Task bar. Fig8

2 Move the mouse pointer over "All Programs" and then
click "My recent document" from the pop up menu as
in Fig 8.

_J My Documents

Select and use the loaded file from the list e.g (Sample) - B®: ~v Recent Documents | DS
. . ‘g fiat ﬁM Pictures ‘ m BIECALE
4 Get it checked by the instructor. = 4 Y = cora_ap
é YLC media plaver skinmed = My Music == copa_op ()

z g! My Computer B pictures1
| = Microsoft Cffice Wword 2007

@ Sample

E’ Control Panel T
e Google Chrome e " . E] t
P et Program Access an
@ Defaults 5] Tasks done
b Q_} Conneck To (3
i sy d
|L'x_E Microsoft OFfice Excel 2007 i g Printers and Faxes
E Adobe Reader § @ Help and Suppart:
/') Search
all Programs p =7 Run. ..

E| Laog off |§| Turn OFF Computer
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TASK 5 : Save a text file in a folder kept in desktop

1 Invoke Notepad by choosing Start — All Programs*
— Accessories — Notepad

A Notepad window would open with a title
"Untitled notepad™ title appearing on the upper
left-hand corner of the notepad window in

(Fig 9).

2 Type the following text in the Notepad window.

Fig 9

£ Untitled - Notepad E]E|DZ|
File Edit Format Wiew Help

L1, ¢

My Computer

A folder that provides you with a convenient place to store
documents, graphics, or other files you want to access
quickly. When you save a file in a program such as
Wordpad or Paint, the file is automatically saved in My
Documents, unless you choose a different folder.

A popup Save as dialog box as shown in
(Fig 11) to save the file.

3 Select File menu from the Menu bar and select Save
as from the displayed menu.

4 Click on My Documents in Save in Combo box

a drop down list box will appear.

This list box shows all available drives like A:,
C:, desktop etc.

Select a folder to save the typed text file.

Type the filename as Sample1 and press Save button
in (Fig 10).

7 Get it checked by your instructor.

Fig 10
Save As @
Save i | u‘:'| My Documents V| €| ?’ % [~
L @My Music
i Ea @My YWideos
My Recent |5 Wwebshoks Data
Cocuments [Z] ra. bt
?[-_a [Z] Al bt
Dezkiop
fy Documents
kyp Cormputer
b File name: |$amplel,t:-ct b | [ Save l
kA Metwark, Save as type: | Text Documents [, txt) w | [ Caticel J
E rizoding: |,.-:-.,N5| v |
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Fig 11

e

huy Recent
D ocuments

[

Desktop

by Documents

by Computer

Ay M ebwiark,

Save | ty Documents V| € ;] 5 FF

L

|==)Blustooth Exchange Folder
[E] Court-case documents

[C) Downloads

My Data Saurces

Iy Music

@ My Pictures

== mimni

|3 OneMoke Motebooks

|-y ¥ouTube video Songs

[Z] k7 scan results 6-3-2012  6-60p
[Z] k7scan 6-5-12

File name: |m Bt |
Save az bype; | Text Documnents [ b=t b |
Encoding AN |

| Save
Cancel
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Tourism & Hospitality

Exercise 1.5.21

Front Office Assistant - Computer Operational Skills

Work with files, folders and drives

Objectives : At the end of this exercise you shall be able to

* view contents of my computer also select and copy files

e format a pen drive
* change the volume name of hard disk.

Requirements

Tools/Equipments/Instruments

* A working PC - 1 No./batch.

PROCEDURE

TASK 1: View contents of” My Computer”, also select and copy files

1 Boot the computer with Windows.

2 Double click on icon.

Fig 1

File Edit ‘Wiew Favorites Tools  Help
l\;;}ﬁa-:!: -\;9 L% pSearch u_—_ Falders v

2 My Computer

Address j My Computer

Hard Disk Drives

E@ Local disk {223
S o

Devices with Ren:ig_\_@!:_nle Storage

K% 314 Floppy (A

MNetwork Drives

System Tasks

Wiew system information

%) Add or remove programs
[} Change a setting

Other Places

Details

g®’ Caddtp_G on 'Nt-server' (0

g8’ Caddtp_1on Mt-server' (L2}

wol3 on 'Cimi' ()

@ *p (D) &Q *p (Ei)

L CD Drive (et

—
E Raji_z on 'ME-server2' (5:)

sys on Cimi' (W)

= 3
i Raji on Me-server' (R

i

B2 syvs on 'Cimi' (W)

) K
"

Eii Sakthiganesan on 'Mt-server '
(2

-

% Raji on "Cimilvol3' (Y2

"

This opens a window, in which the list
available drives in the computer and a few other
icons are displayed as shown in Fig 1.

3 Record the displayed drives and other icons in your
note book and get it checked by your instructor.

4 Right click on C: drive icon @Lm'dis"(c’)

Right clicking on the C: drive icon pops up
another menu as shown in Fig 2.
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5 Select the option Explore to invoke Windows Explorer
application, in the pop-up menu as shown in
Fig 2.

Fig 2
Collapse

Explore
Cpen
Search...

Scan for Viruses, .,

Sharing and Security. ..
& WinZip 3

Farmat...

Copy

Rename

Properties

9

Repeat step 8 and choose Tiles to display the icons
are larger than icon view.

10 Click on the file having the name sample in the

contents pane, as shown in Fig 5.

On selection of Explore option, a window with
two sections (referred as panes) gets opened.
One section has the title All Folders (referred
as All folders pane) and the other section has
the title Contents of My Computer (referred as

Fig 5

BX
File Edit Miew Favorites Tools Help -,’

¥

@ Back - _,) .?‘ j_l Search

Address |.ﬁ C:\Documents and SettingsAdmini: Vi G0

Py
Folders b4 I A
# () Old-Electricia # ggu % 3143

a itrnap Irnage
|53 Preface and | B =g

H [ Raac 2nd ve

= samplel.kxt :
[ Sample-oute == | TextDocument [T
# |5 kemp = 0KB
[# [C7) wss : e .
— F = = sample.kx
= '&-) HatBurn_Augls_ = Texk Docurent —
S Caddtp_G on 'ME- o = OKE ~
4 | > 4 | >

contents plane).

Record the window title of the Explorer application.

Scroll down All theFolder panes as shown in Fig 3,
locate and take the cursor over folder [ | COE, and
double click on it.

11

clipboard.

The contents of selected file is copied to
clipboard. This copy can be pasted into any
required folder(s).

12 Right click on folder [ COE1.In contents pane.

Fig 3

It pop-up/pull-down menu as shown in
Fig 6.

This lists the contents of COE folder in the

Contents pane.

8 Choose View Details from the menu bar, (see Fig 4),
to display, detailed information about your files includ-
ing name, type, size and date modified.

Fig 4
Thiurmbnaids
Tiles
Icons
List
& Details

Fig 6

Open
Explore
Search. ..

Sharing and Security. ..

[E)Scan with ESET MOD32 Antivirus

Advanced options 3
Send To 3
Zuk

Copy

Paste

Create Shorkcuk
Delete
Rename

Properties

If you select View again, you can see a dot in
front of the menu item Details as shown in
Fig 4.

13 Select Paste from the menu list, to copy the file sample

into the folder COE1 which was copied on to the clip-
board at step 11.
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14 Repeat the steps from 10 to 13 and copy the file 17 Press Ctrl + V to paste the copied file Sample1, cur-
rently stored in clipboard, into the currently opened

PICT1 into folder COE2 folder COE1.
15 Select file Sample1 _by pressing Ctrl + C, (i.e. holding Verify if the file Sample1 is now listed in the
Ctrl key, press C ) in the contents pane to copy the content plane along with other files.

contents of the file Sample1 to clipboard.
Ctrl + V is a keyboard shortcut for pasting,

This is an another way of copying a file instead of menu selection Edit Paste.

(referred as short cut) in addition to the method .
practiced in step 11 (choosing Edit Copy from 18 Record the files listed in COE1 and COEZ2 folder. Get it
the menu bar). checked by instructor.

16 Double click on folder COE1 found in the contents
plane.

This changes the current folder to COE1. This
can be verified by looking at the title of the
content plane. The files and sub folders in
folder COE1 are now listed in the content plane/
window.
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Tourism & Hospitality

Exercise 1.5.22

Front Office Assistant - Basics of Computer

Hands on practice of basic files, directory manipulation commands

Objectives: At the end of this exercise you shall be able to

* view and change system date and time
¢ clear contents of screen
* change DOS prompt.

Requirements

Hardware and Software

e Pentium PC or higher with DOS 6 or later ver.

Before starting the unit the instructor must create for each trainee at appropriate folders/directories the
files usedinthe exercises by referring to the attachment/enclosure to enable the trainees to access readily
the relevant files/folders. Default directory is C:\FOA\DOS

TASK 1 : View/Change system Date, Time and Clear screen

1 Power on PC and wait till the DOS prompt (C:\>)
appears on the screen.

2 Enter the following command to view and change
systemdate.

C:\> DATE J

J is the symbol for pressing Enter Key on the
key board.

On entering wrong DOS command it displays
message

Bad command or file name.

In response to the above command, monitor displays,
Current date is MON 10-11-99.
Enter new date [mm-dd-yy]
The displayed date may not match with the currentdate.
3 Enter the date as highlighted in the box.
Current date is MON 10-11-99.
Enter new date [mm-dd-yy] 01-11-99 .
However the new set date will not be displayed after
setting.

4 To check that the date is changed to the new date
entered, enterthe DATE command once again, check
and record the displayed date.

5 Repeat step 2,twomore times and change the system
date tootherdatestofamiliarise inusing DATE command.

6 Change the system date to current date.

Currentdate meansthe date on which you are practicing
this exercise.

7 Enter the following command to view and change
systemtime.

48

C\> TIME J

In response to the above command, monitor displays,

Current time is 9:16:36.07a.
Enter new time:

8 Enterthetime, (12:12:12.00)as given below followed by

press of enter key,
Current time is 9:16:36.07a.
Enter new time 12:12:12.00 J
On entering the new time, system sets its watch.

However the new set time will not be displayed after
setting.

9 Checkifthe systemis settothe newtime entered atstep

8 by entering the TIME command once again. Record
the time displayed.

If the system watch is not set to the time you entered
at step 8, repeat steps 7 & 8, else consult instructor.

10 Repeat steps 7 & 8 two more times and change the
system time to any value you wish to get familiarised
in using TIME command.

11 Change the system time to current time.

Current time means the actual time when you are
practicing this exercise.

12 Enter the following command to clear the contents
displayed on the screen

C\>CLS 4

The displayed contents are cleared and the DOS
prompt appears at the left top corner of the screen

13 Check system date and time. Clear screen to confirm
that the screen is cleared and only DOS prompt
appears as (C:\>).



14 Type the following command to change the DOS
prompt from C:\>to ROOT>

C:\>PROMPT ROOTS$G

Immediately after issue of this command the prompt
changes andinthe next line instead of the C:\>, ROOT
> appears as the prompt as shown below;

ROOT>

15 Type the following command to change the DOS prompt
and record the change in the prompt .

ROOT > PROMPT $D$G

16 Type the following command to change the DOS prompt
back to C:\>

Current date > PROMPT $P$G .

17 Repeat step 14 to change the prompt but this time to
show your name instead of ROOT> Get it checked by
the instructor.

18 Referthe information sheets ofthelesson and practice
allthe examples given.

19 From the skills practiced change the system Date and
Time as given below; get it checked by the instructor

Date - 15 Aug 1987 Time - 00:00:00

20 From the skills practiced set the DOS prompt as given
below, get it checked by the instructor.

i %
(i) Current date and Current time >
21 Set the Date and Time to current date and time .

22 Set the DOS prompt back to C:\> and get it checked
by the instructor.

Creating Directories and Sub directories

Objectives: Atthe end of this exercise you shall be able to

* change drive

* make directory

* change directory

* prepare directory contents

* view file names

 search file names by their extension.

TASK 1 : Change working drives & directories

1 Givethefollowing command to change the control from
the existing hard disk C to D drive. Observe and record
the change inthe DOS promptdisplayed onthe screen.

C:\>D:d

If you issue this command without inserting a floppy or
inserting a bad floppy, then computer gives a message
as given below;

3 Change the control from C drive to hard disk D. and
repeatstep2

4 Give the following command to view the contents of D
drive. Record the displayed contents of D drive.

D:\>DIR 4

5 Enterthe following command to make a new directory
with the name LEVEL1 in the D drive,

D:\>MD LEVEL1 J

6 Repeatstep4andcheck,ifthe newly created directory
LEVEL1 is listed in the contents of the drive.

If it is not listed, consult instructor.

7 To change control from existing D:\> to the newly
created directory LEVEL1, give the following
command,

D:\>CD LEVEL1 J

Immediately after the issue of thiscommand, the DOS
prompt changes to D:\LEVEL1> indicating that the
control is now in the directory LEVEL1.

8 Create ormake adirectorybyname LEVEL2inside the
LEVEL1 directory using a similar command as in step
5as given below;

D:\LEVEL1>MD LEVEL2 J

9 From the existing control at D:\LEVEL1>, change
controlto LEVEL2 directory using DOS command CD
in a way similar to that at step 7. Record the prompt
displayed on the screen and get it checked by your
instructor.

10 With the control in D:\LEVEL1\LEVEL2>, create a
directory by name LEVELS3.

11 UsingDOS commandDIR, listand record the contents
ofdirectory LEVEL2. Getitchecked by yourinstructor.

12 Using the command CD change control to LEVEL3
directory such that the prompt will ook as given below
and get it checked by the instructor.

D:A\LEVELNLEVEL2\LEVEL3>

13 Enter the following command to return control from
LEVELS directory (D:\LEVEL1\LEVEL2\LEVEL3>)
back to LEVEL2 directory(D:\LEVEL1\LEVEL2>).

D:\LEVEL1\LEVEL2\LEVEL3>CD.. J
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..(Double dots) after CD means, togo back toits parent
directory. For details refer lesson.

14 Repeatstep 13 two times to return control to D:\>. Get
it checked by the instructor.

15 Repeat Steps 7 to 14 to change over/return to
directories step by step and directly till you are
comfortable in using these commands.

16 Create the directory structure given below under the
directory LEVEL3 and get it checked by the instructor;

LEVEL3
——| SCIENCE

BIOLOGY STATICS

17 From D:\>directly change to the directory DYNAMICS
and get it checked by the instructor.

18 From drive D: change over to C: drive using the
command given below;

D:\> C:d

TASK 2 :- Listing and Searching files
1 Changeoverto C:\F.O.A\DOS\PRACT_1>directory.

2 Give Dir command to view the contents of PRACT _1
directory. Record the number of files in the directory
and the total memory space occupied by them.

Contents list displayed is more than one screen and
hence the list Scrolls-up fast & you may not be able to
view the initial files of the directory.

C:\F.O.A\DOS\PRACT_1>DIR 4

3 Enterthe dircommand with a small modificationto see
the initial files of the PRACT_1 directory which could
not be viewed in step 2,

C:\F.O.A\DOS\PRACT_1\>DIR/P J

Now the files will be displayed page by page. On
displaying the first page, at the bottom of the screen a
message appears

C Press any key to continue . . . )

4 Record the volume name and directory path displayed
at the beginning of the file list. Also record the names
and size of the first two files of directory.

5 Inresponse to the message seen at the bottom of the
screen ( Press any key to continue . .) , press space
bar or any other key to view the remaining files in the
next page ofthe screen. Record the message displayed
atthe end oflist of files such as, total number of files and
the memory space occupied by them etc.

6 Repeat steps 3,4 and 5 to get familiarised with dir/p
command.

Now the controlis returned fromthe floppy diskette drive
D: to the hard disk drive C: and the DOS prompt
changes to C:\>

19 Create adirectory structure as shown below in C: drive

and get it checked by the instructor;
C:\>

TRUNK

20 Return from directory Twig2 to C:\ in a single DOS

command as practiced in earlier steps.

21 From C:\ change to directory Twig2 in a single line

DOS command as practiced in earlier steps.

Note that the DOS commands are not case sensitive.
Youmay issue the commands eitherin upperorinlower
case or a mix of both.

Enter the following command to view the files in the
directory width wise.

C:\F.O.A\DOS\PRACT_1>DIR/W

Observe that the file names are displayed one by the
side of the other width wise. By this it is possible to
accommodate see, check, more number of file names
in one screen page display itself. But, by thiscommand
itis not possible to see the file size, creation date etc.,

From C:\F.O.A\DOS\PRACT _1>changeoverto
C:\F.O.A\DOS\PRACT _2>directory giving suitable DOS
command.

Repeatstep 7 to view the contents of the directory width
wise and observe the display.

Inthis directory, inspite of giving the dir/'w command the
display scrolls up because the number of files is much
more than that can be accommodated in one screen
even widthwise.

10 Give the following command to view the directory

contents both width wise and page wise.
C:\F.O.A\DOS\Pract_2>DIR/W/P 4

DIR/W/P and DIR/P/W gives the same resuilt.

11 Repeat commands dir/p, dir/w and dir/w/p to practice

andfind the difference and advantage of each of these
commands.
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12 Give the following command to find if a file by name
TEST. txt exists. If it exists, record its details.
C:\F.O.A\DOS\PRACT_2>DIR TEST.txt

13 Asdoneinstep 12, findifafile by name BEST.txt exists
in PRACT_2 directory.

14 Find if a file by name CHEF.txt exists in PRACT_2
directory.

15 Givethefollowingcommandtofindallfilesin PRACT_2
directory with the extension txt Record the listed
number of files with txt extension.

C:\F.O.A\DOS\PRACT_2>Dir *.txt 4

16 Similar to step 15, list and record the number of files
with extension doc in PRACT _2 directory.

17 List and record the number of files with extension .ws
in PRACT_2 directory.

18 Listandrecord the number of files with extension .bomp
in PRACT_2 directory.

19 List and record the number of files with extension .dbf
in PRACT_2 directory.

20 Usingthe command given below, listand record all files
with name TEST with different extensions;

C:\F.O.A\DOS\PRACT_2>DIR TEST.* d

21 List and record number of files with name BEST with
differentextensions.

22 List and record number of files with name CHEF with
differentextensions.

23 Usingthe command given below, listand record number
offiles starting with letter T and having extension of .txt

C:\F.O.A\DOS\PRACT_2>DIR T *.txt

24 Usingthe command given below, listand record number
of files having a four letter file name and ending with
letter T,

C:\F.O.A\DOS\PRACT_2>DIR ???T.* 4
25 Repeat step 24 to find files having second letter as E.

26 Findifthere are anyfiles having extension xyz. Record
the message displayed on the screen.

27 Find and record the number of files with the following
extensions in PRACT_3 directory,

—  bat
- com
-  pmé6
- xls

—  Fiveletter namefiles, starting with letter F, fourth
letter being L .

28 Getyourrecord and progress checked by the instructor.

Working with Linux GUI

Objectives :At the end of this exercise you shall be able to
* work with dash

* configure system settings

* use indicator menus

* switch between CLI&GUI

* switch down ubuntu.

TASK 1: Work with Dash, Launcher and the Super key
1 Boot the PC from Linux OS.

The Desktop environment similar to the one
shown in Fig 1 appears.

Fig 1

R ‘f:

| «—————

oo]adln

The Ubuntu button at the upper left hand
corner of the screen is called "Dash". It is
Ubuntu's application launcher and integrated
system search.

2 Click on the Dash and type the name of the
application to launch for ex. "Update " in the search
box that appears. This will start the Update manager.

The launcher is the column of icons on the left
hand side of Ubuntu's system screen. It is used
to launch applications and switch between

running applications.

3 Click on laucher icon to launch an application. If the
application has multiple open windows, Ubuntu will
show you the windows and allow you to switch
between them.

The key located between the Ctrl and Alt keys
on the QWERT keyboard (Windows Key) is

called the Super key in Ubuntu.

4 Use the Super key as a shortcut to launch the Dash

Click on the Home Folder on the launcher to browse
for files on a PC (Fig 2). This opens the Nautilus File
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manager which is the default file manager in Ubuntu.
(Any other utility like KDE may also be used).

Fig2 Ubuntu Desktop

®

| J
l’ < Home Folder |

The applications on the launcher are ordered
numerically, with application numbered 1 at the
top of the launcher(below the Dash). The next
application will be assigned number 2 etc. in
increasing order as you go to the bottom of
the screen. In the Fig 2 shown, The Home Folder
(Nautilus file browser) will have the unFolder
(Nautilus file browser) will have the number 1
assigned to it and Firefox will have the number

13 To pin an application to the launcher, first locate it vis
the dash and start it. Once the application is running,
right-click its icon and select Lock to Launcher
(Fig 4).

14 To unpin an application from the launcher, right-click
its launcher icon and select the Unlock from Launcher
option to remove it. (Fig 4). The Dash, Trash and
Workspace cannot be unpinned.

Compose New Message

Contacts

Thunderbird Mail

Lock to Launcher I

Quit

15 To rearrange the applications on your launcher drag
and drop the application icons.

16 Click on the Home Folder, a new window will appear
in which you can see the files on the file system.
(Fig 5). This contains items related to your user
account.

2 assigned to it.

6 Press the Super and 1 keys simultaneously
(ie. Super + 1) to open the Nautilus file browser as
shown in Fig 2 using the Super key.

7 Press the Super and 2 keys simultaneously (ie. Su-
per + 2) to open the Firefox web browser as shown if
Fig.2 using the Super key.

8 Use the Super key along with the Shift Key and the
appropriate number key simultaneously to open a new
instance of an already running application.

9 Use the key combination Super + Shift + 2 to open
another instance of the Firefox browser in the fig.2

10 Use the key combination Super + t to open the Trash

Ubuntu includes multiple workspaces. Each
workspace is its own desktop, allowing you to
group application windows.

11 Use the key combination Super + s to open a new
workspace (desktop)or click the Workspace switcher
icon in he launcher.

12 Right-click its icon to access an application's quick
list. (Fig 3).

Documents

i L

Music

Pictures

Videos

Open a New Window
Home Folder

Unlock from Launcher

Fig 5

Devices
COROM
. Floppy Drive E 1 l '
Ubunty... & -
Desktop Documents Downloads Music
Computer

a
& Desktop ‘.1 — q - 1
i Documents
i) Downloads
A Music

Pictures Public Templates Videos

17 Click on the folder which you need to explore, like docu-
ments, music, pictures and videos etc.

18 Click on the File System item from the menu on the
left to browse the whole file system. (Fig 6)

Fig6

Devices
CDROM

— Floppy Drive i i J
Ubuntu... &
bin boot cdrom dev
Computer
e | il it ]
& Desktop etc home ib lost+found
&) Documents
i3 Downloads ‘ d d
Musi o
. Pl media mnt opt proc
i Pictures
e xj - - el
root un sbin selinux
Network ' i ‘ ‘
@ Browse et = o e use
- oa >
var initrd.img ot

Note the 'I" at the top. This indicates that you
are at the root directory now, which is
indicated by the '/'. Here we can see all the
files and folders
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TASK 2 :Configure system settings

1 Click on the System Settings option from the launcher.
Here you will find many options or applications grouped
together (Fig 7).

Fig 7

System Settings Ehr

g ) 217aM
System Settings

All Settings

2 Personal

E O 2 @ § o

Appearance Brightness Keyboard Language Online Privacy
and Lock Layout Support Accounts

9, Hardware

b " L}
3 LE! i L .
= = — 1 ‘:'\i
Color Displays Keyboard Mouse and Metwork

Bluetooth
Touchpad
(© T
Sound Wacom
Graphics
Tablet
[ (] " £

TASK 3 :Use the Indicator Menus

1 To switch users, shut down your computer, control the
volume level, or change network settings, click on the
corresponding option on the indicator menus present
on the top right hand side of the display. (Fig 9).

TASK 4: Switching between CLI and GUI

1 Press 'Ctrl + Alt + F1?) to switch to Console mode.

TASK 5: Shut down Ubuntu System

Click on the Cog button which is at the extreme top right
corner of interface to shut down a system with Ubuntu
0.S.

2 Click on an icon like the Displays, keyboard etc
depending on which settings to change, and select
from the options in the menus that appear
subsequently.

3 To check free space on your disk, go to the
Dashboard and search for System Monitor application.
Once you open it, you can go to the File Systems tab
to see your disks. (Fig 8)

Fig 8

gc System Monitor

System Processes Resources File Systems

Device Directory * Type Total Free Available Usi
/dev/sda1 / ext4 18.7GiB 15.4GiB 14.5GiB
—
o /dev/sr0  /media/cicnavi/LX0SCLE-033105C1 is09660 569.8MiB 0 bytes 0bytes 56¢
Flgg B Ty <) 3:58PM & chris I

startup Appli
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Tourism & Hospitality Exercise 1.6.23
Front Office Assistant - Microsoft Office

Creating, saving, quitting and opening document

Objectives: At the end of this exercise you shall be able to
¢ identify MS word screen elements.

Requirements

Tools/Equipments/Instruments
* A working PC - 1 No./batch.

PROCEDURE

1 Open MS word. 3 Familiarize with the task description of each elementas

2 ldentify the screen elements of the Word window mentioned in the table given. (Table 1).
(Fig 1).

Fig 1

MICROSOFT WORD 2010 WINDCW

QJ'%;';?&S _ Procrar-Level
Tabs Tle bar Corttrzl Buttons
File LAl | v / \\‘ Seaumentl = Whaosaht Werd |
Tab _h " g " 2 <R al
. I ) e & fa M
il el L =i ALY agebecor aabblcde AaBbCc AaBhee | A -i.
Ribbon e Bl -mnw -7 A EESEE = & : ; o
G | '{\\ ,/, -
OLP name '\ ..'IJ
q P Scroll
.‘ISE!’"CII! Ulﬁhg Bt box
pomt | launchar
Wore ] Varticel
document serall
wingow har
Print Layout s
Button
| Ll le e Ll
Status bar )
WView Dptions Zoom
Shder
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Table 1

Microsoft Word 2010 Screen Elements

Screen Element

Description

Quick Access Toolbar (QAT)

Displays buttons to perform frequently used commands with a single click.
Frequently used commandsin Word include Save, Undo, Redo, and Print.
Forcommands that you use frequently, you can add additional buttons to
the Quick Access Toolbar.

Organizes commands on tabs, and then groups the commands by topic

Ribbon for performing related document tasks.

File Tab Displays Microsoft Office Backstage view, which is a centralized space
for all of your file management tasks such as opening, saving, printing,
publishing, or sharing a file.

Tabs Display across the top of the Ribbon, and each tab relates to a type of
activity; for example, laying out a page.

Group name Indicate the name of the groups of related commands on the displayed

tab.

Dialog box launcher

A small icon that displays to the right of some group names on the
Ribbon; it launches a dialog box.

Insertion point

Indicates, with a blinking vertical line, where text or graphics will be
inserted.

Word document window

Displays the active document.

Status bar Displays, onthe left side, the page and line number, word count, and the
Proofbutton. On the right side, displays buttons to control the look of the
window.

Print Layout button The default view, which displays the page borders and the document as
it will appear when printed.

View Options Contains buttons for viewing the documentin Print Layout, Full Screen

P Reading, Web Layout, Outline, or Draft views, and also displays
controls to Zoom Out and Zoom In.

Zoom Slider

The Zoom Slider increases or decreases the viewing area.

Vertical scroll bar

Enables you to move up and down in a document to display text that is
notvisible.

Scroll box

Provides a visualindication of yourlocationina document. You can use
the mouse to drag a document up and down to reposition the document.

Program-Level Control Buttons

The buttons on the right edge of the title bar that minimize, restore or close
the program.

Title bar

Displays the name of the document and the name of the program.
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Create a new document in MS word

Objectives: At the end of this exercise you shall be able to
¢ create new blank document

* enter text using keyboard

¢ save a document

¢ close document and exit from MS word.

TASK 1: Create a new document

1~ Click the 'start' button 5 Right-click anywhere in the main menu as in Fig 3.

A popup menu will appear on the screen as shown :
in Fig 1. Fig 3 \

a  Resfore

Tcapture

Flg 1 Accessories

Adobe

Adobe Design Standard CS3
Dell

ESET

Extras and Upgrades

Iviove

- Minimize

Games

Iaximize

Hewlett-Packard
Intel(R) Matrix Storage Manager

Paste J |n x
' x Close Alt+F4

{ Default Programs.
ISMVS

= ] Hew Microsoft Office Document
i Maintenance

|4 OpenMicrosoft Office Document M Microsoft Office | Microsoft Office Tools »
r | Roxio Creator DE » X2 Microsoft Office Excel 2007 =
EJ vindons Updte - 5
| Security - EMBASSY Trust Suite by Wave Systems  » | 1" Microsoft Office Outlook 2007
i o

ISM VS Officel let
LiveUpdate Hotice

Clipboard Font

Y- =
i

r Procysms| | Startup » /@@ Microsoft Office PowerPoint 2007 -
_ & B Adobe Reader & (E] Microsoft Office Word 2007 2l 1 e AT R BT T GV CE
ajp Documents ¥ | @ InternetExplorer = L
5 s N Po}werD\/D DX "
[z, Windows Calendar G
p Search » | &) Windows Contacts .
&4 Windows Defender
@ v asovon
%4 Windows Fax and Scan .. . . .
7 run 8 it e 6 Select Minimize the Ribboninthe menuthatappears
il Windows Mail
B o9t sdin S as in Fig 4.

@ sheo 5 Windows Meeting Space
it Down.

& Windows Movie Maker
e ——
w (PR RN PN F windows Photo Gallery

Place the cursor on Programs

Fig4

N

E'I Documentl - Microsaf.,..

w

click 'on' the Microsoft office.

N

Select Microsoft Office word 2007 as shown in Fig 1 y ]
This will toggle the Ribbon on and off.

A blank document appears on the screen as
shown in Fig 2.

Es) Home | Insert  PageLayout _Refer

| e S O N ) o fow ne 24 91 ﬁAaBbchd‘ AaBbCedd AaBbCC

Paste (B Z U -shex, % AW A (= Nomal_| 1hashacon | Heading 1 ElEERS
| P st s 5 e s | B "

Page: 10f 1| Words: 0 | S5 Enalish tindia) | SmEi=i=

TASK 2: Enter text using keyboard

1 Enter the following text in the blank document
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TASK 3: Save a document

1 Click the Microsoft Office Button F‘-‘&J or !‘ save

button

A dropped down list appears on the screen as in

Fig 5.

2 Click 'save' as shown in Fig 5

A window will appear as shown in Fig 6.

3 Type sample1 as the new file name, in the filename

box. Save as type word Document as in Fig 6.

i

4
|

:/]_
B

o P IE T 55 -

Recent Documents

(= 12 I ¥ (4 VP

Practical.doox

Ex 1 new 4 meetin
ex no 3 final.docx
ex no 6 final.doo:
exno 2 final.doc
Chapter ILdocx

Exno 8 31.5.12 thu

TASK 4: Close a Document in Word 2007

1 Click Close fromthe Office Button menu Alt+Space+C.

2 Click exit from the MS Word (as shown in Fig 7).

Fig6
% Save As [
G—@-ﬂ; « OS(C) » Users » asif » Documents * "‘rHSemch p|
Favarite Links MName Date modified Type
| AdobeStockPhotos 05-11-2008 15:12 File Fold|
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L Fi ) Updater5 20-08-2008 11:38 File Fold|
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g | Version Cue 05-11-2008 15:12 File Fold|
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— ";']aulomoblle.do(x 18-07-2011 16:30 Microso
i o Folder % Doc1-7 docx 18:06-201217:19  Microso
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k. Potos ] 5l.docx 21-07-20111647  Microsof
J. Rough
) Waste Bin
E‘ Documents - |« m 5
File name:  Samplel.docx =
Save as type: [Waord Document (*docs) =
Authors: nimi Tags: Add a tag
Save Thumbnail
Fig 7
Recent Documents
HMew,
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7 Open
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4 exno.7 final 30.5.12.docx =
Save :
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Save As L] » e
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8 ex no 4 final.doox =
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‘% - 9 ex no 5 final.cdocx i=
= ex no 4 final.doox {=
.
- Brepaie B ex no 4 final.docx =
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L]
|_ﬁ Send K exno 2 final.doc {=
ex no 3 final.docx =
A/ Publish v INDIA. dlocx =
SachinTendulkarcareer.docx {=
-,
Close SachinTendulkarcareer.dotx =
||l-] Word Options | |X Exit Word
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Tourism & Hospitality
Front Office Assistant - Microsoft Office

Exercise 1.6.24

Moving around document

Objectives: At the end of this exercise you shall be able to

open an existing document
select/ Cut/copy and paste
zoom the document

create Hyperlink

find and replace the text in a document
preview and print the document.

Requirements

Tools/Equipments/Instruments

* Aworking PC

-1 No./batch.

PROCEDURE

TASK 1: Open an existing document

1

2 Clickthe Microsoft Office button. Amenuappears asin

OpenWord.

Fig 1.
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Date modified Type
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| 3
~  |Allvord Documents (*docc*c «

3 Click Open.

A dialog box appears as in Fig 2.

Type "sample1. docx" as in Fig 2.

Click on the Open button

Sample1.docx is opened for editing

Recently created or modified word document
shall be easily opened from recent documents

as in Fig 3.

58

Fig 3 P
. 4

) =
e

L J Qpen

b s

ﬁ Save As

@ Print

@ Prepare

Recent Documents

1 Samplel.docx

2 Exno 8 31.5.12 thulasi.docx
32 rough.docx

4 ex no 6 final.docx
5 ex no 5 final.doecx
6 Sample3.docx

7 Sachin Tendulkarcareer.doc<
& INDIA docx

9 exno 2 final.doc
SachinTendulkarcareer.docx
Sachin Tendulkarcareer.docx
ex no 3 final.docx

ex no 4 final.docx
Docl-7.doox

Docl-7.doox

exno.7 final 30.5.12.docx
MAIL ADDRESS. laccdb




TASK 2: Select/Cut/ Copy and Paste

1

Select Text

Place the insertion point | before text 'Ms Dhoni' to
select.

Hold down the left mouse button and drag mouse over
the text to selectit.

Release the mouse button.

The text is selected as shown in Fig 4. |

Fig 4

* || Arial -l10 -IE|
e 3B L U e % A A
Zlipboard [~

JH9-O&E =
e

-|.e_&|h1-|-2-|-3-|-4-

Font ™ |

Suresh Raina
Virender Sehwag
Virat Kohli
Gautam Gambhir
Rohit Sharma
Zageer Khan

Cut the selected text
Select "MS Dhoni "

Choose the Home menu.

Click the Cut button ,ﬁ in the Clipboard group.

Word cuts the selected text Ms Dhoni and placesiton
the Clipboard as shown in Fig 5.

Clickthe Paste button  inthe Clipboard group. Word
pastes the text MS Dhoni as shown in Fig 6.

Fig 5

pff=d
NG | Home l Insert

-~ | — -
' * |Arial ~[10
E= | .

Paste o |||\ B0 & 11 ~ nha ey 2¢*

Page Layoul

Clipboard ™ Font
i L 2 I T
I

Sachin Tendulkar
bdurali Vijay
Harbhajan Singh
Suresh Raina
Virender Sehwag
Wirat Kaohli
Gautam Gambhir
Rohit Sharma

Zageer Khan

3 Paste the text which has been cut

Place the cursor before "Sachin Tendulkar"

Choose the Home menu.

Fig6 g —
‘Ea, | Home | Insert Page Layou

:‘ Arial -~ 9
=3 || =

Paste o | [ BT 11 —~ aba 25 3¢’

Font

Clipboard ™

2 Sachin Tendulkar
burall Vijay
Harthajan Singh
o Suresh Raina
Yirender Sehwag
Yirat Kohli
Gautam Gambhir
- Rohit Sharma
Zageer Khan

F N

Copy and paste the selected text
Select "MS Dhoni "

Choose the Home menu.

Click the Home — Copy button ==l in the
Clipboard group.

Word copies the selected text ‘Ms Dhoni' and
places it on the Clipboard.

Place the cursor below the text'Rohit Sharma'and click

! in the Clipboard

Parln

the Home — Paste button

group. Word pastes the copied text Ms Dhonias shown
in Fig 7.

Fig 7

. Home Insert Page Layout Refi
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TASK 3: Zoom the document

1 Choose view menu as shown in Fig 8

Samplel.doc [Compatibility Mode] - Microsoft Word

Home Insert Page Layout References Mailings Review | Vlev
= E Q Web Layout | | Ruler ™| Document Map q l
! I [ outline . | Gridlines | Thumbnails
o g 5| st

Document Views Show/Hide | Zoc

1
1

2 Click ™"

A window appears as shown in Fig 9

3 Choose zoom to 75% as in Fig 9.

Fig 9 samplel.doc [Compatibility)
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AaBbCcDdEexxYyZz
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TASK 4: Create Hyperlink

1 Createanewdocumentinword, type following textand
save it as SachinTendulkar career.docx in desktop.

Sachin Tendulkar's highest run scorer in the history
of Testcricketwith 15,183 Testruns. Careeraverage
(1989-2010, 182 Tests, 15,183 runs) at56.02. Became
the first Indian to surpass the 11,000. Test run mark
and the third International player behind Allan Border
and Brian Lara. Lara took 213 innings, Sachin
Tendulkar 223 and Border 259.Second Indian after
Sunil Gavaskar to make over 10,000 runs in Test
matches. Sachin Tendulkar and Brian Lara are the
fastest to score 10,000 runs in Test cricket history.
Both of them achieved this in 195 innings. Sachin
Tendulkar Tendulkar (8145) world record of runs
scored in Tests away from home. Sachin Tendulkar
Tendulkar (29) world record of Centuries in Tests
away from home. First player to reach 12,000-
13,000-14,000-15,000 Test runs. Holds the record
for scoring most 1,000 Test runs in a calendar year.
He has done it six times - 2010 (1562 runs), 2008

(1063 runs), 2002 (1392 runs), 1999 (1088 runs),

4 Press'OK'.

Zooms the document to 75% of the normal size as
shown in Fig 10.

