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14 MS-Excel & Ll Use in Show in View in Edit Formula A
option FT TEEETH BT Formula Formula Formula
formula type F¥d THT
formula ¥ defined names
T TEARTA FT T |
15 MS-Excel & Ell Give Name Define Name Show Name Assign Name B
TEIHTT ¥ 29 selected cell
T ATH T T g
16 | PowerPoint #, LE) ER) A
background effect Design
Theme 39T set BT g
17 | PowerPoint #, Bold effect home tab- Home tab Font IYIR TRl o}
F foro option =T styles -alignment command
TEAT faT STaT g from home tab
18 | PowerPoint %,z web link hyperlink reference IULIE Rl B
option FT TEHTA
T AT link add F2 T
2l
19 | PowerPoint #, Change Home - Home Home- Font IYLIE Tl C
case effect 37 ¥ forg styles -alignment command
option T TEIHT
RIS
20 PowerPoint #, chart add Insert-illustrat Insert-text Insert- charts Insert-lmages A
FIA % fore option ion
TEATT F3d g
21 windows 10 & Ctrl + A Ig Selected contents Document 3T selected item C
key combination =&TH % Item Cut f3FaT copy & ST window  HTX paste T
ame, ST g items select ST
g E
22 | windows 10 % Ctrl+ C RF selected item selected item selected item selected item A
key combination ZaTe & Copy &< T Cut ¥ T Paste &% T Delete %
ElES g g e
23 windows 10 & Ctrl +V 7g selected item selected item selected item selected item C
key combination &t & Copy &< T Cut ¥ T § Paste &% T Delete &%
aE g H EER
24 | windows 10% Ctrl+Z 78 Delete Undo an Find a file Zip a File B
key combination &t & selected item action
q1<
25 windows 10 # Ctrl + Esc Active Selected Current Task Start Menu D
g key combination Z&T program &% ltem Cut f3F=T TEEATE T ST §
FarE T ST




