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1 3{TdTS record HRA & el word excel sound paint C
device T SXHTA recorder
I

2 World wide web access @3- |ISP HTML URL Server C
&) frge SaRadmdr g 2

3 Windows OS H Windows [VLC KM GOM A

layer installed by default 8T |Media player
| Player

4 Browser & security settings  [dg! Tdd A
SO ON IW.

5 g impact Ink Jet Dot Laser Plotters |B
printer % I Priters Matrix Printers

Priters

6 Courier d font ®13¢le0 5| |9l Tdd A

7 g & collection  [Software |Hardware [System  [Informatio [A
of programs n

8 &H hyperlink text Insert View Review Data A
Menu § § &% |

9 font group H home tab & font paragraph [text colour|drawing |C

command o

P R fadl S avdl g

10 (Ctrl + J) Shortcut key Justify Left align [Right RENEH| A
Hddd align align gt

11 MS Excel File 1 Workbook UH [&a! Tdad A
ff Hgd gl

12 Ctrl + Pg Dn U8 key ol Tdad A
combination 3{Tell RIE & IR
ST & foTT I et &

13 Spreadsheet H =Upper( )| =Capital( | =Lower( )] =Case() |A
2 Function ¥ faT 8T content )
TE capital B I&Hd g

14 MS-EXCEI 2010 H U dhRIlcH |15000 1048576 20000 158000 |B

Rows ﬁﬁ %I

15 Formula Type &d JH Numbers |Spaces |Character \Special |B
Formula ® ............. s Character
CRGIRGIG] s

16 Powerpoint H Cut #HIS Ctri+g Ctrl + x Ctrl+ z SUR[d B
ST DRI o ford BGl

cdHe B gl

17 PowerPoint |, rulers and View- view-time |View - RINESS C

gridlines option window show Tol
XD insert HLTHA G |
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18 polygon & AR A b [l |3 2 1 0 A

? DH BIESRGUR]

|
19 I_;Iﬁ%n .er$%IRTEﬂ§IT4 point ol Teld A
|

20 PowerPoint H, Text shadow Home - Home - |Home- SENEN C

effect g & forg styles alignment |Font Tal

option HT SXJHT foar S %l command
21 file I GURT A AT AT paste file [Move file |Rename [delete file |C

file
22 Computer &l boot sector Boot File Virus JAntivirus [Memory |A
DI TN effect BT 8 | sector
Virus

23 Character 3{R paragraph MS-Paint [Notepad [Document|MS-Word |B

formatting el Bl simple s

text file IR CCAR IR

I
24 Internet T SITHIA Online Online Communi |SUR[dd D

& forg giam %| Admission|Shopping |cation ot

25 Internet Th &l Alad AT by b [Hel RING] B
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