References

& 2

hx,xA.HE? £|

Page Layout

é Arial -9
Bl _
Paste J | B I n

Clipboard = || Font

| @l

MS Dhani
Sachin Tendulkar
Murali vilay
Harbhajan Singh
Suresh Raina.
“irender Sehwag
Wirat Kohli
Sautam Sambhir
Eohijt Sharma
MS Dhoni.
Zaneer kKhan

2001 (1003 runs) and 1997 (1000 runs). Sachin
Tendulkar created a world record for aggregating
most runs in the fourth innings in Tests, going past
Rahul Dravid's tally of 1507 runs during India's
second innings of the first Test against West Indies.

2 Openfile'Sample1.docx'

3 Select the name Sachin Tendulkar from the
sample1.docx

4 Click on Insert — as in Fig 11

Home |Insert | Page Layout References

@ Cover Page - ﬂ M E @ Shapes - & Hypeﬁnk
D Blank Page I = I ‘ SmartArt | 4 Bookmark
| EPage Break | TaE)Ie | A Cllp “ Chart ‘ . Cross-reference | ‘

Pages | Tables | i

_uﬂ e

Mailings Review

IIIuslratlons Links
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desktop\sachintendulkar career.docx as in Fig 12.

Fig13 _Home [ imert | Pagelyyout  Refecrces Mot
erPage - . EIE] [Pshopes - ByHyper
W Page ‘5 ‘ Emm“m
ebeea | Tl | Petue O ggonas | Ecross

sl st

Press OK

Position the mouse pointer on Sachin Tendulkar it
shows that it has link as in Fig 13.

8 Press ctri+left click on mouse button.

Itopenslinked document sachintendulkar career
as in Fig 14.

TASK 5 : Find and replace the text
1 Selectthe Home# — Replace

2 Type Sachin in Find what and type Little Master
Sachin in Replace with as in Fig 15.

Fig15
| Find and Replace

Fig12
Edit Hyperlink h ¥ =
7
Link to: Text to display ‘Deﬁktop\Sach\nTendu\karcareer’ docx / \ ScreenTp.. file:///C\Liser shasifiDesk top) Sachin|
¥ Tendulkarcareer. dacs
iceri+Click to follow link
Exstng Fle or | L0 | k. Deskrop E'
Sachin Tendulkar
Web Page ). chemical 13-19 Jan - Bookmark
1 = Murall Vijay
Sl | b CoT-152:2010 H : H::a]anstn u
Place I This ). Figs Target Frame... P
Document ). Leather Garments Suresh Rajna
ﬁgowsed b New Folder Virender Sehiwan
. ‘N G ). New Folder (2) Mirat Kohil
reate hew
Document k. Potos M3 Dhaoni
Regent Fies | I Roudh Gautam Gambhir
). Waste Bin = LT
Ed = rma
Smdidiees Address Cesktop/SachinTendukarcareer.docx - I Remove Link Zageer Khan
K Cancel Flg 14

Sachin Tendulkarcareer.docx - Microsoft Word

wert  Pagelayout  References  Mailings  Review  View

=]
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U-shex, X Aa-|¥-A- | EEE TMormal | Mo Spacin

wl

Font [

2 A
57

(RN o e I R - e ¢ e G R L R

Paragraph

sty

Sachin Tendulkar's highest run scorer in the history of Test cricket with 15,183 Test runs. Career
average (1985-2010, 182 Tests, 15,183 runs) at 56.02. Became the first Indian to surpass the
11,000. Test run mark and the third International player behind Allan Border and Brian Lara. Laratook
213 innings, Sachin Tenciulkar 223 ancBorder 259.5econd Indian after Sunil Gavaskar to make over
10,000 runs in Test matches. Sachin Tendulkar and Brian L ara are the fastestto score 10,000 runs in
Test cricket histary. Both of them achigved this in 195 innings. Sachin Tendulkar Tendulkar (8145)
worldl recard of runs scored in Tests away fram home. Sachin Tendulkar Tendulkar (29) world record
of Centuries in Tests away from home. First player to reach 12,000-13,000-14,000-15,000 Test runs.

Holds the record for scoring mast 1,000 Testruns in a calendar year. He has done it sixtimes - 2010
(1562 runs), 2008 (1063 runs), 2002 (1392 runs), 1993 (1086 runs), 2001 (1003 runs) and 1937 (1000
runs). Sachin Tendulkar created a world record for aggregating most runs in the fourth innings in
Tests, going past Rahul Dravid's tally of 1507 runs during Incia's second innings of the first Test
against West Indies

3 Click Replace All.

It replaces all Sachin into Little Master Sachin
as shown in Fig 16.

Fig16

Find and Replace (2] &= |

Find Replace Go To

Find | Replace | GoTo

Find what: Sachin E

Replace with: | Little Master Sachin E

Moare >

e | (et [ | [ m

TASK 6: Preview and print the document
1 Preview the document
¢ Click the Microsoft Office Button.

e Select Print — Print Preview to open Print Preview
window as in Fig 17.

Find what: Sachin Iz‘
Options: Search Down
Replace with: |Little Master Sachin El

Replace ] [Replaoe All } [ Eind Mext ] [ Close ]

=

Microsoft Office Word

e 3
@ Word has completed its search of the document and has made & replacements.

4 Click 'OK".

A Print Preview window is displayed as shown in Fig 18

* Click the mouse on the magnifier tool % Magnifier

to remove the tick mark .
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Fo 17—
[ e

Preview and print the document

Print
-] Select a printer. number of copies. and
FOpen other printing options before printing.
Quick Print
Save Gl Send the document directly to the default
printer without making changes.
Save As b ¢ Print Preview
Preview and make changes to pages
before printing.
Erint »
e
b Prepare »

‘_ﬁ Send L]

L Publish  »

"=
:__‘j‘ Close

Iﬂ Word Options | \X Exit Word

Fig18

Print Preview

EBDQ

prions | Margins Orientation. §ze | Zoom

dlonePage %] Show Ruler (i

B TwoPages o Magnifier
100% i 1 Close Print
2 Page Width 7 shrink One Page Za Previous Page Praview

The Print dialog box appears as in Fig 20.

T

Preview and print the document

Print
-] Select a printer. number of copies, and
! / Qpen ather printing options before printing.
Quick Print
Save ol Send the document directly to the default

printer

rithout making changes.

Save As ® Print Preview

[

Pray and make changes to pages

before printing.
@ Erint .

Prepare »

|_£ Send L

7 Publish »
p=1 =4 =

__T Close

|_3_:j Ward Options ‘ |x Exit Ware

¢ Click print

* In Print Preview window type the title 'SACHIN
TENDULKAR IN THE HISTORY OF CRICKET' as in
Fig 19.

Print Preview |

Fig19 |

I onePage  v] -
0B 0% Jar o= awe B
@ rworages |y her
prions | Margins rentaion  Size Zoom 100% 3 Previous Page | Close Print
= 5 & Page Width 5 shrink One Pageg Ll
| Page Setup | Zoom | Preview
CORY -4 - = N
[ ) BEEE g WARE (e G 6 ) SRt ) [ G0 HgRE (e e 1o 13

SACHIN TENDULKAR IN THE HISTORY OF CRICKET

Sachin Tendulkar's highest run scorer in the history of Test cricket with 15,183 Test runs. Career
average (1989-2010, 182 Tests, 15,183 runs) at 56.02. Became the first Indian to surpass the 11,000.
Test run mark and the third International player behind Allan Border and Brian Lara. Lara took 213
innings, Sachin Tendulkar 223 and Border 259.Second Indian after Sunil Gavaskar to make over 10,000
runs in Test matches. Sachin Tendulkar and Brian Lara are the fastest to score 10,000 runs in Test
cricket history. Both of them achieved this in 195 innings. Sachin Tendulkar (8145) world record of runs
scored in Tests away from home. Sachin Tendulkar (29) world record of Centuries in Tests away from
home. First player to reach 12,000-13,000-14,000-15,000 Test runs. Holds the record for scoring most
1,000 Test runs in a calendar year. He has done it six times - 2010 (1562 runs), 2008 (1063 runs), 2002
(1392 runs), 1999 (1088 runs), 2001 (1003 runs) and 1997 (1000 runs).

¢ Click Close Print Preview tool “2* ! tg exit and

s

return to the editing document.

2 Printthe document
¢ Click the Microsoft Office Button.

¢ Select Print.

it P T2 Zoon Piciicw A print window is displayed as shown in Fig 21.
D-G8 AY- L2005
BN 1 : o2 34050607 8-8 0 9410t AL 012 0 -13- 0 14115 0 8 -
Fig 21
Print ¥ ] %
Printer
Little Master Sachin Tendulkar's highest run scorer in the history of Test cricket with 15,183 Test runs.
Career average (1989-2010, 182 Tests, 15,183 runs) at 56.02. Became the first Indian to surpass the : | .
11.000. Test run mark and the third International player behind Allan Border and Brian Lara. Lara took Llih “ HP Lacgilch o 00ES g eiBiORRITES |
213 innings, Little Master Sachin Tendulkar 223 and Border 259 Second Indian after Sunil Gavaskar to Status: Idle
make over 10,000 runs in Test matches. Litlle Master Sachin Tendulkar and Brian Lara are the fastest
to score 10,000 runs in Test cricket history. Both of them achieved this in 195 innings. Little Master Type: HP LaserJet 5200 PS -
Sachin Tendulkar (8145) world record of runs scored in Tests away from home. Little Master Sachin Where: 192,168.0.17 Print to fle
‘Tendulkar (29) world recerd of Centuries in Tests away from home. First player to reach 12,000-13,000- § M ek
14,000-15,000 Test runs. Holds the record for scoring most 1.000 Test runs in a calendar year. He has Comment: HpLg Ch
done it six times - 2010 (1562 runs), 2008 (1063 runs), 2002 (1392 runs), 1999 (1088 runs), 2001 (1003
runs) and 1997 (1000 runs). Page range Coples
@4l Mumber of copies:
@ Current page O Selection

Type page numbers and/or page
ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12
or plsl, pls2, pls3—pas3

Print what: |Document : Zoom
Print: ‘AH pages in range EI Pages per stieet: | 1 page

Scale to paper size: |No Scaling

(o ][ coca |

¢ Ask the instructor to ensure the printer name to which
your computer is connected.

¢ Selectthe printername fromthe listas shownin Fig 22.

¢ Click OK.

-

Flg 22 print .o
Printer
Name: ﬂ HP LaserJet 5200 PS -4 Properties

e i
/ 2 Find Printer.
oy ) HP Laserdet 5200 PCL 6-new

Where: [ Print to fle
Comment: [ Manual duplex
Page range ]

@ &l ’ﬁ; HP Laserlet 5200 PS (Copy 1)

() currentg ) T
) Pages: | b P Laserdet SP/SVP Postscript

Type pa

ranges s =$’ Microsoft Gffice Document Image Writer —
from the 4 o -
section, Forexampie; type T 5=T

or pls1, pls2, pls3-pas3
Print what:  Decument B OB

B Pages per sheet: 1page

Print: All pages in range E
Scale to paper size: Mo Scaling E
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Tourism & Hospitality
Front Office Assistant - Microsoft Office

Exercise 1.6.25

Manipulating document page using tool bar, editing text - insert, delete, move,
copy, paste, finding, replacing text, spell check grammar check etc.

Objectives: At the end of this exercise you shall be able to
* change font face, size and style

* underline the text and set font effects

* change font color and set highlight color

* set character spacing.

Requirements

Tools/Equipments/Instruments
*  Aworking PC - 1 No./batch.

PROCEDURE

TASK1: Change font face, size and style

1 Create a new file and type the following text

India physical features

Geographical Set Up: India takes its standard time
fromthe meridian of 82 30 E, whichis 5 %2 hours ahead
of Greenwich Mean time ( 0 longitude).Pakistan time
is 5 hours ahead of GMT and Bangladesh time is 6
hours ahead of GMT.

Significance of Location: Barring the plateau of
Baluchistan (which form part of Pakistan), the two
greatranges of Sulaiman and Kirthar cutit off from the
west. Along the north, the great mountain wall formed
by the Hindukush, Karakoram and the Himalayas,
which is difficult to cross, cuts it off from the rest of the
continent. Similarly, the southward of-shoots of the
Eastern Himalayas separate itfrom Russia. The tropical
monsoon climate of India, which ensures afair supply
of moisture and forms the basis of farming in India, is
also aresult of its location in the southern part of Asia.
Since the opening of Suez Canal (1867) India's
distance from Europe has been reduced by 7,000km.
It thus bridges the space between the highly
industrialized nation of the west and the semi-arid, and
south-western Asia and the most fertile and populated
regions in the south-east and far-east countries.

The Trans Himalayas or Tibetan Himalayas: The
largest glaciers are Hispar and Batura (over 57 km
long) of Hunza Valley and Biafo and Baltaro (60 km
long) of Shigar Valley. The Siachen of Nubra Valley is
the longest with alength of over 72 km.The Purvachal
or the Eastern Hills: In the east after crossing the
Cihang gorge the Himalayas bend towards south
forming a series of hills running through Arunachal
Pradesh, Nagaland, Manipur, Mizoram, Tripura and
eastern Assam and form the boundary between India
and Burma. Brahmaputra rivers divide

Himalayas into three sections: the main Himalayas,
the northwest Himalayas and the southeastHimalayas.
The main Himalayas running from the Pamir Plateau
inthe northwestto Arunachal Pradeshin the southeast
are the youngest mountains in the world. The highest
peak of the word, the Mount Everst (8,884m, named
after Sir George Everst). There are about 140 peaks
in the Himalayas whose elevation is more than the
Mount Blanc (4,810m), the highest peak of the Alps.
Thethree mountainranges: the Himadriin the north(the
greater Himalayas)the Himachal in the middle(the
lesser Himalayas) and the Siwalik (the Outer Himala-
yas), facing thr palins of India. The Himadri is of grat
elevations (6,000m)which remains covered with ever-
lasting snows. The Siwalik have some flat-floored
structural valleys knowns as duns. Dehradun is well-
known. Between the Himadri and the Himachal are
some broad synclincal valleys. We also classify them
as Punjab Himalayas, Kumayun, Assam Nepal and
Northern.

Significance of Himalayas: (i) Physical Barriers (ii)
Birthplace of Rivers (iii) Influence on climate (iv) Flora
and Fauna (v) Mineral Resources (vi) Economic
Resources (vii) Tourist

The Great Northern Plains: Lies between the great
Himalayas in the North and the plateau of Peninsular
India in the south. Nearly 2400 km long around 250-
320 km broad, the mostextensive planindeed. Itis said
thatthis region was once a vast depression, filled with
silt - brought down by the three Himalayas River,
namely the Indus, the Ganga and the Brahmaputraand
their numerous tributaries. It contains some of the
richest soils. The bhangar refers to the upland formed
by deposition of older alluviumin the river beds and the
Khadar are lowlands formed by deposition of detritus
of new alluvium in the river beds.
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Bhabar and Terai: Includes those regions where the
Himalayas and other hilly regions join the plains.
Coarse sand and pebbles are deposited. Bhabarlands
are narrower in the east and extensive in the western
and north-western hilly. Water converts large areas
along the river into swamps known as Terai.

The Western or Rajasthan Plains: are known as
Marusthali of Tharand the adjoining Bagarareastothe
west of Aravalli. Luniwhose water is sweetin the upper
reaches and saltish by the timeisreaches the sea. The
several salt lakes in the region such as the Sambhar,
Degana, Kuchaman and Didwana; from which table
salt is obtained. In most of the region shifting sand
dunes occur.

The Punjab-Haryana Plain: These plains owe their
formation to the Sutlej, the Beas and the Ravi rivers.
Many low lying flood plains (called bets) are found
here. The BariDoab between Raviand Beasrivers, the
Bist Doab between the Beas and Sutlejand the Malwa
plain are relatively more fertile plain.

The Ganga Plain: The Ganga-Yamuna Doab com-
prising the Rohilkhand and the Avadh Plain is the tile
area that is drained by the tributaries of Ganga.

The North Bengal Plains: the Plains extending from
the foot of Eastern Himalayas to the northern limb of
Bengal basin cover an area of 23,000km?.

Brahmaputra Plains: This is a low level plain, rarely
more than 80km broad, surround by High Mountain on
all sides except on the west.

Significance of the Great Plains: Riverine region,
Fertile soil, favorable climate, flat surface, constructions
of roads, extensive system of irrigation.

The Peninsular Plateau: oldest structure of the Indian
subcontinentwhose slow and steady movementtowards
north and north-easthas been responsible for creation
of the Himalayas and the Northern Plains in place of
the Tethys sea of geological time. It is marked of from
the Indo-Gangetic plain by the mountain and hillranges
such as the Vindhyas, the satpura, and Mahadeo,
Maikal, and Sargujaranges with the average heightis
usually divided into two major subdivisions with the
Narmada valley as the line of demarcation. The region
north of the Narmada valley is known as the Central
Highlands and in south of the Narmada valley lies the
Deccan Plateau.

The Central Highlands: Old AravalliMountain on the
westand the Vindhyas on the south. This region slopes
northward to the Ganga plains. The western part ofthe
Central highlands is known as the Malwa Plateau. The
Central parthas anumber of small plateaus like those
of Rewa, Baghelkhand and Bundlekhand. The eastern
part of the Central Highlands comprises the
Chotanagpur plateau.

The Deccan Plateau: The Deccan Plateau extends
from the vindhyas to the southern tip of the Peninsula.
This triangle plateau is at its widest in the north. The

Vindhya Range and its eastern extension namely
Mahadev hills Kaimuir Hills and Maikal Range from its
northern edge. Western Ghats are known by different
regional names such as the Sahyadris in Maharastra
and Karnataka, the niligris in Tamil Nadu and Annamalai
and the Cardamon hillalong the Keralaand Tamil nadu
border. The elevation of the ghats increases towards
the south. The highest peak, Anaimudi (2,695 m)isin
Kerala. The mostimportantgap in the Western Ghats
is the Palghat gap which links Tamil Nadu with Kerala.
The Bhorghatand the Thalghat are other gapslyingin
Maharastra state.

Eastern Ghats: These hills rise steeply from the
Coromandel coastal plain. The Eastern Ghats are well
developed in the region between the Godavari and
Mahanadi rivers. The Eastern Ghats and Western
Ghats converge in the Nilgiri hills. Dodda Betta (2,637
m) is the highest peak in the Nilgiri hills.

Significance of Peninsular Plateau: (i) Geological
richness (ii) Sources of Irrigation and hydroelectricity
(i) Agricultural Resources (iv) Forest Resources (v)
Rich Fauna (vi) Cultural Influences.

The coastal plains and islands

The Coastal plains: The Peninsular plateau is bounded
by coastal plains on the east and west. There is wide
difference between the eastern and western coastal
plain. The west coast is narrower but wet. East coast
much wider butrelatively dry. Anumber of river deltas
occur on the east coast. The deltas of east coast from
the 'granary' of the five southern states- Andhra
Pradesh, Tamil Nadu, Karnataka, Kerala and
Pondicherry. The western coastal strips which have
a large number of lagoons and back waters on other
hand are noted for spices, areca nuts, coconuts palms
etc.

2 Press Ctrl+S to save the file as "India.docx".

3 Select the text India physical features using Format
Tool Bar as shown in (Fig 1).

4 Click the '"Home' menu as in Fig 2.

5 Click on the Font list as in Fig 2.
Verdana -

6 Choose the font as Arial as in Fig 2.

7 Choose the font size as 12 in Fig 3.

8 Clickon B button or Ctrl+B to bold the selected text

as in Fig 4.

9 Select first paragraph as shown in Fig 5.

10 Click = £ button or Ctrl+| to italicize the selected text

as in Fig 5.
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Fig 1
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= Font Paragraph [

Geographical Set Up: India takes s standard time from the meridian of 82 30 E, which is 5 1 hours ahead of
Greenwich Mean time (0 longitudes). Pakistan time is 5 hours ahead of GMT and Bangladesh time is 6 hours
ahead of GMT.

Significance of Lacation: Barring the plateau of Baluchistan (which form part of Pakistan), the two areat ranges of
Sulaiman and Kifthar cut ft off fom the west. Along the north, the great mountain wall formed by the Hindukush,
Karakoram and the Himalayas, which is dificult to cross, elts 1t off fram the rest of the continent. Sirnilatly, the
southward of-shoots of the Eastern Himalayas separate it from Russia. The tropical monsoon climate of India,
which ensures a fair supply of moisture and forms the basis of farming in India, is also a result of its location in the
southern part of Asia.
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Fig 3
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Fig 5
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INDIA PHYSICAL FEATURES

Geographical Set Up: dia takes its standard
time from the meridian of 82 30 E, which is 5
% howrs ahead of Greenwich Mean time ( 0
longitude) Fakistan time is 5 hours ahead of
GMT and Bangladesh time is & hours ahead of
GMT.
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TASK 2 : Underline the text and set font effects

u

1 Clickon button or Ctrl+U to Underline the textas
in Fig 6.
Fig6
r T
_"_J/I Home Insert Page Layout References Mailings R

_1 & Times Mew Ronfan 112 - A 1"||ﬁ_'/l| [:= - éE =
= EF ]

Paste F||B I U abe x, " Aavua.l?)vﬁvl 1=

Clipboard = Font I
5 i ab =
Td9 052 -
g
zl |-2-|-1-|-e-|-1-|-2-|-3-|-4-|-5-|-

INDIA PHYSICAL FEATURES

CGeographical Set Up: India talkes 1

2 Place the cursor at the end of the document and type
the following text

Thar Desert, registered a temperature of 50.6°C
and 15% of water (H,0)

3 Select'o' asinFig7.

Fig7 INDIA PHYSICAL FEATURES
Geographical Set Up: India takes its standard
time from the meridian of 82 30 E, which iz 5
L4 howrs ahead of Greenwich Mean time ( 0
longitude) Pakistan time iz 5 howrs ahead of
GMT and Bangladesh time is 6 hows
ahead of GMT.

Significance of Location: Barring the plateau
of Baluchistan (which form part of Palkistan),
the two great ranges of Sulaiman and Kirthar

cut it off from the west.
Thar f Desert, registered a temperatre of

50.60C and 15%6 of water (H20)

4 Clickon = button as in Fig 8.

| Insert References

Page Layout

I
I !I 5 Times Mew Roman =11
o |

e 3B L U F A

Iailings

& AR =k

Clipboard
dHd92-0G%- -
j_’_ . 2 5 s 6
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el

Font

5 The selected text is set as superscript as in Fig 9.

Fig9

Thar Desert, registered a temperature of 50.6°C and 15% of water (H20)

6 Select2 asin Fig 10.

Fig10 Thar Desert, registered a temﬁature
)

of 5050 and 15% of water (HZO

7 Clickon ¥, button asin Fig 11.

Fig 11

References

- A A2

(B Z U -abe 3, 3 Aa-|[2”- A -|
2

me ; Insert Page Layout

Arial (Body CS) ~14

8 The selected text is set as subscript as in Fig 12.

Fig12 Thar Desert, registered a temperature

of 50.5°C and 15% of water (Hz0)

9 Select the text as in Fig 13.

Fig13
isert FPage Layout References Mailings Review
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Significance of Location)yBarring the plateau
of Baluchistan (which form part of Palistan?,

the two great ranges of Bulaiman and Eirthar
it it AFF Frearn tha mract Alaes tha nerth tha

10.Click on abg buttonto draw the line through the middle
of the selected text as in Fig 14.

Fig 14
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I Size -
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d Watermark ~
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Page Background

Significance of Location: Barrin%/{he plateau
of Baluchistan (whichformpartof Palaistan),
the two great ranges of Zulaiman and Eirthar
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Thelineis drawn through the middle of the selected
text.
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TASK 3: Change font color and set highlight color

1 Select the text "India physical features" Fig 17
Insert Page Layout Refarences K ailings Reviev
2 Clickon & * buttonand choose red colour from the S T | T
Body CS) N ey E I ==t
color palette as in Fig 15. I W~ s 3, > Aa-|[T-A ] [EE
Flg 15 ) Font -
- s |
ert Page Layout  References Mailings Review  Viey 5 g I T S RS
= = = --
fy CS) 12 |A A ‘L_;} = ;_ . ||=,— % o Color
Ul-shex, X Aa-[W- A EZEEE-|5- “INDIA PHYSIC, top Highlighting
‘. Geographical Set Up: India  takes  its
Font |. Aufamaie standard time from the meridian of 82 30
V. = Theme Colors — - - - . —— —
| o i EEEEEE The selected text is highlighted to grey color as in
— III Fig 18,
“INDIA PHYSICAL F o I I I I I I Fig18 3
e o tandard Colors Home | Insert  Pagelayout  References  Mailings  Review
eographica e :\.. = DI A—
standard time from t O ENEEE 2 g; Arial (Body C5) -|1z [T (= e -
E, which is 5 % hour 18 | More Colors... Pute 3 (B I O -sex, X Aa|[R-A|EEEE
Clipboard = Fant = Pz
The selected colourtextis changed tored asin Fig 16. SH9-6&2- -
 CHRFNFRNRFINRCERRETEITARCXEY |
Fig 16 Home Insert  Pagelayout  References  Mailings  Rev 3 “INDIA PHYSICAL FEATURES®
, = _ - Geographical Set Up: India takes its
© | Arial (Body CS) -1z - A A'I|i| [fI=-4=-4 A standard time from the meridian of 82 30
E o E, which is 5 ¥2_hours ahead of Greenwich
FB £ U -shex,  Aa-|R2-A- = i 5, Mean time ( O longitude) /
= Font s B Significance of Location: Barring #the
g plateau of Baluchistan (which form part of
-0 ﬁﬂj -A‘w = 3 Pakistan), the two great ranges of
v_ = Sulaiman and Kirthar cut it off from the
P 3 4 S 5 7 un west. Along the north, the great mountain
= wall formed by the Hindukush, Karakoram
L and the Himalayas, which is difficult to
- cross, cuts it off from the rest of the
~ continent. The tropical monsoon climate of
- India, which ensures a fair supply of
“INDIA PHYSICAL FEATURES" co ‘mow_sture and forms the b_asls of f_arm\ng in
e — - ndia, is also a result of its location in the
\—_}. southemn part of Asia
é The Trans Himalayas or Tibetan
ayl? ol Himalayas: The largest glaciers are Hispar,
. - is! and Batura {owver 57 km lona) of Hunza
4 Clickon =y = button and choose green colour from

the color palette as in Fig 17.

TASK 4: Set character spacing

1 Select the second paragraph as in Fig 19.

Fig 20

rot Font l% ‘
rt Page Layout References Mailings Review kFom P
r C§) - : 12 - Character Spacing

| T = —
2 - A 2 |E i i i‘ Spacing: |Norma\ El By: | E‘
|- Position: - By:
Font I P: Kerring for fonts: Points and above

U -abe %, X Aa~

Geographical  Set  Up: India  takes its

S P ST TR i TR i B it B R

2 Clickon fgst button to open the font dialog box as in
Fig 20.

Preview

—_— Sample s w0 el |

This is the body theme font for Complex Script text. The current document theme defines which fort will
be used.
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3 Click | = of Spacing and choose expanded as in
Fig 21.

Fig. 21

Font L2l R

Font Character Spacing |
Scale: ‘ 100% / EI

Spacing: ‘ Expanded ©

Kerning for fonts: Points and above

Preview

| Sample B B T

This is a TrueType font. This font will be used on both printer and screen.

[Comr =

4 Click OK.

The selected textis changed to expanded formatas
in Fig 22.

Fig. 22

ge Layout References Mailings Review  View

E 2Ew w3 7] AaBbCC | AaB
ESEEz0 5

Paragraph [

A

ThMormal THNo 5

Font [ |

I - R T R R T R R R R I SR I e E e RIS R R IR I P

“INDIA PHYSICAL FEATURES”

Geographical Set Up: India takes its standard time from the meridian of 82
30 E, which is & ¥2 hours ahead of Greenwich Mean time ([} longitude)

Significance of Location: Barring the plateau of Baluchistan (which form
part of Pakistan), the two great ranges of Gulaiman, and Kirthar cut it off
from the west. Along the north, the great mountain wall formed hy the
Hindukush, Karakoram and the Himalayas, which is difficult to cross, cuts it
off from the rest of the continent. The tropical monsoon climate of India,
wihich ensures a fair supply of moisture and forms the basis of farming in
India, is also a result of its location in the southern part of Asia.
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Tourism & Hospitality
Front Office Assistant - Microsoft Office

Exercise 1.6.26

Inserting and modifying tables.

Objectives: At the end of this exercise you shall be able to
» format paragraph

* add borders and shading

» create new styles.

Requirements

Tools/Equipments/Instruments
*  Aworking PC - 1 No./batch.

PROCEDURE

TASK 1: Formatting paragraphs

1 Open — Sample3. doxc Fig 2
2 Select all the text or press Ctrl+A

3 Click &= orjustify Ctrl+J the text gets aligned on both

left margins, right margins and removes extra spaces
between words as in Fig 1.

Fig 1

Home | Insert  Pagelayout  References  Mailings Review me =
Elamomes o[ B 512 e
F/B I U -dex, CAa-Z-A-|EESEE Sy~ -

=] l Paragraph

*INDIA PHYSICAL FEATURES”

Geographical Set Up: India takes its standard time from the meridian of 82 30
E, which is 5 % hours ahead of Greenwich Mean time (0 longitudes).

Paragraph =

indents and Spacna | Line and eage Breaks |

General N =

Aligriment: Justified E
outline level:  |Body Text E

Direction; @®) Right-to-left @ Left-to-right
Indentation —
Before text:  |[Ocm Special; By:

After text:  [Dom (none) :
Mirror indents

Spacing
Before: 0 pt Line spacing: At:

After: 5 pt Single :

Don't add space between paragraphs of the same style

ko

Preview

Significance of Location: Barring the plateau of Baluchistan (which form part of Fig 3
Pakistan), the two great ranges of Sulaiman and Kirthar cut it off from the west.
Along the north, the great mountain wall formed by the Hindukush, Karakoram
and the Himalayas, which is difficult to cross, cuts it off from the rest of the
continent.

4 Click I = of the paragraph dialog box as in Fig 2.

5 Select | ¥ | of Line spacing to 1.5 lines as in Fig 3.

Click OK and the text will be displayed as Fig 4.

7 SelectthetextINDIAPHYSICAL FEATURES as shown
in Fig 5.

8 Click
Fig 5.

il

button to centre the selected text as in

Paragraph i , |l

Indents and Spacing ‘ Line and Page Breaks ‘

General

Aligriment: Justified -
Outline level: | Body Text -

Direction: () Right-to-left @ Left-to-rignt
Indentation
Before text: Special: By

After text: Ocm El (none) El

Mirror indents

Spacing
Before: Line spa:\% At
After: 0 pt E 1.5 hmes' : E

Don't add space behieen paragraphs of the same style

Preview

Tabs.. Default... Ok Cancel
| | fecad] |

]

69



Flg 4 “INDIA PHYSICAL FEATURES”

Geographical Set Up: India takes its standard time from the meridian of 82 30 E, which is 5
¥z hours ahead of Greenwich Mean time (0 longitudes).

Significance of Location: Barring the plateau of Baluchistan (which form part of Pakistan), the

two great ranges of Sulaiman and Kirthar cut it off from the west. Along the north, the great
mountain wall formed by the Hindukush, Karakoram and the Himalayas, which is difficult to

cross, cuts it off from the rest of the continent. The tropical monsoon climate of India, which
ensures a fair supply of moisture and forms the basis of farming in India, is also a result of its

location in the southern part of Asia.

TASK 2: Add borders and shading
1 Click Page Layout page border as in Fig 6.

Fig6
E’a‘ 3 & = word
- =

Home Insert 4 Pagelayout | References  Mailngs  Review  View

E [ =8 E ZOrlenlallon - ¥= Breaks - Watermark | Indent Spacine
""" [al-|| 103 size - {2 Line Numbers - | A Page Color - || 2 0 em : |Gt o
hemes r=_ | Margins == . R | L. =

e o] “ "9 22 Columns - b2 Hyphenation - || []] Page Borders || g2 cm - le=0p
orders and Shading o —— M

Borders Page Border ‘ Shading |

Setting: Style: / Preview

MNore _— é

Click on diagram below or Lse
buttons to apphy borders

3D
e =
with:

Custom V2 pt i
pply to:

ALt ‘Whole docurment E‘

(none)

Horizomntal Line.. Ok | I Cancel I

2 Select [:I Box in setting

3 By moving the scroll bar of Style select double line as
in Fig 7.

Fig7

jorders and Shading 2] &

F|gs Insert  Pagelayout  References  Mailings

oy 12 -|A K] = 19 902409 | AabCe | aaBbee A

I U -sbe 3 X Ax-|¥- A -|[= TNormal | TNo Spacing ~ Heac
Font & Paragraph = Styles

T ’ =

| R R R R R SR R R D R Y SR R R

«INDIA PHYSICAL FEATURES™

Geographical Set Up: India takes its standard time from the meridian of 82 30 E, which is 5
Yz hours ahead of Greenwich Mean time (0 longitudes).

Significance of Location: Barring the plateau of Baluchistan (which form part of Pakistan), the
two great ranges of Sulaiman and Kirthar cut it off from the west. Along the north, the great
mountain wall formed by the Hindukush, Karakoram and the Himalayas, which is difficult to
cross, cuts it off from the rest of the continent. The tropical monsoon climate of India, which
ensures a fair supply of moisture and forms the basis of farming in India, is also a result of its

Fig 8 - "
N India Physical Features

Geographical Set Up: India takes its standard
tirme from the meridian of 82 30E, which is
5% hours ahead of Greemwich Mean Time (0
longitude. Pakistan time is 5 hours ahead of
GMT and Bangladesh time is 6 hours ahead of
GMT. Significance of Location: Barring the
plateau of Baluchistan (which form part of
Pakistan), the two great ranges of Suleirman
and Kirthar cut it off from the west. Along the
north, the great mountain wall formed by the
Hindukush, karakoram and the Himalayas,
which is difficult to cross, cuts it off from the rest
of the continent. Similarly, the southward of-
shoots of the Eastern Himalayas separate it
from Russia. The tropical monsoon climate of
India, which ensures a fair supply of moisture
and forms the basis of farming in India, is also a
result of its location in the southern part of Asia.
Since the opening of Suez Canal (1867) India's
distance from Europe has been reduced by
7,000k, It thus bridges the space between the
highly industrialized nation of the west and the
semi-arid, and south-western Asia and the most
fertile and populated regions in the south-east
and far-east countries.

5 Select Page Layout — - Jﬁ] Page Color = as Fig9.

‘ Borders | Page Border | Shadng

Setting: Style: Preview

,,,,,,,,,,,,,,,,, - Click on diagram below or Lse
hlone bttons to apply borders

e (=]
Box S, ‘ ;/

Color:
Automatic

Width:

Custom wpt

Tijfun]
]

Apply o

Wyhole document

ALt
(none)

El [

4 Click 'OK".

The document appear with the page border as
shown in Fig 8.

Fig9

rough.docx - Micro

Page Layout | References Mailings Review

ientation ~ 'E?Breaks 2 B Watermark

Size - lﬂ Line Numbers ~ @Page Color ~
Columns ~ b€ Hyphenation ~ D Page Borders
| .
Page Setup [« || Page Background |

b2 1 +3 141516 1:F=1:8:

6 Click |;| button a color palette appear as in Fig 10.
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7 Select color as 'blue' as in Fig 10. Fig 11
sert | Page Layout References Mailings Review View

Fig 10 : : p

I IDIA ] u_bﬂriemaﬁon = 'i_—jBreaks . L}] Watermark = Indent SH
A docx - v o :
[} Size - £ Line Numbers ~ @Page Calor 'i = 0am 2 :
Page Layout References Mailings Review View S BE columns - bE Hyphenation - Theme Colors 15
— ; -
Inendation ~ E&eaks ¥ m Watermark -/ Indent Page Setup M H EEEEENN ragrapl
!:Ir.] Line Numbers ~ @Page Color ~ a 0 cm ib? . 9‘,- -

olumns = b2 Hyphenation ~ Theme Colors B L 0 -2-1-3:1:4:1:5 l IIiIIIlI i '».:3“’
= H EEENENN e ) D 1

Page Setu
- E Standard Colors

.,.2.,.5...4.,.5.,. INDIA PHYSIC Mo Color
ax . - o Blue
More Colors...

Geographical Set Up: India takes its st B0 E
Standard Colors

which is 5 % hours ahead of Greenwich Fill Effects... Biss
| ] | fEEEEE
e

hours ahead of GMT and Bangladesh fim)
| Mo Color

Significance of Location: Baring the plateau of Baluchistan (which form part of
Pakistan), the two great ranges of Sulaiman and Kirthar cut it off from the west Along
the north, the great mountain wall formed by the Hindukush, Karakoram and the
Himalayas, which is difficult to cross, culs it off from the rest of the continent.
Similarly, the southward of-shoots of the Eastern Himalayas separate it from Russia.
The tropical monsoon climate of India, which ensures a fair supply of moisture and
forms the basis of farming in India, is also a result of its location in the southermn part of
Asia.

More Colaors...

Fill Effects...

The document appear with the page color as shownin
Fig 11.

TASK 3: Creating new styles

1 Selectthetext 2 Click the Home tab as shown in Fig 12.
| Sachin tendulkar in the history of cricket

Fig. 12
Fi Sample3.docx - Microsott Worc
I Y
. ! Home | Insert Page Layout References Mailings Review View
=1 & : S T e e - S
Arial (Body C5] -110 - 14 .|| &= 5=
P e o €9 TNIN(E =2 £=vw| w4341 | AaBbCCcl| AaBbLCCT AaBbCc A
Paste B I T *I x x’- A.'. E’- A -|||[8 = = by - H:E.- TMarmal Tho Spacing  Heading 1 = Change
3 J | Il i |-~ |||:| || iijE | | =R | ™ styles + ||
Clipboard M || Font T Paragraph M | Styles =)

AaBbCe Fig. 13
3 Select Styleg —
5“'3"@ SACHIN TENDULKAR IN THE HISTORY OF CRICKET

4 Textappears shown below Sachin Tendulkar’s highest run scorer in the history of Test cricket

with 15,183 Test runs. Career average (1989-2010, 182 Tests, 15,183

Sachin tendulkar in the history of cricket ;
runs) at 56.02. Became the first Indian to surpass the 11,000. Test run

5 Selectthe text from the given paragraph (Fig 13). mark and the third International player behind Allan Border and Brian
Lara. lara took 213 innings, Sachin Tendulkar 223 and Border
259.Second Indian after Sunil Gavaskar to make over 10,000 runs in

% Test matches. Sachin Tendulkar and Brian lara are the fastest to

6 Select drop down arrow E::T:'f in change style. score 10,000 runs in Test cricket history. Both of them achieved this in

- 195 innings. Sachin Tendulkar (8145) world record of runs scored in
Tests away from home. Sachin Tendulkar (29) world record of
7 Select the style set from change styles —> Fancy. Centuries in Tests away from home. First player to reach 12,000-

. . . . 13,000-14,000-15,000Test runs.
8 Save the file with appropriate file name.
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Inserting and modifying tables.

