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l Themes and styles
Video provides a POWERFUL way to help you prove your point. When you click To make your o
document look professionally produced, Word provides header, cover page, header, and C

sidebar. Click Insert and then choose the elements you different galleries page, and text box
designs that complement each other. For example,

e Word with new buttons that show up where you need them. To change the
e Your document, click it and a button for layout options appears next to it

e Table, click where you want to add a row or a column, and then click the plus
E sign.

e Reading is easier, too, in the new Reading view. You can collapse parts of the
. ® Focus on the text you want. If you need to stop reading before you

Themes and styles alshelp keep your document coordinated. When you click

choose a new Theme, the pictures, charts, and SmartArt graphics

theme. When you apply styles, your headings change to match the new theme.
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2 Number Emp.Mo Emp.Mame Attendance Daily Rate Monthly Salary Bonus
3 10%
4 1 ECOOL Sunil 24 1500.00
3 2 BEQOO0Z2 Kamal 25 1200.00
(7] 3 BEOOO3 Anil 23 1300.00
i 4 BE0o0d MNimal 26 1150.00
2 5 EOOOS Mamal 25 1250.00
9 6 ECOOG Sumith 24 1400.00
10 7 EOOOT Mihal 23 1350.00
11 8 EQOOS Indunil 25 1150.00
12 9 BEOOO9 Ajith 25 1450.00
13 10 ECOLO Prasanna 26 1500.00
14 11 EOO11 Saman 24 1200.00
15 12 E0012 Amara 26 1150.00
16 12 BECOL13 Kamala 25 1050.00
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Gueauisiten LG Telled embss Gament (Bonus) Weeumworm sewilaaliLGaEmsal.

wrsths Fouend (Monthly salary) = Attendance x Daily Rate

ead50smenL. (Bonus) = Monthly salary x Bonus Rate.
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Teacher Subject Teacher-Subject
Teacher_ID | Name Appointment_Date Sub_Code | Subject Sub Code | Teacher ID
TS001 Nimal kumara | 1993/01/23 Sin-11 Sinhala Sin-11 TS002
TS002 Ganga sriyani | 2000/01/20 Geo-10 Geography Sci-11 TS001
TS003 Nalaka silva | 1999/08/11 Sci-11 Science Geo-10 TS003
Eng-10 English Eng-10 TS001
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