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ROM # Tg+ aTeft StTaRter
TH T T |

7

Linux 3T MAC OS U=zl g

PDF %< | g g T
ST T &

LINUX =T 3?

0os

Application

Language

Program

CD-ROM T ®Teet DELETE
FT TR B

ROM ¥ Fr&e1 {3t ST &

2l

MS-Word® document T
T 9T display grar
2l

status bar

formula bar

scroll bar

title bar

MS-Word 2019 &
professionally design 3
g9 documents
readymade formats &
T L LLAEIE

Files

Chart

Templates

Graphs

THUH 9% A, Header 3
Footer apply T & :..
Tab =T ITART T STaT &

Home

View

Insert

Page Layout

10

MS-WORD # ¢1=% italic
e % forw key
e T STaT |

CTRL+A

CTRL+Z

CTRL+Y

CTRL+I

11

MS-Word® new document
open FA F T ___tab
TEIAT T AT g

Edit

View

file

Format

12

MS Excel 2019 H "area
chart" og T# chart &1
PEQRE

13

MS Excel 2019 # bar chart
FT RS g

14

MS Excel 2019 & "bubble
chart" Ig T* chart &7
TR E |

15

MS Excel 2019 &
"doughnut chart" Ig J1Z
=T chart s¥T 57 3 |
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16

MS Excel 2019 & "Radar
chart" gr U Js17=T chart

e,

BEL

TeTq

17

Presentation ¥ Speaker

note =T T gl

18

PowerPoint # Notes page
view ¥ foro
TEATT Fd 3|

Footnote

speech notes

any note with

slide

IYLIE T

19

Format Tab & ®HT
options & object Rotate

T ST FRaT 87

Rotate

Auto Shapes

Oval

Chart

20

slide ¥ text hold & %
frm__ Object
TEHTT 4 ¢

Place holder

Auto Layout

object holder

text holder

21

quick access tool bar 9T
I buttons present T
g7

Save

Undo

Redo

IUIE T

22

URL 7E Internet 9%
Location Address g1

EE

23

Windows 10 & 'Shutdown'

Start Button

Recycle Bin

Computer

Documents

24

Widows 7 # wallpaper
%9 command
BT T ST 2]

Edit

Personalize

Change

Move

25

Inbox, Reply, Forward,
Delete ¥ options q
Teefia 21

Email

Word

Document

Spread Sheet

PPT