Objectives: At the end of this exercise you shall be able to
¢ insert table in a document
 sort the data.

PROCEDURE

TASK 1: Insert table in document

1 Create a blank document. 5 Positionthe mouse onthe Insert Table box and drag to
fifth box right and down to next row release the mouse

2 Type "Trainees mark sheet"
ype iral button as in Fig 3.

Click Insert — Table as shown in Fig 1.

Fig 3
Flg 1 1 Documentl - Microsoft Word E
‘ Home I Insert Page Layout References IMailings Review View ‘ C
Home Insert Page Layout References Mailings Review| &olr s v
[3 coverp b‘ l EI LPsh 2, Hyperlink E l;,-:lﬁriml o _ o) [ Sl W fow
over age 7 apes -~ ype
Paste _ o ok 2= "=.- =
() BlankPage [j—rd Ll ) smartart | Bookmark - I """"A'HWAH':"-H‘:
%= Page Break | ;?h | me" Clip art/ il chart mCross reference lipboard 1 | Font & Paragraph
P:’g_ﬂ_ s ,Iu'/lﬂ'.rt 'l;abl' { mks jﬂ ﬂ~ a Q;"y T %

s ‘\xé‘\-3-ix4-|‘5-;§§6‘\-7‘§S-I-Q-x

VB e Tl

|

SI.No. P

I
LI

HEN
LI

jﬁﬂﬂ[]ﬁﬁjlj 6 Type SI. No. in the first column.
7

9 Click Tab key to move to the next column

[= SR - T I 0 Y-S CT- 0 I S I  I T

B3| Insert Table... Move the first column line.

B | raw Table 8 Move table column by click the mouse button towards
:?J Conyert Text to Table |eft

E] Excel Spreadsheet

=

Quiick Tables »

10 Type "N f the Trainee" as in Fig 4.
4 Positionthe mouse on Insert Table box and drag to fifth 0 Type "Name of the Trainee" as in Fig

boxrightand down to nextrow release the mouse button Fig 4
as in Fig 2. Trainees Mark Sheet
Fig2 NAME OF THE
Insert | Pagelajout References Maiings  Review  View SLNO TRAINEE
. [y Shapes = B Hyperlink (3 Header -
ESmanAn | A Baokmark | @ Footer -
Picture  Clip Cha ' eee-rf - Phge hiniber ™
- Art il char fm | £ Page 11 Repeat the steps 6 to 10 enter following text.
5x2 Table Hs Header & Footer
11 ||_||_||_| - 12 Position the cursor onfifth column and selectas shown
| x| in Fig 5.
[ ] Fig5
— 'Framees Mark Sheet
] SLNO MAME QF THE FRACTICAL THEQRY SOCIAL
_| ] | ] ” | TRAINEE (120) SCIENCE %
| T nirnrnnd 13 Right click the mouse to select Insert —

Ea Insert Table...

lj} Insert Columns to the Right as in Fig 6.

74 Draw Table
-?_—1, Conyert Text to Table . " .
A blank column as shown in Table 1"Trainees
@ Excel Spreadsheet mark sheet"
| Quick Tables »
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Fig6
Trainees Mark Sheet &
. SL.NO NAME OF THE PRACTICAL THEQRY S0CKA -
TRAINEE (120 | SCIENE [ Paste
{ 'II Insert Columns to the Left Insert >
T Insert Columns to the Right Delete Cells..
B4 Insert Rows Above G split Cells..
E Insert Rows Below u Borders and Shading...
S"’ Insert Cells... llﬁ Text Direction...
Cell Alignment L
AutoFit »
a Table Properties...
S Bullets »
55 Humbering »
% Hyperlink...
ﬂ Look Up...
Synonyms »
English Anda) | Translate 4

14 Position the cursor on the six column and type "

17 Click & Formula from Data.

A drop down menu appear on the screen as
shown in Fig 8 and click OK.

Fig 8

Formula | ® &3

Formula:

|=SUM(LEFT) ‘

Mumber format:

| =]

Faste function: Paste bookmark:

| [ | E
QK ] I Cancel ]

The corresponding row total appears on the
screen as shown in Table 2.

TOTAL" Table -2
! Sl Nameof | Practical Theory | Social Total
SI.No.| Name ofthe |Practical | Theory | Social No i the (120) (30) science |(200)
Trainee Science rainee (50)
1. | HARE 90 95 44 229
2. | MANJU SHRI| 67 58 45
3. | SRIVIDYA 90 95 41
4. | SRINITHI 90 56 39
Table -1 5 | PRIYA 90 78 46
6. | KAVITHA 79 77 43
ﬁ" Nameof | Practical Theory |Social |Total 7. | RAVI 56 54 35
0 the (120) (30) science |(200) 8. | SHANKAR 78 66 30
trainee (50) 9. | PREM 74 68 25
1. | HARE 90 95 44 10] PRAVEEN | 35 33
7 .
2. | MANJUSHRI 6 58 45 18 Position the cursoron second rows of total to calculate
3. | SRIVIDYA | 90 95 41 the row total. Select Layoutfrom the access tool bar and
4. | SRINITHI | 90 56 39 Click fe Formula from Data.
5. | PRIYA 90
8 46 A dialog box appear on the screen as shown in
6. | KAVITHA 79 77 43 Fig 9.
7. | RAVI 56 54 35
Fig 9
. HANKAR 78
8. 1S 66 30 g mlnsenaemw ajnexgecens flone ;B EEHE A= M A | EZiRepeat Header Rows
9 PREM 74 68 25 @Insmm‘ ‘ﬁSplllCells ‘u:l 219cm m‘@@g =i | Z¢ whcomverttoText
: “ o Bimerttiont | BT | - [l ovectonbtarges | P
10.| PRAVEEN 35 95 33 Rw_fs&tolumns B Merge Cellsze [+ Alignment. Data

15 Typethefollowingtable-1.

16 Position the cursor on the below the TOTAL column.
Select Layout from the access tool bar as shown in
Fig 7.

Fig 7
sign | Layout :l /
E @ E A_‘ @ | Al ‘;:jRepeat Header Hows
| E HE=E _— Z HE Convert to Te;
Text Cell Sort
HE E Direction Margins ‘ﬁ. Eaembily
~ Alignment (| _ Data_

8l NAME OF THE PRACTICAL | THEOR | SOCIAL TOTAL

NO. | TRAINEE (120) Y SCIENCE (200)
(30) (50)

I, HARE 90 95 44 229

2. MANJU SHRI 67 58 45

3. SRI VI Formula | - : - M

4. SRINI} 5

3 PRITA Formula:

-6. vl |=SLM(BOVE) ‘

- Number format:

A RAVI || =

8. SHANT ‘ |Z|

9. PREM Paste function; Paste bookmark:

10. | PRAVH ‘ |Z| ‘ IZI
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19 Change Formula =sum(left) asin Fig 10 and click OK.

Fig 10
ElN NAME OF THE PRACTICAL | THEOR SOCIAL TOTAL
NO. | TRAINEE (120) Y SCIENCE (200)
(30) (50)

1. HARE 90 95 44 229
2. ML LR < fr
3. | og formula W P [
4. SR| Formula:
s. PR ‘:EUM@eft) ‘ i
6. K4 | number format:
i RA ‘
8. SH | paste functon: Paste bookmark: N
ol | [ of—
10. PR I

—

20 Repeat the steps No.18 & 19 tofill the total column as
shown in Table 3.

Table -3

No| e |G | ey | S| 1o

(200)

trainee (50)

1 | HARE 90 95 44 229
2 | KAVITHA 79 77 43 199
3 | MANJUSHRI| 67 58 45 170
4 | PRAVEEN 35 95 33 163
5 | PREM 74 68 25 167
6 | PRIYA 90 78 46 214
7 | RAVI 56 54 35 145
8 | SHANKAR 78 66 30 174
9 | SRINITHI 90 56 39 185
10 | SRIVIDYA 90 95 41 226

TASK 2: Sort the data

1 Select from the second row of table till the end of the
table as shown in Fig 11.

The names of the trainees as been arranged
alphabetically as shown in Table 4.

Fig. 11
SL NAME OF THE PRACTICAL | THEORY | SOCIAL TOTAL Table - 4
NO. | TRAINEE (120) (30) SLCENCE (200)
T | HARE 50 5 5110} 55 Sl.|' Name of |Practical | Theory |Social | Total
2. | MANIUSHRI &7 5 3 ™ No the (120) (30) science | (200)
8 SRIVIDYA 90 95 41 226 trainee (50)
4 SRINITHI 90 56 39 185
5 PRIYA 90 78 46 214
5. |KAVITHA 9 77 EE] 199 1 | HARE 90 95 44 229
7 |RAVI 56 £ 3 145
8 SHANEAR 78 66 30 174 2 KAVITHA 79 44 43 199
9. | PREM ] 68 25 167 3 | MANJUSHRI |67 58 45 170
10 PRAVEEN 35 95 33 163
4 | PRAVEEN 35 95 33 163
a 5 | PREM 74 68 25 167
2 Click ZL from paragraph dialog box. A sort text box 6_| PRIYA 90 78 46 214
ot 7 | RAVI 56 54 35 145
appears on the screen. 8 | SHANKAR |78 66 30 174
3 Select the column for sorting and press OK as in 9 [SRINITHI |90 56 39 185
Fig 12. 10 | SRIVIDYA |90 95 41 226

Fig 12

Sort pE: X' |
t | Mumber hd El @) ascendng
E .Parag'aﬂ'ns 4 El © Qescendng
o [Text o [] ©@#seenang
. s o] ©o==w
o [rext :l @ Ascendng
: |Paragraphs z] ) Desoending

(o ][ cace
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Tourism & Hospitality

Exercise 1.6.27

Front Office Assistant - Microsoft Office

Mail merge using MS word

Objectives: At the end of this exercise you shall be able to

* create a format letter
* type list of recipients and edit recipients list.

Requirements

Tools/Equipments/Instruments

*  Aworking PC - 1 No./batch.

PROCEDURE

TASK 1 : Create format letter

.

II
g

1 Select Mailing — start kiail
Merge ~

A drop down menu as shown in Fig 1.

a Home Insert Page Layout References I ailie
= = = 5
Ry & =
Envelopes Labels | |[Start Mail| Select Edit Highligh
Merge ~ |Recipients - Recipient List || Merge Fie
Create ‘___] Letters | .
ig -3 ﬂ =2 E-Mail Messages |
ﬂ =1 Envelopes... 4
t=i | Labels.. l—
o J Directary
& @. MNormal Word Document
E a_‘j Step by Step Mail Merge Wizard...
: 1
2 Select || Letiers a blank word document

appears on the screen.

3 Typethefollowing letter

FROM

TO
National INSTRUCTIONAL media institute,
CTIl campus, guindy,
Chennai 600 032

Sir,

We trainees studying in ITI, we need to know the price
list of few trades for purchasing course materials like

1. COPA 2. FITTER
3. WELDER 4. TURNER
5. PPO 6. MACHINIST
7. COE AUTOMOBILE (BBBT & AAT)

Sir Please send us the price details and the discount
details, which willenable ourfriends to give bulk orders.

Thankingyou

TASK 2: Type the list of recipients and edit recipients list

Select
Recpients -

1 Select [jalings® choose and click

"type new list" as on Fig 2.

A "New address list" window appears on the
screen as on Fig 3.

Fig 2

Home Insert Page Layout References Iailings
- _l 1 \a ?
=L | 0

B 3

Envelopes Labels || Start Mail|  Select Edlit Highlight ¢

Ierge ~ Reapients ~ Fecpient LI;I‘/T.|?I'-I_|9 Fields
Create E Type Mew List... ¥
j E '7 T I ﬁ S : Use Existing List..

&
E i I e e 8 Select fram Outlook Contacts...
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Fig 3

New Address List { g 3
Type recipient information in the table, To add more enfries, click Mew Enfry.
|TM9 ~ |FirstName w|LastName «|Company.. «|AddressLi.. |AddressLi v| City

B

< 11l »

l [eni Entry l l Bind... ]

[ Delete Entry ‘ [ Customize Columis,.. }

Ok Cancel

2 Select "Customize columns"

A "Customize Address list" window appears on
Screen as on Fig 4.

Fig4

Customize Address List

Field MNames

-
First Mame

Last Mame
Company Mame
Address Line 1
Address Line 2
City

State

ZIP Code

Country o Region
Home Phone
Work Fhone
E-mail Address

Delate

Rename...

B &
o L]
g3

- Move Down

Cancel

Lo

|

3 Select "title" & click "Delete"

The title gets deleted & a screen prompts as
"Are you sure you want to delete field "title"?.
Click "Yes" as on Fig 5.

Fig5
Customize Address List y) 2 >
Field Marnes
Add...
First Mame
Last Mame

Company Mame
Address Line 1
Address Line 2

Country or Region

Home Phone

Work Phone
Microsoft Office Word [ &

Are you sure you want to delete field Tile' £ Any information contained in this field wil be deleted as

‘@ well,

1 Use select & delete "Country & region”,
"Home phone”, "Work phone"” & "Email
address”

2 (Fig 6) shows thefinal customize address list
window.

Fig6
[(®] &%

Customize Address List

Field Mames

First Mame -~
Address Line 1
Address Line 2

Ci%

Delete

Rename...

=
1
fa

Marve LUp

.

4 Press OK the screen displays as shown in Fig 7.

Cancel ]

Fig7
INew Address List [t ]
Type recipient information in the table. To add more entries, click Mew Entry.
|F|rstName w | Address Li. w | Address Li.. w | City | ZIP Code -
l Tewr Eniry I [ Eind... I
l Ceelete Entry I ICustomze Columns... I [ QK l l Cancel
5 Type "HARI" below "First Name " as in Fig 8.
Fig 8
New Address List ), 2 P
Type recipient \r%nanom in the table. To add more entries, click New Entry.
|F|rslNam/ leddress Li.. w|AddreseLi.. | City ¥ |2IPCode  ~
B |
[ [ew Erfry ] l Eind... I
[ Delete Entry. ] l Customize Columns... I Cancel

6 Press"TAB"keytomove tothe nextcolumnorposition
the mouse button on the next column and rightclick the
mouse.

7 Repeat the step 6 to enter the following data as in
Fig 9

8 ClickOKand a"Save Address list" dialog box appears
as shown in Fig 10.
9 Type " MAIL ADDRESS" as file name.

10 Click save.
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Fig9

New Address List -7

Type recipient information in the table. To add more enfries, click hew Enfry.

FirstName [ Addiess i v [Address i w [Tty v[ZPCode  ~
|__|HART 3RD CROS.. ADYAR CHEMNMNAL 600025
| |soBin 151, PARK .. NEAR ARP.. MNAGERCOIL 629004
||| cmmarars  classich.. sHanTHIC.. HOSUR 635109

b | NS AYYEYIN w12 ROAD

15, POOKO.. THARANAL.. TRICHY 620008

VIGNESH

Fig 10

% Save Address List

@_@.| ). » Mew Folder (2)

% ‘ M ‘ ‘ Search

‘_ Name | Date modified  Type Size Tags
i) MAIL ADDRESS1.mdb

Favorite Links

E\ Documents

More »»

Folders &
5 MNetwork =
Q Control Panel
§ Recycle Bin

J. chemical 13-19 )
| DOT-15-2-2010
Figs.

bt il

. Leather Garment:
. New Folder @
, NewFolder (2) +
L

File name:  MAIL ADDRESS.mdb

Save as type: [Miarosoft Office Address Lists (mdb)

)

& Hide Folders

Fig 12

% Select Data Source

N

6@.“, » Flew Folder (2)

Fiprie linke LName‘ Date modified Type Size Tags
96 1 new 4 meeting final.docx
E\ Documents ¥ ex no 3 final.docx
Ej Recent Places 'E';]ex no 4 final.docx
4 -
B Desktop i:;;]ex nos f!nal.docx
J_;]ex no 6 final.docx
More % exno.7 final 305.12docx
Folders v | "dexno 1 final.docdocx
1& coioraa B ‘{jexnozﬁnal.doc
- .ane "J_,’][xnoBSLS.lZ thulasi.docx
i Recycle Bin "”leD]A.docx
& All Data Sources ] MAIL ADDRESSLmdb
J. chemical 13-19 )i 'ﬂ;f]mugh.do(x
L DOT-15-2-2010 "% ] sachin Tendulkarcareer.docx
). Figs ] sample3 docx
L Leather Garment|
). New Folcler
h ew Folder (2)
File name: MAIL ADDRESS1 mdb? = |AllData Sources (*odemdb’ ~

13 click

A dialog box appears on the screen click OK as
Fig 13.

shown in Fig 11.

A confirm Data Source dialog box appears as

Fig 11
Confirm Data Source

(G-l X

g:ren data source:

1M5 Access Databa-ses via DDE (*.mdb;*.mde)
MS Access Database via ODBC (*.mdb,accdb)

[ ghow al [ ox

| [ concet |

Fig13
Confirm Data Source LD (S
SRS Aurce: I
-

ms Access Databases via DDE (*.mdb;*.mde)
MS Access Database via ODBC (*.mdb,accdb)

7] show al [ o

14 Select Mailing ® Insert Merge as dialog box
Field -

displays as shown in Fig 14

11 Click OK.

system follow step 12.

Tousetheexisting listofaddress saved onyour

12 Select Mailing ® select ®

Reaments -

Usg Existing List..,

appears on the screen as shown in Fig 12.

as dialog box

Fig 11
gelayout  References | Mailings L Review Viw-_ . |

2200 W

Highlight  Address Greeting Insert Pre
mu iteup-eml.m IMerge Fields Blodk  Line Feld - Ret

tMail Merge I Wirite 211 First_Mame

. Address_ Line_1
Acldress_Lme_2
City
ZP_Code

12 Update Labels |

I )
FROMI

TO
NATIONAL INSTRUCATIONAL MEDIA INSTITUTE
CTI CAMPUS, GUINDY,
CHENNNAI| 600 032.
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15 Click "First _Name" and "FirstName" appears on
screen as shown in the Fig 15.

Fig15?ipetwn References | Mabngs | Redew  View
ﬁ L rutes - 4

[l ml=rmi=l=) i

Hoohgint Address Grasting JESEE VAR ) e Latoes || O1)

!mpnms l!-q-.uml List | Merge Fields  Block Fodd - |
tart Mail Merge an & ll Farst_Mame
Pl 8 Address_Line_1
=

P M - O L R e 4+ 4 15
| SR & Address_Line_2 B

City

IP_Code | —

FROM

«First_MNamex»

TO
NATIONAL INSTRUCATIONAL MEDIA INSTITUTE
CTI CAMPUS, GUINDY,

CHENNNAI 600 032,

16 Enter key and TAB key

17 Repeat step 15, step 16 and step13 by moving the
cursortonextaddress_line_1,nextaddress_line2, city,
zip_code.

R

18 Select bl

Mirge = to View soft copy of merged letters as

Finish

shown in Fig 16.

Fig 16
1 b 4
~—
@
(lw]: o )
»”7 Find Recipient
@ Auto Check for Errors Kierge
it W Q:] Edit Individual Documents...
% Print Documents...
£33 Send E-mail Messages...
19 Select =] EditIndividual Documents.. 8S dialog

box appears on the screen as shown in Fig 17.

Fig 17 —
9 Merge to New Document | &8

Merge records

@ Al

! (™) current record

| ©Erom: ‘
| e |

| T | |

Cancel }

20 Click OK. Merged letters appears on the screen as
shown in Fig 18.

Fig 18
oy i gt Frvere i Srmpicgr FerEen
A ] s b e RN e | asmeCa faBBE AaBbee A
fhaW-A- BB EEE-| > - Framn [ Heinsil.  Fedegt | Hasiegd
L
FROM
HARE
IRD CROSS STREET
ADYAR
CHENNAL
G000
TG
NATIONAL INSTRURAL MEDLA INSTITUTE
CIT CAMPUS,

GUINDY,
CHENNMAL 600 032

S
We traineer sudving in [T1, we need known the price lig of fen trades price list for
purchasing course materiale like

1. COPA

1 FITTER

3. WELDER

4 TUNER

T

& MACHNIST

7 COE AUTOMOBILE (BEET & AAT)
L= Please s i the price detalli snd the diicosne daadls, wheeh will canble the o ficadi
give bulk ceders

Thasding vou

Yours fulthfully

21 Save the mergedfile.
22 Print the merged file
23 Close

24 Exit

When you want envelopes to send a mass
mailing to your address list, you can use mail
merge to create a batch of envelopes. Each
envelope contains an address from your list.

The mail merge process entails the following overall steps:

Set up the envelope. You set up the layout of the
envelopesonetime, forallthe envelopesinthe mail merge.
In a mail merge, the document that you use to do this is
called the main document. Inthe envelope main document,
you can also set up any contentthat you wantrepeated on
each label, such as a return address, a company logo, or
boilerplate text.

Connect the envelopes to your address list. Your
address list is the data source that Microsoft Office Word
uses in the mail merge. It is a file that contains the
addresses to be printed on the envelopes.

Refine the list of recipients. Word generates an envelope
foreach address in your mailing list. If you wantto generate
envelopes for only certain addresses in your mailing list,
you can choose which addresses, or records, to include.

Add placeholders, called mail merge fields, to the
envelopes. When you perform the mail merge, the mail
merge fields are filled with information from your address
list.

Preview and complete the mail merge. You can preview
each envelope before you print or send the whole set.
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You use commands on the Mailings tab to perform a mail
merge.

TIP You can also perform a mail merge by using the Mail
Merge task pane, which leads you step by step through the
process. To use the task pane, in the Start Mail Merge
group onthe Mailings tab, click Start Mail Merge and then
click Step by Step Mail Merge Wizard. In Step 1 of the
process, under Selectdocumenttype, click Envelopes.

Fig 19 Insert Page Layout References [ M

@ &2 | C

al Select Edit High
IMerge ~ |Recipients ~ Recipient List || Merge

Letters

E-Mail Messages
Envelopes...
Labels...
Directory

Bormal Word Document

CRAMDUDE

Step by Step Mail Merge Wizard...

Set up the envelope

If you want to include a return address on the envelopes,
you can setthis up before you start working onthe envelope
main document. It is also a good idea to try printing a few
test envelopes to verify that your printing options are
configured correctly for your printer.

Set up a return address
1 Start Word.

2 Click the Microsoft Office Button F",}J and then

click Word Options.
3 Click Advanced.

4 Scroll down, and under General, type your return
address in the Mailing address box.

Word stores the address so that you can use it whenever
you want to insert your return address in a document.

5 Click OK.
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Tourism & Hospitality

Front Office Assistant - Microsoft Office

Exercise 1.6.29

Application of Electronic worksheet and entering data in worksheet

Objectives: At the end of this exercise you shall be able to

e create an excel worksheet

e enter data into the cell

¢ insert borders around the data
¢ save and exit excel.

Requirements

Tools/Equipments/Instruments

* A working PC - 1 No./batch.

PROCEDURE

TASK 1 : Opening MS-Excel Worksheet

1 Invoke Excel application package by following
sequence

R = 11 oot Ofice Lol 6 hicrosoe Office xcel 207

Microsoft Excel splash screen appears for a
moment and a blank Excel Worksheet appears
as shown in Fig 1

TASK 2: Entering data into the cell

1 Click at C1 cell and type the name of a stationery
shoppe and press "Enter" key.

The existing cell address will be displayed in
Name box and content will be displayed in
formula bar/ reference area and in the cell. If
the typed text is more than that can be
accommodated in the cell it gets displayed over
the next cell as shown in Fig 2.

Fig 2
w ‘ Home { Insert
== “
B .
Paste _y

Clipboard =

Page Layout Formulas Data Review

[comr {11 - A o]
BuB oAl EEEEE

Font [

View

ol

= ¢
>

Alignment I= |
~ @ #| stationery ¢

T E F

[Stationery Shoppe

[T

c1
Pl A B

N

DU AW N

group as shown in Fig 3.

Fig 1
.’/@ H9- o = Bookl - Microsoft Excel - = X
Home Insert Pagel.?yout Formulas Data Review View @ -9 x
) K| Times NewRcv (12 || |B General Samsetr | X v
;9_@ i u-v”AAf( " | (Bt Styl S E'ﬁﬁ&
G 4 £ -|| e A | %8 %) i & Format = | (2~ Fins
Clipboard & Font & Alignment &/l Number [ Cells Editing
\ Al - %] I
A | B C D E E G H I §
0
2
3
4
35
6
7
8
WA 3] Chaat1 /Ghaats 7 Chaska 707 S
2 Clickthe = Center alignment button from Alignment

Fig 3 — —
1= ===
E=E=E-
E= a%&q

Alignment P

3 Clickthe |B Boldand U Underline button from Font

group as shown in Fig 4.

Fig 4

=12 - & oA
it | S e A
i =




The underline style can be changed into single
or double by clicking on the drop down arrow
next to button.

4 Enter the following data in the cells as given below

Click on cell A4. Type "SI.No." and press "Right Arrow"
key.

Type "ltem" and press "Right Arrow" key.
Type "Rate" and press "Right Arrow" key.
Type " Quantity" and press "Right Arrow" key.

Type "Amount" and press "Enter" key.

Up /Down arrow keys can be used to move to
cells in vertical directions and Left/Right arrow
keys can be used to move to cells in horizontal
directions

Entering Data using Fill
5 Click on cell A5 and type 1 and press "Enter" key.

6 Click on cell A5 and move the pointer to the right
bottom of the cell

| Ablack '+ sign will appear |
7 Click Right button of the mouse and drag till A14

| A context will appear as shown in Fig 5. |

Fig5
Sl.No. Item Rate
1

Quantity | Amount

B8 - Pen C8-25 D8-4
B9 - Sharpener C9-5 D9-3

B10 - Color Pencils C10-30 D10-2
B11 - Sketch C11-50 D11-1
B12 - Crayons C12-15 D12-3
B13 - Glue C13-12 D13-4
B14 - Ink C14-18 D14 -1

The Table will appear as shown in Fig 6.

Fig6
6’3 = =~ = Bookl - Microsoft Excel
—E?/’ Home Insert Page Layout Formulas Crata
=2 W |[[TimesNewR(~ (12 ~||||= =r=| 5
P% | B I AW || [ = =||=3- Ly
e [E3 = &2~ A ~| [£= =8| |
Clipboard ™ Font = Alignment =
| B2 - £ | Statior
| A B e 4 D E
2 IStationen' Shoppe |
3
4 SI. No. [Item Rate |[Quantity |Amount
8 1 Pencil 10 5
6 2 Eraser 5 3
7 3 Scale 10 2
B | 4 Pen 25 4
9 5 Sharpener 5 3
10 6 Color Pencil 30 2
11 7 Sketch 50 1
12 8 Crayons 15 3
15 9 Glue 12 4
14 10 Ink 18 1

11 Place the mouse pointer at the intersection of B and
C.

The shape of the pointer changes t0 .g—p-

Copy Cells

Fill Series

Fill Formatting COnly
Fill Without Formatting

Series...

8 Click Fill Series from this menu.

9 Click CENTER ALIGNMENT button from Alignment
group.

10 Enter the following data into the cell.

B5 - Pencil C5-10 D5-5
B6 - Eraser C6-5 D6 -3
B7 - Scale C7-10 D7 -2

12 Press mouse left button and drag right to increase the
width of the column.

13 Select C5to D14

14 Click CENTER ALIGNMENT button from Alignment
group
The Table will appear as shown in Fig 7.

Fig7 =N = I = EXCEL.xlsx - Microsoft Excel
—Q/; Home Insert Page Layout Formulas Data
== ) Times New R¢ = (12~ |||
= 2 ||B L O ~||A A7 |
Fasts F B |3 A | =5 ™

Clipboard ™ Font = Alignment =
HI10 - | £ |
A B L& D E
3
4 | SI. No. [Item Rate |[Quantity |Amount
5 1 Pencil 10 5
5] 2 Eraser 5 5
T 3 Scale 10 2
g 4 Pen 25 4
9 5 Sharpener 5 3
10 6 Color Pencil 30 o
11 7 Sketch 50 1
12 8 Cravons 15 3
13 9 Glue 12 4
14 10 Ink 18 1
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TASK 3 : Inserting borders to the table

1 Click on the cell A4 and move the Mouse pointer
towards to E4 without releasing the mouse button to
select the cells

2 Click on the Border button from Font group
A Context menu appears as shown in Fig 8.
Choose All Border from this menu.

3 Click on the cell A5 and move the Mouse pointer to-
wards to A12 without releasing the mouse button to
select the cells

4 Click on the Border button from Font group and choose
Outside Border.

5 Repeat the steps 3 and 4 by selecting the cells B5 to
B12, C5to C12, D5to D12, E5 to E12.

TASK 4 : Saving a file

I.;Eu_“‘\
1 Click on the | y (Office button)

A main pop-up menu will appear as shown in
Fig 9.

Fig 9

3

Prepare #

| '
Sl |
! i
[liz]
=
=
a2
hd

/' Publish »
/' Publis

:J“ Close

|22 Excel Options | | X Exit Exce

i it
FIgS —/ Home Insert Page Layout Formulas
= X Times New Rt ~ (12 ~| || = =| &=
P—jt 52 (|B £ O -||A 4| E =| -
aste -
- 7 - & - A -
Clipboard M= Borders
Eottom Border |
A Top Border E
3 Left Border
4 Right Border
5 Ho Border
6 EH | Al Borders
7 Outside Bo%
g Thick Box Borde
o
10 Eottom Double Border
11 Thick Bottom Border
12 Top and Bottom Border
l; Top and Thick Bottom Border
14 Top and Double Bottom Border
15 Draw Borders
16 Draw Border
I Drraw Border Grid
I = I
Ready Erase Border
Line Color rF
Line Style »

2 Select Save command from the above menu

Give you own name to this file. (Here for example
"Stationery" is given).

On the Title bar, Microsoft Excel displays the
name of the workbook as shown in Fig 10.

Fig 10

@:.D do-o- - Stationery.xisk - Microsoft Excel ——
Home Insert Page Layout Formulas Data Review View ‘Ql o = e

3 Select Close command from Main menu

4 Select |X ExitExcel | command from Main menu.
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Tourism & Hospitality
Front Office Assistant - Microsoft Office

Exercise 1.6.30

Using Excel worksheets

Objectives: At the end of this exercise you shall be able to
* open the existing worksheet

* change the label of the worksheet

* insert/delete worksheet

* change the order of the worksheet.

Requirements

Tools/Equipments/Instruments

* A working PC - 1 No./batch.

PROCEDURE

TASK 1 : Opening the existing worksheet

i @) (o
1 Click on the | f‘/ (Office button)

A main pop-up menu will appear as shown in Fig 1.

Select Open command from the above menu and give
the name of the file you want to Open in the Open
dialog box and click Open. (Here for example
"Stationery" is given).

Existing Excel file will open as shown in Fig 2.

Fig 2
~ Fecent Doctameils y Home Insert Page Layout Formulas Data Review View @ - = x
Mew oy e
| L] ; = & .T\mes Mew Re - 12 = General EA L.;j - 47
1 Stationery.xlsx {al P_g 5| [ A x| |.§, (@ 5% | == o &
] P 2 Sales Report.xisx 1= s F | B S |8 : | %8 % s e @
_f“ £ 3 Stationery.xsx = Clipbaa_rdzﬁl Font il Alignment || Mumber & Editing
I I Open [Ctri+0} | _GF (2013).ds = | com@ia %] b
5a - i Copy the selection and put it on E F G H
5 (Car Loan Calculation.xdlsx = 3 I the Clipboard.
— 6 Stationerny.xlsx = 4 8L No. [Ttem Rate |Quantity | Amount
Save As b i = =
7 Seniority.dsx =1 B 1 |Pencil 10 2
8 IT-GF (2012}l = - . s
— VOt s 7 3 |Scale 0] 2
AL 9 temp.lsx = 8| 4 [Pen 5 | 14 :
o TempIT - JK&ML.xls = 9| 5 |Shampener 5 3
gﬁ' Prepare: b g e 10| 6 [ColorPencd | 30 7
1 el 11] 7 |Skewh 0| 1
CTS_GRAPH_11_12_20110602-1.xlsx = 12] 8 |Crayons 15 3
4 Send L MES_GRAPH_11_12.xlsx =1 13| 9 |Ghe 12 4
Bookl.xlsx I=1 ii 10 Ik L .
S Fuplish ¥ W4 1] sheet1 Sheet2 Sheet3 't - TN m
o 1 O 0 e i
LY
J Close
| #1 Excel Options | | ¢ Exit Excel
TASK 2 : Change the label of the worksheet
The number of worksheets can be found from Figs 21
the worksheet tabs found at the bottom of the 22
screen as shown in Fig 3. As default there will
be 3 sheets namely Sheet1, Sheet2, Sheet3 23
1 Place the cursor on the Sheet1 and click the Right 24
mouse button. 23
A Context menu appears as shown in Fig 4. s &
PP g M 4+ H¢ Sheetl | Sheet? . Sheetd ~7J
e
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Fig4 Insert...

Delete

Bename

Mowve or Copy...
View Code

Protect Sheet...
Tab Color [ 3

B &

Hide

Select All Sheets

2 Select Rename from the context menu.

The label Sheet 1 gets highlighted.

3 Type the new name for Sheet1 as Ex-1 and press
Enter Key.

The sheet1 label changes to Ex-1 as shown in
Fig 5.

Fig 5
23
24
25

H 4k H

Ex-1 / Sheet? . Sheet3 %1

Ready

4 Click the Right Mouse button.

5 Choose Tab Color to change the color of the tab for
finished exercise.

6 Double click Sheet 2 tab.

b M| Ex-1 < Sheet2

Sheet3 ]

TASK 3 : Insert/ delete worksheets

1 Click on the Insert worksheet button to insert a new
Worksheet in your current file as shown in Fig 7.

Fig7 1
28
29
30

oy | = | o ==
44 » M| Ex 1 7Ex. 2| Ex.3 /Sheetd qf.;l ;

Rea I

Insert Worksheet Button

2 Place the cursor on “sheet 4”.
3 Click Right mouse button.

A context will appear as shown in Fig 8. |
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7 Type the sheet name as Ex-2 and press "Enter key".
8 Click Sheet3 Tab

9 Select Format button from Cell group in Home Tab

A context menu appears as shown in Fig 6.

Fig 6 i
9 ﬁanrmﬂt*l

Cell Size

FTL O e

2™ Filter~ Seh

L | row Height...
AutoFit Row Height
| Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide [
Organize Sheets
Eename Sheet
Move ar Cnpyf&
Tab Caolor k
Protection
i)y | Protect Sheet...
&S| Lock cen

¥ Format Cells...

10 Click Rename Sheet and type as EX-3.

Fig 8
Insert...
Delete
EBename
Mowve or Copy...
C!,_EJ Wiew Code
5}y | Protect Sheet...
Tab Color »

Hide

Select All Sheets

4 Select Delete



Microsoft Excel will display dialog box
prompting to confirmation for deletion as
shown in Fig 9.

5 Click on Delete.

TASK 4 : Change the order of the worksheet

1 Click on the worksheet labeled Ex-1 and without
releasing the mouse button drag and drop after the
worksheet Ex. 2.

As you drag a sheet icon, a inverted triangle will
moves to the indicated new position as shown
Fig 10.

Fig 10

Bx. 1 /Ex. 2| Ex. 3 /Sheetd ¥

Edit the existing worksheet

Fig9
Microsoft Office Excel lﬁ

"\ Data may existin the sheet(s) selected for deletion. To permanently delete the data, press Delete,

After releasing the mouse button the sheet will
move to second position as shown in Fig 11.

Fig. 11

18
19
20

W4 n] Ex2 /Ex 1 /Bx 3] sheetd A2,
Ready |

Objectives : At the end of this exercise you shall be able to
* copy, move, paste and delete the content of the cell

e insert/remove column, row and cell
* merge/split/wrap text.

Requirements

Tools/Equipments/Instruments

* A working PC - 1 No./batch.

TASK 1 : Moving, copying, pasting and deleting the content of worksheets

1 Click on the "Select All" button found at the top left
corner of the sheet as shown in Fig 1.

Fig 1

Sheet2 , Ex-1 , Sheet3 . ¥

To select all the cells in the worksheet, click select all
button as in Fig 1. Click anywhere on the worksheet
to deselect.

On clicking the complete worksheet gets highlighted

2 Click on Copy button from Clipboard group as shown
in Fig 2 (or) Press Ctrl + C in your keyboard

Fig 2 j,'/" Home

= & Cal
B

Paste B
: ;\

Clipboard ™

3 Select Sheet3 and click (Paste button) from the
clipboard group. (or) Press Ctrl + V in your keyboard.
A same copy of Ex-1 content will be in Sheet3 also

4 Repeatthe step 1.
Click on (Cutbutton) from Clipboard group. (or)
Press Ctrl + X in your keyboard.

6 Select Sheet2 and click Paste button from the
clipboard group. (or) Press Ctrl + V in your keyboard.

Now the content in Sheet3 is deleted from it and moved
to Sheet2 .

7 Click anywhere on the worksheet to deselect.
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TASK 2: Inserting and removing row, column and cell
Inserting rows and column

1 Select A2 cell and type "Bill No."

2 Select D2 cell and type "Date: "

3 Select A2 cell and Click Insert button from Cell group
as shown in Fig 3.

;'*ﬂInsert =

% Delete ‘R

:L:-'“'_lF-:urmat*
Cells

Fig 3

A context menu will appear as shown in Fig 4.

