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Print- 
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EDIT – 
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Delete- 
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Replace- word Character 

 

Go To- line page 
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Date/Time- date and time  

 

Format– 

Word Wrap- paragraph line 

Font- 

VIEW – 
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word Character 

word Character 
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Save- 

 
save 

 
 

 

 

save  

Save as-  save save 

Print- 

Print preview- 
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Object- 

 

Format – 
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Bullet style- Bullet style 
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formatting paste 
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word Character 

word Character 
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save 

M.S.WORD 
 

 

We can create any application, bio-data and any documents, file etc. 
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Paste special- 
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Editing- 
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Bookmark- file marking 
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Page number- number  

Text – 
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Drop cap- 

 

Date and time- date and time  
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Text From File- 
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Proofing – 
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spelling check 

Research- word  meaning  

Word count-  line, paragraph, word, page and charac- 

ter 

Comments – 

Comments- 

 

Tracking– 

Protect document- 

 

comments  

 

 

protect password 

Review - 
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View - 

 

Document Views-  

Print layout- 
 

document etc. print 

Full Reading layout- 
   

  page read  

Web layout- 
 

internet page save 

Outline- 
 

 dot 
 

Normal-  normal view  

Show/Hide 

Ruler- 

 

 
rular 
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Document map- headings details  

 
Thumbnails- pages  

Gridlines - 
 

Zoom- 

Zoom-  

Window- 
 

 

Macros-  

save 

lines 

print 



Short Commands in M SWord 
 

Ctrl+A = Select All 

Ctrl+B = Bold (Ctrl+Shift+B) 

Ctrl+C = Copy 

Ctrl+D = Font (Ctrl+Shift+F/P) 

Ctrl+E = Center Align 
Ctrl+F = Find 

Ctrl+G = Goto 

Ctrl+H = Replace 

Ctrl+I = Italic (Ctrl+Shift+I) 
Ctrl+J = ------- 

Ctrl+K = Hyper link 

Ctrl+L = Left Align 

Ctrl+M = Tab speed (0.5) 

Ctrl+N = New 
Ctrl+O = Open 

Ctrl+P = Print 

Ctrl+Q = Quite tab 

Ctrl+R = Right Align 
Ctrl+S = Save 

Ctrl+T = Tab Speed (0.5) 

Ctrl+U = Under Line (Ctrl+Shift+U/W) 

Ctrl+V = Paste 

Ctrl+W = Close 
Ctrl+X = Cut 

Ctrl+Y = Redo 

Ctrl+Z = Undo 

Ctrl++→Subscript 

Ctrl+Shift++→Superscript 

Ctrl+F1→Minimize Ribbon 

Ctrl+F2→Print Preview 

Ctrl+F4→Close File 

Ctrl+F6→ All Files open one by one (one program) 

Ctrl+F9→Bracket 

Ctrl+F10→Maximize or Restore 

Ctrl+F12→Open 

Ctrl+1→Single Line Gap 

Ctrl+2→Double Line Gap 

Ctrl+5→ 1.5 Line Gap 

Ctrl+0→before paragraph space 

Ctrl+-→Select metter delete 
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Ctrl+Shift+<→ font size 

Ctrl+Shift+>→ font size 

Ctrl+Shift+F5→Book Mark 

Ctrl+Shift+F6→All files open one by one (one program) 

Ctrl+Shift+12→Print 

Ctrl+Shift+A→Change Case 
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Ctrl+Shift+E→strickthough with Red Color by backspace 

Ctrl+Shift+G→Word Count 

Ctrl+Shift+H→Delete 

Ctrl+Shift+K→Change Case 

Ctrl+Shift+L→Bullets 

Ctrl+Shift+N→Clear Formating 

Ctrl+Shift+Q→Language Symbol 

Ctrl+Shift+Z→Clear Formating 

 
F5→Go To 

F7→Spelling &Grammar Check 

F8→Select All 

F10→Check Short Command for functions 

F12→Save As 

Shift+F3→Change Case 

Shift+F4→Find 

Shift+F6→Check Short Command 

Shift+F7→Research (Ctrl+Shift+O) 

Shift+F10→Right Click 

Alt+F4→Close Program 

Alt+F7→Spelling & Grammar Check 

Alt+F8→Macro 

Alt+F10→Maximize or Restore 

Alt+1→Save as 

Alt+4/3→Print Preview/New Page 

Alt+=→Create Equation 
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M.S.EXCEL 
Row – 1048576 or 65536 

