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1 CONTROL key Enter Insert Addition [Combinati |D D
on
DI Bl
2 printer Internet  [Web site |Home B B
interconnected network %l page
3 g BINARY 5 3 4 SR D D
SYSTEM & HFT & Tet
4 ROM H™RI Permanent Tal Tdd A A
Memory %I
5 g1 H Y DAl domain code .org .com JjPg .edu C C
gl ?
6 Borders @[ apply Cells Test Paragraph|SWRIdd  |D D
foaT ST ebell 3 gt
7 §H word document # symbol  [Hg! TAd B B
add el B Fdd|
8 g font type 75l ©| |Bold Arial Calibri Times A A
New
Roman
9 Redo command & Teld CTRL+A |CTRL+Z |CTRL+Y [CTRL+W |C C
shortcut key
CORSIGI|
10 Ctrl+Z Undo the |Redo the |add a Paste A A
last action |last action [new page
11 RIEBCIEE] Style Font Size |Font Font A A
formatting set &1 effect @?ﬂ %‘I Group
12 Ui H workbook @1 &I ®gd  |set of set of set of set of A A
% ? worksheet [numbers |document |pictures
S s
13 = Now() 39 BaRIF I current  [system  [time date SWRIA A A
fierdt %I time Gl
14 MS-Excel | Justify I8 el Teld B B
Alignment ®T JhRR %‘I
15 MS Excel 2010 § &I group |alignment [cells editing  [Styles C C
T AutoSum H’s’qﬂh@?ﬂ% ? group group group group
16 PowerPoint H &I d group H  |Slides Clipboard |Font Paragraph|A A
Reset Command SUdsY §
17 Slide insert &% & [elU Ctrl+N [Ctl+M |[Ctrl+O |[Cti+P (B B
shortcut key gl
18 Line spacing 9% command Clipboard |Slides Font Paragraph|D D
PowerPoint & group
A Iuasy g
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19 Translate command Jg Review Transition |Insert Home A A
tab TR PowerPoint
A Iuas B
20 quick access tool bar IR d[AH |Save Undo Redo SUR[d D D
buttons presentiﬂ?f%? g
21 318 Email I Spam & | ol Tdd A A
22 Server gRI , Client Modem  |Server SUR[d A A
resources share @< J&d %‘I T@pf
23 Network & HH HcR &l Client [Tel Terd B B
HEd g
24 Compact Disk [ Sd 650 MB |4.7 GB 2GBTo |500GB |A A
&HdT Eﬂ:ﬁ%| To1GB |[To17 GB |64 GB to 1TB
25 www P FEIHIT PXp  |Google Internet  [Mozilla RENE| D D
e ﬁ Chrome |Explorer |Firefox it