Fig4 &,

=,-Ir1:=_rt'] = - _:_A,?'

4% Insert Cezlis..
o Insert 2haet Bowes
' Insert Shest Calumns

od | Inzert Shest

_E.;.Ll_

4 Select Insert Sheet Rows to insert new row to the
worksheet.

Now the Date and Bill No. will be shifted to A3 and D3.
Select C4 cell and Click Insert button from Cell group.

Select Insert Sheet Column to insert new column to
the worksheet.

7 Select C4 and type "ltem Code"

8 Select E4 cell and Click Insert button from Cell group.
9 Repeatstep 6.

10 Select E4 and Type "Discount @ 10%"

TASK 3: Merging, splitting and wrapping text
1 CutCell C1 and pasteitin Cell A1

2 Select A1 to E1.

The selected range A1 to E1 appears
highlighted as shown in Fig 8.

Fig8&
Al | I
A B C 1] E
1 | Stationery Shoppe l

2
2

Deleting Rows and Column

11 Select C4 cell and Click Delete button from Cell group
as shown in Fig 5.

Fig5
;"ﬂlnsert =

2% Delete
E;;m'_anrmatv‘x

Cells

A context menu will appear as shown in Fig 6.

? _‘E—'_l L AutoSum -

[#] Fin -
Delete | Format
- - ;o Clear =

Fig6

& Delete Cells..,
=5 Delete Sheet Bows

=

A pelete Sheet Columns

[l | Delete Sheet

12 Select Delete Sheet Column to delete the entire
column from the worksheet.

13 Click on Row 15, the full row will be get highlighted as
shown in Fig 7.

Fig7

5 |Glue [ 12 | a4 | | |
5] 10 |ink | 18 | 1 | | |

14 Select Delete button from Cell group.
15 Select Delete Sheet Rows.

Now the whole row will be deleted

Now A1 to E1 cells becomes a single cell and
the Heading is center to it.

Select A2 to E2 cells and repeat step 2

5 Type the address of the Shop as

"No.3, Police Station Road, Guindy, Chennai- 600 032

Since the address is too long the address is not visible

6 Click on Wrap Cell Button from Alignment group as

shown in Fig 10.

3 Click on Merge & Center Button from Alignment group
as shown in Fig 9.

Fig9

(#] =

|EE 2= | = -
Alignment 'T-x

Fig 10
== §||$'_"| ;
= = = EE -
Alignment I
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Tourism & Hospitality

Exercise

Front Office Assistant - Microsoft Office

1.6.31

Format the existing worksheet

Objectives: At the end of this exercise you shall be able to

* change the font type, size, appearance and direction of the text
¢ change the row height, column width and colour of the cell

* use simple calculations
* print the file.

Requirements

Tools/Equipments/Instruments

*  Aworking PC - 1 No./batch.

PROCEDURE

TASK 1 : Changing the font type, size, appearance and direction of the text

1 Invoke Excel application program.

2 Open the file Stationery.xls

3 Select A1 and Click on the drop down arrow next to
Font button | Calibsi * from Font group as

shown in Fig 1.

A dropdown list will appear as shown below in Fig 2.

Fig 1
Calibri 11 || A A
B T ﬂ\_ || - A -
Font P
4 Select "Arial Black"

Click on the down arrow next to the Font Size button
Changeitas "20"

It can be observed as the size of the font getincreased
and Now the row height will be increased automatically.

(o) @)

7 Click on the down arrow next to the Font Color button

& ~| Colour palatte appears as shown in Fig 3.

8 Select Green colour by clicking on the colour box.

The selected colour is applied to the text

9 Select A2 cell and Click on | B (Bold button) to

make it thicker.

This can be observed by the darkening of text. |

10 Click on (ltalic Button) from Font group.

This can be observed as the text get slanted
to the right .

88

E Adsbe Caslon Pro
E. Adiba Caslon Pro Bold

& Adobe Fangsong Std R

B Adebs Garamond Pro

& Adobe Garamond Pro Bold
& Adobe Heiti 5td R

E Adobe KaitiStd B

& Adobe Ming Std L

& Adobe Myunsgjo Std M
& AdobeSongStdL

Hiv Agency FB

i Aharoni 71N TN
T ALGERIAR

T andalus apa taagd
T angsana Hew AR
T sngsanatec ]
"Hr Arabic Typusetting gt sl
T Anal

i Arial Black

T Arial Marrow

i Arial Rounded MT Bold
i Arial Unicode hS

& Amo Pro

Fig 2

Calibri [Flu - (& 7| [= ==|3

Theme Fonts 43 N -

T Cambria (Headings) | _

H Calibri (Body) |
Al Fonts

11 Repeat the steps 7 and 8.

12 Increase the Font size by selecting = £

Font size) button.

(Increase



13 Place the cursor at the intersection of 2 and 3.

14 Drag the cursor downward to increase the height of the
row until the whole text is displayed clearly.

15 Click on the Row 4.

On clicking, the complete row get highlighted
as shown in Fig 4.

Fig4
(/:‘;l H9- - 5 Stationery.xlsx - Microsoft Excel - m %
d =
Home Insert Page Layout Formulas Data Review View @ -7 x
5 ¥ TimesNewRiw|12 - ||| |5 |||Generat - Selnsert- | X v A7~
= G B L u-|A W B | | P Delete - | (@]~ #~
Past = = Styl -
T BEEAT |[EER (@S o e
Clipboard ™ Font s Alignment M|l Number & Cells Editing
| A4 - | SLNo.
| 4 | B |c| D | E[]F |GIH|I1]
i Stationery Shoppe
No.3, Police Station road, Near CTI campus, Guindy, Chennai -
2 600032
3 | Bill No. Date

4 SLNo. |Hem [Rate |Quantity [Amount
5 1 [|Pencl 10 5
6 2 Eraser 5 3
7 3 |scak 10 2

16 Click on down arrow below the Format button in Cell
Group as shown in Fig 5.

Fig 5
-
+EE
==
Insert Dwelete Format

Cells

A Context menu will appear as shown below in
Fig 6.

Fig6 o :
9 el Format ={ || <2 ~
Cell 5ize

Y[ Row Height...
AutoFit Row Height
=3 | Column width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide L
Orrganize Sheets
Bename Sheet
Move or Copy Sheet...
Tab Caolor [ 3

Protection

[

Protect Sheet...

(21| Lock Cell

| Format Cells... T

17 Select Format Cells from Context menu.

A Format Cell dialog box appears as shown in
Fig 7.

Fig7

Format Cells

L7 =2

|AI>gnment| Font | Border | Fill |Protecﬁon

Category:
[EEE | Sample
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Spedal
Custom

General format cells have no specific number format.

18 Clickon| 4= Tab in the Format Cell dialog box.

Options as shown in Fig 8 are seen on the
alignment box.

Fig 8
'Format Cells

Number

Text alignment

e

Font | Border | Fill |Protech'on

Orientation

Horizontal: + .

General IZI Indent: 9
o

Py

Vertical:

| Bottom E

Justify distributed

oo

Text contral
|:| Wrap text
[ shrink to fit
[ Merge cells
Right-to-eft
Text d\r_gcﬁon:

| Context E|

0 |+ Degrees

oK Cancel

19 Select Center alignment for both the horizontal and
vertical box drop down list.

20 Click on 90 degree point on the half compass in
Orientation group as shown in Fig 9.

You can drag the needle to set the different

orientation to the text.

21 Click on OK button to apply the set alignment to the
selected text .
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Fig9 Orientation
*
-*
T
=
—
x Text )
t 1]
-»
.
0 = Degrees

The heading is changed in its orientation and
center aligned as shown in Fig 10.

Fig 10 A B C D E E

1 Stationery Shoppe

| Nio.3, Police Station road, Near CTI Campus, Guindy, Chennai -

v 600 032
3 |Bill No. Date:
= = i
| ” - | 8 |a®]| =
5| 1 |Pencil 10 5
6 | 2 |Eraser 5 3
7 | 3 |Scale 10 2
8| 4 |Pen 25 4
9 | 5 |Sharpener 5 3
10| 6 |Color Pencil 30 i
11| 7 |Sketch 50 1
12| 8 |Crayons 15 3
13| 9 |Glue 12 4
14| 10 |Ink 18 1
15

16

TASK 2 : Changing the row height, column width and color of the cell

1 Select cell A3.

2 Click on down arrow below the Format button in Cell
Group as shown in Fig 11.

= I
+ |

il ? L4
[nsert Delete Format

Cells

Fig 11

3 Select Row Height from the context box.

Row Height dialog box appears as shown in
Fig 13.

Fig 13 Row Height =
Row height: |15
[ OK ] [ Cancel ]

A Context menu will appear as shown below in
Fig 12.

Fig 12 :_Ej Format ={|| <2 ~
Cell Size

Y[ Row Height...
AutoFit Row Height
= | cColumn width...
AutoFit Column Width
Drefault Width...
Visibility
Hide & Unhide 2
Organize Sheets
Eename Sheet
Move or Copy Sheet...
Tab Color 3
Protection
2} | Protect Sheet...
(24| Lock Cell

4 Enter "30" in the Row Height dialog box to increase
the height of the row.

Select A3 to F3.
Change the vertical alignment to Center.

Select A4 cell and Click on the Format button from
Cell group.

8 Select Column Width from the context box.

Column width dialog box appears as shown in
Fig 14.

' | Format Cells...

Fig 14 Column Width |-
Column width; |3.43
[ OK ] [ Cancel ]

9 Enter 5 in the Column width dialog box to decrease
the width of the column.

10 Select A1 cell and Click on the down arrow next to the
Fill Colour Button from Font group as shown in Fig 15.

Fig 15

Calibri =11 ~||A AT

Font IF]
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A Colour palate appears as shown in Fig 16.

11 Select Light Orange color by clicking on the color
box.

The cell get highlighted.

TASK 3: Using simple formula

1 Selectthe cell E5 and enter the formula given below to
calculate the discount

=ROUND((C5*D5)*10/100,0)
C5 contains Rate and D5 contains Quantity of
an ltem

2 Select cell E5 and click on 53 Copy  from

Clipboard  group as shown in Fig 17.

Fig 17 =
== ¥ cut
~— 153 Copy
Paste
o # Format Ngter
Clipboard F

TASK 4: Printing the file.

—
1 Click on the | E%\‘ (Office button)

e

A main pop-up menu will appear as shown in
Fig 18.

Fig 18

Preview and print the document

1 Print
. Select a printer, number of copies, and

Open other printing options before printing.

Quick Primt
Save = Send the workbook directly to the default
- printer without making changes.

Print Preview
| "‘g Preview and make changes to pages before
printing.

Print Preview [Ctrl=F2)

Save As b

Print 3

Prepare »

Send 3

Publish »

e NS EL LO@

I

lose

21 Excel Options | | X Exit Excel

Theme Colors
| HE N o E

-Illllllll\b

Standard Colors
o E EEEEE
Mo Fill b

]
i
h
(1l

+2) | More Colors...

3 Select E6 to E14 and click on

Clipboard  group to paste the formula to the

cell (or) Ctrl + V in keyboard.

4 Select the cell F5 and enter the formula given below to
calculate the Payable Amount after discount.

=C5*D5-E5
5 Repeat the steps 2 and 3.

2 Select Print Preview.

Print Preview window appears as shown in
Fig 19.

Print Preview

@,_@ % T -

_& Previous Page
Print  Page Zoom Close Print
Setup Show Margins | preview
Print Zoom Preview

Stationery Shoppe

No.3, Police Station road, Near CT! Campus, Guindy,
Chennai - 600 032

Bill No. Date:

§
= 5 £
] £ u £ £
= 2 ] . = £
= £ <

g
1 |Pendl 10 s 5 5
2 |Eraser 5 : 2 13
3 [salke 10 2 2 18
4 |Pen s 4 10 20
5 [Sharpen 5 3 2 13
& |Color Pencil 0 2 1) 54
7 |Sketch 50 1 5 45
8 |Crayons. 15 3 5 0
9 |Glus 12 4 5 43
10 |ink 18 1 2 16
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3 Click on the Show Margins Box as shown in Fig 20.

Fig 20
9 Cin

H

Print Preview

E gl [ "4 Mext Page
== =

_} Previous Page

Print  Page Zaoaom 5 . Close Print
Setup Show Margins Preview
Print Zoom Freview

Print Preview window appears as shown in
Fig 21.

Print Preview

G ] 4

. _k Previous Page

Print  Page | Zoom Close Print
Setup V| Show Margins | preview

Print Zoom Preview

Stationery Shoppe

No.3, Police Station road, Near CTI Campus, Guindy,
Chennai - 600 032
Bl Ho. Date

5 z

siho
Quantity
Amount

Pandl )
Eraser s
lscaie 1
Fan =
s
Color Pencil EY)
|sketcn )
Crayons 15
et 2
s

W w o e B R n|Discount @ 104

Co U s W e
)
i
5
L
[ S S
EEBEERBEE R

5

4 Place the cursor at the margins It will change its shape
as.

5 Drag the cursor to the arrow direction to adjust the
margins as desire.

Use conditional formatting in excel

6 Click Print

Print dialog box will appears as shown in
Fig 22.

Fig 22
Print
Printer
Name: & HP L] 5200 PCLS E
Status: Idle = =
Type: HP LaserJet 5200 PCL 6 fad R
Where: 192,168.0.17_1
Comment:
[ Print to file
Print range Copies
@ al Number of copies: | [l $
) Page(s) From: 2| To: z
Print what
e (5 [ (5 o
) Selection () Entire workbook
@ Active sheet(s) Table
|:| Ignore print areas
Preview [ oK ] l Cancel ]

7 Click on the drop down arrow next to printer name and
Select the printer name from the list

Select a printer to get the printout.

Record the default values in box against
Copiezs  and Print range

10 Click to get the printout.

Objectives: At the end of this exercise you shall be able to

 use conditional formatting in Excel.

Use conditional formatting to indicate all values less than 40 in a marks list.

1 Create a marks sheet as shown below. (Table 1)

Table 1
Fig 1
ElE = ) c D E F G H

1 Marks sheet for class X - B

2 Roll No Name Subject1 | Subject2 | Subject3 | Subject4 | SubjectS Total
3 1 Hari 34 54 55 34 54 231
4 2 Uma 56 87 67 21 78 309
5 3 Jaya 65 66 11 88 65 295
6 4 Vimala 85 87 98 90 38 448
oz 5 Neha 77 78 77 89 77 398
8 6 Ravi 34 44 45 65 65 253
9 7 Rakesh 56 43 23 32 87 241
10 8 Vijay 23 76 89 78 12 278
11 9 Kumar 88 90 34 7 89 308
12 10 Sanjay 100 99 88 56 99 442

2 Select cells in the rangeC3 : G12 for marks of all
students in all subjects.

In the Home ribbon "Conditional Formatting".

4 Place the mouse on Highlight Cell Rules. Adrop down
menu for rules appears.

5 Click on “Less Than” rule and then "Less Than ".

A Less Than window appears.

6 In the "Format cells that are less than" text box type
40. (Fig 1).

Fig 2
Less Than ? IEN
Format cells that are LESS THAN:
40| £8:| with | Light Red Fill with Dark Red Text |w
I Cancel

7 In the adjacent text box indicated as "with" use the
drop down menu and select "Custom format".

8 The "Format cells" window appears. Select the Font
style as bold and the text color as red.

9 Click OK.

10 All the cells containing values less than 40 appear
with the formatting set in step 8.

11 Change the values in the marks sheet randomly to
values above and below 40 and test the results.
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Tourism & Hospitality
Front Office Assistant - Microsoft Office

Exercise 1.6.32

Create a column chart

Objectives: At the end of this exercise you shall be able to
* enter the data as in the table given

* insert a column chart into the worksheet

* change chart style and type

* change row and column, data.

Requirements

Tools/Equipments/Instruments
* A working PC

- 1 No./batch.

PROCEDURE

TASK 1: Entering the data 5 as in the table given

1 Open a new file and enter the data 5 in the subsequent
cells as shown in Fig 1.

A B G D E

-

5
6 Sales Report
T
8

Date of Sale:
9 |Total Amount:
10 Total Discount:

21-03-2012

Sl Ne. | Mame of the Employes| Amount Sold Discount  |MNetTotal

14 1 [JOBIN 36500 10350

15 2 |HARIS 26500 6625

16 3 |PRANAV 5000 500

17 4 |ASHIG 2750 Nil
5

MONISH 5500 1500

13

Fig 1 6

A '+' sign will appear at the right bottom corner of the
cell

Press the left button and drag till D18.

The formula in D14 will be copied to D15, D16, D17 &
D18.

Select the cell E14 and type the formula given below
to calculate "Payable Amount" as Amount - Discount
and press "Enter key".

=C14-D14
Repeat the steps 5 to 6.
Select Cells C14 to C18

10 Click =  from Editing group in Home Tab as shown

in Fig 2.

20

2 Save it with file name "Sales Report".

3 Select the cell D14 and type the formula given below
to calculate discount for the condition and press "Enter
key".

Rs. 3000 Nil

Fig 2

Erue Dby 4

L8] Fill =
z Sort & Find &
<2 Clear ~ Filter ~ Select~
Editing

Rs. 3001 to Rs. 5000 10%
Rs. 5001 to Rs. 10,000 20%
Rs. 10,001 to 35,000 25%
Rs. 35,000 above 30%

=IF(C14<3000, "NIL", IF(C14<=5000, C14*10/
100,IF(C14<=10000,C14*20/100,
IF(C14<=35000,C14*25/100,C14*30/100))))

The contents in C14 to C18 is added and the result will
be displayed in C19.

11 Copy the formulain C19to D19 and E19.
12 Select the cell C9

13 Type "=C19"

14 Select the cell C10

15 Type "=D19"

4 Select the cell D14.

Move the mouse pointer to the right bottom corner of
the cell

The contents in C19 is also displayed in C9 and
the content in D19 is also displayed in C10.
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TASK 2 : Inserting a column chart into the worksheet

1 Select the cells B13 to E18.

2 Click on the tab.

Insert

3 Click on the drop down arrow below the column button

i

Column

-

from Charts group as shown in Fig 3.

Fig 3

Column  Line Pie Bar Area Scatter
Charts

il xSl - )

Other
Charts 1

ft

A Context menu will appear as shown below in Fig 4.

Fig4

i

Jdlits| /e8| /BA | B
Ilia |L§JL d{l}i IJﬁfﬁ

UaA | AA] Jah

sl | Al Chart Types...

4 Select any one of the above chart type.

The chart will be inserted into the Excel worksheet as
shown in Fig 5.

Fig 5
I@ e~ = tablexlsx - Microsoft Excel = = x
Ciad =
- Home Insert Page Layout Formulas Data Review View (7] = X
= % : 7 | = = il | g=Insert - ¥ -
! Arial -l -|A AT == = General b % |
s H & & B B e 22T
Paste B I U~ - - - = = =|| Fad ~ - =0 .00 Conditional Format Cell e Sort & Find &
- ‘ Lo i< R A [E= 1Ml REKTRRA(E 16 Formatting = as Table = Styles = fEi Format = || (2 Fitter~ select~
Clipboard ™= Font F} Alignment 7] Number P} Styles Cells Editing
I E9 - 5 |
A B C D | E F | .6 [ B [ 1 [ 1 | x | Ly
1 National Instructional Media Institute
2 | Post Box No. 3142
3 | CTI Campus, Guindy,
4 Chennai - 600032
5 4
6 |Sales Report 21-03-2012
i
8 |Date of Sale Sales Report
9 |Total Amount 1890927550 I .I 40000
10 |Total Discount 35000
it 30000 =
12 Sl No. Name of the Employee Amount Sold | Discount | Net Total 25000
13 1 JOBIN 36500 10950 | 28550 R mon 5
14 2 HARIS 26500 6625 19875 20000 :
M Discount
15 3 PRAMNAV 5000 500 4500 15000 e
16| 1 ASHIQ 2750 Nil 2750 10000 nreTeR
17 | 5 MONISH 9500 1900 7500 —_—
18 80250 19975 12055 g
19
1 1 2 3 4 5
20|
21|
22 |
23
24 |
M 4 b W] Sheet4 | Sheetl -~ Sheet? ~ Sheet3 . 71 - ('L e
Al Adobe Ilustrator - [... &2 Adobe PageMaker6... E8 Pl 1743

TASK 3: Changing chart style and type
1 Anew Menu | Chart Tools

menus.

Design Layout Format

94

is insert with sub

The colour combination and style of the bar can

be changed by using  Chart Styles  group from

Design tab.
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Appearance of the legends and value in the 2 Select Chart Tools -
chart can be changed using  Chart Layouts from - —
A new sub menu will appear as shown in Fig 6.
Design tab
Fig6
I'/Eg H ) - [ ¥ tablexdsx - Microsoft Excel Chart Toals - =
- Home Insert Page Layout Farmulas Data Review View Design Layout Format l@) -0 X
Plot Area . L) TA=] =) M| [zl [Hize] [HD i 3 il [41] Lines &
@,Formatielection \ﬁl I-TI—J/ U M J J @ Q g @ e —' ] Up/Down Bars
- Picture Shapes Text Chart  Axis legend Data Data Axes  Gridlines Plot _ Trendline Properties
&1 Reset to Match Style - Box Title= Titles= =+  Llabels = Table~ - - Area 3-D Rotation - J Error Bars = -
Current Selection Insert Labels Axes Backaground Analysis
= A Context menu will appear as shown in Fig 8.
i
3 Select chanr from  Labels group. Fig 8
L &] | Primary Horizontal Axis Title »
A Context menu will appear as shown in Fig 7. Ik | | Primary Wertical Axis Title 3
Fig7 —1 MNone
|j__[.}IG Do not display a chart Title 7 Select I [#]  Primary Horizontal Axis Title » | and type
— | Centered Overlay Title "Employees" and press Enter Key.
HL Owverlay centered Title on
chart without resizing chart 8 Select | [i#] | Primary Vertical Axis Title > | and type
— Above Chart " n
=1
ol Sispiy ik ER\%‘; i Amount" and press Enter Key.
SIEANE EEIEE ¢ Try with various options in Legend, Data Labels
MG Tls Dpliide.. and Data Table and also try with various options
in axes and gridlines in Axes group.
i
- 9 Select | Chart Tools — | Format
4 Select S from the above menu. —
Titles =
‘Chart Tools’ menu will appear as shown in
5 Type the heading as "SALES REPORT". Fig 9.

Lol e
&

6 Select ..
Titles >

from Labels group.

x - Microsoft Ex

cel

Home Insert Page Layout Formulas Data Review View Design Layout iWFormat @ - B8 X
|Plot Area - - | £ shape Fill - &” A - ([ B eing toFiont - B~ il
% Format Selection | Abc I | Abc I Abc - z Shape Outline ~ 4 1'1_1 Send to Back - Eﬁ || S5l
EResel to Match Style = o Shape Effects ~ \il‘l‘:: 4 - Eb Selection Pane S~ '-u:-‘ 12.7 cm
Current Selection Shape Styles I | \WordArt Styles [ Arrange Size L

This menu is used to change the style, shape and
colour of the fonts used in the chart.

Chart Tools

TASK 4: Changing row & column, data
1 Click on the chart.

2 Select  Chart Tools —  Design
=
3 Clickon  suiten  from Data group.

Row/Calumn
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Flg 10 cl o - = tablexlsx - Microsoft Excel - = x
Home Insert Page Layout Formulas Data Review View @ - = x
5 P rerey = - | ) Sy, - 3 -
= i Arial |10, - (S| = g”@/" =1 General - 15' ﬁ ;ﬂ" ; [;::te =1 ? [ﬁ
E |
Paste B I U~ - [[ Ty = B = =|| = = £ e o «.0 .00 Conditional Format Cell . Sort & Find &
e | o - |- = =|555) | B - ||[2B- oo || Bt e Attt bt styiss e || Rl Foimat~d| |\ 2 tarers Sl
Clipboard = Font i Alignment F] Number i Styles Cells Editing
E9 - |
4 : c [ o Bl v [ o [ s [ 1 [ [ = [ ijy
1 National Instructional Media Institute
2 | Post Box No. 3142
3 CTI Campus, Guindy.
4 | Chennai - 600032
5 4
6 |Sales Report 21-03-2012
i
8 |Date of Sale Sales Report
9 |Total Amount 80250 I _I 40000
10 |Total Discount 19975 35000
L 30000 =
12 Si. Mo. Mame of the Employee Amount Sold Discount | Met Total £ 25000
13 1 JOBIN 36500 10950 | 258550 E SR o
14 2 HARIS 26500 6625 19875 2o o
15 3 PRANAV 5000 500 4500 15000 R
16 | 4 ASHIQ 2750 il 2750 10000 S
17 5 MONISH 9500 1900 7600 i
18 | 60250 19975 12055 &
19
1 2 3 4 3
20 | Employees
21
22 |
23 |
24 |
W 4 v W[ sheet¢ | Sheetl - Sheet?  Sheetd . 7d - L m —
il Adobe Hlustrator - [.. obe PageMakerb...

Create pie chart

Objectives : At the end of this exercise you shall be able to
e prepare a graphical output using pie chart.

TASK 1 : Preparing a pie chart using mark sheet

1 Open a new file and enter the data's in the 6 Click on the drop down arrow below the pie button
subsequent cells as shown in Fig 1. | l
Fig 1
A B Ciid D Fie from Charts group as shown in Fig 2.
1 Sharada Matriculation Higher Secondary School i
2 Guindy Bye Pass Road, Guindy, Chennai - 600 032. Fig 2
3
. Bx [ 1)
5 |Name Mirmala G. Std: X ﬁi ‘ ﬂ" ‘
6 Column  Line Ear Area Scatter Other
7 Subject Marks - = = \ = = Lharts
Charts T
2
9 . 85 A Context menu will appear as shown below
10 English 92 in Fig 3.
11 Maths 100 :
12 Science 98 Fig3 D Pe : :
13 His & Geo g5 ' ‘ ®
14 Total | 9 | ‘15'3 |@:l
2 Save it with file name "Mark Sheet". &€=
Calculate the Total 3.D Pie
4 Select B9 to C14. Ll po—
J hod
& | &2
5 Clickonthe | msert | tab.
gy | 20 chart Types...
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7 Selectany one of the above chart type. The chart will be inserted into the Excel

worksheet as shown in Fig 4.

Fig 4 (o e e Mark Sheetxsx - Microsoft Excel ISR
Kol —— -

| Home | Insert Page Layout Formulas Data Review  View

@ -
—— . N Nl

==kd ‘g. % 9 Hfig ;n_gl Conditional Format  Cell Sort & Find &

o x

‘iil | Pr———— e — (A& [
| Bl A
e | ] e

Formetting - 2t Tapte - Stytes~ || B Format « || 5 Fters Serect+
Clipboard ™ Font ] Alignment ] Number ] Styles Cells Editing
\ c17 -@ £| 2
B~ [ 8 &N o [ e [ k¥ [ & [ & [ ¢ [ 3 [ x [ v | vy
1 | Sharada Matriculation Higher Secondary School
2 ; Guindy Bye Pass Road, Guindy, Chennai - 600 032.
3
)
5 Name  Nirmala G. Std: X
6|
S| Subject Marks
&
9| Tamil 85
10| English 92
11 Maths 100 1
=] Science 98 = Tamil
13 His & Geo 95 = English
ﬁ‘ Total = Maths
15 W Science
ﬁl‘ :I = His & Geo
18| T
19
20
21|
22|
23
24

W 4 ¥ | Sheetl | Sheet2 -~ Sheetd - ©J . T I _:I
" =] 0%, (=)

S | i PageMak.. || 82 Mic Of.. = TMostrato.. 0

8 Insert Chart Name and Other Options using Chart Tool 9 Get it checked by the instructor.
— Layout.
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Tourism & Hospitality

Exercise 1.6.33-34

Front Office Assistant - Microsoft Office

Using formulas and functions

Objectives: At the end of this exercise you shall be able to
¢ use autofill features

¢ use function in excel

¢ use function wizard

¢ use autofill in excel.

Requirements

Tools/Equipments/Instruments
*  Aworking PC - 1 No./batch.

PROCEDURE

TASK 1: Copy data using autofill feature

1 Invoke Excel application.

2 Type the month January on cell A1 (Fig 1).

Fig 1
[t R ‘O]
.I--lrl--!-—'lu—f:;-'.‘ e ; =ixia|

‘bl SOF B RF L B
h e FfE REEHEE S EE -

i R—— . o
o ity e e s e s B T O Lo

i) I _E-TE R T TSe—— F 1am

3 Next, drag the fill handle (tiny rectangle at lower right
corner of cursor) till cell A12.

4 Nowrelease the mouse button. The successive months
appear on the sheet Fig 2.

5 Get it checked by the instructor.

Fig 2
e —— 1]
BB K e e W W L @l ]

(ST §RET - WF LLREDL
EE s psamEEE R, RE EE -

TASK 2: Adding a new list to the custom lists using autofill

1 Choose options from the tools menu.

2 Click on the custom list tab Fig 3.

Clickonthe newliston the left side of the dialog
box.

4 Typeyourownlistinthe listentries box separating each
entry with a comma and a space.

Click ADD to add the list.
6 Click OK.

Get the inserted new list verified by the instructor.

By A
T N LIt QN i reeer —
Fig 3
e T . i =]
B | m K e e M O Dl e abmial
1 AT BT e AF ELEL @RS
- SR A NN R, NS R -

- s

e

ram g -

e — | e |
I
T o e et
i P ' [l
[T
al -
e T -
Ry L
b | B T4 | ITr——r— s Fen | Vg
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TASK 2: Using Functions in Excel

1 Create worksheet as shown in the Fig 4 and save it as
fx_example in C:\FOA - SPREAD SHEET

APPLICATION\EXL Folder.
Fig4
A B | ¢ | D E F G H 1
_ 1 |Students Marks Sheet
=u
o | Sublect English ~ Physics | Chemistry| Maths | Total ’;‘I:ff: Grade

A
_ 5 |Ganesh 68 58 78 92
| 6 |Aaditya 78 68 85 23
_ 7 |Ramesh 56 78 67 54
_ 8 |Mukunda 48 68 20 38
| 9 | Gaganashi 20 08 87 89
10 Ramprasad 78 78 82 73
11 |John 80 62 64 64
|12 |Karthik 62 54 48 43
13 | Amrmutha 89 54 78 67
14 |Mazar Khan 70 65 67 76
15
16|
17 | Maximum
18 | Minimum
19|

2 Click on G5 and type =sum(C5:F5).

The sum of contents C5 to F5is calculated and
entered.

Using Autofill,copy the sum function into G6 to G14.
Get the Sum checked by the instructor.
Click on H5 and type =Average(C5:F5).

14 Select 15 and type =IF(H5>=85,"A+",”A”).

The grade will be entered according to the
average value in H5.if the grade is greater or

equal to 85 A+ otherwise A.

15 Get the grade checked by the instructor.

16 Using Autofill, find the grade of other students.

17 Select the cell D6 and change the value to 90 and
observe the grade changes to A to A+.

18 Click Undo button | 2 to Undo the change you have
done and the Autofill in step 16.

19 Select cell 15 and type
=IF(H5>=85,"A+",IF(H5>=75,"A" IF(H5>=60,"B" IF(H5>=40,"D"))))

20 Autofill the above formulae to other students and
observe the grades are entered correctly. Your
worksheet should be similar to the Fig 5.

The Average value of (C5:F5) is calculated and

entered.

Using Autofill copy the Average functioninto H6 to H14.
Get the Average value checked by the instructor.
8 SelectcellC17,type =Max(C5:C14) and press Enter.

Fig 5
A B @ D E F ¢ | m | 1 il
| L |Students Marks Sheet
2
L . . - Average
| o | Subiect English | Physics Chemistty Maths  Total | “ ¥ Grade
|4
| 5 |Ganesh 68 58 78 02 296 74 B
| 6 |Aaditya 78 68 85 03 324 8L A
LRamesh 56 78 67 54 255 63.75 B
[ 8 Mulkunda 18 68 90 38 211 61 B
| o |Gaganastri %0 08 87 8 364 oL At
| 10 Ramprasad 78 78 52 73 311 7775 A
| 11 John 30 62 64 64 279 6975 B
[ 12 Karthik 62 54 48 43 207 5175 D
[ 13 Amrutha 39 54 78 67 2388 72 B
| 14 | Mazar Khan 70 65 &7 76 278 6.5 B
|15
|16
[ 17 | Maximum Lo u8 20 93 364
[ 18 Mininmun 48 54 48 38 207
19

The Maximum value of the range selected is
calculated and entered in cell C17.

9 Get the Maximum function checked by the instructor.
10 Calculate the Maximum for other columns.
11 Select cell C18, type =Min(C5:C14) and press Enter.

The Minimum value of the range selected is
calculated and entered in cell C18

12 Get the Minimum value checked by the instructor.

13 Autofill the other columns to calculate minimum values.

TASK 4: Using function wizard

1 Open Fx-example.xls file from C:\FOA - SPREAD
SHEETAPPLICATION\EXL Folder.

2 Select cell G5 and Click on the Paste Function button

IE on the standard tool bar.

Paste Function dialog box appears as shownin
the Fig6 An=signis displayedinside the formula
bar.

3 Select |al  under Function category:  DOX.

List of Functions will be displayed in the

Funchion narme: box.

21 Get the nested IF checked by the instructor.

22 Click on cell J5 and type
=IF(AND(C5>70,D5>70,E5>70,F5>70),"DIST","").

The AND logical function checks if the student
have scored 70 and above in all subject and
grade him as distinction.

23 Get the Logical AND checked by the instructor.
24 Autofill J6 to J14 to find Distinction students.

25 Close the file without saving the changes.

Fig 6
Paste Function | 7]

Function cakegory: Funckion name:

Most Recently Used

sUM{number1.numberZz,...)
Adds all the numbers in a range of cells.

@I Ok I Cancel I
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4 Choose function SUMfromthe | g rction category:  POX
using the scroll bar.

As you choose the function a brief description
and the syntax ofthe functionis displayed atthe
bottom of the dialog box.

5 Click OK button.

14 Select cell 15 and Click on the Paste Function button

IE on the standard tool bar.

15 Choose Logical function from gynetion pame: 00X
and select IF from g netin categary:  POX. Press OK

button.

Excel displays the Formula palette below the
formula bar with a description of selected
function as shownin Fig 7. By default the range
C5:F5 is taken.

Fig7
| SUM

= x v = =sumcsFs)

LM
Number1 | S=H3 = {65,58,78,92}
Number2| fk_] =

=29

Adds all the numbers in a range of cells.

Number1: numberl,numberz, ... are 1 to 30 numbers to sum, Logical values and text
are ignored in cells, included if typed as arguments.

@ | Formula result =296 OK I

Cancel |

6 Click on OK button on the Formula Palette.

The SUM of range(C5:F5) is entered in G5 cell. |

Get the SUM checked by the instructor.
Calculate the total of other students in respective cells.
Select cell H5 and Click on the Paste Function button

IE on the standard tool bar.

10 Select Average Function from the | g ek categary:
box.

Excel opens aFunction palette and automatically
takes the average of adjacent cells (C5:G5).

11 Change G5 to F5 in formula bar.

The changing canbe done inthe Formulabaror
Formula palette.

12 Get the Average checked by the instructor.

13 Calculate the other students average.

Alogical function palette appears below formula
barwith the description of the selected function
as shown in below.

16 Type H5>=80 in | Logical_test list box.
Type “A” in | Yalus_if_true | list box.

Type “B” in Walue_if_False | list box.

Click OK button.

Excel checks if the contents of cell H5 is greater
than 80, it prints A , else B

17 Get the Average checked by the instructor.
18 Use Autofill to calculate other students grades.

19 Using the above skills calculate the Maximum and
Minimum marks scored in each subject.

The final worksheet is similar to one as shown

in Fig 8.

20 Get the progress checked by the instructor.
21 Close and Exit the Excel Application.

Fig 8
A B | ¢ | D E F G H I b
1 |Students Marks Sheet
|~ |
. . . . Average
5 Subject English | Physics Chemisty Maths  Total “\ =% Grade
o4
5 Ganesh 68 58 78 92 296 74 B
6 |Aaditya 78 68 85 03 324 81 A
LRamesll 56 78 67 54 255 63.75 B
Llﬂllkllllda 48 68 20 38 244 61 B
0o Gaganashri 20 98 87 89 364 91 A
iRampl‘asad 78 78 82 73 311 77.75 B
Llolm 89 62 64 64 279 69.75 B
iKmﬂlik 62 54 48 43 207 5175 B
113 | Amrutha 3 54 78 67 288 72 B
14 |Mazar Khan 70 65 67 76 278 69.5 B
15
16
17 Maximum 920 o8 20 93 364 91
il&ﬁlﬂlmnn 48 54 43 38 207 51.75
19
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Tourism & Hospitality
Front Office Assistant - Microsoft Office

Exercise 1.6.35

Create Slideshows in Power point

Objectives: At the end of this exercise you shall be able to
create a new presentation

open an existing presentation

save a current presentation

close a current presentation

insert a new slide

create a custom slideshow

add bullets and numbers.

Requirements

Tools/Equipments/Instruments
A working PC

-1 No./batch.

PROCEDURE

TASK 1: create a new presentation

1 Boot the system, if not booted — p— :
9 @f Set Program Access and Defaults g Norton PC Checkup L4
i videoLAN >
2 Click Start Button TS windows Catelog @ e >
. Microsoft Access
3 SelectPrograms R vrsovs oo Microsoft Excel
B ] wew office Document Microsoft FrontPage
4 Click Microsoft PowerPoint (Fig 1) P Sp— Microsoft Outiook
PowerPoint
. . . . d
5 PowerPoint window will open (Fig 2) fo Proorams ;
Li.a Documents
s Settings
L2
2 Search
<2
E Help and Support
%E Run...
g
o Log OFF Administrator...
i
= Turn OFf Computer...
‘2 start N Adobe Photoshop 34 Practical text - Micros...
Fig 2

Microsoft PowerPoint - [Presentation1]

Fle Edt Vew Insert Fomat Tools SideShow Winde
DERSGRY | iBEa Y| o-o-mOd
N

Help  Adobs PDF
IEha o

x

1

Click to add title

Click to add subtitle

Click to add notes
[E=w | »
o[ asoshpes- N NOOCEAGHRE >-L-A-=S=206.

