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Email 7&r CC means
Courtesy Copy FguTel

Copy case

Cut copy

Courtesy
Copy

Cureent copy

In Email 7T message 3
_ EugamE .

Address

Subject

Attachment

Sender

Gmail password

T ITEFAT ST,

Characters

Numbers

Black dots

AT ATET

Gmail &I email 3T
TTSHTAT =T
attachment =t STTecfta st
size T .

25MB

10MB

5MB

20MB

Internet Explorer qexr

key T Stop
action FTET ATILATA.

Escape

Delete

Refresh

Sort

MS-Word 2019 #&r
Professionally design Ferer
Documents Readymade
formats faer sea ==
Templates FgoraTd.

Ms-word ¥ application
software Tt
Tatq streq afig e,

Presentation

Documentati

on

Database

Editing

Current Document Hefter
THT pages
.......................... aey
.

Scroll bar

Formula bar

Quick Access

Tool bar

Status bar

bar =< file &
BIEELIELIG]

Status

Title

Home

Task

10

Open Option g1
Menu HeT T2,

Status

Formatting

File

Drawing

11

Lookup Functions =4t
Syntax &7 {3t Lookup
Value 2¥ Table Array =41
%h IfgeaTS Row A&
ST ST

¢ i i Function aTa¥er

VLookup

HLookup

Lookup

FOTRT ARl

12

Lookup Vector column
T2 Table =T 3T
column saTaed et
Lookup Value

AT ST

search

delete

match

update
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13

SegT AT e
Lookup Value =4t

value =t position
oTremI=T 16 T=3T Match
Type (0) 2 &= o,

Smaller

Exact

Half

Greater

14

SregT AT fEee
Lookup Value =T sr2r&T &1
e value =t
position STTETI=T STET d=aT
Match Type(1) faer ST

Smaller

Exact

Half

Greater

15

Match Type BT

Function =T numeric form

L.

Position

Match

Catch

Watch

16

Chart =41 background &T
TZoraTd.

Chart Grid

Legend Area

Chart Area

Plot Grid

17

Y T TS F ATHIhA
THETTAT T FZUATA?

T e AT

Picture

Word Art

Chart

18

PowerPoint &,
AT "Photo album” g1
option e
frear.

Insert

design

transition

19

PowerPoint TeX, srqeaTelT
"Photo album" option F&
|TI=Ar ?

Insert menu

design menu

transition

AT ATE

20

PowerPoint #&x, ATt
FTITAT process THT 7T TH
slide display #¥a?

Slide show

design

picture show

transition

21

21 U IR SHe T e,
ST T FTSEAEETL TG
ST,

w7

ERERETRE

22

Email =T file Sfrge
wretaar & fRasrar 9.

23

Trash 7y delete Fore
email T T

AT

Recover

Delete

A =for B

EREREIR Tl

24

Delete < email ¥ trash
Fegwee avd fesfeaar Ia
AT,

25

email T£7 signature add

FI ATFT AR,