Columns –16384 (XFD) OR 256 (IV) 
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Save as- save save  

 
Print-  

Print preview- 
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Exp-size etc. 
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Paste special- 
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Office clipboard- cut copy 
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formatting paste 

paste 
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Cell Style- cell  table 
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Insert - 
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Row- Row  
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Worksheet- worksheet  

 

Delete - 

Cell- Cell delete 

 

Row- row delete 

 

Columns- Column delete  

 
Worksheet- sheet delete 

 

formtting 
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Insert - 
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Protect Sheet- protect password  

 

Editing- 
Function- 

Fill- left, right, up, down  

series 

Clear- 

 

Sort- 

 

Find- word, Character, Number 
 
 

Cell, column, row, 
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Tables - 

Pivot Table-  candidate details  

Tables- Tables formatting 

Table tools- 

 
Illustrations- 

 

table formatting 

Picture- picture 

Format- picture  

Clip Art- cartoons  

Shapes- Shapes 
 

 

Charts- 

Chart- class report, salary sheet chart  

 

Links- 

Hyperlink- 

 

Text – 

Text box- text box text box  

 
Header and footer- 

 

Word Art- picture and style  

 
Object- 

 

Symbol- 

file files 
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Themes– 

Theme- back ground 

 

Page Setup– 

Margins- set margin 

Orientation- portrait Landscape 

 

Size- size set 

Print Area- 

Set Print Area- 

 
 

area 
 

Clear Print Area- Set Print area 

Breaks-  columns 

Background- background 

area set 

Print 
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area select 
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Out line– 

Subtotals- formula 
 
 

Formula of Subtotals 
 

=Subtotal(1,f4:f13) 

=Subtotal(2,f4:f13) 

=Subtotal(3,f4:f13) 

=Subtotal(4,f4:f13) 

=Subtotal(5,f4:f13) 

=Subtotal(6,f4:f13) 

=Subtotal(8,f4:f13) 
 
 

Review– 

average 

numeric cells  count 

total cells count 

maximum 

minimum 

multiply 
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Spelling and grammar- 

spelling check 

Research- word meaning  

Comments – 

Comments- 

 

Changes– 

Protect Sheet- protect password  
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Workbook Views– 

Normal- normal view 
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layout rular 
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Page Layout- view 
 

Page Break Preview- 

 

 

Custom View- 

 
 

Page preview  

Page 

 
 
 

Full screen-  

 

Hide & Show- 

Formula bar- sheet formula bar  

 
Rular- sheet rular 

 

Gridlines- sheet lines 

Headings- sheet column row 

 

Zoom- 
 

Window- 
 

 

Macros-  

save 

mark file save 
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FORMULAS FOR MARK SHEET 
Total→ =Sum(c4:h4) 

Max→ =Max(c4:h4) 

Min→ =Min(c4:h4) 

Average→ =Average(c4:h4) =total*100/600 

Result→ =if(i4>=200,”pass”,”fail”) =if(l4>33,”pass”,”fail”) 

Division→ =if(i4>=360,”first”,if(i4>=280,”second”,if(i4>=200,”third”,”fail”))) 

 

=if(l4>=60,”first”,if(l4>=45,”second”,if(l4>=33,”third”,”fail”))) 
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Salary Sheet 
 

FormulaFor Salary Sheet 

H.R.A(House Rental Allouncement)→=f4*30% (Bs*30%) 

T.A(traveling allouncement)→=f4*25% (Bs*25%) 

Gross Salary →=Sum(f4:h4) (Bs+TA+HRA) 

Profit fund→=F4*12% 

Net salary→=(Gs-PF-ESIC) 

 
Per day →=f4/30 

Per hour→=perday/8 

Extra money→=m4*n4 (per hour*over time) 

Holiday money→=o4*p4 (per day*holiday) 
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Short Commands in M S.Excel 
 