Side 1 of 1 Defauk Design Engish (11.5.)

- x
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Create a New Presentation (Fig 3)

1
2
3

Choose File Menu
Click New option (Short cut key : Ctrl + N)

Created a New presentation

TASK 2: Open an Existing Presentation (Fig 4)

o o0~ W N -

Choose Fie Menu

Click Open option

Displayed existing presentation

Choose any one presentation " presentation1"
Click Open button

Opened presentation1

TASK 3 : Save a current Presentation

o g b~ W N -

Choose a File Menu

Click New option

Created a New presentation
Type the text

Choose File menu

Click Save option (Fig 5)

Fig 5 &l Practical text - Microsoft Word

| File i Edit Table

Mew... Ctrl+M

view Insert Format Tools

Open... Ctrl+O

Close

Save Ctrl+5S

Save As...

Save as Web Page...

2 e ,ﬁ TR

Search...

web Page Preview

7 Displayed Save as window

8 Type the name of the presentation "sample" (Fig 6)

9 Choose savinglocation
10 Click save button

11 Saved current presentation "sample" (Fig 7)

102

Fig 3 = az: .
9 Microsoft PowerPoint - [Pres
i Edit Yiew Insert Fo
0 IDI New... Ctrl+N
= = Open... Ctr4+0
— Close
el
B save Ctrl+5
1
Save 4s...
[ save asweb Page...
By Search...
Fig 4
L0 PX
Lookin: [ DSK1_VOL4 (F:) > - @ X £ B - Toos~
s MName =
%’ (Z)Computer Fundamentals
History Dvel
“7
My Documents
-
Desktop
E3)
Favorites
S & m 2
File name: | LI b
My Network I
Places Files of tvpe: - [all PowerPoint Presentations ~] Cancel
Flg 6 Save As
Savein: [ DSKI_VOL4 (F) o] &~ @ ¥ 4 E - Toos~
—_ () Computer Fundamentals
4 Dvel
History Pvesentatinnl
‘Eoﬁ
My Dacuments
Desktop
*
Favorites
P =)
ors File name: Isam,ﬂe L] =
My Network. e I
Places Save as type: IPvesentatinn j Cancal Ia
Fig 7

[€] Microsoft PowerPoint - [sample]

Fle Edit Yiew Insert Format Tools

DEESRY BB

W,
/ Outline " Slides ' X
1
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TASK 4: Close the current presentation
1 Choosefile menu

2 Click Close option

TASK 5 : Insert a New Slide
1 ChooseInsert Menu

2 Click New Slide (Short cut key : Ctrl + M) (Fig 8)

TASK 6 : Create a Custom Slide Show (Fig 9)
1 Select Slide Show

2 Click Custom Shows from the menu bar.

3 Displayed custom shows window
4

Add slides to the custom show by highlighting them in
the Slides in presentation window and clicking the Add
button.

5 Those slides will then appear in the Slides in custom
show window.

Remove slides from the custom show

Select their names in the Slides in custom show
window and click the Remove button.

8 Reorder slides in the custom show

TASK 7: Bulleted List from a Text Box

1 In slide view, create a text box by Choose the Insert
menu

2 Click Text Box from the menu bar. (Fig 10)

Fig 10 Insert LFgrmat Tools Slide:

‘3] Mew Slide Ctrl+M

Duplicate Slide

Slide Mumber

101

Date and Time...
Symbal...

"4 Comment
Slides from Files...

Slides from Outline...

n

Picture »

) A
$,¢ Diagram...

Text Box |

3 Closed currentpresentation

Fig 8 Insert | Format Tools  Slic
"3 mewslide  Ctrl+m

Slide Mumber
Date and Time...

Picture »

%o

Diagram...

)
e

[

Text Box

Movies and Sounds  »
Chart...

Table...

eO0F

Hyperlink...  Ctrl+K

v

9 Highlight the slide that should be moved and click the
up and down arrows to change its order in the show.

10 Click OK when finished.

11 Clickthe Show button on the Custom Shows window to
preview the custom slide show and click Close to exit.

Fig 9 Define Custom Show

Slide show name: |Custom Show 1

Slides in custom show:

Slides in presentation:

OK Cancel |

3 "Draw"thetextboxontheslide by holding down the left
mouse button while you move the mouse until the box
is the size you want it.

Choose the Format menu
Click Bullets and Numbering from the menu bar.

Changethe Size ofthe bullet by changing the percentage
in relation to the text. (Fig 11)

Choose a color for the bullet from the Color menu.
Click More Colors for a larger selection.

Selectone ofthe seven bullettypes shown and click OK.
-OR -

10 Click the Picture button to view the Picture Bullet
window.

11 Select one of the bullets and click OK.
-OR -
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Fig 11 | Bullets and Numbering @
Bulleted INumbered I
-
None -
-
a L > v
a <> > v
O - > v
Size: | 100 3: % of text Picture...
Color: | NN ~ Customize. ..
OK I Cancel |

v' Chennai

12 Click the Customize button to select any character
from the fonts on the computer.

13 Select a symbol font such as Wingdings or Webdings
from the Bullets from drop-down menu for the best
selection of icons.

14 Click on the characters in the grid to see them larger.

15 Click OKwhen you have chosen the bullet you want to
use. (Fig 12)

- o)
ont: |Wingdi

fingdings

m
3

olo[o[e[@[o] = [Of & [+ * | * |||~
BN EEEREREE
o|o|o|ds|a|e|wr| 2| %R Ra
Jelglaglado| <[> |Alv|e|s|ao]<
SIMVIR[ A | N €| Dp VIR A L N
SRR BB E S

Recently used symbols:
ele[¥[o]@[™+]#|s[z]+]~[~[u]q]
wingdings: 204 from: [Symbol (decimal) |

cancel
Chennai

Character code: [204

Numbered List

Follow these steps to create a numbered list:

1 Create a text box.

2 With the text box selected

3 Choose Formatmenu

4 Click Bullets and Numbering from the menu bar.
5

Click the Numbered tab at the top of the Bullets and
Numbering window. (Fig 13)

Fig 13

: Bullets and Numbering

Bulleted Mumbered |

C.

Size:IlUO 33 % of text
Color: I- vl

Start at: |a 3:

Cancel |

a. Chennai

6 Change the size of the numbers by changing the
percentage in relation to the text.

Choose a color for the numbers from the Color menu.
Click More Colors for a larger selection.

Change the Start at value if the numbers should not
begin with 1.

10 Select one of the even list types shown and click OK.
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Tourism & Hospitality

Exercise 1.6.36

Front Office Assistant - Microsoft Office

Format objects, add Audio and Video in Power point

Objectives: At the end of this exercise you shall be able to

* apply background color

* apply gradient, texture and patterns in colour schemes

» create group and ungroup option
* insert word art.

Requirements

Tools/Equipments/Instruments

*  Aworking PC - 1 No./batch.

PROCEDURE

TASK 1: Color Schemes
1 Choose the Format menu
2 Click Slide Color Scheme from the menu bar.

3 Clickone ofthe preset color scheme thumbnailimages
in the Color schemes box.

Background

1 Follow these steps to add background colors and
patterns to a slide:

2 Choosethe Format menu

3 Click the Background from the menu bar. (Fig 1)

Fig 1 Background
~Background fill Apply to Al
<> Title of Slide
- Bullet text
Preview
=
I~ Omit background graphics from master

4 Select a color from the drop-down menu below the
Background fill preview or choose More Colors... fora
larger selection.

TASK 2 : Apply Gradient tab (Fig 4)

Fig 4

Gradient | Texture | Pattern | Picture |

[ Colors
[ Coion 1 Cancel
| € one color [ ~
&1 I
| & Two colors p——
| [ — -
[ Transparenc;
| From: < >| Jo% =
| Te: < > 0 % Eﬁ

Shading styles

| € Horizontal

| & -

(£ L Sample:
| £ 2l '

| le

5 Select Fill Effects from the drop-down menu to add
gradients, texture, patterns, or a picture to the back-
ground. (Fig 2)

Fig 2 26
Background
Background Fill Apply to all |
<> Title of Slide
- Bullet text
Cancel |

—

=
o ONEEENENlTYT
More Colors...

- Fill Effects. .. | In—

Automatic I ster

6 Selectedgradientfilled colourwillgetdisplayed. (Fig 3)

Fig 3

Click to add title

Click to add subtitle

1 Select One color if the color chosen will fade into the
background and selectthe colorfrom the Color 1 drop-
down menu.

2 Choose Two colors if the gradient will use two colors
and select those colors from the Color 1 and Color 2
drop-down menus.

Preset provides a selection of color combinations.
Select one from the Preset colors drop-down menu.
Select the type of gradient from Shading styles.

Click one of the four Variants of the styles chosen.

N OO O b~ W

Selected variant will get displayed (Fig 5)
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Fig 5

ick to add title

dd subtitle

ICT112H5

TASK 3: Apply Texture tab (Fig 6)

Fromthe Texture window, select a repeating background
by scrolling through the thumbnail images or click Other
Texture... to select an image from a file.

TASK 4 : Apply Pattern tab (Fig 7)

Select a two-tone pattern by clicking one of the pattern
swatches and selecting the Foreground and Background
colors.

Picture tab

Click the Select Picture button to choose a picture from a
file. Afterthe pictureis selected, a preview and description
will be shown in this window.

» Click OKtoapply the changes made fromthe Fill Effects
windows.

« Click Apply to All to add the changes to every slide or
Apply to make changes only to the current slide.

TASK 5 : Perform Grouping (Fig 8)

Fig 8
& & qu ]

Copy

B paste
Save as Picture...

A Font...

i=  Bullets and Numbering...
Grouping VB gow |
Order =

Set Autoshape Defaults
% Custom Animation. ..

B Format AutgShape...
@

Fig 6
Fill Effects
Gradient ] Pattern | Picture I
Texture: ;‘
§ ’ ﬂ Cancel
- V' 7 - :
Sample:
©
Other Texture... I S
=
o
=
I Rotate fill effect with shape

Fill Effects

Gradient I Texture

Pattern:

Cancel

FEoreground:

=] [—

Background:

Sample:

I Rotate fill effect with shape

1 Draw two rectangle box

Selectonerectangle and press Shift and click another
rectangle box

At same time right click the mouse button

3
4 Choose Grouping option
5 Click Group

6 Grouped the two rectangle box
Perform Ungrouping (Fig 9)

1 Draw two rectangle box

2 Selectone rectangle and press Shift and click another
rectangle box
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Fig 9

& cut
Copy
[ Ppaste
o . Save as Picture...
A Fort...
i=  Bullets and Numbering...
[ gowng vl
Order » Unagroup

Set AutoShape Defaults ol

% Custom Animation...

Format Object...

P @

TASK 6 : Inserting WordArt
1 Choose the Insert menu

2 Select the Picture option

3 Click WordArt from the menu bar or click the Word Art

button on the Drawing toolbar. (Fig 10)

Fig 10 | mnsert I Format  Tools Slide Show Window Help Adobe PDF

45) New Slide ce+M b [ IE A4 oo
Duplicate Slide

Slide Number

Date and Time...

.'j Comment
Slides from Files...

Slides from Outline...

At same time right click the mouse button
Choose Grouping option

Click Group

Grouped the two rectangle box

Select the rectangle box

Right click the mouse button

© 00 N O o b W

Select Grouping and click Ungroup

10 Displayed separate two rectangle box

6 Enterthetextinthe Edit WordArt Text box and choose
the font, size, and style for the text. Click OK. (Fig 12)

Fig 12
Edit WordArt Text 23]
Eont: Size:
I':q-unpact _v_] l:aa L] ll L‘
Text:
Welcome to All

ook | camca |

7 Usethe white box handles aroundthe word arttoresize

it on the slide.

8 Drag the yellow diamond handle to change the shape
ofthetext. Torevertback to no shape, double-click the

diamond. (Fig 13)

[ picture » | @ cipar...
¢72 Diagram... Erom File...
2] Text Box @ From Scanner or Camera...
Movies and Sounds > MNew Photo Album...
g Chart... 553 Organization Chart
[ Table... @ AutoShapes
Object... |‘ Wordart...
4 Choose any one option
5 Click Ok Button (Fig 11).
Fig 11
WordArt Gallery @@
Select a WordArt style:
T W
WordAr mrdﬂ" wworda,, (WordArt WordArt | 2
w

Wardirt (WordArt [WordArt [¥ora2 » | Eiordirt

2| manavel| »

worane | WerdARY wouan [ Worcrt [Wordart | ¢ W
WordAet |WordAre |WardAet | Wi [ | 3

Fig 13
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Tourism & Hospitality Exercise 1.7.37&38
Front Office Assistant - Networking and Internet Communication Concepts

Internet operational skills

Objectives: At the end of this exercise you shall be able to
* learn LAN concepts

¢ know about WAN concepts

* learn networking features.

Requirements

* A working PC with internet facility - 1No./batch
* A working PC with internet

connection - 1 No./batch.
*  Aworking PC - 1 No./batch.

PROCEDURE

TASK: Identify Lan/Wan network

1 Identify a LAN connection. - Consists of connecting several computer networks
2 Identify different types of network. based on different protocols

3 Get the work checked by your instructor. - Requires the definition of a common interconnection

Networks Interconnection/Internet protogol on top the local protocols.

- The internet protocol (IP) plays this role, by defining

concept of network interconnection \ )
unique addresses for a network and a host machine.

- Firstimplemented in the defence advanced research
project agency network (arpanet), in 1966 in USA.

FTP Telnet SMTP SNMP

| TCP/UDP |
I
IP

|
Ethernet | Arpanet | Tokenring

Internet protocol (IP) - The IP protocol does not request for connection
Overview (connectionless) before sending data and does not
make any error detection.

- The IP protocol provides two main functionality: .
Functions

- Decomposition of the initial information flow into packets

of standardized size, and reassembling at the - Decompose the initial data (to be sent) into datagrams.

destination. - Each datagram will have a header including, the IP
- Routing of a packet through successive networks, from address and the port number of the destination.

the source machine to the destination identified by its - Datagrams are then sent to selected gateways, e.g IP

IP address. routers, connected at the same time to the local network
- Transmitted packets are not guaranteed to be delivered and to an IP service provider network.

(datagram protocol). - Datagrams are transferred form gateways to gateways

until they arrived at their final destination.
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packet 1

= [

Sender

[]

Packet 2

Receiver

N

outers

Transmission control Protocol (TCP) safe data transmission

Overview . .
assurance that data are received in the correct

- TCP provides b using IP packets a basic service that order
does guarantee safe delivery:

- Before sending data, TCP requires that the computers
- errordetection communicating establish a connection (Connection-
oriented protocol).

Client TCP Server
SYN
SYN_ACK ACK
DATA
DATA
FIN
ACK
DATA
FIN
ACK

4.5 Internet application protocols

On top of TCP/IP, several services have been developed in

order to homogenize applications of same nature: - NNTP (Network News Transfer Protocol) allows the

constitution of communication groups (newsgroups)
- FTP (File Transfer Protocol) allows the transfer of organized around specific topics.
collection of files between two machines connected to

the internet. - SMTP (Simple Mail Transfer protocol) defines a basic

service for electronic mails.
- Telnet (Terminal Protocol) allows a user to connect to

a remote host in terminal mode. - SNMO (Simple Network Management Protocol) allows

the management of the network.
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FTP Telnet SMTP SNMP
TCP/UDP
IP
Ethernet Arpanet Token ring

View network connections

Objectives : At the end of this exercise you shall be able to

* view and change the IP address of your computer

* establish connection between two computers.

View and change the IP address of your computer

Note to the instructor: Network icon should be placed on the desktop

Choose the network icon and right click from the desk-
top.

Note : A menu displayed on the screen as on
Fig 1.

Fig 1

1 . | 1 m
| Wy Open
Map network drive...
3 Disconnect network drive...
~
) Create shortcut
; i Delete
Properties
T,

A L

110

2

Choose "Properties"

Note: A "View your basic network information
and setup connection"” window appears as on
Fig 2.

Click "Change adapter setting" option as shown in
Fig 2.

Note : A menu gets displayed on the screen.

Choose "Local area connection" and right click it

Note: A "Local area connection properties”
window appears on the screen as shown in
Fig 3.

Choose "Internet protocol version4 (TCP/IPv4)"

Click "Properties"

Note : Internet protocol version 4 (TCP/IPv4)
windows appears on the screen as on Fig 3.
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Fig 2

e

v Control Panel » Metwork and Internet » Metwerk and Sharing Center

i

Control Panel Home

View your basic network information and set up connections

Change adapter settings

Change advanced sharing
settings

| %
Eﬁw&‘ o
SATHISHKUMAR-PC Metwork

(This computer)

View your active networks

Network
Public network

Change your networking settings

See also
HomeGroup
Internet Options

Windows Firewall

N
&
=

ﬁ- Set up a new connection or network
-

0 See full map
Internet
Connect or disconnect
Access type: Internet

Connections: @ Local Area Connection

Set up a wireless, broadband, dial-up, ad hoc, or VPN connection; or set up a router or access point.

Connect to a network

Choose homegroup and sharing options

Troubleshoot problems

Connect or reconnect to a wireless, wired, dial-up, or VPN network connection.

Access files and printers located on other network computers, or change sharing settings.

Diagnose and repair network problems, or get troubleshooting information.

Fig 3
=
A =
@U" &) » Control Panel » Network and Internet » Network Connections » - |£, ‘ ‘ Search N P |
Organize v Disable this network device Diagnose this connection Rename this connection View status of this connection kel g~ B @

Local Area Connection
Network
Intel(R) 82579V Gigabit Metwork C...

5

Reliance Netconnect - Broadband+
Disconnected
ZTE USE Modern FFF1

@ Local Area Connection Properties

8 ]

MNetworking

Internet Protocel Version 4 (TCP/IPv4) Properties

=

General

Connect using:
I"T Intel{R) 82579V Gigabit Network Connection

This connection uses the following items:

for the appropriate IP settings.

@ Use the following IP address:

% Client for Microsoft Networks

Bl Kaspersky Anti-Virus NDIS 6 Fiter

IBl00S Packst Scheduler

gﬂle and Printer Sharing for Microsoft Networkcs

4. Intemet Protocol Version 6 (TCP/IPvE)

-4 Intemet Protocol Version 4 (TCP/IPv4)

i Link-Layer Topology Discovery Mapper /0 Driver
& Link-Layer Topology Discovery Responder

IP address:
Subnet mask:

Default gateway:

Install... Uninstall Properties

Description

Transmission Control Protocol/Intemet Protocol. The default
wide area network protocol that provides communication
across diverse interconnected netwarks.

Preferred DNS server:

Alternate DNS server:

[ validate settings upon exit

You can get IP settings assigned automatically if your netwark supports
this capability. Otherwise, you need to ask your netwark administrator

(") Obtain an IP address automatically

Obitain DNS server address automatically

@ Use the following DNS server addresses:

192 . 45

255 .255.255. 0

192068 L = &

218 , 248 , 255 , 147

218 . 248 . 255 . 146

bl

Cancel

oK Cancel o

View and note down the IP address and subnet mask

and fill the following given table.

8 Click "Obtain an IP address automatically"

IP Address

Subnet mask

Note: As the radio button is clicked, the IP
address gets cleared as on Fig 4

Class

Gateway
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Fig4

-

Internet Protocol Version 4 (TCP/IPvd) Properties | ? 2|

General | Alternate Configuration |

You can get IP settings assigned automatically if your network supparts
this capability. Otherwise, you need to ask your network administrator
for the appropriate IF settings.

@ Obtain an IP address automatically
(7 Use the following IP address:

IP address:
Subnet rnask.:

Defaulk gakewan:

(7) Obtain DNS server address automatically
@ Use the following DNS server addresses:

Preferred DNS server: 218 . 248 . 255 . 147

Alternate DMS server: 218 . 248 . 255 . 1496

[ validate settings upon exit

9 Click "Use the following IP address" 10 Type "10.0.0.1" in the IP address and press tab key as

on Fig 5.

Fig 5

-

Internet Protocel Version 4 (TCR/IPvd) Properties | ? 2 |

General

You can get IP settings assigned automatically if your network supports
this capability. Otherwise, you need to ask your network administrator
for the appropriate IP settings.

(") Obtain an IP address automatically
i@ Use the following IP address:

IP address: w.0 .0 .1
Subnet mask:

Default gateway:

Obtain DS server address automatically

(@ Use the following DMS server addresses:
Preferred DNS server: 218 . 243 . 255 . 147

Alternate DMS server: 218 . 248 . 255 . 146

[] validate settings upon exit

[ 0K ] [ Cancel ] ||
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Note: The subnet mask gets automatically filled 11 Click ok in "Internet protocol version 4 (TCP/IPv4) prop-
as on Fig 6 erties window

12 Click ok in "Local area connection properties" window.

Fig 6 -
Internet Protocol Version 4 (TCP/IPv4) Properties ? P

General |

You can get IP settings assigned automatically if your network supports
this capability. Otherwise, you need to ask your network administrator
for the appropriate IP settings.

*) Obtain an IP address automatically
@ Use the following IP address;

IP address: W .0 .0 .1
Subnet mask: 255. 0 .0 .0
Default gatewsay:

Obtain DMS server addr automatically
Obtain DMS server address automatically

@ Use the following DMS server addresses:

Preferred DNS server: 218 . 248 . 255 . 147

Alternate DNS server: 218 . 248 . 255 . 146

I oK | | Cancel |
TASK 2: Establish connection between two computers (P2P)
1 View and note the IP address of two computers 5 Type'cmd'and press Enter key to invoke DOS prompt
2 Insert one end of the cross cable in Ethernet port on 6 Type "ping <IP address of Second computer>" and
the rear side of the CPU (First Computer) press Enter key
3 Insert another end of the cross cable (prepared in Task Note : If you get a 'Reply' as shown in Fig 7,
2) in Ethernet port on the rear side of another CPU there is a connectivity between first computer
(Second Computer) and second computer

4 In First computer (Check connectivity) Press Windows
button and R key simultaneously to invoke Run dialog
box

Fig7

B Administrator: C\Windows\system32\cmd.exe
Pinging 192.168.8.117 with 32 bytes of data:

Reply from 192.168.8.117: bytes=32 time<ims TTL=128
Reply from 192.168.8.117: bytes=32 time<ims TTL=128
Reply from 192.168.8.117: bytes=32 time<ims TTL=128
Reply from 172.168.8.117: hytes=32 time{imz TTL=128

Ping statistics for 192.168.8.117:

Packets: Sent = 4, Received = 4, Lost = 8 (8% loss).
Approximate round trip times in milli—seconds:

Minimum = Bms, Maximum = Bms, Average = Ams

Tourism & Hospitality: Front Office Assistant (NSQF - Revised 2022) - Exercise 1.7.37&38 113



between first and second computer

Note :If you get the message ‘Request Timed out ’as shown in Fig 8, then there is no connectivity

Fig 8

Request timed out.
Request timed out.
Request timed out.
Request timed out.

C:UzerssAdmin>

C:wUszers~Admin>ping 222.111.33.22

Pinging 222.111.33_.22 with 32 hytes of data:

Ping statistics for 222_.111_33_.22:
Packets: Sent = 4, BReceived = B, Lost = 4 {188x loss).

Note : By repeating steps 4,5 and 6 in second
computer you can check the connectivity
between second computer and first computer

7 Get it checked with the instructor

Note : Using cross cable you can connect only
two computers in a peer to peer network. To
Connect more than two computers in a peer to
peer network you need a Hub/Switch as shown
in Fig 9.

Fig9

Peer 2

Hula

Pear 3 Peerd. ..

Practice IP addressing and subnet mask

Objectives: At the end of this exercise you shall be able to

¢ create IP address and subnet mask
¢ ping to test network.

TASK 1: Assign different classes of IPv4 addressing
1 Connect PCs with switch using RJ45 cable as shown

Fig 1.

Fig 1

2 Power on the PCs and network switch.

3 Typenetwork connectionsinthe searchin PC1. (Fig 2)

Fig 2

O R O Web
EJ network connections

4 Select "View network connections". (Fig 3)

Fig 3

1-4. Wiew metwork connections.
convel panel

st B web

network connections

5 Right click on Ethernet and select properties. (Fig 4)

6 SelectInternetprotocol version4 (TCP/IPv4)and click
propertiesas shown Fig 5.
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Fig 4
& Network Connections - O X
T LB «c Net.. » NetworkCon.. v U Search Metwork Connections 0
Organize =~ @ @
l" Bluetooth Network Connection ) Ethernet
- L = =
Sy Not connected s _ Centurylink3981
¢ €3 Biuetooth Device (Personal Area ... Intel(R) 8 A Gigabit Network...

L:!' Wi-Fi

Not connected
offll inteiR) Centrino(R) Advanced-N .

3 items 3=

Fig 5

U Local Area Connection Properties x

Networkdng | Shaning |

Connect using:

& Realiek FCle GBE Family Controller

Configure.. ‘

This connection uses the following items:

9% Cliert for Microsolt Networks

421205 Facket Scheduler

45 File and Priter Sharing for Microsaft Netwarks

[ - Intemet Protocal Version 6 (TCP/IPvE)

- Intemet Protocol Version 4 (TCP/IPv4)

4 Link-Layer Topology Discovery Mapper |/ Driver
. Link-Layer Topology Discovery Responder

Install. Properties

Description
Transmission Cortrol Protocal/Intemet Protocol. The defaut
wide area network protocal that provides communication

across diverse interconnected networks

0K Cancel

1

7 Select use the following IP address and assign ipv4

class-A IP address and subnet mask.

For example : Class A IP address - 10.0.0.1 and
subnet mask 255.0.0.0 (Fig 6)

8 AssignIP addresstootherPCs10.0.0.2,10.0.0.3and

10.0.0.4 etc.

9 Assign the same subnet mask to all PCs.

Fig6

Internet Protocol Version 4 (TCP/IPv4) Properties ? 2

General |

You can get IP settings assigned automatically if your network supports
this capability. Otherwise, you need to ask your network administrator
for the appropriate IP settings.

Obtain an IP address automatically
@ Use the following IP address:

IP address: 0 . 0 Ul 1
Subnet mask: 255690 & 0 S
Default gateway:

Obtain DNS server address automatically
@ Use the following DNS server addresses:
Preferred DNS server:
Alternate DNS server:

[ validate settings upon exit

Advanced...

ook

Cancel |

TASK 2: Test connectivity between computers

For testing connectivity between computers using
basic network commands.

Open command prompt and Check IP configuration
using the command ipconfig. (Fig 7)

Fig7

=  ——————
BN C\Windows\system32\cmd.exe

Mindows IP Configuration

Mireless LAN adapter Wireless Network Connection:

Media State Media disconnected
Connection—specific DNS Suffix

[Ethernet adapter Local Area Connection:

Connection—specific DNS Suffix
IPu4 Addr

Subnet Mas

Default Gat

Tunnel adapter isatap.{48%964570-8232-4E4B-8559-n813D2DY847E> -

Media State ¢ Media disconnected
Connection—specific DNS Suffix

Tunnel adapter isatap.{FF?A6480—9F8E-4n3@-955B-7?5DB6ATA4BD3%:

Media State

2 Media disconnected
Connection—specific DNS Suffix

Tunnel adapter Teredo Tunneling Pseudo-Interface:

Media State
Connection—specific DNS Suffix

IG:\Users\ELCOT >_

Media disconnected

Note the systems IP configuration.

Then check connectivity between system using ping
command

Eg: ping 10.0.01 and note the result. (Fig 8)

Check the connectivity to other systems also using
that systems IP address.

az
TTL=128

TTL=128
32 time<ims TTL=128
time<ims TTL=128

ent = 4, Received = 4, Lost = @ <Bx loss),
und trip times in milli-seconds:
Mininum = @ns, Maximun = @ns, Average = Bns |

9

Change ip address and subnet mask of all PCs to
class-B.

Example: 128.0.0.1t0128.0.0.2 etcand subnet mask
255.255.0.0 to all PCs.

Repeat the steps 2 to 4 to test the network.

10 Change ip address and subnet mask of all PCs to

class-C.

11 Example: 192.0.0.1t0192.0.0.2 etc and subnet mask

255.255.255.0 to all PCs.

12 Repeat the steps 2 and 4 to test the network.

13 Change the IP address of PC1 to class B and keep all

other systems in Class A.

14 Checkthe connectivity from PC1 to other system using

Ping command.

15 Note the result.

16 Repeat the steps 13 to 15 by changing IP addresses

to different classes.
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Configuring HUB & switch

Objective : At the end of this exercise you shall be able to
* install and configure HUB and switch.

TASK 1: Configure hub and switch
1 Select the HUB. (Fig 1)

w

Fig 1

2 Select Switch Rack. (Fig 2)

Fig 2

3 Fitthe HUB in the Switch rack by screws.(Fig 3)

Fig 3

4 Insert all the LAN cables into the Switch rack.

Punch the LAN cables in patch panel ports by
Punching tools according to color code.(Fig 4 & 5)

6 Connect all the connected ports of Patch Panel to the
HUB ports by drop cables. (Fig 6)

Fig 4

Fig 5

e

7 Connect the power source of HUB.

Fig 6

8 Now itis ready to use.

9 For Switch follow same procedure with a Switch
(Fig 7).

Fig 7
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Tourism & Hospitality

Exercise 1.7.39-40

Front Office Assistant - Networking and Internet Communication Concepts

Searching and Downloading, printing, saving portion of web page

Objectives: At the end of this exercise you shall be able to

* download file from website
* browse a website through web browser
* print and save a portion of web page.

Requirements

Tools/Equipments/Instruments

*  Aworking PC - 1 No./batch.

PROCEDURE

TASK 1 : Browse a website through Web browser

First way to open
1 Choose Internet explorer and click it.

A home page Google appears on the screen
as on Fig 1.

Fig 1

*§ http://www.google.co.in/

+| 2| x [}l Live Search

&)

| et

W !;‘lﬁuug\e |

P SikhNetRadio & M+ — | 2c|(2 @

- v @ v rPage v (Tock v

Advertising Programs ~ Business Salutions

Google

Google Search | I'm Feeling Lucky

Google.co.in offered in: Hindi Bengali Telugu Marathi Tamil Gujarati Kannada Malayalam Punjabi

© 2012 - Privacy & Terms

India

+Google  About Google ~ Go ta Goagle com

[# € Internet | Protected Mode: On H100% ~

2 Type "www. dget.gov.in"

website of DGET appears on the screen Second
way to open

1 Type "www. dget.gov.in" on the Address bar and press
enter as on Fig 2.

Fig 2

/2 Google - Windows Internet Explorer

R *§ v DGET.nic.in

~ | +3 | X [l Live Search

2c | (R

w !-‘]Goog|e |

|(searcn - (3 El-| & & @B > siivetravio $ o+ |

B - B v & v lheae
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The DGET website appears on the screen as on Fig 3.

Fig 3

C | [ wwwadgetnicin/content; Tol

Sxip b Main Content| Screen Reader Access | ] (Z] EERE B E w=0

Directorate General of Employment & Training (DGE&T)
Ministry of Labour & Employment

Government of india

Home About Us iP i Usaful Links Media Center Contact Us

® Major Targets of DGEAT

= Stdents [ Job-seekers

™ Training Providers | Employers o
® Frequently Asked Ceestions (FACS) 0
® Citizems’ Charter
® Parkiament Questions & Answers ?
® Results Framework Docmment (RFD)
-
= Budget & Account A
= Annual Report
= Awards
® Omling Applicaton Form 3 Sdna‘neslnr()gzﬁonﬂwlomr‘mnl + Women Training
e of Training Infrastruchure A i e s Stan | Stop View All
TASK 2 : Download File from website
Fig 4 Downloading
1 Click Trade syllabus as in Fig 4 on the DGET home
page.
Note: The window will appear on the screenas
in Fig 5.

Fig 5
Directorate General of Employment & Training (DGE&T)
Ministry of Labour & Employment

Government of India

Home About Us Schemes / Programmes Publications Document Useful Links Media Center Contact Us

Home / Schemes | Programmes / Schemes for Training / Craftsmen Training Scheme (CTS)

Traini T 3
e L Craftsmen Training Scheme (CTS) S

Advanced Vocational Training Scheme —
(AVTS)

. ¥ Oveniew

Craftsmen Training Scheme (CTS) Ly Salient Fealnes
:\;rp;‘]enlioesmpﬁaining Scheme | » General Admission Guidelines

i » Trade Syllabus
Skill Development Initiative Scheme |

(SDIS) ¥ National Coundil for Vocational Training

Special Coaching Scheme for | ¥ Semaster Syslem
Scheduled Castes/Scheduled Tribes E

Voecational Rehabilitation Centers
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2 Select and click CRAFTSMAN TRAINING SCHEME
(CTS)

Note: List of engineering and non-engineering
trades appears on the screen as on Fig 6.
Fig 6
Non-Engineering Trades
SLNo. Trade Syllabus
1 Architectural Draughtsman [4) 286.21 kB
2 Baker and Confectioner [ 355.2 kB
3 Cabin/Room Attendant ] 205 36 KB
4 Cane Willow and Bamboo Work [ 286 53 kB
5 Computer Aided Embroidery & Needle Work [ 270.8 kB
6 Computer Operator and Programming Assistant ﬁ‘ 540.47 KB
7 Corporate House Keeping k] 202.30 kB
8 Craftsman Food Production (Generah [4] 288.73 kB
9 Craftsman Food Production (Vegetarian) [ 297.16 KB
10 Créche Management [ 128,08 kB

3 Scroll down the screen with the mouse and select your
trade syllabus

Example: Trade name "FOA"

4 Click the selected trade FOA which is under lined in
blue as on Fig 7.

Note: The syllabus of "FOA" appears on the
screen as on Fig 7.

Fig 7

www.dgetnicin/uploa

B
DiaT al

IV A
SYLLABUS FOR THE TRADE OF
COMPUTER OPERATOR AND PROGRAMMING

ASSISTANT

(IT & ITESSECTOR)

5 Click"Save a copy" to save or download the syllabus

Note : A screen appears on the screen to save
it as in Fig 8.

Fig 8

Save the file in c:/document/ FOA[1]. (Fig 9)

Savein: &P Network

L Narne
pray=
Recent Places

Desktop

8l
Admin

L™

Computer

=

Network

File name

Fig 9
w = L= B R R COPA_1.pdf - Nitro PDF Reader = & =
o W [ PP | i i - - 9
h | (=) [l Fit wiath il ‘[il D o] t' s ‘n
S 2B e I Lo Al bl = )
Hand | Zoom Select Add Markup Type QuickSign | Create Extract Extract e Do More
- Rotate View = Mote Text~  Text - from File Text Images With Pra
View Tools Create/Convert Forms | Upgrade
El| 2 copa1 x| =
2 -
| & W Nitro PDF Reader == |
e 1=

COPA_1 -

Save astype

Nitro PDF files {pdf) -

g st orCre Trades s e

copa fig [Compatibi...

COPA_1.pdf - Nitro ... p e e @ W 1033

6 Click the document from c:/ and print the downloaded
FOA syllabus.

Tourism & Hospitality: Front Office Assistant (NSQF - Revised 2022) - Exercise 1.7.39-40

7 Check with the instructor.

119



Tourism & Hospitality Exercise 1.7.41
Front Office Assistant - Networking and Internet Communication Concepts

Creating email ID and sending receiving mails

Objectives: At the end of this exercise you shall be able to
+ create an email account

+ create an export and import contacts

+ compose and send emails with attach documents

» check the mails and sign out account.

Requirements

Tools/Equipments/Instruments
*  Aworking PC - 1 No./batch.

PROCEDURE

TASK 1 : Create an Email Account

Note to the instructor: Make the trainees to create accounts as CFOAATRG as the primary name and
secondary in increasing order of number series, in Gmail.

Example: CFOAATRG2, CFOAATRGS etc.
1 Create CFOAATRG2 in yahoo mail simultaneously at the end of Task 1
2 Add contactin "CFOAATRG2" of yahoo account

1 Choose " internet explorer" and Click to open it An Account creation screen appears on the
screen Fig 1.

2 Click "Gmail" on the "Google" home page

Fig 1
[+1 Gmail: Email frem Google LY =l [
<« C | @ htips;//accounts.google.com/ServiceLogin?service=mail&passive=true&rm=false&continue=https:;//mail.gocgle.com, 15 | < E 2,
§ - Elmages- (@ A b O B eI IRIES 7 © B E

Google Nowto Gl

Gmail

A Google approach to email Signin Google

Gmail is built on the idea that email can be more intuitive, efficient. and useful. And maybe Username

even fun. After all. Gmail has:

= Lots of space Password
Over 10265100954 megabytes (and counting) of free storage.
Less spam FEEE _ _
Keep unwanted messages out of your inbox. Stay signed in
" Can't access your account?

Mobile access Y
Get Gmail on your mobile phone. Learn more

About Gmail  MNew features!  Switch to Gmail  Create an account

Take Gmail to work with Google Apps for
Business

Love Gmail. but looking for a custom email address for your company?
Get business email, calendar, and online docs @your_company.com. Learn more

& Gmail: Email from G... || LY eopa fig [CO Desktop > € Te @ % (3l Wl 10:37
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3 Click "CREATEANACCOUNT"

The following display appears on the screen
as on Fig 2.

Fig 2

New to Gmail? e yF:UF sl

Note: An account creation screen appears on
the screen as shown in Fig 3.

Fig 3

Hamo

kS

Do oLl iSaTame

Croste & passseond

Coaiilirmm yolsr passwnond

Binhday

BESoavlls

Gandar

lam,, —

Mobile phone

e © 1]

Tour current cmaxil addross

B B Intemer | Protected Maode O

4 Type "FOATRG" in First Name box, "1" in Last Name
box

Choose your username as "FOATRG1"

Password as "sachin@12" and retype the same in "con-
firm your password"

While typing the password the password box
has to denote strong as on Fig 4.

