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i. oourofl eodrdldir rJqGu:naLoneurgl uabGerLEuurL- Salpaaf o'+ aeiLelrgu

aneuuruuSdipgJ 6ldiTupoleur olan61qo.

ii. deirouq5euendupo)p o5lufeia

a. Optical Mouse

b. Barcode Reader

c. Touch Screen

d. L,aser Printer

e. Pen Drive

iii. Resolution.PixeloeiruerSryddloruu-ileunor 6)pnL-irq urngl?

iv. sarrofl sdirdldiT 6pn$$unrLgeb memolv ulleur5r grBdlu$5er$$oran
6poflequ$$gJa.

i. Computer Software ulair 5l6D{b66D6rT GouUuu$pd& anl@o'

ii. aourofl G)mn$oofiair FdDGD(UDdDpsdD6fT GrunrS$SLoneur e-gnqon$g,tlait

ol6fi6ge.
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iv. Internet, E-mail oairuorLSgiair GOri;du$gJel$gieulaul eteilelngU

G'lpoiqu@$gil6rtn?

i. unryr.buflu ptt**u, (Typewriter) o-rair gurf@bGung,r word processor

6lodrdlail dpuurb+rnroo')6rl 6u6D5uu@$g'to.

ii. Cut, copy, paste orafuolfgd;dleoL-u$eonon Gtpnrirq un6?

iii. File - Save oairugggtb File - Save As erairup$gu0soruJlzuneor Geugrun$

u_ur6t?

iv. center fab, Right Tab, Decimal Tab orairel$eorp Glun16$SLorem
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i. ggelouitb @dird6b GLoSGlonoir6nuu@rb LlairaugLb formatting .bs)6TI
aq5$cLono ollufld,a.

a. Characterformatting

b. Paragraph formatting

c. Page formatting

ii. rleireuqqlb Ganrguuprats@)6TT Gsrgu$$gJo.

a. Footer opUrb Footnote

b. Spellcheck Dpultb Thesaurus

c. Soft page break LDpUb Hard page break

iii. Mail merge ele$ulnang Word Processing g,reorpu5ieb $airglu-Leoliou-Lng;
gairpn6ri. e$eneiga.

iv. Macro acirugorneb Sn o6glel6 ung,t?

i. MS-Excel G)gnL-nuna rlaireuqqrb uprdso'ren oflondrga:

a. Worksheet

b. Workbook

c. Row and column

d. Cell address

e. Range

ii. onoureunoengt qeirofloononu u$eup$aneur worksheet glcihry daireuqgLorgt

G)argBauuGdlanp6.
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rJairauq5ueup6op6 aeuuiuugf aneur formula ebaeoen 6r1ggt5.

a. gelGeunqq unu$p51glrb G)u$ryebG)onanirL_ ggodu,ggzunor
qorofluleoan6 anoriro.

b. geirGleunq5 unr-g$gLb GugrEttbG)ororiu g6a{t6olp$p
qeneriulotor& sneoriro.

c. geirGeunq5 onmreuq5tLb Orongigu qenei?olulB oreofio.

d. goir6eunqS Lonoureuqg,ttb aqnaflu qoroioru_Ld snoodro.

iii. Excel o5lei: dorr-d;6Lb chart oltr)E{bolcrr olenei;6o.

iv. Relative cell address Lopglb Absolute cell address oairupemneb dn
oflorrdrgzug,t ungu?

06. dlgu6$u6lu(9g16.

i. Protecting a worksheet

ii. Subtotals

iii. Advanced Filter

iv. Pivot Table