Ctrl+A 

Ctrl+B 
Ctrl+C 
Ctrl+D 

= 

= 

= 

= 

Select All 

Bold 

Copy 

Fillup down or value down 
Ctrl+E = ------ 
Ctrl+F = Find 

Ctrl+G = Goto 

Ctrl+H = Replace 

Ctrl+I = Italic 
Ctrl+J = ------ 

Ctrl+K = Hyper link 

Ctrl+L = Create table with filter 

Ctrl+M = ------ 

Ctrl+N = New 
Ctrl+O = Open 

Ctrl+P = Print 

Ctrl+Q = ------ 

Ctrl+R = Fillup right or value right 
Ctrl+S = Save 

Ctrl+T = Create table with filter 

Ctrl+U = Under Line 

Ctrl+V = Paste 

Ctrl+W = Close 
Ctrl+X = Cut 

Ctrl+Y = Redo 

Ctrl+Z = Undo 

Ctrt+1→Insert Format Cell 

Ctrt+2→Bold 

Ctrt+3→Italic 

Ctrt+4→Underline 

Ctrt+5→Strikethought 

Ctrt+9→Hide Row 

Ctrt+0→Hide Column 

Ctrt+-→Delete cells, columns, rows 

Ctrt+F1→Minimize Rebbin 

Ctrt+F2→Print Priview 

Ctrt+F4→Close File 

Ctrt+F5→Restore file 

Ctrt+F9→Minimize file 

Ctrt+F12→Open File 
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Shift+F2→Comment 

Shift+F3→Insert Formula 

Shift+F4→Next cell 

Shift+F5→Find 

Shift+F6→Check Short Command for functions 

Shift+F7→Research 

Shift+F10→Right Click 

Shift+F11→Insert worksheet 

F2→Curser in Cell 

F4→Delete worksheet 

F5→Go to 

F10→Check Short Command for functions 

F11→Open Chart 

F12→Save as 

Alt+F1→ Open Chart 

Alt+F2→Save as 

Alt+F4→Close Program 

Alt+F8→Macro 

Alt+4→Print Preview/New page 

Alt+=→Sum Formula 

Shift+Alt+F1→Insert worksheet 

Shift+Alt+A→Check Short Command for functions data 

Shift+Alt+F→Check Short Command for functions office Button 

Shift+Alt+H→Check Short Command for functions Home 

Shift+Alt+I+I→Insert hyperlink 

Shift+Alt+M→Check Short Command for functions formula 

Shift+Alt+N→Check Short Command for functions insert 

Shift+Alt+P→Check Short Command for functions pagelayout 

Shift+Alt+R→Check Short Command for functions Review 

Shift+Alt+V+V→Custom View 

Shift+Alt+W→Check Short Command for function view 
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save 

save 

M.S.POWERPOINT 
Office Button- 

Office Button - 

New- 

Open-                                           

Save-   

Save as- save save  

 
Print- 

Print preview- 

 

Close- 
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Office clipboard- 
 

Slides- 

cut 

cut 

copy  

copy 

New Slide-  new slide 

Layout-  slides format 

 

HOME- 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Home - 

Clipboard- 

Cut- 

 

Copy- 

 

Paste- paste 

command 

Paste special- 
 

Format Painter- formatting formatting 
 
 

formatting paste 

paste 
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Reser- slide default  

 
Delete- slides delete  

Font- 
effect  

Clear Formatting- formatting  

 
Change case- sentence case 

 

1.Sentence case, 2.lower case, 3.UPPER CASE, 4.Tittle Case 

5.tOGGLE cASE 

Paragraph- 

Bullet style- Bullet style, Numbering 

 

Paragraph- left, right and centre set  

 
Columns- columns 

Drawing- 
Shapes- Shapes  

Arrange- picture position  set 

 
Quick Styles- picture styles Border 

 

Shape fill- shapes pictute color set 

 

Shape outlines- shapes picture lines lines color set 
 
 

Shape effect- 

Editing- 

shapes picture shadow degisn set 

Find-  word Character 

Replace- 
 

word Character Language 

Select all- 
  

Select 
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cell, table , table 

Insert - 

 
 

Table-  

Insert table-  
row 

 
column 

table 
 

 

Draw table-  table 
 

 

Table tools-    

Design-  table format, color, border 

Layout- 
 

table row, column, Cell set 
 

 
 

Illustrations- 

Picture- picture 

Format- picture  

Clip Art- cartoons  

Shapes- Shapes 
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set 

Links- 

Hyperlink- 

 

Text – 

Text box- text box text box  

 
Header and footer- 

 

Word Art- picture and style 

 

Date & Time- Date & Time 

Slide number- 

Equation- equation  

 
Symbol- 

Design– 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Page Setup– 
 

file files 
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Animation– 

Orientation- portrait Landscape 

 

Themes– 

Theme- back ground  

 
Font- matter language formatting change 

 

Background– 

Page Color- picture color  

print 
 
 

Animations – 

Custom 

Animation - slides effect 
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Transition to this Slide– 

 

Slide Show - 

 
 

slides effect, sound, time 

 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

Start Slide Show– 

From Beginning- presentation file first page full screen 

 