Fig 4

Create a password

Taki Password strength: Strong

od Confirm your password
" Use at least 8 characters. Don't use a

password from another site, or something
too obvious like your pet's name. Why?

Birthday

Month B

Gender

Share a little. Or share a lot.
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7 Choose Birthday January, 24, 1994, Male in Gender,
your mobile number in mobile number, and alternative
email id if you have.

8 Type the given quote "Prove your not an robot" box
9 Select the location as "India"

10 Click a the box "l agree to Google" and About person-
alization box" as shown in Fig 5.

Fig 5

2%3DwmBlitmpl=default

s22c | @

krishna200021@yahoo.com

Default homepage
I Set Google as my default homepage.

Your default homepage in your browser is the first
page that appears when you open your browser

Prove you’'re not a robot
: -
Type the two pieces of text:

Cc <« H

Location

India

1

[ | agree to the Google Terms of Service and
Privacy Policy

I Google may use my account information to

personalize +1's on content and ads on non-
Google websites. About personalization.

Next step

EB 0 Internet | Protected Mode: On

11 Click "Next Step"

Note: A created account of foatrg1@gmail.com
is appeared on the screen as on Fig 6.

12 Click " Continue to Gmail"

Note : A new Gmail account mail window
appears on the screen with three mails of
Google team appears as on Fig 7.
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Fig 6

'-‘] download siverlight 3 - | ] describe palettes in pac | [{ Explain the different p= | £ Warking with Palettes | | Google Accounts

Some important features may not work in this version of your browser, so you have been redirected to the Basic HTML version. Upgrade to a modern browser, such as Google Chrome.

.
GM l | { Search Mail ‘ [ Search the Web | Showsearchootions
} Creste s filter
rGoogle

Compose Mail Report Spam More Actions_.. + Refresh 1-30f3
M“-—?} 1 Gmail Team Customize Gmail with colors and themes - To spice up your inbox with colors and themes, check out the Themes tab under 2:52 am
%_‘ ] Gmail Team Import your contacts and old email - You can import your contacts and mail from Yahoo!, Hotmail. AOL, and many other web mail 2:52 am
ent Mai
Drafts [ Gmail Team Get Gmail on your mobile phone - Access Gmail on your mobile phone The days of needing your computer to get to your inbox  2:52 am
All Mail
Spam
Trash
Report Spam More Actions  ~ Refresh 1-30f3
Contacts
Labels Use the search box or search options to find messages quickly!
e You are currently using 0 MB (0%) of your 10243 MB
@% ©2012 Google - Terms - Privacy Polioy - Gmail Blog - Goegle Home
Travel
Wiork
Edit labels

« .//accounts.google.com/SignUpDone?hi=en&continue=https%3 Fmail.google.com®
= = [ [ .
- - Bmages . [0 C oudindEs Kb @@ 0 B - o [
‘ 0 le You can find these controls up here in
b }8 Google products:
You're all set
1 = O
Welcome jeyal
Th o)
Continue to Gm
__ Google Site Stats - learn more . -
Fnnfle ' Tarme ofSEMMAS © Drirame Dolim:  Hain
Fig 7
I https://mail.google.com/mail/h/9ol 2cpyknlia/?zy=b&f=1 + 8 | 43| x | Live Search o
e
= | |searcn| - B L= E » SikhiNet Radio ¢ M+~ | [ s20c |1 @
W e |1 Gmail- Inbox |_| v B v v [rPage v i Took v
Orkut Gmail Calendar Documents Photos Sites Search More » copatrgl@gmail.com | My account | Settings | Help | Sign out =

€D Internet | Protected Mode: On H100% -
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TASK 2 : Create an Export Contacts
1 Login to "foatrg2" of Yahoo Mail first.

2 Click on "contacts" options and select "Actions" and
choose "Export All" as on Fig 8.

Fig 8

| CONTACTS |

a,

[_actions

Print All...

Sort by Email
Reverse Sort Order

Import Contacts
Export All...

Fix Dupli Export All...

An Export window get opened as in
Fig 9.

Fig9
Export @

Choose the program you want to export to and click the corresponding button:
Microsoft Outlook: [ Export Now

Netscape/Thunderbird: | gyport Now

Yahoo! CSV: Export Mow

vCard Single File: Export Mow
(recommended for Palm
Desktop users)

vCard, Zip of .WCF files: Export Now
(One MCF file per contact,

Outlook compatible)

3 Choose and click "Yahoo! CSV | ExporiMow | option.

The verification codes appears on the screen
as in Fig 10.

Fig 10

Please answer the following to verify you are not a robot

Type the code below
MNeed help?

Audio code

BECR

Try a new code

Export Mow

4 Type the given code and click export now button

Fig 11 &12 appears on the top of the export
window and  appear on the bottom of the
export window

Fig 12

@lﬂ yahoo_ab (1).csv 7

5 Click"yahoo_ab(1).csv" file from downloads of hard disk
drive to view the address book

The downloaded file gets opened in excel
sheet were contacts can be checked.

6 Close the address book

7 Signout yahoo mail
Importing Contacts
1 Login to your Gmail account "copatrg1"

2 Click on"contacts" in Left hand panel of gmail as shown
in Fig 13.

Fig 13

Gmail -
Gmail

Contacts

Tasks

A Contact window appears on the screen

3 Click "More" and choose "import" from it as on
Fig 14.

Fig 14 e P
Import. ..
Export...
Print...

Find & merge duplicates. ..

Restore contacts. ..

" First Name

Last Name

A "Import contacts” window appears on the
screen as on Fig 15.

Fig 15
Import contacts
We support importing CSV files from Qutlook, Outlook Express, Yahoo! Mail,

Hotmail. Eudora and some other apps. We also support importing vCard from
apps like Apple Address Book. Learn more

Please select a C3W or vCard file to upload:

Choose File | Mo file chosen

Import Cancel

Fig 10

O‘r‘our download will start in 5 seconds. If it doesn't please click here

4 Click "Choose file" option and select "yahoo_ab.csv"
the downloaded file of yahoo aaddress book
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Fig 16 shows how the selected file is displayed 5 Click "Import" button

before importing Once the Import is complete you will see a

confirmation message as on Fig 17.

Fig 16

Please select a CSV or vCard file to upload: Fig 17

Choose File | yahoo_ab (1).csv

569 contacts have been successfully imported.

Close

TASK 3 : Composing and Sending mail with attachments
1 Choose and click "COMPOSE" button

A compose window appears on the screen

attached

Note : wait till the attachments gets completely

2 Type "foatrg2@yahoo.com" in "TO" box

Type "foa syllabus" in "Subject" box

4 Attach "foa syllabus" from the downloads of hard disk

drive

TASK 4 : Checking mails and Sign Out

1 Sign in to "foatrg2" of yahoo mail.

2 Click "INBOX"

5 Click button and send the mail

Check with your instructor

6 Signout "foatrg1" gmail account

The unread messages are shown in the inbox
as in Fig 18.

YAaHoOOILMAIL

OO0 EEOO0EOOOEEOEEEEEEO

T
& (11 unread] - raghav...

® Hi vijayaraghavan ~ | Sign Out | Options ~ | Help ~

VWHAT'S NEW INBOX (311) CONTACTS

Make Yahoo! My Homepage

Q, Se=

§ copa fig [Compatibr. |

[ ocicte ] Forward__spam 53 X3 CEEE - E3ED SAVE
UR SPECIAL ONE - FROM SUBJECT DATE g BIG
s TR ®m shanthi sundar related theory for exno2: Yesterday, 4:3... &
® W Esther Miranda & sending the Theory of MY SQL Yesterday, 4:2... & On
&% Inbox 11 CEMNTRAL GOVERMMEN_ . CENTRAL GOVERNMEMNT EMPLOYEES MNE . Yesterday, 1:49_ Mmm
Drafts 42 shanthi sundar [No Subject] Wednesday, 4. & nmcEs 5
Sent CENTRAL GOVERMMEN_.. CENTRAL GOVERNMENT EMPLOYEES ME... Wednesday, 1:.
¥ spam s @ CHNC Professional Foru... CNC Pr Forum ly L oy, il "
?Trash = shanthi sundar theory 2 for exno Wednesday, 12... & ‘.:: - &G;
shanthi sundar ex1theory cont Wednesday, 11... & ) 4
¥ T = CENTRAL GOVERMNMEN .. CENTRAL GOVERNMENT EMPLOYEES NE_.. Tuesday, 1:36 PM < “
~ Applications L= shanthi sundar final theary for ex.no:1 Tuesday, 12:27 & E:
« Aftach Large Files Citibank India 10X Rewards on Apparel stores, Online sho_ . Monday, 853 PM ' E Z
[4] calendar shanthi sundar newly added theory1 Monday, 1:50 PM & T

Notepad CEMTRAL GOVERMMEN... CENTRAL GOVERMMENT EMPLOYEES ME... Monday, 1.52 PM PEN DRIVES
StaRoTarn CEMTRAL GOVERMMEN... CENTRAL GOVERMNMENT EMPLOYEES ME... Sunday, 1:33 PM EXTERNAL HDD
CENTRAL GOVERMMEN . CENTRAL GOVERMMEMNT EMPLOYEES ME_ Saturday, 1:38 PM SD CARDS
Manisha Pooja CENTRAL GOVERMMEN_ . CENTRAL GOVERMMEMNT EMPLOYEES ME_ 29 Jun 2012
> MAILER-DAEMOMN@yaho .. Failure Motice 29 Jun 2012 stdrtlr\ﬂ*
ramesh kumar Enjoy 28 Jun 2012 %1 27 =
z . ramesh kumar LGETL L m Ll SiEs @& @i & 28 Jun 2012 3T e
Find your Life Partner CENTRAL GOVERMMEN... CENTRAL GOVERNMENT EMPLOYEES NE... 28 Jun 2012
REGISTER CENTRAL GOVERMMEN_ . CENTRAL GOVERMNMEMNT EMPLOYEES ME_ 27 Jun 2012
FREE » @ CHNC Professional Foru... CNC Professional Forum Weekly Updates ... 27 Jun 2012

Decktop > <€ ¢ @ P

Fig 18
(2 11 unread) - raghavan_ati L % = 2
< C' ®@ in.mgbl.mailyahoo.com/neo/launch?.rand=7cseabkevapjk N e B A
- Bimages - (@3 B4 O B andinodes © L ok = () =

&) 1039

3 Click the mail named "foatrg1” The file gets download in the default download

file location.

The Fig 19 appears on the screen.

4 Click "sign out" to come out of yahoo mail as on
Fig 20.

5 Check with the instructor.

if you have attachments just click download
and save the file.

Fig 2 =
9 0 (BN ® tim - | Signout | Options ~ | Help ~ Make Y! My Homepage

YAHOO!IMaAIL
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Tourism & Hospitality Exercise 1.7.42
Front Office Assistant - Networking and Internet Communication Concepts

Configuring outlook express & using skype, google+

Objectives : At the end of this exercise you shall be able to
¢ configure/invoke Microsoft outlook and view messages
send new messages

reply to messages

send attachment along with the mail

send messages using stationeries

use skype

use Google+.

Requirements

Hardware and Software

above loaded Telephone line connected to the modem

Pentium PC with modem and internet account Microsoft outlook express 5 and

- 1 Set.

PROCEDURE

TASK 1: Invoke Microsoft outlook and view messages

1 Click on the Microsoft outlook express shortcut

found on your Windows desktop.

This invokes the Microsoft outook Express pro-
gramand the screenlooks similar to that shown
in Fig 1.

Note that, if you have setthe Outlook express to
automatically connect to the ISP, the dial-up
software automatically calls the ISP and gets
connected to the internet automatically. Then
itreceives allthe messages inthe accounts you
have set and will even get disconnected once
all the messages are received and all pending
messages are sent.

J Fle  Edt *“iew Toolz Message Help

Fig 1 ﬁ,l Inbox - Dutlook Express

B Go @ W@

Mew b ail Reply Feply &l Fonsard

=

Frirt

-

b=

Send/Recy

5

Addrezzes Firnd

- -

%.‘

Delete

= Inbox

x|

Folders AR | Subject

I‘_;}] Outlook Erpress [ < atich reddy HOME BASED BUSIMESS

E@ Local Faolders 99 Jobsthead.com Jobsbhead. com: Regiztration Confirmation
‘i@ Inbox [1] 7 webmaster@iobsahead.com Jobsdhead. com: Confirmation on resume
@ Outbo
ST Sent Items
43 Deleted ltems
- 5EY Diafts
55 Calendar
55 Contacts
S Jounal
5E Motes 1| |
A Tasks From: zatizh reddy To: $2_3@pahon.com

@ HNTP Subject: HOME BASED BLISINESS

DEAR SIRMADAM,
Areyou sick of depending on a job with too
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2 To Viewmessagesreceived in the Inbox, Click on the
message line (highlighted) as shown in Fig 2.

Fig 2
i Inbox - Dutlook Express provided by YSHL
File Edt View Took Message Help
b . % @ @ = o= (- =
Mew Mail Reply Repyall  Foward Frint Delete | Send/Recy Addresses  Find
% Inbox
Folders x| [ % [Fon Subject
5] Outlook Express = i i ED BUSINEGS
=0 Local Folders 5 Jobshead com Jobsthead.com: Registration Corfim
<& Inbox (1] (51 webmaster@iobsahead.com Jobsahead.com: Confirmation on res
E Outbox <
3 Sent ltems e ol e enp—
(3 Deleted Items Subject: HOME BASED BUSINESS
B} Drafts
B Calender DEAR SIRMADAM,
B Contacts Are you sick of depending on a job with too
B Joumal little pay and tao many hours with na personal reward
5B Motes and even less future?
B Tasks
@ MNP If you're determined to retire in the next 2 - 5 years
B e with enough incame to have REAL Financial Independence
- and Freedom, and are not afraid to work for it, | can
help wou

It also shows the sender name, date of dis-
patch, attachment if any, sender’s email ad-
dress and the time when sent.

3 Read and record the From, To and Subject of the
message.

Fig 2 is only a sample display. You should
record information of the message seeninyour
outlook and not what is seen in Fig 2.

4 Repeat step-2 and 3 for two more messages, Get it
checked by the instructor.

Check new messages.

Generally newly received message will appear
bold till it is read, once read, its typeface
becomes normal. The number of newly
received messages is showninbracketin Inbox
(See Fig 2. This has one new message). The
contents of the newly received message can be
viewed as in steps 2 and 3 above. For viewing
lengthy messages use the scroll bars provided
in the view window.

5 Click on Send/Recv button

Send/Recy
appears as shown in Fig 3. From the list, choose

F. A pulldown menu

“Receive All”.
Fig 3 @ %
Send/Recy Addreszes Find
Send and Beceive All Crrl+M
Receve All
Sendall

Fig 4
Dutlook Express 1]

& You are curently warking offine. wiould you like to go anling now?

i [a] |

6 Click on Yes to go online. The dial-up connection
software or some sort of auto-dialler software comes up
as shown in Fig 5 and connectes your PC to the
internet

VSNL Auto Dialer M= E3

1 VSHL -
.auto dialer

==

User mamme: ||

Eassiar: I

¥ | Save pazswond J¥ | Cornect sutcmaticalls

Contact W¥SML for Additional Help!

Connection status

Connecting... ;l
=l

[Earmect |Cancel| Broperties | Help |

Oncethe connectionis succussfully established,
the autodialler disappears. If you have any

new messages, it will be shown highlighted.

7 View the newly received message as done in steps
2 and 3 and get it checked by the instructor.

Your instructor will send another message to
all the trainees from his workstation.

8 Repeat steps above to receive the new message sent
by your instructor.

9 Disconnectfromtheinternetconnection as practiced in
previous exercises.

This is to avoid the waste of internet connec-
tion/Telephone time, when you are doing tasks
that does not require a online internet
connection

In case you are not connected to the network

yet, it gives a message as shown in Fig 4.

TASK 2 : Compose and send a Message

1 To compose a new message, click on the New mail

button @

’ : "/found near the left hand top corner
e b ail

of the screen.

On clicking this button, the system, invokes a
new window as shown in Fig 7 or Fig 8
depending onthe outlook version used and the
settings made.
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File Edit ¥iew Insert Formak Tools Compose Help

=ed & 4 2R 0(@me vt 2|

System - |1z v®|31g|§§§££:§£?
Message | options |
To,.. |||
e ||
Subject: |
=
E

2 Inthe New message dialog box, type the ‘To’ address
and the subject of the mail similar to that shown in
Fig 9.

Fig9

Ht New Message

J File  Edit “iew |nsert Format  Tools  Message Help |
= AB »
& ¥ B @& <o =0 3. | =
Send (S Eopy Faster Wado Check Speling | Attach  Priority Sign

From ITra\ree—1@rrd1.ng.retin ﬂ

[E3 Te: | Trainee-28 md2 bgl.netin

[ Ce: |

Subject: | Helle | How are You

Aval S|i-] E. /B £ UA|ZiZEsE|s=s ”

It is not mandatory to fill the Cc and Subject
informations. Butitis always agood practice to
write the subject to be sure that the receiver
gets a idea about the message type before

Fig 7 5 Get the composed mail message checked by your
instructor.

Bt Mew Message

[ G Gt Yew oot Gomed feds Uesme s 6 Click on the send button to carryout spell check(not
J 5 % fﬁ;y G 0 Pﬁy - = mandatory) and send the message.

Fram: [ Trainee-1@ md1 bl ret.n [ On clicking the send button the spelling check

for | program checks for errors in the spelling. It is

G Ce: I . . . . .

suict. | quite similar to spell check in other window
i SlJoE E[(B ZUA|[=S=eEs|s=s = > programs.

Bl The message is then sent, which can be veri-
fied by clicking on the send/receive button
which pops-up asending status as showninFig
11. On completing sending the message the

Fig 8 display at Fig 11 automatically disappears.
¥ Untitled - Message [= B3 However, if there were any errors in sending,

the error message is displayed.

Fig 11

WX Dutlook Express E

I Sending mail using Traines-2

Stop |
<< Details |

™ Hang up when finished

Sending meszage 1 af 1.

Tasks | Errors I
Tasks | Statuzs | Connection |
P Send 1 messagels) using Traines-2 Executing Auto Dialer
0 of 1 tasks have completed successfully &

Sending attachments with email

7 Disconnect from the internet connection unless your
connection is through a proxy server.

This is to avoid waste of telephone connected
time and the internet alloted time.

8 Create a small doc file using MS Word or even the
notepad.

Save the file under C:\F.O.A\INTXxxxx\attach1.doc.

opening and reading it.

Get it checked by your instructor.

Take the cursor to the message area and type the
message you want to send.

Fig 10 shows a typical message. |

Fig 10

| Sl B £ uA | === = = >
|

hai pal,

how are UL % are fine and enjoying holidays
Maths sirwanted to talk to you about your project.
contact him at Uni.

Dont miss Hmtlk at Fiza.

L

K bose
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9 Getconnectedtointernetasdonein previous stepsand
compose a new message as done earlier.

10 On the “New message” window, click on the attach

button @

Altach

| This opens a dialog box as shown in Fig12.

11 Select the folder attach1.doc created at step-8. Click
on the “Attach” button to attach the file to the mail
message.

On attaching the file with the mail message,
the New message dialog box looks similar to
that shown in Fig 13.

12 Getthe attached file and the message checked by the
instructor.
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Fig 12

Insert Attachment E E3

Lok jr: I Deskiop j gl

EF% AOL Instant Messenger [TH)

=) by Computer

=5 Network Neighborhood L] BOND

9 My Briefcase ExPLORE

1 wordart %) game.exe

2] Acrobat Reader 4.0 B¥ Microsoft Word

AADL & Internet FREE Trial
4 | 2

Aftach I
j Cancel |

55 Metzcape Communicator

File: name: ||

Files of type: [ Files %)

I take Shortcut ta this file

TASK 3: Replying a received message

1 Open the inbox as practiced in earlier steps. Click on
a message received to read the message.

2 To reply the received message, click on the button
¢ . .
Repl to send a reply to the received mail.

i Feplyto 5 eﬂderi

On clicking the reply button, the mail compos-
ing window opens in insert mode where the

TASK 4: Use stationery with outgoing messages

RECALL: Stationery is a template that can
include a background image, unique text font
colors, and custom margins. With Outlook
Express stationery, you can create attractive

messages for e-mail.

1 Toapplystationerytoall outgoing messages, fromthe
menu, choose, Tools > Options > Compose tab. In
the Stationery card, select Mail checkbox, and then
click Select.

2 To apply stationery to individual messages, from the
menu, choose Message > New Message Using. In
the pop-down menu select any of the listed stationary
or choose Select a stationery and select any of the
stationary files available under, Program Files/Common
Files/Microsoft shared/Stationary

TASK 5: Using Skype

Note : For conducting this practical, two
machine shouldbe fitting with microphone,
web cam,and speaker and high speed internet
connection

1 Open Skype.
2 Create Login ID & password by Sign Up process.

Fig 13
Ce: |
Subject: I
Attach: EATTAEH doc (147 bytes]

| HTH Efn L ua

13 Clickonthe Send button to send the mail message with
attachment.

bl

11
A5l

i
I
3

14 Repeat steps above to send at least two more mail
messages with file attachements.

user can enter the reply text and need not
enter the “To” address, as it will be filled up
with the email id of the sender.

3 After typing the reply text message, press the send
button to send reply message to the sender.

4 Get the reply message checked by the instructor.

3 To apply or change stationery after you start a mes-
sage, fromthe menu choose Format > Apply Station-
ery, and then select a stationery of your choice.

4 Prepare atleastfournew messages using four different
stationary.

5 Getthe skills practiced by you in this exercise verified
by the instructor.

6 Disconnect from the internet connection.

Now log In with user Id and password.

4 Add contacts by selecting "Add a Contact" from the
upper right of your contacts list and entering a Skype
username.

Select an online contact from your contact list.

Select "Video Call" to initiate a video call.
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TASK 6:Using Google+
1 OpenBrowser.
2 Openwww.gmail.com site

3 Login with ID and password

4 Click Userld+ button.
5 Google+ screen will open. (Fig 14)

6 Share yourviews publicly.

Fig 14
Google+
A Home w Al

Share what's new.

ki kaimon gachie

' Krishna Pada Das
E.' Mukesh Raj

P Y

ﬁ Santanu Bhattacharys

“ b i

e v @

You may know

e
i

Ve
3

®  upmaehatia
Ji=]

3 Arabinda Ghash
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Tourism & Hospitality Exercise 1.8.43
Front Office Assistant - Different Charts and Workflow

Preparing arrival list

Objectives: At the end of this exercise you shall be able to
+ collect guest information

+ check room request and process it

* prepare arrival list.

Requirements

Equipments Material

+  Computer System -1 No. * Arrivallist- 1 No.
PROCEDURE

TASK 1 : Collecting guest information

1 Call the reservations department for arrival list 4 Ask for the list of today’s VVIP arrivals.
2 Ask the in-charge for the list of today’s corporate arrival. 5 Ask for the list of today’s Group arrivals.
3 Ask for the list of today’s VIP arrivals. 6 Ask for the list of today’s Crew arrivals.

TASK 2 : Checking the type of room request (Fig 1)

1 Check the list of corporate arrivals. 2 Check the type of room required by each corporate
guest.
Fig 1
Ed | Microsoft Excel - Hotel Booking Calendar V1.1.xls
File Edit View Insert Format Tools Data MWindow Help
13 % %8 2 @A | 9 W5 o) | YeReoly with Changes.., End Revie . - Verdana -0 - B I U P
Dedang &RV $BBE-F - @ = -3 %] Beu% @,
c7 - £ ROOM NUMBER
A [B] 3 D E | F ] G [ H [ | [ J ] K L o (e
July ] JULY 2009
2009 I ROOM AVAILABILITY TABLE ]
ROOM NUMBER vI Sunday Monday Tuesday | Wednesday | Thursday ‘ Friday | Saturday
Standard 601
Standard 602 1 L 1 1
Standard 603 1 1 1 1
Standard 604 1 b i 1
5 6 7 8 9 10 11
Standard 601 | | i 1
Standard 602 1 1 1 1 1 1 1
Standard 603 1 5! i 1 1 i 1
Standard 604 1 i 1 1 1 1 1
12 13 14 15 16 17 18
Standard 601 1 1 1 | | |
Standard 602 i 1 i 1 i i 1
Standard 603 1 i 1 1 1 1 1
Standard 604 1 1 i 1 1 :] 1
19 20 21 22 23 24 25
Standard 601 1 1 i i 1
Standard 602 1 1 1 1 1 1
Standard 603 1 1 i 1 1 i) 1
Standard 604 1 1 1 1 1 1 1
Standard 601
Standard 602 -
3 o
Standard 603 5
604 g
\ v 2
__________ 14l L | -
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Check the system for the room type and block it for 10 Check the list of group arrivals.

th t.
egues 11 Check the type of room required by each group guest.

heck the list of VIP arrivals.
Check the list o arrivals 12 Check the system for the room type and block it for
Check the type of room required by each VIP guest. the guest.
Check the system for the room type, availability and 13 Check the list of crew arrivals.

block it for the guest Fig 1.
Check the list of VVIP arrivals.

14 Check the type of room required by each crew guest.

15 Check the system for the room type and block it for

Check the type of room required by each VVIP guest. the guest.
Check the system for the room type and block it for
the guest.
Fig2 HOTEL XYZ
Checking Info | Checking out| Airline Flight Arrival Information
Conf.No. | Guest Rooms | Room Type Rate Type ——p 1o T Time Date Name | Date | Time | Flight No.
4 KORTH BRIAN 101 KING DAILY 01/06/2003  00:00 31/07/2003  BRITISH 01/04/2003  12.35 123.00
Remarks :
5 TOMES 102  KING DAILY 01/06/2003  00:00 01/07/2003  CATHAY 01/06/2003  12:40 C237
Remarks :
6 JAMES 103  KING DAILY 01/06/2003  00:00 01/07/2003  AFRICA 01/06/2003 12:40 763.00
Remarks :
9 TONY 402  JACCZI DAILY 01/07/2003  00:00 01/07/2003  BRITISH 01/06/2003  12:40 386.00
Remarks:
10 TENNYSON 404  JACCZI DAILY 01/06/2003  00:00 01/07/2003 TRANS  01/06/2003  12:41 3583
Remarks :
" BROWN HENRY 405 JACCzI DAILY 01/06/2003  00:00 01/07/2003  US 01/06/2003  12:41 4524
Remarks :
12 RAL NELSON 403 JACCZI DAILY 01/06/2003  00:00 01/07/2003  US 01/06/2003  12:41 3542
Remarks :
13 JACKSON DANIL 401 JACCZI DAILY 01/06/2003  00:00 01/07/2003  US 01/06/2003  12:41 4352
Remarks :
14 NCCARATHY DAVID 405 JACCZI DAILY 01/06/2003  00:00 01/07/2003 CANADA 01/06/2003  12:41 238.00
Remarks :
15 MEGUMI FOX 305 LUXURY DAILY 01/06/2003  09:56 01/07/2003  BRITISH 01/06/2003  09:57 234.00
Remarks :
16 GLEN HAMEL 308 LUXURY DAILY 01/06/2003  09:57 01/07/2003 TRANS  01/06/2003  09:50 248.00
Remarks :
17 LANKIN MARK 409 JACcCzI DAILY 01/06/2003  10:38 01/07/2003  CONTINENTO01/06/2003 10:39 739.00
Remarks :
18 GRANT ROY 105 KING DAILY 01/06/2003  10:41 01/07/2003  AMERICA 01/06/2003 10:42 4529.00
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TASK 3 : Preparing arrival list (Fig. 2)

1 Prepare a arrival list with guest name, guest type and
room number (room blocked for the guest) (Fig 2).

2 Arrange welcome drinks for VIP and VVIP Guests.

Send a copy to the housekeeping department.

Preparing room departure list

4 Send a copy to the rooms division manager.

5 Send a copy to the reservation desk.

Objective: At the end of this exercise you shall be able to

+ collect guest information
* prepare arrival list.

TASK 1 : Collect guest information
1 Call the reservation department.

2 Ask the in-charge for the list of today’s corporate
departure.

3 Ask for the list of today’s VIP departures.

TASK 2 : Check the type of room request
1 Check the list of corporate departures.

2 Check the type of room required by each corporate
guest.

3 Check the system for the room type and block it for
the guest.

4 Check the list of VIP departures.
Check the type of room required by each VIP guest.

Check the system for the room type and block it for
the guest.

Check the list of V.VIP departures.
8 Check the type of room required by each V.VIP guest.

TASK 3 : Preparing departure list

1 Prepare a departure list with guest name and room
number (Fig 1).

2 Send a copy to the housekeeping department.

TASK 4 : Practice to guest departure
1 Prepare guest departure list for 15days.

4 Ask for the list of today’s V.VIP departures.
5 Ask for the list of today’s group departures.

6 Ask for the list of today’s crew departures.

9 Check the system for the room type and block it for
the guest.

10 Check the list of group departures.
11 Check the type of room required by each group guest.

12 Check the system for the room type and block it for
the guest.

13 Check the list of crew departures.
14 Check the type of room required by each crew guest.

15 Check the system for the room type and block it for
the guest.
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Fig 1

HOTEL XYZ

Guest Departure By Bus Time Report for : 05/04/2003

Arrival Information Departure Information Baggage Info  [Transfort
Guest Room | Room Type

Date Time | Flight No. Date Time | Flight No| Date Time| Time

Walker Susan | A31 BFS 05/01/2003 10:30 05/04/2003 |11:40 | 3676 05/04/2003 | 08:40| 07:40
Tilman Horace | B32 BFS 04/30/2003 00:35 05/04/2003 | 12:15 | 304:00 |05/04/2003 | 09:00| 08:00
Burrow Jason | B9 BFS 04/28/2003 14:31 05/04/2003 | 12:40 | 1974.00 | 05/04/2003 | 09:40| 08:40
Megumi Fox B7 BFS 04/28/2003 15:32 05/04/2003 | 12:40 | 1974.00 | 05/04/2003 | 09:40| 08:40
Volhartt B1 BFS 04/30/2003 14:55 05/04/2003 | 12:40 | 1974.00 | 05/04/2003 | 09:40| 08:40
Carlson A32 BFS 04/30/2003 00:31 05/04/2003 | 12:40| 45.00 |05/04/2003 | 14:40| 08:40
Robert A34 BFS 04/28/2003 00:47 05/04/2003 | 16:50 | 59.00 |05/04/2003 | 14:40| 13:00

Printed by : Admin

Printed Date : 05/06/2003

H--A2P00801

Preparing room availability chart

Objective: At the end of this exercise you shall be able to
* prepare room availability chart.

After preparing arrival list chart, block the expected arrival rooms. Unblock rooms available for sale.

Preparing reservation chart

Objective: At the end of this exercise you shall be able to
+ collect guest information
» check room request and process it
» prepare reservation chart.

PROCEDURE

TASK 1 : Collecting guest information

1 Callthe reservation department.

2 Ask the in-charge for the list of week’s corporate

arrival & departures.

TASK 2 : Checking the type of room request

1 Check the type of room required by guests corporate 4

arrivals.

arrivals.

arrivals.

Check the type of room required by guests VIP

Ask for the list of week’s V.VIP arrivals & departures.

Ask for the list of week’s group arrivals & departures.

Ask for the list of week’s crew arrivals & departures.

Ask for the list of week’s VIP arrivals & departures.

Check the type of room required by guests V.VIP

Check the crew arrivals & departures.
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Check the requirement of room for group arrivals guests.
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TASK 3 : Preparing arrival list

1 Prepare a reservation chart (see fig 1) (arrival list
chart) with guest name, guest type and room number
(blocked room for the guest).

2 Send a copy to the housekeeping department.

Send a copy to the rooms division manager.

Send a copy to the reservation desk.

After preparing arrival list chart, block the
expected arrival rooms. Unblock rooms
available for sale.

Fig 1
Room| Res.ID Guest Name Res.Date Check-In Check-Out
B26 232 CHRISTIEANNIE 01/05/2003 25/05/2003 1/06/2003
D19 223 ANTHONY PATRICA 01/05/2003 25/05/2003 31/05/2003
A21 235 UMBECK MARTIN 01/05/2003 26/05/2003 03/06/2003
B24 187 JAMES 01/05/2003 27/05/2003 10/06/2003
B22 198 ANTONY 01/05/2003 27/05/2003 29/06/2003
C3 182 GOUD CATHERS 30/04/2003 27/05/2003 19/05/2003
A19 189 VERONICA JOHN 30/04/2003 27/05/2003 03/06/2003
E1 119 THOMAS 30/04/2003 28/05/2003 01/06/2003
SSS 235 MERCED BUTLER 01/05/2003 29/05/2003 08/06/2003
E3 21 WOODINGS TIGER 01/05/2003 31/05/2003 04/06/2003
A10 190 BOBBY DAVIS 01/05/2003 01/06/2003 09/06/2003

H--A2P00901

TASK 4: Prepare to guest reservation chart

1 Prepare guest reservation chart for 15 days.
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Tourism & Hospitality
Front Office Assistant - Different Charts and Workflow

Exercise 1.8.44

Preparing guest folio for walk-in guest

Objective: At the end of this exercise you shall be able to

* handle guest request
» prepare guest folio.

Requirements

Equipments Material
«  Computer system - 1 No. + Registrationform - 1 No.
+ ‘C form - 1No.
PROCEDURE

TASK 1: Collecting guest details

0 N O O b~ WODN -

Ask the guest’s name.

Ask the guest for identity proof.

Confirm the reservation of the guest (see Table 1).
Ask the guest for passport (foreign guest).

Ask the guest for choice of room.

Ask the guest for number of required room.

Ask the guest for mode of payment.

Ask the guest for business card.

TASK 2 : Creating guest folio

o a0~ WDN =

Enter the guest details into the system as a folio.
Enter the guest’s nationality.

Enter the guest’s date of birth.

Enter the guest’s passport number.

Enter the arrival date & time of the guest.

Enter the room number of the guest.

TASK 3 : Practice role play situations

1
2

Communicate with walk-in guest.

Giving information.

9 Ask the guest for address communication.

10 Ask the details of the credit card. (If the mode of
payment is by credit only)

11 Enter all the above details collected on the registration
card.

12 Attach the guest’s business card to the registration.
card.

13 For foreign guest, enter all the details collected on
the registration “ C” form (see Table 2).

14 Take guest’s signature on the registration card.

7 Enter the room tariff.

8 Enter the departure date & time.

9 Enter the mode of payment confirmed by the guest.
10 Enter the meal plan chosen by the guest.

11 Enter the special request details mentioned by the
guest.
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Table 1

Hotel XYZ
RESERVATION SLIP

Name:

Address:
Arrival Date : Departure Date :

Arrival Time: Departure Time:

Single Doubles/Twin Triple Suite

No

Rate

Remarks / Special Instructions :

Billing Instructions :

Reservation Mady By :

Reservation Received By:

Telephone No. :

Date:

Preparing guest folio for VIP guest

Objective: At the end of this exercise you shall be able to

* prepare guest folio
* handle guest request.

TASK 1: Collecting guest details

Many a time name may not be asked. Normally the registration card is sent to the guest in his room
and information are collected there.

TASK 2 : Creating guest folio

1 Enter the rate or percentage of discount given to the

guest on room tariff.

2 Enter the rate or percentage of discount given to the

guest on certain food & beverage out

TASK 3 : Practice role play situations

1 Prepare the registration card for VIP
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lets.

3 Enter the rate or percentage of discount offered to the
guest for health club and spa facilities.

4 Enter the perks offered to the guest with regard to the

other services offered by the hotel.




Preparing guest folio for group/crew

Table 2

HOTEL ARRIVAL REPORT

Form CAPS (Hotel Arrival Report) under rule 14 of the registration of

The foreigners rules, 1939

NAME OF THE HOTEL

NAME OF FOREIGNER VISITORS IN FULL
NATIONALITY

NUMBER DATE AND PLACE

ADDRESS IN INDIA

DATE OF ARRIVAL IN INDIA

ARRIVAL FROM

WHETHER EMPLOYED IN INDIA
*PROPOSED DURATION OF STAY IN INDIA

NUMBER, DATE AND OFFICE ISSUE
CERTIFICATE REGISTRATION, IF ANY

DATE AND TIME INHOTEL

PREPARED BY

FORMC

HOTEL A.B, MAWANA, ROAD
DELHI 250001.

MANAGER'’S SIGNATURE

Objective: At the end of this exercise you shall be able to

» prepare group folio
* handle guest request.

TASK 1 : Collecting guest details

Collect the group’s name/ travel agents name /tour leader. Ask for the list of guest’s name in the
group. Check the group arrival list (see fig 1).

TASK 2 : Creating guest folio

1

2 Enter the guest details into the system as a folio
(see fig 1).

Prepare a master folio to keep all the guest folios of
the group

3 Enter the guest’s nationality.
4 Enter the guest’s date of birth.

5 Enterthe guest’s passport number (foreign guest).
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Enter the arrival date & time of the guest. 13 Enter the rate or percentage of discount given to the

Enter the room number of the guest room. guest on room tariff.

6
7
8 Enter the room tariff. 14 Enter the rate or percentage of discount given to the
9

guest on certain food & beverage outlets.

Enter the departure date & time.
part 15 Enter the rate or percentage of discount offered to

10 Enter the mode of payment confirmed by the guest. the guest for health club and spa facilities.
11 Enter the meal plan chosen by the guest. 16 Enter the perks offered to the guest with regard to
12 Enter the special request details mentioned by the the other services offered by the hotel.

guest.

TASK 3 : Practice role play situations
1 Prepare registration card for group / crew. 2 Prepare guest folio.
Preparing guest folio for Corporate guest

Objective: At the end of this exercise you shall be able to
 prepare guest folio for corporate guest
¢ handle guest request.

