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Help
File menu

SARE S

2) Microsoft Office

1. Microsoft PowerPoint
Microsoft Excel
Microsoft Windows
Open Word
Open Office
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Adobe Reader
Microsoft Word
Microsoft PowerPoint
Microsoft Excel
Microsoft Access
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Set up the pages)
Enter tekt)
Edit text)
Query)
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Format Text) (

5) Save ,
Ctrl-S
Ctrl + C
Ctrl+V
Ctrl +S
Ctrl + P
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BOLD, ITALIC, UNDERLINE

UNDERLINE, ITALIC, BOLD

FONT, FORMAT, FORM

BULLETS, BLANK, INSERT

BORDER, ILLUSTRATIONS, WATERMARK
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Word Art
Clip Art
Text Box
Drop Cap
Chart

s Wi

Slidef

Title)(
Sub Titlef

Pdge)

G Wi

Ctrl + Home
Ctrl + Alt
Home

Shift - Home
Alt + Shift

AN

10) Application Software)
Microsoft Word

Microsoft Power point

Acrobat Photoshop

Windows 7

Microsoft Excel

AN .
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Microsoft Word
Microsoft Excel
Microsoft Pain
Microsoft Access
Microsoft Power Point
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12) Header and Footer)
Insert

View

Format

Tool

Home
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1. Copy & Paste
2. Cut & Paste
3. Replace

4. Save As

5.

Find and Replace
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View Button)
Tabf)
Title Bar
(Status bar)
Ribbon)
Tool Bar)(
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1. Alt+Ctrl+C
2. Alt+C

3. Ctrl+C

4. Ctrl +Shift+C
5. Shift+C

16) Ctrl + 1
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File Exit
Alt+F4
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Power Point
Presentation
Freelance
Impress

Adobe Photoshop
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File ==> Close
File ==> Save
File New
Alt+N

Alt + Enter
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Save As
Ctrl+S
Ctrl+Home
F12
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27)
?
1. =avg(As:Ag)
2. =count(As:Aq)
3. =average(A;:Aq)
4. =mean(As:Aq)
5. =sum(A;:Aq)
28) Spread sheet) (
a. Microsoft Excell b. Open Office cale ¢. Microsoft Aceess
1. a b
2. b ¢
3. a c
4. a
5.
29)
1. data +filter
2. validation list
3. data +sort
4. Auto fill
5. Replace
30) slide) ( ,
1. create temp(ate)
2. view slide Master
3.
4. Insert —> Image
5. Slideshow —> setup slide show
31) o1 (2 (
| | 1 | |
| [ [2] ] |
1. Split & Merge Cell) (
2. Merge & Split Cell) (
3.
4, Sorting & Split Cell) (
5. Auto Fill & Split Cell) (
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32) D2 D6
fur(ction) ,
=D2+D3+D4+D5+D6
=D2+D6
=sum(D2:D6)
=sum(D2+D6)
=D2:D6
33) Task Manager
CTRL+ALT+DEL
CTRL+ALT+ENTER
CTRL+DEL+ENTER
ALT+DEL+ENTER
SHIFT+ALT+DEL
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CD Drive)
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E mail

Internet explorer
Outlook Express
NetMeeting
FrontPage

Skype

AN S

Internet Explorer
Internet

Home network
ARPAnet
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5) Web browsgr)
Firefox

mSN

Google chrome

Linux

opera

s Wi

6)

Ve W

7) (Search Engine)
Outlook Express

Internet Explorer

G mail

Micromedia Flash

Microsoft Access

G Wi

8) E-mail

1. Inbox
Outbox
Draft
Spam

vt o N

Compose

i WL

Email
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Unix
Windows Xp
Linux
Yahoo
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Mozillafirefox
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URL
Domain name

IP
protodol)

www.google.com
www.internetexploror.com
www.yahoo.com
www.altavista.com
www.ask.com
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