From Current Slide- 

file Current page full screen 

 

Custom View- presentation file book mark 

 

Set up– 

Set up slide show- slide round 

presentation 
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Review - 

 
 

Proofing –  

Spelling and 

Grammar-  spelling check 

Research- word meaning 

Comments – 

Comments- 
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View - 

 

Presentation views- 

Normal- normal view 

 

Slide Sorter- slides  

Slide Show- slide 

Show/Hide 

Ruler- rular 

Gridlines - lines  

print 

Zoom- 

Zoom- % 



RCSA INDIA Page 59  

Color/Grayscale- 

 

Window- 

 
 

colorfull slide black & white slide 

 

 
 

Macros-  

save 



Short Commands in M S.PowerPoint 
 

Ctrl+A = Select All 

Ctrl+B = Bold 

Ctrl+C = Copy 

Ctrl+D = Duplicate 

Ctrl+E = Center Align 
Ctrl+F = Find 

Ctrl+G = ------ 

Ctrl+H = Replace 

Ctrl+I = Italic 
Ctrl+J = ------ 

Ctrl+K = Hyper link 

Ctrl+L = Left Align 

Ctrl+M = New Slide 

Ctrl+N = New 
Ctrl+O = Open 

Ctrl+P = Print 

Ctrl+Q = Close Program 

Ctrl+R = Right Align 
Ctrl+S = Save 

Ctrl+T = Font 

Ctrl+U = Under Line 

Ctrl+V = Paste 

Ctrl+W = Close 
Ctrl+X = Cut 

Ctrl+Y = Redo 

Ctrl+Z = Undo 

Ctrt+1→Insert Format Cell 

Ctrt+2→Bold 

Ctrt+3→Italic 

Ctrt+4→Underline 

Ctrt+5→Strikethought 

Ctrt+9→Hide Row 

Ctrt+0→Hide Column 

Ctrt+-→Delete cells, columns, rows 

Ctrt+F1→Minimize Rebbin 

Ctrt+F2→Print Priview 

Ctrt+F4→Close File 

Ctrt+F5→Restore file 

Ctrt+F9→Minimize file 

Ctrt+F12→Open File 
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Shift+F2→Comment 

Shift+F3→Insert Formula 

Shift+F4→Next cell 

Shift+F5→Find 

Shift+F6→Check Short Command for functions 

Shift+F7→Research 

Shift+F10→Right Click 

Shift+F11→Insert worksheet 

F2→Open 

F4→Delete worksheet 

F5→Go to 

F10→Check Short Command for functions 

F11→Open Chart 

F12→Save as 

Alt+F2→Save as 

Alt+F4→Close Program 

Alt+4→Print Preview 

Alt+=→Sum Formula 

Shift+Alt+F1→Insert worksheet 

Shift+Alt+A→Check Short Command for functions data 

Shift+Alt+F→Check Short Command for functions office Button 

Shift+Alt+H→Check Short Command for functions Home 

Shift+Alt+I+I→Insert hyperlink 

Shift+Alt+M→Check Short Command for functions formula 

Shift+Alt+N→Check Short Command for functions insert 

Shift+Alt+P→Check Short Command for functions pagelayout 

Shift+Alt+R→Check Short Command for functions Review 

Shift+Alt+V+V→Custom View 

Shift+Alt+W→Check Short Command for function view 
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save 

save 

M.S.ACCESS 
 

 

We can keep Database Record exp.Companies, Colleges, Institutes etc. 

Office Button - 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Office Button - 

New-               

Open-   

Save-  

Save as- save save  

 
Print-  

Print preview- 

 

Close- 
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Home - 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Home - 

View- 

Design View- table 1 

Clipboard- 

Cut- 

 

Copy- 

 

Paste- paste 

command 

Paste special- 
 

Paste as hyperlink- link 

formatting paste 

paste 
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Format Painter- formatting formatting  

 
Office clipboard- cut copy 

cut  copy 

Font- 
 

Record- 

 

 

effect 

New- table new entry 

Save- table query save  

Delete- table query record delete  

 
Total - table query formula 

 

Spelling and Grammar- 

spelling check 

More- rows colomns size  

 

 

Sort & Filter – 

Sort- 

 

Filter- report  

Find- 
Find- word Character 

 

Replace- word Character  

 
Select all- Select 
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table , table 

Create - 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tables- 

Table- 

  

tables 

Table Template-  entrys 

Page Break- 
  

Form- 

Split Form- 

 

 
table 

 

 
query 

Multiple Items- table query size formeting change 

Other- 

Query Design- 

 

 
tables 

 