TASK 1: Collecting guest details

1 Askthe guest's name. 3 Ask the guest for identity proof/ company id card.

2 Ask the guest’s company name.

TASK 2 : Practice role play situations

1 Prepare registration card for corporate guest.
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RESERVATION FORM

NAME NO. OF PERSONS ;J; DATE
ADDRESS/COMPANY A |FLT.NO.
=

TYPE OF ACCOMODATION — [TIME
BOOKED BY ;| |DATE
ADDRESS =

A

c
DATE OF BOOKING D |TIME
LETTERTEL/TELEX/NO. PHONE NO.
PHONE PERSONAL CONFIRMED W.L.
DEPOSIT RECEIVED: CASH CHEQUE NO.

SPECIAL REMARKS

BILLING INSTRUCTIONS

INITIAL (reservation assistant) |NO. R.(J)

ARRIVAL G.R.NO. (optional)
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2 Prepare guest folio.

GUEST FOLIO

HOTEL ABC Mr./Mrs. Room No.
TEL NO. Address

Bill No. Al/c No.

—_

O |0 |N O[O~ |Ww(N

—_
o

WELCOME BACK
REGISTRATION NO.
NATIONALITY
NO. OF PAX
ARR. DATE...... DEP. TIME.....
ARR. TIME... DEP. TIME.....
Telephone reading
TO
FROM
T. CLASS

—_
N

—_
N

—_
w

—
N

—_
()]

—_
o

—_
~

—_
o

—_
©

TARIFF AND PLAN ROOM NO.
CHARGED

BOOKED DEP. DATE:
BY...RECEPTION | . .| MANAGER ... CASHIER DEP. TIME:

BILLS ARE DUE ON PRESENTATION Signature of the

140 Tourism & Hospitality: Front Office Assistant (NSQF - Revised 2022) - Exercise 1.8.44



Tourism & Hospitality
Front Office Assistant - Guest Registration Process

Exercise 1.9.45

Interaction and handling registration process for walk in guest, guest with
confirmed booking group or crew, corporate guest

Objectives: At the end of this exercise you shall be able to
* handle registration process for various type of guests

* handle special requests of the guest.

Requirements

Equipments Material
* Computer system - 1No. Registration form - 1No.
PROCEDURE

To handle the registration process of the Guest, the Front
office should:

Receive the guest with a smile.
Wish him/her according to the time.

Check availability of rooms as per the Guest's
requirement.

Discuss the type of room required.
Handle the Pre- registration procedure
Verify guest's identity

Create Registration record

Fill up the welcome card.

Allot the accommodation

Fill the arrival register

Make information slip and send them to all department
Open guest folio

Establish payment method

Inform the Bell boy to carry the luggage and escort
the guest to the room and wish a comfortable stay in
the hotel.

Handle special requests.
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Tourism & Hospitality
Front Office Assistant - Guest Registration Process

Exercise 1.9.46

Filling of Guest Reservation Form and Registration Card

Objectives: At the end of this exercise you shall be able to
* Know the process of filling Guest Registration Card
* Know the process of filling Guest Reservation Form

Requirements

Materials
* Reservation Forms

* Registration Card

PROCEDURE

Filling of Registration form

You should make the reservation which people want
to book a room in a hotel.

Make the reservations online through the website of
the hotel or by filling the hard copy of the hotel
reservation form.

Filling of Registration Card

After the guest arrives at the hotel, you should create
a guestregistration record in order to collect important
guest information like full name, address, date of birth,
email , telephone number, company name, passport
and visa details etc.

Registration card may also include details of the
reservations like room type, room rate, billing
instructions, arrival and departure date etc.

The registration card provides the hotel with guest's
billing information and provides the guest with
information on checkout time and room rates

142

Fill the guest's personal information
Reservation is a type of confirmation

You should provide a written confirmation when the
reservation request from the guest is accepted

The top portion of the registration card supplies
information about the guest so the hotel has an
accurate listing

You should quickly review the completeness of the
registration card or electronic folio.

Any areas on the registration card that remain blank
should be called to the guest's attention.

Registration Card includes Management Policies.



HOTEL ABC

NAME ............ FIRST NAME & |N|T|ALS .......... DATE OF BlRTH ...........
COMPANY......... ADDRESS................
DESIGNATION ARRIVAL FORM GOING TO
NATIONALITY DATE OF ARRIVAL IN HOTEL

PASSPORT NO. TIME OF ARRIVAL IN HOTEL

DATE OF ISSUE | PLACE OF ISSUE | DATE OF DEPARTURE FROM HOTEL
CERTIFICATE OF REGISTRATION PROFESION

NO......... DT OF ISSUE.... |OFFICE OFISSSUE... [PURPOSE OF VISIT

DATE OF ARRIVAL IN INDIA CHECK OUT TIME:12 NOON.

WHETHER EMPLOYED IN INDIA |YES NO

THE HOTEL WILL NOT BE RESPONSIBLE FOR ANY VALUABLES LEFT BY THE GUEST IN THE ROOM. SAFE
DEPOSIT BOXES ARE AVAILABLE FREE OF CHARGE AT THE FRONT OFFICE CASHIER. VISITOR ARE NOT
PERMITTED IN GUEST ROOM AFTER 11-00 P.M.

| AGREE TO ABIDE BY THE RULES OF THE HOTEL AND SHALL SETTLE MY ACCOUNT ONCE IT AMOUNTS TO
Rs.10,000/-

SIGNATURE OF THE GUEST

ROOM |NO. OF PERSONS| _ . |BOOKED PAYMENT BY & BILL TO INITIAL
NO | ADULTS |CHILDREN BY CASH VOUCHER
CREDIT CARD ANY OTHER
| AGREE TO RELEASE ROOM.......o.covvvererrrrnreene. BY 12 NOON ON.....ccoovorireerenne. SHOULD | FAIL TO CHECK OUT, |

AUTHORISE THE MANAGEMENT TO PACK AND REMOVE MY BELONGING TO THE HOTEL CHECK ROOM SO THAT
THIS ROOM IS AVAILABLE FOR INCOMING GUEST WITH CONFIRMED RESERVATION
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Tourism & Hospitality

Exercise 1.9.47

Front Office Assistant - Guest Registration Process

Property Management System

Objectives: At the end of this exercise you shall be able to
« define a PMS and explain its advantages to a hotel

+ explain the various modules of a PMS

+ explain the various factors to be considered when selecting a PMS for a hotel

+ explain CRS and GDS.

Requirements

Equipment

e Computer System
e PMS Software

COMPUTER APPLICATIONS IN HOSPITALITY
INDUSTRY

The application of computers in the hospitality sector is
of greatimportance because this area offers the greatest
potential for improvement - cost reduction, better
management information, reduced training and manpower
costs and prospect of more interesting work. Today, even
smaller hotels have turned to the use of computers to
manage their enterprise.

PROPERTY MANAGEMENT SYSTEM (PMS)

In recent times, hotels have started using PMS in order
to manage and respond to guest needs efficiently and
effectively. A PMS is a single site version and is need-
specific to an individual property.

A PMS is a generic term used to describe the
computer applications (Computer hardware
and software) in managing the interface of
various departments in a hotel in order to
manage the property effectively.

A PMS is important and essential to front office operations
in modern hotels. It includes the process of reservations,
registration, guest accounts, guest check in and
checkout, handling discounts and allowances and the
night audit. Interfacing, electronic sharing of data of
departments such as Front Office, F&B through points of
sale, Maintenance through monitoring of energy and
heating and cooling systems and Security through control
of guest keys are a few of its applications in a hotel,
mentioned below:

* Energy Management System (EMS)

* Material Management system (MMS)

* Point of Sale (MICROS)

* Human Resource Information System (HRIS)
* Accounting System

* Call Accounting System (CAS)

* Management Information System (MIS)
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Benefits of a PMS:

* The operations are improved by the reduction of
repetitive tasks.

¢ The internal operations of a hotel can be kept in a
standardised manner making it easier to control which
would be difficult in a manual system.

* The information needed by management to make
decisions is current and accessible.

¢ Better internal control can be exercised with quicker
and current information being available.

¢ Information is more difficult to compromise with user
records being maintained by the system.

* The service provided to the guest can be improved
with regard to timing and accuracy of information
and with greater levels of personalisation.

PMS Modules:

1 Reservations:

A . Front Office systems

When a prospective guest calls to make a reservation,
this is the module of the PMS that is accessed. The
programme allows any user to enter the details of the
guest reservation, change the details or simply cancel
the reservation.

a The clerk first checks the availability of the room and
type requested. The system will indicate whether the
room is available matching the guest request. If yes,
the system will require the clerk to check the room
rates by accessing the " Rates Query" section of the
programme.

b Then the clerk enters the details of the guest in a
profile- full name, address, contact details etc.

¢ Next it moves to entering the details of the current
reservation- date of arrival, departure, room type,
room rate, number of guests, flight details, special
requests and deposit requests or credit card details
for guaranteed reservations.



In case the guest is part of a group, the rate code
specified for the group will be displayed. If the guest
is coming through a company or for a conference
for which a special rate has been set up, this special
rate would be picked up by the system. The same
would happen for special packages or promotional
rates set in the system which would also show the
complimentary breakfast or airport pick up included
in the rate.

If the guest is being reserved through a travel agent,
this information would also be incorporated and
automatically linked to the reservation. The
‘commission deducted' filed will record the amount of
commission that the travel agency has deducted
towards the deposit sent. This will prevent the hotel
from paying more than the amount of commission
agreed upon.

If the requested room is not available, the guests name
may be placed on the waiting list.

During certain seasons or periods a minimum length
of stay is required from the guest in order to take the
reservation-say a festival or a holiday period. In this
case if the guest reservation adheres to this minimum
requirement only then the system will allow for the
reservation to be made.

In the 'deposit requested' filed the FO clerk will enter
the amount of deposit the guest is required to pay by
a cut-off date. This is also mentioned in the
confirmation letter despatched to the guest. This helps
to keep an eye on deposits received or still pending
against reservations. Once the deposit is received it
is clearly displayed in the reservation.

Specific confirmation letters can also be designated
and despatched for the reservation. The letters are
typically printed at the end of the day.

Special requests regarding room features may be
noted in the guest profile for proper allocation at check
in.

Sharer reservations are possible when two or more
guests will be occupying the same room with different
folios. Here separate reservations, confirmations and
folios will be generated along with separate registration
cards.

Another PMS feature allows the clerk to copy the
reservation information from one reservation to
another- this is useful when several people from the
same company are making separate reservations.

When a reservation must be cancelled, it is simply a
job of using the 'Cancel' function. The system will
retain the cancellation on the file till the arrival date,
justin case the guest shows up. If the guest arrives,
the clerk can simply access the cancelled reservation
and give the details of the cancellation request made
by the guest. In case rooms are available, he can
check him in after reinstating the cancelled reservation
with a few steps involved.

n A'transfer refers to the ability to transfer a reservation

and deposit to another hotel in the same chain when
using a multi-property system. So, by simply typing
in the information, the reservation, the reservation
screen displays the request for which the clerk has
booked a room, block a specified room and set up a
confirmation to be sent. All these Steps in a manual
system would require greater effort and time and
manpower.

Guest history

Personal history on each guest is complied,
maintained and updated automatically. The guest
history saved would be the most recent one. This would
include guest profile (name, VIP status, residential
and company billing addresses, contact details,
passport number, guest loyalty membership numbers,
etc.)

Remarks related to likes and dislikes, arrival and
departure dates, room type, room number, mode of
settlement, etc would also be included.

Guest history is an important tool for guest satisfaction
index. Since this is electronically monitored, the front
office has enough information about the guests who
has previously stayed in the hotel, to upsell the hotel
products effectively and to ensure greater
personalised service thus ensuring greater guest
satisfaction.

REGISTRATION: This is linked by information
transferred from the reservations module. Pre-
registration, quick guest room assignments and online
verification of room status. Increase the efficiency
during the check in process. The information gets
updated automatically which further speeds up the
process of handling guest check in, issuing of key
cards and card keys as well as handling group arrivals.

GUESTACCOUNTING & CHECK OUT: This provides
accurate online posting of guest charges when
interfaced with the POS. Split charges and multiple
folios with specific billing instructions that have been
set for each guest speeds up the accounting process.
Master and incidental folios can be monitored easily
and effectively. Foreign exchange vouchers control
flow of foreign currency and helps in handling
settlement of guest folios with different payment
methods. Guest check outs can be handled more
efficiently and smoothly.

ROOMS MANAGEMENT (HOUSEKEEPING): this
module allows for constant updating of room status
and maintenance status of all room types in the hotel.
This information can also be communicated and
made accessible for confirmation to the Front Office.
It can display work area allocations of different staff
on the floors and can create room occupancy reports
and other reports required by housekeeping. It can
store statistics related to occupancy with room history
records that can help in future planning and in
providing better maintenance services to keep rooms
in shipshape condition.
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6 NIGHT AUDITING: the most important function of daily
operations of a hotel Is the night audit. This process
post room tariff and taxes automatically on the guest's
folio and helps confirm and reconcile the final balance
of the entire day's transactions. During the night audit
procedural rights of front office staff are limited and
therefore the PMS needs to have features that can
allow other non-accounting tasks to be carried out
during the night audit process.

7 SALES & CATERING (S&C/ BANQUETS): This
function of the PMS deals with banquet activities and
reservations regarding the booking status for any
function space, specific occasions as well as days
and time of the booking. More advanced systems also
record the number of pax and employee assignment.
The most important function is billing or posting of
transactions to the Sales ledger which can be handled
efficiently by the F&B staff.

B BACK OFFICE SYSTEMS OF THE PMS

Other modules used by the hotel management for
operating efficient hotel operations usually include:

i  MATERIAL MANAGEMENT SYSTEM-MMS-(Stores
& Purchase):

This covers the entire material management operations
such as requirement planning, purchase, receiving of
stock, costing etc. The System also provides information
for effective decision making and budgeting.

* Purchase requirement is effectively managed helping
in better management.

+ |t stores the history of purchase vendors in order to
efficiently study cost analysis for lower purchase
costs.

+ It gives automatic reminders on pending purchases
which is helpful during high occupancy this ensures
orders for timely supplies.

+ Easy monitoring of stock.

+ Assists management in making effective purchase in
relation to proper storage area.

* Provide for automatic stock accounting details.
» Facilitates on the spot checking of stock.

» Facilitates comparison of market trends for analysis
and decision making.

[l MANAGEMENT INFORMATION SYSTEM (MIS): the
MIS should provide statistical information to the
management to assist in decision making and revenue
control.

+ MIS provides the database regarding forecasts and
budgets which helps management in establishing room
rates.

+ Comparison of budgeted figures along with actual
figures established by sales & marketing department
in relation with front office helps the management to
address the problem in case of losses.

* An MIS should provide data which is comprehensive,
accurate and detailed with business and sales analysis
to ensure increased revenue and higher occupancy.

I FINANCIAL ACCOUNTING SYSTEM: this module
provides information required for basic accounting
as well as financial management of the hotel. lts main
features are:

* Integration of account receivable, account payable ,
material management, ledgers, and payroll in the
financial accounting system.

* An accounting system facilitates the administration
in audit reconciliation on a daily basis, comparing of
cash with raised vouchers, etc.

* Monthly information regarding balances, profit and
loss statements is also prepared.

* Provides timely updated and accurate financial
information to accounts receivable for future financial
control.

+ Forecasts daily cash flow for better cash
management.

« Comparison of budgeted to actual revenue and related
expenditure is efficiently managed.

+ Timely financial statement of account is made
available.

iv. F&B CONTROL SYSTEM: this is the most important
area of concern as a major POS which can raise
revenue and create a lot of savings through control
of F&B by minimising wastage of material.

+ An efficient control system should establish standards
of raw material usage in order to minimise wastage.

+ This should highlight raw material consumption reports
in case consumption is exceptionally high.

+ It should automatically pick up sales details for the
POS system.

+ This should also control and check beverage
consumption through the POS.

V HUMAN RESOURCE INFORMATION SYSTEM (HRIS):
the human resource of the hotel is the most important
and the most expensive asset. A good HRIS should
integrate the requirement for effective career planning,
personnel administration, and payroll information.

+ The system should include comprehensive data
regarding personnel career development as well as
future manpower requirements.

+ Should facilitate extensive reports on appraisals.

« Should facilitate a complete database on leave and
attendance.

+ Should facilitate comprehensive and detailed payroll
system with automatic salary calculation and printing
of payslips.
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C MISCELLANEOUS FUNCTIONS OF APMS

HOTEL SECURITY: this includes electronic locks and
computerised card systems.

Other locking systems such as recording signatures,
fingerprints (for biometric scanners and access), and
attendance of employees are all a result of technology.

This also facilitates guest room video check in and
checks out in some hotel properties.

Telephone services, hotel security alarms, guest's
wakeup call services are all managed by telephone
operators but are an important part of hotel security.

Energy conservation features may be associated with
the computerised key system to ensure like the light
connections being incorporated with the card key when
placed in a slot.

ENERGY MANAGEMENT SYSTEM-EMS-
(Engineering & Maintenance): an EMS is used to keep
track of energy consumption as this provides a more
effective control by highlighting excessive consumption
An important application of this is in monitoring and
adjusting lighting and temperature requirements in
guestrooms and public areas of the hotel.

TV INTERACTIVITY: through this interactive system
guests can view and have access to their favourite
programmes at their convenience. The tv can also be
interfaced with the telephone and front office for viewing
their folios and even settlement. The TV can also be
used for accessing local or city information in many
hotels.

E-CONCIERGE (Electronic Concierge): this facility
helps the guest to make a multimedia graphic and
sound assisted virtual tour of the hotel. This also
provides and facilitates a virtual tour of the city, local
areas and attractions, restaurants and shopping
centres in addition to guest rooms. This may even
assist a guest in making reservations at local
restaurants and theatres, etc.

POINT-OF- SALE (POS) SYSTEM: a POS systemis
made up a number of terminals located at various
outlets or points of sale in the hotel. Each POS
terminal contains its own input and output components
which are interfaced with a remote central processing
unit. The interface allows the electronic data to be
processed, and transferred to guest folios when
required, thus reducing the time required to post a
charge in the appropriate guest folio and recording o
the F&B sale at the same time.

The essential information input at the POS is the
identity of the server, location of the customer (table
number), number of covers and menu items being
ordered.

This order is electronically transmitted to the kitchen
where itis printed as a KOT. This reduces the number
of trips of the server/ waiter to the kitchen.

An additional function could be that the order for hot
items can be printed at one location and that for cold
items at another location.

f

The prices of all menu items, food and beverages, can
be stored allowing for printing or settlement of the
check.

When the guest settles the cheque, the settlement
method (Cash, credit card, city ledger or room
settlement) can be entered and specified from the
terminal on the checkout.

At the end of the shift, a server can obtain the report of
all unsettled or open cheques. Usually all cheques
are required to be settled or closed by the F& B
Supervisor.

Each cheques raised for a room settlement (for an in-
house guest) should be signed by the respective
guest.

A credit card EDC (Electronic Data Capture machine)
will have all the details of all credit card sales.

Once all cheques are settled a settlement report
showing details of total sales and its breakdown will
be printed. This report will be the basis of balancing of
F&B sales during the night audit.

CENTRALISED RESERVATION SYSTEM (CRS):

A CRS is used for a chain or group of hotels to enable the
sale of their rooms more effectively.

The CROs (Central Reservation Offices) are linked for
an effective and real time management

It primarily works on WAN- Wide Area Network
Examples are:

MARSHA, TAJ, Leading Hotels of the World,
WELCOMNET,

Holiday Inn World Wide, OCC (Oberoi Call Centre),
and more

The CRS can operate in two ways. First, it can be a
CRS for one group of hotels in different locations
(affiliate members). Second, it can sell rooms belonging
to different hotels which are not connected or linked
to each other but use the services of the CRS to sell
their rooms on a wider scale thus reducing their
investment and reaching a greater market which may
not have been possible on their own.

All properties featured in the CRS database can be
accessed by a search criterion-this means that a
reservationist can assure customised service based
on the needs of a prospective client. Hotels fitting in
the search criteria and displaying availability for the
requested dates will be displayed on the screen. This
enables the reservationist to offer a hotel that may be
a better option for a scheduled date.

Repeat guest history data for each hotel can be stored
in the CRS. The past stay information on each guest
history is updated at the time of the last departure.
When the guest wants to return to the same hotel,
this data can guide the reservationist to offer appropriate
rooms.
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Tourism & Hospitality
Front Office Assistant - Operations in Front Office

Exercise 1.10.48

Foreign currency exchange

Objectives: At the end of this exercise you shall be able to

» practice accepting the foreign exchange
 practice processing the foreign currency received.

PROCEDURE

TASK 1 : Perform accepting foreign currency exchange

1

Request the guest to produce his/her passport and
determine the credentials.

Ask the guest for his room number.

Request the guestto contact the lobby managerforan
authorization for the transaction, in case of non-
residents.

Find out the type of currency to be exchanged and
determine whether it is exchangeable as per Govern-

Request the guest to sign travellers cheques and the
voucher in person.

Compare the signatures.

Receive the amount of foreign currency in cash or
travellers cheques.

Calculate the total amount to be paid in local currency
by multiplying the foreign currency amount by the rate
of exchange.

mentbanking regulation. 10 Give the original copy of the certificate and the total
5 Fillin all the details in the Foreign Exchange Encash- amount in local currency to the guest.

ment certificate.

TASK 2 : Perform processing foreign currency exchange received

1 Attach the second copy of the encashment certificate
to the notes/travellers cheques.

3 Fillin the details in the cashier’s report.

4 Fillinthe detailsinthe Foreign Currency Control Sheet.
2 Leave the third copy in the book.

FOREIGN CURRENCY ENCASHMENT CERTIFICATE

Date:
Guest’'s Name
Passport No. Nationality REGD. NO. ROOM No.
T.Cheque No. or Currency Note No. Amount Type Money | Exchange Rate Rs. P

Guest's Signature Approved By: Cashier

Note: State name of the Bank incase of Traveller’s Cheque

out of the above mentioned rupee equivalent
/Encashed from Hotel Clients.

We further certify that we have adjusted a sum of Rs.
towards settlement of our bill nos. totalling Rs.

Cashier
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HOTEL XYZ
RECORD OF FOREIGN CURRENCY TRANSACTED

Date | Sr. | Name of Nationality | Passport | Pound u.s Deutsche | Etc. | Rate | Rupee
No. | the tenderer No. Sterling Dollar | Mark etc. Equivalent
(1) @) (3) (4) (5) (7) (8) (9) (10)
Adjustments made towards Balanceamount paid Encashment Remarks
settlement of bills for goods Currency Amount certificateNo.
supplied/ services surrendered & date
(11) (12) (13) (14) (15)

Practice room change

Objectives: At the end of this exercise you shall be able to

» practice room change procedure when room is available to shift
» practice room change procedure when room is not available to shift.

TASK 1: Practice room change procedure when room is available to shift

1 Fill up the change of room slip.

2 Prepare 6 copies of room shifting slip.

a 1stcopy for reception to arrange numerically.
b 2" copy for bell captain.
c

3 copy for Front Office cashier- Remove the Guest
Folio, change room number, Attach shifting slip with
guest folio and re-arrange the guest folio.

d 4" copy for telephone department.

e 5" copy for housekeeping - change room number
and rearrange the slip.

f 6™ copy for room service- to be passed on food and
beverage.

3 Collectkeys of room numberfrominformation (if guest
is in the room).

4 Proceed to the guest room.
Guest not in the room (dead move)

5 Requestthe room boy to accompany. Knock the door.
Request the room boy to open the door.

6 Packallguestarticles systematically to ensure thatno
articles are leftbehind, if guestbaggage is not packed.

7 Take the baggage out of the room.

8 Close the door.

9 Request the room boy to open the new room.

10 Knock the room. Wait till the room boy open the room.
11 Switch on the lights.

12 Enter the room.

13 Place the baggage in the presence of the room boy on
the luggage rack, other pieces as directed, suits in the
cupboards.

14 Close the door and come out.

15 Return to the Front Desk.

Guest is in the room (live move)

16 Knock the door. Wait for guest to open the door.
17 Wish the guest.

18 Packthe guestarticles systematically, if desired by the
guest to ensure that no articles are left behind.
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19 Take the baggage out of the room. Close the door.
20 Escort the guest to the new room.
21 Knock the door. Wait. Open the door.

22 Switch onthe lights and request the guest the guestto
enter the room.

23 Place the baggage in the luggage rack. Other pieces
as directed, suits in the cupboard.

24 Wish and hand over keys to the guest.
25 Collect the keys of the room from the guest.

26 Return to the reception desk.

TASK 2: Practice room change procedure when room is not available to shift

1 Inform the guest and tell him when it will be possible to
shift.

Fill up the form, when possible to shift.
Prepare 6 copies of room shifting slip.
18t copy for reception to arrange numerically.

2" copy for bell captain.
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3 copy for Front Office cashier- Remove the Guest
Folio, change room number, Attach shifting slip with
guest folio and re-arrange the guest folio.

Guest not in the room (dead move)

6 Requesttheroom boytoaccompany. Knock the door.
Request the Room boy to open the door.

7 Packallguestarticles systematically to ensure thatno
articles are leftbehind, if guest baggage is not packed.

8 Take the baggage out of the room.

9 Close the door.

10 Request the room boy to open the new room.

11 Knock the room. Wait till the room boy open the room.
12 Switch on the lights.

13 Enter the room.

14 Place the baggage in the presence of the room boy on
the luggage rack, other things as directed, suits in the
cupboards.

15 Close the door and come out.
16 Return to the front desk.

Practice handling guest complaint

d 4" copy for telephone department.

e 5" copy for Housekeeping- Change room number
and rearrange the slip.

f 6" copy for Room Service- to be passed on food and
beverage.

4 Collectkeys ofroom number frominformation (if guest
is in the room).

5 Proceed to the guest room.

Guest is in the room (live move)
17 Knock the door. Wait for guest to open the door.
18 Wish the guest.

19 Packthe guestarticles systematically, if desired by the
guest to ensure that no articles are left behind.

20 Take the baggage out of the room. Close the door.
21 Escort the guest to the new room.
22 Knock the door. Wait. Open the door.

23 Switch on the lights and request the guest to enter the
room.

24 Place the baggage intheluggage rack. Otherpieces as
directed, suits in the cupboard.

25 Wish and hand over keys to the guest.
26 Collect the keys of the room from the guest.

27 Return to the reception desk.

Objectives: At the end of this exercise you shall be able to

 practice handle guest complaints
* AC not effective situation

 delay in check—in process

¢ laundry complaint

 delay in room service complaint.

TASK 1 : Practice handling guest’s complaints
1 Listen silently without interruption, with empathy.
2 Show concern and take complaints seriously.

3 Neverargue. Remember the guestis always right.

4 Never try to win over the argument-you may win the
argument but lose the guest forever. (Remember it
takes a lot to attract fresh customers but only a little to
retain existing customers).
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TASK 3 : Practice handling delay in check-in process
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If possible, isolate the guest so that other guests may
notoverhear.

Offer choices and never make a false promise.

Monitor the corrective measures.

Follow up and inform the guest about the solution.

If unable to resolve the guest problem, consult your
superiors.

TASK 2 : Practice handling AC not effective situation

Greet the guest.

Listen carefully without interruption.

Isolate the guest, so that other guests’ do notoverhear.
Apologize forthe inconvenience made.

Inform the maintenance department.

Follow up with the maintenance departmentifthey can
rectify the problem.

9

Inform the duty manager if the AC cannot be repaired

Consultthe duty manager if they can give an alternate
room to the guest.

Inform the guest if the room has to be changed.

10 Follow up again.

Apologies the guest for the delay in check in.

Listen silently without interruption.

Isolate the guest, so that other guest’s do notoverhear.
Apologies forthe inconvenience made.

Provide the guest with some refreshment.

Offer the guest some allowance for the mistake done.

Consult the duty manager if the guest doesn’tlisten to
you properly.

Provide the room with some discount to the guest.

Apologize again for the inconvenience.

10 Complete the check in process

TASK 4 : Practice handling laundry complaint

1
2
3
4

TASK 5 : Practice handling delay in room service complaint

a A WO N -

Listen carefully without interruption.
Isolate the guest, so that other guests’ donotoverhear.
Apologize for the inconvenience made.

Inform the housekeeping department.

Check if the problem can be rectified.

Inform the manager on duty, if the problem cannot be
resolved.

Follow up and inform the guest about the solution.

Listen carefully without interruption.

Isolate the guest, so that other guests’ do notoverhear.
Apologize for the inconvenience made.

Inform the Room Service department.

Find the reasons behind late service.

© 00 N O

Check if the reason was genuine.
Inform the duty manager.
Provide the food as complimentary.

Inform the guest about the complimentary.

10 Follow up with the guest.
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Tourism & Hospitality

Exercise 1.11.49

Front Office Assistant - Guest relations & Concierge

Perform check-in & check-out duties

Objectives: At the end of this exercise you shall be able to
 practice performing duties of bell boy during check-in

 practice performing duties of bell boy during the stay of guest
* practice performing duties of bell boy during check-out.

PROCEDURE

TASK 1: Perform duties of Bell boy during check-in

Greet the guest according to the time of the day.
Take the baggage from the car in the porch/gate.
Put the luggage tag.

Check if the luggage has any damage.

Report to the guest if the luggage has some damage.
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Put the luggage in the luggage trolley, if luggage is
more.

7 Escort the guest to the reception for the check-in
process.

8 Escortthe guest towards the elevator.
9 Wait until the elevator comes.
10 Request the guest to enter the elevator.

11 Enter the elevator after the guest.

TASK 2: Perform duties of bell boy during the stay

1 Track/keep an eye on unwanted guests in the hotel.
2 Attend toinstructions of supervisors.

Handle baggage of guests when they are shifting to
another room.

4 Distribute newspapers to guest rooms and selected
offices.

5 Keep lobby area clean and clear to ensure smooth
traffic flow.

6 Assistin executing the baggage room formalities.

TASK 3: Perform duties of bell boy during the stay

1 Handle departure of guestusing departure errand card.

2 Get the instruction from bell captain of carrying the
luggage down from the guest room.

Proceed towards the guest room.

4 Carry the trolley for bringing the luggage down to the
reception.

Knock the door.

Greet the guest according to the time of the day.
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12 Move out of the elevator.

13 Escort the guest towards the room.

14 Open the room.

15 Place the key in the key rack.

16 Place the luggage in the room, on the luggage rack.

17 Familiarize the guestwith the use ofin-house telephone
directory, weather control, and functions of all other
equipmentinstalled in the room.

18 Explain the operation and control of light switches/air-
conditioning etc. to the guest and switch them on.

19 Check if the guest is comfortable or needs any further
guidance.

20 Wish the guest and leave the room.

21 Return back to the reception.

7 Provide laundry valet service at night.
Deliver guest messages to guest rooms.

Execute all procedures efficiently as per standards and
systems laid down by the management.

10 Handle and store equipment carefully & appropriately
i.e. luggage trolley, wheel chairs etc.

11 Reportguests with scanty baggage tothe lobby manager.

12 Account for ‘postage stamps sold and post mail
promptly.

7 Askthe guestforcarrying the luggage to the reception.
Load the luggage trolley with the guest’s luggage.

Check the room to ensure that the guest has left no
articles in the room by mistake.

10 Switch off all lights and air conditioners.
11 Lock the room.
12 Escort the guest towards the elevator.

13 Wait until the elevator comes.



14 Request the guest to enter the elevator.
15 Enter the elevator after the guest.
16 Move out ofthe elevator.

17 Escort the guest towards the cashier for check out
procedures.

18 Obtain clearance from front office cashier on the

19 Ensure collection of keys from guests at the time of
checkoutand obtain clearance frominformation section.

20 Check for mail, messages for departure guests, and if
available, collectand give mail ormessages to depart-
ing guest.

21 Take the baggage and place it in the car in the porch/
gate.

errand card regarding the bill i.e. paid/signed by the

guest.

TASK 4: Practice handling procedure check in of the guest by Bell boy

Bellboy :

“Good morning, welcome to Bintan Lagoon

Hotel”

Guest

Bellboy :

Please, do

“Good morning”

you have any

luggage, Madam?”

Guest

“Yes, lhave baggage”

(Bellboy take some luggages from baggage)

Bellboy :

“Would you like to check your luggage,

please?”

Guest
Bellboy :
Guest
Bellboy :

Receptionist :
Guest
Receptionist:
Guest

Receptionist:

Guest
Receptionist :
Guest

Receptionist :

Guest

Receptionist :

Guest

Receptionist:

Guest

Receptionist :

“Yes, of course.
“Would you like to follow me to Front desk?”
“Certainly”

“This way please...”

“Good morning, welcome to Bintan Lagoon
Hotel. May | assist You?”

“Yes, good morning. | want to stay in
your hotel”

“Excuse me. Do you have reservation
before?”

“No, | don’t have”

“All right mam, our hotel have Deluxe
room, Superiorroom and Standard room.
Which one do you like?”

“I'd like Superior room”
“May | know your name, please.....
“My name is Elisabeth Taylor”

“For how many person and for how long
would stay in our hotel, Mrs.Taylor?”

“Just for me, for a week”

“Would you wait a moment, Mam. Let
me check it for you”

“Ok. If i choose superior room, what
would | get?”

“You will get free hot spot in the room
for 24 hour.”

“How much is the rate?”

“The rate is US $ 200 net include
breakfast.”

Guest
Receptionist:
Guest

Receptionist:

Guest

“Ok, | will take it.”
“What type of payment you'll take?”
“By cash”

“May | borrow your ID card, Mrs.
Taylor?”

“Here you are”

(Receptionist fill the registration card)

Receptionist :

Guest

“Mrs. Taylor, our hotel have regulation
that every guest have to pay
deposite payment for 2 x room rate net x
nights.So you have to deposit at least
US $ 400.00”

“Never mind, here you are”

(Receptionist prepare key card, guest card, meal
coupon, welcome drink card)

Receptionist:
Guest

Receptionist:

Guest

Receptionist :

Guest
Receptionist:
Bellboy :
Receptionist:

Bellboy:

Guest

“Would you like to sign here?”
“Ok”

“Mrs. Taylor,
(Receptionist read guest card and give
the key, guest card, meal coupon and

welcome drink card). You can have a

breakfast in our Kintamani Restaurant

from 7 a.m until 10 a.m.

Well, thank you very much Mrs. Taylor.
Have a nice stay with Bintan Lagoon
Hotel and If you have any question do
not hesitate to call me by dialing
number 2.

Would you like to go to your room
now?”

“Yes, of course”

“Our bellboy will escort you to
your room.”

“OK”
“Bellboy please......
“Yes, | am”

“Mrs.Taylor this is our bellboy”

“Good morning Mrs.Taylor, follow me
please....”

“Yes, | am”
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"Mrs.Taylor this is your room. Number,
205, wait a moment I'll open the door.”

Guest : “Ok”

(Bellboy knock the door and open the door, bellboy
getintheroom, turnonthe light,and open the curtain)

Bellboy :

Bellboy :  “You can come in Mrs.Taylor please....”

Guest “Thankyou”

(Bellboy take the luggage in the room)

Bellboy: “Mrs.Taylor may | explain your room
facilities now?”

Guest “Yes, of course”

Bellboy : “Mrs. Taylor this is your television

ithas 99 channels. If youwantto know your
billyou choose channel 0. Ifyou wantto know
about Bintan Lagoon Hotel facilities you
choose channel 1, the others
channels are local and international
channels. And this your wardrobe,
you can keep your dress
here. And this is your telephone, if
you want to make an international call
just dial your destination number. If you

Handling check in

want to have room service dial 1. You
can dial number 2 for calling front desk.
And if you need house keeping service
dial 3. Mrs.Taylor this is your AC, you can
adjust the temperature as you
wish by using this remote control. This is
your bathroom. You have cold and hot
water. Red colour for hot water and the
blue is for cold water.

All right Mrs.Taylor, do you have anything

to ask?”

Guest “No, thank you”

Bellboy : “Mrs.Taylor, this is your key and guest card.
May i take the luggage tag?”

Guest “Here you are”

Bellboy : “Mrs.Taylor | hope you enjoy your time and
feel like your home”

Guest “Ok, thanks

(Bellboy closing the door and go back to the concierge
desk then fill the bellboy errand card and bellboy control
sheet)

Objectives: At the end of this exercise you shall be able to

* receive & welcome the guest assigh room
» prepare the registration card & guest folio
* handle guest baggage.

TASK 1 : Handling the guest baggage

1 Call up a bell boy from the bell desk.

2 Hand over the keycard to the bell boy (see fig 1).

3 Tell the bell boy the guest’s name & room number.
4

Ask the bell boy to carry the luggage of the guest to
the room using luggage trolley.

5 Tell the bell boy to explain the functioning of the room
fittings to the guest.

TASK 2 : Practice role play situations

1 Receive guest.

2 Handle guest baggage.

Fig 1
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3 Register guest.

4 Create guest folio.
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Handling group check-in and check out

Objective: At the end of this exercise you shall be able to
* receive & welcome the group

* handle group baggage

» prepare group folio

» prepare guest bill

* handle guest luggage

» arrange guest transportation during checkout.

TASK 1: Preparing guest bill
1 Call up the bell boy from the bell desk.

2 Write down the guest name and room number in a
note and give it to the bell boy.

9 Check the room number & guest name on the bill

10 Hand over the bill for the guest to verify & make the

3 Call housekeeping department for checking the status
of mini - bar consumption.

4 Ask the bell boy to collect all the concerned checks
of the guest from all food & beverage outlets, laundry,
travel desk, health club & spa and all other sales outlet.

5 Collect all guest paid out voucher from the front office
cashier.

Check the room number & name of the guest.
Post all the bills to the guest account.
Print the bill.

payment.
Fig 1
it's a
er
good %‘Sger
trip
Luggage tag

Name :
Address :

Country :
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TASK 2 : Arranging transportation for the guest

1 Call up the travel desk immediately as the guest is at
the desk to check — out.

2 Call the bell boy handling the guest baggage and
check the hotel cab number assigned for the guest
drop.

3 Inform the guest about the hotel cab number.

Check out procedure are same for group
checkouts and advance checkout.

For checkout procedure the hotel may follow
the 12noon checkout timings.

For advance check out charges are informed
to the guest at the time of check-in.

TASK 3 : Practice role play situations

1 Communicate with guest.

3
2 Collect bills.
Bold letters
» Entrance and exits, including service elevators, staff .

entryways, kitchen/ pantry loading/unloading areas.
» Lobbies, meeting areas and reception.

