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Keyboard

Scanner

Memory

ERRG AN

Internal Hard disk ¥ Tegr
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Mother Board
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Internal Memory =T &
B - 1
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Input

Output

Text Box, Quick Parts,
WordArt & Drop Cap a8
opton ___ Group &
Insert Tab & g1

Picture

Formatting

Paragraph

Text
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e View H Document &
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Ms-word ¥ Text styling
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Style

Feature

Wordart

Text effect

10

# tabs T
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File

View
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Select {7 7T T FT Frd

Shortcut T ZEIHTH ZraT 21

Ctrl+X

Ctrl+S

Ctrl+D

Ctrl+C
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MS-Excel & show formula
Tg option T
2l

Format
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Format
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Home Tab ¥ #T Sort and
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View

Data

Page Layout
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MS-Excel & Data
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15 SRS & | Insert => Date=>Symb Page=>Symbo Formulas=> A
Special Symbol forT staT Symbol ol | Symbol
2l

16 | Powerpoint # Underline Ctrl+b Ctrl+ U Ctrl +1 ITE TG B
FHTE TEIAT FHLor F oy
_ aEmedrRl

17 | Powerpoint & =T o F1 F5 F6 IULIE TR B
FHTE F F00 F for
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18 | Powerpoint & wTES o F1 ctrl+ S Alt+s ITF &Y D
F T o
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19 PowerPoint Presentation & Home Design Transition View B
slide orientation command

tab & graT 2

20 | slide show File Slide Show View PowerPoint D
application T SEIHTT FLH
BRI ERI I Ers ]

21 | e e & garg R o Email Online Video Chatting xRk D
AT B Chatting

22 | windows 10 % Alt + Enter Current Task 7T Window selected item Help fears C
TE key combination ZaT TEEEATE et ST & #T properties ST E
F AR IEEIEEIETE

23 | windows 10 # Alt + Tab Task Current Task Help fears open items D
g key combination FaT Manager TEEATE ST THET switch
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7Z key combination ZaT F TEIATE T shortcut R AT ® T SmaT &
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STaT E
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