 
Query  

Layout- table row, column, Cell set cell, 
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Start of m.s.access 

Go to Blank Database and Save File Name 

Click to Home and View 

Click to design view 

Open table 1 

Primary key to lock table 1 

Click to create and table 2 

Click to home or datasheet 
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Click to View 

Click to design view 

Open table 2 
 
 

Primary key to lock table 2 

Save to table 2 

Click to table 1 and open table 1 and fillup entry 
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Save to table 1 and Close to table 1 

Click to table 2 and open table 2 and fillup entry 
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Save to table 2 and Close to table 2 

Click to create and query design 

Select to table 1 and table 2 

And click to add option 

Insert to table 1 and table 2 options 

Click to Home and view and datasheet view 

Save to Query 

 

 
 
 
 
 
 

 
 
 
 
 
 

 
Click to run option in design menu 
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Short Commands in M SWord 
 

Ctrl+A = Select All 

Ctrl+C = Copy 

Ctrl+F = Find 

Ctrl+H = Replace 
Ctrl+J = Cell’s entry delete 

Ctrl+N = New 

Ctrl+O = Open 

Ctrl+P = Print 

Ctrl+S = Save 
Ctrl+W = Close 

Ctrl+X = Cut 

Ctrl+Y = Redo 
Ctrl+Z = Undo 

Ctrl+F1→Minimize Ribbon 

Ctrl+F4→Close File 

Ctrl+F10→ Check Short Command for functions 

Ctrl+=→New Entry 

Ctrl+-→delete entry 

 
F7→Spelling &Grammar Check 

F8→Select All 

F10→Check Short Command for functions 

 
Alt+F4→Close Program 

Alt+F7→Spelling & Grammar Check 

 

Alt+4→Print Preview 



Internet 
Definition of internet-Internet is the group of web network server 

(Channel) start of internet 1969 

 
 

Web site-Web site is the group of web page that is called web site 

Web page creates in the html (Hyper text markup language). 

 

Home page-Web site first page is called home page 
 

 

Google-Google is the web search engine 
 



RCSA INDIA Page 73  

Some important search engines- 

1. Google 

2. Altra vista 

3. Msn messenger 

 

Type of network- LAN, MAN, WAN 
 

 

LAN-Local Area Networking 

MAN-Medium Area Networking 

WAN-Wild Area Networking 
 

E-mail Id – E-mail is personal User Account User use E-mail Id in personal 

Work 

 

Some important mail servers- 

1. gmail.com 

2. yahoo.com 

3. rediff.com 
4. orkut.com 

5. facebook.com 

6. hotmail.com 
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Use for create account- 

1. Create an account 

2. Sign up 
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Use for open e-mail ID – 
 

 

1. Sign in 2. Log in 
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Use for send mail- 

1. New 

2. Compose mail 
 

 

data e-mail  

1. Attachment 2.Browse 
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Use for close e-mail ID- 

1. Sign out 

2. Log out 
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Requirement of internet server- 

1- I.S.P- Internet Service Protocol 

1. Reliance 

2. Idea 

3. Airtel 

4. Vodafone 

5. MTS 

 
System is the big company in area 

 
BSNL is the big company in India for network 

 

Software of the Internet- 

1) window internet explorer 

2) Google chrome 

3) opera mini 

4) Mozilla fire fox 

 
Modem-It is the internet device modem modulate signal analog to digital 

Some important Web Site 

(1) WWW.upboard.nic.in 

(2) WWW.uppolice.gov.in 

(3) WWW.upschoolarship.com 

(4) WWW.upmsp.nic.in 

(5) WWW.ccsu.ac.in 

Note - all work depend upon Web Address 

For video web site- 

1. You tube 2.fun maza.com 3 Tubidy.com 

SMS for send phone SMS- 
 

1) Sms7.com 2) Fullonsms.com 

3) 160by2.com 4) Way2sms.com 

http://www.upboard.nic.in/
http://www.uppolice.gov.in/
http://www.upschoolarship.com/
http://www.upmsp.nic.in/
http://www.ccsu.ac.in/
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) 

Type of computer in work base 
 

 

 

 

 

 

 
 

 

Analog computer Digital computer Hybrid computer 

 
 

Analog computer- 

( 

Digital computer- multi purpose solve 

Binary system  

First digital computer- E.N.I.A.C (Electronic numeric intragated and calculator) 

1883 


