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i. aeouralfl @60rdl6itr r5ryGu-Lrolonoor5'] uobGerguuur grleolpoeffiab otoiLerLnEl

anoouuu$dlpgi 6T60rupeo-loor ei5)orti r5a.

ii. Input devices, Output devices, DjDUb Storage devices aeirueoel 6lerrGleiLnengilglb
gorbEpoororgl eiilufl d;4.

iii. CPU 6l60ldan Gtgng!frur@ uSf arelarngu erflenzi;1qerTir?

iv. seouafiulail gorzu(lD6rD[]66n6rr (Cenerations of Computer) uL-rgu-Lo$i-6! eierfreo-rg1

eriiflarna oflandgs.

i. Computer Software 6gnl-riuno Shareware, Freeware, Copyright qdluL

ugiuoooen €elguu($$5m.

ii. Sryg$u6u(qglo

a. Computer Viruses

b. Computer Operating Systcm

c. Computer Hacking

d. Open source Software

iii. Internet, Email erairuolSglaolgrd;durggrrel$gilotool a'l6$aloiia erfloneb6elSL-ait

e-Lobt eilL-@ebaeoueof'r @orUrebO Intemet Connection m 6Jpu@FO;xpsonaol
Lllg(!DCI)D660)6n 6T(ggJ5.

iv. Computer Ergonomics erourugaornab dir 6g6il6l un5? saowofl Gerrooeuogpeb

@6oTdl6b GtSng!6bqflutLb @ooros6 soan gr$durgg,rarrn uBdl etolelngil
^C'* + .- ^gi*f)
o u r o i l o t g o x l r  j

i. Word Processing aourupornob $n s65lelg,l un6?

ii. MS-Word software @6'nd6b rJqGulnd6auu@Lb 10 ol6o'r{b Shortcut key oeor6n'qlb

eo$gu6onot 6lsnglpun$aooonqdr 5iDa.

iii. Clipboard oairupeoar etelerrngu eflonebqerfir?

iv. Center Tab, Right Tab, Decimal Tab erorueir$orgl 6unq5$Suneur
e- gnryeouruia@L6iil er51 en66a.
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i. rSaireu6rn Paragraph Dialog Box s.-6irfl General, Indentation, Spacing 6l@lli

rSrygnolr 0p6iiTgl ug$aorenqr-b Glg;olflerrno er51ufltbo'

lndents and Spasng Line and fage Breaks
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AliEnmenL Left ?

Qudne level: tsodYText Y
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$FEciBil

Hanging

R , , ' '

f Flirror irrdents

'rl:rril'ti

gefare:

$fter;

i . - - . - -  ; l
illA --:.1 Line spaEinqi

L-:g singie

il Don't add spage befueen oaregt*phs of the same stvle

i  80s , ,  , Defauit.,, ir i--l

ii. Automatic page numbering GeuJ,JuuL-L- l0 u65rljj66d)6n6 GlsnoiilL-

g6x50rrclurail$1eb 11p56b flr60Tgt udomoqryLb i, ii, iii erorqr-b, 6;6o66rui6ocx 4, 5,6,

l, g, 9.tO 6r60rollb elq€o)oa,il@G)Loafloi, etS6D60Tfb gtulrfluugtB6n6ui uqg)6DE|6'6Dflr \'

6r(gol6.

iii. Styles topgJdr Table of Contents oourual$Et$dlaolu5le'rireor GPnL-irq unsi?

iv. Mail Merge e1a$uireorS word processing gleolpuleb $oorgli,loulLoungt @6oTDnOb'

orfl6nctsga.

i. MS-Excel Gglnufuno rJlotsr:16r-b uEFjJ66olsn €elguu[i$g'to'

a. Worksheet DPUltb Workbook

b. Row Lr$Erb Column

c. Cell Address mSEtlb Cell Range

d. Formula Bar LofEurii Name Box 
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l l . MS-Excel 6\t6b dloorr66ri G)arelGelgu Function eloosaafioi: l0

srer$gflar Gpngf $ur$aourenulrjl 6T(p6rs.

ryNEterLoor6r-on6iird6fi qSFs arlsuo-reu e r-bu$SLoneor Worksheet 6l6ingl
gquugdpgl.
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Book Sales Budget Preparation Sheet

Price of a Bcok:

No of Books sold

Sales Amount
Cost of Production
Profit

Total Profit
Other Expenditures:

80

Jan Feb
500 600

40000 48000
5500 5500

34500 42500

Mar Total
700 1800

56000 144000
5500 16500

50500 127500

1?7500

Food
Clotlr
Travel l ing
Phone

4000
5600
6000
7000

17 Net  Pro f i t

22600
104900

q5g6 eilleoa:oou-t Lor$Ucx5dui (!D6Dn e L66rgrlfi€b Net Profit atelelngl Lon$pb

gtaotr--ulLb oorilugatoul urnggl$,fJaneilend enquolng|] formula Sseil 6lon@6auur

Goleuiir@G)oafieb L5leireir16ri ceil saflob 61an$6muuL-GorLoiilgu-t formuia doeuron

6r(9gJ6.

Cel ls 88, C8. D8

Cel ls  810,  C l0 ,  D10

Ce l l  E12 ,816

Cel l  817
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iv. Excel erSlail dleol-&1qLo Charl il6DtbE6o6II erlondgo

dlE16f rGir(96J6.

i .  Data Val idat ion

ii. Pir.ot Table

iii. Goal Seek

iv. Scenario Manager

* *  *
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