» Exclusive guest areas like swimming pools, spas,
restaurants, gyms etc. Privacy masking features
should be considered for these areas .

» Corridors, lift and elevator areas, luggage and
maintenance elevators.

Staff lockers, kitchens, laundry/ housekeeping area.

Perimeter and outdoors like in gardens, golf course ,
tennis courts etc. outdoor cameras should be opted
with a minimum of IP66 rating to ensure they are
weatherproof and provide good quality images.

Cameras installed should be considered in a manner
that does not invade privacy of guests in any manner
while ensuring they feel safe at all times. If you have
any question about CCTV cameras best suited to
hotels, book a call or enquire from our experts here.
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Tourism & Hospitality
Front Office Assistant - Selling Techniques / Mail Handling

Exercise 1.12.50

Practice Upselling Techniques

Objective: At the end of this exercise you shall be able to

* practice upselling techniques.

PROCEDURE

1
2

Know the product.

Controlthe Encounter.

Ask questions such as “ we have a quiet double
roominourclub floor.Is that suitable for you?”
avoid vague.

Avoid open ended questions such as “what kind of
room are you looking for?”

Sell high, but avoid high pressure selling techniques.
Always quote the full rate plus tax.

Turn negative aspect of a room or rooming situation
into an advantage for the guest.

— Aroom without a view becomes “quiet room”.

— Aroom near the elevator may be busy but quote
it as handy and easily accessible.

Sandwich the price between descriptive phrases.

Forexample, “one of our extrarooms at Rs 7500
plus tax, overlooking the park”.

Quote the price of more than one room, giving the guest
a choice.

Forexample, “we stillhave double rooms forRs
6500 but the ones with new minibar are
Rs 7500”.

9

Ask for the sale.

Once all information has been presented to the
guest, the front office assistant must gently but
resolutely close the sale.

“ifthatis asuitable choice maylaskyoutosign
the registration card?” is an effective way to
move negotiations to a close.

10 Listentoguests’ conversational comments.

“Wow what a hot day. | could do something
cool.”

Theywill helpto determine theirneeds betterand to sell
other services to the hotel.

“Our poolside bars are open...”

11

Sellthe whole hotel by making suggestions for dinner,

“Just dial 5 on your room phone to make a
reservation”

Or for drinks in the lounge,

“The new entertainer is fantastic”

Or for recreational facilities.

“There is no charge for the use of sauna”.

12 Try to anticipate guest’'s needs and offer services,

suggestions and assistance.
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Tourism & Hospitality
Front Office Assistant - Selling Techniques / Mail Handling

Exercise 1.12.51

Practice handling Mails & Messages, Parcels

Objectives: At the end of this exercise you shall be able to

* practice handling mails
 practice handling messages.
* Practice handling parcels.

PROCEDURE

TASK 1: Practice delivering mail

1
2
3
4

6
7

Stamp date and time of receipt on every mail received.
Sort the mails and guest mails.
Arrange each category of mails in alphabetical order.

Further sorthotel mails into official mails and employee
mails.

Send employee mails to time office for delivering to the
concerned employees.

Deliver the official mails to the concerned office.

Send guest mails to the information section.

The information section assistant will further sortthe
mails into the following categories:

— Resident guest (staying in the hotel)
—  Checked-out guest (departed from the hotel)

—  Future guest (guest with a confirmed reservation
for future dates)

8 Deliver the mails of the resident guests in the guest
rooms by the bell boys, if the guests are presentin the
room. If they are out of the hotel, the mails are placed
in the rack and delivered when the guest comes back
to the hotel.

9 Sendthe mails of checked-out guestto the back office,
where the mail forwarding address is taken and mails
are re-directed to that address. In case there is no
forwarding address, the mails are sent back to the
sender.

10 Send the mails of the future guest to the reservation
section, where they are placed along with the
reservation record.

11 Attach the mails with the pre-filled registration card and
delivered to the guest at the time of registration on the
day ofarrival.
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TASK 2: Practice handling messages

When there is a visitor or a telephone call for the
guest

1 Look at the information rack to see whether the guest
is aresident guest, future guest, or checked out guest.

In case of resident guest
2 Checkwhetherthe guestis presentin the room or not.
If the guest is not present in the room

3 Check the key rack for the location form or any
instruction left by the guest.

4 Act according to the instructions of the guest.
If the guest has not left any message

5 Take downthe message forthe guest on the message
slip.

6 Placethe original copyinthekeyrack andthe duplicate
copy is placed in a message slip envelope.

7 Slipthe duplicate message slip through the door of the
guestroom.

The purpose of preparing the message slip in
duplicate is to ensure the delivery of the
message to the guest.

If there is a visitor or a call for a guest who has
checked out of the hotel

8 Give the information as per the instructions left by the
guest.

If there is a call for future guest

9 Note the message on a message slip.
10 Send the slip to the back office.

11 Place along with the reservation record.

12 Attach the slip with the registration form while printing
the registration form on the day of arrival.

If hotels have automated system for delivering
messages to guest

13 Switch on the message indication of the telephone in
the guestroom in case any message s waiting for a
guest.

This prompts the guest that there is a message
for him and he may call the front desk to
receive it.

Handling Parcels or Couriers to the Guest

The telephone operator should check the fax machine
constantly.

Sort out the messages, fax, couriers, parcels for
guest and other departments separately.

Guest faxes and important messages to be sent up
to the room immediately.

If a Do Not Disturb - DND sign is on the door, do not
open the door.

Forrooms with the DND signs gently slip the message
under the door.

During the daytime, between 09.00 -20.00 hrs, knock
the door thrice.

In case there is no answer, open the room and place
the message at the foot of the bed.

If the guest responds, hand over the message to the
guest.

After20.00 hrs, gently slip the message underthe door.

After delivering the guest messages and/or faxes, note
down the detailsinthe Courier/ Fax/Message logbook.

Internal department faxes, couriers, messages to be
filed in the departmental slots or pigeon box located at
the back office.
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Tourism & Hospitality

Exercise 1.13.52

Front Office Assistant - Arrival and Departure Procedure

Perform departure activities

Objectives: At the end of this exercise you shall be able to

 practice departure activities at reception desk
* practice departure activities by bell boy.

Requirements

Equipments
» Departure errand card, Departure

register -1 No.

PROCEDURE

TASK 1: Practice departure activities at reception desk

1 Checkup expected departure list.

2 Sendthe bell boy for collecting luggage from the guest
room after getting intimation from the guest room.

3 Confirm from the guest if he would like to leave a
forwarding address slip.

4 Intimate allthe concerned departments such as house-
keeping, telephones and room service, etc. about the
departure.

TASK 2: Practice departure activities by bell boy

1 Fillup the departure errand card and go to the room.
2 Collect the guestluggage.

3 Collect the room keys from the guest.

4

Take cursory look of the room for any possible damage
to the property.

5 Take mentalaccountof pillow covers, blankets, towels,
small brass items, and antique small paintings, etc.

6 Draw the curtains, lock the balcony.

Check drawer, under pillows and mattresses, cup-
boards, and tables, etc. for any items left by guest by
mistake.

Check bathroom and its fittings.

Make a mini bar voucher in case the guest has
consumed some beverage.

10 Request the guest politely to sign the voucher.
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5 Update the racks and folds the slips in the rack of the
counter.

6 Update the departure register.
Cancel the room on the control sheet.

8 Remove the folded slip fromthe rackindicating thatthe
room is ready for sale, when the housekeeper sends
room clearance report (in case Whitney System is
used).

11 Handoverthe vouchertothe cashierforentryin thefolio.
12 Escort the guest to the front desk cash counter.

13 Deposit the key with the reception/information clerk.
14 Keep the guest luggage near the bell desk.

15 Put hotel stickers and put a ‘D’ mark on the luggage
indicating departure luggage.

16 Obtain the clearance signature from the reception and
information on the stubs of the departure errand card.

17 Collect luggage out clearance slip from the cashier.
18 Give the clearance slip to the doorman.

19 Load the luggage of the guest in the car/taxi.

20 Return to the bell desk.

21 Give back the bellboy errand.



DEPARTURE INTIMATION

DATE Reception
=, Ko, Mame afthe Guest | Name of the Person informed Time By
Housekeeping | Telephone | Room
Dept. Senice
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Tourism & Hospitality

Exercise 1.13.53

Front Office Assistant - Arrival and Departure Procedure

Performing start of shift activities

Objectives: At the end of this exercise you shall be able to

» perform shift activities.

Requirements

Equipments

* Log Book Information register -1 No.

PROCEDURE

TASK 1:
1 Reportat0730 hrs.

Perform morning shift activities

2 Read the reports and log book.

3 Read arrival list and tally if special instructions on list
are on registration cards.

4 Take handoveratreception and information handover
vis avis parcels atdesk, special paging instructions and
pending back office work to be taken care of by reliever.

Do a random check on key/name slips.

6 Sort out the incoming mail.

TASK 2: Perform afternoon shift activities
1 Reportat 13:00 hrs.
2 Readreports and log book.

3 Read arrival list and tally if special instructions on list
on registration cash.

4 Take handoveratreception and information handover
at reception vis a vis parcels at desk, special paging
instructions and pending back office work to be taken
by reliever.

5 Check mail in expected arrivals mail box.

TASK 3: Perform night shift activities
1 Readlog book.

2 Readarrivallistandtally all blocked rooms, and special
regards with FIT assignment list.

Block night groups and have retention open.

Take handover at information and back office.

Do mail check and parcel register check.

Tally parcel register physically with every item.

Print the Paging report and delete paging at 01:00hrs.

Clear slots for messages at midnight.

© 00 N OO 0o b~ W

Comply aninformation reportof allthe above activities.

10 Do pre-registration of next day’s arrivals, entries in
register making of key cards, meal cards and making
of instructions on registration card.
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Dispatch the mails accordingly.
Enter all walk-ins.

Intimate VIP walk-ins to housekeeping and room service
by name or number.

10 Re-checkallregistration cards forname tags, C-forms
and entries in registers.

11 File morning reports.
12 Leave at16:00hrs.

Mark out evening newspaper for VIP’s.
Make evening discrepancy. Note name and time.

Enter all walk-ins at the end of the shift.

© 00 N O

Intimate VIP walk-ins to housekeeping and room service
by name or number.

10 Re-check all brought forward work.

11 Collect afternoon reports and file.

11 Check all night arrivals requisition by their registration
cards.

12 Check key at the counter at 01:00hrs, after checking
all keys are in correct slot.

13 Make no-shows early morning and their cards to be
voided and bracketing to be completed.

14 Arrange all registration cards and check for missing
cards and file it.

15 Checkifarrival register forthe day has been completely
filled in.

16 Update brought forward list.

17 Tally walk-ins for the day against register, previous
ones carried forward and the outstanding amounts
noted.



18 Prepare and collect night report and files as shown in
the following table.

Night Report For:

Total saleable rooms

% of occupancy :

Rooms vacant

Rooms resold

Hotel guest

Room complimentary:

Staff

Room under repair

Rooms occupied

Single

Double

Suites

Revenue

Totalguest

Indians

Foreigners
Walk-ins

Cancellation

No. shows

Position

Hotel guest

Room complimentary:
Staff

Practice cash settlement

Objectives: At the end of this exercise you shall be able to

» practice accepting cash payment
» practice accepting travellers cheque
» practice payment by personal cheques.

TASK 1: Practice accepting cash payment

1 Check the daily currency conversion rate if accepting
foreign currency from the guest.

2 Retainthe cash amountoutside the cash drawertill the
transaction is completed to avoid any disputes.

Count the value of the currency in front of the guest.

Make the currency encashment certificate if accepting
foreign currency.

TASK 2: Practice accepting traveller's cheque
1 Ensure thatthe second signature is putin front of him.
Check the guest’s passport to establish identity.

3 Note down the passport number at the back of the
traveller'scheque.

4 Calculate the correct exchange value as per the daily
rate if the traveller's cheque is in foreign currency.

5 Return the balance to the guest in local currency.

TASK 3: Practice payment by personal cheques

1 Inform the guest politely that normally payments by
personal cheques are not entertained.

Issue a receipt for the transaction.

Accept foreign currency only from the foreigners and
return the balance amount, if any, in local currency.
This is as per government regulations.

Fig 1

HOS101P0301

2 Ask them to contact the lobby manager for a written
authorization in case of further assistance.
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3 Givethe Applicationfor Paymentby Personal Cheques
Form at the receipt of the authorization from the lobby
manager.

4 Check the details of the cheque and make sure that it
has been marked “A/C payee only” and is duly filled.

5 Compare the signature on the cheque with that of the
application form.

6 Enter details in the front office cashier’s report.
Settle the bill.

Fig 2

PAY = i OR BEARER |

RMESA:l:c'oumbT——“”' sssEmn: 3

V
1| weno. | 1588100000000 [ 15891000000000] [s2 wc] == Account Type

m <€—Bank Name and Address Account _.)E]

Holder Name

#00057?* 00000000&: O0OODDS* 34
IFSC Code

HOS101P0302

Practice credit card settlement (non-cash)

Objectives: At the end of this exercise you shall be able to

 practice accepting credit card payment

 practice accepting travel agent voucher/ meals & accommodation order/passenger service order

» process bill to company letters.

TASK 1 : Practice accepting credit card payment
1 Check the card holder’'s name on the card.
Check the expiry date of the card. (Fig 1)

Check if the card is a stolen card.

A WN

Check the credit limit of the card; if the amount of the
bill exceeds the limit of the credit card, the cashier
requests the guestto pay the balance amountby cash.

5 Swipe the card through the EFTPOS terminal for
verification and authorization from the issuer of the
credit card.

6 Ask the guest to sign on the transaction slip.

Verify the guest signature on the transaction slip with
the signature on the signature panel at the reverse of
the card.

Fig 1

HOS101P0301

8 Return the credit card and the carbon copy of the
transaction slip to the guest.

9 Process the payment.

TASK 2 : Practice accepting travel agent voucher/meals & Accommodation order/Passenger service order

1 Read the voucher carefully.

2 Refertothelistofapproved TAstowhomthe hotel offers
credit.

3 Check the billing instructions carefully. (Fig 2)

Fig 2

PAY 1 OR BEARER |
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Account Number R,
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Holder Name

#00057* 000000QOG: 00ODOS* 3k
IFSC Code
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4 Getanauthorization fromthe lobby managerin case of
a foreign travel agency’s voucher.

Check the expenses covered by the voucher.

Collect payment from the guest for the service not
covered or not included in the voucher; for example,
bills for spa treatments.

7 Attach all the vouchers signed by the guest with the
master bill, and ask the guest to verify and sign the bill.

8 Do not give the copies of signed bills to guest.

The copy of the signed bill has to be presented
to the travel agent, who will make the

payment to the hotel in this case.

9 Send the guest bill and vouchers to the accounts
department for the collection of the amount from the
travelagent.
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TASK 3: Practice processing bill to company letters
1 Establish the identity of the guest.

2 Ask the guest for his identity card or /and BTC letter,
which is prepared on the company letterhead.

3 Check and verify that the company is listed in the
company volume guarantee rate (CVGR) list of the
hotel.

4 Checktheservicesincludedinthe agreementwith the
company.

Prepare the guest bill, along with all the supporting
voucher.

Ask the guest to verify and sign the bill.
Do not give the bill to the guest.

The bills have to be given to the company, which
will make the payment to the hotel.

Any service or facility utilized by the guest that
isnotcovered by the company should be charged

separately from the guest.

Sendthe duly signed bill to the accounts department for
the collection from the company.
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Tourism & Hospitality

Exercise 1.14.54

Front Office Assistant - Situation Handling

Practice handling situations in reception

Objectives: At the end of this exercise you shall be able to

 practice handling scanty baggage guest
 practice handling minor guest check-in
* practice handling wrong billing.

Requirements

Equipments

+ Scanty Baggage Register -1 No.

PROCEDURE

TASK 1: Practice handling scanty baggage guest

1 Thelobby manager notify the front office as soonas a
guest arrives with scanty baggage.

The guest with hand baggage or no baggage is
termed as scanty baggage guest.

2 Stamp ‘scanty baggage’ on the arrival errand card.
3 Stamp ‘scanty baggage’ on the registration card.

4 Enter particulars in the ‘scanty baggage register.

5 Gettheregistration card signed by the lobby manager
who has the discretion to ask for a deposit from the
guest.

Scanty baggage guest can be skipper who
check out of the hotel without intentions of
paying the bill.

6 Getthe scanty baggage register signed by the lobby
manager. (Fig 1)

Scanty Baggage Register

Fig 1
Date | Name Room Name | Time
of number | of bell
guest boy

Description | Remarks | Signature | Signature
of luggage of lobby of bell E
manager boy E

TASK 2: Practice handling minor guest check-in

1 Check if the minor guest has written letter from the
parent.

Collect all the details from the minor guest.
Check for the purpose of stay.
Check the duration of the stay.

a b~ W N

Collect all the necessary details like the identity proof
from the minor guest.

Inform the parents of the minor guest.

7 Inform the duty manager.

TASK 3: Practice handling wrong billing

When the guest has paid more than the actual bill
amount

1 Check all the required bills thoroughly.

2 Inform the guest about the wrong billing.
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8 Inform the nearest police station regarding the minor
guest check-in.

9 Allot the room to the minor guest if all the procedures
are done.

10 Remind the minor guest that disturbing noise, illegal
drugs and underage drinking will not be permitted
anywhere in the hotel property.

11 Inform the security department about the minor check

3 Apologize the guest for the wrong billing.
4 Pay back the required amount to the guest.

5 Balance the account.



When the guest has paid less than the actual amount 10 Request the guest to pay the desired amount.

6 Check all the bills thoroughly. 11 Informthe duty managerifthe guestis notready to pay

Inform the guest about the wrong billing. theamount

12 Issue the allowance voucher. (Fig 2)

7
8 Apologize the guest for the wrong billing.
9 13 Balance the account.

Clarify the bill details with the guest.

" Allowance Voucher
No.
Date
Name Room Account No.
Detailed Explanation Amount
Rupees (in words) Total Rs.
Prepared By: Checked By: Authorized by: Audited by

HOS101P0602
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Tourism & Hospitality
Front Office Assistant - Situation Handling

Exercise 1.14.55

Practice handling situations in reception

Objectives: At the end of this exercise you shall be able to
* practice handling
— guest without prior reservation when the rooms are available
— guest without prior reservation for undesirable or blacklisted guest
— late check in
— early checkin
— lost & found
— leftluggage
— drunk guest
— bomb threats
— robbery & theft.

PROCEDURE

TASK 1: Practice handling guest without prior reservation when the rooms are available

1
2
3

Welcome the guest.
Ask the guest if they have confirmed reservation.

Check the room availability status for the duration of
stay requested by the guest.

Process the reservation if the rooms are available for
the requested duration.

Proceed with the check in activity of the walk-in guest.

Request the guest to fill the GRC and assist the guest
in doing so.

7
8

9

Check the GRC for completeness.

Check the availability of rooms as per the guest’s
preference.

Allot the room accordingly.

10 Issue the room keys to the guest.

11 Authorize the bell desk personnel to escort the guest

and carry the luggage to the room.

12 Wish the guest an enjoyable stay at the hotel.

TASK 2: Practice handling guest without prior reservation for undesirable or blacklisted guest

1
2
3

Welcome the guest.
Ask the guest if they have confirmed reservation.

Check the room availability status for the duration of
stay requested by the guest.

Politely deny reservation even if the rooms are
available.

TASK 3: Practice handling late check-in

1
2

Welcome the guest.

Checkifthe guest has given confirmation of late check
in.

Check for the availability of room if the blocked room
was released because the confirmation wasn'’t given.

Check for the allotted room.

Issue the room keys to the guest.

Authorize the bell desk personnel to escort the guest
and carry the luggage to the room.

Wish the guest an enjoyable stay at the hotel.

TASK 4: Practice handling early check-in

y
2
3
4

Welcome the guest.
Check if the guest has done the reservation.
Check if the blocked room is available for the guest.

Allot another room for the guest until the room is
released by the prior guest.
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Arrange for some site seeing for the guest if the rooms
are notavailable.

Keep the luggage in the guest locker if the guest
doesn’t wish to carry the guest.

Check for the allotted room if the room is ready for the
guest.



8 Issue the room keys to the guest.

9 Authorize the bell desk personnel to escort the guest
and carry the luggage to the room.

10 Wish the guest an enjoyable stay at the hotel.

TASK 5: Practice handling lost & found of the guest who checked out

1 Hand over the articles to the housekeeping
department.

2 Sendthelettertothe forwarding addressleftby aguest
at the reception or to the address furnishes on the
registration card.

3 Giveawaythe article to the staff memberwho found the
article or auction to the hotel employees if no reply is
received within a specified time period stipulated by the
management.

TASK 6: Practice handling lost & found of the resident guest

1 Hand over the articles to the housekeeping
department.

2 Request the guest to give a description of the article
before it is shown to the guest.

TASK 7: Practice handling left luggage

1 Ascertainifthe guestwishing to leave his luggage has
paid his hotel bill.

2 String the baggage ticket on each piece of luggage
separately.

The baggage tickethas a numberwhichis also printed
on the counterfoil of the ticket.

Enter details in the left luggage register.

4 Tear off the counterfoil of each ticket and hand it over
to the guest.

TASK 8: Practice handling drunk guest
1 Neverargue with the drunk guest.

2 Takehimaway fromthe public areas eitherinto an office
or his room.

TASK 9: Practice handling bomb threat calls
1 Do notinterrupt the caller.
2 Write down the exact words of the caller.
3 Find out the following, if possible:
a  The time by which the bomb is due to explode.
b  The place where the device is placed.
¢  Thedescription of the device.
d  The motive of the attackers.
e The identity of the attackers.
4 Write everything as soon as the call is disconnected.
Note down the following:
a Callersvoice

b  Mannerism

3 Handoverthe article to the guestif description given by
the guest matches the article.

5 Keep the luggage in the left luggage area.
During the delivery of the left luggage:

6 Take the counterfoil of the luggage ticket from the
guest.

7 Tally the same with the ticket attached to the luggage
in the leftluggage area.

Enterthe date of deliveryinthe Left Luggage Register.

Retain counterfoils and tags of luggage.

Inform the duty manager about the drunken guest.

Inform the hotel security if he is boisterous or behaves
unruly.

¢ Ageand sex
d  Anybackground, etc.

6 Do not alter the exact conversation between you and
the callerwhile narrating the incidentto the authorities.

7 Inform the competent authority immediately.
Do not spread any rumor.

Do not attempt to defuse the bomb if you are able to
locate the same.

10 Contact the local police authority or bomb disposal
squad for defusing the device.
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TASK 10: Practice handling robbery & theft

1
2
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Comply with the robber’'s demand.

Do not make any sudden movementas it may provoke
the robbers to use weapons or firearms.

Remain quit, unless directed to talk by the robbers.

Do not attempt to disarm the robbers, as this may
jeopardize many lives.

Observe the robbers carefully.

Note the physical characteristics like height, build,
eye colour, hair colour, mannerisms, clothing, scar
marks, or anything that can be helpful in their
identification.

7 Note the direction of escape, and the type and regis
tration number of the vehicle used by the robbers.

8 Do nottouch any object that might have been touched
by the robbers.

9 Restrictthe movementof peopleinthe areainorderto
preserve fingerprints and other possible evidence left
by robbers.

10 Gather the details of the robbers from the people who
have witnessed the event.

11 Record the details in the crime report form, if available
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Tourism & Hospitality
Front Office Assistant - Situation Handling

Exercise 1.14.56

Handle accidents and Emergency Situations

Objectives: At the end of this exercise you shall be able to
* develop the handling skills in emergency situations

* handle accidents to help the victim.

Requirements

Machines Materials
* Computer System - 1No. + TelephoneDDirectory -1 No.
» Emergency Helpline list -1 No.
PROCEDURE

For Handling Emergency situations, the Front office staff
should

1

Remain Calm: The mostimportant factor in effectively
handling the situation is to keep calm

Seekadditional help fromemergency servicesif needed.

Determine the nature of the emergency

4 Assessemergency situations, be aware thatthe situation

5

may be volatile. It may change rapidly.

Be alert for human-caused emergencies

Procedure for handling Accidents:

Front Office Staff should handle the hotel emergency
team members which should consist of the Duty
Manager, Security Manager or Supervisor on Duty and
the General Manager.

A health emergency is defined as any situation when
guests or staffs well being or threats to his/ her life eg:
Cardiac Arrest, Respiratory Arrest, Unconscious
Individual or any Conscious Person in Acute Distress.

Asthefirst point of contact, the Front Office Staff/ Guest
service agentshould check with the guestwhat problem
he is facing.

Ifthe guest service teamis being the firstwho received
the call, inform the operator to contact Security and
rush to the scene.

Front Office Staff should take down the caller's name,
room number orlocation of the scene, type of sickness
or injury and inform the Front Office Manager or Duty
managerimmediately.

Ifthe guestrequires hospitalization then anambulance
is to be called, or alternatively, a hotel vehicle may be
offered depending upon the situation/ condition of the
guest. These works to be done by the Front Office Staff.

The hotel staff should stay with the guest or injured
person till the arrival of the Emergency Unit.

6 Openhonestcommunication between employeesand
supervisors is part of maintaining a safe, healthy
workplace.

7 Assess the immediate threat.

Offer verbal reassurance to an injured person if he is
conscious will help another person.

* In case guest request to call a doctor (doctor on call)
then the standard procedure should be followed.

* Incase of a serious medical emergency, the Manager
on Duty should act as the leader of the medical
emergency team.

* The Security Manager must be immediately notified
and should be present to access the situation.

* TheFirstaidtrained staff should attemptto stabilize the
victimwith the assistance ofthe Security Team/Manager
while the ambulance is being called.

* Awheelchair should be placed on standby if required,
and the Security Supervisor/ Manager willarrange foran
elevator to carry out the evacuation.

* As perthe hotel policy, the ambulance will be directed
to arrive either via the Employee Entrance or to the
hotels emergency exit.

* Allmedicalemergencies mustbe logged onto the Hotel
log, Security Log and Front office daily log.
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Tourism & Hospitality Exercise 1.15.57
Front Office Assistant - Night Auditor and Analysing occupancy data

Compute Occupancy Percentages and average room rate figures

Objectives: At the end of this exercise you shall be able to
* prepare and analyse the occupancy percentages

* derive average room rates

 calculate the average daily rate

 calculate the revenue por available room.

PROCEDURE

TASK 1: Write out the formula for calculating the room revenue

Room revenue = Room nights sold x Room rate charged

Once managers have good implementation in
Revenue is calculated by multiplying the price maximizing revenue for hotel, they could have
at which goods or services are sold by the chance to apply the same strategies also in
number of units or amount sold. other departments of the hotel.
Room revenue will be taken into
consideration as a primary profit of hotel.

TASK 2: Calculate the room revenue of a hotel selling 4,500 room nights at *100 per room
Room nights sold = 4,500 room nights
Room Rate charged = Rs. 100/-
Room revenue = Room nights sold x Room rate charged
Therefore, RoomRevenue =4500 x Rs 100
= Rs. 4, 50,000 /-

TASK 3: Write the formula for calculating the occupancy percentage

Total rooms sold in a period
X

occupancy% 100

Total no.of available rooms
Occupancy percentage is one of the most 1 Calculate the Occupancy percentage of 200-unit hotel
common performance measures in the lodging which has sold 1,200 rooms nights in one week.
industry. The total room night available = 200x7 nights= 1400
It expresses the proportion of rooms sold to room nights
total rooms.

Total rooms sold in the period = 1200 rooms

An occupancy percentage is calculated by the weekly occupancy of the hotel = 1200 <100
dividing the total number of rooms occupied by 400

the total number of rooms available.

TASK 4: Write the formula for Average Daily Rate (ADR) of the hotel

The average daily rate, or ADR, is a hospitality industry 1 Calculate the average daily rate if the hotels revenue
metric measuring the average amount paid perroom over foraweekis Rs. 110,000 and the hotel sold 1000 room
the total rooms occupied over that period nights that week
RoomRevenue =Rs. 1, 10,000
. Roomrevenue
Average daily rate = : Number of room nights sold = 1000 room nights
No.of room nights sold 110000
Average daily rate =
1000
=Rs 110
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TASK 5: Write the formula for revenue per available room

Room revenue for a period

RevPar =
Total rooms available for that period

RevPAR = ADR x Occupancy percentage

Combines room occupancy and room rate
information to measure hotel’s ability to maxi-
mize total room revenue.

Itis the best measurement of maximizing total
room revenue because it identifies the hotels
ability to manage both occupancy (rooms sold)
and room average rate in maximizing room
revenues.

TASK 6: Write the formula of contribution margin

Contribution Margin = Room rate - Variable Costs

Contribution margin, also called Gross Profitis
the sales price received minus variable costs.

This cost is not incurred for unsold rooms.

When gross room revenues and variable costs
are known, we can calculate the contribution
margin or net room revenue.

1

Calculate the Contribution Margin of ahotel having Rs.
110/- room rate and variable cost for that room is Rs
20.

Room Rate = Rs. 110/-

Variable Cost = Rs 20/-

Contribution Margin = Room rate - Variable Costs
=110- 20
= Rs 90/-

Tourism & Hospitality: Front Office Assistant (NSQF - Revised 2022) - Exercise 1.15.57 173



Tourism & Hospitality Exercise 1.15.58
Front Office Assistant - Night Auditor and Analysing occupancy data

Studying and Analysing the movement list and Arrival/ Departure List

Objectives: At the end of this exercise you shall be able to
* practice analyzing the movement list

* practice analyzing the arrival list

 practice analyzing the departure list.

PROCEDURE

TASK 1: Practice studying & Analyzing the movement list

1 Check the reservation forms for the next day 8 Check the name of the guest arriving.

reservations.
9 Check the name of the guest departing.

Check the list of arrivals for the next day.
) o 10 Check the VIPs expected.
Check the arrival timings for the next day.
11 Check the total rooms occupied.

Check the list of departure for the next day.
) 12 Check the total number of guests in the house.
Check the group arrivals for the next day.

13 Check the percentage of room occupancy.
Check the group departure for the next day.

14 Check the percentage of guest occupancy.

N OO o~ WwDN

Check for the number of children in-house.

TASK 2: Practice studying & Analyzing the arrival list
1 Check the expected arrival for the day. Check the time of arrival of the guest.
Check the room numbers allotted. Check the length of stay of the guests.

Check for the special preferences of the guest.

© 0o N o

Check the VIPs expected

2

3 Check the name of the guest.
4 Check the total rooms occupied.
5

Check the total number of guests (adult & child) 10 Check the occupancy percentage of the hotel
arriving.

TASK 3: Practice studying & Analyzing the departure list

1 Check the expected departure for the day. 5 Check the time of departure of the guest.
2 Check the room numbers allotted. 6 Check the total rooms occupied.
3 Check the name of the guest. 7 Check the occupancy percentage of the hotel.
4 Check the total number of guests (adult & child)
departing.
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Tourism & Hospitality

Exercise 1.15.59

Front Office Assistant - Night Auditor and Analysing occupancy data

Briefing and Debriefing

Objectives: At the end of this exercise you shall be able to

* Brief the check-list of daily happenings in a Hotel.

Requirements

Equipment/Machines

e Computer System

Materials
* NightLog Book

Hotel Front office staff needs daily briefings so they know
what's happening in the hotel that day/ previous day. This
gives a smoother operation, without having to waste time
asking others and they know what's happening in the hotel.

Daily Briefing in the front office is part of Hotel front office
communication. The complexity of front office
communicationis directly related to the number of rooms,
hotel size, public areas and facilities etc.

* Prepare for the briefing by making notes on what has
to be communicated.

* Read the night log book to update your information

* Make a note of any special, important information or
memorandums.

* Briefaboutprevious nightroom closing along withroom
revenue and Average Rack Rate (ARR/ADR).

* Briefaboutexpected Arrivals, Expected departure and
late check outs for the day.

* High Balance guest details to be shared.
e Scanty baggage guest details.

* Expected VIP movements and In- House VIP guests.

* Anyspecialguestrequests, Fussy guests, Handle with
care guests.

* Allow staff to express themselves and communicate
briefly.

¢ Keep the briefing short (between 20- 30 min)

* Recommend that all are standing during the briefing

The debrief: the essential step in between taking a breath
and diving into your next event.

Step one - plan the workshop, Consider your debrief a
workshop where you're both attendee and organizer

Step two- Set a time and stick to it.
Step three- Ask the critical questions.

Step four - Get attendee feedback.
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Tourism & Hospitality Exercise 1.16.60
Front Office Assistant - Guest Cycle and Guest Paging

Paging System, Preparing room Packages and Guest Feed back

Objectives: At the end of this exercise you shall be able to
* practice paging system
 practice processing the guest feedback form.

PROCEDURE

TASK 1 : Practice paging system

1  Write the guest’s name and/or room number on the 4 Ring the bell to draw attention of guests.
board.

Paging system is used when a phone call is
Paging is the system of displaying the name of received for a guest in specified location.
the guest on a small board with a long handle.

5 Announce through the channeled music system if

2 Check if the guest has filled the location form. paging is done using the public system.
Hold the board aloft around the lobby, coffee shop or Bell boy does the paging in most public areas
swimming pool. especially the lobby.

Theboardis help above the head of the bell boy
and has small bells.
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Tourism & Hospitality Exercise 1.16.61
Front Office Assistant - Guest Cycle and Guest Paging

Rules and Regulations guiding Hotel to allow check-in

Objectives: At the end of this exercise you shall be able to
* Know and handle Hotel’s rules and regulations in check-in
* handle the other operations related to front office.

Requirements

Materials

* Hotel's Rules and Regulation Board

Hotel Rules and Regulations

1 Hotel rooms are rented for hotel days. B Safety of stay and privacy. Every guest provides its
2 Ahotel day starts at 2.00 p.m. on the day of arrival and consentto processing their personal information for the
ends at 12:00 a.m. ofthe following day. Failure to check purposes of checkingin and placingits datain the hotel
out by 12.00 p.m. will result in an additional fee for database as per the Personal Data protection Act of
extending a hotel day. A charge for the extension until 29.10.1997. (Journal of Laws of 1997, no.133, item
4.00 p.m. amounts to PLN 80:00, after 4:00 p.m. the 883 aslateramended). The guesthastherighttoreview
hotel will charge for an additional hole day. and correct its personal data.
3 Thehotelreserves the rightto pre-authorize your credit C Professional and polite service inrespectofall services
card upon check-in or collect a fee for the entire stay rendered by the hotel
in the form of a cash deposit. D Cleaningofthe roomand performing necessary repairs
4 In case the guest fails to appear in the hotel by 6 p.m. of equipment during the guest's absence or in their
ofthe accommodation day despite making areservation, presence is so requested by the guest
the fee for the room shall be charged by the hotel. E Incase of any defects which could not be repaired, the
5 The hotel guest cannot hand over a room to third hotelshall make every effortto, where possible, change
persons, even ifthe period forwhich the guest paid has theroomorinany otherway read ress theinconvenience.
not yet expired. 11 Atthe guest's request, the hotel renders the following
6 Persons who are not checked in the hotel may stay in free-of-charge services:
ahotelroomfrom 07.00a.m. totill 10.00 p.m. Persons A Information concerning the guest's stay and travel
staying in a room after 10:00 p.m must check in the . .
hotel. B Wake-up call at a time specified
7 The hotel may refuse to accept the guests who grossly C Storage of money and valuable belongings during the
violated the Hotel Rules and regulations during the last stay
stay by damaging the Hotel's or guests' property or by D Storage of luggage; the hotel may refuse to store
inflicting damage on other guests, hotel employees or luggage attimes otherthan during the guest's stay atthe
other persons staying in the hotel or in other way hotel or if the belongings are not of a personal kind.
violated the stay of other guests or the functioning of the . :
hotel. E Access to a swimming pool sauna, Jacuzzi and gym
_ _ during hours of availability and pursuant to Rules and
8 Thehotel aCCGptS gueStS travellng with pets. Only one Regu|ations app|icab|e inthe above p|aces_

petis allowed perroom foran extracharge and the guest o .
bears full responsibility for any damage caused by their 12 The hotel's liability for any loss or damage of items
pet. Pets must be leashed in common areas. Due to brought in by guests to the hotel is regulated by

hygienicreasons, pets are notallowedin hotel restaurant. provisions of articles 846-849 of the Civil Code. The
hotel's liability shall be limited if such items are not

9 The hotel renders services in accordance with its deposited at the reception. The hotel has the right to
category andstandard. Guests are requested to submit refuse to store money, securities and valuable
any complaints regarding the quality of services atthe belongings, especially valuables and items of scientific
receptiondeskas soonas possible, thus allowingforthe or artistic value if they pose a threat to safety or their
hotel'simmediate reaction. value exceeds the standard of the hotel or if they take

10 The hotel is obliged to ensure: up too much space.

A Conditions for full and undisturbed rest of the guest 13 The guest should notify the hotel's reception desk

immediately upon noticing any damage.
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14 The lights-out period starts at 10.00 p.m. and ends at
07.00 a.m. of the following day.

15 Conduct of guests and persons using services of the
hotel should not disturb the peaceful stay of other
guests. The hotel may refuse to render services to a
person violating the above rule.

16 When leaving the room, guests are expected to check
whether the door is properly locked. Loss of a room
card/key is subject to an extra charge

17 The hotel guestbears financial liability for damaging or
destroying the hotel's equipment and technical devices
due to their fault or due to the fault of their visitors.

18 Room heaters, electricirons and other similar devices
which are nota part of the hotel room equipment are not
allowed to be used inside the rooms due to the fire
safety.

19 Smokingin hotel rooms, corridor, staircase, restaurant,
bar, spa & wellness zone, cloak-rooms, gym and
reception hall is prohibited. Violation of the prohibition
is subject to a fine.

20 ltis prohibited to consume foodstuffs bought outside the
hotel in the common area.

21 Personal belongings left by guests in the hotel room
upon leaving shall be sent to the address indicated by
the guest at their expense.

22 If no instructions are left, belongings will be stored by
the hotel for 3 